
REQUESTOR PORTAL USER GUIDE 
 

Step 1  

On My School, go to the Workshop Request tab and click on the New Event button. 

 
 
 

Step 2   

Select the Event Type and the Delivery Mode and complete the rest of the required event information. Then click on Save & Next. 

 Event Type (Single-school workshop or Multi-school workshop) 
 Delivery Mode (Face 2 face, Online, Virtual) 

 

 

  



Step 3  

Select the IB Programme and IB Workshop Category.  Search for your desired Workshop Title and select it from the drop down 
list.  Select your desired Language of Delivery and enter the expected number of participants.  

Click the Add button.  

To request another workshop for the same event, click Save & Next. 

To delete a workshop, click on the trash icon under the Action header. 

 

 

Step 4  

Enter the Event Venue information. The address fields will auto-fill once the school venue is selected. Enter the Nearest Airport 
and Recommended Hotels, then click on Save & Next. 

*For Online and Virtual delivery modes, event venue information is not required. 

 

 



Step 5 

Enter comments and upload files, where necessary.  

If you have any preferences for your assigned workshop leader(s), or your school has an existing discount agreement with the IB, 
please indicate these under “Additional Comments.”  

Click on Save & Next 

 

 

Step 6 

Review the summary of the workshop request. If everything is correct, please click the link to review the terms and conditions in 
full and confirm your agreement with them by checking the box and then click Submit. 

If you need to make changes to the information provided, click the Back button to go to the previous screen. Once you have made 
your changes, click on Save & Next until you reach the Summary section, once you are here, click Submit to complete the request. 

 



 

Step 7 

To review the status of your workshop request, go to the Workshop Request homepage. 

 Workshop Events Dashboard: To review the status of your request, go to the workshop request tab. Events that have 
been submitted, approved and cancelled will appear here.  

 

 

 Draft Status: Workshop requests in Draft status can still be edited. Click on the workshop Request ID to continue editing 
the request and then Submit to complete it. 

  



 Deleting an Event in Draft Status: Workshop request in Draft status can be deleted.  Click the dropdown button next to 
Status and select delete request, followed by Submit. 

 

 

 
 Request for Cancellation: Click the dropdown button next to status and select Request Cancellation.  

 

 
 Workshop Request Form: Once your event has been submitted and has met the IB’s requirements, the status of your 

event will be updated to approved. You will be able to review the workshop request details submitted post approval.  

 

 


