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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 
 


