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* University policy conformance:
* Certain requirements for higher risk travel.
* Risk review and mitigation development.
» Better positions GS&S to:
* Provide support in advance of travel.
* Respond to support requests during travel.
* Allocate resources long-term.
* Export Controls compliance.
* Receive information on duty of care resources available to travelers.
* Aids long-term University resource planning.
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ACCESSING THE SYSTEM

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

Click on: | SRS

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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LOGGING INTO THE SYSTEM

* You may be asked to authenticate
i Nl s e wiben W LR
USIng y_our € ! JUS | _e whe Central Authentication Service
accessing other University systems.

NetlD* ‘

MetlD is a required field.

Password:* H

* First-time users will need to confirm
their profile when logging in. This is

: H LOGIN
a one-time requirement, but
information can be edited when .
Change my Password or Get Help
By proceeding to access and use University computing and natwark resources through this sign-on, you agree to
needed and should be kept up to a0t y applcae e ans el polies ou e of e escurces. T Universty orgh o acoss,

Accounts Palicy.

date.
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CREATING A NEW TRIP

Click the Add New Trip button to create a new travel registration.

T ET TS Copy lorwarding email
and starl crealing trips

Upcoming Trips

Trips

S Search (trip name or destination)

Status
Show all

No current or upcoming trips exist

Past Trips
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CREATING A NEW TRIP

 Complete the Trip
Name field and the
optional Description
field. Deecrpen

Create New Trip ® Group trip

Trip Name *

Reason for travel

* The Trip Name field will
allow you to easily
navigate amongst

: .
various trips you may
have in the system.

Destination *
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CREATING A NEW TRIP

» Select the Reason for
your Travel.

Create New Trip @® Group trip

Trip Name *

Description

[] "In Absentia" Travel (Graduate Students Only) View as chackiist
[] Group Travel Organizer
[ Group Travel Participant

[ Individual Travel

CANCEL CONTINUE
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CREATING A NEW TRIP

 Enter your Destination(s).

Create New Trip @® Group trip

* You can always add additional
destinations later.

Trip Name *

Description

* When entering destinations,
. Individual Travel
ONLY enter locations where

you will be staying overnight. Destination *
Ao
 Day trips and transit stops 9 Ammawy,usa
should not be added as I: :“"“*":T”" B
separate destinations. 9 AmmapataiTami necs, nga

L L

& Many destinations will
~ auto-populate
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CREATING A NEW TRIP

» Select the primary transport
method for arriving to the Create New Trip ® Grouptrip
destination you have chosen.
Options include: flight, rail, bus, car,
and ship.

Trip Name *

Description

Reason for travel

Individual Travel

* This will create .
a corresponding field below, which Armman, Amman Governorats, Jordan
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., a flight and train).

+ ADD DESTINATION

—

. GS:S

GLOBAL SAFETY
& SECURITY




Neao

PN

ENROLLVIYTRIP

TRAVEL REGISTRATION

CREATING A NEW 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.

Create New Trip

Trip Name *

@ Group trip

Description

Reason for travel

Individual Travel

v View as checklist

Destination *

Amman, Amman Governorate, Jordan

By *

4FElight

From *

3/27/2024

+ ADD DESTINATION

CANCEL CONTINUE

MAR 2024 ~

GS:S

GLOBAL SAFETY
& SECURITY




-\_@%@ ENROLLVIYTRIP

\!)\ TRAVEL REGISTRATION

CREATING A NEW TRIP

Create New Trip @ Group trip

 [f you have an additional
overnight destination, simply
click +ADD DESTINATION.

Reason for travel

Trip Name *

Individual Travel

e To remove a destination, click
On the [I]] |C0n_ Amman, Amman Governorate, Jordan 4Flight v 3/27/2024 ©  3/29/2024

Marrakesh, Marrakesh-Safi, Morocco 4 Flight v 3/29/2024 o] 3/31/2024

* Click Continue to create the trip
registration shell.
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CREATING A NEW TRIP
T8 |
Congratulations! You P —
have successfully created B= Amman, Amman Governorate, Jordan w2 e ey
the “shell” for your trip - - — .
registration process. o ot - o ki § Ees ol nil
From here, add all T
required itinerary details, e e s 8 ® o
like information about e o T e
your flight and - . =—

Tight & Confimation & Seat Astival airport Asrival date I -
accommodations, and i L Don't forget to click
continue with the potms - "Next" to continue.

. . By Add TransitLodging type -
registration process.
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FORMS

On the Forms tab, complete
a few Trip Questions and
some question on Export
Control matters.

If you're a student, you'll
have a different set of Trip
Questions and will also have
some questions related to
SAFE Funding.

Click Next to proceed to the
Essential Content tab.

Test # Mar 27, 2024 to Mar 31, 2024 (4 days)
Test 4
Individual Travel

% tinerary "‘i] Forms 0 ¢ ocontial Content

Trip Questions (All University Travel)

Instructions:
Please answer the following guestions to the best of your aility. 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.

Completed 0 of 3 v

Graduate Student Status

Instructions:
Pleasa answer the following questions as it relates to your status at the time of this travel commaencing.

Completed 0 of 1 ~

'Will you be in an approved “In Absentia” status with the Graduate School during this planned travel?*
O Yes (O No

Export Control Questions @

Instructions:

Pleasa carefully review and answer the following questions related to Export Control. The university must inform travelers of export control regulations to better protect individuals and the institution
from wiolations and exposure to civil and criminal penalties. The questions are applicable to anyane traveling for university sponsored purposss. If you have additional questions or concerns about
Export Controls please reach out to ORPA — Export Controls Office. “Yes” answers will trigger a notification to the Export Controls team and they will follow-up directly with you, as appropriate or
required.

Completed O of & ~
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ESSENTIAL CONTENT

The Essential Content

tab provides information on
University policies and
resources, like international
insurance, and requires
digital signature
acknowledgments from all
Princeton travelers.

Test # Mar 27, 2024 to Mar 31, 2024 (4 days)
Test #
Individual Travel
@1 ttiner ary "? Forms 0 Coontial Content
[] sonatue Fom

Acknowledgment & Assumption of Risk for All University Travel
Title (X & Sexual Misconduct

Emergencies While Traveling

Travel Safety & Security Basics (Briefing)

University-provided International Insurance and Assistance

Information Security (General)

 Useful Gontent

Smart Traveler Enrollment Program (STEP)

UHS Travel Health Consultations and Services

&
B 2 OR R R B
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CERTIFICATIONS & EXCEPTIONS

If traveling to a location requiring
a completed Certification or an
approved Exception, a "file
upload" field will be visible just
below the Useful Content
section. Please be sure upload
your completed form. Only then

can GS&S approve your trip.

CAT A locations will not have this
field.

Approval required

[—p——
Individual Travel i /.-,,n.m---i-"

¥ Mtinerary 0, 0 eosential Content (%) Asproval History
E' Signati onms
Acknowledgment & Assumption of Risk for Al University Travel an cf
Titke BX & Saxual Misconduct o of
Emergencies While Traveling on of
Requirements for Highar-risk Traved n ¢f
Traval Safoty & Secuity Basics (Briefing) o of

iversity-provided International Insurance and Assistan an of
Information Security (Ganeral) on cf
Useful Content

Smart Traveler Enroliment Program (STEP)
UHS Travel Health Consultations and Services

Fie Upicad

'+ Y-

Fie Types: ool

M 5 MB

Endorsed Certification or

Approved Exception

THIS IS NOT A SUBMISSION

Show Mara
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ESSENTIAL CONTENT: COMPLETED

* Once all tasks on the e ] e

Essential Content tab
a re C O m p I eted , it Wi | I mption of Risk for University Travel
look like this.

* Don't forget to click o
Save & Finish.

igned  Apr 29, 2024¢.
igned  Apr 29, 2024¢, |
igned  Apr 29, 2024('\,'
igned  Apr 29, 2024¢.
igned  Apr 29, 2024¢. /'

igned  Apr 29, 2024¢,

it Program (STEP)

ultations and Services

iewed Apr 29, 2024

iewed Apr 29, 2024
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COMPLETED REGISTRATION

Remember, you must complete
all required fields for your trip to ‘
be registered. You will no longer

see the red exclamation icon on
the tabs or any red font/asterisks s
in required fields only when

complete. :
TravelRegistry Notification <alerts@alerttraveler.com>
®

Travel Receipt for Test Trip

To = |

You will soon receive an
automated email message
confirming completion.

Thank you for completing your travel registration in Princeton’s Enroll My Trip tool. This message confirms that you have successf
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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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https://international.princeton.edu/global-safety-security
https://international.princeton.edu/permissible-travel-guidelines
https://international.princeton.edu/global-safety-security/enroll-your-trip
https://international.princeton.edu/global-safety-security/certification-and-exceptions
https://international.princeton.edu/global-safety-security/destination-risks
https://international.princeton.edu/global-safety-security/emergencies
mailto:globalsafety@princeton.edu
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