
 
 

INSTRUCTIONS ON HOW TO REGISTER TRAVEL – AFTER CREATING YOUR 
HORIZON PROFILE 

 

Important: You must create your profile using your School’s Member ID before you can 
register a trip.  

 

To register a trip: 

1. Log into Crisis24 Horizon using your email and password  

2. In the upper right corner, click on your name and then ‘Profile’ from the dropdown 

 

 

3. On the following page, select ‘Trips’ from the menu: 

 

 

4. Then ‘Add New Trip’ in the upper right 

 

 

 

https://globaltravel.columbia.edu/content/crisis24#!
https://crisis24horizon.com/columbiauniversity/login


 
 

5. On this page, you will enter your trip details:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

6. Click ‘Add Trip’ on the bottom right side to save your registered trip details.  

 

 

7. After you’ve registered, you will receive a Pre-Trip Notification (PTN). Please read the 
important information in that message and keep this email as it serves as registration 
confirmation.  

 

 

Notes/Helpful Tips:  

1. For each leg tip, you will select ‘Add Trip Leg’ and the leg types will populate.  
2. For Airlines, select from the dropdown menu 
3. “Local End Date/Time” is the arrival date/time in the destination(s) and/or upon return 
4. Under Additional Fields, in the notes section you can list emergency contact information 

for this specific trip, any in-country contacts and their contact information, and other 
relevant information you would like GRSO to have  

 


