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Pay by check 

Once you complete your transmittal, take these steps to prepare a payment advice that you will mail to DRS with your 
check.  

1. Open the process, “Manage Payments” 

In the Process menu, select “Processes”

Select “Manage Payments” 
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Select the “Start” button 

2. Fill out the payment advice

Choose a “Scheduled Payment Date,” and select the date you will mail your check. The date must be at least two days in 
the future. 

Choose “Payment Method” then, “Check (Payment Advice Only)” from the dropdown list 
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Enter the “Check Number” and “Amount to be Paid” under each of these tabs: “Pending Receivables,” “Open 
Receivables,” and “Manual Payments.” 

Select the “Calculate Total” button to total all fields 
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3. Review and print payment advice

Select the button “Review Payment Advice”

From the Summary Screen, select the “Payment Advice” link 

On the bottom left of your screen, select the PDF to view it 
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The PDF includes 3 pages: 

• Summary Page
• Payment Advice for Plans 1 and 2
• Payment Advice for Plan 3

To print the payment advice, move your cursor to the top right of the page and a header will appear with a printer icon. 
Select the printer icon. 
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Select the “Print” button to print all 3 pages of the payment advice 

Close the printable payment advice by selecting the “X” 

At the bottom of the page, select the “Save Document and Close” button 

4. Send the completed payment advice forms with your check to:

Washington State Department of Retirement Systems

PO Box 9018

Olympia, WA 98507-9018




