
Millersville University 
is scheduled to receive

an upgrade for 
the Astra Scheduling 
software system on

July 22, 2019 at 4:00 pm.



• Students, Staff and Faculty that have previously requested space or 
anyone who may be new to requesting space for events on campus 

will use a slightly updated event request form. 

• A "how to request a location"  guideline will be made available on 
Wednesday, July 24, 2019 after the upgrade is complete. This will be 
available by following the link from the University Web Calendar to 

request a space.

• . The short synopsis following this page will give a preview of how to 
access the site. 

• Most locations on campus where events can be scheduled are reserved 
through the Astra scheduling software. There will be an increased effort to 
include locations currently not available through Astra to be added to the 

event request process.



Guest User Event Request Form

After the upgrade is complete, click the 
Events Calendar link located on the 

University Web landing page.



On the University 
Events Calendar 
webpage click on 

the Request 
Event link.

Guest User Event Request Form



The link from the Web Event Calendar
will take you to a new Astra homepage.

Guest User Event Request Form



Guest User Event Request Form

Once the software update is complete, 
please review the Event Request form 

instructions.



Guest User Event Request Form

Once the instructions are updated, you will select 
the Events tab

To start the event request process. 



Once the upgrade is successful, you will 
be able to complete the event request 
form to request space to schedule an 

event at Millersville.

Thank You.



Immediate Questions?
Call 717-871-7588


