
Welcome to Flight Reserves!

This tutorial will help you get started



Changing Demographic Information

• When you complete this tutorial, you should 
be able to…

– Change your password

– Change your contact information

– Remove accounts for partners that are no longer 
active



There are two sets of instructions…

• If you are a full partner, your demographic 
information can be found under 
“Administrative Functions>>”

• If you are not a full partner, your demographic 
information can be found under “My Account”

• All accounts begin as full-partners.  Limited 
partners must be identified and configured by 
the remaining partners after registration



Instructions for Full-Partners



Start by clicking the “Administration Functions” link



Now, click “Administrate Users”



This screen allows us to view, update, or 
delete existing users (by clicking on the 

appropriate links).  Or, we can invite new 
users.

1) Should you wish to do so, 
clicking “delete” will delete all of 
this user’s information.  Because 

this removes that individual’s 
ability to use Flight Reserves, you 
will be prompted to make certain 

you want do complete the 
operation.



2) Clicking “View/Edit” will take us back to 
the demographic screen where you first 

changed your password  and entered your 
medical and flight review dates.

As a full Partner you can review and 
update information for yourself or any of 

your partners.



1) First, change your password 
to something  easy for you to 

remember, but difficult for 
others to guess.  To change, just 
type the new password into the 
box.  The actual characters will 

not be displayed.



2) Now is also a good time to 
make sure phone numbers and 
email addresses are accurate.



3) Enter dates for your medical 
expiration and next flight review. 
Flight Reserves will remind you 
when you need to renew them.  



4) Use this field to configure Full-Partner or 
Limited Partner.  At least one person needs 
to be a Full Partner, but the rest can be any 

mix of Full or Limited partners.  In fact, 
everyone can be a Full Partner, if that is how 

your partnership is structured. 



5) Once all updates are complete, click the 
“Update” button



5) Once complete you 
can click here to get to 

the schedule page



Instructions for Limited-Partners



As a Limited Partner, the 
“Administrative Functions “ link is 
replaced with “My Account”.  Click 

here to see your demographic 
information.



1) To change Password, 
type your old password 

once  and your new 
password twice.



2) Then click the 
“Change” button.



3) PIN is not 
implemented at this 
time.   It is a place-
holder for future 

function 



4) Make certain your 
phone numbers and 
email address  are 

correct.



5) As a limited partner 
you can view, but not 

change your Medical or 
Flight Review dates.  

Full partners will need 
to do that for you.



6) Once your 
information is updated, 

click the “Update” 
button.



8) Use this link to 
return to the schedule 

page.



Changing Demographic Information

• You should now be able to…

– Change your password

– Change your contact information

– Remove accounts for partners that are no longer 
active



Thank you for your interest in
Flight Reserves!


