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Jacobs School of Music Room Scheduling – Ad Astra  

Navigating to Ad Astra: (Shortcut URL: http://go.iu.edu/1cNK) 

1. Firefox and Chrome are the preferable browsers to use 

2. Go to One.iu.edu 

3. In the Search box, type Ad Astra 

4. Under tasks, click on Ad Astra 

5. Click Start 

*It’s important to understand the difference between Event and Meetings.  There will be one Event (ex. staff meeting), however, you will enter 

multiple meetings for that event (ex. every Monday from 8am-9am).  On the following screens, the top part is information about the event and the 

bottom part is information about meetings.   

Scheduling a single event with a single meeting: 

 

 

 

 

 

 

 

Select “Scheduling Grids” 

Choose the “CALENDARS” tab   

http://go.iu.edu/1cNK
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Scheduling a single event with a single meeting, cont’d: 

 

 

 

 

Click anywhere on the white 

space to bring up the Add Quick 

Event Form.   

Enter Event Name 

Select Event Type from the dropdown list. 

Select Event Meeting Type from the dropdown 

list.  It’s best to make the Event Type and Event 

Meeting Type the same. 

Enter Start and End Time 

Enter State and End Date 

Select Customer from dropdown list.  The list is 

ordered by person’s last name 

Select Customer Contact from dropdown list 

Select Location from dropdown list.  You should 

only see the room(s) you are allowed to 

schedule in. 

Buttons: 

Save - Save the event 
without notification being 
emailed to customer. 
 
Send Notification - Will 
send a confirmation email to 
the customer. 
 
Advanced Event Form - Will 
open a new window to 
enter more meetings for the 
same customer, add 
additional contacts, include 
internal descriptions or 
notes. 
 
Cancel - Don’t save your 
changes 
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Modifying an already scheduled event: 

 

 

 

 

 

 

 

 

When you click “View Event Details”, the below box will open showing the details of the event you scheduled. 

Click the Edit button to start making changes.  Once you are finished making the edits, click the Save button to save your changes. 

 

Hover your mouse over the event title you 

want to change.  The Event Details box 

should appear. 

Click “View Event Details” 

Upper Box 

contains 

details about 

the event 

Lower Box 

contains 

details about 

the meeting 
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Cancelling an already scheduled event: 

Follow the same steps above to hover over the meeting and clicking on View Event Details.  Then click the Edit button to edit the meeting. 

 

Hit the pencil icon and 

select “Cancel” and then 

hit “Save” button 
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Scheduling an event with recurring meetings: 

 

Fill in the boxes and then hit Next.   

Note: Event Name, Event Type are required fields. 

 

Click the “Event Wizard” link 

Uncheck Notify box 

if you don’t want an 

email sent to the 

contact. 

Click the dropdown for customer and start 

typing BL Jacobs to list the Jacobs contacts 

Click the “EVENTS” tab 
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Scheduling an event with recurring meetings, cont’d: 

Top part of the next screen.  Enter Meeting Type. 

 

Bottom part of the screen.  Enter meeting date and times. 

Click the Recurring tab and enter the Start Time and End Time.  Choose the days and enter the Start Date and End Date.   

Click the Create button.  That will show the meetings under the Meetings box. 

 

 

Click Next once you have completed both the top and 

bottom boxes 
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Scheduling an event with recurring meetings, cont’d: 

 You will need to assign a room to the meeting. 

 

You can skip the Resources tab and click Next.  Click the Finish button to schedule your meetings. 

 

Once you select 

the room, the 

box will change 

to Selected from 

Available. 

You should only see the 

rooms you have access to 

schedule in.   

Once you have 

selected the room, 

click “Next”. 
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Edit a particular meeting under an event: 

Hover over the event and click the View Event Details link. 
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Edit a particular meeting under an event, cont’d: 

 

 

Click the 

“+” to 

show all 

the 

meetings 

Click 

the 

“Edit” 

button 

 

Check the box next 

to the meeting you 

want to edit and 

then click the pencil 

icon. 
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Edit a particular meeting under an event, cont’d: 

You can now change the Start/End Date, Start/End Time, Customer, Room, etc. 

You can also Cancel the meeting by hitting the Pencil icon under Status.  Once you have made your changes, make sure to hit the Save button. 

Click the Meetings tab to go back to see your meetings listed under the event. 
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View your scheduled events: 

 

 

 

You can filter based on these criteria.  Pay special attention to the Status column and fix any Incomplete entries.   

   You can sort by Status by clicking the column. Click on the Event name to open the entry to edit if needed. 

 

Click the “Events” link 

Click the “EVENTS” tab 
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Notifications: 

 

Click on the My Preferences button and you can set up a schedule of when and how often notifications should be emailed to you. 

 

Notifications will allow you to approve, 

deny and request more information 

when someone submits an Event 

Request Form to schedule a room. 

Click the “EVENTS” tab 
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