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LOGGING IN
Q. I’'m brand new with the company, how do I create a Traveller profile?

A. Your company has an Administrator assigned in Umbrella to create your credentials, If you know who the
travel manager in your company is please reach out to them, otherwise contact Atlas Travel, either on
https://www.clubatlastraining.com/umbrella-contact-us or by reaching out to your travel consultant directly.

Q. | have requested a reset Password link through the “Forgot Password” but I’'m not getting any e-mails.

A. The reset password link should arrive in your e-mail within no more than 5 minutes, if after this time you
have not yet received it, please check that the credentials entered in the Reset password page is correct.
Double check the welcome e-mail you have received that the USERNAME is corrected and no typos, and make
sure the Agency Key is entered with no extra spaces in between or at the end of the word “ATLASTRAVEL”, it
must contain 11 characters and no spaces.

PROFILES
Q. Can | update profiles for different travellers?

A. If you are assigned the role of an Admin, you should be able to update the profiles for your entire company,
otherwise you will only have visibility of your own profile.

Q. | Updated my profile with new information, but the travel consultant is still unable to see the updated
details.

A. Upon saving your profile please make sure that the response from the system is a blue Banner on top of the page
with a successful message. If you see a red banner, there is something incorrect and the system will show which
field is missing or wrongly entered. Correct and resave. If still having an issue, please contact us through
https://www.clubatlastraining.com/umbrella-contact-us

OR

A. If you are Updating your credit card details, please make sure you select the correct use scenario for the
card you just entered. If you don’t, the consultant won’t be able to see the card details. See Image below:
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