How to Make a Reserve lterActive

*This is something that can only be done with items that were previously placed
on reserve.

*Please give new reserve items to the circulation coordinatoraircalation
assistant

Click omx D aidd / 2 dzNR S ,wrSyheShedusnaes or you can scroll
down the bottom of the side tool bar and clickanv 2 dzZNE S wSa SNIS a
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You will have to click on the dropdown menu undet. y’ Rdypé the name of
the teacher or the course number.
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number. |1 chosé . 2 Yy 3 A Rré&}Eatabar Clickon Searcho bring up the

S OKSNRa Asyct 2aNdek, thare afedhreasses listed under her

name. You will have to click on the course you need to change.

Double cliclona 9 5 | ¢ ar slick onEDU120 & choose Select to get into the
account.
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Both of her reserve items have a statudmdctive. We are going to makthe
items active. In order to change the status, you have to click on the items so the

4 OK |y 3 Sicoa wilt appizr ¢
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You would click on thé ! O (i but®s $Also, if the date is incorrect, you will
need to change it. Double click to thght of theda ! v buktdn évhere the date
is located.
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Once you double click next where the date is located, a calendar will come up.

The single< or >controls themonths. The double< or >>ontrols the years.

You could go forward until youaeh the end of semester date. In this case, the

date is April 25, 2008Please check with the Circulation Coordinator for the

correct end of semesterdatel £t A O1 ahyYZé (2 AYyaSNI GKS
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You will notice the date has changed4®52008 / t A O] ahY ®¢
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The next screen is your verification that you changed the date and status of the
items. Clickih YeKES AGSYQa aidl ddza akKz2dzZ R KIF @S
havetochecktt 1S &adz2NBE GKS (GSIFOKSNRa 002 dzyi
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Youwouldclickonth 9 RA@OZY (G2 2LISYy dzLJ G§KS GSI OKS|
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Once in the account, you would double click to the rightt df 2 dzZNE& S
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r0000458 Last Updated: 01-11-2008

Beginning Date| 10-12-2005

Created: 10-12-2005 Revisions: 22

Location cires Course Reserves-Circ Desk | Course Code 2| -

Ending Date 04-28-2006

Course Code 1| - - Course Code 3| n  SUPPRESS

Professorinstructor  Bongiorno, Laurel
Course NameMNumber EDU 120
Course NameMumber Children’s Literature
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This will bring up the next screen with two options. You want to click odrtkie
and clickd h Y ® ¢
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10-12-2005 cires Course Reserves-Circ Desk

04.-28-2006

il SUPPRESS

Professorinstructor Bongiorno, Laurel
Course NameMNumber EDU 120
Course NameMumber Children’s Literature

Select

‘@e 19 of 24 - Clipboard

Item not Collected: Delete items
to increase available space
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