University Unit Event Request Instructions

1. Click this link to get to the Ad Astra Homepage (Bookmark in Browser):
https://www.aaiscloud.com/UArizona/Portal/GuestPortal.aspx
2. Inthe top right, enter your name and password:
Room & Course Scheduling
3. Onthe top left, click the events tab:
THE UNIVERSITY 3 . - -
Iﬂ OF ARIZONA Room & Course Scheduling
HOME CALENDARS RESOURCES @
4. Click either of the Event Request links:

Room & Course Scheduling

CALENDARS RESOQOURCES EVENTS

3
Event Request

Motifications

Events
Wiew, create, and schedule special events and meetings.

Event Request

Reaquest a new event Ysing a step-by-step, quided process.

| Notifications
f Approve, deny and reguest more information for event reguests.



https://www.aaiscloud.com/UArizona/Portal/GuestPortal.aspx
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In the Event Request Wizard screen, use the drop down menu triangle on the right and select

University Unit Event Request:
Event Request Wizard
Welcome to the Event Request Wizard. Please select an Event Regquest Form to begin.

Event Request Form: | v
Ofi-Campug Event Hequest

Student Organization Event Request

- University Unit Event Form -
_'-.____-"""h—-
Please read the Centrally Scheduled Room request requirements:

ADTICS  ACADEMICS s | eveNts | peome  Am sem
= Submit | © Cancel
Event Request - University Unit Event Form (Ncl:tmgs restricted to 12/11/2017 - 5/19/2018)
Thank you for your interest in scheduling 3 space through R 0 (RCS) and our Do boxtors (AST, ENA2, AREC). This farm i for Universy Units Grly. “University Unts™ are defined as any Academc or Nan-Academs: Department or vision of the University or any other

el o mty The e emaes & o ot oot g

In oeder to reserve & Centrally/Departmentally Scheduled Reom for an even, a Department must da the folowing:

You must be the cument Depzrtment Admstrator to submit an event: form.
All event request MUST fll at lezst a 70% capacity of the room requested.
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Weekend Reques
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CESL { Center for Enalish 25 2 Sécond Langusge - . 24), CHEM (OKF Chemsor - Bid. 41), CHVEZ [ Cesor £, Chavez Buidng — Ecancn 23, HARY (Richard & g - B4, 75), M LG (4 B 76),'S SCI (Social Sosnces - BK, 27)
Schedulng Ex mlslul the h!ummnu of term:
o and weekends may be scheduled ance term scheduling begins.
b Ew; i at sar tma Sefore 3-00m . o b chodld
feeting pattern & broken or 10 o mare roo
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Pleass vait the University Map here: hitp: i i

For Room Technology and Layeu, pleass vistt:

Complete the Contact Informatlon section:

Contact Information

Contact Name:*® Shields, Cory —
Department:* Room and Course Scheduling
Contact Email:* cjshields@email.arizona.edu
Contact Phone: (520) 867-5309]

Please complete all Event Information sections as detailed as possible. (Event Type:
Event Information
Event Name:® Room and Course Scheduling Summit
Event Type:* Administrative Department s
Event Estimated Attendance:* 100 o
Fee Charged:* Mo ¥
Event Description:* The Room and Course Scheduling Team is pondering the effects of Existentialism. Astronomy and 2 reading excerpts fram the book, "The Metamorphasis™

by Franz Kafka will be the main focus of this meeting. There will be snacks. |

Please fill out the Event Meetings section including Max Attendance:

Event Meetings

Meeting Name™:  Room and Course Scheduling Summit Max Attendance: 125

Meeting Type™  Meeting g Private Featured v

Description: One-time meeting



10. Meeting Recurrence:

a. Single Meeting(s) - Select your start and end time. Then click the calendar for the day(s) of the
event and then click Create.

-i.e. The ABC Department has a Coordinator Meeting on Dec. 22" from 4 pm — 5 pm:

Meeting Recurrence @
e
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| Today || Clear |

S

Recurring — Select your start and end time, select your day pattern (Daily, Weekly, Monthly,
Yearly) and then click Create.

-i.e. Every Wednesday ABC Department has a weekly club meeting for Spring 2018:

Meeting Recurrence «

Create

single Meeting(s}) Spanning

Start Time:* |5:00 PM *|v| EndTime* 5:50PM x|
Day Pattern B
Daily ([VSSUM Monthly || vearly

Recurevery 1 & week(s) on:
| {mal i [R || F |5
Date Range B

Start Date:* | 01/10/2018 % 5] @ End dates 04/25/2018 > [

Endafter: 1  occurrence

11. Meetings
a. After clicking create, check the box under Meetings:

Meeting Recurrence «

Meetings
[ come Y[ o rrionrocms ] = e |
Single Meetings) MR Name Start Date Start Time. End Time End Date. Room Resources

" Room and Cour... "122222017 " 1:00 PM 500 PM 12222017
78] 15 2 212 »|| 21 2 23 2 25 3 27
:
e .
b. Then click Request Rooms:
Meeting Recurrence «|| Meeting
Create | @ Assign Rooms | © Delete |
gl teetnots) PRI Name stat Date StTme  EnaTme | Endoate Room Resouces
" Room and Gour... 121222017 400 PM " 5:00 PM 12212017

StartTime:  4:00 PM %|v| EndTime: 5:00 PM Xv

4 December2017v b 4 January 2018~ »
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¢. Now you can see the Rooms available for the given times. You may sort by Capacity, Building,
Room, Feature:

2

1202017
saved Filter: | Central | x |+ e
£005:005m
Room = .
Show Shared Rooms = EDUG211-21.. 81 Available
Show Alt Room Configs
= CCP108-108... 77 Available
Capacity:
A SOHRI0-N21.. 77 Available
Between 125 =
. S AMES202-52.. 76 Avalable
and =
= CESL103-10.. 76 Avallable
Campus S = CESL102-10.. 76 Available
Al = MCLND 207-2.. 76 Available
RoomType  [xls] 0E100-10.. 76 Avalable
Al
= CHEM 111-11.. 75 Available
Feature +=
Al =ILC120-120 (.. 70 Available
Region (1) = = KOFFL204.2.. 70 Available
Ceniral Scheduing X S MLNG350-3. 69 Available
SU255- Galla.. 68 Available
= = PAS201-201.. 66 Available
Al || =HaRvas0-1s. 65 Available
[ PR ®. Search 4.4 |page| 1lo2] b P | D Meetings: 00f1 |4 4 | Page 11 bl
| oK || cancet |

You can click the + sign in the Room Column to expand and view capacity:

1222017
SavedFilter:  Central x v -
4:00-6:000m
Room & . _
Show Shared Rooms =EDUC211-21.. 81 Avalable
Show Alt Room Configs
= CCP108-108.. 77 Available
Capacity:
- = SOM210-N21. 7T Avalable
Between 125 z
= = AME $202-S2... 76 Avallable
and ES
= CESL103-10.. 76 Available
campus iE SCESLI02-10.. 76 | Avalable
Al = MCLND 207-2.. 76 Avalable
[RoomType  IHl4) 0E 100-10.. 76 Available
Al
= CHEM H11-11... 75 Available
Feature H=
Al #1LC120-120 (.. 70 Available
= = KOFFL204-2.. 70 Avalable
x
= MLNG 350-3.. 69 Available
H=
o = 5U2s5-Galla.. 68 Available
Room H= = PAS201-201.. 66 Available
Al || =HaRv S0 15 8 Available
custom) |52 I (| 4 4 [Page| tlor2| B b | & Mestings: 0of1 | [ 4 |Pagel 1001 » b
[ ok |[ cancal |

Now you can view capacity:

_ Room = Regions Gapacily | Room Type Score *| Room and Cou
=== 2222017
Saved Filter:  Central x ~ Fri
400-6:000m
Room & N
Show Shared Rooms = EDUG211-21... Central Schedul... 200 Lecture Hal 81 Available
Show Alt Room Configs ;
= CCP 105-108 .. Ceniral Schedul... 224 Lecture Hal i Available
Capacity:
= = SON210-N21.. Ceniral Schedul... 229 Lecture Hal ™ Available
Between 125 z
R = = AME 5202-S2... Ceniral Schedul... 235 Lecture Hal 76 Available
an ES
CESL103-10. Ceniral Schedul.. 236 Lecture Hal 76 Available
Campus = = CESL102-10.. Central Schedul.. 237 Lecture Hal 76 Available
Al = MCLND 207 -2... Central Schedul... 240 Lecture Hal 76 Available
_RoomType  Hi&) = BIOE100-10.. Ceniral Schedul... 240 Lecture Hal 76 Available
]
= CHEM 111 -11... Ceniral Schedul... 247 Lecture Hal 75 Available
Feature +[x
a #1LC120-120 (.. Central Schedul... 300 Lecture Hal ) Available
Region (1) %=  KOFFL204-2.. Ceniral Schedul.. 304 Lecture Hal 1 Available
Ceniral Soheduling X “MLNG350-3. Central Schedul.. 318 Lecture Hal 59 Available
3=
‘" = 5U255-Galla.. Central Schedul.. 340 UNKNOWN 3 Available
Room e = PAS201-201... Ceniral Schedul... 379 Lecture Hal & Availatle
Al || = HARV 15015 Central Schedul.. 398 Lecture Hall 85 Available
(custom) |[El|gP | I { |Page 102 P Pl & Mestings: 0of1 4 | | Pags 1 0of1 b b
[ ok ][ cancel |




f. Once you find the room(s) that you like, simply click on it and it will turn Green indicated it has
been selected. Press OK when you are satisfied. Please Note: If you select more than one
room or more than one time, you are required to let us know why you have made these
multiple requests under the Event Information >> (Please provide any additional comments or

questions regarding your event. If you do not clarify, your event will be denied):

_ Room = Regions Capacity | Room Type Score *| Room and Cou
12222017
saved Filter: | Central | x | v o
£00.5.00m
Room B N :
Show Shared Rooms. = EDUC211-21... Central Schedul.. 200 Lecture Hall 81 Available
Show Alt Room Configs
= CCP108-108... Central Schedul... 224 Lecture Hal i Available
Capacity:
. = SON210-N21._ Central Schedul. 229 Lecture Hal ” Available
Between 125 =
y = = AMES202-S2... Cenlral Schedul... 235 Lecture Hal 76 Available
an
=
= CESL103-10.. Gentral Schedul. 236 Lecture Hal 76 Availale
Campus I = CESL102-10... Cenlral Schedul.. 237 Lecture Hal 76 Available
Al = MCLND207-2.. Central Schedul... 240 Lecture Hal 76 Available
RoomType ~ H14) “BIOE 100-10... Central Schedul. 240 Lecture Hall 76 Available
Al
= GHEM 111-11... Central Schedul. 247 Lecture Hal 5 Available
Feature +)(=
Al =ILC120-120(.. Central Schedul. 300 Lecture Hal 7 Available
Region (1) B = KOFFL204-2... Ceniral Schedul... 304 Lecture Hal ) Available
Central Scheduing X = MLNG350-3.. Central Schedul.. 318 Lecture Hall 59 Selected
Building s
D 1 SU255- Galla.. Cenlral Schedul... 340 UNKNOWN & Available
Room e = PAS201-201.. Central Schedul. 379 Lecture Hal 56 Available
Al || = hHarv 1s0-15.. central Schedul... 388 Lecture Hal 85 Available
(custom) ||| v [ 4 |pPage 102 b B | & Meelings: 10f1 | (4 4 [Page 11| b ¥
OK || Cancel

12. Review your form and click Submit in the top left of the screen:

Feent Meetings

A Cursa Shaciing Summt [ —

Meeting Recurrence Meetings




13. If you Successfully submitted your Event Form, you will get this confirmation below:

Event Request - University Unit Event Form (Meetings restricted to 12/11/2017

Thank you f01 your event request with Room & Course Scheduling (RCS) and/or our Department Collaborators! If you have any questions regarding this reservation please call 621-
3313 or email us at rcschedule@list.arizona.edu.

Frequently Asked Questions (FAQs):
When will my avent be processed?

‘Wie process events in the order they are received. Please expect your request ta be processed within 5 business days. We are currently processing Fall 2017 (7 am to 10 pm}, Winter 2017 (7 am to 10 pm), and Spring 2018 (after 5 pm) event
requasts. IF you ara requesting an evant for Spring 2018 (before 5 pm), we will begin scheduling your request after the first two wesks of the Spring samestar

Who is processing my request?

Depending en your raom selection, RCS and/or aur Department Collaboraters will approve/deny; or request more information from you.
Who do 1 contact for my A/V and technology needs?

Classroom Technology Services: (520) 621-3852

Who do T contact for my additional Custodial needs?

Facilities Management Custodial Services: (520) 821-3000

Who do T cntact for my additional Security needs?

University of Arizona Polics Department: (520} 621-8273

Sincerely,
Room ond Course Scheduling and the Department Collaborators

You have now requested an event with Room and Course Scheduling!



