
First time registration for the 
Wood Pension Portal  (New Member Registration Processes)



• See - member  number

• See - registration code

• See – personal identification code 

To Note – Registration letter would 

have been sent via letter to your 

home address. For new Joiners this 

is sent one month after you have 

joined the scheme, due to the ‘Opt 

Out’ process 

Step 1 – Letter received (With Codes)  



• Visit the following URL

• Wood Pension Plan - Home 

Page

• (woodplc.compendiahosting.co.uk)

• Click Login

Step 2 - Access to the Portal 

https://woodplc.compendiahosting.co.uk/
https://woodplc.compendiahosting.co.uk/


• Once you have clicked 

Login

• You will be presented with

• Terms and Conditions 

before entering the website

• Please click on View T&C’s 

and read these.

• Then click back on Login 

and Click on ACCEPT

Step 3 – Read T&C’s 



• Once on the login page

• Scroll to the bottom of the 

page 

• Find Section

‘New user registration’

• Click Register

Step 4 - New Registration Process



• Start to complete the 

registration details.

• Enter – registration code

• Enter – personal 

identification code 

To Note – information is 

contained on the registration 

letter. 

Step 5 – Identify your registration (Identify)



• Enter – Member Number

• Click Continue

Step 6 – Add in Member number (Verify)



• Create Username

• Create password 

• Confirm password

• Add in personal e-mail 

address not woodplc.com 

e-mail

• Complete Security 

Questions

• Click on complete 

registration 

Step 7 – Create your new Account (Create) 

To Note  – Ensure you have an active 

e-mail address you can enter to retrieve 

correspondence

To Note  – Ensure your password meets the prescribed format:

• Minimum 8 characters long

• At least 1 upper case letter (A-Z)

• At least 1 lower case letter (a-z)

• At least 1 number (0-9)

• At least 1 of the following special 

character !”$%^&*+=(){}@~#:;<>?/



• Click Login

Step 8 – Registration Completed  



• Add in your username 

created

• Add in password created

• Click Continue

Step 9 – Login (With newly created details)



• Add in authenticator details

Step 10 – Login (Two Factor set up)

To Note  – We recommend to 

keep your account secure to 

register using the ‘Two 

Factor process’ 



Open up your camera on your device 
and scan the code. 

Choose – Authenticator App

The account will be added

Step 11 –Two Factor Setup (Continued)

Select the newly created account 
in the authenticator app.

Add in the 6 digit code. 

• Install the windows authenticator application

• Select the option to add new account 



You will be presented with a set of 

recovery codes. These will be 

required if you do not have access 

to your mobile device. You can 

still access your account using 

these codes 

Step 12 –Recovery Codes

You can download these and save 

them to your device or write them 

down. 



Enter PIN

Step 13 – Set up Authentication PIN

Confirm PIN

Click Continue



Go to your e-mails and click on the link. If you did not get the link initially press here to resend. 

Step 14 – All completed 

Congratulations – You should now have access.

If you do have any further issues. Please contact our team for future help and Guidance. 

Final Note – If you see this message on the banner on your login screen . Please verify your e-mail

CRITICAL - performing/clicking on the verification (verify) email.

If this is not fully completed  it may impact ;

- Registered details and password resets

- Important future contact information (registered email) 

- Important future communications.


