Ad Astra: Login and Event Scheduling

Log into Ad Astra using your EaglelD credentials. The URL (or web address),
https://www.aaiscloud.com/TXAMUTexarkana/, will direct you to the Digital Backpack page,
where you will now log in to access Ad Astra.

If you see this window, leave tamut.local selected, and click Next to get to the Sign in window.
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Upon signing in, you’ll see your usual tabs, which may include some or all of these:

), Home ff) Calendars J® Academics 4 Events [Bj Reporting & Settings

To reserve a room, click Events, and select Request Event.

& Events |[B Reporting & Settings

Event Management Help
Events
Request Event

Maotifications
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When the Event Request Wizard opens, select New Faculty/Staff Event Request, and click Next.

Event Request Wizard

elcome to the Event Request Wizard. Please select an Event Request Form to begin.

* Event Request Form: * X

Guest Event Reguest Form

Mew Faculty/Staff Event Request
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Complete the form as instructed, then click Add Meeting.

New Faculty/Staff Event Request

Please complete this form to request your event meeting.

If you have any immediate questions, contact the Welcome Desk at
903-223-3000.

Customer Information

* Contact Name:

| L
* Contact Email:

| o

* Contact Phone:

Set your date and time, then click Add Meeting again.

Create Meeting(s)
® single O Multiple O Recurring
Start Time: 2:00 PM End Time: 2:30 PM
Start Date: 01/13/2021 531 End Date: 01/132,2021
* Meeting Name: Test Test Test x
Meeting Type: x
Max Attendance:
[ Featured
J private

[ Requires Room




Now, click Request Rooms.

Add Meeting Request Resources

x Test Test Test - Wed, 01/20/2021, 02:00 PM to 02:30 PM

Locate the desired room and click on the room name. Selected will appear in green. Click OK.

Assign Room

Filter 0BS Booking
212450011
Clear All Wed

12:00-12:30pm

Room Options uc3z23 Unavailable

. Uc 414L Avail (Request)
|_J show Only Available Rooms
UC 322-One Button Studio Selected
Capacity:
ucC 235 Avail (Request)
Between s

and s
campus @ Clear =+
Building @) Clear =+
Room +
Region +

Room Type +

Verify the room name appears and click Submit.

Add Meeting Request Resources

x Test Test Test - Wed, 01/20/2021, 02:00 PM to 02:30 PM, University Center West Lawn

When the form completion confirmation appears, click Done.

)‘ Home @ Calendars & Academics (0;’ Events ﬁ Reporting ," Settings

hank you for completing the form.
e will process your request within 24 business hours.

Done
Should you need support, please submit an iSITE request.
ServiceDesk Hours:
Monday — Thursday : i
R0 i B iy For support, please contact the IT ServiceDesk:
Friday Email: isite@tamut.edu Phone: 903.334.6603
SR SRR Submit a Support Request Ticket: https://isite.tamut.edu
Saturday
9:00 a.m. — 1:00 p.m.
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