
Employer Desk Aid 

Loan Billing Procedures 

This resource explains how districts review, reconcile and submit monthly NYSTRS loan bills in the Employer 
Secure Area (ESA). 

Districts’ monthly loan bills are available online in the Employer Secure Area (ESA) where they 
may be viewed and processed. Loan bills are generated on the 25th of each month. NYSTRS sends 
an email to the appropriate district contacts when the bill is available in ESA. While all updates to 
the bill will be done electronically, payments must be submitted to NYSTRS via U.S. mail. To 
access loan billing, log in to the ESA, in the banner hover over Billing and select Loan Billing. 

The Loan Billing – Home page below contains notifications that reflect all changes since the last 
bill was run. This replaces the letters mailed to the districts, so it is important these notifications 
are reviewed on a regular basis.   

The Loan Billing – Home page consists of two sections:   Monthly Bill and Notifications. 
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Monthly Bill 

1. Review Current Changes 

When the bill is opened, the page default is All. You can also toggle the view to Same Payments or 
Changes Only. Same Payments filters the list to display only members whose payment has not 
changed since last month. The “Changes Only” option filters the list to display only members 
whose payment has changed since last month. 
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1. Reconcile the Bill 
A. Total Amount Remitted Equals Total Amount Billed 

If there are no changes to the Amount Remitted, click Submit to NYSTRS. 

B. Payroll Selection 

The Payroll Selection can be used to adjust all Remitted Amounts by a percentage for those 
occasions where two payrolls do not occur in the month. This feature should be used only when 
the total amount remitted for the month needs to be adjusted for all members on your loan bill. 
Please note that the preferred method is to submit payment for the amount invoiced. 

C. Updates 

If you need to make changes due to the Amount Remitted being different from the Amount Billed, 
update the Amount Remitted for the member(s) and provide a reason where applicable. 

Rules: 

1 Payroll will reduce all Remitted Amounts by 50%. 

2 Payrolls is the default (Remitted Amount = Billed Amount). 
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All zero amounts require a Remitted Reason. 

If a Remitted Reason is Leave of Absence, provide the dates in the Comments. 

If a Remitted Reason is Other, provide an explanation in the Comments. 
Note: Periodically click Save as you will be timed out after 15 minutes of inactivity and any 
unsaved data will be lost. 

D. Add Members 

If a member does not appear on your monthly loan bill, but the member informs you that they 
have a loan with NYSTRS, please contact the Loan Unit at (800) 348-7298, Ext. 6080 to confirm 
the member’s loan. The Loan Unit will add the member to your next monthly bill, but you may also 
add the member to your current monthly bill using this feature to enter the member’s EMPLID and 
Remitted Amount: 

Click Save and the member will be added to the bill. 

If the member was added in error, you can select Remove Employee 

Note:  Please use Membership Verification to confirm the correct EMPLID for the member. You 
can access this page by selecting Membership from the top banner, and then Verification from 
the dropdown 
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Enter the member’s social security number and first name. 

2. Submit to NYSTRS 
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Note:   

Remember to periodically click the save button as you will be timed out after 15 minutes of 
inactivity and data entered will be lost.   

The Total Amount Remitted is automatically calculated upon saving. 

After you have entered and reviewed the bill information for accuracy, click Submit to NYSTRS. 
Once submitted data can only be changed by contacting NYSTRS. 

Only one submission is allowed per month. 
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After clicking Submit to NYSTRS, a confirmation page will appear where you either Confirm or 
Cancel your entries: 

Clicking Confirm will present the final confirmation page, from which you will print the cover letter 
that must be included with your payment. The cover letter and payment should be sent only once 
per month. The payment submitted to NYSTRS must match the Remitted Amount reconciled for 
that month. 

Example Cover Letter 
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After submitting, you can also print the cover letter from the bill detail page. 
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As soon as the payment is received at NYSTRS, it will be displayed. 

Notifications 

This replaces the district notification letters of changes made to member payment amounts. 

This date reflects the bill where the change will appear. 
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The view defaults to current notifications, which are changes that have occurred since the last bill 
was generated.   

Previous notifications consist of all changes for the past six months. 
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