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Introduction        

Welcome to our guide to the Pension Web Portal. 

This guide will show you the various features of the Portal and how to use them.  The system 
features you see depend on your membership status of the TfL Pension Fund; we have set out 
below the features that each category of member will see. 

 

 

 

 

View some of the details we hold about you and your Fund membership 

Amend your e-mail address 

Amend your password, memorable word or security questions 

Submit an online enquiry 

View any documents that have been made available in your Portal account 
 

 

 

 

 

Run leaver and retirement quotations 

View past quotations that you have run 

Receive an e-mail when your annual benefit statement is published to your 
account 

 

 

 

 

 

Run retirement quotations 

View past quotations that you have run 

Receive an e-mail when your annual benefit statement is published to your 
account 

Update your home address 
 

 

 

 

 

View your current and past payslips 

View your P60 

Update your home address 

 

We expect new features to be added to the Portal in the future and will update this guide as 
they become available. 

 

To register you will need your member number which you can find on correspondence 
we have sent you.  If you cannot find your member number please call the Fund Office on 
020 7126 4000 (auto 64000).  

  

 
 

Active 
Members 

 
 

Deferred 
Members 

 
 

All 
Members 

 
 

Pensioner 
Members 



 

3 
 

Registering for the Pension Web Portal 
 

To register go to https://pensions.tfl.gov.uk 

Click the “sign up” link on the homepage; do not enter any details in the username and 
password boxes. 

 

 

Enter your email address and click the checkbox to the left of the text “I’m not a robot”. 

 

  

https://pensions.tfl.gov.uk/
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You will be presented with a test such as the example below.  Select the relevant boxes on the 
grid and click the “verify” button, this will enable the “Next” button on the page which you should 
then click for the system to send a registration link to you. 

 

Important 

Please note that this application does not work on all browsers, and is not optimised for use on 
portable devices. 

The following browsers are supported: 

• Internet Explorer 9 and above 
• Chrome 
• Firefox 
• Safari 

 

If you cannot see the “I am not a robot” box, you will need to try a different browser or device to 
access the site. 
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To finish the registration you will need the following information:  
 
Your member number (if you have more than one period of membership any number relating to 
a record under which you still have benefits will be acceptable)  
 
Your Forename as recorded by the Pension Fund  
 
Your Surname as recorded by the Pension Fund  
 
Your Date of Birth  
 
Your Post Code  
 
Your National Insurance number  
 
 
Once you receive your registration e-mail click the registration link in the e-mail. 
 
The first screen you will see is the welcome screen, click the “Next” button to proceed. 
 

 
 
You will then be presented with the following screen, click “OK” so that you can read the Terms 
and conditions. 
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Once you have scrolled to the bottom of the screen, please tick the “I have read and accept the 
above Terms & Conditions” box, then click the “Continue” button to proceed. 

 
 
You will then be presented with the following screen, click “OK” so that you can read the Privacy 
notice 
 

 
 
Once you have scrolled to the bottom of the screen, please tick the “I have read and accept the 
above Privacy notice” box, then click the “Continue” button to proceed. 
 
 

 
 
You will then be asked to enter your member number.  Type this in the box and click the “Next” 
button. 
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You will then be asked to confirm your personal details.  If you live overseas please do not enter 
a post code instead click the box to say you do not have a post code.  Once you have entered 
your details click the “Next” button.  If any of the details do not match our records this will be 
highlighted. 
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You then need to set your username, password and a memorable word; you can click the help 
icon to check the requirements for each of these. 
 
Your username cannot be more than 20 characters in length 
 
Your password must contain: 
 
One upper case letter 
One lower case letter 
One number  
One special character 
 
Your memorable word must contain: 
 
One upper case letter 
One lower case letter 
 

 
 
Once you have set up your details click the “Next” button. 
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Finally you need to choose 5 security questions.  Your answers must be at least 3 characters in 
length.  Use the dropdown to select a question. 
 

 
 
Once you have completed this, click the “Finish” button to complete your registration. 
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How to login to the Pension Web Portal 
       

 
Enter your username and password then click the checkbox to the left of the text “I’m not a 
robot”. 
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You will be presented with a test such as the example below; select the relevant boxes on the 
grid and click the “Verify” button. 
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Once you have passed the test a green tick will appear in the box to the left of the text “I’m not a 
robot”.  You then need to click the “Log in” button to proceed. 
 
 

 
 
 
You will then be presented with the following screen where you need to use the drop down 
arrows to select the relevant letters from your memorable word. 
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These are case specific so please make sure you pick upper case or lower case as appropriate.  
Once you have selected all of the letters requested, click on the “Enter” button. 
 

 
 
 
The first screen you see once you have logged in is your web portal home page.  From here 
you can navigate the website using the icons in the centre of the screen, the menus at the top of 
the page or the menu on the right of the home page. 
 

 
 
 
  



 

14 
 

 
If you are a pensioner then your home page will include a “Your pension” icon which shows a 
summary of your most recent pension instalment.  This information will appear in advance of the 
payment date. 
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How to view your details 
       

 
From your home page you can click the “My details” icon in the centre of the page which will 
show you details about your Fund membership. 
 

 
 
 
You can also use the menu at the top of the screen to find the same information by selecting 
“About my membership” from the “My details” menu.  
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In addition you can find what details we hold about you by selecting “About me” from the “My 
details” menu. 
 

 
 
If you are an Active member you should either use SAP self service or contact Human 
Resources if you need to update your name or address; for all other members please contact 
the Pension Fund office to update your details or for changes of address or email please use 
the update my details option within the portal. 
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How to update your details 
       

 
From the “My details” menu click update my details. 
 

 
 
 
You will then be presented with the following screen.  If you are an Active member of the Fund 
you will only see the email address icon; for all other categories of member you will also see the 
Address icon. 
 
To update your details, click the appropriate icon. 
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How to update your address 
       

 
Once you have clicked the Address icon, you will be presented with the following screen which 
shows the current address we hold and contains blank fields for you to update with your new 
address and the effective date.  You will need to enter your password and click the “Save” 
button to submit your change of details. 
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How to update your e-mail address 
       

 
Once you have clicked the “Email Address” icon, you will be presented with the following screen 
which shows the current email address we hold and contains two fields for you to update with 
your new email address and the effective date.  You will need to enter your password and click 
the “Save” button to submit your change of details. 
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How to make an online enquiry 
       

 
To make an online enquiry, select “Contact us” from the menu 
 

 
 
You will then be presented with the following screen giving details of how to contact us. 
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To submit an online enquiry, you should complete the box with details of your enquiry and then 
click the “Send” button. 
 

 
 
 
The following screen will then be displayed to confirm whether your enquiry has been 
successfully submitted.  In addition you will be sent an email to your registered email address to 
confirm receipt of your enquiry. 
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How to keep track of your online enquiry 
       

 
From the “My details” menu, select “My online requests”. 
 

 
 
 
You will then be presented with the following screen which shows all online requests that you 
have made and the current status of that request.  The request type and start and end date field 
allow you to filter your online enquiries.  To remind yourself of your enquiry you can see the 
detail of your enquiry by clicking the information icon. 
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Once you click the information icon the following screen will be displayed with details of your 
enquiry; to close this screen click “OK”. 
 

 
 
 
Once your enquiry has been completed the status will be update to Complete. 
 

 
 
 
Please note that at present we do not have the ability to reply to you through the Portal; we will 
either send you an email, telephone you or send you a letter. 
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How to view your documents 
       

 
For Active and Deferred members we publish your annual benefit statements to your Portal 
account so that you can view these online.  In the future we plan to make other documents such 
as Expression of Wish forms available for you to view through the portal.  If we publish a new 
document to your Portal account you will be sent an email to confirm that a new document is 
available. 
 
To view your documents either click on the “My documents” icon on the homepage or select 
“My document library” from the “My details” menu 
 

 
 
 
You will then be presented with the following screen listing all of the available documents; you 
can filter the documents by document type and date range. 
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How to run a quotation 
       

 
Active and Deferred members can run their own quotations through the Portal.  Active members 
can run leaving service and retirement quotations while Deferred members can run retirement 
quotations. 
 
To run a quotation, select “Run a quotation” from the “My quotations” menu. 
 
 

 
 
 
You will be presented with the following screen, where you need to select the quotation type 
and the quotation date.  Please note that for members who joined the Fund after 5 April 2006 
the minimum age from which you can retire is age 55 
 

 
Once you have selected the quotation type and entered the quotation date, click the “Next” 
button. 
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When running a retirement quotation, you will then be presented with the following screen 
where you can choose a specific amount of tax free cash you wish to take.  Alternatively if you 
leave this field blank the quotation will include the maximum tax free cash available as one of 
the options.  To proceed you need to click the “Next” button. 
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You will then be presented with your quotation; if you scroll to the bottom of the page you can 
download your quotation. 
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How to view your quotation history 
       

 
Your quotation will be available on the system to view for 28 days, to view your quotation 
history, select “Quotation history” from the “My quotations” menu. 
 
 

 
 
 
You will be presented with the following screen; you can filter the quotations you see by using 
the quotation type and date boxes 
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How to view your pension payments 
       

 
To view your pension payments, either click the “Your pension” icon on your homepage or 
select “My pension” payments from the “My pension” menu. 
 

                        
 
 
You will be presented with the following screen; you can either filter the dates you see or use 
the navigation buttons at the bottom of the page. 
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How to view where your pension is paid 
       

 
To see where your pension is paid, click the “Where is my pension paid?” option on the “My 
pension” menu. 
 

 
 
You will be presented with the following screen; part of the account number and sort code will 
be masked. 
 

 
 
If you need to change your account details please contact the Fund Office in writing or submit a 
change of bank form which is available by clicking the “Need to change these?” button, to the 
Fund Office. 
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How to view your payslips 
       

 
To view your payslips, select “My payslips” from the “My pension” menu. 
 

 
 
You will be presented with the following screen, you can use the year and pay date drop down 
options to select the payslip you wish to view; alternatively you can navigate through the 
payslips available using the previous and next buttons. 
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How to view your P60 
       

 
To view your P60, select “My P60s” from the “My pension” menu. 
 

 
 
You will be presented with the following screen; you can use the drop down list to select the 
P60 you want to view. 
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Once you have selected the P60 you wish to view, if you select the “Print” button a printable 
version will open in a new window. 
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How to switch between membership records 
       

 
If you have more than one period of membership, the home page when you first log in will 
appear as follows. 
 

 
 
Select the membership that you wish to view. 
 
 
To switch the record you are viewing select “Switch Account” on the “Settings” menu then either 
select the record you want to view or choose the “Select Account” option and the screen above 
will be display from where you can choose the record to view. 
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How to change your password 
       

 
Select “Change password” from the “Your account” menu on the right hand side of the page. 
 

 
 
You will be presented with the following screen, you will need to enter your existing password 
as well as the new password you want to use.  Please remember that passwords are case 
sensitive and must contain: 
 

• One upper case letter 
• One lower case letter 
• One number  
• One special character 

 
Once you have entered all of the details click the “Save“ button to confirm the details; by 
unchecking the “Hide my answers for security purposes” box you can see what you keyed as 
your new password. 
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How to change your memorable word 
       

 
Select “Change memorable word” from the “Your account” menu on the right hand side of the 
page. 
 

 
 
You will be presented with the following screen, you will need to enter your existing password 
as well as the new memorable word you want to use.  Please remember that memorable words 
are case sensitive and must contain: 
 

• One upper case letter 
• One lower case letter 

 
Once you have entered all of the details click the “Save“ button to confirm the details; by 
unchecking the “Hide my answers for security purposes” box you can see what you keyed as 
your new memorable word. 
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How to change your security questions 
       

 
Select “Change security questions” from the “Your account” menu on the right hand side of the 
page. 
 

 
 
You will be presented with the following screen showing your existing questions.  You can 
change the question and answer or change just the answer to an existing question. 
 
Once you have entered all of the details click the “Save“ button to confirm the details; by 
unchecking the “Hide my answers for security purposes” box you can see what you keyed as 
your new answers. 
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How to get a reminder of your username

Click “Need help logging in?” on the home page 

If you have forgotten your username, tick the “I forgot my username” option then click the “Next” 
button. 
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Click the “By email” option then click the “Next” button. 
 

 
 
Enter your email address then tick the “I’m not a robot” tick box. 
 

 
 
  



 

40 
 

 
You may be asked to complete a test to verify that you are not a robot.  You will be presented 
with a test such as the example below.  Select the relevant boxes on the grid and click the 
“Verify” button, this will enable the “Next” button on the page. 
 

 
 
You should then click the “Next” button. 
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You will then see the following message and if the email address that you entered matches the 
one we have recorded for you an email will be sent to you. 
 

 
 
If you do not receive an email, please contact the Fund Office on 020 7126 4000 (auto 64000). 
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How to reset your login credentials 
       

 
If you need to reset your login credentials or unlock your account you should select that option 
then click the “Next” button.  Please note that at present it is not possible to change your 
username, this option will allow you to reset your password and memorable word. 
 

 
 
If you wish to reset your details via email, select the “By email” option and then click the “Next” 
button.  To reset your details by answering your security questions see page 46. 
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Enter your email address and tick the “I’m not a robot” tick box; you may be asked to complete a 
test to verify that you are not a robot, once validated you should click the “Next” button. 
 

  
 
The following message should then be displayed and you will be sent a link via email to reset 
your credentials. 
 

  
 
If you do not receive an email, please contact the Fund Office on 020 7126 4000 (auto 64000). 
 
 
Once you receive the email, click the link to recover your account.  You will be presented with 
the following screen, click the “Next” button to proceed. 
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Enter your member number then click the “Next” button. 
 

 
Enter the details requested then click the “Next” button. 
 

 
 
You then get the option to reset either your password, memorable word or both.  Select the 
relevant option then click the “Next” button. 
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Enter your new details remembering that: 
 
Your password must contain: 
 

• One upper case letter 
• One lower case letter 
• One number  
• One special character 

 
Your memorable word must contain: 
 

• One upper case letter 
• One lower case letter  

 
Once you have entered all of your details you can view what you have entered by unticking the 
“Hide my answers for security purposes” box.  Once you are happy that the details are correct, 
click the “Finish” button to complete the process. 
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If you wish to reset your details by answering your security questions, tick the relevant box then 
click the “Next” button. 
 

 
 
Enter your member number then click the “Next” button. 
 

 
 
Enter the details requested then click the “Next” button. 
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You will then be presented with one of your security questions to answer.  Enter the answer 
then click the “Next” button. 
 

 
 
You then get the option to reset either your password, memorable word or both.  Select the 
relevant option then click the “Next” button. 
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Enter your new details remembering that: 
 
Your password must contain: 
 

• One upper case letter 
• One lower case letter 
• One number  
• One special character 

 
Your memorable word must contain: 
 

• One upper case letter 
• One lower case letter  

 
Once you have entered all of your details you can view what you have entered by unticking the 
“Hide my answers for security purposes” box.  Once you are happy that the details are correct, 
click the “Finish” button to complete the process. 
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More information 

You can find additional information about the TfL Pension Fund by using the links under 
“Scheme information” and “General information” on the right hand side of the screen. 
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The scheme library includes scheme booklets and forms 

The Glossary defines various terms used in the website and member guides 



For further help or information

Please contact the Fund Office if you have any questions about this document. 
Contact details are shown below.

TfL Pension Fund
8th Floor, Palestra,
197 Blackfriars Road,
London SE1 8NJ  

Telephone: 01737 235 298
Email: helpdesk@tflpensionfund.co.uk
Website: www.tflpensionfund.co.uk
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