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UMass Amherst Travel Registry 
Frequently Asked Questions (FAQs) for Travel Preparers  

 
1. How does a Certified Travel Preparer get administrative access to the Travel Registry?  

New Travel Preparers have to go through the Employee Travel/Business Reimbursement 
workshop, you can sign up via the Workplace Learning and Development website: 
http://www.umass.edu/wld/workshops. After the workshop, new Travel Preparers are assigned 
administrative access to the Travel Registry by A&F Systems. For questions about access, please 
contact afsecurity@umass.edu in A&F Systems.  
 

2. How do I see travel within my department(s)?  
As a Certified Travel Preparer, you can view/edit all travel details for any traveler within your 
department(s). In order to view travel:  

1. CLICK HERE to login to the registry 
2. On the top black navigation bar, click on “Registrants” and then “Search”.  
3. You can either enter the name of the traveler you are looking for, or just click “Search” 

again to see all travel within your department(s).  
4. FYI--in your search results, you can see the unique 5-digit registration number listed next 

to every travel registration.  
5. When you click on the registration, you will be in the registration’s homepage. From here 

you can use the tabs called Approvals, Questionnaires (for the Pre-Travel Authorization 
Form), and Itinerary to view and/or edit all of these details.  
 

3. Do you have any directions I can follow?  
Yes! Please see Job Aids prepared by the Controller’s Office: 
https://www.umass.edu/controller/travel-registry-job-aids.  
 

4. Why is the person I am searching for not coming up in the search results?   
Two potential reasons:  

1. The Travel Registry uses the email for all users as it appears in the public directory as on 
People Finder: http://www.umass.edu/peoplefinder/. Make sure to always search by the email 
address listed in People Finder.  

2. You are assigned access to view travel within the department(s) you have access to. If a 
traveler lists their department as something different, you will not have access. For access, 
contact afsecurity@umass.edu in A&F Systems. 
 

5. My department has a blanket travel authorization. How do I set this up?  
Please see the directions here: https://www.umass.edu/controller/travel-registry-job-aids  

 
6. What if the location is not listed in the locations list when I am entering my itinerary?  

Please submit a request here to have a location added to the Travel Registry.  
 

7. How many approvals do travelers in my department need?  
This is a department level decision and every department is different. Most departments require 
one approval but several require two.  
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8. Why is a travel registration listed as Pending?  
All travel registrations are listed as pending until 1) approval has been received and 2) it has been 
manually marked as processed (usually within less than a week of approval).   
 

9. I made a mistake on a traveler’s registration or a traveler made a mistake. How do I fix this?  
Please login and make the edits as appropriate—see question #2.  
 

10. I used to get the paper Pre-Travel Authorization Form along with any receipts from my travelers, 
now what do I do?  
Every registration created on the Travel Registry generates a unique 5-digit registration number. 
Travelers are instructed to give this number, along with any receipts, to their Travel Preparer for 
processing of reimbursement or payment to their corporate card. You can also login and see any 
travel (and find the unique 5-digit registration number) for any traveler at any time—see question 
#2. Instead of attaching the paper Pre-Travel Authorization Form, put this unique 5-digit 
registration number in the Reference Field of the Expense Report on PeopleSoft.  
 

11. I need a registration to be deleted (the travel is not happening/it was a mistake, etc.) How do I 
get rid of this?  
Please see directions on this page: https://www.umass.edu/controller/travel-registry-job-aids 
called “Form for Removing Unwanted Travel from Terra Dotta”  
 

https://www.umass.edu/controller/travel-registry-job-aids

