Ares (Reserves)
Faculty Instructions

Instructors can access the Ares Reserves software in the following ways:
e Bygoingto https://reserves.lib.wvu.edu
e Onthe WVU Libraries’ home page (https://library.wvu.edu) select Course Reserves in the
drop-down list under Find and Borrow.
e Onthe WVU Portal page for faculty (https://portal.wvu.edu/faculty) click Reserves: Library
in the Course Management section

Log in using your WVU Login. On the left side you will see the following menu options:

Logoff
Switch to Student Mode: Enables instructors to see the student view of the course
= Main Menu
= Instructor Tools:
e Previous Courses: View your past courses and items (this will not be available until a
history of classes has been created in Ares)
e Upcoming Courses: Displays courses from the current semester. Courses for the next
semester will not be displayed until about a month before the semester begins.
Shared List Tools
o Create a New Shared List: Instructors who are adding reserve items to use across
multiple courses might benefit from creating a shared list. tems on a shared list can be
easily imported to multiple courses and can be shared through departments and
between instructors.
e View Shared List: Allows access to created Shared Lists.

To View or Add Material:

When you click Main Menu or Upcoming Courses, you should see your classes listed like the
image below. To view what materials are on reserve or to add material to a class, click View
Course in the left-hand column by the course number.

Main Menu

Choose an option from the choices below.

Current Courses

Course Section Name Reserve Items
Search Course Search Name Search Reserve ltems
EXPL 123 Course Example 0 items available.

1 total items.

View Course EXPL 456 Course Title 0 items available.
0 total items.



https://reserves.lib.wvu.edu/
https://library.wvu.edu/
https://portal.wvu.edu/faculty

The left side of the screen will now display Instructor Course Tools:

Course Home

¢ Add Reserve Items: Click this to open a page with icons displaying different types of
course materials (image below). Under What would you like to place on Reserves?, select
the type of material to be added to Ares. Fill out the necessary information and click Submit
Iltem to complete the request.

Logoff

Switch to Student
Mode

Main Menu

Course Details

EXPL 123 Course Example
Fall 2024

Instructor Course
Tools
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Book eBook

=

Article

7

Audio

Q>

DVD

LA

Chapter

o

File Upload

]

Streaming Video

+ Upcoming Courses

Shared List Tools
+ Create a New Shared

Or would you like to import from a current or previously taught course?

Current and Previous Courses

List
+ View Shared Lists Semester Course Course Name Reserve Items
Search Semester Search Course Cadle Search Name Search Resernve ltems
Import Items Fall 2024 EXPL 123 Course Example 0 items available.
View Course 1 total items.
Import Items | Spring 2024 EXPL 304 Intro to Course 0 items available.
View Course Title 1 total items.

Orwould you like to apply a shared list to this course?

Instructor Shared Lists

No Shared Lists found.

Department Shared Lists

No Shared Lists found.

To import an item from a previous course:

e Inthe section Or would you like to import from a current or previously taught
semester?, find the class/term from which the items need to be imported.
e Click Import Items on the left of the class you want to import the items from.

Or would you like to import from a current or previously taught course?

Current and Previous Courses

Semester

Search Semester

Course

Search Course

Course
Code

Name
Search Mame

Reserve Items
Search Resemve ltems

Import Items Fall 2024 EXPL 123 Course Example 0 items available.

Vie urse 1 total items.
Spring 2024 EXPL 304 Intro to Course 0 items available.

T — Title 1 total items.

e Thiswill display the items that were on reserve for that class. Select the items you would
like to import.
e SelectImport Items at the bottom of the page.




Item Queue: Requests move through Ares/reserve processing in Status Queues that show
various stages in the workflow.

o Awaiting Acquisitions Fulfillment: Materials for which a purchase request has been sent
to the Libraries' Acquisitions unit

o Awaiting Acquisitions Notification: Materials which may be purchased but for which
additional research is needed first

e Awaiting ILL Processing: Materials for which a request has been submitted to Interlibrary
Loan

e Awaiting Purchase: Purchase requests initiated by faculty needing library liaisons review
before purchase

e Awaiting Recall Processing: Materials that are checked out and for which arecall is
needed

o Awaiting Reserves Processing: New requests awaiting staff processing

o Awaiting Review by Staff: Electronic items submitted by faculty that must be reviewed by
staff before being made available to the course students

e Awaiting Scanning: Materials that need to be scanned

o Awaiting Stacks Searching: Materials that need to be retrieved from the library stacks

o Awaiting Supply by Instructor: Materials that will be provided by the instructor

e In Recall Processing: Materials for which a recall has been sent

e |n Stacks Searching: Materials which staff are actively retrieving from the stacks. Once the
items are found or not found, they will be made available or cancelled

e Jtem Activation Pending: Materials that have been processed but the semester for which
they are desighated has not yet begun

e Jtem Available at Reserve Desk: Physical items that are currently available to the student

e Jtem Available on Electronic Reserves: Materials that are currently available to the
studentin Ares

e Jtem Cancelled by Instructor: Requests that were cancelled by the instructor.

e Jtem Cancelled by Staff: Requests that were cancelled by staff.

e Jtem Removed from Reserves: Contains item requests from past semesters.

For any reserve issues or questions please contact: ereserves@mail.wvu.edu
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