Instructions For Requesting An Event:
Required: All Events must be made with the minimum lead time listed at the top of each of the forms. If there is not enough lead time it will not let you request the event.
1. Ad Astra Link: https://www.aaiscloud.com/ARTechU/
2. Log in with your Tech username and password
3. Click the Events Tab
[image: ]
4. Once you click the Events tab a drop down will appear and you will click on Request Event.
[image: ]
5. Once you have done that you will be taken to a pop-up window where you will be able to select whichever event request form you are needing.
[image: ]
6. Once you have selected the form you need you will then click Next.
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7. Fill out the event information on the form.
NOTE: Fields with an (*) require information. If left blank, the system will not allow the request to be submitted.
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8. Once you have filled out the top information you will need to click on Add Meeting
[image: ]
9. Once you do that a box will pop-up. You can create a single meeting, multiple meetings that do not have consecutive dates, and recurring meetings.
For Multiple meetings you will click on the days you want the meetings and add the times of the meetings to each meeting. You will then fill out the rest of the information in the Create Meeting(s) box.	
[image: ]
For Recurring meetings, you will put the time the meetings will be and then select if they are daily, weekly, etc. You will then select a start date and then either select an end after so many occurrences or an end day. Then you will fill out the rest of the information in the Create Meeting(s) box. 
[image: ]
For Single meetings, you will just fill out the Create Meeting(s) box with the information of the meeting. Once you are done with creating your meeting click the Add Meeting button.
[image: ]
10. Once you have added your meeting you will then have to assign it a room before you can submit the form. So you will click the Assign Rooms button.
[image: ]
11. Once you click the button it will bring you to a pop-up window where you can filter through the rooms on the left. You can filter through the rooms by building and campus or search for a particular room. 
[image: ]
12. [bookmark: _GoBack]Once you find the room that you want, you will then click out beside the room where it says available. When you do that it will select the room and the box will show[image: ] green and say selected. 

13. Once that is done you will click okay and the pop-up box will disappear. 
14. If you are in need of a resource you can click the Assign Resources button. This is not required and if your resource is not listed then make sure to note what you need in the Notes section of the form. 
[image: ]
15. In the Add Resource box you will see all the resources that you can select. You cannot request a resource that is in RED but you can request those that have no color and say available. Once you have selected your resource you will click the OK button.
[image: ]
16. If you require more resources or if you do not feel comfortable requesting them yourself, you will have to fill out the rest of the form and indicate in detail what you need. Once you have finished filling out the form you will then click submit.
[image: ]

Please Note: 
***If you are requesting weekend dates or after hours, you might note that you need to have the doors locked/unlocked by assigning it as a Resource. 
 *** Please be aware that submitting this form is not a confirmation of a scheduled event. A confirmation email will be sent once your event has been scheduled.
***If you are wanting the event to be on the Campus Calendar, you MUST check the box labeled ‘Featured’. If this is not selected, your event will not be displayed on the Public Facing University Master Calendar.
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Russellville Campus- Academic Building Request
Form

At least 10 business day notice is recommended for all events. 2
business days is the required time for all event requests. If you have
a last minute event that needs scheduling, please contact the Office

of Events.

Building Hours: Academic Buildings- 8am- 5pm Monday- Friday/ Hull-
8am-9:45pm Monday-Thursday, 8am-4:45pm Friday, 1pm-4:45pm
Saturday, and 1pm-9:5pm Sunday

Requests are processed in the order they are received: on a first-come, first-served basis.

Submitting a request, the email sent from Astra verifying we have received the request does not confirm a room
reservation. Just because a space appears to be available does not mean that the space will be able to be reserved. You
will receive a final confirmation letter when your space is scheduled.

When making a request, please be sure to click on ADD A MEETING and then check REQUIRES A ROOM. Not doing so will
delay the processing of your request.

I you require food services, IT support, or special set up please make sure to request a minimum of 1 hour set up and 1
hour tear down time for your event.

Reservations can be made up to one year in advance for non-academic spaces. Academic spaces may be available after
the class schedules have been established for each semester (Octaber 1/ April 1). Until those dates, events requested in
‘academic spaces will remain in a tentative status.

General Conditions:

1. You are responsible for your own set up in an Academic Building. If table and chair arrangement is changed then you
should return the space at the end of your reservation time as it was found.

2. Tobacco products are prohibited.
3. Food and drink s not allowed in computer labs.
4. Burning of candles, etc. is prohibited.

5. Excessive noise is prohibited.

6. Academic activities (classes, etc.) have priority over the activities of other groups.

7.fitis necessary to cancel a reservation, please notify the Office of Events at least two (2) business days prior to the
reservation. If your event details change such as time, date, etc. please notify the Office of Events as soon as possible.
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7.fitis necessary to cancel a reservation, please notify the Office of Events at least two (2) business days prior to the
reservation. If your event details change such as time, date, etc. please notify the Office of Events as soon as possible.
Cancellations/Revisions can be submitted via online at https://www.atu.edu/events/ . Please reference your Ad Astra
Reservation Number.

8. Arkansas Tech University Event Policy and Guidelines can be found at https://www.atu.edu/events/policies.php

For more information, contact the Office of Events at (479)964-0583 ext. 2670 or by email at events@atu.edu

Academic Building Request Form

Contactinfo

*Department:

*Contact Name:
User, System

*Email Address
adastra@atu.edu

*Contact Phone:

Eventinfo

*Event Title:

*Event Description:

University Master Calendar:
If you would like your event on the public facing University Master Calendar
check the featured box and fill out the description in the ADD a meeting

section below. Your Meeting Type will be the category that your event will be
featured under. If you would like a ure added to your event please em.
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check the featured box and pf g
section below. Your Meeting Type will be the category that your event will be
featured under. If you would like a picture added to your event please email
it to calendar@atu.edu

If you need setup and teardown time, please indicate that after creating your meetings in the text
boxes that are provided below.

*Add a Meeting:

No meetings created. Add Meeting

Event Set-Up Date/Time (if needed)

Event Tear Down Date/Time (if needed)

Requesting A Resource:
If you need Recording/Streaming service, please click REQUEST RESORCES in the Add a Meeting
Box above.

Rooms and Resources

Do you need Web Conferencing
capabilites, such as Skype or Zoom?

Please describe your catering, service, A/V, or other equipment needs

*AN Instruction/Assistance Needed

Select.
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*Event Description:

University Master Calendar:
If you would like your event on the public facing University Master Calendar
check the featured box and fill out the description in the ADD a meeting
section below. Your Meeting Type will be the category that your event will be
featured under. If you would like a picture added to your event please email
it to calendar@atu.edu

If you need setup and teardown time, please indicate that after creating your meetings in the text
boxes that are provided below.

*Add a Meeting:

o

ve.

X Te:

Event Set-Up Date/Time (if needed)

Event Tear Down Date/Time (if needed)

Requesting A Resource:
If you need Recording/Streaming service, please click REQUEST RESORCES in the Add a Meeting
Box above.

Rooms and Resources

Do you need Web Conferencing
capabilites, such as Skype or Zoom?

Please describe your catering, service, A/V, or other equipment needs

10:09 AM
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*Event Description:

University Master Calendar:
If you would like your event on the public facing University Master Calendar
check the featured box and fill out the description in the ADD a meeting
section below. Your Meeting Type will be the category that your event will be
featured under. If you would like a picture added to your event please email
it to calendar@atu.edu

If you need setup and teardown time, please indicate that after creating your meetings in the text
boxes that are provided below.

*Add a Meeting:

X Test-Tue, 12/19/2017, 10:30 AM to 11:00 AM, Witherspoon 165

Event Set-Up Date/Time (if needed)

Event Tear Down Date/Time (if needed)

Requesting A Resource:

If you need Recording/Streaming service, please click REQUEST RESORCES in the Add a Meeting
Box above.

Rooms and Resources

Do you need Web Conferencing
capabilites, such as Skype or Zoom?

Please describe your catering, service, A/V, or other equipment needs

10:11 AM
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Event Tear Down Date/Time (if needed)

Requesting A Resource:

If you need Recording/Streaming service, please click REQUEST RESORCES in the Add a Meeting
Box above.

Rooms and Resources

Do you need Web Conferencing
capabilites, such as Skype or Zoom?

Please describe your catering, service, A/V, or other equipment needs

*AN Instruction/Assistance Needed
Select.

If your event s after building hours, do you need the doors locked and un-locked?

Other
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