
Instructions for Faculty adding reserve unit as “Course Builder” 
 

1. Click on Control Panel   
 
      
2. Click on Enroll User  
 

 
2. Search for reserve unit.  “Reserve” is last name, library name is first name.  User 

name is name of library.reserve.  Example: mann.reserve. (NOTE period between 
library name and reserve.)  Click ok. 

 

 
3. Add library by clicking on add button, then click on submit.  

 

 
 
 
 



 
 
A response will return that the library has been added with role as student.  Click ok.   
Continue with next steps to change library to Course Builder role.  
 

 
 

4. At Control Panel, click on List / Modify Users 
 
 

 
5. Search for library. Click on Properties.  
 

 
 



 
 

5. At “Role and Availability”, click on Course Builder.  Click on Submit.  
 

 
 

6. Check confirmation message.  Click OK. 

 


