How To Use AdAstra: Procedure for Scheduling Rooms for Events at NSU

1. Open browser on your computer and go to www.nova.edu
(make sure popup blocker turned off)
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2. On the left hand side under Resources For: Click the Faculty & Staff Link

Resources For:
% Future Students

= Current Students
= Alumni & Friends
% Faculty & Staff

3. Scroll down and find the links under Resources; click on the Room Scheduling
Request Form link

Resources

BellSouth Yellow Pages

MSU Bookstore

Campus I.D. Card

Copy Services

Dining Services

President’'s Faculty Research and
Development Grant

Health Care Centers

Health Professions Research
HPD Educational Development
and Support

Phone/Email Directory

Public Safety

Travel Office
Video Library
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4. Enter your NSU email username without the @ ( for example:
nova@nsu.nova.edu enter nova )
5. Enter your password and click OK
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The server v, nova, edu ak "MSU Username and Password”
requires a username and password.

Warning: This server is requesting that your username and

password be sent in an insecure manner (basic aukthentication
without a secure conneckion).

User name: I_ﬂ | LI

Password: I

I Remember my password

6. The Astra Web Client page will appear

ﬂ'-! Astra Schedule Web Client - Windows Internet Erplorer 3 o | DI.Z(.I
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‘_é Astra Scheduls Web Client

DLS meets in building SBEBG room 1133 on
12/07/2006 at OBi0DD AM

Welcome,
Guest

Home The Ad Astra web client is
Contact Info i

Schedules vou need rooms for course:
Request Events vour Ad Astra coordinator.

View Rooms % -
5 coordinators by going to the
Tutorial R

Account Request

If you require access or reqr
please click on: Ad Astra A
form is completed, please &

All * outside groups * are required to complete the Facilities Request Form for space on NSU C;
affiiates (i.2., WS schools, students, faculty, staff) acting on behalf of, or that recetve requests from

Please visit the Office of Facilities Management website for more information regarding NSU Facility
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7. On the left side, click on the link Request Events

Home

Contact Info
Schedules

al Request Events
View Rooms

Tutorial

Account Request

8. Enter the name of your event

This request should be only for events,
if you need a room for a class you
need to contact your coordinator via e-mail

Event Information:

Event Name®

e "

9. Enter the attendance (number of people)

10. Enter any AV equipment or software required. This area can also be used to list
any special setup requirements

Attendance®

Technology: Audio Visual and Software

11. Select event type by using the drop down list

Event Typa®

|Se|ectEventT‘gpe @
Privacy Level®
IF"uinc "I
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12. Select the customer by using the drop down list, if the customer is not listed click
new and enter the new customer

13. *Note: the screen will refresh and the contact field will appear

14. Select the contact by using the drop down list, if the contact is not listed click new
and enter the new contact information

Customer*
|D1‘ﬁce of Infarmation Technology ( -|)
Contact®

|Se|ect Contact @

* = Required

Click "continue" to select event pattern.

15. Click the Continue button at the bottom when all information complete

| Continue | |Clear|

16. To Add single day event; click single day event link
17. To Add recurring event; click recurring event link
18. To Add spanning event; click spanning event link

Add meetings for test

Single Dav Event

An event that occurs on a
zingle day and does not
repeat or span a
midnight.

Recurring Event

An event that occurs on
more than one day. The
days may or may not be
consecutive days.

Spanning Event

An event that spans two
or more consecutive
davye.
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19. Click Date icon (calendar icon); select month from drop down list; select day of
week by clicking on day

Date® mm/dd/yyy Attendance *
|
Earliest event dateT-12/12 /2006
Latest event date 04 /062007

_lo/x
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20. Select beginning and ending times by using the drop down hours, minutes and
am/pm list

Beginning Time * Ending Time*
8 xllooz]fam =] [9 =Ifoo =] =]

21. Select setup and tear-down times if applicable
Satup Time Tear Down Time
I none vI I none vI

22. Click the submit button

| Submit | | Clea|'|
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23. Your event will appear; click Pick Rooms button

Date Start Time End Time Day Met Setup Tear Down Customer
[Edit| | Delete | 12/20/2006 08:00 AM 09:00 PM WED  0:00 0:00 Office of Infermation Technology

—_
([ PiekRaoms ]

24. Click Continue; View all rooms button selected

Select an Option:

% yiew Al Rooms View all the rooms that meet your criteria.

Choose this option if vou know the type, size

' Describe a R
=ELribe | neom and features of the room vou need, but don't
have a preference as to the exact building and

FooMm.
| Continue )

25. Under the building column on top; select building from drop down list

Capacity Room Type Features

Al |

M view Request
Only Rooms

26. All of the rooms will appear; select the room you want to request by clicking the
select button

IMAGE
not | RN Cctsils LIBRAR ATRIUM 250 Atrium

AVAILABLE

IMAGE Pt
il4 elect iy 4
NOT 1of 1 Cetail ‘-' IBRAR EC103 26 ideo Conference Room
AVAILABLE —
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27. Check the assign button or check the box next to your event to assign the event

L L T e ) ) = e e e g

all unaz=signed meetings to Building:LIBRAR REocom:EC1034.

all meetings assigned to Building:LIBRAR Room:EC1034.

ALL mestings.

Delete _ Meeting
Meeting Bldg Room Name = TYPS Customer
O Request test Training Office of Information Te

| Select anotherroom |

28. Click the submit event to submit event

Delete
Meeting

FRequest LIBRAR EC1034 test Training Cffice of Informat

Meeting

Name Type Customer

Assign Eldg Room

Submit event

29. Your request will be submitted to the scheduler; you will receive confirmation
once request is received

END.
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