Ares Faculty Guide: How to clone or cross list acourse

Cloning

If you used the E-Reserves system for any previous semester and you are teaching the same course again this
upcoming semester, you are able to clone your previous course reserve items into the new course. By cloning
a previous course, you are given the option to clone all or some of the items into the new course. Any books
placed on reserve at the Library will also be listed in the new course, but you will need to bring the physical
materials back to the Library or request that they are pulled from the shelves. Be advised that course items
still will be reviewed by Reserve Staff to ensure they follow Copyright Guidelines.

Note: Your current students will not be able to view course materials until the previous course is cloned.

1) To view your archived courses, click Archived Courses located on the Main Menu page.

= Main Menu

= |pstructor Tools

+ Create a Mew Course
« Current & Future

C w Archived Courses >

= Ares Tools

+ Edit Profile
Information

+ Change Password

+ My Ares EMails

= Switch to Student
Mode

= Logoff facultytest

Note: Before cloning, take a look at your Ares course list and evaluate your class reserve materials for
the class. If you do not need an item in an upcoming semester, please refrain from cloningit.
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2) Select the course you would like to clone and then click Clone Course located under the Instructor
Course Tools list.

FORDHAM UNIVERSITY

THE FESHIT UNIVERSTTY QF NEW YQRK

ARES Electronic Reserves

= Main Menu Archived Courses

= Instructor Tools Semester/Term Course Number Course Name

+ Create a New Course Spring 2015 PHIL3000 Philosophical Ethics

+ Current & Future Eall 2014 PHIL3000 Philosophical Ethics
Courses

+ Archived Courses Fall 2014 PHIL3001 Philosophical Ethics

Fall 2013 PHIL3001 Philosophical Ethics

Ares Tools

+ Edit Profile Information
» Change Password
» My ARES E-mails

= Switch to Student
Mode

= Logoff facultytest
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3) Choose the semester you will be teaching this course again, and indicate which items for the cloned
course should be included by clicking on the box beside each item.

« Main Menu

« Instructor Course Tools

« instructor Tools
« Creawe 3 New Course
Currenta Futire

« Ares Tools
» EgitProtie
nHmason
« Change Passaord
« My Ares E-mais

o Switch to Stugent
Mode

o Logoff facuitytest

°

o

°

Clone course: Philosophical Ethics * naicates required 210

New Course

Please enter the new course name, numbar and password for the future semester when this course will b2 taught again. You can madify any of the fields below, if
necessary, 1o refiect changes 1o the course information, including atwhich campus the course will be taught for the future semester selecied

*Course Name Philosophical Ethics
*Course Number PHIL3001

Section Number/Course Number
*Instructor Guide, Faculty
*Department Philosophy (PHLL) v
"Course Semester Fall 2015 v
Choose the semesier when yOu Will De teaching NS Couse spein

Course URL

Course Description

4

"Course Password fest

Piesse creste 3 new D& WOT % e CI0neC COuse Dage

Default Pickup Location for Physical ltems Walsh Library v
Clone Item Tags ’

Please review your list of readings and uncheck any items you will not be using for this
course in a future semester.

Please note that all items on this course page will not be deleted, even if they are not cloned at this time. This
course page and all of its contents will remain available to you as an Archived Course on your Main Menu in
Ares.

In determining which items to clone, please review each document to ensure that:

it meets copyright guidelines;
itis being used for educational and teaching purposes;
and, its content is relevant to the cloned course page.

You can view the onginal inactive dates for documents on your cumrent or archived courses if it helps determine which items you wish to clone fora

future semester.

Unchack All | Chack Al

Reserve Materials to Clone

Title Author Start Date Stop Date

| 12312015 ]

@ | g oumuorrsiocophy. . . |SWsokduisigtn | EROTS

# | & Piato and the Stoks Long, Aex 222015 | 12312015 o)

4) Click Clone Course to clone the course for a future semester. If the future semester has not yet
started, the cloned course can be found by clicking on Also View Upcoming Courses under the
Main Menu screen. Once selected, both current courses and upcoming courses will be listed.
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Cross Listing

If you have a course that is cross listed (i.e. more than one course number, course name, or department using

the same materials), you can add across-listing.

To cross list a course:

1) Choose a currently active course or an upcoming course under your user account.
2) Under Instructor Course Tools (left-hand side of page), click Cross Listings.

= |nstructor Course
Tools
+ Add Reserve [tems

+ Course Home
» OLINsE

iTeaching/Graduate
Assistants)

s Authorized Users
(Students Enrolled)

+ Reserve [tem
Statistics

+ Export Course Info

+ Clone Course

Fordham University Libraries 4



3) Complete the data entry table and click Add Cross Listed Course whendone.

FORDHAM UNIVERSITY ppeg Efectronic Reserves

PHEE (B ES U

NIV ERSTTY OF NE ORK

= Main Menu

= [nstructor Course

Tools

+ Add Reserve Items

+ Course Home

+ Edit Course

+ Cross Listings

+ Course Proxy Users
(Teaching/Graduate
Assistants)

+ Authorized Users
(Students Enrolled)

+ Reserve ltem
Statistics

+ Export Course Info

+ Clone Course

= Instructor Tools

+ Create a New Course

+ Current & Future
Courses
+ Archived Courses

= Ares Tools
+ Edit Profile
Information
+ Change Password
+ My Ares E-mails

= Switch to Student
Mode

= Logoff facultytest

Cross Listings

If this course is cross listed. you may add the additional departments and course numbers below. This will enable students to find this course using the alternative
departments and course-numbers

Course Details

PHIL3001 Philosophical Ethics()
Fall 2015

This course is also cross-listed as the following:

Currently this course is not cross-isted. You may add cross-istings using the form below

Adda cross-listing * Indicates required field
*Cross Listed Department Honors Program (HPRH) v
*Cross Listed Course Number 3000

e.g. PHIL1000
Cross Listed Course Name Philosophical Ethics

{Add Cross Listed Course
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