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How to Make a Reserve Item Inactive  

Click on “Go” and “Course Reserves”, or type the number 5 or you can scroll 
down the bottom of the side tool bar and click on “Course Reserves.” 
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You will have to click on the dropdown menu under “Index” to type the name of 
the teacher or the course number.   
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At this point you would either chose to put in the teacher’s name or the course 
number.  I chose “Bongiorno.”  Press Enter or Click on Search to bring up the 
teacher’s information.   As you can see, there are three classes listed under her 
name.  You will have to click on the course you need to change.   

Double click on “EDU 125”, or click on EDU 125 & choose Select to get into the 
account. 
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All her reserve items have a status of Active.  We are going to make the items 
Inactive.  In order to change the status, you have to click on the items so the 
“change status” icon will appear.  You can also make an item or a few items 
inactive depending on what is taken off reserve. 
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This box will appear after you click the “change status” icon.  You want to click on 
the button just in front of the word “Inactive.” 
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You would click the “Inactive” button, and click “OK.” 

 

 



Appendix E 7 

 

 
 

You will receive a message that your operation was a complete success.   
Click “OK.” 

 

 



Appendix E 8 

 

If the teacher has any items still active, you would be finished.  However, if all the 
items for that teacher’s course are inactive, you need to suppress that course as 
well.  This will make sure it does not show up in the course reserve without items 
attached to it (See below).  First, you would click on the “edit” icon to get to the 
teacher’s account information. 
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Once in the account, you would double click to the right of “Course Code 3.”  
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This will bring up the next screen with two options.  You want to click on the 
“Suppress,” and click “OK.” 
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This will suppress the teacher’s account, so it does not show up in the course 
reserve catalog.  Click on “Save,” and “Close.”  

 

 

You want to double check your work by checking the course in the “course 
reserve,” section on the library website.  You should not see a listing for Laurel 
Bongiorno under EDU 125.   
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