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Approving Official (AO) Guide

AO Leave Approval/Disapproval

There are two ways in which an Approving Official accesses leave requests for approval. One is by clicking on a hyperlink within an email from LeaveWeb indicating a Leave needs approval. The second is through manual notification from a member. The member must supply a Tracking ID for you to log into the system 
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Enter the LeaveWeb system using the following URL or by clicking on the hyperlink received from LeaveWeb email:

https://leave.langley.af.mil/leaveweb/leaveweb.asp
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Figure 1: AO - Login Screen
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Click the AO button
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Enter the Leave Tracking ID provided by the member 
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Review the Leave Request
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If approved, click the Approve Leave button, remarks are optional
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If disapproved, you can optionally indicating the reason for disapproval and click the Disapprove Leave button
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A message will display at the top of the form indicating the action taken
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After completing work on this leave request click on the Logout button to exit LeaveWeb. This will return you to the login screen. 
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Close your browser.
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Figure 2: AO - Leave Approval

AO Leave Return Approval/Disapproval

The process for approving/disapproving Member’s return from leave is the same as approving the original leave request.
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Enter the LeaveWeb system using the following URL or by clicking on the hyperlink received from LeaveWeb indicating a leave needs approval:

https://leave.langley.af.mil/leaveweb/leaveweb.asp 
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Click the AO button
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Enter the Leave Tracking ID provided by the member 
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Review the Leave Request
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If approved, click the Approve Leave button, remarks are optional
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If disapproved, you can optionally indicating the reason for disapproval and click the Disapprove Leave button
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A message will display at the top of the form indicating the action taken
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After completing work on this leave request click on the Logout button to exit LeaveWeb. This will return you to the login screen. 
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Close your browser.
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Figure 3: AO - Leave Return Approval

AO Logout
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You log out by clicking the ‘log out’ button above the menu.  This redirects you back to the login screen. 
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Close your browser to complete the logout process
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