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Managing traveller profiles

Before you begin

Uniglobe.

Gemini Travel

As a travel booker you arrange trips on behalf of your colleagues. Before your first booking, set up your own profile and check the profiles

of the travellers you look after. Complete profiles mean faster bookings, fewer errors, and the right details reaching airlines and hotels.

HAVE THESE TO HAND
® Your mobile number
® Your travellers' passport details

® Their frequent flyer or loyalty numbers

WHAT WE WILL COVER

Set up your own account
Complete your own profile
Find a traveller in Atriis
Open their profile

Complete each section of their profile

You do not need to enter any card details. Please leave the Form of Payment tab blank — your company account is already set

up with us.



Managing traveller profiles

G Your welcome email

You will receive an email from Atriis titled
"Welcome to Uniglobe Travel Booking
Portal". It confirms the username we have
set up for you.

Click "Click here to get started" to begin.

Not arrived? Check your spam or junk folder
before contacting us.

Uniglobe.

Gemini Travel

Welcome to Uniglobe Travel Booking Portal

notification@atriis.com
To Sam Booker

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Uniglobe lrave!

Welcome to Uniglobe Travel Booking Portal

Dear Sam Booker,
Hello and welcome to Uniglobe Travel Booking Portall We are happy you have joined
Your user name is : firstname lastname@company.com

Click here to get started
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a Set your password

Create a password for your account. It
must include at least one lowercase letter,
one uppercase letter, one number and one
special character, and be at least eight
characters long.

Every requirement must be met before you
can continue.

Your password is personal to you. Please do
not share it with colleagues.

atriis

Enter new password

Mew Password

Password requirements

X At least one lowercase letter

X At least one uppercase letter

¥ At least one number

X One special character (e.g @#5)
® Eight characters minimum

Unig

Gemini Travel

obe.



Managing traveller profiles

a Log in to Atriis

Sign in using your email address as your
username, together with the password you
have just created.

Atriis is used for all of your bookings, so
please bookmark this page for easy
access.

If your company uses single sign-on, you will
not have set a password — sign in with your
usual company login instead.

atriis

Welcome back

Sign in and start your trip

USEr name

Password @

Forgot password?

Unig

Gemini Travel

obe.



Managing traveller profiles

Complete your own
profile

Click your initials in the top right-hand
corner and choose "Profile settings". Add
your mobile number — this is the only
detail we need from you to make bookings
for others

There is no need to enter a credit card. Please
leave the Form of Payment tab blank.

Uniglobe.

Gemini Travel

® o (» b

N Sam Booker
r

Welcome Sam Booker

How would you like to start your next trip?

m|

No upcoming trips

Book your next trip or browse all trips for past and canceled journeys

All trips

Profile settings



Managing traveller profiles

e Start a booking

Traveller profiles are reached through the
booking screen, so begin by choosing a
product — Flight, for example.

You do not have to complete a booking.
You only need the search screen in order to
reach a profile.

—> 4 Flight

Uniglobe.

Gemini Travel

Welcome Sam Booker

How would you like to start your next trip?

B Hotel B Car B Rail v B Transport

B

No upcoming trips

Book your next trip or browse all trips for past and canceled journeys

All trips
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Gemini Travel

a Click Add traveller
Welcome back Sam
Plan your next trip
On the search screen, click "Add traveller" 4 Fight B Hotel @ Cor B Ral v £ Transport P Parking
at the bottom left.
Find flights for your trip
Round trip One way Multi city Complete trip By schedule
> <
E \? Economy ~ 2% 1 Traveller ~
Advanced search v Allow nearby airports
Add Hotel to this trip @ Add Car to this trip @
> +2, Add traveller Add me @ Travel request
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Search for your
traveller

The Add traveller box opens. Leave "Use
as primary traveller" ticked so the correct
policy and approval rules are applied.

Click into the search box to begin.

"Add guest traveller” is for visitors and

contractors who do not have an Atriis profile.

Add traveller

Use as primary traveller (for policy and approval flow)

Search specific traveller

Q|

Add guest traveller

Unig

Gemini Travel

obe.




Managing traveller profiles

Select them from the
list

Type the traveller’s name and matching
traveller’s will appear beneath the box.

Click the correct person to add them to the
booking.

Only travellers allocated to you will appear in
this list.

Unig

Gemini Travel

Add traveller

Use as primary traveller (for policy and approval flow)

Search specific traveller

Q, sam

Sam Peters
Company Group - sam. peters@company.com

@ Sample Traveller
Standard - firstname.lastname@company. com

obe.
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Managing traveller profiles

0 Open their profile

The traveller now appears at the bottom of
the search screen. Double-click their name

to open their profile.

Welcome back Sam

Plan your next trip

4 Flight [y Hotel B Car & Rail v & Transport P Parking

Find flights for your trip

Round trip One way Multi city

>

m]

Advanced search v

Add Hotel to this trip @ Add Car to this trip @
+2 Add traveller Add me @ * Sample Traveller

T

Uniglobe.

Gemini Travel

Complete trip By schedule

|F

\? Economy ~ 2» 1 Traveller ~

Allow nearby airports

@ Travel request m

11



Managing traveller profiles

m Personal details

Unig

Gemini Travel

Sample Traveller

Your profile settings

Check that their first and last names are
spelt exactly as they appear on their
passport, and add their date of birth.

Their username is set by us and cannot be
changed. Click "Save Personal Details".

If they use an approval process, you can
nominate a backup approver here for when
they are away.

Personal Details Contact Informafio Frequent Programs Travel Preferences Form of Payment

@ Change image
Recommended size 80x80 px

Title * First Name Middle Name * Last Mame

Mr. v Sample Traveller
Gender Birth Date Traveller type MNationality

Male v DD MMM YYYY Adult (Ages 18+) v v
* Email CC Email Usemnmame User group

frsthame lastname@company.com frsthame.lastnam e@company.com Your Company
* Default language for emails * Display currency Time format First day

English v British pound v © 24 Hours 12 Hours © Sunday Monday
Out of office Backup approver

I'm now out of office )

Save Personal Details

obe.
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Gemini Travel

Sample Traveller

Your profile settings

m Contact information

Personal Details Contact Information Passports and Visas Frequent Programs Travel Preferences Form of Payment

Add their mobile number. This is the

Business phone Fax Home phone
number a|rl|nes and hoteIS W|” use to reach +00 ¥ Area Phone number +00 ¥ Area Phone number +00 v Area Phone number +00 v Area Phone number
them, so please make sure it is correct. Emergency contact
Name Email Mobile
> +00 v Area Phone number
An emergency contact is also
recommended. Click "Save Contact Business address
. " Address Ci ZIP code / Post code Countr

Information". v t "
Personal address
Address City ZIP code / Post code Country

Please include the country code so they can be

reached while travelling.

13



Managing traveller profiles

@ Passports and visas

Click "Add new passport", then enter their
passport number, place of issue,
nationality, date of issue and expiry date.
Tick "Use as primary passport".

Add any visa they hold here too. Click
"Save Passports and Visas".

Required for international travel. Please keep
expiry dates up to date.

Personal Details

Passport

Add new passport

* Passport number

Use as primary passport

Add new visa

Additional

Known traveller (i)

Sample Traveller

Your profile settings

Contact Information Passports and Visas

*Issue at

Redress number (i)

* Nationality

Frequent Programs

* Valid until

Applicable country (i)

Unig

Gemini Travel

Travel Preferences Form of Payment

* Date of issue

(]

Save Passports and Visas

obe.
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Managing traveller profiles

@ Loyalty programmes

Add their airline, hotel, car hire and rail
memberships so their numbers are applied
automatically to every booking.

Click "Save Frequent Programs" when you
are done.

Once saved, membership numbers are applied
to every future booking automatically.

Personal Details Contact Information

Frequent Flyer program
Add Frequent Flyer Add external login

Travel pass number (TPC)

Hotel loyalty program
Add hotel loyalty program

Special hotel rate

Other programs
Add car loyalty program
Add rail loyalty program

Add BahnCard loyalty program

Sample Traveller

Your profile settings

Passports and Visas Frequent Programs

Unig

Gemini Travel

Travel Preferences Form of Payment

Save Frequent Programs

obe.
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Managing traveller profiles

@ Travel preferences

Personal Details

Record how they like to travel: preferred Fllght prefereince
alrllne; Cabln CIaSS, Seat and meal type, Preferred airline carrier
home airport, hotel room and bed type, and

car preferences. Seat type

Click "Save Travel Preferences". Hotel preference

Mon preferred hotel vendor

Car preference

Preferred car vendor

Preferences are applied wherever they are
available and within the company travel policy.

Sample Traveller

Your profile settings

Contact Information Passports and Visas

MNon preferred airline carrier

Home airport

Additional hotel information

MNon preferred car vendor

Frequent Programs

Class

Additional flight information

Hotel room type

Car type

Unig

Gemini Travel

Travel Preferences Form of Payment

Meal type

Additional seat information

Hotel bed type

Car transmission

Save Travel Preferences

obe.
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You are all set

Your travellers’ details will now pull through automatically every time you book for them,
and you can update any profile at any time using these same steps.

Any questions?

res@uniglobegemini.co.uk - +44 (0)1784 254850

Jnig

Gemini Travel

obe.
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