LeaveWeb Member Cheat Sheet

To Take Leave: 

Request:

1. Log-in into LeaveWeb at:    https://leave.langley.af.mil/leaveweb/leaveweb.asp
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2. Click the Member button

3. Enter Social Security Number
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Air Force Financial Leave Request and Approval System

Welcome to LeaveWeb

Please Log In:

SSN (No Dashes))
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Forgat My Password





4. Enter password
*If you have never logged into leaveWeb before click on the First Time User button or if you have forgotten your password, click on the Forgot My Password button and a message box will pop up stating that a password will be sent to you via e-mail.
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Highlight the password and right click to copy it

5.  Enter Social Security Number and paste the password you just copied into the password block. Then click on the Log In button.
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*For those who are first time users or forgot their password, you will be directed to the Password screen where you will be required to enter your old password (paste the password that was given to you previously in this block) and enter plus confirm your new password. Then click on the New Password button
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Passwords must meet DoD password quidelines. Each password
must contain at least one (1) each of the following:
- Upper Case Letter
- Lower Case Letter




5. Choose Member Actions
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Air Force Financial Leave Request and Approval System

Member Actions:

Notice: As part of the system security features, LeaveWeh has a ten
minute time-out feature.

When finished using LeaveWeb, click LOG OUT then close your
browser.





6.  Choose New Leave
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Air Force Financial Leave Request and Approval System

Member Actions:

Notice: As part of the system security features, LeaveWeh has a ten
minute time-out feature.

When finished using LeaveWeb, click LOG OUT then close your
browser.





7. Click on the Create Request button
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*As a LeaveWeb Member, you can only request Ordinary leave.  For any other types, you will need to contact your command support staff. 

8. Fill in all open fields

[image: image1.png]B - 7| Addess [€] hps//131.37.157  eaveneb eaveweh.asy ] @Go || Fle Edt View Favortes Tods >

| B =.\V/ =\V,V/ = 5.

Air Force Financial Leave Request and Approval System

Login As:

Mermber Approving Official Report View

Govsrmment Warning:

s is 2 Depariment of Defense Computer system. Tis computar system, noluding 3l rlted equpment, neuorks and etvork devices (speoifialy ncuding Intamet 3c0ess), are

provided oly fo authozed U.5. Govemment use. DoD computer sytems may be monioed fo 3l auf purposes, ncuding o enure ha hefuse s athorzd, for manigement
ofthe System, o faclas protection aganstunauthrzed aocess, and to erty Securty rocedurss, Survivabity and operational sccurty. Morng includes acive tacks by

authrzed DoD et o tes o verify the secuty of s system. Duig monoring. nformation may b exarmined, ecorded,coped and used fo athored puposes. Al

informaton, nluing personalinfommaton, plaoe 1 o st ovar s =ystam may be morored. Use of this DoD computar systam, athorzed or nauthorzed,constures consent

o moniorig of i system,. Unauthorzed use may subjec you o rimina proseouton. Evidence of unautherized use colcted dung meriorng may b used foradminstive,
eiminalor ther advase action. Use of this system constitfes consent o moritoring for these puposes

rivaoy set ttemert
Suthory: 10 U.5.C., Chapter a0: 37 U.5.C.. Chapter 0 ED 9207, November 1941
Pinioal Puposes: To auhorz miltary leave, dacument he sant nd sop o such eave: recod 3ddress and eephone number uhere o may be contacted i o352 of emergency
during eaves and cerfylaave days chargeabe to you
Reutine Uses: nformation may be islosed tothe Déparmant of Justice, and o fedarl, tte, loca or fosin 3w enforcement auhortie fo nvestigating o proseciting 3
vilaton o patenal ilation o v the American Fed Cros fornfommaton conoaming he needs of he member r dspendants and aaives in cmergency SAustons
Dislosure: iscasureof SSM is voluntary. Houaur, i systam cannot process your leave request uthout your SSN, sinoe the A Fooe dentfes members by SSN for pay or
leave puposes





[image: image9.png]B v || Adess [€) htps:/131.37.157 1 eaveneb/home. asp

=] @G0 Fie Edt View Favies Took >

Current Logi

Log out

Help
= Member Actions

New Leave
Leave Queryistory
Eelurn from Leave
Vigw {Prict Part |
Cancel Requests
Member nfo
Change My Password

First Day. B chargeable Leave Rules

(First Chargeable Day)
|

Last Day:
(Last Chargeabie Day)

Leave Area; C'CONUS €08 € 0S to CONUS

Address: [2134 ggfohy

and ehone: (332334

Emergency eh: [222-2222

Approving Official / Superv

Grade: [ssat

Name (iast): [eroster
First: [thomas [

outy eh

Email: [Thomas Troxler@ELMENDORF . af.im A2}

(john. supevisor@yourbase.of mil)

Save Projected Leave | Save and Submit To AO

Show Remarks Cancel Leave





*To ensure that the Approving Official (AO) receives the leave request via email, you can either click on the global address listing button next to the Email box and fill in the last name and choose the applicable person or simply type in the approving official’s name

9. Click on the Save and Submit To AO button (if your projected leave is more than 14 days away, then you will need to click on the Save Projected Leave button)

10. Log out

You will receive e-mails letting you know where the leave request is positioned (Waiting for approval, approved, waiting for validation, or validated) 

11.  After your leave has been approved and validated, log into LeaveWeb and click on View / Print Part II under Member Actions and fill in the  query to pick the leave that you requested. Then select Show Part II to view or print your leave form.

When you return form leave you will need to:

1. Log into LeaveWeb

2. Select Member Actions
3. Select Return from Leave
4. Fill in required fields

5. Select Submit box in lower right of form

*  If you are having a problem with LeaveWeb, please contact your unit orderly room. They will assist you.

