
 

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. In the top right, enter your name and password: 

 
 

3. On the top left, click the events tab: 

 
 

4. Click either of the Event Request links: 

 

  

https://www.aaiscloud.com/UArizona/Portal/GuestPortal.aspx


 

 

5. In the Event Request Wizard screen, use the drop down menu triangle on the right and select 

University Unit Event Request: 

 
6. Please read the Centrally Scheduled Room request requirements: 

 
7. Complete the Contact Information section: 

  
8. Please complete all Event Information sections as detailed as possible. (Event Type: 

  
9. Please fill out the Event Meetings section including Max Attendance: 

 

  



 

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. 22nd from 4 pm – 5 pm:  

 
b. 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: 

 
11. Meetings 

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

 
b. Then click Request Rooms: 

 

  



 

c. Now you can see the Rooms available for the given times. You may sort by Capacity, Building, 

Room, Feature: 

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

 
e. Now you can view capacity: 

 



 

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): 

 
 

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

  



 

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

 
 

 

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

 


