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How to Register Someone Else’s Travel on the Travel Registry
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Amherst

Register your Travel

Boston

Dartmouth The University of Massachusetts Travel Registry facilitates rapid location and communication in the event of
an emergency situation. Please select your campus from the left and follow the prompts to enter your trave
Lowen information. Thank you for registering!

Medical School
President's Office

Study Abroad & International Experiences -
Lowell

Announcements

U.S. Department of State
Travel Advisories and Alerts

Review the U.S. Depariment of
State Travel Advisories and Aleris

[View Details]

1. click Login/Register in the top right of the black horizontal menu bar
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Security : Login (existing user) 2
To login, please enter your UMass MET 1D or email address (AMHERST USERS: please use your NET ID) for you i

your comesponding password and campus.

Login: for usemame, please use your Net ID or UMass email address AMHERST V' LeRS:

please use your NET ID).

Username:

Password:

Campus:

Amherst v

- Login with NETID
not @umass

Registrants, use Secure Login.

2. Key in NETID, NETID Password and select Amherst Campus and then Login
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Your Travel Registration Page

This iz your homepage and it provides you an overview of your
appropriate registration form under Your Travel Registrations.

To register additional travel:
Please select your campus and appropriate travel registration t

Your Travel Registrations:

Calendar Year, 2019

Blanket Travel Authorizations {nfa)
(ID 34065 not ranked)

ISR (enter numbers fo rank by preference)

Withdraw

Blanket Travel Authorizations {nfa)

(1D 34083) Reinstate

(Complete Registration)
Ceadline: 12/31/2019

Blanket Travel Authorizations {nfa)
1D 32375)

(D 32373) P—
Faculty/Staff Pre-Travel Authorization
for DOMESTIC Travel (Aalborg)

(1D 27625)

3. You can review previous registries on the left or if you want to start a new registry go to step 4
PLEASE NOTE: TO THE TRAVEL REGISTRY EVERYONE IS A TRAVELER SO THE ABOVE IS YOUR INFO/TRIPS

(Complete Registration)
Deadline: 12/31/2019

Deadline: 12731/2019

Deadline: 1213172019

You are taken to your travel
homepage where all of your
travel is listed & your

personal info

Keith Parenteau
kparenteau@admin.umass.edu

Campusg Affiliation: UhMass Amherst
Department: Controller-Amherst

Full Name of Emergency Contact
and Relationship: Mame, relationship
Phone Number of your Emergency
Contact: 555-555-5555

Employee ID Number (this is an &
digit number that startz with 10). Use
Student ID if no Employee 1D:

123456

Edit Profile
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Fegistrant

Your Registration Page :

Administrative

Approver

I Site Home

Site Home register additional travel:
Please select your campus and appropriate travel registration type

This is your homep 4 jdes you an overview of your tras
appropriate registra k Vour Travel Registrations.

I Amherst
Boston Register your Travel
Dartmouth University of Massachusetts Travel Registry facilitates rapid location and communication in the event of
‘gency situation. Please select your campus from the left and follow the prompts to enter your travel
Lowell

information. Thank you for registering!

Medical School

President's Office

Study Abroad & International Experiences -
" Lowell 5

Announcements

U.S. Department of State
Travel Advisories and Alerts

4. select the House icon in the top left of the black horizontal navigation bar. Under the drop

down within select Site Home.

5. On the next page with the Globe select Amherst in the top left



UMassAmbherst

How to Register Someone Else’s Travel on the Travel Registry

Amherst

Amherst 6
Boston
Dartmouth Pre-Travel Authorization for UMass Amherst Faculty and Staff:
Lowell

As of January 1, 2018, all Pre-Travel Authorization Forms must be completed on this Travel Registry. The new online Travel Registry

Medical School replaces the paper Pre-Travel Authorization Form, required for out-of-state or overnight travel that is funded by the university.
President's Office For INTERNATIONAL Travel please | Register Now

Study Abroad & International Experiences -
Lowell

travel on behalf of another person), please | Register Now

For DOMESTIC Travel please | Register Now

For Proxy International Travel Registrations (if you are a Certified Travel Preparer registering international

U.S. Department of State

Travel Advisories and Alerts ) _ _ ) B o )
For Proxy Domestic Travel Registrations (if you are a Certified Travel Preparer registering domestic travel on
Review the U.S. Department of

State Travel Advisories and Alerts. behalf of another person), please | Register Now

[View Details]

Are you going on a trip that is university-related but no Pre-Travel Authorization registration (above) is

required? Please register your trip here: JR=ENEE RN W

5. There will be 5 Register Now buttons.

Select one of the two highlighted above depending if the person’s travel is domestic or foreign
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Use these search fields to find the registrant. Keywords can be a first/last name or email address.

Email Address:

Campus Filter: Amherst v

GUID:

Enter the unigue identifier value for the person you wish to add. Note that the 1D may not be the login usemame of the person. This
installation uzes uMassGuid as the key column.

Directory to Search: * SIS HR /

6. Find the person you wish to register AKA who is traveling

In the highlighted above enter the person traveling’s email, campus filter: Amherst and Search

\ Action

Parenteau 3449868517 kparenteau@admin.umass.edu

u nass.edu
nass.edu

On the next screen verify the correct traveler and select Register
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Profile

First Name: Keith
Last Name: Parenteau
Email Address: kparenteau@admin.umass.edu

CC Email Address:

Information

Campus Affiliation: * UMass Amherst v

@ Department: *

Employee ID Number (this is an 8 digit number that
starts with 10). Use Student ID if no Employee 1D: *

@ Full Name of Emergency Contact and
Relationship: *

© Phone Number of your Emergency Contact: *

Controller-Amherst

123456

Name, relationsl

7. You will verify (and enter if need be) the traveler’s Department, EMP # and emergency

contact. PLEASE NOTE: The DEPT. If different from your own you can create this registry but will not be able to view it

later.

Continue to scroll down the page
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Please select the departure to and departure from for all locations in your itinerary. To Register, select the dates and location, click on the 'Add to itinerary’ button

Current Itinerary: 8

Date of Departure TO Specified Location:

Date of Departure FROM Specified Location: mm/dd/yyyy
Location/Destination:  Find location: | enter city name here to find location

“Akko, Israel (Middle East)

Aachen, Germany (Europe)

Aalborg, Denmark (Europe)

Aarhus, Denmark (Europe)

Aberdeen, United Kingdom (Europe)
Aberdeen, MD, United States (Morth America)
Abingdon, VA, United States (North America)
Abo, Finland (Europe)

Abu Dhabi, United Arab Emirates (Middle East)
Accra, Ghana (Africa)

Acton, MA, United States (North America) -

Add to Itinerary

8. A.Enter date of traveler’s departure and return

B. Search for location in Find Location (see note on next page)
C. Select Add to ltinerary

Continue to scroll down the page



UMassAmbherst

How to Register Someone Else’s Travel on the Travel Registry

Note on Searching Locations
Try to first search the name in Location/Destination (#1 below)
If no results then click Search button (#2 below) to search a secondary database
If there are no results the location needs to be added.

To request a location be added to the Travel Registry: https://goo.gl/forms/c71gkNo3tBZGNvvf2

Location/Destination: Find location: | hugs 1

If your destination city does not annearin the list below, please select the "Search” button to run a location databasze

2

search to find the city entersd Search

search to find the city entered: | Search

Buga {Malle del Cauca), Colombia (South America)
Buga (Bayan-Clgiy), Mongolia (Asia)

Buga (Govi-Altay), Mongolia (Asia)

Bugsa rawa}, Migeria (Africa)

Buga (Bicol), Philippines (Asia)

Buga (Western Visayas), Philippines (Asia)
Bugaan {Calabarzon), Philippines (Asia)

Bugaba (Chiriqui), Panama (Latin America)

Bugac (Bacs-Kiskun), Hungary (Europe)

Bugalagrande (Malle del Cauca), Colombia (South America)
Bugallon (llocos), Philippines (Asia)

| = oo Klicoenn L8 Fonal

e -

Add to tinerary

Continue to scroll down the page


https://goo.gl/forms/c71qkNo3tBZGNvvf2

UMassAmbherst

How to Register Someone Else’s Travel on the Travel Registry

Pre-Travel Authorization Form: a
Instructions:
Please fill out this form carefully. You will NOT be able to edit your responses once you click submit below. If you would like to save your

responses to complete Iater, please click Save.

(7) Indicates the question is required.

%urpose of Trip (%)

Choose one or more of the best answers. If the purpose of your trip is not listed, please enter your response in the details fisld below.

Attending a Conference
Other (explain below)
Presenting at a Conference

Research -

2 ’Details )

Conference name, research description, or please explain trip purpose if above choices are not appropriate. Provide any other useful
details or comments as desired (e.g. conference website)

3. Fstimated Cost$ (%)

[EIFunding Sources and/or Speed Type

[ 5. Icantact Information while Traveling (%)

Please provide your contact infermation while traveling so you can be reached in case of an emerge:
cell phone, your email, and any other useful details

v. Please provide your local address,

e
(D) characters left
6. How many approvals need to be received for this trip? ()
Most depariments require only one approval from the department chair or supervisor. Some departments also require a second approval
from a fund administrator or other person. Check with your department if you are unsure how many you need
Please selectone ¥
7.|Are you currently enrolled in a graduate program at UMass Amherst? (%)
Please selectone ¥
V' S

9. You now need to complete the Pre-Travel Authorization Form & then click Update

Please Note: You are NOT done yet. You now need to get this trip approved
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Search
Advanced Search
Locator Search —
_ Authorization for DO
Exchange Balances

Mew Registration

10.inthe top black bar navigator select RegistrantS > Search. Then enter last name and Search.

Search : Simple

Below, you can search for registrations based on multiple criteria. List boxes allow vou to select multiple values by holding the Ctri/yCmd key while clicking. Results are

returned based on registrations that match all selected criteria. For a search based on specific registration response data and program parameters, use the Advanced
Search.

Search Registrations:

Registrant Name:

Program MName:

parenteau

Any

Calendar Year 2019
Calendar Year 2018
Calendar Year 2017 -

Show all terms

Campus Affiliation
Any
No Response
Unass Amherst
UMlass Boston

Most Current WValue -
Show stored registrant data values
Include withdrawn registrations




Name Status

Farenteau, Keith Pending
Pending
Pending
Pending
Pending

Pending

Do i =

11. You will have a list of all of the person’s registries under your Dept.
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Search results based on application itinerary:

Program

Blanket Travel Authorizations {(ID 34065 - not ranked)

Faculty/Staff Pre-Travel Authorization for DOMESTIC Travel {ID 27625)
Faculty/Staff Pre-Travel Authorization for INTERMATIONAL Travel {ID 34677)
Blanket Travel Authorizations (ID 22353 - not ranked)

Blanket Travel Authorizations (ID 22394 - not ranked)

Blanket Travel Authorizations (ID 23766 - not ranked)

Processed Faculty/Staff Pre-Travel Authorization for DOMESTIC Travel (ID 23362)

Comalb e 8 adF Then Trosanl At oriaatiom for TDUTBAC OCTLM Temasaal AT T T00TT

A. Locate the registry you created.
Hint: Look for the highest ID #.
B. Select the correct registry.

Make note of this ID #.
This is your Terra Dotta Travel Registration #.
Example above 27625

Term

Calendar Year, 2019
Calendar Year, 2019
Calendar Year, 2019
Calendar Year, 2013
Calendar Year, 2012
Calendar Year, 2018
Calendar Year, 2018

rmlmmdo e W s THOA D
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Parenteau, Keith (Edit Profile) Created: 03/ 8 (by Parenteau, Keith)
Faculty/Staff Pre-Travel Authorization for DOMESTIC Travel 1 2 Last Updated: 03/77/2018.@ 10.27:27.AM
Last Viewed by Registrant: 07/20/2015

IO 27625.n0 label (Edit)

Start Date: 03/20/2018

Calendar Year, 2019
End Date: 03/30/2018

Status: Pending

Risk Management Applicant
= expand profile information ) ) o
(add principal application)

Documents | @ENIRUEEM | Journal

-- Add tag to registration --

Actions

Saxd

Pre-Travel Approval Reguests (1 required)
Received

Approver Phone

Not yet requested.

A

DO NOT USE: (Record New Approval)

i

GEMERATE APPROVAL REQUEST FOR THIS AFPLICATION I

12. oncein your created registry go to the Approvals tab and to Generate Approval Request
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User Search

site administrator use

Directory Lookup: DO NOT BSE: GUID field is fo
Approvers can be found using your campus directory information system.
Enter the approver's first name, last name, and/or email address to begin your
search:

Enter a campus login ID¥sermamed for the approver:

Keywords:
|

Campus Filter:

Find User

13.1n Keywords enter the approver’s last name/email and select Amherst in Campus Filter

and then Search

Last Name First Name UMass GUID Email

arenteau Keeith 3440869517 kparenteau@admin.umass. edu
Parenteau " B | i
Parenteau =

Start Ower MNext |

Select radial of appropriate approver and Next
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Your Travel Registrations: : Travel Approver Information

Please fill out the form provided below. The infermation you fill cut on this page will be sent by email to your fravel approver.

Travel Approver Information:

Travel Approver Information:

First Name: Keith

Last Name: Parenteau
Email: kparenteau@admin.umass.edu
Phone:
Type: Pre-Travel Approval

Comments:

{optional)

characters left

Submit Approval Request [

Enter optional comments and select Submit Approval Request DO N E !

The approver will receive an email request to approve. Once done the traveler will receive an
approval confirmation email.



