
Submitting Rosters for Team Travel 

When Submitting Names for Team Travel to Your Designated Sports 
Agent, Please Follow the Process Outlined Below. 

1. Click on the “Sports” tab

2. Choose your sports team from the dropdown menu.

3. Click “Team Members” under your specific sport options

4. Select how you wish to add your team members

a. Create New Team Members (add members individually)

b. Import from Another Sports Roster

c. Import from Spreadsheet (Upload entire roster at once)

*Please Note spreadsheet must be in specific format – use example provided (shown below)

LOAD YOUR ROSTER INTO THE TRAVEL PORTAL   

Spreadsheet example:  



ADDING FREQUENT FLYER NUMBERS AND KNOWN TRAVELER NUMBERS 

You will have to add frequent flyer numbers individually by clicking ‘Program Numbers’. These do not 

pull from personal profiles, as they are two different systems.  

Next, hit the ‘edit’ button to add Known Traveler, DHS, etc… 

Enter frequent flyer and known traveler numbers. 



RUNNING A TEAM ROSTER REPORT 

Once you have your team loaded, it is easy to select the actual travelers. Chances are, you 

won’t be traveling with the entire roster for every event. Short’s travel has made it easy to submit 

only your travelers’ names from your uploaded rosters. To submit your name list to your agent – 

check the box next to each team member’s name that will be traveling. 

SUBMITTING NAMES TO YOUR AGENT TO BOOK TRAVEL  

Once you have your team loaded, it is easy to select the actual travelers. Chances are, you 

won’t be traveling with the entire roster for every event. Short’s travel has made it easy to submit 

only your travelers’ names from your uploaded rosters. To submit your name list to your agent – 

check the box next to each team member’s name that will be traveling. Once all applicable 

names are checked, click “Save” 

Once all applicable names are checked, click “Save” 

Click on Email Selected Travelers Roster. This will only send an email of the checked travelers. 



Next, you can fill out the email address where you went to send the HTML report. You can also 

modify the subject line.  

An email will be sent with the report 
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