
 
FACULTY SELF-SERVE OPTION:  
HOW TO UPLOAD DOCUMENTS ON ERES 
 
Before your start: 
 
Call Reserve Services (x2892 or x2234) and we will create an account for you.  You will 
be given a faculty user name and will choose a password for uploading, modifying, and 
deleting documents.  For example, Dr. Daniel Jackson in Anthropology would be 
assigned a user name of djackson and might choose the password “stargate.” With this 
account, he can access his course page and upload and modify all the information there. 
 
You must choose a password for your students also – they will use this to access the 
course page.  As you become more familiar with the system, you can create course pages 
yourself.  
 
 
How to Upload Documents: 
 
Once you have your user name and password and a course page has been created, go to 
the ERes homepage at http://eres.fairfield.edu.   The document(s) you want to upload 
should be in digital form (html, MSWord, pdf, jpg, etc.) and on your hard drive.   
 
 

http://eres.fairfield.edu/


• Click on Admin Login and type in your user name and password. 
 

 
 
 

• Your main menu will come up, along with your course page(s).   
 
• Under Courses, Documents, & Copyright, click on the correct course page 

name and number,  in this case AY304 – Ancient City of Abydos 
 

• Click the gray button titled Accept. 
 
 

 



 
• You will be taken to this screen.  You are in Page Management for your course 

page.  Click on Documents and Copyright. 
 

 
 
 

• Click on Add a Document next to the GREEN +. 
 



 
• Click again to add a new document. 

 

 
 
 
 

• Type in a title name for your document, and the number of pages.  Scroll down 
and click on Save at the bottom of the page. 

 
 

 
 
 



 
• Click on Transfer File to Server. 

 

 
 
 
 

• Browse your hard drive and find your document.  Click on Upload.  Then close 
the window. 

 

 
 
 



• Important!!  Click on the GREEN PAPERCLIP to attach your file to the 
document title.  (Do not click on the document – that will open the document in 
another window.  If this happens, just close the window.) 

 

 
 
 

• Your document file should move over to the left side of the screen.  Close the 
window. 

 

 
 



You are now in your main menu again.  To check that the document has uploaded 
correctly, click on the Documents tab. 
 

 
 
 

• Your named document should appear, with the file size on the far right.  To check 
that the document is the right one, click on the document title, then again on the 
document itself. 

 
1a)  

 
 
 



1b) 

 
 

• Your document should appear in its entirety – available to be read, printed, or 
downloaded and saved. 
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