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Ad Astra
Ad Astra is the scheduling software used by UTRGV to reserve rooms & spaces for 

all UTRGV events (Academic/Non-Academic).

• Trainings

• Exams

• Meetings

• Festivals

Notes
• Events are not scheduled until academic course scheduling and final exams are 

complete for the term. Any special circumstances may be reviewed.

• To request rooms for academic courses for the semester, submit an online Class 

Schedule Change Request (CSCR) form.



❖ Need access to Ad Astra? Login to Ad Astra to create your profile. Then, email scheduling@utrgv.edu so that we may list you under your Customer Group (Department). 

❖ Submit event requests between the 5-day to 90-day timeframe. Any requests outside this timeframe may be further reviewed, please email scheduling@utrgv.edu.

❖ Student employees will not be allowed to submit an event request without an e-mail approval from their supervisor. To grant access, please email scheduling@utrgv.edu.

❖ Review rooms for prior approval. Submit the event request after the room approver has approved to use the room. Forward room approval to scheduling@utrgv.edu and include 

notes under the Description field in the event request.

❖ If your event is being Co-Sponsored with an external entity, submit the Joint Sponsorship Application or email conferences@utrgv.edu for questions and/or assistance. Once 

approved, forward approval to scheduling@utrgv.edu and submit event request (include notes under the Description field).

❖ If your event will involve minors under the age of 18, please submit the Youth Program request or email youthprogramsprotetction@utrgv.edu for questions and/or assistance. 

Once approved, forward approval to scheduling@utrgv.edu and submit event request (include notes under the Description field).

❖ Please add Police Resources to unlock/lock doors to the reservation (required). 

❖ If your event requires custodial services, submit the iService Desk request. It applies to Monday -Thursday after 9:00PM, Friday after 6:00PM, and Saturday and Sunday. This 

includes cleaning a room, access to building restrooms, and turning on the air conditioning (A/C is turned off at 6:00PM on Fridays). 

❖ Please allow 3-5 business days for your event request to be processed. 

❖ To cancel or to make changes to an existing reservation, please submit the request via Ad Astra for processing.

Ad Astra
Event Scheduling Requirements
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Ad Astra Scheduler Contacts
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Ad Astra
Website: https://my.utrgv.edu/

Ad Astra Sign-In 

First Time Users
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Ad Astra Quick 

Link



Ad Astra 
Homepage Overview
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Event Reservation
Step 1: Check Room Availability -

Option 1: Scheduling Grids

#3: Search
#1: Select date

#2: Apply filters
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Single Date Room Search Recurring Date Room Search

Enter preferred filters

ORLeave as is

Leave as is

Event Reservation
Step 1: Check Room Availability -

Option 2: Available Rooms Report



Event Reservation
Step 2: Review Room/Space Details

IMPORTANT:

• Check if pre-approval is required. If 

pre-approval is required, contact 

person listed via email for approval.

• After approval is received, forward

approval to scheduling@utrgv.edu.
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Event Reservation
Resources: Classroom Technology Equipment Inventory

https://www.utrgv.edu/it/resources/faculty/classroom-equipment-inventory/index.htm
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Event Reservation
Step 3: Submit Event Request
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UTRGV Academic Space Event Request

If your information does not populate here, please e-mail us at 
scheduling@utrgv.edu to be added, prior to submitting 
request.
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Enter description of your event and list 1 alternative room.

UTRGV Academic Space Event Request

Approved Outside Timeframe Requests 

(5 day to 90 day) 



Events with Alcohol Being Served
Campus Police presence is REQUIRED
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For UTRGV Police Request questions Contact:

Must be submitted at least 10

business

days in advance. 



UTRGV Academic Space Event Request
Add Meeting: Single Date Selection

#8

NOTE

This information 

helps the system 

generate room 

availability based on
what is entered.
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Approved Outside Timeframe 

Requests 

(5 day to 90 day) 

*Future date



UTRGV Academic Space Event Request
Add Meeting : Multiple Date Selection

#1

#2

#3

#4

#5

#6

#7

#8

Type meeting name
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UTRGV Academic Space Event Request
Assign Room(s) To Reservation

#1:Assigned Rooms

#3: Select Room(s)

#4: Click OK

#2: Select Campus
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For questions on Building/Room Doors Contact:

UTRGV Academic Space Event Request
Assign Police Resources To Unlock/Lock Doors

#1: Assign Resources

#3

#4

#3: Type the number 1 in each row

& column needed. Must be green.

#2 : Select PD Resources

Electronic Keys 

Miguel Rivera

Security Systems Administrator 

University Police

956-665-3647

miguel.rivera@utrgv.edu

Alexander Lopez

Security Systems Technician 

University Police

alexander.lopez@utrgv.edu

Keyed Doors

UTRGV Police 

Communication 

University Police 

956-882-7777 ➔ #2

police@utrgv.edu
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UTRGV Academic Space Event Request
Review & Submit
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UTRGV Academic Space Event Request

You will receive an Event Request Received email. Your reservation is
not confirmed until you receive the final confirmation approval 

(sample on next slide).

Sample
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After reservation has been processed and APPROVED

you will receive a system notification email with your

Notification of Event Summary - Approved

This is what PD looks for when
unlocking & locking doors.

Sample

Please retain a copy of this 

confirmation with you the 

day of the event. If you 

encounter any issues or if 

door is locked, please 

contact PD at 956-882-7777 

and select option #3 

(Emergency Unlocks).
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UTRGV Academic Space Event Request



To Add Custodial Services to Event
This includes:
• Cleaning a Room
• Access to Building Restrooms
• Air Conditioning On

(A/C is turned off at 6pm on Fridays)

Applies:
• Monday – Thursday after 9pm
• Friday after 6pm
• Saturday & Sunday
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Housekeeping Services for an Event
This includes:
• Cleaning a Room
• Access to Building Restrooms
• Air Conditioning On

(A/C is turned off at 6pm on Fridays)

Applies:
• Monday – Thursday after 9pm
• Friday after 6pm

• Saturday & Sunday
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Recommended - Attach Reservation Confirmation
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To Review Your Events

Access all reservations you’ve submitted

#1

#2

#3

#4
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To Cancel or Edit an Event Request
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For Academic Event Scheduling questions, please contact 
our Office of the Registrar Scheduling Team at 

scheduling@utrgv.edu

Leave positive recognition for UTRGV employees who demonstrate 
outstanding qualities & values using the Bravo Vaqueros link provided 

within your https://my.utrgv.edu account.
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