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Amortizations: Review Payment Schedule or Calculate Payoff 

This guide demonstrates how you (as Billing) can review an amortization payment schedule or calculate a payoff amount based on a 
payment date.  
 
The Amortization Schedule Review link allows you to view the payment schedule of any outstanding contributions amortized under Chapter 
57, Laws of 2010 or Chapter 57, Laws of 2013 if your location has elected to amortize.   
 
The Amortization Payoff Calculator link allows you to determine the payment amount needed to retire amortized contributions as of a 
desired payment date. 
  
Note: If your location has any outstanding amortizations, these links will be available on your dashboard all year long.  If your location has 

not chosen to amortize contributions, or if your location has retired all amortized contributions, an error message will appear. 
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Step Action  

1. From your Retirement Online 
Account Homepage, click 
the Access Billing Dashboard 
button. 
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Step Action  

2. The Employer Billing Dashboard 
will appear. If you have the Billing 
security role for one location, the 
Location field will auto populate 
with that location.  Proceed to 
Step 4. 
 
If you have the Billing security role 
for more than one location, the 
Location field will be blank and 
you will need to select the 
location code you want to view.  
Click the Look Up icon next to the 
Location field.    
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Step Action  

3. The ‘Look Up Location’ pop-up will 
appear. Only the locations you 
have the Billing role for will 
populate. Click the appropriate 
Location Code link. 
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Step Action  

4. The Employer Billing Dashboard 
will appear.  
 
If your location belongs to only 
one retirement system, the 
System drop-down will auto 
populate.  Proceed to Step 5. 
 
If your location belongs to both 
retirement systems, you will have 
a choice between ERS (Employees’ 
Retirement System) and PFRS 
(Police and Fire Retirement 
System). Select the System drop-
down to choose the retirement 
system. 

 

 

 
 

5. Click the Go button. 
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Step Action  

6. The Employer Billing Dashboard 

will appear. Scroll down until you 

see the ‘Amortization’ section. 
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Step Action  

7. To view an amortization schedule, 
click the Amortization Schedule 
Review link. 

 
 
To access the payoff calculator, 
click the Amortization Payoff 
Calculator link. 
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Step Action  

8. The Amortization Schedule Review 
or the Amortization Payoff 
Calculator page will appear 
depending on the link selected in 
Step 7. These two pages look and 
function the same; the only 
difference is the title of the page.   
 
The System and Location fields 
will carry over from the Employer 
Billing Dashboard. Click the Search 
button. 
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Step Action  

9. Your search results will appear.  
Click the Item link you want to 
view. 

 
 
Note: An item will be created for 
each type of contribution 
payment you may have elected to 
amortize.   Review each 
description to make the best 
selection. 
 
If you selected Amortization 
Schedule Review, proceed to Step 
10.  
 
If you selected Amortization 
Payoff Calculator, proceed to Step 
12. 
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Step Action  

10. 
 

The Amortization Schedule Review 
page will appear. Scroll down to 
review the payment schedule.  
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Step Action  

11. 
 

When you are finished viewing the 
amortization schedule, click the 
Close Tab (X) button. 

 
 
Proceed to Step 15. 
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Step Action  

12. 
 

The Amortization Payoff 

Calculator page will appear. Click 

in the Payment Date field and 

enter a projected payoff date. 

 

  

13. Click the Calculate Payoff button. 
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Step Action  

14. 
 

The Payoff Amount will populate 

with the payment amount needed 

to retire amortized contributions 

on the desired date. 

  

15. When you are finished, click the 

Close Tab (X) button. 
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Step Action  

16. 
 

The Employer Billing Dashboard 
will appear. To return to the 
Retirement Online Account 
Homepage, click the Account 
Homepage link. 
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Step Action  

17. The Retirement Online Account 
Homepage will appear. 
 
You have successfully completed 
reviewing an amortization 
payment schedule or calculating 
an amortization payoff amount. 
 

 

 
 

 


