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Annual Disability Reporting Module Summary
What is this module used for?
• Annual report summarizing the disability-related complaints received during the prior 

calendar year.

What is a disability-related complaint?
• A specific written expression of dissatisfaction received from, or submitted on behalf, of an 

individual with a disability concerning a difficulty associated with the person's disability, 
experienced when using or attempting to use the carrier's services. 

Which entities are required to report?
• U.S. air carriers and foreign carriers operating to, from, or within the United States with at 

least one aircraft with a designed seating capacity of more than 60 passenger seats.
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1. Log in to the 
Industry Portal
Role: Industry User

Step 1: Log in to the industry portal as a 
user with the "Disability Reporting" 
permission
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2. Create a New Annual 
Disability Report
Role: Industry User

Step 1: Click on the “Reporting” tab

Step 2: Click “Annual Disability Reporting”

Step 3: Click “New Annual Report”
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2. Create a New Annual 
Disability Report
Role: Industry User

Step 1: Click on the “Reporting” tab

Step 2: Click “Annual Disability Reporting”

Step 3: Click “New Annual Report”
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3. Enter User Contact 
Information
Role: Industry User

Step 1: Confirm that the correct airline is 
listed for this report

Step 3: The “Reporting Year” will 
automatically be set to the previous 
calendar year relative to the current date

Step 3: Fill in user contact information at 
the top of the form

Note for foreign airlines: The “State” and “Zip” 
fields of the report are designated as required 
fields in ACERS.  Should these fields not apply 
to your airline’s contact because the contact 
exists outside of the United States, please 
enter “NA” (for Not Applicable) in the fields.
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4. Fill Out the Report
Role: Industry User

Step 1: Enter the number of complaints for 
each classification cell in the 13x13 grid

Note: Click “Zero Report” to enter all zeros 
into the grid
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5a. Save the Report
Role: Industry User

Note: If the report is incomplete and needs 
further review, the user can save the report 
and return later for submission

Step 1: At the bottom, the 
“Acknowledgment” fields are not required 
to save a report for later

Step 2: Click “Save”

Step 3: The user will receive a pop-up, 
notifying them that the report is 
incomplete and still requires submission

1
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5b. Submit the Report
Role: Industry User

Note: If the report is complete, the user 
can submit directly through the current 
form

Step 1: At the bottom, fill in the 
“Authorized Representative” field with the 
first and last name of the current individual 
submitting the report

Step 2: Click the “I Affirm” box in the 
“Certification Statement”

Step 3: Click “Submit”

Step 4: The user will receive a Success 
pop-up

1
2
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6. Revisit a Saved 
Report for Submission
Role: Industry User

Step 1: Click on the “Reporting” tab

Step 2: Click “Annual Disability Reporting”

Step 3: Click “Prior Disability Reports”

Step 4: Select your report from the list

Step 5: Update the 13x13 grid as needed at 
the bottom 

Step 6: Fill in the “Authorized 
Representative” field with the first and last 
name of the current individual submitting 
the report and check “I affirm”

Step 7: Click “Submit for Approval”

1
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6. Revisit a Saved 
Report for Submission
Role: Industry User

NOTE: If the user has not properly filled 
out the “Acknowledgement” fields before 
submitting, they will be presented with an 
error message

Step 8: Return to the “Prior Disability 
Reports” list view to confirm that the report 
status has been updated to “Submitted”

Note: Once a report is submitted, the 
user will be unable to edit the report 
or resubmit until the next calendar year
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