
Event Request Calendar/Scheduling Grid 

Instructions 
1. Click this link to get to the Ad Astra Homepage (Bookmark in Browser): 

https://www.aaiscloud.com/UArizona/Portal/GuestPortal.aspx 

 

2. In the top right, enter your user name and password: 

 
 

3. On the top left, click the Calendars tab: 

 
 

4. Click either of the “Scheduling Grids” links: 

 

  

https://www.aaiscloud.com/UArizona/Portal/GuestPortal.aspx


5. Your screen will look like this: 

 
 

6. In the top left, select the “Week” view tab: 

 
 

7. Then In the top left, select the Magnifying glass: 

 

  



8. In the top center of the screen, use the date arrows or calendar to go to the week you are 

searching for: 

 
Or this. 

 
 

9. For example, below is a view the first room alphabetically, AME S202 for the third week of the 

Spring 2018 Semester: 

 

You can view openings and general time blocks in all areas of the week.  

*Please note that Centrally Scheduled Rooms are only open 7 am-10 pm 7 days a week. 

  



10. Use the Location Filters on the Left side of the screen to select the: Campus (UA South Only), 

Building, Region (If you use Department Control in this system. Please ask RCS if you’re 

interested), and Capacity. Use the + signs next to each section, to open a sub-menu: 

 
11. You can either scroll through the list or Enter Search Text before checking the box. For example, 

the English building is coded “ENGR ENGR”, but typing in “Eng” will allow the Building to be 

filtered. Check the box and hit the Search button:  

 

  



 

12. Your Rooms list will now be filtered into buildings into your specific building (or buildings): 

*NOTE: Always click the search button after you change your filter options.  

 
 

a. Drag the Room Filter screen on the top-right of the Room Filter section to see Capacity. 

 

b. You can also grab the Capacity column and drag it closer to clarify opening 

 

 

 

  



13. Another Capacity trick to do is simply enter your Capacity Minimums and Maximums into the 

Location Filter Boxes on the left and hit search: 

 

 
 

14. You can now click each room to see Up-to-Date availability. When you find an open time block 

that works for you, simply open up another browser tab and go to the Event Request Forms in 

the Events Tab to request your space.  

 

Thank you for learning how to view Room and Course Scheduling Calendars and Scheduling Grids! 


