
Using the NCAA Championship and NIT Travel Site 
 
 
LOGGING IN  
 
You can access your institution’s site by entering the Login code and Password provided to your 
Director of Athletics.  Each institution has one Login code and Password that should be used for 
all championship and NIT travel.  If your institution has misplaced its Login code and Password, 
you may fax a request for that information on institutional letterhead to Short’s Travel at 
319/234-0366. 
 

 
 
 
CONTACT INFORMATION 
 
Once you enter the site, you will be taken to a page where you can begin entering the informa-
tion for the sport that you are planning travel for.  After selecting the sport for the first time, you 
will be asked to input institutional contact information for that sport. 

1. You may either select from a drop down list of contacts previously entered or you may 
add a new contact by clicking on “Add contact” to the right of “Travel contacts”. 

 
2.  indicates required fields. 
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3. Team championship contacts can also be entered here for those championships where the 
NCAA requires certain information (i.e.:  Director of Athletics, Senior Woman Adminis-
trator, etc., typically required for DI Basketball). To enter this information, click on 
“Add” to the right of “Team championship contacts”. 

 

 

   
 
 
TRAVEL PREFERENCES 
 
You may also enter general team travel preferences for this sport on this page.  This is only gen-
eral information and more detailed preferences can be entered upon selection for a championship 
round. 

 
After your “Contact information” has been submitted, you will be given an opportunity to enter 
location specific travel preferences for a championship site that is pre-determined (i.e. DI Men’s 
& Women’s basketball sites). 
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PLEASE NOTE:  Short’s will do all possible to accommodate preferences.  However, NCAA 
travel policy will dictate what travel options are offered to you based on best fare, available 
flight schedules and efficient use of charter aircraft (if applicable).  Reservations will not be 
booked until championship selections are officially announced unless approved in advance by 
the NCAA travel staff. 

 
ENTERING TRAVEL PARTY INFORMATION 
 
After completing the “Contact information” for your sport, you will be taken to the area where 
you may enter your travel party roster, travel groups and equipment listing. 

1. To modify any previously entered Contact information, simply click “Update”. 
 
2. All equipment that you will be taking with you must be listed in detail.  To enter each 

piece, click “Add equipment” for.  This information is important for all flights, but man-
datory on charter flights for weight, balance, fuel loads and passenger safety of the air-
craft. 

 

 
 

3. To add individual travelers to your roster, click “Add traveler” and input each individ-
ual’s information.  You may enter as many travelers at one time as you like.  However, 
we recommend that you never add more than 10 at a time and make sure that you click 
“Submit Traveler” immediately upon completion so that the information is stored.  If you 
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leave your information unattended for a period of time, the form may “time out” and you 
will be required to re-enter all information that was not previously saved.  You may 
“Submit Traveler” at any time (even if the total number of travelers originally requested 
has not been entered). 
 

PLEASE NOTE:  Due to heightened security, more airlines are requiring travelers to provide 
birth dates for easier verification against the “TSA No Fly List”.  At this time it is not a required 
field, but may become so in the future. 
 

 
 
 

 
 

4. You may “Edit” the information previously entered for a passenger by clicking the “Edit” 
icon.  You may also choose to “Delete” any of the travelers. 

 
5. Click “View manifest” or the “View manifest in new window” at the bottom of the page 

to view the entire manifest, including contact information and equipment list, in either a 
web browser format or Excel format. 
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You may sort this list by Last Name/ First Name or by Traveler Type when verifying 
your complete roster for accuracy. 

 
TRAVEL GROUPS 
 
This area is only used if your travel party will be split into different travel itineraries.  This al-
lows you to designate which group each traveler is assigned to and helps ensure accurate ticket-
ing.  The system will even allow you to assign each traveler to a different group for each one-
way trip, if needed.   

1. Choose a simple Party name for each separate group and indicate if it is for one way or 
round trip travel. 

 
 

 
 

2. Click the yellow “Travelers” icon next to the group that you want to assign individual 
passengers to. 
 

 
 

3. You may select travelers individually by clicking on the name in the “Add travelers” box 
or you may hold down the “shift” key and click to highlight a group of names to enter at 
one time.  You may also click “Remove from group” to delete travelers and assign them 
to another group. 
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4. Once your roster has been finalized and all names provided to the airline for ticketing, the 

roster will be “Locked” so that no changes can be made without first contacting Short’s 
Travel.  This is done so that all changes are approved and any fees for change can be 
communicated prior to finalization.  You will see the following message when the roster 
has been locked: 

 
Roster, travel preferences cannot be edited online. 

Please contact Short's at 866-655-9215 for changes and assistance. 
 
POST SELECTION INFORMATION 
 
Once your team has been officially selected to participate in a particular round of an NCAA 
Championship, additional information will be made available to you on the site for your sport. 
 

 
 

1. You may now add additional event specific travel preferences to the site.  You are wel-
come to call us directly to discuss the specifics of your preferences if you choose.  Your 
assigned agent contact information as well as NCAA travel policy information for this 
event is also listed here for your convenience.   
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2. Once airline tickets are issued or charter details are confirmed, you will be able to access 

the details of that information by clicking the “Click here” button under Reservations and 
addt’l information.   

 

 
 

3. You may view the information either in a new web browser or .pdf file.  This information 
can also be printed from this site for your records and airline check-in information.  Fi-
nally, an email confirmation of all flight details will be sent to those listed as “Contacts” 
for this sport.   


