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Request an Event

NOTE: Be sure to log into Astra using your SOAR username and password. Access the Astra site by
locating it on the Registrar’s homepage (www.usm.edu/registrar).

1. | Click on the Events header.

'A Home [ Calendars & Academics |4 Events | [Bj Reporting & Settings

2. | Click on the Request Event link.

Bi Reporting & Settings

Event Management Help
| Events

Eeguest Event |

Notifications

3. |a. Select the most appropriate selection for your meeting.
b. Click the Next button.

Event Request Wizard

[Welcome to the Event Request Wizard. Please select an Event Request Form to begin.

*Event Request Form: Hattiesburg Event Request for Academic Space v X]

I e

4. | Fill in the required Contact Information and Event Information appropriately.

Contact Information

*USM Student Organization* E ¢ Inf ¢
vent Information
No v %X
*Event Name*:

*USM Department*
Astra Training

Yes v X
Event Description:

*Non USM Organization*
No v X
*Organization Name:
Provost Office *Will alcohol be served?*

*Enter your first and last name*: No v X

Marlissa Northrop *Will Food be Served?
No v X

*Email Address*:

If yes does the food fall within the Snack

marlissa.northrop@usm.edu Policy?
*Phone Number*: Yes v X
601-266-0000 *Estimated number of Guests*

Name of second authorization member =

Email of second authorized member:
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5. | a. Fill in the required Room Information appropriately.
b. Click the Add Meeting button.

Room Information
Please provide any additional comments or questions regarding your event:

Please ensure an instructor computer, a projector, and student computers are still available.

*| agree that the provided information is
true.*

Yes v X

Add a Meeting:

Add Meeting

6. | a. Fillin the Create Meeting box appropriately.
e Single: use if the meeting is a single, one-time meeting.
e Multiple: use if the meeting will take place on multiple but random days
(Orientations, etc).
e Recurring: use if the meeting will take place on multiple yet repeated days/times
(standing faculty/staff meetings, hybrid classes, etc).
b. Click the Add Meeting button.

NOTE:
e Featured: check only if you want to be featured on the guest site (for the public to
see).
e Private: check if it's a private event (meaning it blocks off the calendar without
revealing details).
e Requires room: check if you need to book a room for the event.

Create Meeting(s) x

@ single O Multiple O Recurring

Start Time: 2:00 PM v End Time:  3:00 PM v

Start Date: 03/28/2019 x M End Date: | 03/28/2019 x 8
*Meeting Name:  Astra Training x
v %

Meeting Type: Non-Academic Programs (HBG)

o

Max Attendance: | 15
[ Featured
O private

[ Requires Room

ad eetng

7. | Once the meeting has been created, click the Request Rooms button on the right.

true.*
Yes v X

Add a Meeting:

x Astra Training - Thu, 03/28/2019, 02:00 PM to 03:00 PM
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8. | a. Click the Available link to select the room. <It will then display "Selected.">
b. Click the OK button at the bottom-right.
Astra Training
3/28/2019
Room
Thu
2:00-3:00pm
® AKH 108 Unavailable
® FG 207A Avail (Request)
® SCH 2007 Avail (Request)
9. | Click the Submit button.
x Astra Training - Thu, 03/28/2019, 02:00 PM to 03:00 PM, Owings-McQuagge Hall 134
10. | Once it submits, as a confirmation, a message will be displayed and an email will be sent to
you.
Thank you for your request. We have received your form and a staff member will be contacting you shortly.
Done
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