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.

Welcome to Docutek ERes

0. Electronic Reserves & Reserves Pages
* Click here to find online course material,

0 Library Reserve Services Infarmation
= Click here for student directions on how to access course reserve material, as well as instructions for professors on
how to set up electronic or traditional course reserves,

0_ Information for New Users
= If yvou need assistance using this system please click on the help link provided in the top-right corner of this page.
vou can also use the link provided in the footer to send us an email,

0. Traditional, In-Library Reserves
= Click here to look up traditional course reserves {i.e., books, videos, DWDs, COs, or hardcopy print articles) located
at the the Reserve Desk in the DiMenna-Nyselius Library,

0_ Faculty Self-Serve Option: How to Upload Documents onto ERes
% Simple instructions on how to upload documnents to your ERes course page. For more information and an online
manual, click on the help link provided in the top-right corner of this page.

0. For Faculty: How ta Link From wWebCT to ERes
= Instructions with screenshots show how to link seamlessly from WebCT to ERes, so that students can access ERes
docurnents fraom your WebCT page without having to type in an extra password.,



http://eres.fairfield.edu/

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

DIMENNA-NYSELIUS LIBRARY SITEMAP

Ereserves Home = Admin Login admin Login

Please enter your username and password below, and click the 'Login' button to login
to the system.

Admin Login

Username |djaCkSUn

Password |"*““

Questions? Comments? Please send an email to the Docutek ERes Managers,
Docutel ERes v5.0.04 - Copyright @ 2000-2004, All Rights Reserved,

e Your main menu will come up, along with your course page(s).

e Under Courses, Documents, & Copyright, click on the correct course page
name and number, in this case AY304 — Ancient City of Abydos

e Click the gray button titled Accept.
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Main Menu | Logout | Help Pages | H

Hello Daniel - Please use the links below ta access the Docutek ERes management screens.

Main Menu
General Courses, Documents, & Copyright System Tools & Settings
My Account _ Course Reserves Pages . . :l_:'.' Statistic Reports
& Change your personal account information, add, modify or delete pages of information used to g Generate real-time reports regarding system usage,

store materials, or jump to the page management
screen for an existing course.

@F2) Help Videos * 47304 - Ancient City of Abydas: Myth vs, Reality
| Wiew training videos within the online help pages. {Fall 2004) - Jacksan

Docurnents
add, modify, or delete materials.




e You will be taken to this screen. You are in Page Management for your course
page. Click on Documents and Copyright.

DIMENNA-NYSELIUS LIBRARY

Ereserves Home = Ereserves Index = Course Reserves Page Main Menu | Logout | Help

AY304 - Tribes of Abydos: Music and Dance (Fall Z004) - Jackson

Course Info Docurnents Page Managernent
Course Reserves Page Manage the basic properties of this course reserves page, including course number, course name, term,
Settings year, etc.
Crosslistings List this course reserves page under another name or departrment.

Docurnents & Copyright dd, rmodify and delete documents and manage copyright information.

Re-ordefes Change the position of docurnents and folders on your course reserves page. Note: this feature is

Course Reserves Page disabled if your course reserves page is using "&lphabetic” ordering.
Manage Folders Add folders to your course reserves page, or manage existing folders.
Student Ermnail List View the list of students currently receiving Ernail Alerts about this course reserves page. Send bulk aor

individual emails to students who have provided their email address,

Questionsy Comments? Please
Docutel ERes v5.0,04 - Co

nd an ernail to the Docutel ERes Managers.
right @ z000-2004, all Rights Reserved,

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

feres.fairfield.edu - Docutek ERes - Documents & Copyright - Mozilla Firefox

- Ancient City of Abydas: Myth vs. Reality (Fall 2004) - Jackson

Help Pages |
Use the checkboxes below to update/delete existing iterns, ar the "Add" icon to create a new item.
Document List
|
@ show List only ) Show Search Options ) Show Display Options Save Current Wiew
i) p:
L3 Modity selected &) remove selected 3 £xport pata
Displaying | 10 u ing Documents << Page |1 of 2 =2
Title Password Start Wisibility Date End wisibility Date

Ancient Egypt and King Tut's Tomb
dummy doc

Egyptian Face Mask and Headdress
Egyptian Monuments

Erestestdoc

Final Exam Question

Gods and Goddesses of ncient Egypt
Highlight : The Abydas Filgrimage

Insight Into Ancient Egyptian Beer Brewing

O OO O (O O {00 O fO O (O

Lang Term Survival of Ancient DNA in Egypt



¢ Click again to add a new document.

‘& Docutek ERes - Documents & Copyright - Microsoft Internet Explorer

AY304 - Ritual Dance in Africa (Fall Z004) - Professor

‘When adding or updating an itern remember that fields in red are required. Use the buttons at the
bottarn of the page to save or discard your changes,

e select from ontagf the following options:

Add a new Document apdfassociate it with this Course Reserves Page,

B existing Documents to associate with this Course Reserves Page,

Document List | Close window

e 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.

‘3 Docutek ERes - Documents - Microsoft Internet Explorer

AY304 - Ritual Dance in Africa (Fall Z004) - Professor

When adding or updating an itermn remember that fields in red are required. Use the buttons at the
bottarn of the page to save or discard your changes, After clicking the "Save" button you will have
the opportunity to upload files and attach them to the newly created document.

Title IAInin Music and Dance Repetoire
# Pages |2

=
Description

Step 2: Provide Dptional Information
Bibliographic Information

Web Link

Hard Copy Information

Quick Text

Step 3: Save or Cancel Changes

Pl=ase note that changes made to the infarmation above will be reflected on every course reserves page cantaining this docurnent, By adding materials to
g you agree to abide by all laws regarding copyright and fair use,

Save Cancel

Document List | Close Window




e Click on Transfer File to Server.

3l Docutek ERes - Documents - Microsoft Internet Explorer

AY304 - Ritual Dance in Africa {(Fall 2004) - Professor

Success! Your changes have been saved in the system. If needed, you can use the controls below
to attach ane or more files to the newly created document. Click the "Done" button when finished
to return to the listing screen,

Documnent Info Attached Files icsion Requests Copyright & Fees

File(s) Attached to this Document: B Staging Area (Private):
There are no files attached to this Document. There are no files in your personal staging area; use the link at the top of
the page to upload files to the server.

Filefs) in the DocuFax Staging Area (Shared):
There are no files in the shared DocuFax staging area.

Document List | Close Window

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

=8 Docutek ERes - Upload Files - Microsoft Internet Explorer

Use the controls below to upload one or more files from your local hard drive to your user staging ‘
area,

| Upload Files

File 1: IC:\Documents and Setting Browse. . H

File 2: | Browse...

File 3: | Browse. ..

File 4: | Browse...

Browse...

4444

Close window

!




e Important!! Click onthe 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.)

3 Docutek ERes - Documents - Microsoft Internet Explorer

AY304 - Ritual Dance in Africa {(Fall 2004) - Professor

Success! Tour changes have been saved in the system. If needed, you can use the controls below
to attach one or more files to the newly created document, Click the "Daone" button when finished
to return to the listing screen,

Docurnent Info Attached Files Page Specific Info Permission Requests Copyright & Fees

l\;:j Transfer File{s) To Server

2 L Lser Staging Area [Private):
Filename Filesize Delete
dancelist.pdf 52 KB x

/ Fileis) in the DocuFax Staging Area (Shared):

There are no files in the shared DocuFax staging area.

File(s) Attached to this Document:
There are no files attached to this Docurnent,

Document List | Close Window

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

ocutek ERes - Documents - Microsoft Internet Explorer

AY304 - Ritual Dance in Africa (Fall 2004) - Professor

Success! vour changes have been saved in the system. If needed, you can
use the controls below to attach one or more files to the newly created
document. Click the "Done" button when finished to return to the listing
screen,

Document Info Attached Files Page Specific Info Perrnission Reguests Copyright & Fees

i;.\j Transfer File(s) To Server

File{s) Attached to this Document: File{s) in User Staging Area (Private):
Return Filenarne Filesize Delete There are no files in your personal staging area; use the
link at the top of the page to upload files to the server,
™ dancelist.pdf 52 KB x S e £

File(s) in the DocuFax Staging Area (Shared):
There are no files in the shared DocuFax staging area.

Docurment List W& Close Window




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

DIMENNA-NYSELIUS LIBRARY SITE MAP

Ereserves Home = Ereserves Index = Course Reserves Page Main Menu | Logout | Help

AY304 - Tribes of Abydos: Music and Dance (Fall 2004) - Jackson

Course Info Page Managernent
Course Reserves Page Manage the basic prop of this course reserves page, including course nurmber, course name, term,
Settings year, etc.
Crosslistings List this course reserves page under another name or departrment.

Docurnents & Copyright Add, madify and delete documents and manage copyright information.

Re-order Docurments on Change the position of docurnents and folders on your course reserves page, Note: this feature is

Course Reserves Page disabled if your course reserves page is using "alphabetic” ordering.
Manage Folders Add folders to your course reserves page, or manage existing folders.
Student Ermnail List View the list of students currently receiving Ernail Alerts about this course reserves page. Send bulk aor

individual emails to students who have provided their email address.

an email to the Docutek ERes Managers.
ight © 2000-2004, All Rights Reserved,

Questions?
Docl

e 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.
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Ereserves Home = Ereserves Index = Course Reserves Page Main Menu | Logout | Help

AY304 - Tribes of Abydos: Music and Dance {Fall 2004) - Jackson

Course Info Documents Fage Managerment

Size (KB)

52 KB
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1 alokli Music and Dance
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o students; click the document title for mare infc

= Docutek ERes Managers.
-2004, All Rights Reserved.,




3 Docutek ERes - Yiew Document - Microsoft Internet Explorer

To view a file listed below click on its filenarmme or icon. If you need assistance opening files please
click the help link for more infarmation.

Docurment Info Document History Current Associations

Document Information

Title: alokli Music and Dance Repetoire
Date Added: 10/14/2004 5:02:24 PM

# Pages: 2

Filename File Type File Size Dial-up* Broadband®

#| dancelist.pdf Adobe Acrobat (PDF) 52 KB 0.1 min 0.0 rmin

* Download estimates assume a dial-up connection at 56 kbps and a broadband connection at 1024 kbps,

Close window

e Your document should appear in its entirety — available to be read, printed, or
downloaded and saved.
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= Major Historical Styles

Agbeks [Dulolo, Anancient F3 and Eue war dance once known as Atamga. Agbeko is often
© s . . .
5 Vutsotsoe) performed at soctal/cultural events and at funerals. It is danced with horsetails
= and features spectacular slow and fast dance sections interspersed with many
rtual song and movement mterludes. Dance movements mimic battlefield
“ tactics such as reconnaissance, surprse attack and hand o hand combat.
i)
o
£ Adzohil (Ago, An epic sacred & historical dance also known as Adzogbo. Dating from the
= Atsid, Kadodo) early days of European occupation, Adzohii originally functoned as a spiritual
preparation for war. Dancers wear colorful waisteloth, ankle raflia, bells and
hats. The songs build self-respect and strengthen cultural identity to counter
the influence of contact with the West. A vast repertoire of movements depict
battlefield cunning and bravery, among other things. ;l
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