
 

Instructions - NYU Self Registration Travel Form 

The NYU Self Registration Travel Form is divided into four sections: 

 

1) Previously Registered Travel: All pending travel can be accessed using the drop-down menu at the top of the 

form. 

 

2) Personal Information: This section is prepopulated with the Emergency Contact Information that NYU has on file 

for you. If any of the displayed data is incorrect, please contact one of the following to have it updated: 

 
○ Students: Albert/SIS 

○ Employees: PeopleSync via NYUHome 

○ Affiliates: Registry 

 

3) Trip Details: In this section you will define your main itinerary. The only information that is required  are Trip 

Type, Arrival Date, Departure Date, and Location (as indicated with **). If you have emergency contact 

information that is only for the duration of the trip you are registering, then update the Trip Emergency Contact 

Information here. Once you have completed this section, click on the button labeled Add to Itinerary. 

 
If you are unable to locate your Trip’s location, please contact AskITS@nyu.edu or 212-998-3333. 

 

4) Travel Legs: In this section you will be able to add to your itinerary your method(s) of travel and its respective 

details. Required information is Departure Date, Departure Time, Departure City and Arrival Date, Arrival Time, 

and Arrival City (as indicated with **). 

 
○ Below the City searches, you can assign the transit hub (airport, ship terminal, rail station, etc). 

○ At the very bottom of the Travel Leg section, you can write a comment pertaining to a Travel Leg. 

○ Once you have completed the Leg Information, click on the button labeled “Add >”. 
○ You can then return to the top of the Travel Leg section to submit additional Travel Legs. 

○ When you are satisfied with the information provided, click on the button labeled “Submit” to send your Itinerary and 

Travel Leg information to NYU Traveler.  

 

Thank you for registering your travel arrangements with NYU Traveler. 

 
This itinerary information you provide NYU is used only in the case of an emergency, you are encouraged to enter as much detail as possible. This information is kept 

strictly confidential. 
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