
myCSUNglobe
APPLYING FOR FOREIGN TRAVEL INSURANCE
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What is myCSUNglobe?

Web-based travel registration software powered by Terra Dotta

International Travel Programs (includes Foreign Travel Insurance)
◦ Faculty, Staff and Student
◦ Study Abroad
◦ Faculty-led

Incident reporting
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How Does It Work?  https://mycsunglobe.csun.edu
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Welcome to myCSUNglobe



3 Ways to Register Your Travel &
Apply for Foreign Travel Insurance

Faculty/Staff International Travel Registration WITHOUT Students

Faculty/Staff International Travel Registration WITH Students

Student International Travel Registration

5



Faculty/Staff Travel:

Travel WITHOUT Students
• Independent Faculty/Staff
• Non-Lead Faculty in Faculty-Led

Program (prior approval from SIO)

Travel WITH Students
• Lead Faculty without a Program
• Lead Faculty in Faculty-Led Program

• Must have Program Proposal and
SIO approval prior to applying for
insurance.  Contact Zach Helsper
at zachary.helsper@csun.edu.

• Faculty-designed activities such
as study abroad, conferences,
research, site visit and training.
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Faculty/Staff Travel WITHOUT
Students:

Checklist of information/documents 
needed to register your travel and request 
insurance.

You must check the U.S. State 
Department and the CSURMA websites
to verify if your destination(s) is “high 
risk” or not. (Item #2)

Please note the timelines in #4 and #5.

Please save International Travel Daily 
Itinerary form (Item #7) to your desktop 
first and complete it from there.

Once you have gathered all of this 
information/documents, click on the 
“New Travel Registration” button.
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Faculty/Staff Travel WITH
Students:

Checklist of information/documents 
needed to register your travel and request 
insurance.

Faculty-Led Programs must have Program 
Proposal and prior approval from SIO.

Please note 2 additional Items required.
• Participant List
• Course Syllabus



Student Travel:

• Independent Student
• Study Abroad
• Faculty-Led Program/No Program
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Student Travel:

Checklist of the information/ documents 
needed to register your travel and request 
insurance.

You must check the U.S. State 
Department and the CSURMA websites
to verify if your destination(s) is “high 
risk” or not. (Item #2)

Please note the timelines in #4 and #5.

Please save International Travel Daily 
Itinerary form (Item #7) to your desktop 
first and complete it from there.

Once you have gathered all of this 
information/documents, click on the 
“New Travel Registration” button.
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Welcome to the Travel Registration

You will begin by entering your travel itinerary 
from when you depart until your return to Los 
Angeles.

Enter corresponding Arrival and Departure dates 
for each destination city.  List all cities, including 
Los Angeles (departure/arrival).  Layovers and side 
trips may be added at a later time when your 
flights have been finalized.

Click “Add to Itinerary” after you enter each city.

When you’ve finished adding the last city, click 
“Add to Itinerary” and then “Apply” to complete 
this item.

You will be sent to the Program Application Page.
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Welcome to the New Program 
Application Page

This is the main page outlining all of the 
information/documentation needed to submit your 
application.

Itinerary Tab
• Each destination city/country you initially

entered will be listed in this Itinerary
page.

• You can add and delete destinations.

Requirements Tab
• Please read and follow the Instructions.
• Each item under Online application is

required and contains links to information
to view/read or questionnaires to be
completed.

• Once items are completed, it will then be
listed under Completed requirements.

• Click on the “Get Started!” button to
begin application.
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Once you complete an item and click “Done”, it 
will cascade up to close and a green circle with a 
check mark will appear next to it.  Then a new 
item will cascade down to open.

A progress circle will appear at the top of the 
page to show how many items are still needed to 
complete your application.

*** Save your information often. Click “Done” 
to submit final responses and complete the 
item.

All documents, such as the one sampled here, 
that need to be digitally signed can be done by 
clicking the “Sign” button.  This acknowledges 
that you have read and understand these 
procedures.

13



International Travel Daily Itinerary

The link to the form is included in the 
questionnaire.

Please save the form to your desktop, and 
use the desktop version to complete your 
travel information.  Information will be lost if 
completed directly from the website.

List all destination cities, including Los 
Angeles (departure/arrival).  Layovers and 
side trips may be added at a later time 
when your flights have been finalized.  You 
may group dates according to each city as 
necessary. 

Upload your completed form by 
dragging/dropping file or clicking the 
“Browse” button inside the first blue box.

Click “Done” to complete this item.

(Sample Form Next Slide)
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SAMPLE
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Travel Risk Assessment

Your responses are very important.

The Provost and the President will be 
confirming you have read the US State 
Department’s alerts regarding your 
destination(s).

If you have multiple destinations, select 
the “highest” travel advisory.

If your destination(s) is “High Risk” (Travel 
Advisory Level 2-4 with Alerts), your 
description should address in detail your 
proposed actions to avoid and/or mitigate 
your risks while traveling.  Do Not copy 
the example. Response needs to be in 
your own words.

*** Save your information often.  Click 
“Done” to submit final responses and 
complete the item.
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STEP Enrollment – The Smart Traveler Enrollment Program (STEP) is a free service to allow U.S. 
citizens and nationals traveling and living abroad to enroll their trip with the nearest U.S. Embassy or 
Consulate.

If you are not a U.S. Citizen you will not be able to register with the U.S. State Department.  Please click “No”.  
You will be returned to the main application page, and this questionnaire will be marked as “N/A”.

If you are a U.S. Citizen click “Yes”, and you will be taken to the next page.
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STEP Enrollment

If you haven’t already registered for STEP, click on the link for U.S. State Department’s “Smart Traveler Enrollment Program”
(STEP) to register in this program.

Save your profile page with your upcoming trip information as a pdf.  Then upload your profile page by dragging/dropping your
file or clicking “Browse” inside the blue box.  This is your proof for the Provost and President.

Click “Done” to complete this item.

(Sample STEP Profile Page Next Slide)
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SAMPLE

Must show your upcoming travel destinations & Dates.
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Completed Application

Once all the listed items are completed, the progress 
circle will be full.

Click “Submit your application” button that will appear 
at the top of the page.

You will receive the following message:

Your application will now go through the approval 
process, and you will be notified via email when 
insurance coverage has been bound.
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To Access Your Application

After log in, the Applicant Home Page 
should show up.

If not, click on the house icon in the 
navigation bar.  Click “Applicant” in the drop 
down menu.

This will take you to the Applicant Home 
Page.  From here, you can access your past 
and current applications by clicking 
anywhere inside the gray the box that lists 
your application.
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Applications Tab
• Lists past/current applications
• Search/apply for Programs

Profile Tab
• Pre-populates with your information from CSUN database

Message Center Tab
• Lists all emails received
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Approval Process
• All Applications will be initially reviewed by Risk Management.  If any information/documents

are missing, incomplete or inappropriate, Risk Management may return the application to the
traveler.  (This may delay your approval time.)

• After the initial review by Risk Management, your application will be sent to the Dean/Director
(Academic Affairs, Athletics, DPS) or Division VP Initial Reviewer.

• After the Dean/Director approves or the Division VP Initial Reviewer reviews your application,
it will be sent to the Division VP for approval.

• If your application is to a high risk/war risk destination, your application will be sent to the
University President (high risk) and to the Chancellor’s Office (war risk) for approval.

• TIMELINE – 3 weeks for Basic Low Risk Travel
8 weeks for High/War Risk Travel
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Important Things to Remember
• All questions must have a response.  We are unable to accept TBD.
• The International Travel Daily Itinerary form and application’s Itinerary tab must list all 

destinations, including Los Angeles (departure/arrival).  Layovers and side trips may be added 
at a later time when your flights have been finalized.

• Use your desktop version of the International Travel Daily Itinerary form.  Do not complete the 
form directly from the website.  Info will be lost.

• Please do not copy the “examples” word for word in the Risk Assessment.  Responses need to 
be in your own words.

• All travels related to a Faculty-Led Program must have Program Proposal and SIO approval 
prior to applying for insurance.  Contact Zach Helsper at zachary.helsper@csun.edu.

• If any of your responses are not sufficient or deemed inappropriate, your application may be 
returned to you for modification and will delay the approval process.
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Contact Information:

Claudia Montes FTIP Coordinator 

(RM) Marlene Gale, Provost Office

Lisa Telles, Risk Management 

Zachary Helsper, Office of the SIO

x6830  or  mycsunglobe@csun.edu 

x5233  or  marlene.gale@csun.edu 

x2079  or  lisa.telles@csun.edu 

x6984  or  zachary.helsper@csun.edu
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