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How To Use AdAstra: Procedure for Scheduling Rooms for Events at NSU 
 

 

1. Open browser on your computer and go to www.nova.edu  

(make sure popup blocker turned off) 

 

 
 

2. On the left hand side under Resources For:  Click the Faculty & Staff Link 

 

 
 

3. Scroll down and find the links under Resources; click on the Room Scheduling 

Request Form link 
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4. Enter your NSU email username without the @ ( for example: 

nova@nsu.nova.edu enter nova ) 

5. Enter your password and click OK 

 

 
 

6. The Astra Web Client page will appear 
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7. On the left side, click on the link Request Events 

 

 
 

8. Enter the name of your event 

 

 
 

9. Enter the attendance (number of people) 

10. Enter any AV equipment or software required.  This area can also be used to list 

any special setup requirements 

 

 
 

11. Select event type by using the drop down list 
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12. Select the customer by using the drop down list, if the customer is not listed click 

new and enter the new customer 

 

13. *Note: the screen will refresh and the contact field will appear 

 

14. Select the contact by using the drop down list, if the contact is not listed click new 

and enter the new contact information 

 

 
 

15. Click the Continue button at the bottom when all information complete 

 

 
 

16. To Add  single day event; click single day event link 

17. To Add recurring event; click recurring event link 

18. To Add spanning event; click spanning event link 
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19. Click Date icon (calendar icon);  select month from drop down list; select day of 

week by clicking on day 

 

    
 

 
 

20. Select beginning and ending times by using the drop down hours, minutes and 

am/pm list 

 

 
 

21. Select setup and tear-down times if applicable 

 

 
 

22. Click the submit button 
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23. Your event will appear; click Pick Rooms button 

 

 
 

 

24. Click Continue; View all rooms button selected 

 

 
 

25. Under the building column on top; select building from drop down list 

 

 

 

26. All of the rooms will appear; select the room you want to request by clicking the 

select button 
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27. Check the assign button or check the box next to your event to assign the event 

 

 
 

28. Click the submit event to submit event  

 

 
 

29. Your request will be submitted to the scheduler; you will receive confirmation 

once request is received 

 

END. 

 


