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Instructions to View Room Availability by Week

Ad Astra link: https://www.aaiscloud.com/UTXRioGrandeValley 
1. Log in using UTRGV credentials.
2. Select Scheduling Grids under Calendars tab.
[image: Astra User Portal navigation menu showing links for Home, Dashboards, Calendars, Analytics, Academics, Events, and Reporting, with the Quick Navigation Links section displaying Scheduling Grids highlighted.] 
3. Choose Calendar: Campus Events and Filter: Events and Academics
[image: Ad Astra top navigation bar showing tabs for Analytics, Academics, Events, Reporting, and Settings, with a toolbar displaying Choose Calendar set to Campus Events and a filter set to Events and Academics.]
4. Click on Week and enter dates or select week.
[image: Ad Astra scheduling view showing navigation tabs for Rooms, Resources, Day, and Week with Week selected, date controls set to June 16, 2024 through June 21, 2024, the Choose Calendar option set to Campus Events, and a highlighted weekly date range of June 16 to June 22, 2024.]
5. Click on Advanced Search Options (Magnifying Glass Icon).
[image: Ad Astra scheduling toolbar showing tabs for Rooms, Resources, Day, and Week, a search icon, and a Date field set to June 16, 2024 with calendar and refresh icons and an End Date option.] 
6. Add filters (select Campus and 110 Classroom), add capacity (if needed), and click Search. 
Note: Click ‘Done’ when selecting a filter.
[image: Filter panel in Ad Astra showing custom search options with location filters expanded, including Campus set to BRW, Room Type set to 110 Classroom, and a Capacity filter section, with clear and add icons visible next to each filter category.] 
7. Click on room(s) to view available days/times.
a) Blue/Orange - Academic Sections
b) Green - Scheduled/Approved Events 
c) Gray - Requested Events (Pending to be reviewed) 
d) White blocks – Available

     [image: Ad Astra scheduling grid view showing room availability for BINAB classrooms on June 16 through June 22, 2024, with a room list on the left including BINAB 1.207 highlighted, time slots displayed across multiple days, blue blocks indicating scheduled afternoon meetings, orange blocks indicating morning events, and large circled empty areas highlighting open availability on the calendar.] 

Instructions to View Room Availability by Day 

Ad Astra link: https://www.aaiscloud.com/UTXRioGrandeValley 
1. Log in using UTRGV credentials.
2. Select Scheduling Grids under Calendars tab.
[image: Astra User Portal navigation showing the Calendars menu expanded with options for Available Rooms, Calendar, and Scheduling Grids, with Scheduling Grids highlighted under Quick Navigation Links.] 
3. Choose Calendar: Campus Events and Filter: Events and Academics
[image: Ad Astra top navigation bar showing tabs for Analytics, Academics, Events, Reporting, and Settings, with a toolbar displaying Choose Calendar set to Campus Events and a filter set to Events and Academics.]
4. Click on Day and select dates.
[image: Ad Astra scheduling toolbar showing tabs for Rooms, Resources, Day, and Week, a Date field set to June 10, 2024, with calendar, clear, refresh, and navigation arrows, and the selected date range highlighted as June 10, 2024.]


5. Click on Advanced Search Options (Magnifying Glass Icon).
[image: Ad Astra scheduling toolbar showing tabs for Rooms, Resources, Day, and Week, a search icon, and a Date field set to June 16, 2024 with clear, calendar, refresh icons, and an End Date option.] 
6. Add filters, capacity, and click Search. 
Note: Click ‘Done’ when selecting a filter.
[image: Filter panel in Ad Astra showing custom search options with Location Filters expanded, including Campus set to BRW and Room Type set to 110 Classroom, along with a Capacity filter section and clear and add icons for each filter category.] 
7. Click on room(s) to view available days/times.
a) Blue/Orange - Academic Sections
b) Green - Scheduled/Approved Events 
c) Gray - Requested Events (Pending to be reviewed) 
d) White blocks – Available

[image: Ad Astra scheduling grid showing room availability for BSABH classrooms on June 10, 2024, with location filters set to the BRW campus and 110 Classroom room type, a room list on the left with BSABH 2.204 highlighted, scheduled classes displayed as colored blocks across the timeline, and a large circled empty area highlighting open availability in the afternoon.]
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