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1 Go to the home page of the Rothesay
website at https://pensions.rothesay.com

Press the ‘Register’ button in the top right
corner.

3 If you’re accessing the home page on
a mobile, press the lines in the top
right corner.

How to register for access to the Rothesay portal

Step 1
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1 Enter your personal details. You’ll then
need your Policy number, your National
Insurance number and a personal email
address.

Your email address will become your
username when you log in in the future.
A red error message will highlight
where there are any issues with your
details.

Confirm you’ve read the terms and
conditions by ticking the box and then
press ‘Continue’.
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Step 2



3

2

1 Press ‘Get your verification code via
email’. It may take one or two minutes to
arrive in your inbox. If it doesn’t arrive,
first check your spam folder before
asking the portal to send it again.

Once you have the 10 digit verification
code, enter it into the box and press
‘Continue’. You can copy and paste
directly from the email The code will
expire in 10 minutes, so you’ll need to
request a new one if you don’t enter it
within that time.
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Step 3
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1 Choose a security question, answer and
a hint. You’ll need this every time you log
in. Your question should be something
that is easy for you to remember but is
not known to anyone else and difficult to
guess.

Press ‘Continue’.
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How to register for access to the Rothesay portal

Step 4



Set a secure password. This must be
12 or more characters and made up
of upper and lower case letters,
numbers and the special characters
shown below. It can’t include any
spaces.

Pressing the eye 
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You’ll now be directed to the portal
where you can log in using your
details.

There is further help on how to log in
on the following pages.

icon will reveal 
the password to help you type, though
you should only do this if you are not in
a public space. 

Press ‘Continue’.
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Step 5



How to log in to the Rothesay portal

Step 1
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1 Go to the home page of the Rothesay
website at https://pensions.rothesay.com

Press the ‘Log in to the portal’ button in
the top right corner.
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3 If you’re accessing the home page on
mobile, press the lines in the top right
corner.
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Enter your email address, which is the
email address that you used when you
registered (if you’ve forgotten your
email press ‘Forgotten your username’)

Enter your password

Pressing the eye       icon will reveal 
the password to help you type, 
though only do this if you are not in 
a public space

Press ‘Continue’
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How to log in to the Rothesay portal

Step 2
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If you have forgotten your username go
to page 10 and if you have forgotten
your password go to page 12.
If you have incorrectly entered your
details three times, your account will be
temporarily locked.
You can unlock it yourself by
retrieving your username or
password.
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How to log in to the Rothesay portal

Step 3
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You’ll now be logged in and see your
personalised home page.

Enter the answer to your security
question. You will be asked to enter
three random characters.

If you have forgotten your answer, the
hint that you set when you registered
can be emailed to you by pressing the
text ‘Email yourself a hint’.

Press ‘Continue’.
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Press ‘Continue’.

Your username is the email address you
used when you registered for the portal. 

If you have forgotten it, first press the
‘Forgotten your username’ text link below
the password box on the log in screen and
on the next screen do the following: 

Enter your surname, your date of birth,
your Policy number, and your National
Insurance number.
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How to recover your username

Step 1
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1 Enter the answer to your security
question. You will be asked to enter
three random characters.

Press ‘Continue’.

Your username, which is your email
address, will be displayed on the next
screen.

Press ‘Sign In’ to now log in.
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How to recover your username

Step 2

john.smith@gmail.com
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1 First press the ‘Forgotten your
password’ text link below the password
box on the log in screen. You’ll need
your username to reset your password.
On the next screen do the following: 

Enter your username, which is your
email address.

Press ‘Continue’.

Your username is the email address you
used when you first registered. If you
have forgotten your username, press
the text ‘Forgotten your username’
below the box and follow the steps on
page 10.
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How to reset your password

Step 1
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1 Enter your surname, date of birth,
Policy number, and National Insurance
number, including the answer to your
security question. You will be asked to
enter three random characters.

Press ‘Continue’.
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How to reset your password

Step 2



Enter your new password. Press
the blue eye icon        to ensure
you’ve typed your password
correctly. Do not do this if you are
in a public space.
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Press ‘continue’.

3 Your new password will be displayed.
 

Now press ‘sign in’ to sign in.4
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How to reset your password

Step 3
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