How to Update and View Guide §8

It's what we do



Update My Address

Please note that if you are also an employee of the business and e Select whether your address is in the UK or not.
still contributing to the DC Scheme you will not be able to update
your address via Member Online. You will need to update your
address via MyHR, which will then be passed across to our systems.

If you select UK you can then enter your postcode and
we will find your address.

My Pension / My Personal Details / Update My Address

a From the homepage click on ‘Personal Details'. Update My Address

Is the new address in the UK? * @

Hi
@ = O Yes

2 No

Membership Details Personal Details Change My Account View My Documents|

Search By House Number/Name: @

Search by Postcode: * @
M60 0AG

Find Address

Matching addresses found: 1

The Co-operative Group, 1 Angel Square, MANCHESTER, M60 0AG

Add a new address

New Address

4
Frequently Asked Questions Additional Information O lagree that | have correctly entered my address details as shown above.

How Do | Update My Details? What happens to my benefits when | die?
Submit

e Click on the ‘Update My Address’ button. o
o Once you have selected your address from the list, it will

My persion /Wy parsorl Dl appear in the text box. Select to confirm that your address

. . . ; oy
My Personal Detals e section is correct and click on ‘Submit’.
Full Name Mrs A Jones. > Update My Address
Gender Female > Update My Email
National Insurance Number regnen A New Address
Date of Birth -
Date of Marriage The Co-operative Group
Marital Status Married 1 Ange| Square
State Retirement Date 22/11/2001 MANCHESTER

- United Kingdom
Address The White House
Parliament Square M60 0AG y

Washington DC
United Stat "
nited States © | agree that | have correctly entered my address details as shown above.

Update My Address /_\
¥ <@

Mobile Phone Number -

g—




o Once you have done this your address will be updated.

Address

Update My Address

The Co-operative Group
1 Angel Square
MANCHESTER

United Kingdom

M60 0AG

0 If you encounter an error similar to the one shown below,
you are unable to update your address online at the
current time. Please either try again later or contact the
Pensions Department on 0330 606 1000 or email
staffpensions@coop.co.uk

° If your address is overseas, you will be able to type in

your address. Once you have done this, select to confirm

that you have entered the address correctly and then

click ‘Submit’.

Update My Address

An error occurred while processing this request. Error Reference: d05e299a-f52a-4e8b-8cdc-c8263d88717f

New House Number/Name * @

14 Beach Street

New Street *

Cape Town

New Town

New Address Line 4

New Address Line 5

New Country *
| South Africa %

© 1agree that | have correctly entered my address details as shown above.




Update My Phone

o From the homepage click on ‘Personal Details’.

Membership Details Personal Details

Frequently Asked Questions
How Do | Update My Details?

Change My Account

Additional Information
Wnat happens to my benefits when | die?

e Select ‘Update My Phone".

Address

Update My Address

Home Phone Number

Mobile Phone Number

Update My Phone ’

Email

Update My E-mail

The Co-operative Group
1 Angel Square
MANCHESTER

United Kingdom

M60 0AG

e Enter your phone number(s) and select ‘Submit'.

Update My Phone

Enter the new phone numbers

Home Phone Number

| 0330 606 1000|

Delete your home number?
J Yes © No

Work Phone Number

Delete your work number?
D Yes © No

Mobile Phone Number

Delete your mobile number?
D Yes © No

o If you wish to delete a number we have for you, select ‘Yes’
under the relevant number. If your number has changed,
you can overtype the number and the new number will
save and be shown as below.

Home Phone Mumber 0330 606 1000
Maobile Phone Mumber

Update My Phone

If any of the Personal Details we hold about you are incorrect or need updating, please contact the Pensions Department on 0330 606 1000 or staffpensions@coop.co.uk



Update My E-mail

o From the homepage click on ‘Personal Details'. e Enter your new email address (you will have to enter this
twice) and click ‘Submit’.

Membership Details Personal Details Change My Account

Update My Email
New Email Address *
Amember@coop.co.uk

Retype New Email Address *

Amember@coop.co.uk

Frequently Asked Questions Additional Information o YO u Wi I I t h e n be p ro m pted fo r yo u r p a SSWO rd .

How Do | Update My Details? What happens to my benefits when | die?

Update My Email

Please enter your password in the box below as you have requested to change your security for your account

e Select 'Update My E-mail". password *

Address The Co-operative Group
1 Angel Square
MANCHESTER
United Kingdom
M60 0AG
Update My Address . .
o Your email will now be updated.
Home Phone Number -
Mobile Phone Number -

Email Amember@coop.co.uk
Email v - Y Update My E-mail
=~ N

Update My E-mail
{ )




View My Payslips and P60s

You can only view pensioner payment payslips and P60s via e Select the document you would like to view and click on
Member Online. If you are an employee of the business you ‘View Payslip’ or ‘View P60’ on the right of the table.
will need to access MyHR for your other payslip and P60.

My Pension / View My Documents / Payslip List

a From the homepage click on ‘Membership Details'. My Payslips and P60s —

> My Documents
> My Payslips and P60s

Show| 10 4 entries Search:

@ " Date +  Description

20/03/2020 Payslip View Payslip
Membership Details Personal Details Change My Account View My Documents|

21/02/2020 Payslip View Payslip
24/01/2020 Payslip View Payslip
10/01/2020 P60 View P60

2711212019 payslip View Payslip
29/11/2019 Payslip View Payslip
01/11/2019 Payslip View Payslip
04/10/2019 Payslip View Payslip
06/09/2019 Payslip View Payslip
09/08/2019 Payslip View Payslip

Showing 1 to 10 of 81 entries Previous \I/ 2 3 4 5.9 Next

Frequently Asked Questions Additional Information

How Do | Update My Details? What happens to my benefits when | die?

. _ . _ . o Once you have selected the one you want to view, scroll to
e Select 'View My Payslips and P60s’ in My Membership Details. the bottom of the page and you will see an option to
‘Download PDF". If you click on this you will be taken to the

. .
My Membership Details 1 i section Payslip or P60 you have selected to view.
~ Co-operative Group Pens Fund (Pensioner), 14/08/1978 > Update My Bank Details
Membership Number 201289R YRR L REmih =
View My Folder Documents
EREE e Cacil View My Tax Code History
Date Joined Employer 14/08/1978
Date Joined Scheme 14/08/1978 [}glr']EJIIED1 g
Rejiseriiliot 27/02/1999
‘ View My Payslips and P60s ’
: Showing 1 to 10 of 81 entries
Bank Details
CURRENT
Effective Date 28/01/2020
Account Number *kkk3344 DDWHIGE Ij PD F
Sort Code 40-31-17




e You can also search for a payslip/P60 from a specific date
by entering it into the search box.

My Pension / View My Documents / Payslip List

My Payslips and P60s

In this section

Search:; 01\ 3 My Documents
: Loy
3 My Payslips and P60s

Show| 10 4 entries
Date v Description
01/11/2019 Payslip View Payslip

Showing 1 to 1 of 1 entries (filtered from 81 total entries)

Download PDF

Previous Next

° Or you can search for just P60s or Payslips by typing in the

search box.

My Pension / View My Documents / Payslip List

My Payslips and P60s

In this section

B — T e { D
> My Payslips and P60s
Date + Description
10/01/2020 P60 View P60
27/03/2019 P60 View P60
04/04/2018 P60 View P60
29/03/2017 P60 View P60
08/04/2016 P60 View P60
01/05/2015 P60 View P60

Showing 1 to 6 of 6 entries (filtered from 81 total entries)

Download PDF

Previous 1 Next




Save a Payslip or P60 on a computer

a When the Payslip or P60 is displayed, click on the diskicon  If you have access to a printer and want to print this out, now click
that is on the top-right corner. on the printer icon.

S B8 | B (BB g

Select the location you want to save the file to and type in a Select your prmt.er and sel.ect whether you want to printin colc?ur
or black and white, then click print (the view may vary depending

58

File name i.e. Payslip month year and click ‘Save". . .
on the printer that is being used).

Save fs .
4 X » This PC » Documents v U Search Documents 2
(Organise ~ Mew folder = 0
SD Support for Member Online ~ Name h Status Date modified

Update My Bank Details Custom Office Templates 10/03/2020 10

09/03/2020 10:1

@ OneDrive - The Co-op Group My Received Files

- S0 Server Managerment Studic /03/2020 10:1)
™ Thi

tis PC Visual Studio 2005 09/03/2020 10:1
¥ 3D Objects
B Deskiop

| Docurnents

¥ Downloads
. 1S >

File name: | |2

Save as type: .PDF[ _pdf)

Save Cancel

» Hide Folders




Update My Bank Details

Please note that all non-UK bank accounts will show the standard o Click on ‘Update My Bank Details".
Western Union holding account and not your individual account

details.

Overseas bank accounts cannot be updated online. If you need to | e 7 wumspons

change your overseas bank details, please contact the Pensions My Membership Details

Department by phone on 0330 606 1000 or by email to o e S S -

pacepensionerpayroll@coop.co.uk e b 0
incpioseio s

Changes to bank account details will need to be made no

later than 8 days before payday for them to take effect in that

1 d Bank Details
pay perioaq. —
Effective Date 23/07/2000
Account Number wwwe31g]

Update bank details for an account located in the UK (fm) o

a Click on ‘Membership Details'.
Select "Yes' (for UK) and type an effective date in the future

and click ‘Submit’.

Membership Details Personal Details My Account View My Documents Update My Bank Details

UK or Overseas Bank
Is the new bank account based in the UK?
f@:‘ Yes

'
__J No

ke ]
‘.“‘r“, ~al

Pace Pensions
m for managing your per Effective Date for Change
Changes to bank account details will need to be made no later than 8 days before payday for them to take effect in that pay period.

The date of change you choose must be in the future. Please note if you have recently notified us of an alternative future date this will be replaced
with the new details submitted here,

Frequently Asked Questions Additional Information Enter effective date for change. *
How Do | Update My Details? What happens to my benefits when | die? h’ %

If you do not wish to proceed, please use the Home link or back button on your browser to cancel this action.




o Type in the new details and click ‘Submit”. e Now check your new bank details and if it's all correct,
click "Confirm’.

Update My Bank Details
Update My Bank Details

Account Name * @

-

Confirm Your Account Details

Sort Code *
© Account Name

Account Number * @

Sort Code
Are you paying into a Building Society Account? * Account Number
O Yes
@ No HSBC UK BANK PLC (MANCHESTER CHORLTON/HARDY),
577-579 Wilbraham Rd
If you are unable to find your payment institution, please contact us on 0330 606 1000 Chorlton-cum-Hardy
Manchester
M219AH




° Type in your password and click ‘Submit’.

Update My Bank Details

Please enter your password in the box below as you have requested to change your bank account.

Password *

Bank Details

FUTURE CURRENT
Effective Date 12/03/2020 23/07/2000
Account Number FHFR]I25 *H*k*3181
Sort Code

Update My Bank Details




Update My Beneficiary/Nomination

o From the homepage click on ‘"Membership Details’". e Enter the details of your beneficiary in the relevant boxes.

@ My Pension / My Membership Details / Update Nomination
Membership Details Personal Details Change My Account
: Update My Nomination T
Please ensure the total percentage of benefits add up to exactly 100%. Update My Bank Details
Update My Nomination
Please note that all nominations must be re-entered each time any change is made. View My Folder Documents

View My Tax Code History

Nominate Beneficiary

Nominee *

i ! v, Mr ATest
. | d g Relation to Member *
Pace Pen5|0ns - . o 3 | Spouse 9
orm for managing your p g et P g ; Date of Birth *
01/01/1946 =9

Percentage of benefits *

80

Do you wish to add another nominee? *

Frequently Asked Questions Additional Information

How Do | Update My Details? What happens to my benefits when | die?

Nominate 2nd Beneficiary

Nominee *

Relation to Member *

e Select ‘Update My Nomination”. ~
o If you want to enter more than one person, select ‘Yes' to

S — add another nominee and enter the details of any further
Retirement Date 27/02/1999 . . I
nominees. The total of all nominees’ percentages of
:
benefits should be 100.
Bank Details
CURRENT . . J oy
B Once you have added all your nominees click on ‘Submit’.
Account Number H*k%3344
Sort Code 40-31-17
Relation to Member *
| Spouse 3
Nominated Beneficiaries for Lump Sum Death Benefit Date of Birth *
Nominee Tiger Woods Lizard
Relation To Member Other Dependant Other Dependant 01/01/1946 ﬁ
Date Of Birth 01/02/1985 01/01/2020
Nomination Type Death Grant Death Grant Percentage of benefits *
Percentagas@ilans 20% 80% 80
03/02/2020 03/02/2020
— Do you wish to add another nominee? *
A

©Civica 2020 Contactus Accessibility Terms of Use Privacy m




e You will now be able to view your nomination.

Membership Number Lo
Employer Name Co-op
Date Joined Employer 14/08/1978
Date Joined Scheme 14/08/1978
Retirement Date 27/02/1999
Bank Details

CURRENT
Effective Date 28/01/2020
Account Number HRAHINL
Sort Code 40-31-17

Update My Bank Details

Nominated Beneficiaries for Lump Sum Death Benefit

Nominee Tiger Woods Lizard

Relation To Member Other Dependant Other Dependant
Date Of Birth 01/02/1985 01/01/2020
Nomination Type Death Grant Death Grant
Percentage Of Benefits 20% 80%

Date Of Nomination 03/02/2020 03/02/2020

Update My Nomination

Please note - if you have more than one period of service/
pension you will need to update these details for all
membership periods.




View My Documents

0 From the homepage click on ‘View My Documents’. e You will see documents to view online here, as and when
they become available to you. If you have documents
© available to view, click on the document name from the

Membership Details Personal Details Change My Account View My Documents’

T list dlsplayed

My Pension / ViewMyDocuments / My Documents

My Documents

Date Title

Frequently Asked Questions Additional Information
How Do | Update My Details? What happens to my benefits when | die?

e Select ‘My Documents'.

‘ In this section

% My Documents




Save a document on a computer

When the document is displayed, click on the disk icon e If you have access to a printer and want to print this out,
that is on the top right corner. now click on the printer icon.

S@ 8 | R @B 8| R

Select the location you want to save the file to and type in a o Select your printer and select whether you want to print
file name ie. Certificate acknowledgment and click ‘Save'. in colour or black and white, then click print (the view
may vary depending on the printer that is being used).

e hs

-
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