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1. Only for appointed TR agents

2. Preferred Browser – Google Chrome, Microsoft Edge
3. Users on iPad or Mobile, please use Desktop view
4. Available features:

a) Create and hold bookings
b) Ancillaries – Meals, Baggage, Seat Selection, Board me first, Snooze kit, Wifi 

c) Modes of payment – Agency Credit, Credit Card, Hold, Vouchers, BSP Cash
d) Hold bookings – Adding of meals/baggage, cancellations
e) Promo code

f) KrisFlyer accrual
g) Forget Password

h) Bookings Summary
i) Sub-agent creation, management of sub-agent profile by main agent
j) Reports

k) Manage own Profile
l) Manage My Booking (MMB)

m) Multicurrency
n) JED Bundle
o) Split Booking

p) Price Estimator 

5.   Unavailable features:
a) Multi Cities Selection
b) Add-ons – Scootsurance, Flex

Key Notes



4

Note: If you wish to sign up for an account, please use the current SkyAgent portal (Click here).

• Please login using your Scoot Agency Hub credentials

• If you forget your password, click on “Forgot”

Login

https://makeabooking.flyscoot.com/skyagent/
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Booking Creation – Destination and Dates

Search Flight

• Select Trip Type, Origin and Destination.
• Select Departure and Return dates by 

clicking on the Calendar. (Tip: Lowest fares 

are in orange.)

Note: 
(i) AG balance can be seen at the top 

right of the booking page

(ii) Apply your promo code to unlock 

savings

(iii) Shows return trip duration.
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Booking Creation – Flight and Fare selection

Select Flight
• Select your preferred flight and Fare 

product (Economy/ScootPlus).

Note: 
(i) The price you see (e.g S$158.40) is for all 

passengers, including taxes (except for 

infants). So, each person pays S$79.20. 

Just remember, check-in baggage and 

meals cost extra!
(ii) Apply a promo code to see discounted 

fares (original price crossed out).
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Booking Creation – Price Estimator

• After selecting your preferred flight & 

fare product, click here to estimate the 

total price of your fare, including 

desired add-ons & taxes. 

• Select your desired add-ons (Baggage, 

Seats Upgrade & Meals) to estimate the 

total price! 

Note: 

• The price calculated by the Price 

Estimator are only an estimate & not 
to be taken as the final fare price. 

• You will need to reselect your desired 

add-ons upon making your booking
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Booking Creation – Passenger Details

Passengers on the Flight
• "!" means you're missing some info.

• For multiple passengers, click on the left to edit 

their details.

• KrisFlyer number must be key in at this point, an 
icon appears when KF number is verified. *

• Don't forget to save each passenger's details.

* Important: Bookings that are linked to a KrisFlyer 

number cannot be modified to change the name..
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Booking Creation – Add-ons

Add-ons
• ScootPlus includes perks, remember to pick 

your meal(s) and select your seat(s).

• Customize your flight to suit your requirements! 
Enhance your travel experience by adding 

extras such as meals, baggage, and other 

amenities to make your journey more 

comfortable (additional charges may apply).
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Booking Creation – Contact Details

Contact Details

• A copy of the itinerary (excluding the invoice) will be dispatched to the provided contact

• Recommended for agencies who wants to send itinerary to their passenger.

• Can only be sent to 1 passenger.
• Please input your Agency Details if you are not sending it to passenger.
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Booking Creation – Billing Details

Billing Details
• By default, the billing details are set to the Agency's Company information. 

• For customers opting to use a Credit Card as their mode of payment, we highly 

recommend updating the billing details to match the address associated with the Credit 

Card information. 
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Booking Creation – Vouchers

Payment by Vouchers
• Important! Each voucher may have unique terms and conditions. Please carefully review 

the specific T&Cs on our website or on the voucher itself.

• Vouchers cannot be applied to Hold Bookings.

https://www.flyscoot.com/en/scoot-gift-vouchers-faqs-terms-conditions
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Booking Creation – Payment

Payment
• Select mode of payment 

• Click the 2 checkboxes to agree 

to our Terms & Conditions and 

Privacy Policies to proceed.
• Click on “Proceed” to Payment 

success page.

Note: Mode of Payment available 

currently: 
(i) Agency Credit, 

(ii) Credit Card and 

(iii) Hold

(iv) BSP Cash (Eligible agents only)- 

See next slide for BSP handling
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Booking Creation – BSP Payment
Payment

Step 1

• Select BSP Cash 

• Click the 2 checkboxes to 
agree to our Terms & 

Conditions and Privacy 

Policies.

• Click on “Proceed”

Step 2
• Pop-up appears, Select BSP 

Cash 

Step 3
• Pop-up appears, Click on 

“Confirm”

1

2

3
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Booking Creation

Payment Summary Page
• You can choose to click on “Print this Page” to print the itinerary.

• Otherwise, a copy of the complete itinerary and invoice will be sent to 

your email (For bookings with complete payment)
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Important: 

(1) Upon receiving a declined transaction for a "Hold" 

booking, please make payment within 10 minutes using a 
valid mode of payment, or the booking will be cancelled.

(2) Mode pf payment for Hold bookings : Agency Credit and 

Credit Card only.

Booking Summary – Hold Bookings
Manage Hold Bookings
• Find your bookings quickly, use any 

of these options:

a) PNR

b) Departure Station
c) Return Station

d) Passenger Last Name

• User can add/edit add-ons before 

payment. 

• Agents can cancel hold bookings
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Booking Summary – Paid Bookings
Bookings Paid refers to bookings that have 

been fully paid for but have not yet been 

flown.

Manage Paid Bookings
• Find your bookings quickly, use any of 

these options:

a) PNR

b) Departure Station

c) Return Station
d) Passenger Last Name

• Change dates here, but origin/destination 

cannot be modified. (Fees Applies)

• Name Change and purchase more add-

ons here. (Fees Applies)

Important: Bookings that are linked to a KrisFlyer 
number cannot be modified to change the 

name.
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Booking Summary – Split Booking
The Split Booking feature allows 

you to divide a single booking 

into two bookings.

Split Booking may not be 
applied to the following: 

• Flights already flown

• Depart flights less than 4 

hours away from Scheduled 

Time of Departure 
• If a KrisFlyer number has 

been entered

• If the split results in a booking 

that consists of only children

A new booking reference will 

be generated for the new 

group.
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Booking Summary – Past/Cancelled Bookings
Past Bookings refers to fully paid 

bookings with all flights flown.

Cancelled Bookings refers to either:

(a) On Hold bookings cancelled by 
you 

(b) Bookings dropped off due to no  

payments

Manage Past/Cancelled Bookings
• Find your bookings quickly, use any 

of these options:

a) PNR

b) Departure Station

c) Return Station
d) Passenger Last Name
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Manage Agents – Create 
Create Sub-Agents
• Main Agent can search the 

account of their sub-agents using:

a) Agent ID 

b) Agent First Name
c) Agent Last Name

• Main Agent create a new sub-

agent 

a) Key in 3 alphanumeric for your 
sub-agent

b) If the sub-agent is not allowed 

to make payment, please tick 

this box

c) Fill in all the details and click 
proceed.
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Manage Agents – Manage/Edit
Manage Sub-Agents
• Main Agent can search the account of 

their sub-agents using:

a) Agent ID 

b) Agent First Name
c) Agent Last Name

• Main Agent can edit profiles of sub-agent

a) Status : Active or Terminated

b) Unlocked Account (Locked due to 

multiple failed password)
c) Email and Name 

d) Contact and Address

e) Password
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Edit Profile – My Account 

View/Edit Personal/Company Profile

• Main Agent can now edit their 

profile for their Personal Details, as 

well as Organization Details.
a) Email and Name, 

b) Contact and Address

c) Change Password

• Click edit to make necessary 

amendments and save.
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Reports

Reports

• Choose a maximum of 31 days 

of data for each report

• Access data for the past 18 

months.

• Reports will be ready in 15-20 

minutes.

• Reports will be saved in the 

account for 7 days.

• Reports will be deleted once 
downloaded.



Thank you!
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