How-to Guide

Schools: Get Started with Bookshare!




Step 1: Sign up Your School (if needed)

NOTE: If your school or district already has a Bookshare account, you can skip this step and ask an
educator registered on that account to add you as a Sponsor to the existing account. If you are
already a Sponsor, skip to Step 2: Add Qualified Members and Assign Books.

If your school or district does not already have a Bookshare account, or if you do not have easy
access to an educator who uses the existing account, you should create a new account.

1) Sign Up at https://www.bookshare.org/cms/get-started/sign. Select "Sign Up Organization.”

Slgn Up' www.bookshare.org/cms/get-started/sign
* Sign Up!
* Howto Find Books Choose a Membership Type

+ How o Read Books
Bookshare® membership is for people with print disabilities and is provided FREE to US Students of any age and
Schools! Non-students and other organizaticns pay a low fee.

. .
@ 'ndividual 1 Organization

Access and read books for yourself or your child. Access books on behalf of members or students of

our organization or school.
‘You will need to provide a proof of disability form signed ¥ g

by a qualified expert. If you are not a US student, you ‘You will need to submit the Bookshare Organizational

will also need to provide payment. Agreement form signed by the Primary Contact. If your
organization does not serve US students, you will need
to purchase book blocks.

Sign Up Individual
Sign Up Organization

2) Complete basic information about the organization and the designated Primary Contact.

Organization Information

Please enter your arganization's information on the farm below. Asterisks indicate required fields.

Organization Information = Primary Contactinformation = Membership Agreement

Edit basic account information.
Organization Name *
Address *

Address, line 2

City *
Phone *

Website

Country * United States
State or Province * Select...

Zip or Postal Code ™

This organization is a * Select...
Population Density * Select...
Federal Lunch Program * Select...

Promo Code (optional)

B o |
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Enter Primary Contact Information

Fields marked with * are required.

Organization Information > Primary Contact Information > Membership Agreement

In signing up your school or organizatien, you become the Primary Contact. You:
* Manage the list of students or clients with print disabilities, called Members
* Manage the list of other staff, called Sponsors, whe download books for Members
* Can also download books for Members

Enter basic information concerning the primary contact for this account.

Primary Contact First Name *
Primary Contact Last Name *
Primary Contact Job Title *
Phone *

Email

Confirm Email *

Password (8-32 letters or numbers, at
least 1 letter and at least 1 number)

Confirm password *

3) Read and agree to the Bookshare terms online.

4) Download the Organizational Agreement form, scan and email the completed form to:

membership@bookshare.orq.

Immediately after creating the account, the Primary Contact can begin adding students as members
to Bookshare and other school employees as Bookshare Sponsors.

Step 2: Add Qualified Members and Assign Books

1) Log in to www.Bookshare.org using the link in the top right of the page. (The email address

entered when

signing up is your Bookshare username.)

2) You'll be directed to the “My Bookshare” page. Select the "Members" link in the left column.

My Bookshare

My Bookshare

* My History
Beading Lists

* Organization Info

* My Requests
* Download Reading Tools
* My Account

Learn more

Back-to-School Resources

2. Assign Boo

Naaracie = eiaF
3. Manage List of Teachers, Resource Specialists, etc. (Sponsors) Now"

Only a few more months of school! Make sure your students are set up with new

Student Logins and empower them to read assigned books on their own. How to Use Reading Lists

Explore All Reading Tools
Recent News

Volunteer

Texas Librarian Appreciates Bookshare's Accessible Ebook Collection
Appreciation for Bookshare's Blue Ribbon Volunteers

Read Our Books in Get Answers in the Help Your Students

Access Bookshare

Braille Help Center

Empower your Members to "Read

www.bookshare.org
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3) Select the "Add a Member" button to add members one at a time.

Manage Members

My Bookshare Manage Members | View Individual Members ‘ Upload Roster

My History Members are students or clients that have a qualifying print disability.

Sort Members: | By First Name ¥

My Reading Lists
Members

d 1o Reading List| 1st grade

Sponsors .
Organization Info Find Members: District|All ¥ | School | All v |List|All Members
My Requests -
Download Reading Tools Search
My Account

First Last District + oo, | Birth | Qualifying

Name Name Username Schaol Grade Quicklist Date Membership Disability Plan

No current members.
Increment Grade Level | Add to Quicklist Remove Member

4) Complete the first two sections by entering information on a qualified student. Be sure to set a

user name and password for the student. User names can be anything including: email
addresses, nicknames, or student IDs. Select "Save."

Add New Meglhé

Account [}

ount information will allow your member to access books.

irst Name* e Usermname JaneDoe

Last Name* Password

Doe JaneDoel12345

Birth Date* 05/01/2002 Quicklist @
(MM/DD/YYYY) -
District - v
urrent Grade* Select one v

School -

Qualifying Info
This form serves as proof of disaD

Disability* Plans
Visual User has an IEP
< Learning User is 504 Qualified
Physical

Reading Preferences w

Cancel

Save & Save & Add Individual Membership

Tip: Write down the user names and passwords on the useful form found in the “Help Center" under

“Training and Resources > Brochures and How-To Guides>Student Login Form.”
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5) To assign books to the member now, select "Assign Books." Note: You can also assign books at a
later time.

Jane Doe added to roster.
Assign books to this member now?

You can always assign books to a member by going to My Reading Lists and adding this
member to an existing Reading List or creating a new one.

‘ Assign Books b [l

6) Search for books to add to the Reading List by entering a title, author, or ISBN in the Search Box.

Book Search for Reading List

Search Books] adventures of Sherlock Holmes Q

Cancel

7) Place a check mark next to the desired title(s) and select "Assign Books."

156 books returned for search of: Adventures of Sherlock Holmes

Sort Order: |ByRelevance v |

Authors: Most Relevant Authors v

Title Author Synopsis Copyright

¥ | The Adventures of Sherlock Holmes Arthur Conan Doyle | The Adventures of Sherlock 2012
Holmes, a collection of twelve short
stories by Scottish author Arthur

More...

The Adventures of Sherlock Holmes Arthur Conan Doyle | Anew collection to coincide with 2010
the upcoming major motion
picture starring Robert Downey, Jr.,

More...
Sherlock Holmes Sir Arthur Conan A collection of the stories in which 1996
Doyle Sir Arthur Conan Doyle created the

most famous amateur More...
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8) By assigning books to this student, you are creating a personal Reading List for him or her. The
name of the Reading List will default to the name of the student, but you can rename it if you wish.
You can also include a description of the list, but this is not required. When this dialog box is
completed, select "Done."

You have just assigned a book (or books) to this student, and he/she can now log in and read!
(See “Step 3: Students Read” below.)

Name this reading list

1 book(s) have been added to the reading list "Jane Doe's Reading List".

List Name: Jane Doe's Reading List

Description: Personal selection of books for Jane Doe

see and edit this Reading List by going to Reading Lists in the left navigation bar.

ol

9) Sponsors can now share Reading Lists within their organization. Note: this will be the default. To
share any Reading List, open it and select "Edit Details."

My Reading Lists

My Bookshare 1 book(s) have been added to the reading list "Jane Doe's Reading List".

My History

My Reading Lists
¥ g Table View List View

Members

' . .
Sponsors Jane Doe's Reading List
Organization Info
My Requests
Download Reading Tools Status: Member List shared with members
My Account

Description: Fall semester reading for Jane Doe

Use the "Add Books" button to add specific titles to this list. You can also add books while using the Advanced Search or Browse

links. To see which assigned Members have accessed each title, select the "View Activity" link.

Members (1) | Titles (1) | Activity

Title Author Date Added Action Remove
The Adventures of Sherlock Holmes Doyle, Arthur Conan 08/25/2016 Remove
WView Activity

——
Add Book: | Edit Details ’ Delete Reading List
R ——
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10) Select "Org" to share with other sponsors and members in your Organization. To keep list private

or to share just with student members, select the appropriate button. Then select "Save."

My Reading Lists

My Bookshare

My History

My Reading Lists
Members

Sponsors

Organization Info

My Requests

Download Reading Tools
My Account

My Reading Lists

Edit Reading List: Jane Doe's Reading List

Fields marked with * are required.

Name *

Description

Sharing

Save Cancel

Jane Doe's Reading List

Fall semester reading for Jane Doe

Private (owner only)
Member (owner and assigned members only)

Org {owner, members, and sponsors in your organization

11) Sponsors can also subscribe to shared Reading Lists created by other Sponsors within their
organization. Select the "Subscribe" button on your "Reading Lists" page.

My Reading Lists

My Bookshare

My History

My Reading Lists
Members

Sponsers

Organization Info

My Requests

Download Reading Tools

My Account

Table View | List View

Reading Lists ¢

m You can now subscribe to Reading Lists shared by other sponsors in your organization! To share your own Reading Lists,

open a Reading List, go to Edit Details, and set the Share option to "Organization.”

Reading List Description Sharing | Owned By | Titles  Members | Action
@ 3rd Grade .
S0k List org(0) | Myself 3 1 i)

@ JR-language

This bookshelf is for use by Jane Roe, to help her find all of the

Arts (2012-13) materials she needs for her language arts and resource specialist | Org (0) Myself 6 1 i)
) work
@ Junior
English 2012- Members | Myself 2 3 T
2013
@ Summer
Reading Members | Myself 3 2 mf
@ Create
www.bookshare.org 7 9/6/2016




12) A list of shared Reading Lists from within your Organization will be visible in the pop up box.
Place a check mark next to the Reading List(s) to which you wish to subscribe and select
"Subscribe.”

Subscribe to Shared Reading Lists

Select one or more Reading Lists to make available to your students.

Reading List Owner Titles Members Updated

" th Grade Language Arts Edward Educator 1 1 8/24/2016

Biology 101 Edward Educator 2 0 8/24/2016

@bist selected

Subscnbe b Cancel

Ny

You have now added qualified students, assigned books to them by creating at least one Reading
List, learned how to share Reading Lists with other Sponsors in your organization and subscribe to
other Reading Lists within your organization. Your students are ready to read!

To add other students or create other Reading Lists, select “My Bookshare” at the top right side of the
window. For more in-depth help on creating Reading Lists or adding students, please visit
https://www.bookshare.org/cms/help-center or select the “Empower your Members to Read Now” link
on the right side of your “My Bookshare” page.

Step 3: Students Read

Students log in either through the Bookshare website to use Bookshare Web Reader or through a
Bookshare Integrated application.

Bookshare Web Reader allows students to read quickly and easily in an Internet browser without
downloading software or books. For a reading experience that includes self-voicing with word
highlighting, we recommend using Bookshare Web Reader on the following browsers:

« Google Chrome version 33+

» Safari version 6.1+

» Google Chrome version 14-32 (Bookshare Chrome Extension installation required)
« Chromebooks version 14+ (Bookshare Chrome Extension installation required)
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For a student who typically uses a screen reader, we recommend opening Bookshare Web Reader in
Internet Explorer.

To read in Bookshare Web Reader, students:
e Log in to Bookshare with the user name and password created by the Sponsor.
e Read books assigned to them on a Reading List or books previously downloaded for them,
found under "My History" on their “My Bookshare” page.

1) Toread a book assigned on a Reading List, students select "View Your Assigned Books (Reading
Lists)” in the top middle section of their screen

My Bookshare

My Bookshare Learn more

Welcome Jane Doe

B /oW your assigned books (Reading Lists)

e My History
s My Reading Lists
* My Account

How to use your Bookshare

account

Want to read more books?

4. Find other ways to read Bookshare books

Want to choose your own books? Upgrade to an Individual Membership!

.. Read Our Books ) Get Answers in g Discover Ways to
== in Braille the Help Center Read Our Books

Recent Books

= The Adventures of Sherlock Holmes - Read Now

My Reading Lists

These reading lists were assigned to you by a teacher or specialist at your
organization,

* Jane Doe by Org Demo (1 title)

2) Students open the appropriate Reading List, find the desired title, and select "Read Now."

My Reading Lists

TableView | ListView
My Bookshare

Reading Lists ¢

* My History

* My Reading Lists ) )

* My Account Edit Reading List Description Owned By Titles
1st grade Org Demo 14
English 10 grade Org Demo 0

ane Doe's Reading List Org Demo 2
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Title

Cats

Charlotte’s Web

A Author Date Added

The Adventures of Sherlock Holmes Doyle, Arthur Conan 08/03/2016

Fraser, Charlotte 08/03/2016

White, E. B. 08/12/2016

Action

Read Now

Read Now

3) Next, Bookshare packages the book and prepares it for reading in their browser. Depending on
the size of the book, it may take 30-60 seconds. The book will then be ready to be viewed — and
heard — in the Bookshare Web Reader.

The Adventures of Sherlock Holmes

Arthur Conan Doyle

Freely Distributable Material

This notice describes the copyright ownership. if any. and any legal restrictions on the use of this Bookshare digital material which govern your lawful
use of it. Bookshare believes in good faith that this digital material is freely distributable, and is either in the Public Domain or available under a
license that allows free distribution (such as a Creative Commons license)

Title: The Adventures of Sherlock Holmes

Author: Sir Arthur Conan Doyle

Copyright (unknown) by (unknown)

This notice is not part of the work. which begins below after the phrase "Begin Content".

For Works Listed as in the Public Domain

Bookshare and Benetech make no representations or warranties that this material is, in fact, in the Public Domain. However. Bookshare reasonably
believes that this material is out of copyright. and thereby in the Public Domain and available for free distribution and copying on a Worldwide basis.
On that basis, it makes it freely available to all persons. wherever located, for downloading. further copying. and personal and commercial use.

For Works Listed as Freely Distributable under License

Bookshare and Benetech make no representations or warranties that this material is. in fact, freely distributable under license. However. Bookshare
reasonably believes that this material is available under such a license. which is contained as part of the work. On that basis, it makes it freely
available to all persons, wherever located. for downloading and use pursuant to the applicable license. Please refer to the licensing terms contained in
the work below.

If you have reason to believe that this material is not in the Public Domain or available under a license permitting free distribution. or you wish to
assert a claim to ownership of it on behalf of a copyright owner, please immediately send an email describing the nature of the claim and all related
information to abuse@bookshare.org. and we will make every reasonable effort to address your concems. Together we can ensure that the rights of
copyright holders are protected within the limits of the law

Limitation of Liability; Indemnity by User

4) To hear the book read aloud, students select “Play.” E

5) Students can use the settings buttonn to change the font size and/or text and background

color combination, if desired.

VIEWER OPTIONS

FONT SIZE

pA 18-point

TEXT AND BACKGROUND COLOR

Black and White

[Sands of Dune

DISPLAY FORMAT

O Single Page
© Facing Pages
® Scrolling

MARGINS

) LIRTIAn

[v] Display page numbers

Cancel

www.bookshare.org
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6) Students use the Table of Contents icon to select where they want to start reading.

Rl
g Bookshare Web Reader

A o
)
S A SCANDAL IN BOHEMIA
The Adventures of Sherlock Holmes To Sherlock Holmes she is always the woman. I have seldom heard him mention her
The Adventures of Sherlock Holmes under any other name. In his eyes she eclipses and predominates the whole of her
CONTENTS sex. It was not that he felt any emotion akin to love for Irene Adler. All emotions.
A SCANDAL IN BOHEMIA and that one particularly. were abhorrent to his cold. precise but admirably balanced
THE RED-HEADED LEAGUE mind. He was, I take it, the most perfect reasoning and observing machine that the
A CASE OF IDENTITY world has seen. but as a lover he would have placed himself in a false position. He
THE BOSCOMBE VALLEY MYSTERY never spoke of the softer passions. save with a gibe and a sneer. They were
THE FIVE ORANGE PIPS admirable things for the observer--excellent for drawing the veil from men's motives
THE MAN WITH THE TWISTED LIP and actions. But for the trained reasoner to admit such intrusions into his own
THE BLUE CARBUNCLE delicate and finely adjusted temperament was to introduce a distracting factor which
THE SPECKLED BAND might throw a doubt upon all his mental results. Grit in a sensitive instrument. or a
THE ENGINEER'S THUMB crack in one of his own high-power lenses. would not be more disturbing than a
THE NOBLE BACHELOR strong emotion in a nature such as his. And yet there was but one woman to him.
THE BERYL CORONET and that woman was the late Irene Adler. of dubious and questionable memory.
THE COPPER BEECHES
I had seen little of Holmes since the singular chain of events which I have already
narrated in a bold fashion under the heading The Sign of the Four . My marriage
had, as he foretold, drifted us away from each other. My own complete happiness,
and the home-centred interests which rise up around the man who first finds himself
master of his own establishment, were sufficient to absorb all my attention, while
Holmes. who loathed every form of society with his whole Bohemian soul, .

For additional assistance with Bookshare Web Reader, please click the “?” link at the top right of the
Bookshare Web Reader screen.

To read in a Bookshare Integrated Application, students:

Log in to the reading application.

Search for the book using the tool’s search function.

Note: With VoiceDream Reader and Capti Narrator, students can see in “History” the books
that have recently been downloaded for them or that they opened in Bookshare Web Reader.
Download the book through the tool’s download function.

Read!

For a patrtial list of Bookshare Integrated Applications, go to: Bookshare Member Preferred Reading
Tools.

For answers to other questions, please visit https://www.Bookshare.com/cms/help-center.
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