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Ad Astra User Manual
EVENT REQUEST 
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Event Scheduling Requirements:

· Need access to Ad Astra? Submit a ticket to IT, see link below for instructions.
https://www.utrgv.edu/esa/_files/documents/access-guides/tdx_guide_request_ad_astra_access.pdf 

· Submit event requests between the 5-day to 90-day timeframe (Academic Spaces). Requests outside this timeframe may be further reviewed, email scheduling@utrgv.edu. Each form has its own timeframe, contact the appropriate scheduler for questions. 

· Room requires prior approval?
· Contact the room approver (point of contact) to request approval (Review Room Details/Description). 
· Once approved, forward approval to scheduling@utrgv.edu and submit event request (include notes under the Description field).

· Event is being Co-Sponsored with an external entity?
· Submit the Joint Sponsorship Application. For questions contact conferences@utrgv.edu. 
· Once approved, forward approval to scheduling@utrgv.edu and submit event request (include notes under the Description field).

· Event involves minors under the age of 18 (Non-UTRGV students)?
· All youth programs are required to officially register on the Youth Programs Ideal-Logic website prior to the beginning of the program. For questions, contact youthprogramprotetction@utrgv.edu. 
· Once approved, forward approval to scheduling@utrgv.edu and submit event request (include notes under the Description field).

· Manually add Police Resources to unlock/lock doors to ALL reservations, especially if your event is after hours or during the weekend (REQUIRED).

· A Work Request is required for ALL events that will need custodial services, room set-ups, etc. regardless of if the event is during business or after hours. 

· Please allow 3-5 business days for your event request to be processed. 

· To make changes or to cancel an existing reservation, please submit the Event Changes/Cancellation request for review and processing.











Instructions for Requesting an Event

Ad Astra link: https://www.aaiscloud.com/UTXRioGrandeValley 

1. Log in using UTRGV credentials.
2. Select Request Event under the Events tab. 
 
[image: Web portal interface showing a dropdown menu under "Events" with options for event management, including "Events," "Request Event," and "Notifications." A red notification box highlights updated guidance on indoor and outdoor in-person events at UTRGV, noting that catering is no longer required to be grab-and-go and directing users to the Campus Protocols or UTRGV Welcome Back website for the latest event guidance.]
3. Select one of the following forms under the Event Request Wizard: 
· I.T. Computer Labs Request Form: Computer labs (IT Managed).
· McAllen Biomedical Research Facility: Spaces in the McAllen Biomedical Research Facility - School of Medicine building.
· UTRGV Academic Space Event Request: Classrooms, study rooms, and other spaces considered academic on both Edinburg and Brownsville campuses. 
· UTRGV Non-Academic Space Event Request: Lobbies, conference rooms, and outdoor spaces on both Edinburg and Brownsville campuses.
· UTRGV School of Medicine- Edinburg: Spaces in the Medical Education Building and the Team Based Learning Center building.
· UTRGV School of Medicine- Harlingen: Spaces in the Harlingen Clinical Education Building.
· UTRGV Student Unions/Ballroom Request Form: Spaces in the Student Union buildings (BRW/ED), Chapel (ED), and University Center (ED). 

[image: An Event Request Wizard dropdown menu displaying various event request form options for different facilities and departments, including I.T. Computer Labs, Biomedical Research Facility, Summer Camps, and multiple UTRGV locations. The dropdown is open with a scroll bar, showing a list of selectable forms to initiate event requests within an organizational system.]  
4. Read important information regarding the space and complete the form.
Note: Fields with an (*) require information.

[image: UTRGV Academic Space Event Request form for booking academic spaces like classrooms and study rooms on Edinburg and Brownsville campuses. The form highlights important instructions in bold, red, and yellow text about event-only use, room lock/unlock procedures, prohibition of food and drinks, and contact information for the Office of the University Registrar.
] 

5. Select Event Type. General categorization for the type of event.
· Academic: Educational setting; for events related to students/courses. 
· Administrative: Business setting; for events related to departmental meetings/functions.
· Student Activity: Open to all UTRGV students.
· Student Organization: Strictly for a certain student group or organization.

6. Click on Add Meeting.

[image: An event scheduling interface showing a section titled "Event Location" with a highlighted blue button labeled "Add Meeting." The interface includes options to assign rooms and resources, and displays a message stating no meetings have been created yet.]
 
7. Create Meeting(s). Featured events will be published in the Campus Events Calendar. Once done, click Add Meeting.
· Single: Meeting once (Same start and end date).
[image: A meeting scheduling form showing options for single, multiple, or recurring meetings with fields for start and end times set from 10:00 AM to 11:00 AM on 06/06/2024. The form includes inputs for meeting name "Exam Review," meeting type "Review," maximum attendance of 30, and checkboxes for featured, private, and requires room, with "Requires Room" selected.]
· Multiple: Meeting multiple days. (Different times can be entered)
[image: A meeting scheduling interface showing options to create single, multiple, or recurring meetings with start and end times set between 10:00 AM and 11:30 AM. The calendar highlights June 6, 2024, and a list of three scheduled "Exam Review" meetings on June 12, 13, and July 6, with details on meeting name, type, maximum attendance of 30, and room requirement selected.]
· Recurring: Meeting periodically.
[image: A meeting scheduling interface showing options for creating recurring meetings with start time 10:00 AM and end time 11:00 AM. Recurrence is set weekly on Tuesday and Thursday from 06/06/2024 to 07/09/2024 with a maximum attendance of 30, meeting name "Exam Review," and meeting type "Review."]
   
8. Select Meeting Type. Specific categorization for the type of event.


	· Banquet
	· Exam
	· Luncheon
	· Rehearsal

	· Camp
	· Exhibit
	· Maintenance
	· Review

	· Campus Event
	· Fair
	· Meeting
	· Social Gathering

	· Campus Tour
	· Fundraiser
	· Orientation
	· Training

	· Ceremony
	· Graduation
	· Performance
	· Tutoring

	· Conference
	· Interview
	· Presentation
	· Workshop

	· Dance
	· Lecture
	· Recruitment
	




9. Click on Assign Rooms. The meeting will populate underneath.

[image: An event scheduling interface showing an "Exam Review" meeting set for June 13, 2024, from 10:00 AM to 11:00 AM. Interface includes buttons labeled "Assign Rooms," "Assign Resources," "Add Meeting," and "Submit," with the meeting highlighted in purple and a red notification icon next to "Add Meeting."]

10. Filter by Campus and Search. Select room(s) and click OK. 
Note: Moving cursor to the circle will show a picture of the room.
[image: A room assignment interface for scheduling exam review sessions, showing a filter panel on the left with campus options and a search bar. The main table lists rooms, names, capacities, and availability statuses with color-coded labels—green for "Selected," red for "Unavailable," and gray for "Available"—highlighting room EMAGC 1.422 as selected; navigation controls and OK/Cancel buttons appear at the bottom.]

11. Click on Assign Resources. The room will populate next to the meeting.

[image: An event scheduling interface showing a meeting titled "Exam Review" set for Thursday, 06/13/2024, from 10:00 AM to 11:00 AM. Key elements include buttons labeled "Add Meeting," "Assign Rooms," and "Assign Resources," with the meeting location highlighted as "Mathematics and General Classroom 1.422."]

12. Police Resources are preselected. Enter 1 to Lock & Unlock Door and click OK.

[image: A software interface for adding resources, showing a filter panel on the left with options for Resource Type, Category, Group, and selected resources "Police - Lock Door" and "Police - Unlock Door." The right side displays a table with resource names, quantities set to 9999, and a highlighted selection status "Selected 1 o..." along with an "OK" button at the bottom right.]
13. Review your event information for accuracy and click Submit.

 [image: Web interface for scheduling and managing event locations, showing an exam review meeting set for June 13, 2024, from 10:00 AM to 11:00 AM in Mathematics and General Classroom 1.422. Interface includes buttons for adding meetings, assigning rooms and resources, and a highlighted Submit button for finalizing actions.]

14. Once your request is submitted, the requestor will see the message below.

[image: A web application confirmation page showing a notification that a request has been received, with a message stating processing time of 3-5 business days and a disclaimer that this is not a confirmation of a scheduled event. The page includes a navigation bar with icons and labels for Home, Dashboards, Calendars, Analytics, and Academy, and a grey "Done" button below the message.]

15. The requestor will receive an email notification, please note that is not confirmation of a scheduled event. Once your request is processed and scheduled, the requestor will receive an event summary confirming a scheduled event. 

[image: An email notification showing an event reservation request received from srv_adastra@utrgv.edu to Jessica Corona. Email subject includes event reservation number and status "Request Received," with a PDF attachment named "Notification of Event Request Received_2024-06-06-11_59_00.pdf."]
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Your request has been received. Please allow 3-5 business days for your request to
be processed. Please be aware that this is not a confirmation of a scheduled event,
just a notification that your request has been received. A confirmation email will be
sent once your event has been scheduled. Thank you.

Done
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