
 

 

Events - Daily Academic Room Report 
How to Guide 

Daily Room Use report  
Steps 

1.​ Log into ASTRA 
2.​ Select  “EVENTS”  
3.​ Select Events View and manage your Events 
4.​ Add or clear out  Filter options (see example below) and SEARCH.   
5.​ Report results can be exported to EXCEL by using the icon at the bottom of the 

page 

 

 



 

 

Export Example:  
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