
1

Top Up Portal
User Guide

11 May 2021



2

1

3

4

Dashboard

Top Up Statuses

Login

Requests

2

5

6

Bank Accounts & Other Matters

Report



3

Login



Login Methods
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https://groups.flyscoot.com/

or



Login via Groups Portal

5

Access 
https://groups.flyscoot.com
/ on your browser and login 
using your Email id and 
Password

https://groups.flyscoot.com/


Login via Groups Portal
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Access the Top Up Portal by 
clicking on the “Top up” link 
on the menu bar



Login via Groups Portal
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You can also access the 
Top Up Portal by going to 
the Agency payment tab in 
the Make Payment Screen. 
Select the SkyAgent id, wait 
for the Current balance to 
populate. Once 
populated, click on the link 
“Click here to topup”



Login via Top Up Portal

8

Access 
https://topupgroups.flyscoo
t.com/ on your browser 
and login using your Email 
id and Password.

If you have forgotten your 
password, you can go to 
https://groups.flyscoot.com
/ to reset your password

https://topupgroups.flyscoot.com/
https://groups.flyscoot.com/


9

Dashboard
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Requests



Types of Requests
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Applicable to:

• Agents with an Agency Account who want to top up into 

their Agency Account for future usage
and



Top Up Request 
–
Process 

13

New
(Slides 15-34)

Edit
(Slides 35-40)

Cancel
(Slides 41-45)



Top Up Request – E-Mail Notification

14

An Agency may have more 
than one contact person. 
E-Mail Notifications will only 
be sent to the person who 
submitted the Request.

You can view the contact 
persons under the User 
details → View users option 
in the menu bar



Top Up Request 
–
New Request

15



Top Up Request – New Request

16

“Top up” button: Clicking 
on the “Top up” button will 
bring you to this page

1

1



Top Up Request – New Request

17

Sky agent id: Select the Sky 
agent id to top up

2

2



Top Up Request – New Request
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Current balance: This field 
will be auto populated. It 
will show the current 
balance of the agency 
account. No edits allowed 
or required.

3

3



Top Up Request – New Request
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Current balance: If this is 
your first top up, the current 
balance will reflect as SGD0 
even though you may be 
remitting in a different 
currency. Please proceed 
to remit in the currency of 
your choice. After the first 
top up has been done, the 
current balance will reflect 
your remitted currency

3

3



Top Up Request – New Request
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Payment mode: Select the 
payment mode for your 
transfer. Bank transfer is 
encouraged

4

4



Top Up Request – New Request
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Currency type: Select the 
currency for your transfer. 
You should select the same 
currency in the Current 
balance field. If different 
currency is selected, 
amount topped up will be 
converted using Navitaire’s
exchange rate

5

5



Top Up Request – New Request
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Top up amount: Key in the 
amount you wish to pay 
and top up into your 
agency account. Key in 
numbers and decimal only, 
do not key in commas or 
currency

6

6



Top Up Request – New Request

23

Remarks: Key in any 
remarks for your own future 
reference or internal use

7

7



Top Up Request – New Request
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Information: Shows rules 
and best practices you 
show follow to get your top 
up done timely

8

8



Top Up Request – New Request
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Reset: Clicking this will clear 
all fields that you had 
typed and selected

9

9



Top Up Request – New Request
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Generate reference id: 
Once you confirm that all 
the details are correct, 
clicking this will send a 
notification to your e-mail. 
The notification will contain 
a proforma invoice, top up 
details and the bank 
account to remit funds to

10

10



Top Up Request – New Request
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Generate reference id: 
Once “Generate reference 
id” button is clicked, a 
dialog box will appear 
showing the reference id

11

11



Top Up Request – New Request
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E-Mail Notification will be 
sent

12

12



Top Up Request – New Request

29

E-Mail Notification will 
contain:
• Proforma invoice

13

13

13



Top Up Request – New Request
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E-Mail Notification will 
contain:
• Proforma invoice
• Top Up Details

14



Top Up Request – New Request
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E-Mail Notification will 
contain:
• Proforma invoice
• Top Up Details
• Bank Account

15



Top Up Request – New Request
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E-Mail Notification will 
contain:
• Proforma invoice
• Top Up Details
• Bank Account
• Reference id

16



Top Up Request – New Request

33

Kindly mention the 
reference id in your 
bank/cheque/cash 
payment details to prevent 
delays in the top up. Bank 
transfer is encouraged

17



Top Up Request – New Request

34

Once topped up by Scoot, 
you will receive an e-mail 
to notify you that top up 
has been done. 
Accompanying the e-mail 
will be a receipt

18

18



Top Up Request 
–
Edit Request

35



Top Up Request – Edit Request

36

“Transaction history” 
button: To edit a submitted 
request, click on the 
“Transaction history” 
button.

Only requests that have not 
been topped up can be 
edited

1

1



Top Up Request – Edit Request

37

Search for the transaction 
you wish to edit and click 
on the “Edit” icon

2

2



Top Up Request – Edit Request

38

You will be able to change 
the Currency, Top up 
amount, Payment Mode 
and Remarks. Once edited, 
click the “Update” button

3

3



Top Up Request – Edit Request
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If you do not want to edit, 
click the “Cross” at the top 
right corner. Do not click on 
the “Cancel” button as the 
“Cancel” button will void 
your Top Up Request

4

4

4



Top Up Request – Edit Request
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You will receive an e-mail 
notification with the revised 
amount with a revised 
proforma invoice.

Once topped up by Scoot, 
you will receive an e-mail 
to notify you along with the 
receipt

5

5

5



Top Up Request 
–
Cancel Request

41



Top Up Request – Cancel Request

42

“Transaction history” 
button: To cancel a 
submitted request, click on 
the “Transaction history” 
button.

Only requests that have not 
been topped up can be 
cancelled

1

1



Top Up Request – Cancel Request
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Search for the transaction 
you wish to cancel and 
click on the “Edit” icon

2

2



Top Up Request – Cancel Request
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Click on “Cancel” button 
and key in your reason for 
cancellation.

You will receive an e-mail 
notification on the 
cancellation.

Reference id cannot be 
used anymore

3

3



Top Up Request – Cancel Request
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If you do not want to 
cancel, click the “Cross” at 
the top right corner. Do not 
click on the “Cancel” 
button as the “Cancel” 
button will void your Top Up 
Request

4

4



Group Payment 
Request 
–
Process 
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New
(Slides 47-69)

Edit
(Slides 70-77)

Cancel
(Slides 79-81)



Group Payment Request –
New Function
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Group Booking Payment 
Request 
–
New Request

48



Group Payment – New Request
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Adhoc/Series



Group Payment – New Request
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Adhoc Series
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Group Payment – New Request
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Adhoc Series
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Group Payment – New Request
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Adhoc Series
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Group Payment – New Request
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Adhoc Series
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Group Payment – New Request
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Adhoc Series



Group Payment – New Request
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Adhoc Series
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Group Payment – New Request
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Adhoc Series
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Group Payment – New Request
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Adhoc Series
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Group Payment – New Request
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Adhoc Series
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Group Payment – New Request
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Adhoc Series
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Group Payment – New Request
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Adhoc Series

1111



Group Payment – New Request
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Adhoc/Series



Group Payment – New Request
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Adhoc/Series



Group Payment – New Request
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Adhoc/Series



Group Payment – New Request
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Adhoc/Series



Group Payment – New Request
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Adhoc/Series



Group Payment – New Request
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Adhoc/Series



Group Payment – New Request
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Adhoc/Series



Group Payment – New Request
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Adhoc/Series



Group Payment – New Request
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Adhoc/Series



Group Booking Payment 
Request 
–
Edit Request
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Group Payment – Edit Request
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Adhoc/Series



Group Payment – Edit Request
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Adhoc Series
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Group Payment – Edit Request
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Adhoc Series
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Group Payment – Edit Request
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Adhoc Series
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Group Payment – Edit Request
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Adhoc Series
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Group Payment – Edit Request
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Series



This page is intentionally left blank. Please move
on to the next page
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Group Booking Payment 
Request 
–
Cancel Request
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Group Payment – Cancel Request
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Adhoc/Series



Group Payment – Cancel Request
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Adhoc Series

1

1



Group Payment – Cancel Request
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Adhoc/Series



Group Booking Payment 
Request 
–
Retail Users
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Group Payment – Retail Users
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Adhoc/Series



Group Payment – Retail Users
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Adhoc Series
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Group Payment – Retail Users
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Adhoc Series
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Group Payment – Retail Users
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Group Payment – Retail Users
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Adhoc Series
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Group Payment – Retail Users
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Adhoc Series
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Group Payment – Retail Users
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Adhoc Series
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Group Payment – Retail Users
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Adhoc Series
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Group Payment – Retail Users

91

Adhoc Series

5

6

89

7

5

89

7

6



Group Payment – Retail Users
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Group Payment – Retail Users
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Adhoc Series
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Group Payment – Retail Users
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Adhoc/Series



Group Payment – Retail Users
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Adhoc/Series



Group Payment – Retail Users
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Adhoc/Series



Group Payment – Retail Users

97

Adhoc/Series



Group Payment – Retail Users
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Adhoc/Series



Group Payment – Retail Users
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Adhoc/Series



Group Payment – Retail Users
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Adhoc/Series



Group Payment – Retail Users
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receivable_ag@flyscoot.com

sales@flyscoot.com

Adhoc/Series

mailto:receivable_ag@flyscoot.com
mailto:sales@flyscoot.com
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Top Up
Statuses



Top Up Statuses
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To see your requests’ 
statuses, go to Transaction 
History.

You will be able to see the 
status by hovering your 
mouse over the icon



Icon Status Interpretation

New Request that was recently submitted

Reconciled
Request has been topped up successfully/Group PNR/s has been 

paid successfully

Mismatch

Request’s reference id is present in the bank payment details. 

However, amount or currency remitted does not tally with request.

Airline will perform the top up manually after clarification/checking

Unmatched

Request’s that has not been updated from New to another status 

will change to Unmatched after 3 days.

An e-mail will be sent to the agent to remind them that they have 

an open request and the follow up actions required for this open 

request

Cancelled Request has been cancelled

Partially 

Reconciled

For Top Ups, it means amount received but not topped up. This 

usually happens for agents remitting for the first time. Airline will 

perform the top up manually after clarification/checking. 

Subsequent top ups will not have this issue.

For Group Booking Payments, it means amount received and 

topped up into Agency Account but Group PNR/s are not paid. 

Agent will need to login to Groups Portal to apply the payments

104

Top Up Statuses
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Report



Report
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“Transaction history” 
button: To access your 
report, click on the 
“Transaction history” 
button.

By default, it will list all 
transactions for the recent 
month in descending order 
of the Reference number

1

1



Report
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To specify your search, you 
can:
• Filter

2

2



Report
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To specify your search, you 
can:
• Filter
• Sort

3

3



Report - Sort
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You can sort the columns in 
ascending or descending 
order:
• Sno
• Reference number
• Topup amount

3

3



Report - Filter
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You can filter for:
• Specific Reference 

number
• Status
• Advanced search –

Start date to End date: 
These dates are the 
dates when the request 
was first submitted and 
not the top up dates

• Advanced search –

Payment mode

4

4



Report - Filter
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Reset: Clicking this will clear 
all search fields

5

5



Report - Download
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Once filter and/or sort, to 
download the transactions 
into Excel, click on “Export”

6

6



Report - Download
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Downloaded report shows 
the following columns:
• Bank Name of funds 

deposited into
• Currency
• Top Up Amount
• Initiated Date which is 

the date the request 
was submitted

7



Report - Download
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Downloaded report shows 
the following columns:
• Last Modified Date is the 

date when the Status is 
updated. That means, if 
Status is Reconciled, the 
Last Modified Date is the 
date Top Up was done. 
If the Status is 
Cancelled, the Last 
Modified Date is the 

date when request was 
cancelled

7
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Bank Accounts 
&
Other Matters



Bank Accounts

116

Bank Accounts Bank Details



Bank Accounts 117

Currency SGD USD # AUD # JPY # EUR #

Beneficiary Bank Citibank N.A., Singapore

Beneficiary Name Scoot Tigerair Pte. Ltd.

Swift Code CITISGSG

Bank Code 7214

Branch Code 001

Account Number 0855079054 0855079089 0855079119 0855079135 0855079178

Correspondent 

Bank

NA Citibank N.A. New 

York

NA NA Citibank Europe 

Plc - Dublin

Correspondent 

Bank Swift Code

NA CITIUS33 NA NA CITIIE2X

Correspondent 

Bank ABA Routing 

No.

NA 021000089 NA NA NA

# Please note, as the accounts (USD, AUD, JPY, EUR) are opened in Singapore, only telegraphic transfer is accepted



Currency PHP MYR IDR THB

Beneficiary Bank Standard Chartered 
Bank (PHILIPPINES)

Standard Chartered Bank Standard Chartered 
Bank (Thai) Public 

Company Ltd

Beneficiary Name Scoot Tigerair Pte. Ltd.

SWIFT Code SCBLPHMMXXX SCBLMYKXXXX SCBLIDJXXXX SCBLTHBX

Bank Code NA NA 50 020

Branch Code NA NA 0306 101

Bank Address 7/F 6788 Sky Plaza 

Building Ayala 

Avenue Makati City

No. 36 Jalan Sultan Ismail, 
Ground Floor, 50250 

Kuala Lumpur, Malaysia

Menara Standard 
Chartered, Jln

Prof.Dr.Satrio Kav 164, 
Jakarta 12930, Indonesia

90 North Sathorn 2nd

Floor, Building 3, Silom, 
Bangrak, Bangkok 10500

Account Number 0146-5925278-13 312194653224 306-1009143-0 00100836429

Bank Accounts 118



Currency INR

Beneficiary Bank Citibank N.A

Branch Name Fort, Mumbai

Beneficiary Name Scoot Tigerair Pte. Ltd.

Swift Code CITIINBX

IFSC Code CITI0100000

MICR Code 400037002

Bank Address 224, D.N. Road, Fort, Mumbai – 400 001, India

Account Number 0521973005

Bank Accounts 119

Currency CNY

Beneficiary Bank 中国工商银行股份有限公司广州天河支行

Beneficiary Name 新加坡酷虎航空有限公司广州代表处

Swift Code ICBKCNBJGDG

Bank Address 广州市天河区天河东路102号

Account Number 3602013419201137634



Other Matters 
–
Contact

120

receivable_ag@flyscoot.com

receivable_ag@flyscoot.com

sales@flyscoot.com

sales@flyscoot.com

mailto:receivable_ag@flyscoot.com
mailto:sales@flyscoot.com


Other Matters 
–
Error Messages
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Error Messages/Unable to Proceed

receivable_ag@flyscoot.com

sales@flyscoot.com

mailto:receivable_ag@flyscoot.com
mailto:sales@flyscoot.com


Other Matters 
–
Top Up 
Reminders
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Reference id

Bank Charges

Top Up

Forex
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