
PRS HELP Desk Online Via Portal (Step By Step) 

Welcome to UMT PRS Help Desk 

I am Your Dost from PRS & will guide through some simple processes about άIƻǿ ǘƻ ǳǎŜ hƴƭƛƴŜ tw{ 

IŜƭǇŘŜǎƪέ  

Step 1: 

hǇŜƴ ǘƘŜ ōǊƻǿǎŜǊ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ƭƛƴƪ άƻƴƭƛƴŜΦǳƳǘΦŜŘǳΦǇƪέ 

The following window will  appear 

 

 

 

 

 

 

 

 

 

 

 

Step 2: 

Enter your Student ID and Password 

Enter the Security Code given and click sign in 

 

 

 

 

 

 

 

 



 

Step 3: 

Following window will appear 

Main Screen of the portal opens with all required functionalities. 

 

 

 

 

 

 

 

 

 

 

 

Step 4: 

Click on the request tab 

And then click on request Management 

 

 

 

 

 

 

 

 

 

 

 



 

Step 5: 

Following window will appear 

 

 

 

 

 

 

 

 

 

 

 

Step 6: 

Select your required Request Type from given drop down 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 7: 

Then select request Sub Type option from the given drop down 

 

 

 

 

 

 

 

 

 

 

 

Step 8:  

The dialogue box will appear on top of the window, please read it carefully 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 9: 

Click on the check box άL !ŎŎŜǇǘέ ŀŦǘŜǊ ǊŜŀŘƛƴƎ ǘƘŜ ŘŜǘŀƛƭǎ 

 

 

 

 

 

 

 

 

 

 

Step 10: 

Provide the reason/ Description regarding your request 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 11: 

Click on the option of add documents to provide the evidence (if any) and click browse your image 

 

 

 

 

 

 

 

 

 

 

 

Step 12:  

Choose the Required document and click open 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 13: 

Write the document name as per the document attached 

 

 

 

 

 

 

 

 

 

 

 

Step 14 

After Completing all the processes and attaching the required documents click the save option 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 15: 

Your request is submitted successfully  

Click OK 

 

 

 

 

 

 

 

 

 

 

 

Step 16: 

You may click at the Dashboard again and clicking at PRS Requests 

 

 

 

 

 

 

 

 

 

 

 

 

 


