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Simply book business trips 

 

 

We are delighted that you have chosen the Atlatos Profi Traveller as your travel management system and 
online booking engine. Thank you for placing your trust in us. 
 
The Atlatos Profi Traveller provides an efficient travel management system for easy online booking of flights, 
hotels, rental cars, and train tickets, without sacrificing expert travel support. It simplifies your daily work 
routine while simultaneously helping to reduce travel expenses. 
 

• According to company guidelines, flights, hotels, rental cars, and Deutsche Bahn tickets can be 
easily booked online. 
 

• From travel requests to bookings and expense reporting, all travel processes can be seamlessly 
integrated and managed. 

 

• With a single travel profile for all bookings, adhering to all data protection measures, travel 
preferences, loyalty programs, and even vaccinations can be easily managed. 

 

• For all inquiries, from complex travel arrangements and rebookings to visa applications, a dedicated 
contact person from the supporting travel agency is available to assist you. 

 

• Innovative technologies ensure a powerful price comparison, and special corporate benefits enable 
additional savings. 

 

• Mobile access to all travel data enhances convenience during business trips. 
  
 

Atlatos places great emphasis on ease of use in its ongoing development. Flights, hotels, rental cars, and 
Deutsche Bahn tickets can be easily booked through Atlatos Profi Traveller without compromising expert travel 
agency support. 
 

       We always welcome suggestions for improvement. If you have any questions, we are happy to assist you at 
+49 6431 212498-0. 

  
 

 
 Yours sincerely, 
 Esther Stehning 

 

 

 

 

 

 

 

 

 

 

* For the sake of readability, the masculine form has been used in the text; however, the information naturally 
applies to individuals of all genders.  
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1. Efficiently Booking Business Trips 
 

The following pages explain how to use the Atlatos Profi Traveller and the Atlatos Expense Engine. Further 

information and training videos can be found at support.atlatos-traveller.de. 

 

1.1 Homepage 

After logging into the Atlatos Profi Traveller, a personalized homepage appears with the following 
functionalities: 
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Point 1: login area 

The user's own name is displayed here, or the name of the selected traveler in the case of a team booking. 
The supporting travel agency or travel office is listed along with its contact details. 

 

Point 2: horizontale navigation 

The horizontal navigation allows users to start booking the respective services (flight, hotel, rental car, and 
train, as well as special services if applicable). By clicking on the tab, the search for the booking process 
is initiated. 

 

Point 3: verticale navigation 

The vertical navigation allows users, depending on their permissions, to access the menu items "My Data," 
"Travel Management," "My Company," and "Administration." 

 

Point 4: current travel plans 

The homepage also provides an overview of current travel plans. The calendar displays upcoming flight, 
hotel, rental car, and train bookings through icons. If booking rights for colleagues are granted, the trips of 
selected travelers can also be displayed. Up to five VIP travelers can be permanently shown on the 
homepage. Additionally, the calendar allows access to detailed views for each booking or the initiation of 
the cancellation process. 

 

Point 5: overviews 

The traveler can view upcoming bookings in chronological order through the "Bookings" tab. They can 
access detailed booking information, retrieve train tickets, initiate cancellations, or access check-in options 
for flights. 

 

 

For train journeys, the ticket can be retrieved. By clicking on "Cancel," the travel services can be canceled. 

 

Through the "Travel Requests" tab, the traveler's active travel requests can be accessed with the option 
to view details. The same applies to the tabs "New Expense Report," "Approved Expense Report," and 
"Current Travel Info." 
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Point 6: important employee infortmation 

Through the "Important Employee Information" section, the company can post its own updates and inform 
employees about current topics related to business travel. 

 

Point 7: current travel information 

The current travel information provides an overview of ongoing bookings, approvals, and travel expenses. 
Previous travel expenses are cumulatively summarized by service type. If the user can only book travel 
for themselves, only their own travel expenses are displayed. However, if the user has travel management 
rights, trips are displayed based on permissions for specific departments, branches, or the entire company. 

Six weeks before the expiration of BahnCards and credit cards, the user is notified on the homepage about 
the need for renewal. 
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1.2 User profile and passowrd 

In the Atlatos user profile, the traveller can change their user profile, which was stored centrally when they first 

logged in. For example, it is possible to enter several credit cards in the user profile, provided the employer 

allows this. Frequent flyer numbers can also be entered. It is also possible to enter data such as vaccinations 

and visas in the Atlatos travel profile, which is particularly important when travelling outside Europe. The 

password can be updated under the menu item ‘Change password’. Please note that the password function 

can be updated with a single sign-on procedure. If your company regularly synchronises personnel data, 

changes can also be imported by the employer. In this case, please contact your internal travel management 

team.hotel, flight and car hire preferences can be specified in order to take travel preferences into account for 

each booking. These are sent to the respective provider as a comment with every booking. However, it is at 

the hotel provider's (or airline's or car hire provider's) discretion to fulfil the hotel requests. If a seat request, 

e.g. seat in the large area, mobile phone area, is stored for a train journey, the travel requests are transferred 

when the train application is called up and taken into account by the train.  

In addition to your BahnCard and personal credit card, you can also enter your ID card and debit card to identify 

yourself to the railway. 

After entering the desired changes to the travel profile, the process can be completed by clicking on the 

‘Change’ button. If the travel agency in charge uses profile synchronisation, profile data is also synchronised 

in the travel agency's system. 
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1.3 Travel request 

Depending on the travel policy, there may be an obligation to submit a travel request before the start of the 

trip, which the line manager or another predefined person can authorise. The travel request form asks for the 

travel period, type of trip, reason for the trip and the expected costs. Depending on the company settings, 

internal company information such as a project number or cost centre may also be requested. Select the 

desired travel services and, if applicable, a rough cost estimate from the company. Please note that travel 

services that are not ticked cannot be booked. You can also add brief comments about the trip. The travel 

request can then be forwarded to the person authorised to approve it. As soon as the ‘Forward’ button is 

clicked, the person authorising the trip will receive a message by e-mail. The e-mail contains a link with a direct 

reference to the Atlatos Profi Traveller page for approving the travel request. 

 

 

 

 

As soon as the travel request has been approved or rejected, the traveller is informed. The traveller can also 

call up the respective status (unprocessed, approved, rejected) under ‘Order status’. All travel requests are 

stored in the archive for documentation purpose. 
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1.4 Flight selection and booking 

All flights available in the travel agency systems (450 airlines including 60 low-cost carriers) can be booked 

via the flight booking screen. After specifying the desired selection criteria, such as departure and destination 

as well as the corresponding travel times, the search results are displayed 

 

The Atlatos Flight Booking Engine only displays the flights approved by the company in accordance with the 

employee's travel policy, provided a travel policy has been stored. Depending on the company's travel policy, 

only a small selection of flights may be available. 

 

Travellers can use the search mask to display flights that match their travel requirements. In addition to the 

date of travel, travellers can enter a departure time (any time, morning, midday and afternoon) or an exact 

time. After entering the departure city, destination and travel times as well as other optional points, the matching 

offers are selected by clicking on ‘Search’. 

 

ATTENTION: The flight search is a time-based flight search. We therefore recommend that you enter the exact 

time. If you want a flight at 7:00 a.m., you can also enter 7:00 a.m. in the flight search to obtain an exact result. 

 

The traveller receives a sorted overview of available flights according to the selected display option (sorting by 

price, time or provider). The flight prices shown are final prices including taxes and fees. You can view the flight 

conditions and details by clicking on the ‘Details’ button. In addition to outward and return flights, one-way, 

open-jaw and multi-stop flights can also be displayed. 
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Selection of one-way flights, return flights and fork or multi-stop flights:

 

 

 

Change in the display of the flight search when clicking on ‘Fork/multi-stop flight’:
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Su Search for flights with a specific stopover: 

You can also search for flights with a special stopover for a flight with a transfer. Simply click on the arrow 

next to the departure airport:

 

 

Select flights with the proximity search: 
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Search for direct flights and for best-buy or flexible flights: 

 

Clicking on ‘Best buy’ displays the cheapest flights, regardless of the cancellation and rebooking conditions. 

Clicking on ‘Flexible’ displays the flexible flights that can be cancelled or rebooked free of charge or for a fee, 

depending on the airline. 

 

 

 

 

 

 

Display of the rebooking conditions 

 

You can call up the rebooking conditions via the information icon in the results list. Please note that we are 

unfortunately unable to translate the airline's terms and conditions for legal reasons. The booking conditions 

are displayed in short form during the booking process. 

Click on the information icon to display the complete rebooking terms and conditions: 

 

Rebooking conditions in the next booking step: 
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Alternative display of the flight search 

In addition to displaying the search results in list form sorted by price, the mix search is an alternative. By 

clicking on the ‘Mix search’ button, the one-way flights are also loaded so that a combination of different airlines 

is also possible. 

 

Click on ‘Mix’ to open the following display. The various flights can be combined as desired. The prices are 

calculated accordingly. The individual prices of the flights are also listed in the overview.  
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If the flight meets the traveller's requirements, the flight can be booked from the details page in the next step. 

 

 

 

 

 

In addition to details of the booking class, route and price, the CO2 values (approximate values) are also 

displayed. The offer can also be forwarded to colleagues by e-mail. 

By clicking on ‘Book’, the traveller's exact booking details are requested, with the data from the booking 

profile already entered. It is also possible to make a seat reservation. 
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Please note that, depending on your company's travel policy, you may only have a limited choice of flights or 

it may not be possible to book a flight at all. 

 

In the final booking step, click on ‘Yes, book with obligation to pay’ to finalise the booking. 
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1.5 Hotel selection and booking 

Atlatos offers an extensive search for hotels. More than 1,000,000 hotels are available via the booking 

interface, which can be selected according to destination, arrival period and price. 

 

The search query displays a selection of available hotels according to the desired sorting. The price shown is 

the cheapest available room rate for all desired overnight stays (total price incl. VAT). Click on the ‘Hotel details’ 

button to display further details about the selected hotel. 

 

After selecting the hotel, an online booking is possible. The booking confirmation is displayed as a PDF 

document and simultaneously sent to the traveller by e-mail. 

 

If a travel policy for hotels has been defined, the selection is restricted according to the criteria of the policy. 

Company rates are marked with a flag and displayed first. 
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The hotel distributor is identified by an icon (HRS, ehotel, hotel.de, booking.com, DERhotel or CRC). Please 

note that, depending on your company's travel policy, you may only have a limited selection of hotel providers 

at your disposal. 
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If locations are stored in the company profile, the respective locations can be selected in the hotel search. The 

distance within whose radius hotels are displayed can be set as required. 

  

 

 

 

In addition to displaying the hotels in list form with a picture, the hotels can also be listed without a picture or 

displayed in the map view.  

 

Map display of available hotels 

 

By clicking on a flag, the corresponding hotel is listed and can be booked. Red icons are travel policy violations. 

Orange icons are hotels that are booked as a gesture of goodwill if no more favourable offer is available.  

Mit Auswahl der Hotels werden die unterschiedlichen verfügbaren Raten angezeigt.  
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The cancellation conditions are shown next to each rate. In addition to the hotel rates, the hotel details such 

as photos, facilities and surroundings can also be called up. The directions also show the proximity to the S-

Bahn and U-Bahn and other places of interest.  

Depending on the company's authorisation, you can switch between hotel providers via tabs. The hotel 

descriptions and rates may differ depending on the provider. The provider with the most favourable rate is 

displayed first.  

 

 

In the final booking step, the booking is finalised by clicking on ‘Yes, book with obligation to pay’. The travelle 

and/or the person making the booking will receive the booking confirmation by email.The booking confirmation 

can also be called up again at any time via the current bookings.  
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1.6  Rental Car selection and booking 

 

The Atlatos Profi Traveller offers you the possibility to query all available car rental providers for the best 

conditions. At the same time, you can also query only the vehicles of a specific station, which shortens the 

search time. 

 

Please enter the rental location and, if different, the return location and the rental times. Optionally, preferences 

for the price and category as well as display preferences can be defined. The return location can only be 

entered after selecting the provider and the corresponding station. Then click on the ‘Search’ button and a 

selection of hire cars corresponding to the search query will appear. 

If you click on Details, you will receive further information on the rental conditions and can book the desired 
vehicle. 
 

 

Selection of providers when searching for a hire car: 

 

You can select a specific provider or search for all providers by clicking on ‘All’. When selecting all providers, 

it is not possible to select a station, but only a city with the location airport, railway station or city. 

  

If you would like to see all providers at Frankfurt Airport, select the city of Frankfurt as ‘Rental location’ and the 

location ‘Airport’. 
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The different providers are displayed with the individual vehicles sorted by price. In the final booking step, the 

booking is finalised by clicking on ‘Yes, book with obligation to pay’. 

 

 

 



 

 

- 22 - 

 

atlatos manual 

 

An overview of the providers shows all available car hire providers with the cheapest price in each case: 

 

 

Navigation system display 

Vehicles that are equipped with a navigation system as standard are labelled with a corresponding icon. 

Alternatively, the navigation system can be booked as an extra service for a fee. 

 

 

Booking extra services 

With some car hire providers, additional services such as navigation systems, winter tyres etc. can be booked. 

The hire price changes accordingly. Individual delivery and collection from the company location can also be 

booked. Please note that an error message will appear when booking for individual delivery locations that are 

too far away from the selected station. Please note that the traveller may only have a limited selection of rental 

cars available in accordance with the company's travel policy. 
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1.7 Train booking 

Using the rail booking module, travellers can simply make their rail bookings and receive their online ticket 

directly with a credit card debit. Travellers no longer need to go to the ticket counter or ticket machine. 

 

 

The rail booking module of Atlatos Profi Traveller is based on the BIBE interface of Deutsche Bahn, which 

accesses the company programme bahn.business. To set up the rail booking module, Atlatos requires the 

customer no., the so-called BMIS no., of the company.  A customer no. can be applied for or an existing one 

can be activated for Atlatos using a corresponding railway form.  All employee rail bookings are then 

automatically transferred to the company account with Deutsche Bahn for discounting depending on the rail 

volume.  

 

Before you reach the actual search screen, you have the option of entering or changing additional data, such 

as your personnel number and cost centre, for your rail booking. Click on ‘Next’ to go to the connection search. 
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After entering the required data such as start and destination, travel date and time, details and connections as 

well as the BahnCard data, the possible connections are displayed by clicking on ‘Search’. 

  

 

 

 

 

 

 

 



 

 

- 25 - 

 

atlatos manual 

 

After selecting the appropriate connection, the rail journey can be booked by entering the relevant booking 

details. 

 

The traveller receives their online ticket to print out immediately after booking. The traveller can retrieve the 

PDF printout of the ticket at any time via the rail order search. In Atlatos reporting, the rail bookings are only 

displayed 24 h - 48 h later. 
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1.8 Cancellation of travel services 

You can cancel your booking in Atlatos Travel Management under the ‘Current bookings’ view. The cancellation 

conditions of the respective provider apply. Select the travel service to be cancelled and click on ‘Cancel’.  

 

 

 

Rail bookings are cancelled under the menu item ‘My data - Rail order search’. 
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1.9 Rebooking travel services 

 
You can rebook an existing car hire booking with the providers Sixt and Europcar. Go to ‘MY DATA’ > 
‘Current bookings’ to view the existing car hire booking. At the bottom of the page, under the ‘Other’ tab, you 
will find the ‘Rebook’ button. 

 

 

 

You now have the option of making your changes. 

 

 

 

 

 

 

 

 

 

 

 

Then confirm the terms and conditions and click on ‘Yes, rebook now’. 
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1.10 Buchungsberechtigungen 

The booking authorisation allows another authorised person to access an employee's profile to make bookings. 

It is documented who made the booking for the traveller. Under the menu item ‘My data → Booking 

authorisation’, people from the company who can book for the respective traveller can be stored. 
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2. Creating a Travel Expense Report 

2.1 Create travel expense report 

 
The travel expense report can be created using a template (1) or manually without a template (2). 

To begin, click on ‘Travel expense report’ in the Atlatos Expense Engine. If you would like to settle a trip 
with receipts for which no booking exists in Atlatos Profi Traveller, continue with option 2 ‘Manual travel 
expense report’ (2).  

If a travel expense report is created for a colleague, the relevant traveller is selected via Travel 
Management ‘Team booking’ BEFORE the travel expense report is created and the travel expense 
report is then created for the selected person via ‘My data - Travel expense report’. 
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2.2 Expense reporting for travel services  booked via Altatos 

 

1. One or more modules for the travel expense report can be selected by clicking on the selection box. 
You can then click on the ‘Select’ button at the bottom of the page or a template can be customised 
directly using the icons for editing. 

2. Then, if not already filled in, the cost centre or all additional data requested by the company and, if 
applicable, a comment on the trip can be entered. 

3. If you are entitled to a meals or accommodation allowance, you can tick the relevant box. 

4. If the journey times and the reason for the journey have changed, the reason for the journey and the 
journey times can be adjusted by clicking on the edit icon. 

5. Further travel expenses can then be entered using additional receipts. The date, expense type and 
price are important here.  
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The accounting template can be changed either by 1. changing the basic trip data or by 2. Directly editing 
the accounting documents or by clicking on ‘Select’. 
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By clicking on ‘Change basic trip data’, the employee can change the basic data such as the reason for 
the trip, the destination or the additional data as well as the trip data.  

 

If the data has been changed, the traveller simply clicks on ‘Change’. 
The creation of the invoice can be continued with the changed travel times. 
 
If the user clicks directly on the edit button next to a template (editing receipts), they are taken to the 
receipts. Alternatively, you can also click on the voucher type such as ‘Flat rates’.  
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Vouchers 
One of the company-specific expense types and the date can be selected for the receipts. The receipt 
number is generated by the Atlatos Expense Engine. The total price can be entered in any currency; the 
exchange rate on the settlement date is used to calculate the euro value. Alternatively, you can also enter 
your own exchange rate.  
 

 
 
The ‘Company prepayment’ field means that the amount is included in the total cost of the settlement, but not 
in the employee's reimbursement amount. For Atlatos bookings that have been paid for with a company 
travel card, for example, the company prepayment is already activated in advance. 
A comment can be entered. This will be listed on the booking PDF. 
By clicking on ‘Browse’, a receipt can be listed as a photo or PDF file. The receipt can also be uploaded or 
photographed first via the app and the Atlatos app automatically recognises the price, taxes and receipt date, 
provided the receipt can be read accordingly.  
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Travelling expenses 
 

 
 
 
The vehicle type (1), the date (2), the kilometres driven (3) and the registration number (4) as well as a 
comment/remark (5) can be entered for the travel costs. The applicable flat rate for travelling expenses is 
calculated. 
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Daily Data 

 

 
 
 
The meals per diems and the accommodation per diem can be activated. All meals provided free of charge 
by the employer must be ticked in the respective checkbox. The meals per diem is reduced by a percentage 
in accordance with accounting law. The travel times for the respective travel days can be adjusted - as can 
the country of travel - the country in which the traveller was located at midnight must be entered here. 
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Advance 
 

 
 
 
Under the Advance tab, you can specify how much the employee has received from the company and in 
which currency. This value is reduced from the reimbursement amount in the payroll run.  
 
The advance is also listed as a posting line in the RKA export with the stored account. Please note that the 
‘Advance’ tab can also be deactivated. 
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Catering 
 

 
 
 
Any number of hospitality items can be added to the travel expense report. The day of the hospitality (1), the 
amount of the expense (2), the currency (3) and the amount of the tip (5) can be specified. The receipt 
number (4) is generated by the system. In addition, the tax code (6) can be selected (if configured 
accordingly) and the place of hospitality (7) and occasion of hospitality (8) can be entered.  
 
 
A distinction between internal events and events with external persons is required (9) and an associated 
account is addressed for each option. For hospitality with external persons, the costs can be allocated to 
different accounts according to the 70:30 rule, provided this is configured accordingly. 
A digital hospitality receipt can be added (10) and the participants of the hospitality must be listed (11). 
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PDF proof 

 

 
 
 
Once all receipts have been added, a provisional travel expense report can be checked by clicking on PDF 
proof and forwarded to the internal travel expense accounting centre according to company requirements. 
For the electronic workflow, the employee can ‘Forward’ it for approval.  
 
 
It is listed who receives the expense report for approval in the first step.  
Please note: Only the first approvers are listed. 
 
 
 
Approval variant:  
Via Atlatos it can also be set that the 1st approver can be selected by the traveller from a pool. In this case, 
the approver must first be selected. 
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2.3 Manuelle billing without a template 

 
If there is no booking or travel request for a travel expense report, the traveller has the option of making a 
manual settlement. 
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Click on ‘Manual RKA’ and ‘Create’ to fill in the basic data for the journey. This includes the date and time of 
arrival and departure (1-4). The trip type, which can offer different company-specific options (5), the reason 
for the trip (6), the destination of the trip (7) and the destination country (8). Additional destination countries 
can also be added. The optional trip start (9) and the company-specific additional fields (11). A comment can 
also be entered. The next steps are identical to those for an invoice based on a template (see 2.2). 
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2.4 Travel Expense Report Status 

 
All settlements that are still being processed and have not been authorised are listed under the RKA status. 

 

 
 
 

The billing PDF can be displayed at any time under the RKA status tab (2) and the associated vouchers are 
listed using the document icon (1). If the documents are electronic, the icon is labelled with an office bracket. 
Statements that have not yet been forwarded can be forwarded directly (4). Further statements can be 
reloaded (4). 
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2.5  Travel Expense Report Archive 

 
Under the RKA archive, all statements are displayed according to the travel period. The travel period can be 
changed under ‘Advanced search’. 
 

 
  



 

 

- 43 - 

 

atlatos manual 

 

2.6 Approval of Travel Expense Reports 

 
If the employee has the ‘Approve expense reports’ function and has been granted the right to approve expense 
reports for a traveller via access rights, they can approve the respective expense reports via ‘Team booking -> 
Travel expense report’. 
 

 
 
 
All expense reports for which the employee can grant approvals are listed under “Travel Management - 
Travel expense report”. The approver has the option of accessing the receipts (4), viewing the expense 
report PDF (5) or a print view including receipts (6) or clicking on the expense report for further details. If the 
employee has the extended right to reprocess travel expense reports, the approver can also correct reports 
via the detailed view. 
The search filters can be used to search for specific expense reports by time period, report number or 
company-specific additional data (1). If the employee submits a payroll twice, the processor is informed of 
this duplicate payroll separately via a warning triangle (3).  



 

 

- 44 - 

 

atlatos manual 

 

The settlements can all be selected and approved, placed on resubmission or finally rejected with a single 
click. 
 

- Resubmission: The employee receives an email informing them that the expense report will be sent 
back for resubmission. The traveler is asked to make the corrections and can then resubmit the 
expense report for approval. 

- Finally rejected: The supervisor rejects the expense report. In this case, the employee can no longer 
correct the expense report and the process is finally completed. 

- Delete: This function is only available to approvers with editing rights. 
 
 

 
 
 
Via the RKA archive, the approver can access all settlements for which he can make approvals if the right is 
activated via the role.  
A specific settlement can also be searched for here. 
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3. Using the Atlatos App 

3.1 Booking Business Trips on Mobile Devices 
 

Atlatos Profi Traveller is an online solution for corporate travel organization and accounting. Business trips 
can be easily booked and invoiced according to company specifications. Travel guidelines are taken into 
account as well as the selection of the correct means of payment and account assignments. 

The Atlatos app includes functionalities for viewing personal bookings and booking flights, hotels and rental 
cars online. Travel requests can also be submitted and approved. 

The Atlatos app can be downloaded from the Apple App Store or Google Play under the keyword “Atlatos 
Profi Traveler”. The Atlatos app must first be activated by the company's travel management team. If the 
app has not yet been activated for your company, you can contact Atlatos support at support@atlatos.com. 
 
Download der Atlatos-App: 
 

 
The Atlatos app can be downloaded from Google Play or 
the Apple App Store: 
 
The app can only be used with Atlatos access data. If the user 
does not have Atlatos access data, it cannot be used. 
 
If you successfully log in with the access data, you will receive 
an e-mail for security reasons and the access data will be 
stored in the app until further notice. 

 
 
 
 
 
 
 



 

 

- 46 - 

 

atlatos manual 

 

 
Book mobile flights 
 
Select the flight icon on the start page or the “Book flight” option via the navigation bar. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Then enter the search criteria for the desired flight. 
 
The flight type option can easily be changed from return 
flight to one-way. 
 
The travel times (date and time/time window) are 
mandatory. 
 
Click on “Search” to display all available flight connections. 
The company's travel policy is also taken into account. 
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Now select the desired connection and the 
appropriate fare. 
 
In the final booking step, you can add travel 
details such as additional data. 
 
Click on “Book with obligation to pay” to make a 

binding booking. You will receive the booking 

confirmation directly on your cell phone and by 

email. 
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Mobil Hotles booking 

 
Select the hotel icon on the start page or the “Book hotel” option via the navigation bar. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then enter the search criteria for the desired hotel. 
 
The travel times (date and time/time slot) and the number 
of people and rooms are mandatory. 
 
Click on “Search” to display all available hotels. The 
company's travel policy is also taken into account. 
 
 
 
 
Now select the desired hotel and the appropriate room 
rate. 
 
In the last booking step, the travel dates can be added as 
additional data. 
 
Click on “Book with obligation to pay” to make the booking 
binding. You will receive the booking confirmation directly 
on your cell phone and by e-mail. 
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Mobile car rental booking 
 
Select the rental car icon on the homepage or the “Book rental car” option via the navigation. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Then enter the search criteria for the desired hotel.. 
 
The travel times (date and time/time slot) and the rental 
location are mandatory. 
 
Click on “Search” to display all available rental cars. The 
company's travel policy is also taken into account. 
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Now select the desired rental car and the optional additional services. 
 
In the last booking step, you can add the travel dates and additional data. 

 
Click on “Book with obligation to pay” to make the booking binding. You will receive the booking 
confirmation directly on your cell phone and by email. 
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Reiseanträge 

 
From the start page, select the “Applications” icon under “Applications & billing” or the “Travel application” 
option via the navigation bar. 
All requests for which approval is pending are displayed first. 
 
By clicking on the respective travel request, it can be approved, rejected or put on resubmission. 
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Submit a travel request 
 
From the start page, select the “Applications” icon under “Applications & invoicing” or the “Travel 
application” option via the navigation bar. 
 
 Click on the icon with the plus sign. 
 
All the required data can now be entered. 
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Contact us 
 
 
 

 If you have any questions, please do not hesitate to contact us.  
 
Atlatos GmbH 
Schloßstr. 24 
65594 Runkel-Dehrn 
 
E-Mail: support@atlatos.com 
Tel.: +49 6431-2124980 
Fax: +49 6431-21249819 
 
www.atlatos-traveller.de 
 
 

 

mailto:support@atlatos.com
http://www.atlatos-traveller.de/

