{{f HUMBOLDT

STATE UNIVERSITY

Student Center Tutorials

Completing the Field Trip Authorization

Students going on class field trips will submit their “HSU Release of Liability” waiver inside their Student Center.
Completing this process is mandatory for any student going on a class field trip.

A student who is under the age of 18 must complete and have his/her legal guardian sign the paper field trip authorization
form. The under 18 form can be downloaded at http://humboldt.edu/studentcenter. The completed form must be returned
to the sponsoring academic department prior to departure.

1. Log into your Student Center | http://humboldt.edu/studentcenter

2. Look at your “To Do List.” If there is a field trip listed it will look
something like this: (43233 WSHD 310 11)
*Note: The item includes course #, subject, catalog #, and section

3. Select “More” to view all to do list items.

4. Select the “To Do Item” to view the detalils.

5. The details of your field trip
will appear. Just below the
field trip details will be the
navigation link to complete
the necessary waiver form.

6. Follow this navigation very carefully from your Student Center Main Menu:

43233 WSHD 310 11

To Do List

To Do Item Due Date Institution Administrative Function

43233 WSHD 210 11 1z/17/2010 Humboldt State University General

goto ... - ®

43233 WSHD 310 11

Contact
Academic Institution: Humboldt State University
Administrative Function: General

The details of the field trip
will appear here.

Description

Activity(s): Discharge Measurement and water quality
Activity Date(s) and Time(s): September 15, 2010 14:00-17:00
Location(s): Luffenholz Beach, CA

To sign the Necessary Waiver form, navigate the this page -
Humbaoldt C5 Customization > HUM - Records & Enrollment > Field Trip Authorization = Authorize
Field Trips

Return

Search:

Humboldt CS Customization > HUM — Records & Enroliment > Field Trip _ @
Authorization >Authorize Field Trips o CSU SA Baseline

IE_Humboldt CS Customization ]
[+ Self Senvice

[+ Curriculum Management

= Student Center Help



http://humboldt.edu/studentcenter
http://humboldt.edu/studentcenter
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7. Select the Search Button
(This is required)

8. The HSU Release of
Liability waiver form will

appear.
a. Alist of all field trips for
the class
b. The Release of Liability
Waiver

c. The confirmation
checkbox (This must be
checked in order to
complete the process).

9. Save the page.

10. To return to your Student
Center, select the home
link located at the top of
your screen.

11. The process is complete.
The “To Do List Iltem” has
now been removed for the
class.

Student Center Tutorials

Authorize Field Trips

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Checklist Code + begins with|

Search | Advanced Search

All field trips for
the class will be
displayed.
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Note: You will need to complete this process for each class that has a field trip

component to it.




