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. Login with your Tech username and password
3. Click the Events Tab
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4. Once you click the Events tab a drop down will appear and you will click on Request Event.
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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.
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Event Request Wizard

Welcome to the Event Request Wizard, Please select an Event Request Form to begin,
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6. Once you have selected the form you need you will then click Next.

Event Request Wizard

Welcome to the Event Request Wizard. Please select an Event Request Form to begin.
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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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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 ived: on a first-come, first-served basis.
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6. Academic activities (classes. etc.) have priority over the activities of other groups.
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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. 1f you would like a picture added to your event please email

8. Once you have filled out the top information you will need to click on Add Meeting

A Home ) Calendars |l Analytics & Academics 4 Events [ Reporting J§ Settings

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

Ifyou 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:

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

Rooms and Resources

Do you need Web Conferencing
capabilities, such as skype or Zoom?

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

* ANV Instruction/Assistance Needed

Select - x

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.



Create Meeting(s)

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.

Create Meeting(s)

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.

Create Meeting(s)

@ single O multiple O Reeurring
Start Time: 10:30 AM End Time: | 11:00 AM
Start Date: 117212017 End Dater | 11/21/2017

*Meting Name:

Description:

*Meeting Type: | Select
*Max Attendance:
() Featured

[ Rrequires Room

Add Meeting I Cancel

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.
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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:
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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
capabilities, such as Skype or Zoom?

Please describe your catering, service, A1V, or other equipment needs

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.
Assign Room
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12. 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
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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.
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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:

¥ 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
capabilities, such as skype or Zoom?

Please describe your catering, service, AV, or other equipment needs

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.



Add Resource

Test
12102017
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® Queen Suit. Equipm

@ Recording/. Equipm  Available
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® UniversityP...  Service| 5 Available

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.

Please Note:

***|f 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.

***|f 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.



@ single O Multiple O Recurring
Start Time: 12:00 PM End Time: | 12:30 PM

Start Date: 1172142017 End Date: | 11/21/2017

*Meeting Name:

Description:

*Meeting Type: Select

*Max Attendance:

[ Requires Room
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