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Online Scheduling Instructions
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Regal Air has teamed up with Flight Schedule Pro, Inc. to offer a new and exciting online aircraft and instructor reservation system beginning October 3, 2005.  This new 24 hour internet based service offers convenience, flexibility, and efficiency in scheduling aircraft and instruction and is available to you anywhere you have access to the internet. In addition, all Regal Air scheduling is now done by computer resulting in no more paper schedules.

For your convenience, a scheduling kiosk station is now located in our front lobby and is dedicated for our customer’s use for scheduling purposes. If needed, someone is always available to assist you with the use of this new scheduling station.  If you do not wish to make your reservations by computer, our office personnel are available during business hours to complete your reservations either by phone or in person as we have done in the past.

Instructions:

The following are instructions to get you started with online scheduling:

1) You will need a profile with us.

a. Obtain a Username and Password from the front office or send an e-mail request to admindept@regalair.com
b. Logon to www.regalair.com and enter your login information on the right hand side of our home page. You may wish to bookmark this page for future quick access to scheduling.

c. At this point you need to update your personal “Profile”. 

i. To do this click on “My profile” located under “Settings” on the left side of the page. 

ii. Click on “Personal Information.”  

iii. Now you are ready to enter your personal information.  Please be as complete as possible. Change your username and password to something you will remember. 

iv. Enter your current and valid e-mail address.  Your e-mail address is vital for program communication and notifications such as your completed reservations, any changes to a reservation, cancellations, medical, BFR, and flight currency notifications, etc. When you are finished, click on the “submit” button.


2) Scheduling aircraft and instructors

a. Click on the “Home” button in the upper left hand corner and you are ready to become familiar with system and start scheduling aircraft and instructors.

b. To view the Regal Air schedule click on “View Schedules” at the top and center of the screen.  This will take you to a schedule screen much like our old paper system. 

c. To schedule an aircraft and/or instructor, 

i. Select a desired date and hit the “Refresh” button.  

ii. Click on a desired “aircraft” and “time”.  This will then bring up the “Make Reservation” page where you can also select an instructor if needed and enter any additional flight information (not required).  

iii. When you are ready to complete your reservation click on the “Save” button.  
WARNING:  Do not click on the “Save” button if you are just becoming familiar with the system.  The system is “real time live” and once you hit “Save”, you have made the reservation.  Due to our cancellation policy, if your reservation is currently inside 24 hours, you will not be allowed to cancel your reservation online.  In this case you must contact us by telephone to have a reservation cancelled. 

iv. To see your reservation(s), navigate back to the home page and click on “My Schedule” under “Scheduling” on the upper left side of the page. This shows you all your current and standby reservations.


3) Personalize it for you.  We recommend that you create a custom view that includes the aircraft that you fly and the instructors you want to see.  

a. To do this click on the “Add/Edit” view at the top left of the screen. 

b. Click on “Create New View”. 

c. Name your custom view (“My View” works well) and select the desired aircraft and instructors you wish to see. 

d. Check the appropriate box if you wish this view to be your default view.  

e. When complete click on “Save This View.” Remember, you can always switch back to any of the other views to see all of the aircraft and instructor availability.



4) Help is always available.  The quickest and easiest way to obtain help is by clicking on “Help” in the upper right hand corner. Flight Schedule Pro has done a good job in organizing the help section in an informative and easy manner.  In addition, they have included a “frequently asked questions” section that helps clarify some of the major areas of online scheduling.  Take a few minutes to read through the help section and become familiar with its contents.  Of course, if you are still in need of help or something just isn’t quite right, our staff will be happy to assist you.

A Few Things to Remember:

1) The same 24-hour cancellation policy is still in effect.

2) You may schedule up to 6 months in advance

3) You may schedule a maximum of 10 upcoming reservations at a time.

4) You may schedule a maximum of 3 reservations per day.

5) If you need to cancel or delay due to weather restrictions that day, please call the office.

This is a new system for all of us.  It is integrated with our in-house accounting and dispatch system which allows us to serve you better.  However, because of the complexity of the process we are planning on a few "growing pains" and ask for your patience.  If you see something you believe is incorrect, or something you would like to see in the program, please let us know.  

Online scheduling will improve our operations and services to you as well as increase aircraft availability.  This system is for you, so let us know how it's working!

Blue Skies,

Ron
Ron Morcom

President
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