Ad Astra Admin Training

This training will focus on the academic side of Astra. This software allows us
to maximize space, leverage room capacities to stay within fire code
requirements, prevent double-bookings, and streamline data into one location.
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Filtering within Astra

» First, check to ensure your filters
are not hidden. You will be able to
see a “Filter” tab at the top left of
the page.

» If something is not properly
showing up, make sure the filters
are all cleared and that the View
Meetings radio button is selected.

» You can clear filters by clicking the
hyperlink beside the filter line. If
no hyperlink is present the filter is
ready to use.
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Once in the filtering window, check
the box next to the needed
parameter. There are search bars to
search for a specific identifier.

The Done button in the bottom
right corner must be clicked before
exiting the pop up.

Be sure to then click Search at the
very top of the filter window after
Done or the filters will not actually
be applied.

PRO TIP: Always start your search
by putting in the term you are
wanting to schedule for.
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Course/Section “1 Days Met  Start Date End Date  Start Time End Time @ Room Term Cross-List  Status Course Offering Id

¥ ®ACCT 4192/001 Ind... 08/26/2... 1211472 12:00 AM 12:00 AM Fall 2019 Incompl...

¥ @ ART. 4199/001 Ind.... 08/26/2... 1211472, 12:00 AM 12:00 AM Fall 2019 Incompl...

You can customize your columns within Astra to better suit your needs. There are
a variety of options to make your sections page look just right for you.



Scheduling a Room

» First, use the filters on the left to » After, ensuring your meeting
choose the correct term and subject(s)  information is correct click on the
to schedule. little house in the bottom right hand

corner.
» Next, choose your course and scroll to

the bottom of the course page.

Subtopic: |

*College: | CAS

*Department: | COMMUNICA

*ClassNbr: | 80596

*Session: | 1

*Course Id: | 104630

*Mode: | 1

*Mtg Pat Nbr: | 1

*(Class Stat: | A

|
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*Offer Nbr: | 1 |
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Faciity: |
Data Date: | 05/19/2022
*Instr Seq: | 1
Meetings
Meeting Type Start Time | End Time Days Start Date End Date Instructor Status Room

x =F Lecture 02:30 PM 03:55 PM MW 08/22/2022 12/10/2022 Prince, Khrist..  Unassigned a«aQ L




How to filter your rooms
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Spy on your room information

» Hover over the target to the left of
each room to “spy” on the room

Filter

information before selecting the
room.
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Selecting your room

When a room has a conflict, it will
appear as a yellow bar and have a
number of conflicting days listed.

If a room is unavailable, it will
appear red. If you hover over this
selection, it will show you what has
already been booked into this
room.

If the room says available, you
may select it and it will appear
green. Some rooms require request
access by the buildings’ admin.

Be sure to click save or your
selection will not be booked.
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Report List

Re PO rts —

Report Name =2

0

Eraithwaite Recital Hall {1 Item)

0
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» Room Card-Selected
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0
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Report Toggles

» There are many filters
within reports to suit your
needs.

» Each report has a
different set of toggles to
assist you in finding the
information you are
searching for.
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Time Title/Meeting Name Course/Reservation #  Subject/Customer

Monday, June 13, 2022

RBN 04021

Scheduled Activities from 6/1/22 to 6/18/22

Instructor/Contact

7:30AM - 4:30PM How Does That Work? Math 20220127-0003%- Mtg: 10 Department
Camp

Tuesday, June 14, 2022

7:30AM - 4:30PM How Does That Work? Math 20220127-00039- Mtg: 11 D
Camp

Wednesday, June 15, 2022

7:30AM - 4:30PM How Does That Work? Math 20220127-0003%- Mtg: 12 Department
D I

Thursday, June 16, 2022

7:30AM - 4:30PM How Does That Work? Math 20220127-00039- Mtg: 13 Department of
Cam| i

Friday, June 17, 2022




Scheduling Grid

» Just like in other areas of Astra, the
columns on the Room side can be
adjusted, sized, moved, and P ———— _ :
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Thank you for attending our
Astra training for Fall 2022!

Questions Comments? Concerns?

Please contact AcademicScheduling@uttyler.edu for additional guidance.

Maggie Sorrell
Academic Scheduling Assistant
903-565-5919 | AcademicScheduling@uttyler.edu
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