
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/ 

 

 
 

Step 2:  Click on the class to expand your Main Menu to include Instructor 

Class Tools. 

 
Step 3: Click on “Add Reserve Items” under Instructor Class Tools. 



 
 

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

 



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

required.   

 
 

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. 

 

 
 



Step 7: Click on  to add the reserve item to your class. 

 
 

Step 8:  If you choose to supply the material to the library, it will be indicated 

on your main menu. 

 

 
 

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. 


