Updating a member’s National Insurance

number
August 2024

We've been made aware that members are experiencing problems associated with QQ
(temporary) numbers or incorrect National Insurance numbers that weren’t recognised. This
resulted in them getting locked out of the system and opt in/opt out issues.

It's important to maintain accurate records of member details and as an employer or Payroll
Provider, you'll be able to correct personal details via the Employer Portal.

Member Search

When making these changes, you need to submit them through the Member Search section of
the Employer Portal.

You'll need one of the following combinations to search for a member:

» Teachers' Pensions Reference number and gender

» National Insurance number and Date of Birth

» National Insurance and surname

» Surname and Date of Birth — this search will only return members with no previous service
and have a QQ (temporary) National Insurance number.

You can narrow the search further by using the initial and forename fields. Entering data into all
fields will return no results.

Once a member has been located, a magnifying glass icon will appear next to the member’s
name. When you select this it will enable you to change their personal details.

The change will occur immediately.
You'll need to request a Member Print to confirm the details are correct.

For more information on Member Search, read our helpful guidelines.

Monthly Contributions Reconciliation (MCR)

As an employer, you can’t change National Insurance numbers through an MCR form unless it's a
QQ (temporary) number. In this instance, you’ll need to make sure to use the member’s Teachers
Pensions Reference number and it will change the QQ (temporary) number to the National
Insurance number on the MCR form.
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For other changes, you'll need to use the Member Search function on the Employer Portal or
request the change through contacting the MCR team. They'll then request evidence to be
uploaded to the Portal before making any changes.
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https://www.teacherspensions.co.uk/employers/employer-login.aspx
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/member-search-member-print/tp2115member-print-guidelinesv12.ashx?rev=8c28dfd7837946279811be5e5c7de922&hash=FA420DEE610AB5A61DFC1E96FC42C7EB
https://www.teacherspensions.co.uk/public/contact-us/employer-contact-us.aspx

Employer Portal - How to change a member’s National Insurance
number

» To make the change, you'll find the Member Search section in the left navigation of the
Employer Portal

» Here you'll be able to search for the member, view and edit their details

» Enter the member details then select ‘Find Member’

* Once search is complete the results will come up

» Click the magnifying glass under Actions

» This will take you to the Member View page where you can edit the details.
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https://www.teacherspensions.co.uk/employers/employer-login.aspx

* Once you're in the Member View page, you'll be able to see the member’s details
» To edit the National Insurance number, click the ‘edit’ button in the personal details section.
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* You'll then be able to change the member’s National Insurance number in the fields below.
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* Once the change has been made select ‘Next'
» Then you'll need to confirm the change by entering the member’s date of birth.
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« After you've confirmed the member’s date of birth, select ‘Next’
* You'll then see a summary of the member’s personal details to make sure the change is
correct.
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« To submit the form you’ll need to confirm the details are correct by checking the check box
at the end
* You can request a Member Print and submit the changes with the buttons below.
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You'll then be brought to the ‘'Thank you’ page which confirms you‘ve completed a change.

Things to remember

If you're updating a member’s National Insurance number or Date of Birth, you can only do
this if you've up to date service on their record

We don't accept email requests to make this change, because if a member moves between
establishments, the new establishment will need accurate records of their service

The only exception for this would be if we hold a QQ (temporary) National Insurance
number

You should encourage members to keep their personal information up to date in their
secure My Pension Online (MPO) account

You can also request to update member details through Employer Secure Messaging, if
you're unable to update the Member Print yourself

Get familiar with your Employer Portal by reading our useful guide.
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https://www.teacherspensions.co.uk/forms/registration.aspx
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/contact-us/contact-us-guidlines-june-2023-v1.ashx?rev=e81f4ac86a934fbeba04e8a96fcc9bd9&hash=7B6F7E1DB2DB02E5E252EFEB94302E1A
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/employer-portal-guide/employer-portal-guide-jan2019.ashx?rev=79e06c9d10c24b4c86194ecf3ac4d24f&hash=46502394BF56A5A8BBC6782A3BD94452

