
Employer Portal –
Managing members



Employer Portal and managing members

This guide will cover:

• basic features within the Employer Portal (password/personal details changes)

• using the secure mailbox

• finding and looking at the member service print

• updating member details

• completing member applications (initiated by the employer).



Employer Portal

Welcome to your dashboard:

• menu to navigate to functions

• establishment drop down

• tasks awaiting action

• quick links

• social media links.



Using the Employer Portal

If you need to update your 

personal details or need to reset 

your password/MFA, you can use 

the ‘Profile’ link on the right-hand 

side.

You can pick the relevant option 

from the drop-down box.



My Profile

This is the page to update your personal details

Please note – any role changes for your role or your 

establishment need to be made via the ‘Manage contacts’ 

section of the Portal.

This is the page to update your password/MFA 

option.



Secure messaging 

Within the Portal, you’ll be able to contact 

us via ‘Secure messaging’. 

Similar to Outlook you will have an inbox, 

sent items and drafts. Messages are auto-

archived after three months.



Secure messaging 

To send us a message click 

‘Compose’.

Write your message and add any 

necessary attachments.

Select the subject.



Support

In the Support section you’ll be able to see reports and documents.



Managing members



Managing members

Click on the ‘Member’ tab in the main menu and then 

‘Manage Member’ in the sub menu.

On the ‘Manage Member’ page you will be able to:

• complete a member search

• view a service print

• change member details

• raise a death notification

• initiate a member application (for certain 

applications).



Member search

You can search for a member using either ‘Search 

Member’ in the sub menu or use the search function 

on the ‘Manage Member’ page.



Service print – option 1

Select ‘Search Member’. 
Complete the table to see your search results. 

You can then click on ‘View service record’. 



Service print – option 2
• On the ‘Manage Member’ page make sure you are in the 

right establishment. 

• Submit search in the box.

• Then click on ‘View service record’.

• View on screen or download option is available.



Member journey

This section will review how to change a members:

• name

• National Insurance number

• gender

• home address

• email address.

It will also show how to raise a death notification.



Changing member details

To change a member's details, you need to be in 

‘Member’, ‘Manage Member’. Then:

• search for the relevant member

• click the three dots next to the required record

• click ‘Edit member details’.



Changing member details

You can edit member details on this page.

Note that not all member details can be edited by 

the Employer, and for some changes you will need to 

submit supporting evidence:

• name

• National Insurance number

• gender



Changing member details - name

If you wish to change the member’s name/title, 

you’ll need to complete the fields and confirm that 

you have reviewed and verified their evidence 

documents.



Changing member details – NI number

If you wish to change the member’s National 

Insurance number, you’ll need to update the field 

and confirm that you have reviewed and verified 

their evidence documents.



Changing member details - gender

If you wish to change the member’s gender, you’ll 

need to select the appropriate field and upload the 

relevant documents, as well as ticking the 

confirmation box. 



Changing member details - Address

If you wish to change the member’s address, click ‘Edit’ on the ‘Contact details’ section. Then 

select for either a UK or overseas address. If changing a UK address, you can either use the  

postcode search or you can enter the address manually.



Changing member details – Address

You then need to 

review the changes and 

tick the declaration, 

before confirming. 



Changing member details – email address

To update the member’s work email address simply 

add in the new email address and confirm.



To notify a death

From the ‘Manage member’ tab:

• search for the relevant member

• click the three dots on the right-

hand side and click ‘Edit member 

details’

• click ‘Raise death notification’’.

The process is slightly different 

depending on if the member was in 

your employment or had left within 

the last 12 months, compared to if 

they left more than 12 months 

previous. 



Death notification – In employment or under 12 months of leaving

Note the question ‘Was the member was 

on sick leave before they passed away?’

If ‘Yes’, you are presented this screen.



Death notification – In employment or under 12 months of leaving

This is then followed by service and salary 

details. 

You can update this using the ‘Edit’ 

button. 



In this instance you’ll just need to let 

us know the date of the member’s 

death. No further information is 

required about the deceased member.

Death notification – over 12 months of leaving employment



Death notification

You’ll then need to provide the information about the informant. This is either yourself (employer) or the 

person who has informed you about the member’s death. 



Death notification

Finally, you’ll need to complete the declaration. 



Member requests

There are three ways for a member’s application to be submitted:

• Member to apply online

• Member to complete paper form and send it to us

• Member to complete paper form and hand it to you to initiate, for: 

• Ill–health Retirement application

• Opting in application

• Opting out application

• Flexibilities application 



Initiating requests on behalf of a member

Find your member and click on the 

request you would like to complete.



Part A

The first page every requests will explain the application process, eligibility criteria, steps and critically what you 

need to start the request.



Part A

Next is the ‘Personal details’ page. 

If any of the information is incorrect 

you can either change it on the 

member profile, or if it isn’t editable, 

you’ll need the member to update it 

and then start the process. 



Part A

You will be promoted to upload a copy 

of the paper Part A, completed by the 

member.



Ill-health Retirement - Part A

Before you fully start the process, you’ll see 

a box highlighting the need for the Medical 

Information form and a link to download it if 

it hasn’t been completed. 

You’ll need this as you’re required to upload 

it later in the process. 



Ill-health Retirement - Part A

Next, you’ll go to the ‘Illness details’. You’ll need 

to provide more information about the members 

illness and the impact on the members working 

pattern/sick leave.

 



Ill-health Retirement - Part A

This will then bring you to the ‘Medical reports’ section. 

You’ll need to add the information about the reports, as well as 

uploading the form and reports, using the upload function.

 



Ill-health Retirement - Part A

Next is the ‘Ill-health Retirements details’ 

page.

You’ll then move on to Part B, which is the 
employer section.



Opting in (Election to join) - Part A

In Employment details you’ll be able to see the employment 

contracts the member is currently opted out for. 

Please select the one the member wishes to opt back in for 

(the example shows a member having two contracts). 



Opting out - Part A

Date received – this refers to the date you received the paper 

form from the member. 

You’ll also need to include the opt out reason (the member 

will have stated this on their paper copy). 



Flexibilities- Part A

You’ll need to state which flexibilities 

the member wishes to apply for. 

If, for any reason the member is not eligible to apply for 

flexibilities you’ll receive an error message. 



All – Part B

At the end of each application, you’ll go to a confirmation page with a reference number. 

You can go to the Transaction History page (either using the button on the page, or on the top navigation) to 

check previous cases.



All – Part B

Once in Transaction history, you will be able to see your 

previous cases. 

Clicking on the ‘eye’ icon will give you more details 

about the case. 
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