New Registration Monitoring and Reporting Tool Instructions

Signing in and link to Single Sign On

1. Loginto the new Ad Astra tool. Click on the blue bar that says Sign into your SSO
provider. Save the landing page in your browser for easy access. Click on the blue bar
that says Sign into your SSO provider. Save the landing page in your browser for easy
access.

Alternate link if you get stuck https://app.adastra.live/login/sso?id=dom.edu

o Ad Astra

Sign In

Sign In with your SSO provider

or

Sign In with email and password

PLEASE email jmcclure@dom.edu to let me know if you successfully logged into the tool or
tell me what difficulty you are having so | can help resolve.

Registration Monitoring
2. The first feature to introduce you to is Registration Monitoring.

-
e Click on the Measure app. on the left-hand side of the screen.
o Then Click on Registration Monitoring
e Youknow you are in Registration Monitoring because you will see Monitor in the top
left corner.

3. Next, to make it easier to find your courses, | recommend setting up a quick filter at the top
of the page. | DO NOT recommend using the Find field

a. First, choose the Term you want to monitor for registration. For example, 2024-2025
Academic Year Spring.

b. Second, choose the campus(es) (Main, On-Line, off campus, Chicago) where you
want to monitor courses.

a. Click the +More to add additional filter criteria. Once you have selected all the
desired fields, click on the Quick Filters dropdown and Create New Filter and Save.

b. Choose the department, course number or an entire college depending on your
role. Then go back into that field and click on the drop-down arrow to select the
specific department, course number, or college.

c. The Status field can help filter for high enrolled, low enrolled, and on track. On track
is 65% filled or higher


https://app.adastra.live/login/sso?id=dom.edu
https://app.adastra.live/login/sso?id=dom.edu
mailto:jmcclure@dom.edu
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d. On the far-left hand side there is a bell. If you click on that icon the system will send
you notifications about changes to that course.

e. If you click on the course, you will see course enrollment and can choose section
details.

f. Onthe far-right side, the circles are each section, and you can click on those to get to
section details such as enrollment and how many students are on the waitlist.
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4. One of the other key change management items is the conversation tool within the platform.

e If you notice something about a course or section that needs further input, scroll down to
the bottom of the page and use the Start the conversation message function.

e This function will keep track of the conversation about a particular course/section all in
one place!

Send a new message. Type @ to mention someone. >

-

Example for EDUC 200 below:

Eend a new message. Type @ to mention somecne.

Jennifer McClure Today at 4:39 PM | Campus Main Campus | | Monitor
Ben Freville Thanks for letting me know. | will check this out and get back to you.

Delete

Ben Freville Today at 4:34 PM | Campus Main Campus | | Monitor
Jennifer McClure It shows two sections and we are only offering 1. The 02 section should be cancelled.

Reply
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REPORTS

5. The next feature is Reports

6. Click onthe Report button on the far-left blue column and then report at the top of the next
column that appears

Scroll down to the Schedule Refinement Folder/Registration Tracking. In Registration
Tracking there are a number of delivered reports, including Underutilized Courses and
Sections with less than 10 students. Hint: Select TERM to start and narrow down by using
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Setting up Account for Ad Astra Support Center

There are many support articles available on the Ad Astra Support Center site.
1. Sign up to Ad Astra Support Center. You will receive an email from Ad Astra to set up a
password for the support center.

Here is a great article, including a short video, on How Do | use Registration Monitoring filters? — You
need to Sign up to Ad Astra Support Center first to access.

Other Articles that are available related to Registration Monitoring include:


https://aais.zendesk.com/auth/v2/login/registration?auth_origin=360002281112%2Ctrue%2Ctrue&brand_id=360002281112&return_to=https%3A%2F%2Fhelp.adastra.live%2Fhc%2Fen-us%2Farticles%2F22307002633620-How-do-I-use-Registration-Monitoring-Monitor-filters&theme=hc
https://help.adastra.live/hc/en-us/articles/22307002633620-How-do-I-use-Registration-Monitoring-Monitor-filters
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