
How Resources Can Streamline 
Notifications and Reporting

Impacting Your Service Departments



Resources



Where to Start
• Equipment

• A/V, Furniture, 

• Parking Spaces, Beds

• Flooring, Bleachers

• Service
• Zoom, Maintenance Help

• Door Unlock, Crowd Manager

• Porter Service, Setup/Teardown

• Collection
• Equipment/Service Reserved Together

• A/V Cart, Popcorn Machine/Porter

Presenter
Presentation Notes
This presentation will not only show you how to serve the customer AND your service departments BUT YOU AS WELL!

The hardest part is …. “Where do I begin.  There is so much to do!”

Once your buildings and rooms are created … start working on your resources




Running header

• Resource Categories
• Building

• OAC

• UC

• Service Department
• Audio Visual

• Campus Police

• IT

• SSC (cleaning company)

• Resource Groups
• Building

• OAC – Chairs

• UC – AV

• UC – 5’ Round Tables

• Service
• AV – Setup & Instruction

• UTPD – Door Unlock

• UTPD – Onsite Presence

• UTPD – Driver Needed

• IT – Zoom

• SSC – Porter, Setup/Teardown

How to Organize

Presenter
Presentation Notes
Determine the categories and groups into which your inventory will be organized.

Categories and groups are used to help navigate and filter the resource list.

Remember:  Groups are Group TAGS -- used to assign APPROVERS / NOTIFICATIONS

You can also have multiple tags for one resource.



How to Set Up – Master Lists
• Settings

• Master Lists

• Select Type Down Arrow
• Resource Categories

• Generic

• Only 1 assigned per resource

• Resource Groups
• Resource can have many groups

• Who receives notification and/or approves



How to Set Up – Equipment & Services
• Settings

• Equipment & Services

• Add A Resource
• Name

• Image

• Category

• Group Tag (Group)

• Quantity

• Require Confirmation by Approver

• Equipment Details

• Notes

• Individual Equipment Items



How to Set Up - Roles
• Settings

• Roles

• Open Role
• Resources

• View (what are the options)

• Request, Schedule
• By Category, Group, Resource Type

• Recommend selecting a Category

• You cannot schedule what you cannot request



Notifications



How to Set Up – Notifications/Approvals
• Settings

• Approval & Notification Groups
• Group Information

• Give Name that Includes “Notification” or “Approver”

• Users
• User Name = Astra Notification List

• Email Address = Outlook, Google, etc.

• Rooms

• Event Form/Resource Group Assignments
• Resource Group = Group Tag on Resource Record



Notification when the resource and/ 
or room is scheduled



Notifications when the room and/ 
or resource is cancelled





Report Subscriptions



How to Set Up – Report Subscriptions
• Reporting

• Report Subscriptions

• Add Report Subscription
• Select Already-Created Report

• Create Name for Subscription

• Select Format

• Add Report Schedule

• Add Subscribers – already a user



Door Unlock



Technology



Zoom



Campus Carry



The Met



Crowd Manager



Reserved Parking



Transportation



Porter



Housing



Physical Plant



Off-Campus Catering



Setups





Vicky Bond
Director
Scheduling & Conference Services
The University of Texas at Tyler
903.565.5888
vbond@uttyler.edu
www.uttyler.edu/events
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