Electronic Reserves Training Document
Part 1: Attaching Existing Files to a Course

STEP 1-

Search to determine if a file is licensed to Yale.

a. Open Mozilla Firefox.

b. Go to the Yale University Library home page.

c. Click on DATABASES AND ARTICLES SEARCHING.
[image: image1.png]'Yale University

Fle Edt Vew Go Bookmarks Took

Help

=181]

@D B O BT ity o

0 e

P Getting started B Latest Headines

oRais 1

RARY CATALOG

I Tie

RESEARCH TOOLS
Orbis Library Catalog

Other Library Catalogs
Databases & Article Searshing
Online Journals & Newspapers
Research Guides by Subject
Create ibliographies
off-Campus Access

ABOUT THE LIBRARY
Departments & Staff
Working at the Library
Giving to the Library
Access & Use
Computers in the Library

LIBRARIES & COLLECTIONS
Libraries & Collections A-2
Special Collections

Digital Collections

Library Locations

Hours

LIBRARY SERVICES
Borrowing & Circulation
Reference Services
Course Reserves
Borrow Direct
Interlibrary Loan
Workshops & Tutorials
Your Library Account
Purchase Request

Search this ite / Contact Us / Yalelnfo / Yale Universty

ASKI A LIBRARIAN

NEws

+ The global faces of the Yale
Library: Schedule of Tours and
Talks

+ Accass latest renavation
Updates

« New onlin tutarials: Short
videas to leam library tasls
and tips,

+ More news, svents and
exibits

N Focus.

Library's November lecture
addresses important global

Library Develapment in
Devaloping Nations: Accass to
Sasntific Infarmation for the
Develaping Warld

Lt T Deutsch Espeficl Frangais ITID BAGE 201 Poruss Freowt

2005 Yale University Library
Lsst modified: October 23, 2006 / Test only

e jow orary. yale ecyjhtmidocsfyuhome_text.hem




d. If professor has provided you with full citation information, click on CITATION LINKER.  
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e. Enter in all fields marked with an asterisk, and click YALE LINKS to find article.
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f. If the information is correct, a new widow will open with databases that the article is available from.  Click the arrow next to RELATED LIBRARY SERVICES; this will create a drop down menu
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g. Click the GO button next to the phrase SAVE A COPY OF THIS FORMATTED CITATION AND URL.
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h. A new window will open with the URL of the article.  Proceed to Step 2; do not close this window.
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STEP 2-

Creating a record for electronic resource in Orbis
a. Open the circulation module and click ITEM. Right click and choose ADD BIB/ITEM.
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b.   The Course Reserves Template will appear by default.  Choose ERESERVES at the end of the list.
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c. In the AVAILABLE ONLINE field, enter “click here to access article”.
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d. Go back to the web page containing the URL for the document.  Highlight the URL and press CONTROL + C to copy.
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e. Go back to Voyager and press CONTROL +V to paste the URL.
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f. Enter the AUTHOR (last name, first name) and TITLE (title of article, journal title, pages) fields. Do not fill in PLACE, PUBLISHER, and PUBLICATION DATE fields for a journal article.
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g. Click the HOLDINGS tab and change the location to “yuleres”.
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STEP 3-

Attach electronic resource to course reserve list (refer to procedures in the Course Reserves Training Manuel for adding items to lists). Note: item will not have a bar code; right click and use ADD BY HEADINGS/KEYWORD function. 
STEP 4-

Check the URL to see that it is correct and working.  Proceed to PART 2, STEP 6 and follow the steps.  In the event of a URL that does not work, see your supervisor.

Part 2: Creating New Files

STEP 1 – 

Search item in Circulation Module to determine library holdings.

a. Right click in Item Record window to bring up search menu.
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b. Search item by title or call number.
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c. Review Item Record screen to verify item location, item type, and holdings.
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Step 2-

Place a call slip request for book or journal volume.

Step 3-

Consult Copyright Guidelines Document to determine if selection will need copyright clearance. See your supervisor if you do not have a copy of this document.
Step 4- 

Create RIS form.

a. Open the Excel File ERESERVES SCANNING FORM. If this form is not on the workstation, inform the supervisor. All entries are to be made in the yellow boxes on the form; this must be done before printing the form in order to create the PDF URL.
b. Fill in the Header Information. Enter today’s date. In the box labeled CITATION, enter  the author’s name (last name, first name) and the selection title. Indicate whether or not copyright clearance is needed. Enter the class size (if known).
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c. Create the PDF file name by entering the DEPT, COURSE AND SEMESTER,  and READING #.   
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d. Enter the first page of the citation in the START @ PAGE field, and the last in the STOP @ PAGE field. Fill in the RETURN TO information on the right hand side of the form.
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e. Print form on YELLOW paper and place in book.  Print and place white stop and start flags in the book at the appropriate places. 
f. Create a folder on your hard drive for the class.  Save all RIS forms in this file in the event of later use.
Step 5-
Create a record for the electronic resource and attach it to a course reserve.  Follow the instructions in Part 1, Step 2, up to d.

a. Click on the tab CITATION & URL at the bottom of the scanning form previously created.
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b. Copy the URL on this page using CONTROL + C  and paste using CONTROL +V in the URL field of the ADD BIB/ITEM template.
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c. Follow the remaining steps in PART 1.
d. Charge the book to a personalized ERESERVE- RIS pseudo patron (if one has not been provided, see supervisor). 
e. Using the department’s existing method of delivery to the mail room, send the book to RIS for scanning.

Step 6-

After the books have returned from RIS, check that the created pdfs are correct and that the links are working properly

a. Using the Voyager Circulation module, edit the effective date for the course in question to today’s date.  This step is necessary so that the pdfs will be accessible in Orbis. NOTE: no need to do this if the semester has begun.
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b. Open Mozilla Firefox and, from the library home page, click the COURSE RESERVES link.
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c. Click the VIEW COURSE RESERVES tab.  On the next page, use the drop down menu in the COURSE field to find the course being checked.  If the course is not listed, see your supervisor.
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d. Orbis will display every item on reserve for this course.  Look for items with the location YALE ELECTRONIC RESERVE. Click the number at the beginning of the entry to access the article.
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- \Anabaptist Revalt and Political and Religious Power, Pawer Authority and the Anabptist Tradition, 5072 [HIST: History [NOELL, B. [0
[31
Location: Yale Electranic Reserve Call Number: Status: Not Checked Out





e. Click the link reading CLICK HERE TO ACCESS ARTICLE (NOTE:  this will require you to log in to CAS).
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Database Name: Yale University Library
You searched: Course Reserves = Course=HIST: 4058
Search Results: Displaying 1 of 25 entries

NEXT -

BRIEF VIEW

“The Peasants War’, A Companion to the Reformation World, 56-69

Author: Scott, Tom
Title: "The Peasants War', A Campanion ta the Reformation World, 56-59
Available Online: Click Here to access article

Location: ale Electronic Reserve
Call Number: None

Status:

Database:
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f. Download the article.  

[image: image27.png]E-Reserves Login Page - Mozilla Firefox =18l %]
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Yale University Library
Web, Workstation and Digital Consulting Services

E-Reserves Download for Course HIST405B

Please note that E-Reserves usage is limited to Yale registered students, faculty and staff.

Download HIST 405B 2.pdf





g. Check the page numbers of the pdf against the form sent with the book.  Check the quality of the scans, particularly if the pdf contains images.  In the event of a problem, contact RIS and return it to be rescanned.

f. Change the effective date in the reserve list header back to the date of the beginning of the semester. 
g. Discharge the book and return it to the stacks!
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