2%, A% Staffordshire
W 2Pen5|on Fund
\\\‘ Local Government Pension Scheme

My Pension Portal - Guide for LGPS Members

How do | 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 'l have
received an activation code'.

Instructions for new My Pension Portal users
If we hold an email address for you
. If we don’t hold an email for you
| have received an activation code
Logging in to an existing account (already registered)
Forgotten Password/Password reset

oo
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Instructions for new My Pension Portal users

Staffordshire
Pension Fund

Local Government Pension Scheme

Keyword Search °
About Us + AR Finance and fmveseents

Thinking of joining?

Step 1

Go to our website
www.staffspf.org.uk

Active members My Pension portal

Click on 'My
Pension Portal'.

—_—

Membership of the scheme provides more
than just a guaranteed pension payable for
life, it also provides valuable life cover,

This section is designed to provide you with
information about the scheme. It includes the
features, benefits and the different

our online portal enables you to view your
pension online, calculate your own pension
estimate to help you plan for retirement. You
financial security for your dependents and ill
health protection if you are unable to work.

circumstances you may come across during
your membership of the scheme.

can also view and change your contact details
and keep up to date with your pension.

Eind out more Eind out more Eind out more

Step 2

Click on ‘Access my
pension portal’.

Access my pension How do | use the my Forgotten your
* portal pension portal? . b 4 password

Log into the my pension Guides and information - Access your password

portal on how to use the hint

portal

Known issues Frequently asked

questions

Issues currently known
to us

®

Answers to our most
commonly asked
questions




Step 3

On the login page,
click on the ‘Create
an account’ button.

Login

If you have registered after the 3 November 2025 please
login using your email address and password. If you have
not used the new My Pension Portal service since 3

November 2025, you should click to "create an account”.

Email address

Password o

Submit

Forgotten your password?

Watch our registration tutaria

Step 4

Accept the privacy
notice (check box)
and select the ‘Let’s
begin’ button to
proceed.

(T

Create a new account

Welcome to your Staffordshire Pension Fund pension
portal.

In order to complete your set up, you will need to

- Confirm your details and National Insurance Number
- Verify your email address
- Create a new secure password

- Set up 2-step authentication
You will only need to do this once.

Use of personal data

This website uses personal data from your employer to

provide the services required to manage your pension. For

re information, view our privacy and personal

( | have an activation code )

Watch our registration tutoria




Step 5

‘Confirm your
details’ to finish
setting up your
account. You will
need to enter your
e Surname

e Date of Birth
¢ NI Number

Select the 'Submit’
button to proceed.

\

Confirm your details

First of all, we need you to confirm your details so we can

finish setting up your account.

Date of birth

Day Manth Yaor

01 01 1970

Hutional Insurence Mumbsr

AB123456C

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

e If we hold an email address for you

e If we don’t hold an email for you




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.

Confirm your email

Before we send you a secure registration link, please
confirm that this is the correct email address for your

account.

mar**t****t@g**t****t.com

If the email is incorrect or you no longer have access to it,
¥Oou can request an activation code to be sent to your

address, or contact us to update your email.

Send registration link

( Request an activation code )

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.

Check your email inbox

We've sent an email te the following email address:

ar g com
570
g

5

Click the link in the email to complete your registration.

Can't find the email we've sent?

The email may take a couple of minutes to arrive. Please

check the spam and junk folders in your inbox.

Didn't get the email? ( Re-send N

Step 8a

Click on the link in
the email you
receive to continue
with the
registration
process and set up
your new
password.

From: noreply@mypensiondetails.co.uk
To: tme.developers+testdemo
Subject: Please Verify Your Registration Request

This link is single use, once you have clicked it you will have to finish the sign-up
process.

Click Here to continue with your registration




Step 9a

Create your new
password. This
must be at least 8
characters an
include:

* 1 number

* T uppercase
letter

¢ 1 lowercase letter
* 1 special
character (e.g.
+=%%"N&!)

Select the ‘Submit’
button to continue.

Step3of3

Create new password

This must be at least 8 characters and include;

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.

Staffordshire
Pension Fund

Welcome, Sarah

() Home

= Menu [ Logout

Manage your pension

Documents and uploads

An archive for every document you have

uploaded or posted to your pension fund.

Annual Benefit Statements

Manage beneficiaries

View and compare all of your previous Manage who should receive your pension

Annual Benefit Statements in one location. benefits if you pass away.

Ga to my documents




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.

[0}

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.

i

1

Verification needed

We've found your account! However, we need to verify your

identity in order to complete registration.
We will send an activation code to your registered address.
EEE 2 2Lp

You will receive the code in the next 5-10 days.

Got a problem?

Call 01785 278222 and we'll be happy to help.

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.

The code is on its way!

You'll receive your activation code within 5-10 working days
in the post.

Once you receive the code, please come back to this portal

to complete your registration.

The code will expire in 30 days.

Back to homepage




| have received an activation code

Step 1

Go to our website
www.staffspf.org.uk

Click on 'My
Pension Portal'.

—_—

Staffordshire
Pension Fund

Lecal Government Pension Scheme

Membership of the scheme provides more
than just a guaranteed pension payable for
life, it also provides valuable life cover,
financial security for your dependents and ill
health protection if you are unable to work.

Find out more

Active membe

This section is designed to provide you with
information about the scheme. It includes the
features, benefits and the different
circumstances you may come across during
your membership of the scheme.

Find out more

Keyword Search [>)

My Pension portal

Our online portal enables you to view your
pension online, calculate your own pension
estimate to help you plan for retirement. You
«can also view and change your contact details
and keep up to date with your pension.

Find out more

Step 2

Click on ‘Access my
pension portal’. ~

My pension portal

Access my pension
portal

5

Log into the my pension
portal

Known issues

Issues currently known
to us

A

How do | use the my
pension portal?
Guides and information
on how to use the
portal

A

Frequently asked
questions
Answers to our most
commonly asked
questions

@

@
-

Forgotten your
password

Access your password
hint

Step 3

On the login page,
click on the ‘Create
an account’ button.

Login

If you have registered after the 3 November 2025 please

login using your email address and password. If you have

not used the new My Pension Portal service since 3

November 2025, you should click to "create an account”.

Email address

Password

&

Submit

Create an account

Forgotten your password?

Watch our registration tutorial




Step 4

Accept the privacy
notice (check box)
and select 'l have an
activation code’
button to proceed.

Create a new account

Welcome to your Staffordshire Pension Fund pension

portal.
| In order to complete your set up, you will need to
b,
- Confirm your details and MNational Insurance Number
- Verify your email address
- vy

- Create a new secure password

- Set up 2-step authentication

You will only need to do this once.

Use of personal data

This website uses personal data from your employer to
provide the services required to manage your pension. For

more infarmation, view our privacy and personal

Let's begin

Watch our registration tutoria

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.

Confirm your details

First of all, we need you to confirm your details so we can

finish setting up your account.

Surnoma

SMITH

Date of birth

Bay Month Yoor

01 01 1970

Matianal Insurencs Mumksr

AB123456C

Activation cods

ZviNwSss

~ D




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

Set up your email address

Thank you for verifying your identity.

To complete set up, we need you to confirm the email you

would like associated to your account.

This is the email we will use to contact you and to send
your annual statements to, so please use an email that you

won't lose access to should you change job.

Emsail cddvass

test.email@gmail.com

Confiem ansail sddrass

test.email@gmail.com

‘Confirm email’
button to continue.

Step 7

Create a new

password. This:

e Must be at least 8
characters

e Must include at
least one number,
one lower case,
one upper case
and one special
character

¢ |s case sensitive

e Mustn't have
spaces

Click on the
‘Submit’ button to
continue.

Create a new password

Your password must be at least 8 characters and include:

« lnumber Vv
* luppercase letter v
« 1lowercase letter v

« 1special character (e.g. +$ % &~ &) v

Maw possward

Canfiem new possward

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.

We've sent you an email

2-step authentication is an extra layer of protection used to
ensure the security of online accounts beyond just a

username and password.

A 6-digit code has been sent to your email address below:

test.email@gmail.com

Didn't get the email? / Re-send \

Enter the unique 6-digit code you received

Continue




Step 9

Check your
registered email
address for the

From: noreply@mypensiondetails.co.uk
To: tme.developers+testdemo
Subject: Your one-time passcode 24 hours only

Hi there,

Your one-time passcode is:

unique 6-digit
N 9 123456
code.
This code is valid for the next 24 hours.
If you didn't request this, please ignore this email.
We' il
Step 10 e ve sent you an emai

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

\

username and password.

test.email@gmail.com

Enter the unique 6-dligit code you received

123456

Didn't get the email? w Re-send |
N .

2-step authentication is an extra layer of protection used to

ensure the security of online accounts beyond just a

A 6-digit code has been sent to your email address below:

A

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.

Staffordshire
Fension Fund

= Menu

() Home

Welcome, CARL

Manage your pension

/ |

Documents and uploads Annual Benefit Statements

An archive for every document you have View and compare all of your previous

Annual Benefit Statements in one location

View my statements

uploaded or posted to your pension fund

B Logout

Manage beneficiaries

Manage who shou

eceive your pension

benefits if you pass away.

10




Logging in to an existing account (already registered)

Step 1

Go to our website
www.staffspf.org.uk

Click on 'My
Pension Portal’.

—_—

Staffordshire
Pension Fund

Local Government Pension Scheme

Employers Finance and Investments

Membership of the scheme provides more
than just a guaranteed pension payable for
life, it also provides valuable life cover,

financial security for your

health protection if you are unable to work.

FEind out more

This section is designed to provide you with
information about the scheme. It includes the
features, benefits and the different

and ill cr you may come across during
your membership of the scheme.

Find out more

Keyword Search

our online portal enables you to view your
pension online, calculate your own pension
estimate to help you plan for retirement. You
can also view and change your contact details
and keep up to date with your pension.

Find out more

Step 2

Click on 'Access my
pension portal’. ~

My pension portal

Access my pension

* portal

Log into the my pension
portal

Known issues
Issues currently known

A s

How do | use the my
pension portal?
Guides and information

on how to use the
portal

Frequently asked
questions

Answers to our most
commonly asked
questions

@

. Forgotten your
g

password

Access your password
hint

Step 3

On the login page,
enter your email
address you
registered with and
password.

Select the ‘Submit’
button to continue.

\

Login

If you have registered after the 3 November 2025 please

login using your email address and password. If you have

not used the new My Pension Portal service since 3

MNovember 2025, you should click to "create an account”.

Email s

test.email@gmail.com

( Create an account )

Forgotten your password?

Watch our registration tutorial

11




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.

-
o

W A

One Time Code

Please enter the One Time Code we've sent to your email

INDOX

Didn't get the email? | Re-send )

LS

O Tirsa Cad

Step 5

Check your
registered email
address for the

From: noreply@mypensiondetails.co.uk

To: tme.developers+testdemo
Subject: Your one-time passcode 24 hours only

unique 6-digit Hi there,
code.

Your one-time passcode is:

123456

This code is valid for the next 24 hours.

If you didn't request this, please ignore this email.
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.

[
0 **

One Time Code

Please enter the One Time Code we've sent to your email

inbox

. e T e N
Didn't get the email? | Re-send

One Time Code

123456

Don't ask again for 7 days

Submit

12




Step 7

You should now be
logged in to your
personal account.

Staffordshire

Pension Fund LT

Welcome, Sarah

= Menu

[ Logout

Manage your pension

Documents and uploads

An archive for every document you have

uploaded or posted to your pension fund.

Annual Benefit Statements

View and compare all of your previous

Annual Benefit Statements in one location.

Manage beneficiaries

Manage who should receive your pension

benefits if you pass away.

Go to my documents

13

View my statements

Manage my benefi




Forgotten Password/Password reset

Step 1

Go to our website
www.staffspf.org.uk

Click on 'My
Pension Portal'.

Staffordshire
Pension Fund

Local Government Pension Scheme

Keyword Search o

BEER Finance and [nvestments

Membership of the scheme provides more
than just a guaranteed pension payable for
life, it also provides valuable life caver,

Active members

This section is designed to provide you with
information about the scheme. It includes the
features, benefits and the different

financial security for your and ill
health protection if you are unable to work.

Eind out more

cir you may come across during

My Pension portal

Our online portal enables you to view your
pension online, calculate your own pension
estimate to help you plan for retirement. You
can also view and change your contact details

'your membership of the scheme. and keep up to date with your pension.

Eind out more Eind out more

Step 2

Click on "Access my
pension portal’. ~

My pension portal

Access my pension
portal

"

Log into the my pension
portal

Known issues

Issues currently known
to us

A

How do | use the my Forgotten your

pension portal? . ® password

Guides and information - Access your password
on how to use the hint

portal

Frequently asked

questions

®

Answers to our most
commonly asked
questions

Step 3

On the login page,
select the
‘Forgotten your
password?’ link at
bottom of screen.

a sesnsn

Login

If you have registered after the 3 November 2025 please
login using your email address and password. If you have
not used the new My Pension Portal service since 3

November 2025, you should click to "create an account".

Email address

Password o

Submit

Forgotten your password?

Watch our registration tutorial

Create an account )

14




Step 4

Enter the email
address which you
registered with and
click the 'Send’

Reset password

Enter the email associated with your account and we will

send an email with instructions to reset your password.

button. 7 o3 o
T~ test.email@gmail.com
Step 5 Check your email inbox

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

£y
®
\r\\

We've sent a password reset code to:
test.email@gmail.com

Can't find the email we've sent?

Please check the spam or junk folders in your inbox or

=

check you've entered the correct email address on the

previous screen.

Otherwise, please click the "Re-send email" button to try

again.

( Re-send email )
C Back )

Step 6

Check your
registered email
address for the 6-
digit reset code.

From: noreply@mypensiondetails.co.uk
To: tme.developers+testdemo
Subject: Your one-time passcode 24 hours only

Hi there,

Your one-time passcode is:

123456

This code is valid for the next 24 hours.

If you didn't request this, please ignore this email.

15




Step 8

Once you have
received the 6-digit
code click the
‘Continue’ button.

Check your email inbox

We've sent a password reset code to:
test.email@gmail.com

Can't find the email we've sent?

Please check the spam or junk folders in your inbox or
check you've entered the correct email address on the

previous screen.

Otherwise, please click the "Re-send email" button to try
again.

( Re-send email

M

( Back )

Step 9

Enter your new
password and the
reset code.

The password:

e Must be at least 8
characters

e Must include at
least one
number, one
lower case, one
upper case and
one special
character

e |s case sensitive

e Mustn't have
spaces

Click on the
‘Submit’ button to
continue.

Reset password

This must be at least 8 characters and include:

« Tnumber v
« 1 uppercase letter

« 1lowercase letter v

« 1special character (e.g.+ $% 2 &) v

Enter new passward

............ o
Canfirm rew passward

............ o
Enter reset code

123456

16




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.

Staffordshire
Pension Fund

Welcome, Sarah

(n) Home

= Menu

[ Logout

Manage your pension

Documents and uploads

An archive for every document you have

uploaded or posted to your pension fund.

Annual Benefit Statements

View and compare all of your previous

Annual Benefit Statements in one location.

Manage beneficiaries

Manage who should receive your pension

benefits if you pass away.

Go to my documents

View my statements

17
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