SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

AD ASTRA ROOM CONFLICTS BY BUILDING

BUSINESS PROCESS: HOW TO VIEW ROOM CONFLICTS BY BUILDING REPORT
MODULE: CURRICULUM MANAGEMENT

PREREQUISITES
Must have view access to Ad Astra

INSTRUCTIONS

This Job Aid will go over the process necessary to view the Room Conflicts Report in Ad Astra

STEP | Instructions

Navigate to Ad Astra Homepage > https://www.aaiscloud.com/SanDiegoCCDistrict/default.aspx?home

1)
Sign in with your SDCCD User Name, and password.

A Home ff) Calendars 4 Events

Default

Custom Content Holidays & Announcements

Welcome to San Diego CC's Astra Schedule! Request Event

First Day of Classes

SAN DIEGO

STEP | Instructions

2) To view the report, navigate to Reporting -> Reports

)‘ Home |l Dashboards [ff] Calendars |l Analytics 7 Academics & ~ * B Reporting & Settings

San Diego Community College District Report Subscriptions

&p_\pﬁo s

Admin
Report Groups

Report Runs

Report Server Configuration

Welcome to San Diego CC's Astra Schedule!

Help
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STEP | Instructions
3) Type in “room conflict” in the Report Name field in the Filter window and click Search.
You can also navigate directly to the report by opening the San Diego Reports folder.

)‘ Home

Filter

Clear Al

|shl Dashboards () ¢ ndars |l Analytics 7= Academics & Events [Bj Reporting & Settings

Report List

=+ Add a Report

Custom - o Report Name Description Report Group *1
Report Narre:l room conflict xl San Diego Reports (2 ltemns)
Report Group +

STEP | Instructions
Click the plus sign next to the San Diego Reports folder. You have two options Room Conflicts by Campus and Room
4) Conflicts by Building.

Click Room Conflicts by Building.

)‘ Home

|hl Dashboards [} Calendars |l Analytics 7& Academics 4 Events [Bj Reporting & Settings

Claar Al Q, Search = Add aReport
Custom - & Report Name Description Report Group “1
Report Name: | room conflict x Es.;q Diego Reports (2 Items)
Report Group + I_x 22 Room Conflicts by Building Room Conflicts by Building San Diego Reports
X => Room Conflicts by @mpus Room Conflicts by Campus San Diego Reports

STEP

Instructions

5)

Enter Start Date and End Date by typing in or clicking calendar icon, click date and click OK.
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Room Conflicts by Building

@ = Parameters

Main Report |

" Apply | % Delete

[
T

[L_Jrs »

M [[100%

|'|

1/1472019 15:54:27

M&Y 2019 : oked Activities From 1/7/19 to 5/3119

T W T F S
12 3 4|,

F 8 9 10 11
17 18

24 rtification

k|

Course/Reservation = Subject/Customer Instructor/Contact Dats

ied Calc I MATH 121 3003 LEC MATH 1/7/19 - 1/19/13

FIPT 381G 3301 LAE FIFT Lazzro Leherz 1/12/19 - 1/25/1%9

riification FIPT 381G 3301 LAB Lazaro Lahera 1/12/19 - 1/25/19

15:54:27 lied Calc I MATH 121 3001 LEC 1/21/19 - 5/27/19

ied Calc I MATH 121 3001 LEC 19 - 5/27/19

-

Fundamentals of Chemistry

CHEM 100 3302 LEC Fred Garzesz 1/28/19 - 5/25/19

STEP | Instructions

6) Click into the Enter Campus and the blue edit button will appear at the right side of the field. Click the edit button.

Room Conflicts by Building

@ = Parameters

Main Report |

" Apply

ol
et

[L_lrs »

M |[100%

| T |

75 Delets

1/14/2019 15:54:27

From 1/7/19 to 5/31/19
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Title/Mesting Name

Course/Reservation =

Subject/Customer

Instructor/ Contact

Date

Basic Techs/Applisd Calc

Fire Academy Certification

MATH 121 3003 LEC

FIPT 381G 3301 LAB

MATH

FIPT

Lazaro Lzhera

1/7/19 - 1/15/13

1/12/19 - 1/25/19

Fire Academy Certification

FIPT 381G 3301 LAB

Lazaro Lzhera

1/12/19 - 1/25/19
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STEP | Instructions

Enter the start and end dates again either by typing in or clicking the calendar icon. Then click OK.

Enter Values

@StartDate
Please enter DateTime in format "mm/ddfyyyy hh:mm:ss™,

Sat to Mull

@EndDate
Please enter DateTime in format "mm/ddfyyyy hh:mm:ss™,

Sat to Mull

=)

STEP | Instructions

8)

Choose campus and building from the drop downs. Note: You will only see buildings in the Enter BuildingCode drop
down that have room conflicts. Rooms with conflicts in that building will appear in the Available Values field.

Enter Values

=
Enter Campus:

Miramar

Enter BuildingCode:

Loras v |

Enter RoomMNumber:
Available Values:

Selected Values:
225

]

|_ Remave _| |_Remm.'eﬁll_|

| ok || Cancel |
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STEP | Instructions

9) Click the room in the Available Values and click the right arrow icon to move it to the Selected Values field. Repeat
for as many rooms as you’d like to view. You can all click the double arrow icon to select all the available rooms.Click

OK.

Enter Values x

Enter Campus:

Miramar i
Enter BuildingCode:

MIRA-A ¥

Enter RoomNumber:

vailable Values: I Selected Values:
225

225

STEP | Instructions

10) | Click Apply.

Room Conflicts by Building

@ &5 ||[3 Parameters 1 J/s » M [[100%

Main Report |

-)

STEP | Instructions

11) | You can review the report here, print, or export it to Excel, Word, pdf, RTF, or XML. To export the file, click the export
button.
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ﬁ|| Parameters | M 4 fl P M ||1EID‘}E. |~r||

rain Report ]

~ Apply | X Delete

STEP | Instructions

12) | Choose the format you want to export to from the drop down and click Export. End of Process.

Room Conflicts by Building

@ <3 | |2 parameters | M 1,a’1 bW |[100% |~

Main Report I

« Apply | X Delete

rDouhle Booked Activities

Title/Me=sting Name Course/Reservation # Subject/Customer

5.T.C. Cert. Corre

5.T.C. Cert. C -
= 2= 1 File Format;

Microsoft Excel (97-2003)
5.T.C. Cert. Comrs Page Range:

= All

Intreduction to Lil
| Pages

From:| | To:|

5.T.C. Cert. Corre

Intreduction to Lil
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