
Millersville University 
Vehicle Request Process



Following are the steps to 
request a Millersville 
University vehicle.

Millersville University - Requesting a Vehicle



1. Go to Millersville University homepage.

2. Go to the center of the homepage to the Featured Events and select 
the Events Calendar link. 

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

Go to Event Schedule Homepage

Summary 1
(for reference and printing)



1. Request Event - Go to MU Homepage

Start by going to the Millersville University 
homepage



2. Select the Events Calendar Link

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



This Events Calendar link will take you to the web
Events Calendar which is used to view upcoming events. 

SELECT – Request Event

2. Select the Events Calendar link



3. Event Schedule Homepage

This will take you to the Events Schedule homepage



4. Select Use this link to Start Vehicle Request



5. Enter Username and Password

Login to the Astra Program

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

a vehicle



6. Follow instructions to complete form.

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



After 
Completing 

Form: 
Submit

Once the
information is 
entered, press 

the submit button. 

7. After Completing Form: Submit



1. Once your event has been received, a confirmation email will be 
sent to notify 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 Notification 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.

After submitting the Event Request Form

Summary 2
(for reference and printing)



After 
Completing 

Form: 
Confirmation

A confirmation 
email will be sent 
to notify you that 

your event request 
was submitted 

successfully. 

1. After Completing Form: Auto-Confirmation



After Completing Form: Auto-Confirmation

Email

Attachment



After 
Completing 

Form: 
Notice

This does not 
mean your vehicle 
request has been 

confirmed,
just that is has 
been received.

After Completing Form: Notice



3. After Completing Form: Official Confirmation

Once your request  
has been approved,

a second 
confirmation email 
will be sent to you.

After 
Completing 

Form: 
Official

Confirmation



After Completing Form: Official Confirmation

Email

Attachment



Approval of 
Request

Form

Approval of Request: Print Confirmation

Please print or save 
the approved Event 
Information Form 

that you receive once 
the event has been 

approved.



Approval of 
Request

Form

Approval of Request: Signed Confirmation

.

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 call 717-871-7091
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