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1) How to register your account

Go to portalz.wmpfonline.com and select Log in/Register and click
‘New User Registration’. The page will appear as below with confirmation
of what you will need.

Things you will need

]ﬂng; you will Bafore you Ion Creaing your DoCouns it's smperion
§ o moie sune you hove everything you need, this
neludes your
Verify it's You * Pervonal Identification Code (PIC) Provided on your
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You will need to input your personal identification code which is in the letter
we posted to you. Then select ‘Next’

Verify it's You
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° Things you will
nead
Veerity it's You
Create your
account
Vrity your
il

Verify it's You

Please provice the lollowing persondal detols

Hational Insurance Rum bor

Date of Birth

You will then need to enter your National Insurance Number and then your
Date of Birth. Once the fields have been entered, please select ‘Next’.

P

Create your account

FOBLE B USETRAPME

Croate a passwond

SN DOSPROrd MQUIreMmIents

A1 oot B Croroctens
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| sragenji))

Create a memorable username and password that fits the minimum
password requirements as stated above and click ‘Next’.



Verify your email

Enter your email address

Send emasd agasn

Enter the code from your email

Enter your email address, select ‘Send email’ and keep the page open. Once
you have the email enter the code on the registration page and select ‘Next.

Securing your account

Fund
° Things vou w You Now Need 10 SECURE YOUr OoCOUNE by selting up o second
need level of security which will be used soch time you login o the

porol

Please choose the method thot works best lor you
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For security purposes you will now need to set up a second level of security.
Select the method which is best for you above. If you are using your mobile
device, you may prefer to select ‘SMS Message’ then each time you log onto
the portal a text message containing a time sensitive access code will be sent
to you to enter. If you are using the SMS Message option and you have entered
the code, you will now be able to login to the portal. If you are using a tablet,
laptop or PC you may want to choose the ‘Authenticator App’. If so, please
follow the instructions below.



Authenticator App

Use your authenticator opp to scon the OR code Dolow

Verification Code

Open the camera on your phone and aim it at the QR code on the screen.
It will then produce a verification code for you to enter onto the screen.
Enter the Verification Code and select ‘Next.

Securing your account

Authenticator App

The screen will change to show the QR code has been authenticated and
then select ‘Next’



Securing your account

° Things you wi if you lose 0ccess 1o your outhentication device, you wil
2 noed to use one of these codes Lo sign in 1o your occount
You con only use 0och bockup code once.
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These codes are single use.
You will only be able to use each one once.

Securing your
account

Before your account registration is completed, you will be given a series of
one-time use codes that you will need if you lose access to your
authentication device. Store these somewhere safe as you may need them
in the future.

You will now be able to sign in with your username, password and each
time you will be sent a new authentication code to enter.




If you have forgotten your username or password, you will need to select
either ‘Forgotten username or password’. If you have forgotten both, you will
need to reset your username first and then the password second.

To reset your username, select ‘Forgotten username’. The screen will change
so you can then enter your registered email address.

Forgotten username

i
:5553& Whest Midlands Pension fund

o

Enter your email address and select ‘Send email” your email will provide you
with your username. Once you have this click ‘Take me to sign in” and enter
your login details.

If you have forgotten your password, click ‘Forgotten Password” and the
screen will then change to start the reset password process.

Reset your password

Username

password

Enter the Username and select ‘Next’.



Reset your password

Croate your new pasiword

Mysccount2 @ =
WML POSEWOrd requUineTTeniE

+ At loast 8 Characters
At l00st | Upparcose Choracti

-
(a-1)
At le0st | Lowercose Charoctor
(o-2)

+ At least | Numbaer (0-8) ,_'
At loast | Spacial Charactes (.
l@wsnrge=](])

Create a new password which meets the minimum password requirements
and select ‘Next.

Reset your password

You've successfully updated your password,
you're good to go

password

Once the password is reset you can now select “Take me to sign in” and log
into the portal.
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Dashboard  Your Detais  Yous Cases  Mere *

.
3 West Midlands Pension Fund
H

2 Benefits Dashboard

If you have multiple memberships with the Fund, please click ‘Select
Member Record’. This will provide a list of your reference numbers where
you will need to click to view each account separately.

Select “Your Details’. This will then provide you with a breakdown of your
personal details, contact details, communication preferences and bank details.

B8 Your Details

Your parsonal detalis

Nembar Mumbar Staf? Numbas

Current Status Dulerred U pa ey
Swmamae: WMPFAnon Drate Persionabie Service 87172001
Forename Commanced

First Midsie Mane ] Sthabirod Rt gimant Date 6/ 3/ 2049
Sacond Migdls Nams Completed Nomination Form?.  Na

Natienal Insurance Number Masktal Status Masried

Date of Birth: Dt Masriea: 192, 2010
Dats Joined Company. 9/1/ 2001

Your contact details

Your communication preferences




After selecting “Your Details’ select the sub category of “Your contact details’.
This will then allow you to update your address, email, contact number and
your email address by selecting ‘Edit’.

Toul contaet details >

A rodess @  Persenal Email
Address Line 1 No intormation available
Address Line 2
Addvess Lins 3
Address Line 4
Address Line &
AAL 144
UNITED KINGDOM

of  Mobile Phome Number
No infesmation availabie

Cthes Telephane Number 1
Ko bnfed mation available

Cther Telephone Nember 2
No infesmation availabie

To change your address, after selecting ‘Edit” where your previous address is,
it will then change the screen and allow you to enter your address manually
or enter your postcode and click ‘Find my address” where the system will
provide a drop-down box of your street automatically and you will select the
correct name or number. When the correct address has been auto populated
select ‘Save’.

Cpr—

Na infermation available
Acdress Line 1|

MAddress Line 2
Address Line 3
Address Line 4

Address Line 5

Poit Coda

AAL 148

Cauntry

UNITED KINGDOM W
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To update your marital status, on the home page select “Your Cases” and
then ‘Create New Cases’ the page will change to ‘Change
Marital Status” 4

==z Benefits Dashboard

Your Information

Penslon at Date Of Leaving

Date of Birth L5.524.93 pa

Date of Leaving

Mormal Retirement Date

You will then be able to complete the online form to change your marital
status, please ensure the boxes with asterisk (*) are completed as they are
mandatory fields.

ONLINEMARITALSTATUS

Cases
_ £ o

‘fuidance Notes
Online Marital Status Change

- "
Captuse inpurs you it 1 you have not
" ehanged your 3 biank. it you
E— of the change or relevant decument, as

applicable.

Select New Marital Status *

Date Marital Status Changed *

Select New Titie (if applicable)

Enter New Surname (if applicable)

Additional Comments
Enter your comments beiow:

n



After the sections have been completed you will then need to supply a
picture of the relevant certificate as supporting evidence to the change of
marital status and select ‘Next.

Supporting Documentation

Upload Document: Marriage or civil partmership contificate. decres absolute
or othar relovant document, as applicable.

Drag and drop your file here

ot click hare to upload

Your change of marital status will then be automatically updated.

Cases

ONLINEMARITALSTATUS

UPDATES

b4

Thank yeu Tour regmest has been tsbmitted
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On the homepage of your account select ‘More” and then ‘Expression of

Wish/Nomination’. |

A\

Bashisbasd Vo Dolalls  Tow Cabes ‘rl'

Penslon at Date Of Leaving

Your Information

Date of Birth £5526 93 pa

Date of Leaving

Mormal Retiremant Oate

B Your porsonal dutails

Please read the Declaration and if you are satisfied, please click ‘Accept’.

Declaration X

Expression of Wish/Nomination

On the event of your death a death grant may be payable to the
person,/'s or company which you have detailed in your expression
of wish nomination.

Please click “Accept” to view or update your expression of wish.
For more information on death benefits and what may be payable,

please visit www.wmpfonline.com/bereavement
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Once the screen has changed you will then be able to either nominate a
person, people or an organisation.

T
i
[aeiammnane =
+ e Dmbessrt | Tew Getssn | Pew Coven | Expresims of Wi, Nemestien | s *

i&: Expression of Wish/Nomination

If you wish to nominate a person or people, please click ‘Express a wish to
nominate a person’.

Please complete the following fields
Full name
Choose their relationship to you on the drop-down box

The percentage of how much you would like the nominee to be awarded.
A comment is optional. However, you do not need to state anything in this
section

Nominated persons address alternatively you can list the address as your
own by selecting the ‘Use my address; toggle or click ‘enter manually” and
then select save.

i2% Expression of Wish/Nomination i

O

Express a wish to nominate a person
feaku i il hae e

mandstery.
Mamines Rame [mazinurs 78 characbers]

Memings Nama (masimam I8 charscien

Ralatienanip *
Eiatiomtip
L
Wi (et
N sdiiesy
2 emter mmausity

Une = sddiens e s

o =
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If you have not awarded 100% of the benefits, the remaining allocation at
the top will show that there is still a proportion to allocate. A disclaimer
message will pop up to advise that the benefits need to be allocated in full
before you can leave the screen — you can then select ‘Save changes’. You
can also express a wish to nominate an organisation following the same

guidance.

N
West MidLandy Pension Furd B2 Susitch el
+ . Daanboars | Tew Detssy | Tew Coown | Expessams of Wik, Nemmation | Mars ~

ia+ Expression of Wish/Nomination
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On the home page click on 'More' and then "Your Documents' section.

== Benefits Dashboard

Your Information Pension at Date 01 Leaving

Date of Birth L5.534.93 pa

Mormal Aetirement Date

The screen will change and you will be able to view all documents in date
order. Alternatively, you can select a specific timeframe to filter documents.

2
J T [
o st | oo o v e [

& Your Documents

Select Timeframe Select Date Range
S ANime A2 menihe From: DD MM YV =
3 moathe 2 years
& mosths 5 years L] L =
[ e e

Underneath ‘Browse Documents’ you can select the relevant folder which will
say ‘Benefit Statement’. Once you click on the relevant statement you wish to
view, the declaration will appear for you to accept.
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Keep your personal information safe X

You're about to download a document onto the device that you are
using.

Please bear in mind that the document you are downloading may
contain personal information which you will need to keep safe
once it has been downloaded.

< e

At the top of your screen a pop-up box will give you the option to open the
document or save. If you open the document, it will appear in a separate tab to
the portal website, and you will be able to browse through the Deferred Benefit
Statement.

Alternatively, you can select to save the file in your own documents on your
laptop, tablet, PC or phone for you to view at any time without having to log
into the portal.
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Notes
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Notes
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To find out more information about
your pension benefits and the Local
Government Pension Scheme, please
view our short video at
http://www.wmpfonline.com/members

@ West Midlands Pension Fund
PO Box 3948
Wolverhampton
WV 1XP

Customer Services: 03001111665
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.

Use this section to record your username once registered:

My username
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