Faculty Handbook for Using Electronic Reserves

How do | begin if | 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 | beqgin if | 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 | | Universty Library
purposes. e, o :

Questions regarding Copyright should
be referred to Sidnie or Anne.

@ vteerer

L -3

Electronic Reserves request form —
bottom ORTS
Select button if item is a book or
journal.

Haterisl

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.

@ vteerer

-3

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

8/2008 2
Sidnie Reed



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

&l B ot

3 Doculek Eles - Admin Login - Micrasefl Intermel Explarer

Help
Qe - - (W] B @ Psewn rrwems @ @ (- 505 JEHT B

T T g —— v EJso ks ® By

Electronic Reserves

Admin Lagin | Help

Fleass enter your usernanse and password below, and dick the "Logn’ button to legin o the system

Admin Lagin
username |

Password

tact the system managers

Blom @ vimen
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mailto:reed@xavier.edu

2l Docutek ERes - Main Menu - Microsoft Internet Explorer,

This is your person al Fle Edt Vew Favortes Tools Help
homepage Of a” your eBack A > | \ﬂ @ Jj /;]Search \;“\'(Favorites @Med\a e} [ :\7 = J ﬁ 3
E'ReS pageS. Address | @] httpzflibrary s.eduferesitookit aspx v B ks
You can Change your University Library Electronic Reserves
paSSWOI’d Staff can reSA Ereserves Horme = Main Menu Main Menu | Logout |
it1 aISO Hello Anne - Please use the links below to access the Docutek ERes management screens.
ain Menu

You can create your own _ _

My Account Change your account information, such as name, password, and email address.

page by CIICkIng on Course Reserves  Add a new course reserves page or modify/delete an existing one. You can also go to the Page
COU rse Reserve Pages Il Pages Management section for an existing course reserves page by clicking a link below.

ENGL-101 - English 101 Workshop (Spring 2005) - Young, Davies
IFPOO0 - Information Fluency Program (Summer 2008) - COTTER, DAVIES, STEMMER, YOUNG,

YOU can mOdIfy eXIStIng [%i%gbﬁngiﬁ?E\Norkshop for Iﬁformat\on Litergcy (Spring 2005) - YOUNG, DAVIES
document |nf0rmat|0n by LIBRZ00 - Faculty Workshop (Spring 2005) - Davies
choosing a specific —

LIBRS00 - Integrating Library Resources Workshop (Fall 2005) - DAVIES, POGGIONE, MORGAN
E-Res Course.

LIBREOOD - Workshop (Spring 2005) -
LIBRS0O0 - workshop (Spring 2005) - Davies
LIBRBOO - Information Literacy Sample Assignments (Spring 2005) - YOUNG, DAVIES

Cocuments Manage documents in the Docutek ERes system,
Any mOdIflcatlonS Statistic Reports  Run statistic reports to find out how people are using the system.
Should be reported to Training Wideos  “Wiew Docutek ERes training videos within the online help pages.
Sidnie for internal = P —

recordkeeping purposes.

2 Docutek ERes - Course Reserves Pages - Microsoft Internet Explorer,

File Edit Wiew Faworites Tools Help

Qe - ) [¥] [B] @0 | Osench Flpravoies @resa &) (2~ 1 4| ) 3

Address | @] http:fibrary s.eduferes courses. asp v B ks
To create a new E-Res
Click on Add Course
Reserve Page. University Library Electronic Reserves

Ereserves Home > Main Menu > Course Reserves Page List Main Menu | Logout |
Use the checkboxes below to update/delete existing items, or the "Add" icon to create a new item.
urse Reserves Page List

TO mOdlfy an eXlStlng E_ @ Default View O Show Search Options O Show Cisplay Options
ReS page CI'Ck on the -L Add Course Reserves Ba Modify Selected W Delete Selected @9 Export Data

Page

Displaying of 7 Mat

Blue Course Number,
then select Modify

ourse Reserves Pages << Page of 1x>

[0 Course Numbe Course Name Instructor
Selected. ﬁ O ENGL-101 English 101 Workshop YeuRg, Derls
. COTTER, DAVIES, STEMMER, YOUMG,
[ IFPOOO Information Fluency Program YOUNG, POGGIONE
0 LIBROOO Faculty Workshop for Information YOUNG, DAVIES
Literacy

[l LIBRZ00Q Faculty Workshop Davies
O LIERS00 wgiarsitgnpg Library Resources DAVIES, POGGIONE, MORGAN
[0 LIBRSOO workshop Davies

&) & Internet
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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.

2 Docutek ERes - Course Reserves Page - Microsoft Internet Explorer

File Edit View Favorites Tools Help

eﬁack M > | |ﬂ @ _h /:\J Search ‘i‘\?Favnr\tas @Madla e} Y- &

=)
g 15

) -Yrap-

address ] http:fflibrary xu edujeresfcoursepage. aspx?cid=1880 4 &

University Library

Electronic Reserves

Ereserves Home > Ereserves Index > Course Reserves Page

Main Menu | Log,

i

Mote: The requested course reserves page is currently password protected, but your account group
is allowed access.

LIBR9OO - Library Links (Fall 2005) - Davies

Please be advised that to use electronic material, you must agree to the following by clicking the "Accept' bu
below!:

The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other
reproductions of copyrighted materials. Under certain conditions specified in the law, libraries and archives are authorizg
to furnish a photocopy or other reproduction. One of these specified conditions is that the photocopy or reproduction |
not to be used for any purpose other than private study, scholarship, or research. If a user makes a request for, or lat
uses, a photocopy or reproduction for purposes in excess of fair use that user may be liable for copyright infringement

Questions? Cormments? Please contact the systern managers
Docutek ERes v5.0.07a - Copyright @ 2000-2005 Docutek, a Sirsi Company
Docutel ERes and DocuFax are tradermarks of Docutel, a Sirsi Commpany

@ Done . Inker
This page comes up |f ‘3 Docutek ERes - Course Reserves Pages - Microsoft Internet Explorer
Creati ng a neW Course page. File Edit View Favorites Tools .Help . . : -
@ Back + e - \ﬂ @ _ﬂ P ) Search \;:( Favorites @ Media Q} - & = _J ﬂ ‘5
Al'jdrESS :éj http:,i,ilibrary.Ixu.zladufaresicoursas.aspx e Go

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.

Ereserves Home > Main Menu > Course Reserves Page List > Add Main Mernu | Logy

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 Required Information

Department |Academ\c Adrninistration V| Term | Fall V‘
Course Number| | Year |2EIUE V‘
Course Mame | |
Step 2: Enter Optional Information
Courseware Link | | o
Description [Check this box to redirect student
to above address automatically
Section Mumber ‘ |
Announcernent # Students \ |
isibility = o i |
Password \ | Date Range = - He
Assistants \ | Discussion Board @ Enabled O Disabled
Chat Room ®Enabled O Disabled
Dol iment Orderina & uctam ) alnbahati
& 0 Inter]
e —

8/2008

Sidnie Reed



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 1908 51509 81609

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

@ ntipAllipraryxaned nEoeitektiesSo e iese s bages Sicrosornternetixplorer ddﬂ
LIBROOO - Document Delivery Articles Posted (Spring 2008) - Library, Reed Close

Help Pages | Help Videos

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 Required Information

epartment | Library D Term Spring B
urse Nurnber 000 ear 2008 ‘_‘
CMrse Wame  Document Delivery Atticles Pasted Instructor Libary, Library (ibrary) [
Rdditional Instructors Click to Make/Change Selection ‘
Step 2: Enter Optional Information
F 07 continual page Courseware Link V@
Lestrption 7] Check this bo: to redirect students to above address
automatically
z Section Number
Documents will he removed ;D
announcement AEEEE & 2-1 nomth posting. E_” # Students
1f problens opening ¥ visibiity 11 7 - 2007 :“J
Password fing B 2o B I 1)
Assistants Discussion Board O Enabled @ Disabled

Chat Room OEnabled @ Disabled

Document Ordering O Custom © lphabetic

Step 3: Save or Cancel

[ check this box i you would fike a notification email sent ta your alert list announcing this change. The email will anly be delivered if the course reserves page is visible
to students,

Cancel

Close Window

&

Mj I trrovativs Millennion | lM\Henn\umILL‘Xaviem | aDututekERes-Cuursm

° Internet
Qo e
=

% T e e ) 2008 Reysd Fac Hndl.o

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.

2 Docutek ERes - Course Reserves Page - Microsoft Internet Explorer

File Edit View Faworites Tools

Help

OEack - Q \ﬂ @ .ﬂ /'?\J Search ‘{::(Favuntes @ reda €4

Iy <ol
Address ejhttp;m\braw‘xu‘eduferesfcuursepage.aspx?c\dzlESD&pagezdocs ¥ G”

= =

Links >

University Library

Electronic Reserves

Ereserves Home > Ereserves Index > Course Reserves Page Main Menu | Logout | Help

LIBR9OO - Library Links (Fall 2005) - Davies *

Course Info || Docurments | Chat Room | | Discussion Boards | Page Management

This course reserves page does not have any visible documents at this time.

Questions? Comments? Please contact the system managers
Docutek ERes v5.0.07a - Copyright © 2000-2005 Docutek, a Sirsi Company
Docutek ERes and DocuFax are trademarks of Docutek, a Sirsi Campany

&] Done

# Internet
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Select Manage Folders

It is best to create folders prior to
posting documents into them.

Then you will proceed to
Adding Documents.

ferosel L mespeLl xiores,

| e ol e s

Fle [t Yaw F

= =
L

Ok = O - @ @ 0 Poesch Brrvets @ 3-8 WM-UBREOS
BB w

D sergne 6

st
Bseeg B = f boctoakow |[Shbommoiay | 5 Check » 3, dutoirs.

ER

Ereserves Home > Ereserves Index > Course Reserve:

Google G- [ Santow

Electronic Reserves

5 Page Main Meni | Logout | Help Pages | Help \ideos

LIBRS00 - Integrating Library Resources Workshop {Summer 2008) - Davies, Morgan, Pogglone
Course nfo | Documents | | Page Management

Manage the basic properties of this course rezerves page, Incuding course NuMbEr, coUFSe Name, tam,
year, ete,

Course Reserves Page
Settings

Crosslistngs List this courss reserves page undsr anothar name or department

Drocuments & Copyright Add, modify and delets documents and manage copyright information.
Re-order Documents (Disabled)  Change the position of documents and folders on your coLrse reserves page. Note: this feature is
disabled If your course resarves page ks wsing "Alphabetic® ordening.

Manage Folders Add folders Bo yoUr COUNSE FESErves page, oF manage existing folders.
Student Emall List WMew the kst of students currently receving Emall Alerts about this course reserves page. Send bulk or
Individual emalls to students who have provided ther emall address.

SLIUSTE Reports Foun stabistic reports to find out how people are using this Course Reserves Page.

Traming Videos Uiew Docutek Bites training videos within the online help pages.

a @ et
| e ] RATER

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.

when adding or updating an itemn remember that fields in red are required. Use the buttons
anges.

chanag

........

Step 1: Enter Information

Falder Title

Fabder Ut
st e [ Mty Suncn
pareg 10 [ o 7 atstng e
I - Tt vty
Dutoi Sacil Wk ki ;
Erprmirng Frofyann LU s R
P Latos ot Lol
L] Mtree Saloour Grco o
[EECT T oot el
c et
Pt Lo, Fern Lt
&
M' D ivestrn ervam | [ otberam iy e | ) vs S o

Passwor d (optional)
ccpap | Wiss —
Location Root Level ]
Lirnit wisibility Dates?
Step 2: Save or Cancel Changes
e
Clase windaw
2] Done
m | Bl Irrovs Eive Millenniun | Il raierniurn ILL  ¥avie... | 48] Docutsk ERss - Cours... @
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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.

3 Docutek ERes - Course Reserves

wiew  Far ols  Help

M= |

Page - Microsoft Internet Explorer

TR S search Sl Favorites @A Media 23

Select Documents & Copyright
along with posting Web Links

uuuuuuuuu

4] http:fflibrary . eduferesicoursepag:

Ereserves Home > Ereserves Index > Course Reserves Page

o, aspx7cid—1580

Electronic Reserves

Give the document a name.

1% Author’s Last Name

Up to 6 words of a title

Website Name

Name of item

Unique course identifier e
(Practice Test Spr 08, PPT #1) Training Videos

Cocumen ts 8 Copyright

Re-order Documents on
CTourse Reserves Page

Manage Folders

Student Email List

Course Info

LIBR9OO - Library Links (Fall 2005) - Davies

Documen ts Chat Room Discussion Boards Page Managern

properties of this coLrse reserves page. incuding coursd

List this course reserves page under another narme or department.
Add, modify and delete docurments and manage copyright information.

Change the position of documen ts and folders on your course reserves pd
feature is disabled if your course reserves page is Using “alphabetict order|

Add folders to your course reserves page, or manage existing folders

“siew the list of students currently receivin Email Alerts about this course
Send bulk or individual emails to students who have provided their email 4

Run statistic reports to find out how people are using this Course Reservd

‘iew Drocutek ERes training wideos within the online help pages

Select Add Documents

Wi - Microsof) Intarnat Lalorer

es - Documants B Conyrig
OO0 - Library Links (Fall 20053 - Davies

<<<<<<<

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

Halp Pages | Hel \ideos

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.

Ing an ite: ber that flelds in red are required. Use the buttons at the bottom of the

L

OO e

E T T R 1) o e P

LAl rr—
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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.

Flelx]

LIBRO0O - Document Delivery Articles Posted (Spring 2008) - Library, Reed

Help Pages | Help Videos

When adding or updating an item remerber that fields in red are required, Use the buttons at the bottom of the
page to save ar discard your changes. After clicking the "Save" button you will have the opportunity to transfer files
and attach them to the newly created document.

Title Description

# Pages

Step 2: Provide Optional Information

Bibliographic Infarmation

Primary Title ISBN / 155N
Secondary Title Journal

Primary Author Volume

Secondary Author Issue
Publisher ] Page Range / Chapter
Copyright Status  Not Specified 0o Date Published

Call Number

Web Link
Hard Copy Information

Quick Text

Step 3: Course Specific Settings

Password

P S e
= @ Intemet
E B roovaepitereion | I Milenvin 1L vevie... | & Docutek ERes - Cous. . I 58) 2008 Revsd Fac Hd.., | C’n e

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 boxgs.

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.

W Gocutak s - Decummenis < Microse?l interoet ERpierer

LINRS00 - Library Links (Fall 2005) - Davies

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.

2 Docutek ERes - Documents - Microsoft Internet Explorer.

LIBR9OO - Library Links (Fall 2005) - Davies

Success! Your changes have been saved in the system, and the document has been added to your
eeeeeeeeeeeeee page. If needed, you can use the controls below to attach one or more files to the
newly created docurnen t. when you are done, use the links provided to close the window and/or return
to the listing screen

Document Info Attached Files
~\3Traﬂsfer File(s) To Server

File(s) Attached to this Document: File(s) in User Staging Area (Private):
There are no files attached to this Document Attach Rename Delete Filename

. 0] * Pl link_to_articles. pdf
File(s) in the DocUFax Staging Area (Shared):
There are no files in the shared DocuFax staging ared|

Documen tList | Close Window

You can click on the blue link to the document to verify that
you have uploaded the correct document.

8/2008
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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.

A Docutek ERes - Documents - Microsoft Internet Explorer

LIBRA0O - Library Links (Fall 2005) - Davies

Success! Your changes have been saved in the system, and the document has been add
course reserves page. If needed, you can use the controls below to attach one ar more f
newly created document. When you are done, use the links provided to close the windo
to the listing screen

Document Info Attached Files

\,3 Transfer File(s) To Server
File(s) Attached td§this Document: File(s) in User Staging Area (Private
Remove Rename Delets Filename Filesize  There are no files in your personal g
G - X linl_te,_ertidles pal? 21 KB at the top of the page to transfer fi
File{s) in the DocuFax Staging Area
There are no files in the shared Do

Document List | Close Window

L&

LINKING WEBSITES and STABLE URLSs — 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 = | and then the number 1 in the proxy (ariell)

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.

8/2008
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http://libproxy.xu.edu:2048/login?url

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.

=

This will then take you to the next part
of the process.

Save changes.

_ sten d: Saue or Cancel
A posscriptitnggie e O

I
Help Pages | Help \Videos
\Whan adding or updating an ftem remembar that fislds i red are required. Use the buttons at the battom of the
page to sove or decard your changes. After clicking the “Save” buttan you wil have the opportunity to transfer files
and attach them o the newly created dacument.
Tavier Umiversity Libeaey
it Deseription
L]

# Fages

Step 7: Provide Optional Tnformation

Edlicgraphic Information

Wb Link

hite: ariel] xu adu X480gndurs @

Hard Copy Infarmation

Quick Text

Step 3: Course Specific Settings

Fassword

Place in Folder Fiost Leval [~}

Approval Status | Apgeoved [~}

Start Visbilty Date o |

End Visbilty Date a

[ClCheck this box to automatically remove this document from the course reserves page on the end visiiity date.

| R reovies thatmen | [l i 1 v, | 8 stk e« Cin

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.

=1

i e L= L.

@ imvie Univers
Clenmrnl BustnessFide ASAT

Artiele 1 of 5

C tomal Agenda, .|
[

an 3, 2008 pHA

Slont night; Village New Yeurs dinry; No store, ao ows, ao musio.

104 IEcanomint Newspaper Ltd

Tueaday | Wednesdoy | Thuraday
Thureday

> that good wasken:
1o

HOT every town in this area has gone grumblingly ints 88317 night: some h)
rushed t it ¥or din head into the fan, et My wileSNB2 17

nia lived in this are

Finally we settled on the inevitable: a book

[N S

JSTOR

From the citation list select Article
Information then from the new page go to
Stable URL.

A ] it b

o
m.""“"" B e | Almoas v | Somseran.. [EE

[ s
BT oo B30 s
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OhioLINKs EJC

) sawrch Pavortes 5

) o _ ] e T LI
Print out the citation page if you will
submit to the E-Res staff for posting. e e
When posting you will need to go to the a5 ot
- - 1] POF Full Tuat]
PerSIStent Llnk an_d Copy t_he WhOIe Why The Critics Of Globalization Are Mistaken | Pt st setictes. [So]
number and then insert it in the Web — Sl
Link with the XU Proxy number prior to ‘
th is I i n k. [The publisher, Springer US, Boston, doesnot provide an abstract fos this article.]
L I @ et
M R v e 5~mmu O B e T e T ) 2008 Baved P IEREL 141 P00
ProQuest \it Sr—rg— Y
Qi = O 0 [@ @ 60 Fsewch Shweas @ 3.4 mcrDOHDA
Print out the citation page if you will e I i S
submit to the E-Res staff for posting. R T |
When posting you will need to go to the | | #e= e = (8 e o T —
Persistent Link and copy the whole Boomumist S
number and then insert it in the Web e s o e ——
Link with the XU Proxy number prior to || = " B enmos

this link.

Note: We are unable to use any of the
Lexis-Nexus links.

Full Teod {373 words)

oocumam Types:
O Mews
(Capymight The Econamist Newspapar Lid. AN nights resevved )

Pulibic: 1
[ Tes Ecanamis t

ON AN icy Fubruary moming & clutch of Turks and Armanises huddied in 3 hotel m Kars, with Turkish mieligence officiats lookng on. On May
Tth thir secret, & gan round of chawse, was urmailed in Gyumn, ever the sealed border in Amvania. Under the el of “Caucassan cheess”, the
yallaw slab pymbalinas raeancdistion hatwaan Tuskey and Ameanis, and aceses the C3ucREus

Search

—hi ||Jr oa rﬂm |H Pt l’.|lt‘l‘! l’uuulu i -rll Nelbu Jan ane imvabeed bog) met susgpicion when mouled a ru lllJ un Nl n Cxl an Il[||lt‘

b A s Dl Co et ke e T uthorses would swiet* sad Znks Aydin, chusis groduce
«n ‘mada the mn-rmu tnp fram \ears 1o yumi wa Georga, "V wan qur bardars b b4 recpaned, gosd naigheaurty nn-. B0 we T00k 3 rmrrn
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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.

Add, madity and delebe documents and manage copynght infommation.
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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.

(53108 iftoday is 61 08)

Save changes.

Help Pages | Halp Videss

When adding o spdating an item remembier that fiids in rod are requirsd. Lsn the huttons at the bottom of the page to savn ar discard yeur
changes, To mansgt the Has attached to this document cick the “Altacked Files” tab.

Documant Info | Attachad Files

Step 2t Provide Optional Infarmation
Biblizgrapnie Informatics
‘Wb Link

ard Copy Erdfprmation

Place in Falder 207 Seccombe. So You Thick | Dma B3
Start Visihiity Date 3 ; e |
K vishility Date 3 : 3

[CJcwecke this box to evtomatically remove this document from the coerse reserves page on the end visiblity dete,

Step 4: Save or Cancel

By adding ratarials bo ths system you sgres to atade by af laws regerding copyright and far use.

=

B Irirerer

050 wam

4
wwm B wove, | @Yoonsskenes-com, RV R I (2) 200s v Fac

8/2008

14
Sidnie Reed



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.

Hare Many | Lagout | Help Pages | Bl Yidess

Halle Margu « Plaase wse the Anks balew b scenss the Doculsk Efles management srnns ]

&% 59 be the Paga Managerment section for an exlstng caurss reserves

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.
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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.

R B e

the ksted course reserves pages. Clisking the
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Barmanenty remove these active sems from the system.
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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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