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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
▪ Search for flight availability
▪ Create and price requests
▪ Save quotes without holding inventory

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

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

Now let’s 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 don’t forget, just because you don’t have to call us, doesn’t mean you 
can’t.

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Out of Date Range Outside Reservation 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 – New Request

Log on to GSO

New request page will appear

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

▪ Round Trip – to and from same destination

▪ One Way – either outbound or inbound  sector only

▪ Multi City – to and from different destination 

 

 

 

▪ Multi Origin – Variety of different departure airport to one destination

▪ Series –provides 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 – New Request - cont'd

Complete Passenger Information

▪ Number of 

▪ Adults 

▪ Children  

▪ Infants with seats

▪ Infants without seats

▪ Passes – Only applicable in China 

Update Group Information

▪ Group Name – i.e. Simmons Wedding

▪ Group Type – choose from dropdown selection

▪ Reason for Travel – choose from dropdown selection 

 

 

 

▪ Click Search flights
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Next Steps 

NOTE 
The Group name can 

only contain letters and  
cannot be changed 

once added



GSO – New Request - cont'd

Choose outbound flight 

▪ Click circle of flight required

▪ Choose return flight with the same process 

▪ Click Preview Offer 

 

Review details with your customer
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Next Steps 



GSO – 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 – Reject Offer

Should your customer choose to reject the offer 

▪ Click Reject offer

• Click the reason for rejection and add comments

• Click Reject  
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You will receive rejection confirmation

Process Complete! 



GSO – Edit Flights

Your customer would like to make a change to the request 

▪ Click Edit Request

This will return you to the request page

▪ Click Edit Request 

▪ Update any required fields with the new information

V3 December 2024

▪ Click search flights 

Next Steps 



GSO – Edit Flights cont'd

Choose outbound flight 

▪ Click circle of flight required

▪ Choose return flight with the same process 

▪ Click Preview Offer 

 

Review details with your customer.
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Next Steps 



GSO – Save Offer 

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

▪ Click Save Offer 

A confirmation notification will be received

Contract is available to download if you wish 

Click on Tasks Queue 

▪ Go to Saved Queue 
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▪ Find your saved offer – Line will turn blue

▪ Click to open 

Next Steps 



GSO – Save Offer cont'd

▪ Click Download 
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Next Steps 



GSO – Save Offer cont'd

PDF download will show at the bottom of your screen 

▪ Click Open
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▪ Click download to save

 

 



GSO – Save & Hold Offer 

Your customer would like to save & hold the offer – 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

▪ Click Ok 

A confirmation notification will be received

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

▪ Go to Held Queue 

▪ Find your held offer – Line will turn blue

▪ Click to open 

Next Steps 

NOTE 
GSO will create multiple 
group bookings  with a 

maximum of 20 
passengers



GSO – Save & Hold Offer cont'd

▪ Click Download 
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Next Steps 



GSO – Save & Hold Offer cont'd

PDF download will show at the bottom of your screen 

▪ Click Open
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▪ Click download to save

 

 



GSO – Book

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

▪ Click Book 

A notification will appear –”this offer is booked” be received

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

▪ Go to Bookings Queue 

• Click booked 

▪ Find your booking  – Line will turn blue

▪ Click to open 

Next Steps 

NOTE 
GSO will create multiple 
group bookings  with a 

maximum of 20 
passengers



GSO – Book cont'd

▪ Click Download 
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Next Steps 



GSO – Book cont'd

PDF download will show at the bottom of your screen 

▪ Click Open
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▪ Click download to save

 

 



GSO – 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

▪ Your IATA

▪ Group Name

▪ Outbound details

▪ Route

▪ Date of travel

▪ Compartment

▪ Inbound Details

▪ Route

▪ Date of Travel 

▪ Compartment

▪ Number of passengers including

▪ Adults 

▪ Children  

▪ Infants with seats

▪ Infants without seats
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GSO – Tasks Queue
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Escalations
Schedule 

Change 

TimelinesBookings
Outside 

Reservation
Offers 

Just click on what you’d like to know more about 

Managing your Tasks Queue



GSO – Offers
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Saved Partial Booked 

Booking Failed Held 

Just click on what you’d like to know more about 

Expired 



GSO – Offers – 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

▪ Click on Tasks Queue 

▪ Go to Offers

▪ Go to Saved
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▪ Find your booking  – Line will turn blue

▪ Click to open 

 

Next Steps 



GSO – Offers – Saved cont'd

You can offer your customer  the opportunity to

▪ Reject offer

▪ Edit offer

▪ Book

If you would like to escalate to the airline 
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Click
Here

Click
Here

Click
Here

Click
Here



GSO – Reject Offer

Should your customer choose to reject the offer 

▪ Click Reject offer

• Click the reason for rejection and add comments

• Click Reject  
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You will receive rejection confirmation

Process Complete! 



GSO – Saved Offer – Edit Offer

Make a change to the offer

▪ Click Edit Offer

This will return you to the request page

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

Next Steps 



GSO – Saved Offer – Edit Offer cont'd

Choose outbound flight 

▪ Click circle of flight required

▪ Choose return flight with the same process 

▪ Click Preview Offer 

 

Review details with your customer.

Your customer now has a decision to make:

▪ Cancel edit -  will revert to original offer

▪ Update Saved Offer – Offer will be saved with offer available date 
confirmed

OR
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Reject 
Offer 

Book  



GSO Offers – 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

▪ Click on Tasks Queue 

▪ Go to Held Queue 
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To review the held offers created.  

▪ Find your booking  – Line will turn blue

▪ Click to open 

 

Next Steps 

NOTE 
GSO will create multiple 
group bookings  with a 

maximum of 20 
passengers



GSO – Offers - Held cont'd

You can offer your customer the opportunity to

▪ Reject offer

▪ Book
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Click
Here

Click
Here



GSO – 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 – 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

▪ Click Rebook 

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



GSO – 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 be taken to re-instate

 

 

 



GSO – Outside Reservation
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Saved Pending 

Failed 

Just click on what you’d like to know more about 



GSO – Outside Reservation - Saved

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

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

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

Cancelled 

Just click on what you’d like to know more about 



GSO – 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.

▪ Click on Tasks Queue 

▪ Go to Bookings

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

▪ Find your booking  – Line will turn blue

▪ Click to open 

 

Next Steps 



GSO – Booked cont'd

You can offer your customer the opportunity to

▪ Cancel Booking at no charge

OR

• Customer commits to booking, continue to deposit 
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Click
Here

Click
Here



GSO – Booked – Cancel Booking

▪ Click Cancel Booking 

A prompt will appear 

To continue

▪ Click Yes

▪ Update reason for rejection
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▪ Click Cancel Booking

Confirmation that your booking has been successfully cancelled.



GSO – Cancelled

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

Names 

Just click on what you’d like to know more about 



GSO – Deposits

Deposits will be due 14 days after you “Book” 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. 

▪ Click on Tasks Queue 

▪ Go to Timelines

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

▪ Find your booking  – Line will turn blue

▪ Click to open 

 

Next Steps 

NOTE 
You can sort by 

due date!



GSO – Deposits cont'd

▪ Go to Payments tab

▪ Click Add Payment 
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Next Steps 

NOTE 
If you have more than 
1 PNR deposits must 

be added to all 
▪ Update Payment entry

▪ PNR Locator – Choose from drop down

▪ Payment type – Choose Deposit from dropdown 

▪ Payment Amount – Total deposit amount for PNR 

▪ Form of payment – Choose Commitment from dropdown

▪ Description – Breakdown of deposit 

▪ Click Add Payment



GSO – Deposits cont'd

▪ Repeat the process for all PNR’s 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 – 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. 

▪ Click on Tasks Queue 

▪ Go to Timelines
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Click Final Payments 

Review the bookings due to for final payment

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

▪ Find your booking  – Line will turn blue

▪ Click to open 

 

Next Steps 

NOTE 
You can sort by 

due date!



GSO – Final Payment cont'd

▪ Go to Payments tab

▪ Click Add Payment 
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Next Steps 

NOTE 
If you have more than 

one PNR final 
payment must be 

added to all 

▪ Update Payment entry

▪ PNR Locator – Choose from drop down

▪ Payment type – Choose Payment from dropdown 

▪ Payment Amount – Total payment amount for PNR 

▪ Form of payment – Choose Commitment from dropdown

▪ Description – Final Payment confirmed 

▪ Click Add Payment



GSO – Final Payment cont'd

▪ Repeat the process for all PNR’s 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 – 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. 

▪ Click on Tasks Queue 

▪ Go to Timelines

▪ Click Names
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▪ For bookings that require names

▪ Find your booking  – Line will turn blue

▪ Click to open 

 

Next Steps 

NOTE 
You can sort by 

due date!



GSO – Names cont'd

▪ Go to PNR tab

▪ Click the PNR you wish to update

▪ Go to Passengers tab 
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Next Steps 

NOTE 
If you have more than 
1 PNR names must be 

added to all 



GSO – Names cont'd

Names can be added individually or uploaded within specified excel template 

▪ To add individually

▪ To upload excel  
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Click
Here

Click
Here



GSO – Names – Individually

▪ Click Add Passenger

▪ Update details
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▪  Click add

▪ Continue the process for all passengers within the group

NOTE 
APIS is unavailable to 

add in GSO 



GSO – 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

 

V2 May 2022

NOTE 
APIS is required for all 
Infants travelling, all 

other customers types 
this is unavailable to 

add in GSO 

Once completed 

▪ Save your template

▪ Click Upload Passenger Names

▪ Click browse to find you name spreadsheet

▪ Double click your document 

▪ Click Upload Name(s) 

Next Steps 



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

 

 

 



GSO – Servicing Bookings 
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Increase Group

Size

Decrease Group 

Size
Split Group  

Just click on what you’d 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 – Increase Group Size 

Should your customer wish to increase their group size 

▪ Click on Tasks Queue 

▪ Go to Bookings

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

▪ Click the booking (once highlighted in blue)

▪ Go to PNR’s Tab

Next Steps 

NOTE 
Group MUST ALWAYS 

travel in one 

direction together 



GSO – Increase Group Size - cont'd

▪ Click the PNR to open

▪ Click Increase Group Size

▪ Updates the increased details

▪ Click Select Flights 
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▪ Select flights

Next Steps 

NOTE 
If more than one flight 
operating a original 

booked flights banner 
will show 



GSO – Increase Group Size - cont'd

▪ Click Preview Offer

Review details with your customer
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Next Steps 



GSO – 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

“Just click cancel”



GSO – Increase Group Size Edit Request 

Make a change to the increase passenger count

▪ Click Edit Request

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

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

Next Steps 

NOTE 
Group MUST ALWAYS 

travel in one 

direction together 



GSO – Increase Group Size Edit Request - cont'd

Choose outbound flight 

▪ Click circle of flight required

▪ Choose return flight with the same process 

▪ 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 – Increase Group Size  Save Offer 

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

▪ 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 – Increase Group Size  Save & Hold Offer 

Your customer would like to save & hold the offer – 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

▪ Click Ok 

A confirmation notification will be received

V2 May 2022

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 – Increase Group Size Accept & Book

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

▪ Click Accept and Book 

A notification will appear –”this increase offer is booked” be received
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Next Steps 

▪ Click on Tasks Queue 

▪ Go to Bookings Queue 

• Click booked 

▪ Find your booking  – Line will turn blue

▪ Click to open 



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

▪ Click Download 
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Next Steps 



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

PDF download will show at the bottom of your screen 

▪ Click Open

 

 

 
V2 May 2022

▪ Click download to save

 

 



GSO – 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.  

▪ Click on Tasks Queue 

▪ Go to Bookings

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

▪ Click the booking (once highlighted in blue)

▪ Go to PNR’s Tab

Next Steps 



GSO – Decrease Group Size - cont'd

▪ Click the PNR to open

▪ Click Decrease Group Size

▪ Update new number for passengers the group

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

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



GSO – Split Group

Customer would like to spilt their group size 

▪ Click on Tasks Queue 

▪ Go to Bookings

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

▪ Click the booking (once highlighted in blue)

▪ Go to PNR’s Tab

Next Steps 



GSO – Split Group - cont'd

▪ Click the PNR to open

▪ Click Spilt Group 

▪ Update number for passengers that you want to split

▪ Click separate i.e.

▪ Click 
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Next Steps 



GSO – Split Group - cont'd

Confirmation will appear

▪ Click Spilt

New Booking will show in PNR’s Tab

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

V2 May 2022



GSO – Booked edit request  

Your customer would like to make a change to the booking/s

▪ Click Edit Trip Details 

▪ Update any required fields with the new information

▪ Click search flights 
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Next Steps 

NOTE 
Group MUST ALWAYS 

travel in one 

direction together 



GSO – Booked edit request - cont'd

Choose outbound flight 

▪ Click circle of flight required

▪ Choose return flight with the same process 

▪ Click Preview Offer 

▪ Review details with your customer
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Next Steps 

NOTE 
If more than one 

flight operating a 

original booked 

flights banner will 

show 



GSO – Booked edit request - cont'd

Your customer now has a choice to make?
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Accept and 

Book 
Save OfferEdit Request 



GSO – Booked edit request -Save Offer 

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

▪ 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 
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GSO – Booked edit request - Accept & Book

Customer would like to accept and  book– this will be create a booking on a 
14 day option.

▪ Click Accept and Book 

A notification will appear –”this increase offer is booked” be received
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Next Steps 

▪ Click on Tasks Queue 

▪ Go to Bookings Queue 

• Click booked 

▪ Find your booking  – Line will turn blue

▪ Click to open 



GSO – Booked edit request - Accept & Book - cont'd

▪ Click Download 
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Next Steps 



GSO – Booked edit request - Accept & Book - cont'd

PDF download will show at the bottom of your screen 

▪ Click Open
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▪ Click download to save

 

 



Seating 

Specific seat requests can be actioned on all named PNR’s and requested 
through our website -  “Manage My Booking”.

Block seating can be requested via notes within GSO or email  
gsosupport@fly.virgin.com

▪ Go to GSO

▪ Retrieve Group ID
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▪ Go to Notes tab

▪ Update notes to your Group Sales Office 

▪ Click Save

Seating will be updated, and a note sent back to confirm.

 

 

mailto:gsosupport@fly.virgin.com


Flying Club No.

Flying Club numbers can be added to a  named PNR’s and updated through 
our website - “Manage My Booking” or requested through notes in GSO or via 
email gsosupport@fly.virgin.com.

▪ Go to GSO

▪ Retrieve Group ID
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▪ Go to Notes tab

▪ Update notes to your Group Sales Office 

▪ Click Save 

Flying Club will be updated, and a note sent back to confirm.

 

 

NOTE 
You will need your 

customers SFPD to 

complete

mailto:gsosupport@fly.virgin.com


GSO – Upgrade

Your customer’s can upgrade to delight fare or cabin without 
impacting group capacity if the itinerary remains the same. 

Should they wish to change dates or routes this must be within set 
maintaining group numbers.

To upgrade cabin follow the guide below, for Delight 

▪ Click on Tasks Queue 

▪ Go to Bookings

▪ Click Booked
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Use the filters to search for the booking i.e. Group ID 10001871

▪ Click the booking (once highlighted in blue)

▪ Go to PNR’s Tab

Next Steps 

Click
Here



GSO – Upgrade - cont'd

▪ Click the PNR to open

▪ Click Spilt Group 

▪ Update number for passengers that you want to split

▪ Click separate i.e.

▪ Click 
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Next Steps 



GSO – Upgrade - cont'd

Confirmation will appear

▪ Click Spilt

New Booking will show in PNR’s Tab

▪ For cabin upgrades click PNR you wish to upgrade
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Next Steps 



GSO – Upgrade cont'd

▪ Click Edit Trip Details 

▪ Update Compartment to request

▪ Premium or Upper

▪ Click Search Flights 

▪ Click circle of flight required

▪ Choose return flight with the same process 
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Next Steps 



GSO – Upgrade  cont'd

▪ Click Preview Offer  

A comparison view will be provided 

You can offer your customer the opportunity to

▪ Cancel Edit – “Just click cancel edit!”

▪ Edit Request – Click and update as per request 

 

▪ Save Offer 

▪ Accept and book
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Click
Here

Click
Here



GSO – Upgrade – Delight 

▪ Click on Tasks Queue 

▪ Go to Bookings

▪ Click Booked
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Use the filters to search for the booking i.e. Group ID 10001871

▪ Click the booking (once highlighted in blue)

▪ Go to PNR’s Tab

Next Steps 



GSO – Upgrade – Delight cont'd

▪ Click the PNR to open

▪ Click Spilt Group 

▪ Update number for passengers that you want to split

▪ Click separate i.e.

▪ Click 
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Next Steps 



GSO – Upgrade – Delight cont'd

You will now have your new booking

▪ Note your new PNR locator 

▪ Click notes Tab

▪ Update notes 
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▪ Click Save

Your Groups Sales Office will review and confirm if unavailable or available.

If available and customer accepts or rejects  please advise your Groups Sales 
Office via notes, the upgrade will be processed by your Group Sales Office.

 



Claim PNR’s

GSO will automatically add the claim remarks upon verification of final 
payment.

Should you have any difficulties claiming your booking contact your Virgin 
Group Sales Office via notes in GSO or via email gsosupport@fly.virgin.com.

Please follow your GDS guidelines to issue tickets.
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NOTE 
Only Amadeus 

and Sabre can 

accept Claim

mailto:gsosupport@fly.virgin.com


Passive Bookings 

For bookings that cannot be claimed, you will create passive bookings to 
issue tickets.

Should you have any difficulties with your passive bookings contact your 
Virgin Group Sales Office via notes in GSO or email 
gsosupport@fly.virgin.com.

Please follow your GDS guidelines to issue tickets.
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GSO – Additional Bags

Additional bags can be purchased by your customers within your group using 
online check in or when they arrive at the airport.

Oversized baggage up to the weight of 32kg can be purchased at the 
airport, baggage larger or heavier will need to be booked via our cargo 
team.

Check out the quick links  to our website and more…
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Musical 

Instruments

Firearms
Sporting 

Equipment 

Just click on what you’d like to know more about 

Oversized
Additional 

Baggage

DL Baggage 

Allowance

Cargo 

KL Baggage 

Allowance

Musical 

Instruments 

AF Baggage 

Allowance

Sports 

Equipment

Extra bags

https://help.virginatlantic.com/gb/en/baggage/oversized-baggage.html
https://help.virginatlantic.com/gb/en/baggage/baggage-and-travel-fees.html
https://www.delta.com/us/en/baggage/overview
https://www.virginatlanticcargo.com/gb/en.html
https://www.klm.es/en/information/baggage/checked-baggage-allowance
https://help.virginatlantic.com/gb/en/baggage/musical-instruments.html
https://www.airfrance.co.uk/GB/en/common/guidevoyageur/pratique/bagages-soute-airfrance.htm
https://help.virginatlantic.com/gb/en/baggage/additional-baggage.html#sports


Sport Equipment 

Sporting equipment is complimentary for your sporting groups.

Contact your Virgin Group Sales Office via notes in GSO or via email 
gsosupport@fly.virgin.com.

Your Groups Sales Office will confirm via notes or email.

V2 May 2022
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GSO – Extra bags

Additional bags can be purchased by your customers within your group using 
online check in or when they arrive at the airport.

Should you wish to add the cost of extra bags for the entire group you can 
request via notes within GSO or email  gsosupport@fly.virgin.com

Your Group Sales Office will accept or reject the request via notes or email.

V2 May 2022

 

 

mailto:gsosupport@fly.virgin.com


Firearms 

If you have a firearms/shooting group travelling with rifles and ammunition as 
sporting baggage.

Update table and email your Group Sales Office gsosupport@fly.virgin.com

V2 May 2022

 

 

Firearms Notification

PNR - Group Name - No. Pax - 

O/B Flight No. - Date of travel - 

I/B Flight No. - Date of travel  - 

Firearm type - No. Firearms - 

Amount of ammunition - 

mailto:gsosupport@fly.virgin.com


Musical instruments 

Musical instruments can be carried:

▪ As part of Hand Baggage allowance

▪ Max size is 23 x 36 x 56cm (9 x 14 x 22 inches) and should weigh no more 

than 10kg (22lb), for Upper 12kg (26lb)

▪ In the Hold

▪ For instruments larger than a cello

▪ In a seat 

▪ Nett fare will be charged for the extra seat 

V2 May 2022

Click
Here



GSO - Extra Seat

Extra seats can be booked for extra comfort or for musical instruments (no 
bigger than a cello)

To book

▪ Use the standard new request process to book your group excluding the 
number of extra seats required

▪ Click Go To Booking

▪ Click the applicable PNR 

V2 May 2022

▪ Click Increase Group size

▪ Update the  increased details number of extra seats 

▪ Click Select Flights

▪ Select the original flights  

Next Steps 



GSO - Extra Seat cont’d

▪ Click Preview Offer 

▪ Click Save Offer

▪ Go to saved tasks queue

V2 May 2022

▪ Click open your applicable offer

▪ Click Notes

Next Steps 



GSO - Extra Seat cont’d

▪ Update note

▪ Click Save

Your Group Sales Office will review and escalate for the taxes to be removed.

Confirmation will be sent via notes.

V2 May 2022

Your customer now has a decision to make

▪ Reject offer

▪ Book

Click
Here

Click
Here



GSO – Name correction

Name correction and replacement passenger can be made in GSO 
following the guidelines within Virgin Atlantic’s Global Name Correction 
Policy 

Virgin Atlantic's Global Name Correction Policy 

For request outside of our policy you must contact your Group Sales Office 
gsosupport@fly.virgin.com

▪ Go to GSO

▪ Retrieve Group ID

V2 May 2022

▪ Go to PNRS tab

▪ Click the relevant booking to open

▪ Go to Passengers tab 

 

 

Next Steps 

Click
Here

mailto:gsosupport@fly.virgin.com
https://www.vsflyinghub.com/en/policies/name-correction-policy


GSO – Name correction - cont'd

▪ Tick the passenger you need to correct

▪ Click delete 

You will receive a prompt click Yes

V2 May 2022

 

 

Next Steps 



GSO – Name correction - cont'd

▪ Click Add Passenger 

▪ Update correct name 

▪ Click Add

V2 May 2022

Name will be updated in GSO and airlines PSS 

Process complete!

Repeat if more than one name needs to be updated.

 

 



Strictly confidential

GSO – Schedule Change

As an airline we routinely change our schedules for many reasons, these 
maybe and not limited to 

▪ Airport slot protection 

▪ Flight deck and crew availability 

▪ Changes Daylight savings and standard time 

▪ Charter flight fulfilment 

▪ Strategic commercial planning i.e. improved connectivity, etc. 

Virgin Atlantic's Global Schedule Change Policy 

Planned schedule changes are processed every Saturday; any bookings 
impacted by a change will appear within the GSO Schedule Change task 
queue.

▪ New – All group bookings impacted by a change

▪ Reviewed – All group bookings manually added that require notification to 
the customer to confirm schedule change acceptance

▪ Removed -  All group bookings manually removed from the New or 
Reviewed task queue which require cancelling.

V2 May 2022

New Reviewed

Removed 

Just click on what you’d like to know more about 

Click
Here

https://www.vsflyinghub.com/en/policies/schedule-change-global-policy


Strictly confidential

GSO – Schedule Change - New

Schedule change task queue will need to be reviewed on a weekly 
basis. 

▪ Click on Tasks Queue 

▪ Go to Schedule Change

▪ Click New

All bookings impacted by a change can now be actioned  

V2 May 2022

Next Steps 

NOTE 
Each PNR within a 

group will show 

separately



Strictly confidential

GSO – Schedule Change – New – cont'd 

▪ Click the expand triangle       for the booking you wish to view 

You have two options to choose at this stage Review or View PNR Details 

You can either:

▪ Click Review

You can choose to Review , Remove or View PNR Details

To add to your Review queue – should you need to contact your customer for acceptance of the schedule change

▪ Click Review

▪ Click Submit

OR

To add to your Remove queue – This is used for customer/s that do not accept the schedule change and wishes to cancel the booking.

Click Submit

OR

▪ Click View PNR Details

V2 May 2022

View PNR Details 



Strictly confidential

GSO – Schedule Change – New – cont'd 

To view PNR details from the onset or after clicking review 

▪ Click View PNR Details

 

V2 May 2022

Next Steps 



Strictly confidential

GSO – Schedule Change – New – cont'd 

Details of the schedule change will be shown as below

If the schedule change is acceptable

▪ Click Confirm Schedule Change 

V2 May 2022

Next Steps 



Strictly confidential

GSO – Schedule Change – New – cont'd 

GSO will automatically update to show the newly confirmed sectors in both GSO and VSTerm.

A revised contract will be created.

V2 May 2022



Strictly confidential

GSO – Schedule Change - Reviewed

Schedule change bookings that have been manually updated to 
Reviewed.  Your customer may contact you to advise of their 
choice

▪ Click on Tasks Queue 

▪ Go to Schedule Change

▪ Click Reviewed 

All bookings updated to the queue will appear 

Your customer/s have chosen to:

▪  Accept Schedule Change

▪ Request alternative flight option

▪ Cancel booking/s

V2 May 2022

Click
Here

Click
Here

Click
Here



Strictly confidential

GSO – Schedule Change – Reviewed – Cancel

▪ Click the expand triangle       for the booking you wish to view 

▪ Click Remove 

▪ Click Submit

You will now need to cancel the PNR/s from your booked task queue

V2 May 2022

Next Steps



GSO – Schedule Change – Reviewed – Cancel - cont’d

▪ Click on Tasks Queue 

▪ Go to Bookings

▪ Click Booked (once highlighted in blue) 

V2 May 2022

▪ Find your booking  – Line will turn blue

▪ Click to open 

 

Next Steps 



GSO – Schedule Change – Reviewed – Cancel - cont’d

▪ Click Cancel Booking 

A prompt will appear 

To continue

▪ Click Yes

▪ Update reason for rejection to other 

▪ Add note i.e.

▪ CANX VS0601/22MAR 

▪ MISCONNEX VS0104 WITH DL432/30OCT

▪ TIME CHNGE VS0003/19SEP

V2 May 2022

▪ Click Cancel Booking

Confirmation that your booking has been successfully cancelled in both GSO 
and Air4



Strictly confidential

GSO – Schedule Change – Reviewed – Alternative

▪ Click the expand triangle       for the booking you wish to view 

▪ Click View PNR Details

▪ Click Confirm Schedule Change 

V2 May 2022

Next Steps



GSO – Schedule Change – Reviewed – Alternative cont’d

Return to your Tasks Queue 

 Click on Tasks Queue 

▪ Go to Bookings

▪ Click Booked (once highlighted in blue) 

V2 May 2022

Use the filters to search for the booking i.e. Group ID 10001871

▪ Click the booking (once highlighted in blue)

▪ Go to PNR’s Tab

Next Steps 

NOTE 
Group MUST ALWAYS 

travel in one 

direction together 



Strictly confidential

GSO – Schedule Change – Reviewed – Accept 

▪ Click the expand triangle       for the booking you wish to view 

▪ Click View PNR Details

▪ Click Confirm Schedule Change 

V2 May 2022

Next Steps



Strictly confidential

GSO – Schedule Change – Reviewed – Accept cont’d

GSO will automatically update to show the newly confirmed sectors in both GSO and VSTerm.

A revised contract will be created which can be sent to the customer/s.

V2 May 2022



Strictly confidential

GSO – Schedule Change - Removed

Removed task queue  should only contain booking/s where the schedule 
change is not acceptable and customer/s wishes to cancel. You will now 
need to cancel the PNR/s from your booked task queue.

▪ Click on Tasks Queue 

▪ Go to Bookings

▪ Click Booked (once highlighted in blue) 

▪ Find your booking  – Line will turn blue

▪ Click to open 

V2 May 2022

Next Steps



GSO – Schedule Change – Removed cont’d

Booked tasks queue will contain all bookings that have been held both 
internally and externally, this will include live and expired offers. 

Daily check of the booked offers queue

▪ Click on Tasks Queue 

▪ Go to Bookings

▪ Click Booked (once highlighted in blue) 

V2 May 2022

Review the booking options due to expire.  

▪ For bookings that require attention 

▪ Find your booking  – Line will turn blue

▪ Click to open 

 

Next Steps 



GSO – Schedule Change – Removed cont’d

▪ Click Cancel Booking 

A prompt will appear 

To continue

▪ Click Yes

▪ Update reason for rejection to other 

▪ Add note i.e.

▪ CANX VS0601/22MAR 

▪ MISCONNEX VS0104 WITH DL432/30OCT

▪ TIME CHNGE VS0003/19SEP

V2 May 2022

▪ Click Cancel Booking

Confirmation that your booking has been successfully cancelled in both GSO 
and the airlines PSS



Groups with other airlines included 

For request that include other airlines including our Airline Partner Delta ,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

▪ Your IATA

▪ Group Name

▪ Outbound details

▪ Route

▪ Date of travel

▪ Compartment

▪ Inbound Details

▪ Route

▪ Date of Travel 

▪ Compartment

▪ Number of passengers including

▪ Adults 

▪ Children  

▪ Infants with seats

▪ Infants without seats

V2 May 2022

mailto:gsosupport@fly.virgin.com


GSO – Escalations

V2 May 2022

GSO will not always evaluate automatically and certain scenarios will 
require a review by the Airline.

At present the full escalation process through GSO is not available which 
will require a note via GSO or email to be sent to your Group Sales Office 
gsosupport@fly.virgin.com  

 

 

 

Just click on what you’d like to know more about 

Fare Authorisation Delight

Whole 
aircraft/cabin

mailto:gsosupport@fly.virgin.com


GSO – Escalations

Escalations task queues will contain all escalations that you have requested 
to Sales.

You can manage your bookings from this task queue 

▪ Click on Tasks Queue 

▪ Go to Escalations 

Escalated to Airline is a view only queue

▪ You need to check  Resolved by Airline and Rejected by Airline 

V2 May 2022

Just click on what you’d like to know more about 

Resolved by 

Airline

Rejected by 

Airline



GSO – Escalations  Fare authorisation

▪ Click on Tasks Queue 

▪ Go to Offers

▪ Go to Saved

V2 May 2022

Fare authorisation can only be made on Saved Offers only.

Use the standard new request process to Save Offer for your group

Next Steps 

▪ Find your booking  – Line will turn blue

▪ Click to open 



GSO – Escalations Fare Authorisation

▪ Click Notes

▪ Update the applicable information

▪ Click Save   

Your Group Sales Office will review and accept or reject the requested Fare 
Authorisation via notes.

V2 May 2022

Example responses 

 



GSO – Escalations - Delight

Should you have a group looking to travel in our Delight service you will need 
to raise a request to your Group Sales Office this will be processed by your 
Group Sales Office and GSO will not be used.

▪ Compose your email to gsosupport@fly.virgin.com 

▪ To include:

▪ Subject – UK Group LHR Mia - Delight

▪ Route LHRMIALHR

▪ Departure date 19 OCT 2021 

▪ Return date 31 Oct 2021

▪ Compartment  Economy Delight

▪ Group Size 25

▪ Group name TGL Test 

Your Group Sales Office will evaluate your request and respond via email.

V2 May 2022

If rejected  - you may wish to seek alternatives

If accepted – advise your customer/s 

▪ Should they reject advise the reason to your Group Sales Office 

▪ Should they accept advise your Group Sales Office, who will create your booking 
and provide you will your contract.

All servicing for your Delight booking will be processed your Group Sales Office.

mailto:gsosupport@fly.virgin.com


GSO – Escalations – Whole Cabin/Aircraft, Frequency

Should you have a group looking to request a whole cabin or even the  
whole aircraft; you will need to raise a request to your Group Sales Office this 
will be processed by your Group Sales Office and GSO will not be used.

Compose your email to gsosupport@fly.virgin.com 

To include:

▪ Subject – UK Group LHR MIA – Whole Aircraft/Full Premium Cabin/Extra 
Service

▪ Route LHRMIALHR

▪ Departure date 18 OCT 2021 

▪ Return date 31 Oct 2021

▪ Compartment Whole Aircraft/Full Premium Cabin

▪ Extra Service For both the departure and return date 

▪ Group Size 455

▪ Group name TGL Test 

Your Group Sales Office will evaluate your request and respond via email.

V2 May 2022

If rejected  - you may wish to seek alternatives

If accepted – advise your customer/s 

▪ Should they reject advise the reason to your Group Sales Office 

▪ Should they accept advise your Group Sales Office, who will create your 
booking and provide you will your contract.

All servicing for your booking will be processed your Group Sales Office.

mailto:gsosupport@fly.virgin.com


Strictly confidential

GSO – Resolved by Airline

Escalations that have been Resolved by Airline will be contained in the 
task queue. 

▪ Click on Tasks Queue 

▪ Go to Escalations 

▪ Click Rejected by Airline 

Click the expand triangle       for the booking escalation details you wish to view 

V2 May 2022



Strictly confidential

GSO – Rejected by Airline

Escalations that have been rejected by Airline will be contained in the 
task queue. 

No action can be made to these bookings, information can be 
viewed only.

▪ Click on Tasks Queue 

▪ Go to Escalations 

▪ Click Rejected by Airline 

Click the expand triangle       for the booking escalation details you wish to view 

V2 May 2022



GSO – Access set up 

Once you have received your invitation email 

▪ Copy the URL provided  https://gsoprod.va.proscloud.com/

▪ Click “Accept Invitation” 

V3 December 2024

Next Steps 

You will be asked to verify your email address 

▪ Add your email address 

▪ Click send code 

▪ Once received enter your verification code

https://gsoprod.va.proscloud.com/


GSO – Access set up 

V3 December 2024

Next Steps 

Add the GSO URL

▪ https://gsoprod.va.proscloud.com

▪ Click Save 

An Virgin Atlantic apps page will open 

▪ Click edit 

▪ Click + Add site 

https://gsoprod.va.proscloud.com/


GSO – Access set up 

V3 December 2024

Next Steps 

GSO will now appear in your apps 

▪ Click GSO



GSO – Access set up 

V3 December 2024

Next Steps 

▪ How should we contact you?

▪ Choose authentication phone

▪ Select your country or region

▪ Method

▪ Send me a code by text message 

▪ Enter your telephone number 

▪ Click Next 

   

Sign In page will appear 

▪ Enter your email address 

Additional  verification will be required 

NOTE 
You may need to 

choose an account – 

make sure it’s the 

email you provided 

us 



GSO – Access set up 

V3 December 2024

GSO will now open and you’re all set   You will receive your code via text message 

▪ Update the verification code 
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