
Adding Folders to a Course Reserves Page 
 

From the Main Menu, select Course Reserves Pages. 
 

 
 

Click on the Course Number next to the course into which you wish to add documents.  Click Accept on the 
Copyright Notice screen that appears.  A new screen will appear with three tabs across the top: 
 

 
 

 Course Info: This tab will provide you with an overview of the information you added when you 
   created your course page. 
 Documents: This tab will display a list of all the documents currently associated with your course. 
 Page Management:  This tab will provide you with the tools necessary to add/remove/edit documents 
    and other settings for your Course Page. 
 
Click on the Page Management tab. 
 

 
 

Select Manage Folders. 
 



 
 

Click on Add Folder. 
 

 
 
Enter a title for your folder.  Passwords at this level of your course page are optional since you have a Course 
Reserves Page password already set.  If you plan to have your folder within an existing folder, select the Location for 
your new folder. 
 
Click Save to create the folder. 
 
Repeat this process for each folder that you wish to create.  Once you have completed creating all your folders, click 
on Close Window. 
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