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)ÎÔÒÏÄÕÃÔÉÏÎ 

 

Welcome to Ad Astra, DǳƛƭŦƻǊŘ ¢ŜŎƘƴƛŎŀƭ /ƻƳƳǳƴƛǘȅ /ƻƭƭŜƎŜΩǎ ƴŜǿ ǊƻƻƳ-

scheduling software!   This scheduling system allows the user to view all facilities 

of GTCC.  As a user, you will be able to: 

¶ View academic and non-academic events; past, present, and future 

¶ View available classrooms, auditoriums, and meeting rooms 

¶ Submit requests for the use of facilities  
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,ÏÁÄÉÎÇ 7ÅÂÐÁÇÅ ÁÎÄ ,ÏÇÇÉÎÇ )Î 

Mozilla Firefox is the preferred browser and type in the webpage: 

https://www.aaiscloud.com/GuilfordTechCC/Portal/GuestPortal.aspx 
Remember to Bookmark this screen for future reference. 

 

Enter your network ID and network password into the text boxes (.gtcc.edu is 

not necessary). NOTE: Your screen may look a little different. 

 

When you log in you will see 3 tabs:  Astra Home, Calendars, and Events. NOTE: You may have 

more tabs.   

 

 

Astra Home:  Allows you to find the most up to date information about Ad Astra 

scheduling software and community information. 

Events: This is where you will request your event. 

Calendars: Is where you will view the calendar of events and classes for all 

campuses as well as available space. 

  

https://www.aaiscloud.com/GuilfordTechCC/Portal/GuestPortal.aspx
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(ÏÍÅ 4ÁÂ 

This page will be slightly different for each user, but basically this will be how the page looks. 
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%ÖÅÎÔ 4ÁÂ 

To request an event, you will select the Astra Home tab. Click on άCreate an Eventέ. This is 

also known as the ά9ǾŜƴǘ ²ƛȊŀǊŘέ under the Events tab.  

 

Enter event information ŀƴŘ ŎƭƛŎƪ ά2. Meetingsέ ƻǊ άNextέ 
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Enter meeting information on tŀƎŜ н ŀƴŘ ŎƭƛŎƪ ά3. Roomsέ ƻǊ άNextέ 

 

Using Filters, choose the campus and building that you are requesting. Click Search and click 

Available on the room that you want. Make sure the wording changes to Selected and the box 

turns green. Note: Clicking anywhere in the Rooms box will put your rooms in numerical order. 
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/ƭƛŎƪ ά4. Resourcesέ ƻǊ άNextέΤ Do you have any special needs or requests? This is where you 

will list them. You will find a full list of resources at the end of this document. Again, use your 

filters to limit your search. With some categories, you will need to list your quantities.  

 

Click ά5. CƛƴƛǎƘέ and then Finish on the top right-hand side of the screen.  

 

 


