
Adding Computer-based Files 
 

Adding Documents 
The term document in ERes refers to any number of file formats including, but not limited to, Microsoft Word, 
Microsoft PowerPoint, images, text, and Adobe Acrobat.  
 

 
 
From the Main Menu select Documents & Copyright.   
 
A new window will appear. 
 

 
 
Click on Add Document. 
 

 
 

Select Add New Document. 



 
 

Enter a Title for your document.  # Pages and Description are optional.  Indicating the number of pages can be very 
useful to the students so they can plan for the number of printed pages they will be needing. 
 
In Step 2, you have the option to include Bibliographic Information, a Web Link, Hard Copy Information or 
Quick Text.  These can be added in place of or in addition to an uploaded file or faxed document.  To add any of 
these items, click on the appropriate link and fill in the text boxes that appear on the screen.  When you are done, click 
Save. 
 
A new screen will appear giving you the opportunity to add a file to your document.  At the top of the screen you will 
see a link that says Transfer File(s) To Server.  Click on this to upload files from your computer to the ERes Server. 
 

 
 

A screen will appear giving you the option to choose which file(s) you wish to upload.  You can upload a maximum 
of 5 files. 
 



 
 

Click on Browse next to File 1.  A new window will appear allowing you to search your computer and network drive 
for the appropriate file. 
 

 
 

Once you find the file, select it and click on Open.  This will add the file to the Upload Files window in ERes.   
 

 
 
Click on Upload to add the file to your ERes staging area.  Then click Close Window to return to your document.  
When you return to the document, you should see your recently uploaded file listed on the left side of the window 
under Files in User Staging Area. 
 



 
 

Click on the paperclip next to your file to attach it to your document. 
 

 
 
If you are not using folders to organize your documents, or if you wish to have this document in the Root Level of 
your Course Reserves Page, click on Close Window, which will return you to the Page Management Screen.  If you 
wish to place this document in a folder, click on the Page Specific Info tab. 
 

 



 
From this screen you can set a Password for the individual document.  Since you have used a Password for your 
Course Reserves Page, it is not necessary to enter a Password here.  To place your document in a folder, click on the 
drop box next to Place in Folder and select the folder into which you would like to place your document.  Click Save 
when you are done and then Close Window. 
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