
Managing Your Own E-Reserves 
on the Seattle Campus 

 

For e-reserves at UW Bothell/Cascadia or UW Tacoma, please contact the appropriate Reserves Unit directly. 
 
 UW Bothell/Cascadia: http://library.uwb.edu//respol.html 
 UW Tacoma :  http://www.tacoma.washington.edu/library/reserves/ 
 

Step 1:  Select your materials.   

 

Instructors are responsible for copyright compliance.  A step-by-step guide to help you through the process is 

available at  

http://www.lib.washington.edu/types/course/instructors/compliance 

Step 2:  Ask the library to set up your e-reserves page.   
 

A request form is available at http://www.lib.washington.edu/types/course/instructors/request 

After your course has been created, you will be able to move on to Step 3. 

Step 3: Log on to ERes Page Management. 
 

Go to https://eres.lib.washington.edu/eres/courseindex.aspx and log on with your UW NetID. Navigate to 

your course and click on the “Page Management” tab. 

 

 

http://library.uwb.edu/respol.html
http://www.tacoma.washington.edu/library/reserves/
http://www.lib.washington.edu/types/course/instructors/compliance
http://www.lib.washington.edu/types/course/instructors/request
https://eres.lib.washington.edu/eres/courseindex.aspx


Step 4: Organize your page’s folder structure (optional). 
 

Select “Manage Folders” from the “Page Management” screen.  Then select “Add Folder” from the “Manage 

Folders” screen.  Enter the folder title and click “Save” on the subsequent screen. 

 

 

 

Add more folders as desired.  Close the window when you are done. 



Step 5:  Add documents. 
 

Select “Documents & Copyright” from the “Page Management” screen. 

 

Select “Add Document” from the “Documents & Copyright” page. 

 

Select “Add a New Document” from the “Add Document” screen. 

 

From here on, the workflow will depend on whether you want to add a 

file or link to a web page.   



To add a web link: 
 

Adding a link is fairly straightforward: enter the document title, enter the url of the link, place the document in a folder if 

you like and save your work. 

 

 

 

  

1. Enter the document title 

4. Save your work 

2. Click on “Web Link” 

     and enter the url 

3. Place the document in a  

folder using the drop-down 

menu (optional) 

HINT: Enter the proxy prefix before the url of a 

UW restricted resource so that your students can 

access it from off campus. 

http://offcampus.lib.washington.edu/login?url= 

This is an important document 

 



To add a file: 
 

The order of the workflow relative to the order on the page will seem strange.  However, following the 

suggested order will prevent the page from closing before you are finished. 

Enter your document settings on the “Add a new document” screen, then click “Apply” to save the information you 

entered before you attach a file. 

 

 

  

1. Enter the document title 

3. Click “Apply” 

4. Click “Attach Files” 

     to go to the transfer file 

     screen 

2. Place the document in a  

folder using the drop-down 

menu (optional) 

This is an important document 

 



Once you’re done adding all of the information for your document, selecting “Attach File” will open screens that walk 

you through the process of adding a file. 

 

Upload a file to attach it to your document by clicking on “Browse,” finding the file on your computer and 

clicking on “Save” in the browse screen.  You may attach multiple files to a document if you like.  When you’ve 

transferred all desired files, select “Upload” to transfer the file(s) to ERes and attach it to the document.  Then 

click on “Done” to close this window.  

 

Close the “Transfer File” window by clicking “Done.” 

 



Finally, save your work by clicking “Save.” on the “Add a new document” screen. 

 

Save your work 

This is an important document 


