
SUPPLEMENTAL PAY FORM DIRECTIONS

How to Submit the Supplemental eForm
Supplemental Pay Option forms are located in PeopleSoft Employee Self Service. You can access
Employee Self Service from the Payroll Home Page on the district website. (https://spps.org/payroll).

Click the link on the left menu to get to the Employee
SelfService home page.

This will bring you to the home page under the Payroll
website that provides the link to the Self Service portal.
Click on the “PeopleSoft Self Service Portal” link.
(Note the additional links here that
provide detailed instructions for resetting
passwords, setting up a security question, or navigating
Employee Self Service.)

Type in your User ID and Password. Your User
ID is your Employee ID without the “e”
in front of it.
Contact Michelle Wallace at
michelle.wallace@spps.org for login assistance.

Your initial password is the first letter of your first name
plus the first letter of your last name (both capitalized)
plus an asterisk (*) plus the last four digits of your social
security number plus the lowercase letters “spps”.
Example: John Smith w/ SSN 123-45-6789 would
have a password like this: JS*6789spps

Click the HR/Payroll button.

If you receive the message that your password has expired,
it will prompt you to set a new one. Enter the temporary
password in the “current password” and then enter a
new password that you will remember.
Any new password you set MUST be at least 8
characters long, have an upper case and a lower
case letter, a number, and a special character such as
!  @ # $ % ^  &  *  (  )  -  _  = +  \ |  [  ]  {  }  ;  :  /  ?  . >  <

Once you get to the main menu in PeopleSoft,
navigate to“My System Profile” to set up your
security question.

After that, you are ready to browse the information available to you. E-forms are available on the main
dashboard in the “Employee Forms” box.  You can also update your personal information, tax
withholding, view your paychecks and year end w-2 tax form under the Payroll section.

https://spps.org/payroll


Completing the Supplemental Pay Form

Once you have logged into the PeopleSoft Self Service Portal, you can
access the supplemental eForm through the pagelets on the main page
under Employee Forms.

1. Select your building clerk. You are able to use the magnifying glass
to search by name.
NOTE:  Non-public Staff, please enter the Federal Programs clerk
here. (529964 – Consuelo Urbina)

2. Enter the assignment type.
○ Hourly instructional work under Title I = “Tutoring”
○ Hourly instructional work under Title II or Title IV = “Hourly Instructional”
○ For workshop attendance/paid professional development = “Staff Development”
○ For other pay (curriculum writing, prep, etc.) = “General Assignment”

3. Select the department that facilitated the assignment or workshop.
○ For workshop/paid professional development, select “Other-SPPS provided”
○ Non-public Staff, enter “Fed Programs/Title 1”

4. Enter a description of the assignment or the name of the workshop.

○ For workshop/paid professional development, write “Nonpublic and SCHOOL NAME”
(ex. Nonpublic MMSA).

5. Enter the date the event occurred.
6. Enter the number of hours.
7. Enter the start and end times.
8. If you need to add any more days, please use the plus/minus button to insert/delete rows as

needed.
○ Complete all info on one row before adding another row. If you add multiple rows

before adding the detail in a preceding row, you will get an error message and need to
start over.



9. Acknowledge the information you have provided is true and accurate.
10. Click “Submit”.

Important Information
Once you submit a supplemental pay form it will route to your clerk to enter a budget code. After your
clerk enters a budget code and approves the form it will route to your supervisor for approval. Once
your supervisor approves the form it will route to payroll for processing. You will receive a notification
via email once it has been sent to payroll for processing.

How to View the Status of Your Form
Employees can view the history of their form along with who the form is currently pending to. This will
allow employees to view who the form is pending to and a log of when everything was approved.

Click on “View an EmployeeForm”

Click “Search”. This will show you
any form you have submitted.

Information regarding the form
status, original submission date and
when it was last updated will show.
To view a specific form, click on the
form ID #.

The first page will show your
supplemental form and what was
submitted. Once you click “next” it will show
who has approved the form and who the form
is still pending to. In the example we can see
the clerk entered the budget code but it is
still waiting for supervisor approval.

It will also show a form log/timestamp of when action was taken. The first line will be a timestamp of
when the form was submitted. The second line will be when the clerk added the budget code and
approved the form. It will also show the time that elapsed between each stage.


