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Introduction
This guide is for employees who have been given the approval to attend Atmosphere 2019 APAC. 

Before you begin the registration process, please ensure you have your personal details ready. 
You can pause the registration process at any time and login again with your email address to continue or complete the registration.

Questions? Email us at atmsecretariat@pmgasia.com. 

PROCESS FLOW

Rest of the employees who don’t 
belong to the approved 
categories, send your requests 
directly to Ringo Chen. Similar to 
last year, seats for this group is 
very limited and may only be 
available upon management’s 
approval.

Notes
• Flight and accommodation costs are to be borne by department’s T&E
• Accommodation: ATM secretariat will make room reservation on behalf of the 

employees. 
• Room allocation will be informed to you closer to event date. 
• Flight tickets: Employees to arrange with myHPEtravel as per all other business trips

mailto:atmsecretariat@pmgasia.com


1. Employee Online Registration
ATM19 APAC Event Microsite Registration Portal
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REGISTER HERE: https://web.pmgasia.com/web/Aruba-APAC-Atmosphere-19/CI/

1) Scroll to the bottom of the page 
2) Key in your email address

http://web.pmgasia.com/web/Aruba-APAC-Atm-2017/v2/index.php
https://web.pmgasia.com/web/Aruba-APAC-Atmosphere-19/CI/
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1) Fill in your personal particulars
2) Click Submit & Continue
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1) Fill in your Check-in and Check-out dates
2) Click Submit & Continue

NOTE: 
• Your room booking will be made on behalf by ATM 

Secretariat. 
• All rooms are charged to your personal account.
• You will be asked for credit card upon check-in. 
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At the point of registration, you may not 
have your flight details.

You can skip this step and come back to 
this page after you have booked your 
flight.
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1) Review your registration details
2) Confirm all information is in order, and 

click Submit
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Sample of Confirmation Email to Employees

Note that your room 
is reserved and no 
booking of hotel 
through CWT is 

required

Take note of your 
registration no. to 

update your 
details later. 
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2. Submit Travel Request
HPE Internal Travel Request Approval Tool
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Submit Your Travel Request in Concur

Step 1 : 
If you never use 
concur before , 

click here to 
launch concur.

Step 2 : 
Click “Launch 

Concur Expense”
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Submit Your Travel Request in Concur

1) Under Domestic or Intercontinental Travel, 
please select Domestic

2) Under Reason for Travel, please select 
Other Travel – Trade Show, Industry 
Seminar or Conferences

3) Under Travel Justification, please key in 
Atmosphere 2019 APAC – Pre Approved 
Employees

4) Under HPE Travel Policy Exception , 
please select Meets Policy Guidelines

Step 3 : Complete the Travel Request form
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Keep your Request ID for Flight Booking 

Step 4 : Once your Manager approves this 
travel request , you will receive an email with 
your Request ID , please provide this ID for 
CWT to process your flight booking.



3. Flight Booking
HPE Internal Travel Portal – CWT
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TRAVEL PORTAL: https://hpe.sharepoint.com/sites/F3/COO/travel/sitepages/home.aspx#Book

Click Book Now to continue

https://hpe.sharepoint.com/sites/F3/COO/travel/sitepages/home.aspx?rucm=b7780972f918485c8cfc32b1ba7438eb
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Notification from HPE Travel

Update your itinerary to inform HPE travel that 
rooms have been booked and no further 
booking of rooms via CWT is required.



References / FAQs
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Atmosphere Registration FAQs – Employee Registration
1. Does HPE/Aruba staff need to register to attend Atmosphere 2019 APAC?

YES, all internal staff approved under the following will need to register:

Employees with specific roles at ATM
Event organizers, management, speakers, tech playground duties, training staff and etc. 
This list is being submitted by the event project leads and will be pre-approved.

Field Sales/Channel Sales/SEs
There are limited # of seats allocated by region based on the region’s Atmosphere 
registration targets. Our Aruba country marketing managers will work with local sales 
leadership to get approval.

Rest of the employees who don’t belong to the approved categories, send your requests 
directly to ringo.chen@hpe.com. Similar to last year, seats for this group is very limited 
and may only be available upon management’s approval.

2.    Can EG sales attend the event? 
There are limited internal seats allocated by region. 
Please speak to your respective Aruba specialist and marketing manager for more info. 

*Registration with flight booking 
details for all approved employees 
are to be completed within 2 weeks 
from the date of email invitation.

mailto:ringo.chen@hpe.com
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Atmosphere Registration FAQs – Employee Registration 
3. Do I make my own travel arrangement e.g. flight booking?

YES, you need to make your own travel arrangement.  
Flight tickets: Employees need to arrange with myHPEtravel as per all other business trips. 
For those traveling by air, please take a direct or connecting flight to Sydney (Kingsford Smith) Airport. 

For more info on travel to Sydney, please visit: http://www.arubanetworks.com/apacatmosphere/venue/

4. Who pays for my trip? 
Approved employees with roles will not be paying for the conference package. All other travel expenses such as 
flight, transfer and accommodation costs are to be borne by department’s T&E.

5. How do I make my hotel accommodation arrangement?
ATM Secretariat will make a room reservation on behalf based on the no. of nights requested during your online 
registration. Employees will be asked for credit card upon check-in; costs to be borne by department’s T&E. As there 
are a few hotels within walking distance to conference venue at ICC Sydney, Darling Harbour, we will notify you the 
hotel that you will be staying nearer to event date as priority will be given to customers and partners. 

http://www.arubanetworks.com/apacatmosphere/venue/
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Thank you.

Need any help? 

Please contact the ATM19 APAC secretariat team at:
atmsecretariat@pmgasia.com

Visit ATM19 APAC event website for FAQ and regular updates: 
https://www.arubanetworks.com/apacatmosphere/faqs/

mailto:atmsecretariat@pmgasia.com
https://www.arubanetworks.com/apacatmosphere/faqs/
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Thank You


