
 
 

 

 

Member Self-Service 
User Guide 
November 2023 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Contents 
Member Self Service 3 

 Member Self-Service - Getting Started 3 
 Member Self-Service - Signing Up 4 
 Member Self-Service - Activation E-mail 7 
 Member Self-Service - Complete Your Registration 7 
 Member Self-Service - Logging back in 8 
 Member Self-Service – Your Dashboard 10 
 Member Self-Service - Contacting Us 11 

What Can Members Do Online 13 
 What Can (ALL) Members Do Online - Update your details. 13 
 What Can (Active) Members Do Online - Benefit Statements 14 
 What Can (Active) Members Do Online - Benefit Projector 16 
 What Can (Active) Members Do Online - Fund Valuation 17 
 What Can (Deferred) Members Do Online – Pension Details 19 
 What Can (Deferred) Members Do Online – Membership Details 19 
 What Can (Deferred) Members Do Online – Financial Details 20 
 What Can (Pensioner) Members Do Online – P60 21 
 What Can (Pensioner) Members Do Online - Payslips 22 

Troubleshooting 23 
 Troubleshooting - Forgotten my Username or Password 23 
 Troubleshooting - Forgotten your Security Responses 26 

Support 28 
 Support - Police and Fire Pension Schemes 28 
 Support - Local Government Pension Scheme 28 
 Support – Understanding your pension benefits 28 

 

 

 



 

XPS Administration – Member Self Service User Guide 3
 

 

Dear Member 

Thank you for your interest in using our online Member Self-service system.  

Access to the service is granted through a simple registration process which this guide will take you through. 

Important Note: the web browser ‘Internet Explorer’ is no longer officially supported, and you might encounter 
problems while using Member Self Service. Therefore, It is recommended to use its replacement ‘Microsoft Edge’ or an 
up to date version of ‘Google Chrome | Firefox | Safari’. 

 Member Self-Service - Getting Started 
Please click the following web link:  

https://www.myownpension.org.uk 

We recommend you add this page to your ‘Favourites’ if using Edge or ‘Bookmarks’ if using Chrome.  
This will make it easier to login again in the future. 

 

 

  

Member Self Service 
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 Member Self-Service - Signing Up 
There are two ways that you can “Sign Up” for our member self-service.  
 

Choose either the “Sign Up” button or the “Received a letter with an activation key”. 
 
If you have received a letter with an activation key, you need to click on the 
blue “Received a letter” icon. 
 
You will be presented with the following screen. Enter the information below and ensure 
that you enter the activation key exactly as it appears in your letter.  
When you are done, click on the blue continue button. 

 

 

You will now be shown the registration form (link) 

 If you have not been sent a letter you can click icon as show above on the left side of the screen.  
You will now be presented with the ‘Benefits of Signing Up’ page. 
 
This page will provide you with some information about the benefits of signing up and covers what content is 
currently available to Active, Deferred and Pension members. 
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When you have read the information and are ready to continue, click on the blue ‘Sign Up’ button which is located 
inside the grey ‘Sign Up’ box. 
You will now be presented with the below ‘Sign up’ page. All four boxes must be completed using your, ‘Surname’, 
National Insurance Number’, ‘Date of Birth’ and ‘Email address’.  

IMPORTANT PLEASE NOTE: 
Local Government Pension Scheme: 
Active members - Please use your work email address when registering. 
Deferred members & Pension members – in most cases we will not hold an email address for you so please 
contact us by phone to update your record. 

Firefighters Pension Scheme: 
Active members - Please use your work email address when registering.  
E.g.  @fire.gov.uk 
Deferred members & Pension members – in most cases we will not hold an email address for you so please 
contact us by phone to update your record. 

Police Pension Scheme: 
Active members - Please use your work email address when registering.  
E.g.  @policeforce.pnn.police.uk or @policeforce.police.uk – depending on which format your force is using. 
Deferred members & Pension members – in most cases we will not hold an email address for you so please 
contact us by phone to update your record. 

This will be used to match the information held on our system and will determine whether your registration will be 
successful or not. 
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When you have completed all four boxes, you can click on the blue ‘Sign Up’ button to continue. 

If successful, you should see the below message, and then receive an ‘Activation Email’ from mss@xpsgroup.com 
which contains the activation link you need to complete the final stage of the registration process. 

 
Note:  
The message will show you the address the email is being sent to and will be partially masked for security reasons. If 
we hold a different email address in the system for you then, this one will be used instead of the one entered. 
 
Please ensure you check the email account shown in this message.  

If the below ‘Error’ message is shown, then some of the information you have entered has not matched was we hold 
in our system, or you may already be registered on the site. 
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 Member Self-Service - Activation E-mail 
The email should look very similar to the one below and contains the link to the website shown in the blue writing. 
You need to click on the link, which will take you to the ‘Registration Page’ where you are can complete your 
registration. 

 
 Member Self-Service - Complete Your Registration 

This is the page where you will create your Username & Password and setup your two Security Responses. 
Complete each of the boxes as required.  

 
When finished, click the blue ‘REGISTER’ button. This will update your record with your username, password, and 
security responses, which will be checked each time you log on to the member self-service site.  

You will now be presented with the ‘Consent Statement’ screen shown below. The consent purely relates to your 
personal data being used on the Member Self-Service site.  

Password must be: 
At least 8 characters long and include one numeric, one lower 
case, one UPPER case and one special character. (eg.$^#/.@*) 

Note: Passwords ARE Case sensitive 

The username can be anything you like and CANNOT 
be your email address. 

Note: Usernames are NOT Case sensitive 

Security responses 1 should be: 
lower case and less than 30 characters and contain no blanks 

Security responses 2 should be: 
lower case and less than 30 characters and contain no blanks 
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If you agree, tick the “Yes – I Agree” box and press then press blue ‘Submit’ button. You will then be automatically 
logged in. 

 

 Member Self-Service - Logging back in 

Each time you want to log in to the site, click the “Log in” button on the home page which will take you to the 
“login” page. 

 



 

XPS Administration – Member Self Service User Guide 9
 

 
Enter your username and password in the boxes and click on the blue ‘Login’ button. 

You will now be prompted to supply one of the two security responses that you setup during the registration 
process. 

 
 

Type your answer in the box and click on the blue ‘Continue’ button to complete the login. 
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 Member Self-Service – Your Dashboard 

You will land on the “Your Dashboard” screen, which will look like the one shown below. 
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 Member Self-Service - Contacting Us 
We have dedicated service delivery teams assigned to manage those pension schemes we administer.  
You can find the contact details for your pension scheme by selecting one of the links as shown below. 

 
 
For members of the Police schemes you will see the below form. Enter the name of the force that you have your 
pension with into the box provided. You will then be shown a contact number for your service delivery team. 
Alternatively, you can use the email address to submit your query. 
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For members of the Fire schemes, you will see the below form. Enter the name of the service that you have your 
pension with into the box provided. You will then be shown a contact number for your service delivery team. 
Alternatively, you can use the email address to submit your query. 

 
 

For members of the Local Government scheme, you will see the below form. Enter the name of the service that you 
have your pension with into the box provided. You will then be shown a contact number for your service delivery 
team. Alternatively, you can use the email address to submit your query. 
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What Can Members Do Online 
 What Can (ALL) Members Do Online - Update your details. 

You can update your address, email or telephone number, by clicking on the ‘Your Account’ button and then 
choosing ‘Personal Information’ from the drop-down list.  
 
At the bottom of the page, inside the ‘Your contact details’ tile, you will see a blue ‘Update your details’ button. 

 

 
 
 
 
 
 
 
 
 
 
 
 

Click on this button which will take you to the below page. Here you can amend your address,  
your contact numbers and email address. 
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 What Can (Active) Members Do Online - Benefit Statements 
Once you have logged in to member self-service you can view your last three statements from the scheme. These can be 
accessed from the “Pension Benefits” section and then clicking on “Benefit Statements”. 

You will now see the latest benefit statement displayed. An example is shown below. 
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You can use the buttons at the bottom of the page to move between statements. 
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 What Can (Active) Members Do Online - Benefit Projector 
This section will allow you to get an idea of what your pension might be worth when you come to retire.  
 
To access this tool, click on the Pension Benefits section and then click the “Benefit Projectors” link as shown below 
from your dashboard. 

 

 Once you click on the link you will see there is a “Voluntary 
Retirement” calculator.  

 This is where the tool can be found to project your pension benefits.  
 When you click on the text “Voluntary Retirement” you will see a new 

window pop-up with a blue continue button. 
 Click “continue” and the page will load the calculator. 
 You will see the spinning wheel appear while the page loads. 

When the page finishes loading 
you will see the values as shown 
below. By default, the system 

will select the date of retirement based on the latest scheme details. You can 
amend the leaving date and salary information and re-calculate the figure by clicking on the blue “Calculate” button 
at the bottom. 
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 What Can (Active) Members Do Online - Fund Valuation 
This section will allow you to get an idea of what your pension benefits you have accrued.  
 
To access this tool, click on the Pension Benefits section and then click the “Latest Valuation” link as shown below 
from your dashboard. 

 
When you click on this link, a pop-up box will appear as shown below.  
Click on the blue continue button and the page will then begin to load your 
valuation information. Once loaded you should see something like the below 
example. 

Depending on which scheme you are in, you will either see your CARE or Final Salary figures. 
If you have CARE benefits then the total value of these benefits is shown. You can see a breakdown of how much was 
accrued in each year by clicking on the blue CARE benefits figure. 
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If you would like to see more information about a CARE figure for a particular year, then you can click on the blue 
select button. An example of the breakdown is shown below. 
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 What Can (Deferred) Members Do Online – Pension Details 
From your dashboard you will see there is a section called ‘Pension Benefits’ and under there is the link to your 
Pension details information. 

Here you can find out what your employment details were prior to leaving the scheme.  

Click on the ‘Pension Details’ link to show more information 

 

You can now see information about what your pension was worth when you left along with the current value. 
You will also see the date of when the pension will become payable. 

 
 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 

 What Can (Deferred) Members Do Online – Membership Details 
From your dashboard you will see there is a section called ‘Employment Details’ and under there is the link to 
your ‘Membership details’. 
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Here you can find out details of any breaks in service prior to you leaving the scheme. 

 

 What Can (Deferred) Members Do Online – Financial Details 
 

From your dashboard you will see there is a section called ‘Employment Details’ and under there is the link to 
your ‘Financial details’. 

 

 
You can now see the name of your last employer, your start date and pensionable pay at your date of 
leaving. 

 
 
 
 
 

 
 
  



 

XPS Administration – Member Self Service User Guide 21
 

 What Can (Pensioner) Members Do Online – P60 
From your dashboard you will see there is a section called ‘Payroll’ and depending on the length of your 
retirement (i.e., you have a reached the end of the tax year), you will see the ‘P60 End of Year Certificate’  

 

 
The system is designed to show your latest P60 information.  

You can choose to display a different year’s P60 by selecting one from the drop-down list highlighted below. 

Member self-service will show you everything that is contained on a HMRC approved P60 document.  

 

Should you require a copy of a HMRC approved P60 then these can be obtained by contacting our payroll team on 
01642 030694. 
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 What Can (Pensioner) Members Do Online - Payslips 
From your dashboard you will see there is a section called ‘Payroll’ and under this section you will see ‘Payslip’. 

When you click on the payslip link, you will be taken to the Payslip screen. Here you can keep track of what is being 
paid into you bank account each month. 

 
 
When you click each respective payment line, the ‘Payslip’ box on the right will show you a high-level summary of 
the payment. If an electronic payslip is available, the link will show at the bottom of this box.  
 
You can download the pay advice by clicking the link.  
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Troubleshooting 
 

 Troubleshooting - Forgotten my Username or Password 
If it has been a while since you last logged in to your account, and you cannot remember your username, you can 
click on the ‘Forgotten your username?’ link. 

 

This will take you to the ‘Request Username Reminder’ screen shown below. 

Enter your ‘Surname’, ‘National Insurance Number’ and ‘Date of Birth’ into the boxes.  

 
Press the blue ‘Submit’ button when done. 

The below message should be shown, and an email will now be sent to the email address currently held on our 
records.  

 
The email will contain a reminder of your username. 

Note: 
If you have NOT received the email in your 
inbox, check your JUNK or SPAM folders.  
 
If you have checked and are unable to trace the 
email, please contact us using the telephone 
number towards the back of this guide. 
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If any of the information entered does NOT match what is held on our system, you will receive the below error 
message. 

 

Verify the information input. If you are confident, it has been entered correctly, please contact us on using the 
telephone number towards the back of this guide. 
 

If you cannot remember your password, you can click on the ‘Forgotten your password?’ link. 

 
This will take you to the ‘Forgotten your Password?’ screen shown below. 

 

Enter the ‘Email Address’ or ‘Username’ you registered with into the field and click the blue ‘Submit’ button. 

The below message should be shown, and an email will now be sent to the email address currently held on our 
records. 

 
 
If the below error message appears, it means the email address or username entered could not be verified on our 
system.  Double check what you have entered and if you still receive the error message, please contact us using the 
telephone number towards the back of this guide. 
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If successful, the email will contain a link to click. 

 
Click the blue link and you will be taken to the “New Password” page as shown below. 

 
Enter a new password into the boxes provided and press the blue ‘Submit’ button. The ‘Success’ message should 
appear as shown below. 

You can now log in to the site by entering your username and password in the boxes and then click the blue ‘Login’ 
button. 

Password must: 
Be at least 8 characters long and include 
one numeric/one lower case/one UPPER case/ 
one special character. (eg.$^#/.@*)    
Note: Passwords ARE Case SENSITIVE 
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 Troubleshooting - Forgotten your Security Responses 
If you can login with your username & password but cannot remember your security responses, you can click the 
‘Forgotten your response” link shown below. 
 

 
 
Complete the boxes shown with your information and then click the blue ‘Submit’ button. 
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The below message should appear, and an email will be sent to the email address held on our records. 

 

If any of the information entered does NOT match what is held on our system, you will receive the below error 
message. Double check what you have entered and if you still receive the error message, please contact us on us 
using the details in the support page towards the back of this guide. 

 

If successful, the email will contain a link to click. 

 

Click the blue link which will take you to the ‘New Security Responses’ page. 

You can now enter new responses in the boxes provided. When you are done, click the blue ‘Submit’ button. 

 

You can then login by entering your username & password. When done, click the blue ‘Login’ button. 
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Support 
 Support - Police and Fire Pension Schemes 

Registering and understanding your pension benefits 
If you have any questions about accessing your online account or about your pension benefits, please contact the 
team using the number below: 
Police and Fire members - please call 01642 030692 
 

 Support - Local Government Pension Scheme 

Support – Getting help to Register for Member Self-Service 
If you have any difficulties completing the registration process, please contact the support team on 01642 
030695. 

 Support – Understanding your pension benefits 
If you have any questions about your pension benefits once you have logged in, please contact the appropriate 
Service Delivery team who will be able to assist you: 
 
Local Government members - please use 01642 030693. 
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