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WHAT IS E-TEXT?
E-textbooks are provided as an accommodation to students with print impairments. The appropriate accommodation is determined by each student’s case manager after discussion of needs and review of documentation provided by the student. The textbooks are provided in an alternate format, accessible to the student only, as a means of ‘leveling’ the playing field. Electronic textbooks are textbooks that have been scanned, text recognized, ‘cleaned-up’ and then sent to students to be used in the manner that works best for them. This may include audio output, a combination of audio and enlarged visual information, Braille, etc.
“Print impairment” is used because it covers the wide range of individuals who cannot, for whatever reason, access standard print. This may include those who have a visual impairment, a physical disability, a learning disability or some other disability that keeps the person from holding a print book and reading it. Most students who receive this accommodation, however, have some vision, and prefer to have the print book nearby when listening to the audio version. 

The Alternative Text Program provides electronic textbooks (or e-text) to students in the way that works best for them; often deleting graphics and other redundancies of text content. Please keep this in mind when following the directions noted on each textbook’s service sheet.
HOW IS E-TEXT CREATED AT SAC?

1. Scanning is done on a high-speed scanner after the binding has been cut from the book. The book is rebound and given back to the student.
2. ABBYY Fine Reader (software) completes Optical Character Recognition (OCR) of the entire textbook. In essence, the software ‘reads’ the book, creating text and image boxes, as well as tables, in an effort to determine the content of the book. Each page becomes two files: one is the image that was scanned (a TIF file); the other is a text file of that determination (a ‘fine reader’ file). ABBYY then highlights words, letters, numbers, etc. it is unsure of, giving people the opportunity to approve or make changes to the text.
3. Volunteers and workers then manually ‘clean-up’ the text portion of the file. Photos and captions are deleted and spell-check is completed. The book is then saved in individual chapters. The chapters are provided to the students in an electronic format that will work best with the software they have chosen to use: text files, word files, rich text format, PDF, audio on a disc, etc.

THE PROCESS 
Books are provided by the students in accordance with copyright laws and publisher wishes. Since books will be scanned and cleaned-up on a first-come-first-served basis, books are entered on an ‘intake’ list that includes the date it was brought in, the title and the student’s last name. A copy of the receipt must also be provided. 
The bindings are removed by a professional and returned for the scanning process.

THE SCAN

1. Fan the book to insure there are no pages stuck together.
2. Remove both covers and any blank pages next to covers, as well as index, bibliography, etc. at the end of the book. DO scan the glossary!
3. Place book – in full unless it is more than 500 sheets of paper – on the scanner face up. If the book is made of very fine paper, place one chapter at a time in the scanner. More chapters can be fed on the same scan.
4. Using ABBYY FineReader, complete a multiple page scan – duplex, automatic feed, standard scan (if the book contains many dark boxes, try increasing the dpi and switching to 256-gray or text enhancement scan method).
5. Have ABBYY FineReader read the entire book.
6. Have ABBYY FineReader save the book – under file – as a batch – save in the student’s name folder (condensedtitle.btf).
7. There will be an error message that appears stating ‘scan manager is active’ Click on the Cancel button.
THE SCAN PROCESS IS NOW DONE – at the beginning of the semester, the scanner computer is to be used only for the scan process – USE THE OTHER THREE COMPUTERS FOR CLEAN-UP (two in B16 and one in B16A)
THE ‘CLEAN-UP’

All books will be completed on a first-come-first-served basis. Determine which book you will work on by either working on a book that is already open (the batch file) or picking a worksheet from the binder marked “Service Binder.” The worksheets are set up in a first-come manner – the one on top is the next one to be completed.
· Each book or set of e-reserve readings will come with a worksheet that details exactly what to delete and what to keep in addition to spell checking. Please note: each student has met with the alternative textbook coordinator to determine what will be deleted and what will be kept. Please follow these instructions. 

· The ‘front matter’ of every book can be left as scanned with the exception of: Full title, author, publisher, edition number, copyright date and copyright number. This information must be complete for all books. In addition, insure the following is cut and pasted to the first page from the file titled ‘copyright’ (found in W:\SAC\Staff\Etextuser):
“The following material has been created in this format for use by a student with a print disability. It may not be reproduced or distributed in a format other than a specialized format exclusively for use by blind or other persons with disabilities; and, any further reproduction or distribution is considered copyright infringement.”

· For a standard cleanup, delete text boxes that include graphics, captions for graphics, stray markings, etc. Either right click on the image part of your screen and select delete box or click on the selected area and press the delete key.  

· Delete the header/title which would be at the top of the page. KEEP the page number and type the word ‘page’ in front of the number.  

· To spell-check a page find the CHECK SPELLING button and click on that.  This will then prompt you to spell-check the misspelled or misunderstood items on the page. Items highlighted in red may be added to the library. Adding correctly spelled ‘new’ words to the library will eventually increase the speed of the spell-check. Items such as acronyms that will always come up as incorrect can be addressed by clicking the ‘ignore all’ button. For convenience ABBYY will display the actual scan as well as what it believes the text says. 
· For pages that hold ‘sidebars’ that will be maintained, note such at the beginning and end of the sidebar, so the student will hear “Sidebar” and “End of Sidebar”. This provides the student with some navigation assistance. If at all possible, redraw text boxes on a page that includes a sidebar so that the body of the text will not be interrupted. 

· Access the next page by clicking on the (left hand side of the screen) next page in sequence. This can also be completed by pressing the alt key at the same time you press the down arrow key.

Suggestion: complete the visual ‘cleanup’ for an entire chapter, then go back to the start of the chapter for the ‘spell-check’ portion. This will speed up your work. 
The following apply if you are working with a text that has more scientific information and/or graphics that may need to be maintained:

· If a worksheet includes such comments as ‘delete all text boxes and redraw according to …’ click on the image portion of the screen and delete all the text/image boxes until the text portion reads “page not recognized.” Then, begin drawing text boxes (click and drag) according to how the page should be read (i.e., page number first, then body of text, etc.). After all the text boxes have been redrawn, click on the ‘read’ button and have ABBYY re-read that page. You can then either spell-check the page or move on to the next page.
· It is possible certain boxes will need to be read in a different language than English. Please note this information will be included on the textbook’s worksheet. 

· If there is a table that needs to be maintained, but you don’t want the table outline (blue), then delete as noted above, and redraw the table in the manner it will be read. When reading tables use the following format: title; column headings; first row – all columns (this may require more than one text box); second row – all columns, etc. Again, after the table and the rest of the page are redrawn, have ABBYY re-read the page. If the table does not need to be maintained, delete the table and keep the title, adding “Noted in book.”  

· In general, science related books follow the standard cleanup of deleting graphics and captions and spellchecking. However, there are books that will require more than a standard spell-check. These include physics, chemistry, engineering, etc. These books will have extensive information on their worksheets. The directions may include deleting text boxes that include a formula, adding scientific notation (subscript and superscript), etc. A short tip sheet is added at the end of this document to address such items. 
Keep in mind: when a page is saved into an accessible format for the student, it will display and read according to the numbers of the text boxes you have drawn. If you only delete one text box in the middle of the page and then redraw it, that text box will be read last. You may need to delete all on a page and redraw following the layout of the page. 

Saving a chapter in the requested format
· After you have completed an entire chapter (this includes spell-check as well) your next step is to save it in the requested format. The requested format will be noted on the worksheet under the student’s name and title of the book.  

· On the left side of the page click on the first page of the chapter (making sure that the whole page is selected, the page number at the bottom of the page should also be highlighted).
· Pressing the Control (CNTRL) and the down arrow to select all the pages in that particular chapter. Include pages you may not have cleaned-up or spell-checked (e.g., reference pages, end of chapter questions, etc.). 

· At the top of the page find the button that says SAVE.  Next to that button there is a small down arrow, click on that.  There you will have the option to SAVE TEXT AS. Click on that and complete the following steps:

1. Choose the ‘etextusr’ server and follow the folders to the student’s name and the particular book’s folder (where to save the chapter)
2. Choose file type (as noted on worksheet)

3. Choose “selected pages” (versus entire book)

4. Choose “single file for all pages” unless it is for a “DAISY” format. If this is the case, choose “create separate file for each page”

5. Choose “open document after saving” and do a quick check to make sure the chapter appears as it should

6. For formatting options, unless otherwise noted, choose “retain full page layout”

· Remember to save one chapter at a time.  Each chapter should have its own document.  
· Name/number chapters as follows: titleofbook-frontmatter.doc; 01-titleofbook.doc; 02-titleofbook.doc; …. titleofbook-glossary.doc; titleofbook-appendices.doc, etc.

· All additional formatting requiring the addition of synthesized speech will be completed by the alternative text coordinator or student workers.
Thank you for your time and efforts. The program would not succeed without you. 

TIP SHEET

· Remove footnotes and numbers from the bottoms of pages when doing initial page cleanup. Also remove numbers for footnotes from the body of the text. If you feel it is necessary to keep a footnote due to its content, add brackets to the beginning of the footnote and type “[footnote #_]”.
· Due to the nature of most reader documents, it is necessary to manually type the names of the Greek alphabet in brackets (ex. [omega]) rather than attempt to create the graphic representation. A reference sheet can be found in the front pocket of the service binder.
· Superscript can be attained by blocking the information to be so scripted and pressing CTRL, SHIFT and + .
· Subscript can be attained by following the same procedures, just not pressing SHIFT.
· Foreign language textbooks will require deletion of all text boxes and redrawing separate text boxes depending on the language that needs to be recognized. For example, in a Spanish textbook, there are vocabulary lists. To make it ‘workable’ for reading software, one text box would need to be drawn around the Spanish word and another around the English word. After completing all text boxes for a page, ABBYY can read the page in English, then the Spanish language text boxes will need to be reread in Spanish. The recognition language option is a button on the edit toolbar.
· To have ABBYY read an individual box, press CTRL, SHIFT and B.
· Similar work will need to be completed for some of the engineering textbooks. Delete all textboxes and redraw them but do not enclose formulae that are set out from the body of the text. Have ABBYY read the page and clean up information inside the text boxes, leaving the formulae alone.

· Even if following directions means deleting all information on a page (e.g., one that is totally graphic) and it reads “page not recognized” DO NOT delete the page from the batch. The book may need to be used by someone else in the future and that person may need to see the graphic.
· Do not cleanup/spell-check the ends of chapters. Spell-check should go through the summary, but does not need to include references, websites to visit, quizzes, etc. Delete those text boxes. Keep the page.
