How to Add Reserve Items — Library Course Reserves

Step 1: Log on to your Library Course Reserves Account by entering your
username and password at: http://www.wmich.edu/library/reserves/

Y/ University Libraries

Library Course Reserves
Please logon.
= = ?
Slgn N * Indicates required field Need help?
; Resource Sharing Dept.
"Bronco NetlD or Legacy Login Name: (269) 387-5172
. Monday - Friday
Bronco NetlD or Legacy Password: 8:00am._ -500pm

Step 2: Click on the class to expand your Main Menu to include Instructor
Class Tools.
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Library Course Reserves

= Logoff bdhronco Class Details
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* Switch to Student
Mode

* Main Menu

* Instructor Class Tools

Email subscriptions allow you to receive an erail notification when a new itern becomes available in this course.

4 Class Home . .
You currently not subscribed. Subscribe Mow

+ Edit class
+ Cross Listings
+ Delete Class

+ Clone Class

+ Class Proxy Users Reserve Items

+ Add Reserve ltems There are no iterns in this dass.
+ Chat

+ Messageboard
+ Reserve ltem Usage

Universty Liarary Home: | Wil Home:
* Instructor Tools
+ Create a new class
+ Pravious Classes
+ Upcoming Classes
4 Full Proxy Users

* Ares Tools

+ Change User
Inforrnation

+ Change Password

4 My EMails

Step 3: Click on “Add Reserve Items’ under Instructor Class Tools.
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Library Course Reserves

= Logoff bdbrenco )
What would you like to place on Reserves?

* Switch te Student

Mode
= Main Menu u il — ' J(-JJ @
* Instructor Class Tools Atticle Chapter Book File Upload Free-Text Audio Wideo
+ Class Home
+ Edit class

+ Cross Listings Copyright @ 2004 - 2007 Atias Systems, Inc. Al Rights Reserved.
*+ Delete Class Universty Liorary Home | Wil Home

+ Clone Class

+ Class Proxy Users

+ Add Reserve ltems

+ Chat

+ Messageboard

+ Reserve ltern Usage

* Instructor Tools

+ Create a new class
+ Previous Classes
+ Upcoming Classes
+ Full Proxy Users

* Ares Tools

+ Change User
Information

+ Change Password

+ My EMails

Step 4: Choose the type of reserve item you would like to add to your class.
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* Indicates reguired field

Reserve tem: Article

* Logoff bdbronco

* Switch to Student

Mode Item Information
* Main Menu * a
‘ Journal Title

* Instructor Class Tools

s Class Home Journal Wolume

+ Edit class
+ Cross Listings
+ Delete Class

Journal Issue

+ Clone Class lJournnl Year
+ Class Proxy Users .

+ Add Reserve ltems Article Title
+ Chat

o
Article Author
L=zt Mame, First Mame)

+ Messageboard
+ Reserve ltem Usage
*

® Instructor Tools Pages
+ Create a new class
+ Previous Classes
+ Upcoming Classes
+ Full Proxy Users

ISSN

How will this item be supplied? @ | will upload a file

= Ares Tools

+ Change User
Information

+ Change Password

+ My Ehdails

If you chose the item should link to a Web site above, please enter the

URL

O 1 will bring the material to the library
O The item shoold link tn a Yeh site

© Please have library staff pull the material off
the shelves

Reserve Restrictions

Course Number Name Start Date Stop Date

HPER 33399 Introduction to Becaring s Mascot 8/5/2007 H 12/15/2007 H




Step 5: Fill out as much information as possible, the * indicates the field is

required.
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* Indicates reguired field

* Logoff bdbronco Reserve ltem: Article

* Switch to Student

Mode

Main Menu

* Instructor Class Tools

+ Class Home

+ Edit class

+ Cross Listings

+ Delete Class

+ Clone Class

+ Clags Proxy Users
+ Add Reserve ltems
+ Chat

+ Messageboard

+ Resernve ltem Usage

Instructor Tools

+ Create a new class
+ Previous Classes
+ Upcoming Classes
+ Full Proxy Users

Ares Tools

+ Change User
Infarmatian

+ Change Passward

+ My EMails

Item Information

* .
Joumal Title
Joumal Volume
Joumal Issue

*
Joumal Year

* . -
Article Title

-
Article Author
Last Mame, First Mame)

o~
Pages

ISSN

How will this item be supplied?

Journal of HPER

12

2

2004

Teaching in the Classroom

Bronco, Buster

255-274

@ 1 will upload a file
O Iwill bring the material to the library
O The item should link to a Web site

O Please have library staff pull the material off
the shelves

It you chose the item should link to a Web site above, please enter the
URL

Reserve Restrictions

Course Number |[Name Start Date Stop Date

HPER 9333 Intraduction to Becorning a Mascot S/5/2007 E 12415/2007 E

Step 6: Select the option of how the item will be supplied. You can upload the
file, drop the material off at the library, provide the url to link to a Web site
or request the library staff to pull the material off the shelves.

How will this item be supplied? @ 1will upload a file
O 1will bring the material ta the library
O The item should link to a Weh site

(O Please have library staff pull the material off
the shelves

If you chose the item should link to a Web site above, please enter the
URL



. submit ltem .
Step 7: Click on | l to add the reserve item to your class.
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Logoff h4brencoe

Switch to Student
Mode

Main Menu

Instructor Class Tools

+ Class Home

+ Edit class

+ Cross Listings

+ Delete Class

+ Clone Class

4 Class Proxy Users
+ Add Reserve ltems
+ Chat

4 Messageboard

+ Reserve ltern Usage

Instructor Tools

+ Create a new class
+ Previous Classes
4 Upcoming Classes
+ Full Proxy Users

Ares Tools

+ Change User
Information

+ Change Passwaord

4 My EMails

Class Details
HPER 9999 Introduction to BEecoming a Mascot

Fall 2007
BROMCO, Buster

Email subscriptions allow you to receive an email notification when a new item becomes available in this course.
You currently not subscribed. Subscribe Mow

Reserve Items

Title Author Inactive Status User¥iewed

Journal of HPER. Lk

Tesching in the Classraom

Bronco, Buster 12/15/2007 Amaiting Supply by Instructor

University Library Home | WU Home

Step 8: If you choose to supply the material to the library, it will be indicated
on your main menu.
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Logoff bdbronco

Switch to Student
Made

Main Menu

Instructor Tools

+ Create a new class
+ Previous Classes
+ Upcoming Classes
+ Full Proxy Users

Ares Tools

+ Change User
Infarmation

+ Change Password

+ Wy EMails

Library Course Reserves

Mk N Welcome to the new WMU
Choose an option from the choices below Library Course Reserve
Current Classes sysem.

Department Course Name Reserve Items Delete

Your Wt Library Course
Resere account is now
ready.

HFER HPER 22332 | Introduction to Becorning a Mascot 0 iterns available,

1 total iterns.

Also view upcarning classes

Awaiting Supply By Instructor

Title Author Department Course

Journal of HPER
Teaching in the Classroom

Bronco, Buster HFER HPER 9339

You can use many file types for your reserve items, provided that copyright
guidelines are followed. The Free-Text option allows you to create your own
reserve item through a word document.

Please contact lib-rsc @wmich.edu if you have any questions.




