
SEND AND RECEIVE YOUR DOCUMENTS 
SECURELY THROUGH MEMBER SELF SERVICE

QUICK
GUIDE

From time to time you may need to send documents to the Pensions Section. Equally we 
may contact you, to let you know documents are available for you to view and download. 

From your Dashboard, click on the ‘Documents’ section

This screen will now appear



If you have a document to send 
to Pensions, you can do so via 
the ‘Document Upload’ section. 

Click on ‘Browse’ and search for 
your document.

SENDING A DOCUMENT

If you click on ‘My Documents’ or ‘Scheme Documents’, you will find any 
documents we have put there for you to access.

For example, in ‘Scheme Documents’, there is a document relating to Covid-19 
Questions and Answers. 

If you open this document, you 
will see that it looks like this.

Once you have pressed 
‘Upload’, this message 
will appear

You can save this document 
and print it if you wish to.

Once you have selected your document, click on ‘Upload’.


