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My Pension Portal – Guide for LGPS Members 
 
 
How do I sign up to My Pension Portal? 
 
If you’ve not used My Pension portal before and want to do so, you will first need to apply 
for an Activation Code. 
 
The instructions below show you how to navigate through the screens in the Staffordshire 
Pension Fund website that take you to the My Pension Portal ‘Sign-up’ screen, where you 
can request your Activation Code. If you have already received an Activation Code in a 
letter from the Staffordshire Pension Fund, please go directly to the section ‘I have 
received an activation code’.  
 

1. Instructions for new My Pension Portal users 
2a. If we hold an email address for you 
2b. If we don’t hold an email for you  
3. I have received an activation code 
4. Logging in to an existing account (already registered) 
5. Forgotten Password/Password reset 

 
Instructions for new My Pension Portal users 
 

 
Step 1 
 
Go to our website 
www.staffspf.org.uk  
 
Click on ‘My 
Pension Portal’. 

 
 
Step 2 
 
Click on ‘Access my 
pension portal’. 
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Step 3 
 
On the login page, 
click on the ‘Create 
an account’ button.  
 
 

  
 
Step 4 
 
Accept the privacy 
notice (check box) 
and select the ‘Let’s 
begin’ button to 
proceed. 
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Step 5 
 
‘Confirm your 
details’ to finish 
setting up your 
account. You will 
need to enter your 
• Surname 
• Date of Birth 
• NI Number 

 
Select the ‘Submit’ 
button to proceed. 

 
 
 

How you activate your account will depend on whether or not we already hold an 
email address for you. 

• If we hold an email address for you 
 

• If we don’t hold an email for you 
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If we hold an email address for you 
 

 
Step 6a 
 
Before we send the 
registration link, 
please confirm that 
the email address 
we hold for you on 
our records is 
correct. If so, click 
‘Send registration 
link’ button. 
 
If the email is 
incorrect, or you no 
longer have access 
to it, you can 
request activation 
code be sent to 
your home 
address. 
 

 

 

Step 7a 
 
A link to set up 
your new password 
and complete your 
registration will be 
sent to the email 
address we hold. 
 
If you don’t receive 
email, you can 
request code to be 
re-sent. 

 
 
Step 8a 
 
Click on the link in 
the email you 
receive to continue 
with the 
registration 
process and set up 
your new 
password. 
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Step 9a 
 
Create your new 
password. This 
must be at least 8 
characters an 
include: 
• 1 number 
• 1 uppercase 
letter 
• 1 lowercase letter 
• 1 special 
character (e.g.  
+ = $ % ^ & !) 
 
Select the ‘Submit’ 
button to continue. 

 

 
Step 10a 
 
When you have 
completed the 
registration 
process, you will be 
logged in to your 
account 
automatically. 
 
Note: when 
accessing the My 
Pension Portal 
going forward, you 
will need to login 
with your 
registered email 
address and the 
password created.   
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If we don’t hold an email for you 
 

 
Step 6b 
 
If we don’t hold an 
email address for 
you, you will 
receive your 
activation code in 
the post within 5-
10 working days.  
 
Please check the 
last 3 digits of the 
postcode we hold 
for you are correct 
and then click 
‘Send Code’ button 
to request 
activation key. 
 
 

 

 
Step 7b 
 
The activation code 
will be sent to the 
postal address we 
hold on our 
records. 
 
Please note that 
the code will expire 
in 30 days. 
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I have received an activation code 
 

 
Step 1 
 
Go to our website 
www.staffspf.org.uk  
 
Click on ‘My 
Pension Portal’. 

 
 
Step 2 
 
Click on ‘Access my 
pension portal’. 

 
 
Step 3 
 
On the login page, 
click on the ‘Create 
an account’ button.  
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Step 4 
 
Accept the privacy 
notice (check box) 
and select ‘I have an 
activation code’ 
button to proceed. 

 
 
Step 5 
 
Complete form with 
your details to finish 
setting up your 
account. 
 
The Activation 
Code is case 
sensitive, so please 
enter it as shown in 
the notification 
letter. 
 
When all 
information has 
been filled in, click 
on the ‘Submit’ 
button to continue. 
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Step 6 
 
To complete the 
setup, please enter 
a contact email 
address. 
 
We recommend 
using a personal 
email so that you 
won’t lose access to 
your account 
should you change 
job/leave 
employment. 
 
Click on the 
‘Confirm email’ 
button to continue.  

 
Step 7 
 
Create a new 
password. This: 
• Must be at least 8 

characters 
• Must include at 

least one number, 
one lower case, 
one upper case 
and one special 
character 

• Is case sensitive 
• Mustn’t have 

spaces 
 
Click on the 
‘Submit’ button to 
continue. 

 

 

 
Step 8 
 
2-step 
authentication is 
used to ensure the 
security of your 
account. 
 
A ‘One Time Code’ 
will be sent to your 
email address. 
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Step 9 
 
Check your 
registered email 
address for the 
unique 6-digit 
code. 

 
 
Step 10 
 
Enter the 6-digit 
code and click the 
‘Continue’ button to 
proceed. 
 

 
 
Step 11 
 
When you have 
completed the 
registration 
process, you will be 
logged in to your 
account 
automatically. 
 
Note: when 
accessing the My 
Pension Portal 
going forward, you 
will need to login 
with your registered 
email address and 
the password 
created. 
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Logging in to an existing account (already registered) 
 

 
Step 1 
 
Go to our website 
www.staffspf.org.uk  
 
Click on ‘My 
Pension Portal’. 

 
 
Step 2 
 
Click on ‘Access my 
pension portal’. 

 
 
Step 3 
 
On the login page, 
enter your email 
address you 
registered with and 
password. 
 
Select the ‘Submit’ 
button to continue.  
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Step 4 
 
2-step 
authentication is 
used to ensure the 
security of your 
account. 
 
A ‘One Time Code’ 
will be sent to your 
email address. 

 
 
Step 5 
 
Check your 
registered email 
address for the 
unique 6-digit 
code. 

 
 

 
Step 6 
 
Enter the 6-digit 
code and click the 
‘Submit’ button to 
continue. 
 
Note: Going 
forward, you will be 
required to enter a 
verification code 
each time you 
access your 
account. However, 
you can tick the 
check box not to 
be asked for a 
code when logging 
in during the next 7 
days. 
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Step 7 
 
You should now be 
logged in to your 
personal account. 
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Forgotten Password/Password reset 
 

 
Step 1 
 
Go to our website 
www.staffspf.org.uk  
 
Click on ‘My 
Pension Portal’. 

 
 
Step 2 
 
Click on ‘Access my 
pension portal’. 

 
 
Step 3 
 
On the login page, 
select the 
‘Forgotten your 
password?’ link at 
bottom of screen.  
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Step 4 
 
Enter the email 
address which you 
registered with and 
click the ‘Send’ 
button.  
 
 

 
 
Step 5 
 
Instructions on how 
to reset your 
password will be 
sent to your email 
address. 

 
 
Step 6 
 
Check your 
registered email 
address for the 6-
digit reset code. 
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Step 8 
 
Once you have 
received the 6-digit 
code click the 
‘Continue’ button. 
 

 
Step 9 
 
Enter your new 
password and the 
reset code. 
 
The password: 
• Must be at least 8 

characters 
• Must include at 

least one 
number, one 
lower case, one 
upper case and 
one special 
character 

• Is case sensitive 
• Mustn’t have 

spaces 
 
Click on the 
‘Submit’ button to 
continue. 
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Step 10 
 
You should now be 
logged into your 
personal account. 
 
Note: when 
accessing the My 
Pension Portal 
going forward, you 
will need to login 
with your 
registered email 
address and the 
new password 
created.  
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