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This work instruction was last updated: 15th January 2010 
 

HR Pensioner Process (PASNAS only) 

This Work Instruction describes the process where an existing employee or past 
employee is transferring into a Pensioner Post – this has to be carried out in order 
for the person to receive PASNAS pension payments.  

The Pensions team will notify the Senior Personnel Assistants in HR by email when 
a person is to start receiving PASNAS pension payments. HR will then need to enter 
the person onto the Zpensioner post. 

This work instruction is broken into 3 sections: 

• Entering a current employee into a Pension post 

• Entering a past employee (who is on ResourceLink and has left the 
University some time ago) into a Pension Post. 

• Entering a past employee (who is not on ResourceLink and has left the 
University) into a Pension Post. 
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1 Entering a Current Employee into a Pension Post on 
ResourceLink 

1.1 There are 2 parts to this process:  

Part 1 - The employee needs to be Terminated, the record then P45’d 
and EDI’d by Payroll 

Part 2 - The employee can then be Rejoined into the pensioner post 

ResourceLink HR Home Page > HR Tasks 

 

ResourceLink HR Home Page > HR Tasks > HR Leavers 
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ResourceLink HR Home Page > HR Tasks > HR Leavers > 
Leaver/Undo Leaver 

 

1.2 Enter the person’s UPI in the Employee field. 

 

1.3 Click on Select  to enter the data entry screens. 
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2  Part 1 - Terminating the Employee 

 

2.1 Use the Personal Details screen to check that you are working on the 
correct employee. 

2.2 Click on Screens . 
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2.3 Click on Employment Detail. 
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2.4 In the Termination field enter the last working date before the employee 
retires 

 

2.5 A warning message will appear as above, click on Exit 

 

2.6 A dialogue box will appear as above, click on No 

2.7 Window into the Termination Reason field: 

 

2.8 Scrolld own the list of termination reason and select the appropriate 
retirement reason: 
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2.9 Enter through the reason field: 

 

2.10 Click on the drop down in the Leaving Destination field and select reason 
22 – Retirement: 



 
 
 
 

 
 
 Page 8 of 22 

 

2.11 Enter through all the remaing field on the Employment Details screen until 
the following screen appears: 

 

2.12 Click on Continue  
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2.13 Save the record.  

 

2.14 Click ‘Yes’ that you are sure you wish to save 
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2.15 Select the applicable retirement letter and select Merge in the Let Opts field 

2.16 Continue through the screens as directed until the letter is produced 

 You now need to get Payroll to generate the employee’s P45 and EDI the 
leavers record, once this has been done you can then rejoin the employee 
into a Pensioner post by following Part 2 of this instructione below 



 
 
 
 

 
 
 Page 11 of 22 

3 Part 2 - Rejoining the Employee into a Pensioners Post 

3.1 From the HR Tasks menu select Starter/Rejoiner/Visitor 

 

3.2 Select the Rejoiner task: 

 

 

3.3 Enter the Employee number in the Employee selection screen 
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3.4 As the employee has been terminated, the following screen will appear: 

 

3.5 Click on OK to move into the employee record 

3.6 Click on the screens button  and move to the Employment Detail 
screen: 
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3.7 In the Current Start field enter the Start Date of the pensioner status (this 
will be the day after the Termination date) and press enter 

3.8 The folowing message will appear, click on Exit: 

 

3.9 Another message will appear, click on OK 

 

3.10 Window into the Current Start reason field and select PJL042 – Transfer to 
Pensioner 

 

3.11 Enter through all the remaining fields on the screen 

3.12 The Termination date will automatically be removed: 
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3.13 Click on Screens  

3.14 Click on screen Employee Current Post Holding 
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3.15 Click on Add  

3.16 In the Start field enter the start date of their Pensioner Post (this will be the 
day after they end their current Post at the University). 

3.17 Press Enter. 

3.18 In the Post field, enter Zpensioner. 

3.19 Press Enter. 

3.20 Window into the Detail field  
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3.21 Window into the field adjacent to Start and enter the reason PJL024 – 
Transfer to Pensioner. 

3.22 Press Enter 

3.23 Click in the Post Main Flag field and enter Y if the person will not be 
attached to any other posts at the University from the start of this pension 
post.  

 If the person is still employed within another post at the University (whilst 
being attached to the Zpensioner) post then the other post will need to be 
their main post and leave this field blank. 

3.24 Click on the Conditions tab. 
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3.25 Window into the Service Condition ID field 
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3.26 Make sure the Start Date is correct then enter past the end date field, enter 
ZPENSIONER in the Service Condition field and press enter 

 

3.27 Click on Exit 

3.28 Enter down to the Position Status field 

 

3.29 Window into the Position Status field. 
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3.30 Click on Add  

3.31 The Start Date field will auto populate. 

3.32 Press Enter to move past the End Date field 

3.33 Click in the drop down in the Position Status field and click on PS011 – 
Pensioners. 

3.34 Press Enter. 

 

3.35 Click on Exit . 

3.36 Click on the Contract Tab and make sure the HESA Indicator has a N in it 

 

3.37 Click on Exit . 

3.38 Click on Screens . 

3.39 Click on Employee Basic Pay Details 
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3.40 Window into the Pay Group field. 
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3.41 Click on PSUB2 Pensioners 

 If the pensioner will also be attached to a Fees or Temp Bank post, select 
PSUB3 instead, if they will be attached to a contracted post select 
PSUB1 instead. 

3.42 Press Enter. 

 

3.43 In the Effective Date field enter the date the person started in the 
ZPensioner post. 

3.44 Press Enter. 

3.45 Click on Save  

3.46 There are no letters to be printed out from this particular task. 

 You will need to email Payroll/Pensions to alert them that this person has 
now been moved into the Zpensioner post, they will then enter the 
pension payments.  


