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A.A.A.A. Account ID and PasswordAccount ID and PasswordAccount ID and PasswordAccount ID and Password  
This information has been provided to the school’s athletic director. It is also the same login information used to 

access the GoGround Motorcoach site and the Travel Expense System for championship reimbursement. For further 

assistance, you may contact Short’s Travel, 866-655-9215.  

 

 

 

 

 

 

 

 

 

 

 

After entering your information, click the ‘Sign In’ button. You are now on the portal home page.  
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B.B.B.B. IIIInstitution Contacts nstitution Contacts nstitution Contacts nstitution Contacts     
I. These are contacts your institute deemed appropriate to be listed.  

II. New contacts can be added by clicking the ‘Add Contact’ link at the top of the page.  

a. Please be sure to select a Primary, Secondary and Billing contact for each sport. You may ‘Select All’ at 

the bottom of the form if that option applies to the individual contact. 

b. All data fields are required except the Fax number.  

c. When finished, click ‘Submit’ at the bottom of the page.  

         

         

 

d. Old contacts can be deleted by checking the box on the same line of the person’s name, and then 

clicking ‘Delete’ at the bottom of the original ‘Contacts’ page. 

e. Information on contacts already listed can be edited by clicking the pencil icon under the ‘Update’ 

column. 
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C.C.C.C. MMMMaster Traveler Listaster Traveler Listaster Traveler Listaster Traveler List    
I. Any traveler that has ever been listed on a Manifest/Roster in ANY sport for your institution should appear 

in the Master Traveler List. You can search for particular travelers with the search box, and edit their 

information if necessary. Any persons that appear highlighted in yellow need updating.  

II. If a person will NEVER travel with your institution again, you may permanently delete them from the Master 

Traveler List by clicking ‘View All Travelers’, put a check in ‘Delete’ box next to their name and submit with 

the ‘Delete Travelers’ link at the bottom of the form. 

III. New travelers can be added by clicking the ‘Add Traveler to Master List’ link at the top of the page. All data 

fields are required. When finished, click ‘Submit Traveler.’  
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D.D.D.D. ******  ******  ******  ******  SportsSportsSportsSports        ********  ********  ********  ********      

This section is especially important as THIS is where Short’s Travel will access critical details for your upcoming 

championship team travel.  Team administrators will utilize this section of the portal the most. 

 

I. Select the Season and Sport that you are managing. (The Sports drop down will default to the NCAA’s 

current season.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

II. Upon selecting your sport, you will be able to input or edit details into the following fields.  Click on any 

hyper-link to access the desired selection. 

• Travel and billing contacts 

• General team contacts 

• Travel preferences  

• Manifest/roster  

• Equipment  

• Travel Groups (optional)  

• Reporting: Travel Manifests 



www.shortstravel.com/ncaachamps  

 

6 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. Travel and Billing ContactsTravel and Billing ContactsTravel and Billing ContactsTravel and Billing Contacts will display a Primary, Secondary and Billing contact if you have already 

entered that information in the Institution Contacts field. You may add new contacts or select from the 

list of existing contacts.   

 

           

 

b. GeneralGeneralGeneralGeneral    Team ContactsTeam ContactsTeam ContactsTeam Contacts are mainly used by Division I Men’s and Women’s Basketball, but can be 

entered for any sport. 
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c. Travel PreferencesTravel PreferencesTravel PreferencesTravel Preferences -- Please enter your travel date departure and arrival preferences so that we have 

this information readily available when you contact us to make your reservations. We will do all possible 

to get as close to your preferred travel scenario within the NCAA Travel Policy and available flight 

options.  When you have confirmed your Ground Transportation information, please be sure to enter 

that as well.  
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d.d.d.d. Manifest/RosterManifest/RosterManifest/RosterManifest/Roster        

i. In-Flight Group Leader -- We must know which passenger will be traveling with the group who can 

be reached during travel or while at the site of competition. This person MUST be listed on your 

current manifest/roster to be eligible for In-Flight Group Leader status 

 

                              

 

ii. Manifest/Roster – All anticipated traveler data must be entered prior to making any travel 

reservations. All fields are mandatory. You may ‘Add’ a new traveler, ‘Import’ previous travelers 

from the Master Traveler List, ‘Edit’ an existing traveler or ‘Delete’ a traveler from the list. 
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iii. If you are a regular season client of Short’s Travel, you can Import Regular Season Travelers from 

your institution’s portal to the NCAA portal. 

 

 

 

e. Reporting: Travel ManifestsReporting: Travel ManifestsReporting: Travel ManifestsReporting: Travel Manifests will allow you to view your current manifest in a variety of ways. The 

default view is alphabetical by last name, but you may also sort by ‘Traveler type’ and ‘Travel Group’ (if a 

group is entered).  
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f. EquipmentEquipmentEquipmentEquipment – Enter description, weight and quantity for all baggage your team will be traveling with, 

including personal bags, as well as team equipment. This information is especially critical when traveling 

via charter aircraft.  Equipment information must be added individually and accurately to insure proper 

weight and balance of the aircraft. 

I. You may add equipment from another sport’s manifest or add new equipment.   

II. Please be sure to note the ‘Type of item’ for each piece of equipment so that the carrier knows if the 

equipment will go in the passenger cabin or in the cargo hold.   

III. Be sure to limit equipment to only what is absolutely necessary for your championship as excess and 

overweight baggage will be declined if it doesn’t fit in the aircraft cargo hold.  Excessive equpment 

weight also places limits on the number of passengers that you can have in the cabin of the plane. 
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g. Travel GroupsTravel GroupsTravel GroupsTravel Groups – You need only fill in this information if your travel arrangements involve your party 

splitting into separate flight groups. See example below.  

i. Once travel parties are set up, you will be able to designate who on your manifest will be traveling in 

each Travel Group. 

ii. Equipment will also need to be split amongst travel groups. 
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iii. Once you have provided a ‘Description’ and ‘Travel Type’ to your Travel Group, you will be able to 

select which travelers belong in each group. 

                   

 

iv. Click the ‘Travelers’ icon and then select people to your Travel Group and ‘Submit’.  

 

                

v. Click the ‘Equipment’ icon to add equipment to your Travel Group and ‘Submit.  You may need to 

enter certain types of equipment (Carry-on, Checked) twice to be specific for your travel group.  

Example: Band Carry-on, Weight 15, Qty 5,  Team Carry-on, Weight 15, Qty 5. 
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vi. When properly entered, your ‘Travel Manifest’ will show each person and piece of equipment 

assigned to a Travel Group. 

 

                          

 

vii. You may also display your Manifest by Travel Group. 
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E.E.E.E. InformationInformationInformationInformation        

Helpful travel information for your NCAA Championship Travel experience.  

I. Policy 

II. Delta group check-in 

III. Links to GoGround and NCAA Travel Expense System 

IV. Contact information 

F.F.F.F. Contact usContact usContact usContact us        

Contact Short’s Travel, official travel supplier, for all NCAA-reimbursed championship travel, and the NCAA Travel 

Department regarding expense reimbursement. 


