
Uploading documents and files to the ERes online server  
  
  

 1. From the library homepage (www.chaffey.edu/library ) click on 
the link labeled, “AGENT”.    

  
  
  
  
  
  
2. Follow the login instructions on 

AGENT, and then click on ”My 
Account Login”. Type your seven-
digit Chaffey ID number (NO 
INITIALS) in the first box, and your 
birth date in the second.   

  
  
  
  
3. Look on the top, left side of the next page for the eRes link—click.  

  
  
 
 
  
  

4. Click on “Admin Login” found in the upper-right corner 
of the widow.   

  
  
  
 
 
 
 
5. Login with your ERes account name and password.    
  
  
  
  
  

6. From the Main Menu, select the class you want 
to update.  If you do not have the course page 
listed, you must create the class by clicking on 
Course Reserve Pages.  

  
  
  
  
  

http://www.chaffey.edu/library


 
 
7. From the Page Management Tab, click on 

“Documents & Copyright”.       
 
 
 

 
 
 
 

 
8. Click on “Add Document”. Then, 

“Add a new Document”.     
            

 
 

 
 
 

 
 

 
 
 
 
9. Type the title of the document and other 

fields you want filled, then click on “Save”. 
 
 
                    
 
 
 

 
 
 
 
 
 
 
 
 
 
 

10.   Click on “Transfer File(s) to Server” to upload the 
file.      

 
 
 
 
 
 



 
 
 
11. Click on “Browse” to select the files, then click on 

“Upload” when done.     
 
 
 

 
 
 

                 
 
12. Select the file you want attached to 

the document by clicking on the 
paper-clip icon, then click on 
“Done” .         

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         


