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How to add an individual membership for a student who is on the roster of an existing Organizational Membership:

A sponsor on the account can follow these steps to provide an Activation ID to the student:
1) Log into your Bookshare account.  
2) Select the "My Bookshare" link.  
3) Select the "Members" link and place a check mark next to the student's name.  
4) Select the "Add Individual Membership" button at the bottom of the page. 
5) On the next screen, you will be given the option to email or download and print a pre-filled Individual Membership form with the student's information. 
6) Email or send the printed forms to the student's parent or guardian, or directly to the student if they are 18 years or older. 
7) All completed forms should be submitted to:                 
Email: membership@bookshare.org                 
Fax: 650.475.1066 
or        
Bookshare                 
ATTN: Membership                 
480 South California Avenue, Suite 201                 
Palo Alto, CA 94306


How to sign up for an Individual Bookshare membership
*Student must have an email address. If they do not have an e mail address, we recommend using Gmail. When setting up the email and password for the membership be sure to use student’s email so that the account can be accessed by the student. 
1.    Go to www.bookshare.org from a computer and register online.  
1. Click “sign up today.” 
2. Select “sign up individual” 
3. Fill out member information 
4. A welcome email will be sent to confirm your account submission.    
2. Fill out Membership Agreement Form if child is under 18
This form must be signed by the student’s parent. You can also find the individual membership form here: https://www.bookshare.org/cms/legal/forms
3. Provide proof of disability
A link will be provided in the welcome e mail and must be filled out by a competent authority (such as a TVI or optometrist). You can also find the proof of disability form here: https://www.bookshare.org/cms/legal/forms
3.   Pay membership fee.  
· U.S. student members and schools—FREE for students with a qualifying disability (visual impairment, physical or learning disability that significantly affects the use of printed materials). 
All forms should be submitted to:                 
Email: membership@bookshare.org                 
Fax: 650.475.1066 
or        
Bookshare                 
ATTN: Membership                 
480 South California Avenue, Suite 201                 
Palo Alto, CA 94306


* You must have a network connection set up prior to logging on to the Bookshare website. See “Wireless Connection”. 

	Steps

	Description
	Dots

	1. Go to the Main Menu
	
	Space + 1,2,3,4,5,6

	2. Press i for internet          
	
	2,5




	3. Press enter to login to homepage
	Steps 3-7 only need to be completed the first time Bookshare is accessed unless you have had to do a 4,5,6 reset  
	

	4. Press backspace + j to disable scripting
	
	Backspace + 2,4,5

	5. Press y for yes
	Press y to disable scripting
	

	6. Press enter
	
	

	7. Press enter + o to enter new address
	
	Space + 1,3,5



	8. Type bookshare.org into address field
	
	

	9. Press enter
	
	

	10. Press space + 4,6 to get to the email edit box
	
	

	11. Type email login for Bookshare
	Use computer braille
	

	12. Press space + 4,6 to get to the password edit box
	Use computer braille
	

	13. Press space + 4,6 to the sign in button
	
	

	14. Press enter
	To confirm a successful login press space + 5,6 and listen for “log-out”
	

	15. Press space + 4,6 to search for an author or book title
	
	

	16. Type author or title name
	Use computer braille
	

	17. Press space + 4,6 to search button 
	
	

	18. Press enter
	
	

	19. To locate book, press space + f

	The quickest way to find the book links is to do a find function
	

	20. Press f to “find forward”
	
	

	21. Re-type name of book in search box 
	Use computer braille
	

	22. Press enter
	
	

	23. Press space + 5,6 to listen to the book summary 
	If this is the desired book, skip to step 25
	

	24. Press space until the desired book title
	You can press space + 5,6 to listen to book summary
	

	25. Press space + 4,6 to get to the download selection list
	
	

	26. Space to select desired format
	· Daisy text- only allows for greater navigation
· Daisy with images- not necessary on the BrailleNote
· Audio- no braille
· .brf- smallest file
	

	27. Press enter to select format
	
	

	28. Press space + 4,6 to download button
	
	

	29. Press enter
	
	

	30. Press enter to download book into the MyBooks folder
	If MyBooks is not the folder named press space to get to the MyBooks folder, then press enter
	

	31. Press enter to download with current name
	Beeps will indicate that book is downloading. Once complete, you will need to “unpack” the book.
	





Upack Bookshare Book
	Steps
	Description
	Dots

	1.  Go to the Main Menu or press enter + backspace + b to begin unzipping book
	If you are going to go back to the internet, enter + backspace + b will keep the internet page open
	Space + 1,2,3,4,5,6 or
Enter + backspace + 1,2

	2. Press enter for MyBooks or space to the MyBooks folder and then press enter      
	
	

	3. Space to find the book you wish to unpack
	
	

	4. Press enter
	
	

	5. Press enter to unpack book into the MyBooks folder, or space to the MyBooks folder and then press enter      
	
	

	6. Type your Bookshare password
	Use computer braille
	

	7. Press enter
	
	

	8. Press y to delete the original unpacked book
	You can press n to save the packed book if desired
	

	9. Space + e to exit
	Disregard title of book or review options
	



Read Unpacked Book
	Steps
	Description
	Dots

	1. Go to the Main Menu
	
	Space + 1,2,3,4,5,6

	2. Press b for BookReader          
	
	2,5

	3. Press enter or space to select the MyBooks folder
	
	

	4. Press space to select the book 
	
	

	5. Press enter
	
	

	6. Press n 
	You do not need to review previous options
	1,3,4,5

	7. Press space + f for the find function
	A quick way to get to the book content is to search for the ISBN number
	Space + 1,4,5

	8. Press f to search forward
	
	1,4,5

	9. Type ISBN
	Be sure to use all capitals
	Dot 6/dot 6/ISBN

	10. Press enter
	
	

	11. Press space + 5,6 to navigate to the beginning of book content
	
	



Troubleshooting Tips
1. If you are unable to load or have trouble navigating within the BookShare homepage, check again to see if your java script is disabled. (backspace + j , y, enter)
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