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How to Find the ‘Available Rooms’ Tool

* Navigate to the Ad Astra Portal:
https://www.aaiscloud.com/MontanaStateU Bozeman/Portal/GuestPortal.aspx

* From the home page, click on the ‘Calendars’ tab.
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https://www.aaiscloud.com/MontanaStateU_Bozeman/Portal/GuestPortal.aspx

Available Rooms

ASTRA SCHEDULE

ASTRA HOME CALENDARS ACADEMICS RESOURCES EVENTS PEOPLI

Calendar Scheduling Grids Awailable Rooms

" Iw| Calendars
B | Enterprise Calendars

' Calendar
il | View activity calendar.
Faies] Scheduling Grids
B View daily resource grid.
g Available Rooms
(FE Search for available rooms and resources

e Select ‘Available Rooms’ from the list

" MONTANA Mountains & Minds

STATE UNIVERSITY




Search Dates

ASTRA HOME CALENDARS ACADEMICS RESOURCES EVENTS PECPLE REPORT
Calendar Scheduling Grids = Awailable Rooms

Available Room and Resource Tool

Meeting(s) ~ H { ’
Add New | *required _ CIICk Add NEW tO
s enter the Search Day/s
and time.

Search Filters ¥

Search For: Locations

Locations

Field Filter

Campus Any
And Building Any
And Region Any
And Room Any
And Room Type Any
And Feature Any

Capacity

Search Results

Purpose of Search: Event Search Print Create Event

Room Capacity Room Type
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Single Meeting

Add Meeting
© Single Meeting  Enter Start and End
Start Time: :C€> End Time: :€> . . .
Start Date: s/14/2016 [ F End Date: s/14/2016 [F tlme; CIlelng the
':'Recurring Meeting \ \ Center Of the tOOI to
1 Start: 12:00 AM C€> End: 12:00 AM Cg) .
N the right of the box
Opaty  © Every| ]3] davte) will default to the
':'Weeklv () Every weekday .
Omontity current time. Be sure
Ovearty to use exact times!
Date Range
st e * Enter the Start and

.a End After: oCCUrrences End date

i) End Date: o/14/2016 ._]
* Click OK
“ oK || Cancel
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Recurring Meeting
* Enter Start and End time;

remember to use exact times (i.e.
standard meeting patterns for

"' Single Meating

Start Time: 4 End Time: 4
‘ Start Date: 9/14/2016 |3 End Date:  5/14/2016 |7 CourseS)
@ Recu rring Meeting
Start:  12:00Pm End: 12:50PM * Choose ‘Day Pattern’ (Daily,
Day Pattern Weekly, Monthly, Yearly)
© paily Recur every weel(s) on:

g M . Choose Start Date and End date

(usually semester dates if

':"rearhr . .
Sate Ronae searching for available classroom
oo for a course), or “End After #
b o/zerz0ic [ - occurrences”.
End After: oCCurrences
@ EndDate:  12/16/201¢ ,_]h .
 Click OK
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B s
Add Filters

* Once your Search Dates are
Add tiew | *required set, you will see them in the

heading.
Search Dates .
Every 1 week(s) on MWF from 12:00 FM - 12:50 PM, /252016 - 12/16/2018 _ Any filters can be added to

[ ]
the search using the Pencil
[=] .

Search For: Locations It is recommended to add a

Locations fllter for Room Type
Field Filter (classroom, conference
Campus Any room, etc.) and Capacity at a
And Building Any minimum. Add Region filter
And . Any “REG” to search for all
And Room Any available Registrar-scheduled
And T Any rooms.
And Festurs Ay e Multiple filters can be added
Ang Capacity Between of the same type by checking
N . e e
Search Results « **Note: Experiment with
Purpose of Search: Event E ﬁ Search | Print | Create Event different ca paCIty ra ngeS.
Room Capacity Room Type Sometimes different ranges

return different results!
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Search Available Rooms

And Region Equals REG

And Room Any

And Room Type Equals CLASSROOM (110}
And Feature Any

And Capacity Betwsen 10 and 50

Search Results

Purpose of Search: Event IEI ﬁ Saarch Print | Create Event

Room Capacity Room Type
() Linfield Hall 102A @ 18 CLASSROOM {110)
i) Reid Hall 453 & 30 CLASSROOM {110)
(7) Reberts Hall 208 & 39 CLASSROOM {110)
i Wilson Hall 1147 B 25 CLASSROOM (110)

* With the search date/s and filters defined, click ‘Search’
* The list of available rooms will be displayed
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Requesting a Room
e

Feature View Room Details

R Type: CLASSROOM (110
Capasity oom Type {110}

Capacity: 15
g Layout: Default
ch Results '
= Campus: Z
fs h: Ey , .
rose ol searc Description: Registrar's Office, 994-66350. Please
contact
Room eventscheduling@montana.edu to

request room for events &

Linfield Hall 1094 = coursescheduling@montana.edu to

) request room for academic courses.
Reid Hall 453 =

Feature uanti Catego
Robers Hall 208 & Q 'ty =anry

Ceiling Mounted Projector 1 Default
Wilson Hall 1147 &

Flat Seminar Room Dafault

* To request one of the available rooms, hover over the card [
icon next to a room to see Room Details and Features.

* Contact the Scheduling Authority for that room as listed in
the Description field.
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R —
Questions, Comments

Contact the Registrar’s Office at
coursescheduling@montana.edu.

We are always available to help troubleshoot
and answer questions.
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