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Introduction

The Contribution and Bond Redemption Department
(CBRD) of the National Pension Commission
(PenCom) is saddled with the responsibility of
conducting verification and enrolment exercise for
retirees/deceased employees of the Federal
Government of Nigeria (FGN) treasury funded
Ministries, Department and Agencies (MDASs) in
compliance with Sections 11 (3a —b) and 39 (1-6) of
the Pension Reform Act (PRA), 2014
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Automation of Enrolment Exercise

d The Commission has developed an online
Enrolment Application to drive the enrolment

and verification of potential Retirees employees
of MDAs

d The Application would enable potential Retirees
to carry out self-assisted online registration
through the Retiree Registration Module or PFA
assisted.



Responsibilities of MDAs

MDAs are responsible for the following during the enrolment
exercise:

d

d

Submission of the list of potential Retirees for the period
through the Enrolment Application

Assisting Retirees who have difficulty with the self-assisted
online registration

Assisting Retirees to resolve issues affecting Retiree in respect
of retirement documents

Assisting Retirees who cannot appear physically for
verification with the PFA due to critical health challenge
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How to Access the Enrolment Application v

ne online Enrolment Application is a web-based

oplication that can be accessed anywhere in the world

through the internet via the Commission’s website
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How to Create a User Account w

(1 The Retiree has to create an account before he/she
can have access to the enrolment registration portal

0 RSAPIN, NIN, SURNAME & Valid Email address will
be required to create a User Account



Enrolment Application Portal

RETIREE ENROLMENT PORTAL

RSA PIN/User ID = | pnter RSA PIM

Password = |cnter Password Click to Resel Password

Please change image

 ogin

Click to register & Create a Profile (Retirees only)




Retiree Registration Portal

Input All
parameters
to create
your
Account

RETIREE SELF ENROLMENT PORTAL - REGISTER/CREATE PROFILE

RSA BN =5 Erter RSA PIN

Pleass change image

Register To Login Page



Registered Successfully,
but Not in the MDA
submission

11

You have been registered successfully. How

the MDA has not uploaded your data. Please lisise with your MDA to indude the details in the list of retirees for the period before gaing to your PFA

E3)

"~

RETIREE SELF ENROLMENT PORTAL - REGISTER/CREATE PROFILE

PEN100035939903

48151532028
OGUNMOLA

Plaase change image
E

Register To Login Page




°En~or =

User ABRAHAM with RSA PIN: PEN100035539503 has been registered for Enrolment, if you have forgotten your password, use the Reset Password button on the Login pags

_ox |

Register JOo Login Page




Failed Creation of User’'s Account

d The creation of Retiree User account will fail if the RSA PIN,
NIN or SURNAME is not valid

d It means either the Retiree has not done Data-Recapturing
with his/her PFA or the parameters were wrongly entered
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User's Account Creation Failed

The same

message will
pop-up if NIN or
Surname is also
wrong

@ Error Qa
The RSAPIN entered is not correct or has not been recaptured, check and try again

(=

RETIREE SELF ENROLMENT PORTAL - REGISTER/CREATE PROFILE

£ PEN100035939900

kS

Register Jo Login Page
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How to Login for Registration

After the successful creation of a Retiree User
account, the Retiree will use his/her RSA PIN and
the Password created during the creation of
account to log-in by clicking on the “*Login” button
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Login Page

>

RETIREE ENROLMENT PORTAL

RSA PIN/User ID = PEN100035939903
P3ssSWOrd =  ececcccee Click to Reset Password

Login

Click to register & Create a Profile (Retirees only)




Retiree Enrolment Portal - Main Page

% Maintain/Upload Data Print Confirmation [ﬁ View Dats Summara (Change My Password)

Welcome ABRAHAM OGUNMOLA
You registered on : 01-Apr-2021
You have 30 days left to complete the form

Retiree must
complete the
registration form
within 30 days,
otherwise he/she
will start
registration afresh.

RETIREE ENROLMENT PORTAL
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How to Change User‘s Password

The Retiree can change his/her password from the Retiree
enrolment portal

% Maintain/Upload Data Print Confirmation [ﬁ Views Data Summara (Change My Passwonﬂ
X~

Welcome ABRAHAM OGUNMOLA
You registered on : 01-Apr-2021
You have 30 days left tc complete the form

Y Click to
2 change your
= password

RETIREE ENROLMENT PORTAL
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How to Change User’s Password (Cont'd) §

The Retiree can change his/her password from the Retiree enrolment
portal

é& LDe:a Management J [Uscr Management ) [Cr.ange My Passv.ordJ Logout
I}

Fill in the
existing
password & the
new password
you want
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Forgot Password

In case of a forgotten password, the Retiree can
generate a new password by resetting the password
from the Login page.

The new password will be sent to the Retiree’s email
address provided during the creation of the User’s
account.

20
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Click to re-set
password. The
new password
will be sent to
your email
address

RETIREE ENROLMENT PORTAL

RSA PIN/User ID = pgEN100035939903
Password = esccsccs

Click to Reset Password

Login

Ciick to register & Create a Profile (Retirees only)
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Retiree’s Bio-data

1 Retiree Bio-data will be auto-populated from the
PenCom database

d Only 4 fields are editable to enable Retiree change
his/her Contact address, Contact Phone and email
address, if necessary

( Retiree can also provide alternate phone number if
available



Retiree’s Bio-data (Cont'd)
$ Maintain/Upload Datz Print Gonfirmation (ﬂﬁ Vew Data S:mna.r}ﬂ [Change mrpmmﬂ

MAINTAIN-BIO-DATA

— = =)

[ ) et 1 N
Biodata Easic Employment Datails Employments Promotion Leave of Absence Document Upload Review  Validate Submit Sack | et

BIO-DATA INPUT

RSA PIN PENIQOOZ5939903
PFA STANEIC
NIN 48151532028
Firstname A8RAHAM
Middlename OLANTYT
Surname OGUNVMOLA
Gender Mafe
Date of Birth 12-May-1965

Contact Address 3 FLAT 3 CHEI ESTATE VGC VICTORIA ISLAND LA Editable
#~
Contact Phone = (8023193975 Editable

Alternate Phone |Alternate phone

Email ' MOLABRAM@HOTMAIL.COM Editable
Employer Name AMERICAN INT.SCHOOL
Date Created 01-Apr-2021
Created By ABRAHAM OLANIYT OGUNMOLA

@ )
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Retiree's Basic Employment Details

 The Retiree Basic employment details are the following : Date of 1°

Appointment (DOFA), Date of Transfer of Service (DTS), Expected date
of Retirement (EDOR), Retirement Mode, Reason for voluntary
retirement & number of Employment with FGN

Date of Transfer after 30 June, 2004 is not acceptable by FGN,
therefore the Date of 1%t appointment (DOFA) will automatically
change to the Date the Retiree joined FGN Treasury funded
employment

If the Expected Date of Retirement (EDOR) is on or before 30 June
2004, the application will terminate the registration process because
the Retiree belong to the Pension Transitional Arrangements
Directorate (PTAD)
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Retiree’s Basic Employment Details (Cont'd)
(EEEDEEES -

MAINTAIN-BASIC-EMPLOYMENT-DETAILS

0 . 1:_| Ll | Tl 1| 1)
Biodata Basic Employment Details Employments Promotion Leave of Absence Document Upload  Review  Validate Submit MM

BASIC EMPLOYMENT DETAILS
RSA PIN PEN100035939903 ABRAHAM OGUNMOLA

Date of First Appointment - ®
Date of Transfer of Service @
Expected Date of Retirement - | B
RetirementMode = [ v]
Reason for Voluntary Retirement | v
How many Employments with FGN = | v

@S&ve
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Pension Transitional Arrangements Directorate (PTAD)
Retirees

% m Maintain/Upload Data Print Confirmation [ﬂ View Data Swnmr;a (Change MyPasswma

MAINTAIN-BASIC-EMPLOYMENT-DETAILS

BASIC EMPLOYMENT DETAILS
RSA PIN PEN100035939903 ABRAHAM OGUNMOLA

Date of First Appointment = 1.3,1-1985 B
Date of Transfer of Service &
Expected Date of Retirement = | 03-Mar-2002 @

Retirement Mode *
Reason for Voluntary Retirement = [Medical v

How many Employments with FGN = [ ONE EMPLOYMENT v |

)

@&m

(@) Information L

Sorry, registration process is hereby terminated because you belong to the Defined Benefit Scheme under the Management of the Pension Transitional Arrangements Directorate (PTAD).

(o)
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Retiree’s Employment Details

The Retiree will provide his/her employment details for 2004,
2007, 2010, 2013, 2016, 2019 and 2021 as applicable

Retiree will click "New Record” to provide employment details
for each year as applicable

The Retiree will select the appropriate Year, Organization’s
Sector, Employer Name, Designation, Salary Structure, Grade
Level, and Step for each year employment details as applicable

If there is a mistake in the process, Retiree can delete the
record and start afresh
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O To save employment

Retiree’s Employment Details (Cont'd)

Print Confirmalioy [ﬁmomw](awmmwd]

Biocats Baic Employment Datails Emﬂmpnlnh Promobion Leave of Absence Document Upload  Revew :'-..:":ME

details for each year,
Retiree will click on
the “"Save” button

EMPLOYMENT DETAILS BY YEAR
RéA PIN PENJ00035939903 ABRAHAM OGUNMOLA

“Year 204 s

nisation Sector | MDAs (Core Mnistries & Others V|
Aftel’ a” emp|0yment " Employer PLOGOZSA005 i
details have been i

. . Designation PAO

provided, the retiree =]
will click on the 3
“Next” button to M;w%m
broceed to et o ) Gr) ) £
Promotion Details s B o
Page e s o s a4 e
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Retiree’s Promotion Details

Retiree who has
rom Otl on (S) Nk By i Engloymls o (avecf e el Reie Vi St L0586
between 2004 and —
2021 will provide
the details of such - —
promotion e —
Designation PAQ
The process is s B
similar to that of M
employments oty

(@nentocrd | (e |G | (Y ooe | (G o0 |

details

v — ] — 9 &

S Jre [RSAPN | Organisation Sector |Employer [P Date  |esnabon  [SkHID Sy Sl (%o DaCmbd  |Cetd By
12004 PENIOODSNOO3 | MDA (CowMint. PUDDOMSABS UMD IMAWROGL WSS R4 DI pENIOGOIS
d4d e
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Retiree's Leave of Absence Details

(1 Retiree on leave(s) of absence between 2004 and 2021 will provide
details such as Start Date, End Date as well as description of the Leave

d There can be more than one leave of absence between 2004 and 2021

€3+ m MaintainUpioad Data Frint Confirmation [ﬁ View Dsta Suma!ﬂ EChanare Adfyr P-BSSWWOB
1

MAINTAIN-LEAVE-OF-ABSENCE

v_'!-:rtian Leawve of Absence ch::ume:l: Upload R W 2 Validate Swubrnit ﬂl ﬂl

LEAVE OF ABSENCE DETAILS
RSa PIN PEN100035929902 ABRAHAM OGUMNMOLA

= Description of Leave | Hezlth o |

= Start Date 01-Jun-2011 (E
= End Date 15-Dec-2011 Y
= Organization Sector [ MDAs (Core Ministries & Others) ~ |
= Employer | PUOO0O250001 =]

Afinistry of Agricuture and Rural Development
I:GI' Entar heuws Lean.-e-] [@ e ] L‘-& Rafreck ] [x Dedafes ]
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Upload of Retirement Documents

owing documents are required for upload as

ble to each Retiree

S/No |Types of Documents Upload Status
1 |Letter of First Appointment/Attestation (Police) Mandatory
2 |Birth Certificate/Age Declaration Mandatory
3 |Promotion Letter as at 30 June, 2004 (if applicable) Conditionally Mandatory
4 |Promotion Letters between 01 July, 2004 and December 2006 (if applicable) | Conditionally Mandatory
5 |Promotion Letters between January 2007 and December 2008 (if applicable) | Conditionally Mandatory
6 |Promotion Letters between January 2010 and December 2012 (if applicable)| Conditionally Mandatory
7 |Promotion Letters between January 2013 and December 2015 (if applicable) | Conditionally Mandatory
8 |Promotion Letters between January 2016 and December 2018 (if applicable) | Conditionally Mandatory
9 |Promotion Letters between January 2019 and December 2020 (if applicable) | Conditionally Mandatory
10 |Last Promotion Letter (Current) (if applicable) Conditionally Mandatory
11 |Evidence of Transfer of Senvice (if applicable) Conditionally Mandatory
12 |Evidence of Acceptance of Transfer of Service (if applicable) Conditionally Mandatory
13 |Letter of Introduction from MDA Mandatory
14 |(Copyof Staff ID Card Mandatory
15 |Evidence of Change of Name (if applicable) Conditionally Mandatory
16 |Record of Service Mandatory
17 |Medical Report (if applicable) Conditionally Mandatory
18 |Evidence of extension of senvice (if applicable) Conditionally Mandatory
19 |Enrolment Registration Slip signed by Retiree Mandatory

31
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Upload of Retirement Documents (Cont'd) ¥

d

J

Retiree should note that there are Mandatory and
Conditionally mandatory documents

Conditionally mandatory documents are supporting
documents for Optional information provided by the
Retiree

For example letter of Promotion, evidence of Transfer
of service, Evidence of Extension of service, Medical
report becomes mandatory for upload if the Retiree
provided any of these Optional information

32
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Upload of Retirement Documents (Cont'd)

$ MaintainUpload Data Print Confirmalion [ﬁ View Data s;.-m;..j [Gnangc My Pnsm-nj
|
UPLOAD-SUPPORTING-DOCUMENTS

= = ™ ™ -
Biodata Basic Employment Detads  Employments Promobion  Leave of Absence Document Upload  Review  Validabe Submit ﬁlﬂl

Click to choose file to Upload for selected row EZTLETE

i
-]_&m__l PR
_K Eirth Certificate/Declaration of Age Mandatory  PEM10O. | _m
3 ! grot;'gutlun Letters from 30 June, 2004 to December Optional PEN1DO - | H |
Promotion Letters between January 2007 to )
¥ r. 9. December 2000 . Optional PEN1DO ﬂ ;ﬁJ
- Promotion Lettérs between January 20010 to .
3 & pecember 2012 v Ostionsl  PEN100. _Select | g |
s Promotion Letters between January 2013 to -
> R pecember 2015 v Optional  PENI00.. _Select | g |
Promuotion Letters between January 2016 to
T _E_ December 2018 b Dational PEMIOO.. Salect | _m
Promaotion Letters between January 2019 to )
3 R pecember 2020 v Optonsl  pemco.. Seect | g |
¥ K Last Promotion Letter(2021) Optional PENICO.. Select | g8 |
10 M Evidence of Transfer of Service Optional PENIOO.. Select B
11 ¥ Evidence of Acceptance of Transfer of Service Optional PEMIOO.. Seluct 5
12 E Letter of Introduction from MDA Mandatory ~ PEM1D0.. Select ﬁ
13 _¥ Copy of Staff 1D Card (where applicable) Cptianal PEN100.. Select ¥
14 _E_ Letter of Indemnity (if retired before 2009) Cptianal PEM10O..  Select ﬁ
15 ¥ Evidence of Change of Name (where applicable) Cratianal PEN100.. Seect | 5
16 M Record of Service Mandstory  PEN100.. Select | g6 |
17 M Medical Report (where applicable) Optional PENIOO.  Select | @ |
% Evidence of Extension of Service (where applicable) Optional . Select | |

33



View Uploaded Documents
e;:') Maintain/Upioad Data Print Gonfirmation [aﬁ View Dota summj [Gnmnc wy Pmmj

UPLOAD-SUPPORTING-DOCUMENTS

= = ™ ™ -
Biodata Basic Employment Detads  Employments Promobion  Leave of Absence Document Upload  Review  Validabe Submit ﬁlﬂl

Click to choose file to Upload for selected row EZTLETE
i
-]_&m__l_ll_ﬁj ] . h
3 _Birth Certificate/Declaration of Age Mandstory ~ PENI0O. Select | g | Retiree can view the

Promotion Letters from 30 June, 2004 to December )
3 R Sn06 Optional penioo. | Select | g | document Uploaded

Promotion Letters between January 2007 to ‘ . .
e e e by clicking the View
: M 201 Optional pEN100.. Select | 4 | button.
s FPromotion L2 slusen 1 2013 to -
5 X pecember 2015 = ooorsl  eaon.. pseect| | uiih]

Promotion Letters between January
7 R pecember 2018 cal _ penioo. Seect | g |

Promotion Letters between January 2019 to ; A
[ _E_Decernher zmn Optional v gy
¥ K Last Promotion Letter(2021) Optional PEN100 T
10 M Evidence of Transfer of Service Optional PENIOO.. Select B
11 3 Evidence of Acceptance of Transfer of Service Optionsl  PENI0O.. _select | Uploaded dOCUment
12 K Letter of Introduction from MDA Mandatory  PEN1DO..  Select % can be d el etEd by
13 g Copy of Staff ID Card (where applicable) Cptional PEMLOD.. Select ﬁ ANz
14 E Letter of Indemnity (if retired before 2009) Optional PEML0O... Select ﬁ C“Ck|ng the X
L5 _E_ Evidence of Change of Name (where applicable) Cotianal PEM10O..  Select | ﬁ b tton
16 M Record of Service Mandstory  PEN100.. Select | g6 | U .
17 M Medical Report (where applicable) Optional PENIOO.  Select | @ |
&8 3 Evidence of Extension of Service (where applicable) Optional PEN10O.. Select | O |
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View Uploaded Documents (Cont'd)  &*

e* Maintaindipioad Dala Prird Confirmmalion I:ﬁ Vigw Dats Emm}j [wapﬂﬂm]
|
UPLOAD-SUPPORTING-DOCUMENTS

Bodits Basic Emplcyment Detsds Employmants Promotion Lasve of Absince Document Uplosd  Review  Valdste subret ek Megt ]
- Click to choose ﬁ to Upload for selected row [EET1E “ g, W Weo% M 0719
T
in | [ -"r-.-p. [— Cick s -kﬂuidndﬂnu.mlhn‘ | |
I | | ] | | | W | ] e . .
¥ Letter of First-Appointment/Gazette/Altestation  Mandatory  PENI00. Seect | [(3§]  PeNiocassmssonmteseg CI’ "] WEECCIII"'ECL'DTQ;DE[}“ @ :
2 Eirth Certificate/Declaration of Age Mandatery  PEMIDO.. Select ] _ﬁ_j PENICOOTEIIFHT Barthoert.jng
H Promation Letters from 30 June, 2004 to December _ . pensoo.. seect | @8 T WY PR
Pr-:lrnutm Latters bebwean January 2007 to - —
b4 December 2009 Ctianal PEMLOO..  Select ] » |
Promotion Letters bebmeen January 20010 to 1
R pecember 2012 Otorst |roen.. el | il
Promaotion Letters bebween January 2013 ko . P
Promotion Letters bebween January 2016 to ]
December 2018 Optional  EM10G..  Select | [ |
Promation Latters bebwesn January 2019 to
December 2020 Optonal  peMi0. Seect | g |
E Last Promotion Letten2021) Ciptional BEMLON..  Sebect _ﬁ_l
0 3 Evidence of Transfer of Service Bpbanal PENIOD . Select | 38 |
1 E Evidence of Acceptance of Transfer of Service Optianal PEMLOO.. Select | _ﬁ_j
2 K Letter of Introduction from MDA Mundstery  PENIDD.  Swlect J _ﬁ_j PENI0O0IEHIFH0T Intaletber. jog
3 2 Copy of Staff 1D Card (where applicable) Oiptinnal PEMIDD..  Sebect | P |
4 ! Letter of Indemnity (if retined before 2009) Optinal PEMLOD.. St _ﬁ_j
5 oK Evidence of Change of Name (where applicable)  Optional PENIDD..  Seect | 4% |
] x Record of Sendige Mandatery  PEMLOO Sabect J _ﬁ_j PER1OOO TR T BecordSenice. jog
7 _ ¥ Medical Report (where applicable) Dptianal PENIDD.. st | 48 |
g Evidence of Extension of Service (where applicable) Ostisnal PEMIDD. Select | OB |
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Review of Retiree’s Information

Retiree can review his/her information, make corrections
and validate records before submission

% MaintainvUpload Data FPrint Confirmation (“ View Dats Sarrvnar)j [Change Ady Pssswond)

g

= = - ] = =
rment Details Employments Promotion Leave of Absence Document Upload Review Validate Submit &M

S, Show Printable Page
Bio Data

RSA PIN |PEA NN |FIRST NAME | MIDOLE NAME |SURNANME |GENDER |DATE OF BIRTH ]

PEN100025939 . STANEIC 48151532028 ABRAHAM OLANIYI OGUNMOLA n~ 12-May-1555
CONTACT ADDRESS |CONTACT PHONE = |ALTERNATE PHONE (EMAIL |EMPLOYER NAME |
3 FLAT 3 CHEL ESTATE VGC VICTORIA ISLAND LA 8023193975 MOLAEBRAMSHOTMAIL AMERICAN INT.SCHOOL

ployment Basic Information
Cate of First Date of Transfer of EExp.ct-dDmoi Ret: £ Mod Reason for Voluntary Hows many Employments
O31-3uk-158s == 03-Dec-2021 2 Voluntary 2 Resignation = ONE EMPLOYMENT
Employment Details
~ | ~ | ~ | l , ' ~ | ~ | ~ ] l

. Sin Year Organisation Sector Employer !WISM Designation !Sbﬁlb Saly GL Step Cate Created %Cr.w.dey
MDAs (Core Ministries . Ministry of Agriculture . 01-3ul-2008 PAC = MAWROO1L  HAPSS & 4 O1-Ape2021

2007 MDAs (Core Ministries Minstry of Agriculture 01-Jul-2009 PAO MAWROOL 3 O1-Apr-2021 PENIOCO35939903

Birth Certificate/Dedaration of Age PEN1000359395903 \Birthcert.jpg
Promotion Letters from 30 June. 2005 to Decamber 2006

Promotion Letters betweean January 2007 to December 2005

Promotion Letters between January 20010 to December 2012

Promotion Letters betwean January 2013 to December 2015
Promotion Letters between January 2016 to December 2018
Promotion Letters betwean January 2015 to December 2020 Optional
o= s s e_aa_c_ 1 rs Ontianal
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Validation of Retiree’s Information 1}7*

Retiree can validate his/her records to enable him/her know
if there are missing information or mandatory documents

€5+ m AMaintainvyUipload Data Frirnt Confirrmaiion ( ﬁ View Drhafs Sumnms-n:ﬂ [ Change My Fa sswordj
|

VALIDATE-&-SUBMIT

rommotion Leawe of Absence Dooument Upload Reawiews Validate Submit

LC.I'ICR’ o Valdale Dafﬂj Lsubmfr and contact youwur PFEA for Werification amnd Enro.l'.l'mentJ

wvalidation Result : J

& G (@ o) (G )
it
VALIDATE-&-SuBMIT

nts Promotion Leave of Absence UCocument Upload Review validate Submit

([ Gick io vaidaie Daia ) (Submit and contact your PFA for Verification and Enrollmentj
-_—

validation Result - Vvalid: Normal Acknowledgement Slip would be
available after Submission
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Submission of Retiree’s Details T

Retiree should ensure that all necessary corrections are made
before submission, otherwise correction of records can only be
done during the verification exercise with his/her PFA

ﬁ, Maintain/Upload Data [,ﬁ View Dt Summar}j [Cﬂange wpassm] Logout
|
VALIDATE-&-SUBMIT

omotion Leave of Absence Document Upload Review Validate Submit

o =

[ Click fo Validate Dara]

validation Result : Successfully Submitted: Normal Acknowledgement
Slip is now available for View/Print
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Printing of Acknowledgement & Registration Slip W/

(d Retiree must complete the Basic Employment details and at least one Year
of employment details as applicable before Acknowledgment slip can be
generated

 Retiree can print acknowledgment slip after submission by clicking "Print
Confirmation” button

d Registration Slip will not be available until the Retiree has been
successfully verified and enrolled by his/her PFA

(d Retiree can re- login at anytime after the enrolment exercise to print
Registration slip in case he/she misplaced it
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Printing of Acknowledgement & Registration Slip (Cont'd) b
é.. m Maintain/Upload Data Print Confirmation L @8 View Dsta Summar)j Lcnange My passwon:j

PRINT-CONFIRMATION-SLIP

== Click to Print Acknowledgement Slip =2 Print Registration Slip

é‘ w AdaintainvUpioad Data FPrint ConfirTmation [ 88 Vview Dsis Sum’r.\sr)j LChange ASy P.sssv.c;.’dj

l == Click to Print Acknowledgement SlipJ ' == Print Registration Slip |

NATIONAL PENSION CONMIMISSION
ACKNOWLEDGEMENT SLIP
REGISTRATION CONFIRMATION

Name ABRAHAM OLANIYI OGUNMOLA

RSA PIN PEN1T100035939903

PFA NAME 021 Stanbic IBTC Pension Managers Limited
Registration Date O1-Apr-2021

Registration Status Successful

You are required to provide the original and photocopy of the following documents as applicable to
your PFA to complete the enrcolment exercise:

Letter of First-Appointment/Gazette/Attestation

Birth Certificate/Declaration of Age

Promotion Letters from 30 June, 2004 to December 2006
Promotion Letters between January 2007 to December 2009
Promotion Letters between January 20010 to December 2012
Promotion Letters between January 2013 to December 201S
Promotion Letters between January 2016 to December 2018

NODhUN
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Re-cap b
The core responsibility of an MDA is to provide the list of the potential Retirees

and assist them on issues concerning their enrolment exercise

Creation of the User account is mandatory for self-assisted registration for
enrolment exercise

RSA PIN, NIN, SURNAME, valid email address are required for creation of a User
account

Retiree must complete the online registration form within 30 days, otherwise
he/she will start registration all over

Any Retiree whose EDOR is less than 30 June, 2004 will be referred to PTAD

Any Retiree whose Date of Transfer is after 30 June, 2004 will not be accepted;
hence, DOFA will be the date he/she joined FGN employment

Retiree can re-set or change his/her password
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Re-cap (Cont'd) v

Retiree can edit his/her contact address, contact phone, alternate contact phone
and email address if there is a need to do so

Retiree who is not on the list of potential Retiree submitted hisfher MDA must liaise
with the MDA before going to PFA for verification

Retiree must ensure that he/she uploads the scanned copy of his/her retirement
documents

Retiree can review his/her records and make necessary corrections before
submission

After Submission, Retiree cannot make further corrections on his/her records,
except during verification exercise with his/her PFA

Retiree can print acknowledgment slip after submission

Retiree can print Registration slip after successful verification with the PFA
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QUESTIONS & ANSWERS
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