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Creating a Course Page 
Begin by going to the ERes Home Page (http://eres.philau.edu).  You may want to bookmark this site for quick, easy 
access in the future. 
 

 
 

Once on the Home Page, click on the Admin Login link on the right side of the screen.  A new screen will appear 
asking you to enter your Username and Password.  Enter this information and click Login. 
 

 
 
You are now at the ERes Main Menu. 
 

 
 

Click on Course Reserves Pages. 
 



 
 

Click on Add Course Reserves Page.  A new screen will appear requesting information about your course. 
 

 
 

Department:   Select a department from the list.  If you don’t see your department 
listed, contact the ERes Administrator (wiemerk@philau.edu). 

Course Number:  Enter the two or three digit number of your course.  The letter part of  
your Course Number will automatically be entered based on the 
department you selected. 

Course Name: Enter your course name. 
Term & Year: Enter the semester and year of your course. 
 
Optional Information: You may wish to complete some, or all, of the areas within 

this section.  
  Password: In order to be compliant with the TEACH Act and other  

copyright laws, you must password protect any copyrighted 
materials that are made available to your students electronically. 
Choose a Password that will be easy to remember and be sure 
to tell your students at your first class meeting. 

    Document 
    Ordering: By default, ERes adds new titles to the bottom of your document 
      list.  By selecting Custom, you can re-order the documents in any 
      fashion that fits your course (e.g., chronological, alphabetical). By 
      selecting Alphabetic, all documents will be ordered alphabetically 
      and you will NOT have the option to re-order them. 
 
Click Save when you have completed this page.  This will return you to the Course Reserves Page List.  You will 
see your new Course Reserves Page listed. 
 



Adding Documents and Folders 
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.  In addition to the ability to upload files, ERes has the ability 
to receive documents via DocuFax.  DocuFax allows you to take a hard copy of a document and fax it into the ERes 
server where it is converted to Adobe Acrobat format (.pdf).  You can then post the document to your Course 
Reserves Page.  If you wish to fax documents to the ERes server, use the following fax number: 215-951-6857 
(from on-campus use x6857). 
 
From the ERes 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. 
 

 
 

If you wish to use folders to organize your content, it is recommended that you add them first.  To add folders to your 
Course Page, click on Manage Folders.   
 



 
 
Select Add Folder. 
 

 
 
Enter a Title for your folder.  Passwords at this level are optional since you have already set a Course Reserves Page 
Password.  If you plan to have your new folder inside an existing folder, select the Location for your new folder. 
 
Click Save to create your folder with settings you entered. 
 
 Repeat this process for each folder that you wish to create.  Once you have completed creating your folders, click on 
Close Window. 
 
From the Course Reserves Page Main Menu, click on 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.  
 

 
 
In the case of a Web Link, add the URL to your website 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. 
 
The next two sections discuss adding faxed documents and files to your document.  Each assumes that you have just 
clicked Save after completing your document information. 
 
 



Adding a Faxed Document 
A new screen will appear giving you the opportunity to attach a file to your document.  At the lower left corner of the 
window will appear a list of documents in the DocuFax Staging Area.  Faxed documents are listed according to the 
date and time received.  When you fax your document to the Server, be sure to take notice of the time the document 
was sent.  This will make the identification process easier.  You may also click on the document to preview it. 
 

 
 

To attach a DocuFax file to your document, click on the paperclip next to the file name. 
 

 
 

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.  If 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. 
 
Adding a File from Your Computer 
A new screen will appear giving you the opportunity to add a file to your document.  At the top middle 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.  If 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. 
 
Moving a Document Between Folders 
From the Page Management tab, 
 

 
 

Select Documents & Copyright. 
 

 
 
Check the box next to the document you wish to move. 
 

 
 
Click on Modify Selected. 
 



 
 
From the Place in Folder drop-down menu, select the new location for your document.  If you choose to not have the 
document in any folder, select Root Level. 
 

 
 

Click the Save button to move the file to its new location. 
 

 
 

When the Success Banner appears, click on Close Window to return to the Page Management Tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 



Deleting a Document 
From the Page Management tab, 
 

 
 

Select Documents & Copyright. 
 

 
 
Check the box next to the document you wish to remove from your Course Reserves Page. 
 

 
 
Click on Remove Selected. 
 



 
 
When the Verification Screen appears, click on Remove t confirm that you wish to remove the document. 
 

 
 

When the Success Banner appears, click on Close Window to proceed. 
 
NOTE: The previous steps remove a document from your Course Reserves Page.  The document is still in the ERes 
system under your account.  If you wish to retain the document for potential future use, stop here.  If you wish to 
delete the document permanently, continue with this tutorial. 
 
Click on the Main Menu link in the upper right corner of your screen. 
 

 
 
Select Documents. 
 



 
 

Check the box next to the document you wish to permanently delete. 
 

 
 

Click on Delete Selected. 
 

 
 

When the Verification Screen appears, click on Delete to confirm that you wish to permanently delete the document. 
 
Click on Main Menu to return to the ERes Main Menu and to continue modifying your Course Reserves Page. 
 
Adding ERes Links to Blackboard or a Website 
ERes provides durable links to the various documents within the system.  A durable link is a URL from an online 
database, like ERes, that will not change.  To find the durable link for a document on your Course Reserves Page, 
click on the Documents tab. 
 



 
 

Click on the document for which you need the durable link.  A new window will appear with three tabs. 
 

 
 
Click on Current Associations to view the durable link to the article. 
 

 
 

You can then copy this link into your Blackboard or web site.  Click Close Window to return to your Course 
Reserves Page. 
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