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1. Main Pensions Online Administrator

This is the person who was given the authority to register to user Pensions Online
with the NHS Pension Scheme. They have different access rights to other users
within your Authority/GP Practice, as mentioned in the following paragraphs.

As a main administrator you now have access to the full Pensions Online menu, as
follows:

Melcame 1o 1 cheme ORLIMNE
NH= Parnsion

Weeloome ta the MHS Pensions Online Serace. Your email address is
Hannah & nksuk Wikis = incorect please click hae fo amend

Pirase select an area of the site you would like 10 wisit

E-EQRKS ESE STATUS

MEMBERINE CHARGE PASSWORD
HOTIEICATIONS WIEW EMPLOYER CONTACTS
HOTICE B0aR0 WIEMY PEHSION CONTACTS
ERROR HANDLING

A1 peneln valugs quatsd on Pensions Dnbies ang baged on the Pangionable F"Ij’ i embershie detads wa bold as bang
comect. You should alert members to thos facl when furnishing them with any benefl quatations. Youw may wish to make use of
tha membership s1atemant faciity by printing #1atemants srd sanding theam with 1he quatations, This way the member will be
a0k 1 reler 10 the memdeship dala we bold when agsessing [heir benehl valass.

Administer Employer Access

This option is only available to the main Pensions Online Administrator and is not
present on your screen if you are not the main administrator.

As the main administrator it is essential that you NEVER allow any other
administrator to use your PIN and password.

If a different POL user needs to be supplied with access rights then as the main

administrator you can set these via the “Administer Employer Access” link, as shown
on the above screenshot and as detailed in the next section.
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Add New Access Rights

After selecting this link you will be taken to the Employer Access screen that shows
your Pensions Online (POL) user accounts. Select the link to “Add New Access
Rights”
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Pin Number
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Graanhorw lee W

This will allow you to add the new users and assign them their access by ticking the
relevant access boxes.

An e-mail address must be supplied to allow any automated e-mails or notifications
to be directed to the intended POL user.
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Amend Access Rights

If you have given an administrator access rights to an area on a temporary basis, i.e.
Access to “Greenbury”, then you can remove these access rights at the appropriate
time by selecting “Amend Administrator Details” alongside the administrators name,
and unticking the relevant box(es):
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Employor Code  OF

Address

HOE=FITAL
HHS TRUET
STREET

A Mew Accoes Bingkits

Cantact Hame

Pin Murshad

Email addruss JBEOFG rhs uk
Pestal Contacd JEOIPEE rha.uk

Cantact Hams Cryck Batowski
Pin Number

Email address Crack1iSnie. uk
Ngcosnl SEUE Alve
Giapdhire llkee s

James Band

It is important that access rights for an administrator who is no longer employed by
your Authority/GP Practice, or changes jobs within the Authority/Practice, and no
longer requires access to Pensions Online, are deleted IMMEDIATELY to avoid any
potential breaches of NHS Pensions security policies.

If you wish to delete an administrator’s access selecting the “delete” link does this:

Contact Name
Pin Number
Email address
Account Status
Greenbury User

Delete

Contact Name
Pin Number
Email address
Account Status
Greenbury User

Contact Name
Pin Number
Email address
Account Status
Greenbury User

Contact Name
Pin Number
Email address
Account Status

Chuck Bartowski
07011H33
Chuckl@gosh. nhs.uk
Active

No

Bart Simpson
07011ZP
Bart@gosh.nhs uk
Agtive

Mo

Indiana Jones
07012GPU
lJo01i@gosh.nhs. uk
Active

Mo

Temp Contact
07016C81
Tempconti@nhs. uk
Active

Note: Further detailed information on Greenbury cases can be found in the
guide ‘40.Greenbury Guide (V2) 11.20171°
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2. Main Pensions Online Administrator

This is the person who was given the authority to register to user Pensions Online
with the NHS Pension Scheme. They have different access rights to other users
within your Authority/GP Practice, as mentioned in the following paragraphs.

As a main administrator you now have access to the full Pensions Online menu, as
follows:

Welcome 1o the HES Pery

HH= Parson S

Exit Online Sondces

Welcome 1o the MHS Pensions Onlne Serdce Your email address is
Hannah & nhsouk Wihis iz incorect please click here 1o amend

Pinase select an area of the site you would like 10 visit

E-EORMS ESR STATUS
HEMBERINE CHANGE PASSWORD
HOTIFICATIONS WIEW EMPLOYER CONTACTS
HOTICE BOARD VIEWY PENSION CONTACTS
ERROR HANDLING
AN meneln values quoted on Pensions Onbne are based on the | Fay snd membershig detals we hold as baeng

comrect. You should alert membess to 1Fos Tacl when furnishing them with any benefl quatations. Yow may wish to make use af
the membership statemant faciity by printing statements and sanding them with 1h2 quatations. This way the mamber will he
sible i refer 10 the meribership dala we bokd when assessing their benefil vales.

Administer Employer Access

This option is only available to the main Pensions Online Administrator and is not
present on your screen if you are not the main administrator.

As the main administrator it is essential that you NEVER allow any other
administrator to use your PIN and password.

If a different POL user needs to be supplied with access rights then as the main

administrator you can set these via the “Administer Employer Access” link, as shown
on the screenshot below and as detailed in the next section.
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Add New Access Rights

After selecting this link you will be taken to the Employer Access screen that shows
your Pensions Online (POL) user accounts. Select the link to “Add New Access
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Email adiress Cruck TSt uk
Suecoenl Srale At
TGiapnhire e Mo

This will allow you to add the new users and assign them their access by ticking the
relevant access boxes.

An e-mail address must be supplied to allow any automated e-mails or notifications
to be directed to the intended POL user.
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Amend Access Rights

If you have given an administrator access rights to an area on a temporary basis, i.e.
Access to “Greenbury”, then you can remove these access rights at the appropriate
time by selecting “Amend Administrator Details” alongside the administrators name,
and unticking the relevant box(es):

n Scherma CHLNE

Employor Code OF
Address
HOEFITAL

HHS TRUST

STREET

A Blasws Aac s Rk

Contact Hame James Band

Men Hinrsahad
Email address JBORE rhs ok
Pestal Contacd  JBOOFEE mhs.uk

Cantacs Hams Crack Bardowski
Pin Number

Email adilress Crack 1S nte. uk
Acenent Sratie Ache
Gispchiire Il Ks

It is important that access rights for an administrator who is no longer employed by
your Authority/GP Practice, or changes jobs within the Authority/Practice, and no
longer requires access to Pensions Online, are deleted IMMEDIATELY to avoid any
potential breaches of NHS Pensions security policies.

If you wish to delete an administrator’s access selecting the “delete” link does this:

Contact Name  Chuck Bartowski

Pin Number 07011H33

Email address  Chuck1@agosh.nhs.uk
Account Status  Active
Greenbury User MNo

[ nens

Contact Name Bart Simpson

Pin Number 07011vEP

Email address  Bat@gosh.nhs.uk
Account Status  Active

Greenbury User No

[ Aneni |

Contact Name Indiana Jones

Pin Number 07012GPU

Email address  |J001@gosh.nhs.uk
Account Status  Active

Greenbury User Mo

=
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Administer Employer Contacts

This link allows you to add, edit or delete contact information for all pensions
managers and administrators within your Authority/GP Practice including those who
do not require access to Pensions Online.

It is important that this information is reviewed regularly and kept up to date to enable
the correct person to be contacted.

If an “employer contact” leaves your Authority/GP Practice then their details should
be deleted from the list.

3. All Registered Users:

A pensions administrator, who is not the main user, would see the following screen
once they login to Pensions Online. The links to “Administer Employer Contacts” and
“‘Administer Employer Access” are not present but all other functionality is available.

[NHS|

Pensions Agency

E-Forms

Exit Online Services

Welcome NHSPA diagnostic user (5312) to the NHS Pensions Online Service, Your email address is
5812@pensionsagency.nhs.uk. If this is incarrect please ask your administrator to amend your email address.

Member search
" Please select an area of the site you would like to visit
Site Update
E-FORMS ESR STATUS
MEMBERZONE CHANGE PASSWORD
NOTIFICATIONS VIEW EMPLOYER CONTACTS
NOTICE BOARD VIEW PENSION CONTACTS
ERROR HANDLING

All benefit values guoted on Pensions Online are based on the Pensionable Pay and membership details we hold as being
correct. You should alet members 1o this fact when furnishing them with any benefit quotations. You may wish to make use of
the membership staternent facility by printing statements and sending them with the guotations. This way the member will be
able to refer to the membership data we hold when assessing their benefit values.
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