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SCHEDULING GRIDS

The following instructions will walk you through the process of viewing scheduling grids in Ad Astra. Scheduling grids can
be used to see what has been scheduled in a particular room. It is an alternative to the Available Rooms search. This tool
can be used to better understand classroom availability for Phase 1B or Phase Il or to assist the Registrar room when Phase
Il closes.

NAVIGATION

Login into myUFL and navigate to:

Nav Bar > Main Menu > Student Information System > Curriculum Management > Schedules of Classes >
Academic Room Scheduling

1. Click on Calendars.

)‘ Home |l Dashboards [&)] Calendars

2. Select Scheduling Grids.

@ Calendars |l Analytics 7& Academics 4 Events

Available Rooms Admin

Calendar Color Selector

Scheduling Grids Manage Calendars
Help

3. Select the Magnifying Glass to bring up filters.

()| Date: | Today x [ = February 5, 2020 =
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4. Set filters by clicking the + beside the desired filter to expand the panel.

Show Current Filter
Registrar Scheduling Grd - &
Keyword: x -

Campus +

Building +

Room +

Region ) Clea

Room Type +

a. Select the check box next to Registrar_Classrooms & Auditoria.

Region P I} Clear ¥
Registrar_Classrooms & Auditoria b4
Room Type +

b. Select the check box next to Include Academics.

Academic Filters
@Include Academics

c. Add additional filters as needed.

5. Select Save to save your filters.

Show Current Filter

Registrar Scheduling Grd - £

Note: You have the ability to save multiple searches as needed.
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6. Enter the name of your filter.
7. Select the check box beside “Set as Default.”
8. Select Save.

Save Filter 4

Set as default:

Save Cancel

9. Select the Magnifying Glass to minimize the filters.

Q| Date: | Today x M = February 5, 2020 +

10. Adjust the view of the schedule area by moving the middle pane over or de-selecting columns on the left to

allow more space to view the schedule.

Q, Date: | Today x M o February 5, 2020 «

Room “1 = Buildin... Campus |Type

@ AND 0013 - AND 0013 % | Use Default Sort Classroom

MM columns M (] RoomId

v  Room
&~ Building Code
@ AND 0021 - AND 0021 AND MAIN
(J ' Building Name
© AND 0032 - AND 0032 AND main | & | campus
© AND 0034 - AND 0034 AND MAN | & | Type
v | Capacit
@ AND 0101 - AND 0101 AND MAIN | Capacity
@ AND 0134-AND 0134 AND man | O Name
J | Mumber
@ BAR 0211 - BAR 0211 BAR MAIN
a Description
Training and Organizational Development Updated: March 10, 2020
Human Resources Page 3 of 6

University of Florida, Gainesville, FL 32611



Training & Organizational
UF Development UF mYUFL

Human Resources ]
UNIVERSITY of FLORIDA Student Information System

11. Select Week to switch to Week View.

Rooms Resources Day Week

12. Select the Week drop-down menu to locate the week within the term you are searching for.

Q, Date: |Today x | & EndDae. w February 2 - 8, 2020 w

13. Select the right arrow to locate the month of the desired week.

February 2 - §, 2020
p/02 February 2020 ~

5 M T W T F 5

1

2 3 4 n G 7 g

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

Today

14. Select the first day of the week you want to view.

.- February 2 - 8, 2020 w

Sun 02/02 September 2020 ~

6 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30
Today
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15. Review the schedule for the room selected. The room that is selected will be highlighted in light grey.

Q Date: | 09/07/2020 x 2| 2 EndDate. w September 6-12, 2020 w .
Room “1 Capacity Sun09/06 ~ Mon09/07  Tue09/08 = Wed09/09  Thu09/10 Fri 09/11 Sat 09/12
® AND 0013 - AND 0013 40 . ;
06:00 -
® AND 0019 - AND 0019 37 AM
® AND 0021 - AND 0021 EL 07:00
AM
® AND 0032 - AND 0032 33 o
® AND 0034 - AND 0034 50 AM 0B:30 AM.. 08:30|08:30] | 0B:30AM..
09:00 _10:2¢ AM
® AND 0101 - AND 0101 50 i .
0935 AN . 09:35 AM... 09:35 | 09-.. 09:35 AM...
@ AND 0134 - AND 0134 61 10:00 Sl s ‘ ‘ ‘ ‘ ‘ ‘ |
- AM
©BAR 0211 - BAR 0211 60 TR ‘ T0:40 AM.... ‘ ‘ 10:40 AM.... ‘ ‘ 10:40 AM.... ‘ 10:40 AM - 10:40 AM....
©® BEN 0328 - BEN 0328 30 : R
AM .
G PR TS - BRSNS - e 11:45 AM.__ 11:45 AM - ‘ 11:45 AM... ‘ T 11:45 AM...
T 01:40 PM P
® BLK 0415 - BLK 0415 30 ; cq ; ; ;
01:00 12:50 PM.... 4934/35R9 ‘ 12:50 PM... ‘ ‘ 12:50 PM... ‘ ‘ 12:50 PM.... |
® CAR 0100 - CAR 0100 679 PM
® CBD 0210 - CBD 0210 28 02:00 ‘m:ss‘ 01-. ‘ ‘01:55 PM... ‘ ‘ m:5s‘ 01-.. ‘ 01:55PM - 01:55| 01:...
PM 03:50 PM
®CBD0212- CBD 0212 19 PHI
03:00 03:00 PM... 03:00| 03:00 ‘ 03:00 PM... ‘ 2010/035¢C - 03:00 PM...
®CBD0216- CBD 0216 14 - PM _04:5¢ PM
. PM |-
Page |1 |of1 Sk 04;;?1 15T |o4s5 04:05| 04:. .

16. Select another room to view a different schedule.

Room “1 Capacity
®@CBD0212- CBD 0212 19 -
®CBDO0216- CBD 0216 14

® CBD 0220 - CBD 0220 35

® CBD 0224 - CBD 0224 14

@ CBD 0230 - CBD 0230 14

@ CBD 0234 - CBD 0234 14

® CBD 0238 - CBD 0238 14

® CHE 0237 - CHE 0237 44

® CHEO316- CHED316 34

@ CLBC130-CLBC130 325

® CSE A101 - CSE A101 248

® CSEE119-CSEE119 100

® CSEE121-CSEE1 102

@ CSE E220 - CSE E220 50

® CSE E221 - CSE E221 50 -

17. Review your results.
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Note: Scheduling Grid can be used to see what has been scheduled in a particular room. It is an alternative to
the Available Rooms search. This tool can be used to better understand classroom availability for Phase 1B,
Phase Il, or to assist the Registrar room when Phase Il closes.

When you find open days and times in a classroom that fits your section, go into Campus Solutions and update
the days and times of that section. After a few minutes, those days and times will sync into Ad Astra and you can

search for and book the classroom in question.

FOR ADDITIONAL ASSISTANCE

Technical Issues Policies and Procedures

The UF Computing Help Desk Office of the University Registrar

352-392-HELP 352-392-1374

helpdesk.ufl.edu registrar.ufl.edu
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