
AD ASTRA INFORMATION SYSTEMS 
R E Q U E S T I N G  A  R O O M

U H  H O N O R S  C O L L E G E
H O N O R S  E V E N T S  S T A F F



REQUESTING A ROOM
Everyone must submit a room reservation form to request Honors spaces. There are two ways to access the
room request form: clicking Submit Request or logging into UH Ad Astra and going to Events > Request
Event > Honors Room Request.  



ROOM REQUEST FORM
There are three parts to the Room Request Form:
Contact Information, Event Information and
Meeting Information.

Contact Information
Includes details such as name, email, phone
and honors affiliation. 

Event Information
Includes details such as event description, set
up information and AV needs. 

Meeting Information
This is where you select the space you would
like for your meeting/event. 



ROOM REQUEST FORM - Meeting Information
Once you have added all Contact and Event Information, it’s time to add your meeting/event info. To do
that, click  Add Meeting. 



ROOM REQUEST FORM - Meeting Information
The Create Meeting(s) screen will appear. You have the option to add a Single, Multiple or Reoccurring
meetings. Include the name of  your event and expected attendance. 



ROOM REQUEST FORM - Meeting Information
After adding a meeting, you have the ability to select your venue! Click on Request Rooms. 



ROOM REQUEST FORM - Meeting Information
Scroll through and select your preferred room. If needed,  you can select multiple rooms.



ROOM REQUEST FORM - Meeting Information
Note your event Date, Time and Venue! In this example, I had selected two rooms. Click SUBMIT.



REQUESTING A ROOM - SUBMISSION 
Once you have submitted your request, you will receive an email from noreply@aais.com with your event
request details. Allow 24-48 bussiness hours for your request to be processed. After 48 bussiness hours, if
you have not received confirmation of your request, please email honevent@cougarnet.uh.edu with a
copy of your event reservation request details form. 

How will I know if my request was approved/denied?
You will receive an email from notifications@aais.com letting you know if your event was
approved/denied. If it was denied, there will be a reason included. 

I chose the wrong date/time. Can I just email you?
Unfortunately, we require all changes or resubmissions to go through the formal process. You'll need to fill
out and submit a new form to ensure accuracy and proper tracking of your request.


