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ADDING BENEFICIARIES TO YOUR MEMBER SELF-SERVICE PORTAL

A beneficiary is an individual or organisation that you would like to leave your member account value to in the 
unfortunate event of you passing away.

You can have one or several beneficiaries, as long as the total adds up to 100%.  For example: Spouse: 50%, Child 
1: 25%, Child 2: 25% = 100%.

It is important to keep your beneficiaries up to date so that the benefit goes to the people that you want it to. It 
is simple and easy to do.
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1. Log in to your Member Self Service Portal, via the log in page. 

2. Once you arrive at the landing page select ‘Beneficiaries’.
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3. Select ‘Expression of Wish’.

4. Once you have selected ‘Expression of Wish’ you can select whether to add an Individual or an organisation 
as a Beneficiary.

Individuals

1. If you would like to add an individual as a beneficiary you need to press ‘Add Individual Beneficiary’.
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2. Once you have selected ‘Add Individual Beneficiary’ you will be taken to a screen where you will be asked to 
fill out details about the beneficiary.

3. Once you have filled in the details and decided on what percentage you would like to leave for your beneficiary, 
select ‘Submit’. 
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Organisations

1. If you would like to select an organisation such as a charity, you will need to select ‘Add Organisational 
Beneficiary’. 

2. Once you have done this, you will be asked for details of the organisation which will be:

• Organisation Name
• Organisation Reference Number
• Address

• Percentage of your pension you would like to leave to 
the organisation
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3. Once you have completed inputting these detail, select ‘Submit’.


