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1.

Setting up an account

To register for an account with ERPF Member Self Service you will need a security code provided by ERPF. This
will have been provided to you in an invitation letter to your home address. If you have not yet received an
invitation letter, you can sign up and request this to be sent. In either case, you will need to log onto the
website at https://nursie.eastriding.gov.uk:8090/ and click “Register” on the following screen:

This will bring up a screen for you to accept the terms and conditions and confirm you are happy to use
cookies. You must answer “Yes” to both questions to proceed.

If you do not have a security code
If you answer “No” to the above question as you have not yet received an invitation letter, it will bring up the
following screen.

You must enter your surname, date of birth and national insurance number, which must match your record on
the pension system. Once you click “Submit”, this will prompt the system to send an invitation letter to your
home address that will contain your security code. If you believe ERPF may hold out of date personal details
for you, it is important that you get in contact with the pension section first to update your details. Please visit
https://erpf.org.uk/contact/ for ERPF’s contact details and an online form you can fill out with your personal
details.

If you have a security code
If you answer “Yes” regarding your security code you will be taken to the following screen.

Here you will need to enter:







Your surname
Your date of birth in the format 01/01/2019
Your telephone number in the format +441482394103 (if you do not have a mobile you can enter a landline
number)
Your email address in upper case
Your National Insurance number
Your security code provided by ERPF

Please note that the email address will be your username to log in to Member Self Service.

The details that you enter will need to match the details we hold for you on the pension system, and if they
don’t match exactly it will stop you from proceeding. If you feel we may not hold correct personal details for
you, please contact the pension section.

If the details match, it will then bring you to the above screen to set up a security question and a password. Your
password must be at least 8 characters long and include 3 of the following: An uppercase letter, a lowercase letter, a
number and a special character (i.e. !#). You must remember on your security answer whether you have used capital
letters, spaces etc. as it will need to be typed the exact same way when you are logging in.
You will see that your username has already been entered as your email address. This will be your username
for Member Self Service. If you change your email address at any point, this will then automatically update
your username.
Once you click “Submit” you will be sent an activation code to the email address you registered with.
Once you have your activation code, you will need to go back to the home page of Member Self Service
(https://nursie.eastriding.gov.uk:8090/) and this time click on the “Sign In” option. Here you will be prompted
to enter your username and password that you have just set up. Your username will be your email address in
upper caps.

Once you click “Sign In” it will ask for your security answer. You need to make sure you type your answer in the
same format you did when setting it up (i.e. capital letters, spaces)

Once you click “Sign In” it will prompt you to enter your Activation Code. You can paste this code from the
email you received.

Once you click “Submit” it will notify you that your registration is complete. You can click “Done” and this will
take you back to the home page where you can use your login details to sign into ERPF Member Self Service.
Once you have logged in you will be taken to the home page.

2.

Membership Details

My Membership Details
From the home page, you can click on “Membership details” to view details of each of your pension records
you hold with East Riding Pension Fund. For every separate contract of employment you contributed to ERPF
through, you will have a separate pension record. If you have previously elected to combine separate pension
records and had confirmation this was completed, you will only see one pension record for that combined
service.
This will show a box for each individual pension record, and will show basic details such as your membership
number (which is a reference number specific to that pension record), the date you joined and your scheme
retirement date.
You will see a box for each separate pension record, with some basic details, and at the top it will tell you the
type of pension record.
LGPS (Deferred) - this is a pension record that you are no longer contributing
to. This is a deferred, or frozen, pension that you are entitled to pension
benefits from when you reach retirement age.
LGPS (Active) - this is a pension record for an employment that you are
currently contributing to the scheme through. If you have recently left a post,
this may show as active still until we have received all the information from
your employer to defer your pension record.
LGPS (Pensioner) – this is a pension that you are currently in receipt of. Please see the section Pensions in
Payment for further details if you are receiving a pension.
LGPS (Beneficiary Pensioner) – this is a pension that you are currently received on behalf of a deceased
member of the scheme. Please see the section Pensions in Payment for further details.

The date next to the record type is the start date we hold for that record. This will generally be the date you
commenced that employment or when you opted into the scheme, but if it is a record that has had a previous
pension record linked, it will show your commencement date from the earlier record.
Membership Number – This is also known as your folder reference, which is specific to one pension record.
Employer Name – This will show the employer you were most recently employed by on that pension record.
Date Joined Employer – This will show the date you joined the above employer.
Date Joined Scheme – This will be the same date at the top of the box.
Scheme Retirement Date – This is the date from which you are entitled to unreduced pension benefits.
Underneath a deferred or active record you will see the box View Pension Modeller. Please see the section
Using the Pension Modeller for further details on this.

Nominated Beneficiaries for Lump Sum Death Benefit
Underneath your membership details, you will see your Nomination Details for that pension record. This
shows who you have nominated to receive the death grant lump sum. This is an amount that is paid if you
were to die in service, or with a deferred pension, or are within 5 to 10 years of first receiving your pension
depending on when you left the scheme.
Nominee – The name of a person you have nominated
Relation to Member – This is loaded as “Spouse” for a
husband, wife or civil partner. For any other relation, this
will show as “Other Dependant”
Date of Birth – this may be blank but if you have provided
these details on a form, that form will be held on your
pension record.
Nomination Type – this will always say “Death Grant”.
Percentage of Benefits – this will be the percentage of the death grant you have requested to be paid to this
nominee.
If you have not nominated anyone, this box will be blank. If you have nominated multiple beneficiaries, you
will see a separate box for each nomination.

“In This Section” box
On the right of your membership details will be a box where you can click in and
view specific information on your pension record. If you click on any of these it
will take you to the relevant screen and show you the information held on your
pension record. If you hold more than one record, it will list your individual
records and you can then check the box of the folder you are wishing to access.

Update My Nomination
If you click on “Update My Nomination” and select the relevant record if you
have multiple, it will bring you to a screen to update and replace any existing
nomination. This will be entered the same way as on UPM, and
you have the option to add multiple nominees. You will need to
do this separately for each pension record.
The information you will need to enter is as follows:
Nominee – The full name of the person you are nominating. If it
is not a person you are nominating, i.e. you are nominating a
charity, please enter the relevant name of the organisation.
Relation to Member – Choose “Spouse” for a husband, wife or
civil partner. For any other relation, choose “Other Dependant”.
Date of Birth – Enter the date of birth of your nominee in the
format 01/01/2020. If it is not a person you have chosen, enter
a dummy date such as 01/01/2000.

Nomination Type – choose the option “Death Grant”.
Percentage of Benefits – enter the percentage of the death grant you would like paying to this nominee. If this
is the only nominee, you will need to enter “100”. If you are adding more, enter the percentage ensuring that
the totals will add up to 100.
Do you wish to add another nominee? – If you choose “No”, you can click “Submit” and your nomination
details will be updated. If you choose “Yes”, you will be provided with further fields to enter your next
nominee. There is no limit to how many people you can nominate for a share of the death grant.
View My Benefit Statement
If you click on “View My Benefit Statement” and if necessary, check the relevant pension record, this will show
your Annual Benefit Statements for that record. This will show statements from 2020/21 onwards, so if you
access this before August 2021 it will show a blank screen. You should have received physical copies of
previous Annual Benefit Statements in the post.

View My Pension Modeller
Please see the section Using the Pension Modeller for further information on this facility.

View My Folder Documents
If you click on this and if necessary select the relevant pension record, you will see a list of documents relating
to that employment. These documents will be letters that have previously been sent to you from ERPF, and
any correspondence you have sent into the pension section. If you click on these documents it will open a PDF
version, and you can download this to your computer if you wish.

View My Nomination Details
This section will show you the same details as the membership details screen. See Nominated Beneficiaries for
Lump Sum Death Benefit for further details.

View My Service Details

This screen shows you the details that ERPF hold for your service history and working hours for that
employment, and any previous employments that have been linked to the pension record. This will show you
your contracted hours for any period, who you were employed by, and any breaks in pensionable
membership. The information you will see is as follows:
Date – this is the start date of that particular period, which may be the date you started employment, changed
employers, changed your working hours, or entered the scheme after a break in service.
Employer – this will show the employer you worked for in the period. If this is a break in service, it will say
“NOT IN SCHEME”.

Area – this will always say “Unknown”.
Company – this will show as “East Riding Pension Fund (ERPF)” for any period you were contributing to ERPF. If
you have transferred in any pensionable membership from another pension fund in the LGPS, it will show as
“Interfunds (INTFND). If this was a break in pensionable membership, it will show as “Not in Scheme (NLGPS)”
Service Type – this will show as “Full Time” if you were working a full time post, and “Part Time” if you were
working anything less than the full time contracted hours for the post. If this was a break in pensionable
membership, it will show “Non-LGPS”. For older periods of service, you may see “Absent” or “Maternity”
loaded for any periods you were on authorised absence.
Company Service – If this says “Yes”, it is relating to a period where you were employed. If this says “No”, this
is due to a break in your employment. Please note that for breaks in pensionable service such as authorised
absences, this may say “No” for historical cases.
Pensionable Service – If this says “Yes”, this period of service counts towards your pension. If it says “No”,
usually due to a break in service, this will not be counted in the calculation of your pension.
Standard Hours – If you were working full time (or if this is a break in service), this will show as “100”. If you
were working part time, it will show the full amount of hours that are available in that post, i.e. “37”.
Part Time Hours – If you were working full time (or if this is a break in service), this will show as “0”. If you
were working full time, this shows the amount of weekly contracted hours you worked, i.e. “18.5”.
Date Ended (System Generated) – This shows the last date for that period of service before you changed
hours, employment, or started/ended a break in service. This date should be immediately followed by the first
date on the line above. If it is the most current line that you are still active in, this will be blank.
Job Title – This will show the post title that was provided by your employer. These only started to be loaded on
the pension system recently, so any blank fields should not cause concern.
All this information will have been provided by your employer; if there is any information you believe to be
incorrect you may wish to query this with your employer. If you have any evidence that contradicts the
information held on the service screen such as payslips, you may wish to contact the pension section with this
information.

View My Earnings and Contributions
This screen shows a history of the pay you have earned and the contributions you have paid into ERPF during
that particular employment.

You will generally see three lines at the 31st March each year, with a separate line for your pay information,
your employer’s contributions, and your pension contributions for the year. The information in each column is
as follows:
Date – This will usually be 31st March for the end of the financial year. If you left the scheme within that year,
the date will usually show as your leaving date instead. There may also be an extra date you see in the same
year; this will generally be if you had a change in your employment or transfer of post on that date. If there are
multiple dates for the same year, the pay and contribution information will be split between those dates.

Contribution Value – This will show two amounts for the same date. The higher amount is the contributions
that your employer made during the period, and the lower amount is the total amount of contributions you
paid to ERPF for the period. It is important to note that these contributions are to fund the scheme but do not
directly affect the pension benefits that you built up.
Previous Scheme Contributions – If there is a figure in this column, these will be the contributions that have
moved over to this pension record when you combined a previous period of service from ERPF or from
another fund in the LGPS.
Gross Earnings – This amount is the full time equivalent pay calculated by your employer at this date. If you
have any pensionable membership prior to 1 April 2014 on this record, that pay is used to estimate your final
salary pension on your Annual Benefit Statement for that year.
Main Section Earnings – This amount is the actual pay you received from your employer within that period, if
you were contributing to the main scheme (not the 50/50 section). This will include all pensionable pay which
includes any bonuses and overtime worked, and is the pay that has been used to calculate your CARE pension
for that year. This pay is divided by 49 to calculate an annual pension each year.
50/50 Section Earnings – This amount is the actual pay you received from your employer within that period if
you had elected to be in the 50/50 section for a period of time. This pay is used to calculate your CARE pension
and build this up at half the normal rate – so the pay will have been divided by 98 to calculate an annual
pension each year.
All this information will have been provided by your employer; if there is any information you believe to be
incorrect you may wish to query this with your employer. If you have any evidence that contradicts the
information held on the earnings and contributions screen such as payslips, you may wish to contact the
pension section with this information. It is important to note, however, the only figures that have been used in
the actual calculation of your pension benefits are the pay figures in the Main Section Earnings and 50/50
Section Earnings columns.

View My 50/50 Membership

This screen will show any membership that you have in the 50/50 scheme, if you had elected to do so during
your employment. It will show the following information:
Date – This field will be left blank.
Period Start – This shows you the date you were entered into the 50/50 scheme.
Period End – This shows you the last date you were in the 50/50 scheme if you elected to or were
automatically re-enrolled into the main section of the pension scheme.
Percentage – This shows the percentage of your pay you were paying as pension contributions whilst in the
50/50 section. This percentage will be exactly half of the contribution rate you would have been paying in the
main section.
If you had multiple separate periods contributing to the 50/50 scheme, these will show as separate lines.

3.

Using the Pension Modeller

The Pension Modeller lets you forecast your pension on any active or deferred pension to a potential
retirement age. If you click “View My Pension Modeller”, this will list any deferred or active records that you
hold, for you to choose which record you would like a forecast on.

Pension Modeller – Active Records
For an active employment, this modeller uses the most recent pay that has been provided by your employer
and your current working hours, plus any pension already built up in the CARE scheme, to project your pension
benefits to a date in the future. The calculator assumes that you will carry on working under the same pay and
working hours until your chosen date.
When you click on the modeller you will first see the following screen:

To proceed with using the pension modeller, you must accept the statement provided. The modeller will
provide you with an estimate of your pension benefits based on calculations at certain ages, but will not
perform specific calculations for each age you choose. For this reason the estimate cannot be reliable enough
to make any financial decisions on, and is instead a guide to give you an idea of how your pension and lump
sum may vary depending on when you retire and what percentage of lump sum you choose.
If you are age 50 or above, you will also see the following:

If you are within five years of the date you wish to receive an estimate for, choose “Yes” and click
Submit. This will take you to the Retire Quotation, which will provide you with a more accurate
estimate for a particular date. For further information, see the section Retire Quotation.
If you choose “No” as your intended retirement date is more than five years, you will be asked to
accept the statement and move onto the modeller.

Once you have accepted the statement, you will be taken to the modeller which looks like below:

The information on this screen is as follows:
Pensionable Pay - This figure at the top of the modeller is the most recent full time equivalent pay that has
been provided by your employer. This pay is used to estimate the final salary part of your pension if you have
pensionable membership prior to 1 April 2014.
Date Joined Scheme – This date is the earliest date we hold on that pension record for you. This may be the
start of your employment, the date you opted into the pension scheme, or an earlier date if you have linked
previous pensionable membership.
Retirement Age – You can use the slider or type in the box to can choose which age you would like your
pension forecasting to. You can choose any age between 55 and 75. If you choose an age earlier than your
State Pension Age, the estimate will reduce your pension depending on how many years early. If you choose
an age later than your State Pension Age, the estimate will increase your pension with late retirement
increases.
% of Lump Sum – You can use the slider or type in the box to choose a percentage of tax free lump sum you
would like to estimate. When you take your pension benefits, you can take up to 25% of the total value of your
pension benefits as a lump sum. It is worth noting that if you have pensionable membership prior to 1 April
2008, you will have built up an automatic lump sum, therefore if you choose 0% you will still see a basic lump
sum amount.
Maximum Annual Income – This figure shows you, based on the retirement age you have chosen, an estimate
of the maximum pension you would get without converting any to a lump sum.
Maximum Lump Sum – This figure shows you, based on the retirement age you have chosen, an estimate of
the maximum tax free lump sum you could have at 25% of the total value of the pension benefits.
Selected Lump Sum – This figure shows you, based on the retirement age and percentage of lump sum you
have chosen, an estimate of the tax free lump sum you would be entitled to.

Annual Income – This figure shows you, based on the retirement age and percentage of lump sum you have
chosen, an estimate of the annual pension you would be entitled to.
It is important to note that these figures are an estimate and are not guaranteed pension figures to make a
financial decision with. If you would like a more accurate estimate of a potential retirement up to two years
in the future, please use the “Retire Quotation” option and send the estimate through to the pension
section to check and confirm. See the next section for further details on this.

Retire Quotation
If you are age 50 or above and have selected that you wish to estimate your pension for a date within five
years, you will be taken to “Retire Quotation” rather than the pension modeller. You will see the following
screen:

To proceed, you must accept the above statement. By using the Retire Quotation, you can choose a specific
date up to five years in the future and this will perform a specific calculation for that date, which will be more
accurate than the pension modeller. However, as the quotation has not been checked by ERPF it should still
not be used to make any financial decisions with. If you wish to obtain a quotation to make a retirement
decision with, you must send the quotation to ERPF to check and confirm the figures. You may only do this for
an estimate up to two years in the future.
You can now choose your potential retirement date to get a
quotation for. You may run multiple retirement quotes if you wish
to see pension figures for different dates, but only one can be sent
to ERPF if you wish to use the figures to make a decision on. Choose
your date and click “Submit”. You will then be taken to a screen that
looks the same for you to click “Submit” again, which will run the
calculation.
You then need to click “Show Document” to view your quotation.

This shows you the details of your pension benefits estimated at the retirement date you have chosen. The
“Final Pensionable Pay” quoted is actually the actual pay you earned in the last financial year, and is used to
estimate your future pension.
The Standard Annual Pension and Lump Sum are the figures with no lump sum conversion, so any lump sum
that you see is from your benefits built up prior to 1 April 2008. If you were not in the scheme before that
date, you will see a standard lump sum of £0.00.
The Total Minimum Pension and Total Maximum Lump Sum figures are estimated based on you taking the
maximum lump sum possible by converting your pension at a rate of £1 annual pension to £12 lump sum,
which is 25% of the total value of your pension benefits.
You may download a PDF version of the document if you wish, which you will see as an option above the
quotation.
Once you click “Close” at the bottom, it will ask you the following:

If you choose “Yes”, it will save your quotation on your record which you can access through your documents.
If you choose “No”, it will delete the quotation. Please note that only you and the pension section will be able
to see this document if you save this and your employer will not be notified or have access to it.
Next, you will be asked the following question:

If you have produced a quotation which you would like to use to make a retirement decision with, you will
need to choose “Yes” to investigating taking your pension. This does not mean that you are committing to a
retirement, nor does it mean that your employer will be informed, it simply means that the quotation you
have produced will be sent to ERPF to check and confirm an accurate estimate for you. While the quotation

you have produced yourself is more accurate than using the pension modeller, it still is not reliable enough to
make any financial decisions on with being checked by pension staff first.
You can send one quotation to ERPF every 12 months free of charge, and the proposed retirement date must
be within two years. If you send a quotation that is outside this limit then your quotation will not be
processed. Click “OK” on the following screen to confirm.

Pension Modeller – Deferred Records
If you are using the Pension Modeller for a deferred record (a post that you have since left or opted out of),
the modeller can be used to give you an estimate of your pension benefits at the earliest date you could take
it. If you are under the age of 55, it will show you an estimate of your pension benefits at your 55th birthday,
and if you are 55 or over it will show you an estimate of your pension benefits at your current age. The
modeller will estimate your benefits including the relevant early retirement deductions. For pension figures
estimated at your normal retirement age for a deferred record you will need to refer to your Annual Benefit
Statement.

The slider allows you to choose a percentage of your benefits that you wish to take as a maximum lump sum,
up to 25% of the total value. Please note that there is currently an error within the deferred modeller that
estimates your pension incorrectly when you use the slider. If you choose the maximum lump sum, your
pension amount will show as zero, but this is incorrect as the maximum lump sum you can take is 25% of the
total value. The lump sum figure will estimate correctly but the pension will be wrong if you choose anything
other than the basic lump sum. This error should be resolved by the time it goes live to all members.

4.

Personal Details

On the home page of ERPF Member Self Service, there is a link for “Personal Details”. If you click this, it will
take you to a screen showing you the personal details that ERPF holds for you, and the option to update these
yourself.

You will see a list of your personal details as shown here on the right. These
details will have been provided by your employer, or yourself if we have
received updated details from you.
The top section includes details such as your date of birth, date of marriage and
marital status. It is important that this information is correct as it will affect any
pension and spouse’s pension calculations. The date of marriage field will often
be blank as this is not information we usually hold; if you update this it allows us
to be more accurate when providing the spouse’s pension on any estimates, as
there can be differences when a member marries when active in the scheme,
compared to someone who marries after leaving. To update anything in this
section, click “Update My Personal Details”.
It is vital that the address we hold for you is correct, particularly if you have
chosen letter as your preferred method of contact, as we will still send
confidential pension information to the address that we hold on your record. If
you are an active member of the scheme, your employer usually updates us with
the new details, but if you are a deferred or pensioner member, it is solely your
responsibility to keep us up to date with your personal details. If you move
address, make sure you log onto Member Self Service to inform us, by navigating
to this screen and clicking “Update My Address”.

5.

Pensions in Payment

If you have a pension that is currently being paid to you, there is information that you can view and update
regarding your pension that is in payment.
When you click on Membership Details, you will see this screen with a
section called “My Membership Details”. This shows you details regarding
your pension record and the employment it relates to.

View My Payslips and P60s
Clicking on this link allows you to view all of your payslips and P60s. Any
members who do not have access to Member Self Service will still only
receive payslips in April and when there is a change to the amount of
pension paid. However, Member Self Service allows you to see your
pension payslips for every month.

If you click on a “View Payslip” or “View P60” link on the above screen it will open a PDF version of that
document. This document contains all the details that you would normally see on the physical payslip or P60.
Due to this facility, if you have an account with ERPF Member Self Service you will no longer receive a P60 or
annual payslip in the post.
If you go back to your Membership Details screen, this section shows the bank details
that ERPF hold for your pension to be paid into. You can now update these bank
details through Member Self Service. To do so, click on “Update My Bank Details”.

If you are updating your bank details you will be taken to the above screen. Firstly, you will need to confirm

whether the bank account is based in the United Kingdom or overseas. Secondly, you will need to provide an
effective date for change. The date you enter in this field will be the date from which we update your bank
details. The effective date must be a date in the future. Please note that if your effective date is close to the
payroll closedown for that month your pension may not be paid into the new bank account until the following
month. The payroll closedown dates vary but are generally around the 20th of each month.
Once you click submit, you will be taken to a screen for you to
input your new bank details. You will need to enter the following:
Account Name - This is the account name on your bank card or
cheque book. This must contain your surname and be a maximum
of 50 characters.
Sort Code – This is your 6 digit sort code from your bank card or
cheque book. Enter the numbers only; do not include hyphens.
Account Number – This is the 8 digit account number that appears
on your bank card, cheque book, or online banking application.
If your bank account is a Building Society Account, you will also be
required to complete your Building Society Reference. This will be
a maximum of 18 characters.
Once you click submit, your bank details will be updated on your pension record ready for the end of the
month following your effective date, providing it is before the payroll closedown date for that month.

