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Topics To Be Covered
• What are events & regions?
• Why use events & regions?
• How will events & regions help your room 

scheduler?
• Who would be in a region?
• Using regions to secure access to a particular 

building
• How can events be used in a department?
• Ad Astra Online
• Why use Ad Astra?
• Steps to implement
• Setup 
• Production View
• Reports



What Are events & regions?

• Events: 
Any meeting or session not under the realm 
of class scheduling, but still would need a 
room reserved. 

• Regions: 
A group of rooms that can be assigned to an 
individuals login that would allow that 
individual to only see those specific rooms 
and nothing else. 



Why use events & regions?

The use of events & regions can simplify 
the search and scheduling of rooms for 
both the department and the room 
scheduler. 



How will events & regions help your 
room scheduler?

• Allows the department to search for available 
rooms without having to contact the room 
scheduler.

• Secured to allow the department to schedule 
only within their “Region” so will not intrude 
on another departments rooms. 

• Less time searching, Less time on phone, and 
more time to complete other work. 



Who would be in a region?

• Any room/building can be in a region.
• Each department should be looked at 

and determined what rooms/building 
should be included within their region.



Using regions to secure access to a 
particular building

This is a very simple process. 
– First you must determine what rooms are to 

be included within the region. 
– Second if there are any rooms missing from 

Ad Astra let Campus Solutions know so 
that they may update the system.

– Third assign the region to a user to use. 
Its just that simple to use. 



How can events be used in a 
department?

Each department is unique and can use 
events in many different ways these are 
just a few examples:
– Private Lessons 
– Staff Meetings
– Concert
– One time meeting for a Movie  



Ad Astra Online



Ad Astra Online Con’t.



Ad Astra Online Con’t.



Ad Astra Online Con’t.



Ad Astra Online Con’t.



Why use Ad Astra?

• System wide software already in place
• Utilization of facilities (Reports)
• Simple setup
• Stable
• Excellent Training and Support



Steps to Implement

• Discuss event scheduling at your campus
• What departments have a need for a 

scheduling software?
• Select pilot departments

– Get buy in from the department head
– Discuss departmental needs
– Who is or will be the event scheduler?

• Meet with Campus Solutions regarding 
implantation



Setup
• Room Inventory submitted to Campus 

Solutions
• Request Security Access – Campus control 

officer
– VPN and Ad Adstra
– Campus Solutions will advise as to what role will 

be needed

• Schedule training with Campus Solutions
– Usually a full day of Event training
– At least 2 weeks of working in the stage 

environment before moving to production.



Ad Astra Production View



Getting to Know Your Toolbar



Getting to Know Your Toolbar

Event Wizard

Instructor Grid

Monthly Events
Weekly Room 
Grid

Instructor Grid



Event Wizard



Instructor Grid



Viewing & Editing an Event



Daily, Weekly & Monthly Room Grid



Creating Events Using the Daily Room 
Grid



Available Reports



Double Book Section/Event Report



Sample Report



Questions?



Thank You 
For Attending Our Session

If you would like more information 
regarding Ad Astra please contact 

Maria at: 
mariasaucedo@mail.und.edu

mariasaucedo@mail.und.edu

mailto:mariasaucedo@mail.und.edu
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