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Now that you can navigate to Astra and now that you’re logged in, let’s look at some calendars!  You’ll remember from the login tutorial that your initial screen after you login looks pretty, well, blank.  We’ll fix that in just a minute, but first let’s look at some events!

On the navigation panel along the left side of the screen, click “Schedules”. The filter panel will come up.
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Let’s say we want to get a general look at all the events in the calendar for this month.  First, uncheck the “Classes” and “Exams” boxes at the top of the filter panel.  It’s important to uncheck these items first because later choices in the filter are context-sensitive to what you check earlier.  When in doubt, always remember to enter your criteria left-to-right, starting with the checkboxes.

From the “View as” drop-down list, select “Monthly Calendar”.
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Allow the screen to refresh, then click on the little calendar icon next to the “Month of” field.
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You’ll get a little pop-up window to select the month.  There arrows at the top of the pop-up window that go through the years, arrows that page through a month at a time...you get the picture.

For now, just click on the “Today” link underneath the calendar in the pop-up window.

Leave “Building”, “Room”, and “Event Type” at “All” for now. 

Also, leave “Event Status” as “Scheduled” and click on the “Apply Filter” button.
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Now, when the window refreshes, you'll see a graphic monthly calendar view of all of the current month's events that are currently scheduled in the system.
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If you just hold your cursor over one of the events in the calendar (don't click), a “tooltip” window pops up with more details about the event.
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If you click on an event, a window with more detail pops up.  Simply close the window to get back to the calendar.
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Do you like this view, but don't want to change the filter settings every tome to get there?  Click on the “Save This View” link at the upper right-hand corner of the filter panel.  The “Save Quick Link” Dialogue comes up.
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Under “Enter a title for your Quick Link”, type in a name for the view you've just created.

Under “Please select where you want this Quick Link to be displayed”, just check the “Left Panel” checkbox.

The Home Page feature is currently not being used, so just leave “Home Page” and “Add Link to Profile List” unchecked for now.

Click on the “Save” button.
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You should see a little window celebrating your triumph, and voila!  A link with the name you typed in appears in your navigation panel.
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Now, remember how “cold and barren” your screen looked when you first logged in? Let's fix that.  Click on the “User Preferences” link in your navigation panel—it's usually at the bottom of your main navigation links, right above your quick links.  Now you'll notice your quicklink appears under “Edit Quicklinks.”
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Check the “Default Start Page” checkbox next your quicklink.  Now this view will open up automatically whenever you login to Astra from any computer.
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