UNIVERSITYof HOUSTON

USER GUIDE

AD ASTRA PROCEDURE FOR PULLING PREFERENCES

Description: This user guide shall be used for navigation on how to pull a current preference list inside Ad Astra
from the reports tab.

Please contact the Office of the University Registrar (OUR) at 832-842-5775 if you have any questions after
reading this procedure and viewing the training videos.

This procedure will be located and continually updated for future reference on the Ad Astra web page within

the “Written Procedures” section.
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PART 1: LEGEND OF EACH USED FIELD IN THE PREFERENCE EXCEL FILE FOR FUTURE REFERENCE
[PRINT this page for a handy reference]:

Column

A
B

c/D

1/

P/Q

R/S

X/Y

Field Name
INSTITUTION
PREFERENCERULES_SEQUENCE

PREFERENCESETS_NAME/
PREFERENCESETS_DESCRIPTION
CAMPUS_NAME
MEETINGTYPES_NAME

DELIVERYMETHOD_NAME
SUBJECTS_SUBJECTCODE
COURSES_SUBJECT_SUBIJECTCO
DE/
COURSES_COURSENUMBER
ROOMTYPES_NAME
FEATURES_NAME
REGIONS_NAME
BUILDINGCODE/
BUILDINGS_NAME
BUILDINGCODE(1)/

ROOMNUMBER
WEIGHT

QrTy
ISREQUIRED

ISEXCLUDED/
ISBLOCKED
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Description

Always “University of Houston — Main”.
Represents the temporary rule number has been assigned. This number shifts
when a preference rule is created above it and is never meant to be a
permanent assignment. Once course could be a part of multiple preference
rules. Several courses can be a part of one rule if they all have the same
needs. Remember the order number is not important when it comes to
finding room assignments during optimization. At the time this procedure
was created, here is some logic to how rules are placed in order:

Rule numbers | Massive preferences based on region so courses not

1-22 provided specific preferences at least stayed in your region.
Example: Rule 1 currently takes up 61 lines in the excel file
as it represents a broad preference for every course in the
ARCH college, both lectures and seminar versions to keep all
of these type of classes inside the Architecture building and
in appropriate room types.

Rule numbers | Broad subject preferences in alpha order submitted by

23-62 schedulers.

Rule numbers | Course preferences in alpha order submitted by schedulers.

63-377

These two fields will always be the same and always represent a specific rule

set for a term and year of that term (IE, Spring 2015).

Field will always be null since everything is UH Main.

Currently we have preferences for “LEC” Lecture, “LAB” Lab, and “SEM”

Seminar.

Currently, field is always null as we only create preferences for face to face

classes.

Field always populated whether the preference is for just a broad subject

code or a specific course for easy filtering.

These two fields are tied to each other. When a scheduler submits a

preference for GEOL 1102, fields H and | will say GEOL and field J will say

1102. To filter properly, it is recommended that you use file H to filter the

subject and field J to filter the specific course number of that subject.

Used to build preferences including specific room type needs such as

laboratory, special class lab, lecture classroom, seminar room, etc.

Data projector, computer, etc. are features that are tracked and preferences

can be built around.

NSM, CLASS, TECH, etc. are all regions that preferences can be built around.

Building’s abbreviation code and long name used if a preference for an entire

building (not specific rooms) was created.

Building’s abbreviation code and room number(s) specified if a preference for

a specific building’s room(s) was created.

Almost every preference you can ask for a subject/course can have a weight

associated with it. For example, the use of an auditorium may be 10 (wanted

to use the most for your course), lecture classroom 9 (a little less wanted),

and seminar room 2 (wanted least).

This field stands for the quantity of a feature preferred. We currently do not

use this feature.

Most preferences are “required” or the class will not place during the initial

optimization run. If you see a “1” here, that acts like a true or yes statement.

We do not use these features.



PART 2: ADp AsTRA WEBSITE URL.
Open the following website to access Ad Astra and enter your login credentials.

Production- https://astraschedule.uh.edu/Astra00730/Portal/GuestPortal.aspx

You are able to access Ad Astra via this web address using any web browser, tablet (iPad), or smart phone that
has access to the internet.

Note: If you do not remember your login information in the future, please contact OUR for assistance. Should you click
on something that you do not have the security to view or if an error occurs, click on the “University of Houston” logo
(as seen in the picture below) to get back to the home page.

UNIVERSITYof HOUSTON <

Access Denied
Protected Resource

You currently do not bave pearmission to access ths resource. Contact your admunistrator of you reguire additional permissions.
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PART 3: LOCATION OF THE PREFERENCES REPORT WITHIN AD ASTRA.

Now that you are logged in, locate the “Reporting” tab available for an UH faculty or staff member as shown below:

A. Click on the “Reporting” tab and “Reports” link.

UNIVERSITYof HOUSTON

ASTRA HOME

CALENDARS

ANALYTICS ACADEMICS

RESCURCES

EVENTS PEOPLE

UNIVERSITYof HOUSTON

ASTRA HOME

Reports

e

CALENDARS

Report Subscriptions

ANALYTICS

Reporting

Access or manage reports on Astra Schedule resource and activity data.

ACADEMICS RESOURCES

Reporis

View and manage reports

Report Subscriptions

€ View and manage report sub

EVENTS PECPLE REPORTING

B. From the report list, locate and click the report link titled “UHS Preference Data”.

UNIVERSITYof HOUSTON

REPORTING

SETUP

SETUR

Reports Report Subscriptions
teport Name: > Add a Report
Report Group + = TTrom— Description Report Group
au = with Requested Rooms for with Rooms for Term Section Lists.
Space | ion For Sections and Events b Space Utilization For Sections and Events by Building and Room Wit... Utilization Reports
Space L For Sections and Ewvents byv Room Twvpe a Space Utilization For Sections and Events by Room Type and Size Utilization Reports
& Space L For Sections and Events bwv Room Tvpe a Space Utilization For Sections and Events by Room Type and Size Utilization Reports
e Space L bw Building and Room With Primetime Space Utilization by Building and Room With Primetime Utilization Reports
Space L by Building and Room With Seat Fill Space Utilization by Building and Room With Seat Fill Utilization Reports
Space | by Room Twpe and Size With Contact Hours Space Utilization by Room Type and Size With Contact Hours Utilization Reports
& Space L bw Room Twpe and Size With Primetime Space Utilization by Room Type and Size With Primetime Utilization Reports
e Space L bw Room Type and Size With Seat Fill Space Utilization by Room Type and Size With Seat Fill Utilization Reports
Space Utilization for and Events in lected Regio Space Utilization for and Events in Region by Ro. Utilization Reports.
Space L in Region by Room Type and Siz Space Utilization in Selected Region by Room Type and Size with S Utilization Reports

EREIEIERE A AT A S
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Standard Mesting Patterns
Student Academic History

Student Count Report

Student Load by Program - Student Detail
Student Load by Program - Student Summary
Student Load by Program - Summary
Student Flanned Courses

Student Planned Cour: by Term
Subiect Enroliment Fill Ratio

Summary of Rooms by Room Type and Size

Timetable by Program

Today's Activities by Building and Room
Buildin

Todaw's Ewents b and Room with Motes

2§ UHS Preference Data

x

User Permissions Tor All Users by Mame

Standard Meeting Patterns
Student Academic History

Student Count Report

Student Load by Program - Student Detail
Student Load by Program - Student Summary
Student Load by Pregram - Summary.rpt
Student Planned Courses

Student Planned Courses by Term

Subject Enroliment Fill Ratio

Summary of Rooms by Room Type and Size

Timetable Sections by Program
Today's Activities by Building and Room

Today's Events by Building and Room wvwith Notes
Preferences

User Permissions for 4l Users by Name

Platinum Anahtics Reports
Platinum snalytics Reports
Platinum Analytics Reports
Platinum Analytics Reports
Platinum Analtics Reports
Platinum snalytics Reports
Sectioning and Timetabling
Sectioning and Timetabling
Course Offering Analysis
Rooms and Resources Lists

Summary of Section Room Hours by Day and Ti.. Summary of Scheduled Section Reem Hours by Day and Time utilization Reports.

Summary of Sections by Enrollment Size Summary of Sections by Enroliment Size Section Lists

Timetable Report Timetable Report Sectioning and Timetabling
P Timetable Report - No Timetable Report - No Students. Sectioning and Timetabling
> Timetable Report - No for Roomis} Timetable Report - No Students Tor Selected Roomis) Sectioning and Timetabling

Sectioning and Timetabling
Sections and Events Lists
Events Lists

Swstem Admin Reports
Swstem Admin Reports



PART 4: EXPORTING THE DATA FROM AD ASTRA INTO AN EXCEL FILE.

Unlike all other reports in Astra, the preference report is not usable in regular report form within Ad Astra and MUST be
exported into an Excel file. Take the following actions to export the data into an excel file:

A. Locate and click on the export icon (looks like a floppy disk on top left corner of report screen) highlighted
below.

UNIVERSITYof HOUSTON

ASTRA HOME CALENDARS ANALYTICS ACADEMICS RESOURCES EVENTS PEOPLE REPORTING SETUP

Reports = Report Subscriptions

@ [ Parameters f1+ » M |1UU% |v | | #
in Report |

12/5/2013

INST PREF PRE PREF CAM MEE DELI SUB COUR COU INSTR INSTR ROO FEA REG BUIL BUIL BUIL ROO ROD W Q ISRISEL
Univers Bg dfii8 pusifié B (efs ik edoccyfimiD Mitiratid 61 SW Social Work Bldg 500 1 01
Univers Bg dfii8 pusifié B (efs ik edoccyfimiD Mitiratid 61 SEC 105 GP CLBBBROOM 1
Univers Bg dfii8 pusifié B (efs ik edoccyfimiD Mitiratid 61 LECTURE CLASSROOM 10001 0 1
Univers BE df0S postfié heECers ieEik sdnc st @itizatidf 61 SEC Science & Engineering Q&g8rdond 1
Univers Bg dfii8 pusifié B (efs ik edoccyfimiD Mitiratid 61 Data Projector 1000 0 1
Univers BE df0S postfié heECers ieEik sdnc st @itizatidf 61 SR Science and Research 10.00 1 0 1
Univers Bg dfii8 pusifié B (efs ik edoccyfimiD Mitiratid 61 F Fleming Bldg 700 1 01
Univers Bg dfii8 pusifié B (efs ik edoccyfimiD Mitiratid 61 AUDITORIUM 10001 0 1
Univers Bg dfii8 pusifié B (efs ik edoccyfimiD Mitiratid 61 AAA - Agnes Arnold Auditoriun®.00 1 0 1
Univers B dii8pusifie kR iefe REibednc daftmD Ritizatid 862 SW Social Work Bldg 500 1 01
UniversBg dii8pusifie kR tefs REibednc CaftmiD Ritizatid 862 SEC 105 GP CLBBBROOM 1

B. The export menu should have popped up.
1. click the drop down arrow off the export menu.
2. click the file format of “Microsoft Excel (97-2003) Data-Only”.
note: If you do not select the Excel format with “Data-Only”, then you will not receive a usable file.

UNIVERSITYof HOUSTON

ASTRA HOME CALENDARS ANALYTICS ACADEMICS RESOURCES EVENTS PEOPLE REPORTING SETUP

Reports | Report Subscriptions

= | Paramatars fie b M [[00% |- | #
Main Report

12/512013
INST PREF PRE PREF CAM MEE DELI SUB COUR COU INSTR INSTR ROO FEA REG BUIL BUIL BUIL ROO ROC W Q ISRISEI
UniversBgaiospu ETE R scio ORI RImizatid A5 1 SW  Social Work Bldg 500 1 0 |
Univer4B@di03pusis@eMaR =I5 Bk scoc xR BiMizatio a5 1 SEC 105 GP CLBDBROOM |
Univer$B@ai03pusis@enmRIEIs Bk sdoc SaBtmnimizatios51 LECTURE CLASSROOM 10.001 0 1
Univer$B@ai03pusis@enmRIEIs Bk sdoc SaBtmnimizatios51 SEC Science & Engineering Qizg8rdond 1 1st
UniversBgaiospu ETE REE oo ORI RImizatid 51 Daata Project=- sl
Univer4B@di03pusis@eMaR =I5 Bk scoc xR BiMizatio a5 1 ; Export x
Univer$B@ai03pusis@enmRIEIs Bk sdoc SaBtmnimizatios51 |
UniversBgaiospu ETE RETE scio ORI RImizatid 51 AUDITORIUM File Format
UniversBgaigpa TelE Bk e ERRtTIRMidizatio s 1 s [Microsoft Excal (97-2003) Data-Only | |
Univer$B@ai3pusis@enaRIEIs Bk sdoc B Bimizatioa62 ! Pad
UniversBgaiospu ETE R scio cERtPIRIMizatid 52 P ;
UniversBgaiospu ETE R scio cERtPIRImizatid 52 LECTURE CLASS | POF
Univer4Bedi03pusiE@eMaR =I5 Bk scoc yBtmiRBinizatioa52 ]
Univer$B@ai3pusis@enaR IS Bk sdoc B Bimizatioa62 Data Projec] Microsoft Excel (37-2003) 2nd
ﬂﬂ::ﬁ[::i:ﬁ i iy wﬁz::ggg \_’7 Microsaft Excel (87-2003) Data Oy
Univer$B@ai3pusis@enaRIEIs Bk sdoc B Bimizatioa62 AUDITORIUM Microsoft Word (37-2003)
UniversBgdfospa ETE (R ExRtmIRmRIaizatidne 2 ARE|
UniverdBgaTiSpn TETE e fRk: ERmmI@Inizatidn4 Sw Microsoft Word (97-2003) - Editable
UniversRBdios FETE iR seinC AR EImIzat A 34 Rich Text Format (RTF)
Univer$B@aii3pusis@enaRErs Bk sdoc caRmnMimizatiof34 LECTURE CLASSROO)
UniversBeaiodpn ETE Rk scio ORI RIMizatidA34 SEC XML
UniversBgaiospu TETS MR seinc I Eimizati 034 Diata Projector ouwT U T[]
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C. Click the “Export” button.

SEC Science & Engineering Bﬁﬁﬁrdnn’ﬂ I

oject--
' Export

I
| File Format:

PR T Y '

! Microsoft Excel (37-2003) Data-Only

Page Range:

| Tn:l:| |

AAL S Agnes Arnold Auditoriuny. 00 1 O I

(=1

Ol mim ] T el Pl

Cnan A M 1

depending on your browser)

ASTRA HOME  CALENDARS

Reports

@ S || parametars

Main Report

Report Subscriptions

ANALVTICS

RIS Yz s
S v Y

N

You may now click the “Save” first (for best results) and then “Open”

REPORTING

sETUR

12/9/2013

INST PREF PRE PREF CAM

MEE DELI SUB COUR COU NSTR INSTR ROO FEA REG BUIL BUIL BUIL ROO ROO W (1 \SRJSEI

SW  Social Work Bldg
SRe 387 ap cLEerDOM
LECTURE CLASSROOM 10.00 1 0
SEC Science & Enginesring Aagsrdomd

Data Projector ama 0

SR Science and Research ﬂu o001 0

F  Fleming Bldg 700 1 0

AUDITORIUM 10.00 1 0
Agnes Amold Auamumurm 00 10

SW  Social Work B 10

C 105 GP c\_mzsRmom

0001 0

LEGTURE CLASSROOM
SEC Science & Engineering UBEBrdonﬁ

Data Projector 0
Science and Research ‘nu nu 10

Fleming Bldg 700 1 0

AUDITORIUM 10
AfA Agnes Amold Aummmurm nn 10

SW  Social Work Bldg 10

SEC 105 GP c\_masRmom

LECTURE CLASSROOM 01 0
SEC Science & Engineering mngsraurm

Data Projector 0

SR Science and Research ﬂo DO 10

Fleming Bldg 10

AUDITORIUM nu 10
Agnes Amnold Auditerium®.00 1 0

SW  Social Work Bldg 10

SEC 105 GP cms;sRmom

LECTURE CLASSRDDM 10.00 1 0
EC Science & Engineering QRSerdond

Data F’rﬂjacmr ama 0

SR Science and Research ‘nu o001 0

F  Fleming Bldg 700 1 0

AUDITORIUM 10.00 1 0
AfA Agnes Amold Aummmurm nn 1 0

SW  Social Work Bldg 0

SEC 105 GP c\_masRmom
LECTURE CLASSROOM 01 0
SEC Science & Engineering umg dond

Data Projector 10,00 0

Excel should now open up. (this may vary

| Doy open or save G s from edt Open Cancel x }—
Reports | Raport Subscriptions
@ 3 | [[Erarame [+ 1sae ® o ([100% ]~ )
main Repore |
121972013
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INST PREE PRE PREE CAM MEE DELI SUB COUR
Ui ive 4 B8 AT0S0unkS hGECoTE/ B S ool A EIGHEAl 0BG 1
UniverdBs aTnounEba MERCCT S BBk rolnc DI 1 305 |

Unive 438 OGO MR YT BN o C CMMPIRCATA A0 1
Univer @8 dIO2ouakRA M5 B coc ERLDOINL AL 480 1

Univer suﬁmmmmmmsnmmtmmmsmum
08 ou;

Univerd| ou & c: HoBE2
Unive B8 7050 0SS MERTET S8 R0 o0 CRIP ANt 3052
UniverdB8 aT0SounEbo MHROTS BBk e IR 3052

v
0
.

Univers a8 oS onsuaR e MAZONE B ectoC QUEDORzAN 0834

Ciniveranp aosoums
Univer1Bg d0Spunsae
Umverg!ﬂmmoﬂﬂmkwlﬁmsmm mﬂnﬂmzatmma
-
o

mwnmnmmw
Liniverd A QT

R T B B T o A2 1 O 2
61 WG 2 CET 1 il i £ Izt 16 1

R R S C S RPN 33 B
LNl o1 388 AT R Moo/ e CoEB L1 305 |
.

L T 1
0 3706 1
L (IO BRSBTS 1
u ATOSOURKGRE M =)

umvarsnmwo«mammsmmmcmnmamu 3
Univerd@g aidon 2 0T 5 2 S o AL DA 31 D52

Un\varsﬂﬂmmwmﬂlﬁmsmm = ==
Univeraagar atpreerare:

L T LS O ERA BEC HULL

LECTURE CLASSROOM 10001 0
G Sclence & Enginsering Gearcano

Data Projector ooema o

2R gasnce andRassacn 1000 90

F o Fleming B 818

AUDITORIUM 001 0
Ana Aones amola, Aummuum w 10

SW  Social Wa 10

see 25" Gp cLaBaR@OM

LEGTURE CLASSROOM 0001 0

SEC Sclence & Enginsering GRSsrdong

Data Projector o

SR Science and Research m %51 B

F Fleming Blag 00 1 o

AUDITORIUIM Tooo 1 ©
MM Agnes Armold Auditoriur®.00 1 0

SW  Sacial Work Bldg 500 1 ©

SEC 105 GF CLADDROOM

LECTURE CLASSROOM 10001 0

AUDITORIUM o0
Ana

LECTURE CLASSROOM

Data Projector bama o
SR Sdlence snd Resesron 1000 1 0

Fleming Bldg o

AUDITORIUM 1
Asa Aones amola, A\.lmlorlum w 10

SW  Sacial Wa 10

LECTURE CLASSROOM

BUIL BUIL BOO BOO W Q ISRISE|
Sacial Wark Blgg 500 1 ©
105 GP CLAPORMOM

mn
a

Science & Enginesring GRSMdong
Data Projector o

SR Science and Research ﬂn nu 98
Fleming Bldg 10

Agnes Arnald Auditorium.00
SW Social Work Bldg o
105" aP cLASEROOM

& ‘Setonce 5 Engincering Imaardond
0

125° ae u\_lssHmuM

o
EC Science & Engineering Dﬂlgrdmm
Data Projector ama o

Open

Open folder

View downloads



E. If your document opens in “Protected View,” Click “Enable Editing”.

BH

FILE

HOME

INSERT PAGE LAYOUT

FORMULAS

DATA

REVIEW

CrystalViewer (42) [Protected View] - Excel

ACROBAT

0 PROTECTED VIEW  Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing /

Al

A
2 Universi
3 |Universi
4 |Universi
5 |Universi
6 |Universi
T |Universi
8 |Universi
9 |Universi
10 |Universi
11 |Universi
12 |Universi
13 |Universi
14 |Universi
15 |Universi

G H | J L M N o] P Q R S T U
1 [INSTITLIPREFE PREFE PREFE CAMPL MEETIN DELIVE SUBJE( COURS COURS INSTRCINSTRCROOQMTFEATUFREGIO! BUILDIM BUILDIM BUILDIF ROOMP ROOME WEIGH QTY
BIOL BIOL 1361 SW  Social Work Bldg 5.00
BIOL BIOL 1361 SEC 105 GPCLA 500
BIOL BIOL 1361 LECTURE CLASSROOM 10.00
BIOL BIOL 1361 SEC  Science & Engineering Classroor 1000
BIOL BIOL 1361 Data Projector 10.00
BIOL BIOL 1361 SR Science and Research 1 10.00
BIOL BIOL 1361 F Fleming Bldg 7.00
BIOL BIOL 1361 AUDITORIUM 10.00
BIOL BIOL 1361 AAA - Agnes Arnold Auditarium 9.00
BIOL BIOL 1362 SW  Social Work Bldg 5.00
BIOL BIOL 1362 SEC 105 GPCLA 500
BIOL BIOL 1362 LECTURE CLASSROOM 10.00
BIOL BIOL 1362 SEC  Science & Engineering Classroor  10.00
BIOL BIOL 1362 Data Projector 10.00

vl f

B C D E F

188.00 Spring 2 Spring 2015 Pre SEM
188.00 Spring £ Spring 2015 Pre SEM
188.00 Spring £ Spring 2015 Pre SEM
188.00 Spring £ Spring 2015 Pre SEM
188.00 Spring £ Spring 2015 Pre SEM
188.00 Spring 2 Spring 2015 Pre SEM
188.00 Spring £ Spring 2015 Pre SEM
188.00 Spring 2 Spring 2015 Pre SEM
188.00 Spring 2 Spring 2015 Pre SEM
188.00 Spring £ Spring 2015 Pre SEM
188.00 Spring 2 Spring 2015 Pre SEM
188.00 Spring £ Spring 2015 Pre SEM
168.00 Spring 2 Spring 2015 Pre SEM
188.00 Spring £ Spring 2015 Pre SEM

INSTITUTION

b ™

Glenn, Truman ~

v w X Y z
ISREQLISEXCL ISBLOCK
0

1.00

i R B A
CcCoocaocococoo o oo
coocococococooocoooo

1.00

F. Now itis time to save the file onto your desktop (or whatever file you choose). Take the following actions:

1.
2.

Click “File” from the Excel’s top tool bar.

Click “Save As”.

Choose/click on the folder you wish the file to be placed (suggested: create/use a folder to hold your

preference file for quick retrieval).

Save As =]
\:/u\:/n | m » Computer » Local Disk (C:) » Users » wiglenn2 » Desktop » - | 3 | Search D j el |
Organize + New folder Bz w l@l

Bl Desktop i MName Date modified Type Size
& Downloads . - .
. . HB2504 5/20/2013 4:36 PM  File folder
= Recent Places X T 5 .
J Office Setup 11/8/201310:52 AM  File folder
“ Librari EG:| All Section Spring 2013 3/20/2013 1211 PM  Microsoft Excel 97... 9,447 KB
.ra_ orenes B C1_Class_Data_042413 4/24/2013 911 AM Microsoft Excel 97... 18,007 KB
j Documents = o _ ;
J' - = Eﬂ Documents - Shortcut 3/27/2013 1:46 PM Shortcut 2KB
@' Music
) [ scans - Shortcut (2) 11/8/201310:25 AM  Shortcut 1KB
(=] Pictures ; . ;
B vid [2) scans - Shortcut 9/13/2013 839 AM  Shortcut 1KB
eos
: B3 Summer 2013 Schedule of Classes 5-29-13  5/29/2013 1:25 PM Microsoft Excel 57... 529 KB
N C n Bd: TG GP LIST UPDATED SU13 GP List June5  6/5/201312:02PM  Microsoft Excel 97.., 69 KB
1M Computer
- - E Ed:| UH Classrooms Database Template (Aut..  7/8/2013 12:44 PM Microsoft Excel 97... 280,127 KB
je Local Disk (C:)
5 wiglenn2 (\\cout
il eae AV ka1 DG S
File name:  CrystalViewer (42) -
Save astype: [Excel 97-2003 Workbook -
Authors: Crystal Decisions Tags: Add atag Title: Add a title
[ Save Thumbnail
= Hide Folders Tools - Save ] ’ Cancel
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4. Under the “Save as type:” menu, click the drop down menu and select “Excel Workbook” (specifically,
change from “Excel 97-2003” to “Excel Workbook”.

3 save As

Organize Ne

Bl Desktop
4. Downloads

£ Recent Places
4 Libraries

@ Documents

Aﬁ Music

(&5 Pictures
B videos

1% Computer

[ R L e A

File name:

Authors:

= Hide Folders

I Excel Macro-Enabled Wo

Excel Binary Workbook

Excel 37-2003 Workbook

AML Data

Single File Web Page

Web Page

Excel Template

Excel Macro-Enabled Template
Excel 37-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (M5-DOS)

CSV (Macintosh)

C5V (M5-DOS)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

&, Local Disk (c;) Bxcel Add-In

Excel 97-2003 Add-In

S wiglenn2 (\\oi ppE

XP5 Document
Strict Open XML Spreadsheet
OpenDocument Spreadsheet

2nd- Click "Excel
Workbook".

Save as type: [Excell Workbook

Crystal Decisions Tags: Add atag

[ Save Thumbnail

Title: Add a title

1st- Click this
arrow.

5. Name the file to your liking such as “Schedule Preferences Spring 2014 12-9-13 3pm” and click save.

Save As
{ iuv| m » Computer » Local Disk (C:) » Users » wiglenn2 » Desktop » - | g | | Search Desktop pel |
Organize « New folder == - @
Bl Desktop o MName . Date modified Type Size nl
& Downloads ]
h .. HB2504 5/20/2013 4:36 PM  File folder
1=l RecentPlaces ] . )
.. Office Setup 11/8/201310:52 AM  File folder
. o @ 110 Inventory 10 312 (3) - Copy 5/9/2013 &:05 AM Microsoft Excel W... 43 KB =
= Libraries ; . ) ) 1
@ 7 " @ 110 Inventory 10 312 (3) 5/9/2013 &:05 AM Microsoft Excel W... 43 KB
ocuments
@h . = @ Aprox walkthrough time- TG Updated2 5/10/2013 4:46 PM Microsoft Excel W... 41 KB
= P_us'c B2 Building Codes 3/28/201312:03 PM  Microsoft Excel W... 14 KB
ictures
B vio @ Building Codes2 9/23/2013 5:03 PM Microsoft Excel W... 17 KB
dees Documents - Shortcut 3/27/20131:46 PM  Shortcut 2KB
 C @ EDUC Low Utilization Course Listing Fall2... 8/14/2013 4:33 PM Microsoft Excel W... 17 KB
I t . ,
;, impl: ;_' L f% GP LIST SU137_24 13 7/24/201310:31 AM  Microsoft Excel W... 28 KB
Moo e L f% RAR Emergency Contact Information 3/13/20131:46 PM  Microsoft Excel W... 25 KB
2 wiglenn2 (V\cout . . ,
oty fon T @ Room Mame Review 4/3/2013 4:09 PM Microsoft Excel W... 65 KB -
File name: | Schedule Preferences Spring 2014 12-9-13 3pm L —— -
1st- Type your name of the file.
Save as type: ’Excel Workbook -
Authors: Crystal Decisions Tags: Add atag Title: Add a title
[ Save Thumbnail
2nd- Click
4 Hide Folders save. Tools . I Save I ’ Cancel
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PART 5: FILTERING YOUR EXCEL PREFERENCE FILE.

Now that you have your preference file, it is critical that you know how to filter and review the specific pieces of

information you wish to go over. Please take the following actions after you download and save it to your computer:

A. Let’s set the most efficient layout view of your Excel file first.

1.

Click the triangle in the picture below to highlight the entire Excel file (alternate keystroke: <CTRL> ‘A’).

H = Schedule Preferences Spring 2014 12-8-13 3pm [Compatibility Mode] - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
o =

b Cut ARIAL o cla S E= o e | BwepTet General - = 4 | Nomal

ER Copy -
paste E (e a-|= == s - <t £ | Conditionsl Formatas [T INN

-~ Format Painter ru DA~ = = & | ElMergeaiCenter - | § - % 2 | 5 3% Formatting - Table

Clipboard [} Font ] Alignment [F] Number [F] Styles
Al - 5 INSTITUTION
4 (B/ C D E E G H 1 J K L M N o P Q R S T u A w X Y z
1 |INSTITUPREFE PREFE PREFE CAMPLU MEETIN DELIVE SUBJE(COURS COURS INSTRC INSTRC ROOMT FEATUIREGION BUILDIF BUILDIM BUILDINROOME ROOMEWEIGH QTY  [ISREQUISEXCL ISBLOCK
2 |Universi 188.00 Spring Z Spring 2015 Pre SEM BIOL BIOL 361 SwW Social Work Bldg 5.00 1 1] 0
3 |Universi 188.00 Spring ZSpring 2015 Pre SEM BIOL BIOL 361 SEC 05 GPCLA 5.00 0 1 0
4 |Universi 188.00 Spring 2 Spring 2015 Pre SEM BIOL BIOL 1361 LECTURE CLASSROOM 10.00 1 0 0
5 |Universi 188.00 Spring % Spring 2015 Pre SEM BIOL BIOL 1361 SEC  Science & Engineering Classroor  10.00 1 0 0
6 |Universi 188.00 Spring ZSpring 2015 Pre SEM BIOL BIOL 1361 Data Projector 10,00  1.00 1 0 0
7 |Universi 188.00 Spring ZSpring 2015 Pre SEM BIOL BIOL 1361 S Science and Research 1 10.00 1 0 0
2 llniuneei 422 NN Qarina © Qarina 2N4E Drn @FR RN RN Fiag4 F Flamina Rldn 7 nn 1 n n

“ ” : “ ”
2. From the “Home” tab, click the “Format” button.
EH : sd p [Compatibiity k
HOME | INSERT  PAGELAYOUT  FORMULAS DATA  REVEW WVEW  ACROBAT Glen, Trurian =
%t ARIAL -lo -|A 8= #-  EWepTet General - Mermal Bad Good E‘“ms“’“ - é? ﬁ
LV Ep Copy - - B B =l SlFin-
R — u-|B-|5-a- = EMergeiCeonter - | $-% * | % B é‘i"n".fi.';";' Fomat s [ | Input Note £l oGy N Frda
Clipboard n Font [ Alignment 5 Number 5 Styles Editing

Al - £ | INSTITUTION
4__A B C D E F G H 1 aQ R T u v W X z AN | AB | AC AD  AE AF | AG | M A Al AK AL | AM
1_|INSTITLPREFE PREFE PREFE CAMPL MEETINDELIVE SUBJE(COURS COURS INSTRCINSTRC ROOMT FEATUIREGIO BUILDIF BUILDIF BUILDIF ROOMN ROOMS WEIGH QTY  ISREQLISEXCL ISBLOCK
2 |Universi 188.00 Sprng - Spring 2015 Pre SEM BIOL BIOL 1361 SW_ Sacial Work Bldg 500 1 a 0
3 |Universi 188.00 Spring 2 Spring 2015 Pre SEM BIOL BIOL 1361 SEC "05 GPCLA 500 ] 1 0
4 |Universi 188.00 Spring 2 Spring 2015 Pre SEM BIOL BIOL 1361 LECTURE CLASSROOM 10.00 1 [ 0
5 |Universi 188.00 Spring ZSpring 2015 Pre SEM BIOL BIOL 1361 SEC  Science & Engineering Classroo 10.00 1 [ 0
& |Universi 188.00 Spring ZSpring 2015 Pre SEM BIOL BIOL 1361 Data Prajector 1000 100 1 [ 0
7 |Unnersi 188.00 Speng ZSpring 2015 Pre SEM BIOL BIOL 1361 Science and Research 1 10.00 1 a 0
8 |Unnersi 188.00 Sprng ZSpring 2015 Pre SEM BIOL BIOL 1361 Fleming Bldg 7.00 1 a 0
§ |Unnersi 188.00 Spang ZSpring 2015 Pre SEM BIOL BIOL 1361 AUDITORIUM 10.00 1 [ 0
10 |Unnersi 188.00 Spring ZSpring 2015 Pre SEM BIOL BIOL 1361 AMA - Agnes Amold Auditorium 9.00 1 [ 0
11| Unnersi 188.00 Spring < Spring 2016 Pre SEM BIOL BIOL 362 SW  Social Work Bldg 500 1 0 0
12| Unnersi 188.00 Spring < Spring 2016 Pre SEM BIOL BIOL 362 SEC 05 GPCLA 500 01 0
=t mnanln — fn - ansrr tneve B e A innn . A

From the menu that pops open, click “AutoFit Column Width”.

1E—1

=]

E AutoSum

[¥&] Fil ~

S

A
H ZY

elete Format Sort &
- - = Clear - Filter ~ <
—ells Cell Size
IE Row Height...
AutoFit Row Height
i(':l) Celumn aJ

AutoFit Column Width
Default Width...
Visibility
Hide & Unhide
Organize Sheets
Eename Sheet
Mowve or Copy Sheet...
Tab Color
| Protection
' [F7  Protect Sheet...
Lock Cell

Format Cell
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4. Next lets freeze the top row so you can always see which field (column) you are looking at, regardless of

how you filter or scroll the records by taking the following actions:

a) From the “View” tab, click the “Freeze Panes” button.
H - =

Schedule Preferences Spring 2014 12-9-13 3pm [Co

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
=i . = [ Split [yl |
|:| D “:lJ Ruler | Formula Bar Q I:E)II Q T‘D Igl — E:l D
Nermal Page Break Page Custom | (] Gridlines [~ Headings Zoom 100% Zoom to MNew Arrange Freeze ] Switch Macros
Preview Layout Views Selection | Window Al Panes~ | Unhide Windows ~ M
Waorkbook Views Show Zoom . Window Macros
Al - fx INSTITUTION B
4| A B i D E
1 |INSTITUTION PREFERENCERULES_SEQUENCE PREFERENCESETS_MAME PREFERENCESETS_DESCRIPTION CAMPUSES_

2 |University of Houston - Main
3 |University of Houston - Main
4 lnivarsitv of Hanatan - Main

188.00 Spring 2015 Preferences for Optimization
188.00 Spring 2015 Preferences for Optimization
ARR N0 Serina 2015 Prafarancas for Ointimizatinn

b) From the menu that pops open, click “Freeze Top Row”.
H ©- =
FILE INSERT

B ERs

MNormal Page Break Page Custom

HOME PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

Ruler

| Gridlines [] Headings Zoom 100% Zoom to Mew Arrange Freeze

Preview Layout Views Selection | Window Al Panes~
Workbook Views Show Zoom EI
Al M £ INSTITUTION \
4 A B (£
1 |INSTITUTION

PREFERENCERULES SEQUENCE PREFERENCESETS MNAME |
188.00 Spring 2015 Preferences for Optimi
188 00 Spring 2015 Preferences for Optimi

2 |University of Houston - Main
3 |University of Houston - Main

5.

a) From the “Home” tab, click on the “Sort & Filter” button.

/| Formula Bar Q I:E)E @ % E E

Spring 2015 Preferences for Optimization
Spring 2015 Preferences for Optimization

Srrinn 2015 Prafarancas for Ointimizatinon

Schedule Preferences Spring 2014 12-9-13 3pm [Cor

Split | D
P l:D

.. Hide Synchronous Scrolling

- Switch Macros

Unhide Reset Window Position | windaws - -

Freeze Panes Macros
Keep rows and celumns visible while the rest of
the worksheet scrolls (based on current selection].
Freeze Top Row
Keep the top row visible while scrolling through
the rest of the worksheet. E
Freeze First Column SAMPUSES |

Keep the first column visible while scrolling
threugh the rest of the worksheet.

Filtering is the most critical part of the layout setup. To add filters, take the following actions:

BHO 2 - Schedule Preferences Spring 2014 12-8-13 3pm [Compatbiity Mode] - Excel H
HOME | INSERT  PAGELAYOUT ~ FORMULS DATA  REVEW  VIEW  ACROBAT - {
— m =1 -
“‘- i AFIAL ‘o AL E=E= ¥ BWeplet Genersl J-'-T =4 | Normal Bad Good Neutra e [ 2 hutoum A‘Y H
L BB Copy - = e — | = = | [JFi-
st e A === & B 5 5 -0 00 | Conditional Format. Explanatory .. |Input Mot — | Inset Delete Format Sort & Find &
S romatpan (B 1 U7 Er B A S== EE BMegeata - §- %0 |90 Fu:‘nm?n’:— ?;':‘:fsl | npu e o] | T DT e W e s
Ciphoard 5 Fant 5 Hlignment R Humber B Styles Cells Edifing
A d e | University of Houston - Main
A B C D E F G H 1
1 INSTITUTION PREFERENCERULES SEQUENCE PREFERENCESETS NAME PREFERENCESETS DESCRIPTION CAMPUSES NAME MEETINGTYPES NAME DELVERYMETHODS NAME SUBJECTS SUBJECTCODE COURSES SUBJECT SUBJECT

2 |Unnersity of Houston - Main 188.00 Spring 2015 Preferences for Optimization ~ Spring 2015 Preferences for Optimization

From the menu that pops open, click “Filter”.

- A
7Y | ik
Sort & Find &
Filter = Select ~

| SotAtoZ

SEM

b)

Editi

[0S

Sort 7 to A

Custom Sort...

< E >

Eilter

e

b, B B
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Note: Every field (column) should now have a triangle available for you to click on and filter

what it is you wish to view (as shown highlighted).

H ©- = Schedule Preferences Spring 2014 12-9-13 3pm [Compatibility Mode] - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

Y =
& Cut ARIAL o claow ¥ Wrap Text General - = ’:‘4 Normal Bad Good Ne
B Copy - -
Paste . . . . . - <0 0o | Conditional Format as IE Explanatory ...
e Formatpainter | B I Y | & A [=] Merge & Center $-9% » | W83 e e Y P
Clipboard ® Font B Alignment ® Number ® Styles
Al M f 5 INSTITUTION
A m— B —_ c e D — E m— F m—
1 INSTITUTION - |PREFERENCERULES_SEQUENC ~ |PREFERENCESETS_NAME ~ | PREFERENCESETS_DESCRIPTION - |CAMPUSES_NAM - | MEETINGTYPES_NAM ~ DE
2 University of Houston - Main 188.00 Spring 2015 Preferences for Optimization Spring 2015 Preferences for Optimization SEM

3 [University of Houston - Main 188 00 Sorina 2014 Preferences for Ontimization Sorina 2014 Preferencas for Ontimization SFM

6. Click the “Save” icon so you will not have to take these same action for this specific file again. If you
accidently delete something or shift items out of order, you can always close the file and reopen to this
point here if you take the time to complete this crucial step.

H = z

FILE HOME INSERT PAGE LAYOUT FORMULAS
‘.D ;’;z;}r ] ARIAL A A
pa-ste ¥ Format Painter 8 I U- - 'E“ i

Clipboard P Font P
Al vl fe | INSTITUTION

B. Now that the layout view of your file is ideal, let’s filter out exactly what you want to see by choosing one of the

following categories:

1. Preference Set Name
There are multiple semester preference sets included in this one file and the file will only get larger as

time goes on. We want to filter to be able to focus on the semester we are preparing to schedule or
include other specific semesters as a reference/guide, if desired.
a) Locate excel colum C titled “PREFERENCESETS_NAME".

H ©- = Schedule Preferences Spring 2014 12-9-13 3pm [Compatibilil
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
o —
J Cut ARIAL -0 - A A== - |EWapTet General - =EI 4 | Mormal Bad
ER Copy ~ =
Paste | . - ll===|l== - - <0 oo | Conditional Format as lZI Explanatc
= ¥ Format Painter B Iy = D A === = H Merge & Center $-% > | Formatting ~  Table ~
Clipboard F] Font 7] Alignment F] Mumber F]
Al vl e INSTITUTION
| A B C - D E
1 |INSTITUTION - | PREFERENCERULES SEQUENC| ~ | PREFERENCESETS_NAME ~ | PREFERENCESETS_DESCRIPTION - | CAMPUSES_MAN ~
2 University of Houston - Main 186.00 Spring 2015 Preferences for Optimization Spring 2015 Preferences for Optimization
3 University of Houston - Main 188.00 Spring 2015 Preferences for Optimization Spring 2015 Preferences for Optimization
4 University of Houston - Main 188.00 Spring 2015 Preferences for Optimization Spring 2015 Preferences for Optimization
5 | University of Houston - Main 188.00 Spring 2015 Preferences for Optimization Spring 2015 Preferences for Optimization

b) Click on the filter triangle for this specific field.

C ».
r |PREFERENCESETS_NAME b~ [PR

0 Spring 2015 Preferences for Optimization Sp
0 Spring 2015 Preferences for Optimization Sp

AmAr Mol oo o - - Eo L el alo
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c) From the menu that pops open, make sure only the term you wish to view is selected/checked.
You may either click “Select All” to uncheck all selected items and then click on the specific
term you wish to view OR unselect individually all undesired terms.

FROM: TO:
2] SertAtoZ
Al SortAtoZ [Z] SortZtoA
El Sort Zto A Sort by Color 3
Sort by Color 3
Text Filters 3
Text Filters r
- Search D
Search Fa

] [Select All) :
Fall 2014 Preferences for Optimization -] spring 2014 Preferences for Optimization
Spring 2014 Preferences for Optimizatic i[¥] Spring 2015 Preferences for Optimization

Spring 2015 Preferences for Optimizatic ‘.. ] Summer 2014 Preferences for Optimizatio
L[+ Summer 2014 Preferences for Optimizat

4 m 1 " 4 T 2

[ QK ][ Cancel ] Ok ][ Cancel

d) Click “OK”. Now only data from the preference set titled “Spring 2015 Preferences for
Optimization” is selected.
&l SornAteZ
Zl SornZtoa

Sort by Color 4

Text Filters 3

Search e
W] [Select All)

D Fall 2014 Preferences for Optimization
i[] Spring 2014 Preferences for Optimization
: Spring 2015 Preferences for Optimization

----- [ summer 2014 Preferences far Optimizatio

—_— i O ] [ Cancel
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2. Meeting Type
Lectures (LEC), Labs (LAB), and Seminars (SEM) are typically the only meeting types included in
preferences we create. This is a great add-on filter, but can be difficult to use by itself since we have so

many preferences.

a) Locate Excel column F titled “MEETINGTYPES_NAME".

b) Click on the filter triangle for this specific field.

c) From the menu that pops open, make sure only the meeting type you wish to view is
selected/checked. You may either click “Select All” to uncheck all selected items and then click
on the specific meeting type you wish to view OR unselect individually all undesired meeting

types.
d) Click “OK”. Now only data from the desired meeting type is selected.

3. Subjects
Many preferences are built off of the subject code (IE, BIOL, ECON, MATH, etc.) alone and the

preference is built for all courses in that subject code.

a) Locate Excel column H titled “SUBJECTS_SUBJECTCODE”.

b) Click on the filter triangle for this specific field.

c) From the menu that pops open, make sure only the subject(s) you wish to view is
selected/checked. You may either click “Select All” to uncheck all selected items and then click
on the specific subject(s) you wish to view OR unselect individually all undesired subjects.

d) Click “OK”. Now only data from the desired subject(s) is selected.

4. Courses
The majority of preferences are built off of a specific subject’s course number.

a) Locate Excel columns | titled “COURSES_SUBJECT_SUBJECTCODE” and J titled
“COURSES_COURSENUMBER”.

b) Click on the filter triangle for both of these specific fields.

c) From the menu that pops open, make sure only the subject(s) and course number(s) you wish
to view is selected/checked. You may either click “Select All” to uncheck all selected items and
then click on the specific subject(s) and course number(s) you wish to view.

d) Click “OK”. Now only data from the desired subject(s) and course number(s) is selected.

Note: Room Type (column M), Features (column N), Regions (column O), Building Code (column P), and
Room Number (column S). The preference requests submitted must have include information from
these fields in Ad Astra in order for it to populate in this file.
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PART 6: LOOKING UP PREFERENCE INFORMATION FOR A SPECIFIC COURSE AND UNDERSTANDING WHAT YOU ARE SEEING.

Now that you have some direction on how to filter your preference file, we will now look for an individual course and go
over what each individual field means. Take the following action in looking up what the current preferences are listed
for POLS 1333 (feel free to use whatever course you like).

A. Go to field “SUBJECTS_SUBJECTCODE"” (column H), and filter the subject “POLS".
B. Go to field “COURSES_COURSENUMBER ” (column J), and filter the course number “1333".

Note: Please notice that in the image of the excel file below, only one preference rule is created for POLS 1333 (field
“PREFERENCERULES_SEQUENCE” (column B) says 367 for every row, but there are 10 individual Excel rows.

A B C D E F G H I J
1 INSTMTUTION | ~|PREFERENCERUL ~ |PREFERENCESETS NAME T PREFERENCESETS_DESCRIPTION | = CAN ~ |[MEETINGTYPES_NAM » |[ + | SUBJECTS_SUBJECTCODE  COURSES_SUBJECT_SUBJECTCODIT/COURSES COURSENUMBE T
2328 Universtty of Houstar 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333
2329 Universtty of Houstar 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333
2330 | Universtty of Houstar 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333
2331 University of Houstor 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333
2332 Universtty of Houstar 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333
2333 Universtty of Houstar 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333
2334 Universtty of Houstar 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333
2335 Universtty of Houstar 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333
2336 Universtty of Houstar 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333
2337 |University of Houstor 367.00 Fall 2014 Preferences for Optimization Fall 2014 Preferences for Optimization SEM POLS POLS 333

Why are there 10 individual excel rows? Listed below is an image of all the preferences for POLS 1333. Each individual
preference item receives their own excel row. In this example for this one class, the file shows you the preferences:

e Media Link — Weight 10

e McElhinney Hall — Weight 9 (since only 1 building listed the actual number used does not matter).

e Auditorium — Weight 10

e Lecture Classroom — Weight 9 (so the optimizer will try and place the class in an auditorium over a lecture
classroom as long as basic utilization requirements are being met).

e And the rest of the feature (TV, Whiteboard, Computer, VCR/DVD, Data Port) — Weight 10

I N 0 P Q R S T U v W
v \ROOMTYPES NAME +|FEATURES NAME  +|REGIONS NAM v | BULDINGCODE v |BULDINGS NAME v |BUILDINC » [ROOI = ROOMS NAN » WEIGHT + |QTY v |ISREQUIRE ~ ISt

Media Link .00 1.00 (

N MeElhinngy Hal 00 f

LECTURE CLASSROOM 500 f
AUDITORIUM 10.00 f
v 10.00 100 (

hiteboard 10.00 100 f

Computer 10.00 100 i

Sound System 10.00 100 f

VCRIOVD 10.00 100 (

Data Pot 10.00 100 (
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To begin another search for another subject or course simply clear your previously used filter by taking the

following actions:
a. Click on the “Home” tab or verify it is already selected.

=R Schedule Preferences Spring 2014 12-9-13 3pm - Excel
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT
a
5(“‘ ARIAL <o -] A A B | EewepTet General 2 | Nomal Bad Good Neutral
E&) Copy ~
Paste B Iu-|H-[H-A- 5= | EMerge & Center - | $ - 9% » |} £ | Concitional Formatas | | Sxpianatory ... [input
- ¥ Format Painter =Tie A EMerg $ 0 >0 | Formatting = Table~
Ciipboard 5w Font = Alignment 5 Number 5w stles
F65544 M 5

L M N o P Q
1_INSTRCTORS_PERSON_LASTNAM ~ ROOMTYPES_NAME |- |FEATURES_NAME ~ |[REGIONS_NAN ~ | BUILDINGCODE ~ | BUILDINGS_NAME
2328 Media Link

2329 [

b. Click the “Sort & Filter” icon.

McElhinney Hall

Calculation

Note

R s T u
~ | BUILDING ~[ROO[ ~ [ROOMS_NAWN - |WEIGHT - |QTY.

1d - Schedule Preferences Spring 2014 12-9-13 3pm - Excel
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT
o
% cut ARIAL o <A A —|®- | EwapTer General | ¥ | Normal Bad Good Neutral
FR) Copy - b
B . - . . 4 93 | Conditional Format as [TTTTITINNN] Explanatory .. Link
# Formatpainter | B T W [E [ = B v | 6 v S 0 |98 Formatting = Table - -
Clipboard = Font r Alignment = Number w stytes
55544 M =
L M N o] P Q R S

v i

Sort & Fir
Filter = 5el

Editing

c. Click “Clear”.

"oy i

Sort & Find &
Filter = Select -

2]l SortAteZ
Al
Y
E~ Y&
0 v,

Ur.z
0 0

Editi
Sort Zto A
Custorn Sort...
Filter

Clear

Reapply

10.00
9.00

calculation

Note

Ex ‘lil éﬂutuium - %Y H

Fill-

= | Insert Delete Format Sort & Find &
- - - | & Clearr Filter ~ Select ~
cels Editing

w X Y
~|ISREQUIRE - |ISEXCLUDE - |ISBLO( ~
0 0

1 0 0

T g | 2 AutoSum - /Z\v #

- Fill -
|| Insert Delete Format Sort& Find &
- - - € Clear~ Filter - Select
celts Editing
v w X Y

Your list of preferences will now be a complete list. If you did not cut out the data for the specific term you are
needing, be sure to filter field “C” again to select the appropriate term. You are now ready to begin your next

search by repeating actions found in “PART 6”.
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