
How to Add New Materials to Reserves Direct 

Step One: Login into Reserves Direct with your NetID & Password 

https://ereserves.library.emory.edu/reserves2/index.php


How to Add New Materials to Reserves Direct  

Choose the course number you want to add a reserve and  
click Continue 
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Click the Add a Reserve tab  
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If the item has already been uploaded into Reserves Direct, select 
Search for the item under How would you like to add an item to 
your class? 
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If you are uploading a (PDF, a web link to journal article, Word docs), 
for the first time, select Add an electronic item 
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If you choose Search for the item, search by typing title or author of 
the text you need into the Search for Archived Materials 
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Select the document you need from the list of Search Results and 
click Add Selected Materials 
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Select Go to target class to review your work.  
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Instead of searching for items by author/title you may also search 
postings made by other instructors at Emory by choosing an 
instructor name from the drop-down menu in the Search by 
instructor box and clicking DŜǘ LƴǎǘǊǳŎǘƻǊΩǎ wŜǎŜǊǾŜǎ 
  



How to Add New Materials to Reserves Direct  

The search results will include all of the materials that the selected 
instructor has placed on reserve using Reserves Direct. All material 
types (books, PDFs, web links, etc.) are represented here and you 
may select any item you choose and add it to your class by clicking 
Add Selected Materials 
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If you are uploading a (PDF, a web link to journal article, Word docs), 
for the first time, select Add an electronic item 
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Specify what type of document you wish to upload. The required 
fields to enter the necessary bibliographic data will change 
depending upon what material type you select. The most common 
types are Portion of a Book, Journal Article, and Webpage Link 
  



How to Add New Materials to Reserves Direct  

For an excerpt from a book (most likely a PDF document) you will 
select Portion of a Book. Fill out the required fields accurately. Total 
pages used in item and Overall Book Usage will populate with the 
appropriate figures automatically  
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Upload the document from your computer by clicking the Browse 
button in the Item Source portion of the window. The item upload 
will resemble the process of  attaching a file to an e-mail. Once the 
document has been uploaded and you have completed filling out 
the required citation fields you will then click Save Changes.  
  
  



How to Add New Materials to Reserves Direct  

Click the Add Item to Class button  
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If the item you attempted to add exceeds Emory 
¦ƴƛǾŜǊǎƛǘȅΩǎ Fair Use limit, you will receive a pop-up 
message alerting you to confirm that you would like for 
the Library to pay for copyright permissions.  
  
  



How to Add New Materials to Reserves Direct  

At this point you may click cancel and reduce the number of pages 
ȅƻǳ ŀǊŜ ŀŘŘƛƴƎ ǘƻ ōŜƭƻǿ ǘƘŜ ƳŀȄƛƳǳƳ ǘƘŀǘ 9ƳƻǊȅ ¦ƴƛǾŜǊǎƛǘȅΩǎ CŀƛǊ 
Use policy allows. In this case, the libraries accrue no fee, do not 
have to apply for copyright permission, and there is no risk of the 
request being denied by the rights holder. 
  

You can click OK and Library staff will apply for permission through 
the Copyright Clearance Center and pay any fees associated with the 
submission. It is possible that the rights holder will deny permission 
to use the excerpt.  
  
  

OR 


