Ad Astra Schedule

Scheduling Grids
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Navigating to the Scheduling Grids

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

 From the home page, click on the ‘Calendars’ tab and choose
Scheduling Grids.

A Home @ Calendars T Academic

Ad Astra Available Rooms
Calendar

,xheclu ling Grids
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https://www.aaiscloud.com/MontanaStateU_Bozeman/Portal/GuestPortal.aspx

Filters

e The Scheduling Grids will
Default to ‘Rooms’ by ‘Day’. A Home [ Calendars £ Settings
Scheduled Sections appear
in light blue, and Events Rooms  Resources Day | Week
appear in green. Cross-listed
sections appear in orange.

HHE

Q. Date: 08/20/2018 x

August 20, 2018

* Choose a Calendar from the
drop-down menu located in
the middle of the screen.
Campus Calendar is the
default, but select a building
filter from the list to view a
specific building. You may
:|!]Seo|::test|ztejIg'[?'ltigllt:ergse?]rlo M 12:00PM 01:00PM 02:00PM 03:00PM O Animal Bioscience Building (ABB)
narrow your search results.

Campus Calendar X Filter: pecific building g | ¥ Add Event

*Select a filter to view a specific building

AJM Johnson Hall (AJM)
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Filters
Rooms Resources Day Week

e Onthe Ieft-hand side of the page, Show Current Filter E

open the Filters by selecting the . o

Looking Glass icon. ) Keyword: x -
@ AL
. ® B/
* Use Filters to narrow the search by ik o= op
filtering by Building, Room, Region, Building ot © B/
Room Type, Capacity etc. Select Room + o | @8
filters by clicking on the icon. + © B
Region + @ BF

: ®

e Click Search button to fetch results. Room Type + 5 3
Capacity: @ Ct
@ Ct
Between: P ® Ct
and: $ @ C
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Day View

The ‘Day’ view will list everything that is scheduled in each room for that day
based on your search criteria. Toggle through the days using the arrow buttons
next to the date, or by manipulating the calendar icon. When new dates are

selected, click the ‘Update Results’ button to refresh the grids. ~=

S

ﬁ Home @ Calendars 4" Settings

Rooms Resources Day Week Choose Calendar:
Q.  Date: 08/22/2018 x B o August 28,2018 ¥ .
Room -1 Capacity Type 06:00 AM 07:00 AM  02:00 AM 0900 AM 10:00AM 11:00 AM 1
= WIL 2288 - 19 COMFEREMCE ROOM (350)
@ WIL 2274 - 20 CLASS5RO0OM (110) CLS 201U5/00 CLS 101U5/02
= WIL 2257 - 25 COMFEREMCE ROOM (350)

Integrative 5
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Week View

e Select ‘Week’ from the toolbar.

e Select a room to view the scheduled Sections/Events in that room for the week.
Toggle through the weeks using the arrow buttons next to the date, or by
manipulating the calendar icon. When new dates are selected, click the ‘Update

Results’ button to refresh the grids. ==

Calendars Settings
iz & g

.“ Home

Rooms = Resources  Day | Week Choose Calendar: Campus Calen * X Filter: filson Hall (W1
Q Date: | 08/28/2018 5 End Date... ¥ i August 26 - September 1, 2018 * .I
Room -1 Buildin... Campus Sun 08/26 Mon 08/27 Tue 08/28 wed 08/29 Thu 08/30 Fri 08/31
SAWIL LTI - YWIL L I_l"\D{AI‘
® WIL 2105 - WIL r CLASSF 06:00
AM
@ WIL 2103 - WIL Z COMNFE
| _ 07:00
® WIL 1156 - WIL Z CLASSF AM
= AM AM AM
WIL 1154 - WIL Z CLASSF - .
© 09:00 09:00 AM WRIT _. S 09:00 AM WRIT _. s 09:00 AM WRIT _.
WIL 1153 - WIL 7 CLASSFL | AM 09:25 AM HSTR 09:25 AM HSTR ..
® WIL 1148 - WIL 7 CLASSE m,i\orj 10:00 AM CLS1... 10:00 AM CLS1... 10:00 AM CLS1...
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Helpful Tips

] Calendars # Settings

e Columns can be added

R R . Rooms Resources Day Week
and customized within

. . . Q.  Date:  08/28/2018 x [ 2 EndDate. ¥ Au st 26 - Se
the scheduling grids. Click =

. . Room -1 Duildin... Campus sun
and drag into desired @z A

%  Use Default Sort

't- @ WIL 2105 - CLASSF 06:00
pOSI lons. © WIL 2103 - | Columns » Room Id
® WIL 1156 - WIL z v Room
e Columns can be sorted ® WIL 1155 - NAS WL Z & BuildingCode |
aIphabethaL © WIL1154- el z [} Building Name |
. . = WIL 1153 - WIL Z B C
ampus
ascending/descending, 5 WL 1145 Wz |
Type
capacity, etc. by clicking ~ owwne- we oz o m:dw
in the column header. @i M2 gl name
= WIL 1144 - WIL Z B
® WIL 1143 - WIL i = Number
® WIL 1142 - WIL z (J Description

02:00
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Helpful Hints

 Hover over the bullet icon next to any room to reveal Room
Details, including the Scheduling Authority, room features,
capacity etc. g

“Room Details: Cheever Hall 215 - (Standard)

F\Room Type: CLASSROOM (110)

mCapacity: 104

Default

i

Description:Registrar's Office, 994-6650. Please contact eventschedulin

Feature

AW Single Fixed Screen
Carpet

Ceiling Mounted Projector
Document Camera
DWD Player

Handicap Accessible
iClicker

Laptop Wired

Laptop Wired-HDMI
Lecture Capture

M@@@@@@@é.
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Helpful Hints

* Hover over a Section or Event to get more
details.

08:50 AM - 10:40 e 08:50 AM - 10:40
A

cSection Details: COMX 111US 015

Section Title: Intro to Public Speaking
1 Term: Fall 2012
P Campus: z

CCourse Offering 1d:23605
i Meeting Type Enrolilment Capacity Days Met Start Date End Date Start Time

] I‘J @ R 3 10 T 2772018 121472018 8:50 AM
piq'JEL 3 10 R 2772018 121472018 12:15 PM
C

1| ] F
03:05 PM - 04:55 COMX 11TU5/003 03:05 PM - 04:55
PM - Intro to Public PM
COMX 111US/001 COMX 111US/013
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Questions, Comments

Contact the Registrar’s Office at
eventscheduling@montana.edu. We are always
available to help troubleshoot and answer
guestions!
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