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Following are the steps to
request a Millersville
Unuversity vehicle.
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Go to Event Schedule Homepage Gl\ MHU el‘swlﬂtgc,

1. Go to Millersville University homepage.

2. Select the + Request Event on the right-hand side of the page under
the calendar.

3. This will take you to the Event Schedule homepage.

4. To request a vehicle, go to the University Vehicle Request portion
of the page and select Use this Link.

5. Enter your username and password.
6. Complete the event request form and select your vehicle.

7.Scroll to top of request form and click “Save” to submit your
request.
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1. Request Event - Go to MU Homepage )\
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2. Select the Events Calendar Link J\ %mﬂggs%

Click the Events Calendar link located on the homepage to navigate to the
Events Calendar page.
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2. Select the Events Calendar link

‘\ Millersville
AN University

This Events Calendar link will take you to the web

AR EIERGEL which is used to view upcoming events.
SELECT — Request Event

M Events Calendar i Today @& ThisWeek [ This Month

January 2020

Showing @ resuits based on the date of @ RERLELD Using filter mode

2 Reset Calendar

Millersville University

Women's Basketball vs East Stroudsburg
® 01/06/20, 530 pm - 7:20 pm Q PUCIL - GYM, GYMNASIUM

Athletic Competitions

Men's Basketball vs East Stroudsburg
® 01/06/20, 720 pm - 9:30 pm Q PUCIL - GYM, GYMNASIUM

Athletic Competitions

Women's Basketball vs Kutztown
® 01/08/20, 5:30 pm - 7:30 pm Q PUCIL - GYM, GYMNASIUM
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® 01/08/20, 730 pm - 9:30 pm Q PUCIL - GYM, GYMNASIUM
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3. Event Schedule Homepage M Ui

This will take you to the Events Schedule homepage

—aul€ HOMepage

e Requests

EVENT SCHEDULE AND WEB CALENDAR

Campus Venue Requests

Astra Schedule is a web-based application used by the University for scheduling on-campus academic sections into classrooms and events requiring classroom space. Other
departments on campus are also utilizing Astra for the scheduling of their respective spaces. You may use one of the Event Request Forms to schedule an event or reserve a
room/location for your use by using one of the links on the right.

Assistance with Astra Login and Password

University Events Calendar

The University Events Calendar that is published on Millersville University home page is populated by the events that are scheduled in Astra Schedule. When requesting space
in Astra there is segment of the event request form that asks for information regarding placing events on the University calendar. If you did not have the adequate information at the
time of requesting space or would like to make changes to the event, please complete the following form below.

Request Help or Training for Posting Events on the Web Calendar

University Vehicle Request

Use this link to submit a request for the use of a University Vehicle

Millersville University



4. Select Use this link to Start Vehicle Request N\ \iicous

EVENT SCHEDULE AND WEB CALENDAR

Campus Venue Requests

Schedule is 3 web-based application used bihe University for scheduling on-campus academic sections into classrcoms and events requiring classroom space. Other departments on campus arg
ilizing Astra for the scheduling of their respefillve spaces. You may use one of the Event Request Forms to schedule an event or reserve a room/location for your use by using one of the links on thy
right.

Assistance with Astra Login and Password

University Events Calendar

The University Events Calendar that is publiz\gl on Millersville University home page is populated by the events that are scheduled in Astra Schedule. When requesting space in Astra there is
nt of the event request form that asks for informa\n regarding placing events on the University calendar. If you did not have the adequate information at the time of requesting space or would li
to make changes to the event, please complete the following form below.

Request Help or Training for Posting Events on the Web Calendar

njversity Vehicle Request

bmit a request for the use of a University Vehicle

Millersville University



Millersville
5. Enter Username and Password éi\ University

Sign In
L : Username

Login to the Astra Program

You must have a username and password and
be assigned to a university account to request
a vehicle
Millersville University



Millersville

6. Follow instructions to complete form. MUniversiw

mics ¥ Events [E HKeporting J~ Settings

Request for Use of University Vehicle

Please complete the following form to reserve a Millersville University Vehicle, Once you complete the requs
your request is approved, an event confirmation will be sent to you.

* Contact Mame :
User, 5ample

* Department:
University Services

*Fund or Org #

* Contact Phone:

* Contact Email for Confirmation Purposes:

zample.user@millersville.edu

* Destination

Millersville University

Enter your name and the
departments that you are
assigned will appear.

Choose the appropriate
department and the name
will auto fill.

Complete the rest of the
form



7. After Completing Form: Submit M%Afmﬂgésr\glﬂt;

Once the
information is
entered, press

the submit button.

Millersville University



o Millersville
After submitting the Event Request Form 01\ University

Summary 2
(for reference and printing)

1. Once your event has been receved, a confirmation email will be
sent to notity you that your event request was submitted successfully.

2. This does not mean your vehicle request has been confirmed.

3. Once your event has been approved, another confirmation email
will be sent to you.

4. Please print the Notificattion of Event Reservation or the Event
Information form that you have received.

5. Have your department or division director or dean sign and return
this form to Kayla Rankin and Mindy Lefever as proof of approval.

Millersville University



1. After Completing Form: Auto-Confirmation éi\ Univeraty

A confirmation
After  email will be sent
Completing  to notify you that
"Orm:  your event request
Confirmation was submitted

successfully.

Millersville University



After Completing Form: Auto-Confirmation L&l\ Univeraty

4 | From

=1 noreply@millersville.edu Event Reservation #20191229-00002: Annual Conference - Request Received 5un 1

Email

Attachment

Event Request Received

Thank you! Your event request was successfully received and is being reviewed. You will receive
an email response when further action is taken, or if more information is required.

Verdana -
Event Name Diés ~ + + B I T"T M
Annual Conference Sue Smith

Request Summary:

Contact: Smith, Sue

Customer: Management Office
Fund or Org # 600990088
Phone: 7588

Email: sue.smith@millersville.edu
Destination San Diego

Estimated round trip mileage 500
Event Name: Annual Conference
Event Description: 5600022002

Millersville University



After Completing Form: Notice i\ %ﬁsﬂlﬂt}?

Millersville University

This does not
mean your vehicle
request has been
confirmed,

just that is has
been received.



3. After Completing Form: Official Confirmationi\ UMﬂlm\ezfesr‘s”%?

After Once your request
Completing has been approved,
Form: a second
Official confirmation email
Confirmation Will be sent to you.

Millersville University



After Completing Form: Official Confirmation éi\ Univeraty

@ |From Subject
[ noreply@millersville ecu Event Reservation #20191229-00002: Anmual Conference - Requested event has been approved
Event Approved
Email Your event request is approved. Please find the event summary below.
Event Information: Cu
Reservation #: 20191229-00002 Ry
Event Name: Annual Conference
Event Type: University Fleet Vehicle Usage ric
Date: 3/9/20 - 3/12/20 Sc
Attachment Status: Scheduled PO
Est. Attendance:
il
Event Motes:
Meeting Name Date(s) Jime
Scheduled
Annual Conference 3/9/20 - 3/12/20 5:00PM - 8

Millersville University



Approval of Request: Print Confirmation Muwmggs%

Millersville University

Please print or save
the approved Event
Information Form
that you receive once
the event has been
approved.



Approval of Request: Signed Confirmation MWVErsity

Approval of
Request
Form

Millersville University

Have your director or
dean sign or approve
the form
electronically.

Return form to:

kayla.rankin@millersville.edu
and
mindy.lefever@millersville.edu.



mailto:kayla.rankin@millersville.edu
mailto:mindy.lefever@millersville.edu

Thank You.
If you have any immediate questions,
please caII 717 871-7091
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