


•  Log into Amos 
•  Click “Room Reservations- HUB” on the left menu 



•  Click “Room Reservations”



•  You should be brought to the AdAstra Schedule 
•  You may be prompted to you log in using your Moravian 

Network Account (not your G-mail information) before being 
directed to this form. 

•  Verify you are on the form labeled “Event Request (HUB, Doghouse, 
Borhek Chapel). 

•  Complete all fields with an asterisk* 



Under the “Event Meetings” Section make sure you: 
•  Change “Meeting Type” to Meeting 
•  Check “Requires Room” 



For a one-time event: 
•  Click the “Single Meeting Tab” 
•  Set your meeting time & choose your date(s) 
•  Click “Create” 

*You cannot request an event within 48 hours of the proposed date.  
 Please call the HUB Desk at x1491 



•  Your meeting should appear in the “Meetings” 
module. 

•  Select the checkbox next to your event name. 
•  Click “Assign Rooms” 



•  The “Assign Room” window will appear 
•  Select the room(s) that you want to use; 

•  You can only choose from the “Available” rooms. 
•  The ones you select will appear in green 

•  You can use the “Filter” on the left to narrow your search. 
•  Click “OK” when you are done. 



For a recurring meeting/event: 
•  Click the “Recurring Meeting” Tab 
•  Set your time, pattern type (daily, weekly, monthly, 

etc.), recurrence frequency, start and end dates 
•  Click “Create” 



•  Your meeting should appear in the “Meeting” module. 
•  Click the “+” to view all the individual occurrences 
•  Select the check boxes next to your event name. 
•  Click “Assign Rooms” 



•  The “Assign Room” window will appear 
•  You will only see one column that outlines the number of 

conflicts. 
•  Click the “+” to the right of your Meeting Name 



•  You will now see the availability of each room for each instance of your 
meeting 

•  Select the rooms that you want to use; 
•  You can only choose the “Available” Rooms. 

•  You can use the “Filter” on the left to narrow your search. 
•  Click “Ok” when you are done. 
 



•  After you select your rooms and hit “Ok” you will be brought 
back to the original screen. 

•  Click “Save” in the top left hand corner. 



Questions? 
 
Call the HUB Desk at 610-861-1941 
Email hubdesk@moravian.edu 


