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How to Log In

Click link: https://mccd.panorama.yuja.com

Click “Sign In With SSO”

O Yulda

Welcome to YuJa Panorama
Sign in to your Panorama account.

Sign In With SSO

Enter your MCCD Email

Mesceo @R
Sign in

Email, phone, or Skype

Can't access your account?

Q‘) Sign-in options

Authenticate with Microsoft Entra

N}ELRCED .“

SOLL

“ clara.north@mccd.edu
Approve sign in

@ Open your Authenticator app and approve the
request. Enter the number if prompted.

91

Didn't receive a sign-in request? Swipe down to
refresh the content in your app.

Sign in another way
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DocHub - Folder

Creating a folder in Doc Hub allows you to organize your documents and media into structured locations
for easier access and management. After creating the folder, you can share it with others in your
department by selecting the folder, choosing the “Share” option, and adding users or groups. Assign the
appropriate permissions (such as view or edit) to control access.

DocHub - How to Create a Folder

On the left-hand side, hover over the icons to show the Navigation menu.

Select “DocHub”

&) Reports > Course Report

[Z] DocHub

‘= To-Do List
l~ Reports ~

O course Report

411 Configuration v

& Add-in Setup

7 Video Compliance |—

_ 7

No Course Selected Yet

You have not selected a course yet. Please select a course to continue.

G Select Course

Click “+ Create Folder”

Z) DocHub
E
= e [ Q. search by file or folder name
|
Folders I + Create Folder 1, Upload I




Page |4

Create folder name and click “Create”

( Create New Folder X X
4 Enter a name for your folder. |
Folder Name Example Folder ]
/ \
Canc{ Create
b
Folders

%— Example Folder
SIS Apr 17,2026, 12:26:10 PM

DocHub - How to Upload Documents to a Folder

Click the folder you would like to upload documents into

Folders

*%— Example Folder
SN Apr 17,2026, 12:26:10 PM
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Click “+ Add File”

Home [ Example Folder

31} l Q  searchby file or folder name

No Files or Folders Found

‘Choose one of the options below to add a file or folder.

' Add Folder

Select a file to upload and click “Open”

@ Open P

€ 3 v = » This.. » 7l Search Fi . R
L]
Organize = New folder =~ 0 0
~
i3 videos » MName Date modified Type Size |3
4/172025 415 PM Adobe Acrobat D... 511KB
~ Projects |
10/18/2024 3:28 PM Microsoft Word D... 3,933KB
~ Student Printing
| How to move files from desktop to share...  10/18/2024 423 PM Adobe Acrobat D... 1,196 KB
~ WEB RESOURCE
Microsoft Word D... 2,261 KB
- Quotes Adobe Acrobst D... 531 KB
Microsoft Word D... 21KB
v [ ThisPC Adobe Acrobat D... 240 KB
5 e Windows () 5 ] 1/8/2025 3:35 PM Microsoft Word D...
/8/2025 3:36 - A
clars.north (W 1/8/202 6 PM Adobe Acrobat D
1/4/2024 812 AM Text Document 20KB
> gm shared informi
711272023 3:51 PM Adobe Acrobat D...
File name: |How to move files from desktop to shared drive.pdf = 2 docx*.doct.pp

The file should now appear in the folder under “Files”

Home | Example Folder

57 [ Q Search by file or folder name

Files

v How tomove files from des...
PO Apr 17, 2026, 12:47:08 PM
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DocHub - How to Upload a Document without Creating a Folder

You can use Panorama to review and fix documents even if you don’t teach a class in Canvas. The tool
can scan your document, provide an accessibility score, and help you fix issues to make the document
more accessible. This section explains how to access Panorama and upload files. Other sections will help
you with fixing issues.

On the left-hand side, hover over the icons to show the Navigation menu.

Select “DocHub”

&) Reports > Course Report

[Z] DocHub

‘= To-Do List
l~ Reports ~

O cCourse Report

411 Configuration v

& Add-in Setup

7 Video Compliance

No Course Selected Yet

You have not selected a course yet. Please select a course to continue.

G Select Course

Click “Upload” button to select a file from your computer. You can also just drag a file onto the page and

it should upload.

+ Create Foider 1, upload = Created (Descending)
a—— ’
=*— Digital Books : “*— Newspaper Articles :

WSS Mar 27, 2026, 1:56:23 PM " WSS Mar 27, 2026, 1:56:23 PM



Select a file to upload and click “Open”

@Open
€ > v 1 |m

Organize v Mew folder

5> @ Clara - Merced ( MName

@M Desktop »

Status

i Downloads  #

ﬁ Documents

Date modified

10/28/2025 9:37 AM
10/29/2025 8:05 AM
10/28/2025 9:12 AM

10/28,/2025 9:29 AM

v G

Type

Microsoft Word D...

Adobe Acrobat D...

Microsoft Weord D...

Adobe Acrobat D...

Size
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Search Student Web Docu.. @

- 0 @

TI3KB

943 KB

323 KB

432 KB

| Outlook User Manual. pdf

10/24/2025 10:05 AM

Adobe Acrobat D...

833 KB

P9 Pictures »
M ThisPC  #
== shared inforr #
= clara.north (\ #

@) Music »

® ®@ 6 ®@ (| © ©® 6

[ Yo -

10/24/2025 1:38 PM

10/24/2025 11:46 AM

10/24/2025 1:30 PM

10/24/2025 10:13 AM

10/24/2025 10:12 AM

Adobe Acrobat D...

Microsoft Weord D...

Adobe Acrobat D...

Microsoft Word D...

Adobe Acrobat D...

File name: | Qutlook User Manual.pdf

v]

You should now see the document under “Files”

3NTKB

746 KB

902 KB

211 KB

45KB

Customp Files (*.docg™.dog™pp ~

Cancel

41‘& l Q) Search by file or folder name

Folders

=— Journal Articles
WS Mar 27, 2026, 1:56:23 PM

#*— Study Guides
NS Mar 27,2026, 1:56:23 PM

 Outlook User Manual.pdf
PDF Apr1, 2026, 10:06:58 AM

- Create Folder

I 1, Upload

#%— Digital Books
WSS Mar 27, 2026, 156:23 PM

#*— Newspaper £
WSS Mar 27, 2026, 1:£



DocHub - How to Share a Folder / File

Click the three dots next to the folder you want to share and click “Share”

Folders
==— Example Folder
_— Apr 17, 2026, 12:26:10 PM
. View
Files
Rename

® A

Canwas Mobile App Manual — Delete

e T e Canvas an @ mabibe device 455 5

Enter the user name or email for the person(s) you would like to share the folder with.

Note: You can share with multiple people at one time.

Share Folder X

Select users to share this folder with and assign their access permissions.

User Search by user name or email ~

u)

ced.edu)
ced.edu)
ton@mccd.edu)
1@mccd.edu)
n@meccd.edu)

i Se d.edu)

dafferi@mecd.edu) | -
| Cancel I Share

[ |

Page |8
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Permissions are defaulted to “View” only. If you would like people to edit (add, change, or delete files)
within the folder, you will need to adjust the permissions.

Click the drop-down next to the person’s name and click “Edit”

Share Folder X ‘

Select users to share this folder with and assign their access permissions.

User Search by user name or email N l

User Name = Permissions

1 ( Edit >
|

View Cancel Share
i
I‘\' T T _—A
Click “Share”
Share Folder X

Select users to share this folder with and assign their access permissions.

User Search by user name or email A

User Name O Permissions _

Ena

Cancel Share )

Note: To share a file, follow the same steps.
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DocHub - Accessibility Report

The Accessibility Report is where you can view and fix issues with your content. It will function slightly
different while editing content or for different types of content like HTML pages or PDF files, but these
differences are small. The Accessibility report has up to three sections:

1. The Accessibility Report panel provides the user information about the score and list of issues

found in the document.

2. The Review Issues section lists the issues identified in the content and allows users to fix the
issue (Fix Issue button) or find more information on how to fix the issue if an automatic fix is not

possible (How To Fix button).

3. The Update Document section provides a place to upload a new improved file that would
replace the file with issues (Upload tab) and a place to view staged Fixes that are ready to be
saved with the Apply Changes button (Fixes tab).

o Note: The Update Document section is not present when accessed while editing content
since all changes are applied immediately after “Fix Issue” is clicked.

Hover over “Accessibility Report” and click “View”

Alternative Formats Menu
Qutlook User Manual.pdf

Accessibility Report (99%) > ﬁ

i  SourceFile -

T Text File >»  Immersive Reader
==  Gradient Reader EPUB

Audio Podcast +%  Math Formats
o OCR Formats oo Braille Formats

()

Custom Formats




Outlook User Manual

How to Access Outlook as a Student

How to access your student email through office.com:

Go to_Microsoft Office Website

Click Sign in or go 1o the tap right and click the circular person icon.

rmduing Mcosot 163 Coplot—you cop

(o]

Office is now Microsoft 365

Sign in using your student email address and the password that you use to sign into the portal.

BY Microsoft

DocHub - PDF Remediation Tool

D{g Structural Remediation updates the
tagged elements and reading order of
PDFs.

Score ©

Minor

3= Review Issues

Page |11

Accessibility Report %
Outlook User Manual.pdf
‘ 99% ’ (3] (0] 0 :
Major Severe Issues

Minor

Check reading order.

Learn more.

& Check Issue

Check

Minor

Learn more.

Minor

Check reading orde:

Learn more.

To find the PDF Remediation Tool, view the “Accessibility Report” of a PDF file.

In the “Structural Remediation” box located on the left-hand side, click “Launch”

Outlook User Manual

How to Access Outlook as a Student

Goto_Microsoft Office Website

Click Sign in or g0 10 the tap right and click the circular person icon.

[+

BY Microsoft

How to access your student email through office.com:

Sign in using your student email address and the password that you use to sign into the portal.

® e 0o 0@

Minor Major Severe Issues

Structural Remediation updates the
tagged elements and reading order of

Score @

1
=

PDFs.

Review Issues

& Checklssue

4% CheckIssue

- 0 X
Accessibility Report 0
Outlook User Manual.pdf

Minor

Check reading

Learn more.

/% Check Issue

orde:

Minor

Check reading orde:

Learn more.

Minor

Check reading orde:

Learn more.

& Checklssue

5 CheckIssue
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Note: First-time users, please take the time to take the quick tour.

Welcome to PDF Structural Remediation X

Take a quick tour to see how this Al-powered engine modifies
the PDF tag structure, improves structural tagging, optimizes
reading order, and applies semantic markup to make
documents more accessible for learners who use assistive
technology.

Skip

Boxes will appear around either selected elements or, as shown below, around all elements if the View
Reading Order is toggled on.

<7‘+ Add Elements D Group Elements by Pages () 1= Display Reading Order () v E @ E] 'f Retag Zone 5@ Retag PDF

Elements Images Bookmarks

Drag and drop elements to update the reading order of your
content.

Dutlook User Manua®

Verify Reading Order 7~
| have manually verified the reading order of this PDF. ==

~ @ Sect

[Zow to Access Outlook as a Studerii|

~ Page 1

=ow to access your student email through office.corig]

1 9 Paragraph

g tdisicrosoft Office Wd 2 H: Heading1

'k Sign in or go to the top right and click the circular persen |cn.

3 d Paragraph

4 H:; Heading 2

5 d Paragraph

[

Office is now Microsoft 365

> 6 9 Paragraph

oot

8 d Paragraph

9 & Figure

10 d Paragraph

11 9 Paragraph

I in using your student email address and the password that you use to sign into the purta.

12 9 Paragraph

B® Microsoft

Signin 13 d Paragraph

E

> 14 9 Paragraph
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To edit an element, hover over the element on the left-hand side. Three dots will appear. Click the three
dots and then select “Edit”.

wuien

[Dutlook User Manua®|

Verify Reading Order —_—
have manually verified the reading order of this PDF. “=—

2 0w to Access Qutlook as a Studeriht
P
=cess your student emall through office.coni@

A~ = Sect

~ Page 1

1 9 Paragraph @

dffice Welp e 2 Hi Heading 1
to the top right and click the circular person icofp 39 P h m D
1 aragrap!| love Down
- . . s Figure
4 H; Heading 2 Remove Element
Inechucing Mo 65 Coplot—jour copio for werk. L sare 3

5 d Paragraph

Select the proper element from the drop-down menu

Dutlook User Manual®|

Verify Reading Order <~
have manually verified the reading order of this PDF. “=—

20w to Access Outlook as a Studeris
P
@ow to access your student emall through office.cornié@

£ Back Element Properties

TreeRoot | Sect | Paragraph

P; Element Type
B 39 cosort Oifice Wl ‘ Paragraph ~
@K Sign in or go 10 the top right and click the circular person icojp T
Index
T m v v Figure
Private
"
e Paragraph
Office is now Microsoft 365
e sknew e
leading 1

Note: Retag PDF button- While it is possible, and maybe even beneficial to retag your PDF using OCR,
this button automatically uses only one type of OCR which often produces inferior results. It is not
recommended to use this button.

Once completed, click the save icon

1= Display Readting orcer @) v ISm [ Retag zone . Retag PDF
Elements Images Bookmarks

Drag and drop elements to update the reading order of your
content.

H1
gle

< Back Element Properties

TreeRoot / Document [ Sect / Heading

Element Type

‘ Heading 1 v ‘

Language

‘EN \/‘




Success
Your accessibility improvements have been successfully applied.

Generating Document Preview

‘We are currently working on creating the updated
document for you to review.

Close

Alternative Formats Menu
Canvas App Manual.pdf

Accessibility Report

Processing this accessibility report...

L3 SourceFile [  PDF

T  TextFile 23 Immersive Reader
==  Gradient Reader EPUB

]n  Audio Podcast 7X  Math Formats

O  OCRFormats :::  Braille Formats

O Custom Formats

Help

Page |14



Alternative Formats Menu
Canvas App Manual.pdf

Accessibility Report (100%)
';P; Source File

T  TextFile

==  Gradient Reader

] Audio Podcast

T  OCRFormats

D Custom Formats

Help

L PDF

»¥»  Immersive Reader

EPUB

—%  Math Formats

+=

Braille Formats
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You can now download the accessible document. Hover over the document and click “Download”

(&)
B

B = R

1
“®

DocHub

Folders

=— Study Guides
WS Mar 27, 2026, 156:23 PM

Files

@

Outlook User Manual

—rr—
 Outlook User Manual.pdf
PRF Apri1, 2026, 4:30:46 PM

éﬂ, [ () Search by file or folder name

=— Journal Articles
WS Mar 27, 2026, 156:23 PM

|* Share

B

~, Canvas App Manual.pdf
POF  Apr1, 2026, 10:43:55 AM

+ Create Folder l |

1, Upload I v

#=— Digital Books
WS Mar 27,2026, 1:56:23 PM

==— Newspaper Articles
W Mar 27, 2026, 156:23 PM



DocHub - Review Issues

Alternatively, you can click “Fix Issue” under the Review Issues section

Click “Fix Issue”

Canvas Mobile App Manual

How to access Canvas on a mobile device as a Student.

The First step is to get the Canvas Student App installed onto your device. If you use an iPhone then
download through the App Store. If you are using an Andreid then please download it through the Google
Play Store. Once installed please opan up the app and you should be mat with the second image. Once
you are on this screen please press the “Find my school” button

# LTE 4 @ 47%

¥ LTE 4 @48%

Q

Canvas Student

nstructure

10M+

STUDENT

About this app

Enter the information, if required, in the dialog box and click “Add Fix”

Kgeeck Accessibility Report 0 x
Canvas App Manual.pdf

g The title is missing from the
4 document's properties.

Unsolved | v | >
A Major

What is the Issue?
For documents to meet accessibility standards, the document

should have a title.

‘You can provide a title to the document.

Canvas Mobile App Manual

g —

Skip to Review ‘ Add Fix

—

Page |16

Accessibility Report ko x
Canvas App Manual.pdf

57% 1 7 0 0 H

Score D Minor Major Severe Issues

Structural Remediation updates the
tagged elements and reading order of
PDFs.

1= Review Issues

A Major
is missing from the document's ‘ &% Fixlssue ’

rties,

Learn more

A Major

m does not have an alternative & Fixlssue

»

w
v
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For Alt Text click “Generate” and Al will enter an alt text for you

Note: Make sure the alt text that was generated makes sense for the image

The item does not have an
< 3/8  aiternative description. Unsolved | v >

A\ Major 6 Instances

What Is the Issue?
For documents to meet accessibility standards, allimages should

have an alternative description.

You can provide an alternative description for this image.

Enter alt text

Learn more about how YuJa uses Al to generate alternative text.

OR

[ ] This image is decorative.

Once you have checked the alt text provided click “Add Fix’

P 0 X
< Back Accessibility Report 0
Canvas App Manual.pdf
The tem does nothave an (- |y

€ | 38 Ljermative description.

A Major 6 Instances

What Is the Issue?
For documents to meet accessibility standards, all images should

have an alternative description.
You can provide an alternative description for this image.

Screenshot of the Canvas Student app
page on a mobile device's app store.

Regenerate

Learn more about how YuJa uses Al to generate alternative text.

OR

[] This image is decorative.

)




Once you have completed fixing all the issues, click “Add Fix and Proceed to Review”

¢ Back

have

A\ Major 6 Instances

What Is the Issue?
For documents to meet accessibility standards, all images should

You can provide an alternative description for this image.

Learn more about how YuJa uses Al to generate alternative text.

/ \

Accessibility Report 0 %
Canvas App Manual.pdf

The item does not have an

il alternative description. Unsolved

an alternative description.

Enter alt text

-f.}" Generate

OR

This image is decorative.

Add Fix and Proceed To Review

{

e ——

Review all the fixes you want to apply.

Page |18

Note: If something is incorrect, click the three dots on the right-hand side of the issue and click edit.



Once reviewed, click “Apply Fixes'

4

document.

Issue Description

The title is missing
from the document's
properties.

The item does not
have an alternative
description.

The item does not
have an alternative
description.

The item does not
have an alternative
description.

Accessibility Report
Canvas App Manual.pdf

X

¢ Back to Accessibility Report

You have completed 8 / 8 issues.

Review all accessibility changes and apply them to your

Fix Action

Canvas Mobile .
App Manual

Canvas
Student app
splash screen
with logo and
'Find my
school' button.

Screenshot of
the Canvas
Student app
page ona
moabile device's
app store.

A mobile phone
screen
displaying a
school name
input form with

Apply Fixes

S

Generating Document Preview

We are currently working on creating the updated
document for you to review.
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Accessibility Report

Processing this accessibility report

Alternative Formats Menu
Canvas App Manual.pdf

L SourceFile > PDF
T TextFile »%»  Immersive Reader
==  Gradient Reader EPUB
] Audio Podcast 7% Math Formats
O OCRFormats Braille Formats
[%  Custom Formats
Help
Alternative Formats Menu
Canvas App Manual.pdf
Accessibility Report (100%) @
L} SourceFile [»  PDF
T Text File »»»  Immersive Reader
==  Gradient Reader EPUB
i Audio Podcast ;X Math Formats
‘0°  OCRFormats Braille Formats

[}  Custom Formats

Help
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You can now download the accessible document. Hover over the document and click “Download”

&) DocHub

o 44 Q. search by file or folder name
|

Folders + Create Folder l &, Upload I =
i}

*=— Study Guides . ==— Journal Articles : ==— Digital Books . — Newspaper Articles :

WSS Mar 27, 2026, 1:56:23 PM = WS Mar 27, 2028, 1:56:23 PM = WSS Mar 27, 2026, 1:56:23 PM & NS Mar 27,2026, 1:56:23 PM 5

Files

@ @

Outlook User Manal

—r——
v Outlook User Manual.pdf ~ Canvas App Manual.pdf
POF  Apr1, 2026, 4:30:46 PM PRF Apr1,2026, 10:43:55 AM
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