™ CAL STATE
SO BT

Requesting Captioning Instructional Materials on Service Now

STEP 1:

Login to Service Now (https://csueastbay.service-now.com/sp) with your Net
ID and Password. Then select on select on the “ITILView”
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https://csueastbay.service-now.com/sp
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STEP 2:

(AL STATE

EAST BAY

Select “Catalog” as seen in the image below.
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STEP 4:

(AL STATE

EAST BAY

Select “Captioning Instructional Materials” as shown below:

{  Catalog Search Results: Sewvice Catalog®> "Captioning' 20 per page ¥ Q. Captioning
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i Service (
Captioning Instructional Materials
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Use this service to request captioning of media materials that your use inyour courses.

This service is generally requested when you reczive a notice that you need to accommeadate a student in your
course who has a a hearing dizability, It iz aleo a service you will request when you create a new course that
incorperates multimedia materials with an audio compeonent orvou add anew multimedia component to an
existing course,

The ATS0 office will coordinate the creation of transcripts and captioning of these media materials foryou.
Faculty may need to give ATS0 staff access to their Blackboard course site to facilitate this,

Al new commercially produced media titles must be purchased with captions or with the rights to captienif a
captioned copy is not available,

Mote: Using Blackboard to post handouts and other instructional materials is a goodfirst step in making courses
universally accessible,

Typical time to deliver this service is between 2 and 10 businass days.
ServiceCatalog = Teaching &Learning

E Remote Live Classroom Session Capticning
Agzistive Technology - Alternate to providing alive interpreter inthe classroom

W preview

Provide all your captioning details (include links to the videos) as shown
below and then “Add to Cart” and “Proceed to Checkout” and your request
would be submitted to Assistive Technology Department.

Service Catalog > Teaching & Learning > Captioning Instructional Materials & Qsearcheatalog

Assistive Tachnalogy - ADA captioning instructional materials Order this Item

Usethis service to request captioing of media materials that your use in your courses, Addto Cart

This service is generally requested when you receive anotice that you needto accomm odate a student in your course who has aa T
hearing disability. It is also a service you will request when you create a new course that incorporates multimedia materials with an 'y

audio component or you add a new multimedia component to an existing course.

The ATSO office will coordinate the creation of transcripts and captioning of these media matenals for you

Faculty may need to give ATSO staff access to their Blackboard course site to facilitate this

All new comm ercially produced media titles must be purchased with captions or with the rights to caption if a captioned copy is

not available

Note; Using Blackboard to post handouts and ether instructional materialsis a good first step in making courses universally

accessible

Typical time to deliver this service is between 2 and 10 business days.

Request on behal of this user Alternate Phone Number
Snigdha Sahu (qa6734) -G}

Select the department Location
Accessibility Services o ® HATWARD q|l®

Supervisor Provide detalls of your request

Please caption the following links:
ittps:/fu
hi




