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General Information

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
Chrome, Firefox, or Microsoft Edge. You may experience problems with Internet Explorer and
Safari.

https://ca.aaiscloud.com/UManitoba

Check Room Availability for Specific Building

Follow these instructions to find an available room in a specific building.

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

L |

U of M Astra Homepage

2. Click on Scheduling Grids

Uof MA Available Raoms Help

‘ Scheduling Grids

Scheduling

‘We recommend using Chrome, Firefox, or Edge to view this site; there may be functionality
issues with Internet Explorer and Safari. Classroom Services (Audio/Visual)

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

Rooms  Resources | Day = Week (\mcse(alenuar:‘l ot - x‘ e

Bannatyne Campus
Q,  Damw: oday x | & t i

Caretaking Services - Ft Garry Campus
Room “1 Buildin... Campus Type Capacity  06:00 AM 07:00/AM 08:00 AM 09: 0Z00PM 03:00 PM 04:00 PM 05:00 PM 06:0¢
Fort Garry Campus

@101 1.%[]-Agr\<ul'u'r 130 1011 M ecture Hall 86
®1011 134 - Agriculture 134 1011 M Classroom 33 Page 1 of1 =
4. Select the desired building from the Filter dropdown list
Note: Use the vertical scroll bar to find the building you wish to view.
Rooms = Resources  Day = Week Choose Calendar: | Fort Garry Campus v X Filter: | Select.. > X | B o
Q, Date: oday x M 2z February 7, 2020 + Agriculture Building
Allen Building
Room 1 Buildin... Campus Type Capacity 06:00 AM 07:00 AM 0B:00 AM 09:00 AM 10:00 AM 11:00 AM 12:00 PM 01:00 PM 0Z:01
Animal Science Building
© 1011 130 - Agriculture 130 1011 M Lecture Hall 86
® 1011134 - Agriculture 134 1onm M Classraom 33 Architecture Il Building
© 1011 137 - Agriculture 137 1on M Computer Lab - Agriculture 40 Armes Building
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5. Select Day or Week view of the calendar- click on the appropriate tab

) vome (i calendars 7= Academics

Rooms | Resources

Chaose Calendar:  Fort Garry Campus - % Filter: | Sele v X| &8
Q  Date:  Today x & 2
Room =1 Buildin.. Campus Type Capacity | 06:00AM 07:00 AM 08:00 AM 09:00 AM 10:00 AM 11:00 AM 12:00 PM 01:00 PM 02:00 PM 03:00 PM  04:00 PM 05:00 PM | 06:0)
®© 1011130 - Agriculture 130 1011 M Lecture Hall 36
@ 1011 134 - Agriculture 134 1011 M Classroom 33
@ 1011 137 - Agriculture 137 101 M Computer Lab - Agriculture 40

6. Select a specific date - click on the mini calendar next to the Day/Week tabs, and select the
desired date.

), vome ) calendars = Academics

Signin

Rooms  Resources | Day  Week Choose Calendar:  Fort Garry Campus AR Filter:  Armes Building v x| &8
Q,  Date: | 02/14/2020
Room =1 <« February 2020 ~ » Capacity | 06:00AM 07:00 AM 08:00 AM 09:00AM 10:00 AM 11:00 AM 12:00PM 01:00 PM 02:00 PM 03:00PM 04:00 PM 05:00 PM 06:0
©1s21M-4 ¢ M T w T F g heawe 89 BIOL252 MECH3E MBIO 10 STAT 338

©1152115-4 heatre 38 B/ ST IYYEEI suppieme| supplemental Instru

1 SPAN 11:

©1152200-4 5, 3 4 5 & g heatre 221 BIOL25: MBIO20 MBID12 CHEM13 MATH 1

©1152 201 - 4 heatre 111 MATH21 MBIO24 MATH 1: MATH 1 CHEM 22 Chemistry Seminar Series
®1152204-) 10112 13 R 15 haare 192 MATH1: COMP1¢ MBIO12 MBIO 10

@1152205-4 g 17 18 19 20 7 22 heatre 111 MATH 17 STAT34C( MBIO 34 COMP 1! CHEM 24 PHYS 10 UMAnime Screening Event
®1152208-4 heatre 199 BIOL 242 MATH1! CHEM 22 BIOL25C STAT22:

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

) Home [ calendars 7 Academics

sign In
Rooms  Resources Day  Week Choose Calendar:  Fort Garry Campus v x Filter:  Armes Building - % &8

Q. Dater  02r14/2020 x M February 14,2020 w

Room =1 Buildin... Cam| Capacity 06:00 AM 07:00 AM 08:00 AM 09:00 AM 10:00 AM 11:00AM 12:00PM 01:00PM 02:00 PM 03:00 PM 04:00 PM 05:00 PM 06:00
© 1152111 - Armes 111 1152 M Lecture Theatre 89 BIOL 252 MECH3€¢ MBIO 10 STAT 33¢
©1152115- Armes 115 2 M Lecture Theatre 39 STAT10C SPAN 11
SPAN 11
©1152 200 - Armes 200 M52 m Lecture Theatre 21 BIOL25: MBIO20 MBIO12 CHEM 13 MATH 1t
©1152 201 - Armes 201 nsz M Lecture Theatre m MATH2{ MBIO24 MATH 13 MATH1:  CHEM 22
@1152 204 - Armes 204 N2 w Locture Theatre 192 MATH 1 COMP1¢ MBIO12 MBIO 10
S . o T T mhve Eemwn Erne Enomm et e et oo

White space on the calendar is available space.

8. To view 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.

lRoom Details: Armes 205 - Armes 205 (Classroom) Signln 7
: Lecture Theatre Choose Calendar:  Farl Garry Campus v X Filter: Armes Building - X B O
11
Default
M
105 seats + 6 wheelchair accessible seats Capacity = 06:00 AM 07:00 AM 08:00 AM 09:00 AM 10:00 AM 11:00 AM 12:00PM 01:00 PM  02:00 PM 03:00 PM 04:00 PM 05:00 PM 06:00 PM 07:
@ Freature Quantity  Category 89 BIOL25: MECH3¢ MBIO 10 STAT 33¢
@ audiofsound system AudionVisual 29 £ 7T T YEE Il supplemel Supplemental Instrug
computer - PC 1 AudiofVisual SPAN 11
@ data projector 2 Audiosvisual 221 BIOL25Z MBIO20 MBIO12 CHEM13 MATH 1z
decument camera AudioAVisual 1 MATH21 MBIO 24 MATH 12 MATH 13 CHEM 22
@ dual projection Audio/Visual 192 MATH 1 COMP1¢ MBIO12 MBIO 10

@ dvdhvcr 1 Audio/Visual m MATH 17 STAT34( MBIO34 COMP1! CHEM24 PHYS10' UMAnime Screening Eve
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Search for an Available Room in Multiple Buildings

Search for an available room in any or all buildings.

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

L |

U of M Astra Homepage

2. Click on Available Rooms

B calendars
Scheduling Grids
- We recommend using Chrome, Firefox, or Edge to view this site; there may be functionality issues
with Internet Explorer and Safari. Classroom Services (Audio/Visual)

3. Click on Add Meetings in 2. Meeting(s) to enter the date and time to search

Available Room and Resource Tool

1. Search Type

Search For: Locations v

Purpose of Search: Event v

2. Meeting(s)

=4 Add Meeting(s)

Delete Description

4. Choose the Single Meeting option to enter the start and end date and time for a single date.

Add Meeting

® single Meeting| O Recurring Meeting

Start Time: 1:30 PM End Time: = 2:00 PM

Start Date: 02/07/2020 % | End Date: = 02/07/2020 x M

February 2020 v
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Or choose the Recurring Meeting option to enter the day pattern and date range for
recurring dates. Click OK.

1. Select Recurring Meeting.

Add Meeting

O snseMecung[© roaring st 1. 2. Select Start Time and End Time.
: 3-5. Select a recurrence pattern.

Start Time: 1:30 PM v End Time: 2:00 PM v
- 6. Select Start Date
Recurrence Pattern
. |4_| 7. Select occurrence number or end date
Daily ecur ever 2 |week(s) on: . .

© weeky | | el o 8. Review Recurrence Summary and click
O Monthly 5| (J sunday & Monday (J Tuesday [J Wednesday
O Yearly [J Thursday [ Friday [J saturday OK

6. .
Start: 02/07/2020  £F)

7.1 @ endafter |10l % |occurrences

O Endby 047132020 [

Recurrence Summary

Every 1 week(s) on Monday effective 02/07/2020 until 04/13/2020 from 1:30 PM to 2:00 PM.

Use section 3. Filters, Filter Options to enter desired search criteria.

4+ Add Meeting(s)

Delete Description

X Every 1 week(s) on M from 07/02/2020, 10 occurrences

| Y Filter Options |

Field Filter

Select options by clicking on the + next to the filter options you wish to use. It is not
necessary to select all criteria.

1. Enter minimum and maximum
capacity in the capacity field

Locations Filter Options

— . El| 2. Click on + to review detail
et + : information (optional)
EEE < 3. Select Items by clicking on the
e * checkbox.
- : 4. Click Done when you have
selected all Items

) 5. Click OK to save the filter
o Lzﬂfz
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Note: to search for a room in all of the buildings on the Bannatyne Campus, select Bannatyne
Campus — All Rooms from the Region Filter.

Filter Options

Locations Filter Options a
Capacity Between And

Campus € Clear 4
Select Items

Building +

Enter search text X
| Region +

() BMS combined rooms group 2 of 3 rooms g
) BMS split rooms (12 rooms): 202 - 221 Room +
D BMS split rooms GRP 1, 6 rooms (rm #'s 202-2...
(J BMS split rooms GRP 2, 6 rooms (rm#'s 213-221) Room Type +
() BMS split rooms with tech

Feature +
() Bannatyne Campus - All Rooms
() Bannatyne Rooms 12 capacity reporting region m

7. Click Search under 4. Search and Results (it may take a few moments for the results to be
displayed). Available rooms matching your search criteria will be displayed under Search &

Q, Search
Room Capacity RoomType Equipment/Services Quantity Category
Apotex Centre 031 null 10 Conference room Ne records
Apotex Centre 120 null 16 Seminar Room
Apotex Centre 124 null 16 Seminar Room
Apotex Centre 141 null 20 Conference room

If there are no available rooms matching the search criteria, the message ‘No Records’ will be
displayed.

4. Search & Results

Room Capacity RoomType Equipment/Services Quantity Category

No records No records

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 user ID and password are not required.

U of M A | Available Rooms Help
Scheduling Grids
- We recommend using Chrome, Firefox, or Edge to view this site; there may be functionality issues
with Internet Explorer and Safari. Classroom Services (Audio/Visual)
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2. Click on the Advanced Search Options button found in the top left of the screen to open the
filter panel.

ﬁ Calendars [& Academics

A Home

Week
S e (B 5] o KR
WEEL Advanced Search Options esellCNRSCUULERIRIY E

Rooms Resources Day

1189 111 Avinnc 111 1160 V| Lactiirn Thanten

Ju Home B Calendars T Academics T
Rooms | Resources  Day | Week Choose Calendar:  Saloct.. - x a O
Ciear Al EEE | [©] o rodey x M @ [>]
Custom hd & . :

Room 1 Buildin... Campus Type Capacity = 06:00 AM 07:00AM 08:00 AM 0S:00 AM 10:00 AM 11:00AM 12:00 PM | 01:00 PM ©02:00 PM 03:00 PM 04:0
Keyword: x ~

©1152111- Armes 111 1152 M Lecure Theatre 89 BIOL252 MECH36 MBIO 10 STAT 33¢

©1152115- Armes 115 1152 M Lecture Theatre £ BOARUSE IR T suppleme) supplemental Instru

SPAN 11
-} E .

(0 S ©1152 200 Armes 200 2w Lecture Theatre o1 BIOL25: MBIO20 MBIO12 CHEM1: MATH1:
Building @ Clear + @ ©1152 201 - Armes 201 1152 M Lecwre Theatre 1 MATH21 MBIO24 MATH1Z MATH 1 CHEM 22 Prairie Math Cd

©1152 204 - Armes 204 1152 M Lecture Theatre 192 MATH1: COMP1¢ MBIO12 MBIO 10
iz +2 @1152 205 - Armes 205 1152 M Lecture Theatre " MATH 17 STAT34( MBIO34 COMP1: CHEM24 PHYS10! ELIERRIE
Region +@ ©1152 208 - Armes 208 1152 Y Lecture Theatre 199 BIOL247 MATH1: CHEM2: BIOL25( STAT22: [JRUN T et
Room Type +2
Capacity: Expand Panel

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. Click Done when selections are complete.

4.

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

All information fit the filter criteria(s) will appears on the middle and right panels.

)‘ Home [1 Calendars & Academics
Rooms Resources Day Week Choose Calendar: | Select... "
Clear All Q  Dpate: | Today x M@ 2
Custom Room =1 Buildin... Campus Type Capacity =~ 06:00 AM 07:00 AM 08:00 AM 09:00 AM 10:00 AM
Keyword: x -
®1152111 - Armes 111 1152 M Lecture Theatre 89 BIOL252 MECH 3¢ MBIO
Location Filters ©1152115- Armes 115 1152 M Lecture Theatre 35 STAT "
Campus @) @ 1152 200 - Armes 200 1152 M Lecture Theatre 221 BIOL252 MBIO
& M ® 1152 201 - Armes 201 1152 M Lecture Theatre m MATH 21 MBIO 24 MATH
® 1152 204 - Armes 204 1152 M Lecture Theatre 192 MATH 1 COMP
Eullding €0 © 1152 205 - Armes 205 ns2 M Lecture Theatre e MATH1Ti STAT34C MBIO
¥ Armes x ® 1152 208 - Armes 208 1152 M Lecture Theatre 199 BIOL 242 MATH
& ARTIab x ® 1343 136 - ARTlab 136 1343 M Lecture Theatre 140 STAT 24 KPER.
® 1343 340 - ARTlab 340 1343 M Computer Lab - Graphic Art 24
Room t+e ® 1343 360 - ARTIab 360 1343 M Studio - Art, Open Media 26
Region + @ ® 1343 364 - ARTlab 364 1343 M 59
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