Chapter 13

Cloning in ACRES

I hear people mention “cloning” in ACRES. What is cloning and
how do I clone a form in ACRES?
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Cloning is used to copy information from one proposal to a new blank proposal. It
can be a time saving feature; however, you must use it wisely and with thoughtful
planning or you may have quite a bit of clean-up to do.

First of all, we suggest you print a hard copy of the proposal you want to change.
Once you have chosen the appropriate form, make a copy of the Planning
Worksheet that matches the type of form you will be submitting (page 243). Read
the proposal and write your changes in on the Planning Worksheet.

Next, logon to ACRES and query the proposal you want to copy. This time I want

to find NTR240 and make some changes to it. Here’s one way to query for the
course:

131



Fe Edt Vew Feviies  Tools  Helg 3

Qo - O o] (3] €| o Srrone @3- B LJOE S

ke | ] rttpu: far. ranarhr ong ep-beWabOk TP R TR L0350 L | e B0

Bepors | Downioad Data | Home | Legog
Cropta Subzef | 204 Quenes | Bewew Grou | My Dapes - i Process | My Degls - Aporgved

Sumenary. © 40
Form Type: | -
Daparment | MTF - urikon § Ciakitics -
Date Created ta
Diate Sulbiiited ‘g
Diabe Completad ta!
Fom Dwner
Stz Azgecvad = Filler| AlFoms ”

(G ]

= Summary B
Owner=

Foom Type & Created 85| Submitted & A= fpproved NR = Mesds Revision
Department & Complated 8 X = Hot Approved
Dislrict Chalr of Pragrar Manages
CLASS Office {Cumcuken Butlatin
Molice of Curricuksn Change
Cumicubm Comm Aganda [CLASS)
Curricubrn Commites

Cumicuken Ment
NTR 240 Ciiical Magrtion . Wodfied Cairsa Form 08700008 00012008 teit ST

\isw : Cumicukim CommiTes
By Liss Koahrng TR - Mugrilion ¢ Deates [ rA006
5 o i Diean of Academic Sarices

Bannes infarmatian Syslent
Oufing Managemert
CLASS Office {catakagl
(A5 Mrersehank

0060 2 S S S

(For more information on the Query feature in ACRES, please see page 117.)
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Here’s another way to query. One way is not better than the other. They will both
give you a list with the course you want.

You need to determine which proposal is the most current and clone that one. You
can do that by looking at the dates listed for each proposal under “Created/
Submitted.” These dates reflect the date it was created, submitted, and completed.

X ARES - Mirrosodt it Eaphaner ol e
Fie  EGr Vew Faooites  Tool el a¥
Ou- O B EAG Sme o @ 3-5 B LIOL S

L | ] nttpusiiar banetr ang-boWabo B TS TP F ML 3.0 1 w | Y i

Bepods | Dowrioad Data | Home | Logo
Crapks | S Queners | Revew Grogg | My Dapes - n Process | My Depls - Aporavad

SUIFETIARY. | nir 24

Form Type »
DGW“THH'[ -
Daba Craatad 4]
Diate Submied o
Diabe Cormpleted to
Famm Dener
Stabys | Appeoad = Filtgs: | 20 Foems W
Dun_rg,'_|
Summary B 5 . Form Type B Creafed 8| Submitted © A= Approved MR = Mesds Revision
Chwnar @ Department = Completed = X = Mot Approved
Diistrict Chair of Pragram Manages A
CLASS Office (Comculum Bulating &
Malice af Curricukem Changs A
Cumiculum Comm Aganda [CLASS) &
Cumicubin Commites MR
. - Cumricubem Meantor A
A h | I} | |
e e R N ics Dysusogy | 0" Cumcikm Gommaee A
Diesan of Academic Saraces &
Banner Infarmatian Syslem A
Ciding Managemernt &
CLASS Office (catalogl A
A5 e rsehark & e
&) bom S B trmesd st

I8 D - ronm® Ehit | S R b L Rkl sCHES A Fiewpary -Momati

Having found the most current proposal, click the blue “View” button on the left
hand side of the screen. This will open up the proposal and you can see the course
information directly after the approval chain.
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Simply click on “Clone Form” in the upper left hand corner to begin the cloning
process.
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The next screen asks which form you would like to submit. Since I want to make
changes, I will select “Modified Course Form.” Had I wanted to remove the course
from the course bank, I would have chosen “Delete Course Form.” If I wanted to
start a new course that is not in the course bank, I would have chosen “New Course

Form” or the “Selected Topic” foym depending on my goal.
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The next screen remind
includes AGEC forms.

s you that the attachments will NOT be copied. That
They do not automatically carry over.
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This screen tells you that the pfoposal was cloned successfully, but it reminds you
that attachments are not clonedl — you will have to reattach them. THIS
INCLUDES AGEC FORMS. You will have to reattach all AGEC forms. Click on
the link provided to go to the new proposal.

| Curriculum l
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When the form opens, it will have all the fields for you to change as you wish.
This new form will list you as the proposer/form owner.
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Be sure to click the “Save Changes” button often so you won’t lose any of your
work. The cloned form is just like a form you begin from the home page of
ACRES; however, this cloned form has much of the information copied over from
the original form. This feature allows you to make changes without retyping the
whole document again!
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REMINDER:

Don’t forget to attach any AGEC forms or
other documentation that is important to the
evaluation and review of your proposal.

ACRES always reminds you that attachments
did not carryover when the form was cloned!

PLEASE REATTACH THE AGEC FORMS!
If the AGEC forms are not attached, the
reviewers will assume you no longer want the

AGEC designation.

For assistance in attaching forms to the
proposal, please see page 145.
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What do I do if I clone something in error or I decide I don’t want
to submit the cloned form?

Quite simply, delete the form. Deleting the form is simple. Look at the top of the
ACRES screen (not the browser) and find the “Delete Form” button on the left

hand side and click.
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The next screen provides a chance for you to stop the deletion.
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To stop the deletion, click on “Cancel.” If you want to continue with removing
this proposal from ACRES, click|on “Delete Form.” Once you click on the
“Delete Form” link, the proposal will be gong from ACRES and will no longer be
retrievable.
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After the form is deleted, ACRES will ask you where you want to go next. It’s
your choice according to what you want to accomplish. As you can see in the
screen shot below, you may go to the ACRES home page or return to the queried
list.

Please don’t close out from this screen.
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If you are finished in ACRES, please go to the home page and click on “Logout of
ACRES.” Please do not “X” out! If you “X” out, you remain logged in to the
server and will be taking up bandwidth someone else could be using. Always use
the “Logout” link provided inside ACRES.
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What do I do if I accidently delete something I shouldn’t have?

o®

If it wasn’t a cloned proposal:

Call the Curriculum Office and we will weep bitterly
with you! If you come by the office, we will provide
chocolate to provide energy for you to retype the whole
thing again!

If it was cloned from another proposal:
Simply, clone it again and make your changes!

If you used one of the planning worksheets, just cut and
paste from the copy saved on your computer.
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