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How to Make a Reserve Item Active  

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

on reserve. 

*Please give new reserve items to the circulation coordinator or a circulation 

assistant. 

Click on άDƻέ and ά/ƻǳǊǎŜ wŜǎŜǊǾŜǎέ, or type the number 5 or you can scroll 

down the bottom of the side tool bar and click on ά/ƻǳǊǎŜ wŜǎŜǊǾŜǎΦέ 
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You will have to click on the dropdown menu under άLƴŘŜȄέ to type the name of 

the teacher or the course number.   
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!ǘ ǘƘƛǎ Ǉƻƛƴǘ ȅƻǳ ǿƻǳƭŘ ŜƛǘƘŜǊ ŎƘƻǎŜ ǘƻ Ǉǳǘ ƛƴ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ƴŀƳŜ ƻǊ ǘƘŜ ŎƻǳǊǎŜ 

number.  I chose ά.ƻƴƎƛƻǊƴƻΦέ  Press Enter or Click on Search to bring up the 

ǘŜŀŎƘŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ   As you can see, there are three classes listed under her 

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

Double click on ά95¦ мнлέΣ or click on EDU120 & choose Select to get into the 

account. 
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Both of her reserve items have a status of Inactive.  We are going to make the 

items active.  In order to change the status, you have to click on the items so the 

άŎƘŀƴƎŜ ǎǘŀǘǳǎέ icon will appear. 
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You would click on the ά!ŎǘƛǾŜέ button.  Also, if the date is incorrect, you will 

need to change it.  Double click to the right of the ά¦ƴǘƛƭέ button where 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 the months.  The double << or >> controls the years.  

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

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

correct end of semester date.  /ƭƛŎƪ άhYΣέ ǘƻ ƛƴǎŜǊǘ ǘƘŜ ƴŜǿ ŘŀǘŜΦ 
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You will notice the date has changed to 4-25-2008.  /ƭƛŎƪ άhYΦέ 
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The next screen is your verification that you changed the date and status of the 

items.  Click άhYΦέ  ¢ƘŜ ƛǘŜƳΩǎ ǎǘŀǘǳǎ ǎƘƻǳƭŘ ƘŀǾŜ ǘƘŜ ǿƻǊŘ ά!ŎǘƛǾŜΦέ  bƻǿ ȅƻǳ 

have to check to ƳŀƪŜ ǎǳǊŜ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ŀŎŎƻǳƴǘ ƛǎ ƴƻǘ ǎǳǇǇǊŜǎǎŜŘΦ 

 

 



Appendix E 9 

 

 

You would click on the ά9ŘƛǘΣέ ƛŎƻƴ ǘƻ ƻǇŜƴ ǳǇ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ŀŎŎƻǳƴǘ ƛƴŦƻǊƳŀǘƛƻƴΦ   
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Once in the account, you would double click to the right of ά/ƻǳǊǎŜ /ƻŘŜ оΦέ  

 

 



Appendix E 11 

 

 

This will bring up the next screen with two options.  You want to click on the ά---ά 

and click άhYΦέ   
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¢Ƙƛǎ ǊŜƳƻǾŜ ǎǳǇǇǊŜǎǎƛƻƴ ŦǊƻƳ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ŀŎŎƻǳƴǘΣ ǎƻ ǊŜǎŜǊǾŜ ƛǘŜƳǎ Ŏŀƴ ōŜ 

view in the άCƛƴŘ /ƻǳǊǎŜ wŜǎŜǊǾŜΣέ ƭƛƴƪ ƻƴ ǘƘŜ [ƛōǊŀǊȅΩǎ aŀƛƴ ²ebsite. 

 

 

 

 

 

 

 

 

 

 


