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Introduction
NHVA is pleased to provide these instructions for 
the Online Assessment Tool. This tool is used for 
the submission of the required quarterly 
assessment report and payments.
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This slide deck contains screenshots of the website pages, and all instructions 
are in red text with a red outline. Arrows are also used for visual reference.
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To begin, please go to the NHVA home page: https://nhvaccine.org/ and click on either of 
the “Submit a Filing” orange buttons or the “For Payers” link on the top navigation.

https://nhvaccine.org/
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If this is the first time 
you have logged into 
the website since 
September 1, 2018, 
you will need to 
register your 
company on the site.



5

For new registrations, 
complete the form 
and submit it.  Once 
approved you will 
receive an email 
notifying you that the 
account is available 
to use.  
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Once you have 
registered and have 
received 
confirmation from 
the Administrator,  
enter your company 
EIN and Password 
and then click the 
“Login” button to 
begin.
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The welcome screen.



8

This screen shows the 
current payer 
information on file and 
allows changes to be 
made and submitted. If 
there are no changes, 
click the “Next  >>” 
button.



9

This screen shows you the 
current Administrative 
Contact on file and allows 
changes to be made and 
submitted. If there are no 
changes, click the       
“Next  >>” button.

The Administrative 
Contact is the person 
responsible for submitting 
the filing.
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This screen shows the 
current Executive Contact 
on file and allows changes 
to be made and 
submitted.  If there are no 
changes, click the       
“Next  >>” button.

The Executive Contact is 
optional and may or may 
not be the same as the 
Administrative Contact.

We strongly encourage entering an Executive Contact so 
there is more than one person on file in case of employee 
turnover.
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This screen shows 
the current year 
and quarter 
submission status.

Select the current 
quarter in which 
you are submitting 
and click “Next  >>”.

NOTE: The “Permanent 
Zero Covered Lives 
Report” is shown on 
the next slide.
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This form is what appears when 
clicking the hyperlink on the prior 
screen.

It should only be completed if your 
entity will never have any child 
covered lives.  If completed and 
submitted to NHVA, you will receive 
confirmation from NHVA advising 
you that you will not need to 
complete the quarterly assessment 
filings for the next two years.  We 
encourage you to update the 
Certificate every two years.  And, 
NHVA reserves the right to confirm 
this status has not changed every 
two years.  
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In the green 
line, enter in 
the child 
covered lives by 
month for the 
quarter you are 
filing for.  Click 
the “Update 
Totals” button 
and then the 
“Next  >>” 
button.
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This screen will 
only appear if 
there is more than 
a 5% variance from 
the previous 
quarter’s 
reporting. In that 
case, enter in an 
explanation for the 
variance, then click 
the “Next  >>” 
button.”
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Answer each of 
the additional 
questions with 
the radio buttons.

Indicate your form of 
payment and click the 
“Next  >>” button. 

EFT payment is 
preferred and NHVA is 
happy to complete any 
“set up” forms that 
your company may 
require.
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This is the summary of the 
covered lives entered for the 
quarter as well as the total 
due and how to make 
payment. Click “Submit & 
Print” button to continue.
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A print dialog box will pop up after 
clicking the “Submit & Print” 
button on prior slide.  You will also 
receive an email of this receipt.
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Page 1 of 3 
pages that 
print.
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Page 2 of 3 
pages that print.
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Page 3 of 3 
pages that 
print.
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You are finished!

This page shows 
the quarterly 
filings to date.

Click the 
“Logout” button 
to close the 
application.
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If you need to 
change your 
password, choose 
the “Change PWD” 
button on the top of 
the screen, make 
your changes, and 
click “Change PWD” 
at the bottom of the 
screen to put the 
new one in effect.



Contact Us

If you have any questions or need clarification on 
anything, please contact:

Erin Meagher, Office Manager
Helms & Company – Administrator for NHVA

info@nhvaccine.org 
603-225-6633
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