
 
 
 

SHORT TERM TRAVEL 
TRAVEL HUB INSTRUCTIONS 

 

1. Go to Adventistrisk.org and click on Log In at the top of our home page. 
2. Register or sign in. You must have a user name and password. Scroll down and click on Travel 

Insurance, Travel Hub. 
3. You will see the Quick Start Menu, click Begin a New Application 
4. Click on Short Term Travel & Other Insurances (First Button on Left) 
5. PART ONE: You may begin to enter your contact information by clicking on the blue box that 

says Click to Select. This will open a new box which says Select an organization. Click where it 
says Enter text to search for and type the name of your local conference or organization 
(example: North American Division). Click Search. A list will appear with all the names related to 
that entity. Scroll down to find the one that applies to you and click on that name. This will 
populate the original box and you may continue to enter your contact information. Be sure to fill 
in the address, e-mail address and project information. 

6. Click Next  at the bottom. 
7. PART TWO:  List the name(s) of participant/s, first and middle name, then last name/s. Check 

whether participant is between ages 80 and 84, yes or no. Check SDA Sponsored Trip or 
Personal Trip (Only for current or retired denominational employees). If you have a list of names 
you may do a bulk upload, please request separate bulk upload instructions and sample. 

8. Choose country of origin from dropdown list, and choose country destination also from 
dropdown list. Note there is no coverage going to U.S. sanctioned countries. 

9. Once you have indicated international travel by choosing the “to and from” countries, you may 
click “Yes” on Short Term Travel (or the applicable insurance). This will bring up Date Travel 
Begins and Date Travel Ends calendars. Click on the small calendars and select each appropriate 
date. You may not add coverage from before the date of application (today’s date).  

10. Once you have selected Short Term Travel, there will be a default to the appropriate plan – 
Short Term Travel outside the USA and Canada is Plan A or Class I only. Short Term Travel to the 
USA and Canada is only under Plan B or Class II. The only options would be whether a person 
wishes to choose Plan A Enhanced or Plan B Enhanced. Choosing the wrong coverage may nullify 
insurance. 

11. Be sure to click “Add to Cart” as you would when shopping online, otherwise you will lose the 
information on the participation page. You will now see your “Cart” and are able to edit or 
remove any information if necessary. If editing, be sure to click “Update” when you finish. 

12. You may add an additional person with different dates of travel or destination by clicking on the 
“Add Participant” button and adding the new name as in Step 8. 
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13. You may also add any number persons that may be traveling on different dates or to different 
destinations by clicking “Save & Close” once you have added your original information to the 
cart. This will take you to “My Applications” where you can click on the magnifying glass and re-
open the application when you are ready to continue. You can then click “Next” on the contact 
page and add the new participants and their travel information. 

14. PART THREE: If you are satisfied with the information, click Next. This brings you to the Totals 
and Authorization Section. Here you will see the final total and all participants. You will have to 
type in your name as the contact name and your title. Please read the section in red and 
acknowledge by putting your initials in the box provided.  

15. PART FOUR: Click Proceed to Payment where you will be able to check out with Paypal even if 
you do not have a Paypal account. Please be sure your information for Paypal is consistent every 
time you use it so you will not have issues when making payment. 

16. Once you are done with the payment portion, you will be guided back to ARM where you will be 
able to print out the application details and the identification cards. 


