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Group Sales Optimizer - GSO

GSO is a tool that will transform the way you make group bookings with Virgin 
Atlantic. 

Your unique access to GSO gives you the ability to shop and book seamlessly 
and efficiently for your customers

Self Serve Shopping
Á Search for flight availability
Á Create and price requests
Á Save quotes without holding inventory

Self Serve booking management
Á Change itinerary (including trip type)
Á Change group size
Á Cancel booking 

Dynamic Pricing
Á Scientific Dynamic Pricing engine 
Á Receive instant quotes
Á Requote at speed when itineraries change

Now letõs get prepared and show you what you need to do 
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Overview

Click
Here

Your Group Sales Office will continue to be available to support you should 
you have questions in the future.

You can reach us on our email GSOSupport@fly.virgin.com

And donõt forget, just because you donõt have to call us, doesnõt mean you 
canõt.

mailto:GSOSupport@fly.virgin.com


Strictly confidential

GSO - Glossary

The terminology in GSO is slightly different to what you are used to

From To 

Cabins Compartments

Allocations/Touring Series

Deposits Commitment

Final Payment Full Commitment

Task Queues Ticket Appointment Dates 

Deviations Maintaining Group Numbers

Divide PNR Spilt Group

Ticketing Deadline Ticketing Deadline 

Fare Match Fare Authorisation

Out of Date Range Outside Reservation 
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GSO ð New Request

Log on to GSO

New request page will appear

Á Choose your trip type, from and to depart and return dates & compartment

Á Round Trip ð to and from same destination

ÁOne Way ð either outbound or inbound  sector only

ÁMulti City  ð to and from different destination 

 

 

 

ÁMulti Origin ð Variety of different departure airport to one destination

Á Series ðprovides the ability to request groups with reoccurring itineraries 
over a set period of time 
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Next Steps 

Compartment = Cabin
All cabins Self -Serve 

Any over  our agreed  
capacity will need to be 

escalated for review



GSO ð New Request - cont'd

Complete Passenger Information

Á Number of 

Á Adults 

Á Children  

Á Infants with seats

Á Infants without seats

Á Passes ð Only applicable in China 

Update Group Information

ÁGroup Name ð i.e. Simmons Wedding

ÁGroup Type ð choose from dropdown selection

Á Reason for Travel ð choose from dropdown selection 

 

 

 

Á Click Search flights
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Next Steps 

NOTE 
The Group name can 

only contain letters and  
cannot be changed 

once added



GSO ð New Request - cont'd

Choose outbound flight 

Á Click circle of flight required

Á Choose return flight with the same process 

Á Click Preview Offer 

 

Review details with your customer
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Next Steps 



GSO ð New Request - cont'd
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Book 

Save and Hold 

Offer 
Save OfferEdit FlightsReject Offer 

Your customer now has a decision to make.



GSO ð Reject Offer

Should your customer choose to reject the offer 

Á Click Reject offer

Å Click the reason for rejection and add comments

Å Click Reject  
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You will receive rejection confirmation

Process Complete! 



GSO ð Edit Flights

Your customer would like to make a change to the request 

Á Click Edit Request

This will return you to the request page

Á Click Edit Request 

Á Update any required fields with the new information
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Á Click search flights 

Next Steps 



GSO ð Edit Flights cont'd

Choose outbound flight 

Á Click circle of flight required

Á Choose return flight with the same process 

Á Click Preview Offer 

 

Review details with your customer.
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Next Steps 



GSO ð Save Offer 

Your customer would like to save the offer ð this will hold the fare for 72 hrs 
only no booking will be created.

Á Click Save Offer 

A confirmation notification will be received

Contract is available to download if you wish 

Click on Tasks Queue 

ÁGo to Saved Queue 
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Á Find your saved offer ð Line will turn blue

Á Click to open 

Next Steps 



GSO ð Save Offer cont'd

Á Click Download 
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Next Steps 



GSO ð Save Offer cont'd

PDF download will show at the bottom of your screen 

Á Click Open
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Á Click download to save

 

 



GSO ð Save & Hold Offer 

Your customer would like to save & hold the offer ð this will hold fare and a 
booking will be created on a 14 day option 

Click Save & Hold Offer 

A confirmation notification to advise that inventory will be held

Á Click Ok 

A confirmation notification will be received

Contract is available to download if you wish 
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Á Click on Tasks Queue 

ÁGo to Held Queue 

Á Find your held offer ð Line will turn blue

Á Click to open 

Next Steps 

NOTE 
GSO will create multiple 
group bookings  with a 

maximum of 20 
passengers



GSO ð Save & Hold Offer cont'd

Á Click Download 
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Next Steps 



GSO ð Save & Hold Offer cont'd

PDF download will show at the bottom of your screen 

Á Click Open
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Á Click download to save

 

 



GSO ð Book

Your customer would like to book ð this will be create a booking on a 14 day 
option.

Á Click Book 

A notification will appear ðóthis offer is bookedó be received

A contract is available to download if you wish 
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Á Click on Tasks Queue 

ÁGo to Bookings Queue 

Å Click booked 

Á Find your booking  ð Line will turn blue

Á Click to open 

Next Steps 

NOTE 
GSO will create multiple 
group bookings  with a 

maximum of 20 
passengers



GSO ð Book cont'd

Á Click Download 
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Next Steps 



GSO ð Book cont'd

PDF download will show at the bottom of your screen 

Á Click Open
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Á Click download to save

 

 



GSO ð Outside Reservation request

For request that are outside the reservation window of 331 days, you will need to 
contact your Virgin Atlantic Group Sales Office, gsosupport@fly.virgin.com  . The 
team will get back to you within 48hrs to advise you of all the details.

Provide the below information

Á Your IATA

ÁGroup Name

ÁOutbound details

Á Route

Á Date of travel

Á Compartment

Á Inbound Details

Á Route

Á Date of Travel 

Á Compartment

Á Number of passengers including

Á Adults 

Á Children  

Á Infants with seats

Á Infants without seats
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mailto:gsosupport@fly.virgin.com


GSO ð Tasks Queue
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Escalations
Schedule 

Change 

TimelinesBookings
Outside 

Reservation
Offers 

Just click on what youõd like to know more about 

Managing your Tasks Queue



GSO ð Offers
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Saved Partial Booked 

Booking Failed Held 

Just click on what youõd like to know more about 

Expired 



GSO ð Offers ð Saved 

Saved tasks queue will contain all offers that have been saved by everyone 
with access to GSO within your company, this will include live and expired 
offers. 

You can manage your offer from this task queue

Á Click on Tasks Queue 

ÁGo to Offers

ÁGo to Saved
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Á Find your booking  ð Line will turn blue

Á Click to open 

 

Next Steps 



GSO ð Offers ð Saved cont'd

You can offer your customer  the opportunity to

Á Reject offer

Á Edit offer

Á Book

If you would like to escalate to the airline 
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Click
Here

Click
Here

Click
Here

Click
Here



GSO ð Reject Offer

Should your customer choose to reject the offer 

Á Click Reject offer

Å Click the reason for rejection and add comments

Å Click Reject  
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You will receive rejection confirmation

Process Complete! 



GSO ð Saved Offer ð Edit Offer

Make a change to the offer

Á Click Edit Offer

This will return you to the request page

Á Update any required fields with the new information
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Á Click search flights 

Next Steps 



GSO ð Saved Offer ð Edit Offer cont'd

Choose outbound flight 

Á Click circle of flight required

Á Choose return flight with the same process 

Á Click Preview Offer 

 

Review details with your customer.

Your customer now has a decision to make:

Á Cancel edit -  will revert to original offer

Á Update Saved Offer ð Offer will be saved with offer available date 
confirmed

OR
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Reject 
Offer 

Book  



GSO Offers ð Held 

Held offers have a option of 14 days. The queue will contain all held offers 
that have been held by everyone with access to GSO within your company, 
this will include live and expired offers. 

You can manage your held offer from this task queue

Á Click on Tasks Queue 

ÁGo to Held Queue 
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To review the held offers created.  

Á Find your booking  ð Line will turn blue

Á Click to open 

 

Next Steps 

NOTE 
GSO will create multiple 
group bookings  with a 

maximum of 20 
passengers



GSO ð Offers - Held cont'd

You can offer your customer the opportunity to

Á Reject offer

Á Book
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Click
Here

Click
Here



GSO ð Partial Booked
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The Partial Task queue is for bookings where the full itinerary requested can't 
be completed. Refer to your Group Sales Office via email 
gsosupport@fly.virgin.com

 

 

 

mailto:gsosupport@fly.virgin.com


GSO ð Booking Failed
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The Booking Failed Task queue is for bookings requested  that have not 
been  completed. The request will need to be resubmitted

Á Click Rebook 

Should rebook not complete you will need to create a new request 



GSO ð Expired
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All offers that have reached there time limits will appear on your expired queue.  Offers can be viewed only, no action can b e t aken to re -instate

 

 

 



GSO ð Outside Reservation
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Saved Pending 

Failed 

Just click on what youõd like to know more about 



GSO ð Outside Reservation - Saved

At present all requests will be managed by your Group Sales Office
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GSO ð Outside Reservation - Pending

At present all requests will be managed by your Group Sales Office
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GSO ð Outside Reservation - Failed

At present all requests will be managed by your Group Sales Office
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GSO ð Bookings 
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Booked

Cancelled 

Just click on what youõd like to know more about 



GSO ð Booked

Booked tasks queue will contain all bookings that have been created by 
everyone with access to GSO within your company, this will include live and 
expired offers. 

You can manage your bookings from this task queue.

Á Click on Tasks Queue 

ÁGo to Bookings

Á Click Booked (once highlighted in blue) 
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Review the booking options due to expire.  

Á Find your booking  ð Line will turn blue

Á Click to open 

 

Next Steps 



GSO ð Booked cont'd

You can offer your customer the opportunity to

Á Cancel Booking at no charge

OR

Å Customer commits to booking, continue to deposit 
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Click
Here

Click
Here



GSO ð Booked ð Cancel Booking

Á Click Cancel Booking 

A prompt will appear 

To continue

Á Click Yes

Á Update reason for rejection
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Á Click Cancel Booking

Confirmation that your booking has been successfully cancelled.



GSO ð Cancelled

Cancelled tasks queue will contain all bookings that have been cancelled by everyone with access to GSO within your company. Can celled bookings can be 
viewed only, no action can be taken to re -instate.

V2 May 2022



GSO ð Timelines
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Deposits Final Payments 

Names 

Just click on what youõd like to know more about 



GSO ð Deposits

Deposits will be due 14 days after you òBookó your  group.  You will also 
receive email notification of any bookings that are due for deposit payment.

You can manage your bookings from this task queue. 

Á Click on Tasks Queue 

ÁGo to Timelines

Á Click Deposits 
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Á For bookings that require deposits to be taken

Á Find your booking  ð Line will turn blue

Á Click to open 

 

Next Steps 

NOTE 
You can sort by 

due date!



GSO ð Deposits cont'd

ÁGo to Payments tab

Á Click Add Payment 

V2 May 2022

Next Steps 

NOTE 
If you have more than 
1 PNR deposits must 

be added to all 
Á Update Payment entry

Á PNR Locator ð Choose from drop down

Á Payment type ð Choose Deposit from dropdown 

Á Payment Amount ð Total deposit amount for PNR 

Á Form of payment ð Choose Commitment from dropdown

Á Description ð Breakdown of deposit 

Á Click Add Payment



GSO ð Deposits cont'd

ÁRepeat the process for all PNRõs within the group

Payments made will display in the payment Activities and will be verified by the airline.

Upon verification by the airline the payment will be updated 
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GSO ð Final Payment

Final Payment will be due 45 days prior to departure. You will also receive 
email notification of any bookings that are due for final payment.

You can manage your bookings from this task queue. 

Á Click on Tasks Queue 

ÁGo to Timelines
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Click Final Payments 

Review the bookings due to for final payment

Á For bookings that require final payment to be taken and verifying 

Á Find your booking  ð Line will turn blue

Á Click to open 

 

Next Steps 

NOTE 
You can sort by 

due date!



GSO ð Final Payment cont'd

ÁGo to Payments tab

Á Click Add Payment 
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Next Steps 

NOTE 
If you have more than 

one PNR final 
payment must be 

added to all 

Á Update Payment entry

Á PNR Locator ð Choose from drop down

Á Payment type ð Choose Payment from dropdown 

Á Payment Amount ð Total payment amount for PNR 

Á Form of payment ð Choose Commitment from dropdown

Á Description ð Final Payment confirmed 

Á Click Add Payment



GSO ð Final Payment cont'd

ÁRepeat the process for all PNRõs within the group

Payments made will display in the payment Activities and will be verified by the airline.

Upon verification by the airline the payment will be updated 
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GSO ð Names 

Names will be due 30 days prior to departure. You will also receive email 
notification of any bookings that are due for names.

You can manage your bookings from this task queue. 

Á Click on Tasks Queue 

ÁGo to Timelines

Á Click Names
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Á For bookings that require names

Á Find your booking  ð Line will turn blue

Á Click to open 

 

Next Steps 

NOTE 
You can sort by 

due date!



GSO ð Names cont'd

ÁGo to PNR tab

Á Click the PNR you wish to update

ÁGo to Passengers tab 
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Next Steps 

NOTE 
If you have more than 
1 PNR names must be 

added to all 



GSO ð Names cont'd

Names can be added individually or uploaded within specified excel template 

Á To add individually

Á To upload excel  
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Click
Here

Click
Here



GSO ð Names ð Individually

Á Click Add Passenger

Á Update details
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Á  Click add

Á Continue the process for all passengers within the group

NOTE 
APIS is unavailable to 

add in GSO 



GSO ð Names Upload

Names can be uploaded via a template

Name template is available the airlines Group team 

Only the ID number, Pax Type, Title, Last Name, Given is for adults and 
children.

For infants the parent ID must be added
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NOTE 
APIS is required for all 
Infants travelling, all 

other customers types 
this is unavailable to 

add in GSO 

Once completed 

Á Save your template

Á Click Upload Passenger Names

Á Click browse to find you name spreadsheet

Á Double click your document 

Á Click Upload Name(s) 

Next Steps 



GSO ð Names Upload - cont'd
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Names will be updated into passengers in both GSO and the airlines PSS

 

 

 



GSO ð Servicing Bookings 
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Increase Group

Size

Decrease Group 

Size
Split Group  

Just click on what youõd like to know more about 

Edit Trip Details 

Seating
Bookings ready 

for claim

Name 

Corrections

Flying Club No'sPassive Bookings

Extra bagsUpgrades Extra Seat/s



GSO ð Increase Group Size 

Should your customer wish to increase their group size 

Á Click on Tasks Queue 

ÁGo to Bookings

Á Click Booked (once highlighted in blue) 
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Use the filters to search for the booking i.e. Group ID 10001871

Á Click the booking (once highlighted in blue)

ÁGo to PNRõs Tab

Next Steps 

NOTE 
Group MUST ALWAYS 

travel in one 

direction together 



GSO ð Increase Group Size - cont'd

Á Click the PNR to open

Á Click Increase Group Size

Á Updates the increased details

Á Click Select Flights 
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Á Select flights

Next Steps 

NOTE 
If more than one flight 
operating a original 

booked flights banner 
will show 



GSO ð Increase Group Size - cont'd

Á Click Preview Offer

Review details with your customer
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Next Steps 



GSO ð Increase Group Size - cont'd

Your customer now has a choice to make?
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Accept and 

Book 

Save and Hold 

Offer 

Save OfferEdit Request 
Cancel Increase

òJust click canceló



GSO ð Increase Group Size Edit Request 

Make a change to the increase passenger count

Á Click Edit Request

This will take you to the Edit Trip and Increase Passenger count page

Á Update any required fields with the new information
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Á Click search flights 

Next Steps 

NOTE 
Group MUST ALWAYS 

travel in one 

direction together 



GSO ð Increase Group Size Edit Request - cont'd

Choose outbound flight 

Á Click circle of flight required

Á Choose return flight with the same process 

Á Click Preview Offer 

 

Review details with your customer.

Your customer now has a decision to make.
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Next Steps 

NOTE 
If more than one 

flight operating a 

original booked 

flights banner will 

show 



GSO ð Increase Group Size  Save Offer 

Your customer would like to save the offer ð this will hold fare for 96hrs only no booking will be created.

Á Click Save Offer 

A confirmation notification will be received

Offer will appear in your Offers Saved task queue and will be actioned in your daily tasks for review 

Contract will be available to download for your customer 
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GSO ð Increase Group Size  Save & Hold Offer 

Your customer would like to save & hold the offer ð this will hold fare 
and a booking will be created on a 14 day option.

Á Click Save & Hold Offer 

A confirmation notification to advise that inventory will be held

Á Click Ok 

A confirmation notification will be received
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Offer will appear in your Offers Held task queue and will be actioned in your tasks 
for review 

Contract will be available to download for your customer 

 

 



GSO ð Increase Group Size Accept & Book

Your customer would like to accept and  book ð this will be create a booking 
on a 14 day option.

Á Click Accept and Book 

A notification will appear ðóthis increase offer is bookedó be received
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Next Steps 

Á Click on Tasks Queue 

ÁGo to Bookings Queue 

Å Click booked 

Á Find your booking  ð Line will turn blue

Á Click to open 



GSO ð Increase Group Size Accept & Book - cont'd

Á Click Download 
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Next Steps 



GSO ð Increase Group Size Accept & Book - cont'd

PDF download will show at the bottom of your screen 

Á Click Open
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Á Click download to save

 

 



GSO ð Decrease Group Size 

Your customer would like to decrease their group size

Decreasing/cancelling up to 20% before final payment is without 
penalty, more than 20% charges will be incurred.  

Á Click on Tasks Queue 

ÁGo to Bookings

Á Click Booked (once highlighted in blue) 
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Use the filters to search for the booking i.e. Group ID 10001871

Á Click the booking (once highlighted in blue)

ÁGo to PNRõs Tab

Next Steps 



GSO ð Decrease Group Size - cont'd

Á Click the PNR to open

Á Click Decrease Group Size

Á Update new number for passengers the group

Á Click Decrease Size 
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Á Booking will be updated in GSO and VSTerm

Contract will be updated should you wish to send to the customer



GSO ð Split Group

Customer would like to spilt their group size 

Á Click on Tasks Queue 

ÁGo to Bookings

Á Click Booked (once highlighted in blue) 
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Use the filters to search for the booking i.e. Group ID 10001871

Á Click the booking (once highlighted in blue)

ÁGo to PNRõs Tab

Next Steps 



GSO ð Split Group - cont'd

Á Click the PNR to open

Á Click Spilt Group 

Á Update number for passengers that you want to split

Á Click separate i.e.

Á Click 
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Next Steps 






















































































































