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As an Administrator, you can add travelers to the Atmos™ for Business portal using one
of three methods:

1. Individually invite users via email
2. Use a shared link for employees

3. Bulk upload travelers to the portal

We will explore each of these options in more detail below:

1. Email invitation

Once logged into Atmos for Business, open the Business Portal. You will arrive at the
People section (as pictured below). Click the ‘Invite people’ button at the top right
corner to add travelers. From here, you can also view pending invites.
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Once you click ‘Invite people’, you’ll be prompted to enter the employee’s email and
select their role as either Traveler or Administrator for your organization’s account. Then,
click ‘Send invites’ to generate the emails. Note: You can assign multiple Administrators
who will have access to book travel, manage payments and view reports.
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Invite people

Invite peopie to join your default team: General




After your invitation is sent, your appointed Traveler or Administrator will receive
the following email:
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You've been invited to Atmos™ for Business a8 @
External . 7> Inbox x

Alaska Airlines <noreply@business.alaskaair.coms 1239PM (Ominutes ago) ¥y <
@ tojmcgamnon ¥
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You have been invited to join JP TEST on Atmos™ for Business.

Accept the invite

Alaska Airlines, PO Box 68900, Seattle, WA 98168-0900.
© 2025 Alaska Airlines. All rights reserved.
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From here, the invited user will be asked to accept the invitation. To sign in, they will need
an Atmos Rewards account number. Those without an account can enroll during setup.
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Welcome aboard!

Start your corporate travel experience with us,

Skgn in with User ID or Atmos™ Rewards

Join Atrmos ™ Rewards




After successfully registering, the user will see the following message:

Successful registration

Ready for takeoff!

You're all set to book business trips seamlessly
through alaskaair.cem and the mobile app.

»'  Email verification completed
Your work emall address has been
successfully verified

v Alaska account linked
Your Alaska account is now linked to
YOUT COMpany

® Registration complete
An email confirmation will be landing in
your-inbox shortly, You're all set 1o
embark on new business journeys with
BXCILESIYE L'I'E-'H;‘fl'lbi



2. Shared link

A shared link expedites the invitation process. First, an email domain needs to be added
and activated to create a shared link. From the Business Portal, click Settings. Under the

second tab titled ‘Email domains’, you can select ‘Add your first domain’ and enter your
company email address.
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Manage your company settings.

General Email domains  Booking fields
People

o
-~
= Payment

Trusted email domains Add domain
E—A Reports Add email domains to invite travelers o your company. Travelers must have an email address with a trusted domain.
5= Settings
No domains added

Werified domains will be displayed here,

This will generate an email for you to verify your domain.
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Verify email domain

We emalled thi link o verify your domain to
JPASTESTE@nutraveline .com.

Closa




You will then receive a confirmation email. Click the ‘Verify email’ button.

ATMOS for Business: Confirm domain 1 view

Atmos for Business  <noreply@business alaskaair com
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Verify your domain to allow any individual with an email address ending in nutraveline com te
Jjoin the Atmos™ for Business for JP TEST,

After verifying your email, the following message will be deployed:

Your domain was
verified

You can now invite travelers with this email
domain to join the program

To invite travelers, go to the People section and
select ‘Invite people’ for your activated
reqgistration link.



When users click the link, they will be directed to the registration page (shown below),
prompting them to enter their company email address.
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Invite people
Invite people 1o join your default team: General
Email addresses )

Enter or paste email addresses.

Invite up to 20 people at a time.
Role (2

Traveler v

or

nvite via link

https://business.alaskaair.com, [fy Copy

nage your trusted email domains in Seftings,

Now your domain is activated. Return to the People section of the portal, then click
‘Invite people’ to generate a link. Copy the URL to send to your users.
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Register

Get started: begin by verifying your work email,

Your work emall addrass®
Enter your work email address

axampie: john.doeficompany.com




Your travelers will need to check their emails to verify their access:

Atmos for Business <onboarding-qa@business alaskaair com:

@ totestagain@nutraveline. com

&
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Please enter the 4-digit code sent to your
email fip@nutravelinc.com
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Hi,

D This is your verification code:

7601

This code will only be valid for the next five minutes

After verifying their email address, users can register for Atmos for Business with
their credentials.
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Welcome aboard!

Start your corporate travel experience with us.

Sign in with User ID or Atmos™ Rewards

Join Atmos™ Rewards




Next, a pop-up window will appear. Download the CSV template to see the fields

required and where team assignments can be assigned. You can also choose to drag
and drop a file.

ATMOS For susmes: PEOPEE : Pending invites & m
[ Bulk Invite vis CSV
People Teams Guest profiles

2 People
= Payment Q Search All Roles
[F Reports
Hamg Role Team
o= Settings
P
JP ks Pak Traveler General

Imegannen@nutravel.com

Jessica Pearce

4P Admin General
|essicadtraverse tech

3. Bulk upload

A bulk upload lets you invite users who have different email domains, all at the same
time. From the People section of the portal, click the ‘Bulk invite via CSV’ button.

Upload a traveler list

Download a sample €5V template to se4 tha fields required.

C5V file format
email  Enter your trivislers” work ermisil

team  Travelers will be added to the default team if keft biank or
the team name doesn't axist.

Cancel




Once your file is uploaded, invites will be sent to the users, prompting them to complete
the registration process.
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You've been invited to Atmos™ for Business 8 B
External ) Inbox x

) Alaska Airlines <noreply@business.alaskaaircom> 1239PM (Ominutes ago) ¢ ¢
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You have been invited to join JP TEST on Atmos™ for Business.

Accept the invite

Alaska Airlines, PO Box 68900, Seattle, WA 98168-0900.
© 2025 Alaska Airlines. All rights reserved.
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From here, the invited user will be asked to accept the invitation. To sign in, they will need
an Atmos Rewards account number. Those without an account can enroll during setup.
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Welcome aboard!

Start your corporate travel experience with us,

Skgn in with User ID or Atmos™ Rewards

Join Atrmos ™ Rewards




After successfully registering, the user will see the following message:
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Successful registration

Ready for takag ffl

I"re all 58t to ook business trips saamlesshy

through alaskaair.cem and the mabile app

»  Email verification completed
Your work emall address has been
auccessiul R Fifiec]

v  Alaska account linked
Your Alaska account is now linked to

_flll DITiRar :II

® Registration complete
nail cenfirmation will be Eanding in
your inbox shortly, You're all set 1o
embark on new business journays witl

exclusive banalils

For additional support send us an email at AtmosForBusiness@AtmosRewards.com,
visit our FAQ page, or call us toll-free at 1-888-327-2755, Monday through Friday,
between 8:00 a.m. and 6:00 p.m. (PT).




