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Section 1 Sign Up

1.1 How do | sign up to Member Self-Service (MSS) if | have not received an activation
key?
To sign up to MSS you have to request an activation key on the ‘sign up’ link of the Member
Self-Service page on the website link:

https://lgssmember.pensiondetails.co.uk/

After clicking on the ‘sign up’ link, the following ‘Sign Up’ page will be shown:

Sign Up
Please provide the following information then click Submit to request your activation key.

If your current contact details include an e-mail address, a link to complete your
registration will be e-mailed to this address, otherwise your activation key will be sent to
your current postal address within 3-5 working days.

Surname*

Date of Birth*

|

NI Number* | |
|

E-mail Address* |

*Reguired

All fields on the ‘Sign Up’ page must be completed before clicking the Submit button. If a
field is left blank an error message will be displayed, which indicates what information is still
required:

Surname is a required field.
NI Mumber is a required field.
Date of Birth is a required field.

E-mail Address is a required field.

The error message ‘Details provided could not be verified’ is displayed if an invalid
combination of Surname, NI Number and Date of Birth is entered. Please check your inputs
and try again or contact your pension’s administrator for support.

Information must be entered in the correct format. If incorrect, an error message is displayed
detailing the correct format:
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1.2

1.3

If the details entered by you match information held on our database, a notification will be
displayed to inform you that your application has been successful, eg:

(i) Information

Activation key successfully generated. It will be
sent to your current postal address within 3-5
working days.

If the email address you submit on “Sign Up” matches the one held on our database, you will
be automatically issued with an email which contains a secure single-use hyperlink to which
you can complete your registration. This secure link will be valid for 24 hours.

If we do not hold an email address for you, or the email entered on the sign up page is
different, an email will be sent to LGSS Pensions Service. The activation key will then be
sent to your current postal address.

Does the activation key have an expiry time?
The activation key expires 30 days after the date of issue or immediately following successful
registration.

What do | do if the activation key issued to me has expired?
You must request a new activation key as per section 1.1.
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Section 2 Registration

2.1 | have received an activation key, how do | complete my registration to MSS?
Once in possession of a current activation key you should click the ‘complete your
registration’ link from the Member Self-Service Welcome page on the website link
https://lgssmember.pensiondetails.co.uk/ or the provided secure link:

Activate your Account

If you have received your activation key, please enter the following details and click the
button to continue with your registration.

Surname*

NI Number*

Date of Birth~*

Activation Key*

*Raquired

All fields on the ‘Activate your Account’ page must be completed before clicking the Continue
button. If a field is left blank an error message will be displayed, which indicates what
information is still required and if information has not been entered in the correct format an
error message is displayed detailing the correct format.

Please note that the activation key is case sensitive and must therefore be entered exactly as
advised.

These details are then validated against the information held on our database and an error
message will be displayed if there are discrepancies.

After successful validation you will be asked to create a set of Member Self-Service
credentials on the following page:
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Registration

Please provide the following details and click the Register button to complete your registration.

Enter a Username™ | % Username must be between 6 and 30
characters long and start with an
alphabetical character.

E-mail Address* b4

Confirm E-mail Address* b

Enter New Password*

x

Confirm New Password*

x

Password Hint

Security Question 1* Mother's maiden name? |E|

New Response 1+

x4

Confirm New Response 1+

Security Question 2* Name of first school? E

New Response 2*

X x 4

Confirm New Response 2+

*Required

The following information must be entered:

Username
You must choose a valid username and the criteria for a valid username are as follows:

It must start with an alphabetic character, which can be upper or lower case.
Apart from the first character it can contain any alphanumeric characters.

It must not contain spaces.

It must be between 8 and 30 characters in length.

If the above criteria are not fulfilled a warning will be displayed.

Email Address

You must enter a valid email address. If the email address is different to the address stored
on our database or if there is no email address stored on our database, your ‘Address’ data
view will be updated on successful registration.

Password
You must choose a valid password. The correct format (complexity) for a valid password is
as follows:

It must contain at least one uppercase and one numeric value.
It must not contain spaces.
t must be between 8 and 12 characters in length

If the above criteria are not fulfilled a warning will be displayed:
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It is recommended that you provide a password hint to jog your memory, if you forget your
password, but not be so obvious as to enable others to guess your password.

Security Questions and Responses
You must select security questions from the drop-down lists and provide the corresponding

responses.

Please be aware that responses to security questions are case sensitive and that the case
must be consistent provided on this screen and those provided when subsequently logging
into the Member Self-Service website.

Please note that during the registration process, a timeout applies between you entering your
details on the ‘Activate your Account’ page and then entering responses to the security
guestions on this page. The timeout is 30 minutes.

After correctly completing the Security Responses page, and clicking the Register button, the
Login page is displayed together with the following confirmation message:

Your new Member Self-Service account has been

i
created and you may now log in.

Section 3 Login Procedure

3.1

| have been registered to use MSS, how do | login?
Login to the Member Self-Service Welcome page on the link:
https://lgssmember.pensiondetails.co.uk/

Login Already Registered? Log In

Welcome to the altair Member Self-Service website. Username | |
Not Registered? Password | |
Mew users must sign up to request an activation key. By rElT (FEEeEeE

Forgotten your username?

Received your Activation Key?
If you have received your activation key, you can complete

your registration.

Log In

If you have not received your activation key or you have lost
your activation key, please contact your pensions
administrator.
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Once you have entered your username and password correctly, the Security Question page
is displayed. One security question, chosen during the registration process, is randomly

selected and displayed. You will be asked to provide the correct response to the selected
guestion.

Login

To complete the login process, please enter your response to the security question and
click Cantinue.

Mother's maiden name?*

Forgotten your response?

*Required

Continue |

3.2 | have multiple employments, how do | view each separate employment?

If you have multiple employments you will be presented with an Employment List page after
login:

Employment List

Vi have multiple empiaymenits

Phagae chosa from tha Ban ard chick balow

m_mmm

L Stafford ACTwa Sponatany a171ia Hoywood Pansion Schems Sﬂaclj
L Staffard ACtivg L CrFin AREGRTANT 02143 Haywond Pansion Schams Sedaci

The employment list includes your name, status, pay reference, scheme name and job title to

assist you in selecting the correct employment. You can navigate back to the employment list
page at any time without having to logout and then login again.
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Section 4 Password Maintenance and Security Options

4.1 How do | change my password?
You can change your own password by logging into the Member Self-Service website and
navigating to Security Options > Change Password:

Update E-ma gy

T — Change Security Responses

On the ‘Change Your Password’ page, you will be asked to enter your current password, a
new password, and to finally to re-enter the new password. Providing a password hint is
optional.

Change your Password

To change your password, enter your current password, a new password, confirm the new password, then
click Submit.

MNote that passwords are case-sensitive: you can use upper, lower or mixed case passwords.

Enter Current Password*

Enter New Password*

|
|

Confirm New Password* | | =
|

Password Hint

*Required

Passwords are case-sensitive. Error messages are displayed if any of the required fields are
not completed:

Enter Current Password is a required field.
Enter New Password is a required field.

Confirm New Password is a required field.

Page 9 of 26



Similarly, inconsistent entries produce warning messages:

Enter Mew Password length must be between 8 and 12.

The entered passwords do not match.

When you successfully change your password, your Personal Details page is displayed
together with the following confirmation:

@ Information

Your password has been successfully changed.

4.2 How do | change my security responses?
You can change your security responses using the Change Security Responses page:

Change Security Responses
You can select new security questions and responses, or you can change the responses to your existing
security questions. Click Submit to confirm your changes.

Enter Current Password* || | “Your current password is required to

change your password.

Security Question 1+ | Mother's maiden name? E| 4

New Response 1* | | *

Confirm New Response 1+ | | 3

Security Question 2+ | Mame of first school? E| o

New Response 2* | | *

Confirm New Response 2* | | 3
*Required

To change your security Response you must enter your current password. If you enter and
incorrect password a warning will be displayed to advise you that your account may be
disabled if further incorrect attempts are made (the default number of attempts is 3):

You have entered an incorrect password. Your account may be disabled if you
enter an incormrect password too many tmes.

Please be aware that the entries in the ‘Response’ and ‘Confirm Response’ fields must
match exactly, otherwise an error message is displayed when you submit the changes:
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When you successfully change your security responses, your Personal Details page is
displayed together with the following confirmation:

@ Information

Your security questions and responses have been successfully changed.

4.3 How do | update my email address?
You can change your email address via the ‘Update E-mail Address’:

Select Employment
Personal Details
Membership Details
Financial Details
Benefit Projector
Benefit Statements
Death Grant Nomination
Documents

Member Documents

Security Options
I Update E-mail Address

From the ‘Update E-mail Address’ menu option you will be taken to the Update E-mail
Address page:

Update E-mail Address

To change your e-mail address, enter your new e-mail address and confirm, then click Submit.

E-mail Address member@domain.co.uk

New E-mail Address* | |

Confirm New E-mail Address* | |

*Required

The new e-mail address must be entered twice. On submission of this page you will be taken
back to the Personal Details page and presented with a message to inform you of successful
submission:
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(i) Information

E-mail address updated successfully.

4.4 What should I do if | forget my password or my login has become disabled?
If you forget your password or login has become disabled, you can use the ‘Forgotten your
password?’ link:

Already Registered? Log In

Username | |

Password | |

Ecrgctten your password? I
Forgotten your username?

Log In

Clicking on this link displays the ‘Forgotten your Password?’ page:

Forgotten your Password?

Please enter the following details and click Submit to see your password hint.

Username*

Surname*

|

|
NI Number#* | |
Date of Birth* |

*Reguired

| Back | | Submit |

You will be prompted to provide your username, surname, NI number and date of birth. If the
details entered by you are validated, the following page is displayed:
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Forgotten your Password?

Password Hint Favourite Snack

If this hint helps, click Return to return to the Log In page.

If you are unable to remember your password, you can request a password reset to
enable you to log in.

If ywour current contact details include an e-mail address, a password reset link will be

e-mailed to this address, otherwise please contact your administering authority and
provide an email address.

[ Request Password Reset ]

The displayed password hint was provided by you when you first registered to use the

website. If this prompts you to recall your password, they click the ‘Return’ button to return to
the Login page.

If the password hint does not help, the user can click the ‘Request Password Reset’ button,
following which a confirmation message is displayed:

(i) Information

Your request for a password reset was successful.
If yvour current contact details include an e-mail
address, the password reset link will be e-mailed to
this address, otherwise please contact your
administering authority and provide an email
address. You must complete the reset process
before you may log in again.

A secure password reset hyperlink will be sent to the email address recorded on our

database. This will be valid for a period of 24 hours only and will be valid only for a single
use.

By clicking on the secure link you will be taken to a webpage on which they can reset your
password.
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New Password

Enter a3 new password and confirm, and then press Submit. You may leave a password hint if you would
like a reminder of your new password.

Enter New Password* || | % | Mew password should be between 8 and
12 characters in length and must
Confirm New Password™ | | ® include at least one numeric, one lower

case and one upper case character.
| (Passwords are case sensitive)

Password Hint |

*Required

After having successfully entered a new password you will be returned to the Login page with
the following information message:

(1) Information

Your new security details have been successfully
processed.

4.5 What should I do if | forget my username?
If you forget your username you can use the ‘Forgotten your username?’ link.

Already Registered? Log In

Username | |

Password | |

Forgotten your password?
I Forgotten your username? I

Log In

You will then be prompted to input your surname, NI number and date of birth. If the
information entered is validated, an email will be sent to the email address as recorded on
our database. The email will contain no personal information other than the username.
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4.6 What should I do if | forget my security responses?

If you forget your response to one of their security questions, you can click on the ‘Forgotten
your response?’ link:

To complete the login process, please enter your response to the security question and
click Continue.

Favourite food?* | |

I Forgotten your response? I

*Required

This displays the ‘Forgotten your Security Response?’ page. If the information entered by

you is validated, you will be emailed a secure hyperlink with which you can reset your
security questions and responses:

(i) Information

Your request for a security question response reset
was successful. If your current contact details
include an e-mail address, the security question
response reset link will be e-mailed to this address,
otherwise please contact your administering
authority and provide an email address.

When you click on the secure link you will be taken to the following webpage to complete
their security question reset:
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New Security Responses

To reset your security responses, select unique questions from the choices available, and provide a
response for each. Confirm these responses, then press Submit.

Security Question 1+ | Mother's maiden name? E| d

New Response 1* | | F

Confirm New Response 1+ | | Fq

Security Question 2* | MName of first school? E” o

New Response 2+ | | K3

Confirm New Response 2+ | | F
*Required

4.7 What should I do if my login is disabled?
If you enter an invalid password or security response on three consecutive occasions, your
account will be disabled and the following message will be displayed on subsequent login
attempts:

(i) Information

Access to this member disabled.

In order to re-enable your account for use, you must enter your details on the screen
displayed immediately after initially locking the account:
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Reset Password

(i) Information

Access to this member disabled.

If wou are unable to remember your password, you can request a password reset to
enable you to log in.

If your current contact details include an e-mail address, a password reset link will be e-

mailed to this address, otherwise please contact your administering authority and
provide an email address.

Username*

NI Number*

|

Surname* | |
|

Date of Birth* |

*Raquired

Completing this screen generates a secure password reset link which is sent to the email
address recorded on our database.

(i) Information

Your request for a password reset was successful.
If your current contact details include an e-mail
address, the password reset link will be e-mailed to
this address, otherwise please contact your
administering authority and provide an email
address. You must complete the reset process
before you may log in again.
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Section 5 Member Self-Service Web Pages

5.1 What information can | view only or update on the MSS web pages?
An explanation of the pages you can view only or update is provided in the following

5.2

sections.

What personal details can | view and update?

The first page to be displayed following your successful login, and employment selection if
applicable, is the Personal Details page. Your name, scheme and status are displayed in the
banner at the top of the page. The following information is also displayed:

Surname
Initials

NI Number
Status

Date of birth
Sex

Marital status

To change any of your personal details above you will need to complete form UPDATE1
found LGSS website at the addresses shown below.

Scheme

UPDATE1 web address

Cambridgeshire

http://pensions.cambridgeshire.qgov.uk/wp-
content/uploads/2013/09/UPDATE1-Update-Form-LGSS.pdf

Northamptonshire

http://pensions.northamptonshire.gov.uk/wp-

content/uploads/2013/09/UPDATE1-Update-Form-LGSS.pdf

The Personal Details page also displays the latest address, telephone number and email
address as recorded in our database. You can amend any of this information by clicking the
‘Change Contact Details’ button.

Surname
Initials

NI Number
Status

Personal Details

Matthews Date of Birth 1370971960
P Sex Male
MSO000004A Marital Status Married

Deferred

Address

Postcode
Phone NMumber

Email Address

97 Peel Street

Bowden

Cheshire

WA1l4 5RR

paul.matthews@talktalk.net

Change Contact Details
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Please note that the postcode field is validated to ensure that you enter your postcode in the
national standard format, unless the Overseas Member box is checked, in which case the
postcode is not validated.

Contact Details

Please do not use any form of punctuation, e.g. commas, quote marks, full stops etc., when entering your
address details.

Boxes with a blue background must be completed before you will be able to submit your request.

Address (Line 1)* 2 Yictaoria Street
Address (Line 2)* Altrinham
Cheshire
Postcode* Wald 1ET
Owverseas Member [ Please tick if you live outside the UK

Phone Number |

Email Address

Input the new details and click below.

After completing the form you should click the Submit button, and the updated information is
either updated immediately to our database.
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5.3 What employment information can | view?

The Membership Details page displays the details of your current and any previous
employments The section at the top of the screen shows your current employment

information.
h@ywm@

my .
penslon P Matthews Scheme: Heywood Pension Scheme

Powvered by heywood

Status: Deferred

Membership Details

Current Employer Heywood Limited Full/Part Time Full

Start Date 01/01/1934 Hours/Full Time %

Employer Start Date | End Date Service (years/days) | Full/Part Time/Transfer
Heywood Limited 01/01/1984 31/07/1990 06/212 Full

The service history is displayed at the bottom of the screen and includes the following:
Employer’s name.

Start and end dates of the period of service.
Service in years and days.
Whether the service was full-time, part-time, transferred-in or other.

You can view details of any unpaid service breaks by selecting a link from the Membership
Details page.

h@ywo(@
my 5
penslon P akeroyd Scheme: Heywood Pension Scheme

Status: Active

Powwered by heywood

Service Breaks

Current Employer Heywood Limited Full/Part Time Full
Start Date 01/02/2002 Hours /Full Time 2%

17/07/2002 17/07/2002 Strike Part
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5.4 Can | view information in respect of transfers received from previous pension

schemes?

The Transfer Details page displays details of up to three transfer values and includes the:

Name of the transferring scheme.

Date on which the transfer was received.
Amount of transfer value.

Service purchased from the transfer. Please note, service years/days details will only
appear if member joined the pension fund prior to April 2014 before new scheme rules.

[= ]

160 /2005

Transfer Details
Current Emploger Ciky O Bristod Soancll FudlfPart Time Part
Etart (atia O3 0E 2000 Homirs S Fudl Tirs @n 23503250

£5, 17163

D4/ 318

5.5 What financial details can | view?

The Financial Details page displays the following financial information:

The current employer.

The date on which employment commenced.
The basic contribution rate.

The latest pensionable pay amount.

pension

Powvered by heywood

P Matthews

Scheme: Heywood Pension Scheme

Financial Details

Status:

Deferred

Current Employer
Start Date

Heywood Limited

he ywoé@

01/01/1984
Basic Contribution Rate 6.00%
Pensionable Pay as at 3170771990
Amount £2,164.75

Please see 4YCs and Added years for details of any additional contributions.,
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5.6 Can | view details in respect of AVCs and additional contracts?
The AVCs and Added Years Details page displays the following information:

The type of contract.

The percentage rate of the additional contribution.

The date on which the contract commenced.

The date on which the contract finished or is due to finish.

The amount of service purchased in years and days, if applicable.

h(-vywo(-na
my - -
penslon L Stafford Scherme: Heywood Pension Scheme

Povveered by heywood

Member Ref: 017119 Status: Active

AVCs and Added Years Details

Current Employer Heywood Limited

Start Date 07/05/2002

Basic Gontribution Rate 6.00%

e Totars o GContract GCompletion Service Purchase
Yp 9 Start Date Date {years/days)

Free Standing &%C 01/05/2007 14/10/2037

5.7 Can | view details in respect of auto enrolment?
If an ‘Auto Enrolment History’ data view is present in our database then the Auto Enrolment
page will be available as an option from the Navigation Bar. The Auto Enrolment page
displays service periods, status and other related mandatory auto-enrolment details for the
currently selected employment:

Start date of the employment period.

End date of the employment period.

Effective date of the auto-enrolment entry event.

Auto-enrolment entry event from the drop-down list. Standard entries are ‘Eligible Job
Holder’, ‘Non-Eligible Job Holder’, ‘Entitled Worker’, and ‘Ineligible’.

Auto-enrolment status for this employment period from the drop-down list. Standard
entries are ‘Auto Enrolled’, ‘Opt-in’, ‘Joiner’, ‘Already Member Of, ‘Opt-Out’, ‘Leaver’
and ‘Unknown’.

Auto-enrolment exit event from the drop-down list. Standard entries are ‘Age Over 75,
‘Opted Out’, ‘Left Employment’, ‘Unknown’ and ‘Age Over SPA’.

Description of this employment period.
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h@ywo;@

my "
penslon A ClaneyX Scheme: Scheme : 001 Member Ref: 00050128 Status: Active
Pow ood

Personal Details Auto Enrolment
Financial Details
Works Address 08/06/2012 20/06/2012 08/06/2012 Eligible Job Holder Auto Enrolled

Benefit Projector
Previous Mext |
Documents
Member Documents
Security Options
Contact Us
News

Logout

5.8 Can | contact LGSS Pensions Service direct from the MSS website?
The ‘Contact Us’ option is available from the website menu:

Contact Us

Email

Address* |pau|.matthews@talktalk.net |
Cateqory* |Se|ect a Question j
Comments*

Submit |
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5.9 What benefit calculations can | do on the MSS website?
The following calculations are available:

Deferred Benefits
Death Benefits
Voluntary Retirement

Example Calculation — Voluntary Retirement
The voluntary retirement calculation is initially performed with the event date set to the
earliest date on which you can retire without a reduction:

he ywofa

my 5
penslon i i me: Heywood Pension Scheme

Fowered by heywood

Voluntary Retirement

Pension £9,737.16
Lump Sum £3,317.05
Spouse's Pension £3,789.65
Service Used in Calculation 29 vears 88 Days

Full Time Equivalent Pay Used In Calculation £20,736.00

You have the option of converting some of your pension into additional Lump Sum.
Glick here for more details.

Leaving Date* vz | Pay* 20736

*Required

The abowve figures are for illustration purposes only. DO MOT make decisions in respect of your benefits without
requesting a formal quotation from us.

To process another benefit calculation, click the Calculate button below,

Calculate

To request a formal estimate based on the details above, click the Request Estimate button below.

Request Estimate

The pay used in the calculation is the latest figure held on our database.

Pension to Lump Sum Commutation

You have the option of using a commutation modelling graph to observe the effects of
converting part of your annual pension to increase your lump sum. This option is only
available after selecting a voluntary retirement calculation. The ‘Click here for more details’
hyperlink navigates the member to the following page:
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B’ension
Powvered by heywood

Conversion Options

Click or drag within the graph to see the effects of conwverting your pension to lump sum:

67300
60200
E
@
a 53100
E
3
|
46000
38800
31800
10100 10600 11100 11800 12100 12600 13100
Pension
More Lump Sum More Pension
Annual Pension £11,890.23 Total Lump Sum £47,013.31
Pension converted to Lump Sum £1,261.67 Additional Lump Sum £15,140.04

heywood

The plot line displays the full range of lump sum and pension options and is rescaled for
each calculation. The values for annual pension, pension converted to lump sum, lump sum
and additional lump sum are recalculated automatically when the black indicator on the plot

line is moved along the graph’s axis.

The values on the graph use the same calculation outputs as appear on the voluntary
retirement calculation page, including any amended values if the date of calculation or salary

had been amended.

Pension Sharing Orders

If you have a pension sharing order, as a result of a divorce settlement, the following warning

message is displayed with the results of all benefit calculations:

Please note that a pension sharing order exists, which has not been taken into account during the
calculation. Please contact the Pensions Section for further details.
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5.10 Can | view my death grant nomination details?
You can view a copy of your latest death grant nomination details held on our database. The
page can be displayed by selecting the ‘Death Grant Nomination’ option from the Navigation
bar:

hpywo(@

my .
penslon M ANDREWS Scheme: Heywood Pension Scheme Status: Pensioner

Powwered by heywood

Death Grant Nomination Details

Paul Andrews 02/03/1926 24/04/1947
Children's Mames Date of Birth
Pater Edward Andrews 19/06/1952

Jennifer Sara andrews 2370971950

Dependant’s Names Date of Birth

Click the link below if you would like to print a new Death Grant Nomination form,

Print Form

If you would like to amend your nominees, please download an EOW1: Death Grant —
Expression of Wish Form from the LGSS Website:

http://pensions.northamptonshire.gov.uk/wp-content/uploads/2014/03/Death-Grant-
Expression-of-Wish-form-EOW1.pdf

Please forward the completed form to LGSS Pensions Service. The address details are
provided on the bottom of the form.
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