
“IOR – How-To Guide” 
 
Submitting an Irregular Operations Report 

Inflight Services 



“How To Guide” 
FOR SUBMITTING AN IRREGULAR OPERATIONS REPORT (IOR) 

 
 

Welcome to United’s Safety Reporting System.  This new electronic platform is United’s repository 
for all safety reports. 

 
The new report that we will use in the system is the Irregular Operations Report (IOR).  It will: 
 
Harmonize all safety, medical and security reporting; eliminating paper reports and the current 

Flight Attendant Safety Reporting (FASR) system. 
Be easy to use and improve the follow-up and reporting process. 
Provide the company with a centralized source for safety data. 

 
Effective December 5, 2013, flight attendants are required to submit an IOR when documenting 

safety, security or medical incidents involving customers or crewmembers, that may require  
 follow-up by the company. 



The new safety report (IOR) will be submitted via the Flying Together website.  To access the system:   
• Go to Flying Together 
• From the Inflight Services Department page, click on the Safety & Security link (pictured below) 



 

For FABC Use Only.  Do Not Distribute. 

• Under Reporting, click where directed “To file a new IOR” (pictured below) 



• After clicking on the IOR link, you will see a screen with the status of the report at the top (draft, submitted, 
validated, completed). 

• When drafting the report, remember to save every 30 minutes to avoid being logged out 
• Scroll down to the Employee Information section. 



• Employee information has been completed for you, based on your employee number. 
• Designate whether a copy should be sent to AFA. 
• Click on Start Report; this will allow you to select the flight on which the incident occurred. 



• Select a flight from the “Flight Information Lookup” menu.  If the flight is not listed, select “other” and manually 
enter the data. 

• It captures the last 25 segments within a 30-day period. 
• Click OK. 



• Once the flight is selected, flight and crew information is automatically displayed. 
• Click “Start Report” at any time to select a different flight. 



• Scroll down to the Conditions section. 
• Click on each drop down menu and click on the appropriate answer. 
• All sections marked with an asterisk must be completed. 



• Below is an example of the drop down menu when selected. 



There are two options for entering event information. 
 
First option for entering event information: 

• Click on Add Events button 
• From the left column, select applicable information as it relates to your incident. 
• It will move to the right-hand column. 
• The right hand column should paint a picture of your event.  You will provide 

more detail in the narrative. 



• To remove an item from the list, click on the “x” at the far right. 



Second option for entering events information: 
• Type a word that describes your incident. 
• A drop down word list will appear. 
• Select the appropriate information from the drop down list. 



• Depending on the selected event, additional questions may appear. 



• Below is another example of questions that may appear given the event selected. 



• Enter 1 – 3 keywords in the event description line, i.e. passenger non-compliance, turbulence injury, etc. 
• This field is required. 
• Complete the narrative. 
• Include any suggestions or attachments, if applicable. 



• Scroll to the bottom; click “Submit” once the report has been reviewed for accuracy. 
• Once submitted, a confirmation will be sent to your company e-mail address, including the number of your specific 

report. 
• If not complete, you may click “Save Draft.” 
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• View a report at anytime 
• Under Reporting, click where directed “To view a previously submitted IOR” 

(pictured below) 



• IOR will store all submitted reports.  You may view your reports and the action taken by clicking on the report 
number. 

• Find the report and click on the number to open. 
• You may view any action taken based on your report. 



Want to know more? 
• Visit the Flight Attendant Briefing Center for a 

one-on-one demo (now – Dec 15th) 
 

• Ask a supervisor 
 

• On the Safety & Security page, under IOR 
resources: 

 See Frequently Asked Questions by clicking FAQ 
 View recent publications about IOR by clicking on Inflight Services 

Weekly or Inflight 
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