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Assigning Rooms to Course Sections



e You can open Astra by clicking the Astra Scheduling link under

the Employee tab of your MyUT portal.
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e Once on the main Astra page, you will sign-in with your UTAD by
clicking the Sign-In link in the upper right corner.
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e Begin by clicking Academics in the top toolbar and clicking
Sections in the drop-down menu.

).i Heme E Calendars & Academics @ Events E Reporting }' Settings

Astra Schedulers
Activity list Welcome Page

e Selecting Sections will bring you to a table of all course sections
currently in Astra.

lendars 72 Acade: Events [B Repo

Days Met  Start Date End Date | Start Time EndTime Room Term Cross-List | Status Course Offering Id Same Time Link
® @ ACCT 3100/001 LE MW 08/27/2... 1211472, 11:10 AM 12:30 PM SB3160.. Fall2018 Schedul... 52563
® @ ACCT 3100/001 LE MW 01/14/72... 05/03/2... 12:55 PM 02:15 PM SB2140.. Spring 2. Schedul... 22926
® @ ACCT 3100/001 LE MW 08/26/2... 12/13/2... 11:10 AM 12:30 PM SB3160.. Fall2019 Schedul... 52563
® @ ACCT 3100/001 LE MW 01/21/2... 05/08/2... 11:10 AM 12:30 PM SB 1160.. Spring2.. 0C Schedul... 24802
¥  @ACCT 3100/001 LE... M 12/10/2... 12/10/2... 12:30 PM 02:30 PM 5B3160.. Fall2018 Schedul.. 52563
® ©@ACCT3100/001 LE/.. F 05/03/2... 05/0372... 12:30 PM 02:30 PM 5B 2140.. Spring 2... Schedul.. 22926
® @ACCT3100/001 LE/,... M 12/00/2... 12/09/2... 12:30 PM 02:30 PM SB3160.. Fall2019 Schedul... 52563
®  ©ACCT 3100/002 LE MW 08/27/2... 12/1472... 12:55 PM 02:15 PM SB3160.. Fall2018 Schedul... 52564
®  ©ACCT 3100/002 LE MW 08/26/2... 12/1372... 12:55 PM 02:15 PM SB3160.. Fall2019 Schedul... 52564
®  ©ACCT 3100/002 LE MW 01/21/2... 05/08/2... 12:55 PM 02:15 PM SB2140.. Spring2.. 4M Schedul... 22926
® @ACCT3100/002 LE/... F 12114/2... 1201472, 12:30 PM 02:320 PM SB3160.. Fall2018 Schedul... 52564
® @ACCT3100/002 LE/... F 12/13/2... 12/13/72... 12:30 PM 02:30 PM SB3160.. Fall2019 Schedul... 52564
® @ ACCT 3100/901 LE 08/27/2... 1211472, 12:00 AM 12:00 AM OCDL.. Fall 2018 Incompl... 53112
® @ ACCT 3100/901 LE 08/26/2... 12/13/72.. 12:00 AM 12:00 AM OCDL.. Fall 2019 Incompl... 53112
® @ ACCT 3100/901 LE/... 01/01/1... 01/01/1... 12:00 AM 12:00 AM OCDL.. Fall 2018 Incompl... 53112
® @ ACCT 3100/901 LE/... 01/01/1... 01/01/1... 12:00 AM 12:00 AM OCDL.. Fall 2019 Incompl... 53112
®  @ACCT 3100/911 LE 05/13/2... 06/21/2... 12:00 AM 12:00 AM OCDL.. summe... Incompl.. 37894
®  ©®ACCT 3110/001 LE TR 08/22/2... 12/16/2... 10:00 AM 11:40 AM SB4140.. Fall2016 Schedul.. 46223
®  ©®ACCT 3110/001 LE MW 01/11/2... 05/06/2... 12:00 PM 01:40 PM 5B 3100.. Spring 2... Schedul.. 14049
h ®  ©®ACCT3110/001 LE TR 01/09/2... 05/05/2... 12:00 PM 01:40 PM 5B 1100.. Spring 2... Schedul... 11609
®  ©®ACCT3110/001 LE TR 08/28/2... 12/15/2... 09:00 AM 10:50 AM SB4140.. Fall 2017 Schedul... 46223
R ©ACCT 3110/001 LE TR 01/16/2... 05/04/2... 09:00 AM 10:50 AM SB4140.. Spring 2... Schedul... 11609
®  ©@ACCT2110/001 LE MW 08/26/2... 1211372, 09:35 AM 10:55 AM SB1160.. Fall2019 Schedul... 54217
®  @ACCT3110/001 LE MW 01/21/2... 05/08/2... 09:35 AM 10:55 AM 5B 1200.. Spring2.. 6C Schedul... 23969

e You will then search for your sections by using the Filter tool on
the left side of the screen.
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e We recommend using the Term, Subject and Course filters.

Istom * B O
Keyword: X
Start Date: &) x
- o
End Date: Al ]
rivalid hMtg, - - X

Pattarn: -
Arranged. Al -
5 Exam: A -

O Wisw Sections

@ View Meetings

u]m]Tlwle]F]s]

Term

Subject

Course
Instructor
Campus
Building

Room

+ + + + + + + +

Department

Meeting " - X
Status:

Meetings with: = A * X

e To open the filter, click on the blue + sign, select the item and
click done.

Days Met Ul X ©ACCT3100/002LE MW 01/21/2..  05/08/
X ©ACCT3100/002 LE... F 1211472, 120140
o rfwirfe]s]

12/134
Term +

1214/

A r search text x 12/13
Subject + @ (O Fall2016 01/01/
O Fall2017 01/01/
- O Fallz018 06/21
Course + () Fall 2019 1216/
— : . 05/06/
Instructor = (J spring 2016
m 05/05/
[ spring 2017 !
Campus + -
_ _ 2/15/
[0 spring 2018
Buildin + — 05/04/
£ (J spring 2019
12/134
(e + Spring 2020
— ~ |05/08/
Department +
— 1-150f15  Done |12/0%
i /.
Vieeting A v X %X OACCT3110/001 L/, R Loz 1214
Status:
P .
Meetings with: | A - ® X @ACCT 3110/001 LE/... R 2... 05/03/
X @ACCT 3110/002 LE MW 14/2... 05/03/
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e Once you have entered all parameters, click the blue Search
button toward the top of the filter tool.

]

Customn
Keyword:
Start Date:
End Date:

Invalid Mtg.
Pattern:

Arranged:

Is Exam:

Al

O View Sections

@ View Meetings

Days Met

o wf rfwfrfe]s]

Term

A
Subject

A
Course
Instructor
Campus
Building
Room

Department

Meeting
Status:

Meetings with:

-

B &

+ + + + + +

v X

v X

o Astra will return a Selection List based on the filter inputs.

Section List

= Add a Section

X X X %X X X X %X X X X

Course/Section “1

@ ACCT 3100/001 LE
@ ACCT 3100/002 LE
@ ACCT 3110/001 LE
@ ACCT 3120/001 LE
@ ACCT 3310/001 LE
@ ACCT 4420/001 LE
@ ACCT 5100/001 LE
@ ACCT 5100/002 LE
@ ACCT 5110/001 LE
@ ACCT 5120/001 LE

@ ACCT 5420/001 LE

Note:

Days Met

MW

MW

MW

MW

MW

MW

MW

MW

MW

MW

MW

01/21

01721

01/21

01721

01721

01721

01721

01721

01721

01/21

01721

Start Date End Date
05/08/2...
05/08/2...
05/08/2...
05/08/2...
05/08/2...
05/08/2...
05/08/2...
05/08/2...
05/08/2...
05/08/2...

05/08/2...

11:10 AM

12:55 PM

09:35 AM

12:55 PM

02:30 PM

12:55 PM

1110 AM

12:55 PM

09:35 AM

12:55 PM

12:55 PM

Start Time End Time

12:30 PM

02:15 PM

10:55 AM

02:15 PM

03:50 PM

02:15 PM

12:30 PM

02:15 PM

10:55 AM

02:15 PM

02:15 PM

Room

SB 1160..
SBE 2140..

5B 1200...

STO114..

SB 2160...

STO0129..

SB 1160...
SB 2140...

SB 1200...

5T0114..

STO0129..

Term

Spring 2...
Spring 2...
Spring 2...
Spring 2...
Spring 2...
Spring 2...
Spring 2...
Spring 2...
Spring 2...
Spring 2...

Spring 2...

Cross-List
oc
4amM
6C

02

0C
4mM
6C

02

Status
Schedul...
Schedul...
Schedul...
Schedul...
Schedul...
Schedul...
Schedul...
Schedul...
Schedul...
Schedul...

Schedul...

Max Enrol...
40
40
40
40
45
45

Course Offering Id

24302

e A cross list identifier will need to be listed in order to assign room
to cross listed courses.
e If the course was newly created, you may have to wait until Astra
reflects the updated information. This could take up to an hour.
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e Click on the course using the blue link under the Course/Section
column. This is the course to which you are assigning a room.

e This will open a new page with information specific to the
selected course.

and Close Cancel + Add Mees

Section ACCT 3100 / Financial Acctg and Analysis 001

*Subject ACCT ®  Title: ial Acctg and Analysis Sandbox Options
*Course: 3100 - X *Campus ut x
[0 Assign All Meetings to Same Room
#*Delivery Method: | Standard v X | *Term: Fall 2018 x ) De Not Optimize
*Section: 001 Part Of Term: | 1_201840 x [ Ignore In Historical Analysis
Course oOffering Id: 525863 x SIS Key: 201840_52563 x
Max Enrollment: | 30
Enroliment: 29
Section Notes -
Same Time Info -

Meeting Type StartTime  EndTime  Days  Start Date End Date Instruc tor Status Room
x4+ LE 11:10AM  1230PM MW 08/27/2018 12/14/2018 Green, Karen  Scheduled SB 3160 Ao+
x4 LEExamFsA  1230PM  0230PM M 12/10/2018 12/10/2018 Green, Karen  Scheduled SB 3160 & +

e To assign a room, click the House icon.

e To remove an assigned room, click on the red circle.
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e This will open a pop up window displaying available rooms which
best match the course preferences.

e Please note: Astra will populate the filter according to
predetermined course preferences, such as Campus, Region and
Room Type.

o You may need to modify this filter in order to see the course
sections of interest.

UT ACCT 3100/001 / Financial Acctg and Analysis (Standard) UT / Green, Karen

Clear All Room

Custom

Time

@ 5B 3160
() show Additional Mtg. Patterns
@ MH 1002
Room Options ®  PL3060
[ Show Only Available Rooms ®  PL2450
] Show Shared Rooms ® HE 13008
[ show Alt Room Configs
1@ CC 1090
Capacity:
padity 0] cc2170
Between 30 s
(0] CC1320
and s
® CC1300
campus EP Clear 4
Building +
Room L
Region €D Clear 4
Room Type €9 Clear - Page |1 |of1

Score

64

82

80

61

61

51

51

ACCT 3100 001 (LE)
B2TF201812/1472018
MW

11:10-12:30pm

Enrollment: 20
Selected
Available
Awvailable
Available
Available
Available
Available
Available

Available

Available rooms will show as Available in the right column.
Selecting an available room will cause a green Selected box to

appear.

Click OK once you have selected the room.

Note: If the course is cross listed, a notification will appear asking
if you would like to assign the room to both courses.
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e Once you select OK, you will be taken back to the course section
with the room number now populated.

Meeting Type Start Time | End Time Days Start Date End Date Instructor Status Room

x4+ LE 11:10 AM 12:30 PM MW 08/27/2018 12/14/2018 Green, Karen Scheduled 5B 3160 A0+

o Before exiting the course section screen, click Save and Close in
the upper left corner to complete the action.

Save Save and Close Cancel =+ Add Meeting

1/ Fina~—~" Acctg and Analysis 001

Section Info
*Subject: v x| Title: Financial Acctg and Analysis Sandbox Options
*Course: v X *Campus: ut v X
[ Assign All Meetings to Same Room
*Delivery Method: | St v X *Term: Fall 2018 v x [ Do Not Optimize
*Section: 001 Part Of Term: | 1_201840 v x ) Ignore In Historical Analysis
Course Offering 1d: | 52563 x SIS Key: 201840_52563 x

Max Enrollment: 30

*»

Enrollment: 29

Section Notes

Same Time Info -

Meetings
Meeting Type | Start Time EndTime  Days  Start Date End Date Instructor Status Room

x4+ LE 11:10 AM 12:30PM MW 08/27/2018 12/1412018 Green, Karen  Scheduled SB 3160 A0+

x % LEExamFsa  12:30PM 02:30 PM M 12/10/2018 12/10/2018 Green, Karen  Scheduled SB 3160 & +

e Once saved, you will return to the Section List

Home [} Calendars 72 Acade

¥ | Section List

=

Bl + AddaSection

=

Course/Section “1 Days Met StartDate End Date StartTime EndTime Room Term Cross-List | Status Course Offering Id Same Time Link
X ®ACCT 3100/001 LE MW 08/27/2... 12/14/72... 11:10 AM 12:30 PM SB3160.. Fall2018 schedul... 52563
®  ®ACCT 3100/001 LE MW 01/14/2... 05/03/2... 12:55PM 02:15PM 5B 2140... Spring 2... Schedul... 22926
¥  @ACCT3100/001 LE MW 08/26/2... 12/13/2..  11:10AM 12:30 PM SB3160.. Fall2019 Schedul.. 52563
®  ®ACCT 3100/001 LE MW 01/21/2... 05/08/2... 11:10 AM 12:30 PM 581160... Spring2.. 0C Schedul... 24802
® OACCT3100/001 LE/... M 12110/2... 12/10/2..  12:30PM 02:30 PM SB3160.. Fall2018 Schedul.. 52563
¥  @ACCT3100/001 LEf.  F 05/03/2... 05/03/2... 12:30 PM 02:30 PM 5B 2140... Spring 2. Schedul... 22926
®  GACCT3100/001 LE/.. M 12/09/2... 12/09/2... 12:30 PM 02:30 PM SB 3160... Fall2019 Schedul... 52563
X ®ACCT3100/002 LE MW 08/27/2... 12/14/2..  12:55PM 02:15PM SB3160.. Fall2018 Schedul.. 52564
¥ ®ACCT 3100/002 LE MW 08/26/2... 12/13/72... 12:55PM 02:15PM SB3160.. Fall2019 schedul... 52564
® O ACCT 3100/002 LE MW 01/21/2... 05/08/2... 12:55PM 02:15PM 5B 2140... Spring2...  4M Schedul... 22926
¥ @ACCT3100/002 LEf. F 12/14/2.. 12/14/2..  12:30PM 02:30 PM SB3160.. Fall2018 Schedul.. 525864
®  ®ACCT3100/002 LEf.. F 12/13/2... 12/13/72... 12:30 PM 02:30 PM SB3160.. Fall2019 Schedul... 52564
®  ®ACCT3100/901 LE 08/27/2... 12/1472... 12:00 AM 12:00 AM OCDL.. Fall2018 Incompl... 53112
¥ @ACCT3100/901 LE 08/26/2... 12/13/2..  12:00 AM 12:00 AM oCDL.. Fall 2019 Incompl... 53112
®  ®ACCT 3100/901 LEA... 01/0111... 01/01/1... 12:00 AM 12:00 AM oCDL... Fall 2018 Incompl... 53112
®  ©ACCT 3100/901 LE/... 01/01A1... 01/01/1...  12:00AM 12:00 AM oCDL.. Fall 2019 Incompl... 53112
¥ @ACCT3100/911 LE 05/13/2... 06/21/2... 12:00 AM 12:00 AM oCDL... Summe... incompl... 37894
®  OACCT3110/001 LE TR 08/22/2... 12/16/2... 10:00 AM 11:40 AM 5B 4140... Fall2016 Schedul... 46223
X ®ACCT3110/001 LE MW 01/11/2... 05/06/2.. 12:00PM 01:40 PM 5B83100.. Spring2. Schedul.. 14049
| X @ACCT3110/001 LE TR 01/09/2... 05/05/2... 12:00 PM 01:40 PM SB1100.. Spring 2. schedul... 11609

®  G®ACCT3110/001 LE TR 08/28/2... 12/15/2... 09:00 AM 10:50 AM 5B4140... Fall2017 Schedul... 46223
® @ACCT3110/001 LE TR 01/18/2... 05/04/2..  09:00 AM 10:50 AM 5B4140.. Spring 2. Schedul.. 11609
®  OACCT3110/001 LE MW 08/26/2... 12/13/72... 09:35 AM 10:55 AM SB1160... Fall2019 Schedul... 54317
® OACCT3110/001 LE MW 01/21/2... 05/08/2.. 09:35AM 10:35 AM 581200.. Spring2.. &C Schedul.. 23969
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Scheduling Events in Department
Controlled Rooms



e Open the Calendars drop-down from the main tool bar and select
Scheduling Grids.

)1 Home E Calendars & Academics 4 Events E Reporting & Settings

Filter Section List

Clear Al = Add a Section

e Find the room in which you wish to schedule an event by clicking
the magnifying glass to open the filters menu.

)‘ Home @ Calendars [& Academics ¢ Events E Reporting }' Settings

Rooms Resources Day Week

Q, Date: | Today x M = October 17,2019 w

Ro Buildin... Campus Type Capacity

e The Filters menu displays several criteria that can be adjusted to
display only those rooms in which you are interested.

e Specify:
o Building
o Room

Show Current Filter

Custom Enter Filter Name Here - '% &

 Filter configurations can also be saved using the floppy disk icon
near the top. Add the rooms you commonly schedule to your
filter and save it for easy retrieval next time.
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Rooms Resources Day Week

B &

Custom hd

Keyword:

Location Filters

x .

I

Campus
Building
Room
Region
Room Type

Capacity:

Between:

and:

Resource Filters

I

Resource Type

Resource Category

+ + + + +

1

+
+

Q| Date: |Today x M = .
Room *1 Buildin... Campus
® BAHEC BAHEC BAHEC uT

® BAHEC ROOM N/A - No R... BAHEC uT

@ BO 0214E - Bowman-Od... BO uT

® BO 1001 - Bowmnan-Oddy... BO uT

Select ltems b 4

O
O
O
O
O

)
O
O

—

Enter search text x

Academic Services Center

Basic Science Lab Center
Bowman-Oddy Laboratories

Bryan Area Health Education Center

Carlson Library

@er Hall East

Center for Alumni and Donor Engagement
Center for Creative Education

Center for Performing Arts

] 1-66 of 66  Done

¢ Clicking the blue + sign expands the relevant filter.
o Check the boxes of the buildings or rooms you wish to

include.

o You can search for a particular building or room within the
expanded filter by typing in the 'enter search text' box.
e Be sure you have checked the Include Events and Include

Academics boxes.

Event Filters a

[+ Include Events
[ Include Setup/Teardown

(7] Include Pre/Post

Academic Filters -

[ Include Academics

Subject +
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o After selecting all relevant options, and naming and saving your
filter, click Search to see the list of all matching rooms.

Q, Date: | Today x M o October 17,2019
Room “1 Buildin... Campus Type s Capacity 06:00 AM 07:00 AM  08:00 AM 02:00 AM  10:00AM 11:00AM 12:00 PM 01:00 PM 02:00 PM 03:00 PM

@ BO 1049 - Bowman-Oddy... BO uTt Classroom 100 BIOL 215( E ECON 1200/00§ CHEM 1100/00
@ BO 1059 - Bowman-Oddy... BO ut Classroom 100 EEES 1010/00: PSY 2200/001 BIOL 2150/002 - Fu

e The rooms matching the filter settings will display on the left side,
while a scheduling grid appears on the right.
o By default, the current day's date will display. This can be
changed by clicking the blue drop-down.
o After selecting the date of interest, hover your mouse cursor over
the scheduling grid for the time you wish to schedule.
o A clock icon will appear displaying the time either in the first or
second half of the hour.
o Clicking after the clock icon displays will open the Create
Event menu.

Create Event b

@® single QO multiple  Q Recurring

Start Time: 12:00 PM o End Time: | 12:00 PM -

[EE

Start Date: 10/17/2019 x

[EE

End Date: | 10/17/2019 x

Event Mame: x
Room: Bowman-Oddy Laboratories 1049 - Bowman-Oddy, ~* X | @& #&
Event Type: Select... *+ X
Contact: Select... *+ X
Customer: Select... *+ X
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Specifying Event Options

o Enter all relevant event information.
o Note: The contact must be someone already in Astra.
= |f you run into trouble you can either make yourself the
contact or you can ask curriculum-scheduling@utoledo.edu
to add the person to Astra.
e This will require a First Name, Last Name, and university
email. The contact must be an employee of UToledo.
e Save the event.
o Save and Send Notification will send an email to the person in
the contact field.
o Save will not send a notification.
e Once saved the event will appear on the scheduling grid.
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