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 Submit Alternate Media Request 
 

 

Start by clicking “Alternate Textbooks” on the Clockwork Homepage. 

 

 

You will be greeted by some informational text.  Please note that you must purchase a copy of the textbook and 

1) Upload its receipt or 2) Upload photos of the front and back covers of your textbook.  Click “New Request” 

to continue. 

 

 

1.0 Submit Alternate Media Request

https://clockwork.lbcc.edu/ClockWork/custom/misc/home.aspx
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On the following page please select the session (term) and the course.  Note that wait-listed/dropped 

courses will not appear here.  Then click “Search Books”. 

 

You can then search by the ISBN number or book title and hit enter.  Click the “+” sign to add a book to your 

shopping cart.  You can add multiple books for one particular course. You can find the ISBN on the back of the 

book, under the bar code. It is a 13 digit number that starts with "978". 

 



 

Last Revised: Friday, January 24, 2020 

5 

You will see any books you add under the “Pending requests” area.  When you have added all 

of the required books for one course you can click on the shopping cart to continue. 

 

 

Select the appropriate media format (ex: Braille, General E-Text, etc) for the item(s).  Then be sure to upload 1) 

A copy of your receipt or 2) A picture of the front and back covers of your textbook. 
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You should then see that your receipt was successfully loaded.  Click the shopping cart to continue. 

 

 

You should then see a page confirming submission(s). 

 

 

 

 

 

 

 

 

 

 

 

 



 

Last Revised: Friday, January 24, 2020 

7 

You should also receive an email additionally confirming the request was received. 
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 View My Requests/Download Completed Files 

 

To view your request(s), click on “My requests”.  Requests for the term will show applicable status’ and dates. 

 

 

 

When files are ready to be downloaded/picked up at a later date, you will receive an email provided by 

DSPS staff indicating relevant details. 
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Once complete, if the file was set to be downloaded from the web, click “My files”.  On this page you can see 

the request and directly download files by clicking the down arrows. 
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