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Adding a Brand New Rate 

1. Click Add Brand New under Rates. 

 

2. Enter the Coverage Code, Collection ID, Coverage Description, Insurance Type, Premium 

Type, New Rate, and Effective Date.  

 

3. Click Save. 
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4. The following error message will appear if you enter a prior month or if you enter a date 

in the current month but the deadline for adding a new rate has already passed. Please 

either correct the date or call a Medical Benefits representative at (603) 410-3675. 

Note: The current deadline for adding brand new rates is the first of the month. 

 

5. If you do not receive the error message, or it has been corrected, you will see a 

summary screen. Please review this screen carefully to ensure there are no errors. 

a. In the image below, the user received an error message for entering an already 

existing rate. For this example, you must return to the previous screen and check 

to see if any information was entered incorrectly. If the information was correct, 

you must go back and change this already existing rate. To do so, click on Change 

under the Rates section. 

i. For instructions on how to change an already existing rate, see “Changing 

an Existing Rate.” 

b. If you receive this error message and are unsure why, or how to proceed, 

contact a Medical Benefits representative at (603) 410-3675. 
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6. If you do not receive an error message, you will see this summary confirmation screen. 

Verify that the information is correct. If it is, you may print the screen for your records. 

If it is not, please call an NHRS Medical Benefits representative at (603) 410-3675. 

 


