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ONLINE REGISTRATION

Please click here to get to the webpage

Select accordingly if you are 

an IATA agent or Non-IATA 
agent

http://www.flyscoot.com/en/agent-register
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ONLINE REGISTRATION

Passwords must be:

- at least 8 characters long

- both capital and lower case 

letters

- at least one number 

- at least one special character

o For IATA agents: Register via online form

o For Non-IATA agents: Download the application form and send the completed form to 

Sales@flyscoot.com. (Processing time is approximately 2 working days) 

https://makeabooking.flyscoot.com/skyagent/register
http://www.flyscoot.com/images/plan-your-trip/agents/navitaire_skyagent_form.pdf
mailto:Sales@flyscoot.com
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SKYAGENT LOGIN

Username refers to your IATA 

code / Agency ID given 

during sign-up

Download the user guide 
for easy reference
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BOOKING CREATION

Make a Booking

Insert your flight details If you have a promotion 

code to use, insert here
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FLIGHT SEARCH

Modify your 

search details

Select fare 

product

Select your 
flight

Select your 
product class and 

click ‘Continue’
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PASSENGER DETAILS

Check and add any SSR that you 

would like (Baggage / Meals) 

Insert Pax details
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SEAT SELECTION AND ADD-ONS

ScootInSilence

No Kids under 12

Standard
Choose a window/

aisle seat

Select your add-on services
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PASSENGER CONTACT DETAILS

Add in passenger’s contact 

email for a masked copy of the 

itinerary without displaying 

pricing and  any flight 

notifications to be sent to them

Mandatory to indicate 

passenger’s mobile number for 

any flight notifications to be sent 

to them
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PAYMENT (AGENCY CREDIT)

Your Agency Credit 

Balance

Groups Online Portal account sign up is required to access the Agency Top Up Portal 

Sign-up Page.

- Groups Online Portal sign up link here

- Agency Top Up Portal User Guide here

For agencies already using the Groups Online Portal, you can access the Agency Top Up 
Portal with your existing Groups Online Portal Travel Admin username and password

Currency: SGD

https://groups.flyscoot.com/
http://www.flyscoot.com/images/Agents/images/User-Guide-for-AT-Portal.pdf
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OTHER PAYMENT MODS

• Credit Card --Processing fees (equiv. to S$10 per flight per pax) applies.

• Voucher

• Agency Credit

• BSP Weblink

‘Hold’ function

Payment accepted via Credit Card or 

Agency Credit only within 24-hours for ‘on-

hold’ booking.

Strictly applicable to 

Scoot’s Authorised BSP 

agents only. To apply, 

please submit application 

here.

http://www.flyscoot.com/images/plan-your-trip/agents/scoot_bsp.pdf
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MANAGE YOUR BOOKINGS
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SUMMARY OF YOUR BOOKINGS

View your bookings:

- Paid 

- On hold

- Past 

For a snapshot of all paid bookings, select 

‘Bookings Paid’ 

List can be extracted out to Excel by copying 

and pasting the selected data in an Excel file.
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BOOKINGS ON HOLD

You may choose to make payment or edit the flight details
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EDIT BOOKINGS

Edit, View or Print your bookings
Select ‘Edit’ to manage your booking
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EDIT BOOKINGS

Changes are permitted up to 4 hours prior 

to departure. 

Changes allowed include: 

- Name*

- Flight*

- Add-on SSR

Ie. Check-in baggage / Seats / Meal

purchases (Meal purchase

can only be done at least 72 hours

before flight)

*Change Fee and fare difference are applicable
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EDIT BOOKINGS - FINALIZING

Confirm your 

changes 

Click ‘Check-

out’ to 

finalize

Select ‘More details’ 

to view outstanding 
amount
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CREATING SUB-AGENTS
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CREATING SUB-AGENTS

Registering New Users
Useful when your agency has >1 

ticketing staff

Each User will be accountable for their 
bookings made

View your existing users

Update your profile
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ACCOUNT SUPPORT
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o Contact sales@flyscoot.com for sales enquiries. 

o Contact Scoot_NewSkies@flyscoot.com for system issues 

that requires the tech team to assist with trouble-shooting.

ACCOUNT SUPPORT

mailto:sales@flyscoot.com
mailto:Scoot_NewSkies@flyscoot.com
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FORGOT YOUR PASSWORD?

o Just enter your info and we will email the details to reset your 

password.

o Passwords must be at least 8 characters long, contain both 

capital and lower case letters, at least one number, & at 

least one special character



Scoot Tigerair Pte Ltd (BRN 200312665W)

Visit flyscoot.com for more info

THANK YOU


