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[bookmark: _Toc93393005]Section 1 - Sign up
[bookmark: _Toc93393006] 1.1 How do I sign up to see my pension account online? 
To see your pension account online you need to press ctrl and click this register hyperlink.
 
This takes you to the ‘Sign up’ page. 
 [image: Picture sign up screen]

All boxes on the ‘Sign up’ page must be filled in before clicking the ‘Sign up’ button. 

Please re-check that your information is right and update where needed.

If you’re still unsuccessful, please send a secure email to MyPension@westnorthants.gov.uk with the information you’re trying to enter. It may be that the information you’re entering doesn’t match the information we have for you. 

If the information you’ve entered is the same as the information we have for you, you’ll see a message telling you that your application has been successful. 

[image: Message- application successful]

[bookmark: _Toc93393007]1.1.1 Your email address matches the one we have for you
If the email address you entered is the same as the email address we have for you, we’ll send you a registration link straight away. If we don’t already have an email address for you, we’ll email you a registration link within 24 hours Monday to Friday (excluding bank holidays). 
If you click on the registration link, you’ll be taken to the Pension Account registration page. This link is valid for 72 hours. If you’re unable to register during this time, please get in touch with us at MyPension@westnorthants.gov.uk and we’ll send you another link. You won’t need an activation code to register.
 
Here’s an example of the registration e-mail: 
[image: ] 

[bookmark: _Toc93393008]1.1.2 Your email address doesn’t match the one we have for you
If the email address you entered is different to the email address we have for you, a registration link won’t be sent, and we’ll email the address we have for you asking you to give us a call to update your details.
 
If you’d rather we post you an activation code to your home address, please send us a ‘secure’ email with your national insurance number, date of birth, full name and address to MyPension@westnorthants.gov.uk. A posted activation code is valid for 30 days. 

[bookmark: _Toc93393009]1.2 Does the emailed registration link or posted activation key have an expiry time? 
· An emailed registration link expires after 72 hours. 
· The posted activation key expires after 30 days after or following successful registration.
 
[bookmark: _Toc93393010]1.3 What do I do if the emailed registration link or posted activation key has expired? 
You can ask us for a new link (see section 1.1) or email us at MyPension@westnorthants.gov.uk
 
[bookmark: _Toc93393011]Section 2 - Registration
[bookmark: _Toc93393012] 2.1  I’ve received an activation key; how do I complete my registration? 
You can find your activation code in a letter or email we sent to you. You then need to  ctrl and click on this active your account link to get to the ‘Activate your Account’ page:
 
[image: ]
 
All boxes on the ‘Activate your Account’ page must be filled in before clicking the ‘Continue’ button. If a box is left blank, you’ll see an error message telling you what information is still needed. The activation key is case sensitive, so please enter it as shown on your letter or email. The activation key will expire after 30 days.
 Once your account is activated, we’ll ask you to create your username, password and security questions. 

[image: ]
[bookmark: _Toc93393013]2.1.1 Username 
· It must start with a letter, which can be upper or lower case.  
· Apart from the first character it can have any alphanumeric characters.  
· It mustn’t have spaces.  
· It must be between 6 and 30 characters.

[bookmark: _Toc93393014]2.1.2 Email address  
You must enter a valid email address. If it’s different to the address we have for you or if we don’t already have an email for you, we’ll update it once you’ve registered.
 
[bookmark: _Toc93393015]2.1.3 Password  
· must be at least 8 characters;
· must include at least one number, one lower case, one upper case and one special character; 
· are case sensitive; 
· must be different from lifestyle/security question responses; 
· mustn’t have spaces.

We recommended that you give a password hint to jog your memory.
 
[bookmark: _Toc93393016]2.1.4 Security Questions and Responses 
You must choose two security questions from the drop-down lists and give responses. The responses mustn’t be the same and must be different from passwords. Responses are case sensitive and must be re-entered exactly the same to log in. Once all boxes have been filled in, please click on the ‘Register’ button.
 
Registration must be completed within 30 minutes or the session will timeout and you’ll have to start again. After you’ve registered, you’ll see the following:
 
 


[bookmark: _Hlk93052139]If your registration was unsuccessful it may be that you’ve already registered previously. If that’s the case, you need to enter your details on the login page.

[image: Validation error screen for sign up process]

[bookmark: _Toc93393017]2.2 I’ve received a registration link how do I complete my registration? 
This link is valid for 72 hours. Please click on the link in the email and you’ll be taken directly to the registration page.  The details of how to complete your registration are above in section 2.1 but you don’t need an activation code. 



[bookmark: _Toc93393018]Section 3 - Login Procedure
[bookmark: _Toc93393019] 3.1 Consent  
So we can look after your pension, we need to collect and process certain information from you. When you first log in, you’ll be asked if you’re happy for us to do this. You’ll need to tick the consent box and click ‘submit’.  
[image: cid:image001.png@01D62394.06FD3DC0]
To find out how we process and handle your personal information, please read our privacy statement which can be found in key documents under information governance.
 
[bookmark: _Toc93393020]3.2 I’ve registered, how do I login? 
Ctrl and click on this login link. 
Or on the home page, click on the following ‘Login/Register’ button at the top of the screen.  [image: ]
You’ll then see the Login screen. Enter the username and password that you created during the registration process. 
[image: Picture log in screen]

You’ll then be asked one of the security questions that you chose during the registration process. If you’ve forgotten the answer to your security question, click on the ‘forgotten your security response’ link. You’ll then be emailed a security question response reset link. 

[image: ]

[bookmark: _Toc93393021]3.3 I have more than one job, how do I see each job separately?  
The list includes the employment status, job title, pay reference, and scheme name, to help you choose the right job. You can move between jobs without having to logout and then login again. 
[image: ]
The list includes the employment status, job title, pay reference, and scheme name, to help you choose the right job. You can move between jobs without having to logout and then login again. 

[bookmark: _Toc93393022]Section 4 - Your dashboard
Once you’ve logged in to your account, you can see your Pension Account ‘Dashboard’. By clicking on any of the blue boxes, you’ll be taken to the relevant information.

[image: Picture your dashboard]
[bookmark: _Toc39661748][bookmark: _Toc93393023]  4.1 Your request 
[bookmark: _Toc39661749][bookmark: _Toc39745512]This shows you the progress of any requests you’ve made. For example, if you’ve asked your employer for a retirement quote. Having the case number will help you keep track of progress if you’ve made more than one request.

[image: ]
[bookmark: _Toc93393024]4.2 Your details
 
 
 
This shows you the personal information that we have for you.  
 
 
 
 
 

 
You can make changes to your address, postcode, phone number, e-mail address and privacy preference by clicking the ‘EDIT button.
 You can also let us know if you live outside the UK by ticking the overseas member box. Please make sure your postcode is in a valid national standard format in case we need to contact you by post.
 
Once you’ve made your changes, select ‘SUBMIT’ and the changes will be made in both your Pension Account and our central database. 
If you’d like to change any other information then please fill in an update form from the forms and resources page of our website. Please make sure you send any forms that have personal information back to us using ‘secure’ email to protect your personal and financial data. 

You can also view your bank details on this page:
[image: ]

[bookmark: _Toc93393025]4.3 Pension benefits – benefit projectors
By using the benefit projector, you can work out the value of your pension if you were to die whilst taking it. 

[image: ]

[bookmark: _Toc93393026]4.3.1 Death on pension 
[image: ]
This calculation shows how much your pension would be worth if you were to die whilst taking your pension. You can see your death grant figure plus any beneficiaries’ pension. Using the drop down you can change the number of children, press the ‘calculate’ button to see the revised figures (per child).

The LGPS provides valuable protections for your family if you die whilst taking your pension. Your benefits are partly down to the regulations that were in force when you left pensionable employment, so this is a particularly complex area. You can find out more information on this on our website

[bookmark: _Toc93393027]4.4 Employment Details – Financial Details 
The Financial Details page shows your last annual allowance information. This is for information only as the annual allowance details shown on this page are only relevant if you are currently an active member for this job. The figures are only shown for the tax year(s) before you left your job.
 
 
 

 
[bookmark: _Toc93393028]4.5 Death Grant Nomination Details 
You can see and change your death grant nomination details held on our database. You can choose to update your beneficiaries. Once you’ve made your changes click on the submit button. 

[image: ]
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[bookmark: _Toc93393029]4.6 Documents 
[bookmark: _Toc93393030]4.6.1 Scheme documents – These are general documents about the pension scheme. 
[bookmark: _Toc93393031][bookmark: _Toc39661761]4.6.2 My documents – These are personal documents about your pension record. 

[bookmark: _Toc93393032]4.6.3 Uploading documents
If we’ve asked you to upload a document, you can find this service in the Documents section of your Pension Account ‘Dashboard’.
[image: ]
[bookmark: _Hlk93058467]Click on ‘Upload Document’ and:
a) Begin by clicking the ‘Select Files to Upload’ button. 
b) The file selector is displayed. 
c) Select one or more document files for upload. Only files that are of an approved type are displayed, for example PDF. Multiple files from different folders can be chosen by selecting the first batch of files and then clicking ‘Select Files to Upload’ again to select more. 
d) After choosing the required files, the webpage will update to display the filename and upload status (including any errors). A remove button will also become available for each chosen file. 
 [image: Ready to upload document screen]

e) After reviewing the chosen files, click the ‘Upload’ button. 
f) Each chosen file is uploaded individually and if successful a ‘Success’ icon will be displayed. If a file fails to upload, an error message describing the reason will be displayed along with an ‘Error’ icon. 

[image: Document upload successful screen]

g) When all files have been successfully uploaded, a confirmation message is displayed next to the upload button, together with the case number that the documents have been associated with. 


A document file upload status will have one of the following statuses:
	Status
	Status icon

	Description

	Ready
	[image: Ready icon]
	Selected file is ready to be upload. The upload process will only upload files that are in the ready state. If no file is in the ready state, the upload button will be disabled.


	Error
	[image: error icon]
	Selected file failed to pass validation. Please see associated error message for information. These files will not be uploaded. If the error is unexpected, you should email MyPension@westnorthants.gov.uk .


	Working
	[image: working icon]
	Arrows should spin and indicate that the file is currently uploading to Altair. You shouldn’t leave the page until this status changes.



	Success
	[image: success icon]
	Selected file has successfully uploaded.







[bookmark: _Toc93393033]4.7 Contact Us 
If you’d like to contact us with Pension Account query, question or complaint, please select the ‘contact us’ option from your dashboard. 

[image: ]
We try to reply to all emails within 24 to 48 hours Monday to Friday (excluding bank holidays) but at busy times this may increase. If your email is about other pension matters, we’ll forward your email to the relevant pensions team who’ll reply to you directly. 


[bookmark: _Toc93393034]4.8 News
This is where you’ll find the latest news from us.

[image: ]

[bookmark: _Toc93393035]Section 5 - Settings & configurations - password maintenance and security options
[bookmark: _Toc93393036] 5.1 How do I change my password?  
You can change your own password by logging into your Pension Account and selecting the ‘Settings / Configuration’ option on your dashboard.
 
[image: ]
 
Select ‘Change Your Password’ and you’ll be asked to enter a new password. Please re-enter the new password.
 
New passwords should: 
· be at least 8 characters in length 
· must include at least one:
· numeric 
· lower case
· upper case 
· special character  

Passwords are case sensitive and must be different to your security/lifestyle question response. 

Providing a password hint is optional. Finally click on the ‘Submit’ button.  
[image: ]
Error messages are shown if any of the fields are not filled in or if the new password and the confirmation of the new password do not match.
 
Once you’ve successfully changed your password, you’ll receive a confirmation that ‘Your password has successfully been changed’.
 
[bookmark: _Toc93393037]5.2 How do I change my security/lifestyle responses?  
You can change your own security response by logging into your Pension Account and selecting ‘Settings/Configuration’ option on your dashboard and then select ‘Change Security Responses’. 
 
 
 

Enter your current password. If you enter an incorrect password, you’ll see error message. If you enter an incorrect password more than 3 times your Pension Account may become disabled, and you’ll need to contact the system administrator using e-mail address MyPension@westnorthants.gov.uk The system administrator will reset this for you and give you a password reset link.
 
Entries in the ‘New Response’ and ‘Confirm Response’ fields must match exactly. If they don’t, you’ll see an error message once you submit the changes. You must also make sure your security question responses aren’t the same as your password and both security question responses are different.
 [image: ]
Once you’ve successfully changed your security responses, you’ll see a message on the screen that ‘Your security questions and responses have been successfully changed’.
 
[bookmark: _Toc93393038]5.3 How do I update my email address?  
You can change your e-mail address by logging into your Pension Account and selecting ‘Your Details’ from the dashboard. 
[image: ]
You’ll see a screen showing your contact details including your email address.
[image: ]
 
Change your email address and then click the submit button.

[image: ]

You’ll then see a message that ‘Your E-Mail address has been updated successfully’.
 


[bookmark: _Toc93393039]5.4 What should I do if I forget my password? 
If you forget your password, you can use the ‘Forgotten your password?’ link. 
[image: ]
Clicking on this link shows the ‘Forgotten your Password?’ page. 
 
[image: ]
 
You’ll be prompted to enter your username, surname, NI number and date of birth.
 
If you gave us a password hint when you first registered, this screen prompts you to remember your password.
 
If the password hint doesn’t help, you can click the ‘Request Password Reset’ button, from the login page. You will get confirmation that your password reset has been successful. If your contact details include an e-mail address, the password reset link will be emailed to this address, otherwise you’ll need to contact the system administrator (MyPension@westnorthants.gov.uk) and give them your e-mail address.
 
A secure password reset hyperlink will be sent to the email address recorded on our database. This link is only valid for 24 hours and it is for a single use only. By clicking on the secure link you’ll be taken to a webpage where you can reset your password.
 
New passwords should: 
· be at least 8 characters in length 
· must include at least one:
· numeric 
· lower case
· upper case 
· special character  
Passwords are case sensitive and must be different to your security/lifestyle question response.
 
You’ll then be told that your password has been successfully updated. 

[bookmark: _Toc93393040]5.5 What should I do if I forget my username?  
If you forget your username you can use the ‘Forgotten your username?’ link. 

[image: ]
You’ll be asked to enter your surname, NI number and date of birth. If the information is correct, we’ll send you and an email with your username to the email address we have for you on our database. 

[bookmark: _Toc93393041]5.6 What should I do if I forget my security responses?  
If you forget the answer to one of your security questions, you can click on the ‘Forgotten your response?’ link.
 
You’ll see this after you’ve entered your username and password: 
[image: ]
 
This shows the ‘Forgotten your Security Response?’ page. If you’ve entered the information correctly, we’ll send you an email with a secure hyperlink where you can reset your security questions and answers.
 
[bookmark: _Toc93393042]5.7 What should I do if my login is disabled?  
If you enter a wrong password or security response three times after another, your account will be disabled, and you’ll see a message saying that ‘Access has been disabled’.
 
To get back in, you’ll need to enter your:
· Username 
· Surname 
· NI Reference 
· Date of Birth

We’ll then send you an email with a secure password reset link. 

If we don’t have an email address for you, please get in touch at MyPension@westnorthants.gov.uk

[bookmark: _Toc93393043]5.8 Delete Online Pension Account 
If you’d like to delete access to your online pension account, please select ‘Settings/Configurations’ from your dashboard.
 
 

 
By ticking the ‘Delete online account’ box, you’ll no longer be able to see your pension record, Annual Benefit Statements (ABS), and other pension communications online. You’ll also need to let us know at pensions@westnorthants.gov.uk that you no longer want to see your ABS online and that you’d like future communications to be posted to you. 
[image: ]
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Sign Up

You must il in al the boxes on this page. You'll get an error message ifthe data you enter doesn't match the data we have on our database. If

Your email address matches the one on our database
You'l get an email sraight away with a ink to complete your registration.

Your personal data matches what we have on our database, but:
« we don't have your email address; or
« your email address doesn't match the one on our database but i’s a recognised work email.

We'llupdate our database with the email address you gave us. In  few days, we'll send you an email with a ink to complete your registration.
Your email address doesn't match the one on our database and isn't a work email

We'll send you an email asking for some more securty information. Once your answers match our database, we'l send you an email with a link to complete your
registration

How long does the secure link last for?
You've 72 hours to use the link.

I need help registering or need a new activation key
Please email Mypension@uestnorthants gov uic

Sumname | Sumame

NINumber | NI NUMBER

Date of birth | ddimmlyyyy =

Email Address | Email Address

17 you have registered before, reset your account using the links below
Forgotten your usemame?
‘Forgotten your password?

Need help registering o logaing

“ o

We take data security seriously - In order to protect your personal and financial data, please ensure that you do ot disclose your log in details vith anyone and
memorise details in preference to writing them down. If you believe your personal pension data has been compromised, please contact us immediately.
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Success

You have successfully completed the first stage of the Member Self-Service
signup process. You should receive an email shortly to your email address
Jjan* P @wr e gov.uk, with instructions on how to complete the process.
If you cannot access this email address then please contact us.
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You have successfully been signed up to Member Self Service. Please use the following link to complete the registration process:
https://lgssmember.pensiondetails.co.uk/mss/service /register/ registration?guid=8h84537ch5614893a864835c940266¢6
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Activate your Account

If you have received your activation key, please enter the following details and click the Continue button to continue with your registration

Surname Surname

NI Number NI NUMBER

Date of birth dd/mm/yyyy

Activation Key Activation Key

Cancel
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Registration

Please provide the following details and click the Register bution to complete your registration.

Username (not your email
address)

Enter New Password

Confirm New Password

Password Hint
Security Question 1

New Response 1

Confirm New Response 1

Security Question 2

New Response 2

Confirm New Response 2

Usemame (not your email address)

Email Address

Confirm E-mail Address

Enter New Password

(]

Confim New Password

9

Password Hint

Mothers Maiden Name

New Response 1

Confirm New Response 1

Mothers Maiden Name

New Response 2

Confirm New Response 2
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Success

‘Your new Member Self-Service account has been created and you may now log in.
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Success

‘Your new Member Self-Service account has been created and you may now log in.
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You have successfully been signed up to Member Self Service. Please use the following link to complete the registration process: https://lgssmember.pensiondetails.co.uk/altairMSSWeb/registration?
guid=506bf989222643d995908b5ae 169175h
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You have successfully been signed up to Member Self Service. Please use the following link to complete the registration process: https://lgssmember.pensiondetails.co.uk/altairMSSWeb/registration?
guid=506bf989222643d995908b5ae 169175h
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Consent Statement

To administer your pension, we are required by law to collect and process certain information from you. To find out how we process and handle your
information please read the privacy statement for Cambridgeshire Pension Fund or Notthamptanshire Pension Fund in the Information Governance section

Yes -1 agree to the above statement
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Login

Please enter your usemame and password below.

I you have received an activation key, please complete your regisiration

Username (not your email | Username (not your email address)
address)
Password | Password

I you have registered before, reset your account using the links below.
Forgotten your password?
Forgotten your usermame?

Need help registering or logging in?

‘You'l need your National Insurance number
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Forgotten your Security Response?

Please enter the following details and click Submit o request a security question fesponse reset.

A security question response reset link will e e-mailed to you. If you do not recsive this email please contact your administering
‘authority. You must complete the reset process before you may log in again.

Username (not | Usemame (not your email address)
your email
address)
Surname | Sumame
NINumber | NI NUMBER

Date of birth | ddimmlyyyy
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Your Request

‘You can see the progress of requests made to your pension fund.
For example, if you asked your employer for your retirement quotation, you can see if your request s stil being processed.

‘The case number can help identify a specific request if you need to contact your pension fund.

In Progress

Request Case Number Date Updated

Completed

Request Case Number Date Completed
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ersonal Details

Title Ms Initials M
Forenames  Minnie Surname  Mouse
Date of Birth  20/01/1955 Gender  Female

NI Number  TN200155F Marital Status

Status  Active
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Contact Details

Address 1 Angel Square

Northampton

Postcode  NN11ED

Phone Number

Email Address  kescudier@northamptonshire.gov.uk
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ersonal Details

Title Ms Initials M
Forenames  Minnie Surname  Mouse
Date of Birth  20/01/1955 Gender  Female

NI Number  TN200155F Marital Status

Status  Active
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Contact Details

Address 1 Angel Square

Northampton

Postcode  NN11ED

Phone Number

Email Address  kescudier@northamptonshire.gov.uk
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Bank Details

Your banking arrangements are currently recorded on our records as:-

sortcode SR

Building Society Ref.

Name of Account Holder (SN

Ploaso follow the link to Chango Your Bank Details
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Benefit Projectors

Death on Pension

Calculate how much your pension would be
worth if you were to die whilst in receipt of

your pension.
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Dependant Pension Calculator

Death Grant  £76.253.91

Spouse's Short Term Pension  £0.00

Spouse's Long Term Pension  £9.816.00
Children's Pension  £5,048.52 per chid

Number of Children | 2 v

Leaving Date | P6/05/2030 B
CAREPay | 2541797
Annual Salary Increase Rate (%) | 000 B

The above figures are for ilstation purposes only. DO NOT make decisions in respect of your benefis vilhout requesiing a formal quotation rom your
‘employer o ifyou are a Deferred or Pensioner Member please contact the Pensions team directly on pensicns @estnorhants govuk

Calouate:

To process another benef caluiation, cick the Calcuiate butlon below.
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Annual Allowance

Tax Year Annual
Start Allowance

06/04/2016 £40,000.00
06/04/2015 £80,000.00
06/04/2014 £40,000.00

Opening
Pension

£44.30
£12.30
£0.00

Closing
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Opening
Lump
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Closing
Lump
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DC

Pension

Contributions  Input

£0.00
£0.00
£0.00

£570.56
£512.00
£192.00

Unused
Annual
Allowance

£39,429.44
£39,624.63
£39,808.00

Adjusted
Unused Annual
Allowance

£39,429.44
£39,624.63
£39,808.00

Taxable
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Input

£0.00
£0.00
£0.00
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Death Grant Nomination Details

Change your nomination details and click the Submit button. The new details will replace the current nomination.
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Upload Document

‘You can use this service o send documents o us
1fyou were given a case number, you can check  on Your Requests
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Select Files to Upload
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Buletin 197 for Tranche 3.docx
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Address
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Comments

joebloggs@emailaddress.co.uk
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Latest news

The Local Government Pension Scheme
(LGPS) and stock markets

There's has been a lot of disturbing news lately about the fall in stock markets and the potential
impact on defined contribution pensions.

LGPS defined benefit pensions are not linked fo stock market performance and are set out in statute.

Although short term investment values may vary, the LGPS as a long-term investor is securely
managed to address any longer term impacts.

You can be assured that both your contributions and pension, whether already being paid or what
you've built up to date, will be unaffected.

Please visit our COVID-19 - important information page for etails on how to contact the pension
scheme during this time
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Update your settings.

+ Change your Password
+ Change Security Responses
+ Delete online account
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Change your Password

To change your password complete the form below and click Submit

Note that passwords are case-sensiive: you can use upper, lower or mixed case passwords.

Enter Current Password

Enter New Password

Confirm New Password

Password Hint

Enter Current Password ()
Enter New Password ()
Confim New Password ()

Password Hint
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Change Security Responses

You can select new security questions and responses, or you can change the responses to your existing security questions. Click Submit to confirm your
changes

You are required to enter your password to confirm security q  Your current password is required to
change your security responses.

Enter Current Password | | [}
Security Question 1 Mother's Maiden Name v
New Response 1 New Response 1
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Login

Please enter your usemame and password below.

If you have received an activation key, please complete your registration

Username (not your Username (not your email address)

email address)

Password Password

Forgotten your password?
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Forgotten your Password?

Please enter the following details and click Submit to see your password hint.
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address)
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Date of birth
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Login

Please enter your usemame and password below.

If you have received an activation key, please complete your registration

Username (not your Username (not your email address)

email address)

Password Password

Forgotten your password?

Forgotten your username?
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Delete online account

1 would ke o delete online access to my pension account | accept that by deleing my account 1 wil be logged out immediately and wilno longer be abe fo
view my pension record online or use the seff-service tools on this website. Please note thatdeletng your oniine account does not opt you out of receiving
electronic communications. You il need to send us a separate nofficaion to ensure thatyou receive communications fom us, by post, including your
‘annual beneft statement Ifyou do not send us  separate communicatin fo opt o of electronic communications, you vl not be abe o view your annual
beneit statement Please send an email o pensions @wesinorhants gov.uk or e fo s using the address at the bottom of hs page.

Delete online account @

Suomit




image47.png
Cambridgeshire
Pension Fund




image48.png
Northamptonshire
Pension Fund




image49.jpg
Council

West i g
&) i | PRRIESS

Administered in partnership




