
 

Groups E-Booklet V2.0 | Doha Group Desk                                                                                                                     Last Update: 11 Nov 2024 

 

1 | P a g e  

 

Sensitivity: Restricted 

 

   

 

 

 
 
 

 

Commercial – Doha Group Desk  
Release Date: 11 NOV 2024 
V2.0 

 QUICK REFERENCE GUIDE 

 
 Groups E-booklet 



 

Groups E-Booklet V2.0 | Doha Group Desk                                                                                                                     Last Update: 11 Nov 2024 

 

2 | P a g e  

 

Sensitivity: Restricted 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Table of Contents 

• Groups Product Overview        3 
Groups Definition and Travel Benefits 
Groups Customer Types       

 

• Groups Submission and Request Template       4-5 
Group Travel Details Checklist 
Do’s and Don’ts 

 

• Group PNR Sample                              6 
Materialization Calculation       
    

• Group EMD creation sample        7-10 
Steps to Issue an EMD for Group Deposit   
 

• Group TST creation sample        11-13 
Steps to Issue a Group Ticket 
         

• Groups Terms and Conditions        14 
 

• Post-ticketing Common Transactions       15-16 
Working Hours and E-mail Details  

 

• Annexure           17 
Groups General Workflow        18 
Deposit Matrix and Sample Scenarios       19 
Important Tasks          21 
Names/APIS Template and Utilization Summary Report Template  
Additional Relevant Entries (1A, 1G, 1S) and Groups FAQ link   22 

 
 
 
 

 

Topics Page  



 

Groups E-Booklet V2.0 | Doha Group Desk                                                                                                                     Last Update: 11 Nov 2024 

 

3 | P a g e  

 

Sensitivity: Restricted 

 

               

            

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Groups Product Overview 
 
Groups Definition 
Group Size: 

10 Adult Passengers - Economy 
06 Adult Passengers - Premium 
10 Adult Passengers - Mixed Cabin 
 
Traveling Together: 

Same Travel Date 
Same Itinerary  
Same Cabin 
 
Applicable RBD: 

G for Economy class 
I for Business class 
A for First class  
 

Group Customer Types 

 

 

Group Travel Benefits 
▪ Fares: 

Competitive and common group fares 
 

▪ Deferred Payment: 

Secure your groups reservation with a 
deposit 

 
▪ Seat Reservation / Meals: 

       Assign group seating and meal 
requests  

 
▪ Name Change: 

Change passenger names with a fee 
after ticketing 

 
▪ Dedicated Check-in: 

      Group check-in counters upon request  
 

Labour (LAB) Leisure (LEI) Sports (SPO) 

Students (STU) Religious (REL) MICE (MIC) 
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➢ https://www.qatarairways.com/tradeportal/en-qa/grouptravel.html  or click the image below 

Group Request Online Form (Trade Portal) 

Groups Submission 

E-mail 

➢ dohgroupdesk@qatarairways.com.qa 
➢ dohtariff@qatarairways.com.qa 
➢ Respective Key Account Manager 

Group Travel Details (Checklist) 
 

Notes:  Please specify account/customer type at time of submission and advice in case of specific requirements  

Group Request Template 
 

https://www.qatarairways.com/tradeportal/en-qa/grouptravel.html
mailto:dohgroupdesk@qatararways.com.qa
https://www.qatarairways.com/tradeportal/en-qa/grouptravel.html
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▪ Do provide specific details such as group 
size, passenger type (ADT/CHD/INF) 

▪ Do advise preferred flight/timing and 
flexibility 

▪ Do share expected fare range or client 
travel budget 

▪ Do share group specific requirements 
(Excess Baggage for SPO, Meal 
Preference due medical condition, etc.) 

▪ Do inform in case request is for specific 
company/account (Code for Tracking)  

DO’s DON’Ts 

▪ Don’t submit incomplete group 
form 

▪ Don’t block individual seats due 
to hidden group checks/violation  

Groups Submission Dos and Don’ts  
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Group Materialization: Minimum 80% based on the total group size (Master PNR + Add-on PNR + Split PNR) 

Sample Master PNR   

Sample Add-on PNR  

Group PNR Sample on GDS (Amadeus) 

Important notes: 
✓ PNR shows all-inclusive fare (without service fee) 
✓ Total group size includes master + add-on + split PNRs 
✓ Deposit is calculated per PNR 

Example: 
Master PNR = 30 PAX 
Add-on PNR = 10 PAX 
Total group size = 40 PAX 
80% Materialization = 32 PAX 

Important note: 
Total group size = Master PNR 
+ Add-on + Split PNR 
  
Under 1 shell ID (SK SHID) 
 
Deposit calculation is per PNR 
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Group EMD Creation Sample (Amadeus) 
Click here for the online tutorial link available on the Trade Portal 

https://www.qatarairways.com/tradeportal/en-qa/grouptravel.html#video2
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  NOTES: 

▪ PNR SHOWS ALL-INCLUSIVE FARE (WITHOUT SERVICE FEE)  
▪ TOTAL GROUP SIZE INCLUDES MASTER + ADD-ON + SPLIT PNRs 
▪ DEPOSIT CALCULATION IS PER PNR 
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Add-on 
PNR 
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Deposit Calculation (25% initial deposit) 
25% deposit amount from Total Fare 

▪ QAR1,600 x 25%      = QAR400 
▪ QAR400    x 20 PAX = QAR8,000 

Group Details: 
Sector   : MNL-DOH 
Group size  : 20 
 
Fare Breakdown: 

▪ Net Fare + YQ  = QAR1,540 
▪ Other Taxes  = QAR60 
▪ Fare per person = QAR1,600 

Sample Deposit Calculation 

Additional note: 
For agents registered under IATA EasyPay, group deposit EMD form of payment accepted is CCEP. Please refer to below 
sample of the EMD deposit issued by EasyPay. 



 

Groups E-Booklet V2.0 | Doha Group Desk                                                                                                                     Last Update: 11 Nov 2024 

 

11 | P a g e  

 

Sensitivity: Restricted 

    

    

  

  

  

  

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

  

 

 

Group TST Creation Sample (Amadeus) 
Click here for the online tutorial link available on the Trade Portal 
 

https://www.qatarairways.com/tradeportal/en-qa/grouptravel.html#video
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 Groups Terms and Conditions (Click here for the Groups T&C link available on the Trade Portal) 

 
 

https://www.qatarairways.com/content/dam/tradepartners/pdf-files/group-travel/Standard-Groups-Fare-Rules-V2.4.pdf
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Post-Ticketing Changes 
Click here for the Post-ticketing Changes link available on the Trade Portal 

 
 

https://www.qatarairways.com/content/dam/tradepartners/pdf-files/Group%20Post-Ticketing%20Changes%20V2.0.pdf
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 Annexure 

 
 

 Groups Process & Guidelines 
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Group Evaluation / Offer / Confirmation 

By Doha Group Desk / Tariff Desk 

• Offer valid for 24 Hrs and seat 
confirmation subject t availability 

• PNR Confirmation / T&C / TTL 

Groups Submission 

By Travel Agent 

Submission on Groups 
Portal 

Group Evaluation / Offer / 
Confirmation 

By Travel Agent 

• Review of Offer & Fare 
acceptance 

• Guarantee Deposit 
• Name list, APIS etc.  

Name Update and Deposit 

By Tariff Desk  

EMD Deposit Updates 

Name Updates 

PNR Transfer 

to Agent IATA for Ticket 
Issuance, and Other Services 

*Conditions apply  

Groups Utilization Report 

Agent to share groups utilization 
details 

*Refer to Sample Format 

Group Deposit Refund Process 

▪ Materialization check 
▪ Refund processing in coordination with 

Finance 

NAMES/APIS TEMPLATE 
Groups General Workflow 

 

Reminders: 
 

✓ Online group submission through the Trade Portal 
✓ Group offer validity is 24Hrs and confirmation is subject to seat availability 
✓ Guarantee Payment/Deposit is required within 48 Hours upon seat confirmation 
✓ Required group materialization is 80% of the total group size 
✓ Travel Agent to provide specific office ID/PCC and group PNR must be ticketed instantly/within TTL 

✓ Travel Agent to ensure correct deal codes are inserted on the booking to ascertain that the tickets can be 
included in the revenue/sales 
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PNR 1: 
Booking Date:19APR22 
Travel Date:   17SEP22 

Amadeus Entry to display number of Days between 
Dates: 

Booking Range: 151 Days 
PTD 

PNR 2: 
Booking Date:19APR22 
Travel Date:   08MAY22 

Booking Range: 19 Days PTD 

Guarantee Deposit Matrix 

Sample Groups Travel Departure Category 

x 
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PNR 3: 
Booking Date:19APR22 
Travel Date:    23APR22 

Booking Range: 4 Days 
PTD 

Scenario: 
Booking date: 19APR22 
30 PAX 
QAR1,000 fare per person 

Important Notes: 

• PNR transfer upon payment of required guarantee deposit (except for instant ticketing) 

• Groups utilization report to be sent on same day after Ticket Issuance 

• Guarantee deposit refund AFTER ticket issuance with at least 80% groups materialization rate 

• Guarantee deposit refund processing may take 07-10 working days from utilization report date 

Sample Scenario Group Deposit 
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• Flight search and selection 

• Group offer and seat confirmation 

• Guarantee payment / EMD deposit 
verification 

• TTL update and SK DEPO update 

• Name update 

• IATA / Office ID / PCC verification 

• Group PNR transfer 
 

 

• Group materialization check 

• Guarantee payment refund after group 
utilization summary, in coordination with 
management.  

 

• Deposit/guarantee payment 

• Names and APIS form/template 

• Ticket issuance (TST creation, seat 
assignment, etc.) 
 
 
 

• Corporate code/Beyond Business code 
update  

• Group ticket utilization summary 

• EMD refund of guarantee deposit after 
approval 

▪ Send complete Names/APIS form (as per the excel sheet provided) 
▪ The names/APIS template be completely filled-out with correct passenger passport details and no input of 

special characters 
▪ Name Correction BEFORE ticketing to be sent to Tariff Desk  
▪ Any PNRs affected by Schedule Change to be actioned by Groups and Tariff Desk  
▪ Post-Ticketing transactions (Reissue calculation, Name Change, etc. to be liaised with Tariff Team during 

transition) 
▪ Send completely filled-out Groups Utilization Report upon Group Ticket issuance  

Important notes: 

 

Important Tasks 

QR Office (Group Desk & Tariff Desk) Travel Agents 

After Ticketing 

Groups utilization sample form 

Names / APIS template 

Before Ticketing 

After Ticketing 

Before Ticketing 

SN PNR Shell ID Group Size Route O/B Travel Date I/B Travel Date Corporate Deal Code EMD EMD Value Date of Issue TKTD ADT ADT TKT Value TKTD CHD CHD TKT Value TKTD INFT INFT TKT Value MR % Ticket Numbers Date of Issue

1 #DIV/0!

2 #DIV/0!

3 #DIV/0!

4 #DIV/0!

5 #DIV/0!

6 #DIV/0!

Group Booking Details EMD Deposit Details Group Utilization Summary
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1. To be completely filled-out with correct group details 
2. Completed Groups Utilization Report must be sent on the SAME day the tickets are issued 
3. Groups Utilization Report to be sent to Group Desk, Tariff Counter, Key Account Manager and RCM 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Create group seating request – STNG 
2. Remove un-ticketed passenger name from a group PNR without reducing the seat – 1G  

(1 = Passenger name no.) 
3. To add passenger name - NM1SMITH/JOHN MR 
4. Display name elements only on PNR - RTN 
5. Update the Beyond Business code/corporate code – OS QR DC/_________ 

Additional entries (Amadeus) 

Other GDS entries: 
(PNR claim): Sabre (1S) & Galileo (1G) 

SABRE - Action Example
Step 1: Display  the carrier PNR from the airline system ¤QQR/*ABCXYZ

Step 2: Claim  the PNR (CLM) to complete the claim ¤QQR/CLM

Step 3: End  the Sabre PNR 6P and E

GALILEO - Action Example
Step 1: Retrieval by Qatar Airways record locator, for e.g C/QR*ABCXYZ

Step 2: R eturing the booking file with the new Galileo record locator C/QR/OK

Step 3: Finish the claim transaction R.XX+E

Important notes: 

 

Input of Beyond Business Code comprises of 07 characters and starts with QAQ. 
 

Update the deal code in the PNR with an OSI entry* 
 
Entry Sample:            

1. Galileo  - SI.QR* DC/QAQXXXX 
2. Sabre & Abacus - 3OSI QR DC/QAQXXXX 
3. World span  - 3OSI QR DC/QAQXXXX 

Groups FAQs available on this link → Here 

https://www.qatarairways.com/content/dam/tradepartners/pdf-files/group-travel/1484_Group_TnCs_Trade_Portal_100923_V6.pdf
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