
9200 SPECIAL LEAVE – CPAA 
SPECIFYING REASON FOR APPROVED LEAVE

If you are using the STANDARD MENU in SAP, skip further down this job aid for  
step-by-step instructions

USING GuiXT MENU: 
Log in to SAP and select “Process CPAA Timesheets”.

 

• Enter Entry Profile (CPAA-S) 
• Enter date 
• Enter employee ID (Personnel Number) 
• Click on “Enter Time”

 



This screen will appear.

Enter 9200 in “A/A type” column and press enter on your keyboard.

Put your cursor on the new “Reason” column, then click on the menu drop down cell to open up 
the reason list.

 

Select the reason for the special paid leave by clicking on it twice.

Enter the hours in the corresponding date column and save.

If no reason is selected, an error will occur.

 

 

Follow the same steps above to code 9310 Unpaid Leave.



9200 SPECIAL LEAVE – CPAA 
SPECIFYING REASON FOR APPROVED LEAVE

USING STANDARD MENU:
Log in to SAP. Select “SAP Standard Menu”.

 

In the header, click on the double arrows to open the direct entry window.

 

Type cat2 and click on the green checkmark

 



Click the “Data Entry Profile” field.

 

Select the Profile for the employee you are coding:

• CPAA-S for CPAA employees

Enter date of “special leave” and employee’s ID (Personnel Number), then click on the pencil.

 



On this page, enter the code 9200 in column “A/A Type” and select enter on your keyboard.

Put your cursor on the new “Reason” column, then click on the menu drop down cell to open up 
the reason list.

The list will look like this:

 

Select the appropriate reason for the paid leave, then click on the green checkmark. Enter the 
number of hours in the corresponding date column and save.

If no reason is selected, an error will occur.

 

Follow the same steps above to code 9310 Unpaid Leave.


