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To request aroom in Academic Complex for meetings or other events,
please go to:

http://astra.wku.edu/astraweb/index.jsp?start page=home.htm

We will be adding more informati  on and a link onto the CHHS homepage.


http://astra.wku.edu/astraweb/index.jsp?start_page=home.htm

To request an event:

Click on Request Events
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Please always select Campus A (for Main Campus)

Below is the screen that you will see
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Fill out all information completely. (For many of you in the College, your
department/school is already in as Customers and many of you are listed as
Contacts).

Once completeand thenclick continue.
The next screen will ask you if this will be a Recurring (meetings that occur onare

than one day; the days may or may not be consecutive days) or Single Meeting
(meeting on a single day or spanning multiple days).



For a single meeting this is what you will complete next:
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Once this information is complete and submittedthe next step is to Pick Rooms (this
will show you every room available in AC and other buildings across campus)
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There is a feature where you can View All Rooms or Describe a Room (this option is

chosen if you know the type, size and featuresoftt@l I I T AAAAA AOO Al
preference to building, i.e. auditorium).



The View All Rooms feature will show all rooms across campus that will hold the
number in attendance including rooms with conflicts. This list will also show the
room featuresand type of room.
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You can select the room from here and then assign the request to that room by
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podium, microphone, chairs, etc. However, this feature is not quite ready to use yet.
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Following submitting the event, you will receive a confirmation screen such as



