
POLICIES AND PROCEDURES 

Student International Travel Policy 

PURPOSE 

The purpose of this policy is to provide procedures for all students traveling on university trips outside the 
United States. 

DEFINITION 

University Trip – Includes any trip outside the United States organized, administered, or sponsored by 
the Study Abroad Office or any other department or school within the University or any other trip outside 
the United States in which a faculty member and/or staff member is traveling with University students in 
conjunction with, or as part of, an academic, community service and/or humanitarian endeavor. 

POLICY 

All students who are traveling abroad on a University trip must register with Red24 at the website:  
http://traveltracker.red24.com/#/.  The link can also be found in myUM under Online Resources.  
Students must input their entire itinerary including all locations traveled.  Should the itinerary change at 
any time prior to and/or during the trip, the changes must be updated in the Red24 website. 

Approval must also be given by the Director of Risk Management four weeks prior to traveling to the 
following countries. 

1. Colombia
2. Haiti
3. Mexico
4. Cuba
5. All of the countries located on the U.S. State Departmental travel advisory warning page

(https://travel.state.gov/content/passports/en/alertswarnings.html)

A copy of the Foreign Travel Insurance Form must be printed and carried by the student while 
traveling.  The form can be found here: http://business-services.miami.edu/departments/travel-
management/international-travel/index.html 

Students who require travel medicine consultation and/or immunization should schedule an appointment 
at the Student Heath Service or other medical provider at least six weeks prior to travel.  

Any student who does not register with the Red24 program prior to travel will not be authorized to 
travel.  Also, failure to comply with this policy may lead to the non-recognition of credits by the 

University of Miami for courses taken abroad. 

http://traveltracker.red24.com/#/
http://travel.state.gov./travel/cis_pa_tw/tw/tw_1764.html�
http://business-services.miami.edu/departments/travel-management/international-travel/index.html
https://www6.miami.edu/travel/International-Travel/Foreign-Travel-Insurance.pdf�
http://studenthealth.studentaffairs.miami.edu/index.html


 
This is a brief guide to assist University of Miami students and faculty in utilizing 
the security services available while traveling abroad.  
 
The steps below demonstrate how you can view security information as well as 
the steps necessary for you to input your travel. It is a university requirement for 
all school sponsored travel to be logged into this system. This enables our 
security partner to provide better service during an emergency.  
 
FOR TECHINCAL ASSISTANCE please call 1-800-316-0317 OR email RED24 Help 
desk at traveltracker@red24.com. 
 
Step 1  
View the security services site via your UM intranet link in myUM under Online 
Resource area or visit 
https://traveltracker.red24.com/#/company/UM%20INTERNATIONAL%20TRAVEL/  
 
If you are a new user, you may create a user profile in the “Profile section”. Please enter 
your C# i.e. (C12345678) and Click on Proceed. OR  
 
If you have pre-registered, proceed to enter your username and password and skip to 
step 3.  

 

  
Password Reset: 

If you have forgotten your travel tracker password, please use the “forgot your 
password?” functionality that is included in the login block on the travel tracker portal.  If 
you continue to experience issues, please contact Red24 at (866)316-0317 or at 
traveltracker@red24.com 



 
Step 2 (only applicable to new users, if you are an existing user skip to step 3)  
Enter the requested details in the format below and select save. Your UM email address 
and password can be used when returning as a registered user.  
 

 

 

 

 

 

 

 



Step 3  
 
Select your Action Tab or service: 
 
1. Dashboard- View Risk Zones defined by color. View risk alerts by    
    country/city. *See “Risk” legend. 
2. University- View the division/department of UM that you are associated with.  
3. My Details- View your details as entered in registration screen.  
4. Travel bookings- Input and update your own specific travel plans. 
5. Risk Matrix- The collection of risk ratings (made up of risk categories and risk levels)  
    for a particular country. 
6. Settings-Define and update your Time Zone. Define and update Region/Country of  
    Risk Map on main screen. 
 

  
 
 



Step 4 To add or modify a Trip: 
 

1. Select “Travel bookingAdd booking”  
2. Trip Details”Booking reference number” (This is a unique code for the booking, 

which is shared by all of the segments of the booking. E.g. Airline Reference 
Code or Class ID 

3. Select “Transaction Type” Use Ticketed. 
4. Select “Trip Reason” 
5. Add Segment Type Details for both “Transport” AND “Accomodations”  
6. SAVE EACH SEGMENT TYPE AND CONTINUE ADDING ANY ADDITIONAL 

SEGMENTS (REQUIRED INFORMATION) 
7. SAVE BOOKING and print copy for your records. 

 

 

 

 



 
Step 6  
 
Traveler alerts/Triggers will be activated and sent to your email account for the regions 
and times of travel you specified. These emails are sent real time. For example, if you 
entered an upcoming trip to Argentina, you would have received the following warning 
via email. Travel alerts contain a link asking you to confirm that you have received the 
email. Please ensure that you click this link so that your security manager can see that 
you have received the information. 

 

  



 

OTHER FEATURES/TABS  

A. University- View the division/department and contacts of UM, that you are associated with. 

 

 

 

 

 

 

 

 

  

 

 

 

 

 



 

B. My Details- View your details as entered in registration screen  

 

 

 

 

 

 

 

 

 



 

C. View risk categories and Levels, alerts by country/city. 

 

 




