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Reconciliation Reports 

When an employer submits a reporting file, free of exceptions, the file will “post,” or be 

accepted by the Data Reporting System (DRS). The next step in the reporting process is to 

submit contribution payments via payment voucher.  

 

Note: For instructions on how to complete a payment voucher, see: 

https://www.nhrs.org/docs/default-source/employer-education/how-to-enter-a-

payment-voucher---updated-2_19.pdf  

 

Some employers may not be aware that there are reports available in the DRS to help ensure 

that the correct contribution amount is sent to NHRS.  

 

1. To view these reports, log into the Employer Reporting module of the DRS. 

a. Note: For instructions on logging into the DRS, see: 

https://www.nhrs.org/docs/default-source/default-document-library/logging-

into-drs-user-guide-2_2019.pdf  

 

2. Locate the Reports section of the menu on the left-hand side of the screen. In this 

section, you will see a list of reports. The three that we will focus on are:  

a. Employer Account Activity report 

b. Employer Reconciliation report 

c. Report Difference report 
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Employer Account Activity Report  

 

This report shows the total contributions based on the batch that posted (receivable). The 

amount listed under Transaction Total should match what you were expecting to pay.  

If the amount listed is what you were expecting to pay, you may submit your contributions, due 

by the 25th of each month or the following business day if the 25th falls on a weekend or 

holiday. 

If the amount listed is not what you were expecting to pay, review the Employer Reconciliation 

report and the Report Difference report (below) which can assist you in identifying 

discrepancies.  

Note: The DRS accepts payment discrepancies of $10 above or below the amount owed.   
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Employer Reconciliation Report 

 

This report shows the batch broken down by pay period, by employee. What is shown in this 

report should agree with your payroll reports.  

Note: Since the batch already posted, you will not be able to make any edits to the record. If 

you notice any discrepancies, please notify NHRS so we can update the member record and 

adjust the employer receivable accordingly.  
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Report Difference  

 

This report shows corrections that were made during the exception clearing process. It displays 

what the data was when it was originally submitted, and then what it was after clearing 

exceptions.  

The amount in your system may differ from the amount NHRS is asking for because of changes 

made during the exceptions process.  

Note: This report only shows changes made that affect wages and contributions. 

Additional Information 

Please note that to avoid penalties, member reporting files are due to NHRS by the 15th of each 

month. Employer contribution payments are due by the 25th of each month.  

For questions about employer reporting and reconciliation, please call (603) 410-3532 or email 

exceptions@nhrs.org.  


