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Overview

» Logging in for the first time after transition
» Dashboard/menus

+ Benefit Statement

* Applications

» Changing personal details

* Secure mail
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Logging into My Pension Online (MPO)

* The first time members log in (following transition)
they will need to re set their password and multi-
factor authentication method (MFA) as part of their T Teachers' | For -
first log in. Pensions | Members o

Members Employers Member Registration

» To do this they’ll need personal details, including:

+ The email used to register and log in to MPO
with previously

+ Date of birth
* Teacher Reference number
* National Insurance number.

Login

Email Address * (3)

Enter email address

| ] I'm not a robot

Step 1 [:} Remember me | ng:fn;

* Members need to enter their current MPO email S —
addreSS aving trouble logging in?

If you are a member and you do not have an account, Register here
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Logging into My Pension Online (MPO)

Verify your details
Verify code

We need following details to reset your login credentials.
Verify your details

We have sent a one-time verification code to your registered email address.

Email Address
john.smith@gmail.com
We require your details to reset your login credentials.

Date of Birth
Date of Birth *

02/03/1992
Joh**
3 /1992

Yaur a i o AR & . Last Name *
Your one-time ve H ve
Enter last name
eacher Reference Number * ®

123653 National Insurance Number *

Resend a verification code Enter national insurance number

‘ Back Continue

Step 2 Step 3 Step 4
* Then verify some details.

» We’ll then send a one-time passcode (OTP) * They’ll then be asked to verify additional
to the registered email address. personal information.
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Logging into My Pension Online (MPO)

Step 5

» They can then set a new password, using the
rules shown.

Reset password

* Once they’ve confirmed the password, they

need to click ‘Reset password’.
New Password * (i)

Set a new password

At least one number (0-9)

At least one uppercase letter (A-7)
At least one lowercase letter (a-z)
At least one special character (£, %

Have at least eight characters (more is recommended for better security)

Confirm Password *

Confirm password

Reset password




Logging into My Pension Online (MPO) - MFA

Step 6 (APP authenticator)

* Next, they'll need to set up multi-factor
authentication (MFA).

* They can use an authenticator app, such
as Google authenticator or Microsoft
authenticator, to generate authentication
codes or they can use SMS.

iter the verification
the setup steps and verify ' e ve o

ctor authentication (MFA
Authentication Code *
Enter authenticatic

Other login methods

Back ‘

jour authenticator app

it able to scan th

ABCVFGRT34567DFGDYDFGD

Other login methods

‘ Back ‘ Continue

TY Teachers
Pensions

Set up multi-factor authentication Verify multi-factor authentication

our authenticator app to
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Logging into My Pension Online - MFA

Step 6 (SMS authenticator)

Verify code

We have sent a one-time verification co act number,

Contact number (mobile)

Other login methods

Your one-time verific

1w
Contact Number (Mobile) * (D)
SMS authentication rad W Enter contact number

Resend a verification code

Back to login Send a verification code

‘ Back to login
Cancel .

* To use SMS as an authentication
method, click on ‘Other login
methods’ and then ‘SMS
authentication’.

« We’ll then ask for a mobile number (unless .
they have previously provided one). Once

they’ve entered this, they need to click ‘Send
verification code’.

We’ll then send a code to enter - once
they’ve verified your device, they’ll
be able to log in as normal.
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T Teachers For Dashboard My Requests My Documents My Employment Support a e A T Teac he rS

Pensions | Members Secure Mail  Profile O

Pensions

MPO Dashboard

Welcome, Jane

Here is your dashboard to keep you up to date.

* My Requests

* My Documents
* My Employment
*  Support

+ Task list

@ See details and find out more about your benefit statement. View benefit statement
~—

Teacher Reference Number National Insurance Number Membership Status
99/123411 XXXXXX2DA & Active

Estimated current pension amount Reckonable years of service (D View Family benefits (O

£12,600.59 O 8 Years 23 Days

jear as at 0

Retirement Age 60 years
Quick pension calculator Employment Type Full-time Add or update beneficiary

Latest Salary £23,120.65

O 6 e e

Manage request My documents Calculators Update my profile

Tasks . Important events
Ho) 222] P

Case Reference Task Name Last Name  Submitted On 02 Transfer-in benefits deadline
902172 Review of transfer-out quote Smith
Flexibilities - Buy Out deadline

Review of transfer-in quote Smith



MPO Dashboard -

* My Requests

* My Documents
* My Employment
*  Support

+ Task list

* Pension details

Phased/ASAR

Welcome, Jane

Here is your dashboard to keep you up to date.

@ See details and find out more about your benefit statement.
~

Teacher Reference Number
99/123411

Pension details

Pension payment status

Annual Pension Amount

Monthly Pension Amount

View P60 View payslips

In payment

£8,275.47
£727.12

National Insurance Number
XXXXXX2DA &

Reckonable years of service (i) View

@ 8 Years 23 Days

Retirement Age 60 years
Employment Type Full-time

Latest Salary £23,120.65

TY Teachers
Pensions

View benefit statement

Membership Status

Active

Family benefits ()

You can add or update your Death
Grant Nominee(s) and Financial
Dependent Relative Nominee using

the following link:

Add or update beneficiary



Employment history

* Members can view their Employment history through
the ‘My Employment tab’.

+ We’ll encourage members to check this regularly to
ensure they raise any issues as soon as possible.

T Teachers | For
Pensions | Members

Dashboard

My Requests

Employment History

Salary and service history

W Ir f

Employment — —
.p g (1) Arrangement (i) Employer
Reference

Final Salary (MPA 60] Liv

one primary school

Final 5alary {MPA 65) Livingstone primary school

stone primary

v school

My Documents My Employment

) Role
Service Type

Pensionable
Hon-pensionable
MWon-

Pensicnable
Pensionable

Hon-

Pensionable

Pensionable

identifier =

TY Teachers
Pensions

= O

Secure Mail Profile

G1G

Start Date End Date




T 1I;eachers'
Benefit Statement ensions

* Members can access their Benefit Statement through
the ‘My Documents’ tab.
Benefit statement

» This will show their total annual pension amount
(estimate), Scheme breakdown and family benefits.

shot of your benefits from all scheme arrangements wnload benefit statement [4)

:'D The figures in this statement are for illustration purposes only. Che
right to the benefits quoted.

Teacher Reference Mumber
T Teachers' | For

1 9 -
H Dashboard My Requests My Documents My Employrment L
Pensions | Members : g yEmee

Secure Mail Profile

Statement  Payslip P60 Document Centre

Statements

£10,351.30

Total Annual Pension Amount

Arrangement Normal Pension Age MNormal Pension Date Annual Pension Amount Automatic Lump Sum

h Fi

£150,366.00 out of service £20,000.93
T Grant T

ual Far




Benefit Statement

* Members affected by Transition Protection will be able to view a Benefit Statement Remediable Service Statement.

» This shows them their options for the remedy period (they will then need to choose at the point of applying for retirement).

Option 1 - Final Salary ~ Option 2 - Career Average

Option 1 - Final Salary Option 2 - Career Average

£7,626.30 £9,134.73
T Total Annual Pens

Total Annual Pension A
Scheme Mormal Pension Age (NPA) MNormal Pension Date Annual Pension Amount Scheme Normal Pension Age [NPA) Nermal Pension Date

B0th Fi

£22,879.75 £13,287.75
Automatic One-of

Automatic One-off Tax Free Lump Sum Payment (80th Scheme Arrangements only)*

Lurmp Sum Payment (80th Scheme Arrangements only)*

alary Family Benefi i sed 6
“5ee " o ump ayments that may be made

1 payments that may e made

TY Teachers
Pensions

Annual Pension Amount




T Teachers'| For Dashboard My Requests My Documents My Employment Support

Pensions | Members ol P T TeacherS-
My Req u ests Manage Request  Transaction Histary PenS]on S

Manage your requests

Create or mana Ir req

Members can complete all tasks
online.

There will be an option to download
a paper version if needed (these can
be found on the main website). _ @ Transfer in

Employers will complete Part B via : e mitting your election ta participate in the
the Employer Portal.

@ Repayment pension contribution @ Transfer out

g the T

Beg Nt request to enable proce: our repayment claim,

Q Retirement requests @ Certificate of re-employment
b4

I-health, Premature C wment is essential when




Applying for retirement T Tpeeaﬁsr%gﬁi

* Members can submit a retirement request
through My Pension Online.

» To get started members need to go to ‘My @ Retirement requests @ Certificate of re-employment
Requests’ on MPO and click on ‘Retirement

req UeStS’ . Submit requests online for normal age, phased, Ill-health, Premature Completing your annual Certificate of Re-employment is essential when
Retirement or salary rate reduction. returning to work after taking your pension.

@ Scheme pays elections @ Pension sharing request CETV

You may be able to have your Annual Allowance tax charge paid from your Start a pension sharing request for a Cash Equivalent Transfer Value (CETV).
pension. Find out how this works. Provide the necessary details to begin the process.




Applying for retirement T Teachers’
Pensions

* Once in ‘Retirement requests’, they should click on the retirement type they wish to
apply for.

» Then they’ll select the checkbox to confirm that they have reviewed all the
instructions before starting the request.

Retirement

We can help you understand how much you will have for retirement.

Phased retirement

Discover ways to gradually reduce work as you build up to full retirement.

ILl-health retirement

If you need to retire early due to Ill-health begin the process here.

Stepping down in salary rate election

If you need to reduce your working hours due to Ill-health, apply for stepping down in salary rate election.

ding the retirement request.

Premature retirement

Ger started

Find out how much you will have to support you if you retire early.




Applying for retirement

Personal details

First Name

John

Mational Insurance Number

Contact Number (Home)
+44 345 606 6166

Additional details

Last Date of Teaching Employment *

r contact details on this page are incorrect you'll need to update them and then start your request again. To update your details

to apply for retirement. All the information | have given is true to the f iy ki dge and belief.

Continue

T Teachers’
Pensions

The member will need to review their personal and contact
details first. If any of the information displayed on this page is
incorrect, they will need to update it via ‘My profile'.

Once they have updated their information, they can start their
retirement request again.

They will need to enter the last date of their
teaching employment. We have made this editable
in the employer section (in case the date entered
is incorrect).

They then need to select the checkbox to confirm the
information and click ‘Continue’.



Applying for retirement T Teachers’

Pensions
Step 1: Benefit details

* They need to confirm their benefit preference. O Berentdewls

* Then, click 'Continue’ to proceed to the next step Benefit details

Confirm your preferences

Select the benefits you want to apply for *

All eligible benefits I'm entitled to
[ ] Final Salary (NPA 60)
[_] Final Salary (NPA 65)

| Career Average (NPA equal to State Pension age)

‘ Baclk ‘ Continue
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Step 2: Payment Details (United Kingdom bank account)

Payment details

» The member will be required to select which bank account they wish to be paid in (UK or
OverseaS) * Benefits will be paid into the account you specify below.

 If they select a United Kingdom bank account, they will need to provide the following details:

* Account number
» Sort code

Account holder name United Kingdam
Account type (saving or current).

Where do you want your benefits paid? =

Bank Account Type *
Bank Account

» Then, click 'Continue’ to proceed to the next step.

Account Number *

“ 2443

Sort Code *

Type of Account *

Savings

Continue




Applying for retirement T Teachers’
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+ If they select an overseas bank account, they will need to provide the following details: GBTTHBLIKA0127

* IBAN (international bank account number)
* BIC or SWIFT code

* Routing code

* Account number

* Account holder name

» Account type (saving or current)

» Payment currency

» They will also need to verify their overseas bank account.

» They must upload the following documents:
* Proof of identity (ID) - for example - a clear copy of a drivers license or passport.
» Proof of the bank account - A bank account document - for example, a bank statement

or formal letter.

* Once they have uploaded the required documents and verified their bank details, they click
lcont]nue' to proceed to the neXt Step’ . Pr{-nr‘-}f identity - such 2s a fyour passport or driver's

Bath < anned copies ane clear

Pl

e ACcoun {i)
Salect file Upload |

Photo Identity Decument = (1)




Applying for retirement

Step 3: Survivor Details

* If members would like to add survivor details, they need
to enter the survivor's name and their relationship to the
member.

* Then click 'Continue’ to proceed to the next step.

T Teachers’
Pensions

© Survivor details

Survivor details

ror information can be your spouse or partner or single.
If you wish to define your children, parents, wife, relative, friend, etc as
death grant nominee you can do from the “My Profile” section.

What is your current relationship status?

Select

Survivor Name *

Enter name of survivor

l Back ‘ Continue




Applying for retirement

Step 4: Withdrawal Details

* Depending on the members Scheme arrangement(s), they’ll have the option to take
a lump sum or additional lump sum by giving up part of their annual pension.

 |If they wish to take a lump sum/additional lump sum, they need to enter the
amount they would like to take, or select the maximum amount allowed.

* Then click 'Continue’ to proceed to the next step.

T Teachers’
Pensions

Lump sum choices

Benefits of having a Mormal Pension Age of 60 ([NPAGO) *

Would you like to proceed with the benefits associated with having a

Mormal Pension Age of 60 (NPA 60)7 * (i)
Yes
Mo, | do not wish to convert any pension for an additional lump sum

payment.

Benefits of having a Normal Pension Age of 65 (NPAG65) in the Final
Salary arrangement



Applying for retirement T Teachers’
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Other details

Your employment details @ .
Step 5: Other Details

Employer Mame Address

The Starship Children's Centre Bar Hill Primary School, Gladeside, Bar Hill, Cambridgeshire,C DY ° The member W]l.l need to rev-lew and Conflrm the]r employer
details, including the employer's name and address.

Abbey Lane Childr entre Abbey Lane, Stratford, E15 250, UK

Annual Allowance » They will be asked whether they have any other lump sum
@ tyouthinkyo . : allowances. If applicable, they will need to upload their

receivad and p:

Transitional Tax-Free Amount Certificate and provide details
of any lump sum allowances they received:

For mare information, visit our website section on Annual Allowance

Transitional Tax Free Amount Certificate (TTFAC)

» Before 6 April 2006

+ Between 6 April 2006 and the date before they became

(oo ] entitled to benefits from the Teachers’ Pension
Scheme.

(_D If you have a transitional tax-free amount certificate then attach a copy of the certificate(s).

Upload document *

 If they don’t have any lump sum allowances to declare, they
select the option saying they don’t wish to provide any
additional allowance details.

» They will be asked to indicate whether they are currently
purchasing ‘Past Added Years’.

Past Added Years (PAY)
Complete this section only if you're currently purchasing Past Added Years (PAY):
| accept the PAY se paid up to my retirement date.

| will pay the outstanding contributions before r ng payment of my benefits from the Teachers' Pension Scheme.

‘ Baclk Continue
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Pensions

. There is sufficient Lifetime Allowance available to me to cover the payment.

. No transfer value has been accepted from a Personal Pension Scheme and during the last five Step 6: Declaration
years, no other transfer value has been accepted in the TPS.
+ The member will need to review and confirm that they

. During the last three years, no cash equivalent or transfer value has been paid from the TPS. agree with the statements provided.

i. | understand that upon payment of the lump sum, no benefits would be payable to an adult
dependant, child or nominated financial dependant on my death.

j. lunderstand that the payment will be subject to tax.

17. | understand that this payment is in full and final settlement of all sums which yould otherwise
become payable by virtue of the Teachers’ Pension Scheme Regulations.

| confirm that | have read and accept the Declaration Statements.

Continue
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Document Step 7: Completion

Document.pdf View . - X
* They need to review all their information and make any necessary changes before

submitting the request.

If applicable, please advise if the Enhanced or Fixed Protection Certificate is still current and in force

ves * Once the request has been submitted, a reference number will be generated.

Standard Lifetime Allowance
Divorce pension credit » The member can view this to track the status of your request in My Requests >
Overseas service Transaction History.

Past Added Years (PAY)

| will pay the outstanding contributions before receiving payment of my benefits from the Teachers'
Pension Scheme,

Submit

N\

We have received your request. To check the status of this in transaction

history use reference 902172.

If we require any further information we will get in touch with you.

View transaction history ‘ Return to dashboard




Changing contact details

To view and update contact details, the member would need to click on ‘My profile’
in the profile tab. From here they can view their personal , contact and nomination

details.

In most cases a member can also use this section to update those details.

My Employment

Support

[Z Password management

(® Help

Personal details

Gender

Male

Spouse Date of Birth
12/12/1991

Contact details

Address (UK)

Address (Overseas)  Active

11 St, Brooklyn bridge, Brooklyn
UWA 1AX, USA

Member Notification Preference

First Name
Mark

National Insurance Number

AB123456C

Contact Number (Mobile)
+44 745 606 6166

Contact Number (Home)
+44 132 506 6166

Contact Number (Work)

Last Name

MacCoy

Marital Status

Married

Contact Preference
Mobile

Email Address (Personal/Registered)

mark@gmail.com

T Teachers’

Pensions

Edit &

Date of Birth
12/12/1990

Date of Marriage
12/12/2010

Edit [&

Email Address (Work)

mark@oxfordedu.com

Email Contact Preference
Personal/Registered
mail




Changing contact details

Contact details

Address (UK) Contact Number (Mobile) Contact Preference
+44 745 606 6166 Mobile

Contact Number (Home) Email Address (Personal/Registered)

Address (Overseas)  Active +44 132 506 6166 mark@gmail.com
11 St, Brooklyn bridge, Brooklyn
UWA 1AX, USA

Contact Number (Work)

Member Notification Preference

Email (Default) SMS WhatsApp

0O Select changes

Edi ,
Email Address (Work) dit contact details

mark@oxfordedu.com
Email Contact Preference Address (UK)

Personal/Registered
mail

* A member can update their address, email address, contact numbers (personal and home), and Contact Number (Mobile)

notification preferences online.

» They need to click the ‘Edit" icon and then update it accordingly.

+44 745 606 6166

Contact Number (Home)
«44 132 506 6166

Contact Number (Wark])

Update Preferences

Member Notification Preference

Email (Default)

| Back ‘

T Teachers’
Pensions



Updating their email address TY Teachers
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Update email address

Email Address (Personal/Registered)

mark@gmail.com

Update email address

nt a one-time verificati vde to your reg email address

Email Address [Personal/Registered)
(fordedu.com

Your one-t

Make this the default email address We have received your request. To check the status of this in transaction
Resend a verification code hiStOry use reference 902172.

Continue ; .
) Relo

* Entre their new email ID and click continue to » They will be sent a one-time passcode (OTP) to  « After they successfully submit the request, a
verify. their new email address. case number will be generated and displayed in
their transaction history for future reference.



Updating their postal address T Teachers
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Update address details

0 » For active and opted out members, any
id Point, Darlington, DL1 1AX, United Kingdom Address details chan ge address change request must be submitted
and processed by the employer.

Confirm the provided address details are correct.
Country * » Deferred members (those who are not in
From: pensionable employment), retired members,
and Pension Credit members and
Beneficiary members can update their
B054 2PH search address through MPO.

Enter address manually
C L .
* They need to enter a valid postcode and

pddresstine - address in the relevant fields. If they would

o like this address to be the default mailing
address, they need to select the checkbox to
confirm this.

United Kingdom

To: 961 Albert Road, BRADFORD, BD54 2PH, United Kingdom

Address Line 2

Albert Road

Town ar City

BRADFORD

We have received your request. To check the status of this in transaction
history use reference 902172.

County

BRADFORD

Postcode *

BD54 2PH

Make this the default mailing address




Updating a contact number TY Teachers
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Update contact number
+ With MPO, a member can update their Contact Number (Mobile)
home, work, and mobile telephone
numbers.

Contact Number (Mabile)

+44 745 606 6166 +44 745 606 6166

» After selecting the number, they wish to

change, enter the new contact number and Contact Number (Home) e
verify it using the one-time passcode +44 132 506 6166
(OTP).

 If the code expires or doesn’t appear they Contact Number (Work)

can ask to ‘Resend a verification code’.

Your one-time

* Once the verification is successful, they
need to click ‘Verify’ to complete your
change. Update contact number

Resend a verification code

Contact Number (Mobile)
+44 745 606 6166

Contact Number (Mobile) *
+44 v 742 506 4496

Make this the default contact number

Continue




Using Secure Mail

+ ‘Secure Mail’ is a safe way for members to send us messages. It protects
sensitive information and maintains confidentiality.

+ To get started they’ll need to visit:
My Pension Online (MPO)> Dashboard> Secure Mail.

DELILGETGI My Requests My Documents

National Insurance Number
XXXXXX2DA &

TY Teachers
Pensions

N v
My Employment  Support b 9

Secure Mail / Profile

Membership Status
Opt out deferred



Using Secure Mail

The 'Compose’ button (top left) lets members create a new message.

By clicking ‘Compose’ they’ll be able to select a subject from the drop-
down box.

Then they can add their message into the box.

If they are looking to respond to an email, they simply open it and click

‘Reply'.

Document 1.pdf

Hi Jane,

The contact detail can be updated through MPO by selecting the profile

icon.

Thank You,
Teachers' Pension Support Team

Reply

Secure mailbox

By subject v Q Search by s

9 Welcome to your secure mailbox 1/312:09 PM

Dear Jane, You can use this feature to raise your
= Sent queries with Teachers' Pension support...

B Draft Personal details

@ Archive

Teachers' Pension Support Team

Subject *
Select
Personal details
Plafddetails
Contributions & Pension Flexibilities

Transferring my pension

Taking my benefits

Request statement
Bereavement enquiries

Debt recovery enquiries
Pension enguires

Support with online servicing
Complaint

Subject access request

T Teachers’
Pensions



Using Secure Mail

T Teachers' | For
Pensions | Members

Secure mailbox

Subject

Follow us on social media

O 0 © O

There is a 3000-character limit.
A member may choose 'Save as draft’ if they’d like to finish or send the message later.
If they need to provide any supporting documents, they can upload them using the 'Attach file' option.

Return to dashboard

To

Teachers' Pension Suppart Team
Subject *

Subject Access Request

(@ Provide sufficient details about t
or the subject’s full name and ac

Compase your message. ..

‘Character count 100/3000

Upload your files

TY Teachers

Pensions

»e the member's reference number

of autharity is required.

Cancel

Send



T Teachers’

Using Secure Mail Pensions

On the left side are mailbox folders:

* Inbox ) _
« Sent Compose / By subject Q, Search by subject or Date
» Draft
* Archive Subiect
ubjec _ .
8 Inbox 05 i 1/312:09 PM
At the top of the message list

Received date itact detail can be updated through
M Sent I MPO by selecting the profile icon.

» Search box

D) Draft 02 B3 Transferring my Pension 2/5 12:09 PM

Hi Jane, The benefits from previous pension
@ Archive provider should be completed.

Personal details 5/10 12:09 PM

Hi Jane, The contact detail can be updated through
MPO by selecting the profile icon.

Transferring my pension 22/10 12:09 PM

Hi Jane, The benefits from previous pension
provider should be completed.
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