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How to register your account
1) Go to portal2.wmpfonline.com
2) Select the 'Click here to register' link.

3) You will be taken to the ‘Member Registration’ page.
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4) Select ‘Yes’ to accept the Terms and Conditions and ‘Yes’ to accept cookies, then
select ‘Submit’.

5) Complete the mandatory fields (indicated with an asterisk) and select ‘Submit’. You
will need a valid email address and your National Insurance number to register. Where
there is a ‘ ’ check the format of how the information should be entered.

6) Select a security question from the drop-down menu, enter your answer and create
a password. Your password must be between 9 and 20 characters and contain
1 number, upper and lower case letters but no special characters.

When you have created your password, select ‘Submit’.
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7) If registered successfully the following message will be displayed and an Activation
Code will be sent to the email address used to register. The email will also contain
your username. Please note: The Activation Code is only valid for 7 days so it is
important to activate your account before this time.
Select ‘Done’ on this screen.

How to activate your account
1) Once you have received your ‘Activation Code’ by email, log back into 'My Pensions
Portal' and enter your user name and password and answer your security question.
You will then be prompted to enter your ‘Activation Code’. Enter the code and select
'Submit'.

2) If entered correctly your registration will now be complete, select ‘Done’.
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3) You will then need to re-enter your username and password and answer your
security question. Remember, your username and password are case sensitive.

How to reset your security details
1) If you have forgotten your username, password or security answer select the
‘Forgotten your user details?’ option on the log in screen and select the option you
have forgotten. If you have forgotten both your username and password, you should
select the forgotten username option first and then go back and select the forgotten
password option as you will be asked for your username to reset your password.

2) When you have selected the required option, select ‘Submit’.
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3) Enter your details and select ‘Submit’.

4) If you have forgotten your username you will be asked for the answer to your
security question (remember this is case sensitive). If you have forgotten your
security answer you will be asked for your personal details. Once entered, select
‘Sign In’.

5) The following message will then be displayed. Select ‘Complete’.

6) If you have selected forgotten username you will receive an email containing your
username.
If you have selected forgotten password you will receive an email with a temporary
password which you will need to use on the log-in screen (it is recommended that
you cut and paste this password).
If you have selected forgotten security answer you will receive an email with a
temporary security answer which you will need to use on the log-in screen.
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How to view your pension details, payslips and P60s
1) Once you have logged in select 'Membership Details' at the top of the screen to view
details of your pension.

2) The ‘Membership Details’ screen will show the details of your pension accounts.
It also gives you a list of menu options on the right of the screen.

3) To view your payslips and P60s select ‘View My Payslips and P60s’ link shown
above.
4) Select the payslip or P60 you wish to view.
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5) The selected document will be displayed on-screen and you can also download a
PDF to print or save.
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How to update your personal details
1) From the home screen select ‘Personal Details’.

2) Select which section you wish to update and select ‘Update’. You can update your
personal details, address, phone number, email, password and security question
from this screen.

3) Once you have made the changes select ‘Submit’.
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How to update your nomination form
A lump sum death grant will be paid if, when you die, less than ten years pension has
been paid and you are under age 75 at your date of death. Generally speaking, the
death grant is equal to ten times (or five times if you left the LGPS before 1 April 2008)
the pension less the amount already paid.
You are able to update your nomination form online.
1) From the home screen select ‘Membership Details’.

2) You will then be taken to the screen shown below. Select ‘Update My Nomination’.
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3) Enter the details of your nominated beneficiary. If you want to add more than one
nominee, select ‘Yes’ from the drop-down menu. You can nominate multiple people,
but you must ensure that the percentages of benefits total 100% across all nominees.

2) Once submitted, you will be directed to the following screen. Select ‘Complete’ to
finish the process.
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How to view and update your banking details
1) From the ‘My Membership Details’ screen select ‘Update My Bank Details’ option.

2) Answer Yes/No to the first question, enter the ‘Effective Date for Change’ and select
‘Submit’.
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3) Enter your sort code and select ‘Search’ to search for your bank/building society.

4) Select the relevant bank/building society displayed on-screen and select ‘Next’.

5) Enter your details and select ‘Next’.

6) If your details are correct select ‘Confirm’.

12

Further guidance
For help and assistance to register for a pensions
portal account, please visit
http://www.wmpfonline.com/guidancenotes

Use this section to record your username once registered:

My username

Contact details
West Midlands Pension Fund
PO Box 3948
Wolverhampton
WV1 1XP
Customer Services: 0300 1111665
Email: www.wmpfonline.com/emailus
Web: www.wmpfonline.com
Pensions Portal: www.wmpfonline.com/pensionsportal
Lines open during the following times:
8:30am to 5.00pm Monday - Thursday
8:30am to 4.30pm Friday.
Calls may be monitored for training purposes.
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