LeaveWeb Approving Official Cheat Sheet

1. You will receive e-mail when someone is requesting leave. 

2. Click on the hyper link in the e-mail

3. Select Approved or Disapproved as appropriate

· There will be e-mail traffic for both you and the member requesting leave that will show the status of the leave request. After you have approved this leave you are finished. Other e-mails will be FYI only

4.  Contact your Orderly Room and notify them that you have a leave pending

** If a member does not have e-mail access they will need to give the tracking number to their Approving Official for approval.  If the Approving Official did not receive an email notification, then the following steps will need to be taken.

1. Log into LeaveWeb at https://leave.langley.af.mil/leaveweb/leaveweb.asp
2. Select Approving Official 

3. Enter the Tracking Number that the member should have given you

4. Type in your last name in the field as required and select Approved or Disapproved as appropriate

* If you have any problems please contact your unit orderly room

5.  Contact your Orderly Room and notify them that you have a leave pending

