
Version Mar 16  

 

 

 

AACM  

Flight Application System 

Airline Account 

User Manual 

 

 

 

 

 

 

 



AACM Flight Application System Airline Account User Manual 

 

Version Mar 16    Index 

 

Index 

1. System overview ................................................................................................................................. 1 

2. Registration of account ....................................................................................................................... 2 

2.1. To register an Account .......................................................................................................... 2 

2.2. First Time Login ................................................................................................................... 4 

3. Dashboard ........................................................................................................................................... 5 

3.1. View Account Information .................................................................................................... 5 

3.2. Change Password .................................................................................................................. 5 

3.3. Change Account Information. ............................................................................................... 6 

4. Submit Documents .............................................................................................................................. 6 

4.1. Upload Operator’s Document ............................................................................................... 6 

4.2. Upload Aircraft Documents .................................................................................................. 9 

4.3. Update Expired/Rejected documents .................................................................................. 13 

4.4. View the status of the documents uploaded ........................................................................ 17 

5. Apply New Flight ............................................................................................................................. 19 

6. Application List ................................................................................................................................ 39 

6.1. Check the status of each application ................................................................................... 39 

6.2. View the details of each application ................................................................................... 39 

6.3. Cancel submitted application NOT yet approved or rejected by AACM ........................... 41 

6.4. Download Approval when the Application is approved ..................................................... 42 

6.5. Indicate flight sector(s) cancelled ....................................................................................... 42 

6.6. Copy an existing application as a new application ............................................................. 44 

 

 



AACM Flight Application System Airline Account User Manual 

 

Version Mar 16 Page 1 

 

1. System overview 

 Airline account is mainly for holder of an Air Operator Certificate (AOC) or equivalent 

document.  

 System is created with a “self-administered” concept. 

 File size of one document uploaded to the System is limited to 3Mb. Both PDF and JPEG 

format is acceptable, while PDF is preferred. 

 Always submit documents before a flight application. 

 Always check carefully your application or files uploaded before submission to AACM.  

 An “Approved” or “Rejected” application cannot be revised, deleted or cancelled. A new 

application is to be submitted should there be any change. 

 Specify the Day of Operation “DOP” if the flight is operated for a period of time. 

 Always “Save” before “Submit”. 

 Data or documents “Saved” are only saved at the Account, click “Submit” to submit an 

application or document.  
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2. Registration of account 

2.1. To register an Account  

Go to Flight Application System login page at: https://fltapp.aacm.gov.mo/login, click .  

 
Login page 

 

The following screen will be displayed. 

 

 
Application for user account for Airline 

 

 

 

 

https://fltapp.aacm.gov.mo/login
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Fill-in the required fields.   

1) Account Type – Choose “Airline” from the pull down menu if the account is applied by an 

airline. 

2) User ID – User ID is a unique identification for login. Use ALL CAPITAL LETTERS without 

space for User ID.  

Note: User ID cannot be changed after registration.  

3) Name of Operator –Enter the name of operator as appeared in the Air Operator Certificate or 

the equivalent document. 

4) ICAO Operator Code – Enter the 4-letter ICAO Operator Code of the Airline. 

5) IATA Operator Code – Enter the 3-letter IATA Operator Code of the Airline. 

6) Address of Operator – Enter the principle address of the Airline. It should be the address as 

appeared in the Air Operator Certificate or the equivalent document. 

7) Telephone – Enter the main telephone number of the Airline.  

8) Fax – Enter the main fax number of the Airline.  

9) Email – Enter the email address of the Responsible Department/Person for use of the “Flight 

Application System” Account. 

10) Reconfirm Email – Re-enter the email address of the Responsible Department/Person for use 

of the “Flight Application System” Account. 

Click  to submit the registration to AACM. A notification message indicating that the 

application has been submitted will be displayed.  Once the application for account is approved, 

the Account Password will be sent by email to the email address specified on the application form 

for account.  

 
Acknowledgement of application for user account 
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2.2. First Time Login 

Click to change password for first time login.  

 
Change Password 

 

After successfully changing the password, a notification message indicating that the password has 

successfully changed will be displayed.  

 
Account Password changed successfully 
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3. Dashboard 

In this module, operator may: 

 View Account Information 

 Change Password 

 Change Account Information 

3.1. View Account Information  

 
Account Info 

3.2. Change Password 

 
Change Password 
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3.3. Change Account Information. 

 
Change Account Info 

 

Note: Some of the Account information is NOT to be changed. A new account has to be 

registered when any of the information is to be changed.  

 

4. Submit Documents 

In this module, operator may: 

 Upload Operator’s Document. 

 Upload Aircraft Documents. 

 Update Expired/Rejected documents. 

 View the status of the documents uploaded. 

 

4.1. Upload Operator’s Document 

Operator’s Document – TWO (2) documents are to be uploaded in this procedure: i) Air Operator 

Certificate or Equivalent Document and ii) Operations Specifications. 

Choose in the main menu, click , the following screen will be 

displayed.  
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Operator Document List 

Click , the following screen will be displayed. 

 
Upload Operator Document 
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Fill-in the required fields. 

1) Airline Name – Airline Name will be displayed automatically. 

2) Responsible person from Operator for safety/regulatory compliance – Enter the 

information of a personnel from the airline who is in charge of safety issues of the airline.  

3) AOC/Operations Specifications issuing Authority Contact Details - Issuing Authority is 

the Authority that issued the licenses to the airline. For example, the issuing Authority of Air 

Macau is the Civil Aviation Authority, Macao.  

4) Air Operator Certificate or Equivalent Document - Tick the checkbox of the Type of 

Document to be submitted.  the file to be uploaded.  

5) Operator Name – Enter the operator name as appeared in the AOC or the equivalent 

document.  

6) Expiry Date – Use date picker to specify the Expiry Date of the AOC or the equivalent 

document or input manually in dd/mm/yyyy format. If the AOC has no expiry date specified, 

tick the checkbox . 

7) Operations Specifications – tick the checkbox of the Type of Document to be submitted. 

 the file to be uploaded.  

NOTE: Operations Specifications – Minimum requirement is to submit the summary 

pages of the Operation Specifications in ICAO standard format.   

To save and preview the documents uploaded, click , the following screen will be displayed.  

 
Preview Operators Document 

Click to save the documents uploaded but NOT submitting to AACM.  

Click to delete the documents uploaded. 
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Click  to re-upload a document or re-type the required fields. 

Click to submit the documents. A notification message indicating that the document has been 

submitted will be displayed.  

  
 

Document has been submitted 

4.2. Upload Aircraft Documents 

Aircraft Document – FOUR (4) main documents of an aircraft are to be uploaded in this procedure:  

i) Certificate of Registration (CoR), ii) Certificate of Airworthiness (CoA) & Airworthiness 

Review Certificate (if available), iii) Noise Certificate and iv) Insurance. 

Choose in the main menu, click , the following screen will be displayed. 
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Submit Aircraft Documents 

Click , the following screen will be displayed. 

 
Upload Aircraft Documents 

Fill-in the required fields. 

1) Operators Document – Airline name will be displayed automatically. 

2) Aircraft Type – Click , the following screen will be displayed. Search the suitable 

aircraft type, click  to input the suitable aircraft type. 
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Select Aircraft Type 

 

3) Registration Mark – Enter the Registration Mark of the Aircraft as appeared in the Certificate of 

Registration. 

4) Aircraft Nationality – Enter the aircraft nationality, i.e. the country at which the aircraft is 

registered. 

5) Certificate of Registration (CoR) – Use date picker to specify the Expiry Date of the CoR or 

input manually in dd/mm/yyyy format. If the CoR has no expiry date specified, tick the 

checkbox . 

6) Certificate of Airworthiness (CoA) – Use date picker to specify the Expiry Date of the CoA or 

input manually in dd/mm/yyyy format. If the CoA has no expiry date specified, tick the 

checkbox . 

NOTE: If an ARC is available, enter the Expiry date of the ARC instead of the CoA. 

7) Airworthiness Review Certificate (if available) (ARC) – Upload also the Airworthiness Review 

Certificate if available.  Use date picker to specify the Expiry Date of the Airworthiness 

Review Certificate or input manually in dd/mm/yyyy format. If the Airworthiness Review 

Certificate has no expiry date specified, tick the checkbox . 

8) Noise Certificate) – Enter the ICAO Noise Level of the aircraft. Example, enter “4” for a 

Chapter 4 noise level aircraft. Use date picker to specify the Expiry Date of the Noise 

Certificate or input manually in dd/mm/yyyy format. If the Noise Certificate has no expiry 

date specified, tick the checkbox . 

9) Insurance – Enter the name of the insured in the insurance document. Use date picker to 

specify the Expiry Date of the Insurance or input manually in dd/mm/yyyy format. If the 

Insurance has no expiry date specified, tick the checkbox . Enter the Combined 

Single Limit for Third Party Liability for any one accident/incident/occurrence in USD or 

equivalent value.  

Click to save and preview the documents uploaded. Preview of the documents uploaded will be 
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displayed.  

 
Preview Aircraft Documents 

Click  to save the documents uploaded but NOT submitting to AACM. 
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Click to delete the documents uploaded. 

Click  to re-upload a document or re-type the required fields. 

Click to submit the documents uploaded.  A notification message indicating that the 

document has been submitted will be displayed.  

 
Document has been submitted 

 

4.3. Update Expired/Rejected documents 

To update an “Expired” or “Rejected” Operators Document, choose in the main menu, 

click , the following screen will be displayed. 

 
Operators Document List 
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Click , the following screen will be displayed. 

 
Preview Operators Document 

Click , the following screen will be displayed. 
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Update Operators Document 

Tick the relevant checkbox of the Type of Document to be updated, in this example, only the 

Operations Specifications needs to be updated,  the file to be uploaded, then repeat steps as 

in 4.1. 

To update an “Expired” or “Rejected” Aircraft Document, Choose in the main menu, 

click , the following screen will be displayed. 

 
Aircraft Document List 

 

 

Click , the following screen will be displayed. 
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Preview Aircraft Document 

Click , the following screen will be displayed. 

  

Update Aircraft Document 
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Tick the relevant checkbox of the Type of Document to be updated, in this example, only the CoA 

needs to be updated,  the file to be uploaded, then repeat steps as in 4.2. 

 

4.4. View the status of the documents uploaded 

To view the status of the document submitted, choose in the main menu, click either 

or . The following screens showing the status of the document will be 

displayed.  

 Operators Document List 

 

 

When the document is submitted successfully to AACM, the status of the document will be shown as 

“Submitted”. 
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Aircraft Document List 

When the document is accepted by AACM, the status of the document will be shown as “Accepted”. 

 
Aircraft Document Status 

When the document is expired, the status of the document will be shown as “Expired”. Click 

 to update the document as necessary. 
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5. Apply New Flight 

This module is for operator to submit flight application to AACM.  

Choose in the main menu  

1) Type of Application – Choose the type of application from the pull down list. 

NOTE: Once the Type of Application is selected, it cannot be changed during the application 

process. 

 
Apply New Flight – Scheduled Pax 
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Apply New Flight – Scheduled Cargo 
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Apply New Flight – Charter Pax 
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Apply New Flight – Charter Cargo 
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Apply New Flight – Extra Pax 
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Apply New Flight – Extra Cargo 
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Apply New Flight – Aerial Work 
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Apply New Flight – Charter 
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Apply New Flight – Medical 
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Apply New Flight – Private Non-revenue, State Flight, Ferry/Position, Test, Training, Technical Stop  

 



AACM Flight Application System Airline Account User Manual 

 

Version Mar 16 Page 29 

 

 
Apply New Flight – Alternate 

 

Fill-in the required fields.   

1) Airline Name – Airline Name will be displayed automatically. 

2) Name of local handling agent – Enter the name of the agent or company that does the local 

ground handling, cargo handling, passenger handling or aircraft maintenance of the airline. 

3) Applicant Details – Enter the details of the personnel who submits the application. 

4) Aircraft Registration Mark – Use  to go to the “Aircraft Document List”. Aircraft of 

which the documents saved in System will be displayed.  
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Aircraft Document List 

Tick the checkbox to select the aircraft to be used. Click  to return to the “Apply New 

Flight” page. 

NOTE: “Aircraft Document List” for flight application only shows “Submitted” or 

“Accepted” aircraft.   

NOTE: For scheduled and extra flights application, just need to select one (1) aircraft 

for each aircraft type used.  

5) Aircraft Manufacturer/Model – This field will be displayed automatically after selection of 

aircraft from the “Aircraft Document List”. 

6) Use leased aircraft – Use pull-down menu to state if leased aircraft(s) will be used for the 

application. Additional documents or information are required for use of leased 

aircraft(s). 

7) No. of seat – Enter the number of seats of the specified aircraft type. The number should not 

exceed 4 numerals. This field is optional. 

8) Cargo capacity (tonnes) – Enter the cargo capacity (tonnes) of the aircraft. This field is 

optional. 

9) Reason/Purpose of flight – Enter the reason or purpose of the flight in free text format. 

Example, “Position an aircraft to charter passenger flights”, “Additional flights to meet extra 

demand for Chinese New Year.” 

10) Remark – Enter any other additional information in free text format as necessary.  Example, 

“This is a revision of Approval No. AACM16001”.  
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Charterer Details: 

11) Name of Charterer – Enter the name of the charterer.  

12) Address - Enter the address of the charterer.  

13) Tel - Enter the telephone number of the charterer.  

14) Email - Enter the email address of the charterer. 

15) Fax - Enter the fax number of the charterer. 

Details of Cargo:  

16) Amount of Cargo (kg) – Enter the cargo amount (kg) on the flight.  

17) Loading Point(s) – Enter the point(s) where the cargo is loaded. 

18) Unloading Point(s) – Enter the point(s) where the cargo is unloaded. 

19) Description/Nature - Provide information of cargo transported, example, “computer parts”, 

“musical instruments for concert”. 

20) Name of Consignor - Enter the name of cargo consignor. 

21) Name of Consignee –Enter the name of cargo consignee. 

22) Transport of Dangerous Goods - Use pull-down menu to state if the operation involves 

transport of dangerous goods.  

NOTE: A separate authorization is needed for transport of Dangerous Goods. Additional 

documents and/or information are required for transport of dangerous goods. 

After inputting all fields, click , the following page will be displayed. 

 
Add flight schedule 

 

Click  at the bottom of the page to add flight schedule. 
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Add Flight Schedule List 

According to the “Type of Application”, the page for adding “Flight Schedule Details” will be 

displayed. 

 
Flight Schedule Details - Scheduled/Extra flights 

 

 

 

 
Flight Schedule Details - Charter flights 
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Flight Schedule Details - Non-commercial flights  

 

 

 
Flight Schedule Details - Aerial Work 

 



AACM Flight Application System Airline Account User Manual 

 

Version Mar 16 Page 34 

 

 
Flight Schedule Details - Alternate 

 

23) Flight No. – Input either Flight no. or Call Sign. For Flight No., the format should contain 

two parts - 3-letter ICAO Operator Code and 3 to 5 numerals (e.g. AMU001). For Call Sign, it 

is in free format (e.g. MEDIC01). 

24) Route – Click Port  to choose the suitable port, or input it manually in ICAO 4-letter 

port code format. 

NOTE: For Scheduled Flight Application, Ports must be separated by "–" (dash) and 

indicate port for ferry/technical stop by “*”.  

NOTE: For Aerial Work, Route can also be described in details in free text format. 

NOTE: For Alternate, enter the Routes that will use Macao as an alternate airport. 

 
Port List Page 
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25) Effective Period Start Date/End Date - Use date picker to specify the Effective Period of the 

flight schedules or input manually in dd/mm/yyyy format.  

26) DOP - Tick the DOP checkbox to specify the days of operation. (1-Monday; 2-Tuesday; 

3-Wednesday; 4-Thursday; 5-Friday; 6-Saturday; 7-Sunday) 

27) Local Time STD (Scheduled Time of Departure) – This is the scheduled time of departure in 

local time. The format is HH24MI (e.g. 1800).  

28) Local Time STA (Scheduled Time of Arrival) – This is scheduled time of arrival in local time. 

The format is HH24MI (e.g. 1800).  

NOTE: For Alternate application, STD and STA are optional fields. 

29) Operation Date – Use the date picker to specify the Operation Date of the flight schedule or 

input it manually. The specified date should be in dd/mm/yyyy format.  

Enter the flight sector by sector, click for each sector entered. 

Click  when all the flight sectors are inputted. The “Application Details” page will be displayed. 
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Application Details under “Editing” status 

Recheck the “Flight Schedule List” on the “Application Details” page.  

Click  to edit the “Flight Schedule List”. 

Click  to delete the whole “Flight Schedule List”. 

Click  at Functions to delete a flight sector. 

Click  at Functions to edit a flight sector. 
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Click  to save the application. The following screen will be displayed.  

 
Application Details saved 

Click  to delete the application. 

NOTE: An application can be deleted before submission, but cannot be deleted after 

submission. 

Click to submit the application. A notification message indicating that the data has been 

modified successfully will be displayed.  
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Application Details under “Submitted” Status 

 

Click  to cancel the submitted application. 

NOTE: An Application which is approved or rejected by AACM cannot be cancelled.  
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6. Application List 

In this module, operator may  

 Check the status of each application. 

 View the details of each application. 

 Cancel submitted application NOT yet approved or rejected by AACM. 

 Download Approval when the Application is approved. 

 Indicate flight sector(s) cancelled.  

 Copy an existing application as a new application. 

6.1. Check the status of each application   

Choose in the main menu. The following screen will be displayed. Operator may 

check the status of each application at “Application Status”.   

 
Application List 

 

6.2. View the details of each application  

Click at Functions column to view the details of the each application. Details of the application 

will be displayed. 
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Application Details under “Approved” Status 

 

 

Applicant may download the Approval of an approved Application by clicking 

on the “Application Details” page.   

Alternatively, the Approval can also be downloaded by clicking the Approval at Functions on 

“Application List” page.  
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6.3. Cancel submitted application NOT yet approved or rejected by 

AACM 

 
Application Details under “Submitted” Status 

Click  on the “Application Details” page, the Application will be cancelled. 

NOTE: An Application which is approved or rejected by AACM cannot be cancelled.  
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6.4. Download Approval when the Application is approved   

 
Application List 

On the “Application Details” page, click the Approval icon to download the Approval of an 

approved Application, the relevant Approval will be downloaded.  

Alternatively, the Approval can also be downloaded on the “Application Details” page by clicking 

. 

6.5. Indicate flight sector(s) cancelled 

On the “Application Details” page, click  beside the flight sector to be cancelled. 
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Application Details 
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The following page will be displayed. 

 

 
Edit Cancellation Remark 

Enter the cancellation remark and click .  

 

6.6. Copy an existing application as a new application 

To copy a specific existing application, click  beside the application that is to be copied.  

 
Application List 
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A pop-up message indicating that the Application is copied will be displayed. Click  to 

continue. 

 

NOTE: All fields will be copied from the existing application to the new application, except for 

“Aircraft used for operations to Macao”. 

Edit the application details as necessary. 

NOTE: Click  to save any changes made before editing the “Flight Schedule List”. 

Click  to delete the whole “Flight Schedule List”. 

Click  to edit the “Flight Schedule List”. The following screen will be displayed. 
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Click  to add more flight sectors. 

Click  to delete one/several flight sector(s). 

Click to save the “Flight Schedule Details” and return to “Application Details” page. 

 

 

 


