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My Account User Guide 
 
 
Welcome to your online member account. 
 
As a member of the New Hampshire Retirement System (NHRS), you have access to view your 
information through My Account, a secure online service available through the NHRS website. 
To access My Account, members may visit the NHRS website at 
http://www.nhrs.org/Members/WMS.aspx; retirees may visit the NHRS website at 
http://www.nhrs.org/Retirees/WMS.aspx. 
 
Once you have created your account: 
 

• As an active member you can view: 
o Summary and Account Balance Information 
o Demographic Information 
o Nominated Beneficiary Information 

 
Active members may also: 

o Estimate future retirement benefits 
 

• As a retiree or beneficiary in receipt of a monthly retirement benefit you can view: 
o Summary and Account Balance Information 
o Demographic Information 
o Year to Date Retirement Benefit Information 
o Federal Withholding Information 
o Deduction Information 
o Direct Deposit Information 
o Nominated Beneficiary Information 
 

• Additional features also include: 
o Changing your Password 
o Requesting your Password 
o Accessing the Online Help 
o Account Lock Out 

 
To learn about your NHRS benefits, visit the NHRS website at http://www.nhrs.org/.
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Welcome Page 
 

 
 
 
        

Login 
 

Once you have created an account you can 
login at anytime by entering your Username 
and Password. 

Need an Account 
 

Before you can access 
your information you 
need to set up an 
account. 

Forgot your Password? 
 

If you forget your password, 
enter your username and click 
Forgot your Password? 



 

3 
My Account Users Guild.doc 

06/30/10 

 
 

Need an Account 
 
Before you can access your NHRS retirement record, you must create an active account.   
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click Need an Account  
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The Account Setup page appears. 
 

 
 
To create an account: 

1. Enter the last four digits of your Social Security number.  
2. Enter your last name.  
3. Enter your birth date in this format: 01/15/1950. Note: You do NOT have to type in the 

slashes; they appear automatically.  
4. Enter the answer to the Verification Question.  
5. Enter a Username. This can be anything, as long as it contains a minimum of five 

characters (numbers and letters only).  
6. Enter a Password. This can be anything, as long as it contains a minimum of five 

characters (numbers and letters only).  
7. Confirm the password by retyping it in the Confirm Password field.  
8. Enter a Secret Question. This can be anything and will be used if you forget your 

password. You will be asked this question in the password request process and, if you 
answer it correctly, you will be sent your password via email.  

9. Enter the answer to the Secret Question. This can be anything you want and will be used 
if you forget your password. You will be asked your Secret Question in the password 
request process and, if you answer it correctly using what you enter here, you will be sent 
your password via email.  
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10. Enter your email address.  
11. Re-enter your email address by typing it into the Confirm Email field.  
12. Click the Continue button to process your account creation.  

o If everything was entered correctly, a message will appear confirming your 
account and you may then enter My Account by entering your Username and 
Password.  

o If there were errors in the information you entered, a message will display 
indicating what the problem is and you will need to return to the account setup 
screen to make corrections. 

Screen with Account Data: 
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Once you have entered all the account data and click continue, a screen is displayed with the 
following message:  
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If the system can not validate your information you will receive the following message: 
 

 
 
Please verify you have entered the correct last four digits of your SSN, last name, birth date, and 
zip code.  You will need to re-enter your password and confirm the password. 
 

Click Continue 
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If the Message “Unable to create account, select new username”  is displayed, please change the 
Username, Enter the Password, and Confirm Password fields.  
 

 
 

Click Continue 
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Summary Screen 
 
The Summary Information screen allows you to view general information about your retirement 
account. 
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Demographic Information 
 
The Demographic Information screen allows you to view your personal information on file with 
the NHRS.   
 

 
 
To change your address, visit the NHRS at http://www.nhrs.org/Members/Forms.aspx to 
download the Change of Address/Name form, complete the form, and send to NHRS at 54 
Regional Drive, Concord, NH 03301.
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Nominated Beneficiary 
 
The Nominated Beneficiary Information screen allows you to view your beneficiary information.  
 

 
 
Note: 
 
To change your beneficiary, visit the NHRS website at 
http://www.nhrs.org/Members/Forms.aspx to download the Designation of Death 
Beneficiary(ies) (Pre-Retirement) form, complete the form, and send to NHRS at 54 Regional 
Drive, Concord, NH 03301.
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Benefit Estimator 
 
The Benefit Estimator consists of three screens that allow you to estimate a benefit you will 
receive upon retirement as long as all eligibility requirements are met.  Below is the first screen 
that appears.  Enter your Projected Date of Separation from Employment and the Effective Date 
of Retirement. Click Continue. 
 

 
 
 
 
Notes: 
 
The Effective Date of Retirement is always the first of the month.  You need to enter only the 
month and year. The system automatically defaults the day to the first. 
 
You do NOT have to type in the slashes; they appear automatically. 
 

 
 
Your Projected Date of Separation from Employment must be before the Effective Date of 
Retirement.  If you enter a Projected Date of Separation from Employment that is the same or 
after the Effective Date of Retirement, you will receive the following error message: 
 

 
 
 

Click Continue 
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No eligible benefit types found message. 
 
The following message indicates that you do not meet the plan’s eligibility requirements for 
retirement.  For eligibility requirements, visit the NHRS website at: 
http://www.nhrs.org/Members/Eligibility.aspx. 
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The second screen, of the Benefit Estimator, allows you to select a Benefit Type from the 
available drop down list: 
 

 
 

 
 
 
 
Note: 
 
The drop down will display only the Benefit Type(s) you are eligible for.

Click Continue 
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The third screen, of the Benefit Estimator, allows you to: 

• Override your Projected Benefit Service by typing an alternate number into the override 
box provided. 

• Override the Average Final Compensation by typing an alternate number into the 
override box provided.  
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• The Payment Options field contains a drop-down menu that allows you to select the 
method of payment you would like to receive. Your choice of payment options will 
impact the amount of your benefit payments. 

Select Option: 
 

 
 
To view the definition of each payment option, visit the NHRS at: 
http://www.nhrs.org/retirees/deathbenefits.aspx.
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• Enter your Beneficiary Name. 
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• Enter the Beneficiary Relationship.  This describes your association to the nominated 
beneficiary.  

You can either use the drop down or enter the first letter of the 
relationship.  For example:  The beneficiary relationship is husband, 
you enter H. 
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• Enter the Beneficiary Date of Birth.  

 
 
 
 
 
 
Note: 
 
You do NOT have to type in the slashes; they appear automatically.  

Click Continue 
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Estimate 
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NHRS Forms 
 
To access member forms     Click NHRS Forms. 
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Summary Screen 
 
The Summary screen allows you to view general information about your monthly retirement 
benefit. 
 

 
 
Note: 

If you have more than one benefit and would like to see information on one that is not currently 
displayed, click the down-arrow on the right side of the Benefit Type menu and select the benefit 
you wish to view.  

 

The summary information for the selected benefit will then be displayed on the screen. 
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Demographic Information 
 
The Demographic Information screen allows you to view your personal information on file with 
the NHRS.   

 
 
 
Note: 
 
To change your address, visit the NHRS website at http://www.nhrs.org/Members/Forms.aspx to 
download the Change of Address/Name form, complete the form, and send to NHRS at 54 
Regional Drive, Concord, NH 03301.
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Year to Date Screen 
 
The Year to Date screen allows you to view the year to date totals for your retirement benefit. 
 

 
 
Notes: 

If you have more than one benefit and would like to see information on one that is not currently 
displayed, click the down-arrow on the right side of the Benefit Type menu and select the benefit 
you wish to view.  

 

The Year to Date information for the selected benefit will then be displayed on the screen. 

If you would like to see information on a different Tax Year, click the down-arrow on the right of 
the Tax Year menu and the select tax year you wish to view.   
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Federal Withholding Screen 
 
The Federal Withholding screen allows you to view federal withholding information relating to 
your monthly NHRS retirement benefit. 
 

 
 
Notes: 

If you have more than one benefit and would like to see information on one that is not currently 
displayed, click the down-arrow on the right side of the Benefit Type menu and select the benefit 
you wish to view.  

 

The Federal Withholding information for the selected benefit will then be displayed on the 
screen. 

To change your federal withholding, download the W-4P Withholding form from 
http://www.nhrs.org/pdfs/2010fw4p.pdf, complete the form, and send to NHRS at 54 Regional 
Drive, Concord, NH 03301. 
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Deduction Screen 
 
The Deduction screen allows you to view deduction information relating to your monthly NHRS 
retirement benefit. 
 

 
 
Note: 

If you have more than one benefit and would like to see information on one that is not currently 
displayed, click the down-arrow on the right side of the Benefit Type menu and select the benefit 
you wish to view.  

 

The Deduction information for the selected benefit will then be displayed on the screen. 
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Direct Deposit Screen 
 
The Direct Deposit screen allows you to view most current direct deposit information relating to 
your monthly retirement benefit. 
 

 
 
Note: 

If you have more than one benefit and would like to see information on one that is not currently 
displayed, click the down-arrow on the right side of the Benefit Type menu and select the benefit 
you wish to view.  

 

The Direct Deposit information for the selected benefit will then be displayed on the screen. 



 

28 
My Account Users Guild.doc 

06/30/10 

 
 

Nominated Beneficiary Screen 
 
The Nominated Beneficiary screen allows you to view your beneficiary information.   
 

 
 
Note: 
 
To change your beneficiary, visit the NHRS website at 
http://www.nhrs.org/Retirees/Applications.aspx to download the Designation of Death 
Beneficiary(ies) (Pre-Retirement) form, complete the form, and send to NHRS at 54 Regional 
Drive, Concord, NH 03301.



 

29 
My Account Users Guild.doc 

06/30/10 

 

 
 

NHRS Forms 
 
To access retiree forms    Click NHRS Forms. 
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Help 
 
Help will describe each feature available to you as well as how to access and use the features. 
 

 

Click Help 
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To Change Your Password and/or Authentication Information 
 
The Change Password screen provides you with the means to change your password and/or 
authentication information. 
 

  

Change Password 
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On the Change Password screen you can do the following. 

1. Change your password 
2. Change authentication information  

When you are sure you have entered the new information correctly,     Click Submit. 
 

  
 
Note: 
 
One of three scenarios will display. 

Scenario One - "User information changed successfully!" appears and you are done.  
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Scenario Two – Password Not Updated. 

 
 
Note: 

If the change was not successful, you will get the error message "Password was not updated. 
Verify that your Old Password was entered correctly.” If this message occurs, you will need to 
re-enter the information, being careful to enter your correct password in the Old Password field.  
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Scenario Three – Entry Error 

 
 
Note: 

If you get the error message "Entry error: The New password and the verification password entry 
do not match. Please re- enter." this means you have not entered the same password in both the 
New Password and Verify New Password fields. To correct this situation, re-enter the 
information, being careful to enter the same password in the New Password and Verify Password 
fields. 
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Sign Off 
 
To log out of your account    Click Signoff. 
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Forgot your Password? 

This screen allows you to have your password sent to you via email in the event you forget your 
password.   

 

 

Enter your username and click 
Forgot your Password? 
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The Password Request screen is displayed. 
 

 
 
Please answer the Authentication Information question and    Click Submit. 
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If the authentication information is verified, your password will be sent to the email address you 
provided when you first successfully logged on. 
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Your Account is Locked 
 
The system allows you to try to log into your account up to four times.  The first time the system 
is unable to log you in; you will receive the following message: 
 

 
 
After four unsuccessful login attempts, the system will automatically lock your account for 10 
minutes, and the following message will appear. 
 

 
 
Please use the “Forgot your Password?” request feature to request the NHRS email you your 
password. 
 


