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Conference Room Requests 
If you are in need of a conference room for your meeting, please use the ‘Location’ feature in Microsoft Outlook. 

Sign into Outlook as you normally would and go to ‘Calendar.’ 

 

Select ‘New Meeting’ 

 

 

Start typing in ‘Location’ the room(s) that you want to use (Gerri C LeBow Hall 501 for this example).   Outlook will start 
populating rooms as you type. 
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Add in other participants and select a date and time as you normally would. 

 

Use ‘Schedule Assistant’ to check participant AND room availability. The below image indicates that GHALL 501 is not 
available on the date selected. 

 

 

 

If there is a conflict, you will either find a different room or change your date and time. 

 

Conflict 
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Adding a Conference Room Calendar in Outlook 
To make this process easier visually, you can simply add the conference room calendars to your list of other Outlook 
Calendars. 

 

Start typing ‘Gerri’ and the conference rooms will populate.  Double click on all of the rooms you would like to add and 
click ‘OK’ 

 

You should now see the selected calendars.  When clicking on the calendars, you will be able to see when there is a 
conflict and when rooms are open. 
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The GHALL Lobby Table Requests 
There is now an Outlook Calendar set up for the GHALL Lobby Table.  Follow the Conference Room Request instructions, 
but instead of typing in a Conference room, type in ‘GHALL Lobby Table’. 
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Classroom Requests for Events and Non-Credit Courses 
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We are now using the Astra Scheduler to submit classroom requests in GHALL and Pearlstein.  If you do not yet have an 
account set up, reach out directly to exammail@drexel.edu from your Drexel email or you can request access by 
emailing lcbops@drexel.edu. 

Once you have your account set up, you can sign in using your Drexel username (ABC123) and password. 

Astra can be found by typing this into your browser - https://www.aaiscloud.com/DrexelU/Default.aspx .  If you make 
requests frequently, I recommend adding a bookmark for Astra. 

 

 

Select ‘Scheduling Grids’ under the ‘Calendars tab’ to see availability on a specific day/time or classroom. 

 

 

 

mailto:lcbops@drexel.edu
https://www.aaiscloud.com/DrexelU/Default.aspx
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You can see classrooms availability by ‘Day’ or by ‘Week’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The ‘Day’ view will give you a snapshot of the date selected by ‘Times’ and ‘Rooms’  

 

 

The ‘Week” view will show you the selected week’s scheduling by selecting the room.  This is Feb 12 – Feb 17 for GHALL 
108. 

 



10 
 
Make sure you have ‘include events’ and ‘include academics’ selected in the filters. 

 

 

You can add a new request on the current screen by selecting ‘Add Event’- 
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Or from the Home page 

 

 

Select the ‘LeBow GHALL/Pearlstein form. 

 

 

You will be brought to the below page with Event Services and scheduling information.  If you need tables or custodial 
support for an event, please contact Event Services. 
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Term Dates and Final Exam Dates for the Academic Year 

 

 

Single Events 
For single, one-time requests, add ‘Start Time’, ‘End Time’, select date.   

All End Times should end 10 minutes prior to the hour or half hour. For an event from 2pm-4pm, the reservation 
would start at 2:00pm and would end at 3:50pm 

 

Multiple Events 
For multiple, non-recuring requests, select ‘Multiple’, add start and end times, highlight first date, and select arrow to 
move date over to the ‘Meetings Column’.  Then do this for all additional dates.  When all dates are added, select, ‘Add 
Meeting’.  
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Recurring Events 
For meetings or events that occur once a month or every Tuesday for example, select ‘Recurring’, add times, and 
recurring pattern, and then select your start and end date.  Your end date can be determined by number of weeks, or 
you can select a specific date. 
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Once you have entered all meetings, you will see the list on the forms landing page.   

View Meetings 

 

Assigning Rooms 
To see which rooms are available, select ‘Assign Rooms’. 
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View Room Information 

You can hover over the  for pictures and classroom/lab information 
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Select Available Classrooms 

 

Select open classrooms for all events/meetings and select ‘OK’.  

 

This brings you back to the form’s landing page populated with rooms you selected. 

 

 

 



17 
 
Final Steps 
Make sure all fields have been filled and then click submit.   
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Request Received 
Soon after you submit your request, you will receive an automated email with a “Request Received” PDF.  THIS IS NOT A 
CONFIRMATION.   
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Confirmation 
I will review your request for conflicts, proper technology, proper ending times, and max capacities.  After I approve the 
reservation, you will receive a “Confirmation Email” with a PDF confirmation attached.  Don’t forget if you have a lot of 
events on one reservation, it may extend to page 2, 3, 4, etc. 

 

 
Changes and Cancellations 
If you have decided to cancel your event or you need to change the date or time, you can simply hit ‘Forward’  on your 
confirmation email for the event and email car365@drexel.edu or lcbops@drexel.edu to request a change. 

 

mailto:car365@drexel.edu
mailto:lcbops@drexel.edu
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