
ACERS External User Guide
Industry – Tarmac Delay Incidents and Contingency Plans
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Tarmac Delay Reporting Module Summary
• What is this module used for?

• Centralized portal for carriers to submit tarmac delay incidents to OACP 
staff, as well as tarmac delay contingency plans.

• What qualifies as a reportable tarmac delay incident?
• A flight that experiences a tarmac delay of more than three hours on 

domestic flights and more than four hours on international flights. 

• Who completes the report?
• Designated carrier personnel with the “Tarmac Delay Reporting" 

permission assigned to them in the ACERS portal.

3/18/2026 2



Part A:
Tarmac Delay Incidents
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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 “Tarmac Delay Reporting" 
permission.

1

3/18/2026 4



2. Create a New 
Tarmac Delay Incident
Role: Industry User

Step 1: Click on the “Reporting” tab.

Step 2: Click “Tarmac Delay Reporting”.

Step 3: Click “New Incident”.

1

2
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2. Create a New 
Tarmac Delay Incident
Role: Industry User

Step 1: Click on the “Reporting” tab.

Step 2: Click “Tarmac Delay Reporting”.

Step 3: Click “New Incident”.

3
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3. Group Manager 
Airline Selection
Role: Industry User

Step 1: If the current user is an Aviation 
Group Manager profile, the system will 
prompt them to select the specific airline 
that this incident is for

Step 2: Select the correct airline and click 
“Next”
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4. Complete the Form
Role: Industry User
Step 1: Complete all “Incident Overview” 
fields.
Step 2: Fill out date and location 
information about the delay (Optionally, 
mark this incident as “reported to BTS”).
Step 3: Specify the length of the delay.
Step 4: Provide an explanation and add the 
required file attachments at the bottom of 
the form.
Optional: If you wish to report multiple 
tarmac delays in connection with the 
attached file(s), check the “Add Another 
Incident” box.
Step 5: Click “Next”.

1
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4. Complete the Form
Role: Industry User
Step 1: Complete all “Incident Overview” 
fields.
Step 2: Fill out date and location 
information about the delay (Optionally, 
mark this incident as “reported to BTS”).
Step 3: Specify the length of the delay.
Step 4: Provide an explanation and add the 
required file attachments at the bottom of 
the form.
Optional: If you wish to report multiple 
tarmac delays in connection with the 
attached file(s), check the “Add Another 
Incident” box.
Step 5: Click “Next”.

2
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4. Complete the Form
Role: Industry User
Step 1: Complete all “Incident Overview” 
fields.
Step 2: Fill out date and location 
information about the delay (Optionally, 
mark this incident as “reported to BTS”).
Step 3: Specify the length of the delay.
Step 4: Provide an explanation and add the 
required file attachments at the bottom of 
the form.
Optional: If you wish to report multiple 
tarmac delays in connection with the 
attached file(s), check the “Add Another 
Incident” box.
Step 5: Click “Next”.

4
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5. Add Another 
Incident
Role: Industry User

Step 1: If “Add Another Incident” was 
selected, complete the form again for the 
new incident. Repeat for more related 
incidents if needed.
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5. Certification 
Statement
Role: Industry User

Step 1: Check the certification statement 
box.

Step 2: Click “Submit”.

Step 3: Click “Acknowledge” on the 
submission pop-up.

3/18/2026 12



5. Certification 
Statement
Role: Industry User

Step 1: Check the certification statement 
box.

Step 2: Click “Submit”.

Step 3: Click “Acknowledge” on the 
submission pop-up.
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6. Review Past 
Incidents
Role: Industry User

Step 1: Return to the “Tarmac Delay 
Reporting Module” welcome page.

Step 2: Click the “Past Incidents” tab and 
select the correct record.

Step 3: Use the “Chatter” tab to ask 
questions or respond to comments from 
OACP 

Step 4: Click "Related" and add any new 
files needed.
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6. Review Past 
Incidents
Role: Industry User

Step 1: Return to the “Tarmac Delay 
Reporting Module” welcome page.

Step 2: Click the “Past Incidents” tab and 
select the correct record.

Step 3: Use the “Chatter” tab to ask 
questions or respond to comments from 
OACP 

Step 4: Click "Related" and add any new 
files needed.
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Part B:
Tarmac Delay Contingency Plans
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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 “Tarmac Delay Reporting" 
permission.

1
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2. Create a New 
Contingency Plan
Role: Industry User

Step 1: Click on the “Reporting” tab.

Step 2: Click “Tarmac Delay Reporting”.

Step 3: Click “New Contingency Plan”.

1

2
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2. Create a New 
Contingency Plan
Role: Industry User

Step 1: Click on the “Reporting” tab.

Step 2: Click “Tarmac Delay Reporting”.

Step 3: Click “New Contingency Plan”.

3
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3. Group Manager 
Airline Selection
Role: Industry User

Step 1: If the current user is an Aviation 
Group Manager profile, the system will 
prompt them to select the specific airline 
that this plan is for

Step 2: Select the correct airline and click 
“Next”
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4. Complete the Form
Role: Industry User

Step 1: Fill out a “Plan Title”.

Step 2: Upload the required file 
attachment(s) at the bottom of the form.

Step 3: Click “Next”.

Step 4: Complete the affirmation 
statement and click “Submit”.

Step 5: Click “Acknowledge”. 2
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4. Complete the Form
Role: Industry User

Step 1: Fill out a “Plan Title”.

Step 2: Upload the required file 
attachment(s) at the bottom of the form.

Step 3: Click “Next”.

Step 4: Complete the affirmation 
statement and click “Submit”.

Step 5: Click “Acknowledge”.
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4. Complete the Form
Role: Industry User

Step 1: Fill out a “Plan Title”.

Step 2: Upload the required file 
attachment(s) at the bottom of the form.

Step 3: Click “Next”.

Step 4: Complete the affirmation 
statement and click “Submit”.

Step 5: Click “Acknowledge”.
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5. Review Past 
Contingency Plans
Role: Industry User

Step 1: Return to the “Tarmac Relay 
Reporting Module” welcome page.

Step 2: Click the “Past Contingency Plans” 
tab and select the correct record.

Step 3: Use the “Chatter” tab to ask 
questions or respond to comments from 
OACP 

Step 4: Click "Related" and add any new 
files needed and track the approval 
process of the plan.

Step 5: If the plan is “Denied”, the record 
will be editable and able to be 
resubmitted.
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5. Review Past 
Contingency Plans
Role: Industry User

Step 1: Return to the “Tarmac Relay 
Reporting Module” welcome page.

Step 2: Click the “Past Contingency Plans” 
tab and select the correct record.

Step 3: Use the “Chatter” tab to ask 
questions or respond to comments from 
OACP.

Step 4: Click "Related" and add any new 
files needed and track the approval 
process of the plan.

Step 5: If the plan is “Denied”, the record 
will be editable and able to be 
resubmitted.
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5. Review Past 
Contingency Plans
Role: Industry User

Step 1: Return to the “Tarmac Relay 
Reporting Module” welcome page.

Step 2: Click the “Past Contingency Plans” 
tab and select the correct record.

Step 3: Use the “Chatter” tab to ask 
questions or respond to comments from 
OACP 

Step 4: Click "Related" and add any new 
files needed and track the approval 
process of the plan.

Step 5: If the plan is “Denied”, the record 
will be editable and able to be 
resubmitted.
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