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Background: 
Wings of Carolina Flying Club is improving operational efficiency to save time and money.  
Automated Check-In is a part of the efficiencies and is also required by our insurance company 
to get the best rates. .  The following pages of instruction are meant to assist users with learning 
the Automated Check-In process.   
 
Requirements: 
You can check in a flight whether you have a reservation or not.  If you do have a reservation, 
you can only check that flight in after the beginning time of your reservation (it works even if a 
different plane was used for the flight).  The start time for that reservation must have passed but 
it does not matter if the reservation end time has passed or not (i.e. you can check-in flights 
early).  For example, if you have a reservation for a flight at 10:00am, you can check-in that 
reservation at 10:05am or later (regardless of when the flight was actually made). 
 
Payment: 
If you are making a check payment for this flight, simply put the check in the lock box (no 
orange slip needed).  Please include you membership number on the check. 
 
Caution: 
DO NOT USE THE BACK FUNCTION ON YOUR BROWSER during the check in process. 
 
Problems:  
If you have problems after starting this process, please call the WCFC myFBO help line.  
 
Closing: 
Thank you for your time and effort in learning how to use the Automated Check-In process and 
for assisting other club members as they learn how to use it. 
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Log in to myFBO normally after returning from your flight. 

Select the “Schedules” ribbon menu (see blue oval), 
and then click on “Check In” (see red oval). 

 
 
To Check In a flight with a reservation go to “Check In with Reservation” on page 4. 
 
To Check In a flight without a reservation go to “Check In without a Reservation” on page 5. 
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Check In with Reservation 
 
If you have past reservations you will see them listed on the screen.  Any past reservations can 
be selected for Check-In.  Click on the “Check In” (see blue oval) next to the flight you wish to 
check in. 

Please note that you will see several screens where you are given the option to “Cancel Check 
In”.  If you click this option, your past reservation will be gone.  To continue to check the plane 
will require that you use the “Check In without a Reservation” procedure.  This is ok and does 
not create any problems in myFBO. 

 
 
To continue, go to “Continue Check In Process” on page 6. 
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Check In without a Reservation 
 
If you do not have a past reservation and have clicked Check In, you will see the screen below.  
On this screen select the aircraft you wish to check in from the drop down list (see blue oval).  
You can select the Time “Departed” if you desire, but it is not required.  Then click “Continue” 
(see green oval) 
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Continue Check In Process 
 
Be sure that you have the correct tail number listed for the Check In (see red oval).  If you need 
to change the tail number use the pull down menu to select the correct tail number (see red 
oval).  The normal way to check in a flight is to enter the flight as one entry by clicking the 
“Continue Check In” (see blue oval). 

If you did not fly click the “No Aircraft/FTD Time” (see green oval). 

If you want to check in the aircraft and record each segment separately, click “Record Flight 
Segments” (see black oval).  Recording each segment separately does not allow you to 
charge each leg to a different member. 
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If you have clicked the “Continue Check In”, you should see the screen below. Using the flight 
information that you entered on the Yellow Sheet in the aircraft’s operational folder, for “Hobbs 
Reading Out” enter beginning Hobbs (see blue oval).  For “Hobbs Reading In”, enter ending 
Hobbs (see red oval).  It is imperative that you enter all the digits of the Hobbs meter.  This is a 
requirement of our insurance carrier and if we do not follow it, out insurance rate will go up 
substantially and it will cost you more to fly.  It is imperative that the all the digits be entered 
correctly.  The “Elapsed Hobbs” is the time that you will be charged for.  The other information 
on this screen is not required but may be useful (or required) in the future.  Once the information 
is entered click “Continue” (see green oval). 
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Below is the second page of the “Check In”.  Fill in the information you want recorded.  None is 
required.  Do not worry about the “Elapsed Time: Blocks”.  We do not use Block Time.  Your bill 
(what you pay for) is based on the “Elapsed Time: Hobbs”.   Click “Continue” (see green oval). 
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The “Ticket” number (see blue oval) will show up in your account once the transaction 
processes.  Please put the ticket number on any check or other information you submit 
regarding this transaction.  Always include your member number on anything you “drop in the 
grey box”. 

If you have fuel credits with the flight, click “Enter Fuel/Oil Purchased Elsewhere” (see red oval). 

If you did not purchase fuel/oil and do not wish to “Purchase Merchandise” (like charts), click 
“Produce Receipt” (see green oval) and skip to page 12 of this manual. 
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Enter the number of gallons of fuel purchased (see blue oval) and the fuel price per gallon, 
including tax, (see red oval) and note that the “Extension” or credit amount is automatically 
calculated (see green oval).  Please enter the correct number of gallons.  We use this to 
calculate the fuel burns for the aircraft.  When done entering fuel credits click the “Update” 
button (see black oval). 
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Any fuel credits will now show up on this screen (see blue oval).  If you need to add more fuel 
credits you can repeat the two steps on the previous two pages.  Once the flight receipt is 
correct, choose an account to bill.  In this example, the “Credit Card” (see red oval) was chosen 
as payment for the flight.  Then, click the “Produce Receipt” button (see green oval). 
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The receipt that is produced is shown below.  Note that the sales tax is broken out as a 
separate line item (see blue oval) as opposed to being shown as a composite item in the total 
cost line on the previous screen.  Now the transaction has been posted.  If you want a copy of 
the receipt, please click “Print This Page” (see red oval).  Click “Menu” (see green oval) to go 
back to your myFBO main menu. 
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At you get back to the “Menu” screen, be sure to click “Log Out” (see blue oval) to end your 
myFBO session. 

 


