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Preface  

The purpose of this FLIGHT Administration Guide is to detail procedures used by Flight website 
administrators to maintain Flight users and data. For help, please contact the Flight Help Desk at 
SM.FS.FLIGHT@usda.gov.  Flight users are maintained through FAMAuth authentication. 

Navigation 

You may navigate the Administration features using either the Side Panel or the Administration 
Ribbon that appears on the top of the page upon selecting the Administration option on the 
Side Panel. 

mailto:SM.FS.FLIGHT@usda.gov
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Sections also include a Search bar in the upper lefthand corner of the page as well as pagination 
options on the lower, righthand section of the page to assist in searching and navigating each 
administrative category.  

 

 

Additionally, most columns in the tables can be sorted in ascending or descending order if an 
up/down arrow is present upon hovering over the column.  
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Roles and Permissions 

Roles 

Roles are essentially job titles that can be assigned to a user and represent a collection of 
permissions. Roles provide an easy way to assign a group of related permissions to a user. User 
roles are administered in FLIGHT. Users must request FLIGHT access, however, through 
FAMAuth.  

Permissions 

Permissions represent the authorization to perform specific actions within the Flight 
application. Permissions are enforced within the code of each page in the Flight application as 
the list of permissions required to access the page are compared to the permissions granted to 
the current user. This means that adding new permissions within these admin screens will have 
no effect until those permissions are enforced within the application code.  

Understanding FLIGHT Administrator Roles  

FLIGHT Administrator roles are assigned by FLIGHT Leadership based on the description of your 
duties that you provide upon application access request. There are four types of Administrator 
Roles: Program Administrator, Contract Administrator (CA), Contract Officer Representative 
(COR), and Aviation Manager. Each of these roles manage the following: 

Program Administrator  

A Program Administrator oversees the following: 

1. Managing Users  

a. Assigning User Roles and Agencies 

2. Managing Roles and Permissions  

3. Managing Retardant Contracts 

4. Managing Finance Codes  

5. Managing Aircraft and Aircraft Tags 
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Contract Administrator (CA) 

The CA is responsible for building contracts within the CA Dashboard. This includes: 

1. Managing Contracts 
a. Adding Contracts and Contract Line Items 
b. Adding rates to Contacts  

2. Assigns COR(s). 

Contract Officer Representative (COR) 

The COR is responsible for the following once given access by the CA: 

1. Activating Rates 
2. Assigning Aircraft 

Aviation Manager 

An Aviation Manager is responsible for a specific base and manages the following: 

1. Managing Base Retardant Contract 

a. Managing retardant pricing and contract costs 

2. Managing Airtanker Bases 

a. Assigning users to bases  

b. Editing Base Information 

c. Managing landing fees 

Program Administrator  
The Program Administrator is responsible for managing Users, Roles, Permissions, Retardant 
Contracts, Finance Codes, Aircraft/Aircraft Tags. To manage this, Program Administrators can 
select the Administration section on the Side Panel and select any of the administrative options 
they require.  
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Managing Users 

The Users section allows the Program Administrator to manage/edit user options. To access, 
navigate to the Users tab via the Side Panel or Administration Ribbon, locate the entry you wish 
to edit, and select the pencil icon to the left of the desired entry. 
 

 

Assigning User Roles and Agencies 

Selecting the edit option will open the User’s profile which will show active assigned roles. To 
assign Roles, Airtanker Bases, or Agencies to a user, select the desired category from the tab 
menu and select +NEW. While Program Administrators have access to all three options, Aviation 
Managers will only have access to Airtanker Bases. To delete any field, select the trash can icon 
to the right of the field you wish to delete.  
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Fill out the form that populates by selecting the information from the dropdown menu that you 
wish to add to the user and select SAVE.  
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Managing Roles 

The Roles section (accessed via the Side Panel or Administration Ribbon and not to be confused 
with the Roles tab within a User Profile), allows the Program Administrator to assign, add, or 
deactivate roles and agencies from the FLIGHT application. Deleting existing roles (done by 
selecting the trash can icon to the right of the entry) may cause users to lose access to 
functionality and should be done with care and after ensuring that users assigned the role are 
given correct access expeditiously.  

 

Editing a Role 
To edit an existing Role, locate the entry you wish to edit, then, select the pencil icon to the left 
of the desired entry. From here, you may change the Role name or description or 
Activate/Deactivate the role. If you wish to deactivate an entry, care should be taken as this will 
deactivate that role for all users in the system having that role.  
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Adding a Role 

Adding new Roles should be done carefully to avoid duplication of existing roles. To add a Role, 
navigate to the Roles section and click the +NEW button located at the top left of the table. 
When the form populates, it fills in all relevant fields. Make sure to select the Is Active box to 
activate the role, then, select SAVE.  
 

 

Managing Agencies 

Agencies can be managed by navigating to the Agencies section on the Side Panel or 
Administration Ribbon. Here, you can edit or delete existing Agencies or create new Agencies as 
needed.  



FLIGHT Administration Guide 
 

 

11 
 

 

 

Editing Agencies 
To edit existing Agencies, locate the entry you wish to edit, then, select the pencil icon to the 
left of the desired entry. If you wish to delete an entry, select the trash can icon on the right side 
of the entry. Edit the Agencies’ name or description and select SAVE. The RETURN button will 
navigate you back to the Agencies section.  

 

Adding Agencies 
To add Agencies, navigate to the Agencies section and select the +NEW button located at the 
top left of the table. When the form populates, fill in all relevant fields, then, select SAVE. The 
RETURN button will navigate you back to the Agencies section.  
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Managing Permissions 

Permissions can be managed by navigating to the Permissions section on the Side Panel or 
Administration Ribbon. Here, you can edit or delete existing Permissions or create new 
Permissions if needed. 

 

Editing Permissions  
Once you locate the entry you wish to edit, select the pencil icon to the left of the desired entry.  
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If you wish to delete an entry, select the trash can icon on the right side of the entry. Edit the 
Permission Name and/or Description and select SAVE. The RETURN button will navigate you 
back to the Permissions section.  
 
 

 

Adding Permissions 
To add permissions, navigate to the Permissions section and select the +NEW button located at 
the top left of the table. When form populates, fill in all relevant fields and select SAVE. The 
RETURN button will navigate you back to the Permissions section.  
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Managing Retardant Contracts 

Navigate to section under Administration Ribbon- Retardant Contracts.  

Edit existing Retardant Contract info by selecting the pencil icon to the left of the entry or enter 
new retardant contracts by selecting +NEW. 

 

When creating a new Retardant Contract Record, fill in all relevant information. Select SAVE 
upon completion.  
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Managing Finance Codes 

Finance Codes can be managed by navigating to the Finance Codes section on the Side Panel or 
Administration Ribbon. Here, you can edit or delete existing Finance Codes or create new 
Finance Codes if needed. 

 

Editing Finance Codes 

To edit existing Finance Codes, locate the entry you wish to edit, then, select the pencil icon to 
the left of the desired entry. If you wish to delete an entry, select the trash can icon on the right 
side of the entry. Edit any desired fields and select SAVE. 
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Adding Finance Codes 
To add a code, navigate to the Finance Codes section and select the +NEW button located at the 
top left of the table. When form populates, fill in all relevant fields and select SAVE. The 
RETURN button will navigate you back to the Finance Codes section.  

 

Managing Aircraft 

Aircraft can be managed by navigating to the Aircraft section on the Side Panel or 
Administration Ribbon. Here, you can edit or delete existing Aircraft line items or create new 
Aircraft line items if needed. 
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Editing an Aircraft 

To edit an existing Aircraft, locate the entry you wish to edit, then, select the pencil icon to the 
left of the desired entry. If you wish to delete an entry, select the trash can icon on the right side 
of the entry. Edit any details and select SAVE.  

 

Adding an Aircraft  

To add an aircraft, navigate to the Aircraft section and select the +NEW button located at the 
top left of the table. When form populates, fill in all relevant fields. Make sure to select the 
Active box to activate the Aircraft, add any tags, if necessary, then select SAVE. The RETURN 
button will navigate you back to the Agencies section.  

***Note: Registration # and Call Sign are mandatory fields. ***  
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Managing Aircraft Tags 

Aircraft Tags can be managed by navigating to the Aircraft Tags section on the Side Panel or 
Administration Ribbon. Here, you can edit or delete existing Aircraft Tags or create new Aircraft 
Tags if needed. 
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Editing Aircraft Tags 

To edit existing Aircraft Tags, locate the entry you wish to edit, then select the pencil icon to the 
left of the desired entry. If you wish to delete an entry, select the trash can icon on the right side 
of the entry. Edit the Aircraft Tag name select SAVE. The RETURN button will navigate you back 
to the Agencies section.  

  

Adding Aircraft Tags 
To add Aircraft Tags, navigate to the Aircraft Tags section and select the +NEW button located at 
the top left of the table. When form populates, fill in all relevant fields and select SAVE. The 
RETURN button will navigate you back to the Aircraft Tags section.  
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Contract Administration (CA) Dashboard 
The CA Dashboard can be accessed by selecting the Contract Administration button on the Side 
Panel underneath Dashboards. This is where you can manage Contracts and assign CORs.  

 

Managing Contracts 

Editing Contracts 

If you wish to delete a Contract, select the trash can icon on the right side of the entry. To edit a 
Contract, locate the entry you wish to edit, then, select the pencil icon to the left of the desired 
entry. Edit any details and select SAVE. Note that you can edit Contract Line-Item information or 
General information by selecting the desired section from the tabs on the top of the page.  
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Adding Contracts  

To add a Contract, navigate to the Contract Administration Dashboard and select click the 
+NEW button located at the top left of the table. When form populates, fill in all relevant fields 
in both the General and Contract Line-Item sections and select SAVE. The RETURN button will 
navigate you back to the CA Dashboard.  
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Assigning COR 

Add a COR by editing a new or existing Contract Line Item. From the Contract Line-Item section, 
locate the entry you wish to edit, then, select the pencil icon to the left of the desired entry.  

 

Navigate to the Assigning COR/PIS tab and edit an existing entry or select the +NEW button and 
select the COR/PI that you would like to assign from the dropdown menu. Select SAVE.  

 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
***Note: a User must already be assigned the COR/PI role by the CA to be assigned. *** 
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Adding Contract Rates  

Add a Contract Rate by editing a new or existing Contract Line Item. From the Contract Line-
Item section, locate the entry you wish to edit, then, select the pencil icon to the left of the 
desired entry. Then, select the Rates tab. 

 

Edit an existing entry or select the +NEW button and fill out the Pay Code, Pay Code Description, 
Pay Rate, and Year information. Select SAVE.  
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Note: This table lists the pay codes FLIGHT is currently programed to handle 

  

 

Contract Officer Rep. (COR) Dashboard 
The COR is responsible for Activating Rates and Assigning Aircraft. The COR will only have access 
to the COR Dashboard after being given that access by the CA. The COR Dashboard can be 
accessed by selecting the COR/PI button on the Side Panel underneath Dashboards. 
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Administering Contract Line Item 
1. Select the pencil icon to the left of the desired Contract # and Line Item # entry. This will 

open Aircraft Contract information divided by year. 

 

2. Select the pencil icon next to the year of the contract you are looking to edit.  

 

3. Once the year is selected, this will bring up the COR Dashboard.  The Dashboard is 
organized according to the following “tabs”, each with their own function. 

Data-Entries Data Entry: Data Entry Tab summarizes use of aircraft by day, gives access to edit 
data entries and offers quick link to the Aircraft Daily Use Summary Report 
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Aircraft Task Orders 

 
Select the Aircraft Task Orders Tab: You can enter a new Task Order or Edit an existing Task 
Order 

 

Rates 
 

Select the Rates tab to view a list of rates uploaded by the contract Administrator.  When 
uploaded, all rates are considered “Inactive” as a default. It is up to the COR to activate the rates 
required individually.    
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To activate Rates: 
1. Select the desired Pay Code Description of the Rate you are looking to activate. 
2. Fill in the correct Effective and Expiration date of the rate and select the Is Active box to 

activate rate. Be sure to select the SAVE button when complete.  Check the Is-Default to 
automatically populate the corresponding data-entry sections for aircraft under this 
contract at this rate. 

Note: In most cases, failure to check Is-Default will result in the data-entry rate 
being left blank with no option by the data-entry user to select an active rate 
otherwise 
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Assigning Aircraft 

To assign an aircraft: 

1. Select the Aircraft Assignment tab and select the +NEW button to create a new Aircraft 
Assignment form. Assign one aircraft at a time, ensuring that the dates of different 
assigned aircraft do not overlap. 

 

2. Enter the Aircraft, Start Date, and End Date and select SAVE. 

 

 

Personnel 

Optional to add or modify default flight crew personnel. Personnel listed in this section populate 
their respective fields in new data-entries created for the associated line item: 
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1. Select Personnel and click the pencil to edit, select the trashcan if you want to delete, or 
+NEW button to create new personnel. 

 

 

 

 

MISC/Defaults 

 Optional to add or modify miscellaneous data that populates various fields in the Data Entries 
as a default. 
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Aviation Manager Role 
The Aviation Manager is responsible for Assigning Users to their bases, Maintaining Airtanker 
Base Information, Managing Base Retardant Contract, and Managing Base Landing Fees. The 
Aviation Manager Dashboard is integrated under the Administration section of the Left sidebar.  

Managing Airtanker Bases 

Assigning Users to Bases 

Users can be assigned to one or more Airtanker Bases. This assignment can be made by either 
an Aviation Manager assigned to that base, or by a FLIGHT Administrator. To assign a user to a 
base, navigate to the Administration - Users section and select the Airtanker Bases tab. Then, 
follow the steps laid out in the Managing Users section in the Program Administrator 
Dashboard. 

Editing Airtanker Base Information 

Airtanker Bases are accessed by selecting the Airtanker Bases option on the Administration 
Ribbon. From here, you may edit existing Airtanker Bases (pencil icon to left of entry) or export 
the list (Export CSV button to the left of the Search bar).  

 

Selecting the Pencil icon will cause a record to open with 3 categories: General, Retardant 
Contracts, and Landing Fees.  
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General  

Contains general information regarding the new Airtanker Base entry.  

***Note: Entire form not pictured here. *** 

 

Retardant Contracts  

Retardant Contracts are broken up by base into Contract year. To view Retardant contracts of a 
specific base, navigate to the Retardant Contracts tab and select the year of the Contract you 
are looking to view/edit.  
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There are four subsections for information for each Retardant Contract Year including Contract 
Info, Price Thresholds, Retardant Pricing, and Misc Contract Pricing. Existing data/information 
can be edited in each section by selecting the pencil icon to the left of the entry, or you can 
select the +NEW button located at the top left of the table to enter new data/information. 
When the form populates, fill in all relevant fields and select SAVE.   
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Contract Info 

 

Price Thresholds: Retardant Pricing 
1. Price Threshold is where retardant pricing is entered.   
2. "Starts at (Gallon)" section: Enter the first gallon where the pricing tier starts.  For 

example, if the first price of the year starts at "0" enter “0”, if the price tier you start at is 
“$100.001”, then enter “$100.001”. You can add additional tiers as needed.  

3. Check the default box so that that retardant automatically loads in the Chemical-Type 
that you use most often.   

Note: Users will still have the option to select the retardant from a drop-down 
menu if it's not marked as default; but it's going to load "Water" as the default if 
you don't 
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Misc Contract Pricing 
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Managing Landing Fees 

The Landing Fees tab includes Landing Fee information for the specified base/year. Existing 
Landing Fee information can be edited by selecting the pencil icon to the left of the entry, or 
you can select the +NEW button located at the top left of the table to enter new Landing Fee 
data.  

 

When creating a new entry, fill in all relevant fields when the form populates and select SAVE.  
This form is filled out to add Landing Fees by Fee Amount and Date. All applicable fields should 
be entered, but please note that Fee Amount and Start Date are required, and you will not be 
able to SAVE entry without completing these fields.   

***Note: FAA Designator is also a necessary field if the base                                                               
wants the fee to automatically populate for aircraft of the same type.*** 

 

Model FAA Design Model FAA Design Model FAA Design 

AT-802* AT8T C-130 C130 MD-87 MD87 

BAe-146 B462 S-2 S2T P-3A P3A 

Boeing 737 B737 DC-10 DC10 RJ-85 RJ85 

Q-400 DH8D CL-415 CL2T Conair 580 CVLT 

  * AT-802 includes the Single-Engine Scoopers 
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