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Create a New Event with One Service
Description: How to create an event that requires service(s) (facilities, technology, catering,
transportation, etc.).

Steps

# Step Description

1 Browse to the Event Request Management site.

2 Click the login button and select your Pingry School Google account.

3 On the home page, select one of the four available campuses.



4 A new form will appear for you to complete. Complete the required "Basic Info" (i.e.
General Information) section of the form.

5 After finishing the "Basic Info" section of the form, go to the "Room" section of the form
by using the sidebar. Then, complete the required "Room" section of the form.

6 After filling out the "Room" section of the form, use the sidebar to click on any one of the
services you need for your event (the services provided are Facilities, Technology,
Catering, Transportation, or Guests). Complete the form for the service you choose.

7 Once you have completed all of the sections of the form, click on the "Submit" button in
the upper right corner. If you get an "Invalid or Incomplete Form" message, please refer
to step 8 below. Otherwise, you have successfully completed the form.



8 If you got an "Invalid or Incomplete Form" message, press "Okay" and navigate to the
sections of the form that have a red dot and complete the invalid or incomplete parts of
the form. Then, submit again.



Visit Event List
Description: How to view the list of events for your service area, or how to view your own
events.

Steps

# Step Description

1 Browse to the Event Request Management site.

2 Click the login button and select your Pingry School Google account.

3 On the bar at the top, click the "View Events" drop-down. Then, you will be able to see
an option for "My Events." Depending on your service area, there may also be other
categories of events that you may view.



4 Once you have clicked on the event category that you would like to view, you will be
brought to a page with a list of events.

View an Existing Event
Description: How to view events that you have created.

Steps

# Step Description

1 Browse to the Event Request Management site.



2 Click the login button and select your Pingry School Google account.

3 On the bar at the top, click the "View Events" drop-down. Then, click on "My Events" to
view all of the events you have created.

4 A list of existing events should now be displayed. To edit one of the events, or to view
more information about this event, see steps 5-9 in the next section.



Edit an Existing Event
Description: How to edit events that have already been created.

Steps

# Step Description

1 Browse to the Event Request Management site.



2 Click the login button and select your Pingry School Google account.

3 On the bar at the top, click the "View Events" drop-down. Then, click on "My Events" to
view all of the events you have created.

4 A list of existing events should now be displayed.

5 To edit one of the events, click the "Edit" button on the event you would like to change.



6 You will be brought to an "Edit Event Request" form. Edit the parts of the form that you
would like to change. (If you would like to add a comment to an event, refer to the next
section.)

7 After you have finished editing, click the "Save" button in the upper right after you are
done. If an "Invalid or Incomplete Form" message appears after clicking "Save," please
refer to step 8. Otherwise, you have successfully edited an event.

8 If an "Invalid or Incomplete Form" message appeared, you have entered either invalid or
incomplete information in some part(s) of the form. Correct the information that has a
red message under it.



9 After you have corrected all of the information, click "Save" again.



Add a Comment to an Event
Description: How to add comments to an existing event.

Steps

# Step Description

1 Browse to the Event Request Management site.

2 Click the login button and select your Pingry School Google account.

3 On the bar at the top, click the "View Events" drop-down. Then, click on "My Events" to
view all of the events you have created.

4 A list of existing events should now be displayed.



5 To add a comment, click the "Edit" button on the event where you would like to add a
comment.

6 You will be brought to an "Edit Event Request" form.



7 You can only add comments on a specific section of the form (Catering, Technology,
etc.). Navigate to the section of the form where you would like to add a comment.

8 Scroll to the bottom of the section of the form where you would like to add a comment.
Click on the "Add Comment" button in the bottom right.

9 After writing your comment in the text box, click "Save Comment." You can add multiple
comments, but you cannot edit comments after they have been saved.



10 After saving your comment, you will be able to see your comment posted at the bottom
of the form.



Copy an Existing Event Request
Description: If you would like to create multiple events with the same or similar details, you can
create a copy of that event.

Steps

# Step Description

1 Browse to the Event Request Management site.

2 Click the login button and select your Pingry School Google account.

3 On the bar at the top, click the "View Events" drop-down. Then, click on the category of
events that the event you would like to copy will be ("My Events," "Catering Events,"
etc.)

4 A list of existing events should now be displayed. Find the event you'd like to copy, and



click the "Edit" button on that event.

5 You will be brought to an "Edit Event Request" form. To copy the event, click on the
two-page icon in the upper right.

6 You will arrive on the "Event Booking Form." All of the information from the previous
form has been copied onto this new "Event Booking Form." If you would like to make
changes to the form, see step 7 below. If not, click the "Submit" button in the upper right.

7 Navigate to any one of the sections of the form using the sidebar on the left. Once you
have finished making your changes, click on the "Submit" button in the upper right
corner. If you get an "Invalid or Incomplete Form" message, please refer to step 8 below.
Otherwise, you have successfully completed the form.



8 If you got an "Invalid or Incomplete Form" message, press "Okay" and navigate to the
sections of the form that have a red dot and complete the invalid or incomplete parts of
the form. Then, submit again.





Print an Existing Event
Description: How to print an existing event.

Steps

# Step Description

1 Browse to the Event Request Management site.

2 Click the login button and select your Pingry School Google account.

3 Click the "View Events" drop-down in the top bar. Then, click on the category of events
where the event you would like to print is located.



4 A list of existing events should now be displayed. Find the event you'd like to print, and
click the "Edit" button on that event.

5 You will be brought to an "Edit Event Request" form. To print the event, click on the printer
icon in the upper right.

6 You will be brought to a page where you can view all of the information in this form. You
can copy and paste this information anywhere.





Approve/Reject an Event
Description: How to approve or reject an event based on your service area (CFO,
Transportation, etc.).



Steps

# Step Description

1 Browse to the Event Request Management site.

2 Click the login button and select your Pingry School Google account.

3 After logging in, you will be brought to the home page. Click the "View Events"
drop-down button at the top. Using the drop-down, click on the category of events you
would like to approve/reject.

4 You will be brought to a page with a table of events. In the status column of the table, a
red "x" represents an event that has been rejected; a green check represents an event
that has been approved; a gray icon with a white dash represents an event that has not
been approved yet.



5 To approve an event, click the "Edit" button on the event that you would like to approve.

6 You will be brought to an "Edit Event Request" form, which is an identical version of the
form that the event requestor submitted. You can view the event's information through
this form.



7 To approve or reject this event, go to the "Approvals" tab in the sidebar on the left.

8 Use the drop-down under your service name to approve or reject an event.



9 Then, click the "Save" button in the upper right.



Approve/Reject an Event (for CFO or Operations)
Description: How to approve/reject events that are pending for final approval (for
CFO/Operations).

Steps

# Step Description

1 Browse to the Event Request Management site.

2 Click the login button and select your Pingry School Google account.

3 After logging in, you will be brought to the home page. Click the "View Events"
drop-down button at the top, and click "Events Pending Final Approval."



4 You will be brought to a page with a table of events pending final approval.

5 To approve/reject an event, simply click the "Approve" or "Reject" button on the event
that you would like to approve/reject. To view more information about the event, see step
6 below.

6 To view information about the event, use the "Edit" button on the event you would like to
see.



7 You will be brought to an "Edit Event Request" form, which is an identical version of the
form that the event requestor submitted. You can view the event's information through
this form.

8 To approve/reject this event, you can either follow step 5, or you can go to the
"Approvals" tab in the form. Once you arrive in the "Approvals" section, click the
drop-down menu below "CFO/Operations Approval" and select "Approved" or "Not
Approved." Then, click "Save" in the top right.






