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Requests

How to create a new Request

""" Tobeapproved:

*= How to approve a request

= How to edit a request

= How to delete a request

= How to export to Excel

= How to show columns

= How to add/remove row formatting

In Progress

= How to edit a reugest

= How to delete a request

= How to export to Excel

= How to show columns

* How to add/remove row formatting

Completed:

= How to mark the request as delivered

= How to edit a request

= How to download files

= How to email students

= How to export to Excel

= How to show columns

= How to add/remove row formatting

Jobs

In Progress

= How to open a job

= How to edit a job

= How to mark job as completed

= How to split a job

= How to cancel a job

= How to export to Excel
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= How to show/hide columns

= How to add/remove row formatting

T Volunteers:

How to add working hours

How to edit working hours

How to delete working hours

How to export to Excel

How to export to PDF

How to show/hide columns

N oA IWINE

How to add/remove row formatting

Completed

= How to open a job

= How to export to Excel

= How to show/hide columns

* How to add/remove row formatting

Cancelled

= How to open a job

= How to export to Excel

=  How to show/hide columns

* How to add/remove row formatting

Reports

Admin

How to change the notification sent to students

How to attach dynamic forms to a category

FAQ

How to add Proof of Purchase

How to add alternate format files

How to add volunteers

How to add volunteer notes
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CLOCKWORK TRAINING
ALTERNATE FORMAT

LEARNING OBJECTIVES

Become familiar with the Alternate Format interface
Create Media Content, Publisher, and Vendor

Create a new request

Create a job

Understand the difference between requests and jobs
Learn how to approve a request

Learn how to turn requests into jobs

Learn how to manage your volunteers

Learn what reports are available

Become familiar with the system's workflow
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License Key

e The Alternate format module is not going to work without its license key
e If the license key is not imported, please submit a support ticket
e In ClockWork, go to Extra tab > Submit a Support Ticket

How do you know if the license key is not imported?

. N
e iy e e On the server, go to Start > All Programs >
S0atasase 8, Lcenses Mot Names il Secunty x
B A iconses | Retd TechnoPro > ClockWork 5 Server > Clockwork
| Server Initialization Wizard
FrodectNeme v BreedOate V GUpin0ate V LiceniaType 7 Nike

Abarignal Departmers March 08, 201)  Newer oxpire - Prodaction
Acconmozatons Cote Ao 06, 2011 Mever exgire POOLDON . . y
ASws 1hudent 10 request benlits ondne. March 01 201 Newer expire  Prodection Y It Should have Alternate medla |n the
.
Base Codvien March 03, 2013 Never expire - Production L|Censes tab
o May 17, 2082 Newer expore - Prodection
ChackWork Server Apil 06, 2811 Never expire  Production
Clackwork Server Testing March 03, 2013 Newer oxpire  Prodection
Cownielng Depatment March 04 2013 Newer opire  Production
Depatment-Shadent Health March 04 2083 Newver expire Production

* irventory Syitem Qctober 34 2011 Never xpine  Prodection
License 101 each depatment March 04, 2013 Newer expire - Progduction
Licenae for the Adwiiing Department, March 04, 2003 Mewer opire  Prodection
Ondne Letters April 06, 2001 Newer expere - Production
Oniine Accommadation Letters [Students]  Apal 06, 2011 Never ogure - Irodection
Onfine ARemate Test Booting Requests April 04, 2013 Never expire  Prodaction
Ondne Appointment Boabing Apri 06, 2018 Newer expire PrOOwon
On-line Cloted Caplioming March 03, 2013 Newer opire  Prodection
Ondne instructer TestUEam Submisrion  Aprll 06, 2001 Never opire  Production
Ondne lntate April 04, 2012 Newer expire  roduction
Onfine Notetating April 06, 2011 Mewer oxpire  Prodedtion
On-Line Le¥ Regstnabon March 04 2013 Newer expire  Proouction

.

o save 3§ cancel
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Parts of Alternate Format

Media Content Vend Jobs

Manual (Files) endors (Staff)
S Stem Requests
y (Student)
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Requests Workflow

Created

(Request)

o In Progress
jobis
cancelled .
job mark as

completed

Cancelled

yes no

Completed:
Ready to

Completed

but need proof
of purchase

download

Should not be able

to download files Delivered
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Accessing the Alternate Format

Qf) {7} Clear Back tome ‘% Messaging = Me - ClockWork
Home Calendar Extra
2 2228 848 © S 8B ®E o R[e
0 . o \ LA ] . 1.~ | = | |
& & LR 8 8 A5 » 8 i ? N ®E &
Add new Student Appt. Email Generate Service MNotify AT Accommodations Testsand Manage Service My Students Accommodation Example Disability MNotes Workshops  Tasks Alternate
student Information History Student Document Request  Staff Exams Providers Requests (&8ll)  new form (n)] Format

lternate .

e There's no setting or permission to turn on the Alternate Format module.

e As long as you have the license key for the Alternate Format, it should show up in
your “Home” ribbon bar. This is automatic.

e The Alternate Format is on the top right side of your ClockWork screen
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MEDIA CONTENT
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How to add a new Media Content
N ————

Home Calendar Extra Media Content

elw 2 - D4

Mew Media | Edit Media Delete Media Search for alternate Close Alternate
Content Content Content format files Format

Actions Views Commands

Search: IEI O Eme |ﬁ & Alternate Format
.+ Jobs | &3 Requests| & Media Contents | 53 Vendors | < Publishers | =| Reports

Click on the Media Contents tab

The ribbon bar should change to Media Content

Click on “New Media Content”

You can also right-click and select “New Media Content”
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You should get a screen like this.

e &

€ Edit media content E@

Media Content | Courses | Extended Data | Thumbnail | Files |

Media Content created by admin admin on Jul 08, 2013

Short title:  Professional WCF 4 Publisher: Publisher name 1 -
Long title:  Professional WCF 4 Published date: July 15, 2010 -
ISBN: ino dash or spaces) 9780470930403 Website: https://www googleapis.com/books./v 1/ volumes/-Mue1Gg
Edition: 1 Proof of purchase required?

Is media content reusable?
Category:  AtemateTextBook -

Is Active?
Length: 480

Authors (Comma separated list)
Pablo Cibraro, Kurt Claeys, Fabio Cozzoline Johann Grabner

Summary:

A guide to architecting, designing, and building distributed -
applications with Windows Communication Foundation Windows H

Communication Foundation is the .MET technology that iz used to

build service-oriented applications, exchange messages in various
communication scenarios, and run wordlows. This guide enables
developers to create state-ofthe-art applications using this

technology. Written by a team of Microsoft MVPs and WCF experts,

this book explains how the pieces of WCF 4.0 build on each cther to
provide a comprehensive framework to support distrbuted enterprise ™

Notes:

v Save x Cancel

Enter the book’s information here.

ClockWork Training Guide & Manual Page 12 of 140



Proof of purchased required?

Sometimes the student needs to submit a proof of purchase for the book(s) before they can
download the material(s). If this is checked, the system is not going to allow them to
download the material without its proof of purchase.

Is media content reusable?

Sometimes the books needs a permission from the publisher to distribute the alt format.
Sometimes, the publisher only gives the alt format to one student with a proof of purchase.
If this is checked, it means that the publisher allowed the school to distribute the alt format
as many times they want.

Is Active?

This just tells you if the media content is active or not.

ClockWork Training Guide & Manual Page 13 of 140



*** Use a scanner to pull the book’s information from the web ***

Search for books using title, ISBN, authors, publisher or just scan it with a barcode scanner

Search text in all fields:

Search by ISBN: 9780596521301
Search by title:
Search by Author:
'8
Search by Publisher:
|
[ Search ... [ Clean Search ]

Search results: 1 book(s) found. Please double-click to pick up one.

Drag a column here to group by this column

ISBN W URL ¥ Title ¥ Authors ¥ Publisher Al |
Contains; ¥ Contains: ¥V Contains: ¥ Contains. ¥ Contains: v N
I"" 9780596521301 | Programming WCF Services Juval Lowy Oreilly & Associates Incorporated |

[ 4 » |
Import selected book x Close

You just have to scan the ISBN of the book and ClockWork will automatically search for it
on the web. Scanner: Adesso, Model No. NUSCAN2100U
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e, Edit media content = &=
| Media Contert | Courses | Edended Data | Thumbnail | Files |
9 Add course | () Remove course(s)

Drag a column here to group by this column.

LuCourseld ¥ Course description % Campus % StartDate v EndDate
Equals: % Contains: W Contai... ¥ Equals: ¥ Equals: ¥

Total rows: 0

vSave xCancel

Courses: Courses are linked to a student’s account in ClockWork. If courses are not
displayed that means the student does not have current active courses.

When you add a request, the request wizard filters the media content by the course.
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€ Edit media content == [ =]
| Media Content ICourses | Edended Data | Thumbnail I Files |

Humber of pages

vSave xCancel

Extended Data: This is a dynamic form that can be setup in ClockWork Admin.

There’s different type of extended data. It depends on the Category you've selected for the
media content that determines which extended data to be displayed.

Category: Alternate TextBook, AudioFile, VideoFile, and Course Pack
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e_ Edit media content EI@
| Media Content | Courses | Extended Data | Thumbnai | Fies |

4 Q @ Q |FATPAGE e WEH® P

WSave xﬂancel

Thumbnail: You can upload your media content’s image in here

If you scanned a book, the image is automatically added here by ClockWork.
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-

€ Edit media content EI@

| Media Cortent | Courses | Extended Data | Thumbrail | Files |

Select format: Al -

i Add file(s) g Add hard copy | i Edit file | &g Remove file |G Download file

v Save xCan{:el

Files: You can upload any files related to that media content
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2 Select a media content format El;lﬂ

Select a format: [[IEEEREEN t]
Al
UNSPECIFIED
DIGITAL TEXTBOOK PDF
w Ok x Car G ITAL TEXTBOOK ePub
DIGITAL TEXTEOOK Wynn
DIGITAL TEXTBOOK K3000

CIGITAL TEXTBOOK K1000
CIGITAL TEXTBOOK Word
DIGITAL TEXTBOOK OpenBook
CIGITAL TEXTBOOK DAISY
AUDIO TRAMSCRIPTION
WIDEQ CAPTIONING

LARGE PRINT

BRAILLE

You must first select a media content format for your file. This list cannot be changed. If you
wish to add something in this list, please submit a new feature request at
https://clockworks.ca/support/Helpdesk/Tickets/New
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https://clockworks.ca/support/Helpdesk/Tickets/New

-

] New hard copy file o || = || 22|
Media content title: Professional WCF 4

Media content format: L/G/TAL_TEXTBOOK_ePub

Filename: FProfessional WCF 4_
File specific for student: IEI

Language: English -

Notes:

VSave x Close

Hard Copy File: Sometimes the publisher gives you a copy of the actual book in Braille or
Large Text instead of a media file. Hard Copy file is the actual book.

ClockWork Training Guide & Manual Page 20 of 140



€. Edit media content o= = |
| Media Cortert | Courses | Extended Data | Thumbnail | Files |

Select format: Al -

8 Add file(s) i Add hard copy | @@ Edit file | &gl Remove file ﬂ Download file

You can download this file by selecting the media content format, selecting the file, and
clicking on “Download file”.

Once you're done feeling out the Media Content information, press Save.
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How to edit Media Content
) o ST T

Home Calendar Extra Media Content

- b 4

Search for alternate Close Alternate
format files Format

Views Commands

IZI 'ﬁ EME | ﬁ' éﬁltﬂmate Format

& Media Contents | 83 Vendors | «<* Publishers = Reports

First, select the Media Contents you want to edit

Then on the ribbon bar, click on “Edit Media Content”

You can also right-click and select “Edit Media Content”

Another option is to double-click on your selected Media Content
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How to delete Media Content
N ——— T ————

Home Calendar Extra Media Content

e w2 - b 4

Mew Media Edit Media JDelete Media Search for alternate Close Alternate

Content Content format files Format
Actions Views Commands
Search: IZI O Fime | © & Alternate Format

e,j" Jobs | 83 Requests @ Media Contents | 82 Vendors | «* Publishers |Z| Reports

On the Media Contents tab, select the publisher you want to delete
There’s a button on the ribbon bar that says “Delete Media Content”
Or you can also, right-click and select “Delete Media Content”
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How to export to Excel

7 Jobs | 33 Requests & Media Contents | g3 Vendors [ <> Publishers | =| Reports
Alternate Format Media Contents

@ New media content <@ Edit media content §® Delete media content @ @ E

Media Content Id % Short Title W ISBN % Edition ¥ | Courses ¥ Media Content Ca
Equals: W Contains: %W Contains: W Contains: %W Contains: W Contains:
> 52 Pro ASP.NET MVC 4 | 97814302493 | AlternateTextBook

®  Mew Media Content
&  Edit Media Content
B  Delete Media Content

Q? Refresh
Export to Excel

|||

------ Show row formattings

e On the Media Contents tab
¢ Right-click anywhere on the screen
e Select “Export to Excel”
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How to show columns

o anslaa Requests & Media Contents =] Vendnrslﬁ"‘ Publishersl Reports
Alternate Format Media Contents

® New media content &9 Edit media content §% Delete media content = 0B

Media Content Id Short Title % ISBMN %  Edition¥ Courses ¥ Media Content Ca
Equals: % Contains: % Contains: W Contains: % Contains: W Contains:
b 52 Pro ASP.NET MVC 4 |97814302422 |

2 lternateTextBook
¥ MNew Media Content

& Edit Media Content
B Delete Media Content
=

Refresh
Export to Excel

|

------ Show row formattings

¢ On the Media Contents tab, right-click anywhere on the screen
o Select “Show/Hide columns”

e Drag and drop to add or remove columns on the grid
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How to add / remove row

I O"rating

Conditi Drag a column here to group by this column.

Rules

— Email W Website iT D
tem0  tains: W Contains: % Contains:

itel@clockworks.ca www.clockworks.ca  Thisis my [

I.,,. R my [
w# Mew Publisher -0

sy Edit publisher
&* Delete publisher

= = B

ieron@email.com

@ Refresh
E Export to Excel

@ Show/Hide columns

¢ On the Media Contents tab, right-click anywhere on the screen
e Select “Show row formatting”
e Set your format
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PUBLISHERS
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How to add a Publisher
@ ”— AlE=rnziz FurimEE

Home Calendar Extra Vendors & Publishers

& & A

Mew Media Edit Media Delete

@ w» X

Mew Publisher | Edit Publisher  Delete Close Alternate

Vendor Vendor  Vendor Publisher Format
Actions Commands
Search: IZI O Fme | @ & Aternate Format

' Jobs | &3 Requests | \& Media Contents | 43 Vendors| <> Publishers | =| Reports

Once you open the Alternate Format module...

¢ Click on the Publishers tab

e The ribbon bar should change to Vendors & Publishers
e Click on “New Publisher”

e You can also right-click and select “New Publisher”
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You should get a screen like this:

Enter the Publisher’s information.

ClockWork Training Guide & Manual

%g Edit Media Publisher

Name: Publisher name 1

Phone: (413)234-5678

Address:

(= [@ ] =]

5784 test st, Test city

Email: publisherl@gmail.com
Fax: (456) 673-9087
Website: http://publisherl.com

Description:

description 1

MNotes:

notes for publisher

vSave x Close
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How to edit a Publisher

o T Alf=rnEEz Furimze
Home Calendar Extra Vendors & Publishers

a-l-j:.. 1:: 1::_
& & &| & » &K
Mew Publishell Edit Publisher

Mew Media Edit Media Delete Delete Close Alternate

Vendor Vendor  Vendaor Publisher Format
Actions Commands
Search: IEI 0 Eme | @ & Alternate Format

% Jobs | 3@ Requests | \& Media Contents | 83 Vendors| «* Publishers

E' Reports

First, select the Publisher you want to edit

Then on the ribbon bar, click on “Edit Publisher”

You can also right-click and select “Edit Publisher”

Another option is to double-click on your selected Publisher
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How to delete a Publisher
@ ”— AlfzriEiEe FormEiE

Home Calendar Extra Vendors & Publishers

TR

Mew Media Edit Media Delete Mew Publisher Edit Publisher

4

Close Alternate

Vendor Vendor  Vendor Format
Actions Commands
Search: IZI O Mime |+'3 & Alternate Format

¥ Jobs | &3 Requests | \& Media Contents | 83 Vendors| < Publishers | =| Reports

e On the Publishers tab, select the publisher you want to delete
e There’s a button on the ribbon bar that says “Delete Publisher”
e Or you can also, right-click and select “Delete Publisher”
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How to export to Excel

g{? anslﬂa Requestsl@ Media Cuntentslﬁa Vendors | &* Publishers - Reports
Alternate Format Publishers

DCrag a column here to grou;

Publisher Id % | Publisher Name Phone % Address 5 Fax W Email 57 Website W
Equals: % Contains: % Contains: W Contains: % Contains: W Contains: W Contains: i
] 32 Krystel Ocampo  (154) 5604850 |495 Grant Way Mi Ne:.n.r Publicher (@clockworks. ca www.clockworks. ca

o
%g Edit publisher
#&* Delete publisher

Refrezh

(& teorobe

M) Show/Hide columns
E Show row formattings

e On the Publisher tab
¢ Right-click anywhere on the screen
o Select “Export to Excel”
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How to show columns

r,j) anslﬂa Requestsl@ Media Cnntentsl&ﬁ Vendors «* Publishers - Reports
Alternate Format Publishers

Drag a column here to gro

Publisher Id % Publisher Name % Phone % Address g Fax % Email W Website %7
Equals: W Contains: % Contains: W Contains: % Contains: W Contains: W Contains: W'
L 47 Alex Smith (150) 4501560 | 1234 Main St. Mississauga. ON [ (150) 015... alex.smith{@clockworks.ca

&  MNew Publisher
%g Edit publisher
#&#® Delete publisher

@ Refresh
Export to Excel

D) Show/Hide columns | |

E]  Show row formattings

e On the Publishers tab, right-click anywhere on the screen
e Select “Show/Hide columns”
e Drag and drop to add or remove columns on the grid
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How to add / remove row

I O"rating

Conditi Drag a column here to group by this column.
Rules
— Email W Website iT D
tem0  tains: W Contains: W Contains:
itel@clockworks.ca www.clockworks.ca  Thisis my [
ieron@email.com ',b e ey [
=# Mew Publisher —
sy Edit publisher
&* Delete publisher
@ Refresh
E Export to Excel
@ Show/Hide columns

e On the Publishers tab, right-click anywhere on the screen

e Select “Show row formatting”

e Set your format
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VENDORS
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How to add a Vendor
N ——

Home Calendar Extra Vendors & Publishers

%&&|@ @ w»w» X

Mew Publisher Edit Publisher  Delete Close Alternate

Vendor  Vendor Publisher Format
Actions Commands
Search: IZI O Fme | @ & Aternate Format

:# Jobs [ 43 Requests | \& Media Contents| &3 Vendors |<>» Publishers | = | Reports

Click on the Vendors tab

The ribbon bar should change to Vendors & Publishers
Click on “New Vendor”

You can also right-click and select “New Vendor”
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You should get a screen like this:

Enter the Vendor’s information.

ClockWork Training Guide & Manual

Za Edit Media Vendor o= |[=]
Name: wvendorname &

Phone: (765)453-2457

Address:
432 vendor st, L5GED3

Email: vendorb@&gmail.com

Cellphone: (343) 673-9327 Fax: (432) 567-8456

Website: vendorf.com

Description:

wendor description number &

Motes:

notes for vendor number &

v Save x Close
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How to edit a Vendor
N ———

Home Calendar Extra Vendors & Publishers

> 9 » X

|New Publisher Edit Publisher Delete Close Alternate
Publisher Format

Actions Commands

IZI *3 EME |1‘3 @'Altemate Format

“# Jobs | 33 Requests | \& Media Contents| &3 Vendors |«» Publishersl = Reports

First, select the vendor you want to edit

Then on the ribbon bar, click on “Edit Vendor”

You can also right-click and select “Edit Vendor”

Another option is to double-click on your selected Vendor
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How to delete a Vendor
) e —

Home Calendar Extra Vendors & Publishers

& &[@3] e @ » X

Mew Media Edit Media § Delete Mew Publisher Edit Publisher  Delete Close Alternate

Vendor Vendor [ Vendor Publisher Format
Actions Commands
Search: IZI O Bime | @ & Arternate Format

‘L? Jobs | 84 Requests @ Media Contents| &2 Vendors |«» Publishersl E Reports

e On the Vendors tab, select the vendor you want to delete
e There’s a button on the ribbon bar that says “Delete Vendor”
e Or you can also, right-click and select “Delete Vendor”
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How to export to Excel

oF .Jobs|aa Requestsl \& Media Contents| &3 Vendors |«» Publishersl Reports
Alternate Format VVendors

Drag a column here to group by this column.

Vendor Id % Wendor Mame % Phone %  Cellphone % Address o Fax W Email i Website %
Equals: ¥ Contains: % Contains: % Contains: % Contains: % Contains: ¥ Contains: % Contains: i
> 15 Bob Smith (484) 805-6064 (540) 455-1515 | 1560136 Main St. Mississauga.... [(a15) 601 . bob.smith@clockworks.ca www_bobsmith.ca

S Mew Vendor
;} Edit vendor
ﬂ Delete vendar

@ Refresh

I !E Export to Excel I

@ Show/Hide columns
]  Show row formattings

e On the Vendors tab
¢ Right-click anywhere on the screen
o Select “Export to Excel”
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How to show columns

¥’ Jobs | &3 Requests | \& Media Contents| &3 Vendors | Publishers | = | Reports
Alternate Format Vendors

Vendorld ¥ Vendor Name % Phone % Cellphone % Address 57 Fax °
Equals: % Contains: W Contains: W Contains: W Contains: % Contains: ]
b 204) 15203 . === = 8
13 Krystel Ocampo (401) 204-1203 |I[ ) 2 New‘u’endor 12) 103-210

=]

ay  Editvendor
& Delete vendor

@ Refresh
Export to Excel

I||I

------ Show row formattings

e On the Vendors tab, right-click anywhere on the screen
e Select “Show/Hide columns”
e Drag and drop to add or remove columns on the grid
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How to add / remove row

I O"rating

Conditi Drag a column here to group by this column.
Rules
— Email W Website iT D
tem0  tains: W Contains: W Contains:
itel@clockworks.ca www.clockworks.ca  Thisis my [
ieron@email.com ',b e ey [
=# Mew Publisher —
sy Edit publisher
&* Delete publisher
@ Refresh
E Export to Excel
@ Show/Hide columns

e On the Vendors tab, right-click anywhere on the screen

e Select “Show row formatting”

e Set your format
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REQUESTS
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How to create a new Request

0 el W e

Home Calendar Extra Student Requests

Edit request Delete Approve Close Alternate
request request Faormat
Actions Commands
Search: IEI 0 Eme |$ & Alternate Format

% Jobs| &d Requests |\g& Media Contents | 43 Vendors |« Publishers D Reports

1. Click on the Requests tab

2. The ribbon bar should change to Student Requests

3. First, select an active student by going to the search bar
4. Click on New Request
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A screen like this should pop-up.

e

& Mew Alternate Format Request for Monica Abbott E@
Drag a column here to group by this column.
Media Content Title % ISBN % Media Content Format % Title % Media con -
Contains: W Co... ¥ Contains: % C... ¥ Contains:
Process Action
1 i 3
Total rows: 0 Update Delete
=\
= New alternate format request V Save x Cancel |
[

Click on “New alternate format request” at the bottom left side.
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s Y

¥ Create a new alternate format request | = ” [=] ” £3 |

Make a new Alternate Format Request

This wizard simplifies the proccess of creating a new alternate format request by guiding
= you through a series of simple steps

To continue, dick Next

Mext = Cancel

Click Next
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.

W Create a new alternate format request EI@

Student registed courses
Select a course related with the media content

session: E-@

Course description Status % Timetable % Letter lssue
Contains: W Contains: W Contains: % Mo filter:
|[> |Bio|og3r BIO section 12390 (Winter 2014) |NDnnalAndExemptmeDataS‘,rnc

4 11l 4

< Back Mext = Cancel

Courses are linked to a student’s account in ClockWork. If courses are not displayed that
means the student does not have current active courses.
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-

¥ Creste a new alternate format request

Choose a media content and format

Media content:
Chem Cloud (9781609769802)

Media content format:

Media Content Format T

BRAILLE

b | LARGE_PRINT
VIDEO_CAPTIONING
AUDIO_TRANSCRIPTION
DIGITAL_TEXTBOOK_DAISY
DIGITAL_TEXTBOOK_OpenBook
DIGITAL_TEXTBOOK_Word
DIGITAL_TEXTBOOK_K1000
DIGITAL_TEXTBOOK_K3000
DIGITAL_TEXTBOOK_Wynn
DIGITAL_TEXTBOOK_ePub
DIGITAL_TEXTBOOK_PDF
UNSPECIFIED

Status W

Equals: W Equals: W

MoFilesAvailable
MoFilesAvailable
MoFilesAvailable
MNoFilesAvailable
MoFilesAvailable
MoFilesAvailable
MoFilesAvailable
MNoFilesAvailable
MoFilesAvailable
MoFilesAvailable
MoFilesAvailable
MNoFilesAvailable
MoFilesAvailable

Search for a Media Content or create a new one if it does not exist, then select the appropiate formats

B0

Drag a column here to group by this column.

< Back MNext =

Cancel

ClockWork Training Guide & Manual

e Step 1: Search for the
media content

e You can also add new
media content by clicking on
the button with book icon in it

e Step 2: Select the media
content format you wish to

request

e Step 3: Click Next
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@ Create a new alternate format request =EcH E=3 If the Medla Content Format
Choose a media content and format is in “FilesInProgress” that
Search for 3 Media Content or create a new one if it does not exist, then select the appropeate formats means that the medla

content is already in the

Media content:

Chem Cloud (9781609769802) B0 Jobs.
SRS Coment Rt Scroll down to Jobs section
Drag a column here to group by this column to |earn more about |t See
Media Content Format ¥ Status ¥ =
age
e S pag
||| LARGE_PRINT | FilesinProgress
BRAILLE NoFilesAvailable
VIDEO_CAPTIONING NoFilesAvailable
AUDIO_TRANSCRIPTION NoFilesAvailable

DIGITAL_TEXTBOOK_DAISY NoFilesAvailable
DIGITAL_TEXTBOOK_OpenBook NoFilesAvailable

< Back Next > Cancel

ClockWork Training Guide & Manual Page 52 of 140



-

W Create a new alternate format request

Altemate format student requests confirmation
Flease verify and confirm all student alternate format requests

=l Media content

(= =] =]

Short Title: Chem Cloud
Authors:

+ Peter Wylie

ISBN: 9781609769802

New jobs will be created for the following media content formats:

LARGE PRINT

< Back

Mext =

Cancel

ClockWork Training Guide & Manual

This displays the
summary of your

request.
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# Create a new alternate format request

Altemate format student requests confirmation
Please verify and confirm all student alternate format requests

=] Media content

Short Title: Programming WCF Services
Authors:

« Juval Lowy

ISBN: 9780596521301

There are files available for the following media content formats:

BRAILLE

There are in-progress jobs for the following media content formats:

LARGE PRINT

New jobs will be created for the following media content formats:

VIDEO CAPTIONING

< Back

Cancel

ClockWork Training Guide & Manual

Green:

It means that the media file
format is completed and
available to download.

Red:

It means that the media file
format is already in the jobs
and in-progress. But its not
ready for download.

Black:

It means that it still needs
to create a job for the
media file format.
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% Create a new alternate format request

Completing the student alternate format
request

You have successfully completed the student alternate format request. Some files may be
ready for student to download or pick them up, while the rest will be converted into jobs

To dose this wizard, dick Finish

« Back Finish Cancel

[= ==

)

ClockWork Training Guide & Manual

Click Finish
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(& New Alternate Format Request for Monica Abbott
Drag a column here to group by this column. Update parameters panel
1 Media Content Title ISBN W Media Content Format Media Content Title: Programming WCF
! Contains: W Contains: W Contains: A Services
i Programming WCF Services 9780596521301 BRAILLE Media Content ISBN: 9780596521301
Programming WCF Services 9780596521301 LARGE PRINT
I Programming WCF Services | 97805965213 __. | VIDEQ CAPTIONING Media Content Format: VIDEO
Programming WCF Services 9780596521301 AUDIO TRANSCRIPTION CAFPTIONING
Programming WCF Services 9780596521301 DIGITAL TEXTBOOK DAISY .
g : g : Proof of Purchase required: No
Programming WCF Services 9780396321301 DIGITAL TEXTBOOK OpenBookj
Programming WCF Services 9780596521301 DIGITAL TEXTBOOK Word Student Name: Monica Abboft
Programming WCF Services 9780596521301 DIGITAL TEXTBOOK K1000 i
Programming WCF Services 9780596521301 DIGITAL TEXTBOOK K3000 @IS Approved?:No
Programming WCF Services 9780596521301 DIGITAL TEXTBOOK Wynn
Programming WCF Services 9780596521301 DIGITAL TEXTBEOQK ePub
Programming WCF Services 9780596521301 DIGITAL TEXTBOCOK PDF Job due date: February 21, 2014
Programming WCF Services 9780596521301 UNSPECIFIED Job priority:  Nomal -
P e
4 I 3
Total rows: 13 o Update € Delete
o\
= New alternate format request v Save x Cancel

m
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e |t should
bring you back to
this screen with all
the media content
format that you've
selected.
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On the same screen, at the bottom-right, there’s this
section for the job parameters. This is for each

Media Content that’s been requested. e " o=y 14, 2014 v

Job priority: MNomal -

Process Action: If its checked, the job will be
automatically be approved and go to the Job list. If
it's not, it's going to stay in the request section where
it needs to be approved. | Process Action

vUpdate x Delete |7

Job assigned to staff:
Ocampo, Krystel - KOCAMPO [~
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Alternate Format Requests

(2] To be approved ||_§| In progress | @ Completed|
i Approve request gl Edit request g Delete request | @ Refresh s =

Drag a column here to group by this column.

Media Content Title ISBM % Authors ¥ | Edition ¥ Media Content Format % Title % | Request Status % |z
Contains: W Contains: W Mo filter: % Contains: % Contains: W Contains: % Contains: W
[ |Chem Cloud |9T31EDHT59802 LARGE PRINT Created

To be approved: The staff needs to approve the request that was just created. If the
Process Action wasn’t checked.

Currently, we don’t have web portion for Alt Format. But when the student makes a request,
they will go under Request — Needs to be approved section. This is because the student
might request for an alt format that’s not related to the course. So just to be sure the staffed
needs to approve it.
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To be approved: How to approve a Request

¥ Jobs| @& Requests |\& Media Contents | 3 Vendors [ «* Publishers | = | Reports

Alternate Format Requests

[8] To be approved | In progress | Cumpleted|

&L Edit request g Delete request | @ Refresh E O =

Step 1: Go to the Requests tab
Step 2: Under the Requests tab, there’s another three tabs. Go to “To be approved”.
Step 3: Select the request that you want to approved
Step 4: Clicked on “Approved request”. See photo.

There’s also a button on the ribbon bar called “Approve Request”

Or you can also, right-click and select “Approve Request”
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To be approved: How to edit a request

¥ Jobs| @& Requests |\& Media Contents | 3 Vendors [ «* Publishers | = | Reports

Alternate Format Requests

(€ To be approved In progress | Cumpleted|
i < Delete request | (@ Refresh E i =

& Approve request [Jgk

Step 1: Go to the Requests tab
Step 2: Under the Requests tab, there’s another three tabs. Go to “To be approved'.
Step 3: Select the request that you want to approved

Step 4: Clicked on “Edit request”. See photo.
You may also double-click on a request to edit it.

There’s also a button on the ribbon bar called “Edit Request”

Or you can also, right-click and select “Edit Request”
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When you edit you get a pop-up

- - s P . box like this...
f Edit Alternate Format Request Detail- Elﬂl_g_hj
Media Request Detail | Proof of Purchase I Altemate format ﬁlesl M ed i a Re u eSt
[Media Content Title: Pro ASP.NET MVC 4 i q
[Media Content ISBN: 9781430242369 Detal I
IMedia Content Format: AUDIO TRANSCRIPTION This screen will give you the
| |Proof of Purchase required: yes | summary about the JOb' And you

can also, add the start date and

Student Name: Monica Abbott ]
end date for it.

Is Approved?: No
'l Request Status: Created Available start date:
Proof of purchase available?: No

Available end date:

Specify when media content file will be available for student ¥

Available Start date:

Available End date:

& Student's report w Save + Approve %D&Iet& v Save aCanc«el
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?;it AltemaE Fon.'natﬁest Detaiﬁ i Pr 9]0 f 9) f

| Media Request Detai | Proof of Furchase | Altemate format files |

Purchase
Proof of purchase notes or receipt

This is where you can
attach the proof of
purchase and notes. You

|| e— | must confirm it by clicking
8 QQ Q| FmPace s @dHO P Il on the checkbox below.

| confirm this is a valid proof of purchase

F i I I x
Student's report Save + Approve Delete Save Cancel
) port | g Sove + Aporove | g eete | &P
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(@ P Alternate Format Retuest DEE”- ESRERT) Alternate format

| Media Request Detail | Proof of Purchase | Atemate format files |

i Add file(s) G Add hard copy | §@ Edit file | Eg Remove file H Download file fl I eS

This is where you can add
the media files or the hard
copy. You can also

i download the file.

5 Student's report w Save + Approve w Delete v Save x Cancel
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At the bottom, you have a button called Student'’s report

Student's report Save + Approve po Delete Save x Cancel

This just displays the information about the Student:

' __ il
[2] Accommodations Preview EIL

Abbott, Monica . 99006137

Abbott, Monica . 99006137 “  |Winter Session 2014 -
No accommodations specified. Biology BIO sect. 12390 (Winter
2014) view
B Letter info

Letter issued: Not issued yet set
Acknowledgement from prof: Not
approved set

Prof last viewed: Not viewed set
Student last viewed: Mot viewed set

ml
Using the template

accommodations

dvisor: Manager Disability -
Primary Disability: Learning Disability (NOT Confirmed)

-

L (YPPH Winter Session 2014 [

x Close
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At the bottom, you have a button called Save and Approve

B Student's report E ,g _Save+Approve WDelete v Save x Cancel

This button let’s you save the changes you made and approve the request right away.
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3| @ Create New Alternate Format Job ML s

You should get a screen

! J &3 Alternate Format Job Information | &Eolunteers |

like this when you Save

Alternate format request summary

and Approve.

Media Content Title: Fro ASP.NET MVC 5
Media Content ISBN: 9781430265290

Media Content Format: VIDEO CAPTIONING
Proof of Purchase required: Mo

Student Name: Monica Abbott

Is Approved?: Yes

Request Status: /n Progress

Proof of purchase available?: No

Enter the proper due date
and assignee at the
bottom, and then press
Create new job.

Alternate Format Job

Due Date: February -26-14 @
Staff assign to the job:
Priority: Mormal -

V Create new job x Close

ClockWork Training Guide & Manual
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To be approved: How to delete a request

.7 Jobs| &3 Requests | \& Media Contents | &3 Vendors |« Publishers | = | Reports

Alternate Format Requests

[€] To be approved In progress | Cumpletedl

a Approve request &y Edit request i@ Refresh E i =
|

Step 1: Go to the Requests tab
Step 2: Under the Requests tab, there’s another three tabs. Go to “To be approved”.
Step 3: Select the request that you want to approved

Step 4: Clicked on “Delete request”. See photo.

- - —
Student's report Save + Approve §.5
Y port | g pprove g

You may also edit the request, and at the bottom, there’s an option to the request.
There’s also a button on the ribbon bar called “Delete Request”

Or you can also, right-click and select “Delete Request”
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To be approved: How to export the request list to

Excel

5 Jobs

&d Requests

\& Media Contents

%2 Vendors

«* Publishers

Alternate Format Requests

(€] To be approved | 2] In progress | @ Cumpleted|

See photo

You can also, right-click and select “Export to Excel”

ClockWork Training Guide & Manual

On the Requests tab
Under the “To be approved” tab
Click on the Excel Sheet button

al¢ Approve request g Edit request gl Delete request | @ Refresh @ =
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To be approved: How to show columns

' Jobs

&d Requests

\& Media Contents

%2 Vendors

«* Publishers

Alternate Format Requests

(€l To be approved | 2] In progress | @ Cumpleted|

& Approve request % Edit request B, Delete request @ Refresh Q

See photo

On the Requests tab
Under the “To be approved” tab
Click on the button beside the Excel Sheet button

You can also, right-click and select “Show/Hide Columns”

ClockWork Training Guide & Manual
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To be approved: How to add/remove row formatting

' Jobs

&d Requests

\& Media Contents

%2 Vendors

«* Publishers

Alternate Format Requests

(€l To be approved | 2] In progress | @ Cumpleted|

&Apprnve request % Edit request B, Delete request @F‘.efresh @

See photo

On the Requests tab
Under the “To be approved” tab
Click on the button beside the Show Columns button

You can also, right-click and select “Show Row Formattings”

ClockWork Training Guide & Manual
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In Progress: How to edit a request

| &

¥ Jobs| && Requests | \g& Media Contents | 43 Vendors | <> Publishers | = | Reports

Alternate Format Requests
To be approved In progress | [& Completed
-

Edit request B Delete request @ Refresh E @

Step 1: Go to the Requests tab
Step 2: Under the Requests tab, there’s another three tabs. Go to “In Progress”.
Step 3: Select the request that you want to edit
Step 4: Clicked on “Edit request”. See photo.

You may also double-click on a request to edit it.

There’s also a button on the ribbon bar called “Edit Request”

Or you can also, right-click and select “Edit Request”
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In Progress: How to delete a request

| &

% Jobs

&4 Requests

\& Media Contents

52 Vendors

«”* Publishers

Reports

Alternate Format Requests
. To be apprwedl ) In progress |[& Completed

2 ] S @ D3

Step 1: Go to the Requests tab

Step 2: Under the Requests tab, there’s another three tabs. Go to “In Progress”.

Step 3: Select the request that you want to delete

Step 4: Clicked on “Delete request”. See photo.

You can also, right-click and select “Delete Request”

ClockWork Training Guide & Manual
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In Progress: How to export the request list to Excel
¥ Jobs| &8 Requests & Media Contents | 3 Vendors | <> Publishers | | Reports

Alternate Format Requests

| [©) To be approved| (] In progress | [§ Completed

a Edit request aDﬂEtEIEqI.I'Eﬂ @R:fr:sh IE D E
Drag a column here to group by this column.
Media Content Title % ISBN Tr‘. MediaContent Id % Authors ¥  Edition ¥ Media Content Format ¥ Ti
Contains: v Contains: v Contains: ¥ No filter. ¥ Contains: ¥ Contains: v Conta
|E> |Chem Cloud |9?B1EDH?E%02 S5afccl9c-245e-4eed-9bdT-93af548343e0 LARGE PRINT
e On the Requests tab
e Under the “In progress” tab
e Click on the Excel Sheet button
e See photo

You can also, right-click and select “Export to Excel”
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In Progress: How to show columns

¥ Jobs & Requests & Media Contents | 83 Vendors | < Publishers | =| Reports

Alternate Format Requests

| [©) To be approved | (] In progress | [§ Completed
& Edit request g Delete request | @ Refresh E m i)

Drag a column here to group by this column.

Media Content Title % ISBN W MediaContent Id % Authors ¥  Edition ¥ Media Content Format ¥ Ti
Contains: % Contains: % Contains: % Mo filter ¥ Contains: % Contains: % Conta
|D |Chem Cloud |9?B1EDH?59‘802 BaTcc09c-245e-4eed-9bd7-93af548343e0 LARGE PRINT

On the Requests tab

Under the “In progress” tab

Click on the button beside the Excel Sheet button
See photo

You can also, right-click and select “Show/Hide Columns”
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In Progress: How to add/remove row formatting

¥’ Jobs @& Requests & Media Contents | &3 Vendors | <» Publishers | =| Reports

Alternate Format Requests
| [©) To be approved | (] In progress | [§ Completed

& Editrequest g Delete request | @ Refresh | [ ED
Drag a column here to group by this column.
Media Content Title % ISBN ¥ MediaContent Id ¥ Authors ¥  Edition ¥ Media Content Format ¥ Ti
Contains: W Contains: W Contains: % No filter % Contains: ¥ Contains: W Conta
|D |Chem Cloud |9?B1EDH?EE}‘B02 S5afcc09c-245e-deed-9bdT-93af548343e0 LARGE PRINT
e On the Requests tab
e Under the “In progress” tab
e Click on the button beside the Show Columns button
e See photo

You can also, right-click and select “Show Row Formatting”

ClockWork Training Guide & Manual Page 75 of 140



Completed

Alternate Format Requests

[2) To be approved | [2) In progress | [@ Completed

o R | w1
& Edit request | € Download selected files %) Email student | & Refresh | [E] | [0 B
Drag a column here to gr

Media Content Title % ISBMN % Authors ¥ | Edition ¥ Media Content Format % Title % Request Status % Qs Approved %

Contains: % Contains: %W Mo filter % Contains: % Contains: % Contains: 1Conta|ns i (=] b
B/ Chem Cloud 9781609769802 LARGE PRINT Ready To Download

Chem Cloud 9781609769802 LARGE PRINT Delivered

Biology 2341568104 AUDIO TRANSCRIPTION I Completed but Pending of Proof of Purchase

Request Status

- Ready to Download: This means the job is done and the material is available for
distribution

- Delivered: This means that the student has picked up the material(s)

- Completed but Pending of Proof of Purchase: This means that the job is done and
the material is not available for distribution. The student needs to provide the proof of
purchase to download the file.
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Completed: How to mark the requests as delivered

Media Content Title ISBM W Authors %

Contains: % Contains: 5% Mo filter: % Contains: % Contains:

Programming WCF Services 9780596521301
Programming WCF Services 9780596521301

ClockWork Training Guide & Manual

BRAILLE

& Edit media request

) Download files
‘_!'_"_j Ernail student

@ Mark as delivered
@? Refresh
Export to Excel

Show/hide columns
E]  Show row formattings

Edition % | Media Content Fon Step 1: SeIeCt the requeSt yOU

wish to mark as delivered

Step 2: Right-click

Step 3: Select “Mark as
delivered”
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Completed: How to edit request

% Jobs @& Requests g Media Contents | 23 Vendors | <* Publishers | = | Reports

Alternate Format Requests
€] To be approved | [<] In progress i@ Completed
CEETILT O Winter Session 2014 L | Now H [ 2 ‘ Sessjion Chooser

L, Edit requestl]| €3 Download selected files ) Email student | @ Refresh i =

Step 1: Go to the Requests tab
Step 2: Under the Requests tab, there’s another three tabs. Go to “In Progress”.
Step 3: Select the request that you want to edit
Step 4: Clicked on “Edit request” See photo.

You may also double-click on a request to edit it.

There’s also a button on the ribbon bar called “Edit Request”. Or you can also, right-click
and select “Edit Request”
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Completed: How to download files

% Jobs @& Requests & Media Contents | &3 Vendors | «* Publishers| = | Reports
Alternate Format Requests
To be approved | 2] In progress | & Completed

LEETTL B Winter Session 2014 4 ‘ Session Chooser

Now H [ 2

Step 1: Go to the Requests tab
Step 2: Under the Requests tab, there’'s another three tabs. Go to “Completed”.
Step 3: Select the request that you want to download

Step 4: Clicked on “Download selected files” See photo.

You can also, right-click and select “Download selected files”
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Completed: How to email students

5 Jobs

&3 Requests

\& Media Contents

52 Vendors

«* Publishers

Reports

Session:

Winter Session 2014

Alternate Format Requests
To be approved | [<] In progress (& Completed

Step 2: Under the Requests tab, there’s another three tabs. Go to “Completed”.

4 || Now | p \‘ Session Chooser

Step 1: Go to the Requests tab

Step 3: Select the request that you want to email the student

Step 4: Clicked on “Email Student” See photo.

You can also, right-click and select “Email student”

ClockWork Training Guide & Manual
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Completed: How to export to Excel

% Jobs && Reguests | {& Media Contents | 43 Vendors | < Publishers Reports
Alternate Format Requests
To be approved | [2] In progress ] Completed

UXETU Winter Session 2014 4 ‘ Session Chooser

& Edit request | € Download selected files (%) Email student | @ Refresh i =

Now H [ 2

Step 1: Go to the Requests tab
Step 2: Under the Requests tab, there’'s another three tabs. Go to “Completed”.

Step 3: Clicked on Excel icon beside Refresh See photo.

You can also, right-click and select “Export to Excel”
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Completed: How to show columns

% Jobs @& Reguests \& Media Contents | 3 Vendors | < Publishers Reports

Alternate Format Requests

To be approved | [<] In progress Completed

LEETTL Bl Winter Session 2014 L | ‘ Session Chooser

% Edit request 3 Download selected files @ Ernail student @ Refresh

Nowr H b

Step 1: Go to the Requests tab
Step 2: Under the Requests tab, there’'s another three tabs. Go to “Completed”.
Step 3: Clicked on icon beside the Excel icon See photo.

You can also, right-click and select “Show/Hide Columns”

Page 82 of 140

ClockWork Training Guide & Manual



Completed: How to add/remove row formatting

% Jobs @& Reguests \& Media Contents | 3 Vendors | < Publishers Reports

Alternate Format Requests

To be approved | [<] In progress Completed

LEETTL Bl Winter Session 2014 L | ‘ Session Chooser

% Edit request 3 Download selected files @ Ernail student @ Refresh

Nowr H b

Step 1. Go to the Requests tab
Step 2: Under the Requests tab, there’s another three tabs. Go to “Completed”.
Step 3: Clicked on the last icon. See photo.

You can also, right-click and select “Show Row Formatting”

ClockWork Training Guide & Manual Page 83 of 140



JOBS
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In-progress: How to open a job
Cj Home Calendar Extra Jobs
Y BPe & > X

Edit Job | Mark Jobas Split Cancel Assign a Volunteer Close Alternate
Completed  job Job volunteer wnrklng hours Format
Actions Volunteers Commands
Search: IEI 0 Eme |'l'3 & Alternate Format

¥ Jobs | 33 Requests | \& Media Contents | 43 Vendors | < Publishers | =] Reports

Alternate Format Jobs

@ InProgress |3 Completed | <@ Cancelled|

# Open in-progress alternate format job | '@ Mark job as completed @Splitjnh B Cancel job @ @ E

To open a job, select a job that you want to open. And then click on “Open in-progress
alternate format job”.

Or right-click and select “Open in-progress alternate format job”

You can also, double-click to open the job
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In-progress: How to edit a job
gj Home Calendar Extra Jobs
E B P &

» X

Mark Job as  Split  Cancel Assign a Volunteer Close Alternate
Completed  job Job volunteer | working hours Format
Actions Volunteers Commands
Search: Izlﬂ I me |ﬂ & Alternate Format

7 Jobs | 3 Requests | \& Media Contents | 53 Vendors | <» Publishers Reports

Alternate Format Jobs

wa

i InProgress

k™

4% Completed | 5 Cancelled|
&2 Open in-progress alternate format job | '@ Mark job as completed @ Split job ™ Cancel job q? @ E

To edit a job, select a job that you want to edit.
And then on the ribbon bar, click on “Edit Job”.

You can also, double-click to edit the job
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Job - Basic Info

@ Edit Alternate Format Job "R ~ == kes} This screen gives you the information
Basic Info | Running Notes | Volunteers | Files | about the JOb
Short Title: Programming WCF Services n: Jo b Ti t| e:
| uthors: I :
« Juval Lowy . Due date:
ISBN: 9780596521301 Assig nTo:
| Media Content Format: L ARGE PRINT |
Start Date: February 10 2014 Pri ority:
Due Date: February 24, 2014 |
Jf| |General status: Created il
- | IR A
Job title:
Due Date:  February -24-14 E~
Assign To: Ocampo, Krystel . KOCAMPO -
Priority: Mormal -
Alternate Format Job Status
General Status:  Created - @
Publisher Status: - @
Vendor Status: - @
In-house Status: - E]
ﬁ Mark job as completed g Cancel job v Save x Close
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Alternate Format Job Status

General Status:  Created - @
Publisher Status: v @

Vendor Status: - @
In-house Status: - @

G Mark job as completed “ Cancel job v Save x Close

General Status:
Publisher Status:
Vendor Status:

In-house Status:
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Running Notes

.t Atermate Formet o W — =kes} You can add notes about the job for
Basic Info | Running Notes | Volurteers | Files | your staff to see.

= Krystel Ocampo [Feb 10, 03:18:11 PM] A

|Helln | |

Edit .

-

Add
Note

Q Mark job as completed e Cancel job v Save x Close
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How to add a volunteer

T —— — ) If you're not already in this page:
Basic Info I Running Motes | Volunteers |F|Ies | Step 1 GO to the JObS tab
2 Change Volunteer notes | 5> Delete Volunteer
Drag a column here to group by this column. Step 2: Open a JOb
Volunteer Firstname % Volunteer Lastname % When Was Assigned ¥ Who Assigned
Contains: % Contains: W Mo filter: " Contains: Step 3: GO to the VOIunteerS tab
|
Then,
' Step 4: Click on “New Volunteer”
4 in 3
Total rows: 0
QMarkjobascompleted e{:anceljob Vﬁave xCIose
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e - —

[ & Assign altemate formatjob volunteer L= = gessl] When you press the “New
Volunteer”, you should get another
Select volunteer: v screen like this. It will have a drop-
Notes: down menu, Notes, and a button

where you can add the volunteers.

Click on the button on the right to
add new volunteers in the list.
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L

Middle name:

Last name:

vSave x Close

&l Manage alternate format job velunteers =
&b Add volunteer I&" Edit volunteer | g Delete volunteer
Drag a column here to group by this column.
MName %

Contai... W g .
I & Mew media volunteer l = |o[E] é

Miguel Diaz

First name: |
Paul Gore

. @Reﬁesh x Close

ClockWork Training Guide & Manual

. Once, you click on the

. button. It will take you to

. a screen where it list

' down all the volunteers’
name.

To add a new volunteer,
click on “Add Volunteer”.
Then a screen with the
title “New Media
Volunteer” should pop-
up. Then fill out the
volunteer’s information.
And then press Save.

Page 92 of 140



T O Ml i+, L I bedete Wil

&l Manage alternate format job velunteers

— s

Mame %
Contai... %

D | Karen Geul

Miguel Diaz

Paul Gore

&b Add volunteer | Sl Edit volunteer f| & Delete volunteer

Drag a column here to group by this column.
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How to edit a
volunteer

Step 1: Go to the
“Manage alternate format
job volunteers” screen

Step 2: Select a
volunteer

Step 3: Click on Edit
Volunteer
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1 e T — 4

&l Manage alternate format job volunteers I EE

& Add volunteer | Sl Edit volunteer j4f Delete volunteer

Drag a column here to group by this column.

Mame 5%

Contai...

¥ |Karen Geul |

Miguel Diaz

Paul Gore

i' @ Refresh x Close

ClockWork Training Guide & Manual

Step 1: Go to
the “Manage
alternate
format job
volunteers”
screen

Step 2: Select
a volunteer

Step 3: Click
on Delete
Volunteer
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How to change volunteer notes

& Update volunteer alternate format job notes

Volunteer: 5101: Paul Gore
(When was assigned: fFeb 11, 2014

Who assigned: 5083: Krystel Ocampo

Is Active: True

Volunteer alternate format job notes:

W Save x Close

ClockWork Training Guide & Manual

@ Edit Alternate Format Job

| Basic Info | Running Notes | Volunteers | Fles
& New Volunteer I 2 Change Volunteer notq & Delete Volunteer

Drag a column here to group by this column

Step 1: Go to the “Volunteers” tab

Step 2: Click on “Change Volunteer
notes”

Step 3: A screen like this should pop-
up. Add or edit the notes in here.

Page 95 of 140



How to remove a volunteer (from the list)

r Y
@ Edit Alternate Format Job ESREERTC
| Basic Infa I Running Notes | Volurteers |F|Ies |

& New Volunteer | 22 Change Volunteer notes I,;,L Delete VDIunteerl
Drag a column here to group by this column.
Wolunteer Firstname % Volunteer Lastname % When Was Assigned % Who Assigned
Contains: % Contains: W Mo filter: % Contains:
[
[ |
4 I 3
Total rows: 0
Q Mark job as completed e Cancel job v Save x Close

ClockWork Training Guide & Manual

Step 1: Go to the “Volunteers” tab

Step 2: Select a volunteer

Step 3: Click on “Delete Volunteer”
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How to add files

[

_Basic nfo | Running Notes | Volurteers | Fies |
e Add file(s) g Add hard copy g Editfile  f§gd Remove file g Download file

Q Mark job as completed ‘ Cancel job v Save “ Close

ClockWork Training Guide & Manual

| Step 1: Go to the “Files” tab

Step 2: Click on “Add File(s)”

Step 3: Select the files that you

want to add.
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How to add a hard copy

Q Edit Auemwe Format
Basc o [ R
& Add file(s

S UG WA OS

s | Voluntes
& Add hard copy

G Editfile Jg Remove file g Download file

lI

Language: English -
|| Is hard copy?
I Notes:

1] New hard copy file - - LI_IQ': Cl )
Media content title: Programming WCF Services
Media content format: VIDEQ_GAPTIONING
Filename: FProgramming WCF Services_VIDEQ_CAPTIONING
|| File specific for student: |L| |

V Save x Close
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Step 1: Go to the “Files” tab

Step 2: Click on “Add hard copy”

Step 3: A pop-up screen should
appear

Step 4: Add the hard copy’s
information
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@ Mark job as completed @ Canceljob 4 save I close

ClockWork Training Guide & Manual

Step 2: Click on “Edit file”

Step 1: Go to the “Files” tab
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In-progress: How to remove a file

@ Edit Altemate Format Job e
[ Basic info | Running Notes | Vokunteers | Fles

&) Add file(s) Ggg Add hard copy “Editfil.e @ Download file | Step 1: Go to the “Files” tab

Step 2: Select the file you want to
remove

Step 3: Click on “Remove File”

Q Mark job as completed a Cancel job v Save x Close
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In-progress: How to download a file

& Add file(s) @ Add hard copy | (@ Edit file uaemoveme | Step 1: Go to the “Files” tab

Step 2: Select on the file you want
to download

Step 3: Click on “Download file”

Q Mark job as completed g Cancel job v Save x Close
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In-progress: How to mark job as completed
Cj Home Calendar Extra Jobs
P & & X

Split  Cancel Assign a Volunteer Close Alternate
job Job volunteer wnrklng hours Format
Actions Volunteers Commands
Search: IEI 0 Eme |'l'3 & Alternate Format

¥ Jobs | 33 Requests | \& Media Contents | 43 Vendors | < Publishers | =] Reports

Alternate Format Jobs

2@ InProgress

4% Completed | x| Cancelled|

<& Open in-progress alternate format job  |JE Mark job as completed @Splitjnh B Cancel job @ @ E

There are three ways to mark a job as completed.

You can select it from the ribbon bar. See photo.

Or under the Jobs > In Progress tab > Mark as job completed. See photo.
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I % Mark job as completed e Cancel job v Save x Close

Also, when you open the job, there’s an option at the bottom that says “Mark job as
completed”.
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In-progress: How to split a job
Cj Home Calendar Extra Jobs
o B [@Fhe &

» X

Edit Job | Mark Job as Cancel Assign a Volunteer Close Alternate
Completed Job volunteer | working hours Format
Actions Volunteers Commands
Search: Izlﬂ I me |ﬂ & Alternate Format

7 Jobs | 3 Requests | \& Media Contents | 53 Vendors | <» Publishers Reports

Alternate Format Jobs

wa

i InProgress

k™

4% Completed | 5 Cancelled|

& Open in-progress alternate format job | @ Mark job as completed i@ Split jobJ#® Cancel job 2 D8

There’s two ways to split a job:

1. Ribbon bar. See photo.
2. Under Jobs > In Progress > Split Job. See photo.
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4 Split alternate format job

An alternate format job can be splitted into a set of jobs like
chapters ...

Split into:

Chapter 1
|| |Chapter 2
Chapter 3|

* Each line will become a new job

v Save x Close

ClockWork Training Guide & Manual

Once you clicked on the split job button,
there would be a pop-up screen like this.
See photo.

To split the job, type in the title. For every
title it will become a job.

Split job: This is to separate the jobs
into sub-jobs. For example, there’s a
book with 5 chapters, and the student
only needs Chapter 1, 2, and 3. They
don’t need Chapter 4 or 5. So you're not
going to create a job for Chapter 4 and 5.
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In-progress: How to cancel a job
gj Home Calendar Extra Jobs
o B ]| &

» X

Edit Job | Mark Jobas  Split | Cancel Assign a Volunteer Close Alternate
Completed  job Job volunteer | working hours Format
Actions Volunteers Commands
Search: Izlﬂ I me |It'3 & Alternate Format

7 Jobs | 3 Requests | \& Media Contents | 53 Vendors | <» Publishers Reports

Alternate Format Jobs

wa

i InProgress

k™

4% Completed | 5 Cancelled|

&2 Open in-progress alternate format job | '@ Mark job as completed @ Split joll 8™ Cancel job q? @ E

There are three ways to cancel a job.

You can select it from the ribbon bar. See photo.

Or under the Jobs > In Progress tab > Cancel Job. See photo.
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Q Mark job as completed = Cancel job v Save x Close

Also, when you open the job, there’s an option at the bottom that says “Cancel Job”.
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In-progress: How to assign a volunteer

</
Home Calendar Extra Jobs

IR g

» X

EditJob | Mark Jobas Split  Cancel Volunteer Close Alternate
Completed  job Job working hours Format
Actions [ Valunteers |  Commands |
Search: Izlﬂ S me | © & Altemnate Format

7 Jobs | 23 Requests | \& Media Contents | 33 Vendors| <> Publishers| =| Reports

Alternate Format Jobs

2@ In Progress

‘% Completed | ) Cancelled|

& Open in-progress alternate format job | @ Mark job as completed & Splitjob B Cancel job E ol

On the ribbon bar, there’s a button to “Assign a volunteer”. Click on it.
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i"'; e St o e E e —— - — == [w3a] You should get a screen like this. It
will have a drop-down menu, Notes,
and a button where you can add
Notes: the volunteers.

Select volunteer: - @

Click on the button on the right to
add new volunteers in the list.

Or select from the drop-down
menu.
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In-progress: How to export to Excel
Cj Home Calendar Extra Jobs
o W Fe &

» X

Edit Job | Mark Jobas Split Cancel Assign a Volunteer Close Alternate
Completed  job Job volunteer | working hours Format
Actions Volunteers Commands
Search: Izlﬂ I me |ﬂ & Alternate Format

7 Jobs | 3 Requests | \& Media Contents | 53 Vendors | <» Publishers Reports

Alternate Format Jobs

wa

i InProgress

k™

4% Completed | 5 Cancelled|

&2 Open in-progress alternate format job | '@ Mark job as completed @ Split job ™ Cancel job q? @ E

To export the Jobs in-progress, go to Jobs > In Progress > Excel button

Or you can also right-click, and select “Export to Excel”
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In-progress: How to Show/Hide Columns
gj Home Calendar Extra Jobs
o W Fe &

» X

Edit Job | Mark Jobas Split Cancel Assign a Volunteer Close Alternate
Completed  job Job volunteer | working hours Format
Actions Volunteers Commands
Search: Izlﬂ I me |It'3 & Alternate Format

7 Jobs | 3 Requests | \& Media Contents | 53 Vendors | <» Publishers Reports

Alternate Format Jobs

wa

i InProgress

k™

4% Completed | 5 Cancelled|

&2 Open in-progress alternate format job | '@ Mark job as completed @ Split job ™ Cancel job q? E

To export the Jobs in-progress, go to Jobs > In Progress > button on the right. See photo.

Or you can also right-click, and select “Show/Hide Columns”
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In-progress: How to add/remove row formatting
gj Home Calendar Extra Jobs
o B e &

» X

Edit Job | Mark Jobas Split Cancel Assign a Volunteer Close Alternate
Completed  job Job volunteer | working hours Format
Actions Volunteers Commands
Search: Izlﬂ I me |It'3 & Alternate Format

¥ Jobs | 33 Requests | \& Media Contents | 43 Vendors | < Publishers | =] Reports

Alternate Format Jobs

2 InProgress

4% Completed | 5 Cancelled|

&2 Open in-progress alternate format job | '@ Mark job as completed @ Split job ™ Cancel job q? @

To export the Jobs in-progress, go to Jobs > In Progress > button on the right. See photo.

Or you can also right-click, and select “Show Row Formatting”
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In-progress: How to manage volunteer working hours

\/
Home Calendar Extra Jobs
o B e & b4

Edit Job | Mark Jobas Split Cancel Assign a Volunteer Close Alternate
Completed  job Job volunteer 'Jworking hours Format

Actions Volunteers Commands

Search: Izlﬂ EMg |It'3 & Alternate Format .
7 Jobs | 23 Requests | \& Media Contents | 33 Vendors | «<» Publishers Reports

Alternate Format Jobs

28 InProgress

% Completed | 5 Cancelledl
& Open in-progress alternate format job | W Mark job as completed @ Split job ¥ Cancel job @ IE E

Step 1: Go to the Jobs tab
Step 2: On the ribbon bar, click on the “Volunteer Working Hours” button.
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-

& Select an Alternate Format volunteer

&/ Ok

Alternate format volunteer:

x Close

A pop-up box should appear after clicking the “Volunteer Working Hours” button.

It will have a drop down list for the volunteer’'s name.

Or you can add the volunteer by clicking on the button on the right.

ClockWork Training Guide & Manual
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Volunteer
r@ Alternate format volunteer Miguel Diaz working hours — | 5 | W O rkl n g h O u r S

u Mew working huurslgf Edit working hours g Delete working hours @ Refresh i @ @

Drag a column here to group by this column. N eW WO r kl n g

Wolunteer Firstname % Volunteer Lastname % Assigned job id% Start working hour ¥ End working ho

| Contains: W Contains: W Equals: W Mo filter: W Mo filter: H O u rS

| T

Once you select the
volunteer, you will get a
screen like this.

Click on “New working
hours” to add their working

{ : || hours.
Total rows: 0 You can also right-click to
@Refresh w Close add the working hours
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= = - ma =) = I .

&

- Add volunteer job working hours | o = 2

Volunteer working hours added by Krystel Ocampo on February 11, 2014

Volunteer: Karen Geul

Alternate format job: 157. Organic Chemistry in DIGITAL TEXTBOOK DAISY EI1F1
Start working hours: February 1, 2014 + 12:00PM [ ]
End working hours:  February 1, 2014 + 2:00PM &[]
Notes:

._ v Save x Close
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Once you click on the
“New working hours”,
you will get a screen
like this.

Enter the volunteer
working hours.
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Volunteer

{7 Alternate format volunteer Miguel Diaz working hours  —— [ =NE éJ WO r kl n g
o Mew working hours g,. Delete working hours | i Refresh | [=] - | [0 &) h

DCrag a column here to group by this column.

Yolunteer Firstname % ‘olunteer Lastname ' Assigned job id* Start working hour % End working ho Ed It

] Contains: W Contains: W Equals: W No filter: W No filter: .
| working
| hours
1
To edit the

working hours,
just select from
one from the list
and then click on

! Il || “Edit working
Total rows: 0 hours”

L:%j Refresh x Close

You can also
right-click to edit the working hours.
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Volunteer working hours: Delete working hours

7 Alternate format volunteer Miguel Diaz working hours 8 — E=REERTS)
& New working hours "2 Edit working hu:uurs D Refresh |[F] ) | D B To edit the
Drag a column here to group by this column. Working hours,
Volunteer Firstname % Volunteer Lastname % Assigned job id%  Start working hour % End working ho jUSt select from
] Contains: W Contains: W Equals: W Mo filter: W Mo filter: one from the list
] and then click on
“Edit working
!' hours”

You can also
right-click to edit
the working
hours.

4 1] 3
Total rows: 0

% Refresh x Close
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Volunteer

() Alternate format volunteer Miguel Diaz working hours i S =E@kesdl| \Wworkin g
& New working hours 22 Edit working hours > Delete working hours | &2 Refresh inll=] .
Drag a column here to group by this column. h O u rS .
Volunteer Firstname % Volunteer Lastname % Assigned job id* Start working hour % End working ho EX p O rt to
Contains: % Contains: W Equals: % Mo filter: W Mo filter: Excel
i
1 Step 1: Go to
“Volunteer

Working Hours”

Step 2: Select a
volunteer

Step 3: Select
the Excel Sheet

button on the
L%H Refresh x Close right.

4 1l] 3
Total rows: 0
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Volunteer

(=) Alternate format volunteer Miguel Diaz working hours  — L =RRC] ﬂ W O r kl n g
@& New working hours 22 Edit working hours g Delete working hours ﬁ%" Refresh | ] @ @ h
Drag a column here to group by this column. O u rS -

Volunteer Firstname % Volunteer Lastname % Assigned job id* Start working hour % End working ho EX p O rt to

PDF

Contains: W Contains: W Equals: W Mo filter: W Mo filter:

1 Step 1: Go to
“Volunteer
Working Hours”

Step 2: Select a
volunteer

Step 3: Select
the PDF button
on the right.

4 1l] 3
Total rows: 0

L%H Refresh x Close
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Volunteer working hours: Show/Hide Columns

(=) Alternate format volunteer Miguel Diaz working hours  — L =RRC] ﬂ1
& New working hours 22 Edit working hours i Delete working hours | i@ Refresh E L= @ Step 1: Goto
Drag a column here to group by this column. “VVolunteer
Volunteer Firstname % Volunteer Lastname % Assigned job id* Start working hour % End working ho Working Hours”
Contains: W Contains: W Equals: W Mo filter: W Mo filter:

_ Step 2: Select a
!- volunteer

Step 3: Select
1 the button on the
right. See photo.

4 1l] 3
Total rows: 0

L%H Refresh x Close
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9 Alternate format volunteer Miguel Diaz working hours —— [ =RRC ﬂ
& MNew working hours 22 Edit working hours g Delete working hours | i@ Refresh E s @
DCrag a column here to group by this column.
Volunteer Firstname % Volunteer Lastname % Assigned job id™  Start working hour % End working ho
Contains: W Contains: W Equals: W Mo filter: W Mo filter:
4 i b
Total rows: 0
g%;" Refresh x Close

ClockWork Training Guide & Manual

Volunteer
working
hours:
Row
Formattin

g

Step 1: Go to
“Volunteer
Working Hours”

Step 2: Select a
volunteer

Step 3: Select
the button on the
right. See photo.
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Completed: How to open a job

° i Alfzriziz Furmm
Home Calendar Extra Jobz

_@ Y Fid & D X Step 1: Jobs >

Edit Job | Mark Jobas Split Cancel Assign a Volunteer Close Alternate Completed
Completed  job Job volunteer | waorking hours Format
Actions Volunteers Commands Step 2 AlwayS
Search: IZI (] EM;_; | O & Aternate Format make sure,
¥’ Jobs | 33 Requests | \& Media Contents | 43 Vendors | «<» Publishers | =| Reports| ~ YouTe in the right
session.

Alternate Format Jobs

Cfg_ In Prﬂgr&ss {6 Cnmp|eted Cﬁ Cancelled Step 3- CIICk On

“Show alternate
LEEE Bl Winter Session 2014 ‘ 4 H Now H 4 ‘« Session Chooser format jOb”
2 DB

You can also double-click on the selected job or right-click and select “Show alternate
format job”
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.5 Completed Alternate Format Job Info .

Short Title: Programming WCF Services
uthors:

« Juval Lowy

{ISBN: 9760596521301

IMedia Content Format: BRAILLE

Start Date: February 10, 2014

Due Date: February 24 2014

| [End Date: February 10, 2014

General status: Completed
ssigned to: Krystel Ocampo

Is completed: True

ho create job: Krystel Ocampo

ob priority: Normal

x Close

ClockWork Training Guide & Manual

This is the screen that will
pop-up when you open a
completed job.

It'll have three tabs: Info,
Files, and Running notes

You're not going to be able
to edit any of this
information. You can only
download the file.
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Complete
e " Altzrnmiz Furmeze d : H OW to

B XTI IR export to

Edit Job | Mark Jobas Split Cancel Assign a Volunteer Close Alternate EX C e I
Completed  job Job volunteer | waorking hours Format
Actions Volunteers Commands
Search: IZIG E‘jh‘le|ﬂ & Alternate Format Step 1: Jobs >

Completed
¥ Jobs | 33 Requests | \& Media Contents | 53 Vendors | <> Publishers | =] Reports P

Step 2: Always

. _ make sure,
b} @ C leted | i ’ i i
2 In Progress i@ Complete g3 Cancelled yOU re in the rlght

LR O Winter Session 2014 ‘ 4 H Now H 4 ‘« Session Chooser session.

i3 Show alternate format job =i | B Step 3: Click on
the Excel button

Alternate Format Jobs

You can also double-click on the selected job or right-click and select “Export to Excel”
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Completed: How to Show/Hide Columns

° . Alfzriziz Furmm Step 1: JObS >
B Home Calendar Extra Jobs CO m p I eted
P BFPFe &> X Step 2: Always
Edit Job | Mark Jobas Split Cancel Assign a Volunteer Close Alternate make sure
Completed  job Job volunteer | waorking hours Format , . ! .
Actions Volunteers Commands yOU rein the r|g ht
Search: IZIQ EMg|ﬂ & Alternate Format session.

f..:? Jobs | 84 Requests @ Media Contents | 52 Vendors | «* Publishers Reports Step 3: Click on
the button on the
right. See photo.

Alternate Format Jobs

ufﬂ In Progress ‘::;6 Completed ‘:,E Cancelled

2T O Winter Session 2014 ‘ 4 H Now H 4 ‘« Session Chooser

{3} Show alternate format job & [ij] =

You can also double-click on the selected job or right-click and select “Show/Hide
Columns”
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Completed: How to add/remove row formatting

e . Alfz=rimiz FurmE Step 1: JObS >
B Home Calendar Extra Jobs Completed
P BFPFe &> X Step 2: Always
Edit Job Mark Job Split C© | Assi Volunte Cl Alternate
e C?:rmpﬂzm?ris jEIt; ?gt:::e uuTLSJIr?tr;:r wuerL:; h:[Jrs usliurmar: - mal,(e S_u re’ .
Actions Volunteers Commands yOU rein the r|ght
Search: IZIQ EMg|ﬂ & Alternate Format session.

i\? Jobs | 84 Requests @ Media Contents | 52 Vendors | «* Publishers Reports Step 3: Click on
the button on the
right. See photo.

Alternate Format Jobs

\.Eg In Progress ‘?ﬁn Completed ‘:,E Cancelled

2T O Winter Session 2014 ‘ 4 H Now H 4 ‘« Session Chooser

@E.huwalternatefurmatjnh @ @ ------

You can also double-click on the selected job or right-click and select “Show Row
Formatting”
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Cancelle
Alfzrnmiis FurmEi d : HOW to
Home Calendar Extra Jobs O p e n a

G BB YD X

Edit Job | Mark Jobas Split Cancel Assian a Volunteer Close Alternate J O b

Completed  job Job volunteer | working hours Format
Actions Volunteers Commands Step 1 . JObS >
Eearch Izlﬂ' ﬁl‘u‘lg |'ﬂ' & Alternate Format ; cancelled

(¥ Jobs |33 Requests | \& Media Contents | 23 Vendors | «» Publishers | | Reports

Step 2: Always
Alternate Format Jobs make sure,

"¢ InProgress | % Completed| ‘@ Cancelled you’re in the

Step 3: Click on
“Show alternate

== 0o

format job”
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You can also double-click on the selected job or right-click and select “Show alternate
format job”
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Cancelled: How to export to Excel

e . Alfzrimiis FurmEe Step l: Jobs >
Home Calendar Extra Jobs Can Cel Ied
¥ QP & & X Step 2: Always
Edit Job | Mark Jobas Split Cancel Assian a Volunteer Close Alternate make sure
Completed  job Job volunteer | working hours Format ’ . !
Actions Volunteers Commands yOU rein the
Search: Izlﬂ' EME_. |'ﬂ' & Alternate Format . r|ght session.
f..'f.? Jobs | 834 Requests @ Media Contents | 2 Vendors | <+* Publishers Reports Step 3: Click on

Alternate Format Jobs the Excel
button.

<@ Cancelled

Cfp?r In Progress Cfﬁ Completed

Winter Session 2014 ‘ 4 H Now H > “ Session Chooser

{4 Show alternate format job
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Cancelled: How to Show/Hide Columns

e . Alfzrimiis FurmEe Step l: Jobs >
Home Calendar Extra Jobs Can Cel Ied
¥ QP & & X Step 2: Always
Edit Job | Mark Jobas Split Cancel Assian a Volunteer Close Alternate make sure
Completed  job Job volunteer | working hours Format ’ . !
Actions Volunteers Commands yOU rein the
Search: Izlﬂ' EME_. |'ﬂ' & Alternate Format . r|ght session.
f..'f.? Jobs | 834 Requests @ Media Contents | 2 Vendors | <+* Publishers Reports Step 3: Click on

the button on
the right. See
photo.

Alternate Format Jobs

<@ Cancelled

Cfp?r In Progress Cfﬁ Completed

Winter Session 2014 ‘ 4 H Now H b “ Session Chooser
'@E-huw alternate format job @ i_l
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Cancelled: How to add/remove row formatting

e’ o Alb=rnziis Formse Step 1: Jobs >
B Home Calendar Extra Jobs Can Cel Ied
¥ QP & & X Step 2: Always
Edit Job | Mark Jobas Split Cancel Assian a Volunteer Close Alternate make sure
Completed  job Job volunteer | working hours Format ’ . !
Actions Volunteers Commands yOU rein the
Search: Izlﬂ' EME_. |ﬁ & Alternate Format . r|ght session.
i:f.;' Jobs | 834 Requests @ Media Contents | 2 Vendors | <+* Publishers Reports Step 3: Click on

the button on
the right. See
photo.

Alternate Format Jobs

<@ Cancelled

Cfi?r In Progress Cfﬁ Completed

SlinierSession 01 ‘ - H foss H 4 “ Session Chooser
I1@S.ht:H.-'u.-'altvarna'ce1‘t:hrmat_it_1|:1 @ E ------ ]
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REPORTS
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& Jobs | 33 Requests | \& Media Contents | &3 Vendors | <» Publishers| = | Reports
Alternate Format Reports

Completed Student Media Requests by dates
Completed Student Media Request

In progress media jobs by staff

In progress media jobs

In progress Student Media Request by student_no
In progress Student Media Request

Job spending times

Media job timeline

Overdue jobs

Student media requests by status and dates
Student media requests per status and student
Volunteers total working hours by dates
Completed Media Jobs by dates

Completed media jobs
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How to change the notification sent to students when
arequest is completed.

b 52 \
Tools Help
G g c £ —
\_%Accommodaﬂons Alternate format (Settinns for the alternate format texthooks and media moadule) ‘ e
Alt te f t i Edit email_template setting value =
= ernaie rorma " g F : F
= ) i @ Notification email send to student when an altemate media request is completed
®Appomtment booking ) o o
= . ) Active (no emails will be sent out if this is false)
u)Automatlc updating system )
> Admin email:
ClockWork Appointment S
® PP Y From: #value'websettingid=50022|50021=#
&
@ ClockWork Server To: #evalue websetlingid=50021#
E=Clubs ce.
ﬁ Custom Bee:
Exam booking Subject:  [ClockWaork Alternate Format]: Your alternate media request has been completed
1General Aftach:
‘ Instmosier Body: Hi #<studentfirstname># #<studentlastname>#,
E I 2 B . Your alternate media request for #<alternateformatrequestmediacontenttitle=# in #<alternateformatrequestmediacontentformat># format has been
ntake Engtrathl‘l completed on #<alternateformatrequestcompleteddatetime=# and it is ready to pick up.
Inventory System
“3» Login
g Modules
m Note taking || Use the default value for this setting
Self Reg Alternate o save I Cancel
% Staff ”
- %‘} Find setting Next setting
4 »

Go to: ClockWork Admin > Settings > Web module settings > Alternate Format > Emails >
Notification email send to student when an alternate media request is completed
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How to attach dynamic forms to a category.

Step 1: Create a form

Go to: Admin > Data Forms > Manage Data Forms > Create new form > Alt Format
Content

Step 2: Attach the forms you’ve just created to the following settings

Go to: Admin > Settings > ClockWork Main Settings > Alternative Format
Setings foreveryone 7w v T LT s T——

Everyone settings

wMiscellaneous Drag a column here to group by this column.

I Forms Group i Title W Su..V Isd.. ¥ Value ¥
o Buttons Contains: % Contains: YC. ¥ [@ V¥Co. ¥
:&)Appointments [ | Alternative Format | Screen number for alternate textbook media content format. [ 160
szUsers Alternative Format  Screen number for audio file media content format. = 161

@ Students Alternative Format  Screen number for video file media content format. 0 162
_E_;A dati Alternative Format ~ Screen number for course pack media content format. -1

= Atcommodations Alternative Format  Comma separated list of report ids for Alternate Format system [ 50250
« Exams Alternative Format ~ Media content require proof of purchase default value [w] False

€ Courses

EiAlternative Format

& Inventory

s System
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FAQ

ClockWork Training Guide & Manual Page 139 of 140



1. How to add Proof of Purchase
To add a proof of purchase, go to

2. How to add alternate format files
To add alternate format files, go to the Media Content tab, open a

3. How to add volunteers

4. How to add volunteer notes
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