
Adding a Web Link 
 
From the Course Reserves Page Main Menu, click on Documents & Copyright.  
 

 
 

The Document List 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.  
 

 
 
In the case of a Web Link, enter the website URL in the box indicated.  Be sure to include the http:// in the address 
or the link will not function properly.  If your Web Link is to one of the Gutman Library Databases, be sure to include 
the proxy server prefix (https://ezproxy.philau.edu/login?url=).  
 
When you are done, click Save. 
 



 
 

 
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. 
 

 
 

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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