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1. Create a Series request 
 

User can request min 5 - max 10 departures with maximum 400 passengers in total. 

 

Click on New booking and select Series group request from the dropdown menu. 

 

 

 

 

 

Series group request page appears as per below.  
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Fill in all mandatory fields and click on Select Date 
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User can select the specific departure dates or by date range. 

 

 

 

Now click on Proceed to select flights. 
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The departure dates are already filled in. In case of RT or multicity, user must insert the return date for each 
group by selecting individual travel date or provide lag days to autofill the travel dates for each group. Then 
click on Proceed 
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Select flights and create group list 
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User can click on   to remove group or click on edit  to make any changes by group. 

The “edit” window appears: 
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Make any changes and click on Save Details. 

 

Enter any remarks (optional) and Click Submit. A request ID will be generated 

 

 

 

2.View Series offer details 
 

To view the relevant offer, track the specific id (Request info→ View request, clear filters) and check its status. 
Click on View details. 

In series ids the fare indicated in VIEW DETAILS page is average of the net fare provided by the airline for each 
group. 
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e.g. 
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Proposed fare per group is indicated in MAPPING FLIGHT DETAILS. 

 

To check the NET price of each departure, click on More info button of each departure. Check the NET as per 
below. 
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3.Actions 
 

3.1. Accept /decline 

To Accept/decline a series id select Request info→ View request, select specific series id and click on View 
details. 

Select “Accept” or “Decline” for specific groups or for the whole series id.  

To accept or totally decline a series id click on the below: 
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To accept or decline partially groups under a series id click as per below: 
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Select number of groups to accept and click on Submit. 

 

PNRs will be created for the accepted groups, the rest of the groups under series id will be automatically 
declined. The status of the series id turns to Payment Pending. 

 

 

3.2. Cancel request 

 

Series id can be cancelled only in NEW REQUEST status. Click Request Info→ View request → click on Cancel 
request. 
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3.3. Cancel PNR 

To Cancel PNR, click on Request info → select Cancel Booking and then click on View Details. 

 

 

 

 

 

 

 

Select the group PNR and Click on PNR details to cancel. 

 

At the bottom of the page click  enter mandatory remarks and click on SUBMIT. 
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• Child ids in active status/PNR should be cancelled first, in order to be able to proceed with the main PNR 

cancellation. 

• Group PNR can be cancelled before the penalty starting period, without any cancellation fees. When 

entering the penalty period, cancellation policy will be applied according to terms and conditions. 

 

 

4.Modify Series 
 

4.1. Downsize 

 

Select modify request→ Downsize and track the specific id. 

 

e.g. Downsize series id under payment pending status 

Select a specific group and click on downsize 
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A pop-up window appears: 

 

 

 

 

 

 

Insert new number of pax and click on Send request. 
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4.2. Upsize 

 
Select modify request→ Upsize and track the specific id. 

 

e.g. Upsize series id under payment pending status 

 

 

 

 

 

Select specific group to upsize 
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pop-up window appears: 
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Fill in all mandatory details and click on Raise New Request 

A new child id will be created under new request status, pending to be evaluated 

 

4.3. Divide 

 
Select modify request→ Divide and track the specific id. 

 

e.g. Divide series id under payment pending status 
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Select the group to be divided and click on Divide. 

 

 

 

 

pop-up window appears: 
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A new child id is generated in the same status as main id, new PNR has been created for the divided pax, 
information has been also updated in GDS. User can now proceed to any modification for the child id. 

 

 

4.4. Change itinerary 

 
Change itinerary is available in new request status, fare quoted and payment pending/billed status. Origin, 
destination, dates and expected fare may be modified, and one common segment rule should always apply. 

Select modify request → change itinerary and track the specific id. 
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e.g. Change itinerary to a series under payment pending status id 

 

Select specific id and click on Change itinerary 

 

 

 

 

Click on modify. System allows user to modify partial or totally the series group id. 
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Choose Modify Request to modify all the departures in the series id. 

Choose Modify Group to select specific groups to be modified. 

 

Select number of groups to modify and click on SUBMIT 

 

Below page appears and user can proceed with modification by clicking on edit   

 

 

 

Click on Submit. In case of total modification main series id turns to MODIFY status, in case of partial 
modification a new child id is created in MODIFY status. 
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4.5. Add group 

 
Add group is available in new request, fare quoted, payment pending and billed status. 

 

• Αdd group in NR STATUS 

 

Select modify request → change itinerary and track the specific id. 

 

 

 

Click on change itinerary and select Modify Request.  
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Click on Add new group and fill in the new group details. 
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Click on SAVE DETAILS and UPDATE. New group will be added in the main id. 

 

 

 

• Add group is available in fare quoted, payment pending and billed status. 

 

Select modify request → change itinerary and track the specific id. 
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Click on Add new group and the below page appears 
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Fill in the new group details step by step as described in pages 4-7 and click on SUBMIT 
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A new child id in new request status is created for evaluation. 
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