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

J ) Astra Schedule - Astra Home

User Name: Password:

AASTRA SCHEDULE

Remember Me: Ml

ASTRA HOME CALENDARS ACADEMICS RESOURCES EVENTS

Request an Event * N Holiday / Announcements - Yahoo Weather v

Reguest an Event Spring Break Spring Break 3f14/2011 Conditions for Stephenville, TX at
B8:13 am CS5T
Current Conditions: W
Event Name Status Cloudy, 57 F J‘f\
i Forecast:
Page 1of 1 Fareessh

Important Links -

Full Fi t at Wahoo! Weath
Tarleton State University ull Forecast at Yahoo eather

Office of the Reqistrar (provided by The Weather Channel)
Office of the Reqgistrar

Student Activities

Financial Aid Office

Scholarships Office

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

J a Astra Schedule - Astra Home

User Name: Password:
A ASTRA SCHEDULE

Remember Me: Bl

ASTRA HOME CALENDARS ACADEMICS

Request an Event v

Request an Event

RESOLRCES EVENTS

v Yahoo Weather v

Spring Break Sf14/2011 Conditions for Stephenville, TX at
8:13 am CS5T
(Tue, 15 Feb 2011 2113 arn CST)

Current Conditions:
Cloudy, 57 F

AM Drizzle, High: 71 Low:

Important Links

Tarleton State University Click on the “Request an Event” link in EUL S S o R
el the Request an Event field on the left (provmen by THE WEsitiSr Gancaly

Student Activities

hand of the screen.

Financial Aid Office

Scholarships Dffice



https://schedule02.tarleton.edu/AstraSchedulePROD/Portal/GuestPortal.aspx

Event Request Wizard
J @ Astra Schedule - Event Request | : -

Logout guest | | Help

AASTRA SCHEDULE

ASTRA HOME CALENDARS RESOURCES EVENTS

L L

Events = Event Request | Iy Fuents | Manage Requests

’f‘ Welcome to the Event Request Wizard

Enter the title of vaur Event

Selact an Event Request Form

[FacoitefStalt Raquest Farm-cad Classrooms Lx|

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

Request Form

J @ Astra Schedule - Event Request

Logout quest
AASTRA SCHEDULE Banid

-
l Faculty /Staff Request Form-Acad Classrooms - test event

Fill out important Contact Information

Please fill out the following form a5 applicable.

| CONTACT INFORMATION »

Event Name |test event

Customer (Name, Dept, Organization) |

Event Contact Name |

ContactEmail |

Contact Phone Number |




Request form, cont.

J 0 Astra Schedule - Event Request | -
[

i Meeting Generator and Event Information -

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.

Event Type flclick to select,,] i+

Event Description |

Number of Participants Expected

Meeting Gen. with Room Assignment Add/Remove Meetings

Additional Notes

Required lead time for event request (days): 3 days, Max days into the future that the event request is

Comments: sllowed (dayz): 60 days

[oacic | subrmit neuest | cancel |

Meeting Generator with Room Assignment

J a Astra Schedule - Event Request | -

ogout guest | | Help

AASTRA SCHEDULE

L | create Meetings for - TEST EVENT (Edit) TEST EWENT

?

Create Meetings

Meeting Name: Meetings a
[TEST EvENT

Meeting Name Start Date Start Time End Time End Date Location Delete
Description:
This is a test of the Astra Event Request Systern,

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
P, to select start/end dates

Start On: [2715/2011 = [oz:00 2m
Ends On: [2/15/2011 = [o5:00 am

Add Meeting | Add Recurring Meetings

Meeting Type: | General mesting =

Max Attendance: |[100

[ Requires Room




Meeting Times:

start On: [37z977071 [z aoam | Select meeting times:
EndsOn:| +  February,2011  » [moAm < = Tab to the time fields and enter begin/end times. (Select
B e “A” on your keyboard to change to AM, or “P”” to change

& 7 8 5 10 11 12
13 14 15 16 17 18 19
20 21 22 23 25 26
27 28 1 2 3 4 3

Meeting Times: Select Add Meeting or Add
Start On: [Z7za7z011 B [T

Ends l:ln:!z.fzq.-’zun = o515 am Recurnng Meetlngs

=
l Create Meetings for - TEST EMENT (Edit) TEST EVENT

T T T R T

Create Meetings

Meeting Name: Meetings ﬂ
| TEST EVENT

Meeting Name Start Date Start Time End Time End Date Location Delete
Description:

TEST EVENT Ziz4fz011 8:00 AM 9115 AM Zfzaf2011 Unassigned @

_ T T = Meeting has been added.
Meeting Type:
Max Attendance: ID—

¥ Requires Room

Meeting Times:

o a
Start On: [2/15/2011 = 08:00 AM
Ends On: [2/15/z011 = 09:00 AM

Add Meeting Add Recuring Meetings

Request room for meeting:

e Click on the Request Rooms icon

TEST EVYENT

Sawe and Update Request Request Rooms Clear Meetings

ectiog -

Meating MName Start Date Start Time End Time End Date

TEST EVEMT Efzdfz011 S:00 AM Q1S AmM Zfzdf2011 Unassigned @



Request a room, cont:

ROOM FILTER

i ) Astra Schedule - Event Request

l [ Request Rooms for TEST EVENT TEST EVENT
e 3T U date Reqhaet =

?

Request a Room

Room Selsctian Filter [T=] [editFittar] | nMumber of Mestings  Unassigned Mestings |
All Rooms in MATH 1 1
.*'... ROy
TEST EVENT
212412011
Room | Capacity Type 800 &AM - 315 &AM
Ny
1
MATH 108 48 CLASSROOM-LE Available _ R R i =
To filter the list of rooms, click on Edit
MATH 109 48 LECTURE Ayalsble N
Filter
MATH 112 48 LECTURE Awalable
MATH 134 48 CLASSROOM-LE Available

) astra Schedule - Event Request - M

fox

=181

Fle Edit Wiew History EBookmarks Tools  Help

0 o . ¢ x gy PR rave— —

= wn e 0% P gelect desired building from the drop down menu to search, and
click Search Rooms icon.

Most Yisited m Custaormize Links D ‘Windaws Mar

! . Astra Schedule - Event Request

Location
Campus: B =l
| euilding =|  [{MATH |
Al
Room Type:
. SCIEN
Options e
Capacity: ET
HUM
Facility BUSI
Layout: F
Features: |AH ;I




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”.

J a Astra Schedule - Event Request

! s
o | Request Rooms for TEST EVENT TEST EVENT
=3

Request a Room

Room Selection Filkr [ =] [EditFiiter] | Hurber of Meetings  Unassigned Meetings
All Rooms in MATH 3 1]
14 Rooms
TEST EVENT
22452011
Rofm Capacity Type B:00 Ak - 915 A
MATH 105 48 CLASSROOM-LE| Selected =
MATH 109 48 LECTURE Available
MATH 112 48 LECTURE Selectad
MATH 134 48 CLASSROOM-LE  Available
MATH 135 48 CLASSROOM-LE Selected
MATH 208 48 CLASSROOM-LE  Available
MATH 213 48 CLASSROOM-LE  Available
MATH 221 24 CLASSROCM-LE  Available
MATH 222 24 CLASSROOM-LE  Available LI

J @ Astra Schedule - Event Request :

-
;‘ | Request Rooms for TEST EVENT TEST EVENT
=

Request a Room

Room Selection Filtar lj Edit Filter Mu eetings Unaszigned Meestings
All Rooms in MATH 1]
14 Rooms
TEST EVENT
202472011
Ro:)m Capacity Type 800 AK - 315 AM
MATH 108 43 CLASSROOM LE| Sslected After making room selections, =
MATH 109 43 LECTURE Available click on Save and Update
MATH 112 48 LECTURE Selected Req uest
MATH 134 43 CLASSROOM-LE Availsble
MATH 135 43 CLASSROOM-LE Sclected
MATH 209 48 CLASSROOM-LE Avaisble
MATH 213 43 CLASSROOM-LE Availsble
MATH 221 24 CLASSROOM-LE Availsble
MATH 222 24 CLASSROOM-LE Available =




J a Astra Schedule - Event Request I &~

Meeting Generator and Event Information =

Event Type Departrment Event -

Tast of the Astrs Event Request System

o Requested rooms are
Event Description added ‘[0 Event
Request:

NMumber of Participants Expected

Meeting Gen. with Room Assignment Add/Remouve Meetings | Request Rooms I
Meeting Name Start Date Start Time End Time End Date Location Resources
TEST EVEMT 2f24fz2011 2100 AM 9115 AM 2fz24f2011 SCIEN 102

Pl test,
Additional Notes eaze tes

Foaci | submstneqvest | cancel

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.

Submit Request

Event Request Completed

Event Request Completed

Thank you for submitting your request. Your request has been submitted to
the Registrar's Office for review. You will receive an email notification at the
email address provided of your request being approved, denied, orif

additional information is required.

Click Done, and logout.



