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Step by Step Instructions for Sign Up on WeTravel 
You will be given a link to the trip by your group leader. When you navigate to the trip link the page will look something 

like this:  

 

If you scroll down on the trip page all of the information about the trip will be listed.  

 

Please make sure to read all information regarding the trip including the PAYMENT SCHEDULE DETAILS to familiarize 

yourself with the payment amounts and their due dates prior to your trip sign up.  



 

In the trip overview you can also view the inclusions of the trip and the available package options.  

 

In the trip overview there will also be a rough draft itinerary of events for the trip. For the purpose of this test trip the 

itinerary will just say TEST.  

 



Now, let’s go back to the top of the page to start our registration for the trip.  

 

In order to start your registration for the trip you will click the green select button.  

 

 

 

 

 

 

 

 

 

 



After clicking the green select button, your screen will look like this:  

 

Here you will select the packages you would like to add to your booking.  

To choose your packages you will click the drop-down arrow next to each package and choose the number of that 

package type that you would like to add to your booking.  

 

 

 

 

 

 



You can add packages of different types all at the same time to the same registration. Below, there are two student quad 

packages and two chaperone double packages selected in the same booking.  

 

For the purpose of this step by step guide we will only select one student quad package. 

 

 

 

 

 

 

 



After choosing your packages, you will scroll down to the bottom of the page. There it will tell you how much your 

nonrefundable deposit is for each of your packages you’ve selected. The nonrefundable deposit will have to be paid up 

front in order to complete your trip registration.  

You can select to only pay your nonrefundable deposit or to pay the full amount.  

Then you will click the green continue button.  

 

Once you click the green continue button, your screen will look like this.  

 

 

 

 



Here you will fill out your information for the trip.  

PLEASE NOTE: The first set of information is for the BUYER of the trip. This is the information that will be used to register 

your WeTravel account. PLEASE make sure that the name and email address listed in the BUYER INFORMATION section 

belong to the ADULT who will be responsible for paying for the trip.  

PLEASE make sure that the email used for the BUYER INFORMATION section is an email that you have access to and 

check regularly as this is the email that we will use to send ALL correspondence regarding your booking and the trip.  

This includes and is not limited to payment reminders, delinquency notices, updates to the trip event schedule, meal 

choices that need to be submitted prior to the trip, etc.  

It is UP TO YOU to make sure that you are checking the email address that you provide for this information. Student 

Group Tours and the group leader of the trip are not at fault for any correspondence that you do not receive due to an 

incorrectly supplied email address or a lack of checking the supplied email address.  

PLEASE make sure that the phone numbers supplied are also correct and reachable as we will reach out to the phone 

number we have on file if we do not receive a response via email.  

 

The PARTICIPANT INFORMATION section will need to be filled out for each and every participant of the trip. This means 

that if you selected a package for yourself to go on the trip as a chaperone AND you selected a package for your student 

to go on the trip you will have to fill out the participant information TWICE for each of your packages.  

 

 

 

 

 

 

 



If you have multiple packages PLEASE make sure that you are filling out the participant information correctly. Looking at 

the screen below, we see that the participant information has the package type listed next to it.  

PLEASE make sure that while filling out your participant information you are matching the participant with the correct 

package type. Because this says Participant Information – Student Quad Package we want to make sure we are filling out 

the information for the student.  

 

If we scroll down on the page, we see that this participant information says – Chaperone Double Package. This is where 

you would enter the adult chaperones information.  

 

ALL participant information fields will need to be filled out individually for each participant in your booking.  

 

 



Once all fields have been filled for all participants on your booking you will click the green continue button.  

 

Once you click the green continue button, your screen will look like this:  

 

Here you will need to input your payment information for your nonrefundable deposit. This does not have to be the 

payment method for future payments, this payment method will only be used right now for your nonrefundable deposit.  

Once you have inputted your payment information you will click the green confirm booking button.  

 

 

 

 



Once you click the green confirm booking button, your screen will look like this:  

 

It will prompt you to sign the Terms and Conditions document for your trip.  

PLEASE NOTE that you will be unable to attend the trip even if your trip is paid in full if you do not sign the Terms and 

Conditions. We HIGHLY recommend that on this page you go ahead and click Open and Sign Document in order to get 

the Terms and Conditions signed in plenty of advance prior to the trip.  

Once you click Open and Sign Document, your screen will look like this: 

 

Here you can read the full Terms and Conditions of your trip. Once you have read the Terms and Conditions, you will click 

the green start button at the top of the page in order to sign.  

 



Once you click the green start button, this is what your screen will look like: 

 

It will prompt you to choose a signature and it will autofill the BUYER INFORMATION that was supplied when you filled 

out the information for your booking.  

From here you will click the blue sign button.  

 

After clicking the blue sign button, your screen will look like this. If everything is correct in the green boxes, then you will 

click the green Finish button at the top of the page.  

 

 

 



Once you click the green Finish button, your screen will look like this: 

 

Here you will click the blue I Agree button which states that you agree to the Terms and Conditions you just signed.  

After you click the blue I Agree button, your screen will look like this:  

 

At this point your booking has been submitted. From here, you will select the green My Trips button.  

 

 

 

 



Once you click the green My Trips button, it will prompt you to enter the email address that you entered in the BUYER 

INFORMATION section. This is the email address that will be assigned to your WeTravel account.  

 

Once you enter your email address and click the blue Next button, your screen will look like this:  

 

You will need to check your email address for the instructions to set your password and finish creating your WeTravel 

account and login.  

 

 

 

 



When you check your email, you will have one from WeTravel that says Set your WeTravel password that looks like this:  

 

Here you will click the blue SET PASSWORD button.  

Once you click the blue SET PASSWORD button your screen will look like this: 

 

 

Here you will enter your password that you would like to set for your WeTravel account. You will have to enter it twice in 

each password box the exact same so that they match. Your password will need to contain at least one number, one 

uppercase letter, and be at least 8 characters long. Then you will click the blue Set Password button.  



Once you click the blue Set Password button, your screen will look like this:  

 

You are now officially logged into your WeTravel account. This is the My Trips page where you will see your booking that 

you submitted.  

Navigating the My Trips Page on WeTravel 
From the MY TRIPS tab you can click the green Manage Booking button.   

 

After clicking the green Manage Booking button your screen will look like this. Here you can view your booking, your 

payments, your remaining balance due, update your participant information, ask us any questions you may have, view 

your trip, and share your contributions page.  

 

 

 

Click here to share your 

contribution page 

 

Click here to update 

your participant 

information 

 

Click here to send us 

(Student Group Tours: 

the travel agency) a 

question about the trip 

 

Click here to download 

a copy of the Terms and 

Conditions you signed 

 

Click here to make a 

payment 

 
Click here to view your 

payment amounts and 

the dates they are due 

 



Update Information 

 

Once you click the Update Information button, your screen will look like this:  

 

Here you can edit the information for each of your participants. PLEASE NOTE that each participant will have their own 

update information button next to their name so make sure you are selecting the correct participant if you have more 

than one on your booking.  



 

 

Once you are finished updating your participant information, make sure to scroll to the bottom and click the green 

Update button to save your changes.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Share Your Contribution Page 

 

Once you click the Share Your Contribution Page button your screen will look like this:  

 

This will create a link to your very own contribution page that you can share individually with friends and family so that 

they are able to make contributions to your trip.  

What’s really great about contributions on WeTravel is that 100% of your friends and family’s contributions go to your 

trip! No percentage of their contribution is held or used as a fee and the minimum contribution amount is only $5!  

From here you can either copy the link into your browser yourself or click the blue contribution page link within the text 

to navigate to your contribution page.  

Your contribution page will look like this right after you create it. It will have the name, the location of the trip, the dates 

of the trip, as well as a description of the trip.  

PLEASE NOTE THAT ALL INFORMATION LISTED ON THE TRIP PAGE INCLUDING THE TRIP ITINERARY, THE ABOUT THIS TRIP 

SECTION, THE INCLUSIONS, AND THE PAYMENT SCHEDULE WILL BE VISIBLE ON THE CONTRIBUTION PAGE.  

We are unable to make changes to this information it will always be visible on ALL contribution pages. The only 

information that can be changed on the contribution page is the name listed, the title of the contribution page, and the 

description of the contribution page.  



You can make these changes by selecting the Edit Page Button.  

 

 

Once you click the Edit Page button you will have the ability to change the Title, Name, and Description listed on your 

contribution page. No other information listed on the page can be edited.  

Make sure to click the green Save Changes button to apply the changes you’ve made to your contribution page.  

 



 

When friends and family want to contribute to your trip you will just need to send them the link to your contribution 

page and then they will click the green Contribute Now button in order to make their contribution.  

Once they click the Contribute Now button their screen will look like this. Here they will enter their contribution amount, 

their name, their email address (for their payment confirmation to be sent to) and their payment information. Then they 

will select the confirm contribution button at the bottom of the screen.  

Payments can take up to 5-7 business days to post to a WeTravel account. All contributors should receive an email 

confirmation of their contribution.  

 

 

 

 

 

This name can be edited 

This title can be edited 

This description 

can be edited 



Pay Installments 

 

Once you click the Pay Installments button your screen will look like this:  

 

Here you can see what installments of your payment schedule are currently due or pay all remaining installments all at 

once. You will enter your payment information and then click confirm payment to submit your installment payment.  

PLEASE NOTE that any accounts that are two or more payments behind are in danger of cancellation. WeTravel will send 

payment reminder emails so make sure to check the email you signed up with. If your account becomes delinquent, a 

member of SGT staff will reach out via the email address and phone number that were provided when you created your 

WeTravel account. If you have any trouble making your WeTravel payments, please reach out to us so that we can come 

up with a plan to help you keep your booking and avoid cancellation.  



Message the Organizer 

 

Once you click the Message the Organizer button your screen will look like this:  

 

Here you are able to ask any questions you might have. You will have to complete a CAPTCHA in order to submit the 

message. PLEASE NOTE these messages come to us, Student Group Tours, the travel company, they do not go to your 

student’s instructor or the group leader of the trip. If you have questions regarding rooming assignments, your student’s 

grades or anything related to their instructor or class/school, student behavior, chaperone requirements and duties, 

chaperone group assignments, etc PLEASE direct those questions to your student’s instructor/group leader for the trip.  

Our office is open Monday-Friday from 9AM – 5PM. If you send a message over the weekend, you will not receive a 

response until Monday at the earliest. We do go through all messages received daily, but some messages do require 

escalation and will take a bit longer for you to receive an answer back.  

Please allow 2-3 business days before sending a follow up message if you do not receive a response. 

 

 

 

 

 

You can also 

click contact 

the organizer 

to get the 

same screen 



Download Signed Document 

 

 

If you click the Download Signed Document button your computer will automatically start a PDF download of the signed 

Terms and Conditions document you completed during your registration for the trip.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Navigating the My Profile Page on WeTravel 

 

If you click the PROFILE tab to the right of the MY TRIPS tab it will take you to your WeTravel account profile. Here you 

can change your email, change your password, enable two-factor authentication, or change the first and last name for 

your account (not for individual participants of the trip). PLEASE NOTE this changes the information listed for the BUYER 

when you submitted your WeTravel booking. If you need to change the email or name associated with one of your trip 

participants rather than your entire WeTravel account, you will have to do so from the MY TRIPS tab under update 

information.  

Under Payment Settings on the left side of the screen you can add or delete any saved payment methods attached to 

your WeTravel account.  

 

PLEASE make sure that after you are done updating any information you click the green Update Profile button at the 

bottom of the screen to save your changes to your profile. If you do not click the Update Profile button your changes will 

not be saved.  

 

 

Click here to add a 

saved payment 

method to your 

WeTravel account 

or delete a 

previously saved 

payment method 



Joining the Waitlist on WeTravel 
In the event that all of the spots on the trip are full or the deadline to sign up for the trip has passed, the waitlist for the 

trip will be enabled.  

If you choose to join the waitlist for the trip, you will be added to a list of people that are waiting for a spot to open up so 

that they can join the trip. In the event that someone has to cancel or can no longer attend the trip, their spot will then 

be available, and we will invite someone from the waitlist to join the trip.  

When we send out invitations to those who are currently on the waitlist, we send them out to whoever has been on the 

waitlist the longest FIRST. Each time that we send out an invitation to someone, we allow the person 48 hours to respond 

to the waitlist invitation and join the trip. If we do not receive a response within the 48 hours, we move onto whoever 

has been on the waitlist the longest after the previous person.  

 

If you would like to join the waitlist for a trip, you will need to first navigate to the trip page on WeTravel and click the 

green Select button.  

 

 

If a trip is sold out you will have the option to join the waitlist for the trip by clicking the green Join Waitlist button.  

 



 

Once you click the green Join Waitlist button your screen will look like this:  

 

Here you can enter your name, email address, phone number, and select the package types and quantities that you 

would like to book for the trip.  

 

 

By clicking the blue drop down arrows next to each package type you can select the quantity of that package type that 

you would like to waitlist for.  

Once you have filled out all of your information you will click the green Join Waitlist button at the bottom of the page.  

 



 

Once you click the green Join Waitlist button at the bottom of the page, your screen will look like this:  

 

This is your confirmation that you have joined the waitlist for the trip. You will also receive an email confirmation from 

WeTravel to the email address that you supplied in your waitlist signup.  

If a spot on the trip becomes available, an invitation to join the trip will be sent to the email address you supplied on 

your waitlist signup information. It will look like this:  

 

As the email states, you will have 48 hours from the time you receive the email to join the trip from the waitlist and claim 

the open spot. To sign up for the trip you will click the blue CLAIM YOUR SPOT button.  

Once you click the blue CLAIM YOUR SPOT button it will navigate you to the trip page where you can sign up for the trip 

and complete your booking. If you need assistance with the sign up process, please refer to the sign up instructions 

section of this guide.  

 


