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SELF BOOKING MANUAL – SCHEDULED 

  



BESPOKE BOOKING SOLUTION - Scheduled 

Logging on  

 Click on the ‘Travelport Smartpoint’ on the desktop. When the login box appears, 

click ‘Start Galileo Desktop’. This will launch Galileo with a sign on box as per the 

below: -  

 

 

 

 If this box does not launch, on the left-hand screen, type SON followed by your sign 

on and password 

 You will then need to emulate into the system. It will come up with an automatic box 

which you will click ‘Emulate’. If this box does not come up, enter SEM/8ET/AG 

 You are now ready to start using Galileo.  
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STEP 1 – ADD NAME TO THE BOOKING  

 

 

 Click edit PNR. 

 

 

 

 Click CREATE/EDIT CUSTOMER INFORMATION. 
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 Click to add passenger name  

 

 

 Insert passenger name into the relevant box 

 Once entered, press APPLY  
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 Click the SECURITY tab to add advance passenger information/passport details – 

always required for North America bookings. 

 

 

 Click the LOYALTY tab to add loyalty reward numbers   

 Once completed press the SAVE button 

 You will see the name in the booking. 
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Booking Extra Seats 

 For Scheduled airlines, each airline have their own rules in terms of how the extra 

seats are requested.  

 BA’s policy - hold 1 seat as normal in the system then call BA to request the 2 extra 

seats separately. These can take up to 24 to confirm. 
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To book for a child (2yrs – 11 yrs) – must always be on the same booking as an adult 

 Add the adult seat as per the above process 

 Click the PLUS icon to add an additional passenger. 

 

 

 Add the name in the same format as an adult booking. In the NAME REMARKS field, 

add C followed by the child age (If the child in 5 years, add C05, if the child is 10 

years then add C10) 

 Click the APPLY button. 
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 Your booking will look like this – click SAVE once all the names have been added: - 
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To add an infant (0yrs – 1yrs 11 months) 

 Add the adult seat as per the above process 

 Click the PLUS icon to add an additional passenger. 

 

 Select INFANT WITHOUT A SEAT 

 

 Add the name in the same format as an adult booking. In the NAME REMARKS field, 

add the infant date of birth in the following format DDMMMYYYY (i.e. 05JUN2017) 

 Click the APPLY button. 
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 Your booking will look like this – click SAVE once all the names have been added: - 
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STEP 2 – FLIGHT SEARCH 

 

 Click on ‘FS’ Smart Panel to begin search. 

  

 

 

 

 

 

 

 

 

 

 

1. Add Departure Date  

2. Add Departure City 

3. Add Arrival city 

4. (Optional) Add departure 

time 

5. Add cabin  

6. (Optional) Add Y for direct  

7. (Optional) Add carrier 

8. Add to insert another 

segment to the booking 

9. Add another passenger. 

 

 

Once all the above details are in, press the SEARCH button 
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The search results will appear in the right-hand side: - 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1 2 3 4 5 6 7 
8

1. Flight Number 

2. Class of booking 

3. Date of flight 

4. Departure Airport 

5. Arrival Airport 

6. Departure Time 

7. Arrival time 

8. Price for flights 
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STEP 3 – TRIP QUOTE 

 To compare flight options, you can add these to your TRIP QUOTE 

 To do this, when searching for a flight, there will be a +TQ under each flight option. 

 

 

 Click the +TQ button, this will add the itinerary to your TRIP QUOTE. You can add 

several flights to your TRIP QUOTE 

 To view your trip quote, Select TQ. 

This will bring up the selected d flights as follows: - 
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 To copy into Pandora, select the flights on the radio buttons & click SEND OR COPY 

which will bring up this box: - 

 

 

 You can either send the options to yourself or copy the flight to Clipboard and paste 

for your records.  
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STEP 4 – SELECTING A FLIGHT 

 Click on the fare. 

 

 

 A box will appear which will give you details of the fares. This will also show 

alternative fares available on the same flight. For example, standard fare does not 

include baggage or seat selection where are as the inclusive fare does include these 

services. 

 

 

 

 Once you have selected the required fare, click on Fare Quote which will display the 

final price. 
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 This will display the total cost with all charges and fees included. Click on confirm 

which will store the fare in the booking.  

 Once this above has been completed, your booking will look like this: -  
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STEP 5 - ADDING SEATS (IF AVAILABLE WITH THE AIRLINE) 

 To add seat allocation, click on either the Y CLASS or go to edit PNR and select 

ASSIGN/EDIT SEATS. 

 

 This will bring up a seat map for the selected flights. 

 

 Select the seats required (the cost will appear when you hover over the required 

seat) and press APPLY. The passenger has now been assigned the select seats. 
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STEP 6 – SMART BUTTON 

 Select the Smart Button. 

 

 The following box will appear: - 

 

 Complete all sections in the boxes 

 Press SUBMIT then this will end the booking. 
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To retrieve a held booking 

 Enter *-SURNAME/FIRSTNAME in the right screen. This will return the booking as per 

the below: -  

 

 

 To find out the locator, click on the *VL button. 

 

 

 

 The locator has opened as above  
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 To see whether clearance/assistance is in the booking, click on *SI 

 

 

 

 This will show any assistance on the booking and with some airlines the medical 

clearance. 

 To check the fare, click on *FF. 

 

 

 

 This will bring up the total fare including taxes for the flight  

 To find out the last date to issue tickets, click on FQ1. 
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 This is the baggage allowance 

 This the last date to issue the tickets.  

 

Useful Entries  

 SOF – Sign off Galileo 

 CTRL+S – Clear the screen  

 I – Ignore the booking you have been searching for 

 *- SURNAME/FIRSTNAME– Retrieve a booking which you are holding. 


