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* University policy conformance:

* Certain requirements for higher risk travel.

* Risk review and mitigation development.
 GS&S better positioned to:

* Provide support in advance of travel.

* Respond to support requests during travel.

* Allocate resources long-term.
* Export Controls compliance.
* Receive information on resources available to travelers.
* Long-term University resource planning.
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GROUP TRAVEL ORGANIZER

Department or Program Staff
or
Faculty or Trip Leader
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ACCESSING THE SYSTEM

All University students, staff, faculty,
and academic administrators can use
the Enroll My Trip system
(https://enrollmytrip.princeton.edu)
to register their travel.

Click on: | S

The system is continuing to face issues with workflow deployment and trip saving.

We are awaiting further updates on resolution from the developers. Thank you for
your patience.

Welcome to the Princeton University Travel Enroliment System!

Please login by clicking the "Princeton user login" button and entering your University
NetlD and password. If this is your first time in the system, you will be prompted to
complete your profile by adding additional contact information. You will only be
required to update your profile the first time you log in.

Once you have logged in and verified your profile, select "add a trip" to start a new
enroliment manually if you do not have an itinerary booked yet. If you already have an
itinerary, forward travel confirmation emails to enrolimytrip@princeton.edu, and a
travel enrollment will be started automatically. If you have already farwarded your
itinerary, when you log in, please open your existing trip to review and complete your
enroliment. If you do not see your trip after forwarding an itinerary and it has been more
than 24 hours, please contact the Global Safety & Security Team
- globalsafety @princeton.edu

PLEASE DO NOT SEND INQUIRIES TO enrolimytrip@princeton.edu - itis nota
monitored inbox. If you have a question, please email the Global Safety & Security
team - globalsafety@princeton.edu.
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* You may be asked to authenticate o
using your NetID, just like when Gontral Athrniontion Sovics
accessing other University systems. — |
 First-time users (upon logging s n
in) will need to confirm their
profile when logging in. This is a
one-time requirement, but please Chanoe my Password or Get el
note that profile information can be B s T e s
edited when needed and should be I
kept up to date.
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DASHBOARD

Once you’re logged in, your dashboard will display trips that you’ve created, been

added to as a participant, and any previous trips that you’ve registered.

5 E
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Upcoming Trips

i CUFTENE O LDSOAMIng [N il

Past Trips

9 Saareh [trip rume oF s inabcen]

Show all
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CREATING ANEW GROUP TRIP

e Click the Add New
1rip button to
create a new
travel registration.

Please check

if you see
the Group T
rip toggle

button in the top
right.

3 E

Copy lorsarding smal
i Sl Creates] s

Upcoming Trips

M LTl OF LDOOMiIng trips sl

9 Saarch [bip rume oF chs inatacn]

Show all

Create New Trip

Description

Group trip

Reason for travel *
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CREATING ANEW GROUP TRIP

* If you see the Group Trip toggle button,
click the toggle and continue.

Create New Trip Group trip

* If you do not see the Group Trip toggle
button, you do not yet have group trip
creation permissions. You must
email globalsafety@princeton.edu to
request group trip creation permissions.
This must be done at this stage, as trips
cannot be changed to "group" status later
on. Once you are granted permission,
please log back in, click the Group Trip
toggle, and continue.

. GS:S

GLOBAL SAFETY
& SECURITY



mailto:globalsafety@princeton.edu

-\,@%@ ENROLLVIYTRIP

\!')\ TRAVEL REGISTRATION

CREATING ANEW GROUP TRIP

« Complete the Trip Name and
the optional Description fields. et Group trip

Trip Marma *
Example trip to X¢X P Leader is Traveling

* The Trip Name field will allow
you to easily navigate amongst
various trips you may have in Hemson for ravel -
the system.

Description

Destination *

* Please note that Leader refers
to the person who can access
the group trip registration, ===
modify as needed, and
monitor progress. If this is you,
click the toggle.
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CREATING ANEW GROUP TRIP

Select the Reason for Travel.

We advise using one of the
"group" options highlighted
here. This can always be
changed later, so select the
best option as it relates to the
group trip being registered.

Create New Trip Group trip

Trip Mama *

Example trip to XXX @ Leader is Traveling

Description

[] Conference {Attendes)

[] Canference (Speaker/Panelist)

[] Group - Academic (incl. Credit-bearing)

] Group - Campus Life (Athletics, Glub, Student Group or Organization)

[ Individual Internship, Service, or Voluntearing
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CREATING ANEW GROUP TRIP

Enter your Destination(s). You
can always add additional
destinations later.

When entering destinations,
ONLY enter locations where
you will be staying overnight.

Day trips and transit stops
should not be added as
separate destinations.

/1\\\

Create New Trip

Trip Nama *

Example trip to XXX

Daescriptian
Test

Group trip

@ Lsader is Traveling

Raagon far traval *

Group - Academic (incl. Credit-bearing)

Destination *

marra|

' Marrakesh Morocco

' Marralxi Spain

¥ Marrad| Metropolitan Sty of Flarence, ltaly
' Marrazes Porugsl

' Marrawah TAS. Australia

Many destinations
will auto-populate
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CREATING ANEW GROUP TRIP

e Select the primary transport

method for arriving to the

destination you have chosen. S
. - . . Bxample trip to 30X - Leader is Traveling

Options include: flight, rail, bus,
car, and ship. =

. ) gr::)ulﬁl:-l—” a:..;;:lcj.emic (incl. Credit-bearing) - View as checklist

 This will create a

corresponding field below, Jestnaen” v e o .

. L. . Marrakesh, Marrakesh-Safi, Morocco 4+ Flight - al ol .
which can be modified, if
needed. You can also add other
means of transport, if, for
example, transport to your
destination requires two forms
of transport (e.g., flight and
train).
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CREATING ANEW GROUP TRIP

Is the date you depart
your home location.

is the date you return to
your home location or travel
to your next overnight

destination on your itinerary.

Trip Name *
Example trip to XXX

@ Lcader is Traveling

Description

Test

Reascn far travael *

Group - Academic (incl. Credit-bearing)

-

Vienwr as chackiist

CANGCEL CONTINUE

Destination * By * From * Until *
Marrakesh, Marrakesh-Safi, Morocco +Flight - 4/26/2024 [l 4/30/2024 ™
o < >

] M I w I F S

3 st

L

Create New Trip Group trip
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CREATING ANEW GROUP TRIP

Create New Trip Group trip

* [f you have an additional

Example trip to XXX @ Leader is Traveling

overnight destination, simply | ...

. Test
click +ADD DESTINATION.
g:c::::r a:::d.emic (incl. Credit-bearing) - View as chacklist
* Toremove a destination,
. o . T . Destination * By * From * Uniil *
CI IC k O n th e I]]] ICO n - Marrakesh, Marrakesh-Safi, Morocco 4+ Flight - 4/26/2024 al 4/30/2024 | [
Amman, Amman Governorate, Jordan 4+ Flight - 4/30/2024 ol 5/4/2024 @ [ |

* Click Continue to create the
trip registration shell.

+ ADD DESTINATION |

CANCEL CONTINUE
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ADDING TRAVELERS

* Next, you’ll be asked if you
want to add your group
travelers now or later.

Group members

° YOU can dO either, but we ou can add groups now, or later from the Group travel tab. This tab is available only on the Group Leader's trip.
suggest adding travelers comoen ||| oosmonnon
later after you finish adding [
the itinerary details. You can
apply itinerary details to all
travelers once you add them
later. We'll come back to
this.
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ITINERARY

* Next, you will see your travel
registration shell that's been created.

* This is the Itinerary tab. For each of
your overnight destinations, add
the itinerary details. Only transport
and lodging fields are required. Do
not add daytrip itineraries. Be sure to
add your return flight(s).

*  When finished, click Next,

- |
m‘ﬁw
i arma. o Lsasrtia Cantent
_ Imporied
@ 2 o
- = Amman, Amman Governorate, Jordan Nawr 27, 2024 - Mar 29, 2024 Nactuim At 2 Loval
Flek Fistrg 006 Rating C0C stng (2
Reguired iterms are show in red with an " A8 other Feids are optionasl
4 A Dopar A
S W . AM ¢ GMT+2
-
8 A
[ 2
[« ] Marrakesh, Marrakesh-Safi, Morocco Mar 29, 2024 - Mar 31, 2024 [Poe Lo 2 i
Pl Firg DOS Rating (2 DG Pl
Reguired Rorms are shown in red with an *. All other felds are optional
+ ADJ AM - OMT:3
A AN
.
g A
= n--1

You can apply itinerary details to all group trip participant registrations when you
edit/save information on the ltinerary tab. However, if travelers are traveling
independently and not as a group, they can add their own separate itinerary details.

. GS:S

GLOBAL SAFETY
& SECURITY




N.@eAa©
PN

ENROLLVIYTRIP

TRAVEL REGISTRATION

GROUP TRAVELERS

This is the Group Travelers tab. Here, you can add or remove travelers and
monitor progress on completing required tasks on the Forms and Essential

Content tabs.

d)’n Group Travelers »—9—‘ Itinerary F Forms

Group Members

2 1 members
Travelers can be added to your group trip.

Search by email or add new email *
1. chris.holmes@princeton.edu

@ Trips for the members listed below will be created upon saving this trip.

First Name *

Chris Holmes

2. Search by email or add new email *

First Name * Last Name *

Save these group members to a list for easy access for future trip creation.
Ad this group

New Group

v [ Save this group for future use

B Save and Create Member Trips

Trip Requirements

View missing requirements

O B
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GROUP TRAVELERS

* The Trip Requirements side of
the page shows pending

required items for your Trip Requirementsezzz=
tra ve I ers. Wigw missing requirements
|:| D . t‘—"" 1]
« Each column tracks a different Last Name 1 :
types of information. Typically, reimes 8§

we're looking at the itinerary, Last Name *
forms, and digital signature
requirements.

e ""denotes no pending actions.
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ADDING GROUP TRAVELERS

Add group travelers by their Princeton NetID. The system should automatically populate the
traveler's name fields once selected. If you have non-Princeton travelers participating in the
group trip, please see the next pages for instructions on non-Princeton traveler enrollment.

Once you've added all group travelers, click Save and Create Member Trips. The system

may take a few moments to process, so do not click out of the window or refresh.
P Group Travelers 9 ttinerary L'?Forms O Eocential Content

Group Members Trip Requirements

View missing requirements

O o : ¥

@ Trips for the members listed below will be created upon saving this trip.

2 1 members

Travelers can be added to your group trip.

earch by email or add new email * ast
. chris.holmes@princeton.edu Chris Holmes

2. Search by email or add new email * First Name * Last Name *

-

Save these group members to a list for easy access for future trip creation.
sssssssssssssssssssss

New Group v [ Save this group for future use

ave and Create Member Trips Next >

94 GS&S
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Non-Princeton persons will not be able to access the Enroll My Trip system.
* If you have traveling as part of the group trip:

* While some non-Princeton students may be provided a Princeton NetlID, they are
considered a non-traditional Princeton profile in University systems. All non-
Princeton students should follow the instructions for external guest
enrollment and submit to GS&S the completed external guest enroliment form.

* If you have (excluding faculty or staff dependents)
traveling as part of the group trip:

* The traveler should not be entered in the Enroll My Trip system. Instead, please
advise the traveler to follow the instructions for external guest enrollment and
submit to GS&S the completed external guest enroliment form.

PNGS:S
oy


https://international.princeton.edu/global-safety-security/enroll-your-trip
https://international.princeton.edu/global-safety-security/enroll-your-trip

\_@%@ ENROLLVIYTRIP

\/)\ TRAVEL REGISTRATION

REGISTERING PU DEPENDENTS

If there is a dependent of a faculty or staff member traveling as part of the group trip, they
should be registered in the Enroll My Trip system and are eligible for University provided
resources, like international insurance and 24/7 assistance services from International SOS.

* Toregister dependent travelers, click on the people icon in

the right upper-corner of the Group Travelers tab. o ,o
s
* Next, type the traveler's name (Name) and relation
(CO mme ntS) - Travel Companions
* To add more dependents, click +ADD COMPANION and e Somments
follow the same step above.

* When finished, be sure to click Save Changes. You should
now see the green circle next to the people icon list the
number of dependents registered as part of the group trip.

94 GS&S

GLOBAL SAFETY
& SECURITY




-\,@%@ ENROLLVIYTRIP

TRAVEL REGISTRATION

FORMS

* Next, Group Travel Organizers will see the Forms tab. This is so you as a Group Travel
Organizer are aware of what is in the system and what your travelers will see when they log in.

* Group Travel Organizers (even if you aren't traveling) should answer the questions on this tab, so the
group trip workflows can be initiated.

* Click Next when completed.

Example trip to XXX /' APr26, 2024 to May 4, 2024 (8 days) 2
Test S ;_._0
Reason for travel *
Group - Academic (incl. Credit-bearing) - \iew as checkkst
rn’:’ Group Travelers |_9- Itinerary |:| Forms Essential Content

Trip Questions (All University Travel) Completed 2 of 3 »

Instructions:
Please answer the following questions to the best of your ability. If your travel is supported by or as a result of your affilitation with a University department or program, please be prepared to provide

information on your department or program and an associated point of contact.

. GS:S
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ESSENTIAL CONTENT

Next, Group Travel Organizers will
see the Essential Content tab.

This tab provides information
on University policies and
resources (like international
insurance) and requires digital
signature acknowledgements
from all Princeton travelers.

Group Travel Organizers (even if
you aren't traveling) should
complete these tasks, so the
group trip workflows can be
initiated.

Test #  Mar 27, 2024 to Mar 31, 2024 [4 days)
Individual Traved
@ Minerary g LT 79 £oppntial Content

[J st Foms

Acknowiadgment & Assumption of Risk for All University Travel
Tithe X & Sencual Misconduct

Emerpencaas While Traveing

Trawved Safety & Security Basics [Briafing)

University-provided Intermational insurance and Assstance

Informabion Security (General)

s Ussful Content

Smart Traveler Enrolment Program ([STEP)

UHS Traved Health Conauttations and Services

agt
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CERTIFICATIONS & EXCEPTIONS Approval required
 |If the trip requires a completed B W [ Wi e
Certification or approved Exception, | o=
the “file upload” will be visible just | e e
below the Useful Content section o
on the Essential Content tab.
* This is where the completed " e
Certification & Exception form R
should be uploaded. Group Travel ‘
Organizers should provide this -
completed form to all travelers. [+ Pl
- CAT R
A locations will not ha (B =
field.
. (3S:S
GLOBAL SAFETY
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ESSENTIAL CONTENT: COMPLETED

Once all tasks on the

Example trip to XXX @ Apr 30, 2024 to May 11, 2024 (11 days)

Test

/7

Essential Content tab
are completed, it will
look like this.

 Don't forget to click
Save & Finish.

Reason for travel *

Group - Academic (incl. Credit-bearing)

View as checklist

rf)ﬂ Group Travelers ﬁ Itinerary D Forms Essential Content

D Signature Forms

Acknowledgment & Assumption of Risk for University Travel
Title IX & Sexual Misconduct

Emergencies While Traveling

Travel Safety & Security Basics (Briefing)
University-provided International Insurance and Assistance

Information Security (General)

. Useful Content

Signed

Signed

Signed

Signed

Signed

Signed

Apr 29, 2024¢. f
Apr 29, 2024¢. /!
Apr 29, 2024¢ |
Apr 29, 2024¢. f
Apr 29, 2024¢ f

Apr 29, 2024,/

Smart Traveler Enroliment Program (STEP)

UHS Travel Health Consultations and Services

< Previous

B save and Finish

Viewed  Apr 29, 2024

Viewed Apr 29, 2024

GS:S
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ALMOST DONE!

* Once you click on Save & Finish, Group Travel Organizers will be asked if you would like
to apply your responses to your travelers' forms from the Forms tab. Be sure to click No,
as all travelers should answer these individually.

Save Forms

Do you want to apply these same responses for your group’s forms? One or more of your travelers may have the same form on their
registration.

. GS:S
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MONITOR GROUP REGISTRATION PROGRESS

Group Travel Organizers should frequently check the Group Travelers tab to monitor
group traveler progress on completing required tasks. Remember, "-" denotes no
pending actions. Once all group travelers have completed all required tasks, the
Group Travel Organizer will no longer see I onthe Group Travelers tab. Congrats!

The group trip enrollment is complete.

€1 Group Travelers ¥ Itinerary L? Forms o Essential Content
Group Members Trip Requirements
View missing requirements
@ Trips for the members listed below will be created upon saving this trip. grea
£
o &g v« &

2 1 members

Travelers can be added to your group trip.

earch by email or add new email * st Namg
1. chris.holmes@princeton.edu Chris Holmes ]
2. Search by email or add new email * First Name * Last Nam: ]

Save these group members to a list for easy access for future trip creation.
rrrrrrrrrrrrrrrrrrrrr
New Group v [ Save this group for future use

B Save and Create Member Trips

94 GS&S
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A COMPLETED TRAVEL REGISTRATION

Once all required fields have been 9 e P o Y
completed, group travelers will no

longer see the red exclamation ‘

icon on their tabs or any red

font/asterisks. e ™ |

This means the group traveler has
completed all required steps, and @
their registration is completed. C)

TravelRegistry Notification <alerts@alerttraveler.coms>
Travel Receipt for Test Trip

To = |

Thank you for completing your travel registration in Princeton’s Enroll My Trip tool. This message confirms that you have successf

The group traveler will soon
receive an automated email
message confirming completion.

94 GS&S
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UPDATING THE ITINERARY

* If the Group Travel Organizer
needs to update the Itinerary
for the entire group on the

ltinerary tab, please be sure R

to apply changes to all

Transportion and Lodging

Do you want to apply these itinerary details to your group members’ trips?

travelers' itineraries.

* You can also apply itinerary e g g -~ g
updates to all travelers' . oo - |a
itineraries by clicking on the e o Eo e o
"double arrow" next to the . o s I Y

. GS:S
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ADDING GROUP TRAVELERS

* You can always add more P ot 5 [ 1o
grOUp trave|eI’S on the Group Members Trip RequirementsEr=zes

Group Travelers tab. Be sure | cvosmn - '
to click Save & Finish. L o o

= |
Search by email or add new email First Name La
2. kyle.wilson@princeton.edu Kyle Wilson 1 6 B ]
3. Search by email or add new email * First Name * Last Name *

* Onceyoudothis,youwillbe |
asked if you would like to © s
apply your Group Travel
Organizer responses to
your travelers' forms from Save Forms
the Forms tab (||ke before)_ Do you want to apply these same responses for your group's forms? One or more of your Iravelers may have the same form on their
Again, be sure to click No, e
as all travelers should
answer these individually.
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GS&S QUICK LINKS

Global Safety & Security website

Global Safety & Security Policy

Enroll My Trip system

Certifications & Exceptions (including instructions, forms, and FAQs)
Destination Risk Reports

Emergencies

//: Contact GS&S at globalsafety@princeton.edu.
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