
Guide: How to use Virksomhedsportalen 

You can access your Virksomhedsportal at appension.dk, where you can enroll or deregister one or several 

employees from your pension scheme in AP Pension and AP Health insurance. In addition, you can register 

changes regarding information about your employees. 

Step 1: Choose ‘Erhverv’ in the top-menu 

Click on ‘Virksomhed’ in the drop-down menu and choose ‘Virksomhedsportal’. 

 

 

Step 2: Log in with your NemID employee signature 

The next step is to choose how you want to log in – see the picture below. 

If you do not have an employee signature form NemID, you can usually order it from your company’s IT-

department. You can either use a certificate (what is referred to as ‘NemID Erhverv - kodefil’ below), which 

your IT-department can install on your computer, or you can have a keycard handed out which you can use. 

 

 

 



At this point, the following picture will appear and it is possible to choose a language in the top right 

corner: 

 

 

Step 3: Choose the most relevant box 

Three possible options will appear: 

1. Enroll one or more employees for the company’s pension scheme and/or AP health insurance 

2. Deregister one or more employees for the company’s pension scheme and/or AP health insurance 

3. Change employee information such as: salary and leave of absence 

Step 4: Every box provides additional options under ‘Enrolment for the company’s pension scheme and 

health insurance’ you have four options: 



 

You can enroll one or more employees to your pension scheme in AP Pension by using the two first boxes 

by uploading an Excel file. 

You can enroll one or more employees to your health insurance in AP Pension by using the two last boxes 

by uploading an Excel file. 

Notice: You should only use the two last boxes if the employee needs to register for an independent health 

insurance. If the health insurance is integrated in the pension scheme, this will automatically happen as a 

part of the registration for the pension scheme via the first two boxes. 

Under ‘Deregister from the company’s pension scheme and health insurance’ you have three options: 

 

 

 

 

 

 

 

 

 

 

 

 



Via the first box you can deregister an employee from your pension scheme in AP pension individually. 

Via the two last boxes you can deregister the employee from your health insurance, separately or 

collectively by uploading and Excel file. 

Notice: You should only use the last two boxes if the deregistration from AP health insurance is set up as an 

independent health insurance. If the health insurance is integrated in the pension agreement it will 

automatically happen as a part of the deregistration from the pension scheme – it runs either via Nets, 

PensionsIndberetning or the first box on this side. 

Under ‘Change of employee information’ you have six options:  

 

The first three boxes allow you to send information regarding the employees individually. You choose the 

box dependent on the information you need to change. 

By clicking on the fourth box, you can read what to do if there are contributions to repay. 

In the two boxes below, you can send changes on numerous employees at once by uploading an Excel file. 

You choose the relevant box dependent on the type of information you want to send. 

In case of any discrepancy between the Danish text and the English translation, the Danish text shall prevail. 

 

 

 

 


