USING THE ERESERVES ORBIS TEMPLATE: 8/17/2006
Note: It is very important to be consistent with data entry!

Remember to check the URL’s to make sure they are valid – if items are going to RIS for digitization – the URL and its contents should be validated when the items return.
1.  Start up the Circulation Module.  Click on “Item” on the top menu bar.  Then “cancel” the search for an item.  You can then right-click on the screen to “Add Bib/Item”
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2.  The Course Reserves Template will appear by default.  Choose “Ereserves” at the end of the list.
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3.  Here is a Blank Ereserves Template.
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Enter information in the Fields as displayed below.  

Available Online:  Please enter: Click here to access article.
URL:  The URL of the resource – make sure no additional characters (tabs, carriage returns, etc.) are appended to the URL if you copy it from the form.
Author:  Please use Lastname, Firstname.

Title:  Title of the Article or Book, journal title information if a journal, pages #’s

Place:  use only for a book and is optional

Publisher: use only for a book and is optional

Publication Date: use for books

Notes:  optional

Local field:  is “Ereserves” by default.

DON’T CLICK OK YET!  YOU ARE NOT FINISHED.  You must enter a location in the Holdings tab.  
ENTERING THE LOCATION IN THE HOLDINGS TAB

You must do this or an ugly yellow box appears in the OPAC.

We have a location for E-Reserves:  “yuleres”.
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THEN CLICK OK!

4. ADD THE ITEM TO A COURSE:  

Open up the course that this bib record should be linked to:
Note: Make sure the course is for the correct semester – fall courses end in ‘a’, spring courses end in ‘b’!
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In the Items section using the mouse right click and add the bib record you created using the 'add by headings and key word...'

When you know that the pdf file is available go to the course, highlight the title, right click on the mouse and put the item on reserve by clicking 'on reserve'.
Here is a real example:
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