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This guide will walk you through updating teacher contract periods to ensure wages are 
associated with the correct school year. Updates can be made either through your reporting file or 
via DRS Web Entry.  

Important Note: You will only be able to select the previous contract period or the current 
contract period.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reporting Prior School Year Contracts 



For File-Based Reporting: You can report contract dates within the file for the current contract 
period or the prior contract period only. Earlier contract periods will not be available or 
supported.  

See Reporting by File Upload for more detailed information on file upload processing. 

 

Web Entry Instructions: 

1. Go to: DRS Login 

2. Follow the Copy from Prior Process and submit the batch 

Teacher Contract Periods can be updated either before a batch has been submitted or while 
correcting exceptions 

Updating Contract Periods via Batch Maintenance 

1. In the left menu, select Batch Maintenance under Employer Reporting 

 

 

 

 

 

 

 

 

 

 

 

https://nhrsconcordgcc-my.sharepoint.com/personal/ldoyle_nhrs_org/Documents/Desktop/Reporting%20by%20File%20Upload
https://nhrsconcordgcc-my.sharepoint.com/personal/ldoyle_nhrs_org/Documents/Desktop/DRS%20Login
https://www.nhrs.org/docs/default-source/employer-education/pgv3-upgrade/reporting-by-web-entry.pdf?sfvrsn=6e0a0ab4_2


2. On the Batch Maintenance screen, select View for the batch to update 

3. Select View Members 

 



4. Select Detail on Member to Update

 

 

 



5. Under Salary Details you will see the Teacher Contract Period drop down 

6. Select the correct Teacher Contract Period 

7. Select Update 

 

 

 

 

 

 

 

 

 

 

 
 



Correcting Salary Exceptions 
 
Exception Notifications: Once a batch is submitted, if there are any exceptions, you will 
receive a notification in Employer Communications and, if configured, you will also receive an 
email notification. 
 
To Correct Exceptions: 

1. Go to: DRS Login 

2. In the left menu, select Exceptions under Employer Reporting OR you can manage 
through Batch Maintenance (see previous instructions) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://nhrsconcordgcc-my.sharepoint.com/personal/ldoyle_nhrs_org/Documents/Desktop/DRS%20Login


3. On the Reporting Exceptions screen select Review on the member that needs 

correction/updates 

4. Select the correct Teacher Contract Period in the drop down 

 



5. Select Update to save changes 
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6. Clearing Exceptions: After selecting the correct contract information, any other 

exceptions must be marked cleared using one of these methods:  

o Method 1: Click on the dropdown box next to Exception Status and select 

Corrected. This method will change the status on all exception cards at the same 

time. 

 

o Method 2: Click on the elongated oval shape underneath the exception card. This 

marks the exception as resolved and it turns green 



 

o Method 3: Return to the exception screen, in the left menu, under employer 

reporting, check the box next to the exception, and click Mark Corrected at the 

bottom of the page 

o See Clearing Exceptions in DRS for more detailed information 

 

https://nhrsconcordgcc-my.sharepoint.com/personal/ldoyle_nhrs_org/Documents/Desktop/Clearing%20Exceptions%20in%20DRS


 
Important: Once all exceptions are cleared, the batch will be in a corrected status and picked up 
through a processing job in DRS. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



FREQUENTLY ASKED QUESTIONS 

What if I have a contract two years or more back? Can I submit that?  

• Not through this process. Please reach out to your NHRS relationship manager for 
assistance.  

Can I report two contracts for one pay period?  

• Yes, you can do this when reporting multiple payments using the same period. See 
instructions for reporting multiple payments here: https://www.nhrs.org/docs/default-
source/employer-education/multiple-payments.pdf 

The contract is missing or shows incorrectly from the prior year. What do I do?  

• Please reach out to your NHRS relationship manager for support.  

What if only a portion of the member’s salary is for the prior contract period?  

• Please reach out to your NHRS relationship manager for support.  

Who can I contact for help?  

• Each employer is assigned to a specific NHRS relationship manager, who is your primary 
point of contact. Your representative is listed in the Associations section on your DRS 
account summary page. If your representative is unavailable, you can call our contact 
center at (603) 410-3500 to report your issue.  

  

 

https://www.nhrs.org/docs/default-source/employer-education/multiple-payments.pdf?sfvrsn=541815b4_1
https://www.nhrs.org/docs/default-source/employer-education/multiple-payments.pdf?sfvrsn=541815b4_1

