Making Alternate Format Textbook Requests
If you haven’t already done so, please review the “How to Find Your Textbooks” document located on
My Cedar Crest, Current Students, Academic Services, Disability Resources page. It is under the
“Guidelines and Forms” heading with the subheading “Instructions/Process.”
On the last page of that document, you will find the following graphic depicting the information
students will find after completing the Find Your Textbook process. This information can then be used to
complete the Alternate Format Textbook Request Form.

Name of textbook

Edition and year
Publisher
ISBN Number

The Alternate Format Textbook Request Form looks like this and can be found at https://bit.ly/2JbnpsJ:

Once you have entered your first name, last name, student ID number, email, the semester and the year
(for which you are requesting books), you will see that you can enter two textbook requests for each
course. If you have more than two books for one course, use the next course area to continue
requesting additional books for the same course.

In our BIO 117 example, the bookstore only listed one textbook. This is how it would be entered:

In this example, we are only entering one book for one course, but you may be entering multiple books
for multiple courses in this form. Once you have finished entering your requested textbooks, scroll to
the bottom of the form to number thirty-two (32), review the requirements for using alternate format

textbooks, click in the bubble next to “I agree”, check the box next to “Send me an email receipt of my
responses” (so you have a record of your request) and click on the “Submit” button at the bottom.

Step 1. Review

Step 2. Click Agree
Step 3. Check Box
Step 4. Click Submit
If you have more textbooks to request than can fit on one form, submit your first form and re-open the
form to request the remainder of your textbooks.
Once you submit your request, Disability Resources will receive a copy of it and can begin working to
obtain the electronic textbook. Occasionally, a textbook may not be available in electronic format. In
that case, your choice is to provide us with your purchased textbook (print format) so that we can cut
the binding off and have it scanned for you. Please note that depending upon the size of the book, we
may or may not be able to rebind it. In addition, the bookstore may not buy back your book. However,
we have found that other students like to buy these books as they are either rebound so that they lay
flat or three-hole punched to fit in a notebook.

