How to View Scheduled Events — Clayton State Users

Users who are logged in to Astra can view scheduled events on the Calendar tab or the Events
tab. User specific events can also be viewed on the Astra home tab.

Calendar Tab

1. Click the Calendars tab. Click view scheduling grid.
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Calendars
Enterprise Calendars

Calendar

WView achtivity calendar.

Scheduling Grids

Wiew daily resource grid.

Available Rooms

Search for available rooms and resources

2. Select academic space as a filter and click the date of interest. For further filter options, click
the magnifying glass (See guidance under step 4).
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3. Hit the green refresh arrow next to the date to see all events scheduled in academic

classroom space for June 3. Color coding is as follows:

S:00PM  6:00 PM

7.00 PM

S0CI2293/0 | | CHEM 11514 HCMG 3101/01
MGMT 3101/ Provos CRUU 3410/
Provos CRIT 110141 MATH 0S7/04 - Eler
HIST 2750/ BIOL 11510 | | PARA 2207/01 -
PHYS 11120 | SOCI 2293/ MATH 2502/02 -

Color Type Example

Class Meetings Blue MATH 0998/02 -

Class Meetings — Cross List Dark Orange PLAATH 5800/01 - Factoring
Final Exam Meetings Blue HSCI 3520/01 - Legal |

Final Exam Meetings — Cross List Red PHCIMG 4901/01 - Appli
Scheduled Events Orange Residenc e Lifz Staff Mestings
Requested Events Green HIST 111°

8:00P

- Introto

Criminal L

cal



€:00 AM

7:00 AM 8:00 AM 900 AM | 10:00AM  11:00AM  12:00 PM 1:00 PM 2:00 PM 3:00 PM 4:00 PM
| MATH 1231/08 - Introd .EN.GLAM‘!—MUC'
TRS Retirement Seminar

Congressman John Lewis

MKTG 4207/01 - Profe

5:00 PM €:00 PM 7:00 Ph £:00 PM 5:00 H

BIOL 4700/01 - Pharm

'MGMT 4750/20 - Strat |

For further filter options (room, event type, instructor/course, etc.), click the magnifying glass

next to the date.
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Filter by room, event types, and academic sections including exam sessions and hit Search.
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Location Filters
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All
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Event Filters

Include Events:
Include Setup/Teardown:
Include Pre/Post:

Ewvent Type
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All
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Customer
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Customer Contact
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Event Status (3)
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[¥] Requested
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Is Featured:
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Term
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Events Tab

1.

Click the Events tab and then click “View and manage your events”
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Events | Event Request | Motifications

Events
View, create, and schedule special events and meetings.

Events
- View and manage your Events.

- Event Request
] Reguest a new event using a step-by-step, guided process.

[ L B Notifications
Approve, deny and request more information for event reguests.

Filter by a variety of options including date, location, and event type. Set the desired filter and then
click Search on the bottom right side of the Filter Menu. To view your events, select “My Events” to
see your events scheduled.
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3. Click the | beside a selected filter to clear the filter and click search again to see all events.
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4. Save a current filter and/or make it your default filter by clicking on the save icon at the bottom of
the filter menu.
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5. Give the filter a name and check “Default” if you’d like this to be your default filter and click OK. You
can create multiple filters, save them, and select different filters by clicking the down arror to the
left of the search button.
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