Princeton Travel Enrollment System

Getting Started

e Visit
https://enrollmytrip.princeton.edu/ or

Welcome to the Princeton University Travel Enroliment System! htt pS ://l nte I'n atl O N a I . p Fin CetO n . Ed U/e
Please login by clicking the "Princeton user login" button and entering your University I
NetlD and password._If this is your first time in the system, you will be prompted to n rOI I myt rl p

complete your profile by adding_additional contact information. You will be required to

update your profile only the first time you login. ° R EAD TH E I N STR U CTI O N S !

If you already have an itinerary, forward travel confirmation emails to
enrollmytrip@princeton.edu and a travel enroliment will be started automatically. If you

have already forwarded your itinergry, wh:arj[ you login, [lalleas? open your existing trip to * Log-l n Wlt h yo u r P r| n Ceto n N etl D by
review and complete your enrollment. . " .
Once you have logged in and initially updated your profile, select "add a trip" to start a p ressin g t h € oran ge P rn Ceto n U ser

new enrollment manually if you do not have an itinerary booked yet.

Login” button
=T


https://enrollmytrip.princeton.edu/
https://international.princeton.edu/enrollmytrip

Updating Your Profile

The first time you log into the travel enroliment system,
you will need to verity your contact information, as
well as indicate an emergency contact.

* Include a working mobile phone for
yourself;

* Provide an emergency contact
name and phone number;

* Adding a photo and copy of your
passport is optional;

* Once updated and saved, you will
not need to visit your profile for
future logins or trips unless you
have changes to your contact
information.

Kara Amoratis




Trips Dashboard

If you booked with World Travel or have forwarded an
itinerary, your trip will appear in your trips dashboard. To see
your details and complete the enroliment, click on the trip
destination.

* If you book travel with World
Travel, your itinerary will be

oo b <) el (i eineion des o o M | | a Uto matica I Iy Se nt tO the SYSte m
and your registration started for
@ TesttiptoThaland @3des) o= gongeok, Thailand :

you:
a * When you book travel

elsewhere, start a registration by
forwarding an itinerary or
booking confirmation to
enrollmytrip@Princeton.edu.



mailto:enrollmytrip@Princeton.edu

Add a New Trip

To manually add a new trip — click the Choose a trip name, reason for travel and
orangg “add a new trip” button to get include your destination.
started.




Updating Your Itinerary

Preferred — forward an itinerary or Manual - fill in all the details of your mode
booking confirmation to of transportation and accommodations on

enrollmytrip@Princeton.edu. the itinerary tab.
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Step-by-step

There are 3 tabs to complete in your _ Please answer all the questions in the forms
registration — itinerary, forms and essential tab. Some questions will prompt additional
content. questions or items for travelers to review.

Test trip to Thailand B XCwd 4 2

Viould you ik fo 203 a tp-specic emergency contact?”

Oves Oto

Feb 26, 2021 to Apr 10,2021 (43 days) o § - ovcrvebebs®

~ Viewas checkist
oot Conko Quesions Competed 05~
°. s
- B penalties. 1you: — Export Ce ce.

International Travel (Faculty and Staff) Completed 0 0f § A Vi b i v b ey  forn s o ey
Instructions: O Yes O No
As a result of the global COVID-19 pandemic, University-sponsored travel is strictly limited until further notice. Please review
the University's Pandemic-Period Permissible Travel Guidelines for definitions and restrictions. The guidelines balance the need to conduct pa
essential travel against that of protecting against harm to travelers, outbreaks on campus that could impact University operations, and the :
spread of COVID-19 into the communities we visit.

Before completing a registration or booking any travel, please review the University's Pandemic-Period Permissible Travel Guidelines and
consult with Global Safety & Security with questions or concerns.

space ems?

Will you be traveling with any other companion(s) on this trip?

If yes, please provide the name(s) and relationship(s) of your traveling companion(s). Example: Jason Jones, spouse

QO Yes O No

Does your travel plan include side trips to locations more than 50 miles away from your destination?* ==
If yes, please add details for al side tips in the itinerary tab for this trp (eg-train/bus/boat; hotel etc). Your iinerary should make clear where you are on which days.

Q Yes O No



Step-by-Step

. When the required questions are answered,
Once you have answered the questions, make they will collapse and you will see the status in

sure to save your answers. the upper right corner of the text box.
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Step-by-Step

In the essential content tab, there are forms that must be Once you have electronically signed the items, they will
electronically signed as well as optional useful content to appear green on the right hand side. When you complete
review. This is also where travelers will upload the the upload, the red exclamation points will disappear over
required approval from a department chair, supervisor or the box at the bottom of the page.

DSL — whichever is most applicable to the traveler.
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Trip Receipt

When you have completed all the steps,
saved ){our registration and submitted it,
you will receive a trip receipt via email!

Q2 Reply G2 Reply All 3 Forward

com>
Travel Receipt for Test trip to Thailand
To KaraE. Amoratis
Thank you for completing your travel registration in_Princeton’s Travel System!
Please be sure to I the online COVID-19 Risk prior to your return to campus. We recommend that you submit the risk assessment 3 — 5 days before you plan to be on campus.

If you have any changes to your plans or itinerary, please update your registration in your trips dashboard. For itinerary changes, feel free to forward an updated email confirmation te enrollmytrip@princeton.edu. Other
changes should be completed in the system in your trips dashboard.

Don’t forget to di load the 505 assistance app before you go! You may use the app to seek assistance or call International 505 24/7 +1-215-342-8226 for help in an emergency. Travelers can also call Public
Safety +1-609-258-3000 for help getting connected to the Global Safety & Security team member on-call for assistance in an emergency.

If you have questions or concerns, please reach out ta the Global Safety & Security Team. We wish you a safe, enjoyable, and successful trip!

Trip details

Traveler full name: Kara Amoratis
Trip Name: Test trip to Thailand

Trip ID: 16CB2_1010_1611953322187
Approval Status: No approval required
Dates: 2021-02-26 to 2021-04-10

Destinations
2021-02-26 - 2021-04-10 - Bangkak, Bangkok, Thailand

To see more details of your trip click HERE and login to your account.

DO NOT REPLY TO THIS EMAIL

TERRADOTTA

And that’s it!
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