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The agency visits www.grupos.skyairline.com to register 
and then clicks on “IATA or Non-IATA Agencies.”

AGENCY REGISTRATION



For IATA agencies, they must enter their code; only one 
registration per IATA is allowed. The administrator will be able 

to create new accounts within the same profile for their 
collaborators.



Retail customers (others outside agencies) can go to 
www.grupos.skyairline.com to register, then click on 

“other customers.”

OTHER REGISTRATION



They must fill in their personal details to register as an 
individual. 

In case of account lock or profile issues, contact 
soporteinfiniti@skyairline.com.



Within the GRM platform, the client will be able to 
request groups and series, make payments, add the 
passenger list, issue tickets, and generate their own 

reports.

FUNCTIONALITIES



If the client sees a time on the platform that does not 
match their actual time zone, they can go to User details 
> Users > View Users, and from there modify their Time 

Zone.



To create new users within the same account, go to 
“User details” > “User” > “Add User” (no limit).



To submit a new group request, the user can select 
“Adhoc Group Request.”

REQUEST AN ADHOC GROUP



In the group request, the client will be able to quote any 
H2 itinerary and enter their group category (mining, 

student, conference, etc.).

For multi-destination trips, it is 
recommended to book the outbound 

and return flights separately.



Once the flight is selected, a box with the available 
schedules will open for selection and submission of the 

request (automatic quote in approximately 10 
minutes).



Once the quotation is generated, the client will receive a 
notification by email and will be able to view the request 

under “View Request” in the main menu.



The client must select “View Request” to accept the new 
quotation for a group.

ACCEPT QUOTATION



Under “View details,” the client will have up to 24 or 48 
hours to accept the group quotation and T&Cs. They will 

also be able to view the payment deadline (TL) and 
passenger list.



Within the request, the client will be able to select a 
bundle and view the details of what each option 

includes. Further down, they can accept the T&Cs and 
the quotation.



Once the quotation is accepted, the group PNR will be 
automatically generated. The client must complete 

payment before the payment deadline (TL); otherwise, 
the booking will be canceled.

One PNR will be generated 
for every 50 passengers 

within the same request.

GROUP BOOKING CREATION



To cancel a booking before payment, select “View 
Bookings” and then go into the details of the request you 

wish to cancel.

CANCEL BOOKING BEFORE PAYMENT

To cancel a booking after payment, the 
request must be submitted through 
SKY’s customer service channels.



In case the customer needs to cancel the reservation 
before payment, they must go to “View Details” of the 

request, scroll down, and select the “Cancel PNR” 
option.



The customer must select "Make Payment" to pay for 
their group before deadline.

PAY ADHOC GROUP



To pay for the group, the customer must click on "Pay 
Group" within the same section.



The customer must pay before their Deadline. They will 
receive email notifications as reminders before it 

expires.



The customer will be redirected to an external page with 
payment options: Online Payment (credit card or debit 

card) or Bank Transfer (available only in eligible 
countries).

GROUP PAYMENT



For wire transfer, the customer must enter the 
transaction number and attach the proof of payment. 
They will be able to view transfer details according to 

their country.

SKY has up to 72 business 
hours to accept the 

payment.



For Online Payment, the customer can pay for their 
group in real time using the available payment methods 

in their country or with a travel voucher.



Once the payment is made, the customer can add their 
passenger list by returning to the main panel.

PASSENGER LIST ENTRY



To add passenger names to a paid reservation, go to 
"Passenger List" and then "Passenger Details."



Select "Update Name List" to either upload an Excel file 
(in the specified format) or manually enter the data.



Once the Excel file is uploaded, click “Continue” to 
populate the passenger data in the fields. Then, at the 

bottom, click “Submit” to send the passenger list.



Later, if it’s necessary to update the name list, go back to the 
“Passenger Details” section, modify the list, and select the 

pencil icon next to the name you wish to edit.

PASSENGER LIST EDITING



Finally, once the customer has finished entering their 
final passenger list, they must issue the group before the 

flight.

GROUP ISSUANCE



Once the names have been entered, the customer can 
issue the tickets in “View Reservations.” They will receive 

an alert to issue them before the deadline.



To modify any reservation before issuance, go to the 
“Modify Request” section. For changes or refunds after 

issuance, contact SKY.

You can only reduce your 
group before payment or 
after issuance; any other 
modifications within the 

platform must be done prior 
to issuance.

MODIFY GROUP – BEFORE ISSUANCE



To split any reservation, select the “Split” option and 
choose the reservation in active status.

SPLIT GROUP

You must wait for SKY’s 
confirmation for the new 

quotation.



You must select the number of passengers to split, add a 
remark, and submit. This will generate a new reservation.



If it’s necessary to change the itinerary of the split 
reservation, go to “Change Itinerary” and modify the new 

reservation from there.

ITINERARY CHANGE

You must wait for SKY’s 
confirmation for the new 

quotation.



To increase the group in a request before issuance, go to 
“Modify Request” and then “Increase Size.”

UPSIZE GROUP

A new quotation for the 
group increase will be 

generated automatically.



Select the number of additional passengers and submit 
the request. This will generate a new reservation within 

the original booking.



In the case of reducing the number of passengers, this 
can only be done before payment within the platform or 

after ticket issuance by contacting SKY.

DOWNSIZE



To add ancillaries to the booking, they must be added 
after issuing the ticket in the “Add Ancillaries” section.

EXTRA ANCILLARIES



Select “View Ancillaries” and then “Add Additional 
Services” for baggage. For seats, with or without cost 

(depending on the purchased fare), go to “Select Seats.”

The client can later select the ancillary for the entire 
group or only for specific passengers, then pay for 

the selected ancillary and reissue their ticket.



To request series, the customer can request up to 4 
series at a time by entering their preferred dates with the 

same number of passengers, route, and flight.

SERIES REQUEST

To request more than 4 
series, a new series 

request must be 
created.



You must select the dates for each corresponding series 
group and then choose the flight time for each flight. 

After that, submit the request and wait for your 
quotation.



Once the quotation for each series group has been 
generated, the customer can select the desired fare for 

each group.

ACCEPT SERIES QUOTATION



Additionally, they must accept or reject each series 
group as appropriate before accepting the entire series 

quotation.



The customer must go back to the main panel and select 
“Make Payment” to pay for their series groups.



The customer can choose to pay for all series groups at 
once or select only the groups they wish to pay for 

individually. Then, they proceed with entering passenger 
names and issuing the group as if it were an ad hoc 

group.

SERIES PAYMENT AND ISSUANCE



To create reports, the customer can click on the 
“Reports” section in the panel.

REPORTS



Here, they can select all the data needed to build reports by 
columns. Afterwards, they can download the report in Excel 

format and perform their own analyses (e.g., number of 
groups, paid, canceled, etc.).
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