CANADA e POSTES

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”.

Menu Edt Favortes Extras System Help
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GuiXT Role-based Launch Pad
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Process CPAA Tmesheets

e Enter Entry Profile (CPAA-S)

e Enter date

e Enter employee ID (Personnel Number)
e Click on "“Enter Time”

Time Sheet: Initial Screen
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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.

Time Sheet: Data Entry View
B B B [0 @:enter Next Employee
Personnel 8 I N | costcewe (274097 Type of Employee CP Regular Full-time PSubarea  [Grade Reg
Data Entry Period 2020/04/05] - [2020/04/11] &) | [ |Posiion S Active Province Québec
Date - Day Tme 1st Break 2nd Break Total
ows From To From To From To Hours
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[EReason for recordng specal absence 13 Entres ®
Absence-code associated with reason %200
Reason| Reason
rLlM : Child Care
08 Corporate Declared-Extreme Weather Conditions
10 Corporate Declared-Facility Shutdown
12 Corporate Declared-Lockdown
14 Corporate Declared-Other Emergency Event
20 Elder Care
22 High Risk
24 Isclated Post Travel-CPC Work Related
26 Marriage
32 Personnel Selection-CPC Work Related
34 Quarantine
38 Relocation-CPC Work Related
$0 Other

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.
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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”.

SAP Standard Menu

In the header, click on the double arrows to open the direct entry window.
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Type cat2 and click on the green checkmark
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Click the “Data Entry Profile” field.
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Select the Profile for the employee you are coding:

e CPAA-S for CPAA employees

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

Time Sheet: Data Entry View
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The list will look like this:

Time Sheet: Data Entry View
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Linked Absence: 9200
Reason” Reason
03 Corporate Declred-Extreme Weather Conditions
04 Corporate Decbred-Faciity Shutdown
05 Corporate Declared-Lockdown
06 Corporate Declared-Other Emergency Event
09 Isolated Post TravelCPC Work Related
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21 Chid Gare
. 22 Elder Care
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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.
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Follow the same steps above to code 9310 Unpaid Leave.



