
HOW TO: upload with eReserve 
_________________________________________________________________________________ 

MOODLE first STEPS: 

1. Log in to Moodle. 

2. Choose Home at the left. 

3. Search courses by code or faculty etc. 

 

4. Select a course 

 

5. Turn editing on. (Right hand side of screen) 

 



 

Either click Resources on top menu or scroll to the Resources section of the course page. 

6. At the bottom of this section click on ‘Add an activity or resource’ in the bottom right 

corner. 

 

 

7. Select ‘eReserve Plus’ 

 

8. Put the Activity name as Readings (or your preferred name) and then click on ‘Save 

and return to course’ 

 



 

eReserve: ADDING A RESOURCE TO THE UNIT 

When you want to add a reading you click on the reading list which opens eReserve inside of the 

Moodle page. 

 

 

1. Then click on the first button (Is a star in the above photo but can say add a file) and then 

select what you are adding – this could be:   

 a file existing in ereserve,  

 a new journal article that you have as a file,  

 a book chapter etc. 

2. This example is of adding a Book. All fields with a * need to be filled in.  Only select Required 

reading if it needs to be read by all students as it is counted by Copyright Agency X the 

number of students enrolled in the course. 

 

 



 

3. ‘Locate’ will prompt the librarian to find the article/chapter. File is when the article/chapter 

has been scanned and is available (supplied by lecturer or librarian), Link is when you would 

add the permalink.  Always add paginated and the numbers.  If you have a clean scanned 

copy click on file and search for the file and select.  

 

NOTE: You may add as much information as you want but students only want access to the article 

and reference details. 

You need to scroll down the page when adding details in moodle. 



 

 

4. Once all details are entered you can click Submit at the top to receive this message. 

 

It is the same principle for books chapters/articles, just work your way through the information and 

library staff will check information is correct and locate the document if necessary and approve. 

 

 

DUPLICATING A READING LIST 

It is possible to Duplicate a reading list to save adding each reading in to each different course. 

1. Go in to the course that you want the readings copied INTO.  Select the Readings link in the 

moodle page,  and click on the first icon in the top line and click on new list. 

 

 



 

2. Either choose the predefined (by semester) or custom your own dates) and click next 

 

3. Choose a unit and reading list if known and click All to add each reading or select each 

individual required reading and click next, and then if the list is populated as you wanted you 

can click on create. 

 

 

 



 

4. Those readings are now in the new course for the selected semester.

 

 

 

 

 


