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Introduction 

The focus of this guide is to share information on how you will trade trips and make adjustments for the 

October bid month and going forward.  

Trip Trading features within CCS provide you with flexibility to adjust your schedule immediately after 

receiving your monthly line award and throughout the bid month. How trips are displayed in the trip 

trade and adjustment screens in CCS will be different than what you are familiar with today. Accessing 

CCS will remain the same process as some of you use today; however, the organization, structure and 

programming within CCS will be different for all. 

 

Disclaimer: please note that the information in this document is for educational use only. The JCBA is 

the governing document of this work, and nothing in this guide should be construed as altering or 

conflicting with the information in that contract. 
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Chapter 1 Getting Started 

 
Image 1.01  

From the CCS main menu, click on ñTradingò. From the sub-menu, click on ñElectronic Bulletin Boardò 

as shown in Image 1.01. 

 

Electronic Bulletin Board (eBB) Trading Screen  

 
Image 1.02 
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Starting on the left side of the eBB here is a brief description: 

Create Trip Alerts 

 
Image 1.03 

An alert may be created to notify you of when a trip becomes available either in open time or in an 

advertisement that meets the criteria you specify. 

On the top left of the screen you will find a ñCreate Trip Alertsò button as shown in Image 1.03. Click 

here to bring you to the ñMy Alertsò screen where you can set criteria for trip preferences, specific trips, 

and days off advertisements (RSV), and receive notifications when they become available.  
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Menu Options  

 
Image 1.04 

On the left side of the screen you will find the menu options as shown in Image 1.04. These options will 

take you to various screens such as the market, direct trade, alerts, etc. In full screen mode, the menu 

is static and will always be visible. In a condensed screen, it will appear as a pull-out menu. 

Advertisements 

 
Image 1.05 

On the bottom left of the screen you will find the advertisement options as shown in Image 1.05. 

ñCreate Advertisementsò allows you to create a new trip, day off (RSV) or Jetway trade advertisement. 

The ñAdvertisementò tabs will take you to various screens to view your advertisements, your offers 

made, etc. In full screen mode, the menu is static and will always be visible. In a condensed screen, it 

will appear as a pull-out menu. 
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Center Screen  

 
Image 1.06 

The center of the screen is dynamic, and is the workspace for whichever function is currently active. 

The default landing page is the ñMarket" as shown in Image 1.06. 

Favorites/Cart/Calendar 

 
Image 1.07 

On the top right side of the screen there are two buttons, ñFavoritesò and ñCartò as shown in Image 

1.07. The ñFavoritesò button (1) will bring you to the screen where you can view any trips, day off 

advertisements (RSV), or Jetway trades that you marked as a favorite. The ñCartò button (2) will bring 

you to the screen where you can view any trips or day off advertisements (RSV) placed in your 

shopping cart.  

Underneath, your schedule for the current bid month will be displayed in calendar format (3). Only the 

current bid month can be viewed. Any trips/days off that are scheduled will appear on the calendar 

date. Information will update real time as changes occur.  

If you click on one of the pairings shown on the calendar date (4), the pairing details will display.  
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Pairings will be displayed differently in the electronic bulletin board depending on which area you are 

accessing. While the format may vary, the information contained in the pairing will be the same. Below 

in Image 1.08 is an example of how a pairing is displayed in your calendar. 

 

Image 1.08 

 

As shown in Image 1.08, you can access your Master Schedule (11) from any open pairing. A complete 

list of descriptors and screens within the Master Schedule can be found in Appendix A of this guide.  

1. The pairing number here is O1075 and starts 

on August 14, 2018 (dd/mm/yy) 

2. The pairings details will default to 

ñScheduledò. Click ñUpdatedò to view any 

updates to the pairing. 

3. The number of days of the pairing 

4. The position ï FM01P 

5. The credit time of the pairing 

6. The block time of the pairing 

7. The report time for duty period one (DP01) of 

this pairing is 18:20 

8. The first segment of this pairing is flight 262, 

departing on August 14, 2018 at 19:35, 

ORD-SEA, arriving at 22:04 

9. The return segment is flight 619, departing at 

23:20 on August 14, 2018, SEA-ORD, 

arriving at 04:54 on August 15, 2018 

10. Click here to view full details on this pairing 

including crew and layover information  

11. Click here to view your master schedule *For 

details on master schedule see the Appendix 

A of this guide  

12. Click here to advertise this trip  
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Summary 

 
Image 1.09 

The bottom right of the screen displays the line values for your current month as shown in Image 1.09 

IMPORTANT NOTE: All dates in the eBB appear in DD/MM/YY format 

 

You can also use the Settings icon (1) in Image 1.09 to 

personalize your own Summary screen. When you click 

on the Icon, a screen will display as shown in Image 

1.10 which allows you to select which items you want to 

be viewable. Once you select the items you want, click 

ñDoneò. 

 

 

 

 

 

 

 

Image 1.10 
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Chapter 2 Trading and Adjustments Timeline 

Mutual trades with other Flight Attendants begin at 1700 on the 18th of the month. The initial round of 

trades with open time (Real-time trading) begins on the 23rd of the month and is restricted to a specific 

2-hour window of time for each base. These windows are indicated on the timeline below as 

ñStagger/brackets.ò The times for your particular base will be found in the monthly bid packet. 

Calendar Day HDT* or Central Time Activity 

18 0800 HDT  Primary award line numbers visible 

18 1700 HDT Finalized primary award loaded 

18 1700 HDT Mutual trading begins 

19 2359 Central EOM conflicts dropped/EOM mutual trades suspended 

20 0800 Central Self adjustment begins 

20 2000 HDT Vacation Relief open* 

21 0800 Central Self adjustment ends 

22 0800 HDT Vacation Relief closes 

22 1000 HDT ñWork withò ï Restoration of Days off** 

22  Vacation Relief award loaded 

22 At 1800 HDT Lines constructed for Flight Attendants returning from leave or extended 

absence*** 

23 Stagger/brackets Real-time trading begins 

24  DATV and PTO (15-day and 5-day) awarded 

27 0700 HDT Real-time trading closes 

27 1500 HDT Seniority trading begins 

27 2100 HDT Real-time trading re-starts 

Table 2.01 

*Vacation Relief bids will open no later than 2000 HDT 

**This is the ñwork-withò window described in Section 7.R.2. and is for Flight Attendants desiring a day 

off restoration using an assigned trip in their line 

***Flight Attendants returning from leave or an absence, who need a line built for the new month, may 

contact the FAST team beginning at 1800 HDT on the 22nd of the month. For additional information on 

returning to work from a leave or an absence, see the LOA packet and return to work information 

located on the Inflight Administration homepage on Flying Together. 

 

IMPORTANT NOTE: Flight Attendants who do not resolve their EOM conflict 
through mutual trades will be blocked from further mutual trading on the 19th at 

2359 Central.   
 

Flight Attendants who resolve their EOM conflicts in the Self Adjustment process 
will be allowed to immediately resume mutual trades.   

 
Flight Attendants who wait to be adjusted by crew scheduling will not be allowed 

to resume mutual trades until the entire process is complete on the 23rd.  
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 Open Time Trade Windows (Stagger/Brackets) 
 
Table 2.02 below shows the open time brackets for each base.  

 
Table 2.02 

 

 Trip Trade Rules 

Á Minimum days off, minimum rest and maximum duty day limitations will apply. 

Á Job share/half month leave and Partnerships may not exceed 55:00 pay and credit for the month 

excluding vacation pay and credit.  

Á Requests must be made through the computer at least one (1) calendar day, HDT, before the 

scheduled departure time of the first trip, except that if the trip being dropped occurs after the trip 

being picked up, the request must be made at least 12:00 hours prior to check-in of the trip being 

picked up. 

Á If the operation permits, as determined by Scheduling, an open time trade may be considered inside 

twelve hours (12:00) prior to check-in of the trip being picked up. 

Á Trades involving two trips which both have scheduled departures less than one calendar day after 

the trade must be done on an exception basis by contacting Crew Scheduling and are subject to 

operational needs. 

Á A trade between two Flight Attendants must be made in the computer up to four hours (4:00) prior to 

check in of the earliest trip involved in the trade.  

Á Flight Attendants may straight pick up (i.e. no trading) open time via computer up to three (3:00) 

hours before check-in. 

Á Trade requests on the same trip may be requested at check-in (with Crew Scheduling), even if it 

involves the Purser position. 

Base

Real-Time Trade 

Brackets: 

Home Domicile Time 

of the 23rd

Real-Time Trade Re-

open: 

Home Domicile Time

Real-Time Trades 

Close

Home Domicile Time

Seniority-based 

Trades Run:

Home Domicile Time

Real-Time Trades 

Re-Open:

Home Domicile Time

GUM 1700 - 1900

NRT 1600 - 1800

HKG 1500 - 1700

FRA 1100 - 1300

LHR 1000 - 1200

EWR 0700 - 0900

IAD/BOS/CLE 0900 - 1100 

ORD 1000 - 1200

IAH 1200 - 1400

DEN 1300 - 1500

LAX/LAS 1400 - 1600

SFO 1600 - 1800

HNL 1500 - 1700

0700 / 24th

for all bases

0700 / 27th

for all bases

1500 / 27th

for all bases

2100 / 27th

for all bases
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Á Trip trade requests must be for trips originating in the same bid month. Month to month trades 

involving pairings which originate in different months are not allowed. 

Á Only two Flight Attendants may participate in a trip trade. Three-way trades are not permitted. 

Á A single duty period which contains a flight segment that departs the base before midnight and a 

return segment that arriving back in the base after 0400 local time (ñred eye turnsò) will be 

considered as a one day pairing when trading. 

Á Trip trades with open time will only be allowed when there is sufficient reserve coverage.  

Á If your trade will result in you exceeding your monthly maximum on a credit basis, you will be 

deemed to have automatically opted to a higher monthly maximum. For example: if your trade 

increases your credit time from 94:00 to 97:00, you will be deemed to have opted to a 100:00 

monthly maximum. 

Á Placing (parking) trips on another Flight Attendantôs line to facilitate trading is not permitted. 

Á Open time trades involving an unequal number of days cannot cause a decrease of flight time of 

more than three hours (3:00) scheduled block time (not credit time).  

Á Open time trades involving an equal number of days are not subject to the three hours decrease 

parameter. 

IMPORTANT NOTE: Trading trips of uneven days is permitted, but limited. For 

example, you may trade a 3-day, 15:00 trip (with 12:00 block time), for a 2-day, 

10:00 trip (with 10:00 block time). Although the difference in credit time is 5:00, 

the difference in block time is only 2:00 and the trade is legal. 

In each domicile, there may be sub-bases for International Purser and / or Language Qualified Flight 

Attendants. Please see below rules that are specific to each sub-base when trip trading. 

 

 International Purser 
 

Á Active International Pursers who are assigned International Purser lines may pick up and trade for 

open International Purser and non-International Purser open time, subject to the terms of Sections 

7.I, 7.J. and 7.K. of the JCBA. An International Purser will be expected to have a minimum fifty (50) 

hours of flying (twenty (20) for job shares, partnerships and half month leaves) as an International 

Purser, at their assigned base, at the end of the bid month if they have traded or picked up from 

open time other than International Purser open time during the month.  

Á International Pursers cannot drop International Purser trips to anyone who is not an International 

Purser.  

Á International Pursers can pick up a trip from another Flight Attendant in their base as long as they 

have whatever qualifications may be needed. 
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Á Less than 14:00 hours before departure International Pursers can pick up open time in any base 

regardless of qualifications.  

Á Less than 14:00 hours before departure International Pursers can pick up advertised trips in any 

base as long as they have whatever qualifications may be needed. 

Á If an International Purser picks up a non-qualified trip they will be paid the Flight Attendant rate. 

 

 Language Qualified 
 

Á LQ Flight Attendants who are assigned language lines may pick up and trade for open LQ and non-

LQ open time subject to the terms of Sections 7.I, 7.J. and 7.L. of the JCBA. A LQ Flight Attendant 

will be expected to have a minimum fifty (50) hours of flying (twenty (20) for job shares, partnerships 

and half month leaves) in their assigned language, at their assigned base, at the end of the bid 

month if they have traded or picked up from open time other than LQ open time during the month. 

Á LQs may trade for or pick up any open trip per the rules outlined in the JCBA. 

Á Between 16:00 and 14:00 hours before departure LQs in a language sub-base may pick up from 

open time in the language sub-base in all designated languages for which they are qualified. 

Á Less than 14:00 hours before departure LQs can pick up open time in any base regardless of 

qualifications. 

Á Less than 14:00 hours before departure LQs can pick up advertised trips in any base as long as they 

have whatever qualifications may be needed.  

 

Mutual Trades are trades between Flight Attendants and involve trips or reserve days off. 

By 17:00 HDT on the 18th, lines will be finalized in CCS. At this time mutual trading will begin for 

everyone with the exception of Jobshare (J/S) and Partnership (P/S) Flight Attendants (these lines are 

locked until the J/S or P/S splits are received by the Company and the process to split the lines is 

complete).  
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Chapter 3 Flight Attendant to Flight Attendant Trades 

 Direct Trade 
 

 
Image 3.01 

After agreeing on a trip trade with another Flight Attendant, from the main menu click on ñDirect Tradeò 

(1) as shown in Image 3.01. The ñDirect Tradeò screen will appear. Enter the employee number (2) of 

the Flight Attendant you are trading with. Click ñSubmitò (2). 
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Image 3.02 

It will display the screen as shown in Image 3.02 if the Flight Attendant you are trading with has 

requested that their schedule not be viewable by other Flight Attendants. In this scenario, you would 

select the pairing you would like to trade from the pairing drop-down menu (1). You would then have to 

manually enter the pairing details you would like to trade for (pairing number, date and position) (2). 
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Image 3.03 

If the other Flight Attendantôs schedule is not blocked, there will be a drop-down menu of that Flight 

Attendantôs pairings (1) as shown in Image 3.03. Select the appropriate pairing and click ñTradeò (2).  

 
Image 3.04 

Image 3.04 will appear after a successful trade.  
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 Trading Reserve Days Off 
 

A Reserve may only trade a day off with another Reserve in their base, or, when applicable, their 

qualification sub-base beginning at 1700 on the 18th. 

Á Trades may be done anytime during the month. Requests must be made at least one (1) calendar 

day local time prior to the day to be traded. For example, if you wish to trade the 5th, the request 

must be made by the 3rd, leaving a full calendar day between the request and the day to be traded. 

Á Throughout the month, Reserves may trade an unlimited number of days off with the Reserve 

availability pool, subject to minimum Reserve coverage. 

Á Minimum Reserve coverage will be determined by Scheduling. Reserve pool trades will start with the 

trip trading window(s). 

Á Reserves must maintain availability for the shortest trip in their base or three days, whichever is 

greater. 

Á Rejected trades shall include the reason for being rejected. 

 

How to Submit a Day off Trade with Another Reserve 

 
Image 3.05 

To submit a trade with another Reserve, click ñDirect Tradeò (1) as shown in Image 3.05. Select the 

ñDay Offò tab (2), click ñEmployeeò (3), enter the employee ID of the employee you want to trade days 

with (4) and click ñSubmitò (4).  
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Image 3.06       

Results Screen 

As shown in Image 3.06, select the day(s) off you want to trade (1) then select the day(s) to be traded 

with the other Reserve. A calendar will appear to select the desired days as shown below. Once 

selected, click ñTradeò (3). 

 
Image 3.07 

Your trade will show as successful or failed. If your trade fails, you will be given a reason code as 

shown in Image 3.07. For a list of legality codes, see the Legalities Guide. 

 

http://ft.ual.com/-/media/ual_intranet/documents/one-united/legalities_guide.pdf
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Image 3.08 

If your trade is successful, it will appear as shown in Image 3.08. 

 

 Reserves Trading Assigned Pairings 
 

After being assigned a pairing, a Reserve may trade with another Reserve for their assigned Pairing or 

a Lineholder for their Pairing, or for days off. 

Á Keep in mind that if you trade your pairing for days off with a Lineholder, your guarantee will be 

reduced based on the number of available days that were traded away. In this case, you may contact 

scheduling to restore Reserve days and guarantee for all days vacated, except the first day.  

 

Whether trading with a Reserve or Lineholder, Reserves can trade an assigned pairing, as long as both 

pairings have the same number of days and depart on the same day. The trade must be made in CCS 

up to four hours (4:00) prior to check-in of the earliest trip involved in the trade.  

When trading trips with a Lineholder, the pairing credit time cannot differ by more than two (2:00) hours 

and the Reserve who picks up additional time will be considered to have opted over one hundred and 

five hours (105:00) or (unlimited) for the applicable month. 
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Chapter 4 Advertisements 

The electronic bulletin board (eBB) is available for advertising pairings or portions of pairings for 

trade/pick up within the base. You are required to fly your original pairing if no other Flight Attendant 

picks up that flying at least four hours (4:00) prior to check-in. Less than four hours (4:00) prior to 

check-in, two (2) Flight Attendants may complete a Flight Attendant to Flight Attendant trade before 

check-in if both are physically present at the base and the trade is approved by Scheduling no later 

than two hours (2:00) prior to scheduled departure.  

IMPORTANT NOTE: Flight Attendants are not required to create an 

advertisement in order to conduct a mutual trade(s) or a straight pick-up(s). 

Mutual trades and straight pick-ups may be accomplished by two Flight 

Attendants simply entering the mutual trade through ñDirect Tradeò or 

ñPickupò.  

 Submit an Advertisement for Straight Pick-Up 
 

 
Image 4.01 

To advertise a trip, click ñCreate Advertisementò (1) as shown in Image 4.01. This screen is used to 

post new advertisements. To advertise for a pickup here, be sure ñPickupò is selected (2). Select the 
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pairing you want to advertise from the ñSelect Pairingò drop-down box (3). You can add comments to 

your advertisement in the ñComment/Contact Infoò box. Once youôve chosen the pairing to advertise 

you can either click ñContinueò (5) or ñAdvertise Another Tripò (4). 

If you choose ñAdvertise Another Tripò, an additional advertisement box will appear beneath the original 

so that you can post an additional advertisement. 

If you choose ñContinueò (5) as shown in Image 4.01, the following screen will appear (Image 4.02). 

 
Image 4.02 

Verify that all of your information is correct and click ñSubmitò as shown in Image 4.02. Keep in mind 

that once you create an advertisement, it cannot be edited. If you need to make a change to an 

advertisement, you will have to delete your advertisement and create a new one to make the changes.  
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Image 4.03 

Once you click ñSubmitò you will see an ñAdvertisement Created Successfullyò message along with your 

posted advertisement details as shown in Image 4.03. From here you can then ñGo to My Adsò to view 

all ads that you have submitted or ñCreate Adò to create a new advertisement. 
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 Submit an Advertisement for Mutual Trade 
 

 
Image 4.04 

To advertise for a Mutual Trade as shown in Image 4.04, select ñCreate Advertisement (1) from the 

main menu, then click the ñMutual Tradeò (2) Advertisement Type and from the ñSelect Pairingò drop-

down (3), choose the pairing you would like to trade. Then ñContinueò (4).  

 
Image 4.05 

A screen will appear asking you to ñVerify Advertisement(s)ò as shown in Image 4.05. 
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Image 4.06 

Once you verify by clicking ñSubmitò, a confirmation will appear as shown in Image 4.06, indicating the 

Advertisement was successful.  

 

 Submit an Advertisement for Partial Trade 
 

 
Image 4.07 
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To advertise a partial trip, click ñCreate Advertisementò (1) as shown in Image 4.07. From the ñCreate 

Advertisementsò screen be sure ñPickupò (2) is selected. Select the pairing you want to advertise from 

the ñSelect Pairingò drop-down box (3). Click one or more of the checkboxes next to the partial 

segments you want to advertise, and then click the ñXò in the top right corner of the pull-down box and 

click ñContinueò (4).  

 
Image 4.08 

This will bring you to the verification screen as shown in Image 4.08. Once you have verified that your 

advertisement is correct, click ñSubmitò. 

A trade between 2 Flight Attendants in the same base may be for an entire pairing or for a portion of a 

pairing, provided the segments begin and end at the base. The partial pairing drop-down box, as shown 

in Image 4.07, lists the segments eligible for a partial trade. 

The value (hh:mm) of the segments selected will be deducted from your pairing and reduce your line 

value. The segments picked up will be paid based on the value (hh:mm) but will not generate a RIG or 

a hotel room, in and of itself. 

When creating a partial trade, the value of the trade will be the scheduled flight time of the segments 

being traded. Any trip RIG will remain with the original pairing. If you trade an entire duty day, any duty 

RIG associated with that duty day will be applied to the traded portion of the pairing. 

 



Flight Attendant Trip Trading and Adjustments Guide 

 
 

Published August 17, 2018 
Updated December 2, 2019 

 

27 

 

 Submit a Mutual Trade Advertisement for a Training Pairing 

IMPORTANT NOTE: Training pairings can ONLY be traded for training pairings; a 

mutual trade for a non-training pairing will not be accepted.  

 
Image 4.09 

To create a mutual trade advertisement for a training pairing click ñCreate Advertisementò (1) as shown 

in Image 4.09. From there, select ñMutual Tradeò (2). Select the training* pairing you want to advertise 

from the drop-down box (3). Select ñFTò from the ñPositionò drop-down menu (4) and click ñContinueò 

(5).  

*Training pairings can be identified by position ñFTò. 

Note: A pairing can be advertised for mutual trip trades as many times as necessary. 
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 Submit an Advertisement for a Jetway Trade 
 

A Jetway Trade occurs when a Lineholder drops the last segment of their pairing to another Lineholder.  

 
Image 4.10 

You can advertise a segment of your trip for a Jetway Trade by going to ñCreate Advertisementò (1) and 

selecting the ñJetway Tradesò tab (2) as shown in Image 4.10. Select the pairing you would like to 

advertise from the drop-down menu (3) and click ñContinueò (4).  

 
Image 4.11 

Verify your advertisement and click ñSubmitò as shown above in Image 4.11. 
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Image 4.12 

Once submitted, you will see the ñAdvertisement Successfulò screen as shown above in Image 4.12.  

A Flight Attendant assigned to one domicile may be involved in a Jetway trade with another Flight 

Attendant from another domicile. All Jetway trade rules of Section 7.P. of the JCBA must be met and 

will apply to these trades. 

 

 Submit a Reserve Day Off Advertisement 
 

 
Image 4.13 

To submit a day off advertisement, click ñCreate Advertisementò (1) as shown in Image 4.13. From the 

ñCreate Advertisementò screen select the ñDay Offò tab (2). Select the day you want off from the 
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calendar (3) and the day(s) you have off. Days you currently have off will be highlighted in dark blue. 

Once selected, click ñContinueò (4).  

 
Image 4.14 

Verify the information is correct as shown in Image 4.14 and click ñSubmitò. 

 

 Submit a Reserve Trip Advertisement  
 

Once assigned a pairing as a Reserve, you may submit a trip 

advertisement by going to ñCreate Advertisementò from the left-hand 

side of the eBB screen as shown in Image 4.15. 

 

 

 

 

 

 

 

 

 

 

Image 4.15 
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Image 4.16 

Select Trip (1) and Pickup (2) options under ñAdvertisement Typeò as shown in Image 4.16. Select the 

pairing you would like to advertise from the drop-down menu under ñSelect Pairingò (3).  
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 Withdraw an Advertisement 
 

 
Image 4.17 

To withdraw an advertisement, click ñMy Adsò under the main menu, find the Ad you wish to select from 

the menu options and click the red ñxò to the right to withdraw (1) as shown in Image 4.17.  

 
Image 4.18 

You will receive a prompt that asks you to confirm that you would like to withdraw this advertisement as 

shown in Image 4.18. Once withdrawn, this ad becomes Inactive.  
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Inactive Ads 

 
Image 4.19 

You are able to view your inactive ads by clicking on ñInactive Adsò (1), as indicated in Image 4.19. A 

timestamp appears to the right indicating when the ad was withdrawn (2).  
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 View Open Mutual Trade Advertisements  

 
Image 4.20 

 
Image 4.21 

To search for possible Mutual trades, access the Market screen (1) and select ñAd Mutualò (2) as your 

source as shown in Image 4.20.  
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Next, enter your search criteria: 

Á Date range 

Á Number of days 

Á Position 

Á Domicile 

Á Flight time 

 
You also have the option to specify a pairing under the drop-down box that appears (3) or leave it blank 

as shown in Image 4.20. Select ñShow Extended Criteriaò (4) for additional search options. These fields 

are shown in Image 4.21: 

Á Start Date Range 

Á # of Days 

Á Position 

Á Domicile 

Á Flight Time 

Á Source 

Á Check-in Time 

Á End Time 

Á Time Away From Base (TAFB) 

Á Layover Duration 

Á Sit Duration 

Á Type of Flying (TOF) 

Á Layovers 

Á Avoid Layovers 

Á Incentive Pay 

Á Pairing Type 

Á Co-Terminal 

Á Pairing Number 

Á Equipment 

 
 
Then click ñSearchò (5), as shown in Image 4.20, to display the advertisements that meet your criteria.  

IMPORTANT NOTE: Flight Attendants are not required to create an 

advertisement in order to conduct a mutual trade(s) or a straight pick-up(s). 

Mutual trades and straight pickups may be accomplished by two Flight 

Attendants simply entering the mutual trade into the system.  
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Image 4.22 

The results will display as shown in Image 4.22. The Field descriptions are shown in Table 4.01.  

Field Description 

Color Bar  A colored bar will appear to the far-left hand side of each pairing displayed.  

Yellow: Open time  

Green: Advertisements for Pickup 

Blue: Advertisements for Mutual Trade 

Purple: Reserve open assignments  

Star Icon Unshaded: Click this icon to add this pairing to your favorites. 

Shaded Yellow: This pairing has already been added to your favorites. 

Shopping Cart Icon  Unshaded +: Click this icon to add this pairing to your shopping cart. 

Shaded -: This pairing has already been added to your shopping cart. 

Three Dots Icon Click here to trade/pickup that particular pairing. 

Table 4.01  
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 View a Jetway Trade Advertisement 
 

 
Image 4.23 

To view advertisements that Flight Attendants have entered for Jetway Trades, click on ñMarketò (1) as 

shown in Image 4.23. Select the ñJetway Tradesò tab (2). Enter your search criteria (3) and click 

ñSearchò (4). A list of trips that match your search will display. 

IMPORTANT NOTE: You cannot perform a Jetway Trade in CCS. To perform a 

Jetway Trade you must call Crew Scheduling. 
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View Training Pairings Advertised for Mutual Trade  

 
Image 4.24 

To view training pairings that have been posted in advertisements, click ñMarketò (1) as shown in Image 

4.24. From here, enter your search criteria and check the ñAd Mutualò box (2). Next click ñShow 

Extended Criteriaò (3) to view more search options. From the Extended Criteria select ñTrainingò (4) and 

ñSearchò (5).  

IMPORTANT NOTE: You MUST select ñTrainingò from the EXTENDED criteria to 

view training pairing advertisements. Selecting ñFTò from the ñPositionò drop-

down menu in the normal search criteria will not show training pairings. 
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Image 4.25 

Results Screen 

Image 4.25 shows an example of a list of a Training pairing that has been advertised. 

View Reserve Day Off Advertisements  

 
Image 4.26 

To view Reserve day off advertisements, go to ñMarketò (1) on the left-hand side of the eBB screen as 

shown in Image 4.26. Once in the ñMarketò, select the ñDay Offò tab (2). Under ñDay(s) I Want Offò (3) 

select the date(s) for ads you would like to view and click ñSearchò (4). You can alternatively select the 

day(s) that you currently have off and enter them in the ñDay(s) I Have Offò field to be able to view ads 

for your days off. 
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Image 4.27 

Results Screen 

If another Reserve advertises that they have multiple days to trade, you can click the ñSelect oneò from 

the drop-down menu to view the days they have available to trade as shown in Image 4.27. 

  
Image 4.28 

Click on ñDetailsò (1) to view the details of an advertisement. If the days you desire match, instant trade 

by clicking ñTradeò (2) as shown in Image 4.28. 
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Image 4.29 

Verify the trade is correct and then click ñContinueò as shown in Image 4.29. 

 
Image 4.30 

A ñTrade Successfulò screen will then display as shown in Image 4.30. 

 

Status of Advertisements 

When you create an advertisement to pick up or trade a whole or partial pairing, this advertisement is 

only valid until it ceases to exist with the same flight details that it contained at the time it was created. If 

any of the following scenarios occur, the advertisement will be handled as follows:  

Á If advertisement is deleted by the advertiser, it will be marked as ñWithdrawnò. 

Á If advertisement is deleted by the system when the advertiser trades away or gets dropped from the 

position, it will be marked as ñExpiredò. 
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Á If the advertisement is deleted by the system when a new subset for the pairing is created, it will be 

marked as ñExpiredò. 

Á Every night at 0200 CT, a system clean-up occurs where all advertisements with a pairing start date 

of 2 days earlier than today are deleted and marked as ñExpiredò.  

Á If the pairing in the advertisement has completed, it will be marked as ñCompletedò.  

 

To check the status of any of your ads, go to CCS > Trading > Electronic Bulletin Board:  

 

Under ñAdvertisementsò, click on ñMy Adsò, as shown above in the image above.  

 

Expired ads will display under ñAll Adsò (1) or Inactive Adsò (2). The ñExpiredò indicator will appear to 

the right of each ad (3), as shown above in the image above.  

1 

3 

2 
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Chapter 5 Offers 

 

 Mutual Trade Offers 

 
Image 5.01 

 

 My Offers 
 

To view offers that you have made, click ñMy Offersò (1) as shown in Image 5.01. You can choose to 

see All Offers, Active Offers, or Inactive Offers (3). You can click ñView Full Advertisementò (2) to see 

the details of the originally advertised pairing. Your individual offer status will appear in the top right 

corner of the offer (4) as shown in Image 5.01.  

Á All Offers: Shows all offers no matter their standing  

Á Active Offers: All offers you have made that have not been acted on by the advertising Flight 

Attendant (they have not been rejected or failed). 

Á Inactive Offers: 

Á Rejected: Offers that the advertising Flight Attendant has rejected or that have failed due to 

legalities.  



Flight Attendant Trip Trading and Adjustments Guide 

 
 

Published August 17, 2018 
Updated December 2, 2019 

 

44 

Á Closed: Offers that were sent but were not responded to in time. 

Á Withdrawn: You can withdraw any active offer. 

Á Accepted offers that resulted in a mutual trip trade have a status change to show ñAcceptedò.  

 

 
Image 5.02 

Image 5.02 displays an Active offer (1), a Rejected offer (2) and a Closed offer (3). You can withdraw 

any active offer by clicking the ñxò (4) in the top right corner of each offer. This will result in a status 

change to withdrawn.  
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Image 5.03 

Once an offer has been accepted, the Flight Attendant who accepted the offer will see the display as 

shown in Image 5.03.  

Inactive offers will remain on the ñMy Offersò screen until the end of the bid month. The advertiser will 

see the offer as ñwithdrawnò on their corresponding advertisement.  
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 Receiving an Offer  
 

Offer Notification 

 
Image 5.04 

If you receive an offer on your advertised pairing, a notification will appear next to ñMy Adsò with the 

number of offers you received as shown in Image 5.04. Notifications will only appear when you first log 

into the eBB or if you refresh the page. 
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Image 5.05 

Click on ñMy Adsò (1) to view your advertisements with any offers received. Your original advertisement 

will appear to the left, with any offers made to the right (2) as shown in Image 5.05.  

Multiple offers on the same advertised pairing will appear grouped together. To scroll through multiple 

offers, you can click the right/left arrows at the bottom of the offer (3). 

You can click ñView Pairing Detailsò (4) on the offer to view details on the pairing being offered.  

Check the box ñShow Only Active Offersò (5) to hide any old/expired offers. Keep in mind a window will 

appear underneath where you can add multiple offers to compare against each other. If the offer has an 

expiration date, you will see it here. 

Check the box ñAdd to Compareò (6) to compare multiple offers against each other (see the Comparing 

Offers section of this guide for more information). 

If you wish to delete an advertisement at any time you can click the ñxò in the upper right-hand corner 

(7). 

 

Rejecting an Offer 

If you decide that you want to reject an offer, select ñRejectò (8) as shown in Image 5.05 and then 

ñConfirmò. The Flight Attendant who made the offer will be notified that it has been rejected on their ñMy 

Offersò screen. 
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Accepting an Offer 

If you decide that you want to accept an offer, select ñAcceptò (9) as shown in Image 5.05 and then 

ñConfirmò. The trade will be processed and you will be notified if the trade completes successfully. If the 

trade fails (due to legalities or other issues), you will also be notified.  

 

Comparing Offers 

You are able to compare offers from up to four Flight Attendants at the same time. Click the òAdd to 

Compareò (6) box as shown in Image 5.05. The window as shown at the bottom of Image 5.06 will 

display. 

 
Image 5.06 

Click ñCompareò (1) and a separate window appears (2) with information to compare the difference in 

days, check in time, flight time, etc., as shown in Image 5.06. 
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Status of Offers  

When you create an offer, it is only valid until it ceases to exist with the same flight details that it 

contained at the time it was created. If any of the following scenarios occur, the status of the Offer will 

be changed as follows:  

Â If an advertisement is deleted, all offer(s) for that advertisement will be marked ñExpiredò. 

Â If an advertisement is expired, then all offer(s) associated with that ad are marked as ñCanceledò.  

Â When an expiration date is set at the time the offer(s) is created, it will be marked as ñExpiredò on 

that date. 

Â When an offer(s) is accepted by the advertiser, the offer(s) is now marked as ñAcceptedò.  

Â When an offer(s) is not accepted by the advertiser, the offer(s) is now marked as ñCanceledò. 
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Chapter 6 Picking up Trips  

 Pick up from Open Time  
 

You may pick up a pairing directly from the open time display OR from your shopping cart. 

 
Image 6.01 

From the ñMarketò screen, check the ñOpen Timeò source box (1) and enter the criteria that is important 

to you, then click ñSearchò (2) as shown in Image 6.01.  

 

The results of your search will be displayed as shown in Image 6.01 and will be identified by the yellow 

color bar (3) indicating they are from open time. Once you have chosen a pairing from open time, click 

the three dots to display ñPickupò (4).  
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Image 6.02 

This will bring you to the ñInstant Checkoutò screen as shown in Image 6.02. From this screen, verify 

the transaction and click ñPickupò. 

 
Image 6.03 

A confirmation screen displays summary information of the pairing you have successfully picked up as 

shown in Image 6.03.  

From this screen, you can go back to the market to search open time or start a new pick-up. 










































































































































































