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AboutAbout Go MethodGo Method
Go Method works with your church management system and other software integrations to

create and manage mission trips and multi-day events.

Build and manage everything from your trip's details, applicants, team members, background

checks, requirements, documents, funding, travel insurance, flights, and more. Use categories,

filters, and affinity groups to filter your trips and make it easier for your participants to find the

trip they're looking for. You can also create different roles with varying permissions so you and

your staff can manage trips together.

Best of all, Go Method integrates with a variety of different software systems, including different

ChMS options, payment providers, digital signature software, and more, so you can handle

everything for your mission trip all in one place.

TTrip Management for Trip Management for Team Leaderseam Leaders

CopCopyright © 2023 Ayright © 2023 ACS TCS Technologies Grechnologies Group, Incoup, Inc 44



TTeam Leadeream Leader''s Guides Guide
After an administrator invites you to be a team leader, you'll have permissions to manage your

team.

What can I do as a team leader?

▪ Purchase travel insurance

▪ Approve or decline applications

▪ Complete background checks

▪ Organize event meetings

▪ View funding for your trips

▪ Download event rosters & packets

▪ Manage registration & requirements

▪ Manage trip leaders & participants

▪ Book flights for participants

▪ Manage discussions and communicate with team members
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PurPurchase Tchase Trraavvel Insurel Insurance forance for
PPararticipantsticipants
Go Method automatically enables travel insurance for your organization. We strongly

recommend purchasing travel insurance for your trips, however you are not required to purchase

travel insurance through our partner, Faith Ventures.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext
Admins and trip leaders can purchase short- or long-term travel insurance plans for all their

participants within a mission trip. Participants or guardians can purchase short- or long-term

travel insurance for themselves and others they have registered through group registration. If

you already purchased insurance that covers your trip with Faith Ventures, you can enter the

order number and date in the corresponding fields.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event where you'd like to purchase travel insurance.

33 Click the InsurInsuranceance tab.

44 Click GrGroup Optionsoup Options under either ShorShort Tt Term Planserm Plans or Long TLong Term Planserm Plans.

 NONOTE:TE: Whether you should purchase a short term plan or a long term plan

depends on how long your trip is. Short term plans are for up to 180 days per trip.

Long term plans are for up to 365 days of travel.
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Result:Result: You will be redirected to the Faith Ventures website.

55 Determine which plan you want to purchase and enter your trip's travel dates.

66 Click ImporImportt Go Method TTrraavvelerselers.

77 Select the travelers you're purchasing insurance for by clicking the check box next to

their names, and then click ImporImport Tt Trraavvelerselers.

88 Click Continue tContinue to To Trip Detailsrip Details.

99 Faith Ventures prompts you to provide your contact, trip, and payment information to

complete the process.

 TIP:TIP: Click CopCopy fry fromom Go Method tto use the information sto use the information storored ined in Go Method..

ResultResult
Once you complete the purchase process, the coverage plan, policy number, and Faith Ventures

contact information displays in the InsurInsuranceance tab of the event. Also, in the team members list in

the TTeam Memberseam Members tab, an insurance icon will display next to the name of participants that have

insurance for the trip.
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Manage ApplicantsManage Applicants
Admins and trip leaders with the appropriate permissions can review event applications.

However, there are several ways admins can review applicants:

▪ Review one applicant at a time for one event from the event's ApplicantsApplicants tab.

▪ Review one applicant at a time for multiple events from the My ApplicantsMy Applicants page.

▪ Review multiple applicants at a time for multiple events from the My ApplicantsMy Applicants page.

▪ Review applicants that applied through an application link from the ApplicationsApplications page.

Accept an ApplicationAccept an Application
Allow an applicant to attend the trip or event they applied to.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

PrProceduroceduree
11 Click EEvventsents→My ApplicantsMy Applicants.

22 Select the applicant you want to review.

33 Under the PrProfileofile tab, click the ActionsActions button.

44 Click Accept ApplicantAccept Applicant.

55 If the applicant is responsible for their own fundraising, select the corresponding check

box.

66 Optional:Optional:

You can send a message to your applicant. They will receive an email with your

acceptance message.

77 Optional:Optional:

You can include a note about the applicant. Only users who can view event notes will be

able to see the note. That includes the applicant, unless they are able to view event

notes.

88 Click SendSend.

ResultResult
The application is approved.
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Deny an ApplicationDeny an Application
Deny an application to reject an applicant from going on a trip.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

 CACAUTION:UTION: Once you deny an applicant, you can't reverse it.

PrProceduroceduree
11 Click EEvventsents→My ApplicantsMy Applicants.

22 Select the applicant you want to review.

33 Under the PrProfileofile tab, click the ActionsActions button.

44 Click DenyDeny.

55 Optional:Optional:

You can send a message to your applicant as to why they were rejected. They will

receive an email with your message.

66 Optional:Optional:

You can include a note about the applicant. Only users who can view event notes will be

able to see the note. That includes the applicant, unless they are able to view event

notes.

77 Click YYes, Deny [Applicant Name]es, Deny [Applicant Name].

ResultResult
You have denied the applicant and the applicant can't reapply to the event.
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Complete a BackComplete a Backgrground Checkound Check
Participants can complete background checks in three ways: from their profiles, during event

registration, and from an event. This article describes how to request a background check from

your profile.

BeforBefore ye you beginou begin
▪ Admins must approve A user can rA user can request a backequest a backgrground check without being on an eound check without being on an evventent

that rthat requirequires ites it before participants not attending an active event can request one.

ContextContext
Participants can request or complete a background check to keep on file, even if they are not

registering for an event.

PrProceduroceduree
11 Click your profile picture and select My PrMy Profileofile.

22 On the left menu, click BackBackgrground Checkound Check.

33 Click Get a BackGet a Backgrground Checkound Check.

44 Complete the form with your personal information.

55 Optional:Optional:

If required, enter your billing information to pay for the background check, then click PPaayy

for Backfor Backgrground Checkound Check.

66 After you read the disclosure and acknowledgments, click SubmitSubmit.

Who Can View My BackWho Can View My Backgrground Checkound Check
Results?Results?
Only admins and trip leaders can access background check results.

We do not store background check results in our database or on our servers. When you request

a background check, your data is passed to our partner, Protect My Ministry. Results are never

returned to us. When the background check results are final, we display a link in Go Method to

the report stored with Protect My Ministry.

When background check results are complete, Protect My Ministry sends a link accessed

through Go Method. Trip Leaders, Event Admins, and System Admins can view the results of a

background check from this link.
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EEvvent Meetingsent Meetings
Let your trip participants know that you're hosting an in-person or virtual meeting about your trip.

Almost every group mission trip project benefits from one or two organizational meetings.

Meetings can be helpful to share information in the beginning and/or just before you travel.

Admins and trip leaders can create event meetings to prepare trip participants and other trip

leaders for the trip.
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Schedule ESchedule Evvent Meetingsent Meetings
Admins and trip leaders can create in-person or virtual meetings to prepare participants and trip

leaders for the trip.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext
Almost every group mission project benefits from one or two organizational meetings, especially

to share information in the beginning, or just ahead of travel dates.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents..

22 Select an event.

33 Click the MeetingsMeetings tab.

44 To schedule your first meeting, click CrCreate New Meetingeate New Meeting.

55 Enter the new meeting's details.

66 Do you want to email the details of this new meeting to your participants? Click YYeses to

send them the email.

aa If you clicked YYeses, enter the email subject and body in the corresponding fields.
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77 Once complete, click CrCreate Meetingeate Meeting.

ResultResult
You've created your new meeting. If you selected YYeses, an email with the meetings details will be

sent to your event's participants.
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RemoRemovve Ee Evvent Meetingsent Meetings
Remove an event meeting you no longer want to hold.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext

 CACAUTION:UTION: This action cannot be undone. All meeting information, including details and

attendance records, will be lost.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Select an event.

33 Click the MeetingsMeetings tab.

44 Select the meeting you want delete.

55 Click EEditdit.

66 Click Delete MeetingDelete Meeting.
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77 In the browser pop-up message, click OKOK.

ResultResult
All of the meeting's information, including details and attendance records, are erased. Attendees

do not receive a notification that you removed the meeting.
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Update EUpdate Evvent Meetingsent Meetings
Update an event meeting to change the event meeting's details.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Select the event with the meeting you want to edit. Your event dashboard displays.

33 Click the MeetingsMeetings tab.

44 Click the meeting you want to edit.

55 Click EEditdit.

66 Edit the meeting's details.

77 Do you want to email the details of this new meeting to your participants? Click YYeses to

send them the email.

aa If you clicked YYeses, enter the email subject and body in the corresponding fields.
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88 Once complete, click Update MeetingUpdate Meeting.

ResultResult
You've updated your meeting. If you selected YYeses, an email with the meetings updated details

will be sent to your event's participants.
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FFundsunds

FFunding Milestunding Milestonesones
Funding milestones are designed to help event admins manage funding due dates for events

and participants.

Admins set funding milestones when creating or editing an existing event's details. You will

specify a percentage or dollar amount and the due date. If participants do not meet milestones,

admins and trip leaders will see the phrase Funding Behind displayed beside the name of the

participant.

Participants who haven't met milestones will see a notification banner with the amount due on

the dashboard as as they sign in. The banner also displays on the participant funding page.
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Add FAdd Funding Milestunding Milestonesones
Set funding milestones while creating an event, or edit an event to add them later.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
A fund is a pool of money set aside for a specific purpose. One way you can help participants

pay for a mission trip is to break total costs into manageable payments over a certain period of

time. Participants can then make steady progress toward funding a trip by a certain date, rather

than scrambling at the last minute to fund their trip.

PrProceduroceduree
11 When creating an event, scroll to the Funding Milestones section and click ADDADD

MILESTMILESTONEONE.

 NONOTE:TE: To add a funding milestone to an existing event, double-click the event

name, then click the DetailsDetails tab and click EEditdit.

22 Enter the funding milestone's name, dollar or percent amount, and due date in the

corresponding fields. To add more than one funding milestone, repeat this process.

33 To delete a milestone, click the XX.
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RemoRemovve Fe Funds frunds from aom a PPararticipantticipant
Remove funds from participant trip funding.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
Remove funds from one participant so you can reallocate the funds elsewhere. For example, if

Sally received a portion of unallocated funds in error, you can remove the previously unallocated

funds from her funding.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click the event that has the funds you want to remove.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Click on the participant you want to remove the funds from.

55 Click the FFundingunding tab.

66 Click on the transaction you want to remove.

Result:Result: A list of options appears below the transaction.

77 Click RemoRemovve Donatione Donation.

88 In the RemoRemovve Fe Fundsunds pop-up, click RemoRemovve Allocatione Allocation.

ResultResult
The transaction now displays a $0.00 value in the participant funding, and the Audit Log displays

the history of the transaction, which now includes the removal of the donation.
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Add FAdd Funds tunds to a To a Triprip
Add funding to a specific trip in Go Method.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event you want to add funds to.

33 Click the FFundingunding tab.

44 Click Add FAdd Fundsunds.

55 Enter the fund's information.

aa Select the fund type from the drop-down list.

bb Optional:Optional:

Enter the donor information.

cc Enter the amount of the fund.

dd Optional:Optional:

Add a reference number for the fund.

ee Optional:Optional:

Add a note about the fund.

66 Click Add FAdd Fundsunds.

ResultResult
The fund is now listed in the event's funding tab.

TTrip Management for Trip Management for Team Leaderseam Leaders

CopCopyright © 2023 Ayright © 2023 ACS TCS Technologies Grechnologies Group, Incoup, Inc 2121



Set Cost of TSet Cost of Triprip
Admins can increase or decrease the total funding requirement for one participant in the Team

Members section of an event.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
Editing funding for a single participant can be useful for:

▪ Allowing a popular participant to raise more money than their cost for the trip.

▪ An alternative to creating an allocation for staff or other discounts.

▪ Managing special funding circumstances more simply.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click the event.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Click on a participant.

55 Click the PrProfileofile tab.

66 Next to their current funding goal, click ChangeChange.

77 Enter the new amount into the FFunding Goalunding Goal field.

88 Click Update GoalUpdate Goal.

ResultResult
The participant can see the new amount in the Funding Goal section of their profile. The new

funding goal is also noted on the Team Member view, the personal funding page of the

participant, and the total funding goal for the trip. Donors can continue to give toward the trip

even after the trip goal has been met.
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Add FAdd Funds tunds to ao a PPararticipantticipant AccountAccount
Add funds to a specific participant in Go Method.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
You may receive donations for a participant through channels other than the participant

donation page. If this occurs, these funds may be added to the participant account manually by

an admin.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event you want to add the funds to.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 From the Team Members list, select the participant you want to apply the donation to.

55 Click the FFundingunding tab.

66 Click Add FAdd Fundsunds.

77 Enter the donation details.

aa FFund Tund Typeype: Select one of the three funding types: New DonationNew Donation, TTrransfansfer frer fromom

UnallocatedUnallocated, or Another Allocation TAnother Allocation Typeype. Once you select from the drop-down

list, the menu will change to reflect the information needed.

bb Allocation TAllocation Typeype: Choose the source of the donation from the available options in

the drop-down list. These are all of the allocation types you have created in your

account.

cc Donor NameName: Enter the name of the individual who donated. You can search to

see if they are in the system, or add their name, email address, and phone

number.

dd AmountAmount: Enter the amount of the donation in dollars.

ee Optional:Optional:

RefRefererence Numberence Number: Include a reference number here to help track funds for your

accounting team.

ff Optional:Optional:

NoteNote: Add any details you want to capture about this donation.

gg You may also choose to hide the donation amount from the participant who
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receives the donation by clicking the corresponding check box.

88 Click Add FAdd Fundsunds.

ResultResult
You will be redirected back to the participant funding details screen, where the donation should

now appear.
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Bulk EBulk Edit Tdit Trip Costsrip Costs
Admins can update an event's funding requirements in the Payment Options section of an event

to automatically edit funding requirements for all of the event's participants.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

 NONOTE:TE: If you are an admin AND a participant, you will need to have another admin change

your funding total. Admins can't complete tasks for themselves or edit their funding totals.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click the event.

33 Click the DetailsDetails tab.

44 In the top section, click EEditdit.

55 Under the PPaayment Optionsyment Options section, update the dollar amount.

Result:Result: A check box confirms the new funding requirement for all participants

associated with this trip.

66 Click SaSavve Changese Changes.

ResultResult
The funding requirement has been updated for all participants on this trip.
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Issue a RefundIssue a Refund
Initiate a refund for payments made in Go Method.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event that contains the donation you want to refund.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Click on the participant that has the donation you want to refund.

55 Click the FFundingunding tab.

66 Click on the line item.

 CACAUTION:UTION: If the donation was made to the trip and not a participant, you must

open a support ticket with us to refund/remove that donation.

Result:Result: The line item funding options drop-down buttons display.

77 For payments and donations processed through the platform, click Issue a RefundIssue a Refund to

initiate a refund back to the original donor or participant. This refund goes back to the

same card or bank account that they paid from through your payment processor, and it

will be processed in the time line outlined by your merchant provider.

 NONOTE:TE: If you prefer to issue a refund to the donor or participant using a check

directly from your organization, click RemoRemovve Donatione Donation rather than Issue a RefundIssue a Refund.

TTrip Management for Trip Management for Team Leaderseam Leaders

CopCopyright © 2023 Ayright © 2023 ACS TCS Technologies Grechnologies Group, Incoup, Inc 2626



ResultResult
You have initiated a refund of the funds.
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Issue Refunds tIssue Refunds too PPararticipantsticipants
Admins can issue total or partial refunds for payments from participants.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

▪ You must be a ChMS system admin to do this.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Select the event the participant you want to refund funds to is attending.

33 In the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Select a participant to issue a refund towards.

55 Click the FFundingunding tab.

66 Click the line item you want to refund.

Result:Result: The funding options drop-down menu appears.

77 Click Issue a RefundIssue a Refund.

88 Select Refund tRefund total amountotal amount or Issue a parIssue a partial rtial refundefund.

 NONOTE:TE: If the payment you are refunding was made through another ChMS, you will

be redirected to that ChMS to continue refunding.

aa If you select Issue a parIssue a partial rtial refundefund, you can set the refunded amount.
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99 Once complete, click YYes, Refund Pes, Refund Paaymentyment.
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Issue Refunds tIssue Refunds too DonorsDonors
Admins can issue total or partial refunds to donors.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

▪ You must be a ChMS system admin to do this.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Select the event with the donations you want to refund.

33 In the left menu, click FFundingunding.

44 Click on the name of the donor you want to refund.

55 From the drop-down list, click Issue a RefundIssue a Refund.

66 Select Refund TRefund Total Amountotal Amount or Issue a PIssue a Parartialtial Refund.

 NONOTE:TE: If the donation was made in a ChMS, you will be prompted to log in to that

ChMS to initiate refunds.

aa If you select Issue a PIssue a Parartial Refundtial Refund enter an amount to refund.
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77 Once finished, click YYes, Refund Pes, Refund Paaymentyment.
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TTrransfansfer Fer Fundsunds
Transfer funds between participants or events.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
You can transfer funds between participants, trip, or another user. You can also transfer funds to

"unallocated", as long as the funds remain attached to the same trip. Admins will also be able to

view an Audit Log to track actions taken on individual transactions.

 NONOTE:TE: If you attempt to move more funds than is needed to a participant, or if you select a

participant that is fully funded, you will be prompted to select a different amount or

participant.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents..

22 Select the event you want to transfer funds from.

33 From the event dashboard, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Select a participant to transfer funds from. This displays their profile.

55 On the participant profile, click FFundingunding.

66 Select the transaction you want to re-allocate and click TTrransfansfer Fer Fundsunds.

77 Select where to transfer funds. You can transfer funds between participants, to another

event, or to another user.

88 Click ChooseChoose to begin transferring funds between participants, another event, or another

user.

99 Click on a participant, event, or user(s) from the drop-down menu to transfer fund to.

1010 Enter an amount to transfer.
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1111 Click YYes, Tes, Trransfansfer Fer Fundsunds.
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TTrransfansfer Fer Funds tunds to Multipleo Multiple PPararticipantsticipants
Move funds from one participant to other participants within the same trip.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
Rather than moving funds from one participant to another one at a time, you can choose to

distribute funds from one participant to up to four other participants at one time. You can

distribute the funds evenly among the selected participants, or you can allocate specific

amounts to specific participants. For example, if a participant receives a trip donation and is

now over-funded, you can distribute the remaining amount to other trip participants.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Select the event.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Select the participant whose funds you want to transfer. This brings you to their profile.

55 Click the FFundingunding tab.

66 Select the transaction you want to re-allocate and click TTrransfansfer Fer Fundsunds.

77 Under the Between Team Members section in the transfer funds message box, click

ChooseChoose.

88 Select one of two options:

aa To distribute the money evenly among the selected participants, select the

Distribute [monetarDistribute [monetary vy value] ealue] evvenly between selected parenly between selected participantsticipants check box and

select the participants you want to allocate the funds to.
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bb To distribute specific amounts to specific participants, deselect the DistributeDistribute

[monetar[monetary vy value] ealue] evvenly between selected parenly between selected participantsticipants check box, select the

participants you want to allocate funds to, and enter the amount you want to

allocate to those participants in the field provided.
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99 When finished, click YYes, Tes, Trransfansfer Fer Fundsunds.
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MoMovve Unassigned Fe Unassigned Funds tunds to ao a PPararticipantticipant AccountAccount
Unassigned Funds are gifts that have not been assigned to any particular participant.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
Donations made to an overall trip are designated as unallocated fundsunallocated funds, meaning they have not

been assigned to any particular participant. These funds may be added manually to any

participant account by the event's admin or a trip leader with the appropriate permissions.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Click on the participant you want to move the unallocated funds to.

55 Click the FFundingunding tab.

66 Click Add FAdd Fundsunds.

77 Enter the donation details:

aa Donor NameName: Enter the name of the individual, ministry, or other donor

designation as appropriate.

bb AmountAmount: Enter the amount of the donation in dollars.

cc Allocation TAllocation Typeype: Choose UnallocatedUnallocated from the drop-down list. This will remove

the funds from your unallocated funds pool.

dd Optional:Optional:

RefRefererence Numberence Number: Include a reference number here to help track funds for your

accounting team.

ee Optional:Optional:

To hide the donation amount from the team member receiving this donation,

select the Hide the Donation AmountHide the Donation Amount check box.

88 Click Add FAdd Fundsunds.

ResultResult
The funds have been moved from the unallocated funds pool and assigned to the participant.

The donation will now appear in the participant funding details screen.
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View the AView the Audit Logudit Log
See a record of information and/or changes about a specific donation.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event.

33 Click the FFundingunding tab.

44 Click on the line item.

Result:Result: A list of options displays below the line item.

55 Click AAudit Logudit Log.

66 When finished, click CloseClose.
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RostersRosters

Download the TDownload the Team Rosteream Roster
A team roster is a list of participant names, whose group they're in, contact information,

requirement details, and other basic information placed into a CSV file.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
Download a team roster to assist with making travel arrangements and other planning.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Select the event you want to download the team roster for. The event's dashboard

displays.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 On the right, click ActionsActions→Download RosterDownload Roster.

ResultResult
A CSV file with your team roster's information downloads to your computer. The file location may

vary depending on your browser and default settings.
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Download YDownload Your Grour Group Rosteroup Roster
Group leaders can download their group's roster to assist with travel arrangements and other trip

management.

BeforBefore ye you beginou begin
▪ You must be the group's leader to do this.

PrProceduroceduree
11 Click the event whose roster you want to download.

22 Click the TTeam Memberseam Members tab.

33 Click ActionsActions→Download RosterDownload Roster.

ResultResult
A CSV file with your group's information downloads to your computer. The file location may vary

depending on your browser and default settings.
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Downloadable PDownloadable Packacketsets

About Download PAbout Download Packacketsets
Download packets contain all profile information, application answers, emergency contacts, and

completed requirement information for everyone going on the trip.

Download packets are an easy way to take important travel documents with you. Depending on

the packet type, it may include profile information, application answers, emergency contacts,

and completed requirements such as signed documents, files that were uploaded, and question

forms for all team members within a trip. Packets downloaded as PDF's can be viewed, printed,

or stored on a thumb drive or other easily accessible device for safekeeping.

You must first create a packet type and then you can download them.
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CrCreate a Peate a Packacket Tet Typeype
Assemble a template for a group of documents.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
Download packets contain all profile information, application answers, emergency contacts, and

completed requirement information for everyone going on the trip. You can create different

packet types depending on what information you want in the packet. For example, you can

create a packet type that contains everything a trip leader needs for an international trip versus

maybe just profile information and emergency contacts for those leading a VBS session.

PrProceduroceduree
11 Go to EEvventsents→PPackacket Tet Typesypes.

Result:Result: You'll see a list of other packet types and what they include.

22 Click CrCreate New Teate New Typeype.

33 Enter the PPackacket Nameet Name.

44 Enter a brief description.

 NONOTE:TE: There is a maximum of 500 characters for the packet type description.

55 Using the corresponding check boxes, select whether this packet type includes BasicBasic

Information & PrInformation & Profile Questionsofile Questions, EmerEmergency Contactsgency Contacts, ApplicationApplication, and/or RequirRequirementsements.

66 Click CrCreate Peate Packacket Tet Typeype.
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ResultResult
The newly created packet type now shows in the packet types list.
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Update a PUpdate a Packacket Tet Typeype
Edit and update a packet type name, description, and information.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

ContextContext
Download packets contain all profile information, application answers, emergency contacts, and

completed requirement information for everyone going on the trip.

PrProceduroceduree
11 Go to EEvventsents→PPackacket Tet Typesypes.

22 Click the packet type you want to edit.

33 Edit the packet type. You can edit the PPackacket Nameet Name, Brief DescriptionBrief Description, and information-

type check boxes.

44 Click Update PUpdate Packacket Tet Typeype.

ResultResult
The packet type has been updated.
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Download a PDownload a Packacketet
Download a packet with all the participant information that you'll need for your trip.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

▪ You must have already created a packet type.

 NONOTE:TE: Steps may vary slightly based on your web browser. The following steps used

Google Chrome.

ContextContext
Downloaded packet information includes profile information, application answers, emergency

contacts, and completed requirements (signed documents, uploads, and question forms) for all

participants within an event.

PrProceduroceduree
11 On the Events page, select a trip.

22 On the left menu, click TTeam Memberseam Members→Download PDownload Packacketsets.

Result:Result: You will see a list of download packets connected to the event.

33 Click the download button next to the corresponding packet type.

Result:Result: A Download is prDownload is processingocessing progression bar displays.

 NONOTE:TE: Make sure your pop-up blocker allows pop-ups for this website. If pop-ups

are blocked, your download packet may not download.

44 Click the zip file to open the download packet.

Result:Result: Depending on the information you included in the packet type, there should be a

list of PDFs with all your participant information.

55 Click each PDF to open it.

66 Click either DownloadDownload or PrintPrint to download or print the download packet.

ResultResult
You have successfully downloaded a travel packet. You can print the packet or store it safely on

a thumb drive or other easily accessible storage.
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RequirRequirement Tement Typesypes
You can create requirements for the things you want participants to complete before your event

begins.

TTask Requirask Requirement Tement Typeype

Participants are responsible for completing task requirements. Examples of the task

requirement type include meeting attendance, checking church membership, or checking

background checks.

User Upload RequirUser Upload Requirement Tement Typeype

User upload requirements is for any document you need participants to upload. Examples of

user upload requirements include a copy of their passport, driver's license, or immunization

record.

Sign Document RequirSign Document Requirement Tement Typeype

The sign document requirement type is to gather electronic signatures from your participants

on any legal documents created in Documents.

Read & Accept RequirRead & Accept Requirement Tement Typeype

The sign document requirement type is to ensure your participants are aware of guidelines,

policies, or any required reading you want to create. You can upload a file.

Download & Upload RequirDownload & Upload Requirement Tement Typeype

Use the Download & Upload requirement type to allow participants to download forms that

need to be notarized or otherwise processed by hand, and then re-upload them back to you.

Question FQuestion Form Requirorm Requirement Tement Typeype

Use the Question Form requirement type to gather information and preferences from your

participants.
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CompleteComplete PPararticipantticipant RequirRequirementsements
Complete and mark participant requirements as complete for another participant.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext
Trip Leaders can complete and check off participant requirements. Requirements can include

checking off meeting attendance, uploading required documents, and more.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Select the event the participant is attending.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Select a participant. This directs you to the participant profile page.

55 Click the RequirRequirementsements tab.

66 Click the requirement you want to complete for the participant and click Mark CompleteMark Complete .

ResultResult
Once completed, requirements will display a check.
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RegistrRegistrationation

Apply for a Mission TApply for a Mission Triprip

ContextContext
Follow the directions below to apply for a mission trip.

PrProceduroceduree
11 Click on the trip you want to apply to.

22 Click Apply TApply Todaodayy to access the trip's application.

aa If you need an account, click CrCreate an Accounteate an Account. Enter your full name, email

address, date of birth, gender, and create a password. Click Sign Me UpSign Me Up and

continue with your application.

33 To register yourself for the trip, select YYeses and your information appears. To register

someone else, select NoNo, enter the other applicant's information, and click Add 'Add 'em!em!.

44 Click YYep, that'ep, that's es evvererybody!ybody!.

55 Confirm your registration type and complete any application questions, requirements,

and more. To complete these tasks, click the ResolvResolvee next to each application

requirement and follow the steps to complete each task. When finished, click ContinueContinue.

66 If applicable, make any payments or deposits and click Continue tContinue to Final Stepo Final Step.

77 If applicable, enter your billing and payment information and click Submit ApplicationSubmit Application.

ResultResult
Once you've submitted your application, you'll see a confirmation screen. You'll receive an email

once your application is approved.

TTrip Management for Trip Management for Team Leaderseam Leaders

CopCopyright © 2023 Ayright © 2023 ACS TCS Technologies Grechnologies Group, Incoup, Inc 4848



Apply for a TApply for a Trip for Multiple Prip for Multiple Peopleeople
Register more than one person at a time for a trip.

ContextContext
You can register multiple people for an event to create your own group within the event. For

example, if you want to register yourself and your family members for a trip, you can register

them at the same time you're applying for the trip rather than apply one person at a time.

PrProceduroceduree
11 Click Learn MorLearn Moree to view a trip's page.

22 Click Apply TApply Todaodayy to begin the application.

33 To register yourself for the trip, select YYeses and your information appears. To register

someone else, select NoNo, enter the other applicant's information, and click Add 'Add 'em!em!. To

register more people for this event, click Add Another PAdd Another Personerson and repeat this step.

44 Once you are finished adding people to registration, click YYep, that'ep, that's es evvererybody!ybody!.

55 Fill out application questions. If you're registering yourself, click I'll answer the questionsI'll answer the questions

nownow. If you're registering other members of a group, click Send [member name] theSend [member name] the

questions via emailquestions via email.

66 Once complete, click ContinueContinue.

77 Optional:Optional:

If applicable, fill out the coupon code and select an amount from PPaaying tying todaodayy.

88 Click Continue tContinue to Final Stepo Final Step and, if applicable, fill out the billing and payment

information.

99 Once complete, click Submit ApplicationSubmit Application.
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Register Someone ElseRegister Someone Else
Go Method has a parent-guardian system that allows you to register someone else or, fulfill

requirements, and pay fees even when you are not attending an event.

BeforBefore ye you beginou begin
▪ You need your own account to register someone else.

ContextContext
When a parent or guardian registers a child, they become a "guardian" in Go Method. From this

point on, the parent or guardian receives any communication for these participants. However, if a

parent instructs an older teen to register themselves, the parent is not automatically included in

future email communication. The trip leader or an administrator must manually include the

parent or guardian to future email communications.

PrProceduroceduree
11 Find the event your child or teen wants to apply to and click Apply TApply Todaoday!y!.

22 Click AlrAlready haeady havve an account? Log in!e an account? Log in! to sign in to an existing account. Click CrCreate aneate an

account in 30 secondsaccount in 30 seconds to register a new account.

 NONOTE:TE: If you select CrCreate an account in 30 secondseate an account in 30 seconds you are creating an account

for you (the guardian) and not the student at this point. Registering your account will

not register you for the trip.

33 On the add an applicant page, click NoNo to indicate that you aren't registering yourself for

this trip.

44 Enter your child's information.

55 If you are not the legal guardian, click Change GuarChange Guardiandian and enter the new information.
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When finished, click Add 'Em!Add 'Em!.

66 To add another student, click Add Another PAdd Another Personerson and repeat the previous steps. Once

complete, click YYep, that'ep, that's es evvererybody!ybody!.

77 In the Requirements page, complete the application and resolve any pre-registration

requirements. You can also send these registration requirements to your student for

them to complete. Click ContinueContinue to move to the next step.
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88 Select your payment commitment on the Payment Commitment page, and click

Continue tContinue to Final Stepo Final Step.

 NONOTE:TE: You are not required to pay for your student. Click the check box for the

$0.00 deposit to have your student pay for the trip.

99 If you aren't paying for your student, enter your contact information. If you are paying for

your student, fill out your billing and payment information.

1010 Click Submit ApplicationSubmit Application.

ResultResult
When payment information has been successfully processed, you will see the completed screen

and a button labeled My EMy Evventsents. You have registered a student for an event.
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Register for an ERegister for an Evvent with Tent with Team Membeream Member
PricingPricing
Some events may offer different registration costs depending on the team member type

applying for the trip.

ContextContext
An event may have team member pricing to provide certain discounts based on the type of team

member, such as waiving the registration fee for volunteers or discounting the registration fee

for trip leaders.

PrProceduroceduree
11 Go to the event registration page and click Apply TApply Todaoday!y!.

22 To register yourself for the trip, select YYeses and your information appears. To register

someone else, select NoNo, enter the other applicant's information, and click Add 'Add 'em!em!.

33 On the WhoWho''s Going?s Going? screen, click YYep, that'ep, that's es evvererybody!ybody!.

44 In the Registration Type line, click ChangeChange to select the type of registration you need to

complete.

55 To select the proper team member pricing, click SelectSelectnext to the team member type you

are going to be on this trip.
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66 If applicable, complete any additional application questions, prerequisites, requirements,

and payment for that team member type.

77 Click Submit ApplicationSubmit Application.
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AddAdd PPararticipantsticipants tto an Existing Registro an Existing Registrationation
Add participants to an active event registration, making it a group registration.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

▪ Your hosting organization must approve group registration.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Click the event.

33 Click the DetailsDetails tab.

44 Under EEvvent Details,ent Details, find the event URL and click on the link.

55 At the bottom of the page, click Apply TApply Todaoday!y! to begin registration.
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66 Fill out the application and click Add 'Add 'emem when done.

77 To add more people to the registration, click add another personadd another person.

88 Once you have finished adding members, click YYep, that'ep, that's es evvererybody!ybody!

 NONOTE:TE: You can continue to add more people after you leave this screen.
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Register a GrRegister a Group or Foup or Familyamily
You can register more than one person at a time for the same event.

ContextContext

 NONOTE:TE: If you register more than one person at a time, you will become the group leader for

this group (but not for the event).

PrProceduroceduree
11 Click the event you want to apply to and click Apply TApply Todaoday!y!.

22 To register yourself for the trip, select YYeses and your information appears. To register

someone else, select NoNo, enter the other applicant's information, and click Add 'Add 'em!em!.

33 To add another applicant, click add another personadd another person, enter their information, and click AddAdd

''emem. Repeat this process for all the applicants you want to add.

44 When finished adding people, click YYep, that'ep, that's es evvererybody!ybody!.

55 If applicable, complete any additional prerequisites, payment commitments, and

payment required.

 NONOTE:TE: You do not have to complete prerequisites, requirements, and payments for

the entire group you're registering. Your group members can do that themselves.

66 Click Submit ApplicationSubmit Application.

ResultResult
You and your group are registered for the event. The group members you added will receive an

email confirming registration and a link for them to complete any requirements and payments.
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View GrView Group-Registeroup-Registereded PPararticipantsticipants
If your trip allows groups, you can view your participants by their groups.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

▪ Your hosting organization must approve group registration.

ContextContext
Participants that were registered as part of a group are organized under the name of the person

who registered them.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event whose participants you want to view.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 View your list of participants. Participants that were registered as a group are grouped

by the name of the person that registered them. To view the entire group, click ViewView

GrGroupoup.
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ResultResult
In the group's participant page, you'll see the name of the group members, where they are at in

the application and requirement process, how much money they have raised, and how much

money they still need to raise.
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Manage TManage Trip Leaders andrip Leaders and
PPararticipantsticipants

Invite NewInvite New TTrip Leadersrip Leaders
Invite a new person to create a Go Method login and become a trip leader.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin to do this.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Select the event you want to add new trip leaders to.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 At the top right, click ActionsActions→Add MemberAdd Member.

55 Search for the participant to make sure they don't have an existing account.

66 If your participant doesn't appear in the search results, click Invite A New PInvite A New Personerson.

77 Enter the person's name and email, select whether this person is responsible for fund

raising, and select the Team Member Type from the drop-down list. You can also add a

personal message to your invite.

88 Click InviteInvite.
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ResultResult
Go Method will send an invite email to the email you entered for the person. Once they create an

account, they will be added as a trip leader to the event.
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Add ExistingAdd Existing TTrip Leadersrip Leaders tto an Eo an Evventent
Add a trip leader that already has an account in Go Method to an event.

BeforBefore ye you beginou begin
▪ The participant must have a previously existing account.

▪ You must be a Go Method admin to do this.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Select the event you want to add trip leaders to.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 At the top right, click ActionsActions→Add MemberAdd Member.

55 Search for your participant by last name in the search field. If they have an existing

account, they will appear in the results list.

66 If the person needs to be responsible for raising funds to pay for their event, toggle YYeses;

otherwise choose NoNo. Click AddAdd to add them to the event.

77 Once complete, click SaSavve Changese Changes.
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Add a NewAdd a New PPararticipantticipant tto an Eo an Evventent
Invite a new Go Method participant directly to the trip from within the trip.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext

 CACAUTION:UTION: Manually adding participants bypasses the application process and deposit

requirement for trips.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event you want to add the participant to.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Click ActionsActions→Add memberAdd member.

55 Search for the participant. If the participant doesn't appear in your search results, they do

not have an account yet.

66 Click Invite a New PInvite a New Personerson.

77 Enter the invitee's First NameFirst Name, Last NameLast Name, and EmailEmail in the corresponding fields.

88 Determine whether the new participant is responsible for their own fundraising by

clicking YYeses or NoNo.

99 Select the team member type from the drop-down list.

1010 Optional:Optional:

Include a personal message to the new participant.
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1111 Click InviteInvite.

ResultResult
The invitee will receive an email prompting them to create an account and join your trip.
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Add an ExistingAdd an Existing PPararticipantticipant tto a To a Triprip
Invite an existing Go Method participant directly to your trip from within the trip.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext

 CACAUTION:UTION: Manually adding participants bypasses the application process and deposit

requirement for trips.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click the event you want to add the participant to.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Click ActionsActions→Add memberAdd member.

55 Enter the participant name and click SearSearchch. If they have an existing account, they will

appear in the results list.

66 Click the participant.

77 Assign the participant basic permissions for this trip.

aa Select whether the participant is responsible for their own fundraising by clicking

YYeses or NoNo.

bb Select the participant team member type from the drop-down list.

88 Click SaSavve Changese Changes.
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ResultResult
The participant has now been added to the trip.
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RemoRemovve ae a PPararticipantticipant frfrom an Eom an Evventent
Remove a participant from a trip so they can no longer access the trip or receive information

regarding the trip.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext

 CACAUTION:UTION: Once you remove a participant, you cannot add him or her back.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Select the event you want to update.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Select the participant you want to remove from the event.

55 At the bottom of the left menu, click RemoRemovve Fe Frrom Tom Triprip.

66 Enter any notes or details regarding the removal of the participant.

77 Click RemoRemovve [team member]e [team member].

88 To confirm, click YYes, Remoes, Removve [team member]e [team member].
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ResultResult
The participant can no longer access information regarding the trip.

PrPromote aomote a PPararticipantticipant tto ao a TTrip Leaderrip Leader
Trip Leaders can host discussions, organize meetings, and organize group involvement for

events.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext
You can choose to promote a participant to a trip leader. This gives the the promoted participant

the permissions associated with the trip leader role.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Select an event. The event's dashboard displays.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 Select a participant to promote. The participant profile displays.

55 On the right, locate Current Member Type and click ChangeChange. A new window displays.

66 In the drop-down menu, click TTeam Leadeream Leader.

77 Click SaSavve Changese Changes.
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Book FlightsBook Flights

Book Flights withBook Flights with Go MethodGo Method
Go Method partners with both AFC Travel and High Point Travel to offer easy and convenient

ways to get assistance while booking travel for your mission trips.

A Go Method admin must set up one of the flight integrations. Once integrated, you can view

detailed flight information inside each trip, so your participants can review all their travel

information for their mission trip.
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Book Flights with AFC TBook Flights with AFC Trraavvelel
Go Method partners with AFC Travel to offer easy and convenient ways to get assistance while

booking travel for your mission trips. Your admin can set up the integration. Once integrated with

AFC Travel, detailed flight information is available inside each trip, making it easy for all your

participants to get the travel information they need.
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Add an ExistingAdd an Existing AFC TAFC Trraavvelel TTrip IDrip ID
Add an existing AFC Travel trip ID to link your AFC Travel flight information. If anything changes

with your flight, you can see those changes right in Go Method.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext
A travel trip ID is a 12-digit numeric code that can be found on the itinera 12-digit numeric code that can be found on the itinerarary of a try of a traavvelereler''s trips trip. It

is a unique identifier for the trip and may be requested by airlines when checking in at the airport

counter or kiosk. On the other hand, a reservation code is a six-character, alphabetical code that

airlines may ask for when checking in at the airport counter or kiosk.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click the event you want to add the flight information to.

33 Click the Flight DetailsFlight Details tab.

44 Next to WWould yould you likou like te to book tro book traavvel withel with AFC Travel??, click YYeses.

55 Next to Do yDo you alrou already haeady havve a trip ID fre a trip ID fromom AFC Travel??, click YYeses.

66 Enter the AFC Travel TTrip IDrip ID in the corresponding field.

77 Click SaSavve Changese Changes.

ResultResult
Your AFC Travel details now appears under the Flight DetailsFlight Details tab of your trip.
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AssignAssign PPararticipantsticipants tto a Flight Contro a Flight Contractact
Assign participants to one or more flight quotes. You can modify the list of selected participants

until you submit the final list. After you submit the final list, you can't change the list of

participants.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

▪ You must have a flight quote or contract associated with the trip.

ContextContext

 NONOTE:TE: Assigning participants to a flight contract doesn't submit the traveler's list to High

Point Travel. You must submit a final traveler's list to submit your finalized list of travelers for

a flight.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event.

33 Click the Flight DetailsFlight Details tab.

44 Scroll to the contract you want to assign participants to and click the TTrraavvelereler''s Assigneds Assigned

heading.

55 In the Travelers section, click Manage TManage Trraavvelerselers.

66 Click the participants you want to assign to the flight contract.

 NONOTE:TE: If a participant is missing required information, you can't select them from

the list. You can't add them to the contract until the missing information is added.

77 Click SaSavve Changese Changes.
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ResultResult
Everyone you selected will be able to see this flight's details in Go Method, even if you haven't

submitted the final traveler's list yet.

Download a TDownload a Trraavvelereler''s Lists List
For pending quotes or trips with less than ten participants, you can download a traveler's list to

email to the appropriate flight integration company, AFC Travel or High Point Travel.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event that you want to download a traveler's list from.

33 Click the Flight DetailsFlight Details tab.

44 Click GenerGenerate Tate Trraavvelers Listelers List.

55 Select the participants you want to include from the TTemporemporarary List of Ty List of Trraavvelerselers.

66 Click DownloadDownload.

ResultResult
You can download and email this file to your flight representative.

View Flight ItinerView Flight Itinerarary Detailsy Details
Once you assign participants to a quote or contract, they can view their flight information in the

trip.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on an event.

33 Click the Flight DetailsFlight Details tab.

44 Scroll to the itineraries section and view the flight itineraries.
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Book Flights with High PBook Flights with High Point Toint Trraavvelel
Go Method partners with High Point Travel to offer easy and convenient ways to get assistance

while booking travel for your mission trips. Once integrated with High Point Travel, detailed flight

information is available inside each trip, making it easy for all your participants to get the travel

information they need.

Request a Flight QuoteRequest a Flight Quote
Contact High Point Travel through Go Method to request a quote for how much the flights cost.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click the event you want to request a flight quote for.

33 Click the Flight DetailsFlight Details tab.

44 In the Request a new High Point Travel quote section, click Request a New QuoteRequest a New Quote.

55 Enter your information and the quote details.

 NONOTE:TE: To request more than one quote at a time, click Add Another Quote tAdd Another Quote to thiso this

TTriprip and enter the quote details for any additional quotes.

66 Click Send RequestSend Request.

ResultResult
Go Method sends your trip's details and travel needs directly to High Point Travel. High Point

Travel will contact you, and once your quotes are available they will automatically display in the

Flight Details tab.
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Add an ExistingAdd an Existing High PHigh Point Toint Trraavvelel Quote or ItinerQuote or Itinerararyy
Add a flight quote or itinerary to your trip to view flight details and information directly in Go

Method.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click the event you want to add flight information to.

33 Click the Flight DetailsFlight Details tab.

44 In the Add an existing High Point Travel or itinerary section, enter the High Point Travel

TTrip IDrip ID and High Point Travel OrOrganization IDganization ID in the corresponding fields.

55 Click AddAdd High Point Travel TTriprip.

ResultResult
The High Point Travel quotes and/or contracts will display under the Flight DetailsFlight Details tab.

Next stepsNext steps
After adding an existing High Point Travel quote or itinerary, don't forget to assign participants to

the contract.
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AssignAssign PPararticipantsticipants tto a Flight Contro a Flight Contractact
Assign participants to one or more flight quotes. You can modify the list of selected participants

until you submit the final list. After you submit the final list, you can't change the list of

participants.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

▪ You must have a flight quote or contract associated with the trip.

ContextContext

 NONOTE:TE: Assigning participants to a flight contract doesn't submit the traveler's list to High

Point Travel. You must submit a final traveler's list to submit your finalized list of travelers for

a flight.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event.

33 Click the Flight DetailsFlight Details tab.

44 Scroll to the contract you want to assign participants to and click the TTrraavvelereler''s Assigneds Assigned

heading.

55 In the Travelers section, click Manage TManage Trraavvelerselers.

66 Click the participants you want to assign to the flight contract.

 NONOTE:TE: If a participant is missing required information, you can't select them from

the list. You can't add them to the contract until the missing information is added.

77 Click SaSavve Changese Changes.
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ResultResult
Everyone you selected will be able to see this flight's details in Go Method, even if you haven't

submitted the final traveler's list yet.

Submit a Final TSubmit a Final Trraavveler Listeler List
Send your finalized list of travelers for a flight contract directly to High Point Travel.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

▪ You must have a flight quote or contract associated with the trip.

ContextContext

WWARNING:ARNING: Once you submit a final traveler's list, you can't make any changes to your

traveler's list for that flight contract.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click the event whose traveler list you want to submit.

33 Click the Flight DetailsFlight Details tab.

44 In the appropriate flight contract, click Submit Final TSubmit Final Trraavveler Listeler List.

55 Click YYes, Submit and Lock Ines, Submit and Lock In.

ResultResult
A message displays that your final list of travelers has been submitted and you can't make any

changes to the flight travelers list.
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Download a TDownload a Trraavvelereler''s Lists List
For pending quotes or trips with less than ten participants, you can download a traveler's list to

email to the appropriate flight integration company, AFC Travel or High Point Travel.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event that you want to download a traveler's list from.

33 Click the Flight DetailsFlight Details tab.

44 Click GenerGenerate Tate Trraavvelers Listelers List.

55 Select the participants you want to include from the TTemporemporarary List of Ty List of Trraavvelerselers.

66 Click DownloadDownload.

ResultResult
You can download and email this file to your flight representative.

View Flight ItinerView Flight Itinerarary Detailsy Details
Once you assign participants to a quote or contract, they can view their flight information in the

trip.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on an event.

33 Click the Flight DetailsFlight Details tab.

44 Scroll to the itineraries section and view the flight itineraries.
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TTeam Communicationeam Communication

DiscussionsDiscussions
Engage with your trip's participants with discussion posts.

If you enable discussions for a trip, you and your trip's participants can create discussion posts

to ask questions, share information, and engage with your team. Go Method admins, trip leaders,

and participants can all comment on discussion posts and create, edit, and delete their own

discussions. Only admins and trip leaders can delete other people's discussion posts.

 NONOTE:TE: Enable discussions when you create a trip or later under the trip's DetailsDetails tab.
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CrCreate Discussionseate Discussions
Create discussion boards to communicate with participants about topics or events.

BeforBefore ye you beginou begin
▪ You must have discussions enabled for your event to do this.

ContextContext
The discussions feature is useful for communicating and sharing ideas with your team. Create

new discussions to begin a new topic and engage with your team.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents..

22 Select an event.

33 Click the DiscussionsDiscussions tab.

44 Enter your discussion into the StarStart a new discussiont a new discussion box.

55 Once complete, click PPost New Discussionost New Discussion.

ResultResult
The trip's participants can now comment on the discussion thread.
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Delete DiscussionsDelete Discussions
Remove a discussion post to keep your discussions tab clean keep your data tidy.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents.

22 Select an event to delete discussions from.

33 Click the DiscussionsDiscussions tab.

44 Find the discussion board you want to delete and click .

55 To delete the discussion board, click YYes, Remoes, Removvee.

EEdit Discussionsdit Discussions
We all make mistakes when writing. If you posted a discussion that requires revision, just edit it.

BeforBefore ye you beginou begin
▪ You must be the person who posted the original discussion post to edit it.

ContextContext

 NONOTE:TE: You can only edit discussions that you posted.

PrProceduroceduree
11 Go to EEvventsents→My EMy Evventsents.

22 Click on the event whose discussion you want to edit.

33 Click the DiscussionsDiscussions tab.

44 Click the next to the discussion post you'd like to edit.

55 Make your edits. When finished, press the EnterEnter key to post the edited discussion.

TTrip Management for Trip Management for Team Leaderseam Leaders

CopCopyright © 2023 Ayright © 2023 ACS TCS Technologies Grechnologies Group, Incoup, Inc 8282



Send a GrSend a Group Email toup Email to the To the Teameam
Send an email to all the participants on your trip.

BeforBefore ye you beginou begin
▪ You must be a Go Method admin or a trip leader to do this.

ContextContext
Trip Leaders can send group emails to notify participants of changes, updates, or to share

helpful resources.

PrProceduroceduree
11 In the top menu, click EEvventsents→My EMy Evvents.ents..

22 Select an event.

33 On the left menu, click TTeam Memberseam Members→View TView Team Memberseam Members.

44 On the right, click ActionsActions→Message MembersMessage Members.

55 Enter the subjectsubject and write your messagemessage.

66 Once complete, click SendSend.
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ResultResult
When a member of the team replies to a group email, replies are delivered to the email address

you entered for your Go Method account.
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