
Command Leave 
Administrator (CLA)



Objectives 

Discuss the roles and responsibilities of a CLA 



Overview

• Accessing e-Leave

• Submit e-Leave request for members

• Approve a Members e-Leave Request

• Extend a members e-Leave Request

• Recycle a Member’s e-Leave Request

• Resubmit an e-Leave Request for a member

• Cancel a Member’s Approved e-Leave Prior to Check out

• Check a Member Out On Leave

• Check a Member in From Leave



Accessing e-Leave



Accessing e-Leave



Submit e-Leave request for members

1. Click e-Leave Request.

2. Enter a UIC. Search criteria can be further refined by adding EmpID, Name, Dept, Div, etc. NOTE: Name field is case sensitive.

3. Click Search.

4. Select the appropriate Member.

5. Complete the following sections of the e-Leave Request form:

• Member's Information

• Leave Request Information

• Normal Work Schedule

• Leave Address

• Leave Phone

• Ship or Station

• Report on Expiration of Leave

• Comments

6. Click Submit e-Leave Request. Requests can be saved by clicking Save for Later.

7. Verify Reviewer and Approver workflow. Reviewer can be added or deleted.

8. Check the checkbox to verify or certify there are sufficient funds to cover the leave.

9. Use the Lookup icon to search for a different Military Approver if needed.

10. Click Submit for Approval.

11. Click No to route for review approval unless directed to approve.

The following steps have been taken from 
the e-Leave JPA in NSIPS under the 
Training section.  For more information on 
how to navigate to these JPA’s( job 
performance aids) please refer to “NSIPS 
Navigations” PowerPoint Training



Submit e-Leave request for members

Select New e-leave Request



Submit e-Leave request for members

Search criteria can be further refined by: 
adding 
• UIC
• EmpID(SSN)
• Name(field is case sensitive)
• Dept
• Div 

Select Search

Select the 
appropriate 
members name.



Submit e-Leave request for members

Blocks 1-10e will auto populate in accordance to the members Profile 
information.

Block 9-ensure this is up to date, this block can change for a multitude of 
reasons

Block 10c- Shows the number of leave days used this FY
10d- shows your current leave balance
10e-shows the number of leave day the member will earn by there EAOS



Submit e-Leave request for members

12a-selct the appropriate leave request type by selecting the magnifying glass
13-the primary travel mode 
14a-15b- simply fill in time and date the member is requesting to take
18-ensure you fill out the correct working hours as this can change how many 
days the member is charged based on his request date/time.
19-will give you the dates and the number of days charged per the information 
filled out in the previous blocks



Submit e-Leave request for members

FOR USE OF OUTUS ONLY-only use if leave is outside of the US only.

20e- will have the members address already established in there ESR. Can be 
automatically selected by selecting the box labeled “previous e-Leave address” 
or by manually entering a new leave address.
20.a.-select if accompanied by family member(s) as applicable using the drop 
down arrow



Submit e-Leave request for members

21e- either manually enter or select a phone number under “previous e-Leave Phone” section
22-will consist of your ship or stations address. This is automatically filled out in accordance to the 
members NSIPS profile
24-Must be filled out prior to submitting ex: “respectfully requesting to take leave for the time period 
above to attend the NCAA tournament”
***Once all fields have been properly populated simply select “submit e-Leave request”***



Submit e-Leave request for members

The members reviewer list 
is also self populated from 
how the service members 
profile was initially set up.

Ensure a watch 
coordinator is selected 
And use the “+” or “-” 
button to add additional 
personnel for routing or to 
delete personnel from 
routing.

Ensure a Primary approver is selected under the “Approver” section and 
check the acknowledgment block at the bottom of the section.

Select “Submit for Approval” when all fields have been filled.



Submit e-Leave request for members

This message will always populate when submitting a leave request for 
another member.

Select “yes” only if you intended to completely bypass the routing 

Select “no” to route through the personnel listed on the leave request.



Approve a Members e-Leave Request

In addition to submitting e-Leave Requests for personnel, the CLA is also capable of approving a Member's e-Leave 
Request. The CLA will approve leave ONLY when directed, otherwise the e-Leave Request is to follow the established 
routing chain.

Procedure

1. Click e-Leave Inquiry.

2. Click e-Leave Request(s) pending Recommendation/Approval.

3. Click View Details for the appropriate e-Leave Request.

4. In the Approver's Comments section, enter a comment describing direction for approving the e-Leave Request and 
click Approve.

5. View verification.

The following steps have been taken from 
the e-Leave JPA in NSIPS under the 
Training section.  For more information on 
how to navigate to these JPA’s( job 
performance aids) please refer to “NSIPS 
Navigations” PowerPoint Training



Approve a Members e-Leave Request

Click e-Leave Inquiry.



Approve a Members e-Leave Request

Search criteria can be further refined by: 
adding 
• UIC
• EmpID(SSN)
• Name(field is case sensitive)
• Dept
• Div 

Select Search



Approve a Members e-Leave Request

Select the appropriate 
members leave by selecting 
“view details” blue hyperlink 

NOTE: ensure you verify the 
members dates to ensure 
you selected the correct e-
Leave request time period



Approve a Members e-Leave Request

Scroll to the bottom of the page 
and you will be able to select 
from the following options:
• Reassign Approver
• Recycle to Member
• Cancel e-Leave
• Approve
• Disapprove 

Any option will require you to put 
fill out the comments section.



Recycle, Cancel and Approve

Recycling-When recycling an e-Leave Request, a justification for why the request is being recycled 
is mandatory. The system will not allow you to continue until the justification is entered. The Sailor 
will then have the opportunity to make changes and resubmit the request for approval.

Cancel e-leave-When cancelling an e-Leave Request, a justification for the cancellation is 
mandatory. The system will not allow you to continue until the justification is entered. Only a CLA or 
the requestor can cancel an e-Leave Request.

Approve-In addition to submitting e-Leave Requests for personnel, the CLA is also capable of 
approving a Member's e-Leave Request. The CLA will approve leave ONLY when directed, otherwise 
the e-Leave Request is to follow the established routing chain.

The steps to do any of these actions will follow the same as the ones 
covered previously when approving a members Leave. For a step by step 
please visit the NSIPS’s JPA’s (job performance aids) section. Please refer 
to “NSIPS Navigations” PowerPoint Training on how to reach the NISPS 
JPA’s section on the N7 SharePoint portal



Resubmit an e-Leave Request for a member

The CLA can modify an approved request when changes need to be made. When resubmitting a 
request, you must enter information into the Comment section to explain why the request was 
changed and resubmitted. Resubmitting will require an e-Leave to be rerouted and approved even if 
the leave request was already approved prior to resubmitting.

The resubmission option will only populate after the member has been approved to go on leave.



Reassign Approver

When reassigning an approver simply 
select “Reassign Approver”. 

The following message will appear 
stating that all reviewer 
recommendations and approvals will 
be overridden and must be 
resubmitted for approval again



Extend a members e-Leave Request

When extending leave, the system will display the updated number of days taken in red. Also, prior 
to the extension being submitted, a justification for the extension is mandatory. The system will not 
allow you to continue until a justification is entered. Only the Sailor or the CLA can request to extend 
e-Leave Requests.

Procedure
1. Click e-Leave Extension Request.
2. Select or enter search criteria and click Search.
3. Click the appropriate e-Leave Request.
4. Complete the e-Leave extension request form, 
entering new leave return date, time, and reason for the 
extension.
5. Click Submit for Approval and click NO, unless directed 
to approve.
6. View verification.

NOTE: The member must request an extension 
NOTE: Pay attention to days charged when the 
e-Leave is extended.



Check a Member Out / In On Leave

Two transactions that CLAs are also able to perform are checking Members in and out from leave. 
When performing these tasks, there are certain aspects of the system to be aware of:

• The relationship between working hours and From and To times

• The difference in days requested and days charged

• Notification of review and approval

The working hours entered when submitting the e-Leave Request and the From and To fields on the 
Check Out/Check In screen must be identical. Entering the wrong times in these fields can cause 
extra leave to be charged. If there is a difference in the number of days requested and the number of 
days to be charged, the system will notify the CLA. The CLA will also receive notification that a 
Member does not have Check Out or Check In authority.

e-Leave Requests with overdue CLA actions for approving Member Check Out and Check In will be 
done automatically by NSIPS within five working days from Member’s manually submitted Check Out 
or Check In date. CLAs can find any Check Out or Check In awaiting CLA approval via e-Leave 
Inquiry, and then clicking e-Leave Request Pending Approval. CLAs can then view details on those e-
Leave Requests which are indicated by “Pending Check Out or Pending Check In and Approve time 
and date if correct”.



Check a Member Out / In On Leave

Select either of the following depending on the 
action:
• E-Leave Request(s) pending Check out
• E-Leave Request(s) pending Check in



Check a Member Out / In On Leave

Select “View Details”

Select “Check Out on Leave”



Check a Member Out / In On Leave

Under either the Check out or 
Check in side depending on the 
scenario simply fill in the 
information needed while 
keeping in mind the information 
discussed in slide 24.

Comments must be entered 

Select either the Check out  or Check 
in option at the bottom



Check a Member Out / In On Leave

The following notification will populate



Generate and View e-Leave Balances Report

The e-Leave Balances Report is available to the CLA and Approver and 
contains leave data for the requested UIC(s). 

The data can be gathered for Enlisted Members and/or Officers within a 
particular UIC. You are able to narrow the results by designating a 
particular Department, Division, Duty Section, or Shop.

When you run a Leave Balance Report, select the ‘Print Legend’ option to 
include a page that identifies all of the acronyms that are used within the 
report.



Generate and View e-Leave Balances Report

Click e-Leave Routing Time Report



Generate and View e-Leave Balances Report

Click Add.

Click the Add a New Value tab 
enter a Run Control ID, and click 
Add.



Generate and View e-Leave Balances Report

Enter/ Select the Reports 
Selection Criteria including UIC(s)

The bottom of the screen allows 
you to select the options you 
would like the report to filter by



Generate and View e-Leave Balances Report

Select “Run” at the top of the page

Select how you would like to 
generate your report. PDF is 
usually the desired format

Select “OK”



Generate and View e-Leave Balances Report

Return to the main menu and 
select “ NSIPS Report Manager”

Once your report post select “View”



Generate and View e-Leave Balances Report

Section 1 
Name: 
Last name, 
First name 
middle name

Section 2
Rate/Rank

Section 3
The following information 
comes from the members 
profile in NSIPS:
• UIC
• Dept
• Div
• Shop

Section 4
• BF-BAL-
• ERND-Leave earned by member this 

FY
• Used-Leave days used 
• CR-BAL-Current leave balance
• LV-PD-Leave Paid
• AS OF DATE- The information shown 

is applicable as of this day



Command Leave Administrator (CLA)

This concludes the basics of a CLA. Future trainings will cover the following:

• Generate and View e-Leave Inquiry Log

• Correct or Cancel e-leave Transactions After Erroneously Charged

• Generate and View e-Leave Balances Report

• Generate and View e-Leave Routing Time Report

• Generate and View e-Leave Transaction Audit Report

• Assign/Edit Reviewers/Approvers/Watch Coordinators to Multiple Sailors

• Remove Reviewer/Approver Privileges

Members are encouraged to look through the JPA’s in NSIPS for any step by step guidance on 
current and future trainings and taskers.

The JPA’s found in NSIPS will give you step by step instructions on navigating all reports in all roles 
within the CLA spectrum.

Please refer to the “NSIPS Navigation” training on how to locate JPA’s found in NSIPS



OPS Alert 006-23



Best Practices

• Ensure you read all notes and instructor notes if you are going over this power point on 
your own

• Use the JPA’s in NSIPS for step by step instructions on a vast majority of scenarios and 
generating report instructions

• Pay close attention when checking in/out a member for leave as the information submitted 
could potentially affect how many days the member is being charged. Checking a member in 
our out of leave is usually done in instances where the members leave dates differ from the 
dates already approved. To avoid having to do manual check in and out’s for everyone at 
your command ensure all member select to automatically check in/out option under there 
member self service profile in NSIPS. The steps to this can also be obtained in the JPA’s 
found in NSIPS

• Ensure that if you are downloading any PowerPoints for any reason, to regularly check the 
N7 SharePoint to ensure you have the most up to date training material and additional 
training versions



Questions?



References

• NISPS- https://www.nsips.navy.mil/nsipsclo_landing/index.html

• NSIPS E-Leave Job Performance Aids(JPA)-
https://www.nsips.navy.mil/nsipsclo_landing/documents/e-Leave/content/home.htm

• CPPA Resources- https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-
Center/Pers-Pay-Support/CPPA-Resources/

• CPPA Handbook-
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/CPPA%20HANDBOO
K%2016NOV22.pdf?ver=t7vZcrRENIDdOX8aGV8-bw%3d%3d

• OPS Alerts- Navy Pay and Personnel Support Center - NPPSC OPS ALERTS - All Documents 
(sharepoint-mil.us)

https://www.nsips.navy.mil/nsipsclo_landing/index.html
https://www.nsips.navy.mil/nsipsclo_landing/documents/e-Leave/content/home.htm
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/CPPA%20HANDBOOK%2016NOV22.pdf?ver=t7vZcrRENIDdOX8aGV8-bw%3d%3d
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/CPPA%20HANDBOOK%2016NOV22.pdf?ver=t7vZcrRENIDdOX8aGV8-bw%3d%3d
https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/NPPSC/NPPSC%20OPS%20ALERTS/Forms/AllItems.aspx?viewid=0965a618%2D6c24%2D4c9f%2D8ee0%2Ddc17af20e0dc
https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/NPPSC/NPPSC%20OPS%20ALERTS/Forms/AllItems.aspx?viewid=0965a618%2D6c24%2D4c9f%2D8ee0%2Ddc17af20e0dc


This concludes the 

Command Leave Administrator(CLA) Basic Training.

Thank you for your participation!
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