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Using Ad Astra for Academic Scheduling
Ad Astra is a scheduling tool that coordinates class scheduling and calendaring of events, resources, invoicing,
notifications, timetables, and exams. Utilizing this tool can help optimize space and help you identify space for
your academic needs quickly.

This instructional guide is for scheduling courses and the resources for Academic department purposes. For
event scheduling please see Ad Astra Event Request Instructions.

Login
Log on to Ad Astra at the following link: https://www.aaiscloud.com/ARTechU/Default.aspx

e e e T

: "ARKANSAS TECH
Ea UNIVERSITY

You will log-in clicking “sign in” in the top right corner using your Arkansas Tech campus log-in information.

Sign In

Uszer Mame: | ‘

Password:

Remember Me: O

When you log in your screen should look like this:

"ARKANSAS TECH
UNIVERSITY

Last Cuy 1o Register snd Addel Courses/Changs Sentions for Winter itenasssion 18




Viewing the Section List
Academic sections in Astra Schedule can be located from the Academics Tab. Click the Academics Tab at
the top of the page and then select the Sections option to search and view the list of sections.

= | @@ nttps//wuww.aaiscloud.com/ARTechU/default.aspxThome

A Home H Calendars & Academics 4 Events ﬁ Reporting /& Settings

ATU User Scheduling Meeting Configuration Admin
Scheduling Sandboxes Meeting Patterns Exam Types
Academi Sections Meeting Pattern Groups Quality Paints _
Meeting Types Scheduling Preferences
CEspreelEene Organizational Structure Section Number Configuration Terms Types
Colleges ™
Last Day to Register and Ad Courses Student and Instructor Configuration Help A R K A
-~ = === Departments Instructor Availability Templates

Subjects Student Availability Templates

T Student Load T lat
Last Day to Officially Withd erms uaentload templates b
Student Statuses
Notifications

Sectioning Configuration

o Bt £ Wb
(Catalog Versions
o~
L% Program Rules

Program Templates
Program Versions

Russellville Campus sity is happy to offer centralized scheduling for 1
ueparunen, groups, ard individuals, who are interested in reserving the
Center. Beverly Nehus is the primary point of contact for the Arkansas Te

2:00 PM - 9:00 PM ) . _ Dec and effective se
- ** TEST** Tony Hawk's "Tricks and Treats" Motivational Half-Pipe a... 9

RPL 30048 Please use the proper Event Request Form based on the space you are
requested. The request will then be reviewed for event, space, an

RequestEvent ¥

8:00 AM - 5:00 PM

Dec
Commencement
TUC CrR 14 If you have
Russellville Cal
u
& 120f2 Ozark (

Ozark Campus

RequestEvent ¥

A list of sections for every term that we have entered in Ad Astra will be produced. It should look similar to
this:

Calendars T Academics

134 -

+ Add aSec
CoursesSection =1 Days Met  Start Date End Time  Room Term Cross.list  Status Course Offering 1d ~ Same Time Link

® @ ART 1163001 CLAS T OVT820. 0900 PM CES 141 92 schedul...
® O ART1IEI002CLAS R OG220, O50872018 0500PM  CES 141 Spring 2. schedul...
X O ART 1I6IMOT CLAS TR OG220, O50872018 05:20PM NOR214 1" schedul...
¥ G ART 1163/MO WER MBS0, 1200 AM 12200 AM 1 Incompl.. 20643
X @ ART 1303001 CLAS MWF HNNE20.. 0900 AM 1050 AM NOR 204 Spring 2. Schedul.. 20590
X @ ART 13037002 CLAS MWF MAe20.. 0F00PM  O4S50PM NOR 208 Spring 2. schedul.. 23288
X @ARTIONOO3CLAS TR 011620 030AM  1Z20PM NORZ0S  Sprng schedul.. 20633
X O ART 1403001 CLAS R oME20.. 0400 PM  DESOPM  NORZ08 Spring 2. Schedul.. 23300
X © ART 12030002 CLAS L3 D20 OFI0AM  12220PM NOR 208 Spring 2. Schedul...
X @ ART 1503001 CLAS  MWE e, O1:00PM  OZSOPM  NOR20T  Spring 2. schedul...
X @ ART 21100 CLAS  MWF o 11:50 AM schedul...
X @ ARTI1II00ZCLAS TR IE20. 02:20 PM schedul...

¥ @ ART3WO001 CLAS TR MBS0, O400PM  0530PM  NOR 105 schedul...
X O ART 21237002 CLAS TR MAe20.. 05:30PM QES0PM NOR10S Schedul..,
M @ ART 2123A01 CLAS w D1M620.. 0Z00PM 0450 PM OZCC 109 Schedul...
X @ ART 2123ET1 WEB oME20.. 1200 AM  12:00 AM I
K@ ART 2123901 CLAS 0V820.. TTO0AM 1200 AM Incompl.
¥ O ART 21ZHTC WEB OUB20L.  OSTR2018 1Z00AM 1200 AM Spring 2. Incormpl..
X @ ART 212TC2 WEB W20, OVOLZ0NR 1Z00AM 1200 AM Spring 7. Incompl.
X @ ART 2123/TC3 WEB HNNE20.. 100AM 12200 AM Incompl.. 23281
X O ART 2113/001 CLAS MWF MAe20.. 000AM  10s50AM NOR 207 Schedul., 23287
M @ ART 221002 CLAS MWF O11620.. 0300PM  O450PM NOR214 Schedul.. 23253
X @ ART 22137003 CLAS TR 01620.. OID0PM  0350PM  MOR214 Schedul.. 23320
X @ ART ZI0Z001 CLAS TR e, 09:30AM  1Z20PM NOR 205 Schedul.. 20635
X ART 2403001 CLAS TR OI00PM  OXS0PM  NOR 208 sSchedul.. 23304
M G ART 24030002 CLAS  MWF 0350PM  NOR 208 schedul.. 20610
¥ @ ART 24130001 CLAS MWF 1M:00AM  1250PM  NOR113 Schedul.. 23286
M @ ART 24137002 CLAS TR 01:00PM  0350PM  NOR113 Spring 2. Schedul.. 20631

Page 1 of1 show 500 = tapor w



Customize the List
Once the list is returned you may wish to change how the data is displayed within the list.

You may sort the data by clicking on a column label to change the way the list is sorted. Click again to reverse
the sort order. An arrow is shown on the column to indicate the sort direction. (Some columns may not be
sortable).

Course/Section =1 Days Met  Start Date  End Date Start Time End Time

You may customize order of the columns displayed on the page by clicking and dragging a column to the
desired position. Arrows will appear to indicate your position.

You may define which columns you would like displayed on the list by clicking on the menu option for any
current column and choosing Columns. Check the box next to any column to add or remove it.

N ) AL B TILLPSS S WWL AL IO UL COTTI MM ELTILY dUaUETTIIL S SECLIOTTIS LS PX

A Home H Calendars T& Academics 4 Events ﬁ Reporting /& Settings -
& | Actions
Filter 4 J Section List 0 _

Show Current Filter Q, Search 4+ Add a Section O

- o Course/Section “1 ODays Met Startl

Section Id

Section Mtg. Id

Course/Section Start Time End Tin

»

Keyword: ¥ ©ACCT2000/001 CL % | Use Default Sort & | Days Met 01:00 PM  0Z:201
iy e —
Start Date: E=l | ® @ ACCT 2000/002 01:00 PM  02:20f
- M columns ) Start Date
End Date: | % ® ACCT 2000/003 CL gt 11:00 AM  12:20F
& End Date
Invalid Mtg. « x ¥ OACCT2000/004CL. R 01/186 11:00 AM  12:20F
Pattern: 1 i
»® @ ACCT2000/005CL.. T 01/16 ™ startTime 01:00 PM  02:20
Arranged: - X ;
& ® @ ACCT2000/006CL.. R 01716 & EndTime 01:00 PM  02:20f
. h
I5 Exam: * G ACCT 2000/TC1 WEB 01716 ¥ | Room 12:00 AM  12:00 4
O View sections % ©® ACCT 2003/001 CL..  MWF 01/16 Term 09:00 AM  09:50/
(® view Meetings . .
¥ G ACCT 2003/002 CL..  MWF 0116 7 | cross-tist 10:00 AM  10:50 /
Days Met E8 X @ ACCT 2003/003 CL..  MWF 0116 —, | . 11:00 AM  11:50/

Navigate Pages
The section list may include a number of pages. You use the pagination controls at the bottom of the list to
page through the results, configure the number of records displayed per page, and jump to a specific page.

You can also export the date to different formats including an excel spreadsheet by utilizing the export option
at the bottom of the list.

Room ¥ @ ACCT 3053/001 CL... MWF 01/16/20... 05/08/2018 11:00 AN
® @ ACCT 3063/001 CL... TR 01/16/20... 05/08/2018 01:00 Ph
Department +
¥ @ ACCT 3063/TC1 WEB 01/16/20... 05/08/2018 12:00 AN
Meeting v X
Status: ® O ACCT4013/001 CL.. TR 01/16/20... 05/08/2018 08:00 AN
Meetings with: v ¥ | X O ACCT4023/001 CL.. TR 01/16/20, neinosmase 11:00 Ab
100
® O ACCT 4086/001 CL... 01/16/20. 12:00 A
¥ O ACCT 6103/TC1 WEB 01/16/20. 500 12:00 AN
750
1000
Page 1 of1 Show Export ¥
. M -+
Page |1 | of1 Show 500 = Export w



Filter the List

To limit the number of records being displayed you may also filter criteria in the panel on the left. You may
select one or more subjects, courses, instructors, days of the week, campuses, buildings, and/or rooms as
desired to further limit the section record list to just those records you wish to view. Just click the arrow above
“Filter” on the left side.

A Home @ Calendars 7= Academics 4% Events ﬁ Reporting /& Settings

Section List

+ Add a Section

Course/Section =1 Days Met  Start Date | End Date Start Time End Time Room Term Cross-List | Status Course Offering Id Same Time Link
¥ © ART 1163/001 CLAS T 01/16/20... 05/08/2018 06:00 PM 09:00 PM CES 141 Spring 2... 92 Schedul.. 20698
¥ © ART 1163/002 CLAS R 01/16/20... 05/08/2018 06:00 PM 09:00 PM CES 141 Spring2... 91 Schedul.. 20699

The Filter Panel will look like this:

Filter You can filter the list as needed. You can expand filters by clicking the
plus signs and select the filter you need. Search and filter criteria are
combined as you enter more options. Filter criteria are retained and

#*  will continue to be displayed if you leave the section list and return.
" ) Click Search to retrieve your records.
eyword: x
Start Date: = Once you have ran your search, if you wish to expand your search you
End Date: iax can clear filters individually by clicking the individual clear option on
~ the filter or you can clear all at the top:
Invalid Mtg. v X
Pattern:
Arranged: * X —
s Exam: v x| ((gearay
O View Sections - o
Keyword: x

@ View Meetings

Start Date: x M
Days Met - End Date: x M
DDEDnGE ot g -
Term == Arranged: - N
+ " Is Exam: -
Subject
1 O View Sections
Course == ® view Meetings
Days Met -
ufm]rlwlefe]s]
Campus + Term @
Building + Subject +
Room +
Department +
Meeting - X
Status:
Meetings with: *+ X



You can also, save your filters. If you wanted to set up a custom filter for your own department for a specific
term you would make your appropriate selections and the click the floppy disk to save. You will get the
following message for you to name your filter:

Save Filter x

et as default: [

Save Cancel

Type your filter name and save. Your filter name will now show in your drop down menu whenever you open
Ad Astra and if you select default it will automatically open to that schedule.

é ) (O @  https://www.aaiscloud.com/ARTechlU/aca

h Home @ Calendars T&= Academics

Filter

Spring 2018 ACCT Courses

Spring 2018 ACCT Courses

Section View

From your section list you can view section information quickly by hovering over the bull’s eye to the left of the
class information:

®  © ACCT 2000/TC1 WEB 01/16/20... 05/08/2018 12:00 AM 12:00 AM Spring 2... Incompl... 20734

It will open a pop up like this:

A Home ﬂ Calendars T8 Academics 4/’ Events E Reporting f' Settings

=+ Add a Section

Show Current Flter

> B 8

CourgefSection * 1 Daye Met  StartDate End Date Start Time
Kewyword:

ACCT2000/001 CL.. M 01/16/20.,  05/08/2018 01:00 PM
Start Date; . " s y
sl @Ssection Meeting Details: ACCT 2000 001 OTODEN
End Date: ® £ 7 11:00 AM
Bl % © section Title: ACCOUNTING PRINCIPLES | LAB
Irvalid Mg, * x ® @ Meeting Type: CLAS 11:00 AN
Pattern: Enrollment: 23
% @ capacity: 0 01:00 PM
Arranged: * W " Days Met: W RN
. - % start Time: 1:00 PV '
' ® @EndTime: 2:20PM 12:00 AM
O view sactions Start Date: 1/6/2018 .
% Gpndpate: 5852018 03:00 AM
(&) view Meetings 3 @Room: RTH 207 307 10:00 AM
|nstructar: Tracy Johnston
Days Met | % @view Section Meeting Details 11:00 AM
[u]wm] r]w|r]F]s] ¥ ®ACCT2003/004CL. TR 01620, 05/08/2018 08:00 AM



You can also click on the blue course information to see the section form that contains all the details of the
course including general information, the subject, course, title, campus, delivery, term, and section number.

e acct * X T ACCOUNTING PRNC |

*Coure 2009 * X *campus wuain .
1 Aawign ANl Mestings to Same Rioom
* Delbewry Method:  Starelard * K *Term: Spring 2018

"Saceen: oo Part Of Tarme 8 201820 1 ignore in sestorical Analysis

R

Course Dfenng it 24046 xSy 201820 71086
Max Envolimant | 0

Enrsimant = s

Mesting Type StartTime EndTime Days  StariDate  End Date Anstructor Status Room

x4+ s 1G00AM  1ESOAM  MWE  O1N6T0.  0ADAZOTE Messnder &, Schaduled 154 306 Ao+

Scheduling Classroom from the Sections View
If you have a class that is built in INB, but does not have a room assigned you can find the course in the
section list using your filters. Once you find the class you will select the blue course/section information.

H® O AGEG3203/001 CL.. TR 01/16/20... 05/08/2013 09:30 AM 10:50 AM 5pring 2... Unassig... 20749

Clicking the course will open the section detailed course information.

To find an available room and schedule the room you will click the little house under the room section:

a0+

2n Room

Clicking the house will bring up a new filtering panel:

Main AGEG 3203/001 / SOIL/WATER/FOREST CONSER (Standard) Main / Killingsworth, Justin

AGEG 3203 001 [CL..
1/16/2018-5/8/2018
Show Current Filter Room Score ™
- & 9:30-10:50am
m Enroliment: 0
Time - =
® COR116 100 Available =
[J show Additional Mtg. Patterns
® CRA105 100 Available
Room Options )
® LPCCTRB 100 Avail (Request)
v/
[ show Only Available Rooms ® DN105 100 Available L
[ show Shared Rooms
@ CRAZ221 100 Available
[0 show Alt Room Configs
{® WPN315 100 Available
Capacity: =
® RPL334 100 Available L
Between | 36 &
® TOM 004 97 Available
and i
® WPN128 97 Available
campus €@ = ® DN212 97 Available
Building + ®  HULL111 94 Available
Room + ® HULL 133 94 Available
@ CRA307 92 Available
Region + J
Room Type + i Page |1 |of3 | » »




You can filter by campus, and then make “sure show only available rooms” and then click Search and a list of
available rooms for your class will show. The score listed next to the course shows optimization of the

classroom. In this example using COR 116 meets the requirements for this course (capacity and campus)
100%.

You can look at details of the room by hovering over the bull's eye to the left of the room.

Main AGEG 3203/001 / SOIL/WATER/FOREST CONSER (Standard) Main / Killingsworth, Justin

Filter AGEG 3203 001 [CL..

1/16/2018-5/8/2018
Show Current Filter e

- 3 0:30-10:50am

e Enroliment 0
Time - =

COR 116 100 Available
[ show Additional Mtg. Patterns
CRA 105 100 Available
Room Options

@
@
@ LPCCTRB 100 Avail (Request)
@

[ Show Only Available Ros
[0 show Shared Rooms

MKl ans ann | Calmstndd

R &Room Details: Dean Hall 105 (Standard)
[] show Alt Room Configs

View Room Details
Capacity:

Room Type: Classroom
Between | 36 | | Capacity: 36
1 e Layout: Default
Campus: Main
& 8l Description:Dean Hall Room 105 Square Footage

and

Campus ) (@ Feature Quantity Categc
Chair- Tablet Arm Defaul
@chalkboard- wall-mounted 1 Defaul
Computer- PC Defaul
Room Doc-cam Defaul
@DVD/VHS player Defaul

Region Projector Defaul
“screen Defaul

Room Type Il ‘Whiteboard- wall-mounted Defaul

To select the classroom select the bulls eye, and the “Available” mark will turn green and say “Selected” then
click Ok to schedule and the room will be scheduled:

Same Time Info

Meetings
Meeting Type Start Time | End Time Days Start Date | End Date Instructor Status Room
r r
x + CLAS 09:30 AM 10:50 AM TR 01/16/20... 05/08/2018 Killingsworth...  Scheduled DN 105 ®«Q ==

Make sure you click Save and Close in the top left corner to save your changes before exiting.

7= Academics £ Reporting

# Settings
Cancel + Add Meeting

You can use this same method to look for a different classroom for your course even if it has a scheduled
location.



Scheduling Grid

Click Calendars at the top of your page and select Scheduling Grid:

€ ) O @  hitps//ggegaiscloud.com/ARTechU/academics nlist.aspsx

R
A Home @ Calendars = Academics 4 Events E Reporting /& Settings
——

Scheduling Grids
Available Rooms

~wuracrsouuun 1 Days Met  Start Date  End
Keyword: X | % ©ACCT2000/001CL.. M 01/16/20..  05A
Start Date: E | % © ACCT2000/002CL.. W 01/16/20... 05/
Fnd NData: ; b 4 &y ACCT 2000002 01 T N AMRIN n&sa

Making this selection will produce a view of the scheduling grid which will look similar to this:

= Academics  ff Events [ Reposting £ Settinga

Room =1 Buildin.. Campus Type Capacity | DG:00AM D700 AM DE00AM OZ:00AM  10:00AM  T1:00AM  1Z00PM  D1:00FM  OZ00FM  0300PM  O400PM  0S00PM  0S00PM  O700FM  OS:00PM 0500 FM  10:00 PM

5950

060

COMM 20037001 - FUBI
COMM 2173/007 - BUSI COMM 2173/009 - BUSI
COMM 2003/010 - PUBIL COMM 2173/005 - BUSI
COMM 2003/M01 -PUB COMM 2023/001 - COM
ART 1163/002 - BASIC D

CLL Main Conference Roam

coR Main Classroom

A user may choose to view either the Day or Week grid format, and navigate through a list of either rooms
or resources. The list of rooms or resources is presented on the left, and activities using the applicable room or
resource will appear as shaded cells in the grid to the right.

The grid toolbar, shown below, can be used to edit the date, filters, format, and settings of the grids.

Switch betwesn
uest an
room and Switch between Request
TESCUICE View day and week
wiew .
/\ Frint th
Change data, or Zelect from pre-defined i;r'ld. s
go to previous calendars, and from saved
or next date. filkers within those
%1:1:22& calendars Edit user
’ sattings for
the grids
Page |1, | of1 Show 25 = Export _w
Export Data
Show more
View additonal results per page

pages

The day view of the grid displays each item’s schedule on a single row. This view provides immediate feedback
on room availability and usage for a single day, for a page full of rooms at the same time.

10



- = s g——y a0

Capacity | DEDOAM OTOAM DEOOAM ORO0AM D00AM VIDEAM IS0 SISOPM OZODPM DXDIPM OA00PM SS0PM DG0DPM  OTONPM DESOPM  0SS0PM  10D0PM

WIOL 18145001 . FRENE) 0L Y010 INTRE.
BIOL10IABOT . INTRD,  BROL 11LAIDON . PRINC ESOM 24Sr00) - MUMA
WI0LINIA0OZ. INTRO.  BROLATIADOTPRING)  WOR 24541000 - MUK

CHEM 313901 - DESCT
CHEM BIS0RE - FUND
BIDL 7004001 - BASIC | O 114D - PRINC]

WOL 1114003 - PRINC]
BIOL 4044001 - DENDE

ART 31205001 - ART ML ARY Tuzieas. expeasl

AN 34137901 - THREE

The week view of the grid requires that you select the room or resource you would like to view from the list on
the left. This view provides immediate feedback on availability and usage for a full week (or date range — see
below) at once.

& B Reporting ' Setting

Buildin... Can Sun 1203 Mon 1 2404 Tue 12105 Wed 12606 Thu 12007 Fi 1208 Sat 12400

000 A0 BI0L 2134001 - PINC_ 0400 AM 1000 AM

0 AM 0L 19 (00 AM B0L

09:30 Ak - 10:50 Ak

- WTRD. L

SeEncE
1100 40 BOL 8 11:00 40 BIOL 1700 A moe 111 1100 AM WO
1200 A BIOL 107 1200 MM BIOL_ | | 1200 P4 P 1001/001 - OBENTAT_

wer I n OLO0 PV EBSOLIV| OO PM WS | 0100 PM -02I0 MM
. PHEC 101008 . INTRO PHYSICAL

200 PM OLIDIVTTY - RG. | | FOINET

0000 Fa B0 304 0300 Pt BIOL

Additionally, the Week view includes a feature that allows you to specify a date range. When viewing a date
range instead of a single week, all activities that occur during the entire range will be shown together. This
feature is useful when searching for an available time slot for a recurring activity.

To specify a date range while in Week view, click the End Date... option to the right of the date selector.

o December 3-9,2017 v

Cam December 2017 ~

|

17 18 19 20 21 22 23§
[ E
i 24 25 26 27 28 29 30 ﬂ
! 31 1AM
d o
I L

11



When an end date is selected, the grid will refresh, and the selected date will be displayed to indicate that you
are viewing a date range.

End Date... * 12/14/2017 December 3-9, 2017 -

You can filter the scheduling grid in the same way that you filtered the section list, but this filter panel is found
by selecting the magnifying glass in the top left corner.

A Home H Calendars T Academics 47 Events ﬁ Reporting  / Settings

Rooms Resources Day Week

Q. one x 8o
Room =1 Buildin... Campus Type Capa
@ BASWTC 202 - Baz-Tech ... BASW... Main Meeting Room 20
@ BASWTC 203 - Baz-Tech ... BASW... Main Meeting Room 20

Your filter panel will have a scroll bar with many options for filtering.

Show Current Filter m
* ° Some useful filters for academics are in the Academic Filters box. This gives options to
filter by subject, course, and instructor.
Campus o +
sulling + Make sure if you are using the scheduling grid to find a room that you make sure that
P ! “include events” is checked so that you see if an event is already scheduling in the space
Region i cuar .
S . you are looking at.
o - You can add as many filtering options as necessary. Again, you will just click search to
: apply your filters to the scheduling grid.
B “" .~ Toremove filters to expand your search you can clear individual filters by clicking clear
P + on the filter or you can clear all once you have ran your search.
Resource Group +
Resource +
lv!nl.l;pe +
Evont Maoting Typo +
Customer +
Custamer Cantact +

Customer Group
Event Status () e

I£ Private: - X

15 Featured:

S include Acadermics
Subject

Course

Instructor

Dalivary Mathad

Muesting Type

+
+
+
+
+
+

Tarm

I5 Fxamm: - x

Other Filt; -

12



Finding a Room

The Available Rooms tool is a quick way to identify an available room and/or equipment and services for a
potential class you might want to offer. Resulting available items may be printed or selected to create a class
meeting. Click the calendar’s box at the top of the screen and then select “available rooms”

| 4= || ()@ https//www.aaiscloud.com/ARTechU/Calendars/DailyGridCalendar.aspx

A Home H Calendars T& Academics /Q'} Events ﬁ Reporting ,‘ Settings

Rooms R Calendar Help
Scheduling Grids
Available Rooms _
Room 1 Buildin... Campus Type Capacity = 06:00 AM  07:00 AM
® BASWTC 202 - Baz-Tech ... BASW... Main Meeting Room 20

That will take you to a screen similar to this:

Available Room and Resource Tool

1. Search Type

Search For: Locatiens -

Purpose of Search: Section v

2. Meeting(s)
+ Add Meeting(s)
Delete Description

No records

3. Filters
Y Filter Options
Field Filter

No records

4. Search & Results
Q. Search

Room Capacity | RoomType Equipment/Services Quantity Category

No records No records

5. Next Steps

& Print Results

To perform a search, you will create one or more time/date entries, enter filter criteria, and search for
availability. Finally, you may print or save the results. This process may be repeated as desired to
refine results or perform additional searches.

1. In the Search Type Box you will select whether you are searching for a location for your class, or if you
are searching for a location with specific equipment. The purpose of your search will be section
because you are using this for the purpose of academic scheduling.

2. Select the Add Meeting(s) Box. You will get a pop up that looks like this:

Add Meeting

‘

@ Single Meeting O Recurring Meeting
Start Time: - End Time: -

Start Date: x [ End Date: x [




If you are looking for a space that will only meet one time you will leave the Single Meeting
selected, but if you are searching for a course that will meet multiple days (ex. MWF 8-8:50) you
will select the Recurring Meeting option. Selecting Recurring Meeting will expand your box to

look like this:
Add Meeting x
O Single Meetin
Start Time: v End Time: v

Recurrence Pattern

@ Daily

® Every | 1 s | day(s)
O Weekly
o Monthly O Every weekday
QO vearly

Start: | 12/07/2017 -

® end after 1 & | occurrences

O End by i

Recurrence Summary

Fill out the information requested, Click OK to add your meeting to the search page.

Note: The drop down for start and end times are entered by every half hour. You can type in the
meeting time if it is not in the drop down box (ex. 8:50 pm).

Note: Make sure if you are wanting a room for a course that meets every week you change
selection to weekly and change the “recur every” box to say “1”.

Add Meeting x
O single Meeting (=) Recurring Meeting
Start Time: 8:00 AM - End Time: 8:50 AM -
Recurrence Pattern
O Dpaily Recurevery 1 4 week(s)on:
® Weekly . .
O Monthly (J sunday [ Monday (I Tuesday (¥ Wednesday
O Yearly O Thursday [ Friday (O saturday
Start: | 01/16/2018 ;
End after 1 %  occurrences
O end aft
® End by 05/08/18 o=
Recurrence Summary
[ o |

3. You will use the Filter Options box to filter out your specific needs for your course. By default, all
filter options are set to “Any”, meaning that all rooms and equipment service items are searched, and
any available item is returned in the list. However, complex filtering is also supported, allowing multiple

14



filter options to be provided to restrict the list as desired. Click the = icon to the right of the filter type
you would like to set and make selections for your search criteria. (ex: to schedule your class on the
main campus you click + campus and select main). Make your selections and then click OK.

a. This is where you can select features or resources you need for your class.

b. You will also tell it the capacity of the classroom you need.

Filter Options x

Capacity Between And 0
campus ) cear +
[ Main x
Building +
Region +
Room r
Room Type +
Feature r |

Keyword
Resource Type +
Resource Category +
Resource Group +
Resource + |

4. To run the query for available rooms you will click Search in the Search and Results box.

A list will generate based on the meetings and filters provided:

4. Search & Results

Q Search

Room Capacity = RoomType Equipment/Services Quantity Category

Caraway Hall 400 Caraway 400 100 Meeting Room ~ O  Audio Technician 1 Audio/Visual Equipment
Crabaugh 302 302 54 Classroom = [0 o Techsupport 5 Audio/Visual Equipment
Dean Hall 103 103 50 Classroom 0 oz campus: Lapel Mic 1 Audio/Visual Equipment
Dean Hall 210 210 65 Classroom ) oz campus: Laptop 1 Audio/Visual Equipment
Dean Hall 220 220 50 Lab- Nursing [0 o7 campus: Microphone 1 Audio/Visual Equipment
Doc Bryan Building 242- Multipurpose Room Doc Bryan Multipurpose Ro.. 100 Meeting Room [0 oz campus: Podium 1 Audio/Visual Equipment
Doc Bryan Building Doc's Place Doc's Place 50 Gathering Space [J oz campus: Portable Sound System 1 Audio/Visual Equipment
- ES LS L T ~ ~ . £ —_ - - S (am } e PR - " 1 ar P

5. Next Steps

You have scroll bars to scroll through the available rooms. You will have to pay attention to the rooms and
make sure they are actually able to be scheduled. Some spaces appear in this inventory specific for events,
unfortunately they cannot be filtered out (Ex. You would not schedule a class in BazTech or the Administration
building).

5. You can use Print Results to print your search results to reference later.



Reporting
Ad Astra Schedule includes a collection of commonly used reports that are available for use. To navigate to our
library of reports, perform the following:

1. Click on the reporting tab.
2. Click on the reports option.

1aiscloud.com/ARTechU/academics/SectionForm.aspxTid=61ddar23-774e-49¢6-a85d-9b35c876f1 dd

=" Academics 4 Events ﬁ Reporting J Settings

ancel 4 Add Meeting Report Subscriptions Help
Reports
L/WATER/FOREST CONSER _

The list of available reports will be displayed.

3. If you know all or part of the report name and/or its group name enter this information in the filter
panel and choose search.

4. Grouping by the Report Group field is a convenient way of organizing reports. If grouped, first expand
the report group to see a list of reports.
5. When a list of reports is displayed, you may click on Name, Description, or Report Group to sort the

list. You may toggle between ascending and descending order by repeating the click on the column
heading.

Running the Report
1. Identify the report you would like to view and click the report name.
2. If the report includes any user-configurable parameters, these options are displayed in the panel to the
left of the report viewer. Click the edit button to the right of the parameter you wish to change and
enter or select the required value in the dialog box.

3. Click apply to refresh the report to reflect your parameter entries. You may edit these parameters at
any time and re-run the report.

Note: The report viewer remembers the parameters used the last time you ran the report and enters these by
default the next time you visit. This is a time-saving convenience for reports that are used frequently.
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