Managing Program Enrollments

To check Student Materials:

1.Go to the EA home page studyabroad.unm.edu
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2.Click the "Login” button.
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3. Login with your UNM NetID and password.

) Welcome x 4+ v

C & unmuvis-trm.com/authV2/welcome cxex 00

Bu

oL
EBUCATION
oFAiCE

Welcome!

sign in through The University of New Mexico's
portal.
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If you do not have a The University of New Mexico
login:
Sign up or Sign In

4. Once you login, a home page will appear. Be sure you are on the Administrative home
page. If not, click on the white icon at the top right of the page, then select the 'person’icon.
Here, choose 'Administrative.' Please note that the selected option is highlighted in a light grey.
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5. On the home page, you'll find the key navigational options on the very top bar of the page. For
reviewing applicants for your, click on the ‘Applications’ square. This action will prompt a search
function to appear, allowing you to filter applications by Travelers for upcoming, onsite, and past
tferms in the 'Application Dashboard’.

You can search by student name, email or by the name of your program.
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Traveler Tracker ®
See where your travelers are at various stages of their journey.

é Via International

Access Restricted. If you need access to Via International, please
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6. This action leads to the page where you can search for students. It should look like this with ‘Add
Columns’ and ‘Custom Filters’ provided to the far right for search preferences:
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7. The column to the far right of filters under ‘Add Columns’ has a lot of useful information about the
students. The most imporiant tabs for you are Application Status, Term Name, & Program Name.
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8. After searching for a student's name under ‘Profile Full Name’, the corresponding application should

appear. To access the "Travelers" tab, a click on either the “Name” or “Email” will work. Similarly,

clicking on the “Program Name” ought to open the brochure containing the program overview. A

click on "Import Application Template" should initiate a new tab displaying the student’s applica-

fion.
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9.a. Within the 'Travelers Programs' tab, you'll find all programs for which students initiat-
ed applications. Clicking 'View Details' opens a new tab displaying the application
and submitted forms, as seen in example 9.b. Some programs have forms filled with-
in the application itself, visible by clicking on the application and scrolling down, as

illustrated in example 9.c.
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MESSAGES
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9.b. If using the GEO system for application and forms, 9.c. If no forms are found under the 'My Forms' tab, and
all submitted documents can be viewed under the the application is accepted, they will be located
'‘My Forms' tab, while the application itself is accessi- alongside the application form, accessible through
ble through the 'My Applications' tab. the 'My Applications' tab.
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L ; e Passport *

Please upload a copy of your passport. If you do not have a passport, please note that U.S. citizens are
encouraged to apply for a passport well in advance of anticipated travel. UNM students may apply for or renew
their passports through the UNM Passport Acceptance Center located at the Main Campus Bookstore.
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Flight Itinerary

Upload your flight information.

Make sure you include dates, times, airline, and flight number for all flights to AND from the program. If you
have alternate plans before or after, please indicate that as well.
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Health Insurance Requirements and Proof *

You must obtain international health and travel insurance for the entire duration of your stay abroad.
The standard domestic policies held by UNM students, such as Blue Cross Blue Shield and Presbyterian, do not
meet UNM requirements.

For this reason. UNM GFO has contracted with Cultural Insurance Services International (CISI) to offer




10. Another useful tab is “Traveler Information”. This tab has all of the student’s basic in-
formation. For example: emergency contact, addresses, phone numbers, majors,

GPA, etc.
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11.1f you're utilizing the system for only Health & Safety Materials, you can filter the ap-
plication forms by selecting this criteria in the participant application template, which
will appear like so:
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In the 'Traveler Application Status' section, you can accept students. Initially listed as
'Pending' upon application, you can navigate to '"My Applications,' choose 'View,' scroll
down, select 'Accepted' under 'Traveler Application Status,' and click 'Save." An auto-
matic email will be sent to inform the students of their official acceptance.

Review Mode

out to "Global Education Office™.

Internal Rating

Traveler Application Status

lpccepted




Tab Descriptions:

Messages: If you wish to make an announcement, request documents, or contact a student for a specific reason,
L.==*" You can do so by clicking on the “Messages” option.

.. Traveler Programs: The 'Traveler Programs' tab is where you can access the application status of your
Lot students, as well as access the applications themselves if applicable.

., Traveler Info: if you want student information, such as Banner ID number, major and minor information, GPA,
year in school, addresses or phone numbers, that information is here.
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“*«. Events: if the traveler has registered for or attended any events, that information is located here




