Online Travel Registry Instructions
Faculty Leader - Step 2: Group Pre-Departure Logistics Travel Documentation

Go to https://calbaptist.terradotta.com/
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Select the Domestic Group Pre-Departure Logistics link

Faculty Leader Travel Documents

+ The Domestic Group Pre-Departure Logistics Documentation is to be submitted & month before your team departs Riverside. This information will help with the setup for your pre-departure
participant forms (Step 3) which are required for all participants.

Domestic Group Pre-Daparture Logistics

Select | have a CBU username and password and click Submit

ﬁ CBU Office of the Provost

_ Security : User Identification Wizard: Step 1

m

Enter your CBU Username and Password and click Sign In

M cbu LancerMail

**IMPORTANT LOGIN INFORMATION**

After the initial login, please DO NOT USE THE METHOD ABOVE FOR RETURNING TO
THE SYSTEM in order to complete and submit your forms. Please go to
https://calbaptist.terradotta.com/ and log in using the button near the bottom of
the page. Logging in using the method described in this instruction sheet multiple times will
start multiple forms for the same travel experience.

Please DO NOT start a new form each time you log in for the same program.
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<BU LOGIN

NON-CBU LOGIN



https://calbaptist.terradotta.com/
https://calbaptist.terradotta.com/

Select your the Semester and Year for your academic travel experience and Apply

Your Home Page : Available Program Terms

on, Select the term anc

1 year 10 which you are applying. After adding your linerary, click on the APPLY" bution at the bottom of the page ta begin filing out the

Torms Spring, 2018

Spring, 2019

Fall, 2018

Click on the blue link to access the logistics forms

Program Application Page (Pre-Decision)

Group Travel: Leader Forma

**Disregard the Deadline. We have many groups traveling throughout the year and this Deadline may or may not be
accurate depending on your group travel dates**

Complete the form. You may enter information on this form and use the Save button to save your
information until you are ready to submit it. Your form is not considered complete and cannot be
reviewed until you click the “Submit” button to submit your responses.

Application : Travel Form

Please carefully review all flelds before submitting your form. You may also save this form and submi It at a later time. Remember that It will not be considered complete until you
have cicked the SUBMIT button

Domestic Academic Group Travel Leader Forms

Applicant Name:

Program:

Term of Travel:

A WARNING: Please remember 10 Save your respanses irequently, s your session will ime ou

Domestic Academic Group Travel Leader Forms:

(') Indicates the question Is required.

1. Activity Name: (')

2. Lead Faculty Member: ()

DR
26. Syllabus: ()
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IMPORTANT REMINDER: You may enter information on this form and use the Save builon to save your information untll you are ready io submi it. Please remember that your form is

not considered complete and cannot be reviewed UNTIL YOU CLICK THE SUBMIT BUTTON to submit il responses.




