
Faculty Handbook for Using Electronic Reserves  
 

        
 
How do I begin if I don’t have an E-Res account? 
 
 
Contact Sidnie Reed, Electronic Reserves Assistant, at x4812 or Anne Davies, Resource 
Sharing Librarian, at x4803 to set up an account.  This allows access to view your existing 
E-Res pages & documents, post your own materials, make modifications to the pages or 
documents, and allows E-Reserves staff to access and to maintain your information, as 
well.  Training is encouraged if you create and maintain your own E-Res pages. 
 
 
 
How do I begin if I don’t have an E-Reserves page or need to establish a new one? 
 
 
Go to the library’s home page (http://www.xavier.edu/library), to Course Materials and 
Electronic Reserves.  You will see the below screen upon entering E-Res. 
 
 
 
For new and 
additional 
readings always 
submit an 
Electronic 
Reserves Request 
form. 
   
 
This aids staff in 
knowing who is 
active for a 
current term and 
what is being 
submitted for 
posting. 
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Electronic Reserves request form – top 
  
    Fill in all the pertinent information 
 
    Passwords are Required for copyright   
    purposes. 
 
 
  Questions regarding Copyright should   
  be referred to Sidnie or Anne. 

   

 
Electronic Reserves request form – 
bottom 
  
Select button if item is a book or 
journal. 
 
Under material type is where you put 
bibliographic information. 
 
Folders titles can start on one line and 
information going into that folder 
underneath. 
 
The page can be filled up.  
 
Select Submit and you will receive a 
confirmation page.  Print this and write 
your name and course number on it. 
 
If adding more use the BACK Arrow 
button from the Thank You page and 
delete the bibliographic information, 
while leaving the top information as is. 
 

   

 
E-RESERVES STAFF POSTING  
 
The staff will process all of reserve readings to your E-Res page. Unless, you post your 
own readings, instructions follow. We accept quality paper copies of documents (do not 
staple documents), books (with pages/ chapters flagged), audio clips, and any form of 
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electronic documents (USB or disk) or emailed as an attachment to reed@xavier.edu.  
Indicate in the subject line: E-Res, the number and course name. 
 
Plan ahead.  The beginning of a new semester items can take up to 10 workdays for 
processing.  Afterwards postings could be from immediate to 5 days processing depending 
upon office workflow and if there are any problems. 
 
Forms submitted electronically are placed in a queue and when materials are received then 
placed with the form.  Print the either the first page of your submission or the Thank You 
page.  Place with materials being brought to the library, indicate your name and course 
number on the form.  You may bring materials directly into the office during daytime 
hours or leave with IRC staff evenings or weekends.  Materials will be available for pick-
up in the Document Delivery office or IRC desk. 
 
 
ADMINISTERING or VIEWING YOUR E-RES PAGES 
 
 
 
 
Admin Logon 
 
Use your assigned 
Username & Password. 
 
 
Forgot it?   
 
Contact  
Sidnie  x 4812 
Anne   x 4803 
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This is your personal 
homepage of all your 
E-Res pages. 
 
You can change your 
password.  Staff can reset 
it, also. 
 
You can create your own 
page by clicking on 
Course Reserve Pages. 
 
You can modify existing 
document information by 
choosing a specific 
E-Res Course. 
 
Any modifications 
should be reported to 
Sidnie for internal 
recordkeeping purposes. 
 

 

 

 
 
 
To create a new E-Res 
Click on Add Course 
Reserve Page. 
 
 
 
 
To modify an existing E-
Res page click on the 
Blue Course Number, 
then select Modify 
Selected. 
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This screen appears 
if the course page exists. 
 
 
To advance into the 
Course Page you must 
click on the word Accept 
when the course exists.   
 
This is the Copyright 
statement associated to 
each E_Res page which is 
to insure that the 
university is incompliance 
with copyright laws. 

 
 

This page comes up if 
creating a new course page. 
 
Step 1:   
 
Drop Down Boxes exist for 
Required Fields in Red 
Type 
 
Choose your Dept 
 
Indicate your Course 
Number without Section 
numbers, unless readings 
are specific to a class. 
 
Course Name spelled out 
 
Term select Fall, Spring or 
Summer. 
 
Year select current year. 
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Step 2: 
Do not delete information in 
Description box, for staff purposes. 
  
Announcement 
If you have a message for students 
you may type it here. 
 
A Password is required.  A minimum 
of 3 characters, lowercase letters are 
to be used. 
 
Visibility Date Range 
The top boxes will have today’s date. 
The bottom box will have the end of 
semester dates. 
12  19 08  5 15 09   8 16 09   
 
Disable Discussion Board and Chat 
Room by clicking those buttons. 
 
Document Ordering recommended 
to use Alphabetical listings.  Custom 
places items in time order of posting. 
 
Step 3:  SAVE 
            And   Close window    

 

 

 
A SUCCESS message will appear 
at the top of the pages when 
changes have been made. 
 
 
To Add Items select the  
Page Management tab. 
 
Two options present themselves. 
 
One - to create folders for readings 
for overall look to the page and 
access for students.    
Book Author/Title, Topic or date. 
 
Second - to list documents 
independently on the page.  This 
works well if you have less than 25 
readings. 
 

8/2008 
                                                                                                                  Sidnie Reed 

6



 

 

 
  Select Manage Folders 
 
It is best to create folders prior to 
posting documents into them. 
 
Then you will proceed to 
Adding Documents.  
  
 
 
 

 
 
Select Add Folder 
 
How to name folders: 
 
  Author & Title of Book 
  Folder  1 (space in front of single digits) 
  Topic name 
  Faculty name 
  Date 
 
 

Give the item a Folder Name in the red type box. 
 
Do not password the folder, unless materials are time 
sensitive (i.e. test, showing portions of book chapters). 
 
Location if another folder needs to be placed into the 
main or Root folder select it from the drop down box. 
 
Do not use Visibility dates, unless sensitive materials. 
 
Save changes.  Repeat process, if adding more folders. 
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ADDING DOCUMENTS, PDFs and AUDIO 
 
If you need to have documents scanned to a PDF, contact Sidnie or stop by the office. 
 

 

 
Select Documents & Copyright 
along with posting Web Links 
 
Give the document a name. 
 
   1st Author’s Last Name 
   Up to 6 words of a title 
   Website Name 
   Name of item  
   Unique course identifier 
     (Practice Test Spr 08,   PPT #1) 
 
Select Add Documents 
 
Place a spacing using single digits 
and prior to multiple digits ( 1, 10,). 
 
If adding syllabus label it as 
  

1. Syllabus, so it appears at the 
top of the page. 

 
Readings more easily viewable 

A.  Moore Reading 
B. Withrow Readings 

   

 

 
Select Add a New Document 
 
  
We do not encourage using option 2 
to associate documents from another 
course page, as it causes problems if 
the document can be deleted from 
another course page unintentionally. 
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NAMING DOCUMENTS 
 

 

 
The red Title box is a required field. 
 
List Author’s Last Name and up to 6 
words of a title, website name, or a 
relevant name.  Getting lengthy isn’t 
necessary. 
 
Step 2: Provide Optional Information 
 
You could fill in the bibliographic 
information if you chose.   
 
 
 
Do you need to place it in a Folder?  
See earlier steps. 
 
Save.  Repeat process if adding more by 
clicking on the Document List.   
 
Close Window when finished. 

 

 

 
 
 
To add additional faculty to the E-Res page you will need to contact the E-
Res staff. 
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ATTACHING DOCUMENTS 
 

 

 
Select the Transfer File(s) to Server.  It 
will take you to the File 1 with Browse 
boxes. 
 
You will go into your computer files.  
double click on the document to be 
uploaded.  If you have additional 
documents to be associated you can do 
them as well by repeating the process 
under each of the File # Browse boxes. 
 
You can upload up to 10 items at once.   
This can be repeated once uploaded. 
 
Once you have them in the boxes click 
on the Upload button.  They will then 
go into the Transfer Files screen on the 
right hand side. 
 

 

 

 
Now you are back on the Transfer 
File(s) to Server page.  You will see 
your documents on the right hand side. 
 
Click on the PAPERCLIP image to 
associated the document that the item is 
to be associated with.  What you just 
named it. 
 
Repeat the process of adding additional 
documents by clicking on the Document 
List.  It will take you back to Add a 
New Document. 
 
Close Window when finished. 
 

 

 
 
You can click on the blue link to the document to verify that 
you have uploaded the correct document.  
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If you discover that you made a mistake 
in attaching the wrong item to the 
document.  Just click back on the 
paperclip from the left side under 
Remove.  This will place it back in the 
Staging Area. 
 
If you the wrong items was uploaded 
you can click on the red X and delete the 
document. 
 
Repeat process by going to Document 
List. 
 
Close Window when finished. 
 

 

 
 
 
 
LINKING WEBSITES and STABLE URLs – under Step 2 
 
Reliable URL sites can be copied and pasted directly from the top tool bar into the line 
(government, business). 
 
To link URLs from our authorized databases you will use the proxy in the Web Link box.  
Note: it is the lower case letter L = l and then the number 1 in the proxy (ariel1)  
 
http://libproxy.xu.edu:2048/login?url=  insert the persistent link information after the 
equals sign.  Use the green check mark to verify that the site appears. 
 
 (Copy and paste the proxy into the Web Link box or jotted it down and posted on your 
computer monitor.) 
 
If submitting the information for the E-Res staff just print out the citation reference page 
from the database or first page of established web site. 
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In the Web Link box you will post 
the URL. 
 
Click on the Green checkmark to see if 
the link works. 
 
Do you need to place it in a Folder?  
See earlier steps. 
 
Save changes. 
 
This will then take you to the next part 
of the process. 

 
WHERE TO PULL THE LINKS FROM –  this is a copy and past function 
 

 
InfoTrac  
 
Print out the citation page if you will submit to 
the E-Res staff for posting. 
 
When posting will need to go to the Persistent 
Link and copy the whole number and then 
insert it in the Web Link with the XU Proxy 
number prior to this link. 
  

   

 

 
JSTOR 
 
From the citation list select Article 
Information then from the new page go to 
Stable URL. 
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OhioLINKs EJC   
 
Print out the citation page if you will 
submit to the E-Res staff for posting. 
 
When posting you will need to go to the 
Persistent Link and copy the whole 
number and then insert it in the Web 
Link with the XU Proxy number prior to 
this link. 
  

   

 
ProQuest  
 
Print out the citation page if you will 
submit to the E-Res staff for posting. 
 
When posting you will need to go to the 
Persistent Link and copy the whole 
number and then insert it in the Web 
Link with the XU Proxy number prior to 
this link. 
 
 
 
Note:  We are unable to use any of the  
Lexis-Nexus links.  

   

 
Ebsco Host  
 
Print out the citation page if you will 
submit to the E-Res staff for posting. 
 
Scroll down the page to the persistent 
link box. 
 
When posting you will need to go to the 
Persistent Link and copy the whole link 
and then insert it in the Web Link with 
the XU Proxy number prior to this link.  
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When totally finished with posting your 
readings you will Close out of all 
windows. 
 
Use the Close Window buttons or the 
upper right hand corner X button. 
 
Then log out of the system from the 
main page under Logout. 
 
 

 

 
 
 
 

 
ARCHIVING DOCUMENTS FROM CURRENT VIEWING 
 

 

 
If you want to Archive a document from  
public viewing you will select the item 
by checking the box from the main 
listing and going to Modify Selected. 
 
Under Step 3 Course Specific Settings 
under the End Visibility Date indicate 
the day prior to today’s date. 
             (5 31 08   if today is 6 1 08) 
 
Save changes. 
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DELETING DOCUMENTS FROM YOUR COURSE PAGES  
 

 

 
The E-Res staff can handle if you return 
the End of Semester Options list 
crossing off unwanted documents or use 
option #4 Document Options found on 
E-Res homepage. 
 
Or you can delete individual documents 
from your E-Res page return to the main 
Course Reserve List. 
 
This will remove the item permanently 
by selecting Documents.  
 
Select the boxes, then choose Save 
Selections. 
 

 

 
 

 

 
To see all items under the Displaying 
box you can select how many items to 
view at one time.  The maximum is 250.  
To see the remainder you will need to 
move to the next screen. 
 
Select the item(s) you wish to delete.  
Then click on the red X Delete Selected. 
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This screen appears and will indicate all 
documents selected for permanent 
removal.   
 
If an item is associated to another course 
and you don’t want to delete if from that 
page – Cancel the option.  From the 
earlier screen uncheck the box of that 
item(s).  Repeat the Delete Selected. 
 
 
If you want to delete the item(s) click on 
Delete and they will be removed.  
 
Documents can not be retrieved once 
this selection is made.  So make certain 
you have a copy of the document.  If the 
library posted your readings they should 
have a copy of the original scan. 
 

 

 
 
 
 

 
END OF SEMESTER OPTIONS  
 
At the end of each semester an End of Semester Option letter is sent to you along with any 
documents that the office received.  We ask that you take the time to review the 
information and then to respond to each individual course page either by submitting an 
electronic End of Semester Option #3 or #4 request or return the paperwork to the E-Res 
staff.  This documentation aids the staff in maintaining accurate information pertaining to 
your E-Res. 
 

 
   #3 End of Semester Options 
 
    Fill in the pertinent information. 
 
    Reactivate for next current semester & year  
    you want it available.  (Recommended for  
    those that continually use year to year.) 
 
    Archive for undetermined semester & year 
 
    Remove permanently delete whole E-Res   
    page. 
 
Each E-Res page goes down at the end of the term 
for copyright and internal recordkeeping purposes. 
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