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How to request events

We are excited that your organization is planning to host an event. All events must be requested through 
Ad Astra so The Office of Student Life can review your request. You will complete one of two forms:

• Option 1: Student Organization On-Campus Event Request Form
• This is for on-campus events and is a one-step process to request event approval and space 

on campus for the event.
• Option 2: Student Organization Off-Campus Event Request Form

• This is for off-campus events only. 

What is considered an "event"?
• All organization functions are considered events. Types of events include academic, community 

service, fundraisers, general meetings, or social/recreational. Something you might not request 
would be an informal gathering of officers in an open space.

https://www.aaiscloud.com/UTXPermianBasin/Events/EventReqForm.aspx?id=fef5ddab-fa90-4bca-bd5d-1c72293b40fd
https://www.aaiscloud.com/UTXPermianBasin/Events/EventReqForm.aspx?id=7004103c-c3a2-4808-83df-1aa591b31ed6


Guidelines

• We appreciate submission no less than two weeks before the event date. This gives us
adequate time to review your event, secure space, and leave you time to properly
advertise.

• Requests not submitted on time are not guaranteed approval or a room/space. Requests
with less than 7 days' notice cannot be submitted.

• Once you submit the form, your request will be sent to the Office of Student Life for
review and approval.

Filling out the Student Organization 
Event Request Form



Step 1:
Fill out the Organization Information

Filling out the Student Organization 
Event Request Form



Step 2:
Fill out the event information.

Filling out the Student Organization 
Event Request Form



Add Meeting(s)
• Instructions are included in the form itself if you need assistance.

Add Meeting(s)



Add Meeting(s)

Add meeting(s)
• Type

• Single: one-time events
• Multiple: multiple event dates without 

a pattern
• Recurring: multiple event dates with a 

pattern (ex: weekly)

• Attendance
• Max attendance will be used to show 

you rooms that can accommodate 
your numbers.

• Private
• Select “private” if the event should not

be populated in the University 
calendar.



Add Meeting(s)

Add meeting(s)
• Once you click “add meeting”, you’ll be 

able to see the date you have selected on 
the form.



Add Meeting(s) Choosing Multiple Dates

Create multiple meeting(s)
When selecting multiple meeting dates: 
• Click on the date(s) and then click on the 

orange arrow       to move the information 
to “meetings”. 

• Complete the information below and click 
on “Add Meeting”.



Add Meeting(s) Choosing Multiple Dates

Create multiple meeting(s)
Once you click “add meeting”, you will be able to see the list of the 
multiple dates that you have selected on the form. 



How to select a room/space

Request Rooms
The meeting details must be entered before you can select “Request Rooms.”
This is not an option for the Off-Campus Event Request Form. For off-campus events,
skip to slide 18 for additional instructions.



How to select a room/space for 
on-campus events

View 
• To view the rooms as 

buildings & room numbers, 
please your cursor over the 
“Room” box and click the 
down arrow. 

• Click “Columns” and select 
what you want to view. We 
recommend room, name, 
building, and capacity. 

• DO NOT click “OK” on the 
bottom. That will take you 
away from this page. Just 
click out of the box.



View 
• You may need to click and 

drag the right vertical line of 
the “Room” box for other 
options to appear. 

• From here, you will only see 
rooms available for your 
meeting time, date, and 
attendance.

How to select a room/space for 
on-campus events



View 
• You can also use the 

features on the “Room 
Options” left-side menu to 
see specific spaces. 

• Example: If you only want to 
check SAC availability, you 
would select “SAC” under 
“Building.” 

• Click “done” and “search” to 
search options with your 
selected parameters.

How to select a room/space for 
on-campus events



Request Resources
The meeting details/rooms should be entered before you can select
“Request Resources.”

How to select a room/space for 
on-campus events



How to select resources for your 
on-campus event

View 
• You may need to click and drag the 

right vertical line of the “Resources” 
box for the full text & quantity to 
appear.

• You will only be able to select 
resources that are available. Do so 
by clicking on the available column 
and making sure it changes to 
“selected” and click “OK.” 

• Pay attention to the page 
navigation at the bottom because 
there may be more than one page.



View 
• Your resources will not 

populate in the box with 
the meeting and location 
but will be highlighted in 
the “Request Resources” 
section. 

How to select resources for your 
on-campus event



Step 3:
Continue filling out the rest of the Event
Information section.

Filling out the Student Organization 
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Filling out the Student Organization 
Event Request Form

Step 4:
Fill out the Event Set-Up
Information section.

The Off-Campus Event Request Form will have
slightly different questions in this section.



Step 5:
Helpful Links
• We’ve included helpful

links that allow your event
to remain in compliance
with University policies.
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Step 6:
Review & Submit
• You must click Submit for your

request to be received.

• Please allow three business days for
processing.

• You will receive an email from
noreply@aais.com letting you know if
your event has been approved or
denied.

• Please email studentlife@utpb.edu if
there are any changes to your event
or if it needs to be canceled.

Filling out the Student Organization 
Event Request Form
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Contact Information

Emily Banda

Assistant Director of Student Life

Banda_e@utpb.edu or studentlife@utpb.edu

Office: 432.552.2554

SAC 212A

Student Organizations
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