How to Complete a Batch on the Web

1. Loginto the Data Reporting System (DRS) via the DRS Quicklink at the top of the
www.nhrs.org homepage.
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2. Click Authorized.
Note: For first-time use of the DRS, please contact NHRS DRS Support at (603) 410-3508
to request a login username and password, or fill out a DRS User Access Form available
here: https://www.nhrs.org/docs/default-source/employer-education/nhrs-drs-access-

form.pdf?

DRS Quicklink

Authorized Access Only

You are about to log onto the New Hampshire Retirement System's Data Reporting System.

The Data Reporting System is only for Participating Employers of the New Hampshire Retirement System
or their authorized Vendors or Third Party Administrators (TPAs).

If you are not a Participating Employer, Vendor, or TPA you are prohibited from logging onto the Data
Reporting System.

Violators will be prosecuted to the full extent of the law under US Code Title 18, Section 1030.

| have read this disclaimer and | am an authorized participating Employer of the New Hampshire
Retirement System pursuantto RSA 100-A:20,1.

Unauthorized
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3. Login using your username and password.
Note: If you do not remember your password, you may reset it by clicking on the
“Forgot your password?” link.

Data Reporting System Login

Fund: NH Retirement System v

Username:

Password:

Foraol your password?

If you are having gifficulties accessing the NHRS Data Reporting
System, please contact NHRS Emplayer Services...

Active Employee or HB342 Insurance issues:
Retiree Reporting issues: call 603-410-3675
call 603-410-3674 or toll free at
or toll free at 1-877-600-0158 (ext 3675)

1-877-600-0158 {ext. 3674)

Copyright 2017 by Levi, Ray & Snoup, Inc. All ights are reserved. This computar program is
protacted by copynght taw and treaties. L distrbubon or of
this program will be prosecutad fo the maximum extent possible under law,

This camputer program is tha propery of LR, contains rade secrets and confidential information
and is for Use only by LRS personnel, its lisensees, and authorized users. Unless you are an
empioyae of LRS, 3 ficansee. or an suthorized Lsar you 3re not suthorized to Use this softwars

Ha part of this camputer program may be raproducac, ransmitted, transeribad, stored in = ratrisval
system, or fransiated into any human or computer language in any form by any maans wihout the
prior writien parmission of Lavi, Ray & Shoup. Inc. This program, either in whole or in part, must nat
ba raproducad or disclosed o othars or Lsed for purooses other than that for which it nas been
licensed, or if any part hereofis furnishad by virtue of 3 contract with = third party, as sxpressly
uthorizad undar that contract.

PensionGold, LRS 2nd the LRS diamond logo are registered trademarks of Levi. Ray & Shoup, inc.
All othes product or brand names mentioned are trademarks or service marks of their respective

4. You will be brought to the following screen. Select Employer Reporting.

Welcome

NHRS Data Reporting System

The NHRS Data Reporting System is for authorized participating employers of the New Hampshire
Retirement System and authorized insurance vendors (a vendor can be a participating employer or a
third-party health care administrator).

If you are not an authorized participating employer or vendor, you are prohibited from being logged
onto the NHRS Data Reporting System and should log off immediately. Violators will be prosecuted to
the full extent of the law under US Code Title 18, Section 1030.

The NHRS Data Reporting System contains three modules:

mployer Reporting:)Use this module to submit monthly wage and contribution data for active members.
Or-quaestiene-a0Ut employer reporting, call an Employer Services representative at (603) 410-3674.

Retiree Reporting: Use this module to report hour and compensation data for retired members pursuant
to RSA 100-A:16, VII ("HB 342 reporting"). For questions about retiree reporting, call an Employer
Services representative at (603) 410-3674.

Insurance Reporting: Use this module to submit or change insurance authorizations or update insurance
premium rates. For questions about insurance reporting, call a Medical Benefit representative at (603)
410-3675.

Note: Employers or vendors only have access to the modules for which they are authorized.

NOTICE TO EMPLOYERS

For information regarding password security and password login for the NHRS Data Reporting System,
click on the following links:

Password Security

Employer Guide to Password Login
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5. Select the employer you are reporting for.
Note: You will only see employers that you have access to.

NO EMPLOYER =
SELECTED Employer Selection

Fund Options l
® Select Employer

Select Module Additional Contributions

.
5 ALBANY - EMP A
o Chameep . ALEXANDRIA - EMP/POL

S ALLENSTOWN - EMP/FIRE/POL
S Lot ALLENSTOWN SD - (SAU 53)

ALSTEAD - POLICE

ALTON - EMP/FIRE/POL

ALTON SD - EMP/TEACH

AMHERST - FIRE/POL

AMHERST SD - (SAU 39)

ANDOVER - POLICE v
ANDOVER SD - (SAU 46)

Select

6. Select Enter Reporting under the Member Reporting section of the menu. Three choices
will appear: New, New From, and Modify.
a. New: This button is used only for brand new employers who have never
reported before and are reporting for the first time.
. New From: This button is used to submit your monthly reporting each month.
c¢. Modify: This button is used to edit a batch that has been started, but not yet
submitted.

Member Reporting

® Enter Reporting é—
® New

® New From e—

o Modify
® Submit Reporting

Correct Exceptions
Delete Reporting
File Upload

Lookup Vested By
12/31/11

® Lookup Multiple
Vested By 12/31/11

7. Select New From. You will notice that your previously reported batches will appear.

New Batch From Previous
Click the batch number on which the new batch will be based.

Batches 1-10 of 176 Results per Page: 1025 50 100 All
‘ Batch Number | Reporting Date | unscheduled | Status

\ 83582 | 05/02/2018 | | Completed
\ 83581 | 04/02/2018 | | Completed
\ 83580 | o03/06/2018 | | Complsted
\ 83579 | 02/05/2018 | | Completed
\ 83578 [ o1/05/2018 | | Complsted
\ 83577 | 12/06/2017 | | Completed
\ 83576 | 11/03/2017 | | Completed
\ 83575 | 10/03/2017 | | Completed
\ 83574 [ o9/12/2017 | | Completed
\ 83573 | 08/10/2017 | | Completed
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below will appear. Fill in the following information.
Note: If the most recent batch isn’t on the top, go to the last numeric page number

8. Click on the batch number of the last batch that you successfully completed. The screen

(below the grid), or click on all in the upper right corner (above the grid) and scroll to

the bottom.

New Batch From Previous
. Click Next when complete or Batch List to select a different batch.

Cnter batch information

——> [Next| BaichList |

Total Base Szalary:

$ |7895043 .

Total Comp Owver Base Salary: % (910237
Total Extra or So=cial Duty Pay: 5 [12800
Tolal SPC Paymenli=: < [O,G{' -

Batch Type: [Echoduiea =]~ i
Bstch Number: B5373G = || = |
Fiscal Year: ([— |
Due Date: [— |
Report From Date: W - |
Feporl To Dale: IW = |
ST Fizazos - i
Mumber of Members: l.ﬂ— : = |
|
|
|
|

Note: You will be reporting all the pay dates from the prior month.

®op oo

Batch Type, Batch Number, Fiscal Year, and Due Date are always pre-filled.
Report From Date: Enter the first day of the first pay period in this batch.
Report To Date: Enter the last day of the last pay period in this batch.

Report Date: Enter the date you are completing this form.

Number of Members: Enter the total number of members you are reporting in
the entire batch.

Total Base Salary: Enter the total wages for all pay periods for all members for
the entire batch.

Total Comp Over Base Salary: Enter the total compensation over base for all pay
periods for all members.

Total Extra or Special Duty Pay (ESDP): Enter the total ESDP for all pay periods
for all members.

Total SPC Payments: Do not enter anything in this field.

Note: We recommend that you print the screen for your records.

9. When finished, click Next.
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Entering New Pay Period Information

1. Enter the following information in the grid.

a. The Pay Period. Note that pay periods must begin with “1” and continue in
numeric order so that each new pay period has its own pay period number.

b. The Begin Date is the first date of the pay period. For the first pay period, the
date must be the same as the “Report From Date” entered on the previous page.

c¢. The End Date is the last date of the pay period. For the last pay period, the date
must be the same as the “Report To Date” entered on the previous page.

d. The Pay Date is the day paychecks are issued employees. This date determines
the month you report the wages in. For example, if a paycheck is issued for April,
then the month you are reporting in is May.

Note: After the pay period information is entered, click Save. This will create a
new line to enter additional pay periods.

e. Leave a blank line under the last pay period entered.

2. Once all pay periods have been entered, click Create Batch.

| Pay Period Action | Begin Date | End Date [ Pay Date
Delete | 1 | al = | | [12/23/2012 |oi/05/2013 01092013
Delete 2 Normal = | [o1/06/2013 [o1/1972013 [o1/23r2013
— L | I |

save [ CresteBatch D _Batchinfo_|

Note: We suggest running a Batch Detail — Original report in the Reports section of the
menu for the new batch. This will show how the report currently looks, and may be used
for reference while making any needed adjustments to the pay periods. (Generally, you
do not need to adjust all of the pay periods).

Reports

® Batch Detail -
Original

® Batch Detail -
Unposted

® Batch Exceptions

e Batch Summary

® Employer Account
Activity

® Employer Account
Activity Summary

® Employer
Reconciliation Report
(Legal)

® Employer
Reconciliation Report
(Letter)

® Payment Vouchers
® Report Difference
® Reporting and

Voucher Numbers
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3. You must go into each member’s Pay Period and Contributions record to update the
wages and contributions for the current batch. Click on Pay Periods for the first
member.

ontributions

butions Demog

Add Batch Info I Top

4. The following screen will appear. Click on Pay Period 1.

T |
‘ Plan ‘ P::zd . Action ‘ Pay Date l
| pelete | Hol N | o0z/10/2013 Contributions
| Delete | | 2 N |  o02/28/2013 Contributions
Add | Member List | Damographics |

5. Update the wage(s) for Annual Base Salary (only if it has changed), Base Salary, Comp
Over Base Salary, and/or Extra or Special Duty Pay for this pay period.

6. Click Save.

7. Click Contributions.

% \’

Sava | Mambar List I PayPanod List I Contnbutions | Demographics
Pay Period Information Salary Information
Pay Period: 1 Units Worked:
Reported Plan: [!:—‘E.I'i-ge_-P Subdivision j Units Worked Indicator:
Acton: m*‘ Annual Base Salary:
Begin Date: W* Base Salary:
End Date: [p2/082013 =+ Comp Over Base Salary:
Pay Date: W‘ Extra or Special Duty Pay:

SPC Paymenk:
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8. Select the member’s Contribution Type from the dropdown list.
9. Enter the member’s Contribution Amount (either Pre-Tax or Post-Tax — whichever way

your plan has been approved), then click Save.
a. If additional annuities are also deducted, add Additional Annuity on the next line

under “Employee Current.” Then, enter the amount deducted for additional
contributions in the “Post-Tax Amount” column. Click Save.

Contribution Type Gé_.- Tax Amount | Post-Tax Amount Offset Amount

Delete C Empioye-?&?r?anl TD s I[II.U{I g 133.06 % |EFHU{.I

sy - s [o00 s [ooo s [o00

Save i Member List ‘ PayPeriod List ] PayPd Info | Demographics i

0 0

10. Click on PayPeriod List to enter the next pay period information (if applicable).
Note: Employer contributions do not get reported to NHRS here.
11. Click on Pay Period 2.

1
Pay :
Plan | Action ‘ Pay Date
‘ ‘ | Period |
| Delete | | 1 | N | 02/10/2013 Contributions
[ Delete NO) N | o02/28/2013 Congributions
Add | Maember List I Damographics |

a. Repeat the steps above to update wages and contributions for the next pay

period.
b. Click Save after each entry.
12. Once finished, click on Member List to go to the next member. Repeat until all member

records are completed.

i i
Pay s
‘ Plan period Action Pay Date
[hesfeste | Police - P. Subdrvi=ion | i | N | 02/10/2013 Contnbubon=
pelste | Police - P. Subdivigion [ 2 | N | ozr28/2012 Contnbutions
Add I Member List ] Demographics ]

1

13. Once all wages and contributions have been entered for each member, click on the
Batch Detail — Original report in the Reports section of the menu to verify the total
salary entered.

a. The Total Base Salary, Comp Over Base Salary, and Extra or Special Duty Pay
must match what was entered in their respective spaces on the first screen of
your batch (page four). If the totals do not match, we recommend that you print
the report to read through, find the mistake, and correct it.
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Run Date : 06/05/2018 . User Id : PGold Logon
Run Time - 915 AM NE R%}IB@I‘“?"BS Stem Page 149
atch Detail - Original
G Batch 83582
o - d & ’ Comp Extra
Member Name SSN AV action eporte L Base Over Special Contribution Type Amount
Period Plan Base Base Duty
None Additional Annuity 50.00
_ 40 MNormal Mone $52.332.80 $1,005.40 $0.00 s0.00 Employee Current $70.45
None Additional Annuity $0.00
41 Normal Mone $52.332.80 $1,006.40 $0.00 s0.00 Employee Current $70.45
None Additional Annuity $0.00
42 Normal None $52.332.80 51,006.40 $0.00 5000 Employee Curmrent $70.45
MNone Additional Annuity $0.00
43 Normal MNone 55233280 51,006.40 $0.00 30.00 Employee Current $70.45
None Additional Annuity $0.00

% Total: $109.167,15 ISZ,OEQ.811.37 $263,066.69 $10,471.03 I $215,163.47

14. Once all the totals match, click Submit Reporting in the menu on the left-hand side of
the screen.

HMamber Reporting
® Enley HReporting
& New

&  Maw From

®  Modify

Cori=rt Exc=glions
Pelete Reportmg

File Upload

Lookup Vestsd By
11/31/11
® Loockop Multiple

Vestnd By 12/31/11

a. Click on the batch number that was just entered. A message will pop up
indicating that your batch was successfully submitted.
Note: Once a batch has been submitted, it cannot be modified.

b. Print a final copy of the Batch Detail — Original report for your records.
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Adding or Changing a Member’s Record
To add a new member:

1. When you have a new hire that must be added, go to the Member List and click Add.

ontributions Demographics

Delete Pay Penods C ) HCs
@ Batchinfa | Top
~—

2. All fields denoted with an asterisk (*) must be filled in. For each new member added,

the employer must enter Demographic, Pay Period, and Contribution information, in
that order.

Note: If a newly hired employee has been inadvertently omitted from a previous batch,
please contact NHRS Employer Services at (603) 410-3674.
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Member Demographics For A New Member
Batch: 1

Savel Member List | PayFeriod List |

Personal

First: [ * SSN; [ =«

Middle: I Gender: lmle;l

Last: | - Birth Date: l— -

Marital Status: lﬁ

Employment Information

Entry Date: l— * Mew Member: v

Employment Date: l— *
Address

Type: | =l Effective Date: |

Address: I

|

City: | State: | j Zip: |

County: I Country: I j

Email: | MailStop: Ii
Phone 1 Phone 2

Type: I—LI Country I_ Type: I—LI Country I_
Phone: (l_ )l— extl— Phone: (l_ )l— extl—
Sawve | kMember List | PayPeriod List |

Enter the member’s Personal (demographic) information:
a. First name, middle name (full name or initial, if known), last name, SSN,
gender, birth date, marital status (if unsure, select “unknown”).
Enter the member’'s Employment Information.
a. Entry Date (the date the member first enters NHRS) and Employment Date
(same as “entry date”).
Note: The New Member box is automatically checked. Do not uncheck this
box unless the employee is already a member of NHRS from a previous place
of employment.
Enter the member’s Address information.
a. Address Type (select “Home”), Effective Date (same as “Entry date”),
Mailing Address, City, State, Zip Code, and Country.
Note: County, Email Address, Telephone Number, and Mailstop are not
required.
Click Save.
Select PayPeriod List.
a. You must enter the employee’s Pay Period and Employment information. All
fields denoted with an asterisk (*) must be filled in.
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Batch: 1

,ml Member List | PayPeriod List | Cantributions | Demographics |

Pay Period Information Salary Information

Pay Period: ||—* Units Worked: W*
Reported Plan: | j Units Warked Indicatar: lm*
Action: lm* Annual Base Salary: £ (0.00 *
BEegin Date: l—* Gross Salary: $|D.DD—*
End Date: l—* Pensionable Salary: $|DDD—*
Pay Date: l—* SPC Payment: $|D.DD—*

Balances

Yacation Balance: W Sick Leave Balance: W

Holiday Balance: W Compensatory Time Balance: W

Employment Information

Employment Type: I—LI* Effective Date: l—*
Department: lﬁ Effective Date: l—
Division: lﬁ Effective Date: l—
Job Class: lﬁ* Effective Date: I—*
Job Title: l—;l Effective Date: Ii
Bargaining Unit: I—LI Effective Date: l—
Pay Grade: l—;l Effective Date: Ii
Pay Grade Amount: k3 I—

Pay Status: lﬁ Effective Date: l—
Sawve | kember List | PayPeriod List | Cantributions | Demographics

8. Fill in the Pay Period Information section:

a.

@ oo

Pay Period: (Must be numeric) this field is for employer use. It is suggested
that employers number the pay periods to coincide with frequency of
payroll. For example:
i. Weekly - #1-52

ii. Bi-weekly - #1-26

iii. Semi-monthly - #1-24

iv. Monthly - #1-12
Reported Plan: The plan the member is reported under (i.e. Employee,
Teacher, Police, or Fire).
Action: Indicates the type of record being recorded. A scheduled batch is
always “Normal” and refers to regular monthly reporting.
Begin Date: The first day of the pay period for the member.
End Date: The last day of the pay period for the member.
Pay Date: The date on the paycheck for this pay period.
Units Worked: Enter “1.2” for Teachers and “1.0” for Employees, Police, and
Fire. (NHRS credits members with one unit of service credit for each month
worked. Teachers with a 10-month contract are counted for one year of
service credit).
Units Worked Indicator: Select “Monthly.”
Annual Base Salary: The member’s annual base salary (this does not include
overtime, ESDP, or other extracurricular earnings).
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j. Gross Salary: The member’s salary including any additional compensation
earned in the pay period (i.e. overtime, longevity pay, bonuses, balloon
payments, etc.)

k. Pensionable Salary: The member’s wages subject to mandatory NHRS
contributions, including any additional compensation earned in the pay
period.

I. SPC Payment: Do not enter anything.

9. Do not enter anything in the Balances section.
10. Fill in the specified Employment Information:

a. Employment Type: This field indicates how the employee is paid over the
year:

i. FT 12— Full-time 12 month member (Police, Fire, most Employees)

ii. FT 10— Full-time 10 month member (Teachers contracted to be paid
over 10 months or 12 months, Employees of school districts
contracted to be paid over 10 months)

b. Employment Type Effective Date: Same as “entry date” on the
Demographics screen (this date will only change if the employee’s
employment type changes).

c. Job Class: The plan the member is reported under (should match the
“Reported Plan” under Pay Period information).

d. Job Class Effective Date: Same as “entry date” (this date will only change if
the member’s job class changes).

e. Do not enter any information under: Department, Division, Job Title,
Bargaining Unit, Pay Grade, Pay Grade Amount, Pay Status, or the
corresponding effective dates.

11. Click Save.
12. Select Contributions.
a. Choose the member’s Contribution Type from the dropdown list (select

“Employee Current”).

b. Enter the contribution amount into the correct field — either Pre-Tax Amount or

Post-Tax Amount (whichever way your plan has been approved).

c. Do not enter anything in Offset Amount.

d. Click Save.
Contribution Type @Ammmt | Post-Tax Amount Offset Amount
Delete |En1piayee Current LI % ID.f_‘{I s |‘I'33.D[J: 5 [0.00 ]
BmmeeE——; - <[00 s [oo0 ¢ [oo0
Save l Member List I PayPeriod List | PayPd Info | Demographics ]

A

13. Return to the Pay Period List to add another pay period for the member, then click
Add. Repeat steps 7-12 until all pay periods have been entered for the member.
a. To add new members, click Member List and repeat all steps.
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To change a member’s salary and contribution amounts:

Demoagraphics

JEmoaraphics

Demographics

Demographics

ibutions

Contributions

Add Batch Info I Top

2mograpnics

1. If you need to change a member’s salary or contribution information, go to the Member
List, find the correct member’s name, and click on Pay Periods.

2. Change the member’s Annual Base Salary, Base Salary, Comp Over Base Salary, and/or
Extra or Special Duty Pay to reflect what the member actually made during the month
you are reporting.

——> | Save | Mamber List I PayPernod List I Coniributions | Demographics
Pay Period Information T Salary Information
Pay Period: 1 Units Worked:
Reported Plan: |PD|iCE! P Subdivision ﬂ Units Worked Indicator:
Actorn: m* Annuzl Base Salary:
Begin Date: EWT* Base Salary:
End Date: M* Comp Over Base Salary:
Pay Date: m—* Extra or Special Duty Pay:

SPC Paymant:

3. Click Save, then select Contributions.
4. Change the contribution amount to reflect what the member actually had deducted for
the month you are reporting.
a. This is for member contributions. Do not enter employer contributions.

Contribution Type @Amnunt | Post-Tax Amount Offser Amount
Delete |En1p!oyee Current LI 3 IIJ.U{l 8 |‘I'33.0b: § IFI}_'U{I
EEEETE——— - ¢ [a00 s [o00 s [poo
Save ] Member List ] PayPernod List | PayPd Info | Demographics ]
5. Click Save.

a. If the employee makes additional contributions, add Additional Annuity on the
next line under “Employee Current.” Then, enter the amount deducted for
additional contributions in the “Post-Tax Amount” column. Click Save.
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6. Click on Member List to move on to the next member. Repeat steps for all members.
7. Once all wages and contributions have been entered for each member, click on the
Batch Detail — Original report in the Reports section to verify the total salary entered.
a. The Total Base Salary, Comp Over Base Salary, and Extra or Special Duty Pay
must match what was entered in their respective spaces on the first screen of

your batch (page four). If the totals do not match, we recommend printing the

report to read through, finding the mistake, and correcting it.
8. Once all the totals match, click Submit Reporting.

a. Click on the batch number that was just entered. A message will pop up
indicating that your batch was successfully submitted.

b. Print a final copy of the Batch Detail — Original report for your records.
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To modify a batch:
Note: Batches can only be modified in “Entry Mode.” If a batch has already been submitted,
it cannot be modified.

Log into the DRS (see instructions on page one).

Click Enter Reporting, then Modify in the menu on the left-hand side of the screen.
Click on the batch number you want to modify.

Make any necessary changes.

BWONPE

Member Reporting
*  Enler Reporting
&  New

®  New From
Suhamsit Repoeting
Cori=ct Exc=plions
Dalete Reportmg

File Upload

- & & & @»

Lookup Vestad By
11/31/11
® Lookop Multiple

Vestnd By 12/31711

5. Once all wages and contributions have been entered for each member, click on Batch
Detail — Original in the Reports section to verify the total salary entered.

a. The Total Base Salary, Comp Over Base Salary, and Extra or Special Duty Pay
must match what was entered in their respective spaces on the first screen of
your batch (page four). If the totals do not match, we recommend printing the
report to read through, find the mistake, and correct it.

6. Once all the totals match, click Submit Reporting.

7. Click on the batch number that was just entered. A message will pop up indicating that
your batch was successfully submitted.

8. Print a final copy of the Batch Detail — Original report for your records.

Mambar Reporting

® Enlay Heporting

& New
& NRaw From
®  Maodify

Corr=rt Exc=plions
Palete Reportmg

File Upload

- & & & @

Lonkup Vested By
LI/31/11
® Lookop Multipls

Vested By 12/31711
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To delete a batch:

Note: If you submit a batch and it rejects, you must delete the batch and resubmit a new one.
Typically, this is the only time you will use this function.

1. Loginto the DRS (see instructions from page one).
2. Select Delete Reporting in the menu on the left-hand side of the screen.

Mambar Reporting

8  Enley Heporting
& New
& Kaw From
o Modify

#® Submit Reporting

® Conrstt Excspbons

*  File Upload

*  Lookup Vestsd By
11731711

8 Lookop Mullipls

Veuted By 12/31/11

3. Click on the batch number you want to delete.
4. A confirmation message will appear on the screen.
a. Click Yes to confirm that you want to delete the batch.

Delete Batch Verify

Delete Batch 543937 Click Yes to delete, No to cancel.

)

Tips:

* To avoid penalty, files and vouchers must be received by NHRS no later than the 15% of
the month. You may create your batch and submit it as early as 25 days before the 15%
of the month.

e Click here for the NHRS Earnable Compensation chart, which explains what is considered
Earnable Compensation for members based on their vested date:
https://www.nhrs.org/members/plan-details/earnable-compensation

e For additional DRS instructions and employer materials, visit the NHRS Employer
Resources page: https://www.nhrs.org/employers/employer-resources
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