
ASTRA TRAINING

Scheduling & Conference Services

eventmgmt@uttyler.edu



*Depending upon the size and complexity of the event, status-

update meetings may be scheduled.

Astra Event Request 
Form

Event –

Pending status

POC –

Event Mgmt. Coord. 
(EMC) Form Email

POC –

Completes EMC

Email to POC with 
Action Items & 
Notifications

Complete Action 
Items*

Emails to Involved 
Departments

Provide services as 
requested*

Approval Emails to 
EH&S, Facilities, and 

UTPD
Event Approval* Event Scheduled

Meeting –

Scheduled as usual

WHAT IS THE NEW SCHEDULING PROCESS?



• Requests classified as EVENTS – NEW PROCESS

• 49+ attendees OR

• Setup/Teardown* needed OR

• Food/Beverages served OR

• Minors in attendance (specifically for minors) OR

• Joint Sponsored (email approved by Community Engagement prior to event in Astra)

• Requests classified as MEETINGS – NO CHANGE

WHICH REQUESTS GO THROUGH THIS PROCESS?

*Any table, chair, audio visual, maintenance, etc. needs required



• Replaces three (3) other forms

• Replaces multiple back-and-forth emails

• More information gathered up front

• Eliminates number of surprises

• Fewer status-update meetings

• Point of Contact instantly receives Action Items and Notifications

WHY ANOTHER FORM?



1. Astra Event Request Form

2. Scheduler/Approver → Reviews → EVENT is Pending

3. POC receives email with EMC form link and completes form

EVENT PROCESS



POC EVENT PENDING/EMC EMAIL



LET’S LOOK AT THE EMC FORM

• Event Management Coordination (EMC) form is sent to the Customer 

Contact = Point of Contact (POC)

• Event Management Coordination Form

https://forms.office.com/Pages/DesignPage.aspx?auth_pvr=OrgId&auth_upn=vbond@uttyler.edu&origin=shell#FormId=UeSgyNAj30CanaaCvg4rKuGCIQq9jVBDtUUu0gltLrlUMDFBNTFBU0ZRNktBVTlGSkkyVEhTUzk5TCQlQCN0PWcu


1. Astra Event Request Form

2. Scheduler/Approver → Reviews → EVENT is Pending

3. POC receives email with EMC form link and completes form

4. POC and departments review notification emails received

EVENT PROCESS



POC NOTIFICATION EMAIL



DEPARTMENT NOTIFICATION EMAIL

UTPD,

EH&S, and 

Facilities



DEPARTMENT NOTIFICATION EMAIL

Specialized 

Departments



1. Astra Event Request Form

2. Scheduler/Approver → Reviews → EVENT is Pending

3. POC receives email with EMC form link and completes form

4. POC and departments review notification emails received

5. Approval from Facilities, EH&S, and UTPD

EVENT PROCESS



1. Astra Event Request Form

2. Scheduler/Approver → Reviews → EVENT is Pending

3. POC receives email with EMC form link and completes form

4. POC and departments review notification emails received

5. Approval from Facilities, EH&S, and UTPD

6. Event scheduled in Astra

7. SUCCESSFUL event, in compliance with no surprises

EVENT PROCESS



1. Homepage

2. Calendars

3. Academics

4. Events

5. Reporting

6. Settings

LET’S JUMP INTO ASTRA

UT Tyler Astra

Chrome

or

Internet

Explorer

https://www.aaiscloud.com/UTXTyler/default.aspx?home


1. Event Request Forms

a) Classroom Quick Form ☺

b) Parking, Video Conference

c) Outdoor Locations, Pool

2. Customer Contact Receives EMC

3. Attendance

4. Event / Meeting Types

5. Additional Setup Details

6. Layouts for Complex Events

REQUESTING IN ASTRA

UT Tyler Astra

Work Order

System

for

Events

https://www.aaiscloud.com/UTXTyler/default.aspx?home


?



ADDITIONAL RESOURCES & NOTES

www.uttyler.edu/events

• Video Tutorials

• Event Procedures Manual

• Event Request Forms

• Campus Venues Pictures / Layouts

• Scheduling Guidelines

• Venue Fees and Support Services

• Parking and Shuttle Bus Information

• Event Management Department Information

http://www.uttyler.edu/events


For additional assistance, 

eventmgmt@uttyler.edu

mailto:eventmgmt@uttyler.edu

