
REQUEST AN EVENT INSTRUCTIONS 
AdAstra Faculty/Staff Event Request Form 

 
 
Access Astra Schedule at https://schedule02.tarleton.edu/AstraSchedulePROD/Portal/GuestPortal.aspx to 
Request an Event. 
 
Astra Schedule Guest Home Page 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Request an Event for academic classrooms using the Faculty/Staff Request Form- 
Acad Classrooms. 
 
 
 
 
 
 
 

 
 

 

 
 
 
 

 

Click on the “Request an Event” link in 
the Request an Event field on the left 
hand of the screen. 
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Event Request Wizard 
 

 
 
 Select the “Faculty/Staff Request Form-Acad Classrooms” from the drop down menu. 
 Enter the title of your event 
 Select the “Next” icon 

 
 
Request Form 
 

 

Fill out important Contact Information 
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Request form, cont. 
 

 
 

 
 

 Select event type from the drop down menu 
 Give a brief event description 
 Number of participants expected 
 Add additional notes 
 Click the Add/Remove Meetings icon to list dates and 

rooms for your request using the Meeting Generator with 
Room Assignment. 

Meeting Generator with Room Assignment 
 

  

 Meeting name will auto-populate. 
 Give a brief description of the event. 
 Select a meeting type from the drop down menu. 
 Enter a max attendance 
 Select meeting dates using the convenient calendar 

to select start/end dates 
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Select meeting times: 
 Tab to the time fields and enter begin/end times.  (Select 

“A” on your keyboard to change to AM, or “P” to change 
to PM). 

 

 
 

Select Add Meeting or Add 
Recurring Meetings 

 
 

  

  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

Meeting has been added. 

Request room for meeting: 
 

 Click on the Request Rooms icon 
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Request a room, cont: 
 
ROOM FILTER 
 
 
 
 
 
 
 
 
 
 
 
 

To filter the list of rooms, click on Edit 
Filter 

 
 
 
 
 
 
 
 
 

Select desired building from the drop down menu to search, and 
click Search Rooms icon. 
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Select “AVAILABLE” for the room requested.   
Once selected, it will change to “SELECTED” and be highlighted green as shown below.   
If a room is not available, it will be marked red and show “UNAVAILABLE”. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After making room selections, 
click on Save and Update 
Request 
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Submit Request 
 
Once you have completed your meeting and room request, it is time to submit your event request. 
 
Click on the “Submit Request” icon to submit the event request to the Registrar’s Office. 
 
 
 
 
  

 
 

Requested rooms are 
added to Event 
Request: 

Event Request Completed 
 

 
 
 
 
Click Done, and logout. 
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