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BENEFITS OF TOP UP PORTAL

- —

« Remove the reliance on e-mail requests

« Allow agents to track their top up requests and status

« Automatically send out proforma invoices to agents whose banks
require for bank transfers to be made

« Automatically send out receipts to agents once top up has been
completed
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o Login Methods:
1. Via Groups Portal (http://groups.flyscoot.com/) OR

2. Directly via Top Up Portal (hitp://topupgroups.flyscoot.com/)
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http://groups.flyscoot.com/
http://topupgroups.flyscoot.com/

LOGIN: GROUPS PORTAL

o |.Login through Groups Portal

o 2a. Click the Top up link on the menu bar OR

o 2b. When making payment for PNR(s), at the Agency Tab, click on the

ink “Click here to topup”

Login form

Email I1d*

Password™

Faorgot password

Don't be a stranger

Scoot Tigerair Pte Ltd (BRN 200312665W)

scoot Plan Your Trip Manage Check In Travel Deals Flying with Scoot  Help

Login  Clear

New travel agent registration

New non-travel agent registration

Need a helping hand?

Stalk us on...

EN w

© Copyright 2017 Scoot™ Pte Lid (BRN 201114431W). All rights reserved. Use of this website indicates your compliance with our Terms of Use and Privacy Policy.

scoot  2q.

WAL View request

f—

Welcome Andrew | 28-Jul-2017 10:34:46 AM

Logout

Make payment  Name list Booking analytics  Request Users Reports  Add SSR Support

One-way (e Round-trip Multi-city o .
Please note: Certain flights may be subject to regulatory approval
PHR Payment validity PHR status Paid amount S Generic fee Total amount CELLERIEL
charges amount

RAHUTC 26 Feb, 2017 1715 Hald 3G00 3G00 3G00 360 157416 1':'3?[; 16 A
Z741GM 26 Feb, 2017 17:15 Hold 5GD 0 SGD 0 SGD O SGD 1574.16 15?':1 16 &
EYLI4K 26 Feb, 2017 1715 Hald 3G00 3G00 3G00 360 19341 SGD 19341 i
)
Ty Agency
Total package price 0 5GD _

Agent id® -Select- -
Total paid 0.00 SGD

Click here to topup
Total amount due later 0sGD
Total amount due 0sGD 2 b °

Submit




LOGIN: TOP UP PORTAL

o 1. Login through Top Up Portal

1.

sCoot

User Login

Enter email id*

Enter password*




DASHBOARD




DASHBOARD

o Once logged in, the following dashboard will be shown

SCOOot & Welcome TRAVEL AGENT ® Logout

w Top up Transaction history Support EN v

oy 18 BT

.E] 29

MNew
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DASHBOARD

o 1."Home" button: Clicking this will return you to this page
o 2. "Top up” button: Clicking this will allow you to make your top up request
o 3. "Transaction history” button: Clicking this will allow you to view all your top up

requests, I.e. new, topped up, cancelled, pending, etc.

SCooft o Welcome Andrew ® Logout
w Top up Transaction history Support EN W
‘I o 2. I 3. 4' | 5.
| 29“ pfy 187 9 7
| New | l Reconciled | o Cancelled
6.
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DASHBOARD

o 4. "Support” button: Clicking this will allow you to download this User Guide or
view the list of FAQS

o 5. "Language” button: Clicking this will allow you to switch between languages

SCooft o Welcome Andrew ® Logout
w Top up Transaction history Support EN W
1. 2. 3. L., 5.
| 29“ pfy 187 9 7
| New | l Reconciled | o Cancelled
6.
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DASHBOARD

o 6.Summary: This shows the statuses of all requests at a glance

o 64. "New" Status: Clicking this will bring you to the Transaction history page

showing the “New' requests only

o 6b. "Reconciled” Status: Clicking this will bring you to the Transaction history page

showing “Reconciled” requests only

SCooft o Welcome Andrew ® Logout
w Top up Transaction history Support EN W
1. 2. 3. L., 5.
| 29“ pfy 187 9 7
| New | l Reconciled | o Cancelled
6.
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DASHBOARD

o 6cC. "Cancelled” Status: Clicking this will bring you to the Transaction history page
showing “Cancelled” requests only

o For list of statuses and their explanation, refer to Page 43

SCooft o Welcome Andrew ® Logout
w Top up Transaction history Support EN W
1. 2. 3. L., 5.
| 29“ pfy 187 9 7
| New | l Reconciled | o Cancelled
6.
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TOP UP REQUEST

—_—



TOP UP REQUEST — PROCESS

Notification Sent

Motification Sent

Edit New Cancel
Edit Top Up
Request Cancel Top Up
Request
E-Malil =T
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TOP UP REQUEST - E-MAIL NOTIFICATION

o 1. All positions (i.e. Travel Admin, Travel Manager, Travel Employee) are able 1o

access the Top Up Portal and receive nofitfications

Welcome Andrew | 28-Jul-2017 11:21:32 AM
scoot -
2 v Logout
New booking View request Make payment Name list Booking analytics Request [ Users Reports Add SSR Top up Support
View users
Request
First name Last name
Email Id Country  Select v User type | Select v
Email verification Yes No Status Yes No
Search Reset
S/IN Contact person 2 Email Id Country 1 , Position Agency name Email Status
° | verification
1 Mr DrewTest receivable_ag@scoot- Singapore Travel Admin TZ Finance Test =
tigerair.com

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST - E-MAIL NOTIFICATION

o 2. The e-mail address to receive notifications is the e-mail id under the Users
section. It is also the e-mail Id you used during registration or when you were

creating new users

Welcome
scoot -
9
nalytics st [ User rts Add
View users
eeeeeee
Emailld 1 Country | Select
eeeeeee et
oooooooooooo 2 ail Id Country 1 Position gency name Email tatus
° verificatio
recei @scoot-  Singapore 7




TOP UP REQUEST - E-MAIL NOTIFICATION

o 2. E-maill notification will only be sent to the person who submitted the top up

request even though there are more than one user

Welcome Andrew | 28-Jul-2017 11:21:32 AM
scoot -
2 v Logout
New booking View request Make payment Name list Booking analytics Request [ Users Reports Add SSR Top up Support
View users
Request
First name Last name
Email Id Country  Select v User type | Select v
Email verification Yes No Status Yes No
Search Reset
S/IN Contact person 2 Email Id Country 1 , Position Agency name Email Status
° | verification
1 Mr DrewTest receivable_ag@scoot- Singapore Travel Admin TZ Finance Test =
tigerair.com
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TOP UP REQUEST

NEW REQU EST



TOP UP REQUEST — NEW REQUEST

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

m <a Welcome Andrew ® Logout

A Top up Transaction history Support EN v

Agent account top up

Sky agent id* Current balance Payment mode* © Key in numbers and decimal only, do not key in comma
in top up amount.

Select v Select v

© We strongly encourage Bank transfer as cash deposits
might attract bank charges deducted by the bank as
Currency type* Top up amount * processing fees.

Select v © We strongly encourage Bank transfer. Cheque payments
will require 1 more working day from the normal process
before top up is done to confirm that cheque has not

Remarks bounced. .

Generate reference id 2 Reset

An e-mail notification with the payment and bank details will be sent upon submission

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST — NEW REQUEST

o 1.Sky agent id: Select the Sky agent id to top up

Scoot Tigerair Pte Ltd (BRN 200312665W)

scoot

A Top up Transaction history Support

Agent account top up

Sky agent id* 1 . Current balance 2 . Payment mode* 3 .
Select v Select v
Currency type* 4 Top up amount * 5 ]
Select v
Remarks 6

9 . Generate reference id ~ Reset 8 _

An e-mail notification with the payment and bank details will be sent upon submission

<a Welcome Andrew

® Logout

EN v

© Key in numbers and decimal only, do not key in comma

in top up amount.

© We strongly encourage Bank transfer as cash deposits

might attract bank charges deducted by the bank as

processing fees.

© We strongly encourage Bank transfer. Cheque payments

will require 1 more working day from the normal process

before top up is done to confirm that cheque has not

bounced. .

7.




TOP UP REQUEST — NEW REQUEST

o 2.Current balance: This is an auto populated field which shows the current balance in the Sky agent id

selected. No edits allowed or required.

If this Is your first fop up, the current balance will reflect as SGDO even though you might want to remit in

other currency. Please go ahead to remit in the currency you wish to remit in. You Sky agent id will be set
up In the remitted currency. Afterwhich, for your second top up onwards, your current balance will reflect

IN your remitted currency

m <a Welcome Andrew ® Logout

A Top up Transaction history Support EN v

Agent account top up

Sky agent id* 1 . Current balance 2 . Payment mode* 3 . | @ Key in numbers and decimal only, do not key in comma
in top up amount.
Select v Select v
© We strongly encourage Bank transfer as cash deposits

might attract bank charges deducted by the bank as
Currency type* 4 ] Top up amount * 5 ) processing fees.

Select v © We strongly encourage Bank transfer. Cheque payments

will require 1 more working day from the normal process
before top up is done to confirm that cheque has not

7.

Remarks 6 _

bounced. .

9 . Generate reference id ~ Reset 8 _

An e-mail notification with the payment and bank details will be sent upon submission
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TOP UP REQUEST — NEW REQUEST

o 3. Payment mode: Select the payment mode for your fransfer. Bank transfer

would be preferred

Payment mode*

SSeet -

Bank transfer
Cash
Cheque
smt <a Welcome Andrew ® Logout
A Top up Transaction history Support EN v
Agent account top up
Sky agent id* 1 . Current balance 2 . Payment mode* 3 . | @ Key in numbers and decimal only, do not key in comma
in top up amount.
Select v Select v
© e strongly encourage Bank transfer as cash deposits
: | might attract bank charges deducted by the bank as
Currency type* 4 Top up amount * 5 processing fees.

Select v © We strongly encourage Bank transfer. Cheque payments
will require 1 more working day from the normal process
before top up is done to confirm that cheque has not

Remarks 6 bounced. .
9 . Generate reference id ~ Reset 8 _
An e-mail notification with the payment and bank details will be sent upon submission

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST — NEW REQUEST

o 4. Currency type: Select the currency type tor your transfer. You should select the
same currency in the current balance box. It different currency is selected,

amount topped up will be converted using Navitaire’s exchange rate

m <a Welcome Andrew ® Logout

A Top up Transaction history Support EN v

Agent account top up

Sky agent id* 1 . Current balance 2 . Payment mode* 3 . | @ Key in numbers and decimal only, do not key in comma
in top up amount.
Select v Select v
© We strongly encourage Bank transfer as cash deposits

might attract bank charges deducted by the bank as
Currency type* 4 ] Top up amount * 5 ) processing fees.

Select v © We strongly encourage Bank transfer. Cheque payments

will require 1 more working day from the normal process
before top up is done to confirm that cheque has not

7.

Remarks 6 _

bounced. .

9 . Generate reference id ~ Reset 8 _

An e-mail notification with the payment and bank details will be sent upon submission

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST — NEW REQUEST

o 5. Top up amount: Key in the amount you wish to pay and topped up Into your

account. Key in numbers and decimal only, do not key in commas or currency

m <a Welcome Andrew ® Logout

A Top up Transaction history Support EN v

Agent account top up

Sky agent id* 1 . Current balance 2 . Payment mode* 3 . | @ Key in numbers and decimal only, do not key in comma
in top up amount.

Select v Select v

© We strongly encourage Bank transfer as cash deposits
might attract bank charges deducted by the bank as
Currency type* 4 ] Top up amount * 5 . processing fees.

Select v © We strongly encourage Bank transfer. Cheque payments
will require 1 more working day from the normal process
before top up is done to confirm that cheque has not

Remarks 6 . bounced. .
/.
9 . Generate reference id 2 Reset 8 _

An e-mail notification with the payment and bank details will be sent upon submission

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST — NEW REQUEST

o 6. Remarks: Key in any remarks for your future reference

o /. Information: Shows additional information for your fop up request

m <a Welcome Andrew ® Logout

A Top up Transaction history Support EN v

Agent account top up

Sky agent id* 1 . Current balance 2 . Payment mode* 3 . | @ Key in numbers and decimal only, do not key in comma
in top up amount.
Select v Select v
© We strongly encourage Bank transfer as cash deposits

might attract bank charges deducted by the bank as
Currency type* 4 ] Top up amount * 5 ) processing fees.

Select v © We strongly encourage Bank transfer. Cheque payments

will require 1 more working day from the normal process
before top up is done to confirm that cheque has not

7.

Remarks 6 _

bounced. .

9 . Generate reference id ~ Reset 8 _

An e-mail notification with the payment and bank details will be sent upon submission

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST — NEW REQUEST

o 8. Reset: Clicking this will clear all fields
o 9. Generate reference id: Once you confirm that all the details are correct,

clicking this will send an e-mail noftification to your e-mail with a proforma invoice

m <a Welcome Andrew ® Logout

A Top up Transaction history Support EN v

Agent account top up

Sky agent id* 1 . Current balance 2 . Payment mode* 3 . | @ Key in numbers and decimal only, do not key in comma
in top up amount.

Select v Select v

© We strongly encourage Bank transfer as cash deposits
might attract bank charges deducted by the bank as
Currency type* 4 ] Top up amount * 5 . processing fees.

Select v © We strongly encourage Bank transfer. Cheque payments
will require 1 more working day from the normal process
before top up is done to confirm that cheque has not

Remarks 6 . bounced. .
/.
9 . Generate reference id 2 Reset 8 _

An e-mail notification with the payment and bank details will be sent upon submission

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST — NEW REQUEST

o Once "Generate reference id” button is clicked, below screen will appear

showing the reference Id

scoot

_ Top up Transaction history Support

Agent account top up

sSky agent id* Current balance

‘ TST1400003 s ‘ S5GD 8857941 .76
Currency type* Top up amount *
‘ SGD ~ ‘ ‘ 12000

Remarks

Payment mode*

oa Welcome Andrew ® Logout

EN v

€ Key in numbers and decimal only, do not ke¢ In comma

‘ Bank transfer

irn top up amount.

€ e strongly encourage Baik transfer.For Citthank,only
200 pieces of notesaccepied per fransactions. Coins
and 2015t nuimber of notes will be subjected to bank
chargzs. Click here for listing of bank charges.

@ We strongly encourage Banlk transfer. Cheque payments
will require 1 more working day from the normal process

befare fop up Is done to confirm that cheque has not

bounced. .

Generate reference id ~ peset

An e-mail notification with the payment and bank details will be sent upon submission

Scoot Tigerair Pte Ltd (BRN 200312665W)

SOOOT oa Welcome Andrew ® Logout
w Top up Transaction history Support EN w
& Reference id generated successfully and reference id is A000141. An e-mail notification with the payment and bank details has been sent x

Agent account top up

Sky agent id* Current balance Payment mode®

‘ Select e ‘ ‘ Select

Currency type = Top up amount *

| setect v| | |

Remarks

Generate reference id o Reset

An e-mail notification with the payment and bank details will be sent upon submission

€ Fey in numbers and decimal only, do not key in comma

in top wup amount.

€@ We strongly encourage Bank transfer. For Citibank.only
200 pieces of notes accepted per transactions. Coins
and 201st number of notes will be subjected to bank
charges. Click here for listing of bank charges.

€ We strongly encourage Bank transfer. Cheque payments
will reguire 1 more working day from the normal process
before fop up is done to confirm that chegque has not

bounced. .



TOP UP REQUEST — NEW REQUEST

o You will receive an e-mail with:

Message

Attachment Tools

Attachments

i Tell me what you want to do

e X B F O

EER

Scoot Top Up TST1400003 5GD 15000 31-Mar-2017 ref: ADNN141 - Message (HTML)

° Open Quick Remove Save Save All Saveto SaveAllto | Select Copy Show
Print Attachment As  Attachments = OneDrive = OneDrive All Message
O O p p e O I S Actions Save to Computer Save to Cloud Selection Message 1
[ ]
receivable_ag@scoot-tigerair.com °

RA
{ Scoot Top Up T5T1400003 5GD 15000 31-Mar-2017 ref: AO0OD141

- A0DD141.pdf ;
= 31KB 4
F [ ]

Bank Account

scoot

Agency Top Up

Reference id

Hi Andrew,

We have received your top up request with a reference D AD00141 . F gase q.uote A000141 in your payment

f hd i details.
P , 1 |
ro O rl I l O I I I V O I C e You have selected to pay via Bank transfer of the amount SGD 15000 to be topped up into your Agency 1D

1 - TST1400003.
28 A000141.pdf - Adobe Reader This arnount will be topped up upon your funds being sighted in Scoot's Bank Account within 2 working days.
File Edit View Window Help ® The b k details for th itt foll
= 2 Dank aetals 1or the remittance are as 1olows:
Open | @I @ =2 &> = C% | () £ 2 | | |Z| = Tools Fill & Sign C;;mment
Bank Information sSGD
Proforma Invoice 2 L
Proforma Invoice number : AO0O0141 EneTiclary Dan enenciary name coge
scoot Benefici bank B fici SWIFT cod
Inwoice date : 31-Mar-2017
Currency : sSGD United Overseas Bank Limited Scoot Pte Ltd UOVBSGESG

Tiger Airways Holdings Limited

65 Airport Boulevard

Changi Airport Terminal 3 #81-17
Singapore 819663

UEN Registration No. 200701 866W
GST Registration Mo. M20361330R

Billed to:
TZ TEST Agency Mormal
Singapore

1.

Sno

Description

Amount

1 Agency Top Up for TST1400003

15000

Total

15000

GST

Amount Due

15000

TUNTUTY SEPPSUTy Ui Pronmanimnic imivornss TIUNTS T MUuUa i i yuun payiinmsiin Uoucanms mon WD U o e aunee.
For Cash deposits, please request the bank staff to input proforma invoice number A000141 as the payment details.
Please note that bank charges might be deducted from your remtitance as this should be borne by the Agent.

B A maae b EAe LR AR e PR EA e e PR LR WE IR Laraarae E@ e

Bank Infermation

Beneficiary bank
United Overseas Bank Limited

Bank address

80 Raffles Place, UOB Plaza 1,
Singapore 048624

Dl el

737A

Beneficiary name
Scoot Pte Ltd

Account number

450-304-062-4

Drmmmb memede

nn1

e EE LR EAea s E et ERep SeE A AR EA L d R R ed e s

SGD

SWIFT code
UOVBSGSG

Intermediate bank

‘ 2.

lentmrrm medimates boaeml SUANET Asoede

Scoot Tigerair Pte Ltd (BRN 200312665W)

Bank address

80 Raffles Place, UOB Plaza 1,
Singapore 048624

Bank code
7375

Bank Information

LIPS I TSl Rl i

Account number

450-304-062-4

Branch code
001

Ll ity e

Intermediate bank

Intermediate bank SWIFT code

AWVIT T LT

the Intermet.

E Right-click or tap and hold here to download pictures. To help protect your privacy, Outlook prevented autormatic download of this picture from

IF YOU ARE UNABLE TO VIEW THE SCOOT-TIGERAIR PICTURES AND YOU SEE THE ABOVE MESSAGE, RIGHT CLICK IT AND CLICK “DOWNLOAD PICTURES”




TOP UP REQUEST — NEW REQUEST

o Be sure to mention the reference id in your payment details to prevent delays in

the top up

g% ADDD141.pdf - Adobe Reader

File Edit View Window Help

»

£ oren | &2 @ B & 4|

(3 r2 | [oe% [ -] | [ = Tools | Fill &Sign | Comment

[l

Proforma Invoice

m Proforma Invoice number : ADDO141
Invoice date : 31-Mar-2017
Currency : SGD
Tiger Airways Holdings Limited
65 Airport Boulevard
Changi Airport Terminal 3 #81-17
Singapore 819663
UEM Registration Mo. 200701886W
GST Registration No. MS0361390R
Billed to:
TZTEST Agency Mormal
Singapore
Sno Description Amount
1 Agency Top Up for TST1400003 15000
Total 15000
GST
Amount Due 15000

Bank Information

Beneficiary bank

United Overseas Bank Limited

Bank address

80 Raffles Place, UOB Plaza 1,
Singapore 048624

Bank code

73AT7H

Kindly specify the proforma invoice number A000141 in your payment details for top up to be done.

For Cash deposits, please request the bank staff to input proforma invoice number A000141 as the payment details.
Please note that bank charges might be deducted from your remtitance as this should be borne by the Agent.
Please note that exchange charges will arise if remittance currency and bank currency differs.

SGD

Beneficiary name SWIFT code

Scoot Pte Ltd

Account number

450-304-062-4

Branch code

nn1

UOVBSGSG

Intermediate bank

Intermediate bank SWIFT code

Scoot Tigerair Pte Ltd (BRN 200312665W)

"y

kindly specify the proforma invoice number A000141 in your payment details for top up to be done.
For Cash deposits, please request the bank staff to input proforma invoice number A000141 as the payment details.
Flease note that bank charges might be deducted from your remtitance as this should be borne by the Agent.
Flease note that exchange charges will arise if remittance currency and bank currency differs.




TOP UP REQUEST — NEW REQUEST

o Once topped up by Scoot, you will receive an e-mail fo notity you along with the

recelpt

Scoot Top Up TST1400003 SGD 15000 2017-03-31 01:12:00 ref: ADOD141 - Status: Topped Up - Message (HTML) E R ADDO1M Flldf - Adobe Reader

File Edit View Window Help »

S /f-\, "y [EE Meeting ¥ Exchange Rate £3 To Manager w . E - | | Yy A Find :
NI B B3 2™ el Joe Sue | LY | B oot N ) o ‘ Fill & Sign € t
. Delete Archive Reply Reply F d o, e Il x : Assi Mark Cat ize Foll Translat o & PE“ 4 - I Ign ommen
u.;;..lunl-:" Py ey onwvar E- L_\ Reply 8 Delete _f Create Mew - ove DﬂACtIDﬂi" s51gN ar dtegqorize rolow ransiate t‘a oom :
; All | More - € Reply - Policy = Unread = Up~ - § Select~
Delete Respond Quick Steps T Move Tags P Editing Zoom
RA receivable_ag@scoot-tigerair.com
Scoot Top Up TST1400003 SGD 15000 2017-03-31 01:12:09 ref: A000141 - Status: Topped Up
- %i:;:mm.pdf ) Receipt
— m Receipt number : RAOOO141
Receipt date : 31-Mar-2017
Currency : SGD
scoot Agency Top Up

Tiger Airways Holdings Limited

65 Airport Boulevard

Changi Airport Terminal 3 #81-17
Singapore 819663

LUEN Registration No. 200701866W
GST Registration Mo. MS0361390R

Hi Andrew,

We have received SGD 15000 in Scoot’s Bank for A000141.

The amount SGD 15000 has been topped up into your Agency 1D TST1400003.

Please refer to the attached for the receipt for A0DDD141.

The Scoot-Tigerair Team
Received from:

TZ TEST Agency Normal
Singapore

Sno Description Amount

Help?

For invoice, credit note, receipt, bank details please contact:

For agency matters please contact:
For group bookings please contact:

1 Receipt for AO00141 15000

Flease note that this is a system generated document, no signature is required.
Please print this electronic receipt as no hardcopy will be sent to you.

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST:

—_—

EDIT REQUEST




TOP UP REQUEST - EDIT REQUEST

o To edit a submitted request, go to (only requests that have not been topped up
can be edited):

o 1. Transaction history

m oa Welcome Andrew ® Logout
w Top up Transaction history Support EN v
1.
Q Reference id generated successfully and reference id is A0D0142. An e-mail notification with the payment and bank details has been sent X

Agent account top up

Sky agent id* Current balance Payment mode*® €@ Key in numbers and decimal only, do not key in comma

in top up amount.
Select St Select S

€@ We strongly encourage Bank transfer For Citibank,only

200 pieces of notes accepted per transactions. Coins
Currency type* Top up amount * and 201st number of notes will be subjected to bani

‘ celect o ‘ ‘ ‘ charges. Click here for listing of bank charges
€ We strongly encourage Bank transfer. Cheque payments
will require 1 more working day from the normal process
Remarks before top up 15 done to confirm that cheque has not

bounced. .

Generate reference id ~ Reset

An e-mail notification with the payment and bank details will be sent upon submission

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST - EDIT REQUEST

o 2.5earch for the fransaction you wish to edit and click on the "Edit”

Scoot Tigerair Pte Ltd (BRN 200312665W)

SOOOT oa Welcome Andrew ® Logout

w Top up Transaction history Support EN v

Search transaction

Reference number Status ) Keep a track on the generated Unigue reference Ids and

kmow their stafus by entering the reference number in the
Select '

search box.

€ Export the list of transaction and related infarmation by
Advance search clicking the Export link.

m ~ Reset © For transactions that have New and Unmatched

statuses, you can edit the information by clicking the edit

ican.. To view more information for a transaction, click on

the view icon.

View fransaction

© Export
Show |10 | entries Search: [ 2
[ ]

S.No - Reference number = Currency type - Topup amount - Status = | Edif ‘ View
1 AQDD142 SGD 15001.00 =] & E
2 ADDD141 SGD 15000.00 3 |-:‘ E
3 AD0D130 SGD 1500.00 =] # E
4 AD00129 SGD 100.00 > E4 E
5 ADDD128 SGD 900.00 ) |-:‘ E
6 ADDD125 SGD 1.00 [x) E
7 ADDD124 SGD 12.00 g |-:‘ E
8 ADDD116 SGD 1000.00 3 |-:‘ E
9 ADDD105 SGD 123.00 =] # E

ICON



TOP UP REQUEST - EDIT REQUEST

o 3. You will be able to change the Currency, Top up amount, Payment Mode and
Remarks. Once edited, click “Update”
o 4.1t you do not want to edit, click the cross and not “Cancel”, as “Cancel” will

void your fop up request




TOP UP REQUEST - EDIT REQUEST

o 5. You will receive an e-mall notification on the revised amount with a revised

proforma invoice
o 6.0nce topped up by Scooft, you will receive an e-mail to notify you along with

the receipt

Scoot Top Up TST 1400003 5GD 20000 31-Mar-2017 0942 AM ref: AD0142 - Status: Edited - Message (HTML)

Message Q Tell me what you want to do

Ignore x D E:q (ﬁ:q ﬁi‘q 7 Meeting | [* Exchange Rate 2 To Manager ¥ T2 Rules - IEI L/-} =I | a’?ﬁ £ Find Q
o e e [ Ie . ed ’-;_[;IMY E3 Team Email v Done > e e S — ) Related - =
. - elete Archive eply Reply Forwar - _ ove B s - ssign ar ategorize Follow ranslate oom
&ig Junk Al =[] More - £2 Reply & Delete ¥ Create New v . [ Actions Policy - Unread . o . [+ Select-
Delete Respond Quick Steps ] Mowe Tags [ Editing Zoom
RA receivable_ag@scoot-tigerair.com r 1
Scoot Top Up TST1400003 5GD 20000 31-Mar-2017 09:42 AM ref: A00014 - Status: Edited 5
[J
~  ADDD42 pdf .
31KB

scoot Agency Top Up

Hi Andrew,

°
We have received y ur revised top up request with a reference ID A000142 . °lease gquote A000142 in your
payment details.

You have selected to pay via Bank transfer of the amount SGD 20000 to be topped up into your Agency ID
TST1400003.

This amount will be topped up upon your funds being sighted in Scoot's Bank Account within 2 working days.

The bank details for the remittance are as follows:

Bank Information SGD
Beneficiary bank Beneficiary name SWIFT code
United Overseas Bank Limited Scoot Pte Ltd UOVBSGSG
Bank address Account number Intermediate bank

80 Raffles Place, UOB Plaza 1,

singapore 048624 450-304-062-4 )
Bank code Branch code Intermediate bank SWIFT code
7375 001
Bank Information SGD
Beneficiary bank Beneficiary name SWIFT code

Scoot Tigerair Pte Ltd (BRN 200312665W)
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- - —

CANCEL REQUEST




TOP UP REQUEST — CANCEL REQUEST

o To cancel a submitted request, go o (only requests that have not been topped
up can be cancelled):

o 1. Transaction history

m oa Welcome Andrew ® Logout
w Top up Transaction history Support EN v
1.
Q Reference id generated successfully and reference id is A0D0142. An e-mail notification with the payment and bank details has been sent X

Agent account top up

Sky agent id* Current balance Payment mode*® €@ Key in numbers and decimal only, do not key in comma

in top up amount.
Select St Select S

€@ We strongly encourage Bank transfer For Citibank,only

200 pieces of notes accepted per transactions. Coins
Currency type* Top up amount * and 201st number of notes will be subjected to bani

‘ celect o ‘ ‘ ‘ charges. Click here for listing of bank charges
€ We strongly encourage Bank transfer. Cheque payments
will require 1 more working day from the normal process
Remarks before top up 15 done to confirm that cheque has not

bounced. .

Generate reference id ~ Reset

An e-mail notification with the payment and bank details will be sent upon submission

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP REQUEST — CANCEL REQUEST

o 2.3earch for the fransaction you wish to cancel and click on the "Edit”

Scoot Tigerair Pte Ltd (BRN 200312665W)

scoot

@

Top up

Search transaction

Reference number

Transaction history

Support

‘ ‘ Select

Advance search

View fransaction

Show

10

S.No -

1

entries

Reference number =

AQDD142

ADDD141

ADDD130

A000129

ADDD128

ADDD125

ADDD124

ADDD116

ADDD105

Currency type -
SGD

SGD

SGD

SGD

SGD

SGD

SGD

SGD

SGD

Topup amount -

15001.00

15000.00

1500.00

100.00

900.00

1.00

12.00

1000.00

123.00

&a Welcome Andrew ® Logout

EN v

) Keep a track on the generated Unigue reference Ids and
kmow their stafus by entering the reference number in the

search box.

€ Export the list of transaction and related infarmation by
clicking the Export link.

€ For transactions that have New and Unmatched
statuses, you can edit the information by clicking the edit
ican.. To view more information for a transaction, click on

the view icon.

© Export
Search: [ 2 .

Status = | Edit ‘ View
-] Ed E
51 E
- Ed E
- Ed E
512 E
o) E

e E
5T E

=) 4 E
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TOP UP REQUEST — CANCEL REQUEST

o 3. Click on "Cancel” and key in your reason for cancellation

o 4. You Wwill receive an e-mail nofification on the cancellation

o 9. Request cannot be used anymore

Edit tfransaction details

€ Only for transactions that are in New and Unmatched, you can edit the information. On completing the changes, click on Update button to update

the changes.

Reference number
A000142

Travel CIgEI'IT name
Travel Agent B

Currency*

Sky agent id Status
TST1400003 New

Initiated by Initiated date
Travel Agent B 31-Mar-2017 09:42 AM

Topup amount* Payment Mode*

‘ SGD

V‘ ‘ 15001 ‘ ‘ Bank transfer

Remarks

Remarks

Scoot Tigerair Pte Ltd (BRN 200312665W)
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Edit transaction details

€ Cnly for transactions that are in New and Unmatched, you can edit the information. On completing the changes, click on Update button to update

the changes.

Reason for cancellation

x

Enter your reason for cancellation in less than 100 characters

/'/‘/




TOP UP STATUSES

—_—



TOP UP STATUSES

o To see your requests’ statuses, go to Transaction History

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

smt & Welcome Andrew ® Logout
#w Top up Transaction history Support EN v

Search transaction

Reference number Status € Keep a track on the generated Unigue reference lds and

know their status by entering the reference number in the

S
‘ ‘ select ‘ search box.

€ Export the list of transaction and related information by
Advance search clicking the Expart link.

o peset ﬂ For transactions that have New and Unmatched

statuses, you can edit the information by clicking the edit

icon.. To wiew mare information for a transaction, click on

the view icon.

View transaction © Export

Show entries Search:

S.No - Reference number ~ Currency type = Topup amount « Status - ‘| Edit View
1 AD00143 SGD 50.00 3] E
2 AD00142 SGD 20000.00 -’SF- E
3 ADDD141 SGD 15000.00 -’517-‘ E
4 AD00130 SGD 1500.00 -’SF- E
5 AD00129 SGD 100.00 =] # ==}
6 AD00128 SGD 900.00 -’EI?‘- E
7 AD00125 SGD 1.00 3] E
8 ADDD124 SGD 12.00 517-‘ E

Scoot Tigerair Pte Ltd (BRN 200312665W)



TOP UP STATUSES

New Request that was recently submitted
Reconciled Request has been topped up successtully

Mismatched Requestreference id is found in payment details but
amount or currency does not tally

Alrline will perform the top up manually
Unmafched Request that has been outstanding
Cancellea Request has been cancelled

Partially Not applicable yef
Reconciled

Scoot Tigerair Pte Ltd (BRN 200312665W)






REPORT

o To access your report, go to Transaction history
o By detault, it will list all fransactions for the recent month in descending order of

the Reference number

SCOO‘ o Welcome Andrew ® Logout
w Top up Transaction history Support EN v

Search transaction

Reference number Status € Keep a track on the generated Unique reference lds and

know their status by entering the reference number in the
Select '

search box.

€ Export the list of transaction and related infarmation by
Advance search clicking the Export link.

m o Reset © For transactions that have New and Unmatched

statuses, you can edit the information by clicking the edit

icon.. To view mare information for a transaction, click on

the view icon.

View transaction iy Export
Show entries Search:
S.No - | Reference number - Currency type - Topup amount + Status = Edit View
1 2000143 SGD 50.00 x) B
2 A000142 SGD 20000.00 ) |-?‘* E
3 2000141 SGD 15000.00 ) |-?'* B
4 A000130 SGD 1500.00 ) |-?‘ B
5 2000129 SGD 100.00 =] # E
6 A000128 SGD 900.00 ) |-?‘ B
7 A000125 SGD 1.00 x) E
A —

Scoot Tigerair Pte Ltd (BRN 200312665W)



REPORT

o To specity your search, you can:

o 1. Filter
o 2.Sort

Scoot Tigerair Pte Ltd (BRN 200312665W)

scoot

w Top up Transaction history

Search transaction

Reference number Status

Support

‘ Reference numb ‘ ‘ Select

v ‘

Advance search

View transaction

Show entries

Reference number =

1 ADDD143
2 AQ0D142
3 ADDD141
d ADD0130
5 ADDD129
B ADDD128
7 A00D125

Currency type -

SGD

5GD

SGD

SGD

SGD

SGD

SGD

Topup amount «

50.00

20000.00

15000.00

1500.00

100.00

900.00

1.00

oa Welcome Andrew ® Logout

EN v

€ Keep a track on the generated Unique reference lds and
know their status by entering the reference number in the

search box.

€ Export the list of transaction and related infarmation by
clicking the Expart link.

€ ror transactions that have New and Unmatched
statuses, you can edit the information by clicking the edit
icon.. To view mare information for a transaction, click on

the view icon.

E4 =



REPORT - FILTER

o You can filter tor:
o 1.Specific Reference number
o 2.Status

SCOO‘ o Welcome Andrew ® Logout
w Top up Transaction history Support EN v

Search transaction

Reference number 1 | Status 2 . € Keep a track on the generated Unique reference lds and

know their status by entering the reference number in the

W
‘ ‘ Select ‘ search box.

€ Export the list of transaction and related infarmation by

Advance search

clicking the Expart link.

€ ror transactions that have New and Unmatched

statuses, you can edit the information by clicking the edit
icon.. To view mare information for a transaction, click on

the view icon.

View transaction

© Export
Show entries Search:
S.No - Reference number - Currency type - Topup amount + Status = Edit View
1 A000143 SGD 50.00 3] E
2 ADDD142 S5GD 20000.00 -r‘: |-:‘ E"*
3 AD00141 5GD 15000.00 ..: |-: E
4 AD00130 5GD 1500.00 -r‘: |-:‘ E
5 A000129 SGD 100.00 =] # E
6 AD00125 5GD S00.00 -r‘: |-:‘ E
7 AD00125 5GD 1.00 () B
A —
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REPORT - FILTER

o You can filter for:

o 3. Advanced search — Start date to End date: These dates are the dates when the
request was first submitted and not the top up dates

o 4. Reset—-To clear all search condifions

SOOOT oa Welcome Andrew ® Logout

_ Top up Transaction history Support EN v

Search transaction

Reference number ‘I . Status 2 . € Keep 3 track on the generated Unique reference Ids and

know their status by entering the reference number in the
A000130 Select A4
search box.

€ Export the list of transaction and related information by

Advance search 3 . clicking the Export link.

Start date End date

€ For transactions that have New and Unmatched
_ g g
‘ 28-Feb-2017 ‘ ‘ 31-Mar-2017 ‘ statuses, you can edit the information by clicking the edit
ican.. To wiew more infarmation for a transaction, click on

the wview icomn.
o |EPY

View transaction © Export

Scoot Tigerair Pte Ltd (BRN 200312665W)



REPORT — SORT

o YOou can sort the columns:
o S.No, Reference number and Topup amount

o |t can be sorted in ascending or descending order

scoot oa Welcome Andrew ® Logout

w Top up Transaction history Support EN W

Search transaction

Reference number Status € Keep a track on the generated Unique reference lds and

search box.

know their status by entering the reference number in the
Select o

€@ Export the list of transaction and related infarmation by
Advance search clicking the Export link.

m £ Reset € For transactions that have New and Unmatched

statuses, you can edit the information by clicking the edit

ican.. To view more information for a transaction, click on
the view lcon.

View transaction © Export

Shnw 1N | antrias [ S - | |

L I
S5.No - Reference number - Currency type = Topup amount - Status - Edit View
1 2000143 SGD 50.00 %) E
2 A000142 SGD 20000.00 & |-"‘ E
3 ADDD141 SGD 15000 00 Ly |-"‘ E
4 A000130 SGD 1500.00 a3 |-"‘ E
5 A000129 SGD 100.00 =] # E
B A000128 SGD 900.00 & |-"* E
7 ADDD125 SGD 1.00 %) E

pa— N —
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REPORT - DOWNLOAD

o To download the report, click on “Export”

Scoot Tigerair Pte Ltd (BRN 200312665W)

scoot

w Top up Transaction history Support

Search transaction

Reference number Status

‘ ‘ Select o ‘

Advance search

View fransaction

Show entries

S5.No - Reference number - Currency type =
1 ADDD143 sGD
2 ADDD142 sGD
3 ADDD14 SGD
4 ADDD130 sGD
5 ADDD129 5GD
] ADDD128 sGD
7 ADDD125 SGD

Topup amount

50.00

20000.00

15000.00

1500.00

100.00

900.00

1.00

o Welcome Andrew ® Logout

EN v

€ Keep a track on the generated Unique reference lds and
know their status by entering the reference number in the

search box.

€@ Export the list of transaction and related infarmation by
clicking the Expart link.

€@ Fortransactions that have New and Unmatched
statuses, you can edit the information by clicking the edit
ican.. To view more information for a transaction, click on
the view icon.

© Export
Search:
Status - Edit View
E

ta ¢33 a



REPORT - DOWNLOAD

D: Bank deposited into
o E: Currency

O

F: Top up Amount

Downloaded report shows columns:

transactionHistory_136b1a35ef.xls [Compatibility Mode] - Excel

Formulas Data Review View Q Tell me what you want to do
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G45 v fe
A B C D E F G H I
) scoot
3 4
4 1
5 4
6 | Transaction history
7
8 | Report conditions
9
10 | End Date 31-Mar-2017
11 StartDate 28-Feb-2017
12 |
13
14 SNO 'SKY AGENTID REFERENCE NUMBER BANK NAME CURRENCY TYPE TOPUP AMOUNT = INITIATED DATE =~ LAST MODIFIED DATE STATUS
15 | 1 TST1400003 A000143 i SGD 50 31-Mar-2017 10:02 AM  31-Mar-2017 10:05 AM  Cancelled
16 | 2 TST1400003 A000142 United Overseas Bank Limited SGD 20000 31-Mar-2017 09:42 AM = 31-Mar-2017 09:57 AM  Reconciled
17 | 3 TST1400003 A000141 United Overseas Bank Limited SGD 15000 31-Mar-2017 09:12 AM  31-Mar-2017 09:34 AM  Reconciled
18 | 4 TST1400003 A000130 LFIRIT (hE) HPRAS (Control - SGD China) SGD 1500 29-Mar-201702:26PM  31-Mar-2017 10:13 AM  Reconciled
19 5 TST1400003 A000129 - SGD 100 29-Mar-2017 01:42PM  29-Mar-2017 01:42 PM New
20 | 6 TST1400003 A000128 LFRTT (hE) HRAS (Control - SGD China) SGD 900 28-Mar-2017 0525 PM ~ 28-Mar-2017 0526 PM  Reconciled
21 | 7 TST1400003 A000125 A SGD 1 27-Mar-2017 08:42PM ~ 27-Mar-2017 08:42PM  Cancelled
2 | 8 TST1400003 A000124 Citibank N.A_, Singapore SGD 12 27-Mar-2017 08:30 PM  27-Mar-2017 08:40PM  Reconciled
23 | 9 TST1400003 A000116 Citibank N_A | Singapore SGD 1000 22-Mar-2017 10:47 AM = 22-Mar-2017 10:48 AM  Reconciled
24 | 10 TST1400003 A000105 5 SGD 124 20-Mar-2017 06:55 PM ~ 31-Mar-2017 10:39 AM New
25 | 11 TST1400003 A000091 Citibank N A , Singapore SGD 1400 20-Mar-2017 01:54 PM  20-Mar-201701:54 PM  Reconciled
26 | 12 TST1400003 A000090 CFIRIT (PE) BRAD SGD 10000 7-Mar-2017 10:49 AM  20-Mar-201701:56 PM  Reconciled
27| 13 TST1400003 A000089 LFRTT (hE) HRAS (Control - SGD China) SGD 900 17-Mar-2017 10:05 AM  17-Mar-2017 10:31 AM  Reconciled
28| 14 TST1400003 A000084 LFRTT (hE) HRAS (Control - SGD China) SGD 1000 17-Mar-2017 03:17PM ~ 17-Mar-2017 03:52PM  Reconciled
29| 15 TST1400003 A000070 2 SGD 111 13-Mar-2017 02:16 PM  13-Mar-2017 02:16 PM New
30 | 16 TST1400003 A000068 ¢ SGD 10 13-Mar-2017 02:12PM  13-Mar-2017 02:12 PM New
31




REPORT - DOWNLOAD

O

o G:

Date request was submitted

Downloaded report shows columns:

transactionHistory_136b1a35ef.xls [Compatibility Mode] - Excel

Formulas Data Review View Q Tell me what you want to do
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18 | 4 TST1400003 A000130 LFIRIT (hE) HPRAS (Control - SGD China) SGD 1500 29-Mar-201702:26PM  31-Mar-2017 10:13 AM  Reconciled
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20 | 6 TST1400003 A000128 LFRTT (hE) HRAS (Control - SGD China) SGD 900 28-Mar-2017 0525 PM ~ 28-Mar-2017 0526 PM  Reconciled
21 | 7 TST1400003 A000125 A SGD 1 27-Mar-2017 08:42PM ~ 27-Mar-2017 08:42PM  Cancelled
2 | 8 TST1400003 A000124 Citibank N.A_, Singapore SGD 12 27-Mar-2017 08:30 PM  27-Mar-2017 08:40PM  Reconciled
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25 | 11 TST1400003 A000091 Citibank N A , Singapore SGD 1400 20-Mar-2017 01:54 PM  20-Mar-201701:54 PM  Reconciled
26 | 12 TST1400003 A000090 CFIRIT (PE) BRAD SGD 10000 7-Mar-2017 10:49 AM  20-Mar-201701:56 PM  Reconciled
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REPORT - DOWNLOAD

O

Downloaded report shows columns:

o H: Last modified date. If status i1s Reconciled, this is the top up date. If status Is

Cancelled, this is the Cancelled date

transactionHistory_136b1a35ef.xls [Compatibility Mode] - Excel

Insert Draw Formulas Data Review View Q Tell me what you want to do
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REPORT - DOWNLOAD

Downloaded report shows columns:

O

o |: Latest status of the request which was updated on the date in Column H

transactionHistory_136b1a35ef.xls [Compatibility Mode] - Excel

Formulas Data Review View Q Tell me what you want to do
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BANK ACCOUNTS

o Please remit fo the bank accounts in this document for top up requests submitted
via the Agency Top Up Portal
o These bank accounts will appear on the payment details in the e-mail nofification

sent when you submit a top up request

Scoot Tigerair Pte Ltd (BRN 200312665W)



BANK ACCOUNTS

Beneficiary Bank

Beneficiary Name

Citibank N.A., Singapore
Scooft Tigerair Pte. Ltd.

Swift Code CITISGSG
Bank Code /214
Branch Code 001
Account Number 0855079054 0855079089 0855079119 0855079135
Correspondent NA Citibank N.A. New NA NA
Bank York
Correspondent NA CITIUS33 NA NA
Bank Swift Code
Correspondent NA 021000089 NA NA
Bank ABA Routing
NoO.

# PLEASE NOTE, AS THE ACCOUNTS (USD, AUD, JPY) ARE OPENING IN SINGAPORE, ONLY TELEGRAPHIC TRANSFER IS ACCEPTABLE

Scoot Tigerair Pte Ltd (BRN 200312665W)



BANK ACCOUNTS

Beneficiary Bank Standard Chartered Standard Chartered Bank
Bank (PHILIPINES)
Beneficiary Name Scooft Tigerair Pte. Ltd.
Switt Code SCBLPHMMXXX SCBLMYKXXXX SCBLIDJXXXX
Bank Code NA NA 50
Branch Code NA NA 0306
Bank Address //F 67388 Sky Plaza No. 36 Jalan Sultan Menara Standard
Bullding Ayala Avenue Ismail, Ground Floor, Chartered, JIn
Makati City 50250 Kuala Lumpur, Prof.Dr.Satrio Kav 164,
Malaysia Jakarta 12930, Indonesia
Account Number 0146-5925278-13 312194653224 306-1009143-0

Scoot Tigerair Pte Ltd (BRN 200312665W)



BANK ACCOUNTS

Currency THB
Beneficiary Bank Standard Chartered Bank (Thai) Public Company Ltd
Beneficiary Name Scoot Tigerair Pte. Ltd.
Switt Code SCBLTHBX
Bank Code 020
Branch Code 101
Bank Address 90 North Sathorn 274 Floor, Building 3, Silom, Bangrak, Bangkok
10500
Account Number 00100836429
Beneficiary Bank FETERITROEIREAE MNAA3Z1T
Beneficiary Name I R =] YNST A (e
Switt Code ICBKCNBJGDG
Bank Address [ MNHRFRAXKIATREE 1025
Account Number 3602013419201137634

Scoot Tigerair Pte Ltd (BRN 200312665W)



OTHER MATTERS — CONTACT

o Forinvoice, receipt and bank details matter, please contact:

receivable ag@flyscooi.com

o For agency and group bookings matters, please contact: sales@tlyscooi.com



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

OTHER MATTERS - TOP UP REMINDERS

o Please quote the reference id in your payment details

o Top up will be done within 2 days or earlier once funds are sighted in our bank

account

o Bank charges might be deducted from your remittance as this should be borne

by the agent

o Exchange charges will arise it remittance currency and bank currency ditfers

Scoot Tigerair Pte Ltd (BRN 200312665W)



THANK YOU

Visit flyscoot.com for more info



http://flyscoot.com

