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AIM Basics
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What is Accessibility for Instructional Materials? 

Accessibility is
• the practice of making instructional materials usable by as many

people as possible, and
• giving everyone the same opportunities, no matter what their ability

or circumstances.
Accessible instructional materials are designed or enhanced in a way 
that makes them usable across the widest range of learner variability, 
regardless of format.
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Accessible Instructional Materials Formats
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AIM Basics

• The Individuals with Disabilities Education Act (IDEA) requires school
districts to provide accessible versions of instructional materials to
students who are blind or otherwise unable to use printed
materials.

• State-adopted accessible instructional materials are provided to
eligible students at no cost to the district.

• Teachers with visual impairments can also requisition accessible
formats of state-adopted teacher editions at no cost to the district.
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Ordering AIM for Teachers 

Visit the TEA Accessible 
Instructional Materials 
webpage to order teacher 
materials in braille or large 
print. 
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AIM Eligibility

• An admission, review, and dismissal (ARD) or 504 committee
determines if a student requires AIM.

• The student’s specific need for AIM is included in the individualized
education program (IEP) developed under

• the Rehabilitation Act, §504,
• the Americans with Disabilities Act, or
• the Individuals with Disabilities Education Act (IDEA).
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AIM Eligibility

• Each year, districts report students eligible for AIM to the Texas
School for the Blind and Visually Impaired (TSBVI).

• Districts should maintain accurate records pertaining to students
receiving AIM.

• Before submitting an AIM requisition in EMAT, districts are required
to certify that the material is for a student who is eligible to receive
instructional materials in specialized formats.

Please do not submit student names or any other confidential student 
information when contacting the Instructional Materials Division. 
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To certify eligibility, enter the 
phone number of the district 
staff certifying the AIM 
requisition and click OK. 

Certifying AIM Requisitions 
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Non-state-adopted AIM  

• If a district chooses to purchase non-state-adopted instructional
materials, it is responsible for the full cost of any required
specialized formats.

• Districts may use their technology and instructional materials
allotment or IDEA B funding to purchase non-state-adopted AIM.
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Non-state-adopted AIM 

• When placing an allotment disbursement request for an AIM order,
please be aware that freight costs now come out of the state freight
fund and not allotment funds.

• Any overages of freight costs must be returned. Contact TEA to
report freight overages.
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Resources for Non-State-Adopted 
Accessible Instructional Materials  
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Louis Database 

Visit the APH Louis Database at 
http://louis.aph.org/catalog/CategoryInfo.aspx?cid=152 to search for 

accessible instructional materials that are not state adopted. 
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Learning Ally

Visit Learning Ally at http://www.learningally.org/Educators/school-
grants/Texas to search for accessible instructional materials. 
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Bookshare

Through a US Department of Education grant, districts may access Bookshare’s library. Visit 
Bookshare at https://www.bookshare.org to search for accessible instructional materials. 
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Ordering AIM in EMAT
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Creating a Requisition

Choose the appropriate 
requisition type and click 
Create New Requisition.
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Entering Requisition Information

Select the appropriate grade-level tab, select the ISBN and Version (if 
applicable), enter the Student Requisition Quantity, and click Save Work.
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Contracted and Uncontracted Braille 

Contracted braille is standard 
format braille; braille code 
contains over 180 contractions 
of commonly-used letter 
combinations and words. 

In EMAT, all braille titles are 
contracted unless an 
uncontracted format is 
requested. 

Copyright © Texas Education Agency 2019. All rights reserved. 22



Contracted and Uncontracted Braille

Uncontracted braille is a special 
format for beginning braille 
readers; it does not contain any 
contractions. 
Change the version from 1 to 2 
to order uncontracted braille. 
Any state-adopted title can be 
requested in a special format. 
Contact TEA if you do not see 
the needed materials. 
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Submitting the Requisition

On the summary tab, 
verify the AIM delivery 
address.

The shipping date will 
default to 45 days from 
the date of submission. 

Click Submit to TEA. 
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Delivery Contact for AIM

Include a contact name on Address 
Line 2 of the AIM Delivery Point to 
ensure proper delivery of 
materials.
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Second Set of AIM

Texas Administrative Code, Title 19, 
§66.1311(a)(1)
• A requisition for special instructional materials must be based on

actual student enrollment to meet individual student needs.
• A district may request a second set of accessible instructional

materials to allow a student to keep one set at home and one set
at school.
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Special Textbooks Redistribution Center (STRC)
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A district submits a 
request for accessible 

instructional 
materials.

EMAT will 
automatically check 

the STRC for any 
materials ordered.

If the STRC has the 
material(s), the 

item(s) will be shipped 
to the district.

If the STRC does not have 
the material(s), an email 
may be sent stating that 
the AIM order has been 

rejected. 

The system will 
request the 

material from the 
appropriate vendor.

The STRC houses surplus braille and large-print materials.



Receive STRC and AIM Vendor Shipments

Receive STRC Shipment and 
Receive AIM Vendor Shipments
links will only be visible if you 
have materials to receive.

Contact TEA if you have not 
received titles that are listed 
under Receive STRC Shipment or 
Receive AIM Vendor Shipments.
Shipments will be auto-received 
into your inventory after 60 
days. 
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Inventory Control and Returns
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Inventory Report

Click on the Reports link.
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Inventory Report

Select the Item Type (format) 
from the drop-down list and 
click Inventory Report. 
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Inventory Report Details

The Inventory Report lists all-state adopted materials ordered in the format selected.
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Inventory Browser

Click AIM Inventory Browser
to display the history of an 
AIM order from start to finish. 
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Inventory Browser

Enter the multiple list code (MLC) and click Search to view the order 
history. Click View History to find more detailed information, such as 
when the materials were ordered and the ship and receive dates. 
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Researching Items in EMAT

Click the Reports link to search for items available for order in EMAT.
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Item Search

Search by the following:
• MLC—Type an MLC or click the magnifying glass to choose an MLC.

• ISBN—Type an ISBN or click the magnifying glass to choose an ISBN. Do not include hyphens. Use
the % symbol at the end of the ISBN to capture ISBNs with an extension (-SE, -1YR, -008).

• Item Type—Select the appropriate AIM type from the dropdown menu (Braille, Large-Print, Audio).
• Title—Type in the title or key words from the title.

• Publisher—Click the magnifying glass to generate a list of publishers.
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Item Search

Click the Item Details icon, if needed.
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Item Details

The manufacturing 
status and number of 
volumes are displayed 
on the Item Details page.
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Item Details

The standard replacement price per volume is displayed on the Item Details page.
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Returning Surplus AIM
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Surplus Materials

Accessible versions of state-
adopted print materials are 

provided free to eligible 
students.

As state property, these 
materials must be returned 
to the STRC when no longer 

needed.

This year, the STRC is 
accepting surplus braille and 

large-print materials from 
November 4, 2019, through 

March 27, 2020.
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Returning Surplus Materials

Click Ship to STRC.
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Returning Surplus Materials

Select the box located to the left of the MLC you wish to return.  This 
will open the Quantity to Ship field.
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Returning Surplus Materials

Enter the quantity to be shipped—not to exceed the Available Quantity. 
Repeat the previous steps until all items to be shipped have been updated.
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Returning Surplus Materials

Click the Save Work button.  
When ready to submit, click 
Ready to Ship to STRC. 

EMAT will generate a packing 
list of selected materials.  
Shipments can include only 
materials listed on the 
packing list.
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Returning Surplus Materials 

Click the button that 
corresponds to the weight of 
your shipment.  
For shipments weighing 150 
pounds or less, enter the 
weight of each individual box. 
Then click OK.
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Returning Surplus Materials 

Click the link to access the 
packing list and shipping 
labels. 

Call FedEx at 800-463-3339 
and reference TEA account 
number 919321210. 
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Returning Surplus Materials 

For shipments weighing 151 
pounds or more, enter the 
total number of boxes and 
the total weight of the 
shipment.  Then click OK.
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Returning Surplus Materials 

Click the links to access the 
packing list and bill of lading. 

Contact Central Freight at 
800-782-5036 and reference 
the TEA AIM account. 
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Returning Surplus Materials

• If you have surplus adopted materials that are not listed when you
click Ship to STRC, check your inventory in EMAT.

• If not listed in inventory, you may need to confirm receipt of
materials using one or both links displayed on your district’s start
page:

• Receive STRC Shipment
• Receive AIM Vendor Shipments
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Returning Surplus Materials

Receive STRC Shipment and 
Receive AIM Vendor 
Shipments links will only be 
visible if you have materials to 
receive.
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Returning Surplus Materials

The Ship to STRC page lists 
items that can be shipped to 
the STRC.  

Only complete sets of AIM 
can be returned to the STRC.

If state-owned AIM are lost 
or damaged, the LEA must 
contact TEA and replace 
them at LEA expense.
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Reporting Lost or Damaged AIM 

Click  Report 
Lost/Damaged/Destroyed on 
the district start page in 
EMAT. 
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Reporting Lost or Damaged AIM 

The TEX-009 is used to report 
lost or damaged AIM and 
obtain the necessary 
documents to submit 
payment to TEA. 

Click TEX-009 Lost or 
Damaged AIM.
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Reporting Lost or Damaged AIM 

Select the item type, reason, and details about missing AIM volumes(s). 
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Reporting Lost or Damaged AIM 

Click Save, Submit, and View Report to print the invoice and mail it to TEA with a check. 
If replacement volumes are needed, they will be ordered and sent to the district. 
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Returning Large-Print Consumable Materials 

• Do not return used consumable materials.
• Do return unused consumable materials.
• Packages that consist of only consumables are removed from district 

inventories each year.
• Please contact Lea Ann Lee at leaann.lee@tea.texas.gov for 

assistance in returning unused consumable materials.
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Returning Out-of-Adoption Materials

Return out-of-adoption braille and large-print materials when 
they are no longer in use.
• Package these materials separately from in-adoption materials.
• Label the boxes OUT-OF-ADOPTION.

Contact Lea Ann Lee at leaann.lee@tea.texas.gov to obtain a 
shipping label or bill of lading for these materials.
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General Information and Reminders 
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Current and Future Proclamations

Proclamation 2020

English language arts and reading, grades 9–12;  adopted in November 2019; available 
in EMAT when it opens in May

Proclamation 2021

Prekindergarten systems;  issued in June 2019

Proclamation 2022

Health, physical education, and CTE (specific courses TBD); expected to be issued in 
spring 2020
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Listserv Bulletins

• The IM Division sends periodic listserv bulletins with valuable 
information.

• Join at 
https://public.govdelivery.com/accounts/TXTEA/subscriber/new.

• Enter your email address and select Submit.
• Select Instructional Materials from the available topics along with 

other listserv topics you would like to receive information about.
• The allotment amounts are announced through a To the 

Administrator Addressed listserv bulletin each biennium.

https://public.govdelivery.com/accounts/TXTEA/subscriber/new


Important Dates

November 4, 2019:  
STRC opens

February/March 2020:  
Allotment & TEKS 
Certification Form
becomes available

March 27, 2020:  STRC 
closes

April 1, 2020:  EMAT 
closes for the 2019–20 

school year

May 4, 2020:  EMAT 
opens for the 2020–21 

school year
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Important Dates (cont.)

May 15, 2020:  Order 
braille materials by this 
date to ensure  delivery 

by August 24, 2020.

July 24, 2020:  Order 
large-print and audio 
materials by this date 
to ensure delivery by 

August 24, 2020.
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TEA/AIM Contact Information 

Instructional Materials Division
IM Help Desk

instructional.materials@tea.texas.gov
(512) 463-9601

TEA/AIM Website
https://tea.texas.gov/Academics/Instructional_Materials/Accessible_In

structional_Materials
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TEA/AIM Contact Information 

• Lea Ann Lee, Accessible Instructional Materials Specialist 
leaann.lee@tea.texas.gov

• Latrice Burleson, Distribution Specialist 
latrice.burleson@tea.texas.gov

• Alejandro Perez, Distribution Specialist 
alejandro.perez@tea.texas.gov

• Janet Warren, Director of Distribution and Accessibility 
janet.warren@tea.texas.gov

• Kelly Callaway, Senior Director Instructional Materials Division 
kelly.callaway@tea.texas.gov
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Thank you!
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