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1. INTRODUCTION AND PURPOSE

This Section of the e-Leave User Guide provides a high-level overview of Electronic-Leave (e-
Leave) software and the purpose of this User Guide.

1.1 Introduction to e-Leave

E-Leave replaces the manual process of completing a Leave Request Authorization Navy
Comptroller (NAVCOMPT) Form 3065. The manual process uses hardcopy logs and annotations
on the NAVCOMPT 3065 to approve and manage the leave process. The e-Leave software
streamlines this process by incorporating the functionality of the Navy Standard Integrated
Personnel System (NSIPS) using PeopleSofte Commercial Off-the Shelf (COTS) Human
Resources (HR) software.

E-Leave automates Command Leave Administrator office procedures and simplifies many
processes. E-Leave assists in creating and maintaining members’ leave records ashore and afloat.
The functionality is available for ashore Commands via the Electronic Service Record (ESR)
Self-Service accounts for individual members. Afloat activities are scheduled for a future release
of e-Leave.

Through the Self-Service account, the member can request and route e-Leave Requests to
designated individuals within their Command. Individuals designated as e-Leave Reviewers
and/or Approvers access the e-Leave Request and via his/her NSIPS Self-Service account
reviews, and/or approves the leave request. Based on Command policy once approved the
member, via the Self-Service account, accesses the approved e-Leave Request and has the option
to Check Out, then Check In online. CLAs monitor the automated e-Leave Request process using
his/her NSIPS account and various automated logs and reports generated through e-Leave.

The e-Leave software provides the ability to:

e Create/submit e-Leave Requests, extensions, cancellations, and resubmissions
e Route and track e-Leave Requests from initial request to final approval

e Record the Check Out and Check In dates and times

e Calculate the chargeable leave period

e Generate transactions to account for the member’s leave period

e Transmit the transaction data to corporate systems to reflect in the member’s Master
Military Pay Account (MMPA) and reflect on the Leave and Earnings Statement (LES)

e Incorporate existing Electronic Service Record (ESR) functionality and corporate data
e Track e-Leave Requests via several reports

E-Leave is designed with several User Roles each assigned distinct responsibilities in processing
e-Leave Requests.

Policies and guidance for all types of leave can be found in the Military Personnel Manual
(MILPERSMAN).
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1.2 E-Leave User Roles

There are several different e-Leave User Roles involved in the e-Leave Request process. The
various User Roles aid in safeguarding Privacy Act information and restrict unethical use of
information and inappropriate input functions to support e-Leave. The User Roles within
e-Leave are:

e Command Leave Administrator

e e-Leave Reviewer (one designated as Watch Coordinator)

NOTE: Reviewer and/or Watch Coordinator are not needed if the member is exempt
from duty.

e e-Leave Approver (up to two can be designated as Primary Approvers)
e Member

Section Two of this User Guide defines the e-Leave access level; how the User Roles are
developed; and details about the work responsibilities for each User Role within e-Leave.

1.3 Purpose and Intent of the e-Leave User Guide

The e-Leave User Guide is designed to assist users with step-by-step instructions to access,
navigate, create, review, approve, process, and manage e-Leave Requests. This guide contains
sections focusing on each User Role within the e-Leave process. The sections are:

e Section 1: Introduction and Purpose

e Section 2: User Roles and Privileges

e Section 3: System Access Authorization Request (SAAR)

e Section 4: e-Leave Navigation and Features

e Section 5: Command Leave Administrator

e Section 6: Military Reviewer/Watch Coordinator

e Section 7: Military Approver

e Section 8: Civilian Reviewers and Approvers

e Section 9: Member

e Section 10: e-Leave Logs, Reports, and Form Samples

NOTE: Screen shots included in this guide were obtained from the test version of
e-Leave version 1.2.19. (Current as of 02 August 2010). You may want to
download this guide to your workstation for faster access.

To maximize training, the following chart depicts the Sections that are important for each User
Role to complete. These are the minimum requirements in order to successfully perform in the
e-Leave environment.
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Table 1-1-e-Leave User Roles

User Role

Sections to Complete

Command Leave
Administrator

1 — Introduction and Purpose

2 — User Roles and Privileges

3 — System Access Authorization Request (SAAR) (Sections 3.1, 3.5)
4 — e-Leave Navigation and Features

5 — Command Leave Administrator

6 — e-Leave Reviewer and Watch Coordinator (Military)

7 — e-Leave Approver (Military)

8 — Reviewers and Approvers (Civilian)

10 — e-Leave Logs, Reports, and Form Samples

e-Leave Reviewer/
Watch Coordinator
(Military)

1 — Introduction and Purpose

2 — User Roles and Privileges

3 — System Access Authorization Request (SAAR) (Section 3.4)
4 — Navigation and Features

6 — e-Leave Reviewer and Watch Coordinator

9 — Member

e-Leave Approver

1 — Introduction and Purpose
2 — User Roles and Privileges
3 — System Access Authorization Request (SAAR) (Section 3.4)

(Military) 4 — Navigation and Features
7 —e-Leave Approver
9 — Member
1 — Introduction and Purpose
Civilian 2 — User Roles and Privileges

Command Leave
Administrator/
Reviewer/Approver

3 — System Access Authorization Request (SAAR) (Sections 3.3, 3.5)
4 — Navigation and Features

5 — Command Leave Administrator

8 — Civilian e-Leave Reviewer and Approver
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Table 1-1-e-Leave User Roles

User Role Sections to Complete

1 — Introduction and Purpose

2 — User Roles and Privileges

Member 3 — System Access Authorization Request (SAAR) (Section 3.4)
4 — Navigation and Features

9 — Member

NOTE: For Joint Military follow the same training path as Civilian
Reviewer/Approver.

NOTE: Name and Social Security Numbers (SSN)/Employee Identification (EmplID)
values reflected in this User Guide were fictitiously created to adhere to
Personal Identifiable Information (P11) and Privacy Act requirements.

1.4 E-Leave Assistance
For help with the e-Leave application, contact the NSIPS Help Desk at:

e Toll Free: 877-589-5991
e Commercial: 504-697-5442
e DSN: 647-5442

e Email: NSIPShelpdesk@navy.mil
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Section Two—User Roles and Privileges
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2. USER ROLES AND PRIVILEGES

This section describes the structure of e-Leave User Roles; defines the functions of each role;
and describes the limitations placed on each user level to safeguard Privacy Act information and
system integrity. To establish each e-Leave User Role, the user accesses the System Access
Authorization Request (SAAR) form to request the appropriate account. Section 3 details the
steps associated with the SAAR process.

2.1 Command Leave Administrator (CLA) Role
The CLA role has the authority to:

e Establish the e-Leave environment to include structuring the UIC into Departments,
Divisions, and Duty Sections; assigning members to each area; and construct the Leave
Control Number (LCN) value

e Establish and modify Reviewers, Watch Coordinators, and Approvers for routing of
e-Leave Requests (This is the only User Role with this capability.)

e Assign the Reviewer(s), Watch Coordinator, and Approver(s) to a member

e Designate one Reviewer as the Watch Coordinator, as appropriate for all members not
exempt from duty

e Submit new e-Leave Requests for a member
e Review and approve e-Leave Requests
e Check Out/Check In a member

e Create, submit, and approve extensions, regardless of whether they have been reviewed
by the designated Approver

e Cancel an e-Leave Request and/or extension

e Ability to generate and print tracking and audit reports to support the management of the
e-Leave Request program

Military and civilian personnel can be assigned the User Role of CLA.

2.2 E-Leave Reviewer/Watch Coordinator Role

The e-Leave Reviewer/Watch Coordinator role has the authority to:

e Review the e-Leave Request submitted by the member or the CLA
e Recommend or not recommend the e-Leave Request for approval
e Route acceptable e-Leave Requests through work flow process to the Approver
The Reviewer does NOT have the ability to cancel or disapprove a pending e-Leave Request.

Military and civilian personnel can be assigned the User Role of e-Leave Reviewer/Watch
Coordinator.
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2.3 E-Leave Approver Role

The e-Leave Approver role has the authority to:

e Approve or disapprove the e-Leave Request and e-Leave Extension Request
¢ Initiate and approve the cancellation of a pending e-Leave Request
Military and civilian personnel can be assigned the User Role of e-Leave Approver.

2.4 Member Role
The member role has the authority to:

e Create, save, and submit their e-Leave Request via their Self-Service account

e ldentify Reviewers/Watch Coordinator to review and recommend/not recommend the
e-Leave Request

e Designate at least one Reviewer as the Watch Coordinator if not exempt from duty

e Identify up to two Approvers who will approve/disapprove or cancel the e-Leave Request

NOTE: All User Roles within e-Leave have the ability to print the Leave Request
Authorization NAVCOMPT Form 3065 from the e-Leave Request page.
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Section Three-System Access Authorization Request (SAAR)
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3. SYSTEM ACCESS AUTHORIZATION REQUEST (SAAR)

A System Access Authorization Request (SAAR) form is needed to obtain the necessary rights to
access e-Leave. The SAAR process is used to create accounts to support the military and civilian
Command Leave Administrator CLA, military and civilian Reviewer/Watch Coordinator and
Approver, and military member. Each uses the SAAR to create a different type of account and
accesses e-Leave in different ways.

The CLA uses the SAAR to establish his/her User Role. The CLA accesses e-Leave via the Navy
Standard Integrated Personnel System (NSIPS) menu. The military/civilian Reviewer/Watch
Coordinator/Approver and military member uses the SAAR to establish the Self-Service account.
All actions performed in support of e-Leave Request requires a Self-Service account. From the
Self-Service account, they access e-Leave to process e-Leave Requests.

The steps to create the SAAR for each e-Leave user are similar.

3.1 Military CLA Account Creation

This Section describes the steps to create a SAAR account for the military personnel performing
the task as the CLA. First, obtain a Letter of Designation (LOD) from the Commanding Officer
(CO) indicating you are identified as the CLA and the UICs you need to be assigned. After the
SAAR is submitted, the NSIPS Access Manager (NAM) approves the SAAR request based on
the instructions in the LOD. After the LOD is received, begin the SAAR process from the NSIPS
Portal.

3.11 Access the NSIPS Portal

In the Internet Explorer window, navigate to https://nsips.nmci.navy.mil/ . The Security
Disclaimer page (Figure 3-1) loads.

SECURITY DISCLAIMER

You are accessing a .S, Government (USG) information system (I5) that is provided
for USG-authorized use only, By using this IS, you consent to the following
conditions: The USG routinely monitars communications ococurring an this 15, and any
device attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and employee
risconduct, law enforcement, and counterintelligence investigations. At any time, the
USG may inspect and/or seize data stored on this IS and any device attached to this
IS. Communications occurring on or data stored on this IS, or any device attached to
this IS, are naot private. They are suhject to routine maonitaring and search. any
communications occurring on or data stored on this IS, or any device attached to this
IS, may be disclosed or used for any USG-authorized purpose, Security protections
rmay be utilized on this IS to protect certain interests that are important to the USG.
For example, passwords, access cards, encryption or hiometric access controls
prowide secunty for the benefit of the USG. These protections are not provided for
your benefit or privacy and mavybe modified or eliminated at the USG's discretion,

“The Data contained Herein is protected by the Privacy Act of 1974, All measures
required to protect this information should be taken.”

I have read and consent to the terms in the Security Disclaimer above

[ A= @]

Figure 3-1-Security Disclaimer
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1. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

2. Agree — Click the Agree button. The NSIPS Splash page displays.

3.1.2 NSIPS Splash Page

The NSIPS Splash page (Figure 3-2) provides links to access the SAAR form. In the System
Access Authorization Request (SAAR) section, links provide access to create new User Role
accounts, create Self-Service accounts, and validate submitted SAAR requests.

To create a new User Role account, use the New Users (NSIPS, ESR, Web Ad Hoc) link. This
link is used by the CLA to create his/her e-Leave User Role account.

" Navy Standard Integrated Pe

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
* ESR Self-Service Login Insbuctions
» Civilian Employer Information (CEI) Login Instructions
. = Logaon » Craate ESR Wiew Only Account Instuctions

Documentation & Training

System Access Authorization Request {SAAR) » ESR Self-Service Desk Guide
» New Users (NSIPS, ESR, Web Ad Hoc]é » ESR Iy Asked Q i (FAQ)
» ESR Self-Service {New Users)
» ERM SAAR Validation (Supervisor)

v

] Menu

PLEASE NOTE: CAC Logon is now
required. The userid and password

PLEASE NOTE: CAC Logon is
now required. The userid and
password screens have been

disabled.

PLEASE NOTE: CAC Logon is
now required. The userid and
password screens have been

disabled.

screens have been disabled.

[ ]3]
[ ]3]

& new upgraded NEMS reporting
environment has been deplayed for the
Enlisted and PTS Voyager Reports

(Cubes). Fleass convert your old 2

HREMS Mews B

The Unit Commanders Finance Report
(UCFE) is nowr available undey Public
Folders--= HSIPS Web ADHOC. The
UCFR contains information for service [

Websdhoo News B3

MEIPS Mews B

MSIPS Help Desk Contact Information: Toll Free: 877-589-5991, Carmnm: S04-697-5442, DSM; 647-5442, Fax: Cormm:
S504-697-3007/0342, DSN: 647-3007/0342, e-rmail: Nsipshelpdesk @nawvy.mil
[ Help Desk

{Qrganizations & Communities =Organizations (Mavy & Marine Corps Organization) > Mawy Standard Integrated
Personnel Systern (NSIPS))

For additional documentation on NSIPS/ESRACIMSE, visit the NSIPS/ESR web page on Mawvy Knowledge Online (NKO)

{ NEC

Figure 3-2-NSIPS Splash Page

3. New Users (NSIPS, ESR, Web Ad Hoc) - Click the link to initiate the SAAR process
to establish the CLA’s User Role account. The SAAR Initiate page displays.
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3.13

SAAR Initiate - NON-ERM USERS ONLY Page

The SAAR Initiate - NON-ERM USERS ONLY page (Figure 3-3) begins the SAAR process.

NOTE: ERM refers to Enterprise Record Management.

NON-ERM USERS ONLY

Please enter the SSN, Hame and Home Command and Click the Submit button to initiate
the SAAR Process.

Please fill the Required Fields

EmplID: 838888883 €
Name: = * (LastFirst Middle)
Command UIC: 63410 &) -

* Reguired)

SUBMITq Cancel @) RESETQJ

[EEN

Figure 3-3-SAAR Initiate: NON-ERM USERS ONLY Page

. EmplID - (Required) Enter the SSN. Press the Tab key to move to the next field.

NOTE: The Tab key initiates data verification with the database. Since this member is
Active Duty military, a record currently exists in NSIPS. The data stored in
the database automatically populates the Name and Command Unit
Identification Code (UIC) fields.

Name — System displays name in the Last,First Middle Initial format. Press the Tab
key.

Command UIC - System displays current Command UIC for the member. Press the
Tab key.

Submit — Click the Submit button to open the next page in the SAAR application
process. The SAAR-User Profile (Figure 3-5) displays.

Cancel — Click the Cancel button to cancel the request and close the SAAR process.
The cancellation message page (Figure 3-4) displays. Click the Return to NSIPS Portal
Page link to return to the NSIPS Portal page.

Reset — Click the Reset button to clear all information entered on the NON-ERM
USERS ONLY page. Re-enter user information.
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You hawve successfully signed out of NSIPS.

Return to MNSIPS Portal Page

For questions or concermns please contact the NSIPS Help Desk
Contact Information: Toll Free: §77-589-5991, Conm: S04-697-5442, DSN: 647-5442,
Fax: Comm: 504-697-3007 /0342, DSN: 647-3007 /0342 e-mail: Nsipshelpdesk @nawy .mil

Figure 3-4-SAAR Cancellation Results
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3.14 System Access Authorization Request (SAAR) — User Profile Page

System Access Authorization Request (SAAR) form (Figure 3-5) displays. The Privacy
Statement displays at the top of the page. This indicates that the information entered on this form
is governed by Privacy Act requirements. The data entry fields provide the ability to record User
Profile details identifying the type of user and User Role request.

System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99474, the Cournterfeit Access Device and Computer Fraud and Abuse Act of 1984, athorizes collection of this infermation.
The information will be used to verify that you are an authorized user of a Government awtomated information system (AlS) and or to verify
wour level of Govermment security clearance. Atthough disclosure of the information is veluntary, Tailure to provide the information may
impede or prevent the processing of your “System Authorization Access Request (SAAR)”. Disclosure of records or the information
coltained therein may be specifically disclosed onside the DoD according to the "Blanket Routine Uses™ set forth at the beginning of the
DISA compilation of systems orf records, published annually in the Federal Register, and the disclosures generally permitted under 5

T WLS.CL 552A(b) of the Privacy Act.

User Profile
Operator Details

UserID:  N108122445150003

System-generated User 1D used to access
this User Role and privileges.

A

B Write this number down for future use.

General Attributes

EmpliD: 883888883

ST T ICDT

Department: 63410 HAVMAC MILLINGTON TH JUSTIFICATION
Rank/Rate: LCDR Account Type: Milita 1y
Email Address: Telephone:

(Joe.smith@nawy.mil

Security Type & User Roles (&
Corporate User

This type of Account has to be Approved By the Functional Area
Manager Responsible for ManPower & Peisonnel
[JANO User? Acceptance and Oath of Office

CIMS User

[OCarporate User?

Career Information Management System

[JCIMS User?
POEMS User PCS Obligation & Expenditure Management System
[le-Leave Command Administrator eLeave is a Sub.System in the Enterprise Database.

Figure 3-5-SAAR: User Profile - CLA

A. Operator Details

The Operator Details section contains the system-generated User Identification number (User
ID) assigned in association with the user’s Common Access Card (CAC). This value is used
to track the SAAR through the review, validation, approval process, and to access the user’s
account. Write this number down and keep it for future reference to access this account to
perform CLA tasks.
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B. General Attributes

The General Attributes section (Figure 3-6) provides demographic data about the member
completing the SAAR. The data displayed in the fields are based on the SSN entered on the
NON-ERM USERS page. The EmplID (SSN), Name, Department (UIC), Rank/Rate, and
Account Type are displayed based on the values stored in the database for the member. The
Account Type indicates if the member is Military personnel or Civilian.

EmpllD: 888868883 Name: SMITH,FRED
Department: 63410 NAVMAC MILLINGTON TN JUSTIFICATION
Rank/Rate: LCOR Account Type: Military e
Email Address: o Telephone: 6

{ioe. s mithgnawy.mil

Figure 3-6-SAAR: User Profile — General Attributes Section

1. Email Address — (Required) Enter the official Email address.

2. Telephone — Enter the telephone number. The Help Desk or Functional Area Manager
(FAM) uses this telephone number to contact the user.

3. Justification — Click the Justification button and enter a justification or reason for the
SAAR request. This button opens a Comments window allowing for free form text
entry. Once a comment is added, the Justification button turns red indicating a comment
exists.
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C. Security Type & User Roles

The Security Type & User Roles section (Figure 3-7) provides the options to establish User
Roles. To create the CLA User Role, select the e-Leave Command Administrator option.
Once this is selected, all other options become unavailable. If within NSIPS the CLA
performs additional duties; a separate SAAR needs to be completed to assign NSIPS specific
User Roles.

Security Type & User Roles (@
Corporate User

CCarporate User? T e of Account s tobe Appreved By the Functonal Ares
[ANO User? Acceptance and Oath of Office
[CIMS User? Career Information Management System

POEMS User PCS Obligation & Expenditure Management System

[ e-Leave Command Administrator elLeave is a Sub.System in the Enterprise Database.

Figure 3-7-SAAR: User Profile — Security Type & User Roles Section
4. e-Leave Command Administrator — Click the checkbox to create an e-Leave
Command Administrator account.

NOTE: Use the scroll bar to move through the various sections of the SAAR form.
Scroll to the UIC Access Setup section.
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3.1.5 SAAR - UIC Access Setup
This section (Figure 3-8) provides a link to identify the UICs assigned to the CLA.

UIC Access Setup

ERM UIC Access

ERM UIC Access

Workflow Setup

Click here to Set-Up Next Roleusers in Route

Supervisor Details - SAAR Form

Name: *
(Last,First Middle)
Email Id: -
(joe.smith@cnrfnavy.nola.mil)
Contact Phone: *

SUBMIT |

Figure 3-8—-SAAR: User Profile — UIC Access Setup Section

5. ERM UIC Access — Click this link to open the UIC Access page to identify the UICs

assigned to the CLA.
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3.1.6 UIC Access Details Page

The Pay and Personnel Support Level UIC Access Profile — UIC Access Details page displays
the UICs assigned to the CLA in the General UIC(s) area. Add all UICs that are listed in the
Letter of Designation (LOD).

A. UIC Access Details

This section (Figure 3-9) displays all UICs assigned to the CLA. To assign UICs, use the
General UIC(s) button to open the UIC Access page.

Pay & Personnel Support Level UIC Access Profile

EmpllD: 888888883 SMITH,FRED

UIC Access Details A

General UIC(s) g

Ok | Cancel |

Figure 3-9-Pay and Personnel Support Level UIC Access Profile Page

1. General UIC(s) — Click the General UIC(s) button to open the UIC Access page to
assign UICs to the CLA.
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B. UIC Access Page

This page (Figure 3-10) provides the field to record the UIC and the ability to add more than
one UIC or delete UICs that no longer apply to the CLA. Add all UICs assigned to the CLA
as indicated in the LOD.

EmpliD: 388888883 SMITH.FRED

Find [ iew Al | B First [ 1.2 or 2 [P Last

General UIC Activity L ong Title

63410 @ | MAVMAC MILLINGTON T (=]
| [=]
(3]
4] <
Ok | Cancel |

Figure 3-10-SAAR: UIC Access Page

2. General UIC - Enter the CLA’s Command UIC. Press the Tab key. The UIC name
displays under the Activity Long Title column.

3. Add a New Row/Delete a Row — Click the Add a New Row icon (+) to add additional
UICs to the list. A new row displays. Repeat Step 2. Click the Delete a Row icon (-) to
remove UICs from the list. Add all the UICs associated with the CLA.

4. OK - Click the OK button to record the UICs to the CLA’s SAAR request. The Pay and
Personnel Support Level UIC Access Profile — UIC Access Details page displays
(Figure 3-11).

5. Cancel — Click the Cancel button to return to the UIC Access page without saving any
recorded data.
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C. Pay and Personnel Support Level UIC Access Profile Page — UICs Recorded

The Pay and Personnel Support Level UIC Access Profile — UIC Access Details page
(Figure 3-11) re-displays with the assigned UIC(s) listed in the General UIC(s) area.

Pay & Personnel Support Level UIC Access Profile

EmpliD: 888888883 SMITH,FRED

UIC Access Details

| - WO UIC(S) FOUMND -

| - MO UNSEY FOUMND -

| General UIC(s) | 63410 (MAVMAC MILLINGTOM TH) e
o ]
(]34 | Cancel |

Figure 3-11-Pay and Personnel Support Level UIC Access Profile Page —
UICs Listed

6. OK - Click the OK button to save the assigned UICs and return to the SAAR User Profile
page (Figure 3-12).

7. Cancel — Click the Cancel button to return to the UIC Access page without saving any
recorded data.
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3.1.7 SAAR: Supervisor Details - SAAR Form

The next section on the SAAR form that needs completing for the CLA account is the Supervisor
Details — SAAR Form section. This section (Figure 3-12) identifies the person with supervisory
responsibility for the user completing the SAAR form.

UIC Access Setup

ERM UIC Access

EBRM UIC Access

Workflow Setup

Click here to Set-Up Next Roleusers in Route

Supervisor Details - SAAR Form

Name: a *

(Last,First Middle)

Email Id: g

(joe.smithg@cni.navy. nola.mil)

Contact Phone: @

sugmiIT (B)

Figure 3-12-SAAR: Supervisor Details - SAAR Form Section

8. Name — Enter the name of the supervisor responsible for reviewing this SAAR request.
Enter the name in the standard format: LAST,FIRST (space) Middle Initial (MI).

NOTE: Carefully enter the supervisor’s name. If it does not match what the supervisor
will enter, he/she will not be able to locate this SAAR request to process it.
Double check the spelling of the name before submitting.

9. Email Id — Enter the supervisor’s official email address. Details about the SAAR will be
sent to this email address.

10. Contact Phone — Enter the supervisor’s contact phone number.

11. Submit - Click the Submit button to submit the SAAR application and begin the
verification and authorization process. After successful submission of the application the
ERM SAAR Status page displays.
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3.18 ERM SAAR Status

Once the SAAR application is submitted, the ERM SAAR Status message (Figure 3-13) displays
indicating it was sent to the supervisor for verification and the SAAR review process has begun.

ERM SAAR Status

The ERM SAAR Process has been initiated. The Transaction is now sent to the Supervisor for verification. You will
receive Email notifications about the Progress.Please make a note of the Operator Id & Password that were selected
You will require them to login to the System once the SAAR is approved by the ISSO/FAM/NAM

CLOSE @

Figure 3-13-SAAR: ERM SAAR Status
12. Close - Click the Close button to close the status message.

3.1.9 SAAR - Verification Email

After the SAAR application is submitted, email verification is sent to the supervisor identified on
the user’s SAAR form in the Supervisor Details — SAAR Form section. The email (Figure 3-14)
provides the supervisor with the Confirmation Code and instruction on how to access the user’s
SAAR form. If you are a supervisor for SAAR review, follow the instructions provided in the
email. Section 3.2 provides instructional details about the SAAR verification process.

Fromm: ERM_SafR@MNAYY.MIL on behalf of nsips_saar. Feb@nayy. mil Sent:  Wed 3/31)2010 12:34 PM

To: Hazelbaker, Roberta L CTR SPAWAR, NSIPS
e
Subject:  SAAR Process awaiting Review

MN3IP3 Enterprise Record Management System (ERM) - System Access Authorization Regquest ~
(SAAR) Validation

FTou are receiving this email because you were identified as a Supervisor for SMITH,FRED
regquesting an N3IPS ERM account.

If wou think you receiwed this Emwm=ail by mistake, please forward this email to
N3IP3Helpdesklnavy.mil.

Due to ongoing Information Assurance regquirements, this wvalidation reguest no longer
upnort ewhedded hyper]ink

Please go to the N3IIPS home page and click the ERM ZAAR Validation (Superwvisor) link.

Fou will reguire the following Confirmation Code to walidate saccount reguests:
JEZOSDMNO0SyvIcESSHNyoZ eehW2 L3 ykFwSmE

Figure 3-14-SAAR Verification E-mail: Sample
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3.2 SAAR Verification Process (Supervisor’s Action)

Once the supervisor receives the verification email, he/she can access the user’s SAAR
application via the NSIPS Portal (Figure 3-15). The supervisor verifies the military and civilian
CLA account.

3.21 NSIPS Portal

Access the NSIPS Portal (https://nsips.nmci.navy.mil/). In the System Access Authorization
Request (SAAR) section, select ERM SAAR Validation (Supervisor) link to begin the validation
process.

H MNawy Standard Integl:zd Personnel System

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
*» ESR Self-Service Login Instructions
*» Ciwilian Employer Information (CEI) Login InstucHons

¥ ..,." LDgDn *» Create ESR Wiew Only Account Instuctions

Documentation & Training

System Access Authorization Request (SAAR) *» ESR Self-Service Desk Guide

*» Mew Users (MSIPS, ESR, Web Ad Hoc) » ESR Frequenty Asked Questions (FAQ)

» ESR Self-Service (MNew User
*»» ERM SA AR Yalidation (Supervisor)

| Menu

PLEASE NOTE: CAC Logon is now PLEASE MOTE: CAC Logon is = PLEASE NOTE: CAC Logon is [~
required. The userid and password nowr required. The userid and = now required. The userdid and =
screens have been disabled. password screens have been password screens have been
disabled. disabled.
& neer upzraded NWEBSE reportine The Tnit Commanders Finanece Feport
envirormment has been deployed for the [TTNZFE) is nocar available under Public
Enlisted and PTE Voyazer Reports Faolders--= HEIPS "Weh ADHOC. The
[Tubes). Please convert woar old D IZFE contains information for service E]
L | MNSIPS Mews N ) S HNREMS Mews ! L [ webadhoc News B |—!

MZIP= Help Desk Contact Information: Toll Free: 877-589-5991, Comm: S504-697-5442, DSM: 647-5442, Fax: Comm:
504-597-3007/0342, DSN: 647-3007/0342, e-mail: Msipshelpdesk@nawy il |
| Help Desk —

For additional docurmentation on NSIPS/ESRACIMSE, wisit the MSIPS/ESR web page on Mawy Knowledge Online (MKO)
{rganizations & Communities =Organizations (MNawy & Marine Corps Organization)>= Mawvy Standard Integrated
FPersonnel System (MNSIPS)) T

{ MK —

Figure 3-15-Verification Process: NSIPS Portal

1. ERM SAAR Validation (Supervisor) — Click this link to begin the verification
process.
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3.2.2 ERM SAAR Review/Verification Process

To begin the verification process, enter the user’s Confirmation Code provided in the verification
email on the ERM SAAR Review/Verification Process section (Figure 3-16). Figure 3-14
illustrates an example of the email.

ERM SAAR Review/Verification Process

Please enter the Confirmatien Code received in the Email and Click on the Button "Confirm™ to
start the Process.

Code:  |[JZOBDNOSyJcEBSNyo2eehW2f3ykFv5mR @)

Figure 3-16—Verification Process: ERM SAAR Review/Verification Process

2. Code - Enter the Confirmation Code provided in the verification email.

NOTE: Itis recommended to copy and paste the code from the email
(Figure 3-14) into this field.

3. Confirm - Click the Confirm button. The Supervisor Details section displays.
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3.2.3 Verification Process: Supervisor Details

After the Confirm button is selected, the Supervisor Details section displays on the page

(Figure 3-17). The supervisor data entered in these fields must match the supervisor data entered
on the original CLA SAAR request. This is a validation that the correct person is verifying the
SAAR request. As the supervisor, complete the fields.

ERM SAAR Review /Verification Process

Please enter the Confirmation Code received in the Email and Click on the Button “"Confirm" to
start the Process.

Code: Confirm

ISupervisor Details

Please enter your details in the Section provided below and click Submit. The details should
match those specified in the SAAR Form.

Name: o (Last,First Middle)
SSN: a PEXX XX XXX X)
Email ld: a
Phone: e
SUEMIT ‘:‘ RESET E.‘

Figure 3-17-Verification Process: Supervisor Details Section

4. Name - (Required) Enter your name.

NOTE: Itis important to enter the name into this field carefully; the supervisor’s

name must be entered exactly as it was during the application process on the
SAAR form.

5. SSN - (Required) Enter your SSN.

6. Email Id — (Required) Enter the official email address. This is the email address where
mail regarding this application is sent.

7. Phone — (Required) Enter the contact phone number.

8. Submit - (Required) Click the Submit button to save the supervisor’s (your) contact
information and continue the verification and authorization process. After successful
submission of this page the applicant’s SAAR Request displays for review/verification.

9. Reset — Click the Reset button to clear all entered data on this page.
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NOTE: The system checks the supervisor information entered on this page with the
supervisor information entered on the original SAAR form. If they do not
match an error message displays (Figure 3-18). Verify the supervisor’s name.
Click OK to close the message.

sleyusufe L ae Bl d
A Supervisor Mame does not match Supervisor Name on S4AR Form (26105,58)

The Supervisor Name: entered an this page must EXACTLY match the Supervisar Name entered on the SAAR form, Please verify the name entered on the SAAR farm before proceeding.

Figure 3-18-SAAR Supervisor Name Error Message

3.24 Verification Process: SAAR Form Review

After the Supervisor Details are submitted, the user’s SAAR form (Figure 3-19) displays. Verify
the accuracy of the information entered. Refer to Section 3.1 to view a sample SAAR form. At
the bottom of the SAAR form, two new buttons displays: Verified/Approve and Deny Request.

Verifiedf Approve | Deny Request |

Figure 3-19-Verification Process: SAAR Form Buttons

1. Verified/Approved — Click the Verified/Approved button to approve the user’s SAAR
form. The Route SAAR for Final Approval page displays (Figure 3-20).

2. Deny Request — Click the Deny Request button to disapprove the user’s SAAR form.
The SAAR application is cancelled. The user will need to redo the SAAR.

NOTE: The supervisor only reviews the SAAR for accuracy, verifying that the
information is accurate and that only the correct levels of access are requested.
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3.25 Verification Process: Route SAAR for Final Approval

After the user’s SAAR is verified, the SAAR is sent to the local NSIPS Area Manager (NAM)
for final approval and account activation. The supervisor verifying the SAAR selects the NAM
from the list. The Route SAAR for Final Approval page (Figure 3-20) lists all NAMs available
for this user. Select the appropriate NAM.

Route SAAR for Final Approval

Function Manager - Details

First 1] 110 or 10 [ Last

Select Hame uic Command Role Name
] Bill Lumbergh-SUPERFAM 43043 PERSUPPDET JACKSONWVILLE Man Power & Personnel FAM
O CARTER,MARK ANTHONY 09742 COM CVW 2 Pay & Personnel Support FAI
F CIMS [NCC{AW) Strickland) 62980 COMNAVPERSCOM MILLINGTON TN Man Power & Personnel FAM
F CIMS (HCCM Thomas A Albert) 52080 COMNAVPERSCOM MILLINGTON TH Man Power & Personnel FAM
¥ GRANGE,MICHAEL D 09113 VFA 2 Pay & Personnel Support FAM
o MILLER,ERNEST STANLEY 21297 CVN 72 ABRAHAM LINCOLN Pay & Personnel Support FAI
¥ MORENO,BLANCA ESTELLA 094565 VAW 116 Pay & Personnel Support FAI
F HSIPS/ESR Super FAM Primary 52880 COMNAVPERSCOM MILLINGTON TN Man Power & Personnel FAM
O HSIPS/ESR Super FAM Secondary 520880 COMNAVPERSCOM MILLINGTON TH Man Power & Personnel FAM
O SATRASOOK,BENJAMIN REYES 09558 VFA 151 Pay & Personnel Support FAI
Note:

Operator(s) displayed in this style are the Manpower & Personnel FAM({s)/1550({s)/NAR(s) and
transactions can be routed to them if there are no Local FAN(s)1SSO(SYHNAN(S) set-up for your
Activity.

OK Cancel

Figure 3-20-Verification Process: Route SAAR for Final Approval

1. Select — Click the checkbox next to the name to select the NAM for final approval and
account activation. More than one can be selected.

2. OK —Click OK to route the SAAR to the identified NAM. The ERMS SAAR Status
message displays.
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The ERM SAAR Status message (Figure 3-21) indicates that the SAAR was forwarded to the

NAM for final approval and account creation. Click the Close button to exit the verification
process.

ERM SAAR Status

The ERM System Acceess Authorization Request has been forwarded to the ISSQO -21297NAM(MILLER ERNEST
STANLEY) for FINAL Approval. Originator has been Notified via Email.

CLOSE

Figure 3-21-Verification Process: ERM SAAR Status Message

An email message is sent to the NAM for account creation. When the CLA’s User Role account
is completed, he/she will receive an email confirmation. At that point the CLA accesses the e-

Leave application via the NSIPS main menu to begin establishing the environment for e-Leave
Request processing.

Refer to Section 5 for complete instructional details to begin e-Leave setup.
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3.3 Civilian and Joint Force User Account Creation

Civilians and Joint Forces can assume the role of Command Leave Administrator (CLA),
Reviewer, and/or Approver. From this point forward, civilians and Joint Forces will be referred
to as civilians. Since the civilian does not have an NSIPS account, special arrangements are

made to allow the civilian the ability to request an account to perform the CLA, Reviewer, and/or
Approver tasks.

The civilian uses his/her Common Access Card (CAC) and accesses the SAAR request using the
New User (NSIPS, ESR, Web Ad Hoc) link on the NSIPS Splash page. The SAAR provides the
Security Type and User Role of e-Leave Command Administrator and e-Leave Civilian
Approver/Reviewer option. The CLA assigns the Reviewer/Approver role to the civilian and
unlocks the account. This section details the instructional steps for the civilian and the CLA to
establish the civilian account. As with all personnel the process begins by accessing the NSIPS
Portal.

3.3.1 Access the NSIPS Portal

In the Internet Explorer window, navigate to https://nsips.nmci.navy.mil/ . The Security
Disclaimer page (Figure 3-22) loads.

SECURITY DISCLAIMER

You are accessing a L5, Government (USG) information system (15} that is provided
for USG-authorized use only. By using this IS, you consent to the following
conditions: The USG routinely monitors communications occurring on this 1S, and any
device attached to this 15, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, guality control, and employee
misconduct, law enforcement, and counterintelligence investigations. At any time, the
LISG may inspect and/for seize data stored on this IS and any device attached to this
IS. Communications occurring on or data stored on this IS, or any device attached to
this 15, are not private. They are subject to routine monitoring and search, Any
communications occurring on or data stored on this 1S, or any device attached to this
15, may be disclosed or used for any USG-authorized purpose. Security protections
may be utilized on this IS to protect certain interests that are important to the USG.
For example, passwords, access cards, encryption or biometric access controls
provide security for the benefit of the USG. These protections are not provided for
your benefit or privacy and maybe modified or eliminated at the USG's discretion.

“The Data contained Herein is protected by the Privacy Act of 1974. All measures
required to protect this information should be taken.”

I have read and consent to the terms in the Security Disclaimer above

A @

Figure 3-22—Security Disclaimer

1. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

2. Agree — Click the Agree button. The NSIPS Splash page displays.
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3.3.2 NSIPS Splash Page

The NSIPS Splash page (Figure 3-23) provides the link to access the SAAR form. In the System
Access Authorization Request (SAAR) section, links provide access to create new user accounts,
create Self-Service accounts, and validate a submitted SAAR request. To create the civilian
account, use the New Users (NSIPS, ESR, Web Ad Hoc) link.

s

e,

= Mavy Standard Integ rtEd Personnel System

System Status: Online Tuesday, January 5

User Information

*» ESR Self-Sarvice Login Instuctions

*+ Civilian Employer Information [CEI) Login Insbuctons
*» Create ESR View Only Account Instructons

DoD CAC Authentication

i Logaon

Documentation & Training
» E5R Self-Service Desk Guide
**» E5R Frequendy Asked Questions (FAQ)

System Access Authorization Request {(SAAR)
» New Users (MSIPS, ESR, Web Ad Hoc)
» ESR Self-Service (New Users)

*» ERM S A AR ¥Yalidaton (Supervisor)

.

] Menu

PLEASE MOTE: CAC Logon is now
required. The userid and password

screaens have been disabled.

-

MSIPS Mews

S

PLEASE MOTE: CAC Logon is
now required. The userid and
password screens have been

disabled.

A nevwr upgraded HEMS reporting
enviromment has been deployed for the
Enlisted and PTE Vayager FEeports
[Cubes). Please comvert wour old

I

=

L] MNREMS Mews

|

PLEASE MOTE: CAC Logon is
now required. The userid and
password screens have been

disablad.

I

The Tnit Conumanders Finance Feport
[TCFE) 15 nowr available under Public
Folders--= MEIPS Web ADHOC. The
TCFER contains information for service

L [ webAdhoo Mews B |

(<]

MNSIPS Help Desk Contact Information: Tall Free: &77-589-5991, Comm: 504-697-5442, DSM: 647-544 2, Fax: Comm:
504-697-3007/0342, DSM: 647-3007/0342, e-mail! Nsipshelpdesk @nawy.mil

-

] Help Desk

Personnel Systermn (NSIPS))

For additional documentation on NSIPS/ESRACIME, visit the MSIPS/ESR web page on Mawy Knowledge Online (MKD)
{Organizations & Cormmunities=Crganizations (Mavy & Marine Corps Organization)= Mavwy Standard Inteqgrated

] MED

-

Figure 3-23-NSIPS Splash Page

3. New Users (NSIPS, ESR, Web Ad Hoc) — Click the link to initiate the SAAR process

to establish the civilian User Role account. The SAAR Initiate page displays.
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3.3.3 SAAR Initiate - NON-EMR USERS ONLY Page
The SAAR Initiate — NON-ERM USERS ONLY page (Figure 3-24) begins the SAAR process.

NON-ERM USERS ONLY

Please enter the SSH, Name and Home Command and Click the Submit button to initiate
the SAAR Process.

Please fill the Required Fields

EmplID: *

Name: e ‘ * (LastFirst Middle)
Command UIC: *
™ Required)
SUBMITE@ Cancel @ | RESET @

Figure 3-24-SAAR Initiate: NON-ERM USERS ONLY Page

1. EmplID - (Required) Enter the SSN. Press the Tab key to move to the next field.

NOTE: The Tab key initiates data verification with the database. Since this member is
a civilian/Joint Force a record does not exist in NSIPS. The error message
(Figure 3-25) displays. Click OK to close the error message and return to the
NON-ERM USERS ONLY page and complete the remaining fields.

"j Warning -- 55N Entered has no record at ERM Central Dakabase, (26105,2)

Please fill in the Mame & Command of the 55N entered and submit to place a request,

Figure 3-25-SSN Error Message

2. Name - (Required) Enter the name in Last,First (space) MI format. Press the Tab key.
3. Command UIC - (Required) Enter the current Command UIC. Press the Tab key.
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4. Submit - Click the Submit button to open the next page in the SAAR application
process. The SAAR User Profile page displays (Figure 3-27).

5. Cancel - Click the Cancel button to cancel the request and close the SAAR process. On
the cancellation message page (Figure 3-26); use the Return to NSIPS Portal Page link
to return to the NSIPS Portal.

6. Reset — Click the Reset button to clear all information entered on the NON-ERM
USERS ONLY page. Re-enter user information.

You hawve successfully signed out of NSIPS.

Return to MNSIPS Portal Page

For questions or concermns please contact the NSIPS Help Desk
Contact Information: Toll Free: §77-589-5991, Conm: S04-697-5442, DSN: 647-5442,
Fax: Comm: 504-697-3007 /0342, DSN: 647-3007 /0342 e-mail: Nsipshelpdesk @nawy .mil

Figure 3-26—-Results of SAAR Cancellation
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3.34

System Access Authorization Request (SAAR) — User Profile Page

System Access Authorization Request (SAAR) form (Figure 3-27) displays. The Privacy
Statement displays at the top of the page. This indicates that the information entered on this form
is governed by Privacy Act requirements. The data entry fields provide the ability to record User

Profile details identifying the type of user.

[ U.S.C. 552A(h) of the Privacy Act.

System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99-474, the Counterfeit Access Device and Computer Fraud and Abuse Act of 1984, authorizes collection of this information.
The information will be used to verify that you are an authorized user of a Government automated information system (AIS) and/or to verify
your level of Government security clearance. Atthough disclosure of the information is voluntary, failure to provide the information may
impede or prevent the processing of your "System Authorization Access Request (SAAR)™. Disclosure of records or the information
contained therein may bhe specifically disclosed outside the DoD according to the "Blanket Routine Uses™ set forth at the beginning of the
DISA compilation of systems or records, published annually in the Federal Register, and the disclosures generally permitted under 5

User Profile
Operator Details A

User ID: Password

eneral Atiributes B

EmpliD: 888838882 Name: JONES,THOMAS
Department: 3410 NAVMAC MILLINGTON TH JUSTIFICATION
Rank/Rate: NA Account Type: Civilian

Email Address: g Telephone: Q

joe.smith@navy.mily
Security Type & User Roles

Corporate User
Corporate User? This type ofAccou_m has to be Approved By the Functional Area
Manager Responsible for ManPower & Personnel
Acceptance and Oath of Office

ANQ User?
CIMS User
CIMS User? Career Information Management System
POEMS User PCS Obligation & Expenditure Manag System

eLeave
[Fe-Leave Command Administrator eleave is a Sub-System in the Enterprise Database.

[Je-Leave Civilian Approver/Reviewer

()

ePerformance Details

ce User? aPafarmance is a Suh.Systam in the Fntarnrise I

Figure 3-27-SAAR Account: User Profile Page — Civilian

A. Operator Details

The Operator Details section contains the system-generated User Identification number (User
ID) assigned in association with the user’s CAC. This value is used to track the SAAR
through the review, validation, and approval process. Write this number down and keep it for

future reference to access this account to perform e-Leave tasks.
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B. General Attributes

The General Attributes section (Figure 3-28) provides demographic data about the civilian
completing the SAAR. Data displays in the EmplID (SSN), Name, and Department (UIC)
fields based on the values entered on the NON-ERM USERS ONLY page (Figure 3-24). The
Account Type indicates Civilian and the Rank/Rate field displays Not Applicable (N/A).

EmpliD: 888888887 Name: JONES,THOMAS
Department: 63410 NAVMAC MILLINGTON TN JUSTIFICATION
Rank/Rate: N/A Account Type: Civilian
Email Address: o Telephone: 6
fioo crnith rrily

Figure 3-28-SAAR: User Profile Page — General Attributes Section

1. Email Address — (Required) Enter the official Email address.

2. Telephone — Enter the telephone number. The Help Desk or NSIPS Area Manager
(NAM) uses this telephone number to contact the person.

3. Justification — Click the Justification button and enter a justification or reason for the
SAAR request. This button opens a Comments window allowing for free form text
entry. Once a comment is added, the Justification button turns red indicating a comment
exists.

C. Security Type & User Roles

The Security Type & User Roles section (Figure 3-29) provides the options to establish User
Roles. To create the Civilian User Role, select the e-Leave Command Administrator or
e-Leave Civilian Approver/Reviewer option. Once this is selected, all remaining fields
become unavailable.

Security Type & User Roles (@
Corporate User

This type of Account has to be Approved By the Functional Area
Manager Responsible for ManPower & Personnel

[ICorporate User?

Acceptance and Oath of Office

CJANO User?
CICIMS User? Career Information Management System
POEMS User
POEMS User PCS Obligation & Exjy liture M q System

e e-Leave Command Administrator elLeave is a Sub-System in the Enterprise Database.
[Je-Leave Civilian ApproveriReviewer

Figure 3-29-SAAR: User Profile Page — Security Type & User Roles Section

4. e-Leave — Click the appropriate checkbox, e-Leave Command Administrator or e-
Leave Civilian Approver/Reviewer.
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NOTE: The next step varies depending upon the selection made in the Security Type
& User Roles section (Figure 3-29). Refer to Section 3.3.5 for civilian CLA
and Section 3.3.6 for e-Leave Civilian Approver/Reviewer.

3.35 Continue SAAR Process for Civilian CLA

After e-Leave Command Administrator is selected from the e-Leave section under Security Type
& User Roles (Figure 3-29), scroll down to the Supervisor Details section (Figure 3-30). As with
the military CLA account, the civilian account needs to be reviewed by the supervisor.

3.3.5.1  Complete Supervisor Details Section

In the Supervisor Details section (Figure 3-30), identify the supervisor. It is important to
remember that the supervisor’s name must be correctly entered.

Supervisor Details - SAAR Form
Name: 6 *
{LastFirst Middle)
Email ld: G *
(joe.smith@cnrf.nawy.nola.mil)
Contact Phone: o *
sueMIT @)

Figure 3-30-SAAR: Supervisor Details — SAAR Form Section

5. Name — Enter the name of the supervisor responsible for reviewing this SAAR request.
Enter the name in the standard format: LAST,FIRST (space) Middle Initial (MI).

NOTE: Carefully enter the supervisor’s name. If it does not match what the supervisor
will enter, he/she will not be able to locate this SAAR request to process it.
Double check the spelling of the name before submitting.

6. Email Id — Enter the supervisor’s official email address. Details about the SAAR will
be sent to this email address.

7. Contact Phone — Enter the supervisor’s contact phone number.

8. Submit — Click the Submit button to submit the SAAR application and begin the
verification and authorization process. After successful submission of the application
the ERM SAAR Status page displays.
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3.35.2 ERM SAAR Status

Once the SAAR application is submitted, the ERM SAAR Status message (Figure 3-31) displays
indicating it was sent to the supervisor for verification and the SAAR review process has begun.

ERM SAAR Status

The ERM SAAR Process has been initiated. The Transaction is now sent to the Supervisor for verification. You will

receive Email notifications about the Progress.Please make a note of the Operator Id & Password that were selected
You will require them to login to the System once the SAAR is approved by the ISSO/FAM/MNAM

CLOSE Q

Figure 3-31-SAAR: ERM SAAR Status

9. Close - Click the Close button to close the status message.
3.3.5.3 SAAR - Verification Email

After the SAAR application is submitted, email verification is sent to the supervisor identified on
the user’s SAAR form in the Supervisor Details — SAAR Form section. The email (Figure 3-32)
provides the supervisor with the Confirmation Code and instruction on how to access the user’s
SAAR form. If you are a supervisor for SAAR review, follow the instructions provided in the
email. Section 3.2 provides instructional details about the SAAR verification process.

From: ERM_SAAR@MNAYY.MIL on behalf of nsips_saar, Feb@naswy .mil Sent:  Wed 33172010 12:34 PM
To: Hazelbaker, Roberta L CTR SPAWAR, MSIPS

Cec:

Subject:  SAAR Process awaiting Review

HN3IPS Enterprise Record Management S3ystem (ERM) - Svstem Acocess Authorization Reguest P
[3LAR) Validation

FTou are receiving this email because you were identified as a Supervisor for SMITH,FRED
reqguesting an MNIIPS ERM account.

If wou think you receiwved this Email by mistake, please forward this email to
N3IP3Helpdesklnavy.mil.

Due to ongoing Information Assurance regquirements, this wvalidation reguest no longer
unhort emtiedded hyner]ink

Please go to the WN3IPS home page and click the ERM SAALAR Validation [(Supervisor)] link.

Fou will reguire the following Confirmation Code to walidate saccount reguests:
JEZOSDMNO0SyvIcESSHNyoZ eehW2 L3 ykFwSmE

Figure 3-32-SAAR Verification E-mail: Sample
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3.3.6 Continue SAAR Process for e-Leave Civilian Approver/Reviewer

After e-Leave Civilian Approver/Reviewer is selected from the e-Leave section under Security
Type & User Roles (Figure 3-33), scroll down to the Supervisor Details section (Figure 3-34).

Security Type & User Roles -
Corporate User

[ICorporate User? This type of Account has to be Approved By the Functional Area
) Manager Responsible for ManPower & Personnel

CJANO User? Acceptance and Oath of Office
CICIMS User? Career Information Management System
POEMS User PCS Obligation & Expenditure Management System

Leave is a Sub-System in the Enterprise Database.

e-Leave Civilian Approver/Reviewer

Figure 3-33-SAAR Verification E-mail: Sample

3.3.6.1 Submit the e-Leave Civilian Approver/Reviewer SAAR Request

The CLA verifies and creates the civilian account for Approvers/Reviewers. The CLA accesses
the civilian account, unlocks the account, assigns UIC access, and assigns the civilian as
Reviewer and/or Approver to specific ember accounts. Refer to Section 5.5 for details about
establishing civilian Reviewer/Approver accounts.

Since the CLA takes care of the civilian account, the supervisor details are not needed. Use the
Submit button at the bottom of the SAAR form (Figure 3-34).

Supervisor Details - SAAR Form

Name:

{Last First Middle)

Email lId:

{joe.smithi@cn.navy.nala.mily

Contact Phone:

SUEMIT o

Figure 3-34-SAAR: Supervisor Details — SAAR Form Section

1. Submit — Click the Submit button. The ERM SAAR Status message displays.
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3.3.6.2 ERM SAAR Status Message

Once the SAAR is successfully submitted, the ERM SAAR Status message (Figure 3-35)
displays indicating the success of the submission. It indicates that the request was sent to the
CLA, assigned to your UIC, who will process the request.

ERM SAAR Status

The ERM SAAR Process has been initiated. This transaction has been sent to your UIC e-Leave Administrator for
verification

CLOSE 2

Figure 3-35-ERM SAAR Status Message

2. Close — Click the Close button to close the message.

Once the account is submitted the CLA accesses the civilian’s account, and using the Civilian
Profile Setup option establishes the account. Refer to Section 5.5 for details.
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3.4 Military Reviewer, Approver, Member Self-Service Account Creation

Military e-Leave Reviewers, Approvers, and the member request and process e-Leave Requests
via a Self-Service account. Reviewers and Approvers use the Self-Service account to complete
his/her own e-Leave Request; as well as, review/approve e-Leave Requests for assigned
members. Each person must complete a SAAR requesting the Self-Service account. The process
begins by accessing the NSIPS Portal.

34.1 Access the NSIPS Portal

In the Internet Explorer window, navigate to https://nsips.nmci.navy.mil/ . The Security
Disclaimer page loads (Figure 3-36).

SECURITY DISCLAIMER

Y¥ou are accessing a .S, Government (USG) information system (IS) that is provided
for USG-authorized use only. By using this IS, you consent to the following
conditions: The USG routinely monitors communications occurring on this 1S, and any
device attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality contral, and employee
rmisconduct, law enforcement, and counterintelligence investigations. At any time, the
USG may inspect andfor seize data stored on this IS and any device attached to this
IS, Communications occurring on or data stored on this IS, or any device attached to
this IS, are not private, They are subject to routine monitaring and search, Any
communications occurring on or data stored on this IS, or any device attached to this
15, may be disclosed or used for any USG-authorized purpose, Security protections
may he utilized on this IS to protect certain interests that are important to the USG.
For example, passwords, access cards, encryption or biometric access controls
provide security for the benefit of the USG. These protections are not provided for
your benefit or privacy and maybe modified or eliminated at the USG's discretion,

“The Data contained Herein is protected by the Privacy Act of 1974, All measures
required to protect this information should be taken.™

I have read and consent to the terms in the Security Disclaimer above

[ Ages €

Figure 3-36-Security Disclaimer

1. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

2. Agree — Click the Agree button. The NSIPS Splash page displays.
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3.4.2 NSIPS Splash Page

The NSIPS Splash page (Figure 3-37) provides links to access the SAAR form. In the System
Access Authorization Request (SAAR) section, links provide access to create new User Role
accounts, create Self-Service accounts, and validate and submit SAAR requests. To create a
military Reviewer, Approver, or member account, use the ESR Self-Service (New Users) link.

System Status: Online

e,

= Mavy Standard Integ rtEd Personnel System

s

Tuesday, January 5

DoD CAC Authentication

i Logaon

User Information

*» ESR Self-Sarvice Login Instuctions

*+ Civilian Employer Information [CEI) Login Insbuctons
*» Create ESR View Only Account Instructons

*» ERM S A AR ¥Yalidaton (Supervisor)

System Access Authorization Request {(SAAR)
» New Users (MSIPS, ESR, Web Ad Hoc)
» ESR Self-Service (New Users)

Documentation & Training
» E5R Self-Service Desk Guide
**» E5R Frequendy Asked Questions (FAQ)

.

] Menu

PLEASE MOTE: CAC Logon is now
required. The userid and password

screaens have been disabled.

L] MSIPS Mews —

PLEASE MOTE: CAC Logon is
now required. The userid and
password screens have been

disabled.

A nevwr upgraded HEMS reporting
enviromment has been deployed for the
Enlisted and PTE Vayager FEeports
[Cubes). Please comvert wour old

I

=

L] MNREMS Mews

|

PLEASE MOTE: CAC Logon is
now required. The userid and
password screens have been

disablad.

I

The Tnit Conumanders Finance Feport
[TCFE) 15 nowr available under Public
Folders--= MEIPS Web ADHOC. The
TCFER contains information for service

(<]

L [ webAdhoo Mews B |

MNSIPS Help Desk Contact Information: Tall Free: &77-589-5991, Comm: 504-697-5442, DSM: 647-544 2, Fax: Comm:
504-697-3007/0342, DSM: 647-3007/0342, e-mail! Nsipshelpdesk @nawy.mil

] Help Desk !

Personnel Systermn (NSIPS))

For additional documentation on NSIPS/ESRACIME, visit the MSIPS/ESR web page on Mawy Knowledge Online (MKD)
{Organizations & Cormmunities=Crganizations (Mavy & Marine Corps Organization)= Mavwy Standard Inteqgrated

] MED !

Figure 3-37-NSIPS Splash Page

3. ESR Self-Service (New Users) — Click the link to initiate the SAAR process. The

Member Self-Service Account Request page displays to begin the SAAR account

request process.
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34.3 Member Self-Service Account Request Page

The Member Self-Service Account Request page (Figure 3-38) provides the fields to request a
SAAR account to create the member’s Self-Service account.

NOTE: If you are not on a Navy/Marine Corp Intranet (NMCI) workstation, you will
need the Department of Defense (DOD) Public Key Infrastructure (PKI)
identity certificate loaded into the web browser, a Common Access Card
(CAC) reader and the CAC in order to access the SAAR request web page.
Contact your Local Registration Authority (LRA) for assistance. If on an
NMCI workstation, use your CAC.

 Sell-Service Account Request

BEE N0 S 08 £:8E 5

To oocess his web st you must frit be outhenicaied a3 On OUNONZEd LI, Your INOIMaBon will De FONIMINed IN O JECUEE MO

NOTE: The Privacy Act, § US.C. §52a and DoD Web Site Administration Policies and Procedures Dated November 25,
1998, requires that federal agencies inform individuals, at the time infermation is solicited from them, whether the
disclosure is mandatory or voluntary, by what authority such information is solicited, and what uses will be made of the
information. You are hereby advised that authority for soliciting your Name, Social Security Account Number (SSAN),
and Date of Birth (DOB) is § U.S.C. 301, Deparimental Regulations; 10 US.C. Chapters §3, 54, 55, 58, and 75, 10 U.S.C. 134,
31 U.S.C. 3512(c); 50 US.C. Chapter 23 (Internal Security); DoD Directive 1341.1, Defense Enrollment/Eligibility Reporting
System; DoD Instruction 1341.2, DEERS Procedures; and E.O. 9397 (SSN). The disclosure of this information is veluntary.
However, its use is required in cerifying your identity and providing access to Self-Service Application.

ESR User Id: N10312241515000-l¢

SSH: 88838 8884 @
Name: N o (LastFir st Middie)
Buthdate: | €@ &
Email: o
Phone: o
Create Self-Service Accountﬂ Cancel 0

Figure 3-38—Member Self-Service Account Request Page
1. ESR User Id — System generated User Id used to track the SAAR account request
through the review process. Write this number down and keep it for future reference.
2. SSN — Enter your SSN. Press the Tab key.

NOTE: The Tab key initiates data verification with the database. Since this is a
military member, a record exists in NSIPS. The data stored in the database
automatically populates the Name field.

3. Name - System displays member’s name based on the SSN and the database record.
4. Birthdate — Enter date of birth in YYYY/MM/DD format.
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5. Email — Enter the official email address. Press the Tab key. A message window
(Figure 3-39) displays confirming that the email address entered is official.

I this an official email addregss? (26105,64)

ves | Mo |

Figure 3-39-Official Email Address Confirmation
e Yes/No - Click Yes or No to return to the Member Self-Service Account Request
page. If No was clicked, return to the Email field and enter an official email address.

6. Phone — Enter the official telephone number for the work location.

7. Create Self-Service Account — Click this button to create the account. The
Self-Service Account Status message (Figure 3-40) displays confirming that the account
creation was successful. To close the message, click the red X.

-2 Self-Serve - Microsoft Internet Explorer provided by NMCI

File Edt Wiew Favorites Tools Help
QBack > ) \ﬂ IEL‘ §l ) searth 7 Favortes {§Z) “d@ M - ﬁ

Address |&] https: finsipswebtest.nmel.navy milfpse/SYSAMEDE_SAARIEMPLOYEE/HRMSfc/N_ERM_SAAR_MNU.N_SELF_SERVE_Pr.GBL v B s > Esnagt B &

Help | &~

Seli-Service Account Status

Self Service Account Status
The Self-Service Account requested by BROWN, SUZETTE(888888884) was created Successfully.
You must close this browser window before proceeding. Open a new browser window and navigate to

the Sign-In page to access the Self-Service System.

Figure 3-40-Self-Service Account Status Message

8. Cancel - Click the Cancel button to cancel the request and close the SAAR request.
The signed out message (Figure 3-41) displays.

You have successfully signed out of NSIPS.

Return to NSIPS Portal Page

For i or ple. the NSIPS Help Desk
Contact Information: Toll Free: 877-589-5991, Comm: 504-697-5442, DSN: 647-5442,
Fax: Comm: 504-697-3007 /0342, DSN: 647-3007 /0342 e-mail: Nsipshelpdesk @navy.mil

Figure 3-41-Self-Service Account Cancelation Message

Once the account is submitted, the supervisor begins the SAAR verification process. Refer to
Section 3.2 for instructional details about the Supervisor verification process.
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35 Adding a UIC Outside of the CLA’s ADSN

During the initial request for the CLA account, the UICs identified are UICs within the
Accounting and Disbursing Symbol Number (ADSN) for the CLA’s Command. If as the CLA,
you need access to UICs outside your ADSN, a modification to the SAAR is needed. The
modification is completed AFTER the initial SAAR request is granted and the CLA account
created.

For example, as the CLA for Norfolk, you have access to the Norfolk UICs. A sailor, attached to
a San Diego UIC, needs assistance with processing his e-Leave Request. You will need access
to this San Diego UIC in order to assist. Using the SAAR modification process, request access
to the San Diego UIC, which is outside your command’s ADSN.

To access the modification to the SAAR form, access the e-Leave Home menu from the Navy
Standard Integrated Personnel System (NSIPS) Portal using your CLA User Role account.

35.1 Accessing e-Leave

The CLA accesses the SAAR modification feature from the ERM Menu via the NSIPS Portal. In
the Internet Explorer window, navigate to https://nsips.nmci.navy.mil/. The Security Disclaimer
page (Figure 3-42) displays.

SECURITY DISCLAIMER

You are accessing a U5, Government (USG) information system (I5) that is provided
for USG-authorized use only. By using this IS, you consent to the following
conditions: The USG routinely monitors communications occurring on this IS, and any
device attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and employee
misconduct, law enforcement, and counterintelligence investigations. At any time, the
LISG may inspect andfor seize data stored on this IS and any device attached to this
15, Communications occurring on or data stored on this IS, or any device attached to
this IS, are not private, They are subject to routine monitoring and search. Any
communications occurring on or data stored on this IS, or any device attached to this
15, may be disclosed or used for any USG-authorized purpose. Security protections
may be utilized on this IS to protect certain interests that are important to the USG.
For example, passwords, access cards, encryption ar biometric access controls
provide security for the benefit of the USG, These protections are not provided for
yvour benefit or privacy and maybe modified or eliminated at the USG's discretion.

“The Data contained Herein is protected by the Privacy Act of 1974, All measures
required to protect this information should be taken."

I have read and consent to the terms in the Security Disclaimer above

[ e @)

Figure 3-42—Security Disclaimer

1. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

2. Agree — Click the Agree button. The NSIPS Splash page (Figure 3-43) displays.
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3.5.2 NSIPS Splash Page
On the NSIPS Splash page (Figure 3-43) log into the NSIPS environment to access e-Leave.

oo,

H Mavy Standard Integ rtEd Personnel System

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
** E5R Self-Service Login Insbuctions
» Civilian Employer Information (CEI) Login InstuctHons
_‘5'\ LDgDn 3 *» Create ESR Wiew Only Account Instructions

Documentation & Training
System Access Authorization Request {(SAAR) 3 ESR Self-Service Desk Guide
* New Users (NSIPS, ESR, Web Ad Hoc) » ESR Frequenty Asked Questions (FAQ)
» ESR Self-Service {(New Users)
* ERM $AAR Yalidation (Supervisor)

-

] Menu

PLEASE MOTE: CAC Logon is mow PLEASE MOTE: CAC Logon is D PLEASE MOTE: CAC Logon is D
required. The userd and password now required. The userid and = now required. The userid and —
screens have been disabled. password screens have been password screens have been
disabled. disabled.
4 newr upgraded HEMS reporting The Tnit Conmmanders Finance Feport
environment has been deployed for the [TNCFE) is noar available under Fublic
Enlisted and PTS Voyager Eeports Folders--= HSIPS Web ADHOC, The
[Cubes). Please comvert wouar old D TCFE contains informnation for service D
I NSIPS News S [ NRMS News I L [ webAdhoc News B3 |

MNEIPS Help Desk Contact Information: Tall Free: 877-589-5991, Comm: 504-697-5442, DSM: 647-5442, Fax: Comm:
504-697-3007/034Z2, DSM: 647-3007/0342, e-mail: Nsipshelpdesk@nawy.mil
] Help Desk —

For additional documentation on NSIPS/ESRACIMS, visit the NSIPS/ESR web page on Mawy Knowledge Online (MKO)
{Crganizations & Communities=0Organizations (Mawvy & Marine Corps Organization)= Mawy Standard Integrated
Personnel Systemn (NSIPS)) [

{ HNED —

Figure 3-43-NSIPS Splash Page

3. Logon — Click the Logon button. The NSIPS Account List page displays.

3-36 SG12FY1502



e-Leave User Guide July 2010

3.5.3 NSIPS Account List Page

The NSIPS Account List page (Figure 3-44) displays all User Role User IDs assigned to you.
The User Role was created using the System Access Authorization Request (SAAR) form
described in Section 3.1 for military CLAs and Section 3.3 for civilian CLAs. During the SAAR
process, the system-generated User ID is assigned to the user. This value is used to access e-
Leave. As the CLA, select the User ID that corresponds to the Command Leave Administrator
User Role (Figure 3-44).

Mavy Standard Integrated Personnel System

sl = e e e T e TR ns S

ROBERTA HAZELBAKER

Please select an Account from the list below and click "Lagon" to Lagan

If you do not see your account below click here

& Mioz122445180003 o | Cormmand Leave Administrator
) Mio=122445150004 Member Self Service

SECURITY DISCLAIMER

You are accessing & S, Gowvernment (USG) inforrmation systern [IS) that iz provided for USG-authorized use
only, By using this IS, you consent to the following conditions: The USG routinely monitors commmunications
occurting on this IS5, and any device attached to thiz IS, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and employee misconduct, law enforcement,
and counterintelligence investigations, At any time, the 1SS rmay inspect andfor seize data stored on this IS
and any device attached to this IS, Cormrmunications occurring on or data stored on this IS5, or any device
attached to this IS, are not private, They are subject to routine monitaring and search, Any communications
occurting on o data stored on this IS, or any device attached to this IS5, may be disclosed ar used for any
USE-authorized purpose. Security protections may be utilized on this IS to protect certain interests that are
important to the USSE, For example, passwords, access cards, encryption or biometric access controls provide
sacurity for the benefit of the USGE, These protections are not provided for vour benefit or privacy and maybe
modified or eliminated at the USG's discretion,

"The Data contained Herein is protected by the Prvacy Actof 1974, All measures required to protect this
information should be taken."

I have read and consent to the terms in the Security Disclaimer above

Figure 3-44-NSIPS Account List Page
4. User ID - Click the radio button that corresponds with the User ID associated with the
task being performed. For the CLA, select the Command Leave Administrator User ID.

5. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

6. Logon — Click the Logon button. The ERM Menu displays.
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3.5.4 ERM Menu
The ERM Menu (Figure 3-45) displays.

& NSIPS ]

Search:

| [©

[ hdy Favarites
[ Employee Self Service
[ Electronic Semvice Record
[ Warklist
[ Reporting Tools
[ Dnn:rﬂn-rnnlr\-
= ERM Security Administration
= ERM - SAAR
= SAAR

— SAAR - Initiate

w Profile
— MEIPS Hepatt Manager
— Chande hly Password

Figure 3-45-ERM Menu
Navigate to the SAAR form by selecting the following menu items:
e ERM Security Administration
e ERM-SAAR
e SAAR
e SAAR Initiate

The SAAR Initiate page displays.
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3.5.5

SAAR Initiate - ERM USERS ONLY Page

The SAAR Initiate — ERM USERS ONLY page (Figure 3-46) displays. Because this is a
modification to an existing SAAR request, the CLA’s User Id and Name displays.

Search:

[+ My Favorites

[ Employee Self Service

[» Electronic Senice Record

[ Warklist

[» Reporting Tools

[» PeopleTools

= ERM Security Administration
=~ ERM - BAAR

[= bty Profile

B EEIPS R; nPrT Mang ;r Please enter the Operator Id you wish to Modify and Click the Submit button to initiate

- ! i L . .
[ EE L T g el the SAAR Process Or Enter the Special Code if prompted to check on a Pending Modify

> NSIPS

®

= GAAR Modify Operator

— GAAR - Initiate ERM USERS ONLY

SAAR Status.

Please fill the Required Fields

User Id: N108122445150003 *  SWMITHFRED

(* Required)

sueMIT | Cancel | RESET
(17

Hew Window | Help | e

Figure 3-46-SAAR Initiate -ERM USERS ONLY Page

1. Submit — Click the Submit button.

The SAAR form displays with the ERM SAAR-Type section (Figure 3-47). This section defaults
to Modify so the CLA can modify the list of UICs.

System Access Authorization Request - (SAAR)

PRIVACY STATEMENT
Public Law 99-474, the Count llection of this information.
The information will be used t| A new sectlon dlsplays on the SAAR system (AIS} andior to verify
vour level of Govermment sec pvide the information may

impede or prevent the proces ER M SAAR — Type section defau |ts to Mod |fy rds or the information

contained therein may be spe| forth at the beginning of the

DISA compilation of systems _—=rally permitted under 5
Initiate Modify Delete Un-Lock Account
User Frofile t

Operator Details

User ID:  N108122445150003

General Attributes

EmpliD: 988888883 Name: SMITH.FRED
Department: 63410 NAVMAC MILLINGTON TN R STIEIERTION
Rank/Rate: Account Type: Military Telephone: |504 5551212 |

Email Address: |fre(l.smith@navy.mil |

{joe.smithEdnawy. mil)

Figure 3-47-SAAR - ERM SAAR -Type Section
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Scroll down to the ERM UIC Access section (Figure 3-48).

ERM UIC Access

ERM UIC Access

Workflow Setup

Click here to Set-Up Next Roleusers in Route

Supervisor Details - SAAR Form

Name: | ARMSTRONG, HARRY *

(LastFirst Middle)

| *

Email 1d:

{joe.smithi@enf.nawy.nala.mily

Contact Phone: |

SUBMIT

Figure 3-48—-ERM UIC Access Section

1. ERM UIC Access — Click the ERM UIC Access link.

The Pay & Personnel Support Level UIC Access Profile page (Figure 3-49) displays. In the
General UIC(s) section, the UIC assigned during the initial SAAR request display. These UICs

are within the ADSN of the CLA’s Command.

Pay & Personnel Support Level UIC Access Profile

EmpliD: 588088883 SMITH,FRED

UIC Access Details

- PO UICES) FOUND -

| - PO UICES) FOUND -

49420 (FISC SIGONELLA DUBAN,
General UIC(s) | G2410 (NAYMAC MILLINGTON TH)

Ok | Cancel |

Figure 3-49—-Pay & Personnel Support Level UIC Access Profile Page

2. General UIC(s) — Click the General UIC(s) button.
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The UIC Access page (Figure 3-50) displays. The currently assigned UICs display on the page
and provides the ability to delete them using the Delete a Row icon (minus sign). New UICs can
be added using the Add a Row icon (plus sign). Enter the additional UICs.

EmplID: 833588883 SMITH,FRED

Find [ viewe o | 8 First [ g2 o2 [ Last

General UIC  Activity Long Title

49420 FISC SIGONELLA DUBAI =]
53410 MAVMAC MILLINGTON TH =
21207 € |ovN 72 ABRAHAM LINCOLN & =

oK Cancel

Figure 3-50-UIC Access Page

3. General UIC - Enter the new UIC in the General UIC field. Press the Tab key. The
UIC’s name displays in the Activity Long Title field.

4. Add a Row - Click the Add a Row (plus sign) icon to add additional UICs.
5. OK - Click OK.

The Pay & Personnel Support Level UIC Access Profile page (Figure 3-51) re-displays with the
new UIC added.

Pay & Personnel Support Level UIC Access Profile

EmpliD: 888888883 SMITH.FRED

UIC Access Details

| - MO UICES) FOUMND -

| - WO UNCES) FOUND -

49420 (FISC SIGONELLA DUBAD, ~
| General UIC(s) | G410 (MAVMAC MILLINGTORN TH),
21297 (CVIN 72 ABRAHAM LINGOLN) v

Ok Cancel

Figure 3-51-Pay & Personnel Support Level UIC Access Profile: New UIC
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6. OK

— Click the OK button. The SAAR Form redisplays (Figure 3-52).

ERM UIC Access

ERM UIC Access

Workflow Setup

Click here to Set-Up Next Roleusers in Route

Supervisor Details - SAAR Form

Name: | ARMSTRONG HARRY

(LastFirst Middle)

Email Id: |

(joe smithg@entt navy. hola.mil

Contact Phone: |

SUEBMIT 9

Figure 3-52— SAAR Form

7. Submit — Click the Submit button.

The Route SAAR for Final Approval page (Figure 3-53) displays. Locate the NSIPS Area
Manager (NAM) for the UIC. In this example the NAM for 21297 is Miller.

Select

ooooooooo®

Note:

Activity.

Route SAAR for Final Approval

First [ 11001 10 ] Last

Name uic Command Role Name

MILLER,ERNEST STANLEY 21297 CWN 72 ABRAHAM LINCOLN Pay & Personnel Support FAM
CARTER.MARK ANTHONY 09742 COM CVW 2 Pay & Personnel Support FAM
MORENO,BLANCA ESTELLA 09465 VAW 116 Pay & Personnel Support FAM
SATRASOOK,BENJAMIN REYES 09558 VFA 151 Pay & Personnel Support FAM
GRANGE,MICHAEL D 09113 VFA 2 Pay & Personnel Support FAM
NSIPSESR Super FAM Primary 62980 COMNAVPERSCOM MILLINGTON TN Man Power & Personnel FAM
CIMS (NCC{AW) Strickland} 62980 COMNAVPERSCOM MILLINGTON TN Man Power & Personnel FAM
CIMS (NCCM Thomas A Albert) 62930 COMNAVPERSCOM MILLINGTON TN Man Power & Personnel FAM
Bill Lumbergh-SUPERFAM 43043 PERSUPPDET JACKSONVILLE Man Power & Personnel FAM
NSIPSESR Super FAM Secondary 62980 COMNAVPERSCOM MILLINGTON TN Man Power & Personnel FAM

Operator(s) displayed in this style are the Manpower & Personnel FAM{s)1SSO{s)MAM(s) and
transactions can be routed to them if there are no Local FAM{s}1SSO(s)NAM{s) set-up for your

Ok Cancel

Figure 3-53-Route SAAR for Final Approval Page

8. Select the NAM - Click the checkbox under Select that corresponds with the NAM for

the UIC.
9. OK -Click OK.
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The request is submitted to the NAM to finalize the account. Once finalized the CLA receives
notification in an email (Figure 3-54).

————— Original Message---—-

From: EPM ZaAREmavy. mil [wmailto:ERM SAAREnavy.wmil] On Behalf Of
nsips_ saar. fotfhnavwy mil

Sent: Friday, July 30, z010 8::z1

To: Smith, Fred

Subject: [rwone]

Enterprise Pecord Management Svstem - System Access
Authorization Beoquest Form

The S5A4LP Form Submitted on your behalf has been APPROVED. Please login
to your account to werlfy the Changes.

NOTE: This ewmail was geherated because you submitted a SLAF Pecquest. If
o think you receiwved this email by mistake, please forward this email
to your ERM POC.

Figure 3-54-Sample Notification email

Once the email notification is received, the added UIC(s) display on all UIC Lookup lists for this

CLA.
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Section Four-E-Leave Navigation and Features
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4.

E-LEAVE NAVIGATION AND FEATURES

This section discusses the navigation and features associated with the e-Leave application.

Navigational steps vary for each User Role. The Command Leave Administrator (CLA) accesses
the application via the NSIPS application. The User Roles of Reviewer/Watch Coordinator,
Approver, and member access the application via the person’s Self-Service account. Both begin
by accessing the NSIPS Portal.

E-Leave is a PeopleSofte product; therefore, it has several unique features. This section details
the navigational and unique features. It details:

Menu Navigation
Expanding/Minimizing the Menu
Common Icons and Buttons

Page Feature Bar

Search Page

Record Navigation Buttons

Name Format

Calendar Icon/Window and Date Format
Tab/Save Features: Data Verification

Sorting Data using Column Header
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4.1 Menu Navigation — CLA

The CLA accesses the e-Leave application via his/her own NSIPS account from the NSIPS
Portal >> NSIPS Splash Page. The Main Navigation Menu displays on the left-side of the page.
As items are selected in the left-side Menu, other options are presented on the right-side of the
page (Figure 4-1). The right-side displays navigational links to access functions to establish the
e-Leave environment, process e-Leave Requests, and monitor the request process via e-Leave
Reports.

& NSIBS
Menu 8

Search:
@

e-Leave Home
I My Favorites Setup

[- Employee Self Service

— Deptd Div [ Duty
Setup

— ReviewatApnraver
Mass Setup

— Member Prafile
Mass Setup

— Civilian Profile Setup

— Member Profile

= Electranic Service Record ﬂ ﬂ ’ & ﬂ '
— Electronic Service Record Dept/ Div [ Dty Sety ﬂﬂ DeptDivShapiDuty Mags Setul
= Use
= e-Leave . s L
' I Reports BEE  Revieweriaporover Mass Setup @%P@ Mernber Profile Mass Setup

Civilian Profile Setun

e

Mernber DeptDivDuty Saty > Member Profile Setup

- %I%ELIIEJEI rrunig
Mass Setup
— Civilian Prafile Setup
— Member Profile
Setup
- e-Leave Reguest
— g-Leave Inauiry
— e-Leave Exfension
— e-Leave Check Out/
Checkln
— Manage e-Leave
Transactions
— DentDivShonDuty
Mass
— Member Dent/DivDuty
Setup

I Setup e-Leave Reports

[ Worklist

=

> Reporting Taals & e-Leave Report Log
- PeopleTools

[ My Profile

— KEIPS Report Wanager
— Change My Passward
S e-Leave Address Report

-IE'

e-Leave Inguiry

LT

e-Leave Request

A

£8

e-Leave Extension Request e-Leave Check Outf Check n

@&

Manage e-Leave Transactions e-Leave Inguiry Log

g-Leave Reports

K

e-Leave Transaction Audit Repart

Figure 4-1-e-Leave Home Menu and Sub-menu Options for CLA
The navigational path on the Menu (left-side) is:
Electronic Service Record >> Electronic Service Record >> Use >> e-Leave

In this example (Figure 4-1), the e-Leave Home menu option was selected from the left-side
menu. The items to the right are the sub-menu items relating to e-Leave Home. This illustrates
what the military and civilian CLA User Role will see.
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4.2 Menu Navigation — Reviewer, Watch Coordinator, Approver, Member (Military)

The Reviewer, Watch Coordinator, Approver, and member will access the e-Leave application
through the Electronic Service Record Menu (Figure 4-2) within their Self-Service account via
the NSIPS Portal. Use the e-Leave link on the menu. The e-Leave link opens the e-Leave
application (Figure 4-3).

» o -
ZN5IpS
Search: e Windo | 5,
[ My Favarites A 5
B Electronic Service Record
¢ Service Reco
> Wiews SSN: 582338810 Mamer BLAIR, SUSAN ANNA RankRate: 'YN1 Current DSC: 100
[ Tasks
- MEIPS Report Manader ESR Self Service
- Change My Password
Personal Information — Professional History
Review member address and B &|  Review member history of
phone, martiage, and personal t@(R asslgnments:
informstion view Professional Histary
Views Persanal Information
Update member address,
phone, e-mail, emergency
cortacts, refigion, race,
ethnicity and civili l
y and civilian employer . PCS Travel
infarmation ﬁ i
. Upciate member PCS Travel
Update Personal Infarmation i @ .
information
Update PCS Travel
Training, Education, and Service Obligations and
Qualifications 9 Agreements
% Review member training, ‘\‘ Review member service
educstion, snd gualifications. obligations snd sgreements.
Views Training, Education, and Qualifications View Sendce, Ohligations, and Adreerments
Performance Administrative Remarks
_ Review member performance _ e Review member administrative
. information. remarks.
View Parformance View Administrative Rermarks
e-Leave
Request, Reviewy | Submit,
$ Cancel Leave Requestis).
g-Leave

Figure 4-2—Electronic Service Record Menu and Sub-menu Options
including e-Leave

The main Menu displays on the left-side of the page. As items are selected in the left-side menu,
sub-menu options are presented on the right-side of the page.
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After selecting e-Leave on the Electronic Service Record menu, the e-Leave Home page
(Figure 4-3) displays.

Zisibs

Search: e-Leave Home

> Wy Favorites ; SSN: 30048810 Name: BLAIR,SUSAN ANNMA RankRate: M1 Current DSC: 100

= Employee

L]
- =
NSIPS Report Manager B oae Request BB leave mouiv
— Change My Password @n o
EH
©E . =
% e-Leave Extension Reguestis) m e-Leave Check Outl Checkln
@ My Profile
o=
@ ESR Home

Figure 4-3—e-Leave Home Page and Sub-menu Options
for Reviewer, Watch Coordinator, Approver, and Member

The navigational path on the Menu (left-side) is:
Employee Self-Service >> Electronic Service Record >> Tasks >> e-Leave

In this example (Figure 4-3), e-Leave Home option was selected in the left-side menu. The items
to the right are the sub-menu items relating to e-Leave Home. This illustrates what is available to
the e-Leave military Reviewer, Watch Coordinator, Approver, and member User Roles.
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4.3 Menu Navigation — Reviewer, Watch Coordinator, Approver (Civilian)

For the civilian Reviewer/Watch Coordinator/Approver, the navigational path is the same as the
military person. The e-Leave Home page (Figure 4-4) displays only the one link used by the
civilian e-Leave Reviewer/Watch Coordinator and/or Approver to perform e-Leave tasks.

> NSIPS

Personalize Content | Layout

e-Leave Home

[ My Favorites
[» Employee Self Service
[> Electronic Service Record

[ Worklist

[> Reporting Tools =
[ My Profile ,@ﬁ- e-Leave Inguiry
— Change My Password

Figure 4-4—e-Leave Home Page for Civilian
Reviewer/Watch Coordinator and Approver
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4.4 Expanding and Minimizing the Menu

To maximize the viewing and data entry area, use the Minimize icon to minimize the menu
(Figure 4-5).

;M_SJ![B’S Click the “-” icon to
minimize the menu.

Search e-Leave Home

[ My Favoritas ; SSN: O-HEEE10 Name: BLAIR,SUSAMN ANNA RankRate: ‘11 Current DSC: 100
I~ Employee Self Service

+ Electronic Service Record

[ Wiewy
[ Tasks °
— +] =
MNEIPS Report Manager a-Leave Reguest = a-Leave Indui
— Chanoe Wy Password @n =]
=
e-Leave Extension Reguest(s E e-Leave Check Quts CheckIn

@ Iy Profile

o

@l ESR Horme

Figure 4-5-Menu Minimize Icon

Use the Expand icon (Figure 4-6) to display the Menu.

2
Click the expand icon to
display the Menu.

el

SSN: 0CHA-8810  Name: BLAIR,SUSAN ANNA RankRate: ¥h1 Current DSC: 100
_ L]

k e-Leave Request ﬁ% .‘ e-Leave [nouiny

=

e-Leave Bxtension Request(s e-Leave Check Out/ Checl: In

@ My Profile

s

@‘ ESR Home

Figure 4-6—-Menu Expand Icon
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45 Common lcons and Buttons

To assist with processing e-Leave Requests, system icons and buttons provide quick ways to
accomplish tasks. Icons display as they pertain to the process being accomplished. Figure 4-7
illustrates common icons and Figure 4-8 illustrates common buttons.

field.

Icon Name of Icon Description
Use this feature to check the spelling and grammar of the
% Spell Check comments added to the e-Leave Request sections. It
checks only that field.
Use this icon to view a list of valid values for that specific
'::l Lookup

Drop-down arrow

Use this icon to view a list of valid entries for that specific
field.

Use this icon to view a calendar to select a date. Once a

Y Calendar date is selected it is automatically entered into the
corresponding field in the correct format.
Add a Row Use Fh_IS icon to add_ anot_her row/record of data for the
specific member being viewed.
Use this icon to remove a row/record of data for the
— Delete a Row

specific member being viewed.

Column Display

Use this icon to view all of the fields on one page when
fields cross more than one tab.

Figure 4-7-Common Icons and Descriptions
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Button Name of Button Description

Salect All Select All ILIJSste this button to select all of the options available from a
De-Selact Al De-Select All ILIJSste this button to clear all of the selected options from a
B save Save Use this button to save to the database the data entered on

the current page.

Figure 4-8—Common Buttons and Descriptions
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4.6 Page Feature Bar

When lists of data are presented, the system provides the ability to view the data with user
customized options. Figure 4-9 illustrates the options available to view long lists of data.
Figure 4-10 provides a description of each option.

izustomize | Find | Al | i First E 1-5 of 13 b ast

Figure 4-9-Page Feature Bar

Feature Description

Use this link to change the sort order, hide columns, or move a

Customize column’s order of appearance.
Use this link to locate the first occurrence of the desired search
Find string. Using this feature will remove from the list all rows
a— that appear before the first instance of the search string; but,
will continue to display everything that occurs following it.
Use this link to display all found records up to 100 records.
View All This link displays as View 100 if more than 100 records are
located.
Use the Download button to download data to an excel
n spreadsheet. It downloads column heading and data only. It
does not display the search criteria or the name of the list
Download

report generated.

Use this feature to navigate through the list report by using the
Arrow buttons to move one page at a time forward or
backward. Use the First link to navigate to the first page of the
report; while the Last link navigates to the last page of the
First [ 1.5 of 13 I Last report.

Numbers display to identify the amount of records currently
being displayed out of the total number of records found e.g.,
1-5 of 13 means that 13 records were found but only records
1-5 are being displayed.

Figure 4-10-Page Feature Bar — Descriptions
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4.7 Record Search Page

Some features allow for accessing existing records using the search criteria page, Find an
Existing Value (Figure 4-11). The Find an Existing Value page provides search criteria fields to
locate a specific record or a series of records that are within a specified range of values. It is not
necessary to enter information into all fields; however, a minimum of 3 digits/characters are
required in the selected search field. The more complete the entry the quicker the search. The
more fields used produces a smaller list of responses.

e-Leave Check Outf Check In
Enter any information you have and click Search. Leave fields blank far a list of all values.

/ Find an Existing Value

EmpliD: hegins with |+

Hame: hegins with |+

uic: heging with » |[[G3410 o'}
Department: begins with |+ QL
Division: heging with QL

Begin Date: = W ]

e-Leave Request Status:| = - w

Awthorization Number: | begins with

Search | Clear |Elasi|: search [ Save Search Criteria

Figure 4-11-Search Page: Find an Existing Value Page

There are several options available by using the Lookup icons, Calendar icon, and drop-down
arrows next to each field. Lookup icons provide a list of values available for the field. This
allows for quick selection of a valid value. Calendar icon opens the calendar for date selection
(Figure 4-15). Drop-down arrows provide options to set the conditions on the search criteria data
(Figure 4-12).
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EmpliD:
Name:

uc:
Department:
Division:

Begin Date:

e-Leave Check Ouy
Enter any infarmation you

Find an Existing Value

e-Leave Request Status|

Authorization Number:

Use for search criteria
fields with free form

text entry.

hegins with w
heging with
heging with w 163410
hegins with w

hedins with

heging with

==
hetweean
in

hegins with |«

BS.

Search Clear

Use for search criteria ] =
fields with specific

values.

For example, a date.

= (equal to)

not = (not equal to)

< (less than)

< (less than and equal to)
> (greater than)

> (greater than and equal to)

==

hetween

in

Figure 4-12—-Find an Existing Value Page: Search Conditions

Not all fields will be available on all search panels within e-Leave. The search fields adjust to
meet the requirements of the feature.

NOTE: The more fields that are used in the search the more restricted the search
becomes, which may result in none or a small number of records matching the
search criteria.

NOTE:

Searches retrieve only those records available to the roles and permissions

established for the user. For example, if the user is not associated with a
particular UIC, they will not be able to access any records attached to another

UIC.
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Complete or partial values may be entered into the search fields. For partial values, 3-characters
must be entered. When a partial value is entered the search displays a list of items matching the

search criteria (Figure 4-13). Review the list to locate the exact record. Click the record’s link to
advance to the e-Leave function.

1lame

EmpliD

uic

e-Leave Check Out/ Check In
Enter any infarmation vou have and click Search. Leave fields blank for a list of all values.
/ Find an Existing Value
Enter partial value

Empl: [ besins with [sf|sgg || (at least 3 characters).
Name: |begins wit | | =
uic: 'begins il ~|[a3a10 [}
Department: begi ith v|| |Q
Division: W 5 with v” |Q
Begin Date: 4 v| | ||EEJ
e-Leave Request Statydf = v | |
Authorization Numbg | begins with || |

Search Br— - = —

All items matching search criteria

Searcha@®sules | display in Search Results section.

1-G of G

Department Division Begin Date e-Leave Request Status Authorization Number

85858501 0 BLAIR SUSAN ANEA B3410 ENG MPS  0di1 262 -
||88888881 4 DOE SAMANTHA  BI410ENG MPS 04727620 Locate the item.
508568615 ANTHOMY, MARK ~ B3410ENG NPS 0412320 Click the link to open the record.
(lze02e0ee: $mTHFRED 63410 ENG MNPS D&M
Byt SLIFETTE  Fa41 [ ERIS I3 10— T T
858588854 KEILLIHER,ROBERT 53410 ENG MPS  04/19i2010 Extd MY0001 2 |

Figure 4-13-Find an Existing Value Page: Partial Search
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4.8 Record Navigation Buttons

When the search result generates more than one record, the bottom of an e-Leave data entry page
displays various buttons with specific actions to move quickly through the search results list. The
buttons listed In Figure 4-14 are used for record navigation.

Buttons Description

E\Return to Search | Use this button to return to the Search Criteria page.

Use this button to navigate through a series of records
that were located during a search on the Search Criteria
page. It retrieves the record previous to the one currently
being viewed.

+E Previous in List |

Use this button to navigate through a series of records
¥ Nest in List that were located during a search on the Search Criteria

page. It retrieves the record immediately following the
one currently being viewed.

Figure 4-14—-Record Navigation Buttons

If the search obtained several records, these buttons allow you to go through the list of retrieved
records. However, each member’s record displays one at a time. Close one record before opening
another.

4.9 Name Format
For e-Leave, as well as NSIPS, the name is recorded using the following format:

Last,First Ml

Last name(comma)First name(space)Middle Initial. There is not a space between the last name,
the comma, and the first name.
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410 Calendar Feature/Date Format

Date specific fields have the Calendar icon for selecting the appropriate date. Clicking the
Calendar icon opens the Calendar window (Figure 4-15).

L eave Request Information

*12. Type of Leave: |0fdin3ﬁ“ |Q *13. Primary Try

*14a. Leave Begin Date:

*15a. Leave Return Date:

“14h. Begin Mili

| May v||2010 v
16. Days Requested: S M T W T F 5 1
18. Normal Work Schedule L |

23 4 5 6 T 8

91011 12 13 14 14 i
Mormal Working Hours Day of Depail . i
16 17 18 19 20 21 22

From: | | To: 23 24 25 26 27 28 29 |
a0 3
i4] Current Date [») -

The Day of Departure is a Mormal Wiy

20. Leave Address

Figure 4-15-Calendar Icon and Window
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On the Calendar window (Figure 4-16), each arrow displays a different result.

tay
January
February
tarch
Anril

Septermber
October
Movember
December

List of Months

L

g IR

May v (2010 v |
5 M T WT F G

1
2 3 4 5 6 T 8

af[to] 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
N

)ﬂ Current Date R

=

20mM
2012
2013
2014
2014
2016
207
2018
2019
2020
20
2022

List of YearsJ

Previous MonthJ

| April v| 2010 v|

S MT WT F S

1 2 3

45 B 7T 8 010

1112 13 14 15 16 17

18 19 20 21 22 23 24
26 26 27 28 29 30

] Current Date [¥)

/

Next Month J

hﬂ

| June v| 2010 |
S MT WT F S

1 2 3 4 5
6 7 8 910 11 12
13 14 15 16 17 18 18
20 21 22 23 24 25 26
27 28 29 30

(4] Current Date [¥)

Figure 4-16—-Calendar Window

The date format is MMDDYYYY for most fields except Date of Birth (Birthdate) fields where

the format is YYYYMMDD.
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411 Tab/Save Features: Data Verification

As data is entered, the system validates the data against the member’s database record and rules
that are programmed into e-Leave. Using the Tab key to move from field to field will initiate a

validation of the data for certain fields. Fields with errors highlight in red and an error message

window displays (Figure 4-17).

Zusips U
fil»

“10a. As of 07/31/2009 Leave Balance was: 435 10b. Proj Balto EAOS { 07/05/2011): 101.0 “11. Leave Used This Fy: -

e bty Red highlighted fields indicate

2, . Ordinary Q- . Pri . | Private Auto . . . .
12. Type of Leave: | | 13. Primary Travel Mode: mlssmg data ina I'EC]UII'Ed fIE|d or
“14a. Leave Begin Date: E‘:I *14b. Begin Miitary Time: I invalid data.

*15a. Leave Return Date: DB/ 152010 |[5( *15h. Return Military Time: -

19. Inclusive Leawve Period to be Charged

16. Days Requested: Microsoft Internet Explorer rz| First: Last:
18. Normal Work Schedule 'E Highiighted fields are required. (15,30) Number of Days to be Charged:
The Day of Departure is a Normal Working Day L) **n consideration of the Member's

Enter data inka the highlighted fields,

letion of a full workd defined
Normd completion of a full workday (as define

H H ini in MILFERSMAN, MNAVPERS 15560) an
o Message wmdpw displays explaining the days of deparure and return, the
the missing data or error. Inclusive Days shown are correct and
properfor charging as Leave.
)

Figure 4-17-Errors in Data Entry
The Save button validates all fields; displays red highlight in fields containing missing data or
errors; and displays error messages (Figure 4-17); similar to using the Tab key. The transaction
will not save if there are errors in the entered data fields.

It is recommended to use the Tab key to move from field to field whenever possible to initiate
field validation throughout the data entry process.
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4.12 Sorting Data using Column Header

Some e-Leave pages contain tables to reflect data in rows and columns. All pages similar to
Figure 4-18 can be sorted using the column headers.

e-Leave Request(s) pending Check Out

Find |view sl | B First [ 4302 [

Leave Control No. SSN Hame

e —— — S— - =
NVODD1 4 HH-04-8884 BROWN,SUZETTE 03/02/2010 03/08/2010 ] View Details
NVODD12 HH-0-8885 KEILLIHER,ROBERT 0411972010 04/26/2010 a View Details
NVODO013 wsgoon  ceamoeocn OEMnMOan DM omnen z Ao r

All e-Leave pages, similar to this, have the ability to sort the data in ascending or

descending order using the column header.
Go to: g-Leave Home

— Click the column header to sort the list. Click it again to change from ascending to

descending or vice versa.

Figure 4-18-Sorting Data using Column Header
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Section Five—Command Leave Administrator (CLA)
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S. COMMAND LEAVE ADMINISTRATOR

Military or civilian personnel can be assigned the Command Leave Administrator (CLA) User
Role. This is established using the System Access Authorization Request (SAAR) process
described in Section 3 of this User Guide. The CLA is the driver of the e-Leave Request process
for the Unit Identification Code (UIC). The CLA has the responsibility to establish the e-Leave
environment for each UIC and manage the entire e-Leave process. The CLA has the ability to
perform any task that the member, Reviewer, and Approver can perform; in addition to his/her
own responsibilities. In the e-Leave environment the CLA is a “super user.”
Specific responsibilities include:

e Establish the Department, Division, and Duty Section codes for each UIC (Section 5.3)

e Assigning members to the Department, Division, and Duty Section codes via a mass
setup or individually (Sections 5.4 and 5.8)

e Establishing civilian Reviewers and Approvers (Section 5.5)

e Selecting military Reviewers, Watch Coordinators, and Approvers via a mass setup
(Section 5.6)

o ldentify the Reviewer, Watch Coordinator, Approver for each member via a mass setup
or individually (Sections 5.7 and 5.9)

e Creating e-Leave Requests for members (Section 5.10)
e Creating his/her own e-Leave Request (Section 5.10)
e Monitoring the e-Leave Request process (Section 5.11)

e Processing e-Leave Request Check Out, Extensions, and Check In for members
(Section 5.12, 5.13, and 5.14)

e Reporting Overseas Leave (Section 5.15)
e Monitoring e-Leave Inquiry Log files (Section 5.16)

e Managing e-Leave transactions to ensure proper posting to the member’s record
(Section 5.17)

e Generating e-Leave Reports (Section 5.18)
e Monitoring Automatic Check Out/Check In (Section 5.19)

Each area of responsibility is addressed in detail in the indicated Sections. Instructional steps
detail the “how to” accomplish the setup and managing tasks associated with e-Leave.
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51 Accessing e-Leave

The CLA accesses the e-Leave application via the Navy Standard Integrated Personnel System
(NSIPS) Portal.

51.1 Accessing the NSIPS Portal

In the Internet Explorer window, navigate to https://nsips.nmci.navy.mil/. The Security
Disclaimer page (Figure 5-1) displays.

SECURITY DISCLAIMER

You are accessing a LS. Government (USG) information system (15) that is provided
for USG-authorized use only. By using this IS, you consent to the following
conditions: The USG routinely monitors communications occurring on this IS, and any
device attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and employee
misconduct, law enforcement, and counterintelligence investigations. At any time, the
LISG may inspect andfor seize data stored on this IS and any device attached to this
15, Communications occurring on or data stored on this IS, or any device attached to
this IS, are not private, They are subject to routine monitoring and search. Any
communications occurring on or data stored on this IS, or any device attached to this
15, may be disclosed or used for any USG-authorized purpose. Security protections
may be utilized on this IS to protect certain interests that are important to the USG.
For example, passwords, access cards, encryption ar biometric access controls
provide security for the benefit of the USG, These protections are not provided for
yvour benefit or privacy and maybe modified or eliminated at the USG's discretion.

“The Data contained Herein is protected by the Privacy Act of 1974, All measures
required to protect this information should be taken."

I have read and consent to the terms in the Security Disclaimer above

[ e @)

Figure 5-1-Security Disclaimer

1. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

2. Agree — Click the Agree button. The NSIPS Splash page (Figure 5-2) displays.
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5.1.2

The NSIPS Splash page (Figure 5-2) provides links to access the SAAR form, view recent new

NSIPS Splash Page

releases, and log into the NSIPS environment to access e-Leave.

e,

= Mavy Standard Integ rtEd Personnel System

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
*» ESR Self-Sarvice Login Instuctions
*+ Civilian Employer Information [CEI) Login Insbuctons

*» Create ESR View Only Account Instructons

L Logon @€

Documentation & Training
» E5R Self-Service Desk Guide
**» E5R Frequendy Asked Questions (FAQ)

System Access Authorization Request {(SAAR)
» Mew Users (MSIPS, ESR, Web Ad Hoc)
» ESR Self-Service (New Users)
*» ERM S A AR ¥Yalidaton (Supervisor)

.

] Menu

July 2010

PLEASE MOTE: CAC Logon is now
required. The userid and password

screaens have been disabled.

PLEASE MOTE: CAC Logon is
now required. The userid and
password screens have been

PLEASE MOTE: CAC Logon is
now required. The userid and
password screens have been

disabled. disablad.

[ ]
]

A nevwr upgraded HEMS reporting
enviromment has been deployed for the
Enlisted and PTE Vayager FEeports

The Tnit Conumanders Finance Feport
[TCFE) 15 nowr available under Public
Folders--= MEIPS Web ADHOC. The

[Cubes). Please comvert wour old m TCFE contains information for service m
L] MSIPS Mews S ) S MNREMS Mews L [ webAdhoc Mews By |
MNSIPS Help Desk Contact Information: Tall Free: &77-589-5991, Comm: 504-697-5442, DSM: 647-544 2, Fax: Comm:
504-697-3007/0342, DSM: 647-3007/0342, e-mail! Nsipshelpdesk @nawy.mil
] Help Desk !
For additional documentation on NSIPS/ESRACIME, visit the MSIPS/ESR web page on Mawy Knowledge Online (MKD)
{Organizations & Cormmunities=Crganizations (Mavy & Marine Corps Organization)= Mavwy Standard Inteqgrated
Personnel Systermn (NSIPS))
] MED !
Figure 5-2-NSIPS Splash Page
3. Logon - Click the Logon button. The NSIPS Account List page displays.
5-4 SG12FY1502




e-Leave User Guide July 2010

5.1.3 NSIPS Account List Page

The NSIPS Account List page (Figure 5-3) displays all User Role User IDs assigned to you. The
User Role was created using the System Access Authorization Request (SAAR) form described
in Section 3. During the SAAR process, the system-generated User ID is assigned to the user.
This value is used to access e-Leave.

System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99-474, the Counterfeit Access Device and Compater Fraud and Abuse Act of 1984, athorizes collection of this information.
The information will be used to verify that you are an autherized user of a Government automated information system (AIS) and’or to verify
your level of Government security clearance. Afthough disclosure of the information is volurtary, Tailure to provide the information may
impede or prevent the processing of your “System Awthorization Access Request (SAAR)”. Disclosure of records or the information
contained therein may be specifically disclosed outside the DoD according to the “Blanket Routine Uses™ set forth at the beginning of the
DISA compilation of systems or records, published annually in the Federal Register, and the disclosures generally penmitted under 5
WLS.C. 552A(b) of the Privacy Act.

User Profile
Operator Details

User ID:  N108122445150003 |

System-generated
value from
SAAR process.

General Attributes

EmpliD: 888888883 Name: SMITH,FRED

Flease select an Account from the list below and click "Logen" to Logon

v account below click here
Use to logon to o
UserID the e-Leave Description
application.
& Mios1z2445150003 | Command Leave Administrator
) min=1z2445150004 Member Self Service

Figure 5-3-NSIPS Account List Page

As the CLA, select the User ID that corresponds to the Command Leave Administrator User
Role (Figure 5-4).
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HAZELBAKER

Please select an Account from the list belew and click "Legon" to Logen

If you dao not see your account below click here

&) Mi0s122445150003 o | Command Leave Administrator
) N108122445150004 Member Self Service

SECURITY DISCLAIMER

You are accessing a LS, Government (USS) information systern (18] that is provided for USG-authorized use
only, By using this IS, vou consent to the following conditions: The USG routingly monitors cornmunications
occurring on this IS, and any device attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC maonitoring, netwark defense, quality contral, and employee misconduct, law enfarcernent,
and counterintelligence investigations, At any tirne, the USS may inspec andfor seize data stored on this IS
and any dewice attached to this IS, Communications occurring on or data stored on this IS, aor any device
attached to this IS5, are not private, They are subject to routine ronitoring and search, Any comrmunications
oceurring on or data stored on this IS, or any device attached to this IS, may be disclosed or used for any
UsG-authorized purpose. Security protections ray be utilized an this IS to protect certain interasts that are
irmporkant to the USG, For example, passwords, access cards, encryption or biornetric access contrels provide
security for the benefit of the USGE, These protections are not provided for your benefit or privacy and maybe
rnodified ar elirminated at the USG's discretion,

“The Data contained Herein is protected by the Privacy Act of 1974, All measures required to protect this
information should be taken."”

I have read and consent to the terms in the Security Disclaimer above

Figure 5-4-NSIPS Account List Page
4. User ID — Click the radio button that corresponds with the User ID associated with the
task being performed. Select the Command Leave Administrator User ID.

5. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

6. Logon — Click the Logon button. The e-Leave Home menu displays.
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5.2 E-Leave Home Menu

The e-Leave Home menu (Figure 5-5) consists of two areas. The left-hand side displays the
menu items in hierarchical structure. The right-hand side displays icons/links to access various
functions available to the CLA. The icons/links listed are determined by the selection made on
the Menu and the role and permissions established for the CLA via the SAAR form.

I Wy Favortas

© Erployas Sed Sanice

[+ Elechronic Serice Record i
I Leave Asministration

I Workist

[+ Repoding Tools

& PropiaToals

SRS Repon Manager
Change My Pz sward

Hierarchal menu
structure
displays.

Selecting a Menu

item displays the
associated

icons/links to

right. 4

o Loave
e-Leave Home
fsotup |

. . Dipli Dibef Dugdy Bubup
999  Bevewsurpoover Mass et
wa
W chilan Profle St
o

% . Member DeptDiviDuty Setun

?‘?‘;\ Lz Report Log

% Lo Ruporls

Features displayed
reflect the User Role
and permissions set
on the SAAR form.

Click these items to
open pages for data
entry.

S NsIPS

Persanalize Content | Lavou]

Hily

Step-by-step details for processing these Command Leave Administrator features are discussed

throughout Section 5.

Figure 5-5-e-Leave Home Menu
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For the CLA role, the right-side of the page is divided into three sections: Setup, e-Leave, and e-
Leave Reports (Figure 5-6). These links open pages to:

e Establish the e-Leave environment for e-Leave Command hierarchy
e Assign e-Leave Request processing roles

o Create e-Leave Requests

e Monitor the e-Leave process

e Generate e-Leave Reports

e-Leave Home
Setup[ A ]

ﬂ ﬂ Dept/ Div i Duty Setup

CeptDiwShopDuty Mass Setup

- L
=

T
L] L]
TRE  Reviewerpprover Mass Setup ﬂ ﬂ Merber Profile Mass Setup
i itk
Civilian Profile Sefup
Fﬁg Member DeptDiviDuty Setup #le  Member Profile Setup
]
k. e-Leave Reguest lggr' e-Leave Inouiry
©A . sl
e gL eave Extension Reguest =l e-Leave Check Out/ Checkin

E-Leave Inouiry Log

=
a
=
)
I=
fel
b
—
]
0
=
i
_'
=
]
=
]
0
ixd
=
=]
=
o

e-Leave Repaort Lo E-Leave Repaorts
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Figure 5-6—e-Leave Home Menu
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A. Setup

The Setup section (Figure 5-7) provides the links to establish the e-Leave environment.
Tasks are performed individually or in groups using Mass Setup links.

e-Leave Home
ﬂ E Depti Div f Duty Setup ﬁﬁ E DeptDiwShop/Duty Mass Setup
L] L]
%ﬂﬂ Reviewernfpprover Mass Setup 'ﬁ%"'ﬁ’ Mernber Profile Mass Setup
Civilian Profile Setup
% Mernber DeptiDiviDuty Setup > hember Profile Setup

Figure 5-7—e-Leave Home Menu: Setup Section
The following provides a brief explanation of each feature.

e Dept/Div/Duty Setup — Establishes the Department, Division, and Duty Section
codes for each assigned UIC (Refer to Sections 5.3 for details.)

e Dept/Div/Shop/Duty Mass Setup and Member Dept/Div/Duty Setup —
Associates the Department, Division, and Duty Section to several members at one
time via mass setup or on an individual basis (Refer to Sections 5.4 and 5.8 for
details.)

e Reviewer/Approver Mass Setup — Identifies several military and/or civilian
Reviewers/Watch Coordinator and Approvers for each UIC (Refer to Section 5.6
for details.)

e Civilian Profile Setup — Unlocks the Civilian Profile; identifies the civilian
employee as a Reviewer or Approver; assigns the civilian Reviewer/Approver to
the member (Refer to Sections 5.5 for details.)

e Member Profile Mass Setup — Establishes the member’s profile and assigns the
military and/or civilian Reviewer/Watch Coordinator and Approver to the
member via a mass setup or on an individual basis (Refer to Sections 5.7 and 5.9
for details.)

e Member Profile Setup — Establishes the member’s profile and assigns the
military and/or civilian Reviewer/Watch Coordinator and Approver to the
member via a mass setup or on an individual basis (Refer to Sections 5.7 and 5.9
for details.)
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B. e-Leave

The e-Leave section (Figure 5-8) provides the links to create, review, approve, extend,

and m

onitor e-Leave Requests.

(6
7]
=
Q. e-Leave Request ﬁé %‘ e-Leave [nguiry

CE . i

@ e-Leave Extension Request Ll e-Leave Check Quti Checkln
% L]
Manage e-Leave Transactions e-Leave [nouiry Log

Figure 5-8—e-Leave Home Menu: e-Leave Section

The following provides a brief explanation of each feature.

e-Leave Reguest — Creates and submits your leave request or creates and submits
a leave request for the member and views a member’s leave request, regardless of
status (Refer to Section 5.10 for details.)

e-Leave Inquiry — Reviews a summary of the e-Leave Request status and the
e-Leave Inquiry Log. The status levels to review are:

e-Leave Request(s) pending recommendation/approval
e-Leave Request(s) pending Check Out

e-Leave Request(s) pending Check In

Saved e-Leave Requests

O O O O O

Disapproved/canceled e-Leave Request(s)

0 Completed e-Leave Request(s)
Additionally, the CLA uses this link to view a summary of his/her own e-Leave
Request(s). (Refer to Section 5.11 for details)

e-Leave Check Out/Check In — Submits a Check Out or Check In for
himself/herself and the member (Refer to Sections 5.12 and 5.14 for details.)

e-Leave Extension Request — Creates and submits a leave extension for

himself/herself and creates, submits, and/or approves extensions for the member
(Refer to Section 5.13 for details.)

Manage e-Leave Transactions — Updates (change or correct) e-Leave Requests
that were previously submitted (Refer to Section 5.17 for details.)
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e e-Leave Inquiry Log — Presents an online summary of processed leave
transactions; acts as an online Leave Control Number (LCN) Log allowing for
more details than the hardcopy version; and provides a link to access the original
e-Leave Request (Refer to Section 5.16 for details.)

C. e-Leave Reports

The e-Leave Reports section (Figure 5-9) provides the links to request and generate
e-Leave Reports. Currently, there are four reports.

e e-Leave Report Log
e e-Leave Reports
e e-Leave Address Report

e e-Leave Transaction Audit Report

e-l eave Reporis Q
& g-Leave Report Log @ g-Leave Reports
g-Leave Address Report :@ e-Leave Transaction Audit Bepor

g-Leave Survey

[L[ERS

Figure 5-9—e-Leave Home Menu: e-Leave Reports Section

The following provides a brief explanation of each report.

e e-Leave Report Log - Provides a hardcopy report similar to the e-Leave Inquiry
Log, which becomes the printed LCN Log. (Refer to Section 5.18.2 for details.)

e e-Leave Reports — Provides the ability to generate, save, email, and print
tracking and audit reports to support the management of the Leave Program.
(Refer to Section 5.18.3 for details.)

e e-Leave Address Report — Provides a listing of members currently checked out
on leave by leave address, state, and/or country. This is used for emergency
purposes to locate where personnel are while on leave. (Refer to Section 5.18.4

for details.)
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e e-Leave Transaction Audit Report — Provides a listing of the feedback status of
all leave transactions submitted to Defense Joint Military Pay System (DJMS).
The report provides the option to obtain a list of all transactions or transactions
that received no feedback. (Refer to Section 5.18.5 for details.)

D. e-Leave Survey

The e-Leave Survey link (Figure 5-9) accesses a survey for the new CLA user to provide
an assessment of e-Leave training, training materials, and software.
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53 Department/Division/Duty Section Setup

The first step in establishing the e-Leave environment is to identify the Leave Control Number
(LCN) structure and setup the Command hierarchy.

The LCN is automatically assigned once the e-Leave Request is approved and tracks the request
through the entire leave process. The LCN, also known as the Source Code Indicator (SCI), is
specific to each e-Leave Request within a UIC. The LCN’s 2 position Alpha/Alpha or
Alpha/Numeric code is identified in the Letter of Designation provided to the Command Leave
Administrator. The value is assigned locally to the Personnel Support Activity Detachment
(PSD). After the 2-digit code is a 5-digit number generated by the system and incremented by 1
for each approved e-Leave Request.

NOTE: Codes MA, SM and TZ through ZZ are not authorized for use as an LCN.
These are restricted for Management Notices and (DJMS) system
maintenance.

The CLA coordinates with the UIC’s Career Counselor for identifying the Department, Division,
and Duty Section codes for each assigned UIC. The CLA uses the Dept/Div/Duty Setup page to
designate and update codes for one UIC at a time under his/her command.

After the Departments, Divisions, and Duty Sections are setup on this page, the CLA may assign
the Reviewer/Watch Coordinator, Approver, and member to the appropriate Department,
Division, and Duty Section within a UIC.
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53.1 Dept/Div/Duty Setup Search

After selecting the Dept/Div/Duty Setup link on the e-Leave Home menu (Figure 5-6) the
Dept/Div/Duty Setup search page (Figure 5-10) displays. On the Find an Existing Value tab,
enter either the UIC or the name of the UIC to obtain the correct record.

Dept { Div | Duty Setup
Enter any information yvou hawve and click Search. Leawe fields blank for a list of all values.

/ Find an Existing Value

uIC; beging with |+ |[63410 Q
Description: | begins with w o

Search Clear | Basic Search Save Search Criteria

Figure 5-10-Dept/Div/Duty Setup Search Page

1. UIC or Description — Enter the UIC or Description in the respective fields or click the
Lookup icon and select a UIC. The UIC defaults to the CLA’s UIC. The Lookup icon
provides a list of all UICs assigned to the CLA during the SAAR process. Any assigned
UIC can be selected.

NOTE: The Lookup button for the UIC field displays the UICs assigned during the
initial SAAR process for the CLA. These UICs are within the Accounting and
Disbursing Symbol Number (ADSN) for the Command. If as the CLA, you
need access to UICs outside your ADSN a SAAR modification is needed.
Refer to Section 3.5 for instructions on adding UICs outside the ADSN.

2. Search — Click the Search button to initiate a search of the database based on the
criteria listed on the page.
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5.3.2 Dept/Div/Duty Setup Page

The Dept/Div/Duty Setup page (Figure 5-11) displays the Department, Division, and Duty
Section values currently stored in the database for the UIC. The Description field can be updated;
however, the CLA coordinates with the Career Counselor prior to making changes to these
values. The Department field cannot be changed. It must be deleted and reentered if a new value
is needed.

The Department, Division, and Duty Section fields display codes that were established by the
Career Counselor via Career Information Management System (CIMS) and stored in the NSIPS
database. Department/Division/Duty Section codes cannot be changed unless coordinated with
the Career Counselor for the UIC. The Department Description can be edited to meet e-Leave
purposes. However, it is advisable for the CLA to work closely with the Career Counselor when
making any changes to the Department/Division/Duty Section codes.

Dept/ Div / Duty Setup UIC: B3410  NAYMAC MILLINGTN

I Leave Control Alpha Prefix: Ny Leave Authorization Counter: 00042 I

Hi First E 17 of 7 |I| Last
Department ‘Department Description Inactive

otz COMBAT O =l
CHMO cMO O =l
ENG ENG =
NPS NPS O F =
oPs oPs O =
QA QUALITY ASSURANGE O =l
WEFPN Weaons Dept O =
i First 1] 1-5cf 5 [ Last
Division ‘Division Description Inactive
408 408 O F =
CB1 COMBAT ONE O =]
ER ER O =l
NP3 NP3 O =
QA NSIPS QA O [ [=
Duty Section Setup C ai First [4] 1-5 of 5 [ Last
Duty Section ‘Duty Section Description Inactive
1 Duty Section 1 O =]
2 Duty Section 2 O =
cDo Command Duty Officer O =
oD Duty Drivar O =]
FD Funeral Detail O =]
Go to:

e-Leaye Home

B Save | [S\Returnto Search |

Figure 5-11-Dept/Div/Duty Setup Page
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Additionally, the page provides the fields to establish the LCN via the Leave Control Alpha
Prefix and the Leave Authorization Counter fields. The CLA completes this page for all assigned
UICs.

Each section of the page performs the same. Rows can be added until all Departments, Divisions,
and Duty Sections are recorded.

The Leave Control Number (LCN) fields establish the LCN for the UIC. It is comprised of the
Leave Control Alpha Prefix and the Leave Authorization Counter value (Figure 5-12). The
Leave Control Alpha Prefix is obtained from the Letter of Designation (LOD) provided to the
CLA. The Leave Authorization Counter increments by one each time an e-Leave Request is
approved.

Dept/ Div / Duty Setup Ouic: 53410 NAMAC MILLINGTN

Leave Control Alpha Prefix: ny  Leave Aurhorization Counter: 00042

9 9

Figure 5-12-Dept/Div/Duty Setup Page: UIC and LCN

1. UIC - System displays the UIC number and name based on the search. If this is not the
correct UIC, click the Return to Search button and create a new search.

2. Leave Control Alpha Prefix — Enter the alpha value provided by the NSIPS Access
Manager (NAM) in the LOD to represent the UIC. This value is used to create the LCN
assigned to the e-Leave Request for the member in this UIC, once the request is
approved.

3. Leave Authorization Counter — Enter 99999 as the numeric value that will be the start
number for generating leave authorization numbers assigned to e-Leave Request. The
system increments the value by one for each additional leave authorization number.

NOTE: Enter 99999 so the first e-Leave Request will be number 00001. The value
increments by one as each e-Leave Request is approved.

NOTE: The Leave Control Alpha Prefix and the Leave Authorization Counter number
comprise the Leave Control Number (LCN) specific to the approved e-Leave
Request within the UIC.

5-16 SG12FY1502



e-Leave User Guide July 2010

A. Department Setup

The Department Setup section (Figure 5-13) provides fields to identify the different
Departments within a UIC. In this section, add as many rows as needed to record all
Departments. Listed Departments can be deleted using the Delete a Row icon as long as
Active and/or Reserve members are not attached to the Department.

] First E 1-7of 7 Last

Department ‘Departiment Description Inactive
CMO CMO O =
ENG ENG O =
MPS MNPS il =
oPs OPS O =
QA QUALITY ASSURANCE H =]
WEPH Weaons Dept | =
o 3 B gy

Figure 5-13-Dept/Div/Duty Setup Page: Department Setup Section

4. Department — Enter the Department code associated with the UIC.
5. Department Description — Enter a description to identify the Department.

6. Inactive (Department) — Click the checkbox if the Department is currently inactive.
This allows the CLA the ability to record Departments that will be operational in the
future.

7. Add a Row/Delete a Row — Click the Add a Row icon to add all the Departments
associated with the UIC. A blank row displays. Repeat Steps 4-6. Click the Delete a
Row icon to remove a Department row from the list.
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B. Division Setup

The Division Setup section (Figure 5-14) provides fields to identify the different Divisions
within a Department and UIC. In this section, add as many rows as needed to record all
Divisions. Listed Divisions can be deleted using the Delete a Row icon as long as Active
and/or Reserve members are not attached to the Division.

L] First [4] 1.5 5 (7] Last

Division ‘Division Description Inactive
408 408 O =
ER ER O = =
NP3 NP3 O =
QA NSIPS QA O =
(5 (53 o® =

11

Figure 5-14-Dept/Div/Duty Setup Page: Division Setup Section

8. Division — Enter the Division code associate with the Department within the UIC.,
9. Division Description — Enter a description to identify the Division.

10. Inactive — Click the checkbox if the Division is currently inactive. This allows the CLA
the ability to record Divisions that will be operational in the future.

11. Add a Row/Delete a Row — Click the Add a Row icon to add all the Divisions

associated with the Department and UIC. Click the Delete a Row icon to delete an
entered Division.
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C. Duty Section Setup

The Duty Section Setup section (Figure 5-15) provides fields to identify the different Duty
Sections within a Division, Department, and UIC. In this section, add as many rows as
needed to record all Duty Sections. Listed Duty Sections can be deleted using the Delete a
Row icon as long as Active and/or Reserve members are not attached to the Duty Section.

Duty Section Setup C 8 First Mgz D gt
Duty Section ‘Duty Section Description Inactive

1 Duty Section 1 O [=]
2 Duty Section 2 O [=]
| B ® O® @E

Go o o | paye Home @

& Save | [SLReturnto Search

12.

13.
14.

15.

16.

17.

18.

Figure 5-15-Dept/Div/Duty Setup Page: Duty Section Setup Section

Duty Section — Enter the Duty Section code associated with the Division/Department
within the UIC.

Duty Section Description — Enter a description of the Duty Section.

Inactive (Duty) — Click the checkbox if the Duty Section is currently inactive. This
allows the CLA the ability to record Duty Sections that will be operational in the future.

Add a Row/Delete a Row — Click the Add a Row icon to add all the Duty Sections
associated with the Division/Department and UIC. Click the Delete a Row icon to
delete an entered Duty Section.

Save — Click the Save button to save the entered data.

Return To Search — Click this button to return to the Search Criteria (Find an Existing
Value) page. If this is clicked before Save, the entered will be cancelled.

e-Leave Home — Click this link to return to the e-Leave Home menu.
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5.4 Department/Division/Shop/Duty Section Mass Setup

After the Departments, Divisions, Shop, and Duty Sections are established via the
Dept/Div/Duty Setup page (Figure 5-11); the CLA assigns the corresponding Department,
Division, Shop, and Duty Section to a member’s profile. The Dept/Div/Shop/Duty Mass Setup
page (Figure 5-16) provides the CLA the ability to assign several members to an established
Department, Division, Shop, and Duty Section for a UIC under his/her Command.

NOTE: For large UICs, it is recommended to assign each member’s complete job
location in order to properly electronically assign him/her to an e-Leave
Request Reviewer and Approver. This is not a requirement of the software,
but recommended.

The Dept/Div/Shop/Duty Mass Setup page (Figure 5-16) has three sections. The first section (A)
provides the fields to establish the search criteria to generate the list of members. The second
section (B) provides the fields to identify the new data to apply to the members’ record. The last
section (C) provides the list of members matching the criteria in section (A). Click the Save
button to apply the data in the New Values to Apply section (B) to the members’ record selected
in the Select Members to be Updated section (C).

S NSIPS

| =

Mew Window | Help

Dept/DiviShop/Duty Mass Setup

Select Retrieval Criteria: e

uIc: 63410 O NAVMAC MILLINGTM
Officer / Enlisted: | Enlisted v Department:  |ENG |, EMNG [Ipepartment is Blank
Active | Reserve: Active e Division: =} [[IDivision is Blank
Shop: [Ishop is Blank
Retrieve Duty Section: Q O Duty Section is Blank
Mew Values to Apply: Q Department: Q [Iclear Department
Division: [} [CIclear Division
Shop: [Iclear Shaop
Select All DeselectAll} | B save Duty Section: Q Cclear Dty Section
Select Members to be Updated  C Find | W First M 1.6 o5 [ Last
Name EmpliD Aclivel Off.ElRankRate UIC  Dept Division  Shop  DutySection  Select
BLAIR, SUSAN AMMNA FRAA-EE10 Active Enl Y1 63410  EMG NP3 2 O
BLOCK, ROBERT MIKE FHAA-EE2 Active Enl ADC 63410  EMG NP3 2 O
BROWN,SUZETTE FH-RA-8884 Active Enl 1C1 63410  EMG NP3 2 O
DOE, SAMANTHA, HU-0814 Active Enl DCCE 63410 ENG NPS 2 O
KEILLIHER,ROBERT HUE-0885  Active Enl ARt 63410 ENG NPS 2 O
STEEL,JOHN U881 Active Enl AEC 63410 ENG NPS 2 O

G0 10: g pave Home

Figure 5-16-Dept/Div/Shop/Duty Mass Setup Page
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NOTE: Refer to Figure 5-16. The Save button in the Select Members to be Updated
section (B) works the same as the Save button in the New Values to Apply
section (C). They both apply the changes to the selected members’ record.

A. Select Retrieval Criteria

The Select Retrieval Criteria section (Figure 5-17) provides the search criteria fields to obtain
multiple records. The Retrieve button initiates the database search and displays the records,
matching the search criteria, in the Select Members to be Updated section (Figure 5-19). The
UIC field defaults to the value on file for the CLA.

Dept/Div/iShop/Duty Mass Setup

Select Retrieval Criteria: 6

uIC: 063410 CL NAYMAC MILLINGTR
Officer / Enlisted; Enlisted v eDepmlmem: ENG |Q EMG e O Department is Blank
Active /Reserve: | Active v eDivision: Qe [pivision is Blank
Shop: e O Shop is Blank
Retrieve " Duty Section: Qe [} Duty Section is Blank

Figure 5-17-Dept/Div/Shop/Duty Mass Setup: Select Retrieval Criteria Section

1.

UIC - System populates the field with the CLA’s Command UIC. Enter a different UIC
or click the Lookup button and select the UIC from the list. Press the Tab key. The
name of the UIC displays to the right of the field.

2. Officer/Enlisted — Click the drop-down arrow and select Officer or Enlisted.

3. Active/Reserve — Click the drop-down arrow and select Active or Reserve.

4. Department — Enter the Department code or click the Lookup button and select the

Department from the list. Press the Tab key. The name of the Department displays to
the right of the field.

Division — Enter the Division code or click the Lookup button and select the Division
from the list. Press the Tab key. The name of the Department displays to the right of the
field.

Shop — Enter the Shop code for the search criteria. Press the Tab key.

Duty Section — Enter the Duty Section code or click the Lookup button and select the
Duty Section from the list. Press the Tab key. The name of the Duty Section displays to
the right of the field.

...1s Blank — Click the appropriate checkbox to search for all members with no
recorded value for Department, Division, Shop, and/or Duty Section. Select as many
checkboxes as needed.

Retrieve — Click the Retrieve button to initiate the search based on the criteria set in
this section. The list of members matching the criteria displays in the Select Members to
be Updated section.
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B. New Value to Apply

The New Value to Apply section (Figure 5-18) provides fields to add the new Department,
Division, Shop, and/or Duty Section codes or to remove existing codes to multiple members’
record. The Save button allows you to save the changes applied to the members’ record. The
Select All button selects all members in the list. The Deselect All button deselects all

members.
New Values to Apply: e @Depanmem: CMo QL oMo [ clear Department
@Division: Qs |CQ MSIPS QA [CIctear Division
@Sllop: [CIctear Shop

Select All Deselect All ﬁiive Duty Section: || @ Q. DUTY SECTIOM | [Jclear Duty Section

10.

11.

12.
13.

14.

15.

16.

17.

Figure 5-18-Dept/Div/Shop/Duty Mass Setup: New Values to Apply Section

Department - Enter the Department code or click the Lookup button and select the
Department from the list. Press the Tab key. The name displays to the right of the field.

Division — Enter the Division code or click the Lookup button and select the Division
code from the list. Press the Tab key. The name displays to the right of the field.

Shop - Enter the Shop code. Press the Tab key.

Duty Section — Enter the Duty Section code or click the Lookup button and select the
Duty Section from the list. Press the Tab key. The name displays to the right of the
field.

Clear .... — Click the checkbox to remove current values in the Department, Division,
Shop, and/or Duty Section fields within the members’ record. Select as many
checkboxes as needed.

Select All — Click the Select All button to select all members in the Select Members to
be Updated section. A check mark displays in all checkboxes.

Deselect All — Click the Deselect All button to deselect all members in the Select
Members to be Updated section. The checkbox field is blank. This allows individual
selection of members.

Save — Click the Save button to apply the requested changes to the selected members’
record and save the changes to the database.
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C. Selected Members to be Updated

The Selected Members to be Updated section (Figure 5-19) provides the list of members
matching the search criteria established in the Select Retrieval Criteria section (Figure 5-17).
Use the Select checkbox to identify those members to attach the values established in the
New Values to Apply section (Figure 5-18).

Select Members to be Updated C

Name EmpllD Aethve!  OfLEnl RankRate UIC  Dept Division  Shop DutySection  Select
BLAIR, SUSAN ANNA WOLRBET0 Active  Enl YN 53410 ENG NPS 2 (151
BLOGK, ROBERT MIKE WOORABE1Z Active  Enl  ADG 53410 ENG NPS 2
BROWN,SUZETTE WOLHEBEB4 Active  Enl  IC1 53410 ENG NPS 2 O
DOE, SAMANTHA WOUHEBE14 Active Enl DCCS 53410 ENG NPS 2
KEILLIHER, ROBERT WOUNABAES Active  Enl MM 53410 ENG NPS 2
STEELJOHN WOCEBET1 Acive  Enl  AEC 53410 ENG NPS 2 O

Go 10! | saye Home @

B save h;)

Figure 5-19-Dept/Div/Shop/Duty Mass Setup: Select Members to be Updated Section

18. Select — Click the checkbox for the individual members to apply the change. A check
mark displays in the field.

NOTE: If you need to deselect an item, click the checkbox to remove the check mark
and deselect the item.

19. Save — Click the Save button to apply the required changes to Department, Division,
Shop, and/or Duty Section for the selected members.

20. e-Leave Home — Click the e-Leave Home to return to the e-Leave Home menu.
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55 Civilian Profile Setup

Civilians working in a Command can be identified as the Command Leave Administrator,
Reviewers, and/or Approvers. Joint Force personnel can be identified as Reviewers and/or
Approvers. Throughout this section, the term civilian will refer to both civilian employees and
Joint Force personnel.

In order for the civilian to access e-Leave, the person must create an NSIPS account. This
requires the civilian to complete the SAAR form (Refer to Section 3.3). Once the SAAR is
completed, the CLA can search for the civilian record via the Civilian Profile Setup: Find an
Existing Value page (Figure 5-20). After accessing the page, the CLA unlocks the civilian’s
record and establishes the civilian as a Reviewer and/or Approver.

Civilian Profile Setup
Enter any infarmation yau have and click Search. Leave fields hlank for a list of all values.

j Find an Existing Value

Approver Oprid:| begins with »

Hame: hegins with

Search | Clear |Elasi|: Search Save Search Criteria

Figure 5-20-SAAR: User Profile Page: User ID

It is recommended to use the Name field to access the civilian’s account. Enter the name in Last
Name,First Name MI format.
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55.1 Find an Existing Value Page

After selecting Civilian Profile Setup from the e-Leave Home menu (Figure 5-6), the Civilian
Profile Setup: Find an Existing Value page (Figure 5-21) displays. Use this page to search for the
civilian by using the Name field. Complete or partial values can be entered in the field. If a
partial value is entered, a list will display matching the partial values.

Civilian Profile Setup
Enter any infarmmation you have and click Search. Leawe fields hlank for a list of all values.

/ Find an Existing Value

Approver Oprid:| begins with

Name: begins with |+ &y}

Search Clear | Basic Search Save Search Criteria

Figure 5-21-Civilian Profile Setup: Find an Existing Value Page

1. Name — Enter the complete or partial name of the civilian.

NOTE: Itis recommended to use only one of the search fields.
2. Search — Click the Search button. The Civilian Profile Setup page displays.
3. Clear — Click the Clear button (before clicking Save) to remove entered data.
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55.2 Civilian Profile Setup Page

Creating a civilian account within NSIPS to support e-Leave creates a unique situation. Two
fields on the Civilian Profile Setup page (Figure 5-22) allow the CLA a means to control the
account.

Civilian Profile Setup

Approver: HAZELBAKER,ROBERTA
Chilian Profile

T

Account Locked Out? — Must unlock the account
to assign the civilian as a Reviewer or Approver.
UIC: AccountToorer oy

Department: Inactive
Division: RankRate: Inactive — Use to identify a civilian as
Reviewer/Approver to assume responsibilities in
Approver Reviews the future

Email Address:

GO0l o) eave Home

B save | JAReturnto Search |

Figure 5-22-Civilian Profile Setup Page

First, when the civilian’s account is created, it is placed in a “locked out” status. The CLA must
access the civilian’s profile and unlock the account. The CLA also has the option to assign the
civilian as a Reviewer and/or Approver for future use by using the Inactive field.
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5.5.3

Civilian Profile Setup Page — Account Locked

As part of the special SAAR process, the civilian record is in a locked status. In order to identify
the person as a Reviewer and/or Approver, the CLA unlocks the civilian record (Figure 5-23).

Civilian Profile Setup

Approver: HAFELBAKER ROBERTA

Chilian Profile

uIc: Account Locked Owt?

User D M108122445150001

Department: Inactive
Division: Rank/Rate:
Approver Reviewer Receive e-mail notification(s)

Email Address:

Got0: | save Home

B save | S Return to Search |

Figure 5-23-Civilian Profile Setup: Account Locked

1. Account Locked Out? — Click the Account Locked Out? checkbox to open the
account. Once the check mark is removed all data fields become active.
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5.5.4

Civilian Profile Setup Page — Active Fields

Enter the appropriate data to create the civilian member’s profile (Figure 5-24) and assign the
civilian as a Reviewer and/or Approver.

Civilian Profile Setup

User ID
Approver: HAZELBAKER, ROBERTA serlD h108122445150001

Chilian Profile

uic: B3410 Q@  Oaccount Locked Out?
Department: ENG | €D a'““di"’e
Division: NPs (@) RankRate: CV @)
@ (<] approver O Rreviewer ©)[“IReceive e-mail notification(s)

Email Address: |robertahazelbakerg@nawy.mil @

Go 10> o\ agve Home

Bl Save | 2\ Returnto Search

Figure 5-24-Civilian Profile Setup: Active Fields

. UIC - UIC data populates from the value entered on the SAAR. Click the Lookup icon

to select a different UIC.

3. Department — Click the Lookup icon and select the Department from the list.
4. Division — Click the Lookup icon and select the Division from the list.
5. Inactive — Click the Inactive checkbox to establish the civilian as an Approver or

Reviewer for use at a later date. The civilian will not have review or approve privileges
while in an Inactive state.

. Rate/Rank — System displays CIV in the Rate/Rank field indicating a civilian member.
. Approver — Click the Approver checkbox to give this civilian Approver privileges for

the identified UIC/Department/Division.

. Reviewer — Click the Reviewer checkbox to give this civilian Reviewer privileges for

the identified UIC/Department/Division.

. Receive e-mail notification(s) — When Approver and/or Reviewer checkbox is

selected, the Receive e-mail notification(s) checkbox is also selected. This provides
email notification to the Approver/Reviewer when an assigned member’s e-Leave
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Request is pending action. If the Approver/Reviewer does not want email notification,
click the checkbox to deselect this option.

10. Email Address — System displays the email address based on what was entered on the
SAAR form. If a different email address is needed, enter the address.

11. Save - Click the Save button to save the entered data and establish the civilian as an
Approver and/or Reviewer.
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5.6 Reviewer/Approver Mass Setup

After selecting Reviewer/Approver Mass Setup link on the e-Leave Home menu (Figure 5-6), the
Reviewer/Approver Mass Setup page (Figure 5-25) displays. This page provides the ability to
establish multiple e-Leave Request Reviewers and Approvers. This feature allows the CLA to
quickly establish Reviewers and Approvers for all members within the same UIC.

The Reviewer/Approver Mass Setup page has two main sections. The top section provides search
filters to locate members’ record and the bottom section provides a list of members matching the
search criteria.

Reviewer/Approver Mass Setup @

uic: 63410 @ Ocwiian Values entered in these
Department: |ENG |Q OEnlisted O officer @ Both asetac:‘r(’;]hagrcglelriad?sellds Default Search Criteria |
Division: Q Grade: | 7= v Eﬂaj uthe resultsyin ﬂ?eay Default Search Crite_ria— di_splayS
. default values associated with the
Duty Section: Q bottom section. CLA.
Find [viewal | 3 First [ 1505 M Last
SSN Name Rank/Rate Grade UIC Dept Div  Duty Sec Reviewer  Approver
WOMGBR1E  ANTHONY, MARK osc E07 63410 ENG  NPS 2 O O
0OE0GER10 BLAIRSUSAN ANNA YhT EOF 63410 ENG  NPS 2 0
WORMHE812  BLOCK, ROBERT MIKE ADC E07 63410 ENG NP5 2 | O
WOGH4-8384  BROVN,SUZETTE Ic1 EOF 63410 ENG NP5 2 O
06H4B814  DOE SAMANTHA Dces E08 63410 ENG  NPS 2 0
006M48886  KEILLIHER,ROBERT Mt EOF 63410 ENG  NPS 2 O O
W0GH4B883  SMITH,FRED LCDR 004 63410 ENG  NPS 2 0 O
WOEH-BB11  STEELJOHM AEC ED7 63410 ENG NP5 2 |

Denotes a member who does not have a Self Service Account.

IE‘ Denotes a member who is no longer an active member of this UIC,

Save

Goto: 5| oave Home

Figure 5-25-Reviewer/Approver Mass Setup Page
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A. Search Filters

This section (Figure 5-26) provides fields to enter values to refine the search for members’
record. The UIC and Grade fields are required fields.

Reviewer/Approver Mass Setup @

uIC: 63410 €y Ccmlian@)
Department: |ENG | €D CEnlisted  C officer © BothG) Default Search Criteria

Division: o1 5 Grade: [ 7= v |E0E g
Duty Section: Qe

Figure 5-26—-Reviewer/Approver Mass Setup: Search Filters

1. UIC - (Required) Enter the UIC or use the Lookup icon and select the UIC. The system
defaults to the UIC of the CLA accessing the Reviewer/Approver Mass Setup page.
Press the Tab key. The list (Figure 5-27) adjusts to match the criteria.

2. Department — Enter the Department within the UIC to refine the search for members’
record. This is an optional field. Use the Lookup icon to display a list of all
Departments within the UIC. Select from the list. Press the Tab key.

3. Division — Enter the Division within the Department to refine the search. This is an
optional field. Use the Lookup icon to display a list of all Divisions within the
Departments. Select from the list. Press the Tab key.

4. Duty Section — Enter the Duty Section within the Division to refine the search. This is
an optional field. Use the Lookup icon to display a list of all Duty Sections within the
Division. Select from the list. Press the Tab key.

5. Civilian - Click the radio button to generate a list of civilians attached to the UIC.

6. Enlisted/Officer/Both — Click the appropriate radio button to generate a list of enlisted
members only, officer members only, or both enlisted and officer members.

7. Grade - (Required) Enter the Grade to refine the search to a specific grade. Use the
drop-down arrow to display a list of conditions (equal to, greater than, less than, etc.).
Use the Lookup icon to select the grade. The field defaults to EO6 as this is the common
pay grade for supervisory responsibilities. Press the Tab key.
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NOTE: List of Conditions

= (equal to)

< (less than)

= (equal to)

> (greater than)

not = (not equal to)

<=(less than and equal to)

>= (greater than and equal to)

begins (begins with the entered value)

contains (entered value is part of the content)

8. Default Search Criteria — Click this button to default the search fields to the values

associated with the CLA creating the Reviewer/Approver Mass Setup.
B. Search Results

This section (Figure 5-27) displays a list of all members matching the search criteria entered
at the top of the Reviewer/Approver Mass Setup page. As each criteria is entered the list
changes to meet the criteria values.

The members” SSN, Name, Rank/Rate, Grade, UIC, Department, Division, and Duty Section
display. The CLA selects those members who will be Reviewers and/or Approvers. A
member can be both a Reviewer and an Approver.

SSN
KW HA-BE16
HAHHA-BE10
KA BE1 2
HAHHO-BEE4
HAHHBET4

Ho04-H04-8885

HRH-HH-8883
R

Save

Name
ANTHONY, MARK
BLAIR, SUSAN ANMA
BLOCK, ROBERT MIKE
BROWN,SUZETTE
DOE,SAMANTHA
KEILLIHER,ROBERT

SMITH,FRED
STEELJOHM

Rank/Rate

05C

1

ADC

11

DCCs

hhd1

LCDR

AEC

{!3 Denotes a member who does not have a Self Service Accoum.@

@I Denotes a member who is no longer an active member of this UIC.@

Grade
E07
E0B
E07
EDB
E0B
E0B

004
EO7

uic
63410
63410
63410
63410
63410
63410
63410
63410

Dept
ENG
ENG
ENG
ENG
ENG
ENG

ENG
EMNG

[ I N N )

[

@DDDDIDID

e!DD!DDDD

Gotol o eave Home @

Figure 5-27-Reviewer/Approver Mass Setup: Search Results

9. Reviewer - Click the Reviewer checkbox to select the members who will be e-Leave
Request Reviewers. More than one checkbox can be selected.
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10.

11.

12.

13.

14.

Approver — Click the Approver checkbox to select the members who will be e-Leave
Request Approvers. More than one checkbox can be selected.

Warning Message — This warning message indicates that the member does not
have a Self-Service account. They need a Self-Service account to review/approve a
member’s e-Leave Request. Remind this person to establish a Self-Service account.

Warning Message @ — This warning message indicates that the member is no longer
active within the UIC. This member cannot be identified as a Reviewer or Approver.

Save — Click the Save button to record the entered data into the database. This will
establish the members within the UIC who will be e-Leave Request Reviewers and
Approvers.

e- Leave Home — Click this link to return to the e-Leave Home menu. If this link is
used before the page is saved, all entered data will be cancelled.

NOTE: Reviewers and Approvers can also be established using the Civilian Profile
Setup (Section 5.5) and the Member Profile Setup (Section 5.9) functions.
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5.7 Member Profile Mass Setup

After selecting Member Profile Mass Setup link on the e-Leave Home menu (Figure 5-6) the
Member Profile Mass Setup page (Figure 5-28) displays. This page allows the CLA the ability to
establish the e-Leave Request military and/or civilian Reviewer, Watch Coordinator, Approver,
and Primary Approver for a group of members. More than one Reviewer and Approver can be
identified. Each member must have at least one Watch Coordinator and up to two identified
Primary Approvers. The Reviewer and Approver can be the same person.

S NSIPS
B
Member Profile Mass Setup
slect Retrieval Criteria: Ewed  Oomesr O Enter the search values in these
uic: Q Grade: l:lQ fields.
Deparmen: (20 12 oy aoprovr: |2 Press the Tab key.
Division: l:lq Civilian Approver: l:lq H
oty Section: |2 N The search results automatically
ommpedewer: || display in the bottom section.
a\lew Values to Apply:
Member Profile
Member(s) are authorized for Self Check Out/Check In Member(s) are exempt from Duty
C Reviewer(s)
Order Military Reviewer Civilian Reviewer RankRate UIC  Watch Coordinator
[ o | Ja O ®HE
Order Military Approver Civilian Approver RankRate  UIC  Primary Approver
LAl o | o O =
SelectAll | Deselectall]  Save |

Find i First E| 1-7of 7 IE Last
SSN Name RankRate Grade UIC Department Division Duty Section Authfor Check OutiCheck In Exempt from Duty Select
MA-B810 BLAIR, SUSARN ANMNA N1 E0G 63410 ENG NPS 2 M M F
RRRARET2 BLOCK, ROBERT MIKE ADC EOT 62410 ENG MNPS 2 A ) O
YRA-0084 BROWN, SUZETTE Ic1 E0G 63410 ENG NPS 2 M Y F
KR4 MPS 2 M M O
(A Tab initiates the search and displays [M® 2 i i 0
e the results in this section v y y -
Y0811 ) NPS 2 M M F

In this example, the search criteria
Save !
displays all members in UIC 63410
and Department ENG.
L=

Got0: o) pave

Figure 5-28—Member Profile Mass Setup Page
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A. Select Retrieval Criteria

The Selection Retrieval Criteria section (Figure 5-29) provides the search criteria fields to
refine the search for members’ record. UIC is the only required field to initiate the search. All
other fields are optional.

Member Profile Mass Setup
%elect Retrieval Criteria: OEnlisted O officer @ Both §)
UIC: B3410 O‘o Grade: > O\e
Department: |EMG Qe Military Approver: o\e Default Search Criteria |
Division: Qo Civilian Approver: O\e
Duty Section: Qo Military Reviewer: O\e
Civilian Reviewer: O\@

Figure 5-29-Member Profile Mass Setup: Search Retrieval Criteria Section

1. UIC - (Required) Enter the UIC or use the Lookup icon and select the UIC from the list
of UICs assigned to the CLA. The system defaults to the UIC of the CLA accessing the
Member Profile Mass Setup page. Any UIC assigned to the CLA during the SAAR
process can be selected. Press the Tab key.

NOTE: After each entry on the Selection Retrieval Criteria section, press the Tab key.
This initiates a search of the database and displays the results in the results
section.

2. Department — Enter the Department within the UIC to refine the search for members’
record. Use the Lookup icon to display a list of all Departments within the UIC. Select
from the list. Press the Tab key.

3. Division — Enter the Division within the Department to refine the search. Use the
Lookup icon to display a list of all Divisions within the Departments. Select from the
list. Press the Tab key.

4. Duty Section — Enter the Duty Section within the Division to refine the search. Use the
Lookup icon to display a list of all Duty Sections within the Division. Select from the
list. Press the Tab key.

5. Enlisted/Officer/Both — Click the appropriate radio button to create a list for only
enlisted members, only officer members, or both enlisted and officer members. Press
the Tab key.

6. Grade — Enter the grade to refine the search to a specific grade. Use the drop-down
arrow to display a list of conditions (equal to, greater than, less than, etc.). Use the
Lookup icon to select the grade. Press the Tab key.
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7. Military Approver — Enter the military Approver’s name or select the military

10.

11.

Approver using the Lookup icon. This allows the CLA to generate a list of only military
Approvers to review the members previously assigned to this specific Approver. Press
the Tab key.

Civilian Approver — Enter the civilian Approver’s name or select the civilian Approver
using the Lookup icon. This allows the CLA to generate a list of only civilian
Approvers to review the members previously assigned to this specific Approver. Press
the Tab key.

Military Reviewer — Enter the military Reviewer’s name or select the military
Reviewer’s name using the Lookup icon. This allows the CLA to generate a list of only
military Reviewers to review the members previously assigned to this specific
Reviewer. Press the Tab key.

Civilian Reviewer — Enter the civilian Reviewer’s name or select the civilian
Reviewer’s name using the Lookup icon. This allows the CLA to generate a list of only
civilian Reviewers to review the members previously assigned to this specific
Reviewer. Press the Tab key.

Default Search Criteria — Click this button to default the search fields to the UIC and

other values associated with the CLA.
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B. New Values to Apply

The New Values to Apply section (Figure 5-30) provides the ability to set Self Check
Out/Check In and/or exempt from Duty for members eligible for these conditions.

Mew Values to Apply: @

Member Profile

Member(s) are authorized for Self Check Out/Check In @ b Member(s) are exempt from Duty @ b

Figure 5-30—Member Profile Mass Setup: New Values to Apply Section

12. Member(s) are authorized for Self Check Out/Check In — Click the drop-down
arrow and select either Yes or No to give selected members the ability to self check out

and check in.

13. Member(s) are exempt from Duty — Click the drop-down arrow and select either Yes
or No to indicate if the selected members are exempt from Duty.

NOTE: If a member is exempt from duty; a Watch Coordinator is not selected.
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C. Reviewer(s)

The Reviewer(s) section (Figure 5-31) provides the fields to enter all Reviewers for the
members selected in the search results section. Military and/or Civilian Reviewers are
identified in this section.

Reviewer(s) C

Order Military Reviewer Chvilian Reviewer Rank/Rate UIC Watch Coordinator
1| | BLAIR, SUSAN AMNA, Q, (SRR 63410 =]
. ), |HAZEL,ROBERTA [V ® 63410 O gl

Figure 5-31-Member Profile Mass Setup: Reviewer(s) Section

14. Order — System automatically increments the list of Reviewers as they are added.

15. Military Reviewer — Enter the name of the military Reviewer or click the Lookup icon
to select the Reviewer from the list. The list of Reviewers established on the
Reviewer/Approver Mass Setup page (Figure 5-32) displays.

Look Up Military Reviewer
User ID: M108122445150003
Reviewer EmplID: | hegins with v
Rank/Rate: beging with
Last Name: begins with
MName: beging with
UIc: hegins with Qa,

Laok Up | Clear | Cancel |ElasicLookug
Search Results

1-3 03

RankRate Name UIC Department Division Duty Section
121 BROWN SUFETTE G341 0 ENG MPS 2
YHC JACKEON HEMNRY LEE 3410 (hlank; (hlanky (blank
i BLAIR SUSAMN AMMA  B3410 EMG MNP 2

Figure 5-32-Look Up Military Reviewer List

Select the Reviewer from the Search Results list. The value populates in the Military
Reviewer field.

16. Civilian Reviewer - Enter the name of the civilian Reviewer or click the Lookup icon
to select the civilian Reviewer from the list.

17. Rank/Rate and UIC — Data reflected in these fields correspond to the corporate data
stored for the member selected in the Military Reviewer or Civilian Reviewer columns.
CIV is listed for civilians.

18. Watch Coordinator — Click the checkbox to identify those Reviewers who will be
identified as Watch Coordinators. One Watch Coordinator must be assigned to each
member who is not exempt from duty.
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19.

Add/Delete a Row — Use these icons to add additional Reviewers or delete existing
Reviewers. Click the plus (+) icon to add a new row and repeat steps 14-18. The
numbers in the Order field will increment by one as each new row is added. Click the
minus (-) icon to delete an existing Reviewer. Continue adding and deleting rows until
the list reflects the Reviewers identified for the UIC.

NOTE: Once the list is complete, verify that the numbers in the Order column are
sequential. Adjust numbers accordingly.

D. Approver(s)

The Approver(s) section (Figure 5-33) provides the fields to enter all Approvers for the
members listed in the search results section. Military and/or Civilian Approvers are identified
in this section. Up to two Approvers can be identified as Primary Approvers.

Approver(s) D
Order Military Approver Chvilian Approver RankRate UIC Primary Approver
1| | STEELJOHN Q Q AEC €B) 63410 24 =]

20.
21.

22.

23.

24.

25.

Figure 5-33—-Member Profile Mass Setup: Approver(s) Section

Order — System automatically increments the list of Approvers as they are added.

Military Approver — Enter the name of the military Approver or click the Lookup icon
to select the Approver from the list.

Civilian Reviewer — Enter the name of the civilian Approver or click the Lookup icon
to select the civilian Approver from the list.

Rank/Rate and UIC — Data reflected in this field corresponds to the corporate data
stored for the member selected in the Military Approver or Civilian Approver columns.
CIV is listed for civilians.

Primary Approver — Click the checkbox to identify the Approver who will be
identified as the Primary Approver.

Add/Delete a Row — Use these icons to add additional Approvers or delete existing
Approvers. Click the plus (+) icon to add a new row and repeat steps 20-24. The
numbers in the Order field will increment by one as each new row is added. Click the
minus (-) icon to delete an existing Approver. Continue adding and deleting rows until
the list reflects the Approvers identified for the UIC. Adjust the values in the Order
field.
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E. Search Results

This section (Figure 5-34) displays a list of members resulting from the search criteria in the
Select Retrieval Criteria section (Figure 5-29). The table displays the member’s SSN, Name,
Rank/Rate, Grade, UIC, Department, Division, and Duty Section. At this point, associate the
members in the list with the identified Reviewers and Approvers (Figures 5-31 and 5-33) by
using the Select All/Deselect All buttons and/or the Select checkboxes.

Find | Yiew All | £ First [1] 1-7 of 7 [ Last
SSN Name RankRate Grade UIC Department Division Duty Section  Auth for Check OutiCheck In Exempt fiom Duty Select
HOER-E810 BLAIR, SUSARN AMRA I E0B B3410 EMNG MPS 2 M M (|
HOER-EE2 BLOCK, ROBERT MIKE ADC EO7 B3410 EMNG MPS 2 A M O
HOERH-B804 BROWWH,SUZETTE 1c1 E0B B3410 EMNG MPS 2 M A @ (|
HOERH-B814 DOE,SAMANTHA pccs E0S B3410 EMNG MPS 2 M M O
HOER-B885 KEILLIHER,ROBERT Rnt1 E0B B3410 EMNG MPS 2 M M (|
HOER-B883 SMITH,FRED LCDR 004 B3410 ENG MPS 2 M M O
HOER-EE1 STEEL.JOHM AEC EOT B3410 EMNG MPS 2 M M (|
Save @

Got0: o) save Home @

26.

217.

28.

29.

30.

Figure 5-34—Member Profile Mass Setup: Search Results List

Select All — Click the Select All button to mass select all members on the list. A check
mark displays in the Select checkbox for all members.

Deselect All — Click the Deselect All button to deselect all members removing the
check mark from the Select checkboxes. This allows for the individual selection of
members.

Select — Click the checkbox in the Select column next to the member’s row to select
individual members. A check mark indicates the member’s e-Leave Request will be
reviewed and approved by the members listed in the Reviewers and Approvers section.

NOTE: If the checkbox is selected, click the checkbox to deselect. This removes the
check mark.

Save — Click the Save button to save the entered data. The Save button at the top of the
list and at the bottom perform the same action.

e-Leave Home — Click this link to return to the e-Leave Home menu. If this is done
before the Save button is clicked, all entered data will be cancelled.
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571 Reviewer/Approver — Special Condition

A person cannot be their own Reviewer or Approver; therefore, the member cannot be selected
on the Mass Setup page (Figure 5-35). An error message displays indicating that you cannot
make someone their own Reviewer/Approver.

SN SIDS e |

Member Profile Mass Setup

Select Retrieval Criteria: OEnlisted  Ooffices (2 Both
uic: 63410 a F— 3 a
Department; ENG O Military Appiove: aQ Defaull Search Crileria
Division: o Chailican Approvers aQ,
Duty Section: a Military Restewer ; aQ
Chvillain Reviewer: Q

New Values to Apply:

Monbes Profile 1§

Iemlbser () afe maherized Tor Sell Check 0w Check In | Memberis) o e excermpt o Duty B |

Since Blair is a Reviewer and Steel is an Approver for this
Order Militay Redowan
[BaRsUsm AT la UIC and Department, they cannot be selected for mass
, al update.
It is recommended that the CLA use the Member Profile
1 [STeeLIomm ® Setup feature
(Section 5.9) to assign the Reviewer and Approver to
Selectall | Deselectat| 8y Blair and Steel.
| ul | B First (47007 [
SSN Hams BankRale Grade WG  Depaitwent Dbdsion DuySection Aulifor Check OuCheck i Exemt from By Select
I}Tm.xx-mn BILAIR SUIEAN ANRA M1 EDE 63410 ENG NPG Fd N M O
JO0C0-B812 BLOCK, ROBERT MIKE ADC EOT 63410 ENG MNFE 2 ¥ M 0
M- B004 BROWN, SUIETTE [ EOE 63410 ENG MPS z N L =
HO0EMGEE14 DOE SAMANTHA DoCs E02  B3410 ENG NFS 2 N M E
KO0 BRES KEILLIHER ROBERT W1 EOE 63410 ENG MNFS 2 N M ]
0NN 8883 SMITHFRED LCDR 004 B3410 EMNG MPS I ] M O
|)00(-K:-:-8:811 STEELJOHM AEC EO7 63410 ENG HFS o N M D
Sawe

Go to: il gaws Harma

Figure 5-35—-Member Profile Mass Setup: Special Condition
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5.8 Member Department/Division/Duty Setup

The Member Dept/Div/Duty Setup page allows the CLA the ability to establish an individual
member’s Department, Division, Shop, and Duty Section codes. Use this feature to establish job
location for one member at a time.

NOTE: For large UICs, it is recommended to assign each member’s complete job
location in order to properly electronically assign him/her to an e-Leave
Request Reviewer and Approver.

After selecting the menu option for Member Dept/Div/Duty Setup from the e-Leave Home menu
(Figure 5-6); the Find an Existing Value page displays.
5.8.1 Member Dept/Div/Duty Setup: Find an Existing Value Page

Use the Member Dept/Div/Duty Setup: Find an Existing Value page (Figure 5-36) to search the
database for a specific record. Use the EmplID or Name field to search for one specific member.
Search for several members using the UIC, Department, or Division fields.

In this example, search for all members in UIC 63410. The first record matching the criteria
displays on the Member Dept/Div/Duty Setup page.

Member Dept/DiviDuty Setup
Enter any information you have and click Search. Leave fields hlank far a list of all values.

[ Find an Existing Value

EmpliD: heging with |||

Hame: beging with o

uIC: hegins with + ||63410 Q

Department: | begins with ') 6

Division: heging with  » '
Search | Clear |Elasi|: Search Save Search Criteria

Figure 5-36-Member Dept/Div/Duty Setup: Find an Existing Value

1. EmplID or Name — Enter the member’s SSN or Name.

2. UIC, Department, and/or Division — Enter the member’s UIC, Department, and/or
Division or click the Lookup icon and select from the list.

3. Search — Click the Search button. The Member Dept/Div/Duty Setup page displays.
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5.8.2 Member Dept/Div/Duty Setup Page

The Member Dept/Div/Duty Setup page (Figure 5-37) records the member’s job location. Since
the search criteria was the UIC; all members in the UIC will display one at a time. The first
member in the UIC displays first. The SSN, Name, Rank/Rate, and Current Duty Status Code
(DSC) displays based on corporate data. If the member was not previously assigned, then the
fields are blank.

Member Dept/Div/iDuty Setup

SSH: ROE-E813 Name: JOMNES, ROMALD e RankRate: o772 Current DSC: 100
Member Assignment B

mc: €9 saso NAYMAC MILLINGTH
Department: IQ Q

Division: 9 Q
Shop: 0
Dty Section: 6 Q

& Save | S\ Returnto Search | +[E Previous in List | +E] Mext in List

Figure 5-37-Member Dept/Div/Duty Setup Page

A. Member Demographic Data

The SSN, Name, Rank/Rate, and Current DSC display based on the search filter used on the
Find an Existing Value page. If this is not the correct person, click the Return to Search
button to return to the Find an Existing Value page to search for a different member.

B. Member Assignment
Record the appropriate data in the Member Assignment section.
1. UIC - System displays the UIC based on the search criteria in the Find an Existing

Value page. The abbreviated name of the UIC displays to the right of the number value.

2. Department — Enter the member’s Department or use the Lookup icon to select the
Department. Press the Tab key. The name displays to the right of the field.

3. Division — Enter the member’s Division or click the Lookup icon and select the
Division. Press the Tab key. The name displays to the right of the field.

4. Shop - Enter the member’s Shop designated number. Press the Tab key.

5. Duty Section — Enter the member’s Duty Section or click the Lookup icon and select
the Duty Section. Press the Tab key. The name displays to the right of the field.
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6. Save — Click the Save button to record the data to the database.

If the selection criteria used the UIC, Department, and/or Division on the Find an Existing Value
page, several members’ record were retrieved. To process through the list of members, use the
Previous in List and Next in List buttons displayed at the bottom of the page (Figure 5-38).

+E| Previous in List | +[E] Mext in List

Figure 5-38-Previous/Next in List Buttons

NOTE: Each member record is updated individually.
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5.9 Member Profile Setup

The Member Profile Setup page performs the same action as the Member Profile Mass Setup
page (Section 5.7). The main difference is this page establishes the Reviewer(s) and Approver(s)
for one member at a time rather than for several members in a mass setup. Use this page to
assign the Reviewers/Approvers for the member if the member was not assigned using the mass
setup, if a new member checks on board, or if an individual changes work assignments within the
Command.

NOTE: Itis recommended to use the Member Profile Mass Setup (Section 5.7) to
establish the Reviewers and Approvers for large UICs. Smaller UICs can use
the Member Profile Mass Setup or the Member Profile Setup and individually
establish the member(s) Reviewers and Approvers.

This page establishes the e-Leave Request Reviewer, Watch Coordinator, Approver, and Primary
Approver for the individual member. More than one Reviewer and Approver can be identified.
Each member must have at least one Watch Coordinator (if not exempt from duty) and up to two
identified Primary Approvers.

Additionally, this page allows you to set the member as Authorized for Self Check Out/Check In,
and Exempt from Duty.
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5.9.1 Member Profile Setup: Find an Existing Value Page

After selecting Member Profile Setup link on the e-Leave Home menu (Figure 5-6), the
Member Profile Setup: Find an Existing Value page (Figure 5-39) displays.

On the Find an Existing Value page, use the EmplID and Name fields to locate one member’s
record. Use the UIC, Department, and Division to locate multiple records. Since this is not a
mass setup feature, you will assign the Reviewer/Approver individually to each member.

The UIC defaults to the CLA’s Command UIC. Use the Lookup icons to select the UIC,
Department, and Division. In this example, we are looking for one member; therefore, the
member’s SSN is entered in the EmplID field.

Member Profile Setup
Enter any information you have and click Search. Leave fields blank far a list of all values.

[ Find an Existing Value

EmpliD: hegins with + ||ga8888811|

Name: hegins with

uic: beding with + ||63410 Q (1}
Department: | begins with + QL
Division: hegins with QL

Search Clear | Basic Search Save Search Criteria

Figure 5-39—-Member Profile Setup: Find an Existing Value Page

1. Search Criteria Fields — Enter the value in the appropriate field to establish the search
criteria.

2. Search — Click the Search button to initiate the database search to locate the record
matching the criteria. The Member Profile Setup page displays.
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59.2
There are a few unique options available on the Member Profile Setup page.

Member Profile Setup Page: Special Conditions

59.2.1 Identification of Reviewer/Watch Coordinator/Approver

In this example (Figure 5-40), AEC John Steel was established as an Approver for UIC 63410,
ENG Department, NPS Division, and Duty Section 2 on the Reviewer/Approver Mass Setup
page. When Reviewer/Watch Coordinator and/or Approver is selected the Receive e-mail
notification check box is also selected.

As the CLA, you can select or deselect the Reviewer/Watch Coordinator and/or Approver
checkbox to assign or unassign the role to the member.

Member Profile Setup

SSN: 00811
ember Profile

Name: STEEL,JOHMN RankRate: AEC Current DSC: 100

uIC: G3410 NAVMAC MILLIMNGTN
Department: ERNG EMG
Division: MPS MPS

Duty Section: 2 Duty Section 2

[CIReviewer /Watch Coordinator

[T Ai)i)rover I

] authorized for Self Check OutiCheck In
[ Exempt from Duty

I Receive e-mail notilicationl[s}l

Figure 5-40-Member Profile Setup: Identified Reviewer/Approver

5.9.2.2

The Member Profile Setup page provides the option to designate members who are exempt from
duty (Figure 5-41). If a member is exempt from duty; then, a Watch Coordinator is not needed.

Exempt from Duty Option

Member Profile Setup

SSN: A8 Name: STEEL,JOHN Rank/Rate: AEC Current DSC: 100

uc: B3410
Department: ERNG
Division: MPS

Dty Section: 2

Approver

[CIReviewer : Watch Coordinator

MAVRMAC MILLINGTR
EMG
MPS

Duty Section 2

[J Authorized for Self Check

| Exempt from Duty |

ember Profile

1

Order Military Reviewer

Civilian Reviewer
O |HAZELBAKER,ROBERTA

Ran Watch Coordinator | Inactive
Qv B3410 O =l

If the member is Exempt
from Duty a Watch
Coordinator

. tification(s)
is not needed.

Figure 5-41-Member Profile Setup Page: Exempt from Duty Option
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5.9.2.3  Authorized for Self Check Out/Check In Option

The Member Profile Setup page provides the option to allow members to perform a self Check
Out and Check In (Figure 5-42). When the member checks out or checks in, the e-Leave Request
in this status goes to the CLA to provide a final approval of the Check Out/Check In. If the
member is authorized for Self Check Out/Check In, the e-Leave Request in a Checked
Out/Checked In status does not go to the CLA for final approval.

Member Profile Setup
SSM: 08811 Name: STEEL,JOHMN Rank/Rate: AEC Current DSC: 100

UIc: 63410 MAVMAC MILLINGTMN

Departiment: EMNG EMG

Division: MPS MPS

Duty Section: 2 Duty Section 2
[IReviewer / Watch Coordinator I [C] murthorized for Self Check Owut/Check In I Receive e-mail notification(s)
Approver [ Exempt from Duty

Figure 5-42—-Member Profile Setup Page: Authorized for Self Check Out/In

5.9.2.4  Alert Message

When completing the Member Profile Setup page for a member, if the member does not have a
Self-Service account, the Alert message displays at the top of the Member Profile Setup page
(Figure 5-43). It is recommended that you notify the member and remind him/her to complete the
Self-Service account. The e-Leave Request process requires a Self-Service account to access,
create, review, approve, and manage leave requests.

A\ oo creatod, omber will ot be able o crente a
M em b er P r 'Dfl I € $'Etu P' Leave Requ |e‘.:;t without a Self Sernvice Account.
SSN: 060EBE11 Name: STEELJOHM RankRate: AEC Current DSC: 100

uic: 63410 MAYMAC MILLINGTH

Department: ENG EMG

Division: MRS MPS

Duty Section: 2 Dty Section 2
[[JReviewer /Watch Coordinator [l authorized for Self Check OutiCheck In Receive e-mail notification(s)
Approver E Exempt from Duty

Figure 5-43—-Member Profile Setup Page: Alert Message
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5.9.3

Member Profile Setup Page

The Member Profile Setup page (Figure 5-44) provides the fields to establish the Reviewer(s)
and Approver(s) for the member’s e-Leave Requests. The Reviewer and Approver Lookup icon
displays the list of Reviewers and Approvers established for this UIC, Department, Division, and

Duty Section.

NOTE: The Reviewers and Approvers are established via the Civilian Profile Setup
(Section 5.5), Reviewer/Approver Mass Setup (Section 5.6), and this function,
Member Profile Setup.

Member Profile Setup

SSN: 000081
ember Profile B

uic: 63410
Department: ERG ENG
Division: MPS MPS

Dty Section: 2

Approver

Name: STEEL JOHN

[Ireviewer {Watch Coordinator

“

RankRate: AEC Current DSC: 100

NAYMAC MILLINGTM

Duty Section 2

[ Authorized for Self Check Out/Check In
[CIExempt from Duty

Receive e-mail notification(s)

Order Military Reviewer
1||BROVYN, SUZETTE

Order Military Approver
1||DOE SAMANTHA

1

Civilian Reviewer RankRate UIC ‘Watch Coordinator  Inactive
&} QI 63410 [
Q) |HAZELBAKER,ROBERTA | CIV 63410

Chvilian Approver
QL
Q. [JOMES THOMAS

RankRate UIC
Q, DCCS

QL ol

Primary Approver
63410
fad10 [

O
O

Inactive

O
O

Email Address: john.steel@navy.mil

=
& =

# =
& =

Go 10> o save Home

B save | [S\Returnto Search |

Figure 5-44-Member Profile Setup Page

A. Member Demographic

This section (Figure 5-44) displays the member’s SSN, Name, Rank/Rate, and Current DSC.
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B. Member Profile

The Member Profile section (Figure 5-45) displays the member’s UIC, Department, Division,
and Duty Section recorded on the Member Department/Division/Duty Setup page. If fields
are blank, return to the Member Department/Division/Duty Setup page and enter the values.

If the member was identified as a Reviewer/Watch Coordinator and/or Approver on the
Reviewer/Approver Mass Setup page; the corresponding fields are selected. In this example
AEC Steel is an Approver.

Member Profile Setup
SSN: 448811 Name: STEELJOHM RankRate: AEC Current DSC: 100

uIC: B3410 FAVMAC MILLIMNGTM

Department:  ERMG EMG

Division: MNFS MPS

Duty Section: 2 Duty Section 2
[[Reviewer /Watch Coordinator G:l Authorized for Self Check Out/Check In Receive e-mail notification(s)
Approver e] Exempt from Duty

Figure 5-45-Member Profile Setup Page: Member Profile Section

1. Authorized for Self Check Out/Check In — Click this checkbox if the member is
authorized for self Check Out/In.

2. Exempt from Duty — Click this checkbox if the member is exempt from duty.

C. Reviewer(s)

Use the Reviewer(s) section (Figure 5-46) to identify the military and/or civilian Reviewers
who will review this member’s e-Leave Requests.

Reviewer(s) C
Order Military Reviewer Civilian Reviewer Rank/Rate UIC Watch Coordinator  Inactive
e_1 BROVWMN, SUZETTE e Q, (SN ed e 63410 6 [

2 Q) |HAZELBAKER, ROBERTA QL ClY 3410 [ F

Figure 5-46-Member Profile Setup Page: Reviewer(s) Section

3. Order — System sequentially numbers the list of Reviewers as they are added. To
change the order, delete the current number value and enter the new number value.

4. Military Reviewer — Click the Lookup icon and select the military Reviewer’s name or
enter the Reviewer’s name.

5. Civilian Reviewer — Click the Lookup icon and select the civilian Reviewer’s name or
enter the Reviewer’s name.
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6.

7.

9.

Rank/Rate and UIC — System displays the military or civilian Reviewer’s Rank/Rate
and UIC stored in the database. CIV displays in the Rank/Rate field for the civilian
Reviewer.

Watch Coordinator — Click the checkbox to indicate the Reviewer is also a Watch
Coordinator. Every member must have a Watch Coordinator, unless the member is
exempt from duty.

Inactive — Click the checkbox if the Reviewer is inactive. This allows the CLA to set
future Reviewers.

Add/Delete a Row — Use these icons to add additional Reviewers or delete existing
Reviewers. Click the plus (+) icon to add a new row and repeat steps 3-8. The number
in the Order field will increment by one as each new row is added. Click the minus (-)
icon to delete an existing Reviewer. Continue adding and deleting rows until the list
reflects the Reviewers identified for the member. Adjust the number value in the Order
field if needed to keep a sequential order.

D. Approver(s)

Use the Approver(s) section (Figure 5-47) to identify the military and/or civilian Approvers
who will approve this member’s e-Leave Requests.

Order
1

10}

Approver(s) D

Military Approver Civilian Approver Rank/Rate IC Primary Approver  Inactive

DOE,SAMANTHA Q Q. DCos E3410 ¥ =]

® o @< ©® 9 @ &g

10.

11.

12.

13.

14.

15.

16.

Figure 5-47-Member Profile Setup Page: Approver(s) Section
Order — System sequentially numbers the list of Approvers as they are added. To
change the order, delete the current number value and enter the new number value.

Military Approver — Click the Lookup icon and select the military Approver’s name or
enter the Approver’s name.

Civilian Approver — Click the Lookup icon and select the civilian Approver’s name or
enter the Approver’s name.

Rank/Rate and UIC — System populates the selected military or civilian Approver’s
Rank/Rate and UIC stored in the database. CIV displays in the Rank/Rate field for the
civilian Approver.

Primary Approver — Click the checkbox to indentify the member’s Primary Approver.
Up to two Approvers can be selected as Primary Approvers.

Inactive — Click the checkbox if the Approver is inactive. This allows the CLA to set
future Approvers.

Add/Delete a Row — Use these icons to add additional Approvers or delete existing
Approvers. Click the plus (+) icon to add a new row and repeat steps 10-15. The
numbers in the Order field will increment by one as each new row is added. Click the
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minus (-) icon to delete an existing Approver. Continue adding and deleting rows until
the list reflects the Approvers identified for the UIC. Adjust the number value in the
Order field if needed to keep a sequential order.

E. Email ID

The Email ID section (Figure 5-48) displays the member’s or civilian’s official email
address. The email address populates from the email address recorded on the SAAR form. If
the member’s email address has changed since the SAAR was completed, correct this field.
This email address is used to support e-Leave Request email notifications.

Email Address: |john.steel@nawy.mil Q

Go t0: o) eave Home @

& Save | JLReturnto Search

Figure 5-48—Member Profile Setup Page: Email ID Section

17. Email Address — System displays the member’s official email address entered on the
SAAR. If blank or no longer valid, enter the member’s official military email address.

18. Save — Click the Save button to save the entered data to the database.

19. Return to Search — Click the Return to Search button to return to the Find an Existing
Value page to search for another member. If this is done before Save, the entered data is
cancelled.

20. e-Leave Home — Click this link to return to the e-Leave Home menu. If this is done
before Save, the entered data is cancelled.
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5.10 E-Leave Request

The e-Leave Request page is used by the CLA to record leave for a member who is not able to
complete his/her own e-Leave Request via the Self-Service account. The CLA can also use this
page to create his/her own e-Leave Request. Detailed information about the input of the e-Leave
Request via the Self-Service account by the member is covered in Section 9.

The CLA accesses the e-Leave Home menu (Figure 5-49) and selects the e-Leave Request link.

e-Leave -]

e-Leave Home
Setup|

ﬂ ﬂ Dept I DivY Duty Setup % ﬂ DeptDiviShopDuty Mass Setup
== S
& & 8 . .
DRE  Reviewerfporover Mass Setu @%_}% Member Frofile Mass Sety
Civilian Profile Setup
Fﬁ ﬂ Wembsr DeptiDivDuty Setu P Member Profile Setup
Lt
L]
=
= g-Leave Reguest Q ﬁé % e-Leave Inguiry
©: =
e-lLeave Extension Reguest g e-Leave Check Quti Check In
% =
@ Manade e-L eave Transactions @ e-Leave Inguiry L og

e-Leave Reports

o
% e-leave Reportlog

e-leave Address Repart

e-Leave Reports

e-L eave Transaction Audit Report

# &

Figure 5-49—e-Leave Home Menu

1. e-Leave Request — Click the e-Leave Request link.
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5.10.1 E-Leave Request — Find an Existing Value Page

After selecting e-Leave Request from the e-Leave Home menu, the e-Leave Request: Find an
Existing Value page (Figure 5-50) displays. Use this page to search for the member’s record to
create a new e-Leave Request or to retrieve an existing e-Leave Request. The Begin Date,
e-Leave Request Status, and Authorization Number fields are used to open existing e-Leave
Requests. The other fields are used to create new e-Leave Requests.

e-Leave Request
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value |

<

EmpliD: hegins with

Name: hegins with o

mc: heging with » ||63410

Department: hegins with

Dhasion: hegins with

Begin Date: = €@ ~ (5 5
e-Leave Request Status: = e A e A
Authorization Number: hegins with Q

Search Clear | Basic Search Save Search Criteria

Figure 5-50—e-Leave Request: Find an Existing Value Page

1. EmplID or Name — Enter the SSN in the EmplID field or enter the member’s name in
the Name field to create the e-Leave Request for a single member.

2. UIC, Department, and/or Division — Enter the value or click the Lookup icon and
select a value from the drop-down list to obtain several members’ record. The records
display one at a time. Use these search options if you need to request leave for several
members in the same UIC, Department, and/or Division.

NOTE: The UIC field defaults to the CLA’s Command UIC.

3. Begin Date — Enter the leave Begin Date to locate the members requesting the start of
leave on a specific date. Click the operation drop-down arrow and select the appropriate
operation (equal to, greater than, less than, etc). Click the Calendar icon to select the
appropriate date.
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4. e-Leave Request Status — Use this field to search for e-Leave Requests based on the
specific status. Figure 5-51 lists the Status options. Click the operation drop-down
arrow and select the appropriate operation (equal to, greater than, less than, etc). Click
the drop-down arrow and select the appropriate Status.

Approved

Auto Checked In

Auto Checked Cut
Canceled

Checked In

Checked Out

Disapproved

Granted Extension

Fending Approval

Fending Cancelation Appraval
Fending Check In Appraval
Fending Check Cut Approval
Fending Extension Approval
Fending Submission
Resubmitted

Saved for Later

Figure 5-51-e-Leave Request Status Options

5. Authorization Number — Enter the Leave Control Number. This retrieves only one
e-Leave Request.

6. Search — Click the Search button to initiate the database search based on the search
criteria entered on this page.
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5.10.2 Creating Member’s e-Leave Request

The CLA can create an e-Leave Request for a member. The CLA begins by accessing the
member’s record using the e-Leave Request — Find an Existing Value Page (Figure 5-52).

a-Leave Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

j/ Find an Existing Value

EmpliD: hegins with

Name: bedins with e

UIC: hegins with + |[63410 a
Department: hegins with Q.
Division: hedins with aQ

Begin Date: = w 1

e-Leave Request Status: | = v w

Authorization Number: | hegins with

Search Clear | Basic Search Save Search Criteria

=

Figure 5-52—e-Leave Request: Find an Existing Value Page

1. EmplID or Name — Enter the member’s SSN in the EmplID field or enter the
member’s name in the Name field to create the e-Leave Request for a single member.

2. Search — Click the Search button to initiate the database search based on the search
criteria entered on this page.
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5.10.3 E-Leave Request for Member Page

The e-Leave Request for Member page (Figure 5-53) displays. It lists the name of the member
based on the Find an Existing Value page search. In this example the e-Leave Request is for
Member MM1 Robert Kelliher.

S NSIES

=3

e-Leave Request for MM1 ROBERT KEILLIHER | Request Status: I

ember’s Information A

1.Date of Request: (06i18/2010 2. Leave Control Number: 3a.Dept: ENG 3b. Division: MPS

4,55 KoK HH-88E5 5. Name: KEILLIHER, ROBERT 6. Rank Rate: kA1

7.Ship/Station:  NAYMAC MILLINGTH 8. Duty Section: 2 ‘9. Duty Phone: 501-874-4649
"10a. As of (03/31/2009 Leave Balance was: 20.5 10b. Proj Bal to EAOS { 12i28/2012): 132.5 "11. Leave Used This Fy: I:l

le-Leave Request Information

412 Type of Leave: Q *13. Primary Travel Mode: | Frivate Auto 3
“14a. Leave Begin Date: l:l@ “14b. Begin Military Time: l:l *15a. Leave Return Date: I:IB *15b. Return Military Time: l:l

16. Days Requested: 17. Authorized BAS  [¥]Meal Pass # |:| (iinciEREl e e Eerod b eEharged iy

18. Normal Work Schedule  C First: Last:

The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day Number of Days to be Charged:

Mormal Working Hours Day of Departure Normal Working Hours Day of Return I consideration ofthe Mermber's completion of a full workday
4 v (ag defined in MILPERSMAN, NAYPERS 15560} on the days of

From: I:I To: I:l From: l:l To: I:I departure and return, the Inclusive Days shown are correct and

propet for charging as Leave

FORUSE OUTUSONLY F

Leaving Area of PERMDUTYSTA; ~ Yes Mo PERMDUTYSTA Departure Date: l:l PERMDUTYSTA Return Date: l:l

Designated Area Departure Date: l:l Designated Area Return Date; l:l

Taking L eave INCONUS: Yes  No CONUS Arrival Date: CONUS Departure Date:
20. e-Leave Address First B 1 o 1 (¥l Last
'Street 1: ‘ ‘ [Jsame Address as Home =
Street2: | | or

Previous e-Leave Address fd First 4] 1011 ] Lg

city: Select  Street 1 Street 2 City State

sae: [ ]Q apcode: [ ] O] 1923 TALLOW OAK DR SLIDELL LA

‘Country: | US U United States

21. e-Leave Phone (5 First 4] 1 of 1 [ Last
© Domestic [IsamePhone asHome o  []Same Phone as Cell =]
O International or

Previous e-Leave Phone in First [ 11 1 [ Last
‘Phone Type: Q ‘Phone Number: l:l Select Phone Number
(] 504-555-1212
22. Ship or Station (including telegraphic address) H 23. Report on Expiration of Leave
ip i MAVMAT MILLINGTM
Streetaddress:  |5720 INTEGRITY DR |
“City: [MILLINGTON |
‘State: [N | zip code: [38054-5045 |
“Telegraphic Address: |NA\"'MAC MILLINGTOMN TN

Save For Later Subrmit e-Leave Reguest

e-Leave Inguiry | e-Leave History,

Go to: g-Leave Home

Figure 5-53-e-Leave Request for Member
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The Request Status field at the top of the page indicates the status of the e-Leave Request. A
blank field indicates this is the initial creation of the e-Leave Request. As the e-Leave Request
moves through the process this field changes to reflect the current status.

Some data fields are populated by data stored in the member’s record in the database. Other
fields require data entry specific to the member’s leave request.

A. Member’s Information

The Member’s Information section (Figure 5-54) displays data from the member’s database
record.

e-Leave Request for MM1 ROBERT KEILLIHER Request Status:
Member's Information A
1. Date of Request: 0611 8120100 2. Leave Control Numher:e Ja.Dept: ENG e 3b. Division: MNPS
4.SSN: HXH-KH-BEBS Q 5. Name: e KEILLIHER, ROBERT 6. Rank/Rate: Q M1
7. Ship/Station: MAVMAC MILLINGTM o 8. Duty Section: 2 e *9. Duty Phone: 901-874-4649 9
*10a. As of 03/31/2008 Leave Balance was: 205 @ 10b. Proj Bal to EAOS { 12/28/2012) 1325 m “11, Leave Used This Fy: |10 @

Figure 5-54—e-Leave Request for Member: Member’s Information Section

1. Date of Request — System displays the system date as the initial date of this e-Leave
Request.

2. Leave Control Number — System displays the Leave Control Number after the
e-Leave Request is approved. This number becomes the tracking number for the
e-Leave Request. This field remains blank until the request is approved.

3. Dept/Division — System displays the member’s Department and Division as recorded
on the Member Department/Division/Duty Setup page.

4. SSN - System displays the member’s SSN. Verify the SSN and Name to ensure the
correct member record was obtained. If not, return to the Find an EXxisting Value page
and search for the correct member.

5. Name — System displays the member’s name based on the search criteria. Verify the
Name and SSN to ensure the correct member record was obtained.

6. Rank/Rate — System displays the member’s Rank or Rate.
7. Ship/Station — System displays the name of the UIC.

8. Duty Section — System displays the member’s Duty Section recorded on the Member
Department/Division/Duty Setup page.

9. Duty Phone — Enter the member’s work phone number.

10. As of/L_eave Balance was — System displays the last date the member’s leave balance
was calculated in the As of field. The actual remaining leave balance is reflected in the
Leave Balance was field. These values are obtained from the monthly report obtained
from the pay system.
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NOTE: If the field is blank, enter the values reflected on the member’s most recent
Leave and Earnings Statement (LES).

11. Proj Bal to EAOS - System displays the projected value illustrating the amount of
leave remaining for the enlisted member to their End of Active Obligated Service
(EAQS) date.

NOTE: In this example, the Proj Bal to EAQS field displays 12/28/2012:132.5. This
means that it is projected that Kelliher has 132.5 days of leave remaining until
his EAOS of December 28, 2014.

12. Leave Used This FY — (Required) Enter the value to indicate the number of leave days
the member used this Fiscal Year (FY). This value is obtained from the member’s most
current LES.

B. Leave Request Information

The Leave Request Information section (Figure 5-55) documents the type of leave, begin
date and time, and end date and time for the requested leave.

e-L eave Request Infformation B

112, Type of Leave: ordinary  €E) Q “13. Primary Travel Mode: | Private Auto (B} v
“14a. Leave Begin Date: |08/30/2010 Eﬂ@m_ Begin Military Time: |0800 *15a. Leave Return Date: |07/06/2010 Eﬂ@ﬁh. Return Military Time:z| 0800
16.Days Requested: & () 17. Authorized BAS  [FIMeal Pass ;| () (inclLsElleavERenod ol elEharged
18. Normal Work Schedule First: 06/30/2010 Last: 07/05/2010
The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day Number of Days to be Charged: [
Normal Working Hours Day of Departure Mormal Working Hours Day of Return *In consideration ofthe Member's completion of a full workday
4 b (as defined in MILFERSMAN, NAVPERS 158560) an the days of
From: 0300 To: 1600 From: 0200 To: [1600 departure and return, the Inclusive Days shown are correct and
proper for charging as Leave.

Figure 5-55—e-Leave Request for Member: Leave Request Information Section

13. Type of Leave — Click the Lookup icon and select the type of leave. The field defaults
to Ordinary leave which is Regular leave.

NOTE: For details about the different types of leave, refer to Appendix C of this User
Guide or the Military Personnel Manual (MILPERSMAN).

14. Primary Travel Mode — Click the drop-down arrow and select the mode of travel the
member will use on leave.

15. Leave Begin Date/Begin Military Time — Enter the date the leave will begin in the
Leave Begin Date field or click the Calendar icon to select the date. Enter the military
time the leave will begin in the Begin Military Time field.

16. Leave Return Date/Return Military Time — Enter the planned date the leave will end
in the Leave Return Date field or click the Calendar icon and select the date. Enter the
military time the leave will end in the Return Military Time field.

17. Days Requested — System calculates the number of days requested based on the value
in the Leave Begin Date field and the Leave Return Date field.
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18. Authorized BAS/Meal Pass # - Click the checkbox to indicate that Basic Allowance
for Subsistence (BAS) is authorized for the enlisted member’s leave. If BAS is
authorized, enter the meal pass number in the Meal Pass # field.

C. Normal Work Schedule

The Normal Work Schedule section (Figure 5-56) identifies if the first day of leave and/or
last day of leave are considered a normal work day.

e-L eave Request Infformation B

"12. Type of Leave:

*14a. Leave Begin Date:

16. Days Requested:

ordinary Q
06302010 |5 +44p, Begin Military Time: | 0500

[} 17. Authorized BAS Meal Pass =

*13. Primary Travel Mode: | P rivate Auto e

*15a. Leave Return Date: |07/06/2010 |5 +45p, Return Military Timez| 0500

19, Inclusive Leave Period to be Charged

18. Normal Work Schedule C
The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day

First: 06/30/2010
Number of Days to be Charged:

Last: 07/05/2010
fi

Mormal Working Hours Day of Departure

From: |0800 @ To: 1600 @

*In consideration ofthe Member's completion of a full workday
(as defined in MILFERSMAN, NAVPERS 158560) an the days of
departure and return, the Inclusive Days shown are carrect and
proper for charging as Leave.

lormal Working Hours Day of Return

From: | 0800 @Io: 1600 @

Figure 5-56—e-Leave Request for Member: Normal Work Schedule Section

19. The Day of Departure is a Normal Working Day — Click the checkbox if the first day
of leave is considered a normal work day. The From and To fields display.

20. Normal Working Hours Day of Departure: From — Enter the military time for the
start of a normal work day for the beginning day of leave.

21. Normal Working Hours Day of Departure: To — Enter the military time for the end
of a normal work day for the beginning day of leave.

22. The Day of Return is a Normal Working Day — Click the checkbox if the last day of
leave is considered a normal work day. The From and To fields display.

23. Normal Working Hours Day of Return: From — Enter the military time for the start
of a normal work day for the last day of leave.

24. Normal Working Hours Day of Return: To — Enter the military time for the end of a
normal work day for the last day of leave.
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D. Inclusive Leave Period to be Charged

The Inclusive Leave Period to be Charged section (Figure 5-57) details the inclusive period
of leave. The system records the actual begin and return dates (entered in section B) and the
total number of days charged (based on selections in section C). The Number of Days to be
Charges is calculated based on the values entered in sections B and C.

NOTE: The Inclusive Leave Period is calculated based on the values entered in the
Normal Work Schedule section (C). If leave commences or expires on a day
of duty, these days are not charged as leave provided the departure or return
time is not within normal working hours. If leave commences or expires on a
non-workday, that day is not chargeable as leave unless both day of departure
and day of return fall on a non-workday, in which case one of those days must
be charged. Detailed guidance on charging leave is contained in the Military
Personnel Manual (MILSPERSMAN).

e-Leave Request Information B

“12. Type of Leave: Qrdinary Q *13. Primary Travel Mode: | Ffivate Auto b

“14a. Leave Begin Date; |08/30/2010 |5 2441, Begin Military Time: 0300 *15a. Leave Return Date: |07/06/2010 |5 +45h, Return Military Time:| 1800
16. Days Requested: 4] 17. Authorized BAS Meal Pass #: 19. Inclusive Leave Period to be Charged D

18. Normal Work Schedule C First: 063002010 @ @ast: 07roarz010

The Day of Departure is a Normal Working Day The Day of Return is a Mormal Work Day Number of Days to be Charged: B

Normal Working Hours Day of Departure Mormal Working Hours Day of Return *In consideration ofthe Mermhber's cormpl@tion of a full workday
4 v (as defined in MILPERSMARN, NAYFERS 15560) on the days of
From: |0800 To: 1600 From: |0800 | To:|1600 departure and return, the Inclusive Days shown are correct and

proper far charging as Leave.

Figure 5-57—e-Leave Request for Member: Inclusive Leave Period to be Charged Section

25. FEirst — System displays the actual start date to charge for the member’s leave.
26. Last — System displays the actual end date to charge for the member’s leave.

27. Number of Days to be Charged — System calculates the actual number of days
charged as leave based on the values reflected in the First and Last fields.
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E. FOR USE OUTUS ONLY

The FOR USE OUTUS ONLY section (Figure 5-58) provides fields to record unique details
when the member is stationed at an overseas site. When the member is attached to an
overseas UIC, these fields become active. In this example, Kelliher is attached to a
Continental United States (CONUS) UIC; therefore, these fields are not available.

Details about recording leave for a member attached to an overseas UIC are described in
Section 5.15.

FORUSEOUTUSONLY E

Leaving Area of PERMDUTYSTA: ~ Yes  HNo PERMDUTYSTA Departure Date: PERMDUTYSTA Return Date:
Designated Area Departure Date: Designated Area Return Date:
Taking Leave INCONUS: Yes No CONUS Arrival Date: CONUS Departure Date:

Figure 5-58—e-Leave Request for Member: Inclusive Leave Period to be Charged Section
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F. Leave Address

The Leave Address section (Figure 5-59) provides the member’s address where they will be
while on leave. There are three options.

e Same Address as Home — click the checkbox to populate the address fields with the
Home address stored in the NSIPS database

e Previous e-Leave Address — all prior leave address are listed in this area with a
checkbox for selection — click the appropriate checkbox to populate the address fields
with an address that was previously recorded for leave

o Street, City, State, Zip Code — enter in the address in the appropriate fields if the
leave address is not the home address or previously recorded in leave requests

20. e-Leave Address F First [ 1af 1 [+ Last
‘Street 1: | | %&ame Address as Home =
Street 2: | | or

) | | Previous e-Leave Address ind | view el | B8 First [ g o 1 [ Last
City: Select  Street 1 Street 2 city State
sate: | Q. zwcoder | | o 4g23TALLOWOAKDR SLIDELL LA
‘Country:  |US S United States @

Figure 5-59—e-Leave Request for Member: Leave Address Section

28. Same Address as Home — Click this checkbox if the member is going to be at the
home address during the leave period. This will populate the address fields with the
member’s home address that is reflected in the NSIPS database. If the member does not
have an address in the database the following error message (Figure 5-60) displays:

Microsoft Internet Explorer

"j Member currently does not have an address on file, {32200,66)
-

Figure 5-60-Address not on file Message

29. Previous e-Leave Address — Review the list and click the checkbox that corresponds to
a previous leave address. Once the checkbox is selected, the address populates the
address fields as shown in Figure 5-61.

First [4) 4 ot 1 [P Last

Selection made in Previous e-Leave Address
section, displays in Address fields.

‘Street 1: |1 923 TALLOWY OAK DR

Street 2: |

. Previous e-Leave Address Eind | wiew &l | ] First 1] 1of 1 [¥] Last
“City: [sLIDELL ot -
Select] Street 1 Street 2 City State
state:  [La_ | Zip Code:  [70461 | 1923 TALLOW OAK DR SLIDELL LA

‘Country: United States

Figure 5-61-Previous e-Leave Address Option
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If the e-Leave address is different from the Home Address or Previous e-Leave Address, then
complete the following fields in Figure 5-62.

20. e-Leave Address [ First [ 1of 1 [ Last
‘Street 1: I [Jsame Address as Home 3?
Street 2: or
- Previous e-Leave Address Eind | “ienw Al | L First 1] 4 o 1 [ Last
City: m Select  Street 1 Street 2 City State

state:  |EBYX  Zipcode: || €B) [1 1923 TALLOW OAKDR SLIDELL LA
‘Country: |US QQ United States

Figure 5-62—e-Leave Request for Member: Leave Address Section (continued)

30. Street 1 and Street 2 — Enter the Street address in the Street 1 field. Use Street 2 field
for apartment number or additional street address details.

31. City — Enter the City were the member will be while on leave.
32. State — Enter the State where the member will be while on leave.
33. Zip Code — Enter the Zip Code where the member will be while on leave.

34. Country — System displays US for United States. If the member is going to a different
country, click the Lookup icon and select the appropriate country. The name of the
country displays to the right of the field.

NOTE: If the Country is not US, the State field does not display.

35. Add/Delete a Row — Use these icons to add other leave addresses if the member is
planning on visiting numerous locations or delete a Leave Address row. Click the plus
(+) icon to add a new row; then enter the data. Click the minus (-) icon to delete an
existing Leave Address row.
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G. e-Leave Phone

The e-Leave Phone section (Figure 5-63) reflects the phone number where the member can
be contacted during leave. There are four options to recording the phone number.

e Same Phone as Home — Click this checkbox to populate the Phone Number field
with the Home phone number that is stored in the NSIPS database

e Same Phone as Cell — Click this checkbox to populate the Phone Number field with
the Cell phone number that is stored in the NSIPS database

e Previous e-Leave Phone — All prior leave phone numbers are listed in this area with
a checkbox for selection — click the appropriate checkbox to populate the phone fields
with a phone number that was previously recorded for leave

e Phone Type, Phone Number — Select the type of phone number and enter the phone
number in the appropriate

e Phone Carrier — If Cellular was selected as the Phone Type, the Phone Carrier field
displays. Select the cellular carrier from the drop-down list.

21. e-Leave Phone G

‘Phone Carrier:

ATET

& ater

0D

504-555-1212

First [4] 1af 1 [ Last

@ Domestic [Isame Phone as Home g [1same Phone as Cell =]
O International or @

Previous e-L eave Phone Find | Wiew All | B First [ 1 of 1 [ Last
‘Phone Type: Cellular Q. *Phone Number: | 5551313 @ Select Ehone Number

36.

37.

38.

39.

Figure 5-63-e-Leave Request for Member: Leave Phone Section

Domestic Phone or_International — Click the appropriate radio button to indicate if the
phone number is a domestic or an international phone number.

Same Phone as Home — Click the Same Phone as Home checkbox to populate the
Phone Type and Phone Number fields with the member’s home phone number.

Same Phone as Cell — Click the Same Phone as Cell checkbox to populate the Phone
Type and Phone Number fields with the member’s cell phone number.

Previous e-Leave Phone — Review the list and click the checkbox that corresponds to a
previous leave phone number. Once the checkbox is selected, the phone number
populates the Phone Type and Phone Number fields.

If the e-Leave phone number is different from the Home Phone, Cell Phone, or Previous e-Leave
Phone, then complete the following fields in Figure 5-63.

40. Phone Type/Phone Carrier — Click the Lookup icon and select the type of phone
number that corresponds with the phone number for the member while on leave. If
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41.
42.

Cellular is selected, the Phone Carrier field displays. Use the Lookup icon to select the
cellular phone carrier.

Phone Number — Enter the member’s phone number to use while he/she is on leave.

Add/Delete a Row — Use these icons to add additional phone numbers for the member
or delete a previously entered phone number row. Click the plus (+) icon to add a new
row; then enter the data. Click the minus (-) icon to delete an existing Leave Phone row.

H. Ship or Station (including telegraphic address)

The Ship or Station section (Figure 5-64) displays the member’s current Duty Station
location and address. This UIC and Administration data comes from what is recorded in the
NSIPS database; however, it can be changed.

43.
44,
45.
46.
47.
48.

22. Ship or Station {(including telegraphic address) H

‘Ship/Station: PlAWVRIAC MILLIMGTR @

Street address: 5720 INTEGRITY DR (443

‘City: MILLINGTON 45

‘State: ™ @ Zip Codes: | 38054-5045 ¢B)
‘Telegraphic Address: |MAYMAC MILLINGTON TH (48

Figure 5-64—e-Leave Request for Member: Ship or Station Section

Ship Station — Verify and update the abbreviated Duty Station name.
Street address — Verify and update the street address of the member’s Duty Station.

City — Verify and update the city where the Duty Station is located.
State — Verify and update the state where the Duty Station is located.
Postal Code — Verify and update the zip code for the Duty Station.

Telegraphic Address — Verify and update the full name of the Duty Station including
the city and state.

5-66 SG12FY1502



e-Leave User Guide July 2010

I. Report on Expiration of Leave

The Report on Expiration of Leave section (Figure 5-65) provides a text box to enter any
details about when the leave request expires. If upon expiration of leave, the member is to
report to a location other than that reflected in Ship or Station section (Figure 5-64); this
section provides a text box to enter that information.

23. Report on Expiration of Leave 1

Figure 5-65—e-Leave Request for Member: Report on Expiration of Leave Section

49. Report on Expiration of Leave — Enter text that details where the member is to report
when the leave is over. Only complete this field if the report location is no listed in the
Ship or Station section (Figure 5-64).

J. Comments

The Comments section (Figure 5-66) provides a text box to record any comments relating to
the e-Leave Request, member, or status of the e-Leave Request. Use the Spell Check icon to
initiate a spelling and grammar check of the entered comments.

24. Comments  j

D 51

Save For Later | Submit e-Leave Reguest | e-Leave Inquiry e-Leave History

Go to: e-Leave Home

Figure 5-66—e-Leave Request for Member: Comments Section

50. Comments — Enter appropriate comments pertaining to the member and this e-Leave
Request. Comments remain with the leave request throughout its lifecycle.

51. Spell Check Icon — Click the Spell Check icon to initiate a spelling check of the
entered text in the Comments section.

52. Save for Later — Click the Save for Later button to place the e-Leave Request on hold.
This allows the CLA to verify the details before saving and submitting the request.

53. Submit e-Leave Reguest — Click the Submit e-Leave Request button to save and
submit the entered data. This starts the e-Leave Request through the leave
review/approval process.
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54.

55.

e-Leave Inquiry — Click the e-Leave Inquiry button to open the e-Leave Inquiry menu.
This menu provides options to view the e-Leave Request through the process. Refer to
Section 5.11 for complete details about the e-Leave Inquiry feature.

e-Leave History — Click this button to display a list of all previously created e-Leave
Requests. This button opens a new window as shown in Figure 5-67. To close the
window, click the X in the upper right corner of the window.

APLO

(€

© @B @G P Joroons @ -5 & - [JE

Address @] hitps:insipswebtest.nme navy. millsp/5YSANEDE_2/EMPLOVEE/HRIMS/C/ESR_MNU.N_LEAYE HIST_CMP.GELTPage=N_LEAVE_HIST Paaactio v | [ Go

=

> NSIPS

e-Leave Request(s) for MM1 ROBERT KEILLIHER

Type of L eave Bedin Date Return Date
Ordinary
Ordinary

Links > | B snagic B B4

First 4] 10z [ Lact

First Day Charged Last Day Charged

Days Charged LCHN e-Leave Request Status
06/3002010 O7/0A2010  0BM30/2010 07i05f2010 B Pending Approval
041192010 04/26/2010 041452010 04i26:2010 8

MYO0D012  Granted Extension

Figure 5-67—e-Leave Request for Member: e-Leave History Window
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5.10.4  Submit for Approval

After the e-Leave Request is completed. Review the entered data and submit the request for
review by clicking the Submit for Approval button (Figure 5-68).

24, Comments

-

Save For Later || Submit e-Leave Regquest l

e-Leave Inguiny | e-Leave Histonr|

Go to: e-Leave Home

Figure 5-68—e-Leave Request for Member: Submit e-Leave Request Button

The Submit for Approval section (Figure 5-69) displays. This section provides the Reviewers
and Approvers identified for the member. The listed Reviewers/Approvers were identified by the
CLA using the Reviewer/Approver Mass Setup page (Figure 5-24). Reviewers and Approvers
can be added or deleted from the list. Additionally, this section provides a certification statement
about travel expenses for leave. Read the certify statement.

Ev
SeqUeNCe gy Reviewer Civilian Reviewer RankRate ulc  Yvatch
Number Coordinator
1 BROWMN, SUZETTE Q QI G410 =
2 G, |hoMES, THOMAS Q) Cv 63410 [ =1
Military Approver Civilian Approver RankRate UIC Primary Approver
STEELJOHM Q C, AEC §3410 =1
Q |JOHNSON JOE BOR aQ, cly 3410 E =

| certify that | have sufficient funds to cover the cost of round trip travel. | understand that should any
@ portion of this leave, if approved, result in my taking more leave than | can earn on my current
unextended enlistment or current active duty obligation, my pay will be checked for such excess leave.

Submitfor Approval |

Go to: g-Leave Home
g-Leave Inguiry

Figure 5-69-e-Leave Request for Member: Submit for Approval Page

56. Certify Statement — Click the checkbox to indicate you have read and agree with the
statement.

57. Submit for Approval — Click the Submit for Approval button.
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The e-Leave request is submitted for review and approval. Since, the CLA completed this for the
member an approval request message (Figure 5-70) displays. This message provides the CLA the

ability to approve this leave request or send the request through the Reviewer/Approver
workflow process.

You have created this e-Leave Request as a Command Leave Adrministrator. (32200,37)

Doyou desire to approve this request yourself? Click Yes to approve ar Mo to route to listed approver(s).
es ‘ Mo

D D

Figure 5-70-e-Leave Request for Member: Approval Request Message

58. Approval Reguest Message: Yes — Click Yes to approve the e-Leave Request. A

message (Figure 5-71) displays indicating the e-Leave Request was approved.

59. Approval Request Message: No — Click No to send the e-Leave Request through the

Leave Request for MM1 ROBERT KEILLIHER has been approved.

Ee-Leave Inguiry

Go to:
g-Leave Home

Figure 5-71-Approval Request Message: Yes Results

normal review/approval process. A message (Figure 5-72) displays indicating the

e-Leave Request was submitted for approval.

Go to:

e-Leave Request for MM1 ROBERT KEILLIHER has been submitted to AEC JOHN STEEL for approval.

e-Leave Inguiry

e-Leave Home

Figure 5-72—-Approval Request Message: No Results
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5.11 E-Leave Inquiry

The CLA is responsible for monitoring and managing all e-Leave Requests associated with the
assigned UICs. The e-Leave Inquiry link on the e-Leave Home menu (Figure 5-6), opens the My
e-Leave Request(s) page (Figure 5-73). This page provides links for the CLA to easily access

member’s requests and monitor his/her own e-Leave requests through the leave process from
pending to final Check In.

A. Status Details

The top section (Figure 5-73) provides a list of all your e-Leave Requests. It provides
specific details about the requested leave conditions and the status within the leave

review/approval process. The View Details link opens the original e-Leave Request in
read-only format.

My e-Leave Request(s)

view sl | B8 First (1 gz or2 [ Last
Leave Control No. Beqin Date Return Date Days Charged Request Status View Details

05/2472010 052852010 Disapproved Wiew Details
NY00013 05/03/2010 05/10/2010 7 Auto Checked Qut Wiew Details

i L2) = o L5 ) o
Q8 5

DC% e-Leave Reguest(s) pending Recommendation § Approval

ffd  e-Leave Reguest(s) pending Check out”

<
=

[

Qﬁ e-Leave Reguest(s) pendin Checklnm:|

= Saved e-l eave Reguest;sfz)

?%%

DisapprovediCanceled e-leave Reguest(s)
Completed e-Leave Request(s

é e-Leave Inguiry Log

Go to: g-leave Home

Figure 5-73—-My e-Leave Request(s): Personal Leave Requests

1. Leave Control No (Number) — System-generated value displays once the e-Leave

Request is approved. The Leave Control Number is used to track the leave through the
process.

NOTE: The Leave Control Number is comprised of an alpha value representing the
UIC and a numeric value sequentially increased by the system for each
approved e-Leave Request. It is established on the Dept/Div/Duty Setup page.
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2. Begin Date — System displays the start date for the leave that was recorded on the
original e-Leave Request in the Leave Begin Date field.

3. Return Date — System displays the end date for the leave that was recorded on the
original e-Leave Request in the Leave Return Date field.

4. Days Charged — System displays the total number of planned charged leave days
calculated based on working day status from the Leave Begin Date and Leave Return
Date fields data.

5. Request Status — System displays the status of the e-Leave Request. As the request
goes through the process this field changes to reflect the actual status, for example,
Pending, Pending Review, Pending Approval, Approved, Check Out, Check In, etc.

6. View Details — Click this link to open a read-only copy of the original e-Leave Request
for the member.

B. e-Leave Inquiry Links

This section (Figure 5-74) of the My e-Leave Request(s) page displays a list of links to
access the e-Leave Request for monitoring, reconciling, and processing. Each of these will be
explained in detail in other sections of this User Guide.

My e-Leave Request(s)

yiew All| B8 First [ 1.5 01 2 [ Last
Leave Control No. Beqin Date Return Date Days Charaed Request Status View Details
0sf24:2010 05/28/2010
MYO0013 05/03r2010 05052010 7

Values indicate the number of e-Leave Requests
assigned to you that need action.

[
JDJ

il w1 . . . .
@(x% e-Leave Reguest(s) pending Recarmmendation 7 Ap rov Thls pI’OVIdeS a QUICk Iook for you tO detel’mlne
where action is needed.

B e-Leave Requestis) pending Check Of {1

]

In this example: there are:

8

% e-Leave Requestis) pending Checlnm)

. 1 request pending

2 Recommendation

Saved e-Leave Reguest(s

+§ . 1 request pending Approval

S DisapprovediCanceled e-Leave Requests . 1 request pending Check Out
_ . 11 requests pending Check In
= completed e-Leavs Requesi(s o 2 requests in a saved/hold status

§ e-Leave Inguiry Log Z

Go to: g-Leave Home

Figure 5-74-My e-Leave Request(s): Number of Requests
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The following provides a brief explanation and the table associated with each link in the e-Leave
Inquiry link section (Figure 5-75). Also referenced is the Section in this User Guide where

detailed instructions are located.

My e-Leave Request(s)
Leave Control No. Begin Date Return Date Days Charged Request Status View Details
082472010 0ar28/2010 Disapproved Wiew Details
MY00013 0afmar2010 0arM0r2010 7 Alta Checked Out Wiew Details
[T
t@% &-Leave Request(s) pending Recormrmendation { Appraval ”Jo
%
Blh  e-Leave Reguestis) pending Check out”’ e
% e-Leave Reguestis) pending Checklnm)e
Saved e-Leave Reguest;slw®
iy
% DizapprovediCanceled e-Leave Requestis) @
Completed e-Leave Requestis) @
é e-Leave Inguiry Lo @
Go to: g-Leave Home @
Figure 5-75-My e-Leave Request(s): Inquiry Links
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7. e-Leave Request(s) pending Recommendation/Approval — Click this link to view a
list of original e-Leave Request(s) submitted by members in the UIC which are pending
recommendation or approval (Figure 5-76). Refer to Section 6 for details about the

Recommendation (Reviewer) process and Section 7 for details about the Approval
(Approver) process.

NOTE: If the member’s information is highlighted yellow, it indicates that no action
has occurred by the Reviewer or Approver in three days since submission. If
highlighted red, no action has occurred in five days since submission.

e-Leave Request(s) pending Recommendation

Find [View Al | B First (4] 1.4 010 [ Last
SSH Hane Subunitted Date  Reviewer Beqin Date  View Details
DOOGXXXKM8  RAMOSANNAMARIE  01/08/2010  MEYERSHANNONA 01102010  \ViewDefails
HOHH-HH-HH19 MARTIN,RYAN CRAIG 030172010 MITCHUM, STANLEY WAYNE 022612010 Vi tail
HOHH-HH-HH20 BANKS ERICA NICOLE 03022010 MITCHUM, STANLEY WAYNE 03/0172010  View Details
HOUK-XOE-XX21 CORDER ASHLEY MARIE 03/02/2010 ALFONSOALFONSO AQUINO 03/06/2010  View Details

e-Leave Request(s) pending Approval

KHX-XH-XX22  BRYAN,COLEMANJACKSONJR 030152010  Pending Exension Approval  CORDERASHLEY MARIE 027202010 View Detalls

Go to: g-Leave Home
Ingui

Figure 5-76—e-Leave Request(s) pending Recommendation

NOTE: To sort the table in a different order, click the column header and sort in
ascending or descending order.

8. e-Leave Request(s) pending Check Out - Click this link to view a list of approved
e-Leave Request ready for the Check Out process (Figure 5-77). Notice the Leave
Control No displays as these items have been approved. Click the View Details link to

access the original e-Leave Request. Refer to Section 5.12 for instructional details about
the Check Out process.

e-Leave Request(s) pending Check Out

Find | View Al | B First [ a0a Y Last
Leave Control No. SSN Naine Bedin Date ReturnDate  Days Charged View Details

NVD0014 X060¢-8884 BROWN,SUZETTE 030212010 03082010 6 View Defails
NVD0D012 XHK-04-8885 KEILLIHER ROBERT 04118/2010 042612010 8 View Details
NVD0013 X060¢-8883 SMITHFRED 05/03/2010 051102010 7 View Defails
Go to: g-Leave Home I

e-Leave Inquiry

Figure 5-77-e-Leave Request(s) pending Check Out
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9. e-Leave Request(s) pending Check In — Click this link to view a list of e-Leave
Requests that are in a Check Out status to review and check the member back in off of
leave (Figure 5-78). Click the View Details link to access the original e-Leave Request.
Refer to Section 5.14 for instructional details about the Check In process.

e-Leave Request(s) pending Check In

Find [View Al | B First [ 1.0 014 ¥ Last
Leave Control Number SSN Name Beqin Date Return Date Days Charged View Details
NV00011 KIA-HA-8884 BROWN,SUZETTE 02/01/2010 02/09/2010 9 View Details
Nv00007 KHA-XH-8885 KEILLIHER,ROBERT 02M0/2010 02i21/2010 12 View Details
NY00010 KHA-XH-8883 SMITH,FRED 0217/2010 02/28/2010 5 View Details

Go to: g-Leave Home
e-Leave Inquiry

Figure 5-78—e-Leave Request(s) pending Check In

10. Saved e-Leave Request(s) — Click this link to view a list of saved e-Leave Requests
that have not been submitted (Figure 5-79). On the Saved e-Leave Request(s) page,
click the View Details link to access the original e-Leave Request. Review the content
and determine the final disposition (submit or cancel).

Saved e-Leave Request(s)

SSN Name Redquest Status Begin Date  Return Date View Details
HHHHMEEB10 BLAIR, SUSAN ANMA Saved for Later 0471972010 0442872010 Wiew Details
HRH-HM-8084 BROWHN SUZETTE Saved for Later 05/032010  05/08/2010 Wiew Details

Go to: g-Leave Home

e-Leave Inguiry

Figure 5-79-Saved e-Leave Request(s)

11. Disapproved/Cancelled e-L eave Requests(s) — Click this link to view a list of
disapproved and cancelled e-Leave Request (Figure 5-80). On the

Disapproved/Cancelled e-Leave Request page, click the View Details link to access the
original e-Leave Request.

Disapproved/Canceled e-Leave Request(s)

Find | View All | ] First |1| 1.2 of 2 l Last
SSN Name Request Status Begin Date  Return Date View Details
L0884 BROWIN SUZETTE Canceled 020212010 0270752010 Wiew Details
HAAA-8885 KEILLIHER ,ROBERT Canceled 02/01/2010  02r1042010 Wiew Details

Go to: g-Leave Home
g:Leave Inquiry

Figure 5-80-Disapproved/Cancelled e-Leave Request(s)
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12. Completed e-Leave Request(s) — Click this link to view a list of e-Leave Requests that

have been checked in (Figure 5-81). Click the View Details link to access the original
e-Leave Request.

Leave Control Number
NV00002
NY00001
NYOOD0E

Go to: e-Leave Home
e:Leave Inguiry

SSN

000884
HAH-HA-8885
HHAHN-8883

Completed e-Leave Request(s)

Name
BROWN, SUZETTE
KEILLIHER,ROBERT
SMITH,FRED

Find | View Al | B
Begin Date ReturnDate View Details

Request Status
Checked In
Checked In
Checked In

01/01/2010 0111142010  View Details
0170172010 0111172010 View Details
01/20/2010 01/24/2010  View Details

First 4] 15 ot 6 7] Last

|

Figure 5-81-Completed e-Leave Request(s)

13. e-Leave Inquiry Log — Click this link to view a list showing the status of the

e-Leave Request transaction (Figure 5-82). It illustrates a Pass/Fail/Interim status as it
goes through the process to final posting in the corporate database and final charging of
leave to the member’s account. It displays the member’s e-Leave Requests that are
saved, submitted, and completed. The Message Status values reflect:

e Pass — Transaction successfully posts/charged to the member’s account (green

text)

e Fail — Transaction does not successfully post/charge — an error code displays

indicating the problem (red text)

e Interim - Transaction is waiting for end date to post/charge member’s account
(blue text)

NOTE: The highlighted red row indicates that the transaction has failed and further
investigation is needed.

LCN  SSH

e-Leave Inquiry Log

Hame

Beqin Date Time

Return Date Time

Request Status

Status Error Code View Tran{s)

ADOONOZ  HAXHHEETT  BLAIRJOHM MICHAEL 05/20/2010 1600 05/22/2010 0730 Checked In FAIL SJX wiew Tran(s]
BPOOD0Z  JOOLKMK-BBIS  ANTHOMNY MARK NEH010 0800 0742142010 NAO0 Checked In
MYODOTT  eeCBeT7 BLAIRJOHN MICHAEL 12431/2008 0700 01428/2010 1600 E:Sfo':gl CheckOut pags Wiew AN (S
MYOOD3E  WOENEEE11 STEELJOHM 40442010 OF00 0471262010 N&EN0 Canceled
MYODDAOD — HXRAEE11 STEELJOHN 05082010 0300 05/2062010 0200 Checked In FAIL MHF wigw Tran(s)
BPOOODT  HAX-HA-B813  JOMNESRONALD 06202010 0700 072142010 1600 Checkad In
NVOO030D  HAHAEE14  DOE,SAMANTHA 070242010 0500 0772010 0200 Checkad In
NVOD015  HAHABE14  DOE,SAMANTHA 0462742010 0200 0552010 0200 Auto Checked In
NVOD042  HMEHABE14  DOESAMANTHA 07A 042010 0200 0741352010 0200 Chackad In
NVOO0Z2  ROLKK-DBB14  DOESAMANTHA 062242010 0800 062552010 0200 Canceled PASS wiew Tran(s)
MYOODTE  OE0EBE15S  AMTHOMYMARK 452342010 080D 04/29/20110 N800 Checked In FAIL SBJ Wigw Tranis)

Figure 5-82—e-Leave Inquiry Log
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On the e-Leave Inquiry Log page, click the View Tran(s) link to view more specific details
about the transaction. The e-Leave Transaction(s) Log page (Figure 5-83) displays. It is
important to reconcile all “Fail” transactions. Appendix B lists the common error codes and a

brief description.

B oy, .~
&> NSIPS
»
e-Leave Transaction(s) Log
First [ 1.2 or 2 [F] Las
: First Day Last Day Days Message Create K .
ransactioniCi=IAC D Charged Charged Charged Date Time Date Time Status Eiror Code Miew Details
45589849001  SEO01  12/14/2009 12f2152008 FAIL SJx Wiew Details

4559950001 SB0S 052042010 052252010 3 0&/22M10 0&r23M0 FAIL SIX Wiew Details

Go to: e-Leave Home

e-Leave Inguiry
e-Leave Inguiry Log

Figure 5-83—e-Leave Transaction(s) Log

The View Details link access the e-Leave Check Out/Check In page that corresponds to this
transaction.
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5.12 E-Leave Check Out/Check In: Check Out

The e-Leave Check Out/Check In page provides the ability to check a member out to begin the
requested leave and the ability to check the member back in once leave is completed. This
section focuses on the Check Out process. Section 5.14 focuses on the Check In process.

5.12.1 E-Leave Check Out/Check In: Find an Existing Value Page

After selecting e-Leave Check Out/Check In link on the e-Leave Home menu (Figure 5-6), the
e-Leave Check Out/Check In: Find an Existing Value page (Figure 5-84) displays. This page
provides the ability to search for a single member’s record or a list of members’ record to
complete the Check Out process for e-Leave Requests.

e-Leave Check Out{ Check In
Enter any infarmation yau hawve and click Search. Leave fields hlank far a list of all values.

[ Find an Existing Value

EmpliD: hegins with |+

Hame: hegins with |+

uIc: hedins with « ||63410

Department: hegins with w (o} o
Division: heging with |« (o}

Begin Date: = w S

e-Leave Request Status: | = A w

Awuthorization Number: | begins with »

Search | Clear |Elasi|: Search Save Search Criteria

Figure 5-84—e-Leave Check Out/ Check In: Find an Existing Value Page

1. Search Criteria Options — Enter or select the search criteria.

e EmplID, Name, and/or Authorization Number — Use these selection options to
display one member’s e-Leave Request.

e UIC, Department, Division, Begin Date, and/or e-Leave Request Status — Use
these selection options to obtain a list of all members’ e-Leave Requests matching
the selection criteria. Each member’s record displays one at a time.

2. Search — Click the Search button to initiate the search of the database to locate the
member(s) record matching the identified selection criteria.
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5.12.2 E-Leave Request for (Member) — Request Status: Approved

The member’s original e-Leave Request page displays. In order to perform a Check Out on the
member, the e-Leave Request Status must be “Approved.” Notice in this example, the Approved
status is listed at the top of the page in the Request Status field (Figure 5-85). An Approved
status indicates that the e-Leave Request passed the Reviewer and the Approver process.

e-Leave Request for DCCS SAMANTHA DOE | Request Status: Approved |

Figure 5-85-e-Leave Request for (member): Request Status - Approved

At this point, the original e-Leave Request is a read-only page. Data reflected here was entered
on the original e-Leave Request form created by the member via the Self-Service account or by
the CLA, on behalf of the member, via the e-Leave Request menu option. Refer to Section 5.10
for details about each section and data fields on the e-Leave Request form.

Additional sections have been added at the bottom of the original e-Leave Request (Figure 5-86).
These are:

e Reviewer(s)

e Approver(s)

e Reason for Cancellation of e-Leave Request
e e-Leave Extension Request

To record the Check Out, scroll to the bottom of the e-Leave Request form to locate the Check
Out on Leave button (Figure 5-86).

5-79 SG12FY1502



e-Leave User Guide

July 2010

e-Leave Request for DCCS SAMANTHA DOE Request Status: Approved

1. Date of Request:  06/2242010 2. Leave Control Number; NVOD0D22 Ja.Dept:  ENG 3b. Division;  MNPS
4. SSN: FHAH-8814 5. Name; DOE, SAMANTHA 6. RankRate: DCCs

7. Ship:Station: FAVMAC MILLINGTMN 8. Duty Section: 2 9. Duty Phone: 901-874-46449
“10a. As of 033172010 Leave Balance was: 20.0 10b. Proj Bal to EAOQS { ) 0.0 11. Leave Used This Fy: 5

e-1 eave Request Information

12. Type of Leave: Ordinary 13. Primary Travel Mode: Frivate Auto

14a.Leave Begin Date:  06i22/2010  14h. Begin Military Time: 0300 15a.Leave Return Date:  06/25/2010  15b. Return Military Time: 0300
16. Days Requested: 3 17. Authorized BAS |~ Meal Pass # (Al snellevelRenad ialhElEhan pedl

18. Normal Work Schedule First: 061222010 Last: 06/25/2010
The Day of Departure is a Mormal Working Day | | The Day of Return is a Nermal Werk Day Number of Days to be Charged: 3

**1n consideration of the Member's completion of a full
workday (as defined in MILPERSMAN, MNAYPERS 155600
anthe days of departure and return, the Inclusive Dayvs
shown are correct and proper for charging as Leave.

FOR USE QUTUS ONLY

Leaving Area of PERMDUTYSTA: ~ Yes  No  PERMDUTYSTA Departure Date: PERMDUTYSTA Return Date:
Designated Area Departure Date: Designated Area Return Date:
Taking Leave INCONUS: Yes  No CONUS Arrival Date: CONUS Departure Date:

20. Leave Address

Street 1: DISNEY WORLD

Street 2: ALL 8TAR RESORT

City: ORLANDO

State; FL Zip Code:; 63598
Country: us United States

Domestic Phone

International
Phone Type: CELL ‘Phone Number: 555-555-1234
Department: NAVRMAC MILLINGTH
Street address: 5720 INTEGRITY DR
City: MILLINGTON
State: ™ Zip Code: 38054-5045
Telegraphic Address:  NAVMAC MILLINGTON TN

24, Comments

Submitted by LCDR FRED SMITH (Command Leave Administrator)

Watch

Hame o Recommendation Status Status Timestamp Comment
Coordinator
BAYRAN,DAMILC CLINAMNAMN Mot Reviewed
Hame Approval Status Status Timestamp Comment
0622110 Leave Request approved by LCDR FRED SMITH
SRAREAILLBCYHEI Lo RGBT 1:11:44.000000PM  (Command Leave Administrator).

Reason for Cancelation of e-Leave Request

e-Leave Extension Request

Expected Return Date: The Day of Expected Returnis a Normal Work Day Approval Status:
N Mormal Working Hours Day of Expected Return
Expected Return Time:
From: To:
e e-Leave Request| Cancel e-Leave Request Check Duton Leave e-Leave Inquiry | e-Leave History Print Re-Submit e-Leave

Go to: e-Leave Home

Figure 5-86—e-Leave Request for (member)
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A. Reviewer(s)

The Reviewer(s) section (Figure 5-87) lists the person(s) who were assigned to review the e-
Leave Request. It provides the Reviewer’s Name, if they are a Watch Coordinator,
Recommended Status, the date and time the status was recorded, and any Comments. In this
example, the Reviewer did not review the e-Leave Request.

Reviewer(s)

Watch - .
Name . Recommendation Status Status Timestamp Comment

Coordinator
BAYRAMN DANILO CLIMAMAMN Mot Reviewed
Approver B
Name Approval Status Status Timestamp Comment

0622010 Leave Request approved by LCDR FRED SMITH

STRIMGFELLOW MELYIMN Leave Reguest Approved 119144 (Command Leave Adminisirator).
Reason for Cancelation of e-Leave Request C

Figure 5-87—e-Leave Request for (member): Additional Sections
B. Approver

The Approver section (Figure 5-87) lists the person who was assigned to approve the e-Leave
Request. It provides the Approver’s Name, Approval Status, Timestamp the status was
recorded, and any Comments. In this example, the leave request was approved on 04/19/10 at
11:51. The system-generated comment indicates the person who approved the request.

C. Reason for Cancellation of e-Leave Request

The Reason for Cancellation of e-Leave Request section (Figure 5-87) provides a free form
text box to explain why the e-Leave Request was cancelled after it was approved. Use the
Spell Check icon to spell check the entered text. Remember, only the Approver or CLA can
cancel an e-Leave Request after it is approved.
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D. e-Leave Extension Request

The e-Leave Extension Request section (Figure 5-88) displays details if the member had to
extend leave. The system populates these fields with data that was entered on the original
e-Leave Extension Request. Refer to Section 5.13 for instructional details about completing
the extension request.

e Expected Return Date — System displays the planned return date.
e Expected Return Time — System displays the planned return time.

e The Day of Expected Return is a Normal Work Day - If the return day is a day of
work, select this checkbox.

e Normal Working Hours Day of Expected Return — System displays the From
time and To time to indicate the hours for the work day.

e Approval Status — System reflects the approval status for the requested extension.

e-l eave Extension Request D

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
) Normal Working Hours Day of Expected Return
Expected Return Time:
From: Ta:

Figure 5-88—e-Leave Request for (member): e-Leave Extension Request
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E. Action Buttons and Link

The bottom section (Figure 5-89) displays action buttons and link to navigate to different
pages and/or take action on the data reflected on the e-Leave Request page in an Approved
status for Check Out processing.

1.

Check Out on Leave — Click the Check Out on Leave button to check the member out
of the Command and into a leave status. This button accesses the e-Leave Check
Out/Check In for (member) page. Refer to Section 5.12.3 for instructional details.

New e-Leave Request — Click the New e-Leave Request button to create a new leave
for the member. This opens a blank e-Leave Request page.

Cancel e-Leave Request — Click the Cancel e-Leave Request button to cancel this
leave request. For all cancellations, record an explanation in the Reason for
Cancellation of e-Leave Request field. Provide specific details about the cancellation.
This is used if the leave is not going to be taken.

e-Leave Inquiry — Click the e-Leave Inquiry button to access the My e-Leave Inquiry
feature to process the e-Leave Request through the leave process for the member as for
yourself. Refer to Section 5.11 for instructional details.

e-Leave History — Click the e-Leave History link to open a list of all previously
submitted and currently submitted e-Leave Requests.

Print — Click the Print button to print a copy of the e-Leave Request (NAVCOMPT
Form 3065). Refer to Section 10 for an example of the NAVCOMPT FORM 3065 Parts
land 2.

Re-Submit e-Leave — Click the Re-Submit e-Leave button to resubmit an e-Leave
Request that is in a Pending Approval or Approved Status. This allows you to correct
information previously submitted on a leave request.

e-Leave Home — Click the e-Leave Home link to access the e-Leave Home menu. If
this link is clicked before the Check Out on Leave button is clicked, the e-Leave
Request will close and the status remains as “Approved.” The member is not checked
out.

Go to:

Mew e-Leave Request| Cancel e-Leave Request Check Qut on Leave e-Leave Inguiry| e-Leave History Print Re-Submit e-Leave

e-Leave Home e

Figure 5-89-e-Leave Request for (member): Action Buttons and Link

To check the member out on leave:

1.

Check Out on Leave — Click the Check Out on Leave button.
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5.12.3 E-Leave Check Out/Check In for (member) Page

Once the Check Out on Leave button is selected, the e-Leave Check Out/Check In for (member)
page (Figure 5-90) displays. This page provides the ability to record the actual date and time to
check a member out to begin leave and check a member back in to end the leave period.

e-Leave Check Out/ Check In for SAMANTHA DOE

o SSN: 048814 Mame: DOE, SAMANTHA RankRate: DCCS Current DSC: 100
6 e-Leave Request
Begin Date: 08/22/2010 Begin Time: 0300 Return Date: 06/25/2010 Return Time: 0800
The Day of Departure is a Normal Work Day The Day of Return is a Normal Work Day

Q e-Leave Extension Request

Status: Mo Extension Reguest found

Expected Return Date: The Day of Expected Return is a Normal Work Day
MNormal Working Hours Day of Expected Return
Expected Return Time: From: To:
checkout ___________________]Cheakin £ ——————————
Q The Day of Check Out is a Normal Work Day O The Day of Check In is a Normal Work Day
Local Time Zone: aQ, Local Time Zone:
Local Date: Bl Local Date:
Local Time: Local Time:
System Time Zone: CST System Time Zone:
System Date: 06222010 System Date:
System Time: 131 System Time:
Authorized by: LCDR FRED SMITH Authorized By:

F FOR USE OUTUS ONLY

Leaving Area of PERMDUTYSTA: Yes No

PERMDUTYSTA Departure Date: PERMDUTYSTA Return Date:
Taking Leave INCONUS: Yes No

Designated Area Departure Date: Designated Area Return Date:

CONUS Arrival Date: CONUS Departure Date:

e Orginal Inclusive Leave Period to be charged

First: DB/23/2010  Last: 0B/25/2010 Number of Days to be Charged: 5
Inclusive Leave Period to be charged
First: Last: Number of Days to be Charged:
Check Out
Go to: e-Leave Horne e-Leave Inguiry

Figure 5-90—e-Leave Check Out/ Check In for (member)

Notice, the Check In fields are inactive (grey). They become active after the Check Out occurs.
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e-Leave Check Out/ Check In for SAMANTHA DOE
SSHE 08814 Name: DOE SAMARNTHA RankRate: DCCS Current DSC: 100
el eave Request B
Begin Date: 04)27i2010 Begin Time: 0200 Return Date: 05i05/2010  Return Time: 0200
The Day of Departure is a Mormal Work Day The Day of Return is a Normal Work Day

Normal Working Hours Day of Departure
From: 0800 To: 1600

e.Leave Extension Request C

Status: Mo Extension Request found

Expected Return Date; The Day of Expected Return is a Normal Work Day
Normal Working Hours Day of Expected Return

Expected Return Time: From: To:

Figure 5-91-e-Leave Check Out/Check In for (member) (continued)
A. Member Demographics

This section (Figure 5-91) lists the member’s SSN, Name, Rank/Rate, and Current DSC. The
values listed here are based on the search criteria entered on the Find an Existing Value page.
Verify that this is the correct member.

B. e-Leave Request

The e-Leave Request section (Figure 5-91) provides details about the leave. The system
updates the fields with the values entered on the original e-Leave Request form.

C. e-Leave Extension Request

The e-Leave Extension Request section (Figure 5-91) provides information about any
extension requested to deviate from the original e-Leave Request. The system populates the
fields with the data entered from the e-Leave Extension Request page. Refer to Section 5.13
for instructional details.
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D. Check Out

The Check Out section (Figure 5-92) provides the fields to complete the Check Out process
placing the member on leave.

The Day of Check Ont is a Normal Work Day

Mormal Working Hours Day of Check Out E

“*From: DSDDQ ‘To: 15009

Local Time Zone: e QL
Local Date: 6 B

Local Time: Q

System Time Zone: CST
System Date: 062252010
System Time: 1321

Authorized by: LCDR FRED SMITH )

Figure 5-92—e-Leave Check Out/ Check In: Check Out Section

1. The Day of Check Out is a Normal Work Day — Click this checkbox if the first day
of leave is considered a normal work day.

2. Normal Working Hours Day of Check Out: From — Enter the begin time in the From
field that is the start time for the day’s working hours. This is completed if the first day
of leave is considered a normal work day.

3. Normal Working Hours Day of Check Out: To — Enter the end time in the To field
that is the end time for the day’s working hours. This is completed if the first day of
leave is considered a normal work day.

4. Local Time Zone — Enter the time zone of the location where the Check Out is being
processed or click the Lookup icon and select the appropriate time zone.

5. Local Date — Enter the date of the location where the Check Out is being processed or
click the Calendar icon and select the appropriate date.

6. Local Time — Enter the military time when the Check Out is being processed.

7. System Values — System displays the system-related time zone, date, and time where
the server is located. The server for e-Leave is located in the Central Standard Time
(CST) time zone for shore Commands. For ships the system values will reflect where
the ship’s server is located.

8. Authorized by — Once the Check Out is saved, the system displays the name of the
individual who recorded the Check Out. The following conditions are:

e Self Check Out — If the member is authorized for Self-Check Out.

e CLA’s Name - If the member is not authorized for Self-Check Out, the CLA’s
Name with (CLA) added displays.

5-86 SG12FY1502



e-Leave User Guide

July 2010

E.

F.

e Auto Check Out - If the member is checked out automatically by the system,

Auto Check Out displays in the field
Check In

The Check In section (Figure 5-93) is completed when the member returns from leave and is
ready to be checked back into the Command. Refer to Section 5.14 for instructional details.
The data fields detail the day, time, and time zone where the Check In occurs and if the day

of Check In is considered a normal work day.

The Day of Check Inis a Normal Work Day

Local Time Zone:
Local Date:

Local Time:
System Time Zone:
System Date:

System Time:
Authorized By:

Figure 5-93-e-Leave Check Out/ Check In: Check In Section

Inclusive Leave Periods

The Inclusive Leave Period section (Figure 5-94) provides details about the inclusive dates
and leave days based on the planned leave period. The system populates these fields based on
the details in the original e-Leave Request form and the values entered in the Check Out

section (Figure 5-92).

e Crginal Inclusive Leave Period to be charged
© First: 06232010 Last: 062512010 (@ Number of Days to be Charged:

Inclusive Leawve Period to be charged

@ First: 062372010 Last: 0G/25/2010 @ Number of Days to be Charged: 3
Cheek Out |

Go to: g-leave Home a-Leave Inguiry

Figure 5-94—e-Leave Check Out/ Check In: Inclusive Leave Period Section

9. Original Inclusive Leave Period to be charged — System displays the planned
inclusive dates for the leave period based on the original e-Leave Request. The First
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10.

11.

12.

13.

14.

15.

5.12.4

field lists the first charged day of leave and the Last field lists the last day of charged
leave.

Number of Days to be Charged — System displays the calculated number of planned
days charged for the original leave period based on working day status for the Leave
Begin Date and Leave Return Date on the original e-Leave Request form.

Inclusive Leave period to be charged — System displays the actual leave dates. The
First field lists the actual leave charged start date for the leave period and the Last field
lists the actual leave charged end date for the leave upon Check In. This includes all
approved extensions.

Number of Days to be Charged — System displays the calculated number of actual
days charged for the leave period based on the actual dates recorded in the Inclusive
Leave Period to be charged First/Last fields.

Check Out — Click the Check Out button to place the member in a leave status. A
confirmation message (Figure 5-95) displays.

e-Leave Home — Click this link to return to the Home menu. If this is clicked before the
Check Out, the member is not checked out.

e-Leave Inquiry — Click this link to access the e-Leave Inquiry page.

E-Leave Check Out Confirmation

Once the Check Out button is clicked, a confirmation message (Figure 5-93) displays indicating
that the member’s e-Leave Request for Check Out was successfully completed.

e-Leave check out request for DCCS SAMANTHA DOE has been completed.

e-Leave Inguiny

Go to:
e-Leave Home

Figure 5-95—e-Leave Request for (member) completed Message

NOTE: Upon accessing the e-Leave Request, the Request Status field now reflects
Checked Out as illustrated in Figure 5-96.

f1a. As of 041 052010 Léawe Balance was: 600 0. Prol Bal to EAGS { ¥ 00

e-Leave Request for DCCS SAMANTHA DOE [ Roquest Status: Checked Cut ]

ember’s Information

1. Date of Request: 0401952010 . Lomwe Control Mimnber: po001 S

o sSN: o4 D81 4 5. Nome: O OB SAMANTHA Notice, the e-Leave Request is in
7. ShipStation: FIANWBAAC MILLIMGTR #. [hity Section: 2 a Checked Out Status

12, Type of Leawe:  Ordinany A Priary Trasel Maode:  Private Aisto

14a. Leave Begin Date: 042772010 Tl Begin Milkary Time: 0800

Figure 5-96—e-Leave Request(s) for (member): Checked Out Status
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5.13 E-Leave Extension Request

The e-Leave Extension Request page provides the ability for the member to extend his/her leave
once the member is checked out and on leave. If the member is unable to request the extension
via the Self-Service account; the CLA can create the extension for the member via the e-Leave
Extension Request option on the menu.

5.13.1 E-Leave Extension Request: Find an Existing Value Page

After selecting e-Leave Extension Request link on the e-Leave Home menu (Figure 5-6), the
e-Leave Extension Request: Find an Existing Value page (Figure 5-97) displays. This page
provides the ability to search for a single member’s record or a list of members’ record to
complete an extension request to extend leave for a member currently checked out.

e-Leave Extension Request
Enter any information vou have and click Search. Leave fields blank for a list of all values.
| Find an Existing Value
EmpliD: begins with ~ |||
Name: heging with
uIC: hegins with + ||63410 (&} o
Department: begins with « a
Division: heging with |« a
Begin Date: = ~ =
e-Leawve Request Status:| = w ~
Awuthorization Number: begins with w

Search | Clear | Basic Search Save Search Criteria

Figure 5-97-e-Leave Extension Request: Find an Existing Value Page

1. Search Criteria Options — Enter or select the search criteria.

e EmplID, Name, and/or Authorization Number — Use these selection options to
display one member’s e-Leave Request that is in a Check Out status.

e UIC, Department, Division, Begin Date, and/or e-Leave Request Status — Use
these selection options to obtain a list of all members’ e-Leave Requests in a Check
Out status. Each member’s record displays one at a time

2. Search — Click the Search button to initiate the search of the database to locate the
member(s) record matching the identified selection criteria.
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5.13.2

E-Leave Extension Request for (member)

The e-Leave Extension Request for (member) page (Figure 5-98) provides the fields to request
an extension for leave. It is used after the member is checked out and needs to remain on leave
longer than initially indicated on the original e-Leave Request form.

e-Leave Extension Request for MM1 ROBERT KEILLIHER

SSN: (48885 Name: KEILLIHER ROBERT Rank/Rate: ki1 Current DSC: 100

Leave Request Information B

Check Out Date: 04/132010 Check Out Time: 0gog  Return Date: 04/26/2010  Return Time: 1600

The Day of Check Out is a Normal Working Day The Day of Return is a Normal Work Day
Normal Working Hours Day of Check Ot Mormal Working Hours Day of Return
From: 0800 To: 1600 From: 0200 To: 1600

Leave Extension C

‘New Leave Return Date: | 05/02/2010 |B]  New Leave Return Time: |1800

The Day of Expected Return is a Normal Work Day
Normal Working Hours Day of Expected Return
From: | 0800 To: [1600

Q Orginal Inclusive Leave Period to he charged
First: 0412010 Last: 04/26/2010 Number of Days to be Charged: 2

Inclusive Leave Period to he charged
First: 0492010  Last 05012010 Number of Days to be Charged: {3

Reason for Leave Extension Request E

Family emergency, spouse in the hospital, @

Submit for Approval |

Figure 5-98—e-Leave Extension Request for (member)

A. Member Demographics

This section (Figure 5-98) provides the member’s SSN, Name, Rank/Rate, and Current DSC.
Verify that this is the correct member’s record.

B. Leave Request Information

The Leave Request Information section (Figure 5-98) provides system related data associated
with the original e-Leave Check Out page. Refer to Section 5.12 for details about each field.
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C. Leave Extension

The Leave Extension section (Figure 5-99) provides the fields to enter the details about the
requested extension.

‘New Leave Return Date: | 051022010 | @) ‘New Leave Return Time: |0200 @)

The Day of Expected Return is a Normal Work Day
Normal Working Hours Day of Expected Return
From: 0500 @) To: 1600 E)

Figure 5-99-e-Leave Extension Request for (member): Leave Extension Section

1.

New L eave Return Date — Enter the new anticipated leave return date or click the
Calendar icon and select the appropriate date.

New L eave Return Time — Enter the anticipated return in military time to reflect when
the member plans to return.

The Day of Expected Return is a Normal Work Day — Click this checkbox if the
return day will be counted as a day of work.

Normal Working Hours Day of Expected Return: From — Enter the working hours
associated with the Command where the member is returning from leave. The From
field contains the start time for the working day.

Normal Working Hours Day of Expected Return: To — Enter the working hours
associated with the Command where the member is returning from leave. The To field
contains the end time for the working day.
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D.

Inclusive Leave Period

The Inclusive Leave Period to be charged section (Figure 5-100) displays all the planned
final values associated with the leave. This includes any changes to the Check In date due to
the recorded dates in the Leave Extension section. The system displays the values based on
previous data entry and system calculations. It consists of two items:

e Original Inclusive Leave Period to be charged — Displays the begin date, end date,
and calculated number of charged leave days based on the Check Out

e Inclusive Leave Period to be charged — Displays the begin date, end date, and
calculated number of charged leave days based on the Check Out and approved

extensions.

Q Orginal nclusive Leave Period to be charged
First: 041192010 Last: 04/26/2010 Humber of Days to he Charged: §

Inclusive Leave Period to be charged

Humber of Days to be Charged: 1 ‘3

First: 041122010  |Last: 05012010
- When the Number of
When the Last date is Days to be Charged is
in red text, it indicates a large purple number,
achange to the it indicates a change to
original planned end the original planned
date of leave. days of charged leave.
4
NOTE: The number reflected in the Inclusive Leave Period to be charged:

Number of Days to be Charged field is the actual number of days
that will be charged to the member for this leave period.

Figure 5-100—e-Leave Extension Request for (member): Inclusive Leave Period

It is important to ensure the days to be charged are correct (Figure 5-101). If the value
reflected is incorrect, check the dates and the Normal working hours fields entered on the

e-Leave Extension Request.

) orginal Inclusive Leave Period to be charged
@First: 04719/2010  Last 04/26/2010 @ Mumber of Days to be Charged: &
Inclusive Leave Period to be charged

©First: 0411972010 Last: 051012010 @) Number of Days to be Charged: 3@

Figure 5-101-e-Leave Extension Request for (member): Inclusive Leave Period (continued)
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6.

10.

Original Inclusive Leave Period to be charged: First/Last — System displays the
charged days for leave with the First field reflecting the first chargeable leave date and
the Last field reflecting the end date of chargeable leave.

Number of Days to be Charged — System calculates the total number of days to charge
for leave based on the original dates reflected in the Original Inclusive Leave Period to
be charged First and Last fields.

Inclusive Leave Period to be charged: First — System displays the first day charged as
leave for this leave period.

Inclusive Leave Period to be charged: Last — System displays the last day charged as
leave for this leave period. If there is a change due to an extension the date displays in
red text.

Number of Days to be Charged — System calculates the total number of days to charge
for leave based on the new dates reflected in the Inclusive Leave Period to be charged
First/Last fields and the Normal Work Day status. This value (a large purple number)
reflects the original days of leave to be charged plus the new days added due to the
extension.

E. Reason for Leave Extension Request

The Reason for Leave Extension Request section (Figure 5-102) provides a text box to record
the reason the member needs to extend leave. An explanation is required.

Reason for Leave Extension Request E

A

®

Family emergency, spouse in the hospital.

Submit for Approval ‘

®

11.

12.

13.

Figure 5-102—e-Leave Extension Request for (member):
Reason for Leave Extension Section

Reason for Leave Extension Request: Text Box — (Required) Enter the reason the
member has requested the leave extension.

Spell Check Icon — Click the spell check icon to initiate a check on the content entered
in the text box.

Submit for Approval — Click the Submit for Approval button to save the data and send
the extension into the review/approval process. Leave extensions must follow the same

steps as the initial e-Leave Request for review and approval. The confirmation message
(Figure 5-103) displays.
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NOTE: An extension does not require Reviewer recommendation. The same Approver
who approved the original e-Leave Request can approve or disapprove the
extension or the CLA can complete the approval process.

e-Leave Extension Request for MM1 ROBERT KEILLIHER has been submitted to AEC JOHN STEEL for approval.

E-Leave Inguiry

Go to: g-Leave Horme

®

Figure 5-103-e-Leave Extension Request Confirmation Message

The confirmation message indicates who is identified as the approver for this member’s e-Leave
Extension Requests. In this case, AEC John Steel accesses the extension and approves or
disapproves the request. Refer to Section 7 for the steps the Approver takes to
approve/disapprove an extension.

NOTE: If more than one Approver is identified for the member, the confirmation
message displays the Approver listed first on the member’s profile.
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5.13.3  Accessing the Extension to Approve or Disapprove (CLA)

The CLA can create the e-Leave Extension Request for the member and approve/disapprove it.
There are two ways the CLA can access the member’s e-Leave Extension Request to complete
the approval process (Figure 5-104).

e Using the e-Leave Extension Request option on the e-Leave Home menu (A)

e Using the e-Leave Inquiry option on the e-Leave Home menu (B)

e-Leave B EE

e-Leave Home
Setup|

ﬂ ﬂ Depts Div Duty Setup % ﬂ DeptiDiv/Shop/Duty ass Setup
s o
PP
LR Eeviewertnnrover Mass Sety @%?@ Member Profile Mass Setu
Civilian Profile Setup
iﬁ Mernber DeptiDivwDuty Setup B ormber Profile Sety

e-Leave Request e-Leave [nouiry e

e-leave Check Out! Check In

ﬁgﬁzﬁ

e-Leave Extension Reguest e

3 2%

Manane e-Leave Transactions e-Leave Inguiry Log

e-Leave Reports

=
% g-Leave Report Log

e-Leave Address Report

e-Leave Reports

K

e-Leave Transaction Audit Report

Figure 5-104—e-Leave Home Menu
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A. e-Leave Extension Request Option

As the CLA, you can access the member’s e-Leave Extension Request via the e-Leave
Extension Request option on the e-Leave Home menu (Figure 5-105). This link opens the
Find an Existing Value page to search for the member’s record.

e-Leave Home
Setup|

ﬂ ﬂ Dept/ Divf Duty Setup
b

EeviewerApprover Mass Setup

Civilian Profile Setup

=-Leave Extension Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

EmpliD: | beging with + H |

Name: [begins with ~ | |

1. Click the e-Leave
Extension Request link
to open the Find an
Existing Value page.

AR
@ g-Leave Extension Reguest
k5

Manane e-Leave Transactions

UIC: | begins with (63410 |

2. Use the EmplID or
Name field to locate
one member.

Department:

Division:

Begin Date:

e-Leave Request Status:

Authorization Number:

Then, click Search.
[~

e-Leave Extension Request for DCCS SAMANTHA DOE

SEH: D14 Haie: DO

Rank#ate: DS

omve Request bnformation

M Lo Patuen Dite:

B Hwwe Laavn Raturn Thoso:

Tl Dy of Expieched Retunn s a Notmal Wk Doy [7]

Hormal Woa kineg Hours Bay of Expected Retimn
Trom: Tor

O ginal Inchisive Loamse Pariod to ba cliarged
e Y beistias o M bt £
g

The member’s e-Leave
Extension displays for
you to review and
submit for approval.

e

Figure 5-105-Accessing e-Leave Extension Request from e-Leave Extension Request Link

If you need to find one member, this is the recommended approach. If you want to see if
you have other items to work other than just this extension, then use the e-Leave Inquiry
option on the e-Leave Home menu.
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B. e-Leave Inquiry Option

As the CLA, if you need to review additional leave request along with this e-Leave
Extension Request, the recommended approach is to use the e-Leave Inquiry link on the
e-Leave Home menu (Figure 5-104). This link opens the My e-Leave Request(s) page
(Figure 5-106).

S5H Hames

e-Leave Home

My e-Leave Request(s)
Leave Control No. Begin Date

0872472010
05/03/2010

SSH
W80

BLAIR, SUSAN ANNA

B8 0 CARR KELLY NSCOLE

Ly Home

Y0013

e-Leave Request(s) pending Recommendation

e-Leave Request(s) pending Approval

Subinitted Date Beviuv Beain Dale

T ——— :

0E242010 Pending Extension Approval CMUANSHANTELLE 220 _Vie £13il:

0&2472010 Pending Extengion Approval DOESAMANTHA O-IN.‘,E\!)DIH
3. In the e-Leave Request(s) pending

Approval section, find the

)
t@g e-Leave Reguesl(s) pending RecummendalmnIAggrUVaIU m I
%  #2. Click e-Leave Request(s) pending

Recommendation/Approval link.

Saved e-Leave Requast(s 2

am

Pending Extension Approval item
that needs your attention and click
the View Details to access the
e-Leave Extension Request.

L3
% DisapprovediCanceled e-Leave Requestis
ol —
&
e-Leave Reguest ﬁ% e-Leave Inguiry

e-Leave Extension Request

1. Click e-Leave Inquiry link to open the
My e-Leave Request(s) page.

Manage e-Leave Transactions

%%’\A e-Leave Inguiry Lod

Figure 5-106—e-Leave Extension Request Search Page
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5.13.4  Accessing the e-Leave Extension Request

To access your list of e-Leave Requests to take action on, use the e-Leave Inquiry link on the
e-Leave Home menu (Figure 5-107).

aleave -]
e-Leave Home

2]
=

ﬂ ﬂ Dept/ Div [ Duty Setup

ﬂﬁ DeptDiviShopiDuty Mass Setup
LT
L] ]
BELE ReviewerApprover Mass Setu @%ﬂ@ Mermber Profile Mass Setu
Civilian Praofile Setup
i} Mernber DeptiDivDuly Setup ®%  yomber Profle Setu
_ L]
k e-Leave Request ﬁi e-Leave Indquiry o
£
::]
g e-Leave Extension Reauest Bl e-leave Check Dut/Checkln

Manane e-Leave Transactions

.

e-Leave Inguiry Log

=
% e-Leave Report Log

e-lLeave Address Report

e-Leave Reports

e-Leave Transaction Audit Repaort

% 9

Figure 5-107—e-Leave Home Menu

1. e-Leave Inquiry — Click the e-Leave Inquiry link. The My e-Leave Request(s) page
displays (Figure 5-108).
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NOTE: The value (0/2) to the right of the link indicates that you have 0 request
pending recommendation and 2 request pending approval.
My e-Leave Request(s)

Leave Control No.

view sl | BB First [0 1z o2 [ Last
Beuqin Date Return Date Days Charged Request Status View Details
052472010 082872010 Digapproved Wiew Detalls
MY00013 08032010 0sM10z010 7 Auto Checked Out Wiew Detalls
Ty
t@@ " (=)
% e-Leave Reguest(s) pending Recommendation ! Approval
G e-Leave Requesi(s) pending Check out?

o

ﬁm e-Leave Reguestis) pendin Checklnmn

Saved e-l eave Requests =
9
=
% DisapprovediCanceled e-L eave Reduestis)
=g

Completed e-Leave Request(s

2 e-Leave Inquiry Log

Go to: e-Leave Home

Figure 5-108—e-Leave Request(s) Page

2. e-Leave Request(s) pending Recommendation/Approval — Click the link to access
the list of e-Leave Requests pending Recommendation/Approval (Figure 5-109).

e-Leave Request(s) pending Recommendation

Find |view Al | B8 First {4 g o4 [ Last
SN Name Submitted Date Reviewer

Beqin Date

e-Leave Request(s) pending Approval

Fing [view Al | B8 First ({4 12012 D Last
SSN Name Last Updated e-Leave Request Status Approver Begin Date View Details
HAEEEE10 BLAIR,SLISAN ANMA 0672472010 Fending Extension Approval CIILIAN, SHAMTELLE 0260172010 View Details
HRHHA-BET0 CARRKELLY MICOLE 06/24i2010 Fending Extension Approval DOE, SAMANTHA

O406/2010  View Details

Go to: g-Leave Home

e-Leave Inouiry

Figure 5-109-e-Leave Request(s) Pending Approval

3. View Details — Click the View Details link associated with the extension. The original
e-Leave Request for (member) (Figure 5-110) displays.
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e-Leave Request for NC1 KELLY CARR Request Status: Pending Extension Approval
lember's Information
1. Date of Request:  04/27/2010 3 i 1 i
. The original e-Leave Request displays with the
- . Request Status = Pending Extension Approval
7.ShipiStation:  NAVMAC MILLINGTN qu us = g PP :
*10a. As of (03i31/2009 Leave Balance was: 7210 10b. Proj Bal to EAOS ( 02/02/2012): 157.0 11. Leave Used This FY: 14
12. Type of Leave: Ordinary 13. Primary Travel Mode: Private Auto
14a, Leave Begin Date: 04062010 14b. Begin Military Time: 0700 15a, Leave Return Date: 04212010 15h. Return Military Time: 1600
16. Days Requested: 15 17. Authorized BAS || Meal Pass # (yppqqq1qq A0 olbelChrg=d
18. Normal Work Schedule First: 04i08/2010 Last: 0472172010
The Day of Departure is a Normal Working Day |~ The Day of Return is a Normal Work Day Mumber of Days o be Charged: 16
Normal Working Hours Day of Departure N | Working H Day of Ret *In consideration of the Member's completion of a full
jormal Working Hours Day of Returm workday (as defined in MILPERSMAN, NAVPERS 15560)
From: 0700 To: 1600 From: 0700  Te: 1600 on the days of departure and return, the Inclusive Days

shown are correct and proper for charging as Leawe.

FOR USE OUTUS O

Leaving Area of PERMDUTYSTA: Yes No  PERMDUTYSTA Departure Date: PERMDUTYSTA Return Date:
Designated Area Departure Date; Designated Area Return Date:
Taking Leave INCONUS: Yes ' No CONUS Arrival Date: CONUS Departure Date:

20. Leave Address

Street 1; 3300 DAYWKING DR

Street 2:

City: MEWBURG

State: MY Zip Code: I4456-0087
Country: us United States

[21. Leave Phone First (4 1 0t 1 [

Domestic Phone
International

Phone Type: CELL ‘Phone Number: 847-097-4316

22. Ship or Station (including telegraphic address) [23. Report on Expiration of Leave

Department: NAYMAC MILLINGTH

Street address: 5720 INTEGRITY DR
City: MILLINGTON
State: TH Zip Code: 38054-5045

Telegraphic Address:  NAVMAC MILLINGTOM Th

Submitted by HWMGC VEROMICA BRITTENUM (Command Leave Administrator).Created by HWMC VEROMICA BRITTENUM (Command Leave Administratar)

Reviewer(s)
Watch " .
Name - Recommendation Status Status Timestamp Comment
Coordinator
JACKSON,HENRY LEE Mot Reviewed
Approver
Name Approval Status Status Timestamp Comment
DOE SAMANTHA proved by HMC YERONICA
' H H mand Leave Administrator).
The e-Leave Extension Request section
DOE, SAMANTHA .-
reflects the data entered on the original
e-Leave Extension Request.
e-Leave Extension Request
Expected Return Date; p4/232010  The Day of Expected Return is a Normal Work Day Approval Status: In Approval Process
N Normal Working Howrs Day of Expected Return
Expected Return Time: 0800
From: 0300 To: 1600
New e-Leave Reguest|  Pending Extension Reguest e-Leave Inguiry|  e-Leave History, Print

Go to: e-Leave Home

Figure 5-110-Original e-Leave Request reflecting Extension Data
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Review the data and scroll to the bottom of the page (Figure 5-111).
Expected Return Date: 04/23/2010  The Day of Expected Return is a Normal Work Day Approval Status: In Approval Process
) Normal Working Hours Day of Expected Return
Expected Return Time: 0300
From: 0goo To: 1600
Mew e-Leave Request|  Pending Extension Request e-Leave Inguiry|  e-Leave History Prirt

Go to: e-Leave Home

Figure 5-111-Original e-Leave Request reflecting Extension Data

4. Pending Extension Reguest — Click the Pending Extension Request button to access

the original e-Leave Extension Request (Figure 5-112).

e-Leave Extension Requestfor NCTKELLY CARR

SSN: 304048870 Name: CARRKELLY NICOLE RankRate: NC1 Current DSC: 100

L eave Request Information

Check Owut Date: 04/06/2010 Check Out Time: 0700 Return Date: 04/21/2010 Retwrn Time: 1600

The Day of Check Out is a Normal Working Day The Day of Return is a Normal Work Day
Normal Working Hours Day of Check Out Normal Working Hours Day of Return
From: 0700 To: 1800 From: 0700  To: 1600

Leave Extension

view sl First [ or 1 [P Last

New Leave Return Date: 04/23/2010 New Leave Return Time: 0300

The Day of Expected Return is a Normal Work Day Approval Status: In Approval
Normal Working Hours Day of Expected Return Pracess
From: 0800  To: 1600

Orginal Inclusive Leave Period to be charged
First: 04/062010 Last: 0412172010 Number of Days to be Charged: 15
Inclusive Leave Period to be charged

Number of Days to be Charged: 1 7
First: 04/06/2010 Last: 04/22/2010

Reason for Leave Extension Request

e-Leave Extension created by LCDR FRED SMITH (Command Leave Administrator. Sick with Flu

Approver’'s Comments

K&
° (o)

Apprave Disapprave |

Go to: e-Leave Home e-Leave Inguiry

Figure 5-112—-Original e-Leave Extension Request

5-101

5. Approver’s Comments — Enter appropriate comments. This field is optional for
approved extension requests and required for disapproved extension requests.
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6. Spell Check Icon — Click the icon to spell check the entered text.

7. Approve — Click the Approve button to approve the extension request. An approved
confirmation message (Figure 5-113) displays.

e-Leave Extension Request for NC1 KELLY CARR has been approved.

e-Leave [nguiry

Go to:
e-Leave Home

Figure 5-113-e-Leave Extension Request Approved Confirmation Message

8. Disapprove — Click the Disapprove button to disapprove the extension request. An
explanation must be entered in the Approver’s Comments section. A disapproved
confirmation message (Figure 5-114) displays.

e-Leave Extension Request for NC1 KELLY CARR has been disapproved.

e-Leave Inguiry

Go to:
e-Leave Home

Figure 5-114—e-Leave Extension Request Disapproved Confirmation Message

NOTE: Ensure that the member is aware the extension request was disapproved
before the leave is continued beyond the original end date.
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5.14 E-Leave Check Out/Check In: Check In Process

When the member’s leave is completed, the member must be checked back into the Command
using the Check In process. As the CLA, you can check a member back in from leave. The
Check In uses the same page that was used for the Check Out.

Once the member is checked back in from leave, the system sends the e-Leave Transaction to the
Navy pay system.

5.14.1  Accessing E-Leave Check In

There are two ways the CLA can access the member’s e-Leave Request to check the member
back in from leave. Both methods begin on the e-Leave Home menu (Figure 5-115).

e Use e-Leave Check Out/Check In on the e-Leave Home menu (A)

e Use e-Leave Inquiry on the e-Leave Home menu (B)

e-Leave -]
e-Leave Home

ﬂ ﬂ Dept i Div § Duty Setup % ﬂ DeptDivShopDuty Mass Setup
e S
1) 1)
P
BRE  Reviewerifpprover iass Setup ! ﬂ Merber Profile hass Setu
Bl
Civilian Profile Setugp
Mamber DeptDivDuUty Setup ®%  Jember Proile Setu
_ L]
e-Leaye Reguest = e-Leaye [nguiry e
§=]
&
g-Leave Extension Request E e-Leave Check Outf CheckIn e
]

%

Manage e-Leave Transactions e-Leave [nguiry Log

e-Leave Reports

=
% e-Leave Report Log

e-Leave Address Report

e-Leave Reports

e-Leave Transaction Audit Report

i

Figure 5-115-e-Leave Home Menu
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A. e-Leave Check Out/Check In Option

After selecting e-Leave Check Out/Check In link on the e-Leave Home menu

(Figure 5-115), the e-Leave Check Out/Check In: Find an Existing Value page

(Figure 5-116) displays. This page provides the search criteria to locate a single member’s
record or a list of members’ record to check members back in after the leave is completed.

e-Leave = B
e-Leave Check Out / Check In for MARK ANTHONY e_Leave Check Out ]I Check |n
S50 J00HKGEITS Mo ANTHONY, NARK Wakates 050 Comrent DSC: 100

Enter any information you have and click Search. Leave fields blank for a list of all values.
I

Bagn Datec 04222010 Bagin Tane: 2000 RetunDates 00202000 Retun Ties: 0000 Find an Exis‘tillg Value
a a
Mot el Wt ke Mo s Day of Depaha e Mot il Wor ke How s Day of Fetan
Frome 0400 Ta: 1600 Frone 0600 Tec 1800 i i
EmpliD: hegins with +
_— L 9
Status: Latension Requeit Aprived Name: hedins with
wIne » Dy 0 ﬂ
Mt el W e Hiou 5 Dy of Esgractad Rt m‘: hEglnS wi v63410 t
Expéched Hetinm T 0000 Fas 0000 Tz 1800 Del)art“]ent' begins th v Q
heck Oul feneckn ————— ]
Th Dy of Chisch: OuR b 3 Mot Woa k Dy Thos Dy of Chibch I s 8 Metmmal Woak Dy [+ Division: begins With + Q,
Tk i
“Fosa | 0800 “Tec 1600 Beui“ Date: = " @
Lozl T Zoma: 1 e-Leave Request Status:| = 4 R

Lol bate: Authorization Number: | begins

Search Clear | gasic Se

Lol Time:

ch Save Search Criteria

Aoz oy A Aithorzed By: LCDR FRED SMITH

FOR USE DUTUS DHLY
Leaing deea of PERMIUTYSTA:  Yes Mo

. . . ‘Eg" Lo I

EB:
[:z]
g-Leave Check Quti Check In

@ e-Leave Inguiry Log

Figure 5-116—Accessing e-Leave Check Out/Check In
from e-Leave Check Out/Check In Link

1. e-Leave Home Menu — Click the e-Leave Check Out/Check In link on the e-Leave
Home menu. The Find an Existing Value page displays.

2. Find an Existing Value Page — Enter the member’s EmplID or Name on the e-Leave
Check Out/Check In Find an Existing Value page. Then, click the Search button. The e-
Leave Check Out/Check In for (member) page displays.

3. e-Leave Check Out/Check In for (member) Page — Click the Check In button to
check the member back in from leave.

If you need to find one member, this is the recommended approach. If you want to see if you
have other items to work other than just this Check In, then use the e-Leave Inquiry option on
the e-Leave Home menu.
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B. e-Leave Inquiry Option

As the CLA, if you need to review additional leave requests along with this Check In, the
recommended approach is to use the e-Leave Inquiry link on the e-Leave Home menu

(Figure 5-117).

e-Leave
e-Leave Home
Setup|

ﬂ ﬂ Dept! Divi Duty Setup

%ﬁ% ReviewetApprover Mass Setup

Civilian Profile Setup

© ﬂ Member DeptDiviDuty Setup

k & e-Leave Reguest

% e-Leave Extension Request

Manage e-Leave Transactions

e-Leave Reports

=
% e-Leave Repaort Lag

g-Leave Address Report

% ﬂ DeptDiviShopiDuty Mass Setup

@ 1]
ﬂ ﬂ hember Profile Mass Setup

A Member Profile Setu

e-Leave nguiry o

e-Leave Check Outf Check In

ﬂﬁf i

e-Leave Inguiry Log

& 3

(éa e-Leave Reparts

T

Elg

—

e-Leave Transaction Audit Report

FICEE

Figure 5-117—e-Leave Home Menu

1. e-Leave Inquiry — Click the e-Leave Inquiry link. The My e-Leave Request(s) page

(Figure 5-118) displays.
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Lists your personal e-Leave Requests.

My e-Leave Request(s)

Wiew All | i First (4] 1.2 o 2 [¥] L ast

Leave Control No. Begin Date Return Date Days Charged Request Status View Details
05/24/2010 05/28/2010 Dizapproved Wiew Details
WY00013 05/032010 03102010 7 Auto Checked In “iew Details
] fs
t@% e-Leave Reduest(s) pending RecommendenionMnnro\ral(D I

Provides links to access members
e-Leave Requests at various stages in
the leave process. The red numbers in
parenthesis indicate the number
needing action for each link.

i e-lesve Reguest(s) pending Check ot ¥

% e-Leave Request(s) pending Check In" o

Saved e-Leave Requect/s)” 7

L

% DisapprovediCanceled e-Leave Request(s)

Completed e-Leave Reguestis

i e-Leave Inquiry Log

Go to: g-Leave Home

Figure 5-118-My e-Leave Request(s) Page

2. e-Leave Request(s) pending Check In — Click this link to access the list of requests on

the e-Leave Request(s) pending Check In page (Figure 5-119) that need to be checked
in.

e-Leave Request(s) pending Check In

Find [ view sl | B8 First [U 12 or2 [ Last

Leave Control Number SSH Hame Begin Date Return Date  Days Charged View Details
MW00022 HOE0-8814 DOE,SAMARNTHA OB/22/2010 06252010 3 View Details
BFOOOO1 F8e13 JOMES ROMALD OBF2002010 OF/2162010 a2 Viewy Details

Go to: e-Leave Home

e-Leave Inguiry

Figure 5-119-e-Leave Request(s) pending Check In Page

3. View Details — Click the View Details link associated with the extension. The original
e-Leave Request for (member) (Figure 5-120) displays.
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In this example, Doe,Samantha View Detail link was selected on the e-Leave Request(s)
pending Check In page (Figure 5-119). DCCS Doe’s original e-Leave Request displays with the
Request Status = Checked Out. Scroll to the bottom of the page (Figure 5-120) to begin the
Check In process.

e-Leave Request for DCCS SAMANTHA DOE I Request Status:_Checked Out I

1. Date of Request: 06/22/2010 2. Leave Control Number: 00022 Ja.Dept:  ENG 3b. Division:  NPS
4.SSN: HHH-E81 4 5. Name: DOE,SAMANTHA 6. Rank/Rate: oces

7. Ship/Station: MAVIAC MILLINGTM 2. Dty Section: 2 9. Duty Phone: G01-874-4645
*10a. As of (03/31/2010 Leave Balance was: 20.0 10b. Proj Bal to EAOS { ) 00 11. Leave Used This FY: 5

e-Leave Request Information

13. Primary Travel Mode:  Private Auto

12. Type of Leave: Ordinary
14a, Leave Begin Date:  06/22/2010  14h. Begin Miltary Time: 0300 15a.Leave Return Date:  0Gi25/2010 15, Return Milttary Time: 0800
16. Days Requested: 3 17. Authorized BAS |~ Meal Pass #: 19. Inclusive Leave Period to be Charged
18. Normal Work Schedule First: 06/23/2010 Last: D&/25/2010
The Day of Departure is a Mormal Working Day = The Day of Return is a Normal Work Day Number of Days to be Charged: 3
o _WM—.
- Scroll to the bottom. u
u u
» -
Hame Approval Status Status Timestamp Comment
082210 Leave Request approved by LCDR FRED SMITH
SISO e 11144000000PM  (Command Leave Adminisirator).

le-L eave Exiension Request

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
N Normal Working Hours Day of Expected Return
Expected Return Time:
From: To:
Mewr g-Leave Request e-Leave Extension Check In fram e-Leave e-Leave Inguiry | e-Leave Histary Print

Go to: e-Leave Home

Figure 5-120-Original e-Leave Request(s) for (member)

4. Check In from e-Leave — Click the Check In from e-Leave button. The e-Leave Check
Out/Check In for (member) page (Figure 5-121) displays.
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e-Leave Check Out/ Check In for SAMANTHA DOE

SSN: OGEH-8814  Name: DOE,SAMANTHA RankRate: DCCS Current DSC: 100

e-Leave Request
Begin Date: 06/22/2010 Begin Time: 0800 Return Date: 06/25/2010 Return Time: 0300
The Day of Departure is a Normal Work Day The Day of Return is a Normal Work Day

e-Leave Extension Request
Status: Mo Extension Regquestfound
Expected Return Date: The Day of Expected Return is a Normal Work Day
Mormal Working Hours Day of Expected Return
Expected Return Time: From: To:

The Day of Check Out is a Normal Work Day The Day of Check In is a Normal Work Day [

Local Time Zone: [EST | Local TimeZone: | |Q
Local Date: [oBrzzrz010 ] Local Date: =
Local Time: [1100] Local Time: [ ]

System Time Zone: CST System Time Zone: CST

System Date: 06/22i2010 System Date: 06/2452010

System Time: 1328 System Time: 1181
Authorized by: LCDR FRED SMITH Authorized By: LCDR FRED SMITH

FOR USE OUTUS ONLY
Leaving Area of PERMDUTYSTA: Yes No

PERMDUTYSTA Departure Date: l:l PERMDUTYSTA Return Date:
Taking Leave INCONUS: Yes Mo

Designated Area Departure Date: l:l Designated Area Return Date:

iy

CONUS Arrival Date:

l

CONUS Departure Date:

Orginal Inclusive Leave Period to be charged

First: 0B/232010  Last 06252010 Number of Days to be Charged: 5
Inclusive Leave Period to be charged
First: 06/23:/2010 Last: 06/25/2010 Number of Days to be Charged: 3
Check In
Go to: e-Leave Home e-Leave Inguiry

Figure 5-121-e-Leave Check Out/ Check In for (member) Page

The e-Leave Check Out/Check In for (member) page is the same page used for the Check Out.
The data reflected was entered in the original Check Out. The Check In fields are active.

5-108 SG12FY1502



e-Leave User Guide July 2010

5.14.2 E-Leave Check Out/Check In: Check In Process

Once the member is checked out, the Check In section of the e-Leave Check Out/Check In for
(member) page (Figure 5-122) becomes active. This page provides the ability to record the actual
date and time to check a member back into the Command once the leave is over. This page is
identical to the page used to check the member out to begin leave.

The only section available for data entry is the Check In section. All other sections are read-only.

e-Leave Check Out/ Check In for ROBERT KEILLIHER

SSN: 30043-8885  Name: KEILLIHER,ROBERT o Rank/Rate: hihf1 Current DSC: 100
Begin Date: 04/19/2010 Begin Time: 0200 Return Date: 04/26/2010 ReturnTime: 1500
The Day of Departure is a Normal Work Day The Day of Return is a Normal Work Day
Normal Working Hours Day of Departure Mormal Working Hours Day of Return
From: (200 To: 1600 From: 0200 To: 1600

Status: Mo Extension Request found

Expected Return Date: The Day of Expected Return is a Normal Work Day
Normal Working Hours Day of Expected Return
Expected Return Time: From: To:
The Day of Check Out is a Normal Work Day The Day of Check Inis a Normal Work Day
Normal Working Hours Day of Check Out Mormal Working Hours Day of Check In
‘From: To: "From: | 0800 ‘To: 1600
Local Time Zone: Local Time Zone: Q
Local Date: Local Date: El
Local Time: Local Time:
System Time Zone: CST System Time Zone: CST
System Date: 04/15/2010 System Date: 04/15/2010
System Time: 1807 System Time: 1509
Authorized by: LCDR FRED ShITH Authorized By: LCDR FRED SMITH

e Orginal Inclusive Leave Period to be charged
First: 04/18/2010  Last 04/26i2010 Number of Days to be Charged: g
Inclusive Leave Period to be charged
First: 0411972010 Last: 04/26/2010 Number of Days to be Charged: 2

e Checkin

Go to:
e-Leave Administration Home e-Leave Inguiry

Figure 5-122—e-Leave Check Out / Check In: Check In Process
A. Member Demographics

This section (Figure 5-122) lists the member’s SSN, Name, Rank/Rate, and Current DSC.
Verify that you have the correct member.
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B. e-Leave Request

The e-Leave Request section (Figure 5-123) provides details about the leave based on the
values entered on the original e-Leave Request form. Refer to Section 5.10 for
instructional details about creating the e-Leave Request.

Begin Date: 04/19/2010 Begin Time: 0300 Return Date: 04/26/2010  Return Time: 1600
The Day of Departure is a Normal Work Day The Day of Return is a Normal Work Day
Normal Working Hours Day of Departure Normal Working Hours Day of Return
From: 0200 To: 1600 From: 0200 To: 1600

Figure 5-123—e-Leave Check Out/Check In: e-Leave Request Section
C. e-Leave Extension Request

The e-Leave Extension Request section (Figure 5-124) provides information about any
extensions requested to deviate from the original e-Leave Request. The system populates
the fields with the data entered from the e-Leave Extension Request page. Refer to
Section 5.13 for instructional details to complete the extension.

Status: Mo Extension Reguest found

Expected Return Date: The Day of Expected Return is a Normal Work Day
MNormal Working Hours Day of Expected Return

Expected Return Time: From: To:

Figure 5-124—e-Leave Check Out/Check In: e-Leave Extension Request Section
D. Check Out

The Check Out section (Figure 5-125) provides the data entered during the Check Out
process that placed the member in a leave status. Refer to Section 5.12 for instructional
details to complete the Check Out.

Checkou D

Theer Diny off CheCh Ot ks 2 Nodnmal Wod k Dy

Loscidd Tiree Zioia
L sz ol Dhal
Lol Timmwss
Systemn Tine Tone: CST
Systiin Date: 06223010
System Time: 1325
uthorized by: LCDR FRED SHITH

Figure 5-125-e-Leave Check Out/Check In: Check Out Section
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E. Check In

The Check In section (Figure 5-126) is completed when the member returns from leave
and is ready to be checked back into the Command. The data fields detail the day, time,
and time zone where the Check In occurs and if the day of Check In is considered a
normal work day.

The Day of Check Inis a Mormal Work Day
Normal Working Hours Day of Check In o

‘From: (0800 e “To: 1600 ‘9

Local Time Zone: e o}
Local Date: Q 5
Local Time: Q

System Time Zone: CS5T
System Date: 041182010
Svstem Time: 1508

Authorized By: LCDR FRED SMITH (@)

Figure 5-126—e-Leave Check Out/Check In: Check In Section

1. The Day of Check In is a Normal Work Day — Click this checkbox if the last day of
leave is considered a normal work day. The From and To fields display.

2. Normal Working Hours Day of Check In: From — Enter the begin time in the From
field that is the start time for the day’s working hours. This is completed if the last day
of leave is considered a normal work day.

3. Normal Working Hours Day of Check In: To — Enter the end time in the To field that
is the end time for the day’s working hours. This is completed if the last day of leave is
considered a normal work day.

4. Local Time Zone — Enter the time zone of the location where the Check In is being
processed or click the Lookup icon and select the appropriate time zone.

5. Local Date — Enter the date when the Check In is being processed or click the Calendar
icon and select the appropriate date.

6. Local Time — Enter the military time when the Check In is being processed.

7. System Values — System-related values display in the time zone, date, and time fields.
This is based on the location of the server. For shore-based Commands, the server is
located in the Central Standard Time (CST). For ships, it will be located where the ship
is located.

8. Authorized by — Once the Check Out is saved, the system displays the name of the
individual who recorded the Check Out. The following conditions are:

e Self Check Out - If the member is authorized for Self-Check Out.

5-111 SG12FY1502



e-Leave User Guide July 2010

F.

10.

11.

12.

13.

e CLA’s Name - If the member is not authorized for Self-Check Out, the CLA’s
Name with (CLA) added displays.

e Auto Check Out - If the member is checked out automatically by the system,
Auto Check Out displays in the field.

Inclusive Leave Periods

This section (Figure 5-127) provides details about the inclusive dates and leave days
based on the anticipated leave period. The system displays the Original Inclusive Leave
Period fields based on the details in the original e-Leave Request form. The Inclusive
Leave Period fields display the values entered in the Check Out and Check In sections of
this page and reflect approved extensions.

o a(}rginal Inclusive Leawve Period to be charged
First: 04/18/2010  Last: 04262010 Number of Days to be Charged: ¢ )
@ Inclusive Leave Period to be charged
First: 0451952010 Last: 04/26/2010 Humber of Days to be Charged: 2 @
CheckIn
Go to:
e-Leave Home e-Leave Inouiry

Figure 5-127—e-Leave Check Out/Check In: Inclusive Leave Periods

Original Inclusive Leave Period to be charged — System displays the original
inclusive dates for the leave period entered on the e-Leave Request. The First field lists
the first charged leave day for the leave period and the Last field lists the last charged
day for the leave period.

Number of Days to be Charged — System calculates the number of days charged for
the leave period.

Inclusive Leave period to be charged — System displays the actual charged leave
dates including any extensions or early leave returns. The First field lists the actual first
charged leave date for the leave period. The Last field lists the actual last charged day
of leave.

Number of Days to be Charged — System calculates number of actual days charged
for the leave period based on the actual dates recorded in the Inclusive Leave Period to
be charged First/Last fields.

Check In — Click the Check In button to check the member back into the Command
once the leave is completed. A confirmation message displays.
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5.14.3 Charging of Leave

The Inclusive Leave Period to be charged section on the bottom of the Check In page displays
the exact number of days that will be charged to the member’s account for the recorded leave
period. This value takes into account any approved extension to the original e-Leave Request and
if the member returned early.

Figure 5-128 illustrates the example of the leave period not changing from the original dates
entered on the e-Leave Request. The values in the Original Inclusive Leave Period and the
Inclusive Leave Period are the same. In this example, 8 days were projected to be charged and 8
days are charged. Verify that this is correct before clicking the Check In button.

The Original Inclusive Leave Period to be charged reflects
the dates that were entered on the original e-Leave Request.

Orginal Inclusive Leave Period to be charged

First: 04/19/2010  Last 04262010 Number of Days to be Charged: g
Inclusive Leawve Period to be charged
First: 04711952010 Last: 04/26/2010 NHumber of Days to be Charged:
CheckIn |

For the Check In, the Inclusive Leave Period to be charged

reflects the actual dates that will be charged.
Go to:

Figure 5-128-e-Leave Check In: Inclusive Leave Periods

Figure 5-129 illustrates the example of the original leave period being extended by several days.
The new return date in the Last field displays in red. The Number of Days to be Charged
displays larger than the other text and in purple. These indicate there was a change from the
original. What is listed in large purple text is the number of days that will actually be charged.
Verify that this is correct before clicking the Check In button.

orging  The Original Inclusive Leave Period to be charged reflects
Firsf the dates that were entered on the oriainal e-Leave Reauest. d: g

Inclusive Leave Period to be charged
First: 042772010 Last: 05092010 Number of Days to be Charged: 173
|
Changes to the return date for the e-Leave Request are
reflected in the Inclusive Leave Period to be charged fields.

Go to:
g-Leave Home e-Legve Inguiry

Figure 5-129—e-Leave Check In: Inclusive Leave Periods: Reflect Changes
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5.15 Reporting Leave from an Overseas Site

If the unit’s UIC (Location Code) indicates the Command is outside the continental United
States, including Alaska and Hawaii (OUTUS) and the member’s leave period is greater than 30
days, the FOR USE OUTUS ONLY fields are used.

5.15.1 e-Leave Request

To activate the overseas related fields (Figure 5-130) for data entry, the following conditions
must apply:

e Command is an OUTUS UIC
e Leave is greater than 30 days
e Yesisselected for Leaving Area of PERMDUTYSTA (Permanent Duty Station)

e Yes s selected for Taking Leave INCONUS (Inside the Continental United States)

e-Leave Request for OSC MARK ANTHONY Request Status:
ember's Information
1. Date of Request:  06/253/2010 2. Leave Control Number: Ja.Dept: ENG 3b. Division: NP5
4. SSN: SR80 5 5. Name: ANTHOMY MARK 6. Rank Rate: 05C
7. Ship/Station: FISCSI DUBAI 8. Duty Section: 2 '9. Duty Phone: 011-555-1212
*10a. As of 03/31)2009 Leave Balance was: 205 10b. Proj Balto EROS { 12/28/2012) 1325 “11. Leave Used This Fy: | 22
e-Leave Request Information
“12. Type of Leave: Ordinary Q *13. Primary Travel Mode: | Private Auto b
“14a. Leave Begin Date: | 0B/2002010 | +q4p, Begin Military Time: 0500 "15a. Leave Return Date: |07/2172010 | +45h, Return Military Time: 0500
16. Days Requested: 2 17. Authorized BAS []Meal Pass #: 19. Inclusive Leave Period to be Charged
18. Normal Work Schedule First: 06/20/2010 Last: 072002010
The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day Number of Days to be Charged: 31
Normal Working Hours Day of Departure Normal Working Hours Day of Return **In consideration of the Member's caompletion of a full warkday
’ 4 e (as defined in MILFERSMAMN, MAYFPERS 15560) on the days of
From: [0800 To: 1600 From:|0B00 | To:|1600 departure and return, the Inclusive Days shown are correct and
PR )

FOR USE OUTUS ONLY
I'—ef‘““ﬂ Area of PERMDUTYSTA: @Yesl( )No PERMDUTYSTA Departure Date; |05/20/2010 | PERMDUTYSTA Return Date; |07/20/2010 |

Designated Area Departure Date:| 06721720110 |3 Designated Area Return Dates | 0741972010 |3

Taking Leave INCONUS: Eves |O No CONUS Arrival Date: 0612212010 | CONUS Departure Date: 074182010 |

Figure 5-130—-e-Leave Request for (member): Overseas Reporting
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In the FOR USE OUTUS ONLY section, the date fields display the dates based on the entries
made in the Leave Begin Date field and the Leave Return Date field (Figure 5-131).

e-Leave Request for 0SC MARK ANTHONY Request Status:

1. Date of Request: (06/28/2010 2. Leave Control Number: 3a.Dept: EMNG 3b. Division: NPS

4. SSN: HOH-HHE-EB18 5. Name: ARTHOMNY, MARK 6. RankRate: [al=]ed

7. Ship/Station: FISCSI DUBAI 8. Duty Section: 2 *9. Duty Phone: 011-555-1312
“10a. As of 032731/2008 Leave Balance was: 205 10b. Proj Balto EAOS { 125282012k 1325 *11. Leave Used This FY: | 27

e-Leave Request Information

*12. Type of Leave: Grdinary Q *13. Primary Travel Modes | Private Auto hd
14a. Leave Begin Date: | 08/20/2010 Eq *14b. Begin Military Time: 0800 l15n. Leave Return Date: |07/721/2010 g *15h. Return Military Time:| 0800
16. Days Requested: 3 {7. Authorized BAS []Meal Pass #: 19. Inclusive Leaw Period to be Charged

18. Normal Work Schedule First: 08/20/2010 Last: 07/202010
The Day of Departure is a Normal Working Day X The Day of Return is a Normal Work Day Number of Days to be CONrged: 31

Mormal Working Hours Day of Departure rmal Working Hours Day of Return **In congideration of the MeMNber's completion of a full workday
g 4 i (as defined in MILPERSMAN, MSYPERS 18560) on the days of
From: |0300 To: 1600 From: 0800 |  To:|1600 departure and return, the Inclusi Days shown are carrect and

proper for charging as Leave.

FOR USE OUTUS ONLY

Leaving Area of PERMDUTYSTA: ©Yes CNo PERMDUTYSTA Departure Date; |08/20/2010 |5 PERMDUTYSTA Return Date: | 07/20:2010 |[5]

Designated Area Departure Dates | 06/21/2010 |3 Designated Area Return Date: | 074182010 |3

Taking Leave INCONUS: @Yes ONo CONUS Arrival Date: 06/22/2010 |5 CONUS Departure Date: 071182010 |[5)

Figure 5-131—-e-Leave Request for (member): Field Relationship

The date fields in the FOR USE OUTUS ONLY section (Figure 5-132) can be edited if needed
to reflect the actual leave conditions for the member.

FOR USE OUTUS ONLY

Leaving Area of PERMDUTYSTA: (©Yes ONoo PERMDUTYSTA Departure Date: |06/20/2010 Eﬂo PERMDUTYSTA Return Date: |[07/20/2010 |[&]

Designated Area Departure Date: | 06/21/2010 E‘Je Designated Area Return Date: |07/19/2010 |3

Taking Leave INCONUS: @ves ONo Q CONUS Arrival Date: 06222010 EUQ CONUS Departure Date: 071182010 [

Figure 5-132—e-Leave Request for (member): FOR USE OUTUS ONLY Section

1. Leaving Area of PERMDUTYSTA - Click Yes if the member is leaving his/her
Permanent Duty Station area. Click No if the member is not leaving the Permanent
Duty Station area.

2. Taking Leave INCONUS - Click Yes if the member is taking the leave INCONUS.
Click No if the member is not taking leave INCONUS. If yes, the remaining date fields
become active for data entry.

3. PERMDUTYSTA Departure Date — Verify the date and make any necessary
adjustments by clicking the Calendar icon and selecting the date.

4. PERMDUTYSTA Return Date — Verify the date and make any necessary adjustments
by clicking the Calendar icon and selecting the date.

5. Designated Area Departure Date — Verify the date and make any necessary
adjustments by clicking the Calendar icon and selecting the date.
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6. Designated Area Return Date — Verify the date and make any necessary adjustments
by clicking the Calendar icon and selecting the date.

NOTE: The values in the Designated Area fields are based on the duty station and not
the country.

7. CONUS Arrival Date — Verify the date and make any necessary adjustments by
clicking the Calendar icon and selecting the date.

8. CONUS Departure Date — Verify the date and make any necessary adjustments by
clicking the Calendar icon and selecting the date.

The entries made on the e-Leave Request documenting Overseas leave follow the same process
as all other recorded data for e-Leave. The Overseas fields reflect on the Check Out, Extension,
and Check In pages.
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5.15.2 Check Out from Overseas Location

Data entry for a Check Out from an overseas location is similar to checking out from a CONUS
location. The fields are the same and the data for the Check Out fields are the same. The fields in
the FOR OUTUS USE ONLY section (Figure 5-133) are active for update if necessary. The data
entry for these fields is the same as described in Section 5.15.1.

e-Leave Check Out/ Check In for MARK ANTHONY

SSN: 008815 Name: ANTHONY, MARK RankRate: OS5 Current DSC: 100

Begin Date: 0F/20/2010 Begin Time: 0800 Return Date: 07/21/2010  Return Time: 0800
The Day of Departure is a Normal Work Day The Day of Return is a Normal Work Day
Normal Woerking Hours Day of Departure Normal Working Hours Day of Return
From: 0300 To: 1600 From: 0300 To: 1600

e-Leawve Extension Request

Status: Mo Extension Request found

Expected Return Date; The Day of Expected Return is a Normal Work Day
Mormal Working Hours Day of Expected Return
Expected Return Time: From: To:
Checkout _______________________________ Qcheckn |
The Day of Check Out is a Normal Work Day The Day of Check In is a Normal Work Day
Normal Working Hours Day of Check Out Hormal Working Hours Day of Check In
‘From: (0700 “To: 1600 ‘From: ‘To:
Local Time Zone: a Local Time Zone:
Local Date: [ Local Date:
Local Time: Local Time:
System Time Zone: CET System Time Zone:
System Date: oyorzo10 System Date:
System Time: 1104 System Time:
Authorized by: Authorized By:

FOR USE OUTUS ONLY
Leaving Area of PERMDUTYSTA: @&ves () No

PERMDUTYSTA Departure Date: |05/20/2010 |[#] PERMDUTYSTA Return Date: | 07/20/2010 |
Taking Leave INCONUS: @ives ONo

Designated Area Departure Date: 06/2152010 Eﬂ Designated Area Return Date: |[07/19/2010 Eﬂ

CONUS Arrival Date: 062252010 Eﬂ CONUS Departure Date: oFraizon Eﬂ

Orginal Inclusive Leave Period to be charged

First: 06/20/2010  Last 07/20i2010 Number of Days to be Charged: 3
Inclusive Leawve Period to be charged
First: 062002010 Last: 072002010 Number of Days to be Charged: 31
Checkn
Go to: g-Leave Home e-Leave Inguiry

Figure 5-133—-e-Leave Check Out/Check In for (member): FOR USE OUTUS ONLY

For details about processing a Check Out and a description of each Check Out field, refer to
Section 5.12.
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5.15.3 Check In from Overseas Location

Data entry for a Check In from an overseas location is similar to checking in from a CONUS
location. The fields are the same and the data for the Check In fields are the same (Figure 5-134).
The fields in the FOR OUTUS USE ONLY section are active for update if necessary. The data
entry for these fields is the same as described in Section 5.15.1.

e-Leave Check Out/ Check In for MARK ANTHONY

SSN: 008815 Name: ANTHONY, MARK Rank/Rate: 0S5C Current DSC: 100

Begin Date: 06/20/2010 Begin Time: 0300 Return Date: 07/21/2010 Return Time: 0500
The Day of Departure is a Normal Work Day The Day of Return is a Mormal Work Day
Normal Working Hours Day of Departure Normal Working Hours Day of Return
From: 0200 To: 1600 From: 0800 To: 1600

e-L eave Extension Request
Status: Mo Extension Request found

Expected Return Date: The Day of Expected Return is a Normal Work Day
Normal Working Hours Day of Expected Return
Expected Return Time: From: To:
checkOWt .. Qcheckln |
The Day of Check Out is a Normal Work Day The Day of Check In is a Normal Work Day
Normal Working Hours Day of Check Out Normal Working Hours Day of Check In
‘From: To: *From: 0200 ‘To: 1600
Local Time Zone: Local Time Zone: Q
Local Date: Local Date: E]
Local Time: Local Time:
System Time Zone: CST System Time Zone: CST
Systemn Date: 062972010 System Date: o7 ozo10
System Time: 0100 System Time: 1054
Authorized by: Auto Check Out Authorized By: | CDR FRED SMITH-CLA

FOR USE OUTUS ONLY

Leaving Area of PERMDUTYSTA: &ves CNo

PERMDUTYSTA Departure Date: |0620/2010 |5 PERMDUTYSTA Return Date:  |07/20/2010 |
Taking Leave INCONUS: @ ves CNo

Designated Area Departure Date: |06/21/2010 |5 Designated Area Return Date: |07/9/2010 |[5]

CONUS Arrival Date: 062252010 @ CONUS Departure Date: oyrMarzon @

Orginal Inclusive Leawve Period to be charged

First: 06202010 Last 07/2002010 Number of Days to be Charged: 5
Inclusive Leave Period to be charged
First: 0QG/20/200 Last: 072002010 Number of Days to be Charged: 31
ChecklIn
Go to: g-Leave Home e-Leave [nouiry

Figure 5-134—e-Leave Check Out/Check In for (member): FOR USE OUTUS ONLY

For details about processing a Check In and a description of each Check In field, refer to

Section 5.14
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5.16 E-Leave Inquiry Log

The e-Leave Inquiry Log page provides details for the CLA about the status of leave transactions
for all members. It shows the Leave Control Number (LCN) generated for tracking purposes; the
message status; and error codes, if the transaction fails to post in the corporate database. The
LCN is created and associated with the e-Leave Request once the request is approved.

The CLA uses this log to monitor if the leave transaction passes, fails, or is in an interim status.
If the transaction fails; “Fail” displays in the Message Status column in red text and an error code
displays in the Error Code column. The CLA must take action on all failed transactions to
determine why they failed and what needs to be done to resubmit. Transactions with the Message
Status of “Interim” display in blue text. An error code describing the situation displays.
Determine the reason and if appropriate take action. Error codes and suggested actions are
developed by Defense Finance and Accounting Service (DFAS) and provided to Commands.
Appendix B provides a listing of error codes and recommended actions to support the e-Leave
process.

NOTE: Feedback on transactions is not immediate. The process runs during a pre-
determined timeframe, usually 2-3 days. Therefore, action is not
recommended until after five days to allow time for the transaction to recycle
and attempt to post. After the five days, check the error code action list to
determine what action is required. If the feedback is not received after 5 days,
research to determine if you should resubmit the transaction through Manage
e-Leave Transactions (Section 5.17).
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5.16.1 E-Leave Inquiry Log Page

After selecting e-Leave Inquiry Log link on the e-Leave Home menu (Figure 5-107); the e-Leave
Inquiry Log page (Figure 5-135) displays. The e-Leave Inquiry Log provides the following
information:

e L CN - System-generated Leave Control Number used to track the e-Leave Request from
Approval through the remaining process. This value is system assigned after the e-Leave

Request is approved. The CLA establishes this value for each UIC on the Dept/Div/Duty
Mass Setup page.

e SSN - System displays the member’s SSN.
e Name — System displays the member’s name.

e Begin Date/Time - System displays the leave start date and start time that was recorded
on the e-Leave Request or the Check Out page.

e Return Date/Time — System displays the leave end date and end time that was recorded
on the e-Leave Request or the Check In page.

e Request Status — System displays the current status of the e-Leave Request.

e Message Status — System displays the status of transactions.

o “Fail” (red text) — indicates the transaction failed to transmit or apply properly to
the member’s database record

0 “Pass” (green text) — indicates the transaction passed and the data applied
properly to the member’s database record

o0 “Interim (blue text) — indicates the transaction is recycling in an attempt to obtain
a status of “Pass”

o “Blank” — indicates the transaction is pending feedback

e Error Code — System displays the reason the transactions failed or are in an interim
status. Refer to Appendix B for error code details.

Columns can be sorted in ascending or descending order by clicking the column header.
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LCN
ADO00OZ
BFOOOO2

MNYaoo17

MVOO038
MYO0040
BFOOO01
MY00030
MYO0015
MNY00042
MY000232
V00018

SSN
HRH-BETT
HHH-8815

WR-ER-BETT

HOEN-8811
8811
WRE-RE-BE13
HO--8814
HOOEN-BE14
814
WRE-RA-BE14
FK-0-8815

e-Leave Inquiry Log

HName
BLAIR JOHMN MICHAEL
ANMTHOMNY MARK

BLAIR, JOHM MICHAEL

STEEL,JOHM

STEEL.JOHM

JOMNES ROMNALD
DOE, SAMAMTHA
DOE SAMANTHA
DOE SAMANTHA
DOE, SAMANTHA
ANTHOMNY MARK

Begin Date Time
052002010 1600
0B/20/2010 0800

12i3172008 0700

04/04/2010 0200
05/08/2010 0800
06f20/2010 0700
07/02/2010 0800
0452772010 0800
07M0/2010 0800
062272010 0800
04/33/2010 0800

Return Date Time

05/2272010 0730
072172010 0800

01/29/2010 1600

0471272010 0200
0520/2010 0800
0772172010 1600
07/07/2010 0800
05/05/2010 0200
0711352010 0800
06/25/2010 0800
04/28/2010 0800

Request Status
Checked In
Checked In

Pending Check Out
Approval

Canceled
Checked In
Checked In
Checked In
Auto Checked In
Checked In
Canceled
Checked In

Message Status
FAIL

PASS

FAIL

INTERIM

PASS
FAIL

Error Code View Tran{s)

SB.J

MHF

SBJ

View Tran(s)

Wiew Tran(s

Wiew Tran(s)

View Tranis)
Wiews Tranis)

Figure 5-135-e-Leave Inquiry Log

View Tran(s) — Click the View Tran(s) link to access a list of transactions associated
with this LCN. The e-Leave Transaction(s) Log page displays (Figure 5-136).
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5.16.2 E-Leave Transaction(s) Log Page

The e-Leave Transaction Log page (Figure 5-136) provides additional information about the
leave transaction.

e Transaction ID — System generated unique transaction identification number used to
track the transaction through NSIPS to the corporate system.

e TAC ID - Format identification or Transaction Identification (TAC ID) denoting the
type of leave transaction being submitted to Defense Joint Military Service-Active Duty
(DIMS-AC). TAC ID beginning with SB indicates that the transaction refers to a leave
transaction.

e First Day Charged — System displays the first date of charged leave.

e Last Day Charged — System displays the last date of charged leave.

e Days Charged — System calculates the total number of charged leave days to charge the
member’s record.

e Message Create Date-Time — System displays the system date and time when the
transaction message was created and recorded on the Transaction Log.

o Message Feedback Date-Time — System displays the system date and time when
feedback was provided for the transaction message.

e Message Status — System indicates if the transaction message has a status of Pass, Fail,
Interim, or pending feedback (blank).

e Error Code - For failed and interim messages, the system provides the error code
documenting the reason why the transaction Message Status is “Fail” or “Interim.” Refer
to Appendix B for error code details. Use the Manage e-Leave Transactions to reconcile
failed and interim transactions.

> NSIPS

=13

e-Leave Transaction(s) Log
Find | view sl | B First [0 10002 D Las

= il 'l L% dl '« Tild Al i | L3 il .

Transaction ID TACID Eirst Day LastDay Davs Mess"i_ e Create Mess’l_ e Feedback Wessane Error Code View Details
Charged Charged Charged DateTime Date Time Status

4559949001 SBO1  12014/2009 12121120089 FAIL SB.) “igw Details

4559950001 sp0s 0872002010 08/22/2010 3 082210 08/2310 FAIL SBJ Wiew Details

Go to: g-Leave Home

e-Leave Inguiry
e-Leave Inguiry Lag

Figure 5-136-e-Leave Transaction(s) Log

1. View Details — Click this link to view a read-only copy of the e-Leave Request.
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5.17 Manage E-Leave Transactions

The Manage e-Leave Transactions function provides the ability to monitor and manage leave
transactions.

5.17.1 Manage E-Leave Transactions — Find an Existing Value Page

Begin by selecting the Manage e-Leave Transactions link on the e-Leave Home menu
(Figure 5-137).

e-Leave Home

ﬂ ﬂ Dept/ Div i Duty Setup iﬁ ﬂ DeptiDiviShop/Duty Mass Setup
L] L]
%%ﬂ RevieweriApprover Mass Setup @%ﬁ_’ﬂ@ Member Profile Mass Setu
Civilian Profile Setup
< ﬂ Member DegtiDivDuty Setup B% | ber Profile Setu
15 Member Profle Setup
1]
=8
e-Leave Request 5 e-Leave Inguiry

e-Leave Bxtension Reguest e-Leave Check Outs CheckIn

ﬁ%%@

e-Leave Inguiry Lo

Manage e-Leave Transactions o

e-Leave Reports

=
& g-Leave RepartLog

g-Leave Address Report

e-Leave Repors

e-Leave Transaction Audit Report

#®

Figure 5-137—e-Leave Home: Manage e-Leave Transactions

1. Manage e-Leave Transactions — Click the Manage e-Leave Transactions link on the
e-Leave Home menu.

The Manage e-Leave Transactions: Find an Existing Value page (Figure 5-138) displays. This
page provides the search criteria to locate a single member’s record or a list of members’ record
to manage leave transactions through the leave process.
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Manage e-Leave Transactions
Enter any information you have and click Search. Leawve fields blank far a list of all walues.

| Find an Existing Value |

EmpliD: begins with ||

Name: hedging with

uIc: beging with + ||§3410 &}
Department: begins with (&} e
Division: heging with &'}

Begin Date: = w H

e-Leave Request Status: | = A4 A
Authorization Number: begins with

Search Clear | Basic Search Save Search Criteria

Figure 5-138—-Manage e-Leave Transactions: Find an Existing Value Page

2. Search Criteria Options — Enter or select the search criteria.

e EmplID, Name, and/or Authorization Number — Use any of the selection
options to display one member’s Manage e-Leave Transactions page.

e UIC, Department, Division, Begin Date, and/or e-Leave Request Status — Use
any of the selection options to display a list of members’ that match the criteria.

3. Search — Click the Search button to initiate the search of the database to locate the
member(s) record matching the identified selection criteria.
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5.17.2 E-Leave Transaction for (member)

The e-Leave Transaction for (member) page (Figure 5-139) allows the CLA to control the action
on individual leave transactions. It provides the ability to Start, Stop, Report, Correct, or Cancel
any leave transaction already originated via the e-Leave Request process. The data provided on
this page reflects the action that will be applied to the member’s leave account and impact the
member’s pay under certain circumstances.

oe-Leave Transaction for IC1 SUZETTE BROWN
SSN: :AH-KH-8B84 Name: BROWN SUZETTE Rank/Rate: |1 Current DSC: 100
|9!ﬂ)e of Leave: |[ordinary Q Q, Leave Control Number: 00014 e
|6 O start O stop © Orepont @ Correct C cancel
First Day Charged: 03022010 51 | ast Day Charged: |03/08i2010 |53 Days Charged: @) g
Days Excess Granted: Q o
E FOR USE OUTUS ONLY
Leaving Area of PERMDUTYSTA: Yes No e
PERMDUTYSTA Departure Date: PERMDUTYSTA Return Date:
Taking Leave INCONUS: Yes No
Designated Area Departure Date: Designated Area Return Date:
CONUS Arrival Date: CONUS Departure Date:
Go to: e-Leave Home e-Leave Inguiry
& save | ELReturn to Search | +[E Previous in List@JrEI Mext in List |

Figure 5-139-e-Leave Transaction for (member)
A. Member Demographics

This section (Figure 5-139) lists the member’s SSN, Name, Rank/Rate, and Current DSC.
Verify that this is the correct record.

B. Leave ldentifiers

The Leave Identifiers section (Figure 5-139) provides fields to identify the type of leave and
the Leave Control Number. This number provides the tracking number for the e-Leave
Request.

1. Type of Leave — Click the Lookup icon and select the appropriate leave type from the
drop-down list. Refer to Appendix C for a description of the various leave types.
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2. Leave Control Number — System generates the Leave Control Number that

corresponds to the e-Leave Request for this member. The number is issued once the
e-Leave Request is approved. Use this number to track the leave through the Check
Out/Check In process.

C. Transaction Actions

The Transaction Actions section (Figure 5-140) provides transaction action options for the
leave transaction. These actions relate to the Defense Finance and Account System (DFAS)
File Identification (FID) or Transaction Code Identification (TAC ID) of SBxx.

NOTE: Review the e-Leave Inquiry Log (Section 5.16) to verify the feedback on a

leave transaction before submitting another transaction for the same leave
period.

P &) Start O stop (3 ] ) Report ) Correct  cancel

Figure 5-140—e-Leave Transaction: Action Options Section

3. Action Options — Click the appropriate action option for the leave transaction.

Start — Use to report the start period of leave where the leave return date is in the
future. The e-Leave Request automatically generates the Start action based on the
leave begin date (for example — the start leave transaction failed while the
member is still on leave, resubmit the start leave). (SB01)

Stop — Use to close an open Appellate Leave (Leave Type = R) period ( a leave
period that was started but not stopped). In e-Leave this action is only used when
a member is on Appellate Leave and returns from leave before the Leave Return
Date originally recorded on the e-Leave Request (for example — a member on
Appellate Leave returns to command prior to expiration of the approved leave
period). (SB02)

Report — Use to report a completed period of leave where the leave return date is
equal to or less than the current date (for example —a member checked back in
early from a period of leave; or if the Start/SB01 failed and leave was not charged
use Report to correct the situation). (SB03)

Correct — Use to report the correction of a leave period that was previously
reported and posted to the member's Master Military Pay Account (MMPA) (for
example —a member took leave, but was charged for more or less days than they
actually used). (SB05)

Cancel — Use to cancel a period of leave that was erroneously reported and posted

to the member's MMPA (for example — a member charged for a period of leave
that was never taken). (SB06)

5-126 SG12FY1502



e-Leave User Guide July 2010

D. Leave Days Charged

This section (Figure 5-141) displays the actual dates for the first day and last day that are
charged for the leave period. Based on these actual leave charge dates the system calculates
the total number of charged days.

First Day Charged: 931'3&9'31'3 s | ast Day Charged: 931'3%'31'3 5 Days Charged: (6] 6

Days Excess Granted: 0

Figure 5-141-e-Leave Transaction: Leave Days Charged Section

4. Eirst Day Charged — Enter the date that reflects the first day of charged leave or click
the Calendar icon and select the date.

5. Last Day Charged — Enter the date that reflects the last day of charged leave or click
the Calendar icon and select the date.

6. Days Charged — System calculates the total number of charged leave days for the leave
period. This value is calculated based on working day status from the dates entered in
the First Day Charged date field and the Last Day Charged date field.

7. Days Excess Granted — Enter excess leave days needed to support this leave period.

NOTE: Excess leave is taking leave resulting in a minus leave balance. Days Excess
Granted-Excess Leave is leave granted in excess of earned leave and advance
leave when a member is not entitled to pay and allowances. A minus leave
balance is considered excess leave at the time of discharge, first extension of
an enlistment or separation from active duty, desertion, or death. The pay and
allowances received while on excess leave are checked from a member’s pay
account once the member returns from leave, or when excess leave is
determined. In those cases where a determination of amount days excess has
been made, days will be entered in this field; however it cannot exceed 60
days.
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FOR USE OUTUS ONLY

The FOR USE OUTUS ONLY section (Figure 5-142) displays details about taking leave
from an overseas site. If the UIC is an overseas UIC, data would reflect in these fields. For

details about the fields, refer to Section 5.19.

E FOR USE OUTUS ONLY

Leaving Area of PERMDUTYSTA: Yes No
PERMDUTYSTA Departure Date: PERMDUTYSTA Return Date:

Taking Leave INCONUS: Yeas No

Designated Area Departure Date: Designated Area Return Date:

CONUS Departure Date:

CONUS Arrival Date:

Figure 5-142—e-Leave Transaction: OUTUS Fields

F. Action Buttons and Icons

The bottom of the e-Leave Transaction for (member) page (Figure 5-143) provides the
Save button to record the entered data to the member’s database record.

Go to: e-Leave Inguiny

Bl save | SLReturnto Search | +[E Previous in List | +[E] MNewxt in List

e-Leave Harme

Figure 5-143—-e-Leave Transaction: Option Buttons

8. Save — Click the Save button to initiate the leave transaction option selected on this

page.
NOTE: Depending upon the state of the member’s leave request and the transaction
option selected, messages may display. Read and respond to the messages.

. Previous in List/Next in List — Click these buttons to view the next member’s record
in the list. The list is generated from using the UIC, Department, Division, Begin Date,
and e-Leave Request Status search criteria fields on the Manage e-Leave Transactions:

Find an Existing Value page (Figure 5- 138).
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5.18 [E-Leave Reports

To help manage the leave process within a Command, several programmed report formats are
established in e-Leave. The reports are generated by the CLA. At the time of this User Guide
publication, the following reports are available through e-Leave:

e e-Leave Report Log (Section 5.18.2)

e e-Leave Reports (Section 5.18.3)

e e-Leave Address Report (Section 5.18.4)

e e-Leave Transaction Audit Report (Section 5.18.5)

The steps to generate all e-Leave Reports are identical. The following list details a high-level
look at generating an e-Leave Report. The steps are:

1. Search for existing report criteria or create new report criteria

2. Update or establish report selection criteria (unique for each type of report)
3. Run the report selection criteria

4. Initiate the scheduling of the report (Process Scheduler)

5. View the report schedule through the Process Monitor

6. Verify the Report List

7. View report details

8. View the final report .PDF file

The steps are described in detail in Section 5.18.2.
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5.18.1  Accessing e-Leave Reports

As with all CLA functions, e-Leave Reports are accessed via the NSIPS Portal. Navigate to the
e-Leave Home menu (Figure 5-144).

e-Leave B EHR

e-Leave Home

ﬂ ﬂ Diept i Div [ Duty Setup iﬂg ﬂ DeptDivShop/Duty Mass Setup
S &
L] L]

PR

TS  Reviewsrifpprover Mass Setup @%ﬂ@ Member Profile Mass Setup

Civilian Profile Setup

ﬁ ﬂ Member DeptDiwDuty Setup
P

©

ember Profile Setup

@
=
= e-leave Reguest = %‘ a-Leave Inguiry
A g
EH
:]
‘EG") e-leave Extension Reguest e-Leave Check Qut/ CheckIn
Manage e-l eave Transactions %%’\_‘ e-l eave Inguiry Log

e-Leave Reports

=
% e-leave Report Log

e-leave Address Report

e-l eave Repotts

e-l eave Transaction Audit Report

#

Figure 5-144—e-Leave Home Menu: e-Leave Reports Section

E-Leave Reports comprise the third section on the e-Leave Home menu. The following sections
detail the specific search criteria and output for each report.
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5.18.2 E-Leave Reports: e-Leave Report Log

E-Leave tracks and records all approved e-Leave Requests using the Leave Control Number
(LCN). The e-Leave Report Log is an online version of the LCN Log. The e-Leave Report Log
can be generated as often as needed to track and monitor leave action within a Command.

Report generation begins by accessing an existing report search criteria or establishing a new
report criteria. On the e-Leave Home menu (Figure 5-145), select the e-Leave Report Log link.

e-Leave =]
e-Leave Home
ﬂ ﬂ Dept f Div s Duty Setup % ﬂ DeptiDiviShop/Duty Mass Setup
s ©
TLEE  Eeviewenapprover Mass Setu gﬁaﬂ@ Member Profile Mass Setu
Civilian Profile Setup

% ﬂ Member DeptDiwDuty Setug P lerber Profie Setun

Lt

L]
=
= e-Leave Reguest = %‘ e-Leave Inoguiry

AL o
©E 2 B

° e-Leave Extension Request B e-Leave Check OutiCheckin
% =l

Manade e-Leave Transactions @ e-Leave Inguiry Log
e-Leave Reporis
% e-Leave Report Lo o @ e-Leave Reports
g

e-Leave Address Report :@ e-Leave Transaction Audit Report

Figure 5-145—-e-Leave Home Menu: e-Leave Report Log

1. e-Leave Report Log - Click the e-Leave Report Log link. The Find an Existing Value
page displays.
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5.18.2.1 E-Leave Report Log: Find an Existing Value Page

After selecting e-Leave Report Log link on the e-Leave Home menu (Figure 5-145), the e-Leave
Report Log: Find an Existing Value page (Figure 5-146) displays. This page provides the search
criteria to locate an existing report using the report’s Run Control Identification (ID) number.
Use this option to retrieve existing report criteria.

e-Leave ReportLog
Enter any information you have and click Search. Leave fields blank for a list of all values.

[~ Find an Existing Value {__Add a MNew value

Search by: Run Control ID hegins with o

Search | advanced Search

Find an Existing value | Add 3 PMew Walue

Figure 5-146—-e-Leave Report Log: Find an Existing Value Page

1. Search by: Run Control ID begins with — Enter a partial or complete Run Control ID
for the report.

2. Search — Click the Search button to initiate the search. The e-Leave Report Log
Selection Criteria page displays (Figure 5-148).

NOTE: If you enter a partial value, a list matching the partial value displays. Select
the correct item from the list.

5.18.2.2 E-Leave Report Log: Add a New Value Page

The e-Leave Report Log: Add a New Value page (Figure 5-147) provides the ability to create
new report criteria. When creating a new report, enter a Run Control 1D value that will clearly
identify the report’s search criteria or results.

e-Leave Report Log

/ Find an Existing ¥alue | Add a New Value

Run Control ID: | CLA_Report_041910 e

3
Add

Find an Existing Walue | Add a Mew Value

Figure 5-147—e-Leave Report Log: Add a New Value Page

1. Add a New Value - Click the Add a New Value tab to access this page.
2. Run Control ID — Create a new Run Control ID and enter it into the field.

3. Add - Click the Add button. The e-Leave Report Log Selection Criteria page displays.
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5.18.2.3 E-Leave Report Log: Report Selection Criteria Page

The e-Leave Report Log: Report Selection Criteria page (Figure 5-148) displays the options for
report selection. If an existing report was selected; then the fields will contain data. Verify the
data and make any necessary changes. If a new report is being created; enter the appropriate data.

Run Controlllx:  CLA_REPORT_022010 EeportManager  Process Monitar Run |

e-Leave ReportLog

Report Selection Criteria A
Select All Select Ul Description
De-Salact Al 1 O 0831 2D MDIY FMF LNT
2 O 31484 NH CLJ 2F35G DT
3 O 31554 MNH CLJ MC UDET
4 O 40211 MHCLJFH CLDET
i F 40212 MH CHF FH CJ D
B 63410 MNAWMAC MILLINGTM
Department: Q
Approval Date Range Leave Control Number Range
From: 03192010 |5 74 (042002010 |[5) Division: Q From: To:
Report Display Option B
[Ipisplay SSN Group By UIC
Report Sort Option C
O By Department Division () By Begin Date (O By Leave Control Number
By Name (O By Return Date
B save Eb indd | Z UpdateDisplay

Figure 5-148-e-Leave Report Log: Report Selection Criteria Page
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A. Report Selection Criteria

The Report Selection Criteria section (Figure 5-149) provides selection criteria options.
Select or enter the appropriate data to support the type of report required. The selection
criteria can be saved to use the criteria again to generate another report. The criteria must be
saved before the report is run. Once the report is run all selection criteria values are deleted.

NOTE: The UICs listed in the Report Selection Criteria section depict all UICs
assigned to the CLA.

Run Control Il CLA_REPORT_022010 Eeport Manager  Process Monitor IR
e-Leave ReportLog
Report Selection Criteria A
‘, Select All Select uIc Description
E De-Selact Al 1 F 08321 2MD MDY FMF LMNT
2 L] 31484 MHCLI2FS5G DT
3 F 31854 MNH CLI MC L DET
4 O 40211 MNH CLJFH CLDET
L] O 40212 MNHCHP FH CJ D
B o 63410 MAVMAC MILLIMNGTM
Department: e Q
Approval Date Range Leawve Control Number Range e
From: 031962010 |5 7o |04i20r2010 5] Division: B Q From: To:

Figure 5-149—e-Leave Report Log: Report Selection Criteria Section

1. Select All — Click the Select All button to select all UICs listed in the Report Selection
Criteria section. A check mark displays in all checkboxes.

2. De-Select All — Click the De-Select All button to deselect all UICs. The select fields
will be blank. This allows for selecting the UICs individually.

3. Select — Click the checkbox next to each UIC required for the report. After selecting the
UIC, the Department and Division fields display.

4. Department — Enter the Department or click the Lookup icon and select the
Department from the drop-down list. Only one Department can be selected. Leave the
field blank if you want all Departments reflected in the report.

5. Division — Enter the Division or click the Lookup icon and select the Division from the
drop-down list. Only one Division can be selected. Leave the field blank if you want all
Divisions reflected in the report.

6. Approval Date Range — Enter the start date in the From field and the end date in the
To field to generate a report listing all e-Leave Requests approved within the date
range. This generates a report for a specific date range.

7. Leave Control Number Range — Enter the Leave Control Number range using the
From field as the start LCN range and the To field for the end LCN range. This
produces a report for a specific range of Leave Control Numbers.

5-134 SG12FY1502



e-Leave User Guide July 2010

B. Report Display Option

The Report Display Option section (Figure 5-150) determines what and how the report will
display. The report can display with or without SSN and can be grouped by UIC.

Report Display Option B
© Opisplay ssn Group By UIC
Report Sort Option C
@ ® By Department/Division ® Bv Begin Date Q By Leave Control Number
By Name ) By Return Date
Eﬂ@-’e S Add | UpdateDisplay |

Figure 5-150—e-Leave Report Log: Report Display Option and Report Sort Option Sections

8. Display SSN — Click the checkbox to have the report display the member’s SSN. If
SSNs are not needed for the report; leave this field blank. The default is to not display
the SSNs for Personal Identifiable Information (PII) purposes.

9. Group By UIC — Click the checkbox to have the report data grouped by UIC. If this is
not necessary; leave the field blank.

C. Report Sort Option

The Report Sort Option section (Figure 5-150) controls the way the report is sorted. Only one
selection can be made. The options are:

e By Department/Division

e By Name

e By Begin Date

e By Return Date

e By Leave Control Number

10. Report Sort Option — Click the appropriate radio button to select the method of sort
for the report.

11. Save — Click the Save button to save the report criteria for future use. This must be done
before the report is run.

Once saved, the report can be run. Return to the top of the e-Leave Log: Report Selection
Criteria page (Figure 5-151).
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Run Control ID:  CLA_REPORT_022010

e-Leave ReportLog
Report Selection Criteria A

Select All Select
De-Select All

EO0O0O0O0O

Approval Date Range
From: 03182010 ([ 1o [04/20/2010 |[5]

Eeport Manager  Process Monitor

Leave Control Number Range

uic Description

08321 2MD MDIY FMF LNT
31484 MH CLJ 2FSSG DT
31554 NH CLJ MC U DET
40211 MH CLJ FH CL DET
40212 NH CHF FHCJ D
63410 MNAVMAC MILLINGTM

Department: Q,

Division: Q

From:

Run

To:

Figure 5-151-e-Leave Report Log: Report Selection Criteria Page

12. Run - Click the Run button to initiate the search based on the criteria selected on this
page. The Process Scheduler Request page displays.
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5.18.2.4 Process Scheduler Request

The Process Scheduler Request page (Figure 5-152) provides the fields to schedule the report
and determine the type of format for the final product.

Process Scheduler Request
ser iD: €)) M108122445150003 Run Control ID: CLA_Report_na1910 @)
Qerver Mame: ENEN | runDate: 04192010 @) |E
Recurrence: Q *| Run Time: 1:14:16PM 6 Resetto Current Date/Time |
Time Zone: Q €3
Process List C
Select Description Process Name Process Type ‘Type 'Format Distribution
Command Leave Log CLADZRPT SQR Report Wieh w || PDF w | Distribution
9 | C@cel |

Figure 5-152—Process Scheduler Request

A. ldentification Data

This section (Figure 5-152) provides who requested the report (User 1D) and what report was
requested (Run Control ID).

1. User ID — System displays the User ID for the member who requested the report.

2. Run Control 1D — System displays the Run Control ID associated with the report
criteria selected on the Report Selection Criteria page. The Run Control ID was selected
or created on the Find an Existing Value/Add a New Value page. Verify that this is the

correct report to process.
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B. Schedule Request

This section (Figure 5-153) provides fields to determine where and when the report will run.
If it is a long report or will require an extensive search of the database; schedule the report to
run during off hours.

Server Name: _V Run Date: narorzaro @ |5

Recurrence: 6 * | Run Time: 1:14:16PM 6 Resetto Current DatefTime
Time Zone: QO o

Figure 5-153-Process Scheduler Request: Schedule Request Section

3. Server Name — Click the drop-down arrow and select the server. If the system is
connected to only one server, the field can be left blank.

4. Recurrence — Click the drop-down arrow and select a recurrence condition. Use this if
the report needs to run on a regular basis, for example daily, monthly, weekly, etc.

5. Time Zone — Click the Lookup icon and select the Time Zone the report is needed. The
system Time Zone is the location of the database where the report data will be
generated. It may not be the Time Zone of the local site requesting the report. The
system Time Zone is Central Standard Time (CST). If you need the report to run by a
specific time, be sure to set the correct Time Zone.

6. Run Date — Enter the date or click the Calendar icon and select the date that the report
will run. Use this field to schedule future reports. The date defaults to the current day.

7. Run Time — Enter the time for the report to run. The time defaults to the current system
time.

8. Reset to Current Date/Time — Click this button to reset the Run Date and Run Time
fields to the current system date and time.
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C. Process List

The Process List section (Figure 5-154) lists the requested report, identifies tracking values,
and the report format.

10.
11.

12.

13.

Process List C
Select Description Process Name Process Type ‘Type ‘Format Distribution
Command Leave Log CLADZRPT SQR Report Wiah ~ || FDF ~ | Distribution
9
Ok | Cancel |

Figure 5-154—-Process Scheduler Request: Process List Section
e Description — System displays the name of the type of report being generated.
e Process Name — System displays the name of the report.

e Process Type — System indicates the type of report being generated. In this
example, the report is a SQR Report.

e Distribution — System indicates how the report will be distributed based on the
Format. This is a PeopleSofte delivered feature.
Select — Click the checkbox for the report(s) to generate.
Type — System defaults to Web, which is the only Type available.

Format — Click the drop-down arrow and select the report format. System defaults to
PDF, which is the recommended format.

OK - Click OK to save the schedule and initiate the generation of the report. The
e-Leave Report Log: Report Selection Criteria page (Figure 5-155) displays with the
Process Instance number used to track the report.

Cancel - Click Cancel to delete the entered data. The e-Leave Report Log: Report
Selection Criteria page displays and the report is not generated.
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5.18.25 E-Leave Report Log: Process Instance

The e-Leave Report Log page re-displays with the Process Instance number listed at the top
(Figure 5-155). This indicates that the report has been scheduled. Use the Report Manager link to
view the schedule details and access the generated report.

e-Leave Report Log

Run Control ID:  CLA_Report_041810

Eeport Manager

Frocess Monitor

Run

| Frocess Instance:6036389 9

Report Selection Criteria

Select All Select uic Description
De-Selact Al 1 63410 MAYMAC MILLINGTMN
Department: Q
Approval Date Range Leave Control Number Range
From: | 03192010 |5 7o, 04/20:2010 |5 Division: From: To:
Report Display Option
[pisplay SSN Group By UIC

Report Sort Option

O By Name

@] By Department/Division

® By Begin Date

@] By Return Date

o] By Leawve Control Number

B save

E‘+Add| £ UpdateDisplay

Figure 5-155—e-Leave Report Log: Process Instance

1. Process Instance — System-generated number indicating the report was scheduled. Use

this value to track the report through the process.

2. Report Manager — Click the Report Manager link to access the Reports List page to

view the report.
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5.18.2.6 Report List Page

The Report List page (Figure 5-156) provides the ability to search the Report List section for
specific reports and to view the report once it is generated. System defaults to Operator reports;
which are the reports most commonly available to the CLA.

ReportList { SemerList |

(2 ]

“fiew Reports: | Operator  » o Process Type: ve Refresh B
Status: VB Last: | 1| |Days v o

Report List Custornize | Find | view &l | B8 First [0 4 or 1 [ Last
Process View

Process Name User Il Report Description Request DateTime Format Status Details
Instance Report
041192010 Acrobat ; "
CLADZRPT M108122445150003 6036389 Command Leave Log 141 5-05EM o pdf Posted Details Vlew|

Go backtoe-Leave Report Log

() Reash

Report List| Server List

Figure 5-156—Report List Page

A. Reports Filter
The Reports Filter section (Figure 5-156) provides fields to narrow the Report List.
1. View Reports — System defaults to Operator; which are the reports most commonly
available to the CLA.

2. Status — Click the drop-down arrow and select the report status type. This displays a list
of all reports matching that status.

3. Process Type — Click the drop-down arrow and select the type of report process for
example, SQR Report type. To obtain all requested reports leave blank.

4. Last — Enter a numeric value in the first field and select a value from the drop-down
arrow to determine how far in the past for the Report List. In this example, all reports
from one day ago or yesterday to the current date display.

5. Refresh — Click the Refresh button to adjust the Report List to match the identified
criteria entered in the Reports Filter section.
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B. Report List

The Report List section (Figure 5-157) lists all reports that match the selection criteria
recorded in the Reports filter section. This section contains the following system populated
data:

e Process Name — Reflects the name of the process obtained from the Process
Scheduler Request page.

e User ID — Reflects the name of the person initiating the report request.

e Process Instance — Reflects the Process Instance number assigned to the report
after the report was successfully run.

e Report Description — Reflects the name of the report as listed on the Process
Scheduler Request page.

e Request Date/Time — Reflects the date and time the report was requested as
listed on the Process Scheduler Request page.

e Format - Identifies the format in which the report will display. In most cases, the
default is a .pdf format. This reflects the selection made on the Process Scheduler
Request page.

e Status — Reflects the status of the report request. In this example, “Posted”
indicates that the report is ready for viewing.

ReportList B Customize | Eind [ iew &l | B8 First [ 4 o 1 [ Last
Process Name User ID Process Report Description Request Date Time Format Status Details View
Instance Report
041182010 Acrabat . 5
K |
CLADZRPT M108122445150003 BO36E389 Command Leave Log 115 05EM * ) Fosted Details Tew

Go hackto e-Leave Report Log

f:;Re;resh
Report List | ServerEst

Figure 5-157-Report List Page: Report List Section
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6.

10.

Details — Click the Details link to view the Report Detail page providing specific details
about the report request status. This is used to troubleshoot problems with report
generation.

View Report — Click the View Report button to view the final report. The Report Detail
page displays (Figure 5-158).

Refresh — Click the Refresh button to refresh the screen. If the listed report does not
have “Posted” as the Status; it means the system is still processing the report request.
The system will not automatically update this page once it is open; therefore, the
Refresh button refreshes the page with system-related updates. This may need to be
done several times before “Posted” reflects in the Status field.

Go back to e-Leave Report Log — Click this link to return to the e-Leave Report Log
(Figure 5-148).

Server List — Click the link (at the bottom of the page) to access the second page in this
group, the Server List page. This page displays a list of servers used to run reports. Use
this page to view where the requested report is being run; if more than one server exists.
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5.18.2.7 Report Detail Page

The View button under the View Report column on the Report List page (Figure 5-157) displays
the Report Detail page (Figure 5-158). This page provides the link to open the final report. In the
File List section, use the file name with the .PDF link. There are several sections to this page;
however, the only area that is important to the CLA is the File List section. This is where the
.PDF file link that opens the report is located.

Report Detail
Report 1D: 9842888 Process Instance: E036389 Message Log
Name: CLAODZRPT Process Type; S0R Repart
Run Status: Success

Command Leave Log

Distribution Node: MNEDB Expiration Date:
File List
Hame File Size {bytes) Datetime Created
SGR CLAOZRPT BO3IE3EY.1og 1,692 041192010 1:15:37.000000PM COT
cladZrpt EDBE389.PDF° 1,942 041192010 1:15:37.000000FPM COT
claf2rpt BO3E389.0ut 265 041192010 1:15:37.000000PM COT
Distribute To
Distribwtion 4,y gtion ID
1D Type
User MN108122445180003

K | Cancel | Refresh |

Figure 5-158-Report Detail

1. Name — Locate the report name with the extension .PDF. Click the link. The report
(Figure 5-159) displays. The PDF format of the report can be saved, printed, and
emailed.

Havy Standard Integrated Personnel System
COMMAND LEAVE LOG

Perscoal Data - Privacy Act of 1974 Run Date 04/1%972010
age Ho. 1 of 1

TUIC: 63410 HAVMAC MILLINGTH

LCH Hama Rank/Rata 53N Dept Div Approwve Datae Bagin Date/Time Roturn Date/Time TIC
BV Iy E IC1 XXX - ENG 04715 10 3/02/2010 D800 03 /08720 3410

XX-3Ba4d NFPE 03 2010 D200 &
MM1 -8 ENZ NPE 0O o4y 10 0aoo 2010 100 &
DCCE : NPE 0O o4y 10 Coaoo 10 D800 &
LCDR 3 NPE 04/ 5/03/2010 0800 O5/10/2010 0800 E3410

Figure 5-159-Sample e-Leave Report Log/Command Leave Log
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5.18.3

E-Leave Reports: E-Leave Reports

To help manage the leave process within a Command, several programmed report formats are
established in e-Leave Administration. The reports are generated by the CLA. Reports are
available for certain status within the e-Leave Request process. For example, reports are
available for:

e Pending Approval

e Currently Checked Out
e Late Check Out

e Late Check In

e Pending Check Out

e Pending Check In

An option exists to obtain all reports in one report identified as the Consolidated Report.

The steps to obtaining e-Leave Reports are identical to generating the e-Leave Report Log. The
steps are:

1.

7.

8.

Search for existing report criteria or create new report criteria (Sections 5.18.2.1 and
5.18.2.2)

Establish report selection criteria (Section 5.18.2.3)

Run the report selection criteria (Section 5.18.2.3)

Initiate the scheduling of the report (Process Scheduler) (Section 5.18.2.4)
View the report schedule through the Process Monitor (Section 5.18.2.5)
Verify the Report List (Section 5.18.2.6)

View report details (Section 5.18.2.7)

View the final report PDF file (Section 5.18.2.7)

Refer to the Sections listed for details on each step.

The main difference is in establishing the selection criteria.
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5.18.3.1 Accessing e-Leave Reports: e-Leave Reports Option

As with all CLA functions, e-Leave Reports are accessed via the NSIPS Portal. Navigate to the
e-Leave Home menu (Figure 5-160).

Report generation begins by accessing an existing report search criteria or establishing a new
report criteria. On the e-Leave Home menu (Figure 5-160), select the e-Leave Reports link.

e-Leave [~ ]

e-Leave Home

ﬂ ﬂ Dept/ Div i Duty Setup % ﬂ DeptDiviShopiDuty Mass Setup
AT
1] 1)
¢ s
BEE  Reviewsriporover ass Setup @%% Member Profile Mass Setu
Civilian Profile Setup
iﬁ Mernber De pDivDuty Setup P Mermber Profile Setup
L]
=
k &2 e-Leave Request 5 e-Leave Inguiry
=z}
[=:]
g e-Leave Extension Request El  e-Leave Check Outf Checkin

Manage e-Leave Transactions e-Leave Inguiry Log

%

e-Leave Reports

=
% e-Leave ReportLog

e-Leave Address Report

e-Leave Reports

e-Leave Transaction Audit Repart

i [

Figure 5-160—e-Leave Home Menu: e-Leave Reports
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5.18.3.2 E-Leave Reports: Report Selection Criteria

After completing the Find an Existing Value page (to access an existing report criteria) or Add a
New Value (creating a new report criteria); the e-Leave Reports: Report Selection Criteria page
(Figure 5-161) displays. This page displays the options for:

e Selecting the Report Type
e ldentifying the Report Selection Criteria
e Selecting the Report Display Option

e Establishing the Report Sort Option

If an existing report was selected; then the fields display the search criteria data associated with
the report. Verify the data and make any necessary changes. If a new report is being created,
enter the appropriate data.

The Consolidated Report option provides a report with all available e-Leave Request status
conditions. Click the Consolidated Report checkbox to select all checkboxes in the Report Type
section. This generates one report with all e-Leave Request status conditions. If individual
reports are needed, do not use the Consolidated Report checkbox. Use the individual checkboxes
for the specific e-Leave Request status conditions.

Run Control ID:  CLA_FullReport_041810 ReportManager  Process Monitor R

e-Leave Reports
Report Type A

- Selecting ‘Consolidated Report’ option will list all the
Consolidated Report sections shown below for the UIC(s) the current
Ol)el'ﬂlol has access to.

I Pending Approval [CiLate Check out [CIPending Check Out
] currently Checked Out [OLate Check In [JPending Check In
Report Selection Criteria B
Select All Select uIC Description
De-Select Al 1 653410 MAVRMAC MILLINGTM
Department Q Applies only to the Pending Approval Report

Date Range Mo action taken within the last 5 days
From EI B Division Q

Begin date within the next 10 days

Report Display Option C
[pisplay SSN [ Group By UIC

Report Sort Option )
@] By Department Division (@] By Begin Date

By Name By Return Date

B save [EYEE | UpdateDizplay

Figure 5-161—-e-Leave Reports: Report Criteria Page
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A. Reports Type

The Report Type section (Figure 5-162) provides the ability to generate one type of e-Leave
Request status condition or select the Consolidated Report option to generate a report will all

status conditions.

Run Control ID:  CLA_FullReport_041310 Eeport Manager
e-Leave Reports

Report Type A

Process Monitor

Run

. o Selecting 'Consclidated Report” option will list all the
[l Consolidated Report sections shown below for the UIC(s) the current
operator has access to.
O Pending Approval e [JLate Check Out O Pending Check Out
[CJcurrently Checked Out [JLate Check In [CJPending Check In
Report Selection Criteria B
e Select All Select Ui Description
Q De-Select Al 1 63410 PAVIAC MILLIMNGTMN
Departinent a Q Applies only to the Pending Approval Report
Diate Range e No action taken within the last 5 days
Division a Q
From B To & Begin date within the next 10 days

Report Display Option C

@EI Display SSN @EI Group By UIC

Report Sort Option

D
) By Department/Division ) By Begin Date

By Name ) By Return Date

Bl save i:'

[E 2ctdd | | Updiate Display

Figure 5-162—e-Leave Reports: Report Type Section

1. Message Banner — Review the message banner to obtain information about a

Consolidated Report.

Request status conditions.

Consolidated Report — Click this checkbox to generate one report for all e-Leave

Consolidated Report Selection Criteria — Click the checkbox(es) to generate

individual reports for each type of e-Leave Request status condition. More than one

checkbox can be selected. Select:

e Pending Approval

e Currently Checked Out
e Late Check Out

e Late Check In

e Pending Check Out

e Pending Check In
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B. Report Selection Criteria

The Report Selection Criteria section (Figure 5-163) provides selection criteria options.
Select or enter the appropriate data to support the type of report required. The UICs listed
reflect the UICs assigned to the CLA. Once the UIC is selected the Department and Division
fields display.

Report Selection Criteria B
" Select All Select uic Description

QDE_Sehm Al 1 63410 MAVIAC MILLINGTN
Department e a Applies only to the Pending Approval Report
Date Range 9 HNo action taken within the last 5 days
From El 1o [5] Division a Q @

Begin date within the next 10 days

Figure 5-163—e-Leave Reports: Report Selection Criteria Section
Select All — Click the Select All button to select all UIC listed in the Report Selection
Criteria section. A check mark displays in all checkboxes.

De-Select All — Click the De-Select All button to deselect all UICs. The select fields
will be blank. This allows for selecting the UICs individually.

Select — Click the checkbox next to each UIC required for the report.

7. Department — Enter the Department or click the Lookup icon and select the

10.

Department from the drop-down list. Only one Department can be selected.

Division — Enter the Division or click the Lookup icon and select the Division from the
drop-down list. Only one Division can be selected.

Date Range — Enter the start date in the From field and the end date in the To field to
generate a report listing all e-Leave Requests approved within the date range. This
generates a report for a specific date range.

Applies only to the Pending Approval Report — Provides the options to generate a
report for all e-Leave Requests that are in a pending approval status. Also provides
CLA's the ability to requests pending approval where for 5 days no action has been
taken and/or the Begin Date of leave is within the next 10 days. This allows the CLA a
quick way to see if the Reviewers and Approvers are performing their duties properly
and to anticipate the workload within the next 10 days. These fields are active only if
the Pending Approval option is selected in the Report Type section (Figure 5-162).
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C. Report Display Option

The Report Display Option section (Figure 5-164) determines what and how the report will
display. The report can display with or without SSN and can be grouped by UIC.

Report Display Option €

@]Display SSN @]Grouu ByUIC

Figure 5-164—e-Leave Reports: Report Display Option Section
11. Display SSN — Click the checkbox to have the report display the member’s SSN. If
SSNs are not needed for the report; leave this field blank.

12. Group By UIC — Click the checkbox to have the report data grouped by UIC. If this is
not necessary; leave the field blank.
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D. Report Sort Option

The Report Sort Option section (Figure 5-165) controls the way the report is sorted. Only one
selection can be made. The options are:

e By Department/Division
e By Name

e By Begin Date

e By Return Date

Report Sort Option D

@] By DepartmentDivision @ O By Begin Date

By Name () By Return Date

Bl save F:} B A | ] Update Display

Figure 5-165—-e-Leave Reports: Report Sort Option Section

13. Report Sort Option — Click the radio button to sort the report by Department/Division,
Name, Begin Date, or Return Date. Select only one option.

14. Save - Click the Save button to save the criteria. This stores the report criteria for future
use in running the same type of report. Be sure the filename reflects the type of report.

15. Run - Click the Run button (Figure 5-162) to initiate the search based on the criteria
selected on this page. The Process Scheduler Request page displays.

Continue following the steps to process the e-Leave Report as described in Sections 5.18.2.4
through 5.18.2.7. Once the report is generated it displays as shown in Figure 5-166. Refer to
Section 10.2 for a sample of the complete Command Leave Consolidated Report.

Havy Standard Integrated Persoonel System
COMMARD LEAVE OONSCLIDATED REPORT

Page Ho. 1 of
Panding Approwval Report

DIC: 63410 HAVMAC MILLINGTH

Rank/Rata 5N Hama Dept Div Requact Data Bagin Date/Time Return Date/Tima UIC

¥H1 KXX-XX-E310 BLAIR,EUEAN ANNAL ENG NEE 041572010 04,/12,/2010 0800 O4 /15,2010 D800 E3410
QeC XAX-XX-EE15 ANTHCOMY, MARE ENG REE a4/ 10 04/23/2010 0800 04 /2972010 DBOD E£3410
LCTR XAX-XX-E@E3 EMITH, FRED ENG NREE 04 /15,2010 05/24/2010 0800 OL/28/2010 DBOD E£3410

Perscnal Data - Privacy Act of 1974 RFun Date 041972010
1 of &

Figure 5-166-Sample Report/Command Leave Consolidated Report
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5.18.4

E-Leave Reports: e-Leave Address Report

The e-Leave Address Report provides a listing of all existing e-Leave Requests by address, state,
and country. This is used in emergency situations to quickly locate where personnel are located

on leave.

As with all e-Leave Reports, begin on the e-Leave Home menu (Figure 5-167) and select the

e-Leave Address Report link.

e-Leave
e-Leave Home
Setup)

ﬂ ﬂ Dept§ Div i Duty Setup

ﬁﬁ% ReviewerApprover Mass Setup

4 Civilian Profile Setup

°ﬂ Member DeptiDiwDuty Setup
I

% ® e-Leave Request

©E .

{e e-Leave Exiencion Reguest

=) Manage e-Leave Tranzaclions

e-Leave Reports

=
% g-Leave Report Log

e-Leave Address Report

CR ]
=

:

e

A

&

R
_lme

PR

o

.

[
&

DeptiDiShop/Duty Mass Setup

Member Profile Mass Setup

Mermber Prafile Setup

e-Leave Inouiry

e-Leave Check Outf Checklin

e-Leave Inguiry Log

e-Leave Reports

e-Leave Transaction Audit Report

B EE

Figure 5-167—e-Leave Home Menu: e-Leave Address Report Link

The steps to obtaining e-Leave Address Report are identical to generating the e-Leave Report

Log. The steps are:

1. Search for existing report criteria or create new report criteria (Section 5.18.2.1 and

5.18.2.2)

2. Establish report selection criteria (Section 5.18.2.3)

3. Run the report selection criteria (Section 5.18.2.3)

4. Initiate the scheduling of the report (Process Scheduler) (Section 5.18.2.4)

5. View the report schedule through the Process Monitor (Section 5.18.2.5)

6. Verify the Report List (Section 5.18.2.6)
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7. View report details (Section 5.18.2.7)

8. View the final report PDF file (Section 5.18.2.7)
Refer to the Sections listed for details on each step.
The main difference is in establishing the selection criteria.

5.18.4.1

After completing the Find an Existing Value page (to access an existing report criteria) or Add a
New Value (creating a new report criteria), the e-Leave Address Report Selection Criteria page
(Figure 5-168) displays. This page displays the options for displaying:

E-Leave Address Report: Report Selection Criteria

Country/State
Foreign Countries

All Leave Addresses

Run Control ID:  addressrptd?

Run

Eeport danager  Process Wonitor

e-Leave Address Report

Report Selection Criteria

Oan Foreign Countries

A

& Country/State Selection R0 G 6 R )]

‘Country

Customize | Find | ai
‘State

Q Selact All UIC Selection Customize | Find | view &l | B8 First 4] 12002 [ Last
Select uic Description
De-Select All
6—1 1 QD 48420 FISCSI DUBAI
2 | 53410 NAVMAC MILLINGTH

First [ 1-2 of 2 [¥] Last

O AllLeave Addresses | United States 6)\ | QJQ =l
|Austria —|Q 0|E|
Report Display Option B
e O Group By UIC O Display SSH Last 4 Digits

Report Sort Option C
e By Name

OBy Country

By State

B save
D

B Add | ] Update Display |

Figure 5-168—e-Leave Address Report: Report Selection Criteria Page

5
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A. Report Selection Criteria

The Report Selection Criteria section (Figure 5-169) provides selection criteria options.
Select or enter the appropriate data to support the type of report required. The UICs listed
reflect the UICs assigned to the CLA.

e-Leave Address Report
Report Selection Criteria A
Q Select All UIC Selection Customize | Find | View &)1 | B First (4] 1.2 of 2 [M] Last
Select uic Description
Q De-Select All
1 QD 49420 FISCSI DUBAI
2 | G3410 A RAC MILLIMNGTM
@ Country/State Selection (R (o G R L Custornize | Find | B8 First (4 1.2 or 2 ] L ast
) All Foreign Countries ~ Country State
O AllLeave Addresses | United States [5 e [ Yt =
Austria Q QEl

Figure 5-169—e-Leave Address Report: Report Selection Criteria Section
1. Select All — Click the Select All button to select all UIC listed in the Report Selection
Criteria section. A check mark displays in all checkboxes.

2. De-Select All — Click the De-Select All button to deselect all UICs. The select fields
will be blank. This allows for selecting the UICs individually.

3. Select — Click the checkbox next to each UIC required for the report.

4. Report Conditions — Select the radio button to generate a report with the following
conditions:

e Country/State Selection
e All Foreign Countries

e All Leave Addresses (both foreign and domestic)

NOTE: After selecting Country/State Selection, the Country field displays. If United
States is selected as the Country, the State field displays. Notice that for
Austria, the State field does not apply.

5. Country — Enter the Country name or click the Lookup icon and select the Country. If
United States is selected, the State field displays (Figure 5-169).

6. State — Enter the State or click the Lookup icon and select the State.

7. Add a Row/Delete a Row — Click the Add a Row icon (+) to add additional Country
search criteria. Click the Delete a Row icon (-) to delete a listed Country.
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B. Report Display Option

The Report Display Option section (Figure 5-170) determines what and how the report will
display. The report can be grouped by UIC and/or the last four digits of the SSN.

Report Display Option B
© Corowsyuc [Ipisplay SSN Last 4 Digits

Figure 5-170—e-Leave Address Report: Report Display Option Section

8. Group By UIC/Display SSN Last 4 Digits — Click the checkbox(es) to have the report
grouped by the UIC and/or by the member’s last four digits of the SSN. If SSNs are not
needed for the report; leave this field blank.

C. Report Sort Option

The Report Sort Option section (Figure 5-171) controls the way the report is sorted. Only one
selection can be made. The options are:

e By Name

e By Country

e By State

Report Sort Option C
Q (®) By Name ) By Country ) By State

& save ﬂ:)

Figure 5-171-e-Leave Address Report: Report Sort Option Section

9. Report Sort Option — Click the radio button to sort the report by Name, Country, or
State. Select only one option.

10. Save - Click the Save button to save the criteria. This stores the report criteria for future
use in running the same type of report. Be sure the filename reflects the type of report.

NOTE: If you want to save the report criteria, this must be done before the report is
run or the entered criteria will be deleted.
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To complete the selection criteria and set up the report generation conditions, return to the top of
the Report Criteria page (Figure 5-172) and click the Run button.

Run Control Il addressrpt07 Eeport anager  Process Monitor IR

e-Leave Address Report
Report Selection Criteria

Select All UIC Selection Customize | Find | View All | L First (4] 1.2 ot 2 [ Last
Select uic Description
De-Select All
1 O 49420 FISCSI DUBAI
2 O 63410 NAVMAC MILLINGTM

Custamize | Find | E First El 1-2 of 2 El Last

O All Foreign Countries  “Country ‘State
O ANl Leave Addresses  |United States Q Q =
Austria Q =
Report Display Option
O Group By UIC O Display SSN Last 4 Digits

Report Sort Option

O By Name O By Country O By State

Bl save B | Update Display |

Figure 5-172—e-Leave Address Report: Report Selection Criteria Page
11. Run - Click the Run button to initiate the search based on the criteria selected on this
page. The Process Scheduler Request page displays.

Continue following the steps to process the e-Leave Address Report as described in Sections
5.18.2.4 through 5.18.2.7. Once the report is generated it displays as shown in Figure 5-173.

Havy Standard Integratsd Peracnnzl Syst=m
E-LEAVE RADDREEE REPORT BHY UIC, COUNTRY
personal Data - Privacy Act of 1974 Fun Dats 07/21/2010
Page No. 1 of 1

TIC: £3410 MAVMAC MILLINCTH
Hamg Rarck/Rats Laave Datag Etraat ity Etats Country Primary Phona multi-address UIC
EBROWN, EUZETTE bt} 07/12/2010-07/22/2010 DIENEY WORLD ORLANDO FL uE SEE-E86-1212 Ko 63410

Figure 5-173—e-Leave Address Report: Sample Report
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5.18.5 E-Leave Reports: e-Leave Transaction Audit Report

The e-Leave Transaction Audit Report is a listing of feedback status for all transactions
submitted to DJMS. This is used to help identify transactions that may need further action to post
properly to the member’s account.

As with all e-Leave Reports, begin on the e-Leave Home menu (Figure 5-174) and select the
e-Leave Transaction Audit Report link.

e-Leave -]
e-Leave Home
Setup)

ﬂ ﬂ Dept s Div ! Duty Setup ﬁﬂt m DeptDivShop/Duty Mass Setup
if

& & & & &

BEE  ReviewenApprover Mass Setup ﬂ ﬂ Member Profile Mass Setup
LLER

4 Civilian Profile Setup

3 ﬂ Member DeptiDiwDuly Setug B Mamber Profile Sety
I Hedhe e SEn
L]
=
® e-Leave Request = gf' e-Leave Inouiry
A .
=
© . s
e-Leave Extension Request & e-Lleave Check Out/Checkin
Em =

.

=) Manage e-Leave Tranzaclions e-Leave Inguiry Log

e-Leave Reports
& g-Loave Report Log @ g-Loave Repotts
<
e-Leave Address Report @ e-Leave Transaction Audit Report

Figure 5-174—e-Leave Home Menu: e-Leave Transaction Audit Report Link

The steps to obtaining e-Leave Transaction Audit Report are identical to generating the e-Leave
Report Log. The steps are:

1. Search for existing report criteria or create new report criteria (Section 5.18.2.1 and
5.18.2.2)

2. Establish report selection criteria (Section 5.18.2.3)

3. Run the report selection criteria (Section 5.18.2.3)

4. Initiate the scheduling of the report (Process Scheduler) (Section 5.18.2.4)
5. View the report schedule through the Process Monitor (Section 5.18.2.5)

6. Verify the Report List (Section 5.18.2.6)
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7. View report details (Section 5.18.2.7)

8. View the final report PDF file (Section 5.18.2.7)
Refer to the Sections listed for details on each step.
The main difference is in establishing the selection criteria.

5.18.5.1 E-Leave Transaction Audit Report: Report Selection Criteria
After completing the Find an Existing Value page (to access an existing report criteria) or Add a

New Value (creating a new report criteria), the e-Leave Transaction Audit Report Selection
Criteria page (Figure 5-175) displays. This page displays the options for displaying:

e All Transactions

e Transactions with No Feedback
The e-Leave Transaction Audit Report pulls data by:

e Leave Control Number Range

e Transaction Create Date Range

e Feedback Date Range

Run Control ID:  ‘WesReport FeportManager  Process Monitor AR

e-Leave Transaction Audit Report

Report Selection Criteria A

Select Al i Custornize | Find | view Al | B8 First [ 4 o4 [ Last
Select uic Description
De-Select All
g 1 21297 CWMN T2 LINCOLN

(& All Transactions
 Transactions w/ No Feedback

Leave Control Number Range Transaction Create Date Range Feedback Date Range

From: To: From: IE To: ] From: E1 To: E

Report Display Option B

[Cpisplay SSN Last 4 Digits

Report Sort Option C
O By Leave Control Number (O Feedback Date
() Transaction Create Date ® By Name

B save

Figure 5-175-e-Leave Transaction Audit Report: Report Selection Criteria Page
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A. Report Selection Criteria

The Report Selection Criteria section (Figure 5-176) provides selection criteria options.
Select or enter the appropriate data to support the type of report required. The UICs listed
reflect the UICs assigned to the CLA.

Run Control I WesReport Beporttanager Process Monitor Run |

e-Leave Transaction Audit Report

Report Selection Criteria A

Q Select All i Custornize | Find | view Al | 38 First (404 ¢ 1 0] Last

FNEEm—— Select uic Description
e-Selec
Q—‘ 1 21297 CWM 72 LINCOLMN
() Al Transactions
Transactions w/No Feedback

Leave Control Number Rﬂngee Transaction Create Date Range Q Feedback Date Range 0
From: To: From: E To: 1] From: B To: [

Figure 5-176—e-Leave Transaction Audit Report: Report Selection Criteria Section
1. Select All — Click the Select All button to select all UIC listed in the Report Selection
Criteria section. A check mark displays in all checkboxes.

2. De-Select All — Click the De-Select All button to deselect all UICs. The select fields
will be blank. This allows for selecting the UICs individually.

3. Select — Click the checkbox next to each UIC required for the report.

4. All Transactions/Transactions w/No Feedback — Select the radio button to generate a
report with all transactions or just the transactions that do not have feedback.

5. Leave Control Number Range — Enter the number to begin the LCN range in the
From field and the ending LCN number in the To field. The report will list all
transactions in the LCN range.

6. Transaction Create Date Range — Enter the start date in the From field and the end
date in the To field to generate a report listing all transactions created within the date
range.

7. Eeedback Date Range — Enter the start date in the From field and the end date in the
To field to generate a report listing all transactions within a specific date range where
feedback was generated.

NOTE: At least one of the Range fields must be completed. The more fields
completed the narrower the search.
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B. Report Display Option

The Report Display Option section (Figure 5-177) determines what and how the report will
display. The report can display with or without the last four digits of the SSN.

Report Display Option B

w [l pisplay SSH Last 4 Digits

Figure 5-177—e-Leave Transaction Audit Report: Report Display Option Section

8. Display SSN Last 4 Digits — Click the checkbox to have the report display the
member’s last four digits of the SSN. If SSNs are not needed for the report; leave this
field blank.

C. Report Sort Option

The Report Sort Option section (Figure 5-178) controls the way the report is sorted. Only one
selection can be made. The options are:

e By Leave Control Number
e By Transaction Create Date
e By Feedback Date

e By Name
Report Sort Option C
Q () By Leave Control Number O Feedback Date
(C Transaction Create Date (*) By Name
Bl save m

Figure 5-178—e-Leave Transaction Audit Report: Report Sort Option Section

9. Report Sort Option — Click the radio button to sort the report by Leave Control
Number, Transaction Create Date, Feedback Date, or Name. Select only one option.

10. Save — Click the Save button to save the criteria. This stores the report criteria for future
use in running the same type of report. Be sure the filename reflects the type of report.

NOTE: If you want to save the report criteria, this must be done before the report is
run or the entered criteria will be deleted.
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To complete the selection criteria and set up the report generation conditions, return to the top of

the Report Criteria page (Figure 5-179) and click the Run button.

Run Control I ‘WesReport Report Manager  Process Monitor AR
e-Leave Transaction Audit Report
Report Selection Criteria A
Select Al UIC Selection Custorize | Find | View Al | B8 First [ 1 o1 1 (2] Last
Select UIc escription
De-Select All
g 1 21297 CWMN 72 LINCOLN
) ANl Transactions
O Transactions w/ No Feedback
Leave Control Number Range Transaction Create Date Range Feadback Date Range
From: | | To: | | From: | ||E‘j To: | |E‘j From: | ||E‘j To: | ||§J
Report Display Option B
[Ipisplay SSN Last 4 Digits
Report Sort Option C
O By Leave Control Number () Feedback Date
2 Transaction Create Date ® By Name
B save

Figure 5-179-e-Leave Transaction Audit Report: Report Selection Criteria Page

11. Run - Click the Run button to initiate the search based on the criteria selected on this

page. The Process Scheduler Request page displays.

Continue following the steps to process the e-Leave Transaction Audit Report as described in
Sections 5.18.2.4 through 5.18.2.7. Once the report is generated it displays as shown in

Figure 5-180.

Havy Standard Integrated Persomnel System
E-LEAVE TRANSACTION AUDIT REPORT BY UIC, CREATE DATE
TEANSACTION CREATE DATE FROM 01/22/2010 THROUGH 07/21/2010
Personal Data - Privacy Act of 1974 Run Date 07/21/2010
Page No. 1 of 1

TIC: £3410 MAVMAC MILLINGTH
LoW Hama Rank/Rats Inclusive Dates Tranmaction ID Trans Crsate Date Fesdback Date Status Errer Coda UIC
HVODD1S DOE, SRMANTEHR DocE 0 4E6ZSSTO0L 0z2/28/2010 RS 63410
KVODD1E CARE, KELLY NICOLE HC1 0 4662553001 63410

¥l 0 4664913001 63410

LCDR 0 4664923001 63410

osc 53410

N1 53410

REC 63410

DocE 63410

¥l 63410

1 63410

BHMCE 53410

MM 53410

LT 63410

Docs 63410

HCL 63410

BHMCE 53410

N1 53410

REC 63410

DoCE 53410

The Data Contained Herein Is Protected By The Privacy Aot Of 1374, All Measures Required To Protect This Report Should Be Taken.
Figure 5-180-e-Leave Transaction Audit Report: Sample Report
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5.19 Automatic Check Out/Check In

E-Leave will automatically check a member out on leave or in from leave under certain
conditions. The conditions are:

Check Out — If the member does not Check Out using the e-Leave Check Out/Check In
process and the Leave Begin Date is one day less than the system date; then the system
will automatically check the member out on leave.

Check In

— If the member returns from leave and does not Check In using the

e-Leave Check Out/Check In process; the system will automatically check the member
back in from leave when the e-Leave Return Date or the approved e-Leave Extension
Return Date is less than CST date minus 3 days.

NOTE:

If the member has a request Pending Extension Approval and the original
Leave Return Date is past the current date, the system will Not check the
member back in from leave. The system accepts the Expected Return Date
from the e-Leave Extension Request as the new Leave Return Date even if the
extension has not completed the approval process.

When you, as the CLA, or the member allows the system to perform automatic Check Out and/or
Check In the Request Status reflects “Auto Checked Out” or “Auto Checked In” as shown on the
Completed e-Leave Request(s) page (Figure 5-181).

Wvaoo41
MVO0043

WY00013

|

C=3)

]

e

£

Leave Control No.

mﬁ@

My e-Leave Request(s)

viewal | B8 First (1 1g o0 0 Last

Begin Date Return Date Days Charged Request Status View Details
0772472010 07i31/2010 7 Resubmitted Wiews Dedails
07/24/2010 07i31i2010 7 Auto Checked Out view Details
05/24/2010 05282010 Disapproved view Details
05/03/2010 0510i2010 7 Auto Checked In yiew Details
Completed e-Leave Request(s)
&-Leave Reguestis) pe Leave Control Number SSN Name Request Status View Details
NYD0012 HO04-X4-3885 KEILLIHER,ROBERT Auta Checked In 04119/2010 04262010 View Delails
NYDO013 HOEK0-B883 SMITH,FRED Autn Checked In 0403/2010 05M 2010 View Details
e-Leave Requesl(s) pel ypop14 FOOEHA-BE84 BROWN,SUZETTE Checked In 03/02/2010 03/08/2010  Yiew Details
NWOD015 HOCH0-8814 DOE,SAMANTHA AUto Chiecked m 04i27/2010 05052010 View Details
NYDOO'16 MO 4087 CARR,KELLY NICOLE Auta Checked In 04/06/2010 042172010 View Details
g Leave Requestis) pf M¥I0D17 5068810 BLAIR, SUSAR ANMNA Auta Checked In 04112/2010 04152010 View Delails
NYDO018 HOEHOGB815 ANTHORY, MARK Autn Checked In 04/23/2010 Da/292010  View Details
NYD0020 HHK6 4087 CARR,KELLY NICOLE Auta Checked In 06/10/2010 06112010 View Details
Saved e-Leave REAUES yyynngy WOOEEEATT  STEELJOHN fulg Ghecked 1o 04/04£2010 D41 22010 View Delails
NYD0022 HOCGE814 DOE,SAMANT Checked In 06122/2010 06252010 View Details
NYOD023 O HA- B85 "RUBERT Auto Checked In 0Bf30/2010 07/06/2010  Yiew Details

DisapprovediCancele

Fesubmied e-[eave Requesis

Completed e-l eave Reguestis

é e-Leave Inguiry Log

Go to: e-Leave Home

Figure 5-181-Illustration of Request Status: Auto Checked In
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The Request Status on the e-Leave Request will also indicate “Auto Checked Out” or “Auto
Checked In” (Figure 5-182).

e-Leave REqUESt IReques‘t Status: Auto Checked Out I
1. Date of Request: 07/14/2010 2. Leave Control Number: Ny00043 Ja.Dept:  ENG 3b. Division: MFS
4. SSN: Yo0-304-0083 5. Name: SMITHFRED 6. RankRate: LCOR

7. Ship/Station: MAYMAC MILLINGTN 8. Duty Section: 2 9. Duty Phone: 901-274-4649

Figure 5-182—-Illustration of Request Status: Auto Checked Out

To verify if your own personal e-Leave Requests were automatically checked out or in, access
My e-Leave Requests (Figure 5-183) via the e-Leave Inquiry feature.

e-Leave Home

AT ST ST ST
My e-Leave Request(s)
Leave Control No. Begin Date Return Date Days Charged Request Status View Details
MYOO0041 07r24r2010 o7ra1r2010 T Resubmitted Wiew Details
MY00043 07iz452010 0732010 T Auto Checked out <= Wiew Details
05/2412010 osr28r2010 Disapproved Wiew Details
MY00013 0540352010 05052010 Auto Checked In <z Wiew Details
ﬁ' ﬂ Mermnber DeptiDiviDuty Setup Member Profile Setup
2
e Lem
Q e-Leave Reguest e-Leave Inguiry

Figure 5-183-My e-Leave Request(s): Auto Checked Out and Auto Checked In items

It is important to ensure any changes to the Leave Begin Date are adjusted using the Re-submit
feature to ensure Auto Check Out begins the correct charging of leave. If the Leave Return Date

needs adjusting, complete the e-Leave Extension Request in a timely manner so Auto Check In
does not occur before the extension is requested.
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5.20 Additional Actions on a Member’s e-Leave Request

As the CLA there are two other actions you can take on a member’s e-Leave Request. These are:
e Cancelling e-Leave Requests
e Resubmitting e-Leave Requests

5.20.1 Cancelling e-Leave Requests

If the requested leave needs to be cancelled, the member and or CLA, on behalf of the member,
can be cancelled. After the Leave Control Number is assigned to an approved e-Leave Request;
it must be approved by the Approver and/or CLA after it is cancelled. The member can initiate
the cancellation and the Approver and/or CLA finalizes the cancellation process by approving
the cancellation request. The CLA can cancel the e-Leave Request without member action. If the
e-Leave Request does not have a Leave Control Number assigned, it does not go through the
approval process.

Access the e-Leave Request as described in Section 5.12 and use the Cancel e-Leave Request
button (Figure 5-184) at the bottom of the original e-Leave Request for (member) page.

e-Leave Request for DCCS SAMANTHA DOE Raqoest Statis: Approved

1. Date of Resquest: (7 202010 2. Leave Control Nambes: P0v00027 JaDept: ENO M. DpAsbon P
LSS W00k B A S Masmwe: DO, SAMANTHA 6wk Fate: DCCS
7, Ship Stateorc NAYMAC MILLINGTN B [ty Sectionc B, Duty Phosne: D01-8T4-484%

10a As of 03317010 Leawe Bakwce was: 700 100, Py of sl 10 EAOS | k00 11 Loave Used Thin IV 5

Figure 5-184—-Buttons for Cancellation and Resubmission

5.20.2 Resubmitting e-Leave Requests
If the member needs to make a change to the original e-Leave Request, it can be resubmitted
with the change. The CLA can resubmit the request on behalf of the member.

Access the e-Leave Request as described in Section 5.12, make the necessary changes, and use
the Re-Submit e-Leave button (Figure 5-184) at the bottom of the original e-Leave Request for
(member) page.
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5.21

Additional Information on the NSIPS Splash Page

The NSIPS Splash page (Figure 5-185) provides additional information to support both the
NSIPS application and e-Leave. On this page view updates and obtain online training and
instructional manuals.

B Navy Standard Inlegted Personnel System

System Status: Online Wednesday, July 7
DoD CAC Authentication User Information
» ESR Self-Service Login Instructions
» Civilian Employer Information (CEI) Login Instructions
r7|_0g0n » Create ESR View Only Account Instructions
Documentation & Training 6
System Access Authorization Request (SAAR) » ESR Self-Service Desk Guide
» New Users (NSIPS, ESR, CIMS, Web Ad Hoc) » ESR Freq ly Asked Questions (FAQ)
» ESR Self-Service (New Users)

* ERM S5AAR Validation (Supervisor)

[ Menu -

Coming Soon to NSIPS e - NRMS News: Q Web Adhoc News: @ ~
Command e-Leave, will antomate the The monthly data load for June 2010 data ESR Self-Service Report: Per the CNO |7
leave request process electronically. completed at 0200, 23 Fane 2010. A1 direction, active duty and reserve
(Mo paper leave chit). The Beta Test reports are available, Pel'sm_‘ml (less IBR).axe required to
is commpleted and went extremely well. esta]:!].\sh and maintain an ESR Se].f.' )
Planmed release to shore sites is T Service hecount. The goal of attaining
scheduled for 01 dug 2010, Watch for 100% participation canbe verified
fiature HAVADMIN: and messages b using the ESR Self Service Aecount v

NSIPS Mews B NEMS Mews B WebAdhoo News B

MSIPS Help Desk Contact Information: Toll Free: §77-589-5991, Comm: 504-697-5442, DSN: 647-5442, Fax: Comm:

504-697-3007/0342, DSN; 647-3007/0342, e-mail: Nsipshelpdesk @navy.mil
. : °| Help Desk -

For additional documentation on MSIPS/ESR/CIMS, visit the NSIPS/ESR web page on Nawvy Knowledge Online (NKO)
(Organizations & Comrmunities=0rganizations (Mavy & Marine Corps Organization)= Navy Standard Integrated

Fersonnel System (MSIPS))
HKD !

Figure 5-185-NSIPS Splash Page

The following provides a brief explanation of each additional section on the NSIPS Splash page,
that was not previously explained.

A. User Information/Documentation & Training

This section (Figure 5-185) provides links to access instructions and details Civilian
Employer Information, and Electronic Service Record (ESR) accounts and log in procedures.
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B. NSIPS News
This section (Figure 5-185) provides upcoming details about the NSIPS program.
C. NRMS News

This section (Figure 5-185) provides updates about the Navy Reserve Management System
(NRMS).

D. WebAdhoc News

This section (Figure 5-185) provides report information relating to NSIPS and ESR Self-
Service features.

E. Help Desk

This section (Figure 5-185) lists the phone numbers and email address if issues arise in
processing e-Leave.

F. NKO

Additional training and support for e-Leave is located on the Navy Knowledge Online
(NKO) network (Figure 5-185).
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Section Six—Military Reviewer and Watch Coordinator
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6. MILITARY REVIEWER AND WATCH COORDINATOR

To support the e-Leave Request process, the Command Leave Administrator (CLA) designates
who the military Reviewer and/or Watch Coordinator will be for a given UIC; then, assigns
specific members within the UIC to each Reviewer/Watch Coordinator.

The member creates the e-Leave Request and submits it for review. After the e-Leave Request is
created and submitted, the e-Leave Reviewer and/or Watch Coordinator accesses, reviews, and
recommends or not recommends the e-Leave Request. After recommended/not recommended by
the Reviewer, the request is accessed by the Approver for final disposition action. The
Reviewer/Watch Coordinator can only recommend/not recommend a member’s e-Leave
Request. They cannot cancel or approve e-Leave Requests.

This section focuses on the steps the Reviewer/Watch Coordinate must take to perform the duties
of Reviewer in terms of reviewing, recommending, or not recommending a member’s e-Leave
Request.

As a member you will create and monitor your own e-Leave Request via your Self-Service
account. Details about processing and monitoring your own e-Leave Request are described in
Section 8. Refer to this section for step-by-step instructions.

The Reviewer/Watch Coordinator accesses the member’s e-Leave Request via his/her
Self-Service account from the Navy Standard Integrated Personnel System (NSIPS) Portal.

When you access your Self-Service account, if you have e-Leave Request items to review a
message notification (Figure 6-1) displays indicating the number pending your recommendation.

Microsoft Internet Explorer, EJ

"'_., ¥ou have 1 e-Leave Request(s) pending your recommendation. (32200,97)
[ ]

Figure 6-1-Message Notification

NOTE: The Reviewer/Watch Coordinator creates his/her own e-Leave Request as a
member using the Self-Service account. Refer to Section 9 for instructional
details about completing the e-Leave Request, Check Out process, e-Leave
Extension Request, and Check In process as a member.
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6.1 Accessing e-Leave (Reviewer/Watch Coordinator)

The Reviewer/Watch Coordinator accesses e-Leave from his/her Self-Service account. The
process begins by accessing the NSIPS Portal.

6.1.1 Accessing the NSIPS Portal

In the Internet Explorer window, navigate to https://nsips.nmci.navy.mil/. The Security
Disclaimer page (Figure 6-2) displays.

SECURITY DISCLAIMER

You are accessing a U5, Government (USG) information system (15) that is provided
for USG-authorized use only, By using this IS, you consent to the following
conditions: The USG routingly monitors communications occurring on this 1S, and any
device attached to this IS, for purposes incuding, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and employee
misconduct, law enforcement, and counterintelligence investigations, &t any time, the
USG may inspect andfor seize data stored on this 1S and any device attached to this
IS, Communications occurring on or data stored an this IS, or any device attached to
this IS, are not private. They are subject to routine monitoring and search, Any
communications occurring on or data stored on this IS, or any device attached to this
15, may be disclosed or used for any USG-authorized purpose, Security protections
may be utilized on this IS to protect certain interests that are important to the USG,
For example, passwords, access cards, encryption or biometric access controls
provide security for the benefit of the USG. These protections are not provided for
your benefit or privacy and maybe modified or eliminated at the USG's discretion,

"The Data contained Herein is protected by the Privacy Act of 1974, All measures
required to protect this information should be taken.™

I have read and consent to the terms in the Security Disclaimer above
1,

Agree Q

Figure 6-2—Security Disclaimer

1. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

2. Agree — Click the Agree button. The NSIPS Splash page displays.
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6.1.2

NSIPS Splash Page Description

The NSIPS Splash page (Figure 6-3) provides links to access the SAAR form, view updates,
obtain online training and instructional manuals, and log into the NSIPS environment to access
the Self-Service account and e-Leave.

N

System Status: Online

- = oo —
Mawy Standard Integrated Personnel System

Wednesday, July 7

DoD CAC Authentication

L3 Logon Y

User Information

* ERM SAAR Validation (Supervisor)

System Access Authorization Request (SAAR)
** New Users [NS5IPS, ESR, CIMS, Web Ad Hoc)
» ESR Self-Service (New Users)

Documentation & Training
» ESR Self-service Desk Guide
* ESR Frequenty Asked Questions (FAQ)

* E5R Self-Service Login Instuctions
» Civilian Employer Information (CEI) Login Instructions
¥ Create ESR View Only Account Instructions

v

&)

] Menu

Coming Soon to NSIPS e

[

Command e-Leave, will mtornate the
leave request process electromically.

[Mo paper leave chit). The Beta Test

15 completed and went extramely well.
Planned release to shore sites s 0
scheduled for 01 Aug 20010, Watch for
future HAVADMIN: and messages

w
L MSIPS News [

_—

HRME News: Q

The monthly data load for Fne 2010 data
completed at 0200, 2% hne 2010, A7
reports are available.

MNRMS Mews

-

WebAdhoc News: e

ESE Self-Service Feport: Per the CHO
direction, active duty and reserve
personnel [less IEF) are requived to
establish and maintain an ESR Selff
Service Account. The goal of attaimng
100%% participation can be verified
using the ESE Self Service Account

[+

w

—|. Webadhoo News

|

504-697-3007/0342, DSN: 647-3007/0342, e-mail: Nsipshelpdesk @nawy .mil

NSIPS Help Deslk Contact Information: Toll Free: 877-589-5991, Comm: S04-69, 42, DEM: 647-544 2, Fax: Comm:

] Help Desk

.

Personnel System (NSIPS))

For additional documentation on NSIPS/ESRSCIMS, visit the MSIPS/ESR web pag
{Organizations & Communities =Organizations (Mavy & Marine Corps Organizati

Mawy Standard Integrated

@1 Mavy Knowledge Online (NKD)

[ NEC

-

Figure 6-3-NSIPS Splash Page

The following provides a brief explanation of each section on the NSIPS Splash page.

A. System Access Authorization Request (SAAR)

This section (Figure 6-3) provides the links to access the SAAR form to create and validate
e-Leave User Roles and User Accounts for both NSIPS access and Self-Service account
access.
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B. User Information/Documentation & Training

This section (Figure 6-3) provides links to access instructions and details Civilian Employer
Information, and Electronic Service Record (ESR) accounts and log in procedures.

C. NSIPS News

This section (Figure 6-3) provides upcoming details about the Navy Standard Integrated
Personnel System (NSIPS) program.

D. NRMS News

This section (Figure 6-3) provides updates about the Navy Reserve Management System
(NRMS).

E. WebAdhoc News

This section (Figure 6-3) provides report information relating to NSIPS and ESR Self-
Service features.

F. Help Desk

This section (Figure 6-3) lists the phone numbers and email address if issues arise in
processing e-Leave.

G. NKO

Additional training and support for e-Leave is located on the Navy Knowledge Online
(NKO) network (Figure 6-3).

H. Logon

Your Common Access Card (CAC) is required to access e-Leave. Use the Logon button
(Figure 6-4) to access your list of NSIPS application logons to access e-Leave via the NSIPS
application or Self-Service account.
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M

H Mavy Standard Integrated Personnel System

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
** E5R Self-Service Login Insbuctions
» Civilian Employer Information (CEI) Login InstuctHons

."_ha-‘\ LDgDn 3 »* Create ESR VWiew Only Account Instructions
Documentation & Training

» ESR Self-Service Desk Guide

*» E5SR Frequenty Asked Questions (FAQ)

System Access Authorization Request (SAAR)
¥ New Users (NSIPS, ESR, Web Ad Hoc)
» ESR Self-Service {(New Users)
* ERM $AAR Yalidation (Supervisor)

] Menu !
PLEASE MOTE: CAC Logon is mow PLEASE MOTE: CAC Logon is D PLEASE MOTE: CAC Logon is D
required. The userd and password now required. The userid and = now required. The userid and —
screens have been disabled. password screens have been password screens have been
disabled. disabled.
4 newr upgraded HEMS reporting The Tnit Conmmanders Finance Feport
environment has been deployed for the [TNCFE) is noar available under Fublic
Enlisted and PTS Voyager Eeports Folders--= HSIPS Web ADHOC, The
[Cubes). Please comvert wouar old D TCFE contains informnation for service D
I NSIPS News S [ NRMS News I L [ webAdhoc News B3 |

MNEIPS Help Desk Contact Information: Tall Free: 877-589-5991, Comm: 504-697-5442, DSM: 647-5442, Fax: Comm:
504-697-3007/034Z2, DSM: 647-3007/0342, e-mail: Nsipshelpdesk@nawy.mil
] Help Desk —

For additional documentation on NSIPS/ESRACIMS, visit the NSIPS/ESR web page on Mawy Knowledge Online (MKO)
{Crganizations & Communities=0Organizations (Mawvy & Marine Corps Organization)= Mawy Standard Integrated
Personnel Systemn (NSIPS))

{ NS —
Figure 6-4-NSIPS Splash Page
3. Logon — Click the Logon button. The NSIPS Account List page displays.
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6.1.3 NSIPS Account List Page

The NSIPS Account List page (Figure 6-5) displays all User Roles User IDs assigned to you.
The User Role was created using the System Access Authorization Request (SAAR) form
described in Section 3. During the SAAR process, the system-generated User ID was assigned.

System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99474, the Counterfeit Access Device and Computer Fraud and Abuse Act of 1984, mthorizes collection of this information.
The information will be used to verify that you are an athorized user of a Government automated information system (AIS) and ot to verify
your level of Governinent security clearance. A}tlmllull tllsclngllle of the information is velurtary, failure to provide the information may

impede or prevent the processing of your “Sys ion Access Request (SAAR)". Disclosure of records or the information
contained therein may be specifically discl) e “Blanket Rowtine Uses™ set forth at the beginning of the
DISA compilation of systems of records, p System generated ster, and the disclosures generally permitted under 5

Urer Profie e Frimarhct value from SAAR
process.

Operator Details

User ID: M102122445150004 |

Welcome ROBERTA HAZELBAKER

Ples Use to |0g0n to list below and click "Logon" to Logon
the e'LeaVe account below click here

UserID Admlr."Str.atlon Description
application.
(O Ming122¥45150003 Command Leave Administrator
| (3) N1O8122445150004 | Member Self Service

Figure 6-5-SAAR Generated User ID

If you have more than one NSIPS account; select the account that is associated with your
Self-Service account. It is listed as Member Self Service (Figure 6-6). E-Leave is accessed via
the Self-Service account.
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ROBERTA HAZELBAKER

Please select an Account from the list below and click "Logon" to Logon

If you do not see your account belaw dick here

& nios1z2445150004 Member Self Service

o

SECURITY DISCLAIMER

‘fou are accessing a LS, Government (USG) information systern (18] that is provided for USG-authorized use
only, By using this IS, you consent to the following conditions: The USG routinely monitors cornmunications
oceurring on this IS, and any device attached to this IS, for purposes incuding, but not limited to, penetration
testing, COMSEC rmonitaring, network defense, quality contral, and employee miscondudt, law enforcernent,
and counterintelligence investigations, At any time, the US4 may inspec andfor seize data stored on this IS
and any dewvice attached to this IS, Comrmmunications occurring on or data stored on this IS, or any device
attached to thiz IS, are not private. They are subject to routine ronitaring and search. Any cornrmunications
occurring on or data stored on this IS, or any device attached to this 15, may be disclosed or used for any
UgG-autharized purpose, Security protections may be utilized on this IS to protect certain interests that are
important to the USG. For example, passwords, access cards, encryption or bioretric access controls provide
secutity for the benefit of the USG, These protections are not provided for your benefit ar privacy and maybe
modified or eliminated at the US&'s discretion.

"The Data contained Herein is protected by the Privacy Act of 1974, All measures required to protect this
information should be taken."

I have read and consent to the terms in the Security Disclaimer above

Logon 6

Figure 6-6-NSIPS Account List Page

User ID - Click the User ID that corresponds to your Self-Service account (Member
Self Service).

Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

Logon - Click the Logon button. The ESR Home Page: Electronic Service Record
displays (Figure 6-7).
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> NSIPS

Personalize Content | Layout

Search:

®

[ My F avorites

[ Emplayee Self Service

— MEIPS Report Manager
— Change My Password

Help
ESR Home Page =2

Electronic Service Record

SSN: 338288811

ESR Self Service

Personal Information

Name: STEEL JOHMN

Review member address and
phone, martiage, and personal
information.

View Personal Information

Updlate memkber address,
phone, e-mail, emergency
contacts, religion, race,

ethinicity and civilan employer
information.

Update Personal Information

Training, Education, and
Gualifications

Reviewe member training,
education, and qualifications.

Performance

Revigwy member performance
information.

Wiew Parformance

e-Leave

Reguest, Reviewy, Submit,
Cancel Leave Reguest(s)

e-Leave

View Training, Education, and Gualifications

* 4]
]
o

s,

Rank/Rate: AEC

Professional History
Reviews member history of
assignments

‘iew Professional History

Create member competency seif
evaluation.

Update Competencies

PCS Travel

Update member PCS Travel
information

Update PCE Travel

Service Obligations and
Agreements

Review member service
obligations and agreements .

Wiew Service, Oblinations, and Agreements

Administrative Remarks

Review member administrative
remarks.

Wiew Administrative Remarks

Current DSC: 100

Figure 6-7- ERM: ESR Home Page: Electronic Service Record Page

The ESR Home Page: Electronic Service Record page has two sections, the left-side (Menu) is a
hierarchical display of application features. The right-side (ESR Home Page) provides icon links
to the application features. You can navigate to the features from either side of the page.

If your system presents only the left-side, you will need to customize the view. Refer to Section

6.1.4 for details. If your system looks like Figure 6-7, continue with Section 6.1.5.
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6.1.4 Customize ESR Home Page Menu Structure

When you access the Self-Service menu if it looks like Figure 6-8 and you would like to have the
icon links illustrated in Figure 6-7 for navigation; you will need to customize the menu structure.
The following steps detail customizing the menu.

N

Personalize Content | Layou
1

==X

Search:

| @
[> My Favarites

[ Employee Self Service

— NSIPS Report Manager

— Change My Password

Figure 6-8—- ERM Menu — No Icon Links

1. Content — Click the Contents link. The Personalized Content page (Figure 6-9)
displays.

Personalize Content

Welcome Message: | ERM

Simply checkthe items that you want to appear an your homepage.
Fememberto click "Save" when done.

Choose Pagelets:

Arrange Pagelets: Goto  Personalize Lavout

PeopleSoft Applications
Meny

L} QESF{ Horne Page
O Main Meny

& save) Return to Home

[=] Motify

Figure 6-9-Personalize Content Page

2. ESR Home Page — Click the ESR Home Page checkbox.

3. Save — Click the Save button. The ERM Menu page displays with the ESR Home Page
below the Menu section (Figure 6-10).

6-10 SG12FY1502



e-Leave Users Guide

July 2010

If you like this layout (Figure 6-10), no further action is needed. If you want the ESR Menu Page
to display to the right of the Menu; then, access the Layout feature.

FPersanalize Content | Layout
4

Search:

®
[+ My Favorites
[» Employee Self Serice
— MESIPS Report Manader
— Chanoe My Password

=X

ESR Home Page

Electronic Service Record

SSN: 38838811 Name: STEEL,JOHMN RankRate: AEC Current DSC: 100
ESR Self Service

Personal Information - Professional History

Reviesy member address and E [, Review member history of

phone, marriage, and personal QECR assignments

informatian

Yiew Persanal Infarmation

Update member address,
phone, e-mail, emergency
contacts, religion, race,

ethnicity and civilisn employer PCS Travel
informatiaon. i
Update Personal Information @}a Update member PCS Travel
i information.
Update PCS Travel
Training, Education, and Sence Obligations and
Qualifications Agreements

Review member training, \‘ Review member service
education, and gualifications:
“Wiews Training, Education, and Qualifications

=X

Wiew Professional History

Creste member competency self
evaluation.

Update Competencies

obligations and agreements
Wiew Service, Obligations, and Agreements

EITTEA S

Help

Figure 6-10-ERM Menu with ESR Home Page Below

4. Layout — Click the Layout link. The Personalized Layout page (Figure 6-11) displays.
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Personalize Layout

Basic Layout: O 2 columns ® 3 columns

?

Click arrows to move pagelets up and down ar into neighboring columns. Click "Delete Pagelat”
to remove the selected pagelet from wour portal home page. Remember to click "Save" when done.

Add Pagelets: Goto  Personalize Content

# = Required - fixed position pagelet
* = Required - moveahle pagelet

Left Column: Right Column:

henu --Mo Pagelets Selected-- --Mo Pagelets Selected--
ESR Home Page a

I

Delete Pagelet

& save) Return to Home

[=] matity

Figure 6-11-Personalized Layout Page: 3 Columns

5. Basic Layout: 2 Columns — Click the 2 columns radio button. The Personalized Layout

page redisplays with only two columns (Figure 6-12).
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Personalize Layout

Basic Layout: & 2 columns 3 columns

Click arrows to move pagelets up and down or inta neighboring calumns. Click"Delete Pagelet!
to remove the selected pagelet from your portal home page. Remember to click "Save" when done,

Add Pagelets: Goto  Personalize Content

# = Recuired - fixed position pagelet
* = Required - moveshle pagelet

Left Column: Right Column:

louy

o Hrrna Pano &
ESR Home Page @ 6

Delete Pagelet

&) save) Return to Home

[=] hatify

Figure 6-12—Personalized Layout Page: 2 Columns

6. ESR Home Page — Click ESR Home Page in the Left Column. The item highlights.

7. Right Arrow — Click the right arrow. ESR Home Page displays in the Right Column
(Figure 6-13).
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Personalize Layout

Basic Layout: & 2 columns

(03 columns

Add Pagelets: Goto

# = Reguired - fixed position pagelet
* = Required - moveable pagelet

Left Column:

Menu
ESR Home Page

Personalize Content

Click arrows to maove pagelets up and down of into neighboring columng. Click "Delete Pagelet'
to rermaove the selected pagelet fram your portal home page. Rememberta click"Save" when done.

aw

Celete Pagelet

[

Return to Harme

ﬁ Save
[=] thatity

Figure 6-13—-Personalized Layout Page: ESR Home Page in Right Column

8. Save - Click the Save button. The ERM:ESR Home Page displays with the menu in two

columns (Figure 6-14).

Seamrchi
@)

I My Favorites

' Employes Gaif Sanice

Chy

ESR Heme Page

Electronic Service Record

SSNE HUEEESEN1  Mame STEELJOHN
. Personal tamation

Training, L atican and
LTI MBS

= [————
b oSabon, ind queifcatons
i Trairing [dusation

Partaamanes

P, mpmien o Lamo s
st

Wigw Periomance
Lleme

Request, Rever, Submi,
Corcel Leave Reguestis)
elagvg

Wk Pt 450 e DSC: 100

Professional History

Creats member conpetency et

envauon
Undale Comaelencies

L PES Tl

Figure 6-14-EMR: ESR Home Page
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6.1.5

Accessing e-Leave Home Page

The ESR Home Page (Figure 6-15) provides links to access military and personal information
and a link to access e-Leave to process e-Leave Requests. The Reviewer/Watch Coordinator
accesses the e-Leave Home page from the ESR Home Page.

ESR Home Page

Electronic Service Record

SSN: gaggagond

ESR Self Service

Personal nformation

Review member address and
phone, marriage, and personal
information.

Yiew Personal Information

Upclste member address,

phone, e-mail, emergency
contacts, religion, race,

ethnicity and civilian employer
information.

Update Personal Infarmation

Training, Education, and
Oualifications

Review member training,
education, and gualificetions.

Name: BROVWH SUZETTE

Performance

Review member performance
information.

Wiew Performance

e-Leave

Reqguest, Review, Submit,
‘®u Cancel Leave Reguestis).

e-Leave o

Fo

Wiew Training, Education, and Gualifications

RankRate: [C1

Professional History

Review member histary of
agsignments
Wiew Professional History

Create member competency self
evalustion.

LUpdate Competencies

PCS Travel

Update member PCE Trawvel
information.

Update PCS Travel

Service Obligations and
Agreements

Review member service
obligations and agreements.
Wiew Service, Obligations, and Adreements

Curremt DSC: 100

Administrative Remarks

Review member administrative
remarks.
Wiew Administrative Remarks

Figure 6-15-ESR Home Page: Electronic Service Record

6-15

1. e-Leave — Click the e-Leave link to access the e-Leave Home page.

SG12FY1502



e-Leave Users Guide July 2010

6.2 E-Leave Home Page

The e-Leave Home page (Figure 6-16) consists of two areas. The left-hand side displays the
menu items in hierarchical structure. The right-hand side displays icons/links to access various
functions to support e-Leave. The links and process actions are determined by the SAAR form
and determined by what the CLA established for the Reviewer/Watch Coordinator. To learn
more about what the CLA did to establish the Reviewer/Watch Coordinator refer to Section 5.6.

> NSIPS m

g | eLeaveHome
[> My Favarites } SSN: XH-H04-8884  Name: BROWN,SUZETTE RankRate: |C1 Current DSC: 100
I Emplovee Self Service
= Electronic Service Record
b view
= Tasks -
ve-Leve m e-Leave Request Eﬁ' e-Leave Inguiry
— e-Leave Rome
— e-Leave Reguest @"
— e-Leave Inguiry =
:%” g-Leave Extension Request(s) g-Leave Check Qutf Check In
Hierarchal menu
structure Features displayed reflect the User Role
displays. @ﬁ My Profile and permissions set on the SAAR form
Selecting a Menu and identified by the CLA.
item displays the e
associated @ ESR Home Click these items to open pages for data
icons/links to the entry and action.
right.
-—Change by P assword

Figure 6-16—e-Leave Home Menu Structure
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Use the e-Leave Inquiry link on the e-Leave Home page (Figure 6-17) to access, process, and
manage e-Leave Requests for those members who are assigned to you, the military Reviewer

and/or Watch Coordinator.

From this page you can also create your own e-Leave Request using the e-Leave Request link.
You can also manage your own requests through the leave process using the e-Leave Inquiry,
e-Leave Extension Requests, e-Leave Check Out/Check In links.

e-Leave Home

QSSN: WRM-MM-BE84 Name: BROWMN SUZETTE Rank/Rate: |1 Curremt DSC: 100
(5 e Leave|
_ [ ]
Q e-Leave Reguest ﬁg g‘ e-Leave Inguiry
18|
©E . zf=
o e-Leave Extension Requestis) E g-Leave Check Qutf Check In
]

%y rraile

E

@‘ EER Home

[E]

Figure 6-17-e-Leave Home Page (Reviewer and Watch Coordinator)

A. Member Demographics

This section (Figure 6-17) displays the SSN, Name, Rank/Rate and Current Duty Status Code
(DSC) of the member logged in. In this example, the member is the Reviewer/Watch

Coordinator.

B. e-Leave

This section (Figure 6-18) provides the link to access the e-Leave Request form and links to
manage the e-Leave Request process for the Reviewer/Watch Coordinator. It provides the

ability for the Reviewer/Watch Coordinator to:

e Process his/her own personal e-Leave Request including initial creation, Check
Out, extension, and Check In

e Monitor his/her own e-Leave Request as it go through the review and approval
process
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e Perform the steps to recommend or not recommend a member’s e-Leave Request
for all members assigned to him/her

e-Leave Home

e SSN: X04-HH-5554 Name: BROWN SUZETTE Rank/Rate: |1 Curremt DSC: 100
(6 Y Leave|
_ [ 7]
% e-Leave Request §l) ﬁé B ol eave noui (2]
© ell=
e-Leave Extension Requestis) El e-Leave Check Out! CheckIn
LS =
L]
@ hity Profile e
ESE Home

Figure 6-18—e-Leave Home Page (Reviewer and Watch Coordinator)

1. e-Leave Request — Click this link to access the e-Leave Request form. The
Reviewer/Watch Coordinator uses this form to create his/her own e-Leave Request.

2. e-Leave Inquiry — Click this link to view the My e-Leave Requests/e-Leave Request
Pending my Recommendations page. The Reviewer/Watch Coordinator uses this link to
access his/her personal e-Leave Request to view the status and to review members’
e-Leave Requests pending recommendation. The Reviewer/Watch Coordinator will
recommend or not recommend a member’s leave request.

3. e-Leave Extension Request(s) — Click this link to view the status of your own e-Leave
Extension Requests.

4. e-Leave Check Out/Check In — Click this link to view the status of your own e-Leave
Check Out/Check In requests.

5. My Profile — Click this link to view your own profile. The Reviewer/Watch
Coordinator uses this link to view what roles the CLA has assigned to him/her. On this
page, he/she can also designate who the Reviewer/Watch Coordinator will be for his/her
own e-Leave Request. The Reviewer/Watch Coordinator cannot designate who the
Approver will be; only the CLA can assign Approvers.

6. ESR Home — Click this link to return to the ESR Home Page (Figure 6-15).
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For details about completing your own e-Leave Request, e-Leave Extension Request, and
e-Leave Check Out/Check In process, refer to Section 9.

The next section, Section 6.3, details the step the Reviewer/Watch Coordinate must take to
perform the Reviewer duties in terms of reviewing, recommending, or not recommending a
member’s e-Leave Request using the e-Leave Inquiry link on the e-Leave Home page.
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6.3 E-Leave Inquiry

After selecting e-Leave Inquiry from the e-Leave Home menu, the My e-Leave Request(s) page
(Figure 6-19) displays. This page is divided into two sections:

e My e-Leave Request(s)

e e-Leave Request(s) Pending my Recommendation
In the My e-Leave Request(s) section, the Reviewer/Watch Coordinator views a list of his/her
own e-Leave Requests providing the ability to monitor the status. Before starting leave, use this

list to verify that the leave request was approved.

The e-Leave Request(s) Pending my Recommendation Section provides a list of members’
e-Leave Request the Reviewer/Watch Coordinator is responsible for reviewing.

My e-Leave Request(s)
viewal | B First (12 o2 [ Last

Leave Control No. Beqin Date Return Date Days Charged Request Status View Details
MV00014 030212010 03082010 8 Checked In Wiew Details

05032010 05092010 B Saved for Later View&etails
e-Leave Request(s) Pending my Recommendation

Customize | Find | Wiew Al | # 1-3 of 3
SSN Name Begin Date Return Date Days Charged View Details
HOEHH-8810 BLAIR, SLISAN ANNA 041252010 04015/2010 3 Wiew Dietails
HRA-RA-B815 ANTHONY MARK 042372010 0452312010 [} Yiew Details
HAOHH-8883 SMITHFRED 05/24;2010 0562812010 4 Wiew Dietails
Go to: ESR Home
E-Leave Home @

Figure 6-19-e-Leave Inquiry: My e-Leave Request(s) Page
(Reviewer and Watch Coordinator)
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A. My e-Leave Request(s) Section

The My e-Leave Request(s) section (Figure 6-20) displays the Reviewer/Watch
Coordinator’s own personal e-Leave Requests.

My e-Leave Request(s)@
1 2

Leave Control No. Beqin Date Return Date Days Charged Request Status View Details

NY00014 03/02:2010 03/08r2010 8 Checked In Wiewy Details

05/0372010 05/09/2010 4 Saved for Later Wiew Details

Figure 6-20—-My e-Leave Request(s) Section

1. Leave Control No — System generates this number to track the e-Leave Request. The
Leave Control Number is assigned to the e-Leave Request once the leave is approved.

NOTE: The CLA creates the Leave Control Number (LCN) during the setup process.
A two digit alpha code is identified for the UIC. This comprises the first two
digits of the LCN. The remaining values represent the sequence numbering for
this e-Leave Request within the identified UIC.

2. Begin Date — System displays the start date of leave entered on the original e-Leave
Request.

3. Return Date — System displays the end date of leave entered on the original e-Leave
Request.

4. Days Charged — System displays the number of leave days charged based on working
day status for the Begin Date and Return Date recorded on the original e-Leave
Request.

5. Request Status — System displays the e-Leave Request status as it goes through the
leave process. This field indicates the current status of the e-Leave Request. For
example, Pending Review, Pending Approval, Approved, Disapproved, Cancelled,
Checked Out, Checked In, Extension Pending, etc.

6. View Details — Click this link to view the original e-Leave Request form that was
submitted.
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B. e-Leave Request(s) Pending my Recommendation Section

The e-Leave Request(s) Pending my Recommendation section (Figure 6-21) displays all
e-Leave Request that the Reviewer/Watch Coordinator is responsible for reviewing. E-Leave
Requests submitted by the member displays on this list. These requests are in a pending
status awaiting the review. The Reviewer/Watch Coordinator accesses each e-Leave Request

from this section using the View Details link and performs the required review action.
e-Leave Request(s) Pending my Recommendation €)
Custarnize | Find | Wiew All | i First E 1-3of 3 E Last
SSN Name Begin Date Return Date Days Charged View Details
HOE4-8810 BLAIR, SUSAN ANMA 04n 212010 0411472010 3 Wiew Details
HEA-AI G ANTHONY MARIK 047232010 04/28¢2010 4 “iew Details
HO{-H6-8883 SMITH,FRED DSIEgm 0572872010 4 Yiew Details
Go to: ESR Home @
a-Leave Home@

10.

11.

12.
13.
14.

Figure 6-21—e-Leave Request(s) Pending my Recommendation Section
SSN — System displays the SSN of the member who has requested the leave.
Name — System displays the name of the member who has requested the leave.
Begin Date — System displays the leave start date from the member’s e-Leave Request.
Return Date — System displays the leave end date from the member’s e-Leave Request.
Days Charged — System calculates the number of leave days charged based on working

day status for the Begin Date and Return Date recorded on the member’s original
e-Leave Request.

View Details — Click this link to view the member’s actual e-Leave Request form.
ESR Home - Click this link to return to the ESR Home Page (Figure 6-15).

e-Leave Home — Click this link to return to the e-Leave Home page (Figure 6-16).
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6.4 Reviewing a Member’s e-Leave Request

The Reviewer and/or Watch Coordinator is responsible for validating the content of the

member’s e-Leave Request and taking action to Recommend or Not Recommend the e-Leave
Request.

6.4.1 Accessing the Member’s E-Leave Request

After accessing the e-Leave Home page and selecting the e-Leave Inquiry link, the e-Leave
Request(s) Pending my Recommendation section (Figure 6-22) displays the e-Leave Requests to
review. Use the View Details link to access each member’s e-Leave Request to review and take
action on the request.

My e-Leave Request(s)

view sl | B8 First [ .2 002 [ Last
Leave Control No. Beqin Date Return Date Days Charged Request Status View Details
Y0001 4 035022010 03/08/2010 8 Checked In Wiew Details
08/022010 08/0%2010 B Saved for Later Wiew Details

e-Leave Request(s) Pending my Recommendation

Custornize | Find | view &l | B8 First [ 13005 [

SSN Hame Begin Date Return Date Days Charged View Details

HOEA-8810 BLAIR, SUSAN AMNMNA 04122010 04i15/2010 3 "Vlew Details

AR5 ANTHOMNY MARK 042312010 04/29/2010 G Wiew Details

H04-x4-8883 SMITH,FRED 0572452010 0542812010 4 Wiew Details
Go to: ESR Horme

e-Leave Home

Figure 6-22—e-Leave Request(s) Pending my Recommendation Section

1. View Details — Click the View Details link to open the member’s e-Leave Request. In
this example, the View Details for Blair, Susan Anna is selected.
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6.4.2 Reviewing the Member’s e-Leave Request

In this example, YN1 Susan Anna Blair’s e-Leave Request was selected. The original e-Leave
Request (Figure 6-23) opens. Refer to Section 9.5 for specific detail about each field on the
e-Leave Request. Notice that the e-Leave Request status is Pending Approval.

-

S Nsips
[iI»

e-Leave Request for YN1 SUSAN ANMNA BLAIR INw'm status: Fending Approval I

ember's Information

1. Date of Requast: 04/ 52010 . Lo Control Mt Ja. Dept:  ENG . Dhdsion:  NPS
4. 55N OG- BET0 5. Narme: HLAIR SUSAN ANMA 6. Rank Rate: v

7. Ship/Station: MAVMAC MILLIMGTN o, Dy Section: 2 o.My Plhone: S01-874-4649
‘100, As of 021 0iz010 Leave Balance was: 880 101 Froj Bal to EAOS ( koo 11, Leave Used This Fv:_s

Lemve Request Information
FOR USE OUTUS ONLY

12, Type of Leave:  Ordinary 15 Primary Travel Mode:  Frivate Auto
Leaving Area of PERMDUTYSTA
4@, Laave Begin Data: 20 T4, Bagin Military Time:
o oanzroo d ¥ osun Taking Learee INCONUS

158, Laave Return Date: 040152010 A5b. Retun Milary Time:  0s00

19. Inclusive Lemve Period to be Charged
16, Days Requested: 3 7. Ahonized BAS Meal Pass = Flrst: 0451 22010 Last: 04712010
18. Normal Work Schodule HNumber of Days 10 be Charged: 3

The Dy of Depanture is a Honmal Working Day The Dy of Return is o Nomal Work Dy

i congsideration of the Mo vompletion of
a full workday (as defined In MILFERSMAN,
NAVPERE 188600 on the days of departure and
return, the Inclusive
propaer for charging ay

ne
own are cormect and

Figure 6-23-e-Leave Request for (member)

As the Reviewer/Watch Coordinator, verify that the member is eligible to take the requested
leave and that the leave will not interfere with required duties. After the leave data is reviewed,
scroll to the bottom of the e-Leave Request (Figure 6-24).

Watch

Name . Recommendation Status Status Timestamp Comment
Coordinator

BROWN,SEUZETTE FPending

HAZELBAKER ROBERTA Pending

[Approver B

Name Approval Status Status Timestamp Comment

STEELJOHMN Pending

Reviewer's Comments  C

[

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
. Normal Working Hours Day of Expected Return
Expected Return Time:
From: To:
Recommend Mot Recommend e-Leave Inguiry Print

Go to: ESR Home
e-Leave Home

Figure 6-24—e-Leave Request for (member): Bottom Section

The bottom of the original e-Leave Request contains sections that identify who is responsible for
reviewing and approving the member’s e-Leave Request.
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A. Reviewer(s)

The Reviewer(s) section (Figure 6-25) displays the list of Reviewers and Watch Coordinator
identified by the CLA. The listed Reviewers are responsible for reviewing this member’s e-
Leave Request and determining if the request is recommended or not recommended. The
section also provides the following information:

e Watch Coordinator — indicates that the Reviewer is identified as the member’s
Watch Coordinator when the checkbox is selected

e Recommendation Status — indicates the status of the e-Leave Request; in this
example the request is in a “Pending” status

e Status Timestamp — reflects the date and time the e-Leave Request was
recommended or not recommended by the Reviewer/Watch Coordinator

e Comment — reflects any comments entered on the e-Leave Request by the
Reviewer/Watch Coordinator; provides the member with information as to why
the request was not recommended

Reviewer(s) A
Watch - )

Name ) Recommendation Status Status Timestamp Comment
Coordinator

BROWN, SUZETTE Pending

HAZELBAKER ROBERTA Pending

Approver B

Name Approval Status Status Timestamp Comment

STEEL,JOHMN Pending

Figure 6-25—e-Leave Request for (member): Reviewer(s) and Approver Sections
B. Approver

The Approver section (Figure 6-25) displays the list of Approvers identified by the CLA. The
listed Approvers are responsible for approving this member’s e-Leave Requests. The section
also provides the Approval Status, Status Timestamp, and any Comments entered on the
original e-Leave Request by the Approver.

C. Reviewer’s Comments
The Reviewer’s Comments section (Figure 6-26) allows for free-form text providing details

about the e-Leave Request. Comments are required if the leave is not recommended.
Comments are optional if the leave is recommended.
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Name Watcl! Recommendation Status Status Timestamp Comment
Coordinator

BROWN SUZETTE Fending

HAFELBAKER,ROBERTA Pending
Approwver B
Name Approval Status Status Timestamp Comment
STEEL,JOHN Pending
Reviewer's Comments  C
e-L eave Extension Request D

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:

_ Normal Working Hours Day of Expected Return
Expected Return Time:
From: To:
Recammend | Mot Recommend | e-Leave Inguiry Print

Go to: ESR Home
e-Leave Home

Figure 6-26—e-Leave Request for (member): Reviewer’s Action

1. Reviewer’s Comments — Enter appropriate comments for the e-Leave Request.
Comments are required if the leave is not recommended. Use the Spell Check icon to
check the spelling of the entered text.

D. e-Leave Extension Request

If the member requested an extension the request is completed on the e-Leave Extension
Request page. The data entered on that page reflects in the e-Leave Extension Request
section (Figure 6-26) of the original e-Leave Request.

2. Recommend - Click the Recommend button to accept the member’s leave request. A
confirmation message (Figure 6-27).displays indicating the Approver.

e-Leave Request recommendation of recommend has been forward to AEC JOHN STEEL for approval. Click on the e-
Leave Inquiry link to view other e-Leave Request pending your recommendation.

e-Leave Inguiry s

Go to: ESR Home
e-Leave Home

Figure 6-27-Recommend Confirmation Message

The message indicates who will receive the request next for approval and instructions to return to
the e-Leave Inquiry feature to continue processing e-Leave Requests.
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3. Not Recommend — Click the Not Recommend button if you do not recommend the
approval of the member’s leave request. A not recommended confirmation
message(Figure 6-28) displays.

e-Leave Request recommendation of not recommend has been forward to AEC JOHN STEEL for approval. Click on the e-
Leave Inquiry link to view other e-Leave Request pending your recommendation.

gleave Inouiry <

Go to: ESR Home
e-Leave Home

Figure 6-28-Not Recommend Confirmation Message

The message indicates the Approver for the request and instructions to return to the e-Leave
Inquiry feature to continue processing e-Leave Requests.

The following explains the additional actions buttons located at the bottom of the e-Leave
Request page (Figure 6-29).

Recommend Mot Recommend e-Leave Inguiry Print

Go to: ESR Horme
e-Leave Home

Figure 6-29—-Additional Action Buttons

4. Print - Click the Print button to print a copy of this e-Leave Request. The
NAVCOMPT Form 3065 prints with the data recorded on this e-Leave Request.

5. e-Leave Inquiry — Click the e-Leave Inquiry button to return to the My e-Leave
Request(s) page (Figure 6-22). If this is selected before Recommend or Not
Recommend buttons are selected the e-Leave will remain in a “Pending” status.

Continue processing all listed e-Leave Requests. It is recommended that you check this link
periodically during the day to ensure a timely review of all members’ e-Leave Requests.
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6.5 Popup and Email Notifications

There are two ways in which you will be notified that e-Leave Requests are pending your
recommendation. The pop-up notification message (Figure6-30) that displays when you access
your Self-Service account and an e-mail notification that is sent to the email address on file for

you in the NSIPS database.

»r ERM

> NSIPS B
Personalize Content | Layout

S EI § ESR Home Page

Electronic Service Record

SSN: 228288810 Name: BLAIR,SUSAN AMNMA RankRate: N1 Current DSC: 100

[* Employee Self Service
~ NSIPS Report Manager,
Change My Password

Microsoft Internet Explorer,

’E You have 1 e-Leave Requesk(s) pending wour recommendation. (32200,97)
L

Service Obligations and

Th,  Agreements
Review member service:

chiligations and sgresments.
Vigw Senice, O

Training, Education, and
Gualifications

Review member training,

education, and qualifications.

Wigw Trainin ign, an and Agr

Iification:

Figure 6-30—Popup Notification

When the CLA identified you as a Reviewer/Watch Coordinator, the Receive e-mail notification
option was selected. If you do not want to receive email notifications each time an e-Leave
Request is pending your recommendation, access the My Profile page (Figure 6-32) and deselect
the e-mail notification checkbox. To access My Profile, navigate to the e-Leave Home page

(Figure 6-31).

e-Leave Home

SSN: HO04H-8884  Mame: BROWN SUZETTE RankRate: |C1 Current DSC: 100

-

E2
e-Leave Reguest

o]
@

=
e-Leave Extension Regquestis : e-Leave Check Outf Check In

My Prnﬂleo

Bs| (| £

ESR Home

Figure 6-31-e-Leave Home: My Profile Link

1. My Profile — Click the My Profile link. The My Profile page (Figure 6-32) displays.
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Email Address: |Uzetie. brawn@navy. mil

My Profile
SSMN: 00008884 Name: BROWN, SUZETTE RankRate: |1 Current DSC: 100
lember Profile
mc: 63410 MAVMAC MILLINGTH
Department:  ENG EMG
Division: MNPE MNPE
Dty Section: 2 Duty Section 2
| Reviewer { Watch Coordinator | Authorized for Self Check Out/Check In Receive e-mail notification(s)
Approver Exempt from Duty
Reviewer(s)
Order Military Reviewer Civilian Reviewer RankRate UIC Watch Coordinator  Inactive
Ll |@, [HazELBAKERROBERTA QL CIv 63410 O =l
Approver(s)
Order Military Approver Civilian Approver RankRate UIC Primary Approver
1 BEADLE,JAMES OMEAL ASC 44331
1 JONES THOMAS CIv 63410

Go to: ESR Home @

e-Leave Home Address & Phone

B save | ELReturn to Search |

Figure 6-32-My Profile Page

2. Receive e-mail notification(s) — Click the checkbox to deselect it.
3. Save - Click the Save button.

You will no longer receive e-mail notifications when a member submits an e-Leave Request for

you to recommend/not recommend.
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Section Seven—Military Approver
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7. MILITARY APPROVER

The e-Leave Approver Role User supports e-Leave Request processing as part of the e-Leave
application. To support the e-Leave Request process, the Command Leave Administrator (CLA)
designates who the Approvers will be for a given UIC; then assigns specific members within the
UIC to each Approver.

The e-Leave review process begins when the member creates the e-Leave Request and submits it
for review. After the Reviewer/Watch Coordinator reviews and recommends/not recommends
the member’s e-Leave Request, the Approver takes final disposition action on the member’s
e-Leave Request. The Approver can approve, disapprove, or cancel the member’s e-Leave
Request. The Approver has the authority to approve/disapprove a member’s e-Leave Request
without Reviewer action.

As an Approver, you access the member’s e-Leave Request via your Self-Service account. This
section, Section 7, details the step-by-step instructions to perform the tasks associated with the e-
Leave Approver.

When you access your Self-Service account, if you have e-Leave Request items to approve a
message notification (Figure 7-1) displays indicating the number pending your approval.

Microsoft Internet Explorer, E|

'E You have 2 e-Leave Requestis) pending wour approval, (32200,97)
[

Figure 7-1-Message Notification

NOTE: The Approver creates his/her own e-Leave Request as a member using the
Self-Service account. Refer to Section 9 for instructional details about
completing the e-Leave Request, Check Out process, e-Leave Extension
Request, and Check In process as a member.
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7.1 Accessing e-Leave (Approver)

The Approver accesses the e-Leave application from his/her Self-Service account. The process
begins by accessing the NSIPS Portal.

7.1.1 Accessing the NSIPS Portal

In the Internet Explorer window, navigate to https://nsips.nmci.navy.mil/. The Security
Disclaimer page (Figure 7-2) displays.

SECURITY DISCLAIMER

You are accessing a U.S, Government (USG) information system (15) that is provided
for USG-authorized use only. By using this IS, you consent to the following
conditions: The USG routinely monitors cormmunications occurring on this 1S, and any
device attached to this IS, for purposes including, buk not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and employee
misconduck, law enforcerment, and counterintelligence investigations. At any time, the
USG may inspect and/for seize data stored on this 1S and any device attached to this
IS, Cormmunications occurring on or data stored on this IS, or any device attached to
this 15, are not private. They are subject to routine monitoring and search. Any
communications occurring on or data stored on this 15, or any device attached to this
15, may be disclosed ar used for any USG-authorized purpose. Security protections
may be utilized on this IS to protect certain interests that are important to the USG,
For example, passwords, access cards, encryption or biometric access controls
provide security for the benefit of the LUSG. These protections are not provided for
yvour benefit or privacy and maybe modified or eliminated at the USG's discretion.

"The Data contained Herein is protected by the Privacy Act of 1974, aAll measures
required to protect this information should be taken.”

I have read and consent to the terms in the Security Disclaimer above
1

Agree 1]

Figure 7-2-Security Disclaimer

1. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

2. Agree — Click the Agree button. The NSIPS Splash page displays.
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7.1.2 NSIPS Splash Page

The NSIPS Splash page (Figure 7-3) provides links to access the SAAR form, view updates,
obtain online training and instructional manuals, and log into the NSIPS environment to access

the Self-Service account and e-Leave.

System Status: Online

o = o —
Nawy Standard Integrated Personnel System

Wednesday, July 7

DoD CAC Authentication

L5 Logan

H

User Information

System Access Authorization Request (SAAR)
¥ New Users (NSIPS, ESR, CIMS, Web Ad Hoc)
» ESR Self-Service {New Users)
¥ ERM SAAR Validation (Supervisor)

* ESR Self-Service Login Instructions
» Civilian Employer Information (CEI) Login Instuctons
# Create ESR View Only Account Instuctions

Documentation & Training e
» E5R Self-Service Desk Guide
* ESR Frequently Asked Questions (FAQ)

&

! Meru !

Coming Soon to NSIPS 0 -~ NRMS Mews: Q WebAdhoc News: e ~

Copnand e-Leawe, will matormate the The monthly data load for Fane 2010 data E_SR S.e]f—Serv.i.ce Feport: Per the CHO 13

leave yequast process elactronically. completed at 0800, 29 Fane 2010, 411 direction, active duty and reserve

(Mo paper leave chit). The Beta Test reports are available. 1:'91'5"-“.‘-“-21 (less IFRJ e required to

is completed and went extremely well. esta]:!hsh and maintain an B3R SEH.' )

Planned release to shore sites is B Service Aecount. The goal of attaining

. A .

seheduled for 01 Aug 2010, Watch for 100% participation can be verified

fiutre HAVADMIN: and messages b ‘fmé_t_l'lﬁ ?SR Se]f_S_ex.’w:e Achvunt v
L MSIPS Mews ] MRMS News - LI webadhoc MNews !

504-697-3007/0342, DSN: 647-3007/0342, e-mail: Nsipshelpdesk@nawy.mil

MESIPS Help Desk Contact Information: Toll Free: 877-589-5991, Comm: S04-69 47, DEM: 647-5442, Fax: Comm:

I Help Desk !
For additional documentation on NSIPS/ESR/CIMS, visit the NSIPS/ESR web pageon Mavy Knowledge Online (NKO)
{Organizations & Communities =Organizations (Mavy & Marine Carps Organizaticﬁ Mavy Standard Integrated
Personnel System (NSIPS)) I

. MKO -

Figure 7-3-NSIPS Splash Page

The following provides a brief explanation of each section on the NSIPS Splash page.

A. System Access Authorization Request (SAAR)

This section (Figure 7-3) provides the links to access the SAAR form to create and
validate e-Leave User Roles and User Accounts for both NSIPS access and Self-Service

account access.
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B. User Information/Documentation & Training

This section (Figure 7-3) provides links to access instructions and details Civilian
Employer Information, and Electronic Service Record (ESR) accounts and log in
procedures.

C. NSIPS News

This section (Figure 7-3) provides upcoming details about the Navy Standard Integrated
Personnel System (NSIPS) program.

D. NRMS News

This section (Figure 7-3) provides updates about the Navy Reserve Management System
(NRMS).

E. WebAdhoc News

This section (Figure 7-3) provides report information relating to NSIPS and ESR Self-
Service features.

F. Help Desk

This section (Figure 7-3) lists the phone numbers and email address if issues arise in
processing e-Leave.

G. NKO

Additional training and support for e-Leave is located on the Navy Knowledge Online
(NKO) network (Figure 7-3).

H. Logon
Your Common Access Card (CAC) is required to access e-Leave. Use the Logon button

(Figure 7-4) to access your list of NSIPS application logons to access e-Leave via the
NSIPS application or Self-Service account.
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M

H Mavy Standard Integrated Personnel System

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
** E5R Self-Service Login Insbuctions
» Civilian Employer Information (CEI) Login InstuctHons

."_ha-‘\ LDgDn 3 »* Create ESR VWiew Only Account Instructions
Documentation & Training

» ESR Self-Service Desk Guide

*» E5SR Frequenty Asked Questions (FAQ)

System Access Authorization Request (SAAR)
¥ New Users (NSIPS, ESR, Web Ad Hoc)
» ESR Self-Service {(New Users)
* ERM $AAR Yalidation (Supervisor)

] Menu !
PLEASE MOTE: CAC Logon is mow PLEASE MOTE: CAC Logon is D PLEASE MOTE: CAC Logon is D
required. The userd and password now required. The userid and = now required. The userid and —
screens have been disabled. password screens have been password screens have been
disabled. disabled.
4 newr upgraded HEMS reporting The Tnit Conmmanders Finance Feport
environment has been deployed for the [TNCFE) is noar available under Fublic
Enlisted and PTS Voyager Eeports Folders--= HSIPS Web ADHOC, The
[Cubes). Please comvert wouar old D TCFE contains informnation for service D
I NSIPS News S [ NRMS News I L [ webAdhoc News B3 |

MNEIPS Help Desk Contact Information: Tall Free: 877-589-5991, Comm: 504-697-5442, DSM: 647-5442, Fax: Comm:
504-697-3007/034Z2, DSM: 647-3007/0342, e-mail: Nsipshelpdesk@nawy.mil
] Help Desk —

For additional documentation on NSIPS/ESRACIMS, visit the NSIPS/ESR web page on Mawy Knowledge Online (MKO)
{Crganizations & Communities=0Organizations (Mawvy & Marine Corps Organization)= Mawy Standard Integrated
Personnel Systemn (NSIPS))

{ NS —
Figure 7-4-NSIPS Splash Page
3. Logon — Click the Logon button. The NSIPS Account List page displays.
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7.1.3

NSIPS Account List Page

The NSIPS Account List page (Figure 7-5) displays all User Roles User IDs assigned to you.
The User Role was created using the SAAR form described in Section 3. During the SAAR
process, the system-generated User ID was assigned.

System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99474, the Counterfeit Access Device and Comparter Fraud and Abuse Act of 1984, authorizes collection of this infoermation.
The information will be used to verify that you are an authorized user of a Government aiomated information system (AIS) and ‘o to verify
your level of Gevernment security clearance. Athiough disclosure of the information is volumtary, failure to provide the information may
impede or prevent the processing of your “System Authorization Access Request (SAAR)”. Disclosure of records or the information
contained therein may be specifically 1o the “Blanket Routine Uses™ set forth at the beginning of the
DISA compilation of systems or recor Syste m —gene I’ated Register, and the disclosures generally permitted under 5
W.S.C. 552A(b) of the Privacy Act.

User Profile value from SAAR
Operator Details process.
User ID: N103122445180006|
|

—AOBERTA HAZELBAKER

Use to logon to the
e—LeaVe rm the list below and click "Logon" to Logon
application. e wour account below dick here
UserlID Description
(&) Mi0Z122445180008 | Member Self Service

Figure 7-5-SAAR Generated User ID

If you have more than one NSIPS accounts; select the account that is associated with your
Self-Service account. It is listed as Member Self Service (Figure 7-6). E-Leave is accessed via
the Self-Service account.
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Mavy Standard Integrate

ROBERTA HAZELBAKER

Flease select an Account from the list below and click "Logon" to Logen

If you do not see your account below cick here

& wios1zz4451s0008 Mermber Self Service

SECURITY DISCLAIMER

You are accessing a LS, Government (USS) information system (I15) that is provided for USG-authorized use
only, By using this IS, you consent to the fallowing conditions: The USG routinely monitars communications
occurring on this IS5, and any dewvice attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC monitaring, network defensze, guality contral, and employee rmisconduct, law enforcerment,
and counterintelligence investigations, At any time, the USG may inspac andfor seize data stored on this IS
and any dewvice attached to this IS, Cormmrnunications accurring on or data stored on this IS5, or any device
attached to this 15, are not private, They are subject to routine monitoring and search, Any cornmunications
occurting on ar data stored on this IS, or any device attached to this IS, may be disclosed or used for any
USG-authorized purpose, Security protections may be utilized on this IS5 to protect certain interests that are
important to the USG, For exarnple, passwords, access cards, encryption or biormettic access controls provide
security for the benefit of the USG, These protections are not provided for your benefit or privacy and mavbe
rmodified or eliminated at the USG's discretion.

“The Data contained Herein is protected by the Privacy Actof 1974, All measures required to protect this

informiation should be taken.”
I have read and consent to the terms in the Security Disclaimer above

Logan 9

Figure 7-6-NSIPS Account List Page
4. User ID — Click the User ID that corresponds to your Self-Service account (Member
Self Service).

5. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

6. Logon — Click the Logon button. The ESR Home Page: Electronic Service Record
(Figure 7-7) displays.
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> NSIPS

Personalize Content | Layout

Search:

®

[ My F avorites

[ Emplayee Self Service

— MEIPS Report Manager
— Change My Password

Help
ESR Home Page =2

Electronic Service Record

SSN: 338288811

ESR Self Service

Personal Information

Name: STEEL JOHMN

Review member address and
phone, martiage, and personal
information.

View Personal Information

Updlate memkber address,
phone, e-mail, emergency
contacts, religion, race,

ethinicity and civilan employer
information.

Update Personal Information

Training, Education, and
Gualifications

Reviewe member training,
education, and qualifications.

Performance

Revigwy member performance
information.

Wiew Parformance

e-Leave

Reguest, Reviewy, Submit,
Cancel Leave Reguest(s)

e-Leave

View Training, Education, and Gualifications

* 4]
]
o

s,

Rank/Rate: AEC

Professional History
Reviews member history of
assignments

‘iew Professional History

Create member competency seif
evaluation.

Update Competencies

PCS Travel

Update member PCS Travel
information

Update PCE Travel

Service Obligations and
Agreements

Review member service
obligations and agreements .

Wiew Service, Oblinations, and Agreements

Administrative Remarks

Review member administrative
remarks.

Wiew Administrative Remarks

Current DSC: 100

Figure 7-7-ERM: ESR Home Page: Electronic Service Record Page

The ESR Home Page: Electronic Service Record page has two sections, the left-side (Menu) is a
hierarchical display of application features. The right-side (ESR Home Page) provides icon links
to the application features. You can navigate to the features from either side of the page.

If your system presents only the left-side, you will need to customize the view. Refer to Section

7.1.4 for details. If your system looks like Figure 7-7, continue with Section 7.1.5.
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7.1.4 Customize ESR Home Page Menu Structure

When you access the Self-Service menu if it looks like Figure 7-8 and you would like to have the
icon links illustrated in Figure 7-7 for navigation; you will need to customize the menu structure.
The following steps detail customizing the menu.

N

Personalize Content | Layou
1

==X

Search:

| @
[> My Favarites

[ Employee Self Service

— NSIPS Report Manager

— Change My Password

Figure 7-8—- ERM Menu — No Icon Links

1. Content — Click the Content link. The Personalized Content page (Figure 7-9) displays.

Personalize Content

Welcome Message: | ERM

Simply checkthe items that you want to appear an your homepage.
Fememberto click "Save" when done.

Choose Pagelets:

Arrange Pagelets: Goto  Personalize Lavout

PeopleSoft Applications
Menu

L} eESF{ Horne Page
O Main Meny

& save) Return to Home
[=] Matify

Figure 7-9-Personalize Content Page

2. ESR Home Page — Click the ESR Home Page checkbox.

3. Save — Click the Save button. The ERM Menu page displays with the ESR Home Page
below the Menu section (Figure 7-10).
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If you like this layout (Figure 7-10), no further action is needed. If you want the ESR Menu Page
to display to the right of the Menu; then, access the Layout feature.

FPersanalize Content | Layout
4

Search:

®
[+ My Favorites
[» Employee Self Serice
— MESIPS Report Manader
— Chanoe My Password

=X

ESR Home Page

Electronic Service Record

SSN: 38838811 Name: STEEL,JOHMN RankRate: AEC Current DSC: 100
ESR Self Service

Personal Information - Professional History

Reviesy member address and E [, Review member history of

phone, marriage, and personal QECR assignments

informatian

Yiew Persanal Infarmation

Update member address,
phone, e-mail, emergency
contacts, religion, race,

ethnicity and civilisn employer PCS Travel
informatiaon. i
Update Personal Information @}a Update member PCS Travel
i information.
Update PCS Travel
Training, Education, and Sence Obligations and
Qualifications Agreements

Review member training, \‘ Review member service
education, and gualifications:
“Wiews Training, Education, and Qualifications

=X

Wiew Professional History

Creste member competency self
evaluation.

Update Competencies

obligations and agreements
Wiew Service, Obligations, and Agreements

EITTEA S

Help

Figure 7-10-ERM Menu with ESR Home Page Below

4. Layout — Click the Layout link. The Personalized Layout page (Figure 7-11) displays.
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Personalize Layout

Basic Layout: O 2 columns ® 3 columns

?

Click arrows to move pagelets up and down ar into neighboring columns. Click "Delete Pagelat”
to remove the selected pagelet from wour portal home page. Remember to click "Save" when done.

Add Pagelets: Goto  Personalize Content

# = Required - fixed position pagelet
* = Required - moveahle pagelet

Left Column: Right Column:

henu --Mo Pagelets Selected-- --Mo Pagelets Selected--
ESR Home Page a

I

Delete Pagelet

& save) Return to Home

[=] matity

Figure 7-11-Personalized Layout Page: 3 Columns

5. Basic Layout: 2 Columns — Click the 2 columns radio button. The Personalized Layout

page redisplays with only two columns (Figure 7-12).
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Personalize Layout

Basic Layout: & 2 columns 3 columns

Click arrows to move pagelets up and down or inta neighboring calumns. Click"Delete Pagelet!
to remove the selected pagelet from your portal home page. Remember to click "Save" when done,

Add Pagelets: Goto  Personalize Content

# = Recuired - fixed position pagelet
* = Required - moveshle pagelet

Left Column: Right Column:

louy

o Hrrna Pano &
ESR Home Page @ 6

Delete Pagelet

&) save) Return to Home

[=] hatify

Figure 7-12—Personalized Layout Page: 2 Columns

6. ESR Home Page — Click ESR Home Page in the Left Column. The item highlights.

7. Right Arrow — Click the right arrow. ESR Home Page displays in the Right Column
(Figure 7-13).
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Personalize Layout

Basic Layout: & 2 columns

(03 columns

Add Pagelets: Goto

# = Reguired - fixed position pagelet
* = Required - moveable pagelet

Left Column:

Menu
ESR Home Page

Personalize Content

Click arrows to maove pagelets up and down of into neighboring columng. Click "Delete Pagelet'
to rermaove the selected pagelet fram your portal home page. Rememberta click"Save" when done.

aw

Celete Pagelet

[

Return to Harme

ﬁ Save
[=] thatity

Figure 7-13—-Personalized Layout Page: ESR Home Page in Right Column

8. Save - Click the Save button. The ERM: ESR Home Page displays with the menu in

two columns (Figure 7-14).

Seamrchi
@)

I My Favorites

' Employes Gaif Sanice

Chy

ESR Heme Page

Electronic Service Record

SSHE RgsEsEtt  Mame: STEELJOHN
F55t Sexf Service:
P sonal ifeamation

ki) |, Rrview member mieas and
[
ot

Training, L atican and
LTI MBS

= [————
b oSabon, ind queifcatons
i Trairing [dusation

Partaamanes

P, mpmien o Lamo s
st

Wigw Periomance
Lleme

Request, Rever, Submi,
Corcel Leave Reguestis)
elagvg

Wk Pt 450 e DSC: 100

Professional History

Creats member conpetency et

envauon
Undale Comaelencies

L PES Tl

Figure 7-14-EMR: ESR Home Page
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7.15

Accessing e-Leave Home Page

The ESR Home Page (Figure 7-15) displays. This page provides demographic information,
personal and military-related information, and a link to access e-Leave to process e-Leave
Requests. The Approver accesses the e-Leave Home page from the e-Leave link on the ESR

Home Page.

ESR Home Page

R

SSN: B83ags8a11

ESR Self Service

Electronic Service Record

Personal Information

Reviewy member address and
phone, marriage, and perzonal
information.

Yiew Personal Information

Update member address,

phone, e-mail, emergency
contacts, religion, race,

ethnicity and civilian employer
inforrmation.

Update Personal Infarmmation

Name: STEELJOHMN

[8+]
P

fad

Training, Education, and
Qualifications

Review member training,
education, and gualifications.

Wiew Training, Education, and Qualifications

RankRate: sEC

Professional History

Reviewy member history of
assignments
Wiew Professional History

Create member competency self
evallation.

Update Competencies

PCS Travel

Update member PCS Travel
infarmation.

Update PCE Travel

Service Obligations and
Agreements

Review member service
obligations and agreements.

Current DSC: 100

Wiew Service, Obligations, and Adreements

Performance

Revievwy member performance
infarmation.

Wiew Perormance

e-Leave

Reguest, Reviess, Submit,
Cancel Leave Request(s).

e-Leave o

Administrative Remarks

Review member administrative
remarks.
Wiew Administrative Remarks

Figure 7-15-ESR Home Page: Electronic Service Record

1. e-Leave — Click the e-Leave link to access the e-Leave Home page.
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7.2 E-Leave Home Page

The e-Leave Home page (Figure 7-16) consists of two areas. The left-hand side displays the
menu items in hierarchical structure. The right-hand side displays icons/links to access various
functions to support e-Leave. The links and process actions are determined by the SAAR form
and determined by what the CLA established for the Approver. To learn more about what the
CLA did to establish the Approver’s account refer to Section 5.6.

& NSIPS m

g | eLeaveHome
[> My Favarites } SSN: XH-H04-8884  Name: BROWN,SUZETTE RankRate: |C1 Current DSC: 100
I Emplovee Self Service
= Electronic Service Record
b view
= Tasks -
ve-Leve m e-Leave Request Eﬁ' e-Leave Inguiry
— e-Leave Rome
— e-Leave Reguest @"
— e-Leave Inguiry =
:%” g-Leave Extension Request(s) g-Leave Check Qutf Check In
Hierarchal menu
structure Features displayed reflect the User Role
displays. @ﬁ My Profile and permissions set on the SAAR form
Selecting a Menu and identified by the CLA.
item displays the e
associated @ ESR Home Click these items to open pages for data
icons/links to the entry and action.
right.
-—Change by P assword

Figure 7-16—e-Leave Home Menu Structure
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On the e-Leave Home page (Figure 7-17), the e-Leave Inquiry link provides the Approver with
the links to access, process, and manage e-Leave Requests for assigned members. From this
page, the Approver can also create his/her own e-Leave Request (e-Leave Request link) and
manage his/her own requests (e-Leave Inquiry, e-Leave Extension Requests, and e-Leave Check

Out/Check In).

e-Leave Home
eSSM: W HA-8034 Name: BROYWN, SUZETTE Rank/Rate: |21 Curremt DSC: 100

(6 e Loave

E2 e-Leave Reguest e-Leave Ingquiry

ﬁ%@?

ﬂﬁf RG]
WEEEE

e-Leave Extension Request{s) e-Leave Checlk Qutr Checkin

e Wy Praofile

]

@' ESR Home

=]

Figure 7-17-e-Leave Home Page (Approver)

A. Member Demographics

This section (Figure 7-17) displays the SSN, Name, Rank/Rate and Current Duty Status Code
(DSC) of the member logged in. In this example, the member is the Approver.

B. e-Leave

The e-Leave section (Figure 7-18) provides the link to access the e-Leave Request form and
links to manage the e-Leave Request process for the Approver. It provides the ability for the
Approver to:

e Process his/her own personal e-Leave Request including initial creation, Check
Out, extension, and Check In

e Monitor his/her own e-Leave Request as it goes through the review and approval
process

e Perform the steps to approve, disapprove, or cancel a member’s e-Leave Request
for all assigned members
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e-Leave Home

e SSN: O-M-8884 Name: BROWN,SUZETTE RankRate: |1 Curremt DSC: 100
(Y Leave
_ [ ]

k e-Leave Request @) ﬁé B cicoe Inguiry @)

©H =

to e-Leave Extension Request(s)o Bl g-Leave Check Outi CheckIn Q

]
Py profe (5}
[E ]

@‘ ESR Home )

6.

Figure 7-18-e-Leave Home Page (Approver)

e-Leave Reguest — Click this link to access the e-Leave Request form. The Approver
uses this form to create his/her own e-Leave Request or to access a member’s submitted
e-Leave Request for review. (Refer to Section 9.)

e-Leave Inquiry — Click this link to view the My e-Leave Requests/e-Leave Request(s)
Pending my Approvals page. The Approver uses this link to access his/her personal
e-Leave Request to view the status and to review members’ e-Leave Requests pending
approval.

e-Leave Extension Request(s) — Click this link to view your e-Leave Extension
Requests.

e-Leave Check Out/Check In — Click this link to review your e-Leave Check
Out/Check In requests.

My Profile — Click this link to view the profile established by the CLA for you, the
Approver.

ESR Home - Click this link to return to the ESR Home Page.

The next sections, Section 7.3 and 7.4, details the step the Approver must take to perform
e-Leave Request tasks in terms of reviewing, approving and disapproving a member’s e-Leave
Request using the e-Leave Inquiry link on the e-Leave Home page. Section 7.5 details the steps
to cancel a member’s e-Leave Request.
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7.3 E-Leave Inquiry

After selecting e-Leave Inquiry from the e-Leave Home page, the My e-Leave Request(s) page
(Figure 7-19) displays. This page is divided into two sections:

e My e-Leave Request(s)

e e-Leave Request(s) Pending my Approval
In the My e-Leave Request(s) section, the Approver views a list of his/her own e-Leave Requests
providing the ability to monitor the status. Before starting leave, use this list to verify that the

leave request was approved.

The e-Leave Request(s) Pending my Approval section provides a list of members’ e-Leave
Request the Approver is responsible for reviewing and approving/disapproving.

My e-Leave Request(s) o

view Al | B8 First [ 1 or 1 [M] Last

Leave Control No. Beqin Date Return Date Days Charged Request Status View Details
04/0452010 0471212010 8 FPending Approval Wiew Details

e-Leave Request(s) Pending my Approval @)

Customize | Find | view Al | B8 First 4] 1.4 o4 0 Last

SSN Name Begin Date Return Date Days Charged Request Status View Details

H0EXA-8810 BLAIR, SUSAN ANPMA 0451202010 0471572010 3 FPending Approval €E>View Details

HH-x4-8885 KEILLIHER,ROBERT 0451972010 0472652010 8 FPending Extension Approval Wiew Details

HHA-HA-BE18 ANTHOMNY, MARK 04/23/2010 04729/2010 3] Fending Approval Wiew Details

HRA-RA-B083 SMITH.FRED 05/2412010 05/28/2010 4 @ Fending Approval Wiew Details
®

e-Leave Request(s) in Approved Status @

Go to: ESR Home

e-Leave Home @

Figure 7-19-e-Leave Inquiry Page (Approver)

7-19 SG12FY1502



e-Leave Users Guide July 2010

A. My e-Leave Request(s)

The My e-Leave Request(s) section (Figure 7-20) displays the Approver’s personal e-Leave
Requests.

My e-Leave Request(s) @)

view sl | BB First [ 1 o 1 [ Last

Leave Control No. Beain Date Return Date Days Charged Request Status View Details
04/04/2010 041 2i2010 8 Fending Approval Wiew Details

o 12 3 o

Figure 7-20-e-Leave Inquiry Page — My e-Leave Request(s) Section

1. Leave Control No — System generates this number to track the e-Leave Request. The
Leave Control Number is assigned to the e-Leave Request once the request is approved.

NOTE: The CLA creates the Leave Control Number (LCN) during the setup process.
A two digit alpha code is identified for the UIC. This comprises the first two
digits of the LCN. The remaining values represent the sequence numbering for
this e-Leave Request within the identified UIC.

2. Begin Date — System displays the start date of leave entered on the original e-Leave
Request.

3. Return Date — System displays the end date of leave entered on the original e-Leave
Request.

4. Days Charged — System calculates the number of leave days charged based on working
day status for the Begin Date and Return Date recorded on the original e-Leave
Request.

5. Request Status — System displays the e-Leave Request status as it goes through the
leave process. This field indicates the current status of the e-Leave Request. For
example, Pending Review, Pending Approval, Approved, Disapproved, Cancelled,
Checked Out, Checked In, Extension Pending, etc.

6. View Details — Click this link to view the original e-Leave Request form that was
submitted by you and/or reviewed by the Reviewer/Watch Coordinator.
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B. e-Leave Request(s) Pending my Approval

The e-Leave Request(s) Pending my Approval section (Figure 7-21) displays all e-Leave
Request that the Approver is responsible for reviewing. E-Leave Requests submitted by the
member displays on this list. These requests are in a pending status awaiting the review of
the Approver. The Approver accesses each e-Leave Request from this section using the View
Details link and performs the required review action.

Go to: ESR Home

e-Leave Request(s) Pending my Approval Q

Custamize | Find | Wiew All | i First E 1-4 of 4 |E| Last

SSN Mame Beqin Date Return Date Days Charged Request Status View Details

FRHAHA-BE10 BLAIR, SLISAN AMNMA 04122010 04182010 3 Fending Approval ey Detalls

WRHAHA-B085 KEILLIHER,ROBERT 041972010 04f26/2010 & Fending Extension Approval — Wiew Details

WRAHA-B815 ANTHOMNY MARK 042372010 04f289/2010 6 Fending Approval Wiew Details

WRHHA-B083 SMITH,FRED 0572472010 0452872010 4 @ Fending Approval Wiew Details
®

e-Leave Reouestis) in Approved Status @

e-leave Home

Figure 7-21-e-Leave Inquiry Page: e-Leave Request(s) Pending My Approval Section

7.
8.
9.
10.
11.

12.

13.

14.

SSN — System displays the SSN of the member who has requested leave.

Name — System displays the name of the member who has requested leave.

Begin Date — System displays the leave start date from the member’s e-Leave Request.
Return Date — System displays the leave end date from the member’s e-Leave Request.

Days Charged — System calculates the number of leave days charged based on working
day status for the Begin Date and Return Date recorded on the member’s original
e-Leave Request.

Request Status — System displays the e-Leave Request status as it goes through the
leave process. This field indicates the current status of the e-Leave Request. For
example, Pending Review, Pending Approval, Approved, Disapproved, Cancelled,
Checked Out, Checked In, Extension Pending, etc.

View Details — Click this link to view the member’s original e-Leave Request form that
was submitted by the member and/or reviewed by the Reviewer/Watch Coordinator.

e-Leave Reguest(s) in Approved Status — Click this link to open the page listing all
Approved e-Leave (Figure 7-22).
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e-Leave Request(s) in Approved Status

Customize | Find | view &l | B First [ 4o 1 [ Last
SSHN Name Begin Date Return Date Days Charged View Deatails
HOLHHBB15 ANTHOMY MARK 04/23/2010 0472972010 6 wiew Details
Go to: ESRE Home

e-Leave Home

e-Leave Inouiry

Figure 7-22—e-Leave Request(s) in Approved Status Page

Once the Approver approves the members’ e-Leave Requests, the request displays on the

e-Leave Request(s) in Approved Status page. This page lists all leave requests that have not been
checked out. Once the Check Out occurs, the item is removed from this list.
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7.4 Approving/Disapproving a Member’s e-L eave Request

The Approver is responsible for validating the content on the member’s e-Leave Request and
taking action to Approve, Disapprove, or Cancel the e-Leave Request. After the Approver
approves the member’s e-Leave Request, the Leave Control Number is assigned by the system
and the member is able to Check Out on or after the identified Leave Begin Date.

7.4.1 Accessing the Member’s E-Leave Request

After accessing the e-Leave Home page and selecting the e-Leave Inquiry link, the e-Leave
Request(s) Pending my Approval section (Figure 7-23) displays the e-Leave Requests to review.
Use the View Details link to access each member’s e-Leave Request to review and take action on
the request.

My e-Leave Request(s)

view Al | B8 First [ 1 o 1 [ Last
Leave Control No. Beqin Date Return Date Days Charged Request Status View Details
040452010 04M12r2010 8 Fending Approval Wiew Details

e-Leave Request(s) Pending my Approval

Custamize | Find | Wiew All | i First [+] 1-4 of 4 [¥ Last

SSN Hame Begin Date Return Date Days Charged Reguest Status View Details
8810 BLAIR, SUSAN ANMA 04/ 22010 041572010 3 Fending Appraval Wiew Details
HRH-HM-08E5 KEILLIHER,ROBERT 041972010 04726/2010 g Fending Extension Approval Wiewy Details
HRH-RM-0815 ANTHOMNY MARK 04/2302010 0472952010 B Pending Appraval Wiew Details
A HA-B883 SMITH,FRED 052412010 055282010 4 Pending Appraval Wiew Details

=g e-Leave Request(s) in Approved Status

Go to: ESR Home

e-Leave Home

Figure 7-23-e-Leave Request(s) Pending my Approval Section

1. View Details — Click the View Details link to open the member’s e-Leave Request. In
this example, the View Details for Blair,Susan Anna is selected.
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74.2 Approving/Disapproving the Member’s e-Leave Request

After the request is selected via View Details (in this example, YN1 Susan Anna Blair) the
original e-Leave Request opens as a read-only file. Refer to Section 9.5 for specific detail about
each field on the e-Leave Request. Notice that the e-Leave Request status is Pending Approval
(Figure 7-24).

e-Leave Request for YN1 SUSAN ANNA BLAIR Request Status: Pending Approval

lember's Information

1. Date of Request: (04/15/2010 2. Leave Control Number: 3a.Dept:  ENG 3b. Division: NPS
4. SSHN: HEEAA-B810 5. Name: BLAIR,SLSAR ARNA 6. Rank Rate: W

7. Ship/Station: MAVMAG MILLINGTH #. Duty Section: 2 9. Duty Phone: 901-874-4649
*“10a. As of 02/10/2010 Leave Balance was: 88.0 10b. Proj Bal to EROS ( ) 0.0 11. Leave Used This FY: 5

Leave Request Information

12. Type of Leave:  Ordinary 13. Primary Travel Mode:  Private Auto
14a. Leave Begin Date:  04/12/2010 14b. Begin Military Time: 0200
15a. Leave Return Date:  (04/15/2010 15b. Return Military Time: 0800
19. Inclusive Leave Period to be Charged
16. Days Requested; 3 17. Authorized BAS Meal Pass # First: 0411352010 Last: 04/15/2010
18. Normal Work Schedule Number of Days to be Charged: 3
The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day =|n consideration of the Member's completion of

a full workday (as defined in MILPERSMAN,
MNAYPERS 15560) an the days of departure and
return, the Inclusive Days shown are correct and
proper for charging as Leave

Figure 7-24—e-Leave Request for (member): Pending Approval

After the leave data is reviewed, scroll to the bottom of the e-Leave Request (Figure 7-25).

Reviewer(s) A

Watch

Name - Recommendation Status Status Timestamp Comment

Coordinator

0453010 erified with supervisor - request

EIREHIR S Recommendad 9:55:45.0000004M  Recommended
HAZELBAKER ROBERTA Pending
[Approver B
Name Approval Status Status Timestamp Comment
STEEL JOHM Pending

[Approver's Comments C

le-Leave Extension Request [

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
~ Normal Working Hours Day of Expected Return
Expected Return Time:
From: To:
Approve Disapprove e-Leave Inguiry Print

g @
)
-
2

ESR Home
e-Leave Hotne

Figure 7-25—e-Leave Request for (member): Bottom Section

The bottom of the original e-Leave Request contains sections that identify who is responsible for
reviewing and approving the member’s e-Leave Request.
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A. Reviewer(s)

The Reviewer(s) section (Figure 7-26) displays the list of Reviewers and Watch Coordinator
identified by the CLA. The listed Reviewers are responsible for reviewing this member’s e-
Leave Requests and determining if the request is recommended or not recommended. The
section also provides the Approval Status, Status Timestamp, and any Comments entered on
the original e-Leave Request by the Reviewer.

Reviewer(s) A
Watch

Name _ Recommendation Status Status Timestamp Comment

Coordinator

04730010 “erified with supervisor - request

BROWN,SLZETTE Recommended 9:56:48. 0000004  Recommended
HAZELBAKER ROBERTA Pending
Approver B
Name Approval Status Status Timestamp Comment
STEEL,JOHM Pending

Figure 7-26—e-Leave Request for (member): Reviewer(s) and Approver Sections

B. Approver

The Approver section (Figure 7-26) displays the list of Approvers identified by the CLA. The
listed Approver is responsible for approving this member’s e-Leave Requests. The section
also provides the following information:

Approval Status — indicates the status of the e-Leave Request; in this example the
request is in a “Pending” status

Status Timestamp - reflects the date and time the e-Leave Request was approved or
disapproved by the Approver

Comment — reflects any comments entered on the e-Leave Request by the Approver;
provides the member with information as to why the request was not recommended

C. Approver’s Comments

The Approver’s Comments section (Figure 7-27) allows for free-form text providing details
about the e-Leave Request. Comments are required if the leave is disapproved or cancelled.
Comments are optional if the leave is approved.

[Approver's Comments C
le-Leave Extension Request  [)
Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
N Normal Working Hours Day of Expected Return
Expected Return Time: F T
Tom: o

Figure 7-27-e-Leave Request for (member): Approver’s Section and e-Leave Extension

Request Sections
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1. Approver’s Comments — Enter appropriate comments for the e-Leave Request.
Comments are required if the leave is disapproved or cancelled.

2. Spell Check — Use the Spell Check icon to check the spelling and grammar of the
entered text.

D. e-Leave Extension Request

E.

If the member requested an extension the request is completed on the e-Leave Extension
Request page. The data entered on that page reflects in the e-Leave Extension Request
section (Figure 7-27) of the original e-Leave Request. As the Approver, you need to verify
this request as well.

Action Buttons

The buttons on the bottom of the e-Leave Request page (Figure 7-28) reflect the action
options required by the Approver.

Reviewer(s) A

Watch

Name - Recommendation Status Status Timestamp Comment
Coordinator
04130010 “erified with supenisar - request
BROWN SUZETTE Recommended 9:56:480000004M  Recommended
HAFELBAKER ROBERTA Pending

Approver B
Name Approval Status Status Timestamp Comment
STEELJOHN Pending

Approver's Comments

e Leave Extension Request [

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
Normal Working Hours Day of Expected Return
From: To:

e Approve ‘ Disapprove | e-Leave Inguiry Print

Go to: EER Horne
e-Leave Home

Expected Return Time:

Figure 7-28—e-Leave Request for (member): Action Buttons

3. Approve — Click the Approve button to approve the member’s leave request. This
action option assigns the Leave Control Number and the member is approved to Check
Out on the designated Leave Begin Date. A confirmation message displays
(Figure 7-29).
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e-Leave Request for YN1 SUSAN BLAIR has been approved.

e-Leave Inguiry

Go to: ESR Home
e-Leave Home

Figure 7-29-Approve Confirmation Message

4. Disapprove — Click the Disapprove button if member’s leave request is not approved.
A confirmation message displays (Figure 7-30).

e-Leave Request for LCDR FRED SMITH has been disapproved.

e-Leave Ihguiry

Go to: ESR Home
e-Leave Home

Figure 7-30-Disapproved Confirmation Message

5. Print — Click the Print button to print a copy of this e-Leave Request. The
NAVCOMPT Form 3065 prints reflecting the data recorded on this e-Leave Request.

6. e-Leave Inquiry — Click the e-Leave Inquiry button to return to the My e-Leave
Request(s) page (Figure 7-23). If this is selected before Approved or Disapproved
buttons are selected the e-Leave Request will remain in a “Pending” status.

Continue processing all listed e-Leave Requests. It is recommended that you check this link
periodically during the day to ensure a timely review of all members’ e-Leave Requests.
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75 Cancelling an e-Leave Request

When an approved e-Leave Request must be cancelled, the member may begin the process by
opening the submitted e-Leave Request and cancelling it. The request then goes to the Approver
for final acceptance of the cancellation request. However, the Approver can cancel the member’s
e-Leave Request without the member beginning the process.

The Approver accesses his/her My e-Leave Request page (Figure 7-31) via the e-Leave Inquiry
link on the e-Leave Home menu. In the e-Leave Request(s) Pending my Approval section, locate
the entry with the Request Status of “Pending Cancellation Approval.” Use the View Details link
to access the original e-Leave Request in a pending cancellation status.

My e-Leave Request(s)

view sl | B8 First [ 4 o4 D Lot

Leave Control No. Beqin Date Return Date Days Charged Bequest Status View Details
0350642010 0350752010 1 Pending Approval Wiew Dietails

e-Leave Request(s) Pending my Approval

Customize | Find | view Al | B8 First [4 1303 [ Last
SSN Hame Begin Date Return Date Days Charged Request Status View Details
HRRERM-8964 RAMOS ANNA MARIE 0102010 01452010 8 Pending Approval Wiew Details

8045 BEYANCOLEMAN JACKSON JR 0212002010 022503010 8 Pendi I I i
|){}{K—}0{-5283 AMCHO FERMIN TARCMA 060572010 06BM02010 5 Pending Cancelation Approval  View Deails

E/ e-Leave Reguest(s) in Approved Status

Go to: ESR Home

e-Leave Hame

Figure 7-31-My e-Leave Request Page

1. View Details — Click the View Details link to access the member’s e-Leave Request in
a cancelled status.

The member’s e-Leave Request in a pending cancelled status displays. Scroll to the bottom of
the page (Figure 7-32) to complete the cancellation process.
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Reason for Cancelation of e-Leave Request. Family Emergency.

Reviewer(s)

Name Watch Recommencdation Status Status Timestamp Comment
Coordinator
MITCHUM STANLEY WAYMNE Mot Reviewed
Name Approval Status Status Timestamp  Comment
06m1s10

CGORDER,ASHLEY MARIE Leave Reguest Approved e pf—

CORDER,ASHLEY MARIE Pending Cancelation Approval

Approver's Comments

Annroved for Cancellation. e &
e-Leave Extension Request

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:

N Normal Working Hours Day of Expected Return
Expected Return Time:
From: To:
Apprave | Disapprove e-Leave Inguiry Frint

Go to: ESR Home
e-Leave Home

Figure 7-32—-Member’s e-Leave Request — Cancelled Status

2. Approver’s Comments — (Required) Enter comments in the Approver’s Comments
field.

3. Approve — Click the Approve button to approve the cancellation request. A
confirmation message (Figure 7-33) displays indicating the e-Leave Request was
cancelled.

e-Leave Cancelation Request for RPCS FERMIN ANCHO has been approved.

e-Leave Inguiry

Gao to: ESR Home
e-Leave Haome

Figure 7-33—-Cancellation Confirmation Message
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7.6

Popup and Email Notifications

There are two ways in which you will be notified that e-Leave Requests are pending your
approval. The pop-up notification message (Figure 7-34) that displays when you access your
Self-Service account and an e-mail notification that is sent to the email address established on

the SAAR form.

[ My Favorites

[» Employee Self Service
~ NEIPE Repor Manager
Change My Paseword

28 ESR Home Page

Electronic Service Record

SSH: 8888885810 Hame: BLAIR SUSAN ANNA RankRate: Y1 Current DSC: 100

[Ty ———

Microsoft Internet Explorer

": ‘ou hawe 2 e-Leave Reguest(s) pending your approval. {32200,97)
L

Senice Obligations and

{‘p’. Agreements
Review member service

obigations and agreements
Wigw Senvice, 0 ang

Training, Education, and .
Qualifications

Review member training,
education, and gualfications

View Training, Edycation, and Qualifications

2]

SNSIPS *

Personalize Content | Layout

Figure 7-34—Popup Notification

When the CLA identified you as a Reviewer/Watch Coordinator, the Receive e-mail notification
option was selected. If you do not want to receive email notifications each time an e-Leave
Request is pending your recommendation, access the My Profile page (Figure 7-36) and deselect
the e-mail notification checkbox. To access My Profile, navigate to the e-Leave Home page

(Figure 7-35).

1. My Profile -

e-Leave Home

SSN: HO04H-8884  Mame: BROWN SUZETTE RankRate: |C1 Current DSC: 100

=
%. e-Leave Reguest ng' e-Leave Inguiry

e-Leave Check Outf CheckIn

e-Leave Extension Regquestis m

©E
e

@ My Profile o

mL=)
@‘ ESR Horne

Figure 7-35—e-Leave Home: My Profile Link

7-30

Click the My Profile link. The My Profile page (Figure 7-36) displays.
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My Profile
SSN: 33043048884 Name: BROWN, SUZETTE RankRate: |C1 Current DSC: 100
lember Profile
mc: 63410 MAVRMAC MILLINGTN
Department:  ENG EMG
Division: MNPE MNPE
Dty Section: 2 Duty Section 2
| Reviewer { Watch Coordinator | Authorized for Self Check Out/Check In Receive e-mail notification(s)
Approver Exempt from Duty
Reviewer(s)
Order Military Reviewer Civilian Reviewer RankRate UIC Watch Coordinator  Inactive
Ll |@, [HazELBAKERROBERTA QL CIv 63410 O =l
Approver(s)
Order Military Approver Civilian Approver RankRate UIC Primary Approver  Inactive
1 BEADLE,JAMES OMEAL ASC 44331
1 JONES THOMAS CIv 63410

Email Address: |Uzetie. brawn@navy. mil

Go to: ESR Home @

e-Leave Home Address & Phone

B save | ELReturn to Search |

Figure 7-36-My Profile Page

2. Receive e-mail notification(s) — Click the checkbox to deselect it. The check mark is
removed.

3. Save - Click the Save button.

You will no longer receive e-mail notifications when a member submits an e-Leave Request for
you to recommend/not recommend.
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Section Eight—Civilian Reviewers and Approvers
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8. CIVILIAN REVIEWERS AND APPROVERS

The Command Leave Administrator (CLA) can identify civilians at the Command to perform the
e-Leave tasks of Reviewer and Approver. Their responsibilities are identical to the military
Reviewers and Approvers. The only difference is in the way the civilian Reviewer and Approver
logs on to e-Leave. He/she logs on in the same manner as the CLA beginning on the Navy
Standard Integrated Personnel System (NSIPS) Portal.

8.1 Accessing e-Leave

The civilian Reviewer and Approver accesses the e-Leave application via the NSIPS Portal.

8.1.1 Accessing the NSIPS Portal

In the Internet Explorer window, navigate to https://nsips.nmci.navy.mil/. The Security
Disclaimer page (Figure 8-1) displays.

SECURITY DISCLAIMER

You are accessing a U.S. Government {USG) information system {IS) that is provided
for USG-authorized use only. By using this IS, you consent ta the following
conditions: The USG routinely monitors communications occurring on this 1S, and any
device attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and employee
misconduct, law enforcement, and counterintelligence investigations, &t any time, the
LSG may inspect andfor seize data stored on this IS and any device attached to this
IS, Communications ococurring on or data stored on this 1S, or any device attached to
this 15, are not private. They are subject to routine monitoring and search. any
communications occurring on or data stored on this IS, or any device attached to this
1S, may be disclosed or used for any USG-authorized purpose. Security protections
may be utilized on this IS to protect certain interests that are important to the USG,
For example, passwords, access cards, encryption or hiometric access controls
provide security for the benefit of the USG, These protections are not provided for
your benefit or privacy and maybe modified or eliminated at the USG's discretion,

“The Data contained Herein is protected by the Privacy Act of 1974. All measures
required to protect this information should be taken.”

I have read and consent to the terms in the Security Disclaimer above

[ Ay @]

Figure 8-1-Security Disclaimer

1. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

2. Agree — Click the Agree button. The NSIPS Splash page (Figure 8-2) displays.
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8.1.2

The NSIPS Splash page (Figure 8-2) provides links to access the SAAR form, view recent new

NSIPS Splash Page

releases, and log into the NSIPS environment to access e-Leave.

e,

= Mavy Standard Integ rtEd Personnel System

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
*» ESR Self-Sarvice Login Instuctions
*+ Civilian Employer Information [CEI) Login Insbuctons

*» Create ESR View Only Account Instructons

Lo Logon @

Documentation & Training
» E5R Self-Service Desk Guide
**» E5R Frequendy Asked Questions (FAQ)

System Access Authorization Request {(SAAR)
» Mew Users (MSIPS, ESR, Web Ad Hoc)
» ESR Self-Service (New Users)
*» ERM S A AR ¥Yalidaton (Supervisor)

.

] Menu

July 2010

PLEASE MOTE: CAC Logon is now
required. The userid and password

screaens have been disabled.

PLEASE MOTE: CAC Logon is
now required. The userid and
password screens have been

PLEASE MOTE: CAC Logon is
now required. The userid and
password screens have been

disabled. disablad.

[ ]
]

A nevwr upgraded HEMS reporting
enviromment has been deployed for the
Enlisted and PTE Vayager FEeports

The Tnit Conumanders Finance Feport
[TCFE) 15 nowr available under Public
Folders--= MEIPS Web ADHOC. The

[Cubes). Please comvert wour old m TCFE contains information for service m
L] MSIPS Mews S ) S MNREMS Mews L [ webAdhoc Mews By |
MNSIPS Help Desk Contact Information: Tall Free: &77-589-5991, Comm: 504-697-5442, DSM: 647-544 2, Fax: Comm:
504-697-3007/0342, DSM: 647-3007/0342, e-mail! Nsipshelpdesk @nawy.mil
] Help Desk !
For additional documentation on NSIPS/ESRACIME, visit the MSIPS/ESR web page on Mawy Knowledge Online (MKD)
{Organizations & Cormmunities=Crganizations (Mavy & Marine Corps Organization)= Mavwy Standard Inteqgrated
Personnel Systermn (NSIPS))
] MED !
Figure 8-2-NSIPS Splash Page
3. Logon - Click the Logon button. The NSIPS Account List page displays.
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8.1.3

NSIPS Account List Page

The NSIPS Account List page (Figure 8-3) displays all User Role User IDs assigned to you. The
User Role was created using the System Access Authorization Request (SAAR) form described
in Section 3.3. During the SAAR process, the system-generated User ID is assigned to the user.

This value is used to access e-Leave.

System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99.474, the Counterfeit Access Device and Computer Fraud and Abuse Act of 1984, mthorizes collection of this information.
The information will be used to verify that you are an authorized user of a Government amomated infonmation system (AIS) and'or to verify
your level of Government security clearance. Athough disclosure of the information is voluntary, failure to provide the infonmation may
impede or prevent the processing of your “System Authorization Access Request (SAARY”. Disclosure of records or the information
contained ther &in may be specifically disclosed outside the Dol according to the “Blanket Routine Uses™ set forth at the beginning of the
DISA compilation of systems or records, published annually in the Federal Register, and the disclosures generally penmitted under 5

W.S.C. 552A(b) of the Privacy Act.

User Profile
Operator Details

| User ID: N108122445180002i

i System-generated

General Attribute: Value from SAAR

EmpliD: 888888883 process

ol lact + fearn the list below and cick "Lagon" to Logon

Use to |090n to the vour account below click here

e-Leave application. —
UserID Description

Command Leave &pproverReviewer

@ M10812244515000Z |

Figure 8-3-NSIPS Account List Page

As the civilian Reviewer/Approver, select the User ID that corresponds to the Command Leave
Approver/Reviewer User Role (Figure 8-4).
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ROBERTA HAZELBAKER

Plzase select an Account frorn the list below and click "Logon” te Logon

If you do not see your account below click here

@ Nios122445150002 Command Leave ApproverReviewesr

SECURITY DISCLAIMER

You are accessing a WS, Sovernment (USG) information system (I5) that is provided for USG-authorized use
anly., By using this IS, vou consent to the following conditions: The USG routinely monitors commmunications
ccourring on this IS, and any device attached to thiz IS, for purposes incuding, but net limited to, penetration
testing, COMSEC monitaring, netwark defense, quality control, and employee misconduct, law enfarcerent,
and counterintelligence investigations, At any time, the USG rmay inspect andfor seize data stored on this IS
and any device attached to thiz IS, Commmunications occurring on or data stored on thiz IS, or any device
attached to this IS, are not private. They are subject to routine monitoring and search. Any communications
occurting on or data stored on this IS5, or any device attached to this 15, may be dizclosed or uzed for any
USG-authorized purpose, Security protections may be utilized on this 15 to protect certain interasts that are
impartant to the USG, For example, passwords, access cards, encryption or biometric access contrals provide
secutity for the benefit of the USG These protections are not provided for vour benefit or privacy and raybe
modified or eliminated at the US3's discretion,

"The Data contained Herein is protected by the Prvacy Act of 1974, All measures required to protect this

information should be taken."
I have read and consent to the terms in the Security Disclaimer above

Lagon e

Figure 8-4-NSIPS Account List Page
4. User ID — Click the radio button that corresponds Command Leave
Approver/Reviewer.

5. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

6. Logon — Click the Logon button. The e-Leave Home page (Figure 8-5) displays.
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> NSIBS

Fersonalize Content | Layout

Menu B B Qeleave

Search:

16| eeave Home

[+ My Favorites

[> Employee Self Service

[> Electronic Service Record
[> Worklist o
[> Reporting Tools =

[ My?:'roﬂleg Eﬁ' E-Leave Inguiry
— Chanoe Wy Password £

Figure 8-5-ERM: e-Leave Home Page

The e-Leave Home page has two sections, the left-side (Menu) is a hierarchical display of the

application features. The right-side (e-Leave Home) provides the link to the e-Leave application.
You can navigate to the e-Leave features from either side of the page.

If the screen presents only the left-side, you will need to customize the view. Refer to Section
8.1.4 for customization details. If the screen looks like Figure 8-5, you do not need to perform
the customization steps. Go to Section 8.2 to continue.
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8.1.4 Customize ESR Home Page Menu Structure

When you access the ERM: e-Leave Menu if it looks like Figure 8-6 and you would like to have
the icon links illustrated in Figure 8-5 for navigation; you will need to customize the menu

structure. The following steps detail customizing the menu.

& NSIPS

Personalize Content | Lavout

Search:

\ ®

> My Favarites

[» Ermplaoyee Self Service

[> Electronic Senice Recard
[ Worklist

> Reporting Tools

I+ My Profile

— Change hly Password

Figure 8-6-ERM Menu: No Icon Links

1. Content — Click the Contents link. The Personalized Content page (Figure 8-7)

displays.

Personalize Content

Welcome Message: ER

Simply check the items that you want to appear on your homepage.

Choose Pagelets:
Rememhberta click "Save" when dane,

Arrange Pagelets: Goto  Personalize Layout

PeopleSoft Applications
Menu

@ eleave

O My Reports

1 Main Menu

Return to Home

ﬁ Sawve
[=] rlotify

Figure 8-7—Personalize Content Page

2. e-Leave — Click the e-Leave checkbox.

3. Save — Click the Save button. The ERM Menu page displays with the e-Leave Home

page below the Menu section (Figure 8-8).
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If you like this layout (Figure 8-8), no further action is needed. If you want the e-Leave Home

page to display to the right of the Menu; then, access the Layout feature.

» NSIPS

Personalize Content | Layout

Menu 4
Search:

®

[ My Favorites

> Emplovee Self Service

[ Electronic Service Record
[ Worklist

[ Reporting Tools

- My Profile

- Change hily Password

e-Leave

e-Leave Home

=
ﬁ' e-Leave Inquiry

AT

Figure 8-8—-ERM Menu with ESR Home Page Below

4. Layout — Click the Layout link. The Personalized Layout page (Figure 8-9) displays.

Personalize Layout

Basic Layout: O 2 columns

@3 columns

Click arrows to move pagelets up and down or into neighboring columns. Click"Delete Pagelat”
to remove the selected pagelet fram your portal home page. Remember to click "Save" when dane.

Add Pagelets: Goto

Fersonalize Content

# = Required - fixed position pagelet
* = Required - moveable pagelet

Left Column:

Center Column: Right Column:

Menu --Mo Pagelets Selected-- --Mo Pagelets Selected-- _
e-Leave i ®

Delete Pagelat
& save) Return to Home

[ Motify

Figure 8-9-Personalized Layout Page: 3 Columns

5. Basic Layout: 2 Columns — Click the 2 columns radio button. The Personalized Layout

page redisplays with only two columns (Figure 8-10).
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Personalize Layout

Basic Layout: ® 2 columns '3 columns

Click arrowes 1o move pagelets up and down or into neighboring columns. Click "Delete Pagelet!
to remove the selected pagelet from your portal home page. Rememberto click "Save" when done.

Add Pagelets: Goto  Personalize Content

# = Required - fixed position pagelet
* = Required - moveable pagelet

Right Column:

henu --Mo Pagelets Selected--

S

Delete Pagelet

& save) Return to Home

[=] Matity

Figure 8-10-Personalized Layout Page: 2 Columns

6. e-Leave — Click e-Leave in the Left Column. The item highlights.

7. Right Arrow — Click the right arrow. E-Leave displays in the Right Column
(Figure 8-11).

8-9 SG12FY1502



e-Leave Users Guide

July 2010

Personalize Layout

Basic Layout: 2 columns 3 columns

Click arrowes to move pagelets up and down or into neighbaring columns. Click"Delete Pagelet”
to remove the selected pagelet from your portal horme page. Remember to click "Save" when done.
Add Pagelets: Gota

Personalize Content

# = Reguired - fixed position pagelet
* = Required - moveakle pagelet

Left Column:

Menu

Right Column:

@‘ ]

I

Delete Pagelet

ﬁ Sawe

[=7] Matify

Eeturn to Home

Figure 8-11-Personalized Layout Page: ESR Home Page in Right Column

8. Save - Click the Save button. The ERM Menu page displays in two columns with the
e-Leave Home page on the right (Figure 8-12).

Menu E
Search:

& NSIPS y ERM

Fersonalize Content | Layout

||| e-Leave Home

[ hly Favorites
[ Employvee Self Service
[ Electronic Service Record

[>warklist

[> Reparting Tools =£ﬂ_

[+ My Profile ﬁi g-Leave [nouiry
— Change My Password

Figure 8-12-ERM: e-Leave Home Page
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8.2 Reviewing e-Leave Requests (Civilian)

The civilian Reviewer accesses the member’s e-Leave Request and either Recommends or Not
Recommends the requested leave. The Reviewer begins by signing on to the system. Upon log

on a pop-up notification (Figure 8-13) displays indicating if the Reviewer has e-Leave Requests
pending recommendation.

o NSIPS EEH

FPersonalize Content | Layout

e-Leave

Search:

| & e-Leave Home

[+ My Favarites

[» Employee Self Service

[+ Electronic Service Record
[ wWWorklist

[- Reporting Tools —

[ Wy Profile ﬁlgﬁ' e-Lea

— Chanoe My Password

Microsoft Internet Explorer

rt ‘fou have 3 e-Leave Request{s) pending your recommendation, (32200,97)
-

1

Figure 8-13—-Reviewer’s Notification Message

1. OK - Click OK to close the notification message. The e-Leave Home page
(Figure 8-14) displays.

S NSips

Ferzonalize Content | Layout

Menu E
Search:

| | ) e-Leave Home
[+ hily Faworites

[ Emplovee Self Service

[ Electronic Service Record

= Warklist

[> Reparting Taaols fi _
[> hily Profile ﬁE e-Leave [nguiry
— Chandge My Fasswaord

Figure 8-14—e-Leave Home Page

2. e-Leave Inquiry — Click the e-Leave Inquiry link to access the list of items pending
recommendation.
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8.2.1 Processing the e-Leave Request (Recommend)

The e-Leave Inquiry link for the civilian Reviewer displays the e-Leave Request(s) pending
Recommendation (Figure 8-15). This page lists all members’ e-Leave Requests needing your
review and recommendation. The member’s SSN, Name, date the request was submitted, and the

date the leave will begin display. Use the View Details link to access the member’s e-Leave
Request.

NOTE: Click the column header to sort the list in ascending or descending order.

e-Leave Request(s) pending Recommendation

SSN Name Submitte«d Date Begin Da View Deta

HrM--0084 BROYWN,SUZETTE 06r2972010 252010 Wiew Details

RM-0E1 4 DOE, SAMANTHA 06r29/2010 o7imziz010 Wiew Details

HRMH-EE10 BLAIR, SUISAN ANMA 06r29/2010 07H 02010 Wiew Details
Go to:

e-Leave Home

Figure 8-15-e-Leave Request(s) pending Recommendation List
1. View Details — Click the View Details link to access the member’s e-Leave Request.
In Figure 8-15, the View Details link associated with Doe, Samantha was selected. DCCS

Samantha Doe’s e-Leave Request (Figure 8-16) displays. Notice, the Request Status is Pending
Approval.

e-Leave Request for DCCS SAMANTHA DOE | Request Status: Pending Approval I

lember’s Information

1. Date of Request: 0&/23/2010 2. Leave Control Number:

3a.Dept: EMNG 3b. Division: NP5
4. SSH: 8814 5. Name: DOE SAMANTHA 6. Rank Rate: DCCs
7. Ship/Station: MAYMAC MILLINGTM 8. Dty Section: 2 9. Duty Phone: 901-874-4649

*10a. As of 03i31/2009 Leave Balance was: 205 10b. Proj Bal to EAOS ( 12/28/2012): 1328 11. Leave Used This FY: g

el eave Request Information

12. Type of Leave: Ordinary 13. Primary Travel Mode: Private Auto
14a. Leave Begin Date: Q7imnzrzo10 14h. Begin Military Time: 0300 15a. Leave Return Date:  07/07/2010 15h. Return Military Time: 0200
16. Days Requested: 5 17. Authorized BAS | |Meal Pass #: (EHnclusheReaviRavodiiobelEharged

18. Normal Work Schedule
The Day of Departure is a Hormal Working Day The Day of Return is a Normal Work Day

First: 07/03/2010 Last: 07/07/2010

Number of Days to be Charged: 5

**In congideration of the Member's completion of a full
workday (as defined in MILFERSMAN, MAVPERS 15560)
on the days of departure and return, the Inclusive Days
shown are correct and nroner for charaing as Leave.

Figure 8-16—e-Leave Request for (member) Page: Top of Page

Scroll to the bottom of the page to view the Reviewer’s section.
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The bottom of the e-Leave Request page (Figure 8-17) displays the fields to identify the
Reviewers and Approvers for this e-Leave Request.

Submitted by LCDR FRED SMITH (Command Leave Administrator)

Reviewer(s) B

Watch

Name _ Recommendation Status Status Timestamp Comment
Coordinator

BAYRAMNDAMILD CUMNAMAN Fending

HAZELBAKER ,ROBERTA Fending

Approver (C
Name Approval Status Status Timestamp Comment
JOMES THOMAS Pending

Reviewer's Comments D

e-Leave Extension Request E

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
N Mormal Working Hours Day of Expected Return
Expected Return Time:
From: To:
0[ Recommend ] [ Not Recommend e-Leave Inguiry | e-Leave HISIDI’Y‘ Print

Figure 8-17—e-Leave Request for (member) Page: Bottom of Page

A. Comments

The Comments section identifies who submitted the e-Leave Request. In this example, the
e-Leave Request was created and submitted by the CLA on behalf of the member.

B. Reviewer(s)
The Reviewer(s) section lists all Reviewers, both military and civilian, assigned to the
member by the CLA. Any of the listed Reviewers can review and Recommend/Not
Recommend the request.

C. Approver

The Approver section lists all Approvers, both military and civilian, assigned to the member
by the CLA. Any of the listed Approvers can Approve/Disapprove the request.

D. Reviewer’s Comments

The Reviewer’s Comments text box provides a field for the Reviewer to add any comments
about the member or leave request. It is important to note that the comments will remain with
the leave request. For all Not Recommended requests, an explanation is required.
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E. E-leave Extension Request
This section displays data completed on the e-Leave Extension Request page.

F. Recommend/Not Recommend

The civilian Reviewer determines if the leave request is acceptable for the member to take. If
the leave is acceptable, click the Recommend button (Figure 8-18). If the leave is not
acceptable enter an explanation in the Reviewer’s Comment section and select the Not
Recommend button. Recommend and Not Recommended requests are reviewed and

approved by the Approver once the Reviewer has completed his/her action.

Submitted by LCDR FRED SMITH (Command Leave Administrator).

Reviewer(s) B
Watch

Reviewer's Comments )

e-Leave Extension Request £

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
HNormal Working Hours Day of Expected Return

Expected Return Time:
From: To:

o[ Recommenid ] [ Not Recommend e-Leave \nquirv| e-Leave H\stunf|

Name ° Recommendation Status Status Timestamp Comment
Coordinator

BAYRAMN, DAMILD CLINAMAN Fending

HAZELBAKER ROBERTA Fending

Approver C

Name Approval Status Status Timestamp ~ Comment

JOMES THOMAS Pending

Print

Figure 8-18—e-Leave Request for (member) Page: Bottom of Page

1. Recommend - Click the Recommend button. A confirmation message (Figure 8-19)

displays the Approver assigned to this e-Leave Request.
At this point, use the e-Leave Inquiry link to continue reviewing e-Leave Requests.

Leave Inquiry link to view other e-Leave Request pending your recommendation.

e-Leave Inguiry

2

e-Leave Request recommendation of recommend has been forward to CIV THOMAS JONES for approval. Click on the e-

Figure 8-19—-Recommend Confirmation Message

2. e-Leave Inquiry — Click the e-Leave Inquiry link. The e-Leave Request(s) pending

Recommendation page (Figure 8-15) displays.
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8.2.2 Not Recommending Leave

If it is determined the member cannot take the requested leave, the Reviewer uses the Not
Recommend feature. Access the e-Leave request from the e-Leave Inquiry link on the e-Leave
Home page as described in section 8.2. Once the e-Leave Request for (member) displays, scroll
to the bottom of the page (Figure 8-20).

24. Comments

Submitted by LCDR FRED SMITH (Command Leave Administrator).

Watch

Name . Recommendation Status Status Timestamp Comment
Coordinator

BAYRAN, DAMILO CUMNAMNAN Fending

HAZELBAKER ROBERTA FPending

Hame Approval Status Status Timestamp Comment

JOMES, THOMAS FPending

° o

e-1 eave Extension Request

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
N Normal Working Hours Day of Expected Return
Expected Return Time:
From: To:
Recommend ] [ Not Recommeni e-Leave Inguiry | e-Leave Histonr| Print

Figure 8-20—e-Leave Request for (member) Page: Bottom of Page

1. Reviewer’s Comments — (Required) Enter an explanation why the e-Leave Request is
not recommended.

2. Spell Check Icon — Use the Spell Check icon to check the grammar and spelling of the
text.

NOTE: The text entered in the Reviewer’s Comments section remain with the e-Leave
Request.

3. Not Recommend — Click the Not Recommend button. A confirmation message
(Figure 8-21) displays the Approver for this e-Leave Request.

e-Leave Request recommendation of not recommend has been forward to CIV THOMAS JONES for approval. Click on the
e-Leave Inquiry link to view other e-Leave Request pending your recommendation.

e-Leave Inouiry

Figure 8-21-Not Recommend Confirmation Message
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8.3 Approving e-Leave Requests (Civilian)

The civilian Approver accesses the member’s e-Leave Request and either approves or

disapproves the requested leave. The Approver begins by signing on to the system. Upon log on,
a pop-up notification (Figure 8-22) displays indicating if the Approver has e-Leave Requests

pending approval.

e-Leave

e-Leave Home

[ ]
E.‘ e-Leave |

Microsoft Internet Explorer

": You have 3 e-Leave Reguest(s) pending wour approval, (32200,97)
)

1

Figure 8-22—-Approver Notification Message

1. OK - Click the OK button. The e-Leave Home page (Figure 8-23) displays.

Personalize Content | Layout

Menu = e-Leave

Search:

| | G5 e-Leave Home
[» My Favarites

[» Employee Self Service

[> Electronic Service Record

[ Worklist

[ Reporting Tools =i_

[= My Profile i e-Leave Inguiry
— Change Wy Passwoard =

T L I —————

Figure 8-23-e-Leave Home Page

2. e-Leave Inquiry — Click the e-Leave Inquiry link.
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8.3.1 Processing the e-Leave Request (Approve)

The e-Leave Inquiry link for the civilian Approver displays the e-Leave Request(s) pending
Approval (Figure 8-24). This page lists all members’ e-Leave Requests needing approval. The
member’s SSN, Name, date the request was submitted, and the date the leave will begin display.
Use the View Details link to access the member’s e-Leave Request.

NOTE: Click the column header to sort the list in ascending or descending order.

e-Leave Request(s) pending Approval

SSN Name Submitted Date  e-Leave Request Status Bedin Date View Details
WHA-BR83 SMITH,FRED 06/30/2010 Pending Approval 0viz4izoin Wiew Details
HIHA-BRES KEILLIHER ROBERT 06/30/2010 Pending Approval neMoizo10 Wiew Details
HIHA-BEEY BROWHN SUZETTE 06/29/2010 Pending Approval 0eizaiz010 Wiew Details

Figure 8-24—e-Leave Request(s) pending Approval List

1. View Details — Click the View Details link to access the member’s e-Leave Request.

In Figure 8-24, the View Details link associated with Brown,Suzette was selected. The e-Leave

Request for Brown displays. Scroll to the bottom of the page (Figure 8-25) to Approve the
request.

Notice, the Recommendation Status reflects the Reviewer’s

Submitted by LCDR FRED SMITH (Commant Ls action on this e-Leave Request. The date and time the action
was completed reflects in the Status Timestamp column.

Name Watcl! Recommendation Status Status Timestamp Comment
Coordinator

BATYRAMN, DANILO CUNAMNAN Fending

HAZELBAKER ROBERTA Recommended OB/29101215:59P W

Name Approval Status Status Timestamp Comment

JOMES, THOMAS Pending

Approver's Comments

e
&

e-1 eave Extension Request

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
N Normal Working Hours Day of Expected Return
Expected Return Time:
From: To:
Cancel e-Leave Request ] [ Approve ] [ Disapprove e-Leave Inguiry | e-Leave H|stonf| Print

Figure 8-25- e-Leave Request for (member) Page: Bottom of Page
1. Approver’s Comments — Enter appropriate comments for this leave request. This field
is not required for approved requests. It is required for disapproved requests.

2. Approve — Click the Approve button to approve this e-Leave Request. A confirmation
message (Figure 8-26) displays.
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At this point, use the e-Leave Inquiry link to continue approving/disapproving e-Leave Requests.

e-Leave Requestfor DCCS SAMANTHA DOE has been approved.

e-Leave Inguiry

o

Figure 8-26-Approve Confirmation Message

3. e-Leave Inquiry- Click the e-Leave Inquiry link. The e-Leave Request(s) pending
Approval page (Figure 8-24) displays.

Upon approval, the e-Leave Request is assigned a Leave Control Number (LCN) and the
member can officially Check Out on the leave Begin Date listed on the e-Leave Request.
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8.3.2 Disapproving Leave

If it is determined the member cannot take the requested leave, the Approver must Disapprove
the leave request. Access the e-Leave request from the e-Leave Inquiry link on the e-Leave
Home page. Once the e-Leave Request for (member) displays, scroll to the bottom of the page
(Figure 8-27).

24. Comments

Submitted by LCDR FRED SMITH {Command Leave Administratar).

Watch

Name . Recommendation Status Status Timestamp Comment
Coordinator

BAYRAN DANILO CUMNANARN FPending

HAZELBAKER ROBERTA Recommended 06/29M 0 12:19:59PM
Hame Approval Status Status Timestamp Comment
JOMES THOMAS Pending
Approver's Comments

Meeded for TAD arders. Request disapproved @
e-l eave Extension Request

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:

_ Normal Working Hours Day of Expected Return
Expected Return Time:
From: To:
cancel e-Leave Request | | Approve | ( Disapprove | e-Leave Inguiry|  e-Leave Histary Print

Figure 8-27—e-Leave Request for (member) Page: Bottom of Page

1. Approver’s Comments — (Required) Enter appropriate comments for this leave
request. Use the Spell Check icon to check the grammar and spelling. The comments
remain with the e-Leave Request.

2. Disapprove — Click the Disapprove button to disapprove this e-Leave Request. A
confirmation message (Figure 8-28) displays documenting that the request was
disapproved.

e-Leave Request for DCCS SMANTHA DOE has been disapproved.

e-Leave Inguiry

Figure 8-27-Disapprove Confirmation Message
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8.3.3 Cancelling e-Leave Request

After the e-Leave Request is approved and the LCN assigned, the leave request can be cancelled
by the member, the CLA, or the Approver. If the member cancels the e-Leave Request, the
Approver or CLA must access the request and Approve the cancellation request. The Approver
and/or the CLA can initiate the cancellation of a member’s leave. Once the cancellation is
approved, the e-Leave Request is cancelled.

Use the same steps described in Section 8.3 to navigate to the e-Leave Request. Scroll to the
bottom of the page (Figure 8-29) and use the Cancel e-Leave Request button.

4. Comments

Submitted by LCDR FRED SMITH (Command Leave Administratar).

Watch . .
Hame - Recommendation Status Status Timestamp Comment
Coordinator
BAYRAN, DAMILO CUNAMNAMN Fending
HAZELBAKER ROBERTA Recommended 0B/29M1012:19:99FPM
Hame Approval Status Status Timestamp Comment
JOMES THOMAS Pending
Approver's Comments
e-Leave Extension Request
Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
N HNormal Working Hours Day of Expected Return
Expected Return Time:
From: To:
Cancel e-Leave Request ] [ Approve ] [ Disapprove e-Leave Inguiry | e-Leave History| Print

Figure 8-29- e-Leave Request for (member) Page: Bottom of Page

1. Approver’s Comments — (Required) Enter appropriate comments for this leave
request. Use the Spell Check icon to check the grammar and spelling. The comments
remain with the e-Leave Request.

o

Cancel e-Leave Request — Click the Cancel e-Leave Request button to cancel this
e-Leave Request. A confirmation message displays documenting that the request was
cancelled.
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8.4 User Role of Both Reviewer and Approver

The civilian can assume the role of both Reviewer and Approver. The step to process e-Leave

Requests is identical. The difference is on the e-Leave Recommendation/Approve page
(Figure 8-30).

e-Leave Request(s) pending Recommendation

Fing | view sl | B First 4] 4 o 1 [M] Last
SSN Name Submitted Date Begin Date View Details
WHH-HA-8883 SMITH,FRED 06/30i2010 o7i24iz2010 YWiew Details

e-Leave Request(s) pending Approval

Find [view 2l | B First (4 13003 [ Last

SSN Name Submitted Date  e-lLeave Request Status Beqin Date View Details
WHH-WA-BB83 SMITH,FRED 06/30/2010 Pending Approval 0712412010 Wiew Details
WIH-HA-BE8E KEILLIHER,ROBERT 0302010 Pending Approval ogMoezo10 YWiew Details

HH-XA-0884 BROWMN, SUZETTE 06292010 Fending Approval 082502010 Yiew Details

Previously reviewed e-Leave Request(s)

yigw Al | B First (4] 1.2 01 2 ] Last

SSN Name Submitted Date  e-Leave Request Status Begin Date View Details

HO-X-8810 BLAIR, SLISAN AMNA 062852010 Disapproved 0y 052010 Wiew Details

PIH-HA-BE14 DOE, SAMANTHA 06/28¢2010 Approved 07022010 YWiew Details
Go to: o Loae Home If you have User Roles of both Reviewer and Approver, you will see

items listed in all areas of the page. Review the items in the
Recommendation section first, then finalize those in the Approval
section.

Figure 8-30—e-Leave Request for (member) Page: Bottom of Page

The Previously reviewed e-Leave Request lists the items that you have taken action on.
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8.5 Popup and Email Notifications

There are two ways in which you will be notified that e-Leave Requests are pending your
approval. The pop-up notification message (Figure 8-31) that displays when you access the

Self-Service account and an e-mail notification that is sent to the email address established on
the SAAR form.

> NSIPS

Fersonalize Content | Layout

Search:

16| e-LeaveHome

[+ My Favaorites

[ Emplayee Self Service

[» Electronic Service Record
[> Worklist

[» Reporing Tools

[ My Profile Microsoft Internet Explorer
— Chanoe by Password 1

'

‘fou have 1 e-Leave Request(s) pending your recommendation, You have 3 e-Leave Request(s) pending your
. approval, (32200,97)

Figure 8-31-Popup Notification

NOTE: If you are both a Reviewer and Approver, the popup notification will let you

know how may e-Leave Requests you need to access as a Reviewer and how
many as an Approver.

When the CLA identified you as a Reviewer/Watch Coordinator and/or Approver, the Receive
e-mail notification option was selected. If you do not want to receive email notifications each

time an e-Leave Request is pending your action, contact the CLA and ask him/her to deselect
this option.
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Section Nine—-Member
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9. MEMBER

The e-Leave application is used by all Navy members to create and submit e-Leave Requests.
Once the request is approved, the member can use the e-Leave application to Check Out, create
an e-Leave Extension, and Check In.

To support e-Leave Request processing, the Command Leave Administrator (CLA) establishes
the environment and identifies military and civilian Reviewers/Watch Coordinators and
Approvers for each member’s e-Leave Request. For military Reviewers and Approvers to create
and submit their own e-Leave Requests, they perform the task as a member.

To perform the duties of Reviewer refer to Section 6 and for Approver duties refer to Section 7.

This section discusses the steps the member takes to create, update, and manage his/her own
e-Leave Request via the member’s Self-Service account.

9.1 Accessing e-Leave

The member accesses the e-Leave application via the Navy Standard Integrated Personnel
System (NSIPS) Portal. The member will need to have a Common Access Card (CAC).
911 Accessing the NSIPS Portal

In the Internet Explorer window, navigate to https://nsips.nmci.navy.mil/. The Security
Disclaimer page (Figure 9-1) displays.

SECURITY DISCLAIMER

“ou are accessing a LS, Government (USG) information system (IS) that is provided
for USG-authorized use only. By using this IS, you consent to the following
conditions: The USG routingly monitors communications occurring on this 1S, and any
device attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and emploves
misconduct, law enforcement, and counterintelligence investigations. At any time, the
USG may inspect and/or seize data stored on this 15 and any device attached to this
IS, Communications ococurring on or data stored on this IS, or any device attached to
this IS, are not private. They are subject to routine monitoring and search. Any
communications occurring on or data stored on this 15, or any device attached to this
15, may be disclosed or used for any USG-authorized purpose, Security protections
may be utilized on this IS to protect certain interests that are important to the USG.
For example, passwaords, access cards, encryption or hiometric access controls
provide securty for the benefit of the USG, These protections are not provided for
your benefit or privacy and maybe modified or eliminated at the USG's discretion.

“The Data contained Herein is protected hy the Privacy Act of 1974. All measures
required to protect this information should be taken.”

I have read and consent to the terms in the Security Disclaimer above

[ Ao @]

Figure 9-1-Security Disclaimer

1. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

2. Agree — Click the Agree button. The NSIPS Splash page displays.
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9.1.2

NSIPS Splash Page

The NSIPS Splash page (Figure 9-2) provides links to access the SAAR form, view updates,
obtain online training and instructional manuals, and log into the NSIPS environment to access
the Self-Service account and e-Leave.

System Status: Online

- = o ——
Navy Standard Integrated Personnel System

wednesday, July 7

DoD CAC Authentication

User Information
* ESR Self-Service Login Instructions
» Civilian Employer Information (CEI) Login Instuctions

."____E} LDgUn H » Create ESR View Dnly Account Instructions
Documentation & Training e
System Access Authorization Request (SAAR) » ESR Self-Service Desk Guide
# New Users (NSIPS, ESR, CIMS, Web Ad Hoc) * ESR Frequently Asked Questions (FAQ)
» ESR Self-Service {(New Users) 6
» ERM SAAR Validation (Supervisor)
[ Menu -
Coming Soon to NSIPS e ~ NRMS News: Q Web Adhoc News: e ~
Connand e-Leave, will mtomate the The monthly data load for e 2010 data E_SR S.e]f-Sew.ice Report: Per the CHO L
leave request process electronically. completed at 0200, 29 June 2010, 410 direction, antive daty and resarve
(Mo paper leave chit). The Bata Test raports are available. persm.mel (lezs IFR).m required to
is completed and went extremely well. esta]:!hsh and maintain an ESR SEH_' .
Planned release to shore sites is B Service Achunt: The goal of'a.ttammg
scheduled for 01 dug 2010, Watch for 100% participation can'be verified
fabure HAVADMIN: and messages v using the ESR Self Sexvice hecomt
| MNSIPS News ] MNRMS Mews L[ webadhoc News !

MNEIPS Help Desk Contact Information: Toll Free: §77-559-5991, Comm: 504-69 47, DEN! 647-5442, Fax: Comm:
504-697-3007/0342, DSN: 647-3007/0342, e-mail: Nsipshelpdesk @navy.mil

I Help Desk -

For additional documentation on
(Organizations & Camrmunities =
Personnel Systern (NSIPS))

NSIPS/ESR/CIMS, visit the NSIPS/ESR web pageon Navy Knowledge Online (NKO)
(Organizations (Mavy & Marine Corps Organizatiua Mavy Standard Integrated

! NEC -

Figure 9-2-NSIPS Splash Page

The following provides a brief explanation of each section in the NSIPS Splash page.

A. System Access Authorization Request (SAAR)

This section (Figure 9-2) provides the links to access the SAAR form to create and validate
e-Leave User Roles and User Accounts for both NSIPS access and Self-Service account
access.

9-3 SG12FY1502



e-Leave Users Guide July 2010

B. User Information/Documentation & Training

This section (Figure 9-2) provides links to access instructions; details about Civilian
Employer Information and Electronic Service Record (ESR) accounts; and login procedures.

C. NSIPS News
This section (Figure 9-2) provides upcoming details about the NSIPS program.
D. NRMS News

This section (Figure 9-2) provides updates about the Navy Reserve Management System
(NRMS).

E. WebAdhoc News

This section (Figure 9-2) provides report information relating to NSIPS and ESR
Self-Service features.

F. Help Desk

This section (Figure 9-2) lists the phone numbers and email address if issues arise in
processing e-Leave.

G. NKO

Additional training and support for e-Leave is located on the Navy Knowledge Online
(NKO) network (Figure 9-2).

H. Logon

Your Common Access Card (CAC) is required to access e-Leave. Use the Logon button
(Figure 9-3) to access your list of NSIPS application logons to access e-Leave via the NSIPS
application or Self-Service account.
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M

H Mavy Standard Integrated Personnel System

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
** E5R Self-Service Login Insbuctions
» Civilian Employer Information (CEI) Login InstuctHons

."_ha-‘\ LDgDn 3 »* Create ESR VWiew Only Account Instructions
Documentation & Training

» ESR Self-Service Desk Guide

*» E5SR Frequenty Asked Questions (FAQ)

System Access Authorization Request (SAAR)
¥ New Users (NSIPS, ESR, Web Ad Hoc)
» ESR Self-Service {(New Users)
* ERM $AAR Yalidation (Supervisor)

] Menu !
PLEASE MOTE: CAC Logon is mow PLEASE MOTE: CAC Logon is D PLEASE MOTE: CAC Logon is D
required. The userd and password now required. The userid and = now required. The userid and —
screens have been disabled. password screens have been password screens have been
disabled. disabled.
4 newr upgraded HEMS reporting The Tnit Conmmanders Finance Feport
environment has been deployed for the [TNCFE) is noar available under Fublic
Enlisted and PTS Voyager Eeports Folders--= HSIPS Web ADHOC, The
[Cubes). Please comvert wouar old D TCFE contains informnation for service D
I NSIPS News S [ NRMS News I L [ webAdhoc News B3 |

MNEIPS Help Desk Contact Information: Tall Free: 877-589-5991, Comm: 504-697-5442, DSM: 647-5442, Fax: Comm:
504-697-3007/034Z2, DSM: 647-3007/0342, e-mail: Nsipshelpdesk@nawy.mil
] Help Desk —

For additional documentation on NSIPS/ESRACIMS, visit the NSIPS/ESR web page on Mawy Knowledge Online (MKO)
{Crganizations & Communities=0Organizations (Mawvy & Marine Corps Organization)= Mawy Standard Integrated
Personnel Systemn (NSIPS))

{ NS —
Figure 9-3-NSIPS Splash Page
3. Logon — Click the Logon button. The NSIPS Account List page displays.
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9.1.3 NSIPS Account List Page

The NSIPS Account List page (Figure 9-4) displays all User Role User IDs assigned to you. The
User Role was created using the System Access Authorization Request (SAAR) form described
in Section 3.4. During the SAAR process, the system-generated User ID is assigned to the user.
This value is used to access the member’s Self-Service account.

System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99-474, the Counterfeit Access Device and Computer Fraud and Abuse Act of 1984, authorizes collection of this information.
The information will be used to verify that you are an athorized user of a Government mtomated information system (AIS) and'or to verify
wour level of Govermment security clearance. Athough disclosure of the information is veluntary, failure to provide the infonmation may
impede or prevent the processing of your “System Authorization Access Request (SAAR)”. Disclosure of records or the information
contained ther ein may be specifically disclosed outside the DoD according to the "Blanket Roatine Uses™ set forth at the beginning of the
DISA compilation of systerns or records, published annually in the Federal Regi and the discl es generally p itted under 5
U.S.C. 552A(b} of the Privacy Act.
User Profile

Operator Details System-generated

General Atiributes prOCGSS
EmpllD: 388888883

RT KEILLIHER

Flea st below and click "Logon" to Logan

Use to logon to
the e-Leave
application.

ccount below click here

escription

Member Self Service

@ N1081224451SDDD4!

Figure 9-4-User ID SAAR Generation

As the member, sign in using the User ID that corresponds to your Self-Service User Role,
identified as Member Self Service (Figure 9-5).
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ROBERTA HAZELBAKER

Please select an Account from the list below and dick "Logen” to Logon

If you do not ses your account below click here

@ wWi08122445150004 Memher Self Service

SECURITY DISCLAIMER

You are accessing a U.S. Government (USG) information systern (1S) that is provided for USG-authorized use
only. By using this IS, you consant to the Follawing conditions: The USG rautinely manitars carmmunications
occurring on this 15, and any device attached to this 1S, for purposes including, but not limited to, penetration
testing, COMSEC rmonitaring, network defense, quality control, and employee mizconduct, law enforcernent,
and countarintelligance inuestigations. At any time, the USE may inspact and/or seize data stored an this IS
and any device attached to this IS, Communications occurring on or data stored on this IS, or any device
attached to this IS, are not private, They are subject to routine monitoring and search, Any communications
occurting on or data stored on this IS, or any device attached to this IS, may be dizclosed or used for any
USG-authorized purpose. Security protections may be utilized on this IS to protect certain interests that are
important to the USG, For example, passwords, access cards, encryption or biormetric access controls provide
security for the benefit of the USa, These protections are not provided for vour benefit or privacy and maybe
modified or eliminated at the USG's discretion,

"The Data contained Herein is protected by the Privacy Act of 1974, All measures required to protect this

information should be taken."
I have read and consent to the terms in the Security Disclaimer above

[ o @)

Figure 9-5-NSIPS Account List Page
4. User ID - Click the radio button that corresponds with the User ID associated with the
task being performed. In this example, the Member Self Service User ID is selected.

5. Security Disclaimer — Review the Security Disclaimer. Click the checkbox to indicate
you have read and agree with the disclaimer. A check mark displays in the field.

6. Logon — Click the Logon button. The ESR Home Page: Electronic Service Record page
(Figure 9-6) displays.
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> NSIPS

Personalize Content | Layout

Search:

®

[ My F avorites

[ Emplayee Self Service
— MEIPS Report Manager
— Change My Password

Help
ESR Home Page =2

Electronic Service Record

SSN: 338288811

ESR Self Service

Personal Information

Name: STEEL JOHMN

Review member address and
phone, martiage, and personal
information.

View Personal Information

Updlate memkber address,

phone, e-mail, emergency
contacts, religion, race,

ethinicity and civilan employer
information.

Update Personal Information

Training, Education, and
Gualifications

Reviewe member training,
education, and qualifications.

Performance

Revigwy member performance
information.

Wiew Performance
e-Leave

Reguest, Reviewy, Submit,
“ﬁ" Cancel Leave Reguest(s)

e-Leave

View Training, Education, and Gualifications

* 4]
]
o

s,

Rank/Rate: AEC

Professional History
Reviews member history of
assignments

‘iew Professional History

Creste member competency seif
evaluation.
Update Competencies

PCS Travel

Update member PCS Travel
information
Update PCE Travel

Service Obligations and
Agreements

Review member service
obligations and agreements .

Wiew Service, Oblinations, and Agreements

Administrative Remarks

Review member administrative
remarks.

Wiew Administrative Remarks

Current DSC: 100

Figure 9-6- ERM — ESR Home Page: Electronic Service Record Page

The ESR Home Page: Electronic Service Record page has two sections, the left-side (Menu) is a
hierarchical display of application features. The right-side (ESR Home Page) provides icon links
to the application features. You can navigate to the features from either side of the page.

If your system presents only the left-side, you will need to customize the view. Refer to
Section 9.1.4 for details. If your system presents the view illustrated in Figure 9-6, skip to

Section 9.2 to continue.
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9.14 Customize ESR Home Page Menu Structure

When you access the Self-Service menu if it looks like Figure 9-7 and you would like to have the
icon links illustrated in Figure 9-6 for navigation; you will need to customize the menu structure.
The following steps detail customizing the menu.

N

Personalize Content | Layou
1

==X

Search:

| @
[> My Favarites

[ Employee Self Service

— NSIPS Report Manager

— Change My Password

Figure 9-7- ERM Menu: No Icon Links

1. Content — Click the Contents link. The Personalized Content page (Figure 9-8)
displays.

Personalize Content

Welcome Message: | ERM

Simply checkthe items that you want to appear an your homepage.
Fememberto click "Save" when done.

Choose Pagelets:

Arrange Pagelets: Goto  Personalize Lavout

PeopleSoft Applications
Meny

L} QESF{ Horne Page
O Main Meny

& save) Return to Home

[=] Motify

Figure 9-8—Personalize Content Page

2. ESR Home Page — Click the ESR Home Page checkbox.

3. Save — Click the Save button. The ERM Menu page displays with the ESR Home Page
below the Menu section (Figure 9-9).
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If you like this layout (Figure 9-9), no further action is needed. If you want the ESR Menu Page
to display to the right of the Menu; then, access the Layout feature.

FPersanalize Content | Layout
4

Search:

®
[+ My Favorites
[» Employee Self Serice
— MESIPS Report Manader
— Chanoe My Password

=X

ESR Home Page

Update member address

contacts, religion, race,
ethnicity and civilian empl

Review member training,
education, and qualificati
“Wiewy Training, Educati

Electronic Service Record

SSN: 38838811 Name: STEEL,JOHMN RankRate: AEC Current DSC: 100
ESR Self Service

Personal Information - Professional History

Reviesy member address and E [, Review member history of

phone, marriage, and personal QECR assignments

informatian

Yiew Persanal Infarmation

phone, e-mail, emergency

informatiaon. i
Update Personal Information @}a Update member PCS Travel
i infarmation.
Update PCS Travel
Training, Education, and Service Obligations and
Qualifications Agreements

=X

Wiew Professional History
Creste member competency self

evallation.
s Update Campetencies

loyer PCS Travel

\‘ Review member service

ons: obligations and agreements
ion, and Qualifications Wiew Service, Obligations, and Agreements

EITTEA S

Help

Figure 9-9-ERM Menu with ESR Home Page Below

4. Layout — Click the Layout link. The Personalized Layout page (Figure 9-10) displays.
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Personalize Layout

Basic Layout: O 2 columns ® 3 columns

?

Click arrows to move pagelets up and down ar into neighboring columns. Click "Delete Pagelat”
to remove the selected pagelet from wour portal home page. Remember to click "Save" when done.

Add Pagelets: Goto  Personalize Content

# = Required - fixed position pagelet
* = Required - moveahle pagelet

Left Column: Right Column:

henu --Mo Pagelets Selected-- --Mo Pagelets Selected--
ESR Home Page a

I

Delete Pagelet

& save) Return to Home

[=] matity

Figure 9-10-Personalized Layout Page: 3 Columns

5. Basic Layout: 2 Columns — Click the 2 columns radio button. The Personalized Layout

page redisplays with only two columns (Figure 9-11).
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Personalize Layout

Basic Layout: & 2 columns 3 columns

Click arrows to move pagelets up and down or inta neighboring calumns. Click"Delete Pagelet!
to remove the selected pagelet from your portal home page. Remember to click "Save" when done,

Add Pagelets: Goto  Personalize Content

# = Recuired - fixed position pagelet
* = Required - moveshle pagelet

Left Column: Right Column:

louy

o Hrrna Pano &
ESR Home Page @ 6

Delete Pagelet

&) save) Return to Home

[=] hatify

Figure 9-11-Personalized Layout Page: 2 Columns

6. ESR Home Page — Click ESR Home Page in the Left Column. The item highlights.

7. Right Arrow — Click the right arrow. ESR Home Page displays in the Right Column
(Figure 9-12).
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Personalize Layout

Basic Layout: & 2 columns

(03 columns

Add Pagelets: Goto

# = Reguired - fixed position pagelet
* = Required - moveable pagelet

Left Column:

Menu
ESR Home Page

Personalize Content

Click arrows to maove pagelets up and down of into neighboring columng. Click "Delete Pagelet'
to rermaove the selected pagelet fram your portal home page. Rememberta click"Save" when done.

aw

Celete Pagelet

[

Return to Harme

ﬁ Save
[=] thatity

Figure 9-12—-Personalized Layout Page: ESR Home Page in Right Column

8. Save - Click the Save button. The ERM: ESR Home Page displays with the menu in

two columns (Figure 9-13).

Seamrchi
@)

I My Favorites

' Employes Gaif Sanice

Chy

ESR Heme Page

Electronic Service Record

SSHE RgsEsEtt  Mame: STEELJOHN
F55t Sexf Service:
P sonal ifeamation

ki) |, Rrview member mieas and
[
ot

Training, L atican and
LTI MBS

= [————
b oSabon, ind queifcatons
i Trairing [dusation

Partaamanes

P, mpmien o Lamo s
st

Wigw Periomance
Lleme

Request, Rever, Submi,
Corcel Leave Reguestis)
elagvg

Wk Pt 450 e DSC: 100

Professional History

Creats member conpetency et

envauon
Undale Comaelencies

L PES Tl

Figure 9-13-EMR: ESR Home Page
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9.2

ESR Home Page — Electronic Service Record

The ESR Home Page — Electronic Service Record (Figure 9-14) displays links to the member’s
demographic, personal, and military information. It includes the link to access the e-Leave
application via the e-Leave link.

ESR Home Page

Electronic Service Record

N: 588888885

ESR Self Service e

Personal Information

Review member address and
phone, matriage, and personal
information.

“iew Personal Information

Update member address,
phone, e-mail, emergency
contacts, religion, race,

ethnicity and civilian employer
information.

Update Personal Information

Training, Education, and
Qualifications

Feviews member training,
education, and gualifications.

Name: KEILLIHER,ROBERT

Yiew Training, Education, and Qualifications

Performance

Reviewy member performance
el information.

Wiew Performance

e-Leave

Feguest, Reviews, Submit,
Cancel Leave Request(s).
@u e-Leave o

RankRate: |C1

Professional History
Review member history of
assignments

Wieww Professional Histary

Create member competency self
evalustion.
Update Competencies

PCS Trawvel

Update member PCE Travel
information.

Update PCS Travel

Service Obligations and

Agreements

Review member service

okligations and agreements.

Wiew Service, Obligations, and Agreerments

Administrative Remarks

Review member administrative
remarks.
Wiew Administrative Remarks

Current DSC: 100

%]

Figure 9-14-ESR Home Page: Electronic Service Record

A. Member Demographics

The top of the page (Figure 9-14) displays the member’s SSN, Name, Rank or Rate, and
Current Duty Status Code (DSC).

ESR Self-Service

The ESR Self-Service section (Figure 9-14) provides links to access the member’s
personal and military related information. For the e-Leave Request process, the e-Leave
link opens the e-Leave Home page.

1. e-Leave — Click the e-Leave link.
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9.3

E-Leave Home Page

After selecting the e-Leave link from the ESR Home Page, the e-Leave Home page (Figure 9-15)
displays. This page provides links to quickly access the e-Leave Request at various phases of the
leave process. This provides a quick method to track the leave request through its entire life
cycle. Under e-Leave Home your SSN, Name, Rank or Rate, and Current DSC display.

e-Leave Home
SSN: HHG(G8885 Mame: KEILLIHER,ROBERT Rank/Rate: |C1 Current DSC: 100
_ 7]
g-Leave Re ueste é@% e-Leave Ingui Q
iz=h
E]
&3 e-Leave Extension Requestfs‘ﬁe % g-Leave Check Out/ Checkn Q
1
@ huty Prnﬂlee
[
ESR Hnmeo

Figure 9-15-e-Leave Home Page (Member)

The following provides a brief description of each e-Leave feature and the Section where
instructional steps are described.

A

e-Leave Request

This link opens the e-Leave Request page to record leave requests and submit the requests
electronically for review and approval. Refer to Section 9.5.

e-Leave Inquiry

This link opens the My e-Leave Request(s) page which displays a high-level synopsis of the
requested leave. It also displays the status condition. This is a quick and easy way to track
your leave requests. Refer to Section 9.7.

e-Leave Extension Request(s)

This link opens the e-Leave Extension Request(s) page which displays a list of all extensions
requested, approved, disapproved, cancelled, and completed. Refer to Section 9.11.

e-Leave Check Out/Check In

This link opens the e-Leave Check Out/Check In page which displays a list of all e-Leave
Requests in an Approved (waiting Check Out) status and those in a Checked Out (waiting
Check In) status. Refer to Sections 9.10 and 9.12.
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E. My Profile Link

This link opens the page to view the profile assigned to you by the CLA. As part of the e-
Leave setup process, the CLA assigns each member to a Department/Division/Duty Section
within the UIC. The member is also assigned the role as Reviewer/Approver and other
options available. Refer to Section 9.4.

F. ESR Home Link

Use this link to return to the ESR Home Page (Figure 9-14).
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94 My Profile Link
On the e-Leave Home page (Figure 9-16), the My Profile link opens the profile assigned to you,
the member, by the CLA during the e-Leave setup process.

e-Leave Home

SSN: 00403048884 Name: BROWM,SUZETTE Rank/Rate: [C1 Current DSC: 100

+
e-Leave Reguest

O . g
e-Leave Extension Reguestis)

@ Mty Proﬂleo

[l e

L]
ggf' e-Leave [nguiry

NEEEE

e-Leave Check Outf Check Ih

ESR Home

Figure 9-16—e-Leave Home Page: My Profile

1. My Profile — Click the My Profile link.
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The My Profile page (Figure 9-17) displays. It lists the Department/Division/Duty Section for the
UIC that was assigned to the member. Also, it displays what roles the CLA has assigned to the
member. The member can also designate who his/her Watch Coordinator is on this page.

My Profile
SSN: HG-HA-8884  Name: BROWYN, SUZETTE RankRate: |C1 Current DSC: 100

UIc: 63410 MAVIMAC MILLINGTM

Department: ENG EMG

Division: MPE MPS

[ty Section: 2 Dty Section 2
Reviewer /Watch Coordinator Awuthorized for Self Check Out/Check In Receive e-mail notification(s)
Approver Exempt from Duty

Reviewer(s) B
Order Military Reviewer Civilian Reviewer RankRate UIC Watch Coordinator  Inactive

1 C |HAZELBAKER,ROBERTA  |Q CIV f3410 O =

Approver (s) c

Order Military Approver Civilian Approver RankRate UIC Primary Approver  Inactive
1 BEADLE,JAMES OMEAL ASC 44331
1 JONES, THOMAS Cly 63410

Emailln D

Email Address: |3Uzette brown@nawvy.mil

Go to: ESR Home @

e-Leave Home Address & Phone

B Save | LS\Returnto Search

Figure 9-17-My Profile
A. Member Profile

The Member Profile section (Figure 9-17) provides details about the member as established
by the CLA during the setup of the e-Leave environment. The member’s UIC, Department,
Division, and Duty Section display. In this example, the member, IC1 Brown, is assigned to
the ENG Department, NPC Division, Duty Section 2 for UIC 63410.

If the CLA identified the member as a Reviewer/Watch Coordinator and/or Approver during
the e-Leave Setup process (Section 5.6) the corresponding checkboxes will be selected. In
this example, IC1 Brown was identified as a Reviewer/Watch Coordinator. The Receive e-
mail notification checkbox defaults to selected (a check mark displays in the checkbox).
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Several other options are available for the member as depicted in Figure 9-18.

My Profile
SSN: M-M-B884 Name: BROWHR,SUZETTE Rank/Rate: |C1 Curremt DSC: 100
ember Profile
UiC: 63410 M RAC MILLIMNGTRH
Department: ERNG EMG
Division: MNPS MPS
Dty Section: 2 Dty Section 2
Reviewer /Watch Coordinator Authorized for Self Check Out/Check In Receive e-mail notification{s)
Approver Exempt from Duty

Figure 9-18-My Profile: Options

e Authorize for Self Check Out/Check In — This indicates that after the member
checks out or checks in the e-Leave Check Out/Check In does not go to the CLA for
final acceptance.

e Exempt From Duty — This indicates that the member does not need a Watch
Coordinator assigned as the member is exempt from duty.

e Receive e-mail notification(s) — As a Reviewer/Approver, you have the option to
obtain e-mail notifications when you have a member’s e-Leave Request to process.

NOTE: The default value for e-mail notification is selected. If you do not want e-mail
notifications, click the checkbox to deselect thus removing the check mark.

All data listed on the My Profile page were identified by the CLA during the setup process
for the member.

B. Reviewer(s)

The Reviewer(s) section (Figure 9-19) lists the Reviewers/Watch Coordinator assigned by
the CLA to the member. The Reviewer can be military or civilian. Using the Add a Row icon
(+), the member can add additional Reviewers. Using the Delete a Row icon (-), the member
can remove Reviewers. The Watch Coordinator is identified with a check in the Watch
Coordinator checkbox. A Watch Coordinator is not needed if the member is exempt from
duty.

Reviewer(s) B

Order Military Reviewer Civilian Reviewer Rank/Rate UIC Watch Coordinator  Inactive
1 Q) |HAZELBAKER,ROBERTA | GV gad410 [ ¥ [=]
2| | BLAIR, SLISAM ANMNA &} [T £3410 | [=]

Figure 9-19—-My Profile: Reviewer(s) Section

In this example, IC1 Brown has two Reviewers assigned by the CLA. YNL1 Blair is identified
as the Watch Coordinator.
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C. Approver(s)

The Approver(s) section (Figure 9-20) lists the Approvers assigned by the CLA to the
member. The Approver can be military or civilian. Only the CLA can assign Approvers. The
Primary Approver is identified.

Order Military Approver Cihvlian Approver Rank/Rate UIC Primary Approver Inactive
1 BEADLE JAMES COMEAL ASC 63410
2 JOMES THOMAS GV 63410

Figure 9-20-My Profile: Approver(s) Section

In this example, the CLA identified two Approvers for IC1 Brown. If multiple Approvers are
listed, the member can select up to two Approvers as Primary Approvers.

D. Email ID

The Email ID section (Figure 9-21) lists the member’s official email address that was entered
on the original e-Leave Request. The official email address can be changed. If changed a
confirmation message displays asking if the email address is official.

Email Address: |Suzette brown@nawy.mil

Figure 9-21-My Profile: Email ID Section

Verify that this email address is correct as this is the address where e-Leave email
notifications will be sent.

E. Action Links and Buttons

At the bottom of the My Profile page (Figure 9-22), the links and buttons help finalize
actions on the page.

e ESR Home - Opens the ESR Home Page
e e-Leave Home — Opens the e-Leave Home page

e Save - Click this button to save any changes made to the My Profile page
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o

Go to: ESR Home

e-Leave Hoime @
B save

Address & Phane

Figure 9-22—My Profile: Action Links and Buttons

1. Address & Phone - Click the Address & Phone link to open the member’s personal
data page that details the addresses and phone numbers stored in the NSIPS database for

the member.

A new window opens and displays the member’s Address and Phone page (Figure 9-23).

Address and Phone

EmpliD: 323338884

‘Address Type:

[Foue ]

Home Address

Effective Date: |07/07/2010 B status: F[=
Mailstatus: || 50 Mile Indicator

Country: l:l United States Edit Address

Address: 1823 WATER LAKE DRIVE

SLIDELL, LA 70459
ST TAMMARNY

FHE

Customize |Find | 88 First " 12 0t 2 ] Last
Phone Type Telephone Phone Type
| cellular v| |s55-666-1212 | |Domeste | [#] [=]
| Home

v| [555-555-1212 |

|D0mestic v| =

Email Addresses

Go to: ESR Home
ESR Personal Information Horme
ESR View Address and Phaone
Bl save | [=] Matify

Customize | Find | # First [1] 1 af 1 [ Last
Email Type Email Address
|Business v| |suzene.br0wn@naw.mil | [=]

Figure 9-23-Address and Phone Page

All fields on this page can be edited. Use the Add a Row icon (+) to add additional addresses,
phone numbers, and email addresses. Use the Delete a Row icon (-) to delete rows of

information. Be sure to use the Save button if any changes are made to this page.
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9.5 Creating the e-L eave Request

The e-Leave Request page is used by the member to create his/her e-Leave Request via the
Self-Service account. If the member is unable to access the e-Leave Request through Self-
Service; the CLA can create the e-Leave Request for the member.

The CLA accesses the e-Leave Request via the e-Leave feature within NSIPS. For details about
the CLA’s role in creating a member’s e-Leave Request refer to Section 5.10.

After selecting the e-Leave Request link on the e-Leave Home page (Figure 9-24) the e-Leave
Request page (Figure 9-25) displays.

e-Leave Home

SSN: 00BBE4 Name: BROWMN, SUZETTE Rank/Rate: |1 Current DSC: 100
_ 7]
% e-Leave Request 5 % e-Leave Inquiry
fzZh
©F | B
4= e-leave Exension Reguest(s) [ e-leave Check Out/Checkln
1

ey Profle

[E] #

@ ESE Home

[

Figure 9-24—e-Leave Home: e-Leave Request Link

The Request Status field at the top of the e-Leave Request page (Figure 9-25) indicates the
status of the e-Leave Request. This field changes as the e-Leave Request goes through the leave
process. A blank field indicates this is the initial creation of the e-Leave Request. As the e-Leave
Request moves through the process from creation, Submitted, Pending, Pending Review,
Reviewed, Pending Approval, Approved, Check Out, Check In, etc.; this field changes to reflect

the current status.

Some data fields are populated by data stored in the member’s record in the database. Other
fields require data entry specific to the member’s e-Leave Request.
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I ———
e-Leave Request | Request Status: I

ember’s Information A

| El3

1. Date of Request:  07/02/2010 3h. Dinvision:

2. Leave Control Number: 3a.Dept: ENG MPS

4.SSN: KKK 8884 5. Name: BROWN SUZETTE 6. RankRate: IC1
7. Ship/Station: NAWMAC MILLINGTH 8. Duty Section: 2 *9. Duty Phone: 901-574-4649
“10a. As of 07/31/2009 Leave Balance was: 435 10b. Proj Bal to EAOS ( 07/05i2011k 101.0 *11. Leave Used This FY: l:l

e-Leave Request Information B
12, Type of Leave: |0fdmanf ‘Q *13. Primary Travel Mode: | Private Auto %

"14a. Leave Begin Date: I:l@ “14h. Begin Military Time: l:l *15a. Leave Return Date: l:lE‘J *15h. Return Military Time: l:l
16. Days Requested: 17. Authorized BAS eal Pass # l:l 19, Inclusive Leave Period to be Charged D

18. Normal Work Schedule  C First: Last:

The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day Number of Days to be Charged:

Normal Working Hours Day of Departure N 1 Working H Day of Ret *In consideration ofthe Membet's completion of a full workday
ormattvoriing Hours Bay of Returm as defined in MILPERSMAN, NAYPERS 15580 on the days of

From: l:l T":I:I From:l:l To: l:l departure and return, the Inclusive Days shown are correct and

propet for charging as Leave

E _FOR USE QUTUS ONLY

Leaving Area of PERMDUTYSTA: ~ Yes  No PERMDUTYSTA Departure Date: l:l PERMDUTYSTA Return Date: l:l
Designated Area Departure Date: l:l Designated Area Return Date: l:l
CONUS Departure Date:

|

Taking Leave INCONUS: Yes o CONUS Arrival Date:

20. e Leave Address |

‘ |:|Same Address as Home

‘Street 1: |

Street2: | | or

. | | Previous e-Leave Address

City: Select Street 1 Street 2 City State  Country
sae: | |2 zipcode: [ DISNEYWORLD ORLANDO  FL  US
“Country: Q. United States O 1212 COUSING LANE SLIDELL Lo ous

First 4] 4 o 1 Y]
@ Domestic [Jsame Phone asHome o;  []Same Phone as Cell =]
O nternational or

Previous e-Leave Phone

‘Phone Type: Q ‘Phone Number: I:l Selact Phone Type Phane Number

O Home 5651212
O Cellular 5861313
22, Ship or Station (including telegraphic address) H 23. Report on Expiration of Leave
'Ship/Station: MAYMAC MILLINGTN
Street address: [5T20INTEGRITY DR |
“City: MILLINGTON |

*Zip Code: | 38054-5045

‘Telegraphic Address: ‘NAVMAC MILLINGTOM TH

'State:

Save For Later Submit e-Leave Request e-Leave Inguiry | e-Leawe History

Go to: ESR Home %
Address & Phone

G e-Leave Home

Figure 9-25—e-Leave Request Page: Member
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The following provides details about each section of the e-Leave Request form and the data to

enter in each field.

A. Member’s Information

The Member’s Information section (Figure 9-26) displays data from the member’s database

record.

e-Leave Request

Member's Information A

4,SSN; WO 5884 Q 5, Name:

1. Date of Request: 07/08/2010 o 2. Leave Control Number: e

BROWN,SUZETTE e

7. Ship/Station: MAVMAC MILLINGTH 0 8. Duty Section: 2 e

“10a. As of (7/31/2009 Leave Balance was: 43.5@ 10b. Proj Bal to EROS { 07/05/2011)% 101.0 Q

Request Status:

3a.Dept: ENG  (E]) 3b.Division: NPS
6. Rank Rate: Q Iz

*9. Duty Phone: 901-874-4649 Q

*11. Leave Used This Fy: |22 @

Figure 9-26—e-Leave Request: Member’s Information Section

1. Date of Request — System displays the system date as the initial date the e-Leave

Request is created.

2. Leave Control Number — System displays the Leave Control Number after the e-
Leave Request is approved. This number becomes the tracking number for the e-Leave

Request. This field remains blank until the request is approved.

3. Dept/Division — System displays the Department and Division as recorded on the
Member Department/Division/Duty Setup page by the CLA. This is optional

information and may not display.

N g s

UIC.

SSN — System displays the member’s SSN.
Name — System displays the member’s name.

Rank/Rate — System displays the member’s current Rank or Rate.
Ship/Station — System displays the member’s current duty station or full name of the

8. Duty Section — System displays the duty section that was recorded on the Member
Department/Division/Duty Setup page by the CLA. This is optional information and

may not display.

9. Duty Phone — Verify or enter the work phone number. The duty phone number on file

populates this field.

10. As of/L_eave Balance was — System displays the last date the leave balance was
calculated in the As of field. The actual remaining leave balance is reflected in the
Leave Balance was field. These values are based on a monthly report obtained from the

pay system.

NOTE: If the field is blank, enter the values reflected on the member’s most recent
Leave and Earnings Statement (LES).

9-24

SG12FY1502




e-Leave Users Guide July 2010

11. Proj Bal to EAOS - System displays the End of Obligated Service (EAOS) date and
the leave balance projected for enlisted members from the current date to the EAOS
date.

NOTE: In this example, the Projected Balance to EAQS field displays
07/05/2011:101.0. This means that there are 101 leave days projected to the
EAOS date of July 5, 2011.

12. Leave Used This FY — (Required) Enter the value to indicate the number of leave days
used during this Fiscal Year (FY). Obtain this value from the most current LES.

B. Leave Request Information

The Leave Request Information section (Figure 9-27) documents the type of leave, begin
date and time, and end date and time for the requested leave.

e-Leave Request Information B

“12. Type of Leave: Ordinary @ Q *13. Primary Travel Mode: | Private Auto Q o

*14a. Leave Begin Date: @ EJ “14h. Begin Military Time: @ *15a. Leave Return Date: @ EJ *15b. Return Military Time: @
16. Days Requested: @ 17. Authorized BAS  [V]Meal Pass # @

Figure 9-27—e-Leave Request: e-Leave Request Information Section

13. Type of Leave — Click the Lookup icon and select the type of leave. The field defaults
to Ordinary which is Regular leave.

NOTE: For details about the Type of Leave options, refer to Appendix C of this User
Guide or the Military Personnel Manual (MILPERSMAN).

14. Primary Travel Mode — Click the drop-down arrow and select the mode of travel used
on leave.

15. Leave Begin Date — Enter the date the leave will begin in the Leave Begin Date field or
click the Calendar icon to select the date.

16. Begin Military Time —Enter the military time the leave will begin in the Begin Military
Time field.

17. Leave Return Date — Enter the planned date the leave will end in the Leave Return
Date field or click the Calendar icon and select the date.

18. Return Military Time —Enter the military time the leave will end in the Return
Military Time field.

19. Days Requested — System calculates the number of days requested based on the value
in the Leave Begin Date field and the Leave Return Date field.

20. Authorized BAS/Meal Pass # - Click the checkbox to indicate that Basic Allowance
for Subsistence (BAS) is authorized for the enlisted member’s leave. If BAS is
authorized, enter the meal pass number in the Meal Pass # field.
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C. Normal Work Schedule

The Normal Work Schedule section (Figure 9-28) identifies if the first day of leave and/or
last day of leave is considered a normal work day.

21.

22.

23.

24.

25.

26.

18. Normal Work Schedule C

The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day
Normal Working Hours Day of Departure Normal Working Hours Day of Return

From: @ To: @ From: @ To:| @

Figure 9-28—e-Leave Request: Normal Work Schedule Section

The Day of Departure is a Normal Working Day — Click the checkbox if the first day
of leave is considered a normal work day. The From and To fields display.

Normal Working Hours Day of Departure: From — Enter the military time for the
start of a normal work day for the beginning day of leave.

Normal Working Hours Day of Departure: To — Enter the military time for the end
of a normal work day for the beginning day of leave.

The Day of Return is a Normal Working Day — Click the checkbox if the last day of
leave is considered a normal work day. The From and To fields display.

Normal Working Hours Day of Return: From — Enter the military time for the start
of a normal work day for the last day of leave.

Normal Working Hours Day of Return: To — Enter the military time for the end of a
normal work day for the last day of leave.
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D.

Inclusive Leave Period to be Charged

The Inclusive Leave Period section details the inclusive period of leave as depicted in
Figure 9-29. The system records the actual Leave Begin and Return dates entered in the
Leave Request Information section (B) and the total number of days charged based on
selections made in the Normal Work Schedule section (C). The Number of Days to be
Charged (D) is calculated based on the values entered in the Leave Begin Date and Leave
End Date fields (B) and the Normal Work Schedule section (C).

e-Leave Request Information B

*12. Type of Leave: Ordinary Q *13. Primary Travel Mode; | Frivate Auto v

*154 Leave Return Date; |07/13/2010 |

'141 Leave Begin Date: | 071202010 |51 |+ 141, T8 Ly Time: (0200 . Return Military Time;| 1200

16. Days Requested: 19. Inclusive Leave Period to be Chargea

18. Normal Work Schedule First: 077122010 Last: 077182010

The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day Number of Days to be Charged: Q
c letion of & full workday

17. Authorized BAS [ |Meal Pass #

Normal Working Hours Day of Departure N 1 Working H Day of Ret “In consideration of the Member's
ofmal ¥orking Hours Day of Returh {as defined in MILPERSMAN, NAVPERS 15560) on the days of
From: |0800 To: | 1600 From: | 0800 To: GO0 departure and return, the Inclusive Days shown are correct and

proper for charging as Leave.

Figure 9-29—e-Leave Request: Calculation of Inclusive Leave Period

NOTE: The Inclusive Leave Period is calculated based on the values entered in the
Normal Work Schedule section (C). If leave commences or expires on a day
of duty, these days are not charged as leave provided the departure or return
time is not within normal working hours. If leave commences or expires on a
non-workday, that day is not chargeable as leave unless both day of departure
and day of return fall on a non-workday, in which case one of those days must
be charged. Detailed guidance on charging leave is contained in the Military
Personnel Manual (MILSPERSMAN). The e-Leave application calculates the
number of days to charge based on these conditions.

The fields in the Inclusive Leave Period to be Charged section (Figure 9-30) are populated by
the system based on values previously entered in other fields.

19. Inclusive L eave Period to be Charged D
First: € Last: €9

Number of Days to be Charged: @

**|h consideration of the Member's completion of a full workday
(as defined in MILFERSMAN, MAYFERS 15560) on the days of
deparure and return, the Inclusive Days shown are correct and
praper for charging as Leave.

Figure 9-30—e-Leave Request: Inclusive Leave Period to be Charged Section

27. FEirst — System displays the actual start date to charge for the leave based on the value
entered in the Leave Begin Date field.

28. Last — System displays the actual end date to charge for the leave based on the value
entered in the Leave Return Date field.
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29. Number of Days to be Charged — System calculates the actual number of days
charged for leave based on the values reflected in the First and Last fields (Figure 9-30).

E. FOR USE OUTUS ONLY

The FOR USE OUTUS ONLY section (Figure 9-31) provides fields to record unique details
when the member is stationed at an overseas site. When the member is attached to an
overseas UIC, these fields become active. In this example, the member is attached to a
Continental United States (CONUS) UIC; therefore, these fields are not available.

Details about recording leave for a member attached to an overseas UIC are described in
Section 9.13.

FORUSEOQUTUSONLY E
Leaving Area of PERMDUTYSTA: ~ Yes ~ No PERMDUTYSTA Departure Date: PERMDUTYSTA Return Date:
Designated Area Departure Date: Designated Area Return Date:
Taking Leave INCONUS: Yes No CONUS Arrival Date: CONUS Departure Date:

Figure 9-31-e-Leave Request for Member: FOR USE OUTUS ONLY Section
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F. Leave Address

The Leave Address section (Figure 9-32) provides the address where you will be while on
leave. There are three options for entering the address.

e Same Address as Home — Click the checkbox to populate the address fields with the
Home address stored in the NSIPS database

e Previous e-Leave Address — All prior leave addresses for the past year are listed in
this area with a checkbox for selection — click the appropriate checkbox to populate
the address fields with an address that was previously recorded for leave

o Street, City, State, Zip Code — Enter in the address in the appropriate fields if the
leave address is not the home address or previously recorded in leave requests

20.e-Leave Address First (4] 4 or 1 [M] Last
‘Street 1: [Jsame Address as Home =
Street 2: or
. Previous e-Leave Address ind [view Al | 58 First [ 12002 [ Last
City: Select Street 1 Street 2 City State  Country
State: Q Zip Code: O DISNEY WORLD ORLANMDO FL s
‘Country: (US| United States DQ 1212 COUSIMG LANE SLIDELL LA ug

Figure 9-32—e-Leave Request: Leave Address Section

30. Same Address as Home — Click this checkbox if the leave is going to be at the home
address during the leave period. This populates the address fields with the home address
that is reflected in the NSIPS database. If the address is not recorded in the database, an
error message displays.

31. Previous e-Leave Address — Review the list and click the checkbox that corresponds to
a previous leave address. Once the checkbox is selected, the address populates the
address fields as shown in Figure 9-33.

First [4] 1 of 1 [ Last

Street 1: [DIENETORLD Selectlon_ made_ in Previous e-Leave Address F=
section, displays in Address fields.

Street 2: e

. ORLANDO Previous e-Leave Address Find | view sl | B8 First [ g2 o2 [ Last

City: Select Street 1 Street 2 City State  Country

State: FL |G Zip Code: | 45856 DISNEY WORLD ORLANDO FL us

“Country: United States O] 1212 COUSING LANE SLIDELL L, us

Figure 9-33—e-Leave Address Section: Previous e-Leave Address
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If the e-Leave address is different from the Home Address or Previous e-Leave Address,
then complete the following fields as shown in Figure 9-34.

20. e-Leave Address F First [ 1 of 4 [ Last
‘Street 1: z []same Address as Home 5'
Street 2: o
. 53) Previous e-Leave Address Find | view sl | B First {12002 Last
Ciy: Select  Street 1 Street 2 City State Country
state: | €A Zip Code: 35 [0  DISNEYWORLD ORLANDO FL us
‘Country:  |US @Q United States O 1212 COUSING LAME SLIDELL LA us

Figure 9-34—e-Leave Request: e-Leave Address Section

32. Street 1 and Street 2 — Enter the Street address in the Street 1 field. Use Street 2 field
for apartment number or additional street address details.

33. City — Enter the City while on leave.
34. State — Enter the State while on leave.
35. Zip Code — Enter the Zip Code while on leave.

36. Country — System displays US for United States. If the leave is going to be in a
different country, click the Lookup icon and select the appropriate country. The name of
the country displays to the right of the field.

NOTE: If the Country is not US the State field is unavailable.

37. Add a Row/Delete a Row — Use these icons to add other leave addresses if numerous
locations comprise the leave period or delete a Leave Address row. Click the plus (+)
icon to add a new row; then enter the data. Click the minus (-) icon to delete an existing
Leave Address row.
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G. e-Leave Phone

The e-Leave Phone section (Figure 9-35) reflects the phone number where you can be
contacted during leave. There are four options to recording the phone number.

e Same Phone as Home — Click this checkbox to populate the Phone Number field
with the home phone number that is stored in the NSIPS database

e Same Phone as Cell — Click this checkbox to populate the Phone Number field with
the cell phone number that is stored in the NSIPS database

e Previous e-Leave Phone — All prior leave phone numbers are listed in this area with
a checkbox for selection — click the appropriate checkbox to populate the phone fields
with a phone number that was previously recorded for leave

e Phone Type, Phone Number — Select the type of phone number and enter the phone
number in the appropriate field

e Phone Carrier — If Cellular was selected as the Phone Type the Phone Carrier field
displays. Select the cellular phone carrier from the Lookup list

21.e-Leave Phone G First [0 1 of 1 [V Last
(® Domestic %Same Phone as Home o ame Phone as Cell =]
O mternational or e @
Previous e-l eave Phone Eind | Wiew All | i First 4] 1.2 cr 2 (M Last
‘Phone Type: | Cellular QU Phone Number: [555-666-1212  @BY | Select  Phone Twe Phone Number
‘Phone Carrier: — |AT&T QU ater D@ Haome 8561212
O Cellular 5551313

Figure 9-35—e-Leave Request: e-Leave Phone Section

38. Same Phone as Home — Click the Same Phone as Home checkbox to populate the
Phone Type and Phone Number fields with the member’s home phone number.

39. Same Phone as Cell — Click the Same Phone as Cell checkbox to populate the Phone
Type and Phone Number fields with the member’s cell phone number.

40. Previous e-Leave Phone — Review the list and click the checkbox that corresponds to a
previous leave phone number. Once the checkbox is selected, the phone number
populates the Phone Type and Phone Number fields

If the e-Leave phone number is different from the Home Phone, Cell Phone, or Previous e-Leave
Phone, then complete the following fields as shown in Figure 9-35.

41. Domestic Phone or International — Click the appropriate radio button to indicate if the
phone number is a domestic or an international phone number.

42. Phone Type/Phone Carrier — Click the Lookup icon and select the type of phone
number that corresponds with the phone number while on leave. If selecting Cellular,
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enter the carrier in the Phone Carrier field or use the Lookup icon and select the
cellular phone carrier.

43. Phone Number — Enter the phone number to use while on leave.

44. Add/Delete a Row — Use these icons to add additional phone numbers or delete a
previously entered phone number row. Click the plus (+) icon to add a new row; then
enter the data. Click the minus (-) icon to delete an existing Leave Phone row.

H. Ship or Station (including telegraphic address)

The Ship or Station section (Figure 9-36) displays the member’s current Duty Station
location and address. This UIC and Administration data comes from what is recorded in the
NSIPS database; however, it can be changed.

22. Ship or Station {including telegraphic address) H
*Ship/Station: MNAVMAC MILLIMGTM @
Street address: 5720 INTEGRITY DR
"City: MILLINGTOR [47)
‘State: ™ & ‘Zip Code: | 38054-5045 (B)
‘Telegraphic Address: |MNAYMAC MILLINGTON TH @

Figure 9-36-e-Leave Request: Ship or Station Section

45. Ship Station — Verify or update the abbreviated duty station name.
46. Street address — Verify or update the street address of the duty station.

47. City — Verify or update the city where the duty station is located.
48. State — Verify or update the state where the duty station is located.
49. Postal Code — Verify or update the zip code for the duty station.

50. Telegraphic Address — Verify or update the full name of the duty station including the
city and state.
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Report on Expiration of Leave

The Report on Expiration of Leave section (Figure 9-37) provides a text box to enter any
details about when the leave request expires. If upon expiration of leave, the member is to
report to a location other than that reflected in Ship or Station section (Figure 9-36), this

section provides a text box to enter that information.

D

23. Report on Expiration of Leave I

Figure 9-37-e-Leave Request: Report on Expiration of Leave Section

51. Report on Expiration of Leave — Enter text that details where you are to report when
your leave is over. Only complete this field if you will report to a location other than the

one listed in the Ship or Station section (Figure 9-36).

Comments

The Comments section (Figure 9-38) provides a text box to record any comments relating to
the e-Leave Request, the member, or the status of the e-Leave Request. Use the Spell Check

icon to initiate a spelling and grammar check of the entered comments.

24. Comments ]

b2

Figure 9-38—e-Leave Request — Comments Section

52. Comments — Enter appropriate comments pertaining to this e-Leave Request.
Comments remain with the leave request.

53. Spell Check Icon — Click the Spell Check icon to initiate a spelling and grammar check

of the entered text in the Comments section.
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K. Action Buttons and Links

This area (Figure 9-39) provides the action buttons to finalize the e-Leave Request and links
to navigate from the e-Leave Request page.

Save ForLater | Submite-Leave Request |

g-Leave Inguiry | e-Leave History

Go to: ESR Home 2,

g-Leave Home @ Address & Phone
D

Figure 9-39-e-Leave Request: Address & Phone Link

54. Address & Phone — Click the Address & Phone link to display the current address and

phone number that is on file. This opens in a separate window (Figure 9-40). Use the
page to add or update the current address and phone numbers; then click the Save

button. Changes made to this page and saved will reflect in the NSIPS database.

EmpliD: 3388335384

‘Address Type: l:l Home Address E|

Effective Date: |07/07/2010 B status: =
Mail Status: | |2 50 Mile Indicator
Country: I:I United States Edit Address
Address: 1923 WATER: LAKE DRIVE
SLIDELL, LA 70459
ST TAMMANY

Customize | Find | L] First (1] 1.2 cr 2 [¥] Last
Phone Type Telephone Phone Type
| cellular v| [s55-666-1212 | |Domestic ~| [+ [=]
[Harne | [s55-555-1212 | [Domeste | [ [=]

Email Addresses

Customize | Find | i First E 1 of 1 |I| Last
Email Type Email Address

Business v| |suzeﬂe.br0wn@naw.mil

=l
Go to: ESR Home
ESR Personal Information Home

ESR View Address and Phone

Bl save | [=] Notify

Figure 9-40-Address and Phone Window
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The buttons on the e-Leave Request page (Figure 9-41) provide the ability for the request to
be saved for later review or submitted for approval. The e-Leave Inquiry and e-Leave History
buttons access a separate window to track past, current, and future e-Leave Requests.

Save For Later @ Subrnit e-Leave Request@ @e—Leave Irigguiry | e-Leave Histow@

Go to: ESR Home

g-Leave Home @ Address & Phone

55.

56.

S7.

Figure 9-41-e-L eave Request: Action Buttons

Save for Later — Click the Save for Later button to place the e-Leave Request on hold.
This allows you to verify the details before saving and submitting the request.

Submit e-Leave Request — Click the Submit e-Leave Request button to save and
submit the entered data. This starts the e-Leave Request through the leave

review/approval process. The Reviewer(s)/Approver section displays. Refer to
Section 9.6 for details.

e-Leave Inquiry — Click the e-Leave Inquiry button to open the My e-Leave Request(s)
page (Figure 9-42). This page provides a list of all e-Leave Requests, identified by their
status. Refer to Section 9.7 for complete details about the e-Leave Inquiry feature.

My e-Leave Request(s)

view sl | B8 First [ g ora [F Last

Leave Control No. Beqin Date Return Date Days Charged Request Status View Details
NwD0014 03/022010 03/08/2010 8 Checked In Wiew Details
MNWO0027 05/032010 02/08/2010 4] Auto Checked In Wigny Details
07122010 o7 8/2010 7 Fending Appraval Wiew Details I
NWO0O31 08/25/2010 08302010 LA Annroved Wiewy Dietails

The e-Leave Request just completed and
submitted displays on the page in a Pending
Approval status.

Figure 9-42—e-Leave Inquiry — My e-Leave Request(s) Page
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58. e-Leave History — Click the e-Leave History button to open a separate window listing

all previously requested e-Leave Requests (Figure 9-43). To close the window, click the
“X” in the upper right corner of the window.

L;’msw@
= ‘i EMPLOYEE - Microso

'Stree
stree] () SHEEREK ) ) search 5o Favorkes ) [0+ & w-LJf
*City: | Aciress | €] https:finsipswebtest. nmei.navy. milfpspiSYSANEDE _2/EMPLOYEE/HRMS/c/ESR,_5_MHULK_LEM ¥ | [E] &0
State| » o oy
I~ FNSIPS

=

tinks ? @ snagt B &=

e-Leave Request(s) for IC1 SUZETTE BROWN
(o]
Ow

‘Phongl  Type of Leave BedinDate ReturnDate FirstDay Charged Last Day Charged

Days Charged LCN e-LeaveRegueStatus
Ordinary 08/25/2010 083002010 08/28i2010 08/30:2010 4 NYO0031  Approved
Ordinary 05/03/2010 05082010  05/03/2010 05/08¢2010 B NYO0027  Auto Checked In
L Ordinary 03/02/2010 03/08i2010 03022010 03/09:2010 g MvO0014  Checked In
*Ship
strec All previously submitted e-Leave Requests
ey are listed on this page.
‘State

‘Teleg| )
.
< | >
I:P.j 2 83 Local intranet I

Save Far Later Submit e-Leave Request ‘

e-Leave Inguiry | e-Leave H\stant‘

Figure 9-43—e-Leave History

The remaining links (Figure 9-44) access the menus to support e-Leave and the Self-Service
function. Clicking these before using the Save For Later or Submit e-Leave Request button will
delete any data entered into the fields and the e-Leave Request will not be saved.

Save ForLater | Submite-Leave Request | e-Leave Inguiry | e-Leave Histary

Gote: ESR Home@ o

e-Leave Home @) @ Address & Phone

Figure 9-44—e-Leave Request — Menu Links

59. ESR Home - Click the ESR Home link to return to the ESR Home Page: Electronic

Service Record menu (Figure 9-14). If this is clicked before the e-Leave request is
Saved for Later or submitted, all entered data is lost.

60. e-Leave Home — Click the e-Leave Home link to return to the e-Leave Home page

(Figure 9-24). If this is clicked before the e-Leave request is Saved for Later or
submitted, all entered data is lost.
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9.6 Reviewer(s)/Approver Sections

Once the e-Leave Request is completed and the Submit e-Leave Request button is clicked, the
Reviewer(s) and Approver sections (Figure 9-45) display. The Reviewers and Approvers listed
reflect what the CLA assigned to you and any changes you may have made on the My Profile
page. You can add or delete Reviewers on this page. Only the CLA can update the list of
Approvers. Once these are established, submit the e-Leave Request for review/approval.

Reviewer(s) A

SeqUENCe pupiary Reviewer Civilian Reviewer RankRate Ulc  Vvatch
Number Coordinator

1 BAYRAN DANILO CUNANAN | T, PSC 63410 =]

2 C, |HAZELBAKER,ROBERTA Qo 63410 [ [=]
Approver B
Military Approver Civilian Approver Rank/Rate UIC  Primary Approver
STRINGFELLOWY, MELYIM LT 63410

JOMES, THOMAS Clhy 63410

9} | certify that | have sufficient funds to cover the cost of round trip travel. | understand that should any
portion of this leave, if approved, result in my taking more leave than | can earn on my current
unextended enlistment or current active duty obligation, my pay will be checked for such excess leave.

subritfor Approval |

Go to: ESR Home e-Leave Inguiry
e-Leave Home

Figure 9-45—e-Leave Request: Reviewer(s)/Approver Page
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A. Reviewer(s) Section

This Reviewer(s) section (Figure 9-46) lists the assigned Reviewer(s) identified by the

CLA during the setup process or by you on the My Profile page. The Add a New Row/Delete
a Row icon allows the addition of another Reviewer or removal of a current one. Be sure that
at least one Reviewer is a Watch Coordinator, unless you are exempt from duty. All
Reviewers listed will have the ability to access and review your e-Leave Request.

nedeNe Liiitary Reviewer Civilian Reviewer RankRate Uic [0
1 BAYRAN,DANILO CUNANAN |G Q, PsC 39030 =
2 ), |HAZELBAKER,ROBERTA QL chv Bad10 [] =
O : e o e (4] m[ 5 eEI

Figure 9-46—e-Leave Request: Reviewer(s) Section

1. Sequence Number — System increments the value by one each time a new Reviewer is
added.

2. Military Reviewer — System displays the name of the Military Reviewer identified by
the CLA. To add a new military Reviewer, enter the name or click the Lookup button
and select from the drop-down list.

3. Civilian Reviewer — System displays the name of the Civilian Reviewer identified by
the CLA. To add a new civilian Reviewer, enter the name or click the Lookup button
and select from the drop-down list.

4. Rank/Rate and UIC — System displays the Rate or Rank and UIC of the Reviewer.
CIV displays in the Rank/Rate field for Civilian Reviewers.

5. Watch Coordinator — System indicates the Reviewer is a Watch Coordinator by
displaying a check in the checkbox. This was established by the CLA. If you want to
change the Watch Coordinator, click the corresponding checkbox.

6. Add/Delete Reviewer(s) — Click the Add a New Row/Delete a Row icon to add or
delete Reviewers. If adding a new Reviewer, complete the data entry fields.
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B. Approver

The Approver section (Figure 9-47) lists the Approvers assigned to review and approve your
e-Leave Requests. This list cannot be changed by the member. Only the CLA can assign
Approver(s) to members. The Military or Civilian Approver’s Name, Rank/Rate, and UIC
display. Several Approvers can be listed; however, only the ones identified as Primary
Approvers will be able to obtain the e-Leave Request for approval. Up to two Approvers can
be identified as Primary Approvers. You have the ability to change the Primary Approver for
your e-Leave Request on this page.

Approver B
Military Approver Chvlian Approver RankRate UIC Primary Approver
STRINGFELLOW MELYIN LT 39030

JONES THOMAS G 63410 0

Figure 9-47—e-Leave Request: Approver Section

7. Primary Approver — Click this checkbox to indicate that the Approver is the Primary
Approver.

C. Submit for Approval

This section (Figure 9-48) provides an understanding statement about the leave and the
button to submit the e-Leave Request for approval.

9

| certify that | have sufficient funds to cover the cost of round trip travel. | understand that should any
&P portion of this leave, if approved, result in my taking more leave than | can eam on my current
unextended enlistment or current active duty obligation, my pay will be checked for such excess leave|

Q Submit for Approval

Go to: ESR Horne e-Leave Inguiry
e-Leave Home

Figure 9-48-e-Leave Request: Submit for Approval

8. Certify Statement — Click the checkbox to acknowledge an understanding about the
funds for leave.

9. Submit for Approval — Click the Submit for Approval button to submit this
e-Leave Request for review and approval. This sends an electronic notification to the
Reviewer and Approver that the e-Leave Request was submitted. The system displays a
confirmation message (Figure 9-49) indicating the request was submitted.
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Your e-Leave Request has been submitted to LT MELVIN STRINGFELLOW for approval. Visit e-Leave Inquiry to check the
status of your e-Leave Request.

e-Leave [nouiry

Go to: ESR Home
e-Leave Home

Figure 9-49—e-L eave Request: Confirmation of Submission

NOTE: The Approver’s name listed on the confirmation message is the first person
listed on the Approver list (Figure 9-47). This does not mean that only this
person has access to the e-Leave Request. All Reviewers and the identified
Primary Approvers listed for this member, have access to the request.

The military Reviewer and Approver assigned to this member accesses the e-Leave Request via
his/her Self-Service account. The civilian Reviewer and Approver access the member’s e-Leave
Request via the NSIPS application. The Reviewer recommends or not recommends the e-Leave
Request. Action is then taken by the Approver. The Approver will either approve or disapprove
the request. Once approved, the Leave Control Number (LCN) is assigned by the system and the
member can Check Out on leave. As the member, it is recommended that you ensure your
e-Leave Request was approved BEFORE departing on leave.

To track your e-Leave Request to ensure it is approved before your Leave Begin Date, use the
e-Leave Inquiry link. This link opens the My e-Leave Request(s) page. Refer to Section 9-7 for
details.

Once the e-Leave Request is submitted for approval, it becomes a read-only file. If any changes
are needed to the original request Re-submit the e-Leave Request (Section 9.9). If you are not
going on leave, cancel the e-Leave Request (Section 9.8).
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9.7 E-Leave Inquiry

The e-Leave Inquiry feature provides the ability to monitor and track the progress of e-Leave
Request as they go through the review and approval process. From the e-Leave Home page
(Figure 9-50); select the e-Leave Inquiry link.

e-Leave Home

SSN: HF--B885 Name: KEILLIHER ROBERT Rank/Rate: |C1 Current DSC: 100

L]
e-leave Reguest ng' e-Leave [noui o

iEzh
. =
e-leave Exiension Reguestis) e-Leave Check Outl Check In

¢ fe gl

by Profile

[

Gl | Eskiome

[

Figure 9-50—e-Leave Home Page

1. e-Leave Inquiry — Click the e-Leave Inquiry link to access the My e-Leave Request(s)
page (Figure 9-51).

My e-Leave Request(s)

view sl | B First [ g ora [ Last

Leave Control No. Beaqin Date Return Date Days Charged Request Status View Details
MNY00014 03/02/2010 03/08/2010 8 Checked In Wiew Details
MNY00027 05032010 05/092010 [ Auto Checked In Wiew Details

a7 22010 07M 92010 T Fending Approval Wiew Details
MNY00031 081252010 0873062010 5 Approved Wiew Details

Figure 9-51-e-Leave Inquiry: My e-Leave Request(s) Page

My e-Leave Request(s) page (Figure 9-51) lists all leave requests created by the you, the
member, or created by the CLA on your behalf.

The View Details link opens the original e-Leave Request in a read-only format. The list can be
sorted by clicking the column header. For example to find all Approved e-Leave Requests, click
the “Request Status” column header to group the requests by status.

Once the leave request goes through the process; the buttons on the bottom of the original
e-Leave Request change allowing you to perform appropriate tasks for the status level of the
e-Leave Request. For example, when the leave request is Approved, the Check Out on Leave
button displays at the bottom of the e-Leave Request. Each available button and option for
processing e-Leave is discussed throughout the remaining Sections in this User Guide.
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The following details the columns on the My e-Leave Request(s) page (Figure 9-52).

MNWO001 4
MWOO027

MNWO0031

My e-Leave Request(s)

Leave Control No. Bedqin Date Return Date Days Charged Request Status View Details
03mz2zo10 nafmaszo10 g Checked In Wiew Details
05032010 05092010 B Auto Checked In Wiew Details
07 2z010 07 arz0lo0 T Fending Approval Wiew Detailse
oarzaz010 n0asa0i2010 ) Approved Wiew Details
13 o

wigwr Al | BB First (4 4.0 o a [M] Last

Figure 9-52—-My e-Leave Request(s)

1. Leave Control No (Number) — System displays the value created once the e-Leave

Request is approved.

NOTE: The CLA creates the Leave Control Number (LCN) during the setup process.
A two digit alpha/numeric code is identified for the UIC. This comprises the
first two digits of the LCN. The remaining values represent the sequence
numbering for this e-Leave Request within the identified UIC.

NOTE: E-Leave Requests that are in a Pending Approval status will not have an LCN
assigned until after it is approved.

Begin Date — System displays the planned start date of the leave as entered on the e-
Leave Request form.

Return Date — System displays the planned end date of the leave as entered on the e-
Leave Request form.

Days Charged — System calculates the number of leave days charged based on
working day status for the Begin Date and Return Date recorded on the e-Leave
Request.

Request Status — System displays the current status of the e-Leave Request as it goes
through the leave process.

View Details — Click this link to view the original e-Leave Request form that was
submitted. The original e-Leave Request in a view only format (Figure 9-53)
displays. In this example, the Pending Approval status displays.

S NSIPS ST

»

e-Leave Request IRequest status: Pending Approval I

Member's Information

1. Date of Request: 07/08/2010 2. Leave Control Number: 3a.Dept: ENG 3h. Division: MNPS
4. SSN: WROE-aa10 5. Name: BLAIR,SLISAMN AMNA 6. RankRate: hivhl
7. Ship/Station: MNAVRAC MILLINGTMN 8. Duty Section: 2 9. Duty Phone: 801-874-4649

Figure 9-53-0Original e-Leave Request: Pending Approval
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9.8 Cancelling e-Leave Requests

After the e-Leave Request is created, it can be cancelled. The process differs if the request is in a
Pending Approval status or an Approved status.

Before the e-Leave Request is approved, the member initiates and cancels the request.

After the e-Leave Request is approved and the LCN assigned, cancellation of the leave request
can be completed by the member, CLA, or the Approver. If the member begins the cancellation
process, the request goes to the Approver and CLA for approval of the cancellation request. If
the Approver or CLA cancels the e-Leave Request, it is cancelled and does not need to go
through an approval process.

NOTE: For both approved and pending approval requests, if the member cannot
access the system to cancel the e-Leave Request, the CLA can access the

member’s request and cancel it.

98.1 Cancel Before Approval

If the e-Leave Request is created by the member and Saved for Later or Pending Approval before
it is approved, the member simply accesses the e-Leave Request and cancels it.

Begin by accessing the e-Leave Home page (Figure 9-54).

e-Leave Home

SSN: 0i-XX-8811  Name: ALLEMNJATHEN CHARLES RankRate: sz, Current DSC: 100
_ 1]
E-Legve meques = E-Legve INguin
L R 1 .ﬁ_ % L | i

e-Leave Extension Reguestis) B g-Leave Check Out/ CheckIn

EE]

fe

oy Erofle

#

ESE Home

Figure 9-54—-Cancellation Process: e-Leave Home Page

1. e-Leave Inquiry — Click the e-Leave Inquiry link. The My Leave Request(s) page
displays.
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The My Leave Request(s) page (Figure 9-55) lists all e-Leave Requests created by the member
or created for the member by the CLA. Search for the leave request that needs to be cancelled.

My e-Leave Request(s)

view sl | B First M o s [
Leave Control No. Beqin Date Return Date Days Charged Request Status View Details
1072652009 10i31r2009 Canceled Wiew Details
10/26/2009 1013142008 B Pending Cancelation Approval Wiew Details
11/0472009 1111312009 Canceled Wiew Details
ACO00BE 047202010 0510i2010 B Checked Out Wiew Details
0&/27iz010 0B/D4i2010 g Pending Approval Wiew Details
Darzrizonn 053112010 Canceled Wiew Details

NAAU010 ORMFI2N10 Canreled i i
| DEf30°2010 071272010 12 Saved for Later Yiew Details

2.

Figure 9-55—-Cancellation : My e-Leave Request(s) Page

View Details — Click the View Details link for the request that needs cancelling. The
original e-Leave Request opens.

Verify that this is the correct e-Leave Request and scroll to the bottom of the page (Figure 9-56).

e-Leave Request

Member's Information

Request Status: Saved for Later

1. Date of Request: (05/28/2010 2. Leave Control Number: 3a.Dept: AR 3b. Division: 2
4. SSN: HO-XX-8811 5. Name: ALLEMN JATHEMN CHARLES 6. Rank Rate: A4

L]
| |
n Scroll to the bottom. n
| | |
| |

Reason for Cancelation of e-Leave Request

Leave cancelled due to required TAD assignment.

e-Leave Extension Request

Expected Return Date:

Expected Return Time:

Mew e-Leave Request‘ Cancel e-Leave Request

0=

The Day of Expected Return is a Normal Work Day Approval Status:

Nornmal Working Hours Day of Expected Return

From: To:

e-Leave Inguiry | e-Leave Histary Print Re-Subrit e-Leave

Go to:

ESR Home

e-Leave Home

3.

4.

Figure 9-56-Cancellation Process: e-Leave Request
Comments — (Required) Enter an explanation for the cancellation in the Comments
field. Use the Spell Check icon to check the spelling and grammar of the text.

Cancel e-Leave Request — Click the Cancel e-Leave Request button. A message
window (Figure 9-57) displays.
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Are you sure you would like to cancel this Leave Request? (32200,34)

Yes | Mo |

O

Figure 9-57-Cancellation Process: Message Window

5. Yes - Click Yes. The cancellation confirmation message (Figure 9-58) displays.

e-Leave Request AA JATHEN ALLEN has been canceled.

e-L eqve [nouiry

Go to: ESR Home
e-Leave Home

Figure 9-58—-Cancellation Process: Cancellation Confirmation Message

9.8.2 Cancel After Approval

Once the request is approved by the Approver and a Leave Control Number issued, a request
must be submitted to cancel the e-Leave Request. The cancellation request is approved by the
Approver and/or CLA.

The member performs the same steps that were described in Section 9.8.1 to cancel an e-Leave
Request before it is approved. The difference is the final confirmation message (Figure 9-59)
indicating the next person in the workflow process to review/approve the cancellation request.

Your e-Leave Cancel Request has been submitted to ABE1 CHARLES MATTHEW MAGNUSSON for approval. Visit e-Leave
Inquiry to check the status of your e-Leave Request.

g-Leave [nguiry

Go to: ESR Home
e-Leaye Home

Figure 9-59—-Cancellation Process:
Confirmation Message for Cancelling Approved Requests

NOTE: The CLA and/or Approver can initiate the cancellation of a member’s e-Leave
Request.
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9.9 Resubmit e-L eave Request

The Resubmit e-Leave Request feature allows you to make changes to a leave request that is

pending approval or approved. This includes if you decide you want to check out a day earlier
than what is recorded on the approved e-Leave Request, you will need to resubmit the request
with the new date. To access the e-Leave Request, use the e-Leave Inquiry link on the e-Leave

Home page (Figure 9-60).

Current DSC: 100

e-Leave Home
SSN: mXH-XX-8511  Name: ALLEM,JATHEN CHARLES RankRate: A,
L]
+ =
Q e-Leave Reguest 5 e-Leave Inguiry
© =
e-Leave Extension Reguest(s) B e-Leave Check Outi Checkn
L =
]
Bl wypraie
[ =
@‘ ESR Home

Figure 9-60—e-Leave Home Page

1. e-Leave Inguiry — Click the e-Leave Inquiry link. The My e-Leave Request(s) page

(Figure 9-61) displays.

My e-Leave Request(s)

Leave Control No.
NWOO014
MNWO0D2T

Bedin Date
0322010
050372010

Return Date
03082010
05/09/2010

Days Charged

Request Status
Checked In
Auto Checked In

vigw o)) | B

First [« 1-4 of 4 Last
View Details
Wiew Details

Wiew Details

07 22010 07 aizonn

Pending Approval

Wiew Details

uf ~|m @

FWOOTET eS0T OEFEOOTT

Fpproved

ey LIetalls

Figure 9-61-My e-Leave Request(s) Page

Search the list to locate the e-Leave Request that needs a change.

2. View Details — Click the View Details link that corresponds with the e-Leave Request
that needs to be changed and resubmitted. In this example, the request with the status of

Pending Approval is selected.

The original e-Leave Request as a view only file displays (Figure 9-62). The Re-Submit e-Leave

button displays at the bottom of the page.
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Request Status: Pending Approval

e-Leave Request

lember’s Information

Fields are read-only.

3a. Dept:

ENG

1. Date of Request: 07/08/2010

4, SSN: -804 T, Wanme; BROWN,SUZETTE 6. RankRate: 1C1
7. Ship/Station: PUAVMAC MILLINGTR 8. Duty Section: 2 9. Duty Phone: 901-874-4644
“10a. As of 07/31/2009 Leave Balance was: 435 10b. Proj Balto EAOS { 07/05/2011): 101.0 11. Leave Used This FY: 32
- eave Request Information
12. Type of Leave: Ordinary 13. Primary Travel Mode:  FPrivate Auto
14a. Leave Begin Date: ~ 07/12/2010  14b. Begin Military Time: 0500 15a. Leave Return Date:  07/19/2010  15b. Return Military Time: 0800
16. Days Requested: 7 17. Awthorized BAS | Meal Pass # 19. Inclusive Leave Period to be Charged
18. Normal Work Schedule First: 0711212010 Last: 07/18/2010
The Day of Departure is a Normal Working Day - The Day of Return is a Normal Work Day Number of Days to be Charged: 7
Normal Working Hours Day of Departure Normal Working Hours Day of Return **n consideration of the Mermber's completion of a full
4 v workday (a5 defined in MILPERSMAN, MNAYPERS 15560)
From: 0800 To: 1600 From: 0800 To: 1600 onthe days of departure and return, the Inclusive Days

shown are correct and proper for charging as Leave.

FOR USE OUTUS ONI

Leaving Area of PERMDUTYSTA: Yes No  PERMDUTYSTA Departure Date: PERMDUTYSTA Return Date:
Designated Area Departure Date: Designated Area Return Date:
Taking Leave INCONUS: Yes ' No CONUS Arrival Date: CONUS Departure Date:

20. Leave Address

Street 1 DISKEY WORLD

Street 2

City: ORLANDO

State: FL Zip Code: 45656
Country: VE] United States

First B 1 of 1 [H] Last

Domestic Phone
International

Phone Type: CELL ‘Phone Number: 555-666-1212

22. Ship or Station ({including telegraphic address) 23. Report on Expiration of Leave

Department: MAVMAC MILLINGTM

Street address: 5720 INTEGRITY DR
City: MILLINGTON
State: ™ Zip Code: 33054-5045

Telegraphic Address:  NAYMAC MILLINGTOMN TN

Name Watcly Recommendation Status Status Timestamp Comment
Coordinator

HAZELBAKER ROBERTA Pending

Name Approval Status Status Timestamp Comment

BEADLE,JAMES QOMNEAL Pending

JONES, THOMAS Pending

&

Reason for Cancelation of e-Leave Request

e Leave Extension Request

Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:
3 Normal Working Hours Day of Expected Return
Expected Return Time:
From: To:
Mew e-Leave Reuuest| Cancel e-Leave Request e-Leave Inquiry| e-Leave Histary Print Re-Submit e-Leave

Go to: ESR Home
e-Leave Home

Figure 9-62-0Original e-Leave Request(s) in Pending Approval Status
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You will

need to scroll to the bottom of the page to locate the Re-Submit button as illustrated in

Figure 9-63. A reason for the re-submit is required. Use the Reason for Cancellation of e-Leave
Request field. Once the request is re-submitted, this field changes to Reason for Re-submission
of e-Leave.

Name Watch Recommendation Status Status Timestamp Comment
Coordinator

HAZELBAKER,ROBERTA FPending

Name Approval Status Status Timestamp Comment

BEADLE JAMES OMEAL Pending

JOMES, THOMAS Pending

Reason for Cancelation of e-Leave Request
Leave retum date has changad |

e-Leave Extension Request
Expected Return Date: The Day of Expected Return is a Normal Work Day Approval Status:

Expected Return Time:

3
o

HNormal Working Hours Day of Expected Return

From: To:
Mew e-Leave Request| [m] e-Leave Inguiry | e-Leave History Print | Re-Submit e-Leave |
Go to: ESR Home
e-Leave Home
Figure 9-63-0riginal e-Leave Request(s): Bottom of Page
1. Reason for Cancelation of e-Leave Request — (Required) Enter the reason you need to
re-submit this e-Leave Request. Use the Spell Check icon to check the spelling and
grammar of the entered text. The contents recorded in this field remain with the e-Leave
Request.
2. Re-Submit e-Leave — Click the Re-Submit e-Leave button. A message window

(Figure 9-64) displays.

Are you sure you would like to resubmit this e-Leave Request? (32200,128)

All recommendations and approvals will be reset.
Yes | Mo

)

Figure 9-64—-Resubmit Confirmation Message Window

3. Yes - Click Yes.

9-48 SG12FY1502



e-Leave Users Guide July 2010

The original e-Leave Request (Figure 9-65) displays with the Pending Submission status and all
data fields are available for update.

e-Leave Request I Request Status: Pending Submission I

1. Date of Request:  07/02/2010 2. Leave Control Number: Ja.Dept: ENG 3b. Division: MPS
4. SSN: Wal-H(¥-0004 5. Name: BROWN, SUZETTE 6. RankRate: 1C1
7. Ship/Station: MNAYMAC MILLINGTN 2 Tuty Sacti 2 0. Duty Phone: 901-874-4644
“10a. As of 07/31/2009  Leave Balance w] Data fields are available for Update. 1. Leave Used This FY: | 22
g
Ordinary Q *13, Primary Travel Mode: | Private Auta b

“12. Type of Leave:
07122010 | +44n, Begin Military Time: |0800 “15a, Leave Return Date; 077192010 | 45p, Return Military Time: 0300

*14a. Leave Begin Date;
19. Inclusive Leave Period to be Charged

16. Days Requested: 7 17. Authorized BAS []Meal Pass #:

18. Normal Work Schedule First: 07/12/2010 Last: 0718&/2010
Number of Days to be Charged: 7

The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day
**In consideration of the Member's completion af a full workday

Normal Working Hours Day of Departure Normal Working Hours Day of Return
; 9 v (as defined in MILPERSMAN, NAYPERS 14560) on the days of
departure and return, the Inclusive Days shown are correct and

proper for charging as Leave.

From: |0800 To: | 1600 From: |0800 | To:|1800

Figure 9-65-0Original e-Leave Request: Pending Submission

You will not need to reenter all leave data, just locate the field(s) that need updating and make
the change in that field. Then, resubmit the e-Leave Request.

To illustrate this process, the Leave Return Date on the original e-Leave Request needs to be
changed. On the original leave request the Leave Return Date is 07/19/2010, requesting a total of

7 days of leave (Figure 9-66).

e-Leave Request Information
w

*13. Primary Travel Mode: | Private Auto

Ordinary Q

12, Type of Leave:
I “15a. Leave Return Date; |07/19/2010 | 'IISI). Return Military Time;| 0300

19. Inclusive Leave Period to be Charged

071212010 |E *q4p, Begin Military Time: | 2800

*14a. Leave Begin Date:

16. Days Requested: @ 17. Authorized BAS  []Meal Pass #:

Figure 9-66-0riginal e-Leave Request: e-Leave Request Information Section:
Original Data

The new Leave Return Date is 07/22/2010. Edit the Leave Return Date to reflect this date. The
system recalculates the Days Requested and updates that field to reflect the date change. The
Days Requested reflects 10 days of leave (Figure 9-67). Since this is the only change needed, all

other fields remain the same.
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e-Leave Request Request Status: Pending Submission

1. Date of Request: 07/02/2010 2. Leave Control Number: Ja.Dept: EMG 3b. Division: MPS

4. SSN: HHH-HM-0884 5. Name: BROWMN SUZETTE 6. Rank Rate: 11

7.ShipiStation:  MAVMAC MILLINGTN 8. Duty Section: 2 9. Duty Phone: 801-674-4643
“10a. As of 07/31/2009 Leave Balance was: 435 10b. Proj Balto EROS { 07/05/2011): 101.0 *11. Leave Used This Fy: | 22

12, Type of Leave: Ordinary aQ *13. Primary Travel Mode: | Private Auta A

“14a. Leave Begin Date:  |07/12/2010 | +44p, Begin Military Time: | 0500 *15a. Leave Return Date: 0712 2201 0 |E +45n. Return Military Time: | 0300
16. Days Requested: 17. Authorized BAS []Meal Pass # 19. Inclusive Leave Period to be Charged

18. Normal Work Schedule First: 07/12/2010 Last: 07/21/2010

The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day
Mormal Working Hours Day of Departure

Number of Days to be Charged: 10
. **|n consideration ofthe Member's completion of a full workday
Normal Working Hours Day of Return
‘ 9 v (as defined in MILFERSMAN, NAVPERS 15560) on the days of
departure and return, the Inclusive Days shown are carrect and
proper far charging as Leave.

From: 0800 To: | 1600 From: 0800 |  To:|1600

Figure 9-67—e-Leave Request: e-Leave Request Information Section: Updated Data

1. Leave Return Date — Enter the new date or click the Calendar icon and select the date.

NOTE: All fields on the e-Leave Request are available for update.

Complete all fields that need changing and scroll to the bottom of the page (Figure 9-68). In the
Comments field, the comments entered on the Re-submit request (Figure 9-63) reflect in this
field indicating that the member is resubmitting the e-Leave Request and the reason for the
resubmit.

24. Comments

| Leave return date changed. (Mermber has resubmitted e-Leave Request) @ |

Save For Later | Submit e-Leave Reguest | Cancel e-Leave Request e-Leave Inguiry | e-Leave Histor\f| Print |

Go to: ESRE Home

B-Leave Home @ Address & Phone

Figure 9-68—e-Leave Request: Bottom of Page

2. Submit e-Leave Reguest — Click the Submit e-Leave Request button.

At this point, the resubmitted e-Leave Request follows the same process as the original e-Leave
Request. If the request is Pending Approval or Approved, it will need to be reviewed by the
Reviewer and approved by the Approver before the member can Check Out on leave. After
clicking the Submit e-Leave Request button the Reviewer(s)/Approver section (Figure 9-69)
displays. As with the original e-Leave Request, you can make changes to the list of Reviewers
and select the Primary Approver.
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Sequence

oaUenCe wilitary Reviewer Civilian Reviewer RankRate UIC "é“‘:‘o‘f('l:“ tor
1 Q) |HAZELBAKER ROBERTA QL Clv 63410 [=]
Military Approver Chvilian Approver RankRate UIC Primary Approver
JONES THOMAS CIy 63410
BEADLE JAMES OMEAL ASC 44331

| certify that | have sufficient funds to cover the cost of round trip trawvel. | understand that should any
e portion of this leave, If approved, result in my taking more leawve than | can earn on my current
unextended enlistment or current active duty obligation, my pay will be checked for such excess leave.

Submit for Approval |

Go to: ESR Home

e-Leave Home

e-Leave Inguiry

Figure 9-69—e-Leave Request: Reviewer(s)/Approver Section

3. Certify Statement — Click the certify statement checkbox.

4. Submit for Approval — Click the Submit for Approval button. The confirmation
message (Figure 9-70) displays.

Your e-Leave Request has been submitted to CIV THOMAS JONES for approval. Visit e-Leave Inquiry to check the status
of your e-Leave Request.

e-Leave Inguiry

Go to: ESR Horne
e-Leave Home

Figure 9-70—e-Leave Request: Confirmation Message

The Reviewers and Approvers will be notified that this resubmitted e-Leave Request is pending
their action. You can track the request via the e-Leave Inquiry feature.

5. e-Leave Inquiry — Click the e-Leave Inquiry link to access the My e-Leave Request(s)
page (Figure 9-71).
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My e-Leave Request(s)

iew Al | i First [4] 1.5 of & [ Last

Leave Control No. Begin Date Return Date Days Charged Request Status View Details
MYO0014 03/02/2010 03/08/2010 g Checked In wiew Details
NV00027 050372010 050972010 B Auto Checked In wiew Details
07/12/2010 071222010 10 Pending Approval 4mmm Resubmitted  view Details
07/12/2010 071192010 7Original e resubmitted view Details
0712652010 07r282010 2 Sawved for Later Wiew Details
MYO0031 08/25/2010 08/3m2010 5 Approved wigw Details

Figure 9-71-e-Leave Inquiry: My e-Leave Request Page

The original e-Leave Request is listed with the Request Status of Resubmitted. The new
re-submitted e-Leave Request is listed with the Request Status of Pending Approval and reflects
the re-submitted dates.
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9.10 Creating E-Leave Check Out

Once the e-Leave Request is approved, the member can Check Out. E-Leave provides two
methods to Check Out on leave.

e Manual Check Out via the e-Leave application

e Automatic Check Out

For manual Check Out, the member accesses his/her Self-Service account and navigates to the
e-Leave Home page. On the e-Leave Home page (Figure 9-72), select the e-Leave Check
Out/Check In link to access the Check Out page.

Automatic Check Out occurs when the Leave Begin Date is one day less than the system date;
the e-Leave system will automatically check the member out on leave.

NOTE: Verify that the e-Leave Request was approved before checking out or before
the Leave Begin Date is the current date.

If the member is unable to access the e-Leave Check Out through Self-Service; the CLA can
create the e-Leave Check Out for the member. For details about the CLA’s role in checking out a

member refer to Section 5.12.

9.10.1  Accessing the e-Leave Request for Check Out
On the ESR Home Page select the e-Leave link. The e-Leave Home page (Figure 9-72) displays.

e-Leave Home

SSN: OOC0CEE10 Name: BLAIR,SUSAN ANMNA Rank/Rate: v[1 Current DSC: 100

i
il
E

L]
B )
e-Leave Inguiry

e-Leave Reguest

g-Leave Check Qutf Check n o

ﬁ%%%?

B
NEEEE

e-Leave Extension Request(s)

#le  pyProfile

EER Home

=

Figure 9-72—e-Leave Home Page

1. e-Leave Check Out/Check In — Click the e-Leave Check Out/Check In link. The
e-Leave Check Out/Check In list (Figure 9-73) displays.
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The e-Leave Check Out/Check In list displays e-Leave Requests that are approved and ready for
Check Out; currently checked out and ready for Check In; and/or currently checked in. For this
example, locate the e-Leave Request that is Approved.

When the e-Leave Request is in a Request Status of Approved, the View Details link reflects
Check Out.

e-Leave Check Out/ Check In

Leave Control No. Beain Date Return Date Days Charged Request Status View Details

MVOO017 041252010 041552010 3 Auto Checked In Wiew Details

MWOO0025 041952010 04/28:2010 4 Checked In Wi Details
I MWVOO038 07r08:2010 07152010 4 Approved Check Qut
Go to: ESR Home

e-Leave Home

Figure 9-73—e-Leave Check Out/Check In List

2. Check Out — Click the Check Out link under View Details. The e-Leave Check Out/
Check In page (Figure 9-74) displays.
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9.10.2

e-Leave Check Out/Check In Page

The e-Leave Check Out/Check In page (Figure 9-74) is used to check a member out on leave and
check a member back in from leave. The Check In fields are not available until after the Check
Out is processed. The Check Out records the actual date and time you are checking out.

e-Leave Check Out/ Check In

SSN: 300810 Name: BLAIR,SUSAN ANNMA o RankRate: Y11 Current DSC: 100

e-Leave Request B

Begin Date; 07/03/2010 Begin Time: 0800 Return Date: 07/11/2010 Return Time: 1600

The Day of Departure is a Normal Work Day The Day of Return is a Mormal Work Day
Normal Working Hours Day of Departure Normal Working Hours Day of Return

From: 0200 To: 1600 From: 0200 To: 1600

ol eave Extension Request C

Status: Mo Extension Reguest found

Expected Return Date: The Day of Expected Return is a Normal Work Day

Normal Working Hours Day of Expected Return
Expected Return Time: From: To:

checkow D fcheckm £ |

The Day of Check Out is a Normal Work Day The Day of Check In is a Normal Work Day

Normal Working Hours Day of Check Out

‘From: 0200 *To: | 1600
Local Time Zone: Q.
Local Date: 5

Local Time:

System Time Zone: CST
System Date: 07 iz00
System Time: 1151

Authorized by:

Normal Working Hours Day of Check In

‘Fron: To:

Local Time Zone:
Local Date:
Local Time:

System Time Zone:
System Date:
System Time:

Authorized By:

F  FORUSE OUTUS ONLY

Leaving Area of PERMDUTYSTA: Yes HNo

PERMDUTYSTA Departure Date:

Taking Leave INCONUS: Yes No

Designated Area Departure Date:

CONUS Arrival Date:

e Orginal Inclusive Leave Period to be charged
First: 07/08/2010 Last: 07/M11/2010

Inclusive Leave Period to be charged

PERMDUTYSTA Return Date:

Designated Area Return Date:

COMNUS Departure Date:

Number of Days to be Charged: 4

First: Last: Humber of Days to be Charged:
0 Submit Check Out Reguest
Go to: ESR Horme g-Leave Inguiry

e-Leave Home

Figure 9-74—e-Leave Check Out/Check In Page
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A

Member Demographics
This section (Figure 9-74) lists the member’s SSN, Name, Rank/Rate, and Current DSC.
e-Leave Request

The e-Leave Request section (Figure 9-74) provides details about the leave. The system
updates the fields with the values entered on the original e-Leave Request. If data needs to be
changed, this request must be resubmitted. Refer to Section 9.9 for details about the
Re-submit process.

e-Leave Extension Request

The e-Leave Extension Request section (Figure 9-74) provides information about any
extensions requested after the Check Out that deviates from the original e-Leave Request.
The system populates the fields with the data entered from the e-Leave Extension Request
page. Refer to Section 9.11 for details about recording extensions.

Check Out

The Check Out section (Figure 9-74) is completed when the member is ready to check out on
leave. The data fields detail the day, time, and time zone where the Check Out occurs and if
the day of Check Out is considered a normal work day.

Check In

The Check In section (Figure 9-74) is completed when the member returns from leave and is
ready to be checked back into the Command. The data fields detail the day, time, and time
zone where the Check In occurs and if the day of Check In is considered a normal work day.
Refer to Section 9.12 for details about the Check In process.

FOR USE OUTUS ONLY

The FOR USE OUTUS ONLY section (Figure 9-74) provides fields to record unique details
when the member is stationed at an overseas site. When the member is attached to an
overseas UIC, these fields become active. The data in this section on the Check Out page
displays what was recorded on the original e-Leave Request. In this example, the member is
attached to a Continental United States (CONUS) UIC; therefore, these fields are not
available. Details about recording leave for a member attached to an overseas UIC are
described in Section 9.13.

Inclusive Leave Period to be Charged
System populates the original inclusive leave period dates (reflected from the original

e-Leave Request) and the final dates based on the original request and any extensions
(Figure 9-74).
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H. Action Links and Buttons

The bottom of the page displays action links to navigate back to the menus and the Submit
Check Out Request button. This button submits the Check Out for approval.

The following steps detail the data required to process the Check Out.

9.10.3  Processing the Check Out

After the e-Leave Request is approved, you can officially check out on leave. If you want to
check out using the e-Leave Check Out process, access the e-Leave Check Out/Check In page as
described in Section 9.10.1. The e-Leave Check Out/Check In page (Figure 9-74) displays.
Complete the Check Out section (Figure 9-75).

The Day of Check Out is a Normal Work Day
Hormal Working Hours Day of Check Out

‘From: 0200 € To: 1600 €D

Local Time Zone:  |CST oy 4
Local Date: 07102010 |[= e
Local Time: 0200 (@)

System Time Zone: C5T

System Date: orrorzon0
System Time: 1143
Authorized by: @)

Figure 9-75—e-Leave Check Out/Check In Page: Check Out Section

1. The Day of Check Out is a Normal Work Day — These fields display what was
recorded on the original e-Leave Request. Changes should not be necessary; however, if
needed the fields can be edited. The From and To fields display once the checkbox is
selected.

2. Normal Working Hours Day of Check Out: From — Verify and update (if required)
the begin time in the From field reflecting the start time for the day’s working hours.
This was completed on the original e-Leave Request if the first day of leave is
considered a normal work day.

3. Normal Working Hours Day of Check Out: To — Verify and update (if required) the
end time in the To field reflecting the end time for the day’s working hours. This is
completed if the last day of leave is considered a normal work day.

4. Local Time Zone — Enter the time zone of the location where the Check Out is being
processed or click the Lookup icon and select the appropriate time zone.

5. Local Date — Enter the date of the location where the Check Out is being processed or
click the Calendar icon and select the appropriate date.
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6. Local Time — Enter the time when the Check Out is being processed.

7. System Values — System displays system-related values based on where the server for
e-Leave is located. It is located in the Central Standard Time (CST) time zone for shore
Commands. For ships the system values will reflect where the ship’s server is located.

e Time Zone — System-related time zone of the Check Out request
e System Date — System-related date of the Check Out request

e System Time — System displays the system-related time of the Check Out
request

8. Authorized by — Once the Check Out is saved, the system displays the name of the
individual who recorded the Check Out. The following conditions are:
e Self Check Out - If the member is authorized for Self-Check Out.

e CLA’s Name - If the member is not authorized for Self-Check Out, the CLA’s
Name with (CLA) added displays.

e Auto Check Out — If the member is checked out automatically by the system,
Auto Check Out displays in the field.

The Inclusive Leave Period section (Figure 9-76) provides a summary of the planned and actual
leave dates and leave days charged.

Q Orginal Inclusive Leave Period to be charged
First: 07/082010 Last: 070142010 Number of Days to he Charged: 4

@ Inclusive Leave Period to be charged
First: Last: Number of Days to he Charged:

Submit Check Out Request @

Go to: ESR Home e-Leave Ingui
e-Leave Hame

Figure 9-76—e-Leave Check Out/Check In Page: Inclusive Leave Period Section

9. Original Inclusive Leave Period to be charged — System displays the planned dates
associated with the original begin and end date of the leave request.

e First— Begin Date of the original e-Leave Request
e Last - End Date of the original e-Leave Request
e Number of Days to be Charged — System calculates the number of planned

leave days charged based on working day status for the Leave Begin Date and
Leave Return Date recorded on the member’s original e-Leave Request
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10. Inclusive Leave Period to be Charged — System displays the actual leave dates. The
First field lists the actual leave charged start date for the leave period and the Last field
lists the planned leave charged end date based on the e-Leave Request. For details about
the way the Inclusive Leave Period is calculated, refer to Section 9.11.1.

11. Submit Check Out Request — After fields are completed, click this button to submit
the Check Out. A confirmation page (Figure 9-77) displays indicating the Check Out
was submitted to the CLA for approval.

Your e-Leave check out request on 07/08/2010 at 0800 has been submitted to the Command Leave Administrator for
approval. The system recorded your action on 07102010 at 1155.

E-Leave Inquiry

Go to: ESR Home
e-Leave Home

Figure 9-77—e-Leave Check Out Submitted Confirmation Message

The Check Out requests, that are not authorized for Self Check Out, go to the CLA (Command
Leave Administrator) for final review and approval.

NOTE: The message contains the actual system recorded time of the Check Out,
which could differ from what the member indicates on the Check Out request.
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9.10.4 Additional Check Out Conditions
There are two special conditions involving the Check Out process. These are:

e Authorized for Self Check Out
e Automatic Check Out

9.10.4.1 Authorized for Self Check Out

If you are authorized for Self Check Out/Check In, when you submit the e-Leave Check Out; the
CLA does not approve the request. You are simply checked out. Authorization for Self Check
Out was established on your My Profile page (Figure 9-78) during the e-Leave setup by the
CLA.

My Profile
SSN: 008885 Mame: KEILLIHER,ROBERT Rank/Rate: nihi1 Current DSC: 100)
UIC: 53410 MAVMAC MILLINGTM
Department: ENG EMG
Division: MPS MNPS
Dty Section: 2 Duty Section 2
Reviewer /Watch Coordinator I Authorized for Self Check Out/Check In I [“|Receive e-mail notification(s)
Approver Exempt from Duty

Reviewer(s)

Order Military Reviewer Civilian Reviewer RankRate UIC Watch Coordinator  Inactive
1 Q, |HaZELBAKER.ROBERTA  |QL CIv A3410 O =
Approver(s)
Order Military Approver Civilian Approver RankRate UIC Primary Approver  Inactive
1 BEADLE,JAMES OMEAL ASC 44331
1 JOMES THOMAS G 63410

Email Address: SUzZette. brown@navy mil

Go to: ESR Horne @
e-Leave Home Address & Phone

B save | S\ Return to Search ‘

Figure 9-78-My Profile: Authorized for Self Check Out/Check In

9.10.4.2 Automatic Check Out

The e-Leave application allows for automatic Check Out. If the Leave Begin Date is one day less
than the Central Standard Time date, you will automatically be checked out by the system. If you
decided not to take the approved leave, be sure to process a cancellation of the e-Leave Request
(Section 9.8) before the Leave Begin Date becomes the current date. If you decide not to take the
leave and you do not cancel the approved leave, the system will automatically check you out and
leave will be charged to your account.
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9.11 Creating E-Leave Extension Request

Once the member is checked out on leave and needs to extend the leave period, the e-Leave
Extension Request page is used. This page provides the ability to request an extension to allow
the member to extend his/her leave once checked out and on leave. If the member is unable to
request the extension via the Self-Service account; the CLA can create the extension for the
member via the e-Leave Extension Request.

9.11.1  Accessing the e-Leave Extension Request Page

To create the extension via Self-Service, click the e-Leave Extension Request link on the
e-Leave Home page (Figure 9-79).

e-Leave Home
SSN: O04H-5984 Name: BRCWIN, SUZETTE Rank/Rate: |C1 Current DSC: 100

L]
e-lLeave Reguest g‘ e-Leave Inguiry

LT

©E =
e-lLeave Extension Reguest(s) El e-Leave Check Qut! Checkn
e L) g

ey profile

Z

ESE Home

Figure 9-79—e-Leave Home Page

1. e-Leave Extension Request — Click the e-Leave Extension Request link. The e-Leave
Extension Request page (Figure 9-80) displays.

The e-Leave Extension Request(s) page (Figure 9-80) provides information about leave requests
in a checked out and checked in status. The page lists the Leave Control No (Number) assigned
to the e-Leave Request once it was approved; the Begin Date and Return Date entered on the
original e-Leave Request; the calculated number of days charged based on the Begin and Return
Dates; the Request Status; and the View Details link. The Views Detail link accesses the e-Leave
Extension Request form to record the new Leave Return Date and a reason for the extension.

e-Leave Extension Request(s)
i First [4] 1.3 of 3 [¥] Last
Leave Control No. Begin Date Return Date Days Charged R st Status View Details

rAOO0T 4 03/022010 037082010 g8 Checked In Wiew Details

MWOO027 05032010 05/08/2010 3] Auto Checked In Wiew Details

MVOO03 5 0722010 07522i2010 10 Checked Out Wiew Details
Go to: ESE Home

e-Leave Home

Figure 9-80—e-Leave Extension Requests
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2. View Details — Click the View Details link that corresponds with the Checked Out
e-Leave Request that needs an extension. The e-Leave Extension Request page
(Figure 9-81) displays.

The e-Leave Extension Request page contains information populated from the original e-Leave

Request and data entry fields to update the Leave Return Date and Time. An explanation for the
extension request is required.

e-Leave Extension Request

SSN: 06048884 Name: BROWN, SUZETTE RankRate: |1 Current DSC: 100

Leave Request Information A

Check Out Date: 07/12/2010 Check Out Time: 1pgop  ReturnDater 07222010 ReturnTime: 0200

The Day of Check Ot is a Normal Working Day The Day of Return is a Normal Work Day
Hormal Working Hours Day of Check Out Mormal Working Hours Day of Return
From: 0800 To: 1600 Fron: 0800 Ter 1600

Leave Extension B First (4 4 o 1 [ Last

‘Mew Leave Return Date: Bl ‘New Leave Return Time:

The Day of Expected Return is a Normal Work Day
Normal Working Hours Day of Expected Return
From: To:
Orginal Inclusive Leave Period to be charged
] Number of Days to be Charged:
First: 0711252010 Last: 07/21/2010 s g 10

Inclusive Leave Period to be charged
‘ arg Number of Days to be Charged: 0

First: Last:
Reason for Leave Extension Request D
Subrnit for Approval
Go to: ESR Home

e-Leave Inguiry
e-Leave Horme

Figure 9-81-e-Leave Extension Request

A. Leave Request Information

The system displays the data that was previously submitted on the original e-Leave Request
and the Check Out page in the Leave Request Information section (Figure 9-81).

B. Leave Extension

The Leave Extension section (Figure 9-81) provides the data entry fields to record the
requested extension Return Date and Return Time.
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C. Inclusive Leave Period

The Inclusive Leave Period section (Figure 9-82) displays all the planned final values

associated with the leave. This includes any changes to the Check In date due to the recorded
dates in the Leave Extension section. The system displays the values based on previous data
entry and system calculations. It consists of two items:

e Original Inclusive Leave Period to be charged — Displays the begin date, end
date, and calculated number of planned charged leave days based on the Check

Out

e Inclusive Leave Period to be charged — Displays the begin date, end date, and
calculated number of actual charged leave days based on the Check Out and
approved extensions.

First: 04192010

First: 04/18/2010

Q Orginal Inclusive Leave Period to he charged

Last: 04/26/2010

Inclusive Leave Period to he charged

[ Last: 05012010

Humber of Days to be Charged:

8

Number of Days to be Charged:

13

When the Last date is
in red text, it indicates
a change to the
original planned end

date of leave.
7

When the Number of
Days to be Charged is
a large purple number,
it indicates a change to
the original planned
days of charged leave.

NOTE: The number reflected in the Inclusive Leave Period to be charged:
Number of Days to be Charged field is the actual number of days that
will be charged to the member for this leave period.

Figure 9-82—e-Leave Extension Request for (member):Inclusive Leave Period

It is important to ensure the days to be charged are correct. If the value reflected is incorrect,
check the dates and the Normal working hours fields entered on the e-Leave Extension Request.

D. Reason for Leave Extension Request

A reason is required explaining why the extension is necessary. Enter the reason in the
Reason for Leave Extension Request field (Figure 9-83).

Reason for | eave Extension Request

D

Figure 9-83—e-Leave Extension Request: Reason for Leave Extension Request
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9.11.2 Creating the e-Leave Extension Request

After clicking the View Details link on the e-Leave Extension Request(s) page (Figure 9-80) ,
the e-Leave Extension Request page (Figure 9-81) displays. This page provides the ability to
request an extension to the original leave. It is required that a reason is entered in the Reason for
Leave Extension Request section.

In the Leave Extension section (Figure 9-84), record the data to reflect the requested extension.

Leave Extension B ey A1 First [+] 1of 1 [¥] Last

‘New Leave Return Date: |07/27/2010 |E ‘New Leave Return Time: | 1600 e

The Day of Expected Return is a Normal Work Day
Normal Working Hours Day of Expected Return
From: 0800 To: 1600

Figure 9-84—e-Leave Extension Request: Leave Extension Section

1. New Leave Return Date — Enter the new leave return date or click the Calendar icon
and select the date.

2. New Leave Return Time — Enter the new leave return time.

3. The Day of Expected Return is a Normal Work Day — Click this checkbox if the last
day of leave is considered a normal work day.

4. Normal Working Hours Day of Expected Return: From — Enter the begin time in
the From field that is the start time for the day’s working hours. This is completed if the
last day of leave is considered a normal work day.

5. Normal Working Hours Day of Expected Return: To — Enter the end time in the To
field that is the end time for the day’s working hours. This is completed if the last day
of leave is considered a normal work day.
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Figure 9-85 illustrates the relationship between the dates reflected from the original e-L

eave

Request in the Leave Request Information section (A) and the newly recorded date in the Leave

Extension section (B) with the reflected dates in the Inclusive Leave Period section (C).

0 Leave Request Information

The Day of Expected Return is a Hormal Wogk Day
Normal Working Hours Day of Expected REturn
From: (0800 To: 1600

I ‘New Leave Return Date: | 07/27/2010 E«!wsvlﬂeturn Time: |1600

Numb@r of Days to be Charged: 10

@ Orginal Inclusive Leawve Period to be charged
First: 07/12/2010 Last: 07/21/2010 |

Inclusive Leave Period to he charged

= Check Out Date: 07/12/2010| Check Out Time: 1000 [ Retum pate: 071222010 | Return Time:  paoo

The Day of Check Ot is a Mormal Working Day The Day of Return is a Mormal Work Day
Normal Working Hours Day of Check Out Normal Working Hours Day of Return
From: 0200 To: 1500 From: 0200 To: 1600
Lewe Extension Wie All First [4] 1af 1 [¥] Last

imbgr of Days to be Charged: 16
First: 0701272010 Last: 07/27/2010

Figure 9-85—e-Leave Extension Request: Inclusive Leave Period

In the Inclusive Leave Period section (Figure 9-86) it is important to ensure the Number of Days
to be Charged (large purple text) is the correct value as this will be charged. If the value reflected
is incorrect, check the dates and the Normal working hours fields entered on the e-Leave

Extension Request.

Q Orginal Inclusive Leave Period to be charged
Q Fitst: 07A2/7010 Last: 07/21/2010 Number of Days to be Charged: 10 0

Inclusive Leave Period to be charged

Humber of Days to be Charged:
e First: 07m 252010 Q Last: o7:27:2010 16 @

Figure 9-86—e-Leave Extension Request: Inclusive Leave Period (continued)

. Original Inclusive Leave Period to be charged: First/Last — System displays the charged

days for leave with the First field reflecting the first chargeable leave date and the Last
field reflecting the end date of chargeable leave.

Number of Days to be Charged — System calculates the total number of days to charge
for leave based on the original dates reflected in the Original Inclusive Leave Period to
be charged First and Last fields.

Inclusive Leave Period to be charged: First — System displays the first day charged as
leave for this leave period.

Inclusive Leave Period to be charged: Last — System displays the last day charged as
leave for this leave period. If there is a change due to an extension the date displays in
red text.
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10. Number of Days to be Charged — System calculates the total number of days to charge
for leave based on the new dates reflected in the Inclusive Leave Period to be charged
First/Last fields and the Normal Work Day status. This value (a large purple number)
reflects the original days of leave to be charged plus the new days added due to the
extension.

A reason is required explaining why the extension is necessary. Enter the reason in the Reason
for Leave Extension Request field (Figure 9-87).

Reason for Leave Extension Request D

Spouse needs surgery. %

®

Submit for Approval

Go to: ESR Horne e-Leave Inguiry
e-Leave Horme

Figure 9-87—e-Leave Extension Request: Reason for Leave Extension Request

11. Reason for Leave Extension Request — (Required) Enter a reason for the leave
extension request.

12. Spell Check Icon — Click the spell check icon to initiate a grammar and spelling check
of the entered text. Comments entered remain with the e-Leave Extension Request.

13. Submit For Approval — Click this button to submit the extension data for approval.
The confirmation message (Figure 9-88) indicating the request was submitted displays.

Your e-Leave Extension Request has been submitted to CIV THOMAS JONES for approval. Visit e-Leave Inquiry to check
the status of your e-Leave Request.

e-Leave Inouiry

Go to: ESR Home
g-Leave Home

Figure 9-88—e-Leave Extension Request Submitted Confirmation Message

The confirmation message indicates the request was forwarded to the member’s Approver for
action. After approved by the member’s designated Approver, track the request through the
normal Check In process.

NOTE: If more than one Approver is listed, both will receive the member’s e-Leave
Extension Request for action. The confirmation message displays the name of
the first Approver on the member’s My Profile list. Both the Approver and/or
the CLA can approve the member’s e-Leave Extension Request.
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9.12 Creating E-Leave Check In

After the original leave period or extension period is completed, the member may check back in
using the e-Leave Check In feature or allow Automatic Check In to process.

Automatic Check In occurs 72 hours after the original Return Date on the original e-Leave
Request or after the Expected Return Date on the e-Leave Extension Request.

The e-Leave Check Out/Check In page is used by the member to manually Check In. This is
done via the member’s Self-Service account. If the member is unable to access the e-Leave
Check Out/Check In page through Self-Service; the CLA can process the e-Leave Check In for
the member. The CLA accesses the e-Leave Request Check In via the e-Leave feature within
NSIPS. For details about the CLA’s role in checking in a member refer to Section 5.14.

Once the member checks back in from leave, the system sends the e-Leave Transaction to the
Defense Joint Military System-Active Duty (DJMS-AC).

9.12.1  Accessing the e-Leave Request for Check In

As with processing the Check Out, the member accesses the e-Leave Check Out/Check In page
via the e-Leave Check Out/Check In link on the e-Leave Home page (Figure 9-89).

e-Leave Home

SSN: RO04H-8884  Name: BROWN SUZETTE RankRate: |1 Current DSC: 100
_ L]
e-Leave Reguest = %‘ e-Leave Inguiry
=

]

]

ﬁg%?,?

iz=zh
g-Leave Extension Reguest(s) l e-Leave Check Qutf Checkin o
L1

ey Proile

(] w2l

@I ESR Home

[EY

Figure 9-89-e-Leave Home Page

1. e-Leave Check Out/Check In — Click the e-Leave Check Out/Check In link. The
e-Leave Check Out/Check In list (Figure 9-90) displays.
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The e-Leave Check Out/Check In list displays e-Leave Requests that are approved and ready for
Check Out; currently checked out and ready for Check In; and/or currently checked in. For this

example, locate the e-Leave Request that is due for Check In on July 9, 2010.

Notice the Request Status is Checked Out and the View Details link indicates Check In. This
means the e-Leave Check Out/Check In page will display.

Leave Control No.
MYO001 4

MYOOO2T
MWO0031
MYDOO036

Go to: ESR Horme

e-Leave Home

e-Leave Check Out/ Check In

Begin Date
030272010
05/03r2010
Qaizarenln

Return Date

034082010
05/09/2010
Q230200

Days Charged

g
G
I
3

Request Status
Checked In

Auto Checked In
oornyed

View Details
Wiew Details
Viewy Details

07/06s2010

07/08/2010

Checked Out

Check Ot

ChecklIn m

Figure 9-90—e-Leave Check Out/Check In List

2. Check In — Click the Check In link in the View Details column that is associated with

the e-Leave Request to check back in from leave. The e-Leave Check Out/Check In
page (Figure 9-91) displays.
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e-Leave Check Out/ Check In
SSN: (CC4X-8884  Name: BROWN,SUZETTE Rank/Rate: 1C1 Current DSC: 100

e-Leave Request
Begin Date: 07/06/2010 Begin Time: 0800 Return Date: 07/02/2010  Return Time: 0300
The Day of Departure is a Normal Work Day The Day of Return is a Normal Work Day

e-Leave Extension Request
Status: Mo Extension Reguest found

Expected Return Date: The Day of Expected Return is a Normal Work Day
Normal Working Hours Day of Expected Return
Expected Return Time: From: To:
heckow ———————— e
The Day of Check Out is a Normal Work Day The Day of Check In is a Normal Work Day []
Local Time Zone: Local Time Zone: Q
Local Date: Local Date: B
Local Time: Local Time:
System Time Zone: CST System Time Zone: CST
System Date: 0792010 System Date: 07i082010
System Time: 1143 System Time: 1146
Authorizedby: LCDR FRED SMITH-CLA Authorized By:

FOR USE OUTUS ONLY
Leaving Area of PERMDUTYSTA: Yes Mo

PERMDUTYSTA Departure Date: PERMDUTYSTA Return Date:
Taking Leave INCONUS: Yes No

Designated Area Departure Date: Designated Area Return Date:

CONUS Arrival Date: CONUS Departure Date:

Orginal Inclusive Leave Period to be charged
First: 07/07/2010  Last: 07/09/2010 Number of Days to be Charged: 4
Inclusive Leave Period to be charged
First: 07/07/2010  Last: 07/09/2010 Number of Days to be Charged: 3
Submit Check In Reguest

Go to: ESR Haorme e-Leave Inoguiry
e-Leave Hame

Figure 9-91-e-Leave Check Out/Check In: Active Check In Fields

The e-Leave Check Out/Check In page reflects the data entered on the original e-Leave Request
and the data entered during the Check Out process. The Check In fields are active. Record the
data in the Check In section to check back in from leave. Refer to Section 9.10.2 for a
description of each section on the e-Leave Check Out/Check In page.
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9.12.2 Processing e-Leave Check In

After the e-Leave Check Out/Check In page is accessed, the fields in the Check In section
(Figure 9-92) are completed.

The Day of Check In is a Normal Work Day |

Local Time Zone: |CST Qe
Local Date: 0vi0arz010 (= €)
Local Time: 1200 o

System Time Zone: CST

System Date: o7/oe/2010

System Time: 1146
Authorized By: e

Figure 9-92—e-Leave Check Out/Check In Page: Check In Section

1. The Day of Check In is a Normal Work Day — Click this checkbox if the last day of
leave is considered a normal work day. The field auto-populates based on if it was
selected on the original e-Leave Request. If selected, the From and To fields display
below. In this example, the Leave Return Date is not considered a Normal Work Day.

2. Local Time Zone — Enter the time zone of the location where the Check In is being
processed or click the Lookup icon and select the appropriate time zone.

3. Local Date — Enter the date where the Check In is being processed or click the
Calendar icon and select the appropriate date.

4. Local Time — Enter the time when the Check In is being processed.

5. System Values — System displays system-related values based on where the server is
located. For shore-based UICs the server is located in Central Standard Time (CST).
For ship-based UICs the server is located where the ship is located.

e Time Zone — System-related time zone of the Check In request.
e System Date — System-related date of the Check In request.

e System Time — System-related time of the Check In request.

6. Authorized by — Once the Check In is saved, the system displays the name of the
individual who recorded the Check In. If the member is authorized for Self Check In, it
reflects Self Check In. If the member is not authorized for Self Check In, the CLA’s
name displays. If the member is automatically checked in by the system, Auto Check In
displays.
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Scroll to the bottom of the page (Figure 9-93).

Orginal Inclusive Leave Period to be charged

First: 07/07/2010  Last: 07/09/2010 Number of Days to be Charged: 5

Inclusive Leave Period to be charged
0 First: 07/07r2010 Last: 07/09/2010 e Number of Days to be Charged: 3
Submit Check In Request |

Go to: ESE Home g-Legyve Inguiry
g-Legve Home

Figure 9-93-e-Leave Check Out/Check In Page: Inclusive Leave Period Section

7.

Inclusive Leave Period to be charged (First/Last) — System displays the actual begin
and end date of the leave request. The Last field reflects any extensions approved and
taken for this leave period.

Inclusive Leave Period to be charged (Number of Days to be charged) — System
calculates the total number of leave days charged based on working day status for the
Begin Date and Return Date based on the dates recorded on the e-Leave Check
Out/Check In page.

Submit Check In Request — After fields are completed, click the Submit Check In
Request button to check back in. A confirmation message (Figure 9-94) displays
indicating the Check In request was submitted to the CLA (Command Leave
Administrator) for approval.

e-Leave Inouiry

Go to: ESR Home

Your e-Leave check in request on 07/09/2010 at 1200 has been submitted to the Command Leave Administrator for
approval. The system recorded your action on 07/09/2010 at 1150.

e-Leave Home

Figure 9-94—e-Leave Check In Submitted Confirmation Message

NOTE: The message contains the actual system recorded time of the Check In, which
could differ from what the member indicates on the Check In request.
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9.12.3  Additional Check In Conditions
There are two special conditions involving the Check In process. These are:

e Authorized for Self Check In
e Automatic Check In

9.12.3.1 Authorized for Self Check In

If you are authorized for Self Check Out/Check In, when you submit the e-Leave Check In; the
CLA does not approve the request. You are simply checked in. Authorization for Self Check In
was established on your My Profile page (Figure 9-95) during the e-Leave setup by the CLA.

My Profile
SSN: (008885 Name: KEILLIHER,ROBERT RankRate: hint1 Current DSC: 100)
ember Profile
uIc: 63410 HAVMAC MILLINGTH
Department: EMNG EMG
Division: NPS MNPS
Dty Section: 2 Duty Section 2
Reviewer / Watch Coordinator I Authorized for Self Check Out/Check In I [“IReceive e-mail notification(s)
Approver Exempt from Duty
Order Military Reviewer Civilian Reviewer RankRate UIC Watch Coordinator  Inactive
1 Q |HAZELBAKER,ROBERTA  |[Q CI 63410 O =
Approver(s)
Order Military Approver Civilian Approver RankRate UIC Primary Approver  Inactive
1 BEADLE JAMES OMEAL ASC 44331
1 JOMES, THOMAS Chv 63410

Email Address: SUzefte.browngnavy.mil

Go to: ESR Home @
e-Leave Home Address & Phone

B save | L\ Return to Search ‘

Figure 9-95-My Profile: Authorized for Self Check Out/Check In

9.12.3.2 Automatic Check In

The e-Leave application allows for automatic Check In. If the Leave Return Date is 3 days less
than the Central Standard Time system date, you will automatically be checked back in by the
system. If you need to extend the leave period, be sure to process an e-Leave Extension Request
(Section 9.11) before the Leave Return Date becomes the current date. The system will not
perform automatic Check In as long as the extension is in a Pending Extension status. Once the
extension is Approved, automatic Check In can occur.
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9.13 Reporting Leave from an Overseas Site

If the unit’s UIC (Location Code) indicates the Command is outside the continental United
States, including Alaska and Hawaii (OUTUS) and the member’s leave period is greater than 30
days, the FOR USE OUTUS ONLY fields are used.

9.13.1 e-Leave Request

To activate the overseas related fields (Figure 9-96) for data entry, the following conditions must
apply:

e Command is an OUTUS UIC
e Leave is greater than 30 days
e Yesisselected for Leaving Area of PERMDUTYSTA (Permanent Duty Station)

e Yes s selected for Taking Leave INCONUS (Inside the Continental United States)

e-Leave Request Request Status:

ember's Information

1. Date of Request:  06/253/2010 2. Leave Control Number: Ja.Dept: ENG 3b. Division: NP5
4. SSN: SR80 5 5. Name: ANTHOMY MARK 6. Rank Rate: 05C
7. Ship/Station: FISCSI DUBAI 8. Duty Section: 2 '9. Duty Phone: 011-555-1212
*10a. As of 03/31)2009 Leave Balance was: 205 10b. Proj Balto EROS { 12/28/2012) 1325 “11. Leave Used This Fy: | 22
e-Leave Request Information
“12. Type of Leave: Ordinary Q *13. Primary Travel Mode: | Private Auto b
“14a. Leave Begin Date: | 0B/2002010 | +q4p, Begin Military Time: 0500 "15a. Leave Return Date: |07/2172010 | +45h, Return Military Time: 0500
16. Days Requested: 2 17. Authorized BAS []Meal Pass #: 19. Inclusive Leave Period to be Charged
18. Normal Work Schedule First: 06/20/2010 Last: 072002010
The Day of Departure is a Normal Working Day The Day of Return is a Normal Work Day Number of Days to be Charged: 31
Normal Working Hours Day of Departure Normal Working Hours Day of Return **In consideration of the Member's caompletion of a full warkday
’ 4 e (as defined in MILFERSMAMN, MAYFPERS 15560) on the days of
From: [0800 To: 1600 From:|0B00 | To:|1600 departure and return, the Inclusive Days shown are correct and
PR )

FOR USE OUTUS ONLY
I'—ef‘““ﬂ Area of PERMDUTYSTA: @Yesl( )No PERMDUTYSTA Departure Date; |05/20/2010 | PERMDUTYSTA Return Date; |07/20/2010 |

Designated Area Departure Date:| 06721720110 |3 Designated Area Return Dates | 0741972010 |3

Taking Leave INCONUS: Eves |O No CONUS Arrival Date: 0612212010 | CONUS Departure Date: 074182010 |

Figure 9-96—e-Leave Request for (member): Overseas Reporting
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In the FOR USE OUTUS ONLY section, the date fields display the dates based on the entries
made in the Leave Begin Date field and the Leave Return Date field (Figure 9-97).

e-Leave Request Redquest Status:

1. Date of Request: 06/28/2010 2. Leave Control Number: 3a.Dept: EMNG 3b. Division: NPS
4. SSN: FOO-HH-B015 5. Name: ANTHORY, MARK 6. RankRate: 05c
7. Ship/Station: FISCSI DUBAI 8. Duty Section: 2 ‘9. Duty Phone: 011-555-1212
*10a. As of 03/31/2009 Leave Balance was: 20.5 10b. Proj Bal to EAOS { 1202812012k 1325 *11. Leave Used This FY: | 27
e-Leave Request Information
12, Type of Leave: Ordinary Q *13. Primary Travel Mode: | Pivate Auto b
14a. Leave Begin Date: | 08/20/2010 Eq *14b. Begin Military Time: 0800 l15n. Leave Return Date: |07/721/2010 g *15h. Return Military Time:| 0800
16. Days Requested: 3 {7. Authorized BAS []Meal Pass #: 19. Inclusive Leaw Period to be Charged

18. Normal Work Schedule First: 08/20/2010 Last: 07/202010
The Day of Departure is a Normal Working Day X The Day of Return is a Normal Work Day Number of Days to be CONrged: 31

Mormal Working Hours Day of Departure rmal Working Hours Day of Return **In congideration of the MeMNber's completion of a full workday
g 4 i (as defined in MILPERSMAN, MSYPERS 18560) on the days of
From: |0300 To: 1600 From: 0800 |  To:|1600 departure and return, the Inclusi Days shown are carrect and

proper for charging as Leave.

FOR USE OUTUS ONLY

Leaving Area of PERMDUTYSTA: ©Yes CNo PERMDUTYSTA Departure Date; |08/20/2010 |5 PERMDUTYSTA Return Date: | 07/20:2010 |[5]

Designated Area Departure Dates | 06/21/2010 |3 Designated Area Return Date: | 074182010 |3

Taking Leave INCONUS: @Yes ONo CONUS Arrival Date: 06/22/2010 |5 CONUS Departure Date: 071182010 |[5)

Figure 9-97-e-Leave Request: Field Relationship

The date fields in the FOR USE OUTUS ONLY section (Figure 9-98) can be edited if needed to
reflect the actual leave conditions for the member.

FOR USE OUTUS ONLY

Leaving Area of PERMDUTYSTA: (©Yes ONoo PERMDUTYSTA Departure Date: |06/20/2010 Eﬂo PERMDUTYSTA Return Date: |[07/20/2010 |[&]

Designated Area Departure Date: | 06/21/2010 E‘Je Designated Area Return Date: |07/19/2010 |3

Taking Leave INCONUS: @ves ONo Q CONUS Arrival Date: 06222010 EUQ CONUS Departure Date: 071182010 [

Figure 9-98—e-Leave Request: FOR USE OUTUS ONLY Section

1. Leaving Area of PERMDUTYSTA - Click Yes if the member is leaving his/her
Permanent Duty Station area. Click No if the member is not leaving the Permanent
Duty Station area.

2. Taking Leave INCONUS - Click Yes if the member is taking the leave INCONUS.
Click No if the member is not taking leave INCONUS. If yes, the remaining date fields
become active for data entry.

3. PERMDUTYSTA Departure Date — Verify the date and make any necessary
adjustments by clicking the Calendar icon and selecting the date.

4. PERMDUTYSTA Return Date — Verify the date and make any necessary adjustments
by clicking the Calendar icon and selecting the date.

5. Designated Area Departure Date — Verify the date and make any necessary
adjustments by clicking the Calendar icon and selecting the date.
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6. Designated Area Return Date — Verify the date and make any necessary adjustments
by clicking the Calendar icon and selecting the date.

NOTE: The values in the Designated Area fields are based on the duty station and not
the country.

7. CONUS Arrival Date — Verify the date and make any necessary adjustments by
clicking the Calendar icon and selecting the date.

8. CONUS Departure Date — Verify the date and make any necessary adjustments by
clicking the Calendar icon and selecting the date.

The entries made on the e-Leave Request documenting Overseas leave follow the same process
as all other recorded data for e-Leave. The Overseas fields reflect on the Check Out, Extension,
and Check In pages.
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9.13.2 Check Out from Overseas Location

Data entry for a Check Out from an overseas location is similar to checking out from a CONUS
location. The fields are the same and the data for the Check Out fields are the same. The fields in
the FOR OUTUS USE ONLY section (Figure 9-99) are active for update if necessary. The data
entry for these fields is the same as described in Section 9.13.1.

e-Leave Check Out/ Check In

SSN: 008815 Name: ANTHONY, MARK RankRate: OS5 Current DSC: 100

Begin Date: 0F/20/2010 Begin Time: 0800 Return Date: 07/21/2010  Return Time: 0800
The Day of Departure is a Normal Work Day The Day of Return is a Normal Work Day
Normal Woerking Hours Day of Departure Normal Working Hours Day of Return
From: 0300 To: 1600 From: 0300 To: 1600

e-Leawve Extension Request

Status: Mo Extension Request found

Expected Return Date; The Day of Expected Return is a Normal Work Day
Mormal Working Hours Day of Expected Return
Expected Return Time: From: To:
Checkout _______________________________ Qcheckn |
The Day of Check Out is a Normal Work Day The Day of Check In is a Normal Work Day
Normal Working Hours Day of Check Out Hormal Working Hours Day of Check In
‘From: (0700 “To: 1600 ‘From: ‘To:
Local Time Zone: a Local Time Zone:
Local Date: [ Local Date:
Local Time: Local Time:
System Time Zone: CET System Time Zone:
System Date: oyorzo10 System Date:
System Time: 1104 System Time:
Authorized by: Authorized By:

FOR USE OUTUS ONLY
Leaving Area of PERMDUTYSTA: @&ves () No

PERMDUTYSTA Departure Date: |05/20/2010 |[#] PERMDUTYSTA Return Date: | 07/20/2010 |
Taking Leave INCONUS: @ives ONo

Designated Area Departure Date: 06/2152010 Eﬂ Designated Area Return Date: |[07/19/2010 Eﬂ

CONUS Arrival Date: 062252010 Eﬂ CONUS Departure Date: oFraizon Eﬂ

Orginal Inclusive Leave Period to be charged

First: 06/20/2010  Last 07/20i2010 Number of Days to be Charged: 3
Inclusive Leawve Period to be charged
First: 062002010 Last: 072002010 Number of Days to be Charged: 31
Checkn
Go to: g-Leave Home g-Leave Ingui

Figure 9-99-e-Leave Check Out/Check In:
FOR USE OUTUS ONLY Section

For details about processing a Check Out and a description of each Check Out field, refer to

Section 9.10.
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9.13.3 Check In from Overseas Location

Data entry for a Check In from an overseas location is similar to checking in from a CONUS
location. The fields are the same and the data for the Check In fields are the same (Figure 9-100).
The fields in the FOR OUTUS USE ONLY section are active for update if necessary. The data
entry for these fields is the same as described in Section 9.13.1.

e-Leave Check Out/ Check In

SSN: 008815 Name: ANTHONY, MARK Rank/Rate: 0S5C Current DSC: 100

Begin Date: 06/20/2010 Begin Time: 0300 Return Date: 07/21/2010 Return Time: 0500
The Day of Departure is a Normal Work Day The Day of Return is a Mormal Work Day
Normal Working Hours Day of Departure Normal Working Hours Day of Return
From: 0200 To: 1600 From: 0800 To: 1600

e-L eave Extension Request
Status: Mo Extension Request found

Expected Return Date: The Day of Expected Return is a Normal Work Day
Normal Working Hours Day of Expected Return
Expected Return Time: From: To:
checkOWt .. Qcheckln |
The Day of Check Out is a Normal Work Day The Day of Check In is a Normal Work Day
Normal Working Hours Day of Check Out Normal Working Hours Day of Check In
‘From: To: *From: 0200 ‘To: 1600
Local Time Zone: Local Time Zone: Q
Local Date: Local Date: E]
Local Time: Local Time:
System Time Zone: CST System Time Zone: CST
Systemn Date: 062972010 System Date: o7 ozo10
System Time: 0100 System Time: 1054
Authorized by: Auto Check Out Authorized By: | CDR FRED SMITH-CLA

FOR USE OUTUS ONLY

Leaving Area of PERMDUTYSTA: &ves CNo

PERMDUTYSTA Departure Date: |0620/2010 |5 PERMDUTYSTA Return Date:  |07/20/2010 |
Taking Leave INCONUS: @ ves CNo

Designated Area Departure Date: |06/21/2010 |5 Designated Area Return Date: |07/9/2010 |[5]

CONUS Arrival Date: 062252010 @ CONUS Departure Date: oyrMarzon @

Orginal Inclusive Leawve Period to be charged

First: 06202010 Last 07/2002010 Number of Days to be Charged: 5
Inclusive Leave Period to be charged
First: 0QG/20/200 Last: 072002010 Number of Days to be Charged: 31
ChecklIn
Go to: g-Leave Home e-Leave [nouiry

Figure 9-100—e-Leave Check Out/Check In: FOR USE OUTUS ONLY Section

For details about processing a Check In and a description of each Check In field, refer to

Section 9.12.
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10. E-LEAVE LOGS, REPORTS, AND FORM SAMPLES

The following section displays samples of the Command Leave Log, e-Leave Reports, and the
NAVCOMPT Form 3065.

10.1 Command Leave Log

The Command Leave Log provides a listing of all e-Leave Requests generated for a specific UIC
(Figure 10-1). This report displays:

e LCN - Leave Control Number assigned to the e-Leave Request once the request is
approved. This is used to track the e-Leave Request through the leave process

e Member’s Name, Rank/Rate, SSN, Department, Division, and UIC — member
demographic data

e Approve Date — Date the e-Leave Request was approved
e Begin Date/Time — Start date and time of the leave recorded on the Check Out

e Return Date/Time — Return date and time of the leave recorded on the Check In

Navy EStandard Integrated Personnel System
COMMAND LEAVE LOG

Perscnal Data - Privacy Act of 1974 Run Date 05/27/2010
Page No. 1 of 1

UIC: 53410 NAVMAC MILLINGTN

LCN Name Rank/Rate S8N Dept Div Approve Date  Begin Date/Time Return Date/Time UIC

FAQ0012 HAEZELEAKER, ROBERTA GECM HM-¥X-BB11 TET 01 05/27/2010 05/11/2010 0BOO 05/17/2010 OBOO &3410
FAQ0O14 HAEELEAEER, ROBERTA GECM XYX-XX-BB11 TST 01 05/27/2010 05/19/2010 0BOO 05/22/2010 1600 63410
KAO0012 KELLIHER, ROBERT ADC IHY-¥X-AB15 TET 01 05/27/2010 05/27/2010 0BOO 05/28/2010 0BOD 63410
KAQO0O1S EMITH, FRED AEZ HEY-¥X-BB13 TET 01 05/27/2010 05/03/2010 0BOO 05/10/2010 O0BOD 63410

Figure 10-1-Command Leave Log
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10.2 Command Leave Consolidated Report

The Command Leave Consolidated Report details the status of e-Leave Requests for a specific
UIC. The report sorts by e-Leave Request Status (Pending Approval, Currently Checked Out,
Late Check Out, Late Check In, Pending Check Out, and Pending Check In). Each status
displays on its own page. Figure 10-2 displays an example of the report listing all e-Leave
Requests for each status identified for the UIC.

Navy Standard Integrated Perscnnel System

COMMAND LERVE CONSOLIDATED REFORT
Perscnal Data - Priwvacy Act of 1574 Run Date 05/27/2010
- - . Page No. 1 of 6
The Consolidated Report displays Pending Rpproval Report
eaCh type On a Separate page Mo Data Found for UIC (s} selected.

If data does not exist for one type [v Standard Integrated Parsomnel Systen
the “No data found...” message fun Date 05/27/2
Run Date 05/Z7/2010

H Page No. 2 of &
dlsp|ayS- 7 Currently Checked Out Report .

Rank/Rate 58N Hame Dept Div LCH Reguest Date Begin Date/Time Return Date/Time TIC
ADC IXX-XX-88B15 KELLIHER, ROBERT TET 01 KAQO0012 05/27/2010 05/27/2010 0OBOO 05/28/2010 DBOO 63410
AZZ ¥X¥-¥¥-8813 EMITH, FRED TET 01 KRAOOOLS 05/27/2010 05/03/2010 0800 05/10/2010 OBOO 63410

Navy Standard Integrated Persocmnnel System
COMMAND LEAVE CONSOLIDATED REPORT
Perscnal Data - Privacy Act of 1974 Run Date 05/27/2010
Page No. 3 of &
Late Check Out Report

Rank/Rate S8N Name Dept Div LCN Request Date Begin Date/Time Return Date/Time UIC
GECM IMX-X¥-8811 HAPELBAKER, ROBERTA TET 01 KAQ0013 05/27/2010 05/11/2010 0800 05/17/2010 0BOO 63410

Havy Etandard Integrated Perscmnel System
COMMAND LEAVE CONSOLIDATED REPORT

Perscnal Data - Priwvacy Act of 1974 Run Date 05/27/2010
Page Ho. 4 of &
Late Check In Report

Rank/Rate 55N Hame Dept Div LCH Request Date Begin Date/Time Return Date/Time TIC
AZZ ¥XX-XX-8B13 EMITH, FRED TET 01 KAQODO1S 05/27/2010 05/03/2010 0800 05/10/2010 0BOO 63410

Havy Standard Integrated Perscnnel System
COMMAND LEAVE CONSOLIDATED REPORT

Perscnal Data - Privacy Act of 1974 Run Date 05/27/2010
Page No. 5 of &
Pending Check Out

Rank/Rate 58N KHame Dept Div LCN Request Date Begin Date/Time Return Date/Time TIC
GECM IX¥-¥X-8811 HAZELBREER ROBERTA TET 01 EADOO13 05/27/2010 05/11/2010 0BOO 05/17/2010 DOBOO 63410

Navy Etandard Integrated Perscomnel Eystem
COMMAND LEAVE CONSOLIDATED REPORT

Personal Data - Privacy Act of 1974 Run Date 05/27/Z010
Page No. & of &
Pending Check In

Ho Data Found for UIC(s) selected.

Figure 10-2-Command Leave Consolidated Report
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10.3 E-Leave Address Report

The e-Leave Address Report (Figure 10-3) provides a list of leave locations for members. The
report searches for members by Country and State, Foreign Countries only, or all leave
addresses. It is used to track where members are located for emergency recall or information

Navy Standard Integrated Persomnel Eystem
E-LEAVE ADDREEE REPORT BY UIC, COUNTRY
Personal Data - Privacy Act of 1974 Run Date 07/21,/2010
Page No. 1of 1
TIC: E3410 HAVMRAC MILLINGTH
Nama Rank/Rata Laave Datas Etraat ity Btats Country Frimary Fhome Malti-Address UIC
BROWN, EUZETTE IC1 07/12/2010-07/22/2010 DISKEY WORLD ORLANDO FL uE SEE-6E6-1212 Ho 63410

Figure 10-3-e-Leave Address Report

10.4 E-Leave Transaction Audit Report

The e-Leave Transaction Audit Report (Figure 10-4) lists the feedback status of all leave
requests. It provides a listing of all transactions or transactions that have not received feedback.
This report allows you to quickly monitor the transaction status of each leave request as the
actual leave days are charged to the member’s record.

Navy Standard Integrated Personmel System
E-LEAVE TRANSACTION AUDIT REPORT BY UIC, CREATE DATE
TRANSACTION CREATE DATE FROM 01,/22/2010 THROUGH 07/21/2010
Personal Data - Privacy Act of 1974 Run Date 07/21/2010
Page No. 1of 1

TIC: £3410 MAVMAC MILLINGTH

LW Hama Rank/Rats Inclusive Dates Tranaction ID Trans Create Date Pesdback Date Status Error Code TIC
NVODDLS DOE, ERMANTHR DoCE f2010- :.IC\’. 201: 4662557001 5801 04/28/2000 02/28/2010 PREE 83410
NVODD1Ee CARR, KELLY NICOLE HC1 2010-04,/21,/2010 4662558001 5801 04/24/2010 83410
HVODDL1T BLAIR, EUERN ANHA ¥H1 : s/ 0 4654213001 85201 05/01/2010 83410
0 LIE 0 4654328001 8801 05/17/2010 83410
oec 0 4EEE0TOODL SB01 06/03,/2010 83410
HC1 0 463123001 SB01 06/14,/2010 83410
REC 010 4683132001 SE01 06/14 .uC a 83410
HVIDDZZ DOE .\D.“L-.N':I‘Lk DoCE 0 4EBEBSE0D1 E801 1 83410
HVIDDZE ‘]J«Iﬁ EUERN RNHA Nl 0 4632381001 E801 83410
HVIDDZT BROWN, EUZETTE 1 0 4635804001 SB01 83410
NVODDZE GAFFNEY,PHILLIP JOSEPH ENCE 0 4635328001 E801 83410
NVOD0Z3 KEILLIHER, RCEERT MM1 0 4637111001 E801 83410
NVODDZ3 CARRAECD, JUAN LOIS LT 0 4637110001 5801 83410
'n" oo IZI I' .\D.“L-.N':I‘Lk DoCE 0 4705148001 o1 83410
L HC1 0 47052280 (1 o1 83410
ENCE f 04 83410
W1 ! 0afalrjzons 4 T 1 83410
REC 05/0 3“0 0-05/20/2010 4 an 8 0"'13.::( a 83410
NVODD4Z DCE, .\D.“L-.N':I‘Lk DoCE 07/11/2010-07,/13/2010 47072080 (1 S801 07/13,/2010 83410

The Data Contained Hearein Is Protected By The Privacy Rct Of 1974, A1l Measures Bequired To Protect This Beport Ehould Be Taken.

Figure 10-4—e-Leave Transaction Audit Report
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10.5

Leave Request/Authorization — NAVCOMPT Form 3065

Once the e-Leave Request is submitted, the printed version displays in the NAVCOMPT Form
3065 format. Figures10-5 and 10-6 illustrate pages 1 and 2 of the 3065.

LEAVE REQUEST/AUTHORIZATION SEE REVERSE FOR

HAVCOMPT FORM 2065 PRIAEY ACT
STATEMENT

T. OATE OF REQUEST Z.FOR AOMIN USE ONLY APPROWAL OF THIS LEAWE LEAVE CONTROL HO.

20100212 15 NOT WALID WAITHOUT CONTROL NO.

3. 55N 4. NAME (Last, Frst, W) 5. RANIKIRATE

MK IO BB § VANTHONT, MARK CW02

G, SHIP/STATION
2HD MDIV FMF LHT

7. DEPT/DIW

2. DUTY SECTION

9. DUTY PHOME
910-451-1844

FOR USE QUTUS OHLY

10. TYPE OF LEAWVE
Ordinary

11a. Leawing #reaof PERMOUTY STA

Ho

11b. Taking Leawe |HCOMNUS
Ho

12. TRAWEL MODE
Private Auto

13. DAYS REQUESTED

14. F RO Hour, Date) (¥ R0 D)

15, TO{Hour,Oate)

2 0800,100201 CFTRDD
A600,100203
17. LEAWE BALANCE 1%, LEAVE USED THIS FY 19. AUTHORIZED BA%
75 DAYE A5 CF 2009-03-11 2 Yes
MEAL PASS NO.

16, MORMAL WORKING HOURS
DAY OF DEPARTURE
FROW:000 TO0000

DAY OF RETURM
FROMO000 TO:0000

20. LEAWE PHOME
{Home} 619-934 6406

1. LEAWVE ADDRESS
3921 TIM STREET
BOHITA CA US 91902

| CERTIFY THAT | HAWE SUFFICIENT FUNDS TO COWER THE COST OF ROUND TRIP TRAVEL. |
UNDERSTAND THAT SHOULD ANY PORTIOM OF THIS LESVE, IF APPROWED, RESULT IN MY
TAKING MORE LEAWE THAN | CAN EARN ON MY CURRENT UNEXTENDED ENLISTMENT OR
CURRENT ACTIWE DUTY OBLIGATION, kY PAY WILL BE CHECKED FOR $UCH EXCESS LEAWE.

SIGHATURE OF APPLICANT

22 RECOMMENDATION REWEWING OFFICER'S HAWE AND SIGNATURE DATE
Pending LCDR BEHIL,MATTHEW JOSEPH

23 APPROWAL APPROVING OFFICER'S NAWVE AMD SIGHNATURE DATE
Pending LTJG BROWH,TERRY JOSEPH

24, COWMENTS/RBMARKS

Submitted by CW02 ROBERT WRIGHT {Command Leave Administrator).

2HD MMV FMF LHT

25, SHIP OR STATION (Including telegraphic addresz)

2. REPORT ON EXPIRATION OF LEAWVE TO (¥ otter than blocl 230

BOX 20003
CAMP LEJEUNE HC 23542-0003
CG SECOND MARDIV
DEPARTED 0N LEAWE RETURM FROM LESWE GRAMTED EXTENSION OF LEAVE EMDING
37a. HOUR 27h. DATE (¥ ¥htiD D) 2%3. HOUR 28b. DATE (¥ YhiD D) 193, HOUR 29b. DATE (Y YhtaDD)

2Fe. 00D'S SIGNATURE

28c. 00D0'S SIGHATURE

29c. 0005 SIGNATURE

FULL

INCONSIDERATION OF THE MEMEER'S COMPLETION OF & | 20,

45 DEFINED IN MILPERSMAN, NAVPERS 15360:

()
02 |03

31, MO, OF DAYS

(o)

Y]

FIRET: LAET:
INCLUSIVE
D RETURN, THE LA VAR R Bl RS
e FERIOD 10 02 02 10
ORRECT AND PROPER T0 BE
CHARGED
32, CERTIFYING OFFICER & TTPED NAWERANKTITLE

33 CERTIFYIMG OFFICER'S SIGMATURE

Figure 10-5-NAVCOMPT FORM 3065 (Page 1)
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IMPORTANT THIS IS YOUR "OFFICIAL" LEAVE
NOTICE !! AUTHORIZATION. DO NOT DESTROY OR LOSE!

1. Leawe is granted subject to inumediate recall therefore maintain commmnication with your leave address. Eeep this leave authorization in
your possession at all fimes. In the event of a general recall, individual orders may not be ismed. Inform your commanding officer of
permanent change of leave address.

2. Save smafficient money or obtain round-trip ticket to insare yom have rebum transportation. Eeep wourself informed of transportation
schedules and weather conditions through your retorm route and make safficient allowances for nonmal delays.

3. While it is desirable to tell the public about wour Havy, do not disoass angy subject unless you are certain it is unclassified. If yom are asked to
participate in a press conference, talk to reporters, or speak over the radio or television on matters pertaining to the naval service, and yon
are not certain that all your remarks ave unclassified, conslt with and obtain gnidance of the conurnanding officer of the nearest naval unit
prior to participation.

4. Cooperate with Military or Air Police, Shore Patral, and civil anthorties at all timnes. Fou are shject to orders of your maperior officers in
all branches of the .5, Armed Forces. Be an cutstanding Mawp ambassador at all times.

5. If necessary to request an extension of leave, commmnicate with wour conurnanding officer. SINCE ¥OU HEED POIITIVE AFPPROVAL
FOR REMAINING ABSENT BEYOND THE TIME ORIGINALLY AUTHORIZED, IF HO EEPLAY IS RECEIVED ¥OIT MUST
COMSIDEER YOUR REQUEST HOT 4AFPFPROVED.

&, In case of serious illness or infury inourred while on leave which requives medical attention or hospitalization, report facts to your
cornunanding officer. If in the immediate wicinity of a naval activity, sach as recmiting station or naval station, advise them of wour
condition and status. You are advised that costs incident to hospitalization or medical treatment received at other than Federal medical
activities [Army, Air Force, Public Health Service, or Weterans' Administration) may be defrayed by the Havy Department in EMERGENCT
cases only.

7. In the event that conditions beyond your control indicate late rebym to the command to which wou are ordered to report, obtain written
evidence from transportation agency or others (physician, military or civil police, recriiting station, etc.) for consideration by ywour
conunanding officer.

2. Fequest leave sufficiently in advance to allow processing via official channels. Leave is computed as fiolloars: The day of departure on
leave, shallbe counted as 2 day of duty, except when leave commences prior to the end of the normal workday;, the day of rebom from leave
shallbe counted as a day of leave, except when sach reburn is made at or before conunencement of your normal workday inwhich case it
shallbe counted as a day of duty.

OPEEATION DRIVES AFE REMINDEER
Statistcs show the major caures of motor vehicle accidenis arve atiributable to:
Excessive spaad
Imtoxdcating liguor, and
Driving while fatizued or sleepy.

PLAN YOUR TEIP CARFFULLY. Be sure you allow yourself sufficient travel Hime and keep your travel to a minimum during
hours of darkmess.

PRIVACY ACT STATEMENT
FOR
NAVCOMPT FORM 3065 LEAVE REQUEST / AUTHORIZATION

This statement iz provided in compliance with the provisions of the Privacy dct of 1974 (PL 93-57%) which
require that Federal ageneies nmst inform individuals who are requested to finmish information about themselves as
to the following facts concerning the information requested.
1. ATTHORITY: Title 10 and 37 USC
2. PRINCIPAL PURPOSES): To anthorize military leave of ahsence.

3. ROTUTIHE USE(S): To deduct leave taken from memnber's accmed leave balance. To pay leave rations to enlisted
menthers.

4. MANDATORY OF VOLUNTARY DISCLOSURE: Wolmtary. If the member does not request a specific period
of leave and firnish his leave address, leave is not granted.

Figure 10-6-NAVCOMPT FORM 3065 (Page 2)
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ACRONYMS AND ABBREVIATIONS

ADSN Accounting and Disbursing Symbol Number

BAS Basic Allowance for Subsistence

CAC Common Access Card

CIMS Career Information Management System

CIv Civilian

CcO Commanding Officer

COTS Commercial Off-the Shelf

CST Central Standard Time

DEPT Department

DEPTID Department Identification or Unit Identification Code

DFAS Defense Finance and Accounting Service

DIV Division

DJMS Defense Joint Military Pay System

DIJMS-AC Defense Joint Military Pay System — Active Component

DoD Department of Defense

DSC Duty Status Code

EAOS Expiration Active Obligated Service

e-Leave Electronic-Leave

EmplID Employee Identification (reflects member’s Social Security
Number)

ERM Enterprise Record Management

ESR Electronic Service Record

FAM Functional Area Manager

FID Format Identifier

FY Fiscal Year

HR Human Resource

ID e

Id Identification Number
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ACRONYMS AND ABBREVIATIONS

Inside the Continental United States, including Alaska and

INCONUS Hawaii

LCN Leave Control Number

LES Leave and Earning Statement

LOD Letter of Designation

LRA Local Registration Authority

Ml Middle Initial

MILPERSMAN Military Personnel Manual

MMPA Master Military Pay Account

NAM NSIPS Access Manager

NAVCOMPT Navy Comptroller

NMCI Navy Marine Corp Intranet

NSIPS Navy Standard Integrated Personnel System
OCONUS Outside the Continental United States
Oprid Operator Identification Number

PERM DUTY STA Permanent Duty Station

PII Personally Identifiable Information

PKI Public Key Infrastructure

Proj. Projected

PSD Personnel Support Activity Detachment
SAAR System Access Authorization Request (NSIPS usage)
SBxx Leave Status Code where “xx” is a numeric value
SCI Source Code Indicator

SQR Sequel

SSN Social Security Number

TAC ID Transaction Identification

uIC Unit Identification Code

us United States

YN1 Yeomen First Class
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The e-Leave Inquiry Log provides the CLA with the Message Status of “Pass,” “Fail,” or
“Interim” for each e-Leave Request transaction. If the e-Leave Request transaction failed or is in
an interim state, an error code displays to indicate the type of error and action to take. Table B-1
provides Error Codes associated with a failed transaction and the DFAS description of the code.
Table B-2 provides the Error Codes associated with interim transactions and the DFAS
description of the code.

Table-B-1-DFAS Fail Error Codes and Descriptions

Error ioti

Code DFAS Description

BER MORE THAN ONE MATCHING HISTORY BR FOUND. RESEARCH AND DELETE
BAD BR ENTRY.

BES CAN ONLY BE ONE OPEN BT WITH DEPRT-ZONE 000000 RESEARCH

BLJ MEMBER IN TAX EXEMPT ZONE. LV TYPE INVALID

CBL REQUIRED HISTORY ENTRY NOT PRESENT--DETERMINE REASON FOR
SUBMISSION

MAC DATE(S) BEFORE IAS HISTORY

MAL TRANSACTION PERTAINS TO SEPARATED MEMBER

MAN NO OPEN BR ENTRY FOUND. RESEARCH AND ADJUST

MAO LV PERIOD BEFORE LUMP SUM LEAVE SETTLEMENT DATE

MHE DATE-START-LV AFTER DOS.

MHF DATE-START-LEAVE Before DOS Leave and LEAVE-STOP-DATE After DOS.

MSO FISCAL YEAR BR ENTRY NOT PRESENT ON MMPA

MUX TRANSACTION IS ON A SEPARATED MEMBER WHO IS IN DEBT-
TRANSACTION MUST BE PROCESSED BY 3891

SBB LEAVE-AUTHORIZATION-NUMBER IS INVALID OR DOES NOT MATCH MMPA.

SBH LEAVE-AUTHORIZATION-NUMBER (T) LEAVE-AUTHORIZATION-NUMBER (M)
- DO NOT MATCH.

SBJ TRANSACTION CANNOT PROCESS. OVERLAPS WITH PRIOR STATS-DETRMT.

SBK TRANSACTION CANNOT PROCESS. CONFLICTS WITH CURRENT STATS-
DETRMT

SBL EXCEEDS # OF LEAVE TRANSACTIONS ON SUSPENSE FILE

SBM DUPLICATE LEAVE-AUTHORIZATION-NUMBER USED.

SBP MIL-LV-TYPE AND GRADE INCMPTBL
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Table-B-1-DFAS Fail Error Codes and Descriptions

Error
Code

SBT DATE-RETRN-LV WRONG

SCB MIL-LEAVE-TYPE wrong.

SCC DATE-ARV-CONUS/DATE-ARV-OS/LEAVE-AREA INCMPTBL

SCK DATE-DEPRT-PDS/DATE-RTRN-PDS/CALENDAR-DATE INCMPTBL
SCM DATE-DEPRT-PDS/DATE-ARV-CONUS/DATE-ARV-OS INCMPTBL
SCP LV-DAYS-GRANTED/ACTN-INDCTR INCMPTBL

SCwW DATE-DEPRT-DSGD-AREA/DATE-RTRN-DSGD-AREA INCMPTBL
SDG LEAVE-AREA/MIL-TYPE/TRAIL-CARD-IND INCMPTBL

SDH LEAVE-AUTHORIZATION-NUMBER (T)/LEAVE-AUTHORIZATION-NUMBER (M)
Match

SEA REQUIRED FL HISTORY ENTRY NOT PRESENT

SEA CANNOT PROCESS TERMINAL LEAVE TRANSACTION — MEMBER NOT ON
STATION (SA STATUS)

SFE CONUS DATES/EMERGENCY LEAVE DATES INCMPTBL

DFAS Description

SGG MIL LV TYPE H CANNOT BE GRANTED TO MBR STATIONED IN THE US

SGL NB-ENTRY (S) HAS OVERLAPPING DATES

SGM | DATE DEPART LV GREATER THEN DOS DATE

SGT NEW SB01 RECYCLED TO DOS DATE + 1 DAY

SMA | MEMBER PROJECTED TO SEPARATE, LEAVE TYPE 3 NOT AUTHORIZED.
STT MBR IN A SUSPENDED STATUS

svc BAD DATA IN BR ENTRY(S). RESEARCH, CORRECT, & RESUBMIT BROS.
UBA | EFF-DATE (T)/EAD-DATE (M) INCMPTBL

VEE OPEN MMPA ENTRY WITH COMPTR-PROCS-CNTRL-CODE 9. 42 42 ENTRY
MISSING.

ZAJ SVC-MBR-SSAN DOES NOT MATCH ANY MMPA

ZAN NAME-PERS-1ST-FIVE DOES NOT MATCH MMPA

ZBD REJECTED FOR DFAS INTERVENTION. TAKE NO ACTION
ZBV AFO-SOURCE-INPUT INVLD

7ZBX FORMAT-ID NOT FOUND ON MMPA IAS HISTORY. FOR SH/SG TRANS-HIST
LB, LC, LE,MD, AND/OR SA ENTRY (IES) MISSING.

ZFE TRANS REJECTED BECAUSE NO OPEN ENTRY FOUND ON MMPA
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Table-B-2-DFAS Interim Error Codes and Descriptions

Error

Code DFAS Description

RAC TRANSACTION RECYCLED: FROZEN MMPA

RAJ TRANSACTION RECYCLED BECAUSE OF TEMPORARY PROGRAM PROBLEMS

RAS TRANS RECYCLED TO ALLOW TU TRANS TO PROCESS

RAU TRANSACTION RECYCLED TO COME IN ON EFFECTIVE DATE

TRANS RECYCLED TO DOS PLUS 11 DAYS. MD TRANS RECYCLED 3 TIMES AT
7 DAY INTERVALS AWAITING SEP/REENL PROCESSING

RBL TRANSACTION RECYCLED - ARRIVED OUT OF SEQUENCE
TRANSACTION RECYCLED TO COME IN ON EFFECTIVE DATE START OF

RBD

REI LEAVE

TRANSACTION RECYCLED TO COME IN ON EFFECTIVE DATE RETURN OF
REJ

LEAVE

TRANSACTION RECYCLED, SBOL WOULD CREATE OVERLAPPING NB
REK

ENTRIES

TRANS RECYCLED TO ALLOW REGULAR EXTENSION/REENLISTMENT TO
RTA | pROCESS
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The following table describes the Type of Leave used in e-Leave.

Table-C-1-Type of Leave

Name in e-Leave

Description

Adoption Leave is a period of authorized absence granted to a
member who adopts a child under certain circumstances.

Adoption Adoption Leave is not chargeable to a member’s leave
account.
Leave granted to members who have been tried by courts-
Appellate martial and sentenced to an unsuspended punitive discharge

or dismissal.

Convalescent

A period of authorized absence granted to persons while
under medical care which is part of the care and treatment
prescribed for a member’s recuperation or convalescence.
Convalescent Leave is not chargeable to a member’s leave
account. Also referred to as Maternity and Sick Leave.

Education Leave of Absence

Leave granted to officer members authorized an educational
leave of absence.

Emergency

Leave granted for a personal or family emergency requiring
the member’s presence. It is chargeable to the member’s
Leave account.

EXOS (Extension Overseas)

Leave granted to enlisted members in certain specialties who
extend their tour of duty at designated overseas duty stations.
Also referred to as Overseas Tour Extension Incentive
Program (OTEIP) Leave.

Graduation

Leave granted to Naval Academy graduates immediately after
graduation and before reporting to their first duty station.
Graduation Leave is not chargeable to a member’s leave
account.

Officer Teaching Under
Scholarship

Leave granted to officers teaching under a scholarship.

Officer in Academic

Leave granted to officers on academic absence.

Authorized absence of a member from a place of duty. Also

Ordinary referred to as Regular or Annual Leave. Includes leave taken
under the Environmental and Morale (EML) Leave Program.
A 10 day period of authorized absence granted to a member

Paternity whose wife gives birth to a child. Paternity Leave is not

chargeable to a member’s leave account.
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Table-C-1-Type of Leave

Name in e-Leave Description

Recruiter Assistance Program Leave allows Sailors to report
to the nearest Recruiting Station to their hometowns for 12
days to assist local recruiters by relating their Navy
experiences to their peers. Recruiter Assistance Program
Leave is not chargeable to a members Leave account. Also
referred to as Hometown Area Recruiting Assistance Program
(HARP) Leave.

Recruiter Assistance
Program

Leave granted to enlisted members in conjunction with a

Reenlistment .
reenlistment.

Leave granted to members prior to separation, transfer to the
Separation/Retirement Fleet Reserve, or retirement. Also referred to as Terminal
Leave.

Leave granted to midshipmen candidates between graduation
from the Naval Academy Preparatory School (NAPS) and
entrance into the Naval Academy.

Preparatory School-Service
Academy Terminal Leave
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