
Reserve Board

The Reserve board section displays scheduled Reserve Availability Periods (RAPs) 
and off days for composite and reserve crewmembers. Additional RAPs may 
display. These RAPs belong to other crewmembers who have posted to trade.

The scheduled RAPs may be traded with another flight attendant’s RAP as long as they 
are both in the same assigned domicile and within policy guidelines.

The date range default is today's date through the end of the following month.

Figure 41 - Reserve Board

Although RAPs may not be traded outside of one’s domicile, this feature is available in the 
event a crewmember is transferring to or thinking about transferring to another domicile. 
A crewmember may search for another domicile’s reserve postings by clicking on the 
domicile’s city code and clicking on the Search button. To include more than one 
domicile in a search, hold down the Control key and click on the other domicile(s) in the 
list. The aircraft and position searches are inactive as they do not apply to a RAP. To the 
right of the calendar is the color coded Key that defines the
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RAPs in the Reserve Board. The RAPs are color coded based on the type.

All posted RAPs display in the calendar on their respective start and end dates. When 
the cursor is placed on a RAP, the reserve details display in a mouse-over. If 
comments were added on the RAP post, they also display in the mouse-over. 
Clicking on a RAP displays the reserve details. Right-clicking on a RAP displays the 
option Post or Trade, as applicable, and Request Vacation/User.

Post

The Post feature allows a crewmember to post their RAP for other crewmembers to 
request to trade. When Post is selected, there are a few options. The entire RAP may be 
posted or specific day(s) may be selected. The RAP post may also be assigned to 
another reserve crewmember.

When a RAP is selected in the calendar, the entire reserve work block is included in the 
Post Reserve window. Select the RAP(s) that will be posted or assigned to a specific 
reserve crewmember.
■ Assign to Employee: The RAP may be assigned to another reserve crewmember, who
is interested in trading by entering that crewmember's employee number in the
designated area. If the employee number is unknown, clicking the binocular icon
opens a search window to find the crewmember's employee number. If crewmember
A assigns the RAP to crewmember B, the RAP is only visible to crewmember B; as
opposed to all crewmembers. 

Additional information may be entered in the Add Comments box.
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Once the Next button is clicked, the final step is to post the RAP.

NOTE:
SkyWest does not endorse nor accept responsibility for any outside agreements made 
between crewmembers for assignment trades with another crewmember.

To complete the Post Reserve transaction, the crewmember enters their password and 
clicks on the Post These Shifts button. The RAP is now available to view for trade by 
reserve crewmembers or just the assigned crewmember.

NOTE:
RAPs may be posted up to 5 days prior.

Edit

When a RAP is posted, the Edit option becomes available. Clicking on Edit allows the 
crewmember to change or add to their original post. The steps are the same as when the 
RAP was first posted.

Figure 44 - Edit Posted RAP
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If the crewmember has changed their mind and decides not to post the RAP, 
they may remove the posted RAP by clicking on the Withdraw Post button.

Trade

Trade is used to trade RAPs with another reserve crewmember. In order to 
complete a trade transaction, both crewmembers must post their RAP(s) and assign it 
to the crewmember they are trading with. Both crewmembers must approve the trade 
before the transaction is placed in the queue and then processed by Crew Support.

The following steps must be taken:

1) Crewmember A posts their RAP(s) for trade and assigns it to
Crewmember B.

2) Crewmember B also posts their RAP(s) for trade and assigns it to
Crewmember A.

3) Both crewmembers are sent a trade notification via My Message. The trade request
is viewable in the Reserve section of My Transactions > Trades. 

Figure 45 - Trade RAPs

4) Crewmember A or B must click on Initiate Trade and depending on which
crewmember “initiates” the trade, the other crewmember’s action is to Finalize the
trade.

NOTE:
RAPs may be automatically traded up to 5 days prior.
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