The Scheduling Grid
There are several ways to view Events and Sections in Astra Scheduler. A very good “at-aglance” view is from the Daily Grid. To access it, once you’ve logged in, click on
“Calendars” at the navigation bar on the top of your screen, and select “Scheduling Grids.”

If it’s not already selected, click on the “Day” view button. You’ll see a grid with rooms
down the left, and time frame across the top.

When you open the view for the first time, there may not be any data. From the “Choose
Calendar” drop-down box at the top, pick “Main Campus.” You should only need to do this
once.

At the bottom of the screen is a navigation bar that shows the number of pages and
number of records. You can step forward and back through the pages, but many people
prefer to scroll through the whole list. You can change the number of records shown by
clicking the bold number next to “Show,” and selecting a larger number. There’s about
160 room records so selecting 200 will give you the full list.

Now you’ll be able to use the scroll bar on the right to navigate down the list of rooms.

Sometimes it’s nice to see rooms in a specific building or view rooms by roomtype. For a
more detailed description of accomplishing this, see the tutorial on “Filtering.”

There’s often a lot of columns on the left you may not really need. To hide or add columns,
mouse-over a column header, click on the drop-down arrow, and select “Columns.”
Uncheck unnecessary columns (you can also add ones you think might be useful).

If you have a steady hand, you can adjust the width of the columns to hide extra space by
mousing over the right edge of the column and dragging.

You can click the arrows to the right and left of the Display Date to page forward or back a
day at a time.

Clicking directly on the date at the top of the window brings up the date selection menu.
From there you can page backward and forward month by month, then pick a specific
date. You also can quickly get to the current date by selecting “Today” at the bottom of the
selection window.
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Go directly to a specific date by typing the date in the search window underneath the Grid
Selection Buttons, and clicking the green “Refresh” arrow.

Looking in the Grid itself, Green time frames denote a Scheduled Event.

Pink time frames denote a “Pending” event. These events still reserve the space, but we
use the “Pending” status to flag events where more detail is still needed (like final event
numbers, configuration, or setup needs, for example).
Depending on your permissions and how your filters are set, you may or may not see
setup and teardown windows that are associated with a particular event.

Yellow time frames are either “Requested” (not approved or scheduled), or “Incomplete”
events. “Incomplete” designates an event that either has unapproved elements (rooms or
resources), or an event that has multiple meetings, part of which are still unapproved.

Light blue time frames display scheduled academic sections. There is not a “Requested” or
“Pending” status for academic sessions at NNU.

If you hold your cursor over a particular event for a few moments, a pop-up window
summarizing the event detail appears.

Move your mouse down to the “View Event Details” link (being careful to keep the cursor
over the pop-up window), and click it. This will take you to the Event Record. For more
information see the “Event Entry” tutorial.

Likewise, holding your cursor over a particular Section for a few moments will display
pop-up window summarizing the section detail.

Again, drag your mouse cursor over the window to the “View Section Details” link, and
click it. Astra will open up the Section Record.

