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NEW Employer Portal introduction

The Employer Portal is for you as data holders 

(such as employers and payroll/software

providers) to securely send data about Scheme 

members to us.

It’s also the place to complete your part of 

member online application forms, such 

as Retirement applications.

Each user is given a unique account with access to 

the Employer Portal and won’t be able to access 

any other user’s account. Because of this, login 

credentials must not be shared with colleagues.

When a user no longer requires access to the 

Employer Portal, it's the Primary Contacts 

responsibility to remove the user immediately via 

the Employer Portal in 'Manage Contacts'.

As part of the transition of the Teachers' Pension 

Scheme from Capita to TCS, Primary Contacts 

must register for the new Employer Portal. This 

ensures your contact details are up to date and 

enhances security for both you and Scheme 

members.

• We require all Employer Portal users to have a 

unique login and password

• Only the Employer Portal ‘Primary Contacts’ 

can delegate access and manage users

• Registered emails must not be a shared/group 

email or generic/personal email such as 

hotmail or gmail. You must use your individual 

work email.



Contact definitions

For us to send communications you need to make sure 

your mandatory contacts are up to date. There are 

five mandatory contacts. These can be the same 

person if you do not have separate contacts within 

your organisation.

If you look after more than one establishment, you 

can view the contact details for each establishment 

you look after by selecting the relevant establishment 

from the drop-down box on your dashboard. 

Mandatory contacts include:

• Primary Contact – The person(s) who will be the 

nominated contact, responsible for interacting with 

Teachers’ Pensions via the Employer Portal and 

managing portal users

• Service and Salary Contact – the 

person(s) responsible for the handling of service 

and salary enquiries

• Monthly Contributions Contact – the person(s) in charge 

of the submission of contribution payments and who are 

expected to correct any errors that arise from 

submissions

• End of Year Certificate Contact – the person(s) who will 

submit the annual End of Year Certificate each year

• Head of Finance Contact – the person(s) who will have 

overall financial responsibilities for the establishment

• Payroll Contact – visible if you delegate payroll 

responsibility to a payroll provider.

There are also optional contacts including; Governor 

Contact, Premature Retirement Contact, Headteacher 

Contact and Portal Contact (to use if you would like to add 

more general portal users that do not have a specific 

role).

To find out how to manage contacts go to page 15 of this guide.



How to register on the new portal (Primary Contacts only)

You can access the NEW Employer Portal using the 

link you have received from 

info@teacherscorp.co.uk.

1. Please follow the onscreen registration 

instructions. You will need your Local Authority 

(LA) and establishment number

2. You'll also need to enter your first name, last 

name and email. This will be matched with the 

Primary Contact details we hold for the 

establishment

3. We'll send a one-time verification code to your 

registered email address which you'll need to 

enter, then you'll be asked to confirm your 

details are correct

4. Congratulations! You're registered and will 

receive a temporary password and PIN to log in 

to the portal from noreply@teacherscorp.co.uk

Please do not share the registration link. This 

is for the Primary Contact only. Establishments 

only need to register once. Primary contacts will 

be able to add additional users, who'll receive 

individual login instructions. 

If you're the Primary Contact for more than one 

establishment you only need to register once.

When you log in all the establishments you're 

linked to will be visible in the ‘Establishment 
Name’ drop down menu on your dashboard.

This process is visualised on the next few pages of the guide.



Registration instructions for Primary Contacts 

Click on the link provided in the registration email from 

info@teacherscorp.co.uk to reach the 'Welcome' screen 

on the new Employer Portal. Please view and agree to the 

terms and conditions. To view them please click on the 

link.

After agreeing to the terms and conditions and clicking 

‘Get started’ you'll see the 'Registration' screen. Please 

select ‘Proceed’.

mailto:info@teacherscorp.co.uk


Registration instructions for Primary Contacts 

Select the type of establishment you're representing 

and add details. Complete the Captcha, click ‘Verify’ 

and check the establishments details before selecting 

‘Continue’.

If you represent more than one establishment, choose 

just one to add details for.



Registration instructions for Primary Contacts 

Add your details (fields with the red asterix are mandatory). 

The first and last name, and registered email must match the 

Primary Contact details we hold for the establishment. Please 

read and agree to the Privacy Policy and click ‘Continue’ to 

receive the verification code via your registered email. Enter 

the code and click ‘Verify’.



Registration instructions for Primary Contacts 

1. Your email address will 

be verified once the correct 

verification code is 

entered. Click ‘Continue’ 

and you’ll see a Summary 

screen of the establishment 

you have used for 

registration. 

2. Click ‘Submit’ if your 

details are correct or use 

the edit function. 

You'll receive a login link 

via email with temporary 

credentials.



How to log in and manage contacts

All users (including payroll providers):

• You'll receive a temporary password and PIN 

valid for 14 days to log in

• Log in to set up a new password and Multi 

Factor Authentication (MFA) method

• You’ll be asked to reset your temporary 

password

• No further action is required until service 

transition (unless you are a payroll provider 

Primary Contact, then go to page 21).

If you're the Primary Contact:

• After you have logged in, set up Multi Factor 

Authentication (MFA) and reset your password, please 

log in again using your new password to ‘Review your 

contacts’

• Tick the Portal access box and submit to trigger their 

temporary password and PIN. Your contacts (users) 

will not receive log in instructions unless you do this

• Please ask your contacts to log in, set up MFA and 

reset their password

• No further action is required until the service 

transitions, unless you need to add remove any 

contacts, or advise us of a change in payroll provider 

via employerquery@teacherscorp.com

This process is visualised on the next few pages of the guide.



Log in and change your password

Your login details will be sent to you from 

noreply@teacherscorp.co.uk with your temporary 

password and PIN (these come in two separate emails 

for added security). Simply click on the log in link 

and arrive at the Employer Login page above.

Enter your registered email address, we'll match this 

to our records,  complete the Captcha and click ‘Log 

in’. Then you’ll be prompted to enter the temporary 

password and PIN.



Log in and change your password

Once you have verified your temporary credentials 

you’ll be asked to change your temporary password. 

You'll need this to log in when the service 

transitions so please remember this.

Your password will need to include:

• At least one number (0-9)

• At least one uppercase letter (A-Z)

• At least one lowercase letter (a-z)

• At least one special character (£, %, @, #, $)

• Have at least eight characters (more is 

recommended for better security).



Set up Multi Factor Authentication (MFA)

We require a mobile number for MFA (this will 

be used for MFA purposes only) to strengthen 

Employer Portal security. Enter your mobile 

phone number, omitting the ‘0’, and you’ll 

receive a one-time verification code via SMS.

Enter the one-time verification code and click on 

‘Verify’. If the code expires or doesn’t appear you 

can ask to ‘Resend a verification code’.



Set up alternative MFA

Now you have set up MFA using your mobile phone, you'll have the 

option to add a second MFA method. We strongly advise that you 

take a few minutes to do this so you have a back up should SMS not 

work (or you don’t have your device to hand). If you set up 

authenticator app this will become your default method. 

Follow the instructions on screen; scan the QR code or key in the 

code provided to set up. Click ‘Continue’ to move to the ‘Verify’ 

screen below and enter the Authentication Code from your chosen 

Authenticator app.



Review contacts – Primary Contacts only  

As the Primary Contact 

you're required 

to review the contact 

details for each 

establishment you're 

responsible for. 

Log in again and select 

‘Continue’  under ‘Review 

your contacts’.

This will be visible on your 

first log in only. If you log 

in later to edit/add any 

contacts you can locate 

‘Manage Contacts’ via the 

‘View Establishment 

Profile’ link, which will 

appear on the right of the 

'Establishment Name' drop 

down.

'Establishment 

Name' drop down 

will include any 

establishments 

you're linked to.

Most Employer 

Portal functions are 

switched off during 

registration, so only 

the Dashboard tab 

is visible.



On selecting ‘Continue’ under ‘Review your 

contacts’ on the previous page you'll arrive at 
the screen opposite.

The establishment details will be visible but we 

want you to scroll down the page to the 

‘Manage Contacts’ tab.

Review contacts – Primary Contacts only  



Please check all your 

mandatory contacts are 

correct. We recommend only 

one contact/email per 

‘Mandatory contact’. The 

contacts can be the same if 

you do not have separate 

contacts within 

your organisation.

To add an additional user with 

full access (except for the 

ability to edit/add contacts) 

select ‘Portal contact’ from 

'Add optional contacts'.

Review contacts – Primary Contacts only  

For your contacts to have 

Employer Portal access the 

'Portal Access' must be ‘Yes’ 

for each contact.

To update this, select the 

contact by selecting  the 

circle beside their name, 

and click edit.



The 'Contact details' form will appear and 

you'll be able to update 'Portal Access' to 

‘Yes’.

Click on ‘Confirm’, the 'Contact details' form 

will close and the 'Manage Contacts' list will 

show as updated.

Review contacts – Primary Contacts only  



When you're content that 

all the contact details are 

correct, you can check the 

‘I have reviewed and 

updated my contacts’ tick 

box and click ‘Submit’. 

Your contact/s will 

automatically receive their 

own temporary log in 

credentials. 

If the system is not 

allowing you to add a 

contact, please note that 

the user name is case 

sensitive. Also check the 

email is unique and doesn’t 

belong to an existing 

contact with a different 

name, before contacting 

us.

Review contacts – Primary Contacts only  

To remove any contacts 

please use the ‘Remove’ 

option below.

You're unable to remove 

yourself as the Primary 

Contact. You'll need to add a 

new Primary Contact and they 

can remove you from the 

system.



What if I delegate to a Payroll Provider?

If you have a relationship 

with a payroll provider you'll 

have an additional ‘Payroll 

contact’ in your mandatory 

contacts. This 'Payroll 

contact box' is visible but 

greyed out, and is not 

clickable.

You'll need to contact TCS during 

migration if the Payroll contact is 
missing or incorrect, at

employerquery@teacherscorp.com

Please ensure that the 

Payroll contact is the 
correct organisation



As the Primary Contact of 

your payroll provider you 

must review the contact 

details for your organisation.

Select ‘Continue’  under 
‘Review your contacts’.

Please note this will be visible 

on your first log in only. If you 

log in later to edit/add any 

contacts you can locate 

‘Manage Contacts’ via the 

‘View Establishment Profile’ 

link, which will appear on the 

right of the 'Establishment 

Name' drop down.

The 'Establishment 

Name' drop down 

will include your 

own organisation 

and any 

establishments 

you're linked to.

What if I am a payroll provider?

Most functions are 

switched off during 

registration, so only 

the Dashboard tab 

is visible.



What if I am a payroll provider?

As a payroll provider you may have 

delegated payroll responsibility for 

many establishments. So that you don’t 

have to update user details for each 

one, we have included functionality to 

‘Add multiple delegates’.

Click on this option to perform a bulk 

upload.

If you do want to add a single user you 

can select an establishment from the 

‘Establishment Name’ drop down on the 

previous screen. Go to ‘Review your 

contacts’ at an establishment level, and 

select ‘Add  delegate’ in 'Add optional 

contacts'.



What if I am a payroll provider?

You'll be able to download and complete the 'Multiple Delegates form', adding user credentials for each establishment. To 

do this you'll need the LA and Establishments numbers, the first and last name of the user and a unique email address for 

each user. Registered emails must not be a shared/group email or personal/generic email such as hotmail or gmail. 

Upload the file, wait for 30 minutes for us to process your request, log in and select ‘View submission history’.



What if I am a payroll provider?

Go to Submission history to check the 

multiple delegate request has uploaded 

successfully. If the file has an error, click 

the ‘eye’ icon to see the issue/s.

You can view the error file to make 

corrections. Please correct the failed records 

ONLY and resubmit. Once successfully submitted 

your contact/s will automatically receive their 

own temporary log in credentials. 



Need help?

Please contact employerquery@teacherscorp.com 
for further support.

You can listen to FAQs, submit questions and 

request a callback on 01325 506812. 

The information contained in this guide is correct at the time of press but may be 
subject to change. 
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