Search for Available Rooms in Astra Schedule

The following topics are covered in this document:

1. Check room availability in a specific building
2. Search for an available room in any or all buildings using the search wizard
3. Check room availability in selected buildings using the calendar search filter

Note: Complete the Room Booking Request form at http://umanitoba.ca/roombooking/ to
submit your request for room booking.

Copy or type the URL below into your browser. Recommended browsers: current versions of
Internet Explorer; Mozilla Firefox , Safari, Google Chrome

http://astraprod.cc.umanitoba.ca/Astprod/Portal/GuestPortal.aspx

Check Room Availability (find an available room in a specific building)

1. Click on the Calendars tab. A userid and password are not required.

AASTRA ek UL — E—

Remember Me:

astRamomy | caimwpars | aesoumces

2. Click on Scheduling Grids

A ASTRA SCHEDULE

ASTRA HOME CALENDARS ACADEMICS RESOURCES
Scheduling Grids | Available Rooms
Fa| Calendars
e :
7 Enterprise Calendars
n E Hel &7
By Scheduling Grids 2
nk View daily resource grid.
Help: Calendar
By Available Rooms
nk Search for available rooms and resources
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http://umanitoba.ca/roombooking/

3. Select the desired calendar from Choose Calendar (Bannatyne Campus or Ft Garry Campus)

ASTRA HOME

CALENDARS

ACADEMICS

scheduling Grids | Available Rooms

RESOURCES

B Resources [ week Choose Calendar: ~ | Fiter v &]
Bannatyne Calendar Test
Today 2 4 March 31, 2016 b TS
Caretaking Ft Garry Cam
Roo Number « | Building Name | Type Capacity SODAM | G00AM  DO0AM  100AM | 1200PM  1o0PM | 200Pu  x00Pu  400PM | SDOR_ oo 0PN | 900PM | 1000PM
s 015 Apotex Centre  Seminar Room 10
=017 Apotex Centre  Seminar Room 10
= 021 Apotex Centre  Seminar Room 10

Select the desired building from the Filter dropdown list

Note: Use the vertical scroll bar to find the building you wish to view. Expand the width of
the field by dragging the bottom right corner.

ASTRA HOME CALENDARS ACADEMICS RESOURCES
Scheduling Grids | Available Rooms (_\
B Resources [ Week Chosse Calendar Bannayne campus | | ffite | Y[ &X]
Chown
Today &
: ? 4 March31,2016 Dentistry
Medical Services Bldg
Rodl Number - | Building Name Type Capacity 800AM = G00AM  1000AM 11:00AM 1200PM 100PM  200PM | 300PM = 400PM  S00PM  G00PM | 7:00P Sasic Science 2.00 M
= 015 Apotex Centre  Seminar Room 10
Basic Medical Scien..
5 017 Apotex Cenre  SeminarRoom 10
RenablResp HSC H...
= 021 Apolex Cente  SeminarRoom 10
Renhabilitation Building
n 023 Apotex Cenre  SeminarRoom 10
= 081 Apolex Centre  SeminarRoom 24 prEIEIne
= 085 Apolex Centre  SeminarRoom 16 \ Brodie Centre - /
= 067 Apotex Centre  Seminar Room 16
= 069 Apotex Centre  Seminar Room 24
= 071 Apotex Centre  Lecture Hall 100

5. Select Day or Week view of the calendar- click on the appropriate tab

ASTRA HOME CALENDARS ACADEMICS RESOURCES
Scheduling Grids = Available Rooms
m Resc{rces m Week ] Choose Calendar: Bannatyne Ca
Today ? 4 March 31, 2016 4
Roo MNumber «  Building Name  Type Capacity 8:00 AM 9:00 AM 10:00 AM 11:00 AM 12:00 PM 1:00 PMm 2:00 PM 3:00 Pm 4:00 P 5:00 P 6:00 PN
% 0158 Apotex Centre  Seminar Room 10
017 Apotex Centre  Seminar Room 10
= 021 Apotex Centre  Seminar Room 10
5 023 Apotex Centre  Seminar Room 10
n 061 Apotex Centre  Seminar Room 24 Booked for
5 065 Apotex Centre  Seminar Room 16
= 067 Apotex Centre  Seminar Room 16
= 069 Apotex Centre  Seminar Room 24 PH 500/H8 - POPULAT ‘OG 500/A1 - OBSTETF
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Select a specific date - click on the mini calendar next to the Day/Week tabs, and select the
desired date

Scheduling Grids = Available Rooms

“Rooms GTTENIET Week

2 4  March 31,2016 »

S M T W T F 5
1 2 3 4 & Type Capacity 8:00 AM 9:00 AM 10:00 AM 11:00 AM 120

& 7 8 9 10 11 12| Seminar Room 10

13 14 15 16 17 18 19| geminar Room 10
20 21 22 23 24 25 26

Seminar Room
27 28 29 30[31]
Seminar Room 10

10

|Toda\,.r| Seminar Room 24
= 0658 Apotex Centre  Seminar Room 16
= 067 Apaotex Centre  Seminar Room 16

7. Click on the Update Results button to retrieve the calendar for the selected date.

ASTRA HOME CALENDARS ACADEMICS RESOURCES

Scheduling Grids = Available Rooms

Lt Resources Week

pamerzo16 | x [F | @ 4 March 31, 2016 b

Roo Number - Building Name Type Capacity 8:00 AM 9:00 AM 10:00 AM

5 015 Apotex Centre  Seminar Room 10
= naT B ks £ e Dt mmimme (oo an
A3 1KA MUME LALENUAKS AvAuEMILY KEULKLES
Scheduling Grids  Available Rooms

m Resources m Week Choose Calendar: Bannatyne Campus v Filler: Apotex Centre | & ||

04/0612016 | % ? 4 April 6, 2016 »

Roo Number «  Building Name | Type Capacity 800AM | 9ODAM  10:00AM 11:00AM 1200PM  100PM = 200PM = 300PWM  400PM  500PM  600PM  7:00PM  8:00PM  900PM 1000 PW
5 015 Apotex Cenre  SeminarRoom 10 AL 700/F6 - ADVANGED CARDIAG CLERKSHIP ALT00 setup and tear down
= 017 Apotex Centre  SeminarRoom 10 AL 700/F4 - ADVANCED CARDIAC CLERKSHIP ALT00 setup and tear down
= 021 Apotex Centre  SeminarRoom 10 AL 700/FS - ADVANCED CARDIAC CLERKSHIP ALTO0 setup and ear down
s 023 Apotex Centre  SeminarRoom 10 KT Class
061 Apotex Centre  SeminarRoom 24 Booked for
% 065 Apotex Cenre  SeminarRoom 16 AL 700/F3 - ADVANGED CARDIAC CLERKSHIP ALTO0 setup and tear down
s 067 Apotex Cenre  SeminarRoom 16 AL 700/F1 - ADVANGED CARDIAG CLERKSHIP ALT00 setup and tear down
= 060 Apotex Centre  SeminarRoom 24 AL 700/F2 - ADVANGED CARDIAG CLERKSHIP ALTO0 setup and tear down
s 071 Apotex Centre  Lecture Hall 100 Seminar in Infectious Dis
s 116 Apotex Centre  SeminarRoom 16 Booked for Dennis Cote
* 120 Apotex Centre  SeminarRoom 16
1 124 Apotex Centre  SeminarRoom 16
= 128 Apotex Centre  SeminarRoom 16
= 141 Apotex Centre  Conferencero.. 20
= 164 Apotex Centre  Lecture Hall 88 PHRM 232
s 264 Apotex Centre  Lecture Hall 88 PHRM 1110/A01 - PSL-1

» White space on the calendar is available space.
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8. View the room details - hover over the button next to the building and room number to
open a window that shows an image of the room, the room type, and technology installed in
the room.

ASTRA HOME CALENDARS ACADEMICS RESOURCES
Scheduling Grids | Available Rooms

[ ccoms T

0410672016 (X |F @ 4 April 6, 2016 b
Roo Number «  Building Name Type Capacity 8.00 AM 9:00 AM 10:00AM  11:00 AM  12:00 PM 100 PN
= 015 Apotex Centre  Seminar Room 10 AL T0D/FS - ADVANCED CARDIAC CLERKSHIP
= 017 Apotex Centre  SeminarRoom 10 AL TOO/F4 - ADVANCED CARDIAC CLERKSHIP
= 021 Apotex Centre  Seminar Room 10 AL TOO/FS - ADVANCED CARDIAC CLERKSHIP
i 023 Apotex Centre  Seminar Room 10
] ~ Booked for
Room Details: Apotex Centre 023 (Standard)
= /ANCED CARDIAC CLERKSHIP

/ANCED CARDIAC CLERKSHIP
RoomTyps:  Seminar Room

Capacity: 10 /ANCED CARDIAC CLERKSHIP
No Image out: Default
Campus: 8 Emmm “FUN Seminar in Infectious Dis
Description:  Lesley and Randy Bubr Tuterial Reom
nis Cote
| Feature ‘Quantity Category
= | whiteboard 2 General Features
| screen 1 Audiovisual
= 141 Apotex Centre  Conferencero.. 20

Search for An Available Room using the Search Wizard (search for an
available room in any or all buildings)

1. Click on the Calendars tab. A userid and password are not required.

Logout guest Held

A ASTRA SCHEDULE

ASTRA HOME CALENDARS ACADEMICS RESOURCES

Scheduling Grids | Available Rooms

E’ | Calendars

7.4 Enterprise Calendars
R ’ s Hel a7
=] Scheduling Grids 2 -
i View daily resource grid.
Help: Calendar

=y Available Rooms

Search for available rooms and resources

2. Click on Available Rooms

Logout guest Held

ASTRA HOME CALENDARS ACADEMICS RESOURCES

Scheduling Grids | Available Rooms

E’ | Calendars

7.4 Enterprise Calendars
R ’ s Hel a7
=] Scheduling Grids 2 -
i View daily resource grid.
Help: Calendar

=y Available Rooms

Search for available rooms and resources
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Click on Add New to enter the date and time to search

AASTRA SCHEDULE Logout guest

ASTRA HOME CALENDARS ACADEMICS RESOURCES

Scheduling Grids  Available Rooms

Available Room and Resource Tool

[T Bannatyne - Grid View

Add New | “required
Dele

ealcn Dales
N4INAON1A 1100 AM - 1200 PM a

Use the Single Meeting section to enter the start and end date and time for a single date.
Use the Recurring Meeting section to enter the day pattern and date range for recurring

dates. Click OK

Add Meeting X

® Single Meeting
Start Time: 11:00 AM dgl) End Time: 12:00 PM (@D
Start Date: 3/31/2016 1_] End Date: 3/31/2016 1_]
Recurring Meeting
Sstart:  |12:00AM | 4Bp End: |12:00 AM 4>
Day Pattern
*' Daily ® Every lﬂ day(s)
Weekly Every weekday

Monthly

Yearly
Date Range
Start Date: |3/31/2016 | [

* End After: lill occurrences

End Date: 3/31/2016 .j

0K Cancel

5. Click on the pencil buttons under Locations to enter desired search criteria (it is not
necessary to select all criteria). Enter minimum and maximum capacity in the capacity field.

Note: to search for a room in all of the buildings on the Bannatyne Campus, select
Bannatyne Campus — All Rooms from the Region Filter.

» Note: Equipment/Services search criteria is not used.
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6. Click Search (it may take a few moments for the results to be displayed)

Meeting(s) +

Add New

Search Dates Delete

04/06/2016 11:00 AM - 12:00 PM =)

Search Filters v

Search For: Locations

Locations Equipment/Services
Field Filter i Field Filter
Campus Equals B E Type
Building Category
Region Group
Room Resource

Room Type ! Keyword

Capacity Between | 20

Search Results

Purpose of Search: Event v i

Room Capacity Room Type Equipment/Services Quantity Category

B CrvstalViewer (4).rtf T Crvstalviewer (3. ¥+ Showall downloads... X

» Available rooms matching your search criteria will be displayed under Search Results

searcn Lates Usiete

04/D6/2016 11:00 AM - 12:00 PM (=]

Search Filters r

Search For: Locations

Locations Equipment/Services
Field Filter Field Filter
Campus Equals B E Type
Building Category
Region . Group
Room / Resource
Roam Type 4 Keyword
Feature

Capacity Between | 20 and | 40

TSearen e
Capacity Room Type EquipmentServices Quantity Category

Apotex Centre 1413 20 Conference room

Chown AdT4 B Seminar Room
Dentistry D112AE Gonference room
Dentistry D17 & Lecture Hall
Dentistry D18 @ Lecture Hall
Dentistry D218 = Laberatory - Dentistry
Dentistry D404 & Classroom

Dentistry DHy1clinic & Clinic

] CrystalViewer (4)rtf 7| ®] crystaiviewer (3 3 Show all downloads..

» If there are no available rooms matching the search criteria, the message ‘Search
Returned no Locations’ will be displayed.

astratest.cc.umanitoba.ca says:

Search returned ne Locations
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Check Room Availability using the Calendar Search Filter (search for an
available room in selected buildings)

1. Click on the Calendars tab, then Scheduling Grid. A userid and password are not required.

A ASTRA SCHEDULE

ASTRA HOME CALENDARS ACADEMICS RESOURCES

l Scheduling Grids]| Awvailable Rooms

il MMalandzare

2. Click on the Advanced Search Options button found in the top left of the screen to open the
filter panel.

A ASTRA SCHEDULE

ASTRA HOME CALENDARS ACADEMICS RESOURCES

Scheduling Grids = Availzble Rooms

Rooms Resources m Week

| 4| parzsnote x 5| P 4 April 25,2016 b
| | Advanced Search Options |
Rnnm Bnildina Mind Ruildinn Mames Camnn Twne Cansrite A

ASTRA HOME CALENDARS ACADEMICS RESOURCES
Scheduling Grids | Available Rooms
Rooms Resources m Week
D @ B
[
| | Keyword: E3 ~
I Ri Build
Location Filters B oom —
B 1012 A105 1012
Campus el @ 10124110 1012
Al 1012 A205 1012
Building + (=
o B 1011130 1011
Room T B 1011134 1011
Al B® 1011137 1011
Region +[= 1011138 1011
Al B 1011 172 1011
Room Type adli B 1011 342 1011
All
B 1011 343 1011
Capacity:
1011 385 1011
Between =
~ B 1151 202 1151
=
and | B 1151 204 151
B 1151319 1151
. B 1151330 1151
Resource Filters =
B 1151 402 1151
Resource Type el @ B 1151402 151
all
(V]
Resource Category += @ Lh} i paie
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3. Select the desired Campus and Building(s) to search. Click on the + next to Campus and
Building. Multiple buildings can be selected by checking the boxes next to the desired
building names.

ASTRA SCHEDULE

ASTRA HOME CALENDARS ACADEMICS RESOURCES
Scheduling Grids = Available Rooms
Rooms Resources m Week
B @ 0 s [x5 2
[
| | Keyword: X% A
- - Room Building Cod Building Mame Camj
Location Filters « - - < :
= 3011 170 3011 husic Annex 2 I
(C*""PUS (1) \ o[ B 3011 156 3011 Music Annex 2 M
M -
et = 3011 145 anit hdu=ic &nnex 2 M
Building (4) +/12) | Enter search text S W
[@] 1011 Agriculture | [ 1011 Agricuture
; i M
1015 Animal Science [F] 1012 Agricultural Engineering ~
1037 Ellis o | [[] 1014 Agricuture Lecture Block hd
\ 1111 Fletcher Argus j 1015 Animal Science M
e 0 1028 Art Barn M
. W
Al 1037 Eliis 1w
Region + ||~ -
| B 1993 1 1899 Music Trailer 1 M
A
- - [ 1995 1 1995 Music Trailer 2 ]

4. Click the Search button to retrieve the calendar with the rooms in the selected building(s).

ASTRA SCHEDULE

ASTRA HOME CALEMDARS ACADEMICS RESOURCES
Scheduling Grids  Available Rooms
Rooms Rezources m Week
m =l b oenso0ie x F| D
|
|| Keyword: X A
. . Room Building Cod Buildin,
Location Filters - - - -
3011 170 3011 Music Ani
Campus (1) |l B 3011 156 011 Music Ani
M fa)
v B 3011 149 3011 Music Ani
Building (4) ] e .
1011 Agriculture E 3011 144 011 Music Ani
1015 Animal Science (] 3011 115 3011 Music Am
1037 Ellis E 3011 114 2011 Music Ani
L%
1111 Fletcher Argue B 3011 113 3011 Music Ani
Room = = 3011 108 3011 Music Ani
Al B 3011 102 3011 Music Ani
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ASTRA SCHEDULE

ASTRA HOME CALENDARS ACADEMICS RESOURCES

Scheduling Grids  Availablz Rooms

—

4 Dai2s2016 X [F| @ 4 April 25,2016 »
Room Building Cod Campus Type Capacity 6:00 AM 700 AM 5:00 AM 9:00 AM | 10:00 AM
E 1011 365 1011 Il Conference room - Inte... 16
E 1011 343 1011 I Classroom 36
E 1011 342 1011 I Laboratary - Plant Scie... 16
= 1011 172 1011 I Lecture Hall 191
E 1011 138 1011 I Classroom 21
E 1011 137 1011 Il Computer Lab - Agricul... 40
= 1011 134 1011 I Classroom 33
E 1011 130 1011 I Lecture Hall o6
= 1015 220 1015 I Classroom 38
E 1015 219 1015 I Classroom 78
E 1015 203 1015 Il Laboratory - Entemolog... 42

Note: The first time you retrieve this information you should add the building name to
the columns displayed:

- Click on the drop down arrow in the Building Code column header

- Click on Columns

- Check the box next to Building Name

—

o 04sne % [FH D 4  April 25,2018  F

Room I Building Cod |!uidi1g MName = Campus Type Capacity 6:00 AM

E 1011 365 1011 ,%l Sort Ascending Conference room - Inte_.. 16
E 1011 343 1011 il Sort Descending Clazsroom 36
B 1011 342 1011 | shorator - Plant Scie... 16
B 1011 172 1011 Columns P J[C] Roomid 191
B 1011 138 1011 Agriculiure ¥ AT 51
B 1011 137 1014 Agriculture M Building Code b - Agricul... 40
1011 134 1011 Agriculture STy RS 33
E 1011 130 1011 Agriculture ¥ e 36
B 1015 220 1015 Animal Stience M Type 29
= 1015219 1015 Animal Science M ¥ Capacity 73
B 1015 203 1015 Animal Science o [C] Name Entomolog... 42
= 1015 202 1015 Animal Science n ] Mumber Senior Ent.. 10
B 1015 142 1015 Animal Science v ] Description “nimal Sci... 24
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Note: You can sort the list alphabetically by building name by clicking on the Building
Name column header.

ASTRA SCHEDULE

ASTRA HOME CALENDARS ACADEMICS RESOURCES

Scheduling Grids = Availzble Rooms

Rooms Resources m Week

4 (oens0ie x5 B 4 April 25,2018 b
|
Room Building §od Building Name « Oempus Type Capacity 6:00 AM = 7:00AM @ 35:00AM @ 9:00AM | 10:00AM  11:00 AM  12:00PM = 1:00F
1011 385 1011 ™ C room - Inte__ 16
E 1011 343 1011 Agriculture M Classroom 36
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