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General Information

Online help is available throughout LeaveWeb by clicking the 
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 icon on any page. 

You navigate through LeaveWeb through the use of the menu in the left frame of the browser page. Clicking on the + will expand a menu. Clicking on the – will shrink the menu. LeaveWeb will “remember” your menu settings to provide the same look and feel each time you login even from a different computer.

Login
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Enter the LeaveWeb system using the following URL:

https://leave.langley.af.mil/leaveweb/leaveweb.asp 
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Figure 1: Member & AO Login Screen
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Click the “Members” button
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Enter your member login ID (9-digit SSN without hyphens) and your assigned password.
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Figure 2: Member - Login Screen

[image: image7.png]



If this is the first time you have logged in, you will be redirected to the “Change Password” screen to assign your own password.
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Entering the correct login ID/password combination will enter member into the LeaveWeb system.  
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Incorrect combinations will result in the “Invalid SSN and / or Password” error message.
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Six consecutive failed attempts to login will result in your account being locked and the ‘Account is Locked, Contact Unit Administrator’ message displayed.
Members with duty email accounts can have a temporary password issued to them via email when they click the ‘First Time User’ or ‘Forgot Password’ button. If the button is pressed without a LeaveWeb registered login, an error message is received “Member Record Can Not be Found in the Members Table.  Please ensure you entered your SSN correctly, otherwise contact your LeaveWeb Unit Administrator”. If you do not have an email address in LeaveWeb you must contact your unit or finance administrator to provide you with a new password. The new password, whether issued via email or given by an administrator, is immediately expired. You must change the password when you first login with new password.

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

New Leave

You can only initiate leave requests for ordinary leave that are not over 60 days. Click the “Create Request” button to start a new leave request. This will immediately assign a LeaveWeb tracking number and display an electronic leave form for you to fill out.
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Figure 3: Member - New Leave Request

The following fields must be completed for approval submission:
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Leave Area
(CONUS, OS to CONUS, OS)
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Leave Status date
(Enter time if applicable in field with “0000” from 0000 to 2400)
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First Day of leave
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Last Day of leave
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Address and Phone
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Emergency Phone
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Approving Official (AO) Information - this information will be auto-populated with previous AO data after a member has had a leave authorized
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Grade

[image: image22.png]



Last Name
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Middle Initial (not required)
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First Name
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Duty Phone
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Email (manually entered or picked from Global Address List (see below))
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Click “Save and Submit to AO” to submit the request for approval
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Click “Save Projected Leave” to save the request for later completion
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Click “Cancel” to cancel the request. Sets the status to Cancelled (Q9)
LeaveWeb will provide an option to select the Approving Officials Email address From a Global List that will have last name search capabilities.  See Example Below.

Providing the correct email address for the Approving Official (AO) enables LeaveWeb to automate the process of obtaining approvals. When the leave is submitted, an email is sent to the AO advising a leave is ready for approval. If an email address is not provided, you will be responsible for notifying the AO to review and approve your leave. The AO will need the LeaveWeb tracking number to access the leave.  

Leaves may be requested up to 14 days in advance. Overlapping leaves are not allowed. If LeaveWeb finds any leaves with overlapping dates, the member is notified and the new leave will not be submitted.  It will remain in Q0 status waiting for you to correct the dates or cancel the request. Overlapping dates found in un-submitted and cancelled leaves will not interfere with submittal.  If overlapping dates are found, use the Leave Query/History function to find out which leave may be the problem. You can click on the date column headings to sort the leaves by that column. 

Leaves cannot be requested for greater than 60 days.

A member will not be able to create a leave if not assigned to a unit.

Current LeaveWeb leave balance will be updated when recalling a leave in Q0 status (Pending Member Submittal)

There will be a Chargeable Leave Rules hyperlink on the leave request.  When the hyperlink is selected the Table 7 will appear in the popup window.

Submitting the leave changes the leave status to “Awaiting Approval” (Q1).  At this point, you cannot make changes to the leave except to cancel the request. If you desire to make changes after submitting a leave, cancel the leave and resubmit with the changed information or contact the AO and / or Unit Admin (UA) to reject the leave.  This will put the leave request back into your hands (Q0 status).  In this status, you can cancel the leave or modify the request and resubmit.  

A cancelled leave cannot be re-opened.  You must enter a new leave request. 

When the leave is approved by both AO and Orderly Room, the leave is assigned a leave authorization number.  The LeaveWeb status code is R0 (Pending Return) and you are authorized to go on leave.  You will receive email notification that validation has occurred if your email address is accurately recorded in Member Information.  The email will also include a hyperlink to the Part II.  Once the hyperlink is selected, you will be prompted to login, after successful login the Part II for that particular leave will be presented. 
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Figure 4: Member - New Leave Form

Global Address List

Clicking on 

  displays the five most recently used email addresses from the Global Address List.  Use the Find method if the AO’s email is not within the list of most recently used.  

Find Method:

- Click Find

- Select a base

- Enter information in the Last Name Begins With field or leave blank to return all names

- Click Search

Selection:

- Click on one of the returned address to populate the AO’s email field.
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Figure 5: Empty Global Address List
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Figure 6: Global Address Find

Return from Leave / View/Print Part II / Cancel Leave

Return from Leave without Date Changes:
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Log into LeaveWeb and select the “Return from Leave” menu item

[image: image35.png]



This will query any leaves that are in “Pending Return” status (R0)
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If only one leave exists for this status you will be taken directly to Return Entry
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If multiple leaves exist you will need to select the appropriate leave by clicking on the tracking number
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From the “Maintain Leave Return” screen select ‘No Changes.’  

[image: image39.png]



Use the “Space A Sign-Up Date” date picker if space available was used 
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If space available was not used, Click the “Space A was not used” checkbox
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Click the “Save and Submit to AO” button to send the leave return to the AO for approval 

All leave return information is subject to approval by the AO.  If the AO or UA reject the return from leave, please correct information and resubmit until the approval and validation process is complete.  

Click the ‘show remarks’ button to view AO and UA comments to determine reason(s) for disapproval.

The member will not be allowed to change the dates of leave to be greater than 300 days.

The member will not be able to submit a return from leave for a future date.  This includes if the Part I leave date is less than the current date but changed on the Part III to be Greater than the current date.  If the leaves Part I leave date.

There will be a Chargeable Leave Rules hyperlink on the leave request.  When the hyperlink is selected the table 7 will appear in the popup window.

Return from Leave with Date Changes:

Query the leave and select the type of change that has occurred:
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Change in first, last or both days of leave
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Use the date calendar to pick changed dates and check if Space A was used or not  
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Click the Save and Submit to AO button to send the leave return to the AO for approval

View/Print Part II:

Selecting View/Print Part II will return leaves in R0 status.  If only one R0 leave exists, the leave details will be shown.  If there are more than one R0 leaves, then a summary of the R0 leaves will be returned.

Selecting Show Part II after the desired leave’s details are shown displays AF FORM 988.  Select  the browser’s print option to print the form.

Canceling Leave:

You can cancel the leave if you did not take the approved leave. Select the “leave should be cancelled” option, and submit the form.  A confirm box will ask you if you want to continue with the cancellation, since this action can not be undone.  If you say OK, the leave will be cancelled.  Once the cancellation is approved by the AO and validated by the UA, the leave will be set to R9 state.

If the leave is in Q0, Q1 or Q2 status the leave can be cancelled by clicking on Cancel Leave Request in the main menu. If only one leave exists for this status you will be taken directly to the Leave Request. If multiple leaves exist you will need to select the appropriate leave by clicking on the tracking number.  Once the leave form is presented, you must click on Cancel Leave that appears in the bottom right hand corner on the leave form.  The Leave will go to Q9 status after a successful cancellation.
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Figure 7: Member - Return from Leave

Leave Query/History

The date range is preset to the search the last 30 days but can be changed.  This query displays all member leaves found to match following search criteria as set by you:

Ranges

By Date:

- First Day of leave within date range

- Last Day of leave within date range

- Requested Date of leave within date range

Options
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Input/Unit ID 

- Based on unit you belonged to when the leave was created

- Selection is your currently assigned unit or all units you have been                    assigned to.
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Member 
- The only selection will be you. Finance and Unit Administration use the same query to manage the leave system.
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Status

- Pending Request:  Your leaves that have not been submitted (Status Q0)

- Pending Return:  Your leave(s) that need to have the return information completed and submitted for approval (Status R0) 

- Completed:  Leaves that have completed processing through LeaveWeb

- Any:  Query leaves based on date range and any status

- Include Leaves Canceled Before Leave Authorization Number Assigned: This option must be checked in order for you to see any leaves that you have canceled before the Leave Authorization Number was assigned.  these leaves will appear in Q 9 status.
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Limits

- Overdue Leaves Only: Leaves that are overdue for completion of Return from Leave 72 hours or more 

- Unreconciled Leaves Only: Leaves that have not been reconciled (Status R0, R1, R2, R3, R4 and R9 that are not reconciled) 

- JDC Error Status Leaves Only

(Status R0, R1, R2, R3, R4 and R9 with a JDC error code)

- No Limit: excludes any of the previously selected limits

- Leave Tracking Number Only: Specific leave by Leave Tracking Number

- Leave Authorization Number Only: Specific leave by LAN

Click the Query button or the 

 symbol to execute the Query. Once the Query has been processed you can click the 

 symbol to hide the query window to show more of the list and click the 

 to show the query window.
Click on column headings to re-sort leaves by that particular column.  Clicking on the same heading again will change the sort order to the opposite of what it was before, either descending or ascending.

[image: image53.png]i LeaveWeb - Microsoft Internet Explorer

| Fie Ed vew ravrtss Took b

=lolx|

Current Login: K Doe.
DB Version: 1.4.0.0
Code Versian: 1400

Log out

Eltep
Leaveitieh Home Pace
Leaveitieb FAQ
AFI 36-3003 [Leavel
E Member Actions
New Leave
Leave Queryistory
Feturn from Leave
Vigw {Prict Part |
Cancel Requests
Wember nfo
Change My Password

~< | EFAVVE\ANERS>

Air Force Financial Leave Request and Approval System

Query Leave Requests

The information on this page must not be made public

St your rawser to Landsoape mode before pinting his page.

click here for help

Ranges

Dates:

options
Input/Unit 1D
Member:
Status:

Limits:

- Fram -~ - To--

[pug 1 2001 [aug 31 2001

@ 1st Day of Leave ( LastDay © Reqg

[ET] Test Unit <
000-00-0001 [ET] DOE. KEN J =/

uest Date

C Pend Request  © Pend Retum Complete  © Any

I Include Leaves Cancelled Befare Authori

€ overdue Leaves Only

€ un-Reconciled Leaves only [ -Al- =
€ IDC Error Status Leaves Only [-A1- =

& Na Limit

Leave Tracking Nurmber Only

ized

Leave Authorization Number Only

Query

[&1pore

[ 5 (@ Intemet.





Figure 8: Member - Leave Query/History

Member Info

This function allows you to update your duty phone, duty section and duty station.  
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Figure 9: Member Info

Change My Password / Expired Password

Passwords are effective for ninety days. A user may elect to change their password at any time after login.  A user will be redirected to the “Expired Password” page if the current password is expired. A new password must be successfully input before LeaveWeb will grant entrance into the system.   

New passwords must comply with the following DOD guidelines:  
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Be between 8 – 16 characters long
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Contain at least one uppercase alpha character
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Contain at least one lowercase alpha character,
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Contain at least one numeric digit
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Contain at least one special character e.g. (!  @  #  $ %  ^ & *,)  

All special characters shown on the normal PC keyboard are allowed.  Control characters are not (e.g. Holding down the Ctrl key and pressing another key on the keyboard.).

The last five LeaveWeb passwords may not be reused.
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Figure 10: Member - Change Password
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