Adding readings
The following pages cover adding the following types of material to your course readings list:

Books and related resources
Journal articles

Websites

Legal Case

From a file

Find an existing reading
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Add a new reading — Books and related resources

To add a book, ebook, chapter, or report, paper or document select Add from the top menu, then
select New book reading
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Find an existing reading

Fill in the New reading form.
Once citation details are inserted and submitted the details cannot be changed. Please check
capitalization and spelling as the information entered will display in the citation.

Mandatory fields are marked with an asterisk * in red. All other fields are optional but the more you
complete the better. Hover the mouse over the boxes for more instructions.

Details

Reading importance* - indicated by required or recommended. Hover over each icon for more detail.
Notes for library — enter any notes for library staff, this will not be visible to students (e.g. Please put
1 copy in Auchmuty & 1 copy in Central Coast Course Readings collections).

Notes for students — enter any notes you would like students to see (e.g. This is the required text for
this course).

You've chosen to request the creation of a reading from a Journal. This is intended for Reading importance *

required | recommended
excerpts from journals which can be a couple of pages, a whole article or a whole journal. All

you need do to complete the form is to fill in the required fields with the mosi accurate
information available then click on the submit button and your request will be created. (NB: if .
Motes for library

you choose to provide a file then it will be reviewed by Copyright Staff prior to release to Core text. Add library location(s) the textbook needs to be added
your students.) to the course readings collection.

Notes for students
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Source Document

Enter as much detail as possible about the book, all mandatory fields are marked with *
Enter the Book title.

Enter the Publisher, Author(s), Year published, Edition and ISBN if applicable.

Reading
Select a Genre from the drop down menu, e.g. Whole book
Reading title when requesting a Whole book leave this field blank
Author(s) can be entered as people or organisations, select the appropriate option. When entering
people’s names enter surname, first name and a comma and space in between subsequent authors.
Kind

e File: select to upload a PDF, this will then be sent to Library staff for approval.

e Link: select to insert a web link (URL) to a book. This will automatically be made available.
Print book — use the ‘Permanent link for this record’ option from the Library
catalogue (right click and copy the link).

Ebook — You can use either ‘Permanent link for this record’ from the Library
catalogue, or add the direct access link to the ebook itself.
Note that links to ebooks should only be taken from the Library catalogue/databases to
ensure that the UON network login is included in the link. Links from Google Scholar will
usually not provide working links — see the following example for details:

Preferred link (includes university proxy — students will be able to login and get free access):
https://link-springer-com.ezproxy.newcastle.edu.au/book/10.1007%2F978-2-8178-0169-8

Incorrect link (taken from Google, so has no university proxy — students will be asked to pay
for access): https://link.springer.com/book/10.1007%2F978-2-8178-0169-8

e Locate: select this for Library staff to locate a copy of the book on the shelf for you. If you
are not sure which option to choose, this is also a good choice.

Pages - select N/A

. Source Document . Reading

TTsiciz Essential study skills: The complete guide to sucoess at university Sancz Whole Book

Reading file *
Publisher cacE eading fitle

. . kKind *
Author(s) * & a0 File

Bums, Tomn, Sinfield, Sandra people organisation Link Locate

Year published * I ; :
‘ear published 2012 Pages * WA | Unknown Paginated Mot Paginated | Graphic

Pubdication Date

Sacton i@

Saris Chapter numiber

Series title

Editar{s)

Place

“ielume

Edition

Total pages

Identifiar

Mone ISEM EISEN SEM EISSN

STE 1445203255

llustrator

Translator

Abstract

Dol
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https://link-springer-com.ezproxy.newcastle.edu.au/book/10.1007%2F978-2-8178-0169-8
https://link.springer.com/book/10.1007%2F978-2-8178-0169-8

Submit
Once all details have been entered click - .Your request will then be placed into the
Ungrouped readings folder.

@ Ungrouped readings
o I T - o-

(Bums & Sinfield, 2012) Essential study skills: The complete guide to success at university
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Add a new reading — Journal articles

To add a journal article select Add from the top menu, then select New journal reading
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Fill in the New reading form.
Once citation details are inserted and submitted the details cannot be changed. Please check
capitalization and spelling as the information entered will display in the citation.

Mandatory fields are marked with an asterisk * in red. All other fields are optional but the more you
complete the better. Hover the mouse over the boxes for more instruction.

Details

Reading importance®* - indicated by required or recommended. Hover over each icon for more detail.
Notes for Library — enter any notes for library staff, this will not be visible to students (e.g. / have a
print copy if required).

Notes for students — enter any notes you would like students to see (e.g. Read this article before the
lecture in Week 4).

You've chosen to request the creation of a reading from a Journal. This is infended for Reading imporiance *
excerpts from journals which can be a couple of pages, a whole article or a whole joumnal. All

you need do to complete the form is to fill in the required fields with the most accurate

information available then click on the submit bution and your request will be created. (NB: if

you choose to provide a file then it will be reviewed by Copyright Staff prior to release to

your students.)

required | recommended

Notes for library

Motes for students Please read before week 4|
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Source Document

Enter as much detail as possible about the journal, all mandatory fields are marked with *
Enter the Journal title.

The Publisher field is required if adding a file, if entering a link put NA in this field.

Enter the Volume, Year published and Issue.

Reading

Select a Genre from the drop down menu

Reading title enter the article name here, remember that information entered here will determine
how the citation is displayed.

Author(s) can be entered as people or organisations, select the appropriate option. When entering
people’s names enter surname, first name and a comma and space in between subsequent authors.

Kind

File: select this to upload a PDF, this will then be sent to Library staff for approval.

Link: select this to insert a direct link to an article in a database. This will automatically be
made available.

Note that links to articles should only be taken from the Library catalogue/databases to
include the UON network login. Links from Google Scholar will usually not provide working
links — see the following example for details:

Preferred link (includes university proxy — students will be able to login and get free access):
https://link-springer-com.ezproxy.newcastle.edu.au/article/10.1186/1742-4690-10-108

Incorrect link (no university proxy — students will be asked to pay for access):
https://link.springer.com/article/10.1186/1742-4690-10-108

When linking to PDFs/full-text articles from the Library catalogue, look for the ¢ Permalink

icon on the RHS menu — this will provide a suitable link for use in Course Readings.

Locate: select this if you do not have a copy or link and would like Library staff to find the
article.

- Source Document . Reading

Jomel e Teaching Science: The Journal of the Australian Science Teachers Care™ Journal Article x v

Publisher * Reading title * Enhancing scientific literacy by targeting specific scientific skills
Volume ~ 6 Author(s) * people  organisation
Year published * 2017 Hicks, Sylvia, MacDonald Shane, Martin Ela

lssue 3 Kind *

File | Link | Locate

Jurisdiction

Number @

Short Title Pages = N/A | Unknown | Paginated = NotPaginated | Graphic
Season 26.37
Quarter Section @

Publication Date Article date

— Editor(s)

Total pages 12 Translator

Identifi Article number
enther None | ISBN | EISBN | ISSN | EISSN

Abstract
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https://link-springer-com.ezproxy.newcastle.edu.au/article/10.1186/1742-4690-10-108
https://link.springer.com/article/10.1186/1742-4690-10-108

Submmit
Once all details have been entered click - . Your reading will then be placed into the

Ungrouped readings folder.

[ @ Ungrouped readings m
- cDeEE olea D ¢

(Hicks & MacDonald Shane, 2017) Enhancing scientific literacy by targeting specific scientific skills.
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Add a new reading — Websites

To add a website select Add from the top menu, then select New website page

Note that for YouTube videos, online images, etc., you should choose ‘New visual reading’. The
website template is set up for ‘standard’ web pages.
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Fill in the New reading form.
Once citation details are inserted and submitted the details cannot be changed. Please check
capitalization and spelling as the information entered will display in the citation.

Mandatory fields are marked with an asterisk * in red. All other fields are optional but the more you
complete the better. Hover the mouse over the boxes for more instruction.

Details

Reading importance* - indicated by required or recommended. Hover over each icon for more detail.
Notes for Library — enter any notes for library staff, this will not be visible to students (e.g. | have
checked the terms and conditions of this site and it is able to be communicated).

Notes for students — enter any notes you would like students to see (e.g. This site will be useful when
completing Assignment 3).

S _

You've chosen to request the creation of a reading from a Journal. This is intended for Reading importance =

required | recommended
excerpis frem journals which can be a couple of pages, a whole article or a whole journal. All

yeu need do to complete the form is to fill in the required fields with the most accurate
information available then click on the submit button and your request will be created. (NB: if
you choose to provide a file then it will be reviewed by Copyright Staff prior to release to
your students.)

Motes for library

Motes for students This will be useful when completing assignment 3|
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Source Document

Enter as much detail as possible about the site, all mandatory fields are marked with *
Enter the Website title, Publisher and Year.

Reading

Reading title: enter the site or page name here
Author(s) can be entered as people or organisations, select the appropriate option. When entering
people’s names enter surname, first name and a comma and space in between subsequent authors.
Release date enter the date the web page was created.
Kind: select Link to insert a web link (URL).

Pages — select Unknown

Bl Source Document Reading

Website title *

HealthTimes
Publisher * HealthTimes
Publication date 24/05/2017
Short Title
Series Title
Place
Volume
Edition
Year published 2017
Total pages
Identifier None | ISBN | EISBM | ISSN

Once all details have been entered click

Ungrouped readings folder.

@ Ungrouped readings

active [

(Keast, 2017) Nutrition for the modern aged care resident

Reading title *

Author(s) *

Release date *

Kind *

Pagss ®

Editor(s)

Article number

f— Abstract

Dol

Course Readings — Add Readings.

Nutrition for the modern aged care resident

Keast, Karen

people organisation
2410512017
File Link Locate
hitps://healthtimes com.au/hub/nutrition-and- -
hydration/d2/research/kk1/nutrition-for-the-modem-aged-care- .
resident/2587/ <
NIA Unknown Paginated Mot Paginated Graphic

.Your request will then be placed into the

@ @ |c [fcl) ¢
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Add a new reading — Legal case

To add a reported judgment select Add from the top menu, then select New journal reading.
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Fill in the New reading form.
Once citation details are inserted and submitted the details cannot be changed. Please check
capitalization and spelling as the information entered will display in the citation.

Mandatory fields are marked with an asterisk * in red. All other fields are optional but the more you
complete the better. Hover the mouse over the boxes for more instruction.

Details

Reading importance* - indicated by required or recommended. Hover over each icon for more detail.
Notes for Library — enter any notes for library staff, this will not be visible to students (e.g. | have a
print copy if required).

Notes for students — enter any notes you would like students to see (e.g. Please read before week 4
lecture).

You've chosen to request the creation of a reading from a Journal. This is intended for Reading importance *
excerpts from journals which can be a couple of pages, a whole article or a whole joumnal. All
you need do to complete the form is to fill in the required fields with the most accurate

required recommended

information available then click on the submit button and your request will be created. (NB: if (e e
you choose to provide a file then it will be reviewed by Copyright Staff prior to release to

your students.)

Motes for students Please read before week 4|

Source Document
Enter as much detail as possible about the case, all mandatory fields are marked with *

Enter the full title of the law report series in the Journal title field.

The Publisher field is required if adding a file, if entering a link put NA in this field.

Enter the Volume of the law report (ignore the warning in the orange box) and the Year published.
Enter the law report abbreviation in the Short Title field.
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Reading

Select Legal Case from the Genre drop down menu
Reading title enter the party names of the case.
Author(s) select the people option.

Kind

File: select this to upload a PDF, this will then be sent to Library staff for approval.

Link: select this to insert a direct link to an article in a database. This will automatically be
made available.

Note that links to cases should only be taken from the source databases so that they
include the UON network login**. Links from Google Scholar will usually not provide
working links — see the following example for details:

Preferred link (includes university proxy — students will be able to login and get free access):
https://www-westlaw-com-
au.ezproxy.newcastle.edu.au/maf/wlau/app/document?docguid=1390ec62087b711el8eefa
443f89988a0&tocDs=AUNZ CASES TOC&isTocNav=true&startChunk=1&endChunk=1

Incorrect link (no university proxy — students will be asked to pay for access):
https://link.springer.com/article/10.1186/1742-4690-10-108

**The exception to this is Lexis Advance Pacific which will not include the university proxy in
the URL; however it will include a permanent link — see following example for details:

https://advance.lexis.com/api/permalink/615bc331-697a-4680-bfa6-
ca761fe36433/?context=1201008&federationidp=MVXHCK52123

Locate: select this if you do not have a copy or link and would like Library staff to find the
case.

,@w Source Document

Journal fitle

Publisher =

Volume *

Industrial Reports Genre * Legal Case x =

Law Book Reatkag Bile* Allied Express Transpori Ply Ltd v Owens

- Author(s) * people organisation

hitps:fhwww-westiaw-com-au ezproxy newcastle edu au/mafiwlau/e

Kind = File Link Locate

Year published * 014

Issue

Jurisdiction

Number @

Short Title

Season

Quarter

Once all details have been entered click

£

Pages MIA Unknown Paginated Not Paginated Graphic

Section @

Article date

Editor(s)

.Your request will then be placed into the

Ungrouped readings folder.
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Add new readings from a file

Reading lists can be imported from a RIS file created from citation management software such as
EndNote, Mendeley or Zotero.

To upload a RIS file select Add and Readings from file.
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Select a file to upload.

(S UNIVERSITY LIBRARY
el COURSE READINGS

@ Citation Disclaimer @ Help Logout

21/01/2019 - 07/06/2019

Reading importance *

Have a lot of readings to make available to siudenis? Use this option fo create muliiple reguests required recommeanded

from citations generated by your favourite citation application (e.g. Mendeley, EndNote, Zotero,

etc). To start simply export your citations from your citation application in the RIS format then

choose the file and click on submit to begin. Notes for library

‘Your citalions file

testenl Select a file Notes for students

Details
Reading importance®* - indicated by required or recommended. Hover over each icon for more detail.
These can be edited later for individual readings after upload is completed.

Notes to Library — Add any notes to library staff here. These can be edited later for individual
readings after upload is completed.

Notes to students — enter any notes you would like students to see. These can be edited later for
individual readings after upload is completed.
Once complete, click Submit.

Your readings will be uploaded and a confirmation email will be sent to your UON email address.
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Uploading readings from file may take a few minutes, depending on the size of your file. If you do
not see your readings, try using the Refresh button on the Course Readings screen (do not use the

browser refresh).

All imported readings will appear in Ungrouped readings.

(SBl UNIVERSITY LIBRARY
sl COURSE READINGS

AusTRATA © Help Logout

© Choose unit

LIBTRAIN29: Library Training 29 Reading List v £ Unit Settings

Summer 1 2018
& Ungrouped readings m
[ecove [ oo elelcl +
(Hicks & MacDonald Shane, 2017) Enhancing scientific literacy by targeting specific scientific skills.
 necds review ] 2 & K3
(*$250m funding boost for malaria vaccine’, 2003) $250m funding boost for malaria vaccine
o P rions] olelalD ¢
(Acciarl, 2014) The Italianization of Bollywood cinema: ad hoc films.
[ neecs review ci ¢

(M Acciari, 2014) The Italianization of Bollywood cinema: Ad hoc films

The icon indicates that essential information about the reading is missing. Please
review the record and provide additional information in fields marked with a red asterisk.

" E
You may choose to either edit or delete the entry using the icons to the right
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Find an existing reading

To add a reading that you know is already in the system (either the Library catalogue/databases or in
Course Readings) select Add from the top menu, then select Find an existing reading

UNIVERSITY LIBRARY
COURSE READINGS

@ Citation Disclaimer @ Help Logout

LIBTRAINS: Library Training 3 [E ReadingLists~ | & Unit Seftings @ Choose unit I

rated Reading List #* Add~ < Movetow & New group @ Export~ @ Hide list 4 student H £ Refresh

Readings from file

DISCLAIMER: The references in this list have been creat ) } #ncing information and may contain style and formatting errors.
Remember to check your references carefully against th Ve journal reading mation and examples in the University of Newcastle Library's
referencing guides MNew book reading

New sound reading

N | readi
[0 @ YUngrouped readings ew visual reading
New website page -kge-d

O @ Additional Readings Find an existing reading (e ﬁ

At the next screen, click on Find

(S UNIVERSITY LIBRARY
vcrl COURSE READINGS

© Citation Disclaimer © Help Logout

Trimester 1 2019 21/01/2019 - 07/06/2019

* Add existing reading

B et st

Reading importance *

‘You've chosen to add an existing reading to your reading list. Existing readings are those that are
fully detailed in your institution’s repositories. To find the right reading click on the 'Find’ bution
above and follow the instructions

required | recommended

Motes for library

Notes for students

This will load the search locations (‘eReserve Plus’ is the platform name for Course Readings)

UNIVERSITY LIBRARY
COURSE READINGS

© Citation Disclaimer © Help Logout

Trimester 1 2019 21/01/2019 - 07/062019

*| Add existing reading - Submit

Reading importance *

Q| Find your reading

Below is the form for the search criteria. To do a search choose the locations you want to search
the type of document you're looking for and some identifying features (aka terms) then click on the
Find button. Once the results come back select one.

required | recommendad

Notes for library
Locations NEWCAT+ Articles % | | eReserve Plus x

Document

Notes for students
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Select the type of Document (e.g. Journal Article)

((_‘ UNIVERSITY LIBRARY
N 3 cou RSE READI NGS @ Citation Disclaimer © Help Logout

Trimester 1 2019 21/01/2019 - 07/06/2019

* Add existing reading

Q" Find your reading @ Back

Below is the form for the search criteria. To do a search choose the locations you want to search
the type of document you're looking for and some identifying features (aka terms) then click on the

Reading importance * required recommended

Find bution. Once the results come back select one
Notes for library

Locations NEWCAT+ Articles % | | eReserve Plus x
Document | Joumnal Article X v bz
Terms Notes for students

Choose your search terms for the journal article

[ »

Choose where to search from the drop-down menu (e.g. Article Title) and then add your search
terms

UNIVERSITY LIBRARY
COURSE READINGS

Trimester 1 2019 21/01/2019 - 07/06/2019

*| Add existing reading - Submit

Reading importance *

© citation Disclaimer Logout

Below is the form for the search criteria. To do a search choose the locations you want to search required recommendead
the type of document you're looking for and some identifying features (aka terms) then click on the

Find button. Once the results come back select one
Motes for library

Locations NEWCAT+ Articles ¥ || eReserve Plus %
Document Journal Article ol .
Terms ARTICLE TITLE: otes for students

it's all abour time

Click Find.
The search will try to locate a match.

If there are insufficient details, you will be prompted to provide more information:

B  Insufficient details in search result

We were unable to create a new reading based on the search result youve selected. You can
choose another result or provide the missing details.

- Provide missing detail € Choose another result

Click on Provide missing detail to continue.
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Where no exact match can be found, the search will show the best matches it can find (shown over
the page).

J UNIVERSITY LIBRARY
hiE- STLE COURSE READ'NGS @ Citation Disclaimer @ Hel Logout

Trimester 12019 21/01/2019 - 07/0672019

* Add existing reading Submit

Below is the form for the search criteria. To do a search choose the locations you want to search, Reading impartance *
the type of document you're looking for and some identifying features (aka terms) then click on the
Find bution Once the results come back select one

required recommended

Motes for library

Locations NEWCAT+ Articles % | [ eReserve Plus x
Document Joumal Article X v #
Temms ARTICLE TITLE Notes for students

t's all about time

Bl Perspective: It's All About Time w @l @

Valenza, 3., & Vasilakos, A V. (2017a). Perspective: It's All About Time. /EEE Transactions on
NanoBioscience, NanoBioscience, IEEE Transactions on, IEEE Trans.on Nanobioscience, 16(4),
309-309. doi-10_1109/TNB_2017 2703843

| ONLINE ocation: EBSCO]

B It's not (all) about the money — supporting wloal g
IPBES through challenging times

Hof, C., Winter, M., Hotes, 5., & Opgencorth, L. (2017). It's not (all) about the money —
supparting IPBEES through challenging times, 3(1). doi:10.21425/F59134700.

| onue R

It is important to note that not all records retrieved this way will necessarily lead to a full-text
resource. You will need to open the reading to ensure that students can access the full-text (and

not just an abstract).

It's not (all) about the money — supporting o @ ®
IPBES through challenging times

Hof, C., Winter, M_, Hotes, S, & Opgenoorth, L. (2017). It's not (all) about the money —
supporting IPBES through challenging times, 5(1). doi:10.21425/F58134700.

Click on the View the reading @ icon to check the reading for full-text access.

Once you are happy that students will be able to access the reading, click on the Select this reading

& jcon.
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(S UNIVERSITY LIBRARY
T COURSE READINGS

© Citation Disclaimer © Help Logout

Trimester 1 2019 21/01/2019 - 07/06/2019

*| Add existing reading E © Back

It's not (all) about the money — supporting oo | @ Reading importance * | raqiireg | recommended
IPBES through challenging times

Hof, C., Winter, M., Hotes, S., & Opgenoorth, L. (2017). It's not (all) about the money —
supporting IPBES through challenging fimes, 9(1). doi:10.21425/F59134700

D

Notes for library

Notes for students

Fill in the:

Details
Reading importance* - indicated by required or recommended. Hover over each icon for more detail.
These can be edited later for individual readings after upload is completed.

Notes to Library — Add any notes to library staff here. These can be edited later for individual
readings after upload is completed.

Notes to students — enter any notes you would like students to see. These can be edited later for
individual readings after upload is completed.

Click Submit to finalise your selection, and repeat as required.

If you have issues locating a full-text record, contact coursereadings@newcastle.edu.au
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