
Astra Room Scheduling Guide 
 

All screen shots are examples. 
Please read the Astra Home 
Page for updated information 
about scheduling and room 
availability.  
 
 
 
 
 

 
Reserving Meeting Space Instructions 

Follow the instructions for booking a space in the Armour Academic Center. The Registrar requires 
that you submit requests 2-4 days in advance – please plan accordingly. Please note Chrome is the 
best browser to use. 

Go to: https://www.aaiscloud.com/RushU    

 
1) Click on “EVENTS” 

 
2) Click on “Request Event” 

https://www.aaiscloud.com/RushU


 
3) Select “Classroom Event Request (AAC, TOB)” from the dropdown. Click “Next”. 

 
4) Complete the required information. Click “Add Meeting”. 



 
5) Fill out the required information on the screen that popped up. Click “Add Meeting”. 



 
6) Select “Request Rooms”. 

 
7) Select a room and click “OK”. 

 
8) Complete the Contact Info”. Select “Submit”. 



 
9) You should receive an email confirmation that your request was received. It can take 2-4 

days before you receive an email request approval with an attached PDF with your 
reservation. 


