Ares Work Flow

The Marquette Raynor Memorial Libraries, in compliance with copyright law, initiated the use of the
Ares management software in maintaining all reserve requests. Ares is now the only method by which
professors can make reserve (physical or electronic) requests.

The Ares program allows a professor to request course reserve material easily and efficiently. The
process for submitting course reserve materials into Ares is explained below.
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2. Creating a Class

After your account is created, you will be able to create your class listing within Ares. When logging into
your account, as an Ares Faculty user, you will notice, in the left-hand column, a list of account options.
You will want to first choose “Create a Class”



3. Adding Reserve Items

Now that you've created your account and have entered a class into Ares, you are ready to start adding
reserve items.

1. Inyour Ares account, your newly created class will look similar to this
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1 email notification when a new ite Email subscriptions allow you to receive ar
ow You currently not subscribed. Subscribe N

You will also see a tool bar to the left-hand side of the page, in this tool bar you will see the option to
“Add Reserve Items” under “Instructor Class Tools”

= |nstructor Class Tools

4+ Clags Home
+ Edit Class

+ Cross Listings
+ Delete Class
+ Clone Class

oo Dlazs Proge Hears L0
el R Ty

o TR S i ety
- VE RS

_ ot
St L

2. Choose “Add Reserve Items”
3. This will bring up format options as seen below:
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a. Choose “Article” if you would like to place an item on reserve that comes from a URL
link, a physical periodical that exists in the MU library or if you have a copy of an article
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b. Choose “Chapter” if you would like an excerpt copied and scanned from a book or if you
plan on dropping off your own previously copied excerpt
i. This will bring up a data entry page in which you must enter information into all
fields with an asterisk
ii. At the bottom of this page, choose one of the following radio buttons on how
the reserve item will be supplied; then hit “Submit Item”

c. Choose “Book” if you would like an entire physical book or video — that is in the MU
Library, your personal copy, or through acquisitions - placed on reserve
i. This will bring up a data entry page in which you must enter information into all
fields with an asterisk
ii. At the bottom of this page, choose the following radio button on how the
reserve item will be supplied
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O Please have library staff pull the material off the shelves

O Please consider this item for purchase and make it
available to my students through course resernes

Then hit “Submit Item” at the bottom of the request form.
After hitting “Submit Item” another page will appear with the details of the requested item. It
will look like this:
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6. If you would like to view, edit or delete the



4. Full Proxy User/Class Proxy User
Proxies within Ares allow professors to assign individuals the permission to manage their class or entire



5. Cross Listing

Cross Listings — if a class is referred to by more than one Course Number, Class Name, Section/Class
Number, or is shared between more than one department a user can add cross-listings so their student
users will have an easier time finding the class.

1. Inorder to cross list a class, choose a currently active class or am Upcoming Class under your
user Account and click on it

2. On the left-hand side under “Instructor Tools” choose “Cross List”

3. This will bring up a data entry table, fill out the information which pertains to the course you
would like to cross list and click “Add Cross Listed Course”

4. Your class is now cross listed

6. Previous Classes and Upcoming Classes

Once you have built up classes and items in your Ares account, it will be helpful to be able to go back
throughout this archived information using the “Previous Classes” option and plan future semesters.
Likewise, by using the “Upcoming Classes” option you will be able to look ahead to classes that you have
created for future semesters and add, edit or delete items before they are available to students.

A user can look at Previous and Upcoming Classes by clicking “Main Menu” for the current classes.
“Previous Classes” and "Upcoming Classes" are viewed under the Instructor Tools or by
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This will bring up a list of your classes that are or have been active previously in Ares.

Click on the course that you would like to clone

On the left-hand side of the page under “Instructor Class Tools” choose “Clone Class”

You will see the following table. Don’t forget to change the “Class Semester” field, then hit
“Clone Class”

Clone class: Learning Ares * Indicate:

New Class

Learning Ares “Class Name

nn? “Course Number

NOTE: You will be prompted to enter a class password for a cloned course even though the class
was assigned a password for a previous semester. Please enter a new password.

Your course will now appear when you log into Ares or under “Upcoming Classes” in the
Instructor Tools Menu depending on which semester it is slated for. (i.e. if it is for the fall 2008
semester and you are cloning it during the fall 2008 semester, the former location, if it is for the
spring 2008 semester and you are cloning it in the fall 2008 semester, the latter location)



