
 

 

Payroll 

Summer Pay Form Help - Hourly Staff 

SCSP, EA, TA, NS, Clerical 
 

1.​ Login to Self Service 
2.​ Click on the Forms tile. 
3.​ Click on Employee Forms 
4.​ Click on the Summer Pay Option Form 

 

Helpful Information 
●​ The signup deadline for new 

employees is Sept. 30th.   
●​ Existing employees must sign up 

through Self Service before the 
start of the school year.   

●​ Employees select one of several 
predetermined amounts as a flat 
deduction from net pay during the 
school year and have the total amount refunded in 
increments over the summer paychecks.   

●​ This program is limited to $5,000 total annual 
deduction, and changes are only allowed before 
school starts each year.  

 
 
 
 
 
 
 
 
 
 

 

https://hr.sppserp.org/psp/ps/?cmd=login&languageCd=ENG&


 

Enrolling in Summer Pay Plan: 
 

1.​ Your information will automatically 
default on the form. 

2.​ If you are choosing to switch from 
21 paychecks to 26 paychecks, 
please select “Yes” to enroll in 
Summer Pay 

3.​ Please review all the important 
information you need to know 
prior to signing up. 

4.​ Select summer pay election 
amount. The grid will help you 
understand how much will be 
deducted each check and the 
amount that will be paid during 
the summer. 

5.​ Acknowledge you have read and 
understood all important 
information. 

6.​ Click “Submit” 
 

 

 

 



 

 

 

 
Canceling Summer Pay Plan 

 
1.​ Your information will automatically default on the form. 
2.​ If you are choosing to cancel your existing summer pay 

election, please select “Yes” to cancel existing Summer 
Pay 

3.​ Acknowledge you wish to cancel your summer pay 
deductions as soon as reasonably possible. 

4.​ Click “Submit” 
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