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What Are events & regions?

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

e 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.

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

» |ess time searching, Less time on phone, and
more time to complete other work.



Who would be In a region?

e 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 unigue 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

Select A Campus

BSCOT |+
BSCO1

[# Unknown Zone




Ad Astra Online Con’t.

AASTRA SCHEDULE HELP

Events Classes View as:

[&] Filter Criteria Today's Events
Weekly Calendar

Monthly Calendar
Announcements Date: |03/17/2008 s : Building: Daily Room Grid . | Scheduled v
Schedules o Weekly Room Grid
View Rooms Room: [ & Apply Filter

AASTRA SCHEDULE HELP

e Classes View as: Print Version
Guest

E] Filter Criteria

Start Dat S i Building Event Status: | ocheduled +
View Rooms End Date i Room: Apply Filter




Ad Astra Online Con’t.

AASTRA SCHEDULE

Welcome,

Announcements
Schedules
View Rooms

Events Classes

(] Filter Criteria

Select Date: Start Time:

End Time:

Select A Time Filter Option:

O view All Times

® Activities Between:

And

ELP

el Weekly Room Grid JR Print Version

Building: I:I Event Status: | Scheduled %

y Filter

Room: Select Building and Room




Ad Astra Online Con’t.

AASTRA SCHEDULE HELP

Welcome, View as: | W ly Room Grid |+ Print Version
Guest

Campus:U

e  ente : ] ime: Building: [MERRIFIE Event Status: | Scheduled v

Schedules
View Rooms

AASTRA SCHEDULE

Welcome, Print Ver:

Guest
| i Event Status: | Scheduled v
Campus:UNDO1 Apply Fiter

Home
Announcements
Schedules

View Rooms Week of March 8, 2009
} Legend
Monday Tuesday Wednesday Thursday Saturday
ENGL 120 16 ENGL 120 16

ENGL30401 s ENGLI0M0 o HNGL3M0L

ENGL 125 17 e ENGL 125 17

HaE ENGL 120 05 ENGL 120 05 ENGL 120 05

EMGL 120 05
ENGL 110 08 ENGL 125 19 ENGL 110 08 ENGL 125 19 SV glge Composition 1T

MERRIFIELD 113

I
ENGL11010  muSN ~ ENGL 11010 [STTTBL 1 /152000 - 5/15/2009
ENGL 125 21 ENGL 125 21 10:00 AM - 10:50 AM

ENGL 226 02 ENGL 226 02
- ENGL 110 23 ENGL 110 23

11 AM
12 PM
1PM
2 PM
3 PM
apPm
5 PM




Ad Astra Online Con’t.

AASTRA SCHEDULE HELE

Search _ in Events e Go

Guest

Campus:UNDO1

Home - . .

Announcements Start Date Event Status: | Scheduled | ¥
Schedules

View Rooms End Dat : Apply Filter

Building Room Days met Start Date End Date Start Time
MERRIFIELD 10 MWF 01/12/2009 05/15/2009 8:00 AM
MERRIFIELD 10 TR 01/12/2009 2009 100 AM
MERRIFIELD 10 MWF 01/12 05/15/2009 10 AM
MERRIFIELD 10 TR 01/12/2009 05/15/2009 AM
MERRIFIELD 10 MWF 01/12/2009 05/15/2009 0 AM
MERRIFIELD 10 MWF 01/12 05/15/2009 0 AM
MERRIFIELD 10 TR 01/12/2009 05/15/2009

MERRIFIELD 10 MWF 01/12

MERRIFIELD 10 TR 01/12/2009 05/15/2009

MERRIFIELD 10 MWF 01/12/2009 05/15

MERRIFIELD 10 MWF 01/12

MERRIFIELD 10 TR 01/12/2009 05/15/2009

MERRIFIELD 10 MW 2009 05/15/2009

MERRIFIELD 10 w S 05/15/2009

Art Of The Cinematic Drama
MERRIFIELD 10

Williams,Eleanor
1/12/2009 - 5/15/2009
5:00 PM - 7:30 PM




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 Iin 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
e 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

| 4 Records - Production Mode | Level : Section Scheduler |3/2008 §:15:36 AM




Getting to Know Your Toolbar

I\ Select Standard Report X

UNDO1 Events
UNDO1 Med Events by Building, Reom and Date Range
UNDO1 Eventz with Rezources by Resource Name
UNDO1 Events with Resources by Date
UNDO1 Events by Selected Event Type
UNDO1 Eventz by Event Type
UNDO1 Events by Event Status and Dats Range
UNDO1 Events by Date, Building and Room
UNDO1 Eventz by Date and Time
UNDO1 Eventz by Date Range with Setup & Notes
UNDO1 Events by Customer

. UNDO1 Events by Buiding, Room and Date Range
UNDO1 Rooms

UNDO1 Room List by Selected Region
UNDO1 Room List by Selected Building
UNDO1 Room List by Room Type
UNDO1 Room List by Region
UNDO1 Room List by Med School Region
UNDO1 Room List by Building
UNDO1 Sectionz
- WC3U1 Rooms




Getting to Know Your Toolbar

Event Wizard ‘

Instructor Grid

Instructor Grid Weekly Room
Grid Monthly Events



vent Wizard

I Create Event Meetings X
X

Create Meeting
Start Time :[10:00 AN Create Meeting

8l I\ Create Event Meetings

Meeting Name | Voice Lesson Start Time ;| 10:00 AN »

gl I Select Rooms For Meetings
Options  Filter

Meeting Mame : Start Time :|9:00 AM -~

s I Create Event Meetings

Meeting Name ;| Voice Lez=on

Meeting Order

¥ Il Select Rooms For Meetings

Options  Filter Meeting Order
Nurmber of Fitter Meeting Name Attendance
Numnber of ¥ = | No Fitter Selected v ‘foice Lesson | |15
Number of
; Building |R |Numh-er of meetings: 1 Month/Day - 323
SingH T 1 Number of rooms selected: | Year - 2009
. Number of Meeting Times : 1 Start Time - ]
T HUGHES 1 10:00 A
> Single/Mutt| HUGHES 1 Building IRD-DI‘I‘I IMax Cad Capac'rt}{ RoomType 11:00 AM
HUGHES 1 HUGHES 102 197 197 Auditarium
HUGHES 103 30 30 Conf R
_Ul sngend HUGHES 1 onference Room
HUGHES 1 HUGHES:.123 a0 100 Rehearzal Room

71 150 |Rehearsal Room

| HUGHES 1
i HUGHES 184 35 35 General Clazs Room
PIvocd ares 1
HUGHES 248 45 36 General Class Room
HUGHES 13
HUGHES 2558 16 18 Laboratory
HUGHES 1
HUGHES 258 25 30 General Clazz Room
HUGHES 1
HUGHES 15

HUGHES 1§
HUGHES 2
HUGHES 23

HUGHES 23
l |||||

i|ﬂ]

[BIBEKkEd T Request Only [ Tentative | (4] (8] [coreel |

Controlled | InUse | Requested |




Instructor Grid




Viewing & Editing an Event

A Event Meeting for UND Music - Summer Linguistics

Date(s) and Times-

Starl Date : [6/3/2009 | start Time [ 7:30 AN
EndDate: (632008 v EngTime:[1200PM v

Overall Setup Date(s) and Times-

Start Date : | /82009 Start Time ¢
End Date : |B/312009 End Time

Overall Teardown Date(s) and Times-

Start Date - |6/8/2009 Start Time -
End Date * |6/8/2009 End Time < 12:00 PM

Meeting Times

( Details (R

Room Only Setup Date(s) and Times-

Start Date | 6/8/2009 v | start Time
] e

Room Only Teardown Date(s) and Times:

Start Date : |6/8/2009 ~ | start Time
 |esrz009 v | EndTime

End Date : |8/3/2009

End Date




Daily, Weekly & Monthly Room Grid

A X

Options  Filters

Engl/ Kurt Rus=zow a [ P i s Janet Krom, Pharm | » I Bazeball Prac Testing for UND Ci|
ELS Language Cer—, ience F = (| Engl/ Kurt Russov = | Volleyball Practice == (| Testing for UND Ci ==,
ELS Language Cer MSU, CAS Blood Drive ELS Language Cer Testing for UND Cx
ELS Language Cer s ([ ELS Language Cer « ||| ELS Language Cer s+ | ELS Language Cer s || Testing for UND Ct & |

Church Group - ELS Language Cer | Interview Seminar - Health & Wellness | Engl/ Kurt Ruszowv - Bazeball Prac Testing for UND Cx |
Collegiate Learning _I ELS Language Cer — ||| M5U, Science Dep — ||| ELS Language Cer — ||| Engl 120 / Jennie E | Volleyball Pr; ||| Testing for UND Ct ==
History 135 Revien— ||| ELS Language Cer ELS Language Cer ELS Language Cer ELS Language Cer ELS Language Cer Testing for UND Cx

Meeting / Yaszin B s ([ Math Independant .« ||| ELS Language Cer s | Language Cer s+ ||| ELS Language Cer s [ ELS Language Cer s | Testing for UND Ct s |

ND Heug Conferen -~ | ND Heug Conferen -~ |

ND Heuq Conferen = || ND Heug Conferen =

Janet Krom / Bec Janet Krom [ Beck
WMusic Contest w

HUGH = Engl/ Kurt Rus=ow - ELS Language Cer || m=eu, CLA » |[[| Bazeball Practi | Testing for UND Ci|
- HUGHE WMSU, Science Dep [ ELS Language Cer ||| ELS Language Cer [ Volleyball Pr = ||| Testing for UND Ct—|

<1 | I ELS Language Cer ELS Language Cer ELS Language Cer ELS Language Cer M5, Math Testing for UND Cx

—_— <) | Math Independant . s || ELS Language Cer s || UND Music - Low |+ || ELS Language Cer s || ELS Language Cer s || Testing for UND Ce s

Sections

Collegiate Learning Az||| ELS Language Cer A | Engl 120 / Jennie E a I
Sections ACE - Casey Peterson||| ELS Language Cer ||| ELS Language Cer—)

— ELS Language Cer ELS Language Cer

Math Independant. s || ELS Language Cer & |

Event Meetings . MNotifications




Creating Events Using the Dailly Room
Grid

Filter
a Enroliment =
7 |No Filter Selected v 8Ma‘mmumm @E] Friday, March 13th, 2009 E]E]
e =0 Frvsss @30

uoaeme ]
00

I\ Create Event

Date :(3/13/2009 Buiding :|HUGHES
SarTime: won {107 |

Attendance

Eronse

Which occurrence(s

Requested Events | Controlled




Avallable Reports

I Astra Schedule =]F .

|=1=8 Database

Select Dates 4 Resources
: . 4 Rooms

Set Event Display Start Date _ﬁ Sactions
2} UNDI Events
HD01 Events with Resources by Resource Name
Delete File... \ ; - INDIO1M Events with Resources by Date

; - UNDO1 Eventz by Selected Event Type
View Holidays - UNDO1 Events by Event Type
View Term Properties... ~UNDO1 Events by Event Status and Date Range

- UNDO Events by Date, Building and Room

Switch to Scenario Modeling Mode

Double Booked Sections/Events Report = =] cust - UNDO1 Events by Date and Time
Double Booked Instructors Report ype _ Omer ~UNDO1 Events by Date Range with Setup & Notes

- UNDOD1 Events by Customer

Cacti
Over Booked Room REpDrtf._ ectio WD01 Events by Building, Room and Date Range
Over Booked Room Report/Evedi 4 UNDO1 Roome

i i i +}- UNDO Secti
Invalid CrossListed Section 4~ UNDO1 Sections

Combo Reports

Standard Reports
Custom Reports

Printer Setup...

1 Records - Production Mode - Level : Section Scheduler | 3132009 2:17:46 PM




Double Book Section/Event Report

I Double Booked Sections / Events

File Options

EBX

Seminar |

1122008

1502009

12:.00 PM

12:50 PM

LEONARD

122009 - 51572009 [double-click row ta jump to section / event) “possible unmarked crosslist
|t |restum |startDate [EndDate [startTime [EndTime [DaysMet [campus  [Buiding  |Room Group  |CL?

5520 GRE Testing for Counseing J0080916-0 4/4/2009 | 4/4/2009 | 6:30AM | 230PM | S UNDO1 WITMER | 102 E1
5521 Testing for UND Counseling 20080916-0| 442009 | 44/2009 | 630 AM | 2:30 P UNDO1 WITMER | 102 E1
2520 GRE Testing for Counseling J0020916-01 4142009  44/2009  G30AM  230PM S UNDOT WTMER 115 £2
5521 Testing for UND Counseling 20080916-0 4142009  4/4/2009  630AM  230PM S UNDO1 WITMER 115 E2
=520 GRE Testing for Counseling J0020916-0 41412009 | 4/4/2009 | 6:30AM | 230PM | S UNDO1 WITMER 119 E3
5521 Testing for UND Counseling J0080916-01 4/4/2009 | 4/4/2009 | 6:30AM | 230PM | S UNDO1 WITMER 119 E3
5520 GRE Testing for Counseing 20080916-01 442008 | 44/2008 | 6:30AM | 230PM  |S UNDO1 WITMER | 208 E4
=521 Testing for UND Counseling 20020916-01 442008 | 44/2009 | 630AM | 230PM  |S UNDO1 WTMER | 208 E4
2520 GRE Testing for Counseling J00B0916-01 4142009  4/4/2009  6:30AM  230PM S UNDO1 WITMER 211 ES
5521 Testing for UND Counseling 20080916-0 4142009  4/4/2009  6:30AM  230PM S UNDO1 WITMER 211 =
2520 GRE Testing for Counseling J0020916-0 41412009  44/2009  630AM  230PM S UNDO1  WTMER 307 £
5521 Testing for UND Counseling J0080916-01 4/4/2009  4/4/2009 630AM  230PM S UNDD1  WITMER 307 £
=521 Testing for UND Counseling 20020916-0) 4412009 | 44/2009 |30 AM | 230PM |5 UNDO1 WITMER | 104 E7
5520 GRE Testing for Counseing J0080916-0 4142009 | 44/2009 |6:30AM | 230PM  |S UNDO1 WITMER | 104 E7
5521 Testing for UND Counseling 20080916-0 4142009  4/4/2009  630AM  230PM S UNDO1 WITMER 108 EB
2520 GRE Testing for Counseling J0020916-01 4142009  44/2009  G30AM  230PM S UNDO WITMER 108 £3
5521 Testing for UND Counseling J00B0916-01 41412009 | 4/4/2009 | 6:30AM | 230PM | S UNDO1 WITMER 114 E9
5520 GRE Testing for Counseling 20080916-0 4142009 | 4/4/2009 | 6:30AM | 230PM (S UNDO1 WITMER | 114 ES
=521 Testing for UND Counseling J0020916-01 442008 | 44/2009 | 630AM | 230PM  |S UNDO1 WTMER | 118 E10
5520 GRE Testing for Counseing J0020916-0 4142009 | 4/4/2009 | 6:30AM | 230PM  |S UNDO1 WITMER | 118 E10
5521 Testing for UND Counseling 20080916-0 41412009  4/4/2009  630AM  230PM S UNDO1 WITMER 117 E11
5520 GRE Testing for Counseling J00B0916-01 4142009  4/4/2009  6:30AM  230PM S UNDO1 WITMER 117 E11
5521 Testing for UND Counseling 20080916-0 41412009  4/4/2009  630AM  230PM S UNDD1  WITMER 302 E12
2520 GRE Testing for Counseling J0020916-0 41412009  44/2009  630AM  230PM S UNDO1  WTMER 302 E12
5521 Testing for UND Counseling J00B0916-0 4142009 | 4/4/2009 | 6:30AM | 230PM  |S UNDO1 WITMER | 303 E13
5520 GRE Testing for Counseing 20080916-01 442008 | 4/4/2009 |6:30AM  |230PM  |S UNDO1 WITMER | 303 E13
2521 Testing for UND Counseling J0020916-01 4142009  44/2009  G30AM  230PM S UNDOT WITMER 308 E14

GRE Testing for Counseling J00B0916-01 4/4/2009  4/4/2009  6:30AM  230PM S UNDO1 WITMER 305 E14

F




Sample Report




Questions?




Thank You
For Attending Our Session

If you would like more information
regarding Ad Astra please contact
maridgartedo@mail.und.edu



mailto:mariasaucedo@mail.und.edu
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