
HOW TO ACCESS ELECTRONIC RESERVE FILES 
 
 
 

1. Go to the Rice Library Web Page.   (http://www.usi.edu/library/index.asp) 
 

 
 

2. Look for the heading CATALOG and click on it. 
    
 Then click on Course Reserve. 
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3.   Click on the arrow to the right of the word instructor and find your 

instructor’s name and click on it to bring it into the box. You may want to 
add the course number to narrow a search since a faculty member may have 
multiple courses. Click on the arrow to the right of Course and choose the 
correct number.  Then click on SEARCH. 

 
 

 
 

4. A screen will appear similar to the one above.  All of the electronic items 
begin with e-item. Choose the title you want and click on it. 
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5. You will then click on Click here to view or Click here to view database link. 
 

 
 
6. A box will appear on the screen asking for USERNAME AND PASSWORD 

if it is a scanned item.  You will need to type in the username and password 
that was given to you in class by your professor and click on OK.  The system 
is case sensitive so make sure you type it exactly as it was given to you. 

 
7. The system should then load the file onto your PC.  The files load using 

Acrobat Reader, which is a free software program.  It can be found at this 
web address:  www.adobe.com/products/acrobat/readermain.html 

 
8. If the statement says “Click here to view database link” this will take you 

directly to a database durable/persistent link to an article.  You may have to 
click another button to get the pdf or full-text article to appear. 

 
9. If you need any assistance you may call the library.  464-1907 or 464-1913. 
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