How to submit a Media Course Reserve List
1. Go to https://library.tulane.edu/locations/digital-media-reserves
2. Download a blank copy of the Excel spreadsheet.

a. Click the link https://library.tulane.edu/sites/default/files/media-
files/MediaSvc/Document%20Files/media_reserves_form.xlsx

b. In the pop-up dialog, click “Save”

c. Please note where you have saved the file, you’ll need to find it again in Step 6.
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Introduction

During the 2020 pandemic, the physical media reserves program was transformed into a fully digital program in order to meet new public health and safety needs without
«compromising the library's and the University's core mission of teaching and learning.

Looking ahead towards new pedagogical approaches that blend new ways of teaching and learning developed over the course of 2020 with traditional teaching and
learning methods, Media Services is excited to now offer three media reserves models

« Digital (preferred) - Whenever possible, digital streaming licenses will be purchased for films that are intrinsic to the pedagogical methods and needs of a class. If a
film is only available via commercial platforms, the Library will provide that information. In cases where no legal streaming edition is available via academic or
commercial platforms, the Library will then digitize a physical DVD in the library’s collection and make a streaming version available to students enrolled in the class
via Canvas for the duration of the semester.

= Physical (preferred) - Physical DVDs will be placed on reserve at the 6th floor Service Desk. Students may view the films for a loan duration selected by the requesting
faculty member (3 hour or 4 hours in the library, 1 or 3 days outside of the library). Faculty may check out a reserve film from their list overnight regardless of loan
duration.

« Blended - Whenever possible, digital streaming licenses will be purchased for films that are intrinsic to the pedagogical methods and needs of a class. When
academic licenses are not available, the DVD will be placed on physical reserve

Submit a Request & Guidelines

Guidelines Instructions for Submitting a Request
In preparing a Media Reserve Request form, faculty are urged to consider 1. Read the Guidelines for a full description of expectations.
the planned used of a film relative to Fair Use and the TEACH Act. 2. Download and complete the Media Reserves Excel Worksheet (fac

are using the same list as previous years need only update the course
information and resubmit via the form below)

3. Complete the submission form below (be sure to upload your completed
‘Worksheet) and click the Submit button.

All media reserve requests

o Must be required viewing for a course;
« Must support the core pedagogical goals and methods of the course.

3. Openin Excel. Please note, this form requires the use of Microsoft Excel which is available to all

students, staff, and faculty through the Tulane University Software Distribution Center.

4. Fill out your information in the first box that starts with the line “Instructor’s Name:”

a. Please fill out all non-optional fields.

Instructor Information |P|ease fill in your information in the fields below
Howard Tilton

Instructor’'s Name:
mediaservices@tulane.edu
504.865.5642
Communication

Instructor’s Email:
Instructor's Phone (Optional):
Department Name:

Course Name: Radical Futures in Cinema
Course Number: COMM 3800

Section Number: 01

Number of Students (Approx.): 15

Type of Media Reserve (Please choose one): Digital Preferred

Loan Period for Physical Media: Digital Preferred (no loan period neg

b. Please note that the “Type of Media Reserve” is a drop-down list. Please choose only

one option.

Instructor Information Please fill in your information in the fields below
Instructor’s Name: Howard Tilton Type of Media Reserve
Instructor’s Email: mediaservices@tulane.edu Digital Preferred
Instructor’s Phone (Optional): 504.865.5642 Physical Preferred (DVDs, BluRays, CDs, etc.)
Department Name: Communication Blended
Course Name: Radical Futures in Cinema Loan Period Options
Course Number: COMM 3800 Digital Preferred (no loan period needed)
Section Number: 01 3-Hour (in-library use only)
Number of Students (Approx.): "5 4-Hour (in-library use only)
Type of Media Reserve (Please choose one): Digital Preferred ~Day
Loan Period for PhySicaI Media: Pr;s‘\j-cac\.l Preferr;d (DVDs, BluRays, CDs, etc.) ay

Blende

c. Please note that the “Loan Period for Physical Media” is a drop-down list. Please choose

only one option.


https://tulane.onthehub.com/WebStore/Welcome.aspx

Instructor Information Please fill in your information in the fields below

Instructor’s Name: Howard Tilton Type of Media Reserve
Instructor’'s Email: mediaservices@tulane.edu Digital Preferred
Instructor's Phone (Optional): 504.865.5642 Physical Preferred (DVDs, BluRays, CDs, etc.)
Department Name: Communication Blended
Course Name: Radical Futures in Cinema Loan Period Options
Course Number: COMM 3800 Digital Preferred (no loan period needed)
Section Number: 01 3-Hour (in-library use only)
Number of Students (Approx.): s 4-Hour (in-library use only)
Type of Media Reserve (Please choose one): Digital Preferred 1-Day
|Lcan Period for Physical Media: Digital Preferred (no loan period nee| - |Day
Digital Preferred o loan period needed
iﬂgﬁ: E:z::g:g E:: g::ﬁg edia items are typically put on course reserve for the entire
1-Day mester unless otherwise noted. If you have screening dates
3-Day nned for these items, please include them in the notes field.

5. Please fill in the titles and call number in the box with “Title,” “Call Number,” and “Notes” in

the heading

Instructor Information Please fill in your information in the fields below

Instructor's Name: Howard Tilton Type of Media Reserve

Instructor’'s Email: mediaservices@tulane.edu Digital Preferred

Instructor's Phone (Optional): 504.865.5642 Physical Preferred (DVDs, BluRays, CDs, etc.)

Department Name: Communication Blended

Course Name: Radical Futures in Cinema Loan Period Options

Course Number: COMM 3800 Digital Preferred (no loan period needed)

Section Number: 01 3-Hour (in-library use only)

Number of Students (Approx.): 15 4-Hour (in-library use only)

Type of Media Reserve (Please choose one): Digital Preferred 1-Day

Loan Period for Physical Media: Digital Prefer period neq 3-Day
Media items are typically put on course reserve for the entire
semester unless otherwise noted. If you have screening dates
planned for these items, please include them in the notes field.

Media Item Title Call Number Bl Notes (optional)
Born in flames DVD 2009- 0476 https://tulane.kanopy.com/video/born-flames

Sorry to bother you DVD 2018- 0146 screening Sep 27, 2021

Idiocracy DVD 2011- 0013

Metropolis DVD 2011- 0064 https://tulane.kanopy.com/video/metropolis-0

Robocop DVD 2007- 6294 screening Oct 17, 2021, available on Swank until 9/30/2023]
District 9 DVD 2009- 4410

Beasts of the southern wild DVD 2012- 0562

a. Feel free to add any additional information in the provided “Notes” column. Example
notes would include if it’s available on one of our streaming services, Swank or Kanopy,
or specific screening dates for each film.

b. To look up the call number of the film:

i. Please go to https://library.tulane.edu from any web browser.

ii. Click the “Library Catalog” button below the main search bar.
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iii. Type in the title or director (or any other identifying information) into the search

bar.


https://library.tulane.edu/

iv. If there are too many results, you can limit to “Video” or “Sound Recordings”

Sortby Relevance ~

INTERLIBRARY LIBRARY

FEEDBACK DATABASES  NEW SEARCH

LOAN GUIDES

Born in flames

I:\ Oselected PAGE1 30 Results

DIGITAL
REPOSITORY

x

Library Catalog ¥ p

I:\ VIDEO w B
Refine Your Search ~ - Born in Flames.
& ‘_‘: San Francisco, California, USA: Kanopy Streaming 2015
Available Online (4]
. vailable Online (4) Howard-Tilton Memorial Library - 6th floor
Resource Type A Check holdings at Media Services
Online access &
[ Book (20}
D E-Book (1) VIDEO " B
D Sound Recording (6} - Born in flames
=2 United States : First Run Features 2006
Video (3) S
Howard-Tilton Memorial Library - 6th floor
Available at Media Services DVD 2009- 0476
From To
[ 1956 o 2020 S Refine . BOOK " B
B ﬁ Born in flames : termite dreams, dialectical fairy tales, and pop apocalypses
‘/_ 8 Howard Hampton 1958-
Subject A 88l Cambridge, Mass. : Harvard University Press 2007
D Anarchists (1) Howard-Tilton Memorial Library - 2nd floor
[ Btacks (1) Available at Howard-Tilton Stacks PN1995 .H238 2007
[ castro, Fidel, 1926-2016 (1)
Show More OB . ) » B
Feminist Hollywood : from Born in flames to Point break
Author/Creator A Christina Lane
— Detroit, Mich. : Wayne State University Press c2000

Howard-Tilton Memorial Library - 2nd floor

CLEAR APPLY FILTERS

v. The call number is noted after the phrase “Available at Media Services” and will
either start with DVD, M-DVD, M-CD, VideoTape, etc. and will be followed by a
series of dashed numbers, e.g. DVD 2009- 0476 or M-CD 2009- 8291

Available at Howard-Tilton Stacks PN1998.2 .L35 2000

VIDEO
Born in flames
- &

e ‘—: United States : First Run Features, 2006

Available at Media Service

6. Save the file, preferably with your name, the course number, and semester as the file name.

7. Upload the reserve form to: https://library.tulane.edu/locations/media-reserves

a. Fillin the identifying information fields on the website

b. Then, click the button that says “Browse”
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Submission Form

Course Information
Semester Needed on Reserve
Fall :

Instructor's Name

Howard Tilton

Instructor's email address

mediaservices@tulane.edu

Course Reserve Sheet

Please submit your Media Reserves Worksheet below. You can download the Excel worksheet here.

Upload Files

| Browse... | Mo file selected.

One file only.
40 MB limit.
Allowed types: xls, xlsx

Given limited availability during heavy times of use, we strongly advise your students to view media reserves in a timely manner throughout the semester. Further delays at
media reserve circulation may be avoided if your students come prepared with a call number. We encourage you to include call number information on your viewing lists. If
you would like further assistance in identifying DVD call numbers please feel free to contact lisa Hooper via email (lhooperl@tulane.edu).


https://library.tulane.edu/locations/media-reserves

c. Locate the Excel file you just created and click “Open”

d. Click the button that says “Submit”

Course Reserve Sheet

Please submit your Media Reserves Worksheet below. You can download the Excel worksheet here.

& File Upload
Upload Files
« v A s Network 3 tulanelocal » library » HT Music & Media » Daily Operations » Reserves ~ ®| | Search Reserves
| Browse....| No file selected. Organize ~  New folder - @ @
One file only. "  Name Date modified Type
40 MB limit. # Quick access | media_reserves_form 6/29/2021 11:33. AM  Microsoft Excel W .
Allowed types: xls, xlsx. [ Desktop - @ Personal Reserve DVD labels Microsoft Word D... 14 KB
3 Downloads # B3] ReservesStats Microsoft Excel W % KB
. Streamin Microsoft Excel ¥ 21KB
R i i ilabili P i Documents @ g
Given limited avallablllty durlng heavy times of use, v [ v @Tl\tonHowantCOMMMﬁMedlaRasew... 6/30/2021 S:44 AM Microsoft Excel W... 1,098 KB
media reserve circulation may be avoided if your stu
i i . o File name: \m nHoward_COMNM3800_MediaR Form_Fall2021 ~| | AllFiles
you would like furgller assistance in identifying DVD




