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LFS Web User Guide 

1. Feedback 

Leidos Flight Service encourages all users to provide feedback so that we can continue to 
enhance the service offerings and user experience of our website. 

 
 

 

Please perform the following steps to provide feedback. 

a. Select Request Help or Submit Feedback link near the bottom of the Home page 
b. Provide answers to feedback questions 
c. Click Submit button 

 

2. Account Registration, Password Management, and Login 

a. Account Registration 
To register for a new account, simply select the Create New Account link in the Leidos 
Pilot Web login box near the top right of the Home page. 
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If pilot has an existing call-in profile with LFS, the system will link the web account and 
profile when web account is created. 

 

 
b. Login 

The Leidos Pilot Web login box appears near the top right of the Home page when you 
are not logged in.  Your username is the email address associated with your account.  
Once you have logged in, the login box is no longer displayed. 
 

 
 

If the user is not logged in, "Login" link appears at the right corner of the menu bar from    
      the following pages.  
 

o Weather  
o Airports  
o Announcements  
o Contractions Lookup 

 

When the Login link is clicked on, the user is navigated to Home page. 
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Some functionality on the website is not available if you are not logged in.  These items 
will appear grayed out in the menu bar (see graphic below), and clicking them will have 
no effect.  Once you have logged in, they will not be grayed and will be clickable. 
 

 
 

c. Forgotten Password 
If you have a need to reset your password for an existing account, select the 
Forgot/Reset link in the Leidos Pilot Web login box near the top right of the Home page. 
 

  
 

 

 
 

 

 
A new default password will be sent to the email account associated with the existing 
account. The next time you sign in using this account, use the new default password from 
the email.  The system will immediately display the Change Password and Acknowledge 
Terms of Agreement page before allowing any other action.  If not, you will need to 
change your password using the Account Tab.   
 

d. Change Password 
Hovering over the Account tab on the menu displays the Change Password link, as 
shown below.  
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Once clicked, the change password page is displayed where users can enter a new 
password. The password criteria are also listed on the page. 
 

 

Users have to enter the new password twice to confirm the spelling. If the new password 
entered matches, users have to click the Save button.  If successful, the change 
password page remains displayed with the password input fields blanked out, and a 
password changed confirmation dialog displayed.  When OK is selected in the dialog, the 
change password page remains displayed. 
 

 

From there users can navigate to anywhere on the site.  

Users can change their passwords as many times as they want/need as long as the 
following criteria are met: 
¶ Passwords must be between 8 to 32 alphanumeric characters. 

¶ Must contain at least three of four of the following types of characters:  
o Uppercase letters, Lowercase letters, Numbers, Special characters. 

¶ Cannot be the same as your current password. 

¶ Your most recent 12 passwords cannot be reused. 
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Three incorrect login attempts will lock your account. 
If the passwords do not match or fail validation, the screen will remain the same with a 
failure message. 
 

   

If the password criteria are not met, the screen will remain the same with a failure 
message and the password rules. 
 

 

e. Change Username 
Hovering over the Account tab on the menu displays the ñChange Usernameò link, as 
shown below: 

 

Once a user clicks the ñChange Usernameò link, the change username page is 
displayed. This is where a user can change their current username to a new username. 
The username criterion is a valid email address. 
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Users have to enter the new username twice to confirm the spelling. The users have the 
following options: 
 

¶ Click the ñSend Test Emailò button. 

¶ Click the ñSubmitò button.   
 
If the user clicks the ñSend Test Emailò button, the following ñResultsò dialog is displayed: 

 

Then an email is sent to the user for contact verification: 

 

From: DO_NOT_REPLY@afss.com with the Subject:  

o Leidos Flt Svc Notification 

 
Message received will be similar to the following: 

o Leidos Flt Svc Contact Verification Message 092108--Thank you for selecting Leidos Flt 
Svc 

 
When the ñOKò button is selected in the dialog, the change username page remains 
displayed. 
 
If the user clicks the ñSubmitò button, and the username changed successfully, the 
following ñResultsò dialog is displayed: 



 

____________________________________________________________________________________ 
©2022 Leidos  Page 12 of 199 
 

 
 

The user is sent a confirmation email containing a temporary password and further 
instructions. When the ñOKò button is selected in the dialog, the user is logged off his or 
her session, and redirected to the home page where the user may log in using the new 
username and temporary password sent via email.  
 
If the user clicks the ñSubmitò button, and the username changed successfully, but there 
is an error sending the confirmation email. The following ñResultsò dialog is displayed: 

 
 

When the ñOKò button is selected in the dialog, the change username page remains 
displayed. 

When either the ñTest Emailò button or ñSubmitò button is selected, if the usernames do 
not match or fail validation, the following ñResultsò dialog is displayed: 
 

 
 

When the ñOKò button is selected in the dialog, the change username page remains 
displayed with one of the following failure messages: 

¶ Cannot reuse current Username 

¶ Username already exists 

¶ Mismatched 

¶ Required 

¶ Invalid 
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f. Unlock Your Account 
If you enter an invalid username or password on login, you will see the message 
ñUsername/Password not recognizedò displayed above the Username field.  For example: 

 

If you are using a valid Username with an invalid password there is a limit to the number 
of consecutive login failures.  When the next failure will cause your account to be locked, 
the message above the Username entry will be: 

 

After receiving this message, you must enter the current password correctly on your next 
login attempt or your account will be locked.  Using the ñForgot/Resetò link will change 
your password and provide a temporary password in an email.  Before making your third 
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attempt, you may opt to use the ñForgot/Reset Passwordò link to change your password 
to avoid having your account locked.  This will result in a new temporary password being 
sent to you via email. 

However, if you enter the incorrect password for a third time, your account will be locked 
and the following message is displayed above the Username field:

 

After seeing this message, you may either wait one hour and then attempt to log into your 
account again, or you can follow the instructions in the e-mail message to unlock your 
account. 
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3. Helpful Videos  

To view the Training Videos, select the How-To Videos link under Resources on the Home 
page. 
 

 
 

You can also select Helpful Videos from the Help menu. 
 

 

   


















































































































































































































































































































































































