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LEAVE

Functionality has been added to MOL which will now allow for Marine’s with a MOL account to create and submit a leave request for approval.  MOL will use your Unit Scope or Chain of Command to establish the path that your leave request will travel during the submission/approval process.  Marines at various levels within your Chain of Command will have certain permissions assigned to their MOL account that will allow them to perform Leave Management for those Marines within their unit scope.  There are two ways that a leave request can be created and submitted for approval within Marine OnLine. 

1. Leave submitted directly from a MOL user for themselves.  This user will be referred to as a Echelon 1 user within the Leave portion of the user manual.

2. Users that possess the Leave Management permissions, can submit a leave request on behalf of someone else.  It is understood that there may be times when access to a computer with internet access may not be available for the person desiring to request leave, therefore, MOL provides the means for leave to be submitted in this manner.

Note: Leave Submitted, on Behalf of,  will be covered in the Leave Management   

           portion of this users manual.

To Create a Leave Request for yourself:

From the MOL HOME page, select the Leave Tab
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Figure 1                                    MOL Home Page (Echelon 1 user)

From the Leave HOME page, select New Request
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Figure 2                                                          Leave Home Page

The top part of the Leave Request, illustrated below, will display relevant data that will be used to complete your leave request and can not be changed.  This data is pulled in directly from the data source.  If there are discrepancies with any of this data, you may still continue and complete your leave request, however to correct the data you would need to seek professional help through your chain of command.
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Figure 3                                                   New Leave Request Page

The Bottom part of the Leave Request will require completion on your part.  

The Leave Address text boxes will be populated with your home address from the data source.  This field is editable.  Enter your leave address in the appropriate fields.  The first field is for the street address, the second field is for the City, State and Zip Code.  
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Figure 4                                           New Leave Request Page (conti)
The Leave Type drop down box will contain a list of all leave types that are reportable via MOL.  The drop down box will be defaulted with the Annual Leave type.  Select the type of leave you are requesting.  
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Figure 5                                             New Leave Request Page (conti)

The Leave Phone Number will be populated with your home phone number from the data source.  This field is editable.  Enter the phone number that you can be reached at while on leave, in the format identified in the below illustration.
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Figure 6                                        New Leave Request Page (conti)
The Requested Departure and Requested Return dates utilize a calendar mechanism, in order to ensure proper date format.  An icon 
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 appears next to each of the date fields.  Users will click on this icon and be presented with a calendar.  Select the appropriate dates for your leave period.
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Figure 7                                                                   New Leave Request Page (conti)
The Requested Departure and Requested Return times will be automatically populated utilizing the Departure and Return dates you entered.  If you selected a weekday for your leave to begin on and end on, the Departure time will be populated with 1630 and the Return time will populated with 0730.  For Departure and Return dates entered on a weekend, the Departure and Return time will be populated with 0800.  These fields are editable by the user, to provide time coverage for shift workers.  Individual Commands will establish their own guidelines with regards to Departure and Return times.   
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Figure 8                                                                    New Leave Request Page (conti)

The TRICARE REGION drop down list box contains a list of all TRICARE regions that are currently in operation.  Use the drop down arrow to select the TRICARE region that supports your area.  The drop down list will be defaulted with the first region on the list.
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Figure 15                                                      New Leave Request Page (conti)
A Comment box has been provided for users to make comments that may be relevant during the submission part of the leave request.  This box allows users to enter free-form text, which means you can type anything you want.  Keep in mind, you are going to be forwarding your leave request to members within your chain of command for approval and any comments made will be seen by the next Marine in your chain of command.    
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Figure 16  New Leave Request Page (conti)
At the bottom of the leave request you will find 2 Command buttons.  The Submit button will allow a user to forward a completed leave request to members within their chain of command for approval.  The Draft button will allow the user to save a draft copy of the leave request, in the event the user is not ready to submit for approval.  
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Figure 17  New Leave Request Page (conti)

Saving a Draft copy of your Leave Request

After you have completed your leave request, and you select the Draft command input button, displayed above, you will be provided notification that your leave request will be available for 90 days, as illustrated below.
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Figure 18               Draft Leave Request notification
Once you select ‘OK’ from the notification screen above, MOL will navigate you back to the Leave Home page and information relevant to your Draft leave request will be displayed, as illustrated below.  You will also be allowed the options to View or Edit your draft leave request.  When you select View, users will be provided a “View Only” screen of the leave request.  No changes can be made.  When you select Edit, users are allowed to make changes to, submit for approval, retain it as a draft or delete the leave request.  


[image: image14.png]SGT PEACE G. GUTIERREZ

Your Leave Requests

Poepariure lucturn _inclusiveaye —Tagdress ——Jehone __Jototws —Jaction_
Socepzos  bzocaom i Sooot kALY AVE | f16-951-0152

InProcess  View
080ct2003  110ct2003 2 55568 KELLY AVE 816-331-0152

Draft View Edt




Figure 19                                                        Leave Home Page

Submitting your Leave Request for Approval

When the user clicks the Submit Command button, they will be presented with the Forward Leave Request page.  This page is where you will identify those in your Chain of Command that will make recommendations and or approve your leave request.  Notification of your leave request will be sent to each of the persons identified on the Forward Leave Request page.  For purposes of this users manual, this page will be  divided  into 4 parts; Forward Request to, Courtesy Copy to, Information Copy to and a part for your comments.  You are allowed to select only 1 person to Forward  Request to and this part is mandatory.  Courtesy and  Information forwards, can be sent to multiple users and are not mandatory.  Comments are also optional.      

Part 1 Forward Request to
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Figure 20                                               Forward Leave Request to Page
When the user clicks the Choose Command button, they will be presented with the names of the individuals within their Unit Scope that possess Leave Management Permissions.  These are the individuals that will make recommendations and or approve your leave request.  Only one person can be selected at this point.
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Figure 21                                               Select Users Page 

Select the radio button next to the name of the person you want to forward your leave request to and select the OK command button.  This will bring you back to the Forward Leave Request to page.  As you can see from the illustration below, the name of the person you selected appears on the page.    
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Figure 22                                               Forward Leave Request to Page (conti)
Part 2 Courtesy Copy to

The next part of the Forward Request to page is for users to identify personnel to provide a courtesy copy of their leave request to.  Remember, this is optional and you can select as many users as you would like to receive a copy of your leave request.  
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Figure 23                                               Forward Leave Request to Page (conti)

When the user clicks the Add button and they will be presented with the names of the individuals within their Unit Scope that possesses Leave Management Permissions.  The Remove button allows users to remove individuals in the event of erroneous selection.  
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Figure 24                                               Select Users Page 
An 
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 button is available on this page.  This button is used when there are more members available to select from than will fit on 1 web page.  You can navigate through the pages of members by selecting the members you want on a page, click, Add to List, then continue to search for other members on other pages to select.  A link, 
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 to additional pages is provided at the bottom of each page and allows forwards and backwards navigation.  Remember, once you have selected the members on a page, you must click the, Add to List button before going to another page to search for additional members.   If you only have 1 page of members to select from, this button offers no functionality, just select the members and click OK.  
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Figure 25                                               Select Users Page
After you have selected the person or persons to Courtesy Copy your leave request to and have selected the OK command button,  you will be navigated back to the Forward Leave Request to page.  As you can see from the illustration below, the name of the person or persons you selected appears in the Courtesy Copy list.  The Remove button allows users to remove individuals in the event of erroneous selection.        
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Figure 26                                               Forward Leave Request to Page (conti)
Part 3 Information Copy to

The next part of the Forward Request to page is for users to identify personnel to provide a Information Copy of their leave request to.  Remember, this is optional and you can select as many users as you would like to receive a copy of your leave request.  
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Figure 27                                               Forward Leave Request to Page (conti)

When the user clicks the Add button and they will be presented with the names of all personnel in their Unit Scope.
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Figure 28                                               Select Users Page
The 
[image: image26.png]


 button works as described in the Courtesy Copy section above. After you have selected the person or persons to receive a Information Copy of your leave request and have selected the OK command button,  you will be navigated back to the Forward Leave Request to page.  As you can see from the illustration below, the name of the person or persons you selected appears in the Information Copy list.  The Remove button allows users to remove individuals in the event of erroneous selection.
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Figure 29                                               Forward Leave Request to Page (conti)
Part 4 - Comments Section

A comment box is provided that will allow for you to make comments relevant to your leave request.  Once you have selected all the members to receive copies of your leave request, any comments that you make in this section will accompany your leave request.
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Figure 30                                               Forward Leave Request to Page (conti)
Once you have completed the Forward Request to page click the OK command button at the bottom of the page, just below the comments box, to submit your leave request.  The Cancel  command button will take you back to your leave request.  If you select  OK, you will receive a confirmation prompt screen, illustrated below.
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Figure 31                                       Confirmation of Submit Page

From the confirmation prompt, you have the options to, Confirm or Cancel the submission of your leave request.  Cancel, will take you back to your leave request.  If you select Confirm your leave request will be submitted to those individuals you selected on the Forward Request to page and you will be returned to your Leave Home page.  On your Leave Home page you will receive notification that your leave request has been successfully submitted and that you should turn in your meal card before checking out on leave.  The screen below provides an illustration of your Leave Home page after submission of a leave request.
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Figure 32                                                      Leave Home Page
From the screen above, notice that you have 2 options available with regards to the leave request you just submitted.  You can 
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 your request or you can 
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your request.  If you click on 
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 you will be navigated to a view only copy of your leave request.  This view will show all of the data you entered and who the request was sent to.  If you click on 
[image: image35.png]Edit



 you will be navigated to your leave request and afforded the opportunity to make changes and resubmit if necessary.  The screen below provides an illustration of the functionality available when you choose to 
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 your leave request.    
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Figure 33               Edit Leave Request Page 

If you make changes to your leave request and click the Forward button, you will receive the following notification that modifying a leave request will restart the approval process. 
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Figure 35                        Modify Notification Message

If you select OK from this notification you will be navigated to the Forward Request to page.  If you select Cancel you will be navigated back to your Edit leave request page.

From the Edit Leave Request screen, if you select the Delete button, you will receive the following notification.
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Figure 36                                                       Delete Notification Message
If your select OK your leave request will be deleted and you will be returned to your Leave Home page.  Internal notification of your deletion action will be sent to those members you had previously sent a copy of your leave request to.  If you select Cancel, you will remain on the Edit leave request page.

From the Edit Leave Request page, if you select the Save as Draft button, the status of your request will be changed to draft and you will be navigated back to your Leave Home page as illustrated below.
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Figure 37                                                                 Leave Home Page

Leave Request Error Messages

Leave requests submitted via MOL must be for a full 24 hours.  MOL uses the dates and times you enter to ensure requests submitted are accurate.  The following error messages or Up Front edits are in place to ensure your leave request is accurate and will minimize errors once your leave transaction is submitted to MCTFS.

Selecting a Departure or Return Date prior to the current calendar date
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Figure 9                                       Requested Departure/Return date

Will return the following errors
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Figure 10                                     Departure Date Error message
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Figure 11                                      Return Date Error message
The following depiction illustrates a user that wishes to begin his leave at 1630 on 15 Oct and return at 1630 on 16 Oct.  Even though the return date is 1 day after the departure date, MOL checks the time to ensure that a full 24 hrs is being requested.  Changing the return time to 1631 will allow the request to be processed
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Figure 12                                                              24 hr Time Check
Keeping the above departure and return dates and time will 
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Figure 13                         24 hr Time Error message
Selecting a Return date before the departure date 
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Figure 14                         Date of Return prior to Date of Departure error message

From the Edit leave request page, if you don’t make any changes to the request and click on the Forward button, you will receive the following error message.
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Figure 34        No Changes Error message
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