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❑ Group concept

• Minimum: A group booking must have at least 10 passengers traveling together, both outbound and 
return.

• Maximum: The maximum number of passengers that can be requested is 95 passengers due to the 
maximum booking size.   

• Date change: possible up to 20%, provided that the conditions in point 1 and 2 are maintained and 
are only permitted on return flights and up to a maximum of 7 days from the original return date of 
the group.
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FlyGroups
❑ Start session
➢ All group management, quotation, reservation and issuance must be processed through our 

group platform at the following link. http://groups.flytap.com

https://eur02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fgroups.flytap.com%2F&data=05%7C01%7Chsilva%40tap.pt%7C73b3a9aaa13e4aaafdab08da3f0c09bb%7C0048b2762e7e46c684763dfe5b070bb8%7C0%7C0%7C637891618178746749%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vwcPvBJzJK8Y%2BCQ2IzlSfOQgqrkA2nQl6tITl83J1YI%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fgroups.flytap.com%2F&data=05%7C01%7Chsilva%40tap.pt%7C73b3a9aaa13e4aaafdab08da3f0c09bb%7C0048b2762e7e46c684763dfe5b070bb8%7C0%7C0%7C637891618178746749%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vwcPvBJzJK8Y%2BCQ2IzlSfOQgqrkA2nQl6tITl83J1YI%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fgroups.flytap.com%2F&data=05%7C01%7Chsilva%40tap.pt%7C73b3a9aaa13e4aaafdab08da3f0c09bb%7C0048b2762e7e46c684763dfe5b070bb8%7C0%7C0%7C637891618178746749%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vwcPvBJzJK8Y%2BCQ2IzlSfOQgqrkA2nQl6tITl83J1YI%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fgroups.flytap.com%2F&data=05%7C01%7Chsilva%40tap.pt%7C73b3a9aaa13e4aaafdab08da3f0c09bb%7C0048b2762e7e46c684763dfe5b070bb8%7C0%7C0%7C637891618178746749%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vwcPvBJzJK8Y%2BCQ2IzlSfOQgqrkA2nQl6tITl83J1YI%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fgroups.flytap.com%2F&data=05%7C01%7Chsilva%40tap.pt%7C73b3a9aaa13e4aaafdab08da3f0c09bb%7C0048b2762e7e46c684763dfe5b070bb8%7C0%7C0%7C637891618178746749%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vwcPvBJzJK8Y%2BCQ2IzlSfOQgqrkA2nQl6tITl83J1YI%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fgroups.flytap.com%2F&data=05%7C01%7Chsilva%40tap.pt%7C73b3a9aaa13e4aaafdab08da3f0c09bb%7C0048b2762e7e46c684763dfe5b070bb8%7C0%7C0%7C637891618178746749%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vwcPvBJzJK8Y%2BCQ2IzlSfOQgqrkA2nQl6tITl83J1YI%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fgroups.flytap.com%2F&data=05%7C01%7Chsilva%40tap.pt%7C73b3a9aaa13e4aaafdab08da3f0c09bb%7C0048b2762e7e46c684763dfe5b070bb8%7C0%7C0%7C637891618178746749%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vwcPvBJzJK8Y%2BCQ2IzlSfOQgqrkA2nQl6tITl83J1YI%3D&reserved=0
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❑ Home Page
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Possibility of receiving notifications in the user's e-mail (Outlook) or in the FlyGroups inbox

Select all important notifications as :
- Deadline to add names
- Deadline for ticketing
- Notification of schedule change
- Group Status - Expired/Cancelled
- Message from TAP

❑Notification settings
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❑ Group Request

➢ Round Trip Select the Outboud and then, the Inbound

➢One Way Select only one flight
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➢ Multy city

- Select the itinerary - Possibility to choose the preferred travel period.
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❑Quote / Book a group

After the selected flights, you will have the possibility to:
- save the quotation for 7 days or 
- book. A PNR is created.

Note : To request a group from 75pax (until 95 max possible in a PNR), the following message 
will appear at the end: select "send a message to TAP" and the request will be sent to us.



9

❑Group Booked

➢Overview
➢Servicing
➢Ticketing
➢Payments
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.
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- DV Taxe 10USD: ticket issuance fee.

- DU Taxe 30USD: The DU fee only applies if a name change has to be made after the ticket 
has been issued. If ticket is issued by TAP, the DU fee is USD60.
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➢ Up to 91 days prior to departure there are no cancellation charges, either total or partial.
➢ Between 90 and 61D BD – a booking fee is applied USD100 for total group cancellation.
➢ Less than 60D BD, penalty applies for total or partial cancellation
➢ Up to 31 days prior the departure Below 20% of the group integrity can be cancel without cost (group 

integrity = no. of passengers that were booked 61 days prior to departure).
➢ From those points on, the corresponding percentage will be applied according to the cancellation 

date.



13

➢The Terms and Conditions can be downloaded, where you will find more detailed information.

Example :

• Baggage: 

• All group tickets include one piece of checked baggage 23kg, the sum of the three sides of which does not exceed 
158cm.

• Carry-on luggage also includes one piece of maximum 10kg, the sum of the three sides of which does not exceed 
115cm + 1 personal item.
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The platform will indicate if there is a cancellation penalty to be paid before  completing the cancellation.

➢ Change Flight: Request New flight

➢ Split: Divide the PNR to request deviation

➢ Increase Group: Need to select the flights.

➢ Cancel Booking for all passengers

➢ Cancel Some Passengers

▪ It is necessary to indicate the number of passengers

▪ select the pax if the name is entered
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Names can be entered one at a time - Add names and docs - or all at once - Import names from File
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From the FlyGroups :

• Credit Card

• Bank transfer

Ticketing:

.

Step 1: Ticket issuance

Step 2: Check that all passengers are selected, if any are missing you should check the error..

and
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Claim PNR: the agency issues the PNR in its GDS.

Instead of inserting the email where you wish to receive the Etkts, select the last option 
to claim and continue:

Verify the PCC/OID and click on PNR Claim :
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To store the TST,  the travel agency can view each TST to copy the ticket mask and avoid issuing errors.
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