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.
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Message from Library::
The ERes software was successfully upgraded. There have been major changes in the way new decuments are added. New instructions are coming soon. Thank
you.
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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.
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HSLO00O - ERes Demo Page (Fall 2011) - Van Court Close Window
Help Pages
Use the links below to update the coursepage. ‘
(Course Settings [Page Management Course Reserves Page
Crosslistings List this course under another name or department.
Documents & Copyright ‘Add, modify and delete documents and manage copyright information.
Arrange Document Order (Disabla~ Change the position of documents and folders on your course page. Note: this feature is disabled if your course page is using "Alphabetic”
orderina.
Manage Folders Select "Manage Folders”  :ourse page, or manage existing folders.
Student Email List WIEW TN IIST or stugents currently receiving Email Alerts about this course page. Send bulk or individual emails to students whe have
provided their email address.
Reports. Run reports to find eut how people are using this course page.
Manage Folders Back
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When adding or updating an item remember that fields in red are required. Use the buttons at the bottom of the page to =save
or discard your changes.

Step 1: Enter Information

Folder Title Week 01 Enter folder title
Password (optional)
Location Root Level E|
Let me chooseE
Limit Visibility Dates? |Z| |Z| ED HINT: Folders are arranged in character-by-

|Z| ED character alphabetical order on the course page.
Enter weekly folders as Week 01, Week 02 ...
Week 10 to aveid having Week 10 display

Step 2: Save or Cancel Changes between Week 1 and Week 2.

Cancal Save your work

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



Step 5: Add documents.

Select “Documents & Copyright” from the “Page Management” screen.
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Use the links below to update the coursepage. ‘

Course Settings Page Management (Course Reserves Page

Crosslistings caurse inder another name or department.
. Select "Documents
Documents & Copyright - ocuments and manage copyright information.
& Copyright
Arrange Document Order (Disabled)  the position o documents and folders on your course page. Note: this feature is disabled if your

cour. page is using "Alphabetic” ordering.
Manage Folders Add folders to your course page, or manage existing folders.

Student Email List View the list of students currently receiving Email Alerts about this course page. Send bulk or individual
emails to students who have provided their email address.

Reports Run reports to find out how people are using this course page.

Select “Add Document” from the “Documents & Copyright” page.
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Select “Add a New Document” from the “Add Document” screen.
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Use the checkboxes below to update/delete existing items, or the "Add” icon to create a new item. |

Please select from one of the follow? ns:
+ Add a new document: < Select "Add a new document” new document from scratch and assodiate it with this course page.
« Select existing document: Choo ou want to add to this course page are already in the system..

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.

This is an important document
Title 1. Enter the document title

Page Range

Add Content
Attached Files
Attach Files | Refresh

Please add course specific settings, then scroll to the bottom of the page and click 'Apply' before attaching files. After clicking the 'Apply' button you can transfer files and attach
them to the newly created document.

Bibliographic Infarmation HINT: Enter the proxy prefix before the url of a
2. Click on “Web Link” UW tricted that tudent
Web Link and enter the url restricted resource so that your students can
O — access it from off campus.
Quick Text

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

Course Specific Settings

Document Password * 3. Place the document in a
Place in Folder Root Level |Z| folder using the drop-down
Approval Status Approved =@ menu (optional)

Visibility Range Let me choose

[ = EEN
B EEN

Check this box to automatically remove this document from the course page on the end visibility date.

Save or Cancel (Apply saves your work without closing this window)

By adding materials to this system you aar= = b LU Lihe=riac licensing agreements for electronic resources as well as all laws regarding copyright and fair use.
Apply | T \ Cancel 4. Save your work

Close Back




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.

Title This is an important document 1. Enter the document title |

Page Range

Add Content

Attached Files
4. Click “Attach Files”

to go to the transfer file

Please add course speci. gcreen - - -- -+ -- --- —ottom of the page and click 'Apply’ before attaching files. After clicking the 'Apply’ button you can transfer files and attach
them to the newly created dol nt.

Attach Files | P

Bibliographic Information
Web Link
Hard Copy Information

Quick Text

Course Specific Settings

Document Password 3 2. Place the document in a
Place in Folder Root Level E| folder using the drop-down
Approval Status Approved |Z| @ menu (optional)

Visibility Range Let me choose |z|

] = EEN
B E EEN

Check this box to automatically remove this document from the course page on the end visibility date.

Save or Cancel (Apply saves your work with ut closing this window)

By adding materials to this system you censing agreements for electronic resources as well as all laws regarding copyright and fair use.
3. Click “Apply”
Apply | save | cancel

Close Back




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.
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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.

Upload Files
Help Pages
Use the controls below to uplaad one ar more files from your local hard drive to your user staging area. Flease note that the library
has limited the size of uploaded files to 4 ME. If you try to upload a larger file you will receve & warning message from the system.
Upload Files
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Close the “Transfer File” window by clicking “Done.”
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Finally, save your work by clicking “Save.” on the “Add a new document” screen.

This is an important document
Title Description

Page Range

-
Add Content

Attached Files

Attach Files | Refresh

Please add course specific settings, then scroll to the bottom of the page and click 'Apply’ before attaching files. After clicking the 'Apply’ button you can transfer files and attach
them to the newly created document.
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Course Specific Settings

Document Password %
Place in Folder |Rool Level |Z|
Approval Status |Approved |z| a

Visibility Range Let me choose j
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Check this box to automatically remowe this document from the course page on the end visibility date.

Save or Cancel (Apply saves your »-ork without closing this window)

By adding materials to this raries licensing agreements for electronic resources as well as all laws regarding copyright and fair use.
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