PEPNet’s Think Tank-2 Online Media 
Checklist: Your Online Media Needs

Before you invest in any online media solution, make sure you know your needs. 
Here are some points to consider about online media platforms in general, as well as the universal design features your system should include. With universal design, your system will be user-friendly and accessible to individuals who are deaf or hard of hearing or who have various disabilities.
Who are the users?

	
	Who?
	How Many?

	
	Faculty
	​​

	
	Students
	

	
	Allied professionals
	

	
	Parents
	

	
	Community partners
	

	
	General public
	

	
	Others
	

	
	          Specify Others


	


What are the access needs of users?
	
	Captioning of audio, including multimedia files.

	
	On-screen sign language interpretation.

	
	Screen readers.

	
	Alternative text.

	
	Keyboard equivalents for mouse-driven commands.

	
	Magnification.

	
	Ability to change screen fonts, colors.

	
	Supplemental graphics and/or freezing animated graphics.

	
	Synchronization of visual, speech, and Braille display.

	
	Others


     Specify Others
Where are the users?
	
	Where?
	How Many?
	Does Each Have

Internet Broadband?

	
	Schools
	​​
	 Yes   No

	
	Off-site, commercial videoconference centers
	
	 Yes   No

	
	Homes
	
	 Yes   No

	
	Others
	
	 Yes   No

	
	     Specify Others
	
	


What environments will the online media be used in?
	
	Where?
	How Many?
	Does Each Have

Internet Broadband?

	
	Large conference rooms
	​​
	 Yes   No

	
	Small meeting rooms
	
	 Yes   No

	
	Lecture halls
	
	 Yes   No

	
	Home offices
	
	 Yes   No

	
	User desktops
	
	 Yes   No

	
	User notebook PCs
	
	 Yes   No

	
	Others
	
	 Yes   No

	
	      Specify Others


	
	


What are your activities?
	
	Activities?
	    How Often?

	
	Classes
	​​ Regularly     Occasionally

	
	Faculty Meetings
	 Regularly     Occasionally

	
	Professional Development/Training
	 Regularly     Occasionally

	
	Parent-Teacher Conferences
	 Regularly     Occasionally

	
	One-to-One Meetings
	 Regularly     Occasionally

	
	Small Groups/Team Meetings
	 Regularly     Occasionally

	
	Community or Public Meetings/Events
	 Regularly     Occasionally

	
	Outreach
	 Regularly     Occasionally


	
	Other Uses
	 Regularly     Occasionally

	
	      Specify Other Uses


	


How will participants interact?

	
	All participants will see and hear a speaker in real time.

	
	Some participants will see and hear a speaker in real time. 

	
	No real-time connection is expected.




What content will be shared?


Applications (Microsoft® Word, Excel, etc.)

Video

Internet browser(s)

	
	Discussion boards, as well as live chat features. (Live chats may not work for students who need time to type, have mobility impairments, or have difficulties with written English. Discussion boards may be easier for those individuals.) 



Games


Other content


     Specify Other Content

Will the content require special plug-ins?
   Yes       No
Can the content be viewed with all browsers and with all operating systems?
   Yes       No
What is your timetable for completion?

	
	3–6 months

	
	6 months–1 year

	
	1–2 years

	
	2+ years



Specify any expected barriers to completion.

What is your organization’s expertise to install and manage the online media platform and to train users?
	
	Currently able to install and manage with internal expertise.

	
	No internal expertise; need external assistance.

	
	Need combination of internal and external expertise. 


What is your budget?
	
	Less than $10,000

	
	Less than $25,000

	
	Less than $50,000

	
	Up to $100,000

	
	More than $100,000

	
	Other


In addition to any initial hardware and software expenses, are you prepared for monthly fees to maintain the system?

	
	Yes                            No
	



Online media solutions vendors often provide discounted or negotiable fees for certain institutions. Do you qualify for these reduced costs?
   Yes       No
Are you prepared for other third-party and associated costs such as transcription?

   Yes       No
What measures will you use to determine your return on investment? 

	
	People are using the technology as intended.

	
	Unexpected uses developed. 

	
	Individuals with disabilities report easy access.
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