v. 1.5

VYPAT Submission Instructions for “Liaisons or Limited Edit Group”

Please read these instructions in their entirety! This is a system-wide shared resource. These instructions are
important for ensuring consistency and accuracy in the repository. If you have any questions, send an email
message to coe-accessibility@tamu.edu.

ACCESS the TAMUS VPAT REPOSITORY

First, you will need to access the repository, and then you will need to access the VPAT Repository FORM to
upload the VPAT. B
I. ACCESS STEPS

1. Access the following link to the Repository at
https://it-1f~ecmweb.tamu.edu/laserfiche/browse.aspx?repo=TAMU-IT ;

2. Click on the drop-down arrow and scroll down to “TAMUS-VPAT”;

3. Then sign-in with your College Station campus assigned netid@tamu.edu and password.

Make sure you search the repository before you upload documents, and make sure you are not submitting a
duplicate.

II. VPAT RESPOSITORY SUBMITTAL FORM

Next, you will need to use the special VPAT Repository FORM to upload your document. DO NOT attempt
to upload documents without the prescribed form. To access the FORM, Sign-in with your netid@tamu.edu
and password at the following link: https:/it-If-ecmf2.ads.tamu.edu/Forms/ENGR-VPAT

Cautionary Note: There are two versions of the VPAT vendor’s template currently available, 1.3 and 2.0.
Either version is acceptable, though 2.0 is preferred. Occasionally, a vendor will modify the VPAT format, and
might omit the first page (example of seen below), or utilize their own unique template.

Keep in mind that version 1.3/2.0 is NOT the product version, it is the VPAT version. See example below:

VPAT™
Voluntary Product Accessibility Template®

Version 1.3

Voluntary Product Accessibility Template®
(VPAT®)

Version 2.0
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VPAT Repository Upload FORM Instructions

A. The Laserfiche VPAT REPOSITORY upload FORM requires the following information:

Vendor: This is name of the company that releases the technology. In the example below, Adobe.

Product: The technology itself. For the sake of consistency, enter the name of the product exactly as it
appears on the VPAT.

Date Vendor Completed VPAT: The date entered on the VPAT form. (If this date is not provided by the
vendor, use the date you are submitting it instead.)

Known Exemption/Exception: If there is a known exemption (State provided) or exception (institution
provided) on file, it should be indicated. If there is a known exemption/exception, you will be asked to
indicate who filed it. Example: Exception on file Texas A&M University, College of Engineering; contact
John Doe john.doe@tamu.edu

Tested: If the technology has been tested, it should be indicated. If it has been tested, the test plan should be
uploaded with the VPAT.

Tested?*

) Yes Mo LUnknown

Upload Test Plan®
Upload

Comments: Any other information about the VPAT you feel is relevant, including testing results, degree of
compliance, etc.

Name: Submitter name

Email: Submitter email

TO PRESERVE CONSISTENCY WITHIN THE REPOSITORY, DO NOT TRY TO MODIFY ANY OF THE FIELDS
AFTER A VPAT DOCUMENT HAS BEEN UPLOADED.

Most of the above information for the form is found on the first page of the VPAT. See example on the next
page.

Note: In the example below you will see the first part of the VPAT document for Adobe Photoshop CC. Notice
the three lines of information after the two introductory paragraphs.
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Adobe® Photoshop® CC Voluntary Product Accessibility Template

The purpose of the Voluntary Product Accessibility Template is to assist Federal contracting officials in making
preliminary assessments regarding the availability of commercial Electronic and Information Technology products
and services with features that support accessibility. It is assumed that offerers will provide additional contact
information to facilitate more detailed inquiries.

The first table of the Template provides a summary view of the section 508 Standards. The subsequent tables provide
more detailed views of each subsection. There are three columns in each table. Column one of the Summary Table
describes the subsections of subparts B and C of the Standards. The second column describes the supporting features
of the product or refers you to the corresponding detailed table, "e.g., equivalent facilitation." The third column
contains any additional remarks and explanations regarding the product. In the subsequent tables, the first column
contains the lettered paragraphs of the subsections. The second column describes the supporting features of the
product with regard to that paragraph. The third column contains any additional remarks and explanations regarding
the product

Date: 05/06/2013
Name of Product: Adobe® Photoshop™ CC
Contact for more Information: access@ad

Therefore, the upload FORM is filled out as follows:

VPAT Information

Vendor* Product name*

Ex: Google, Microsoft As it appears on the VPAT. Ex: Matlab
Adobe Adobe Photoshop CC

VPAT* Date Vendor Completed VPAT*

Upload | 562013 B

ADOBE-PHOTO... 188.65KB x

Known ExemptionIExceptic-n*

Yes O No @® Unknown

Tested?™*

2 Yes O No ® Unknown

Comments

Testing results, degree of compliance, and/or additional notes

Submitter Information

Name* Email * Date

Reagan Land landreagan@exchange.tamu.edu 6/30/2017

Submit
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B. After you have uploaded your VPAT document, go back to the VPAT Repository (see instructions on first

page of this document). When you enter the TAMUS VPAT Repository, the screen below will appear:

x

X+

aspr?db=TAMUS-VPAT&Fid=1

| [ TAMUS-VPAT % New Submission
€ (78 hps//it-li-ecmweb tamu.edu/laserfiche/Browse

].“Il Reportse -+ Navigation= B8 Text Equivalents= || Scripting=

A Style= " Validators® & Tools™

X

wBE & &0

Al

d

m'

Display Options ddandridge®

TAMUS-VPAT 1 entry
[l ' Name -
v TAMUS-VPAT
= 1 03 veats
> [ vpaTs
* starred

(® Recently Opened Documents

[ Recycle Bin

You can click on the folder icon next to “VPATS”

Cc L2 [ |
Creation date Last modified
[ TAMUS-VPAT
4/17/2017 1:38 PM 10/12/2017 11:29 AN
Metadata Fields Preview Maore =
P Template
plate ed
b Fields

No additional fields assigned

found in the left hand column or in the center of the page.

C. After clicking on the folder icon, a new tab will open and the page will display the names of all the VPATsS,

in alphabetical order. See example below.

| B New Submission

2 tamu.edu/lase

].“Il Reportse —+ Navigation= B8 Text Equivalents= || Scriptings 3 Style «* Validatorss " Tools®

wBE & &0

¢ Q Search Al

i Keyboard= &2 Options~

v

Bﬂ | Advanced

TAMUS-VPAT » VPATs 261 entries
[[] Name -

v [ TAMUS-VPAT
O ﬂ Adobe Adobe Acrobat Pro DC (Mac O5...
> [ VPATs

l ﬂ Adobe Adobe Acrobat Pro DC (Window...

) Adobe Adobe liustrator cC

] Y Adobe Adobe lllustrator €56
| ﬁ Adobe Adobe InDesign CC
1 £ Adobe Adobe InDesign €56
1 ) Adobe Adobe Photoshop CC

[ Y Adobe Adobe Photoshop €56
* starred
‘Ej Adobe Adobe Photoshop Lightroom 4

(® Recently Opened Documents
| E_l Adobe Adobe Premiere Pro CC

[ Recycle Bin

-

Creation date Last modified

~ [Oveats ¥
61412017 2:18 PM 6/14/2017 218 M,
Metadata Fields Preview Maore =
6/14/2017 2:20 PM 6/14/2017 2:20 PN MR
i

6/14/2017 2:22 PM 61472017 2:22P% B Template
6/14/2017 2:23 PM 6/14/2017 2:23 PN VPAT
6/14/2017 2:24 PM 6/14/2017 2:24 PN Vendor

>
6/14/2017 2:27 PM 6/14/2017 2:27 P
6/14/2017 2:28 PM 6/14/2017 2:28 PN A

>
6/14/2017 2:30 PM 6/14/2017 2:30 PN

Exemption/Exception

6/14/2017 2:28 PM 6/14/2017 2:28 PN

BM14/2017 2:31 PM 6/14/2017 2:31 Ph

v  VPAT Date

3 -
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D. Click on any line to see a VPAT record and the associated information from the Upload FORM. A new
tab will open, close it when you are finished viewing the record. See example below:

= (8] b8
‘ [ VPATs X @ Adobe Adobe Acrobat Pro ) X = Mew Submission x +
VPAT&doci

€ 78 hupsy/it-i-ecmweb tamu.edu/iaserfic d=7012 ¢ Q search B & F#F O A d s gn

m‘l Reports= 7 Navigation~ EE Text Equivalents= L[ Scripting= 3 Style= « Validators® #* Tools= i Keyboard- & Options-

Adobe Adobe Acrobat Pro DC (Mac OSX, perpe... v \ i Display Options ddandridge@tamu.edu »

PDF Viewer ®

ew.asprldb=TAMUS

1jof12 = |
| O t3 ¥ ». Metadata Fields Processes Records
ﬂ ~ —

AdobeAcrobatPro OC (Mac 05X, perpetusl license] ] Template
Weluntary Product Accessibily Template

VPAT -
Vendor
Adobe »
Product
Adobe Acrobat Pro DC (Mac OS¥, perpetual license) »
BIMTL - e e, Covnrd Piden At |
1M vyt i s o i |
1ML - b Petwe Lo Appttee S
ISl v Ooomeson. S Ao s s

Exemption/Exception

Use the scroll bar on the far right to see all the data from the upload FORM.

E. If you have been assigned “Liaison or Limited Edit” privileges, you will be able to enter additional
comments in the “Exception”, “Tested”, or “Comment” boxes, but you will not be able to edit the other
form fields or delete any documents. DO NOT OVERRIGHT EXISTING COMMENTS. Enter your
comments below any existing comments with the Date, Your Name and Email Address so you can be
contacted for questions. Be sure to SAVE your entries.

‘ 3 VPATs 3 [ Adobe fdobe Acrobat Pro | 3 | B Bew Submission x4+
€ @ hups//it-li-ecr

eb.tamu.edu/laserfiche/DocView
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VPAT&docid=7012 @ Q Search B & F O A d s =

m‘l Reports= 7 Navigation~ EE Text Equivalents= L[ Scripting= 3 Style= « Validators® #* Tools= i Keyboard- & Options-

Adobe Adobe Acrobat Pro DC (Mac OSX, perpe... ¥

Display Options ddandridge@tamu.edu »

PDF Viewer ®

1jafiz = |
| o+ % 2t Metadata Fields Processes Records

ﬂ ~ —

Adobe’ Acrabat'Pro DC (Mac 05X, perpetuallicense] Tested
Woluntary Product Accessibility Template
i e Cnrvaiviipmi] Unknown >
ot e g o
Tt o i e e 8 i o i i
o’ e

Submitter Name

Reagan Land »

150 - vty P Crsmpates o aqpicn |

18441 - pfruten Oocmeston, St il i

Submitter Email

landreapan@exchanee tamibedu * 4



v.1.5
F. When you have finished viewing the VPAT record, close the tab and go back to the VPAT tab.

Follow the steps above to view and “limit edit” records. If you have questions about a VPAT submission or
about any of the completed fields, contact the VPAT “submitter” or the person who has added comments.

ITII. ADDITIONAL GUIDANCE

e Do NOT try to create new folders.

e Do NOT attempt to enter scanned documents unless you are using the VPAT FORM for
uploading documents.

¢ You CAN download a VPAT document that is in the VPAT Repository.

¢ You CAN email a VPAT document.

M VPATs X ® New Submission X |+ -0
€ (7@ httpsy//it-If-ecmweb tamu.edu/laserfich wse.aspx?db=TAMUS-VPAT#7id=699 ¢ Q Search w8 ¥ A& 0 A 4 b 8 =
[IIII Reports= - Mavigation & Text Equivalents- [ Scripting= <M Style~ " Validators g~ Tools~ Keyboard- & Options®

m v Advanced Display Options ddandridge@tamu.edu »
TAMUS-VPAT » VPATs 261 entries (1 selected) (& % 1 % ™
[] Name 4  Creation date Last modified

_ 3 ﬂ Adobe Adobe Acrobat Pro DC (... 1r

v [ TAMUS-VPAT '~
6/14/2017 2:18 PN

6/14/2017 2:24 PM

6/14/2017 2:24 PN

4 fY Adobe Adobe Acrobat Pro DC (Mac 0S... 6/14/2017 2:18 PM

> O veaTs Metadata Fields Preview More
[ fY Adobe Adobe Acrobat Pro DC (Window... 6/14/2017 2:20 PM 6/14/2017 2:20 Py —
O Y Adobe Adobe lllustrator CC 6/14/2017 2:22 PM 6/14/2017 222P B Template
[] fY Adobe Adobe lllustrator €56 6/14/2017 2:23 PM 6/14/2017 2:23 PV VEAT 3
@ Vendor

Y Adobe Adobe InDesign CC

]

Keliitnes v

e You CAN sort the Repository by “Name”, “Creation date” or “Last modified” columns. Click on the
column header for the column you want to sort. When you have finished looking through the sorted
column, be sure to close the sort by clicking on the oval box above the VPAT list.

™ VPATs % ¥ New Submission b

wBa +$§ & 9 a 4

*» 52

it-If-ecmweb.tamu.edu/laserfiche/Browse. aspx?db =TAMUS-VPAT#7id =699 c Q Search

5 Text Equivalent

g Tools*

| Scripting= <} Style~ « Validators~

Display Options ddandridge@tamu.eduy « ’

TAMUS-VPAT » VPATs

Sort columns by: m

1 Name

261 entries (1 selected)

Creation date * | Last modified

v [ TAMUS-VPAT i ~ [3VPATs ¥
[0 ) Mathworks MATLAB 9.3 (R2017b) 10/12/2017 11:29AM  10/12/2017 11:29.
> [ VPATs Metadata Fields Priview More -
[ [B Mathworks MATLAB 9.1 (R2016b) 10/12/2017 1128 AM  10/12/2017 11:28. Eible.
O ﬁ Comevo Launch Online Orientation (2)  8/21/2017 9:53 PM 8/21/2017 95PN D Template
[ Y 10TA 360 Evaluation IOTA 360 Evaluation 8/21/2017 4:31 PM 8/21/2017 4:31 PN YPAT i
Vendor

O ﬁ Siteimprove Siteimprove Web Governa... 8/18/2017 9:38 AM B/1B/2017 9:38 AN

¢ When you have finished viewing the VPAT Repository, be sure to log out of Laserfiche'
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