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Coordinator Manual for PRMC Portal

1) Login using your username and password.

2) Read the Request Policy.

3) If you agree to our terms of service check the box “Agree”, and you will 
be automatically transferred to the Event Request Form. 
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4) In the Event Request Form, your basic information are shown on the top. 

5) Select the kind of event from “Event Classification”.

6) Write a short description of the event. 



4

7) Select the Event Location. In case you don’t have a reservation yet, you 
can click on the link and it will take you to the Booking System. 

8) Select the Event Type. If the event organizer is from PSU, select “Internal”. 
If the organizer is from outside PSU, select “External”.

9) Select the Event Audience.

10) Select the start date of the event.

11) Select the end date only if the event continues for more than one day. 
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12) Select the services that you want for the event. 

13) If you click on Reset, the field will be cleared.

14) If you click on Save for Later, it will be saved for your own use and it will 
not be sent. (“Upload Approval File” will also appear when you click on 
Save for later, check step 18 and 19) 
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15) If you click on Submit:

A message, and “Upload Approval File” will appear. 

16) After you read the message, click on Confirm to send your request. 

17) When you click on Confirm, this message will appear along with your 
request number. 
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18) Please upload the approval file.

19) The message “File Uploaded Successfully” will appear after you upload 
your file.

20) You will receive an Email of the following information. 
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21) Finally, you can track your previous requests from this page by viewing 
your “Ticket Number” and “Request Status”. 



9

We hope you are pleased 
with our services


