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Are you going on a trip that is university-related but no Pre-Travel Authorization registration (above) is
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Please find detailed directions for registering travel, webinar tutorials, a Frequently Asked Questions (FAQ) page and

more at hitp: w.umass.edufipo/travel-registry
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Security : User Identification Wizard: Step 1

in order to continue, you will need to be logged-in. This wizard will guide you through the steps of authentication

Please indicate how you will be logging in: Select ﬁ rst Optl on
and submit.
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Security : Login (existing user)

) or email address (AMHERST USERS

Medical Schoot Login: for usemame, please use your Net ID or UMass email address (AMHERST USERS:
T please use your NET ID).

Announcements Usemname:
Worldwide Caution Message Use NetlD

from the Department of State — Login Info

Campus:

Registrants, use Secure Login,
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University of Massachusetts
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UMASS

OneStep : Choose / Create Proxy Registrant

Use the form below to search for a user record from within your system. Select the name of the individual for whom you wish to register via proxy by clicking on the "Register
button to the right of their name.

Use these search fields to find the registrant. Keywords can be a first/last name or email address.

Keywords:

Enter the traveler's
Peop|e Finder email Fampus Filter: | Amherst

and search "Amherst" GuiD:

cam pUS ﬁlter. e unique identfier v n you sh to add. Note thst the ID may not be the login userame of the

This instaliation use:

ectory to Search:

University of Massachusetts
travel regiotry

OneStep : Choose / Create Proxy Registrant

Use the form below to search for a user record from within your system. Select the name of the individual for whom you wish to register via proxy by clicking on the "Register”
hutton ta the right of their nam

Search Results

Click the "Register” button to the right of the name of the individual for whom you wish to create a registration

Last Name First Name UMass GUID Email Action

Parenteau Keith 34. 7 kparenteau@admin umass.edu =3

Search

Use these search fields to find the registrant. Keywords can be a firstllast name or email address.

Keywords:

From your
Campus Filter: search results
Guin: locate the correct
= ~iperson and
" = "
Directory to Search: ® SeleCt RegISter <
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PLEASE NOTE: IF THE DEPARTMENT ENTERED IN STEP 7 IS DIFFERENT THAN YOUR OWN
DEPT YOU WILL NOT BE ABLE TO SEE THIS REGISTRY ONCE COMPLETE. YOU WILL NEED TO
HAVE DEPT ACCESS ADDED VIA REQUEST TO A&F AFS-SECADMIN@ADMIN.UMASS.EDU

P2 M University of Massachusetts
( travel negistry

UMASS

OneStep Travel Registration

Facuity/Staff Pre-Travel Authorization for DOMESTIC Travel - Proxy Registration Form
Last Nam
i

Verify the
traveler's
information
and enter if
need be.

| |Enter the travel depart
Dose of Dapertirs TO Specitied Locetion: and return dates.

Date of Departure EROM Specified Location:

LocationDestination:  Fa kocater

1. Search for the 2. If your destination is 3. If your destination is
destination by not found you can still not found email
beginning to type it search the 2nd databse Controller's Office- Travel
here. here. to manually add

| g destination.
4. "Add to ltinerary " = '
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Pre-Travel Authorization Form:

Please fill out this form carefully. You will NOT be able to edit your responses once you click submit belw, If you woukd Tk to save your responses to complete later, please click

Enter the Pre-Travel

(%) Indicates the question is required. Authorization details.

1. Purpose of Trip (%)
Choose one or mor s ur trip is not lste o | These fields once submitted
cannot be edited once done

Attending a Conf
Other (explair
g at & Conference

2. Details )

Conf fiption, or pisi if above choices &
3. Estimated Cost $ ()
4. Funding Sources andior Speed Type

5. Contact Information while Traveling (*)

mation while b oue eached in case of an & oy 0 address, cell phone, your emeil, and o

This has now
O rarsciesien Eilslered the travel.
6. How many approvals need o be received for this trip? () APPROVAL
" = ‘ mert chair or sup Some departments alsa requirs val from a fund administrator o other perso REQUEST IS STILL
- 1 or 2 Approvers is _ travelregistry.umasscs.net says: NEEDED
determined by your Dept.

Thank you for registering travel. A confirmation email has been sent to you
and the registered traveller with the itinerary details.

[]

*Please Note: You are NOT done. You how need to ask for approval of this registry.*

10
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Advanced Search Navigate to Registrants > Search Advanced Search
Locator Search

Exchange Balances

n multiple eriteria. List b key while clicking. Results sre returned
ria. For a search based on specific registration response data and program parsmeters, use the

Search Registralions:

Registrant Name: Program Name:

Hew Registration

Program Terms:

Search the traveler by last name

Campus Affiliation
i Note: if you were to leave
'JD Rfsi?:sjm_ "Registrant Name" blank

Boston you would see results for

all of your department.

Most Current Value

Show stored registrant data velues
Include withdrawn registrations

Search : Results

Following is a listing of registrations that meet your search criteria.

‘You searched for all registrants that have the word parenteau in the registrants name.

In your search results locate

the correct registry.

Note: higher numbers are
Opticns - Progress Audit - Group by - more recent

Search results based on application itinerary-

e St ProgranT Term

Parentesu, Keith Pending | Faculty/Staff Pre-Travel Authorization for DOMESTIC Travel (1D 20113) Calendar Year, 2018
Pending Faculty/Staff Pre-Travel Authorization for DOMESTIC Travel (1D 15247) Calendar Year, 2017
Pending Faculty/Staff Pre-Travel Authorization for DOMESTIC Travel (1D 15349) Calendar Year, 2017
Pending Faculty/Staff Pre-Travel Authorization for DOMESTIC Trawvel (1D 1328 Calendar Year, 2017

Pending  Faculty/Staff Pre-Travel Authorization for DOMESTIC Trawvel (ID 20112) Calendar Year, 2017

Found: 1 registrant / 5 registrations
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Registration : Approvals ==

Use the tabs below to view and change information for this registration. “Approva Is" tab

Parenteau, Keith (Edit Profile) Created: 102272017 (by Parenteau, Keith)

Faculty/Staff Pre-Travel Authorization for DOMESTIC Travel Last Updated: 1'3-'2:0"'3.1T

Calendsr Year, 2013 Last \iewsd hﬁgeg;’:??”; § :
. 3:no Isbel (Edit)

;E;UJI pen:lmgl Applicant Start Date: 10V2572017

s e e End Date: 11062017

= expand profile information - I
o - - (add principal application)

D e [ ey e ey e ey

- Add tag to registration -

Pre-Travel Approval Requests {1 required)

Approver Phone Received Actions

A ! Saxd

DO NOT USE: (Record Me:
Copy Approval from Another Ap

GEMERATE APPROVAL REQUEST FOR THIS APPLICATION
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Reguest an approval from a faculty member with this form. If you cannct find the faculty member's email address with this search form, use the printable approval form available

through the link on your Program Registration Page

Parenteau, Keith g 017 (by Parenteau, Keith)
Faculty/Staff Pre-Travel Authorization for DOMESTIC Travel Last Lipdated LR
Calendar Year, 2013

Status: Pending

Risk Management Applicant

= expand profile information

|Search for your approver

2 = S A S I e Keywords box

using the approver's
People Finder email.

- Add tag to registration —

Directory Lookup: DO NOT USE: GUID field is for site administrator use

Approvers can be found using your campus directory information system. only'
Enter the approver's first name, last nams, andfor email address fo begin your search:

Enter a campus login ID (usermame) for the approver:

Keywords: GUID:

Campus Filter:

Amherst

Registration : Search Results

Select the radic button that corresponds to the user you wish fo select

Parenteau, Keith (Edit Profils) Created: 100252017 (by Parentsau, Keith)
Faculty! Staff Pre-Travel Authorization for DOMESTIC Travel

Calendar “ear, 2018

Status: Pending

Risk Management Applicant

=< expand profile information (acd principal applic

om Yo Lo Lo ] o Lo = [ Lo o R
i Verify search result is

correct approver then
" Al
- Add tag to registration — NEXt

Search Results:

Last Name First Name UMass GUID Email
® | Parentesu Keith 3445369517 kparentezaw@admin. umass. sdu

il h
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Registration : Approvals

Uza tha tabs bedow 10 vy and changs infommaon for his registraticn

B

Parenteau, Keith (Edit Profile)

Faculty/ 5taff Pre-Travel Authorization for DOMESTIC Trawel
Calendar vaar, 2018

Status: Pending

Figk Managernsnt Applic ant

5 expand profile nforrmation

Created: 107252017 by Parenteaw, Keith

This is the TA
# you will
enter in the
expense

== = =R = [ repert

reference field

Last Updated: 10252017 @3 11,2431 AM
Last Ve

D 20113 5w

End Date: 11/08/2017

add o aockcalion
add principal applicatior

0d 1ag 1 regusiralon

Approver Information

Mame:

Parenteau, Kesth

kparerteauadmin umass edu

Pre-Trawel Approval

{optional)

D) characters left

i

| travelregistry.umasscs.net says:

Your approval request has been sent by email to Keith Parenteau

Nale: Approvals will be viewable by the registrants afer the submission by the approver

*Travel Proxy - Congrats you are done*




