
 
 
Reporting COVID-19 Temporary Paid Administrative Leave (CPAL) 

Employee Self Service Quick Reference Guide 
 

Please enter Coronavirus Pandemic (COVID-19) Temporary Paid Administrative Leave (CPAL) time used 
by selecting "Organ Donor/Bone Marrow" from the drop down and in the comments type "CPAL". These 
entries will need to be followed up with the Request for Temporary Paid Administrative Leave Form 
found on the Human Resources COVID-19 Employee Resources page. In the coming months the Organ 
Donor/Bone Marrow leave label will be re-titled for COVID-19 related use.  

 
Action Screen Shots 

Log into PeopleSoftHR using 
your Login and password 

 
Click on Report and View 
Absences 

 
If you have multiple positions, 
there will be one row for each 
appointment. 
 
Select the appropriate 
position to report your 
absence  

This is the screen if you have 
only one appointment, or 
after you select one of your 
appointments to report 
absence.  
 
Select “Organ Donor/Bone 
Marrow” to indicate CPAL 
leave. 
 

 

https://www.csum.edu/web/hr/home/covid-19


 
 
Enter the Begin and End Dates 

 
To enter Partial Days, use  
to select partial hours and 
enter the appropriate hours in 
the Hours per Day field (non 
exempt only) 
 

 

COVID-19 Temporary Paid 
Administrative Leave requires 
the employee to indicate 
“CPAL” in the comments 
section 
 

Click  

 

Absence Event Comments 
window will open.  
 
Enter CPAL 
 

Click on  

 
Click on  
 
Note that the Absence 
Duration and Unit Type are 
filled in after calculation 

 

 
 
Review the completed 
information carefully, and 

click  

 



 
 
Submit Confirmation will 
appear.  
 
Click  to return to the 
Report and View Absence 
Page 

 
 
The absence you submitted 
will appear under the Existing 
Absence Events area. The 
status will change after your 
manager approves the 
absences. 

 

 
 


