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Introduction 

CERS – Corporate Event Reporting System 
Pronounced ‘sirs’, CERS is the central repository / management tool for event information for 

American Airlines Mainline and Regional operations. CERS also serves as the critical incident 

notification vehicle for those events. Events can be, but not limited to, any irregularity involving 

safety, security, or medical issue pertaining to daily operations. 

 

 

 



      CERS 

 

New CERS Web User Guide v2.0 4 ©2020 American Airlines Inc., All rights reserved 
 

  

Accessibility 
You can access CERS via a web browser on any computer or on any mobile device. Screen 

rendering on a mobile device has been modified to scale appropriately to utilize the available 

screen size. 
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New CERS Web 

Log in 
Use https://newcers.aa.com and enter your JetNet id and password 

 

  

https://newcers.aa.com/
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Home 
After you’ve completed your login, this is the home page. 

 In the upper right corner, your last name, first name, profile number and down-arrow-circle 

o To logout, click the down-arrow-circle and select logout 

 Tabs available to all users include: 

o Home 

o Fill out report 

o Report history 

o To do 

o Help 
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Fill out report 
To start a new report from the web, click on ‘Fill out report’ 

Category selection 

A unique set of categories will be displayed based on your workgroup. 
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On selection of a category, you are provided with a screen that consists of four sub header tabs 

(sections): Flight, Questions, Notes & Attachments, and Summary.  

 

There is no sequential order to filling out a report. The user can navigate to any of the tabs. 

Sections are either ‘Required’  or ‘Optional’ depending on the Category. A red dot  against 

a question indicates that its answer is required.  Once you’ve completed a required section, it 

will appear with a  indicating you have completed the required questions. 

Note:  These options will change based upon the category selected. 

 

Flight 

Under the flight tab, user will provide a flight and/or aircraft information related to the report 

as applicable. 

What was involved 

A drop-down box under this question allows to choose the appropriate flight or aircraft 

information. 

 ‘A flight’ – select this when the event occurs on or during a flight  

 ‘An aircraft, but not a flight’ – select this when the event doesn’t include an active flight 

 ‘None of the above’ – select this option when the event does not involve a flight or 

aircraft 
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Note:  These options will change based upon the category selected.  
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A flight 

Fields marked with a red dot ( ) are required. There are three options to fill the Flight 
information page: 

1) ‘My crew sequence’ is available to all flight crew members to select from the last three 
days of their sequence list. This option is just above the ‘What was involved’ question. If 
you are not a flight crew member, you will not see this option. 

2) ‘Find flights’ allows you to search for any flight using flight number, flight date and 
departure station 

3) Enter all the fields manually, complete as much information is known 
 

Please confirm all required fields are completed before clicking ‘Next’.  You may have to scroll 

the screen to see all options 
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My crew sequence 

Currently, you will see your flights from the last three days, when ‘My crew sequence’ is 

selected.  Select the appropriate leg and the screen will return to the flight information screen 

and update the information for you. 

Note: ‘My crew sequence’ may be blank if you haven’t flown in the last three days. We will be 

extending the sequence to include the full bid month. 
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Find flights 

In the ‘Search for a flight’ window, fields marked with a red dot ( ) are required. Enter Flight 

number, Departure date, Departure station (optional) and click ‘Search.’ If a valid flight(s) is 

found, it will be displayed under the Departure station. Select the appropriate flight and flight 

information will be auto filled. If a valid flight was not found, you will receive a message ‘No 

flight found’. Please search again or manually enter information on the ‘Flight information’ 

screen. 

Example of a valid flight search: 
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Flight information pre-filled 

‘My crew sequence’ and ‘Find flights’ return data to flight information, except ‘Phase of flight.’ 

 

Phase of flight 

Select ‘Phase of flight’ as appropriate from the drop down. The phase of flight dropdown list 

may vary based on your workgroup. 
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Example of a completed section 

A section is deemed complete when all its required questions have been answered. Once a 

section is completed, the status bar will show a green circle and check mark  against that 

section. In the example below, the ‘Flight’ section is completed, and the ‘Questions’ section is 

highlighted as the next section available to be answered. The user can also navigate between 

sections at any time. 
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Questions 

In this section, you will answer specific questions regarding the category.  Answer questions 

regarding the station, location, date and time of the event and additional questions pertaining 

to the category as required by your workgroup. 
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People involved 

Based on the category selection, the people involved in your report can be crew, passenger, 

employee or unknown.  

Example of adding an injured or ill flight deck crew:  

 

Clicking on ‘Add a injured or ill flight deck crew’ will expand to show additional and/or follow up 

questions as shown below: 
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If a question requires you to provide first and last names, an appropriate ‘Search’ feature is 

provided. Clicking the magnifying glass against the search will bring up the name list for the 

selected flight. 

Example of a crew search: 

 

Clicking on any field in the search window will highlight the row. Your selection is also displayed 

on the bottom left of the window. Click on ‘Select’ button and the selection is auto filled. 
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Example of a passenger search: 

 

Example of an employee search: 
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When searching for an employee, there are six search fields available, at least one field must be 

entered.  

 

Enter one or more fields and click ‘Search’. Input more fields and you’ll get a narrow set of 

results. 

 

 



      CERS 

 

New CERS Web User Guide v2.0 20 ©2020 American Airlines Inc., All rights reserved 
 

Example of an unknown person: 

If a question requires first and last names, and is not available or unknown, the user can select 

the N/A. 

 

Example of removing a question: 

Clicking on the against the question will collapse the section. However, you will not see this 

option if the question requires answer(s) from you. 
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Notes & Attachments 
 

 

Description 

This is a required field. Click in the textbox and enter your narrative about the event. 
 

 

Recommendation 

‘Recommendations’ are optional, click in the text box to enter any recommendations you have 
to prevent recurrence. 
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Attachment 

If you have a picture or an attachment relevant to your report, click ‘Add attachment’ and select 

from the saved location. 

 

  



      CERS 

 

New CERS Web User Guide v2.0 23 ©2020 American Airlines Inc., All rights reserved 
 

Summary 

 An example of the summary page: 
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Once all the sections are completed, you should see green circle and check mark  against all 

the sections. Then click ‘Submit’. You will get a confirmation notification with the report id. 

Example of report submission: 

 

If any of the sections are incomplete when the user clicks ‘Submit’, an appropriate error 

message in ‘red’ will be displayed at the top right corner of the screen as shown: 
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Report history 
 Features of report history, depending on your role, include 

o My reports – reports submitted by the user 

 Displays report history from the last xx days (xx to be determined) 

 

o All reports – reports submitted by a work group 

 Visible to authorized users only 

 Displays reports submitted in the last 30 days and older reports that are not 

closed 
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o Cognos advanced search – access to older reports including expanded search 

functionality 

 Visible to authorized users only 

 Every submitter by default has access to My reports and Clear filter 

o Each row is a clickable and will take you to the ‘Report detail’ 

o Each column header on this page can be used to filter or sort your data 

 Currently, lists will only show 10 reports per page 

o Use the arrows on the bottom right of the page to view the next page 
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Report detail 
 Sections on report detail include the following and will vary depending on your role 

o Submitter info 

o Flight info 

o *Description 

o *Recommendation 

o Question / answer 

o Replies to submitter 

o Messages 

o Activity list 

o **Attachment 

* A submitter can add additional narrative or attachments as long as the report is not ‘Closed’ 

** A submitter or responder can add attachments as long as the report is not ‘Closed’  

 Each section has a down/up-arrow-circle that allows you to expand/collapse the section as needed 

 The ‘Expand all’ button will expand all sections 

 The ‘Collapse all’ button will collapse all sections 

 Features within report detail include the following and will vary depending on your role 

o *Add reply (under Replies to submitter) 

o *Request response (under Messages) 

o **Respond to request (under Messages) 

o Activity list 

o Print 

* represents features the designated users can utilize as long as the report is not ‘Closed’ 

** represents feature a responder can utilize as long as the report is not ‘Closed’ 

 

 Once a report is submitted, the report details cannot be edited 

 

See image on next page. 
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Continued on next page. 
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Continued on next page. 
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To do 
This section displays all the reports that require action by the user. Actions for example can be 

where a submitter has requested a response, or a user has been delegated to respond to a 

request. The action required by user is in the ‘To do task’ column. Clicking the report id against 

the appropriate task will take you to the required action page. 
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Help 
 The ‘help’ tab provides brief overview of 

o Navigation tabs 

o A link to the user guide with an in depth explanation of features and accessibility 

o Frequently asked questions 
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Work flow 

Email notification 
After a report is submitted, the Base Chief Pilots will receive an email notification.  The email notification will 

look something like below. 

If the submitter requested a reply it will be noted in the email 

Information is kept to a minimum in the email to minimize personal identifiable information (PII) and will be 

minimized further in the future. 
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Replies to submitter 
To reply to a report submission, simply click on the report id on the email notification to open the 

newcers.aa.com website.  If you are not already logged into (JetNet, AAPilots, others), you will need to sign in 

first, after which you will be directed to the report detail that corresponds to the report id from the email. 

Alternate ways to manage your replies is to: 

 Open the newcers.aa.com website 

 Click Report history 

 Then ‘All reports’ 

 Select the report you want to reply to and click on the report id 

 OR 

 Open the newcers.aa.com website 

 Click Report history 

 Then ‘To-do’ (this view displays all reports that you are responsible for) 

 Select the report you want to reply to and click on the report id 

Once you are successfully on the report detail page, scroll down to ‘Replies to submitter’ and click ‘Add reply’. A 

text box will appear to enter your reply. Click ‘Send’ when done. Your reply will be seen under ‘Replies to 

submitter.   
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Report status 
You also have an opportunity to change the status by going to ‘Report Status’ drop down and choosing the 

appropriate status. 

 

Request response 
To request a response from a delegate simply click on the ‘Request response’ option under ‘Messages’.   

 

 The Request a response comment box is where you provide direction to the responder.  This will send an 

email to the selected responder(s) and they will be able to complete the respond to request function. 

 
 To assign one or more responder(s) 

o Click on the ‘Add’ depending on your screen size, it can be located under ‘Responders’ or on the 

left  side of the page 
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o From here you can search by employee id or first name, last name, job title, department, station 

code; see example below 

 
 

o Select the person by clicking ‘Add’ in the right column 

o Repeat as necessary 

Continued on next page. 
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Example of search: 

 

The selected person(s) name will appear above the search fields. To see the person details, hover over the 

selected name. To remove a selected person, click on the red circle against their name. 
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Below is a sample email that the responder will receive. 
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Respond to request 
To respond to a request, simply click on the report id on the email notification to open the newcers.aa.com 

website.  If you are not already logged into (JetNet, AAPilots, others), you will need to sign in first, after which 

you will be directed to the report detail that corresponds to the report id from the email. 

Based on your user privileges, you may or may not see all the choices listed below. Click on the ‘Request 

response’ option. 

 

Enter your response in the ‘Comment’ box and click ‘Send’ when done.  

NOTE: your response will be received by the chief pilot(s) who requested your feedback. The submitter of the 

report will not receive the response. 
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Print 
 

All users have the capability to print the report by selecting the ‘Print’ option.  The ‘Messages’ section is not 

included in the print out. 
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Activity list 
The activity list will display any of the following transactions for a report:  

 Reply sent 

 Request response 

 Respond to request 

 Report status changed 

 Notified recipient 

 Additional notes received 

 Additional suggestion received 

 Additional attachment received 

All users have visibility to this section. 

 



      CERS 

 

New CERS Web User Guide v2.0 42 ©2020 American Airlines Inc., All rights reserved 
 

Messages 
The ‘Messages’ section contains a log of all requests and responses for the specific report.  All ‘Request 

response(s)’ and ‘Respond to request’ narratives along with the requester/responder name and date time 

stamp are displayed, as shown below.  The ability to view this section depends on your privileges and the 

submitter will not have visibility to this section. 
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Cognos 

Advanced search 
The link ‘Cognos advanced search’ provides additional visibility and flexibility to query legacy Pilot Pipeline, 

a.k.a. P2 reports as well as the new CERS Pilot debrief reports going forward.  The Cognos interface also allows 

the user to export the data in multiple formats.  Please keep in mind, the legacy data and new data are not 

merged together, so it will require searching twice depending on your needs. 

The option to switch between Legacy P2 and CERS Debrief is at the top left, labeled ‘Database.’  Switching 

between databases will change the options on the screen accordingly. 

One option at the bottom of the page is to select between ‘List’ and ‘Detail’ output.  List provide you a listing of 

all records with a hyperlink to access each report detail on newcers.aa.com website.  Detail provides a similar 

listing without hyperlink access, but provide the narrative. 

See next page.  
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Legacy P2 search vs. the new Cognos advanced search.  There is a selection on the Cognos advanced search for 

Legacy P2 data (before 8/15/2018) or CERS Debrief (8/15/2018 forward).  The search options will change based 

on the selection. 
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Below is a screen shot of the ‘Cognos advanced search output’ 

Advanced search report type:  List 

 

Advanced search report type:  List 
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Included with all Cognos reports, is the ability to export to: 

 

Scheduled reports 
The following Cognos reports are scheduled reports for automated delivery to defined recipients.  With the 

appropriate access, they can be viewed or refreshed from within the Cognos web site. 

Pilot Debrief Daily Sift 
The ‘daily sift’ report, similar to what the Flight SMS Manager produced daily, is now an automated report that 

will be distributed twice each morning.  The first report will be to the Flight SMS group to review and revise 

narratives as needed.  The second report will reflect the updated narratives and will have a broader distribution 

list as determined by the Flight SMS Manager. 

Pilot Debrief Daily Sift List 
The daily sift list is a de-identified report similar to the daily sift report, but is utilized for departments outside 

the Flight department. 

Pilot Debrief Base Station Summary 
The base station summary is similar to the daily sift report, but only lists reports for a given base station.  Chief 

pilots will only receive the summary for their base. 
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Pilot Debrief Fleet Summary 
The fleet summary is similar to the daily sift report but only lists reports for a given fleet.  Fleet 

managers/captains/tech pilots will only receive their specific report.  
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Frequently asked questions 
Can I open a report using any browser?  

No, currently the browsers supported are IE, Chrome and Safari. 

 

Can I Request response from myself or to the submitter?   

No, it’s not a recommended practice. 

 The submitter is not able to reply as the reply functionality isn’t available to them.  Tasking them to 

respond without an ability to do so. 

 Requesting a response from yourself is also not a recommended practice.  You are delegating others to 

respond, you don’t need to be tasked also. 

Why can’t I …? 

 Add attachment 

 Add description 

 Add recommendation 

 Reply 

 Forward 

Either you are not authorized OR the report has been ‘Closed’ 

How can I reply or add attachment after a report status is ‘Closed’?  

If authorized, the report status can be changed to allow the ability to add an attachment or reply/forward. 
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