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Overview
Overview
This manual provides instructions for the set up and use of the New Hamp-
shire State Requirements reports:

1 “Set up Section Header and User-Defined Fields” p. 2

2 “Set up Validation-Set Values” p. 8

3 “Set up NHRS Marital Status Validation Set” p. 12

4 “Set up Section Header and User-Defined Deduction Check Boxes” 
p. 15

5 “Assign User-Defined Check Boxes to Deductions” p. 19

6 “Set up Section Header and User-Defined Hours Code Check Boxes” 
p. 20

7 “Assign User-Defined Check Boxes to Hours Codes” p. 22

8 “Set up Employee for Retirement System Reporting” p. 23

9 “Create Retirement System Data” p. 25

10 “Retirement System List” p. 25

11 “New Hampshire Retirement Systems Report” p. 30

12 “New Hampshire Unemployment Compensation Report” p. 34
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New Hampshire State Requirements
New Hampshire State Requirements
The “New Hampshire Retirement Systems Report” requires that employee 
and deduction fields are set up in “User-Defined Fields.” These fields 
accommodate employee contributions made through payroll deductions. 
After the user-defined fields are set up, the category codes must be added to 
the deduction fields.

Set up Section Header and User-Defined Fields
One section header, three user-defined validation-set fields and two user-
defined date/time fields need to be set up for the “New Hampshire Retire-
ment Systems Report.” The user-defined fields will be grouped under the 
section header on the “Employee User-Defined” page in Employee Mainte-
nance:

Section Header

•  NH ERS

Validation-Set Fields

•  NH ERS Employment Type

•  NH ERS Job Class

•  NH ERS Pay Status

Date/Time Fields

•  NH ERS Employment Effective Date

•  NH ERS Job Class Effective Date

Section Header Setup
To set up the section header that will group the validation-set and date/
time user-defined fields, follow these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined 
Fields. The “User-Defined Field List” page will open.

2 Select Employee from the Record Type dropdown.

3 Select Section Headers from the Maintenance Type dropdown. The 
page will be refreshed to show a grid of existing user-defined 
employee section headers:
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4 Click . The “User-Defined Fields Section Header” popup will 
open:

5 For Section Header, type NH ERS. (The user-defined fields that you 
will create for the “New Hampshire Retirement Systems Report” 
will be grouped under this header on the “Employee User-Defined” 
page in Employee Maintenance.)

6 Use the Sequence Number field to tell where you want the NH ERS 
section of user-defined fields to appear in relation to other sections 
on the “Employee User-Defined” page in Employee Maintenance; for 
example, if the “Employee User-Defined” page already contains 
three sections (sequence numbers 1 through 3), and you want the 
NH ERS section to appear below those sections, select 4 from the 
dropdown. If you want the section to appear somewhere in 
between, you will need to change the sequence numbers of the other 
sections accordingly. If you want the section always to appear at the 
top of the page, select 1; if you want it always to at the bottom of the 
page, select 99.

7 Click . The popup will close, and the grid on “User-Defined 
Field List” page will be refreshed to show the newly added NH ERS 
section header:
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Validation-Set Fields Setup
To set up the user-defined validation-set fields that will be part of the NH 
ERS section on the “Employee User-Defined” page in Employee Maintenance, 
follow these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined 
Fields. The “User-Defined Field List” page will open.

2 Select Employee from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page 
will be refreshed to show a grid of existing user-defined employee 
fields:
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4 Click . The “User-Defined Fields” popup will open:

5 Complete the fields exactly as follows:

NH ERS Employment Type

NH ERS

(Leave this field blank.)

Validation Set

(Selecting Validation Set as the Data Type will 
replace this field with a Validation Set field.)

NH ERS Employment Type

(Leave this check box unchecked.)

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Maximum 
Length

Validation Set

Required
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6 Click 

Repeat steps four through six for the two remaining validation-set 
fields that need to be set up. The following tables contain the entries 
you will need to make:

NH ERS Job Class

NH ERS

(Leave this field blank.)

Validation Set

NH ERS Job Class

(Leave this check box unchecked.)

NH ERS Pay Status

NH ERS

(Leave this field blank.)

Validation Set

NH ERS Pay Status

(Leave this check box unchecked.)

Date/Time Fields Setup
To set up the user-defined date/time fields that will be part of the NH ERS 
section on the “Employee User-Defined” page in Employee Maintenance, 
repeat steps four through six, completing the fields exactly as shown in the 
following tables:

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Validation Set

Required

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Validation Set

Required

Field Value

Name NH ERS Employment Effective Date

Section 
Header

NH ERS

Sequence 
Number

(Leave this field blank.)
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When you are finished, the Employee Attributes grid on the “User-Defined 
Field List” page should contain a row for each user-defined field you have 
saved as part of the NH ERS section:

Data Type Date/Time

Validation Set (Selecting Date/Time as the Data Type will hide 
this control.)

Required (Leave this check box unchecked.)

NH ERS Job Class Effective Date

NH ERS

(Leave this field blank.)

Date/Time

(Selecting Date/Time as the Data Type will hide 
this control.)

(Leave this check box unchecked.)

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Validation Set

Required

Field Value
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Set up Validation-Set Values
To comply with the formatting requirements of the state transmittal file, 
values in the NH ERS Employment Type, NH ERS Job Class and NH ERS Pay 
Status fields must be expressed precisely; therefore, the validation sets for 
these fields must have values set up for use by the “New Hampshire Retire-
ment Systems Report.”

Employment Type Values Setup
To set up validation-set values for NH ERS Employment Type, follow these 
steps:

1 Go to Maintenance > Logos Suite > System > Validation Sets > 
Validation Set List.

2 Highlight the validation set, NH ERS Employment Type:

3 Click . The “Validation Set Values List” page for NH ERS 
Employment Type will open.

4 Click . The “Validation Set Value” page will open:
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5 In the Value field, type the following, exactly as shown below:

FT10

6 Type a Description for the Value. This entry may be anything that 
makes it easy for you to identify the Value.

7 Click . Your entries will be saved and cleared, and the 
“Validation Set Value” page will remain open for the entry of a new 
value.

Repeat steps five through seven for the remaining four validation-
set values that need to be set up, clicking  after making entries 
for the final value. Type each Value exactly as shown below:

FT12

JS10

JS12

PT

When you are finished, the grid on the “Validation Set Values List” 
page should contain a row for each value you have saved:

Job Class Values Setup
To set up validation-set values for NH ERS Job Class, follow these steps:

1 On the “Validation Set List” page, highlight the validation set, NH 
ERS Job Class.
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2 Click . The “Validation Set Values List” page for NH ERS Job 
Class will open.

3 Click . The “Validation Set Value” page will open.

4 In the Value field, type the following, exactly as shown below:

EPS

5 Type a Description for the Value. This entry may be anything that 
makes it easy for you to identify the Value.

6 Click . Your entries will be saved and cleared, and the 
“Validation Set Value” page will remain open for the entry of a new 
value.

Repeat steps four through six for the remaining seven validation-set 
values that need to be set up, clicking  after making entries for 
the final value. Type each Value exactly as shown below:

ES

FPS

FS

PPS

PS

TPS

TS

7 When you are finished, the grid on the “Validation Set Values List” 
page should contain a row for each value you have saved:
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Pay Status Values Setup
To set up validation set values for NH ERS Pay Status, follow these steps:

1 On the “Validation Set List” page, highlight the validation set, NH 
ERS Pay Status.

2 Click . The “Validation Set Values List” page for NH ERS Pay 
Status will open.

3 Click . The “Validation Set Value” page will open.

4 In the Value field, type the following, exactly as shown below:

ACTIV

5 Type a Description for the Value. This entry may be anything that 
makes it easy for you to identify the Value.

6 Click . Your entries will be saved and cleared, and the 
“Validation Set Value” page will remain open for the entry of a new 
value.

Repeat steps four through six for the remaining two validation-set 
values that need to be set up, clicking  after making entries for 
the final value. Type each Value exactly as shown below:

INACT

L

7 When you are finished, the grid on the “Validation Set Values List” 
page should contain a row for each value you have saved:
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Set up NHRS Marital Status Validation Set
To comply with the formatting requirements of the state transmittal file, the 
existing marital statuses must be expressed precisely; therefore, an alter-
nate-usage validation set and associated values for marital statuses must be 
set up for use by the “New Hampshire Retirement Systems Report.” To do 
so, follow, follow these steps:

1 Go to Maintenance > Logos Suite > System > Validation Sets > 
Validation Set List:

2 Highlight the validation set, Validation Set Alternate Usage Type.

3 Click . The “Validation Set Values List” page for Validation 
Set Alternate Usage Type will open:
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4 Click . The “Validation Set Value” page will open:

5 In the Value field, type the following, exactly as shown below:

NHRS Marital Status

6 Type a Description for the Value. This entry may be anything that 
makes it easy for you to identify the Value.

7 To save this alternate-usage validation set, click . The grid on 
the “Validation Set Values List” page should be updated to contain a 
row for NHRS Marital Status.

8 Next, you will need to define alternate values for the marital sta-
tuses you use. Return to the “Validation Set List” page, and high-
light the validation set, Marital Status.

9 Click . The “Validation Set Values List” page for Marital Sta-
tus will open. This page will contain a grid of the marital statuses 
you have set up:
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10 Highlight a row containing a marital status.

11 Click . The “Alternate Value List” page for the selected 
marital status will open:

12 Click . The “Alternate Value” popup will open.

13 From the Usage Type dropdown, select NHRS Marital Status (the 
alternate-usage validation set you just created):
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14 For the selected marital status, type the Value exactly as shown in 
the following table:

D

DOMST

M

SEP

S

U

W

15 A Description is optional.

16 Click  to save the alternate value.

17 Return to the “Validation Set Values List” page, and repeat steps ten 
through sixteen for each marital status that you use.

Set up Section Header and User-Defined Deduction 
Check Boxes

One section header and five user-defined deduction check boxes need to be 
set up for the “New Hampshire Retirement Systems Report.” The check 
boxes will be grouped under the section header on the “Deduction Code 
User-Defined Fields” page in Deductions Maintenance:

Section Header

•  NH ERS

Deduction Check Boxes

•  NH ERS Additional PostTax

•  NH ERS Additional PreTax

Marital 
Status Value

Divorced

Domestic 
Partner

Married

Separated

Single

Unknown

Widowed
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•  NH ERS Current PostTax

•  NH ERS Current PreTax

•  NH ERS SPC Payment

Section Header Setup
To set up the section header that will group the deduction check boxes, fol-
low these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined 
Fields. The “User-Defined Field List” page will open.

2 Select Deduction from the Record Type dropdown.

3 Select Section Headers from the Maintenance Type dropdown. The 
page will be refreshed to show a grid of existing user-defined 
deduction section headers.

4 Click . The “User-Defined Fields Section Header” popup will 
open.

5 For Section Header, select NH ERS.

6 Use the Sequence Number field to tell where you want the NH ERS 
section of user-defined check boxes to appear in relation to other 
sections on the “Deduction Code User-Defined Fields” page in 
Deduction Maintenance.

7 Click . The popup will close, and the grid on “User-Defined 
Field List” page will be refreshed to show the newly added NH ERS 
section header.

Deduction Check Boxes Setup
To set up the user-defined deduction check boxes that will be part of the NH 
ERS section on the “Deduction Codes User-Defined Fields” page in Deduc-
tion Maintenance, follow these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined 
Fields. The “User-Defined Field List” page will open.

2 Select Deduction from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page 
will be refreshed to show a grid of existing user-defined deductions:
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4 Click . The “User-Defined Fields” popup will open:

5 Complete the fields exactly as follows:

NH ERS Additional PostTax

NH ERS

(Leave this field blank.)

Check Box

(Selecting a Data Type of Check Box will hide this 
field.)

(Selecting a Data Type of Check Box will hide this 
check box.)

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Validation Set

Required
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6 Click 

Repeat steps four through six for the four remaining deduction 
check boxes that need to be set up. The following tables contain the 
entries you will need to make:

NH ERS Additional PreTax

NH ERS

(Leave this field blank.)

Check Box

NH ERS Current PostTax

NH ERS

(Leave this field blank.)

Check Box

NH ERS Current PreTax

NH ERS

(Leave this field blank.)

Check Box

NH ERS SPC Payment

NH ERS

(Leave this field blank.)

Check Box

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Field Value

Name

Section 
Header

Sequence 
Number

Data Type
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When you are finished, the Deduction Attributes grid on the “User-Defined 
Field List” page should contain a row for each user-defined deduction 
check box you have saved as part of the NH ERS section:

Assign User-Defined Check Boxes to Deductions
To assign the user-defined check boxes to deductions, follow these steps:

1 Go to Maintenance > Human Resources > Deductions and Benefits 
> Deductions. The “Deduction List” page will open:

2 Highlight a deduction.

3 Click . The “Deduction Code User Defined 
Fields” page for the selected deduction will open:
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4 Under the NH ERS section header, check each box that will apply to 
the selected deduction.

5 Click .

6 Repeat these steps for all appropriate deductions.

Set up Section Header and User-Defined Hours 
Code Check Boxes

One section header and three user-defined hours code check boxes need to 
be set up for the “New Hampshire Retirement Systems Report.” The check 
boxes will be grouped under the section header on the “Hours Code User-
Defined Fields” page in Hours Codes Maintenance:

Section Header

•  NH ERS

Deduction Check Boxes

•  NH Base Salary

•  NH Comp Over Base Salary

•  NH Extra Special Duty Pay

Section Header Setup
To set up the section header that will group the hours code check boxes, fol-
low these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined 
Fields. The “User-Defined Field List” page will open.
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2 Select Hours Codes from the Record Type dropdown.

3 Select Section Headers from the Maintenance Type dropdown. The 
page will be refreshed to show a grid of existing user-defined hours 
codes section headers.

4 Click . The “User-Defined Fields Section Header” popup will 
open.

5 For Section Header, select NH ERS.

6 Use the Sequence Number field to tell where you want the NH ERS 
section of user-defined check boxes to appear in relation to other 
sections on the “Hours Code User-Defined Fields” page in Hours 
Codes Maintenance.

7 Click . The popup will close, and the grid on “User-Defined 
Field List” page will be refreshed to show the newly added NH ERS 
section header.

Hours Code Check Boxes Setup
To set up the user-defined hours code check boxes that will be part of the 
NH ERS section on the “Hours Code User-Defined Fields” page in Hours 
Codes Maintenance, follow these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined 
Fields. The “User-Defined Field List” page will open.

2 Select Hours Codes from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page 
will be refreshed to show a grid of existing user-defined hours 
codes.

4 Click . The “User-Defined Fields” popup will open:

5 Complete the fields exactly as follows:

NH Base Salary

NH ERS

(Leave this field blank.)

Check Box

Field Value

Name

Section 
Header

Sequence 
Number

Data Type
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6 Click 

Repeat steps four through six for the four remaining hours code 
check boxes that need to be set up. The following tables contain the 
entries you will need to make:

NH Comp Over Base Salary

NH ERS

(Leave this field blank.)

Check Box

NH Extra Special Duty Pay

NH ERS

(Leave this field blank.)

Check Box

When you are finished, the Hours Codes Attributes grid on the “User-Defined 
Field List” page should contain a row for each user-defined hours code 
check box you have saved as part of the NH ERS section.

Assign User-Defined Check Boxes to Hours Codes
To assign the user-defined check boxes to hours codes, follow these steps:

1 Go to Maintenance > Human Resources > Earnings Maintenance > 
Hours Codes. The “Hours Codes List” page will open:

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Field Value

Name

Section 
Header

Sequence 
Number

Data Type
Logos.NET 22 Last Revised: January 23, 2012



Last Revise

New Hampshire State Requirements
2 Highlight an hours code.

3 Click . The “Hours Code User Defined Fields” 
page for the selected hours code will open:

4 Under the NH ERS section header, check each box that will apply to 
the selected hours code.

5 Click .

6 Repeat these steps for all appropriate hours codes.

Set up Employee for Retirement System Reporting
To set up an employee for retirement system reporting, follow these steps:

1 Go to Human Resources > Employee Maintenance. The “Employee 
List” page will open.

2 Use the search controls to produce a list of employees.
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3 Click the Employee Number link for the employee you want to set up 
for retirement system reporting. The “Employee” page will open.

4 From the Attribute dropdown, select User Defined. The page will be 
refreshed to show existing user-defined fields, including an NH 
ERS section containing the three validation-set fields and the two 
date fields you set up earlier:

5 Under the NH ERS section header, make selections in the appropri-
ate fields. Any employee who has a selection in at least one of these 
controls is eligible to appear on the “New Hampshire Retirement 
Systems Report.”

6 After making your selections, click  to save them.

7 Repeat these steps for each employee who will be included in the 
retirement systems report.
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Create Retirement System Data
Once you have set up the necessary user-defined fields, you will be ready to 
create a work file of retirement system data that will be available for the 
“New Hampshire Retirement Systems Report.” This data may be reviewed 
and modified before it is transmitted to the state.

To create the work file, follow these steps:

1 Go to Human Resources > State Requirements > NH > Create 
Retirement System Data:

2 The From Check Date and To Check Date controls require entries. 
Select the first and last check dates that will be included in the 
report data.

3 When you click , a message will be displayed, telling you the 
previously created work file will be cleared and asking whether you 
want to continue. If you do, click Accept. The current retirement 
system data will populate the work file, and the “Retirement System 
List” page will open (see next section).

Retirement System List
The “Retirement System List” page lets you review and modify retirement 
system data for each employee within the organization. After you create the 
data (see previous section, “Create Retirement System Data”), this page is 
opened automatically. You also may open this page by going to Human 
Resources > State Requirements > NH > Retirement System List:
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Data is listed in a two-level grid. The first level of the grid displays NH ERS 
member information. The second level displays individual pay period 
information for the member.

If an employee became a new NHRS member within the check date range 
selected on the “Create NH Retirement System Data” page, a green check 
mark  will be displayed in the New Member column.

The list is sorted alphabetically by Employee.

If you want to search the list for a particular employee, select the 

employee’s name in the Employee control, and click . The grid will be 
refreshed to include that employee only. To change the grid to include all 

employees, clear the Employee control, and click .

Add and Edit Member Information
1 If you want to add an employee to the “Retirement System List,” 

click ; if you want to edit data for a particular 
employee, click the hyperlinked Employee Name. In both cases, the 
“New Hampshire Retirement Systems Member Entry” popup will 
open:
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2 Make entries in the appropriate fields. The following table describes 
each field:

Field Description

New Member Information

Gender Table code designation for male or female. This 
entry is required for a new member only.

Birth Date Date the member was born. This entry is 
required for a new member only.

Marital Status Table code designation for marital status: mar-
ried, divorced, domestic partner, single, sepa-
rated, unknown, widowed.

Entry Date Date member began fund membership (with 
first NHRS-affiliated employer). This entry is 
required for a new member only; it may not be 
used to update an existing member record.

Employment 
Date

Date member began employment.

Email Member ’s e-mail address.

Address Information

Effective Date Date this address became effective. The Pay 
Period Begin date (first time reported) is a typi-
cal value.

Address Type Table code for address type: home, mailing, etc.

Line 1 First address line.

Line 2 Second address line.

City City name.
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3 After making your entries, click  to save them. The popup will 
close, and the grid on the “Retirement System List” page will be 
updated with the new information.

Add and Edit Pay Period Information
1 If you want to add or edit pay period information for an employee, 

select the employee in the list, and click ; if you want 
to edit information for a particular pay period, click the hyper-
linked Pay Date. In both cases, the “New Hampshire Retirement Sys-
tem Pay Period Entry” popup will open:

2 Make entries in the appropriate fields. The following table describes 
each field:

State State mailing abbreviation.

Zip Postal zip code.

Mail Stop Additional mailing information.

County Table code for country. If other values besides 
USA are needed, contact the fund.

Phone 1 and Phone 2

Type Table code for phone type (cellular, fax, home, 
etc.).

Area Code Member ’s area code.

Phone Num-
ber

Member ’s phone number. If the employer ’s 
database does not segregate area code from 
phone number, this field may include the area 
code.

Extension Member ’s phone extension number.

Field Description
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Field Description

Pay Period ID Required. Employer-assigned pay period ID 
number--for example, 8th pay period of fiscal 
year. This data is not specific to the NHRS; it is 
for employer reference only and may be dupli-
cated.

Begin Date Required. Date pay period began; for example, 
an employer may report multiple pay periods, 
such as January 1-15 and January 16-31, in the 
member ’s record. In this case, the file would 
contain two pay period records. The first record 
would require this field to be populated with 
January 1 and the second with January 16.

End Date Required. Date pay period ended; for example, 
an employer may report multiple pay periods, 
such as January 1-15 and January 16-31, in the 
member ’s record. In this case, the file would 
contain two pay period records. The first record 
would require this field to be populated with 
January 15 and the second with January 31.

Pay Date Required. Check date for this pay period; for 
example, if the pay period ends January 15, but 
the payment is not issued to the employee until 
January 17, you would select 01/17/2007.

Action Action taking place this pay period. Options 
include Normal, Replacement or Adjustment. 
Replacement may be defined as a pay period 
record that will replace a previously submitted 
pay period record that was incorrect. An adjust-
ment may be a retro payment given to the mem-
ber for this pay period. An adjustment will add 
to or subtract from the original submission.

SPC Payment Member payment for Service Purchase Contract 
(SPC). If multiple contracts exist for this mem-
ber, the value will represent the total of all pay-
ments for the pay period being reported.

Annual Salary Annual salary amount on which contributions 
are due. This amount may change between pay 
periods if the member ’s wage rate changes.

Base Salary Base salary amount for the pay period. This 
amount may include salary, such as a car allow-
ance, on which contributions are not allowed.
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3 After making your entries, click  to save them. The popup will 
close, and the grid on the “Retirement System List” page will be 
updated with the new information.

New Hampshire Retirement Systems Report
The following steps show you how to generate the “New Hampshire Retire-
ment Systems Report”:

1 From the “Retirement Systems List” page, click , or go to 
Human Resources > State Requirements > NH > Retirement Sys-
tems Report:

2 Make entries in the appropriate fields. The following table describes 
each field:

Comp Over 
Base Salary

Compensation in excess of base salary.

Extra Special 
Duty Pay

Additional special duty pay.

Contribution Information

Current Pre Tax Amount of contributions currently paid from 
pre-tax dollars.

Current Post 
Tax

Amount of contributions currently paid from 
post-tax dollars.

Additional Pre 
Tax

Amount of additional pre-tax payments.

Additional Post 
Tax

Amount of additional post-tax payments.

Field Description
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Field Description

Load Saved 
Report

Saves this version of the report as a template for 

later use. When you click , a popup will 
ask you to name the report.  Type the name, and 

click .  The next time you want to run this 
report, select its name from the Load Saved 
Report dropdown, and the fields and list boxes 
will be populated automatically. If necessary, 
you may edit entries before running the report. 
You may save as many templates as you would 
like.

Override 
Report Title

Overrides the default title (“New Hampshire 
Retirement Systems Report”) of the report.

Distribution 
Group

A group of people selected to receive the report 
in myReports. Click the dropdown prompt  to 
select the group, or click the blue-eye prompt 

 to create a new distribution group. The 
report will be sent to myReports for each person 
in the group. (For more information about this 
control, refer to the “Common Controls” appen-
dix of your Human Resources User Guide.)

Email Group A group of people selected to receive the report 
by e-mail. Click the dropdown prompt  to 
select the group.

Batch ID Required. Batch ID provided to employer for 
scheduled batches. The Batch IDs for all sched-
uled batches are provided under your employer 
log-in on the web-based portion of the ERS via 
the “Reporting and Voucher Number Report.” 
(For instructions on how to obtain this number, 
refer to the ERS Employer User Manual.)

Employer ID Required. PensionGold Employer ID. The 
NHRS will assign this ID and pass it on to each 
employer.

Batch Type Required. Indicates whether batch is a normally 
scheduled batch, an unscheduled batch (ex: 
intermittent payroll) or a demographics-update 
batch. Typically, this entry will be a scheduled 
batch.
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3 After making your entries, click  to generate and display the 
report with options to save it in other formats or to send it to myRe-
ports as a PDF. If you checked the Create XML File box, a transmittal 
file of the report data also will be sent to myReports.

Fiscal Year Required. Four-digit year representing the 
NHRS fiscal year. This field is used for 
Employer Receivable Account Management and 
for any fiscal year annual contribution limits 
that may be in place.

From Check 
Date

Required. Reporting period start date. If multi-
ple pay periods are reported in one batch, this 
date should match the earliest one; for example, 
if pay periods January 1, 2007-January 15, 2007 
and January 16, 2007-January 31, 2007 are 
reported in this batch, select 01/01/2007.

To Check Date Required. Reporting period end date. If multi-
ple pay periods are reported in one batch, this 
date should match the latest one; for example, if 
pay periods January 1, 2007-January 15, 2007 
and January 16, 2007-January 31, 2007 are 
reported in this batch, select 01/31/2007.

Create XML 
File

Determines whether an XML transmittal file 
will be generated with the report. Check this 
box to generate the file.

Field Description
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Sample XML Transmittal File
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New Hampshire Unemployment Compensation 
Report
The following steps show you how to generate the “New Hampshire Unem-
ployment Compensation Report”:

1 From the “Retirement Systems List” page, click , or go to 
Human Resources > State Requirements > NH > Retirement Sys-
tems Report:

2 Make entries in the appropriate fields. The following table describes 
each field:

Field Description

Load Saved 
Report

Saves this version of the report as a template for 

later use. When you click , a popup will 
ask you to name the report.  Type the name, and 

click .  The next time you want to run this 
report, select its name from the Load Saved 
Report dropdown, and the fields and list boxes 
will be populated automatically. If necessary, 
you may edit entries before running the report. 
You may save as many templates as you would 
like.

Override 
Report Title

Overrides the default title (“New Hampshire 
Unemployment Compensation Report”) of the 
report.
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3 Select one or more benefit groups from the Available Benefit Groups 
list box.

• To select multiple benefit groups dispersed throughout the 
list, hold down the <Ctrl> key while selecting.

• To select multiple, consecutive benefit groups, hold down the 
<Shift> key, and select the first benefit group, then the last.

• Select at least one benefit group.

Distribution 
Group

A group of people selected to receive the report 
in myReports. Click the dropdown prompt  to 
select the group, or click the blue-eye prompt 

 to create a new distribution group. The 
report will be sent to myReports for each person 
in the group. (For more information about this 
control, refer to the “Common Controls” appen-
dix of your Human Resources User Guide.)

Email Group A group of people selected to receive the report 
by e-mail. Click the dropdown prompt  to 
select the group.

From Check 
Date

Required. Reporting period start date. If multi-
ple pay periods are reported in one batch, this 
date should match the earliest one; for example, 
if pay periods January 1, 2007-January 15, 2007 
and January 16, 2007-January 31, 2007 are 
reported in this batch, select 01/01/2007.

To Check Date Required. Reporting period end date. If multi-
ple pay periods are reported in one batch, this 
date should match the latest one; for example, if 
pay periods January 1, 2007-January 15, 2007 
and January 16, 2007-January 31, 2007 are 
reported in this batch, select 01/31/2007.

Employer 
Number

Required. State-assigned employer identifica-
tion number.

Create Disk File Determines whether an Excel file of the same 
information will be generated with the report. 
Check this box to generate the file.

Field Description
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4 Click  to move the selected benefit group(s) from the Available 
Benefit Groups box to the Selected Benefit Groups box.

•  moves all benefit groups, selected or not, to the Selected 
Benefit Groups box.

•  returns the selected benefit groups to the Available 
Benefit Groups box.

•  returns all benefit groups to the Available Benefit 
Groups box.

5 Click the Hour Codes tab.

6 Select one or more hour codes from the Available Hour Codes tab. 
(For instructions on how to make selections, see steps 3 and 4.)

7 After making your entries, click  to generate the report and 
submit it to myReports. If you checked the Create Disk File box, an 
Excel version of the report also will be sent to myReports.

Sample “Unemployment Compensation Report”
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Sample Excel File of the “Unemployment 
Compensation Report”
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