Uploading documents and files to the ERes online server

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

Research:

« Find Books, Videos: Catalog
ind Articles, eBooks, eRes
(Electronic K& ): AGent
« Database List
« Internet Resources by Subject
« Other Libraries

2. Follow the login instrl_Jctions on My Account Login
AGENT, and then click on "My ™ - -- - oo -
Account Login”. Type your seven- 5
digit Chaffey ID number (NO i
INITIALS) in the first box, and your i
birth date in the second.

My Student/Staff ID:

[ by Account Login

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

— ————> eRes

Chaffey Library Catalog
My Circulation Status

4. Click on “Admin Login” found in the upper-right corner  ———— ———
of the widow.
Welcome to Docutek ERes News
Announcements
©) Electronic Reserves & Hels dehaions
Reserves Pages this time.

Find your reserve materials here,

. . Admin Login
5. Login with your ERes account name and password.

Username Iﬁrstname.lastname

Password I*******

| Login ” Cancel I

6. From the Main Menu, select the class you want
to update. If you do not have the course page _
. . . My Account Change your account infarmation, such as name, password, and email
listed, you must create the class by clicking on address.
Course Reserve Pages.

Main Menu

Course Add a new course reserves page or modify/delete an existing one. You can
Reserves Pages also go to the Page Managerrent section for an existing course reserves
page by clicking a link below,

v

® CHEM400 - Chemistry (Fall 2005) - David

Docurmnents Manage docurnents in the Dozutek ERes system.


http://www.chaffey.edu/library

7 From the Page Management Tab Cl |Ck On Course Info Documents Chat Room Discussion Boards Internet Resources Page Management
. )
““ 1 ”
DO C U m en tS &. CO py” g ht . Course Reserves Page Manage the basic properties of this course reserves page_ including course

Settings nurnber, course name, term, year, ete.
Crosslistings List this course reserves page under another name or department.
Documnents & Copyright  Add, modify and delete dacuments and manage copyright information.

Re-order Documents on Change the position of documents and folders on your course reserves page.

Course Reserves Page Mote: this feature is disabled if your course reserves page is using "Alphabetic”
ardering.

Manage Faolders Add folders to your course reserves page, or manage existing folders.

Student Email List View the list of students currently receiving Email Alerts about this course

reserves page. Send bulk or individual emails to students who have provided their
email address.

Document List

8' CIiCk On “Add Document’:'-rl‘]er‘!/—' == Add Document E'(Mndify Selected X Remove Selected
“Add a new Document”:

Displaying 10 = aofs Matching Docurnents
[ ] Document Title Password
N Colonial Maps

O Could the South Have Won

Please select from one of the following options:
# 8dd a new Docurnent and associate it with this Course Reserves Page,

o Select one or more existing Docurments to associate with this Course Reserves Page.

when adding or updating an itern remember thet fields in red are required. Use the buttcns at
the bottom of the page to save or discard your changes. After clicking the "Sawe” button you will
have the opportunity to transfer files and attach them to the newly created document.

Title | Description :_I
# Pages |

9. Type the title of the document and other o
fields you want filled, then click on “Save”. @

Step 2: Provide Optional Information
Bibliographic Information

web Link

Hard Copy Infarmation

GQuick Text

Step 3: Course Specific Settings

Password | Start Wisibility Date " ) |
Place in Fn\derlHoot Level _-_! End Visibility Date = 5 :fﬂ

I Cheuk Wiis Lux o autumatically remore Uiis
document fram the course reserves paje on the end
visibility date,

Step 4: Save or Cancel

By adding materials to this system you agree to abide by sll laws regarding copyright and fair use.

Save Cancel

Cocument Info attached Files
o
‘gTransfer File{s) To Server
S

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



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

“Upload” when done.

File I iL_,j\LJDEUrm-Jm arr-Sephng . Browse.. |
File 2: |C:\D0cuments and Setting  Browse.. |
File 3: IC:\Dcu:uments and Setting Elru:nwse
File 4: | Browse... |

File 5 | Browse... |

12. Select the file you want attached to Document Info || Attached Files
the document by clicking on the
paper-clip icon, then click on
“Done” .

w
1 ﬁTransfer File{s) To Server

File{s) Attached to this Docurment: File{s) in User Staging Area (Private):

There 3 ched to this Dacument. attach Rename Delete Filename Filesize
CIS Midterm Study
lm 1 X Guide.doc et
1] > X Document 1.doc 24 KB

File{s) in the CocuFax Staging Area (Shared):
There are no “iles in the shared DocuFax steging area,

Done



