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This work instruction was last updated: 15" 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:

e Entering a current employee into a Pension post

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

e 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 |

EHR

Pick a menu

i Employee administration i HRE Tasks

i Employee Reports i Database Query Toal

\ ResourceLink HR Home Page > HR Tasks > HR Leavers

% HR Tasks

Pick a menu...

“Yariation to Contract

HR Leawvers f Create/Maintain Posts

HR Absence Recording
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1.2

1.3

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

% HE Leavers

Pick a task

E" Leaver/Undo Leawver E"" Fedundancy Leawver

Enter the person’s UPI in the Employee field.
of Task - Leaver /Undo Leaver - Employee Selection Screen

O w--lD@EH {RRAALIE: BB ®

Employee Cther Numbers Structure Saved List Employment
Match % Exact € Faial

Employee Number I

Surname Initials

Sex Mat. Ins. Mo,
Current Employee 45 at Date 06/05/2010
Previous Surname
Known 4s

[ Search

Title  |Emp MNumber |National ID MNumber Start Date|Far

[ Select H Exit H Sawve List ]

JEnter an Employes Mumber CHAMGE LI MOSE
i
Click on Select to enter the data entry screens.
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2 Part 1 - Terminating the Employee

of Task - Leaver /Undo Leaver - Employee Personal Detail — ol x|
Session  Edit  View Other Process  Toolk  Display Help

o - DR sB2BRASE 523526000006

Employee & Wi

Title Details
Legislation Type

Surname

Title

First Forename
Other Forenames
Prewv. Surname
Knowmn As
Honours

Generation

Personal Details
Gender |F_

Date of Birth 16,-’02,#1945---' Age: 65 Years 2 Months

Mat. Ins. Ma. H539031A Case Mumber |

wf Home Address i Cont, Addresses [ Passport/visa ¥ Contact Tel

¥ Email Address @ Mmarital Status 3 User Fields il motes

|Enter the person's Surname |cHANGE U | [MzsE

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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of CTTASKVW View Current Screens in Task
Screen Mame

x|

3 Personal Details
002 IMD4751 Employment Detail
003 [MO47571 Employee Contract Details
004 |MD4757 Employee Post Holding History
o005 [MOo4952 Employee Basic Pay Details
006 |MD475 18 Employee Current Post Holding i
007 [MO4852 Employee Temporary Pay Element
002 |MDB255 Employee Holiday Entitlement
009 (Moe2s1 Employee Absence Details
010 |MDEESTO Employee Work Permits
011 JMD4?523 Employee Post Holding Costing x|
[ Add ] [ Select ] [ Delete

2.3 Click on Employment Detail.

of Task - Leaver /Undo Leaver - Employment Detail - ol x|
Session  Edit  Wiew Other Process Tools  Display Help

e DS s2eA~E (5995552000 O

Employee &%

Dates
Criginal Start _m SG001 I New Appointment
Current Start 01/06/2007 [5G0 =] Mew Appointment
Termination |

To Staff
Probation

Additional

Service 2 ¥ears 11 Months & Days
Employee Type
Self Service Unit
Willing to Job Share
Motice Period

Mo Of Current Posts

i service Breaks [l User Fields il rotes ¥ Empl. History

|Enter the employee's Criginal Start Date laoD UM | MD47
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2.4 In the Termination field enter the last working date before the employee
retires

of MD47S1A /4 Date Change Warning Message x|
General

The entry in the Termination Date box
will set off the employee termination
procedure on commit from this task

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

o CTDIALOG Dialogue Box x|

General
Re-calculate Haoliday Entitlement 8 Payment 7 (%M

[ Yes ] [ Mo
2.6 A dialogue box will appear as above, click on No
2.7 Window into the Termination Reason field:
Termination 307092010 | =
2.8 Scrolld own the list of termination reason and select the appropriate

retirement reason:
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of MD57G3 Dependency Selection x|
Description
Disrissal - Capability /Il Health

014 |L5012  Dismissal - Il Health Early Retirement
015 [LE013  Dismissal - Redundancy

016 |L5014  Dismissal - Statutory Bar

017 |LE015 Dismis=al - Wark Permit/isa not Extend

018 L5015  Dismissal - Other Reason

019 [LE017 Yoluntary Severance

020 |L5019  Dismissal - Normal Retirement Age
EILGDED Early Retirement - Enhanced Fravision
D22 |L5021  Early Retirement - No Enhanced Pension
023 [LE022  Resignation - Better Reward Package
024 L5023  Resignation - Promotion hd|

[ Add ] [Eelect ] [Delete ]

Employee &

Dates

Criginal Start 01/06/2007 |3GO01 -] MNew aAppointment
Current Start 01/06/2007 [SGO01T =] Mew appointment

Termination snogzoo [NED

To Staff
Probation

2.9 Enter through the reason field:

o MD202G50 HESA Leaving Destination x|

General

Leaving Destinatian I TI

2.10 Click on the drop down in the Leaving Destination field and select reason
22 — Retirement:
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of MO202G50 HESA Leaving Destination x|

General

Leaving Destination -
Code Desc [Long Description
01 Ano HEILE  Another HE@in UK
02 HEICwersea  HE| Owverseas
03 Ciher El Cther Education Institution in LI,
04 Other El Other Education institution in owverseas
05 Feslnstit Fesearch Institution in the LIK
06 Fes Instit Fiesearch institution Cwerseas
07 Student Lk, Student in UK

= 03 Stdnt Cher Student in an owerseas country

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

of Task - Leaver /Undo Leaver - Termination Options - o) x|
Session  Edit View  Process  Tools  Display  Help

m8 v~ DEHE 2B A E -

Termination Options

EEEZ 5100000

General

Fized P/E Automatically Closed
“iew Fixed PE Before Update
“Wiew Fixed PE After Update
Temp P/E Automatically Closed
Wiew Temp PE Before Update
“Wiew Temp PE After Update

ZZ]= Z|HA <

Training Automatically Closed
YWiew Training Before Update

by
Il
o

YWiew Training After Update

Terminate Clocking Details
Set Operator Obsolete

==

|Enter ™" to view fixed pay elements prior to update [cHANGE UM | o473

2.12 Click on Continue e
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of Task - Leaver /Undo Leaver - Employment Detail - ol x|
Session  Edit  View Other Process Tools  Display  Help

[men--DedtBRAAE - b9 2]QODO0 0 G

Employee & Wi

Dates
original Start m =E007 I MNew Appointment
Current Start 01/06/2007 [SG001 =] Mew Appointrent
Termination 30/09/2000  |LGO19 _| Dismissal - Normal Retir
To Staff
Probation

Additional

Service 3 ¥ears 4 Months
Employee Type

Self Service Unit
Willing to Job Share
Motice Period

Mo Of Current Posts

il service preaks il user Fields il rotes ¥ Empl. History

|Enter the employee's Original Start Date laCD [ | D47

2.13 Save the record. Q

of CTCONFRM Confirm Action x|

Are wou sure you want to Save?

2.14  Click ‘Yes’ that you are sure you wish to save
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of MD103G2 Standard Letters Attached to the Task x|
Seq Letter Description
scapEnD |00l |ACaP - end of FTC A

002 | ACAPNRED 001 ACAP - end of FTC no red MOACT 1

003 |ERLYRET 001 Early Retirement MOACT 1

004 |LEAVER 001 Expiry of contract - FTC no redundancy MOACT 1

005 |RESIGH 001 Resignation MNOACT 1

006 |RETIREE 001 Retiree MOACT 1

007 |RETIREPL 001 Retirerent Planning Letter MNOACT 1

00s |WSACCEPT 001 “aoluntary Sewverance - acceptance MOACT 1

009 |WsSCL 001 ‘waoluntary Severance - letter with CaA MOACT 1

010 |VSHOLD 001 “aoluntary Sewverance - pending MOACT 1

011 JVSREJ 001 “%oluntary Severance - Rejected MOACT 1 ;|

[ Add ] [Change] [Delete ] [Expend

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
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3 Part 2 - Rejoining the Employee into a Pensioners Post

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

E& HR Tasks

Pick a menu...

Starter/Rejoiner/isitor

HE Leavers

HR Absence Recording

3.2 Select the Rejoiner task:

% Starter/Rejoiner/Yisitor

Pick a task

Eﬂ" HE Mew Starter Process

Er" Yisitors
Er" Contract Return

Yariation to Contract

Rejoiner

rMulti-Post starter

3.3 Enter the Employee number in the Employee selection screen
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of Task - Rejoiner - Employee Selection Screen - o) x|
mew-DsH| =22 A4E - |Bod® o]

Employee Cther Numbers Structure Sawved List Employment
Match % Exact = Partial

Employee Number I

Surname Initials

Sex Mat. Ins, Mo,
Current Employee As at Date 0e,/05/2010
Previous Surname

kKrnown bs

Add ] [ Search

Title  |Emp Number |Mational ID Nurmber Start Date| Far

[ Select H Exit H Save;ii]

|Enter an Employee Mumber CHANGE | NUM MDSE

3.4 As the employee has been terminated, the following screen will appear:

Task - Rejoiner x|

L
\:\IJ) Wharning - Employee has a future leaving date.

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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002 |MD55512

of CTTASKVW View Current Screens in Task
Screen Mame

Personal Details

Person Equal Oppartunities

003 Jmp4a7s1

Employment Cetail

004 |MD4as2
005
006
|oo7
| oog
009
010
011 |MD47518

MD47571
MD4757
MD5554
MDEESTO
MDS5ESTO
MDEESTY

Employee Basic Pay Details
Employee Contract Details
Employee Post Holding History
Person Relationship Summary
Employee Work Permits

CRB Details

Individual Employment Check De
Employee Current Post Holding

[ &dd ] [ﬁelect ] [ Delete ]

Statu

s

Session

Edit

of Task - Rejoiner - Employment Detail
Wiew  Other

Process

Tools

Display  Help

=of x|

|- DSH tBR A= -

HHEHI|?

000

Employee & Wi

Dates
Criginal Start
Current Start
Termination
To Staff
Probation

Additional

Service

Employee Type
Self Service Unit
Willing to Job Share
MNotice Period

Mo Of Current Posts

il service Breaks

00O

0 06/2007)

SG001 I Mew Appointment

01/062007

= G007

=] Mew Appointment

30/09/2010

3 Years

il user Fislds

L5014

4 Months

ﬂ, MNotes

| Dismissal - Mormal Retir

il Empl. History

J|Emter the employee's Criginal Start Date

lAaDD |

o | MD47
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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:

@ MD47514/4 Date Change Warning Message E|
General
Fe_employment - NMew Current Start Date will
capture previous employment details, zeroise
¥TD values, add Employment Histary, & update
Breaks in Service. Term. date will be remowved.

Q Exit

3.9 Another message will appear, click on OK

Task - Rejoiner x|

\i) “Wwharning - Thiz could affect holiday entitlement.

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

Pensioner
Dates |
Original Start 05032001 |SGE006 J Conversion
Current Start 05122008 [FJLO24 J Transfer to Pensioner
Termination 041202009 (LGO1S J Dismissal - Marmal Retir
To Staff
Probation

3.11  Enter through all the remaining fields on the screen

3.12 The Termination date will automatically be removed:
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of Task - Rejoiner - Employment Detail
Session  Edit Wiew  Other  Process  Tools

Display  Help

=|of x|

®e|w- D B A s 5 -

Bo¥w® o

000

00O

Employee &

Dates

Original Start 05/03/2001 |SGO0E

Current Start

| conversion

m FJL0Z4 I Transfer to Pensioner

Termination
To Staff
Probation

Additional

Service 9 Years 2 Months
Employee Type
Self Service Unit
Willing to Job Share
Maotice Period

Mo Of Current Posts

il User Fislds

i service Braaks

ﬂ Motes

2 Days

i Empl. History

J|Er'|ter the employes's Current Start Date

lcHAMGE

L um |

MD47

3.13 Click on Screens @

3.14

Click on screen Employee Current Post Holding
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of Task - Rejoiner - Employee Current Post Details

Session

Edt ‘Wiew Process Tools Display Help

=10l x|

Seq

Employee

[oev - D@t/ BRASE B8535 26000000

kit " e P R Y

Start Grade Status

[ Add ] [Change] [Delete ] [Expand

M | Detail Surmmar

_ﬂ Post Linking

|J|Pseudo-5equence Mumber for Index Paging

3.15

3.16

3.17
3.18

3.19

3.20

Click on Add

|CHANGE [ | 247

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).

Press Enter.
In the Post field, enter Zpensioner.

Press Enter.

ol

Window into the Detail field
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of MD<7L3 Employee Post Holding Details x|
Detail
Post ZPEMSIOMER. Pensioner
Job ZPENSIOMER Pensioner
Employee Grade
Post Grade DEFALLT SYSTEM DEFAULT GRADE
General Conditions Misc Grade Contract

Start 05/12/2009 m_;, Transfer to Pensioner

End | | |

Service In Post E Manths 2 Days

Projected End

Post Main Flag I_ Suspended I_
Exc. from attracting Ee's Costs I_
ﬁﬂ T/5 Template ﬁﬂ Perf Management ﬂ User Fields ﬂ Motes
ﬁﬂ Salary Planning

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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o MD47L3 Employee Post Holding Details x|
Detail i
Post ZPEMSIOMER. Pensioner
Jab ZPEMNSIOMER Pensioner
Employee Grade
Post Grade DEFALLT SYSTEM DEFALLT GRADE

General Conditions Misc Grade Contract
Service Cond ID | -
Source
Position Status | I
Occupancy *I
Wh Pattern DEFALLT | Default Wark Pattern
Source POST
Contract Hours 0.00:- Weekly Hours 36.00 0o.0000
Source JOR FTE 1.0000
i /5 Template @ perf Management @l User Fields il notes
@ salary Planning

3.25 Window into the Service Condition ID field

of MD55G27 Employee Service Conditions x|

General

Paost ZPEMSIOMNER Pensioner
From 05/12/2009 To

Sed otart Date End Date|service Conditian |Descripti|:|n |N|:|tes I;l
001 @ | | =

Add ] [Change] [ Celete ] [Expand]
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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

of MD55G27 Employee Service Conditions x|

General
Paost ZPEMNSIOMER Pensioner
Frorm 05/12/2009 To

=T otart Dete' End Date|Service Condition IDeeeriptien |Netee I;l
oo1 05/12/2009 | ZPEMSIONER Jpeneiener M !

3.27 Click on Exit

3.28 Enter down to the Position Status field

General Caonditions Misc Grade Contract
Service Cond ID [ZPEMSIOMNER =]  Pensioner
Source EMPPOST
Position Status | |

3.29 Window into the Position Status field.

of MD55G30 Employee Position Status x|

General
Post ZPEMSICMNER Pensioner
Frorm Q541272002 To

S Start Date End Date|Position Status Description MNotes |2

Add ] [Chenge] [Delete] [Expend
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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.

of MD55G30 Employee Position Status x|

General
Post ZPEMSICMNER Pensioner
Frorm Q541272002 To

Seq otart Date| End Date|P|:|5iti|:|n Status |Desn:ripti|:|n |N|:|tes =
oo1 05/12/200%9, (PN ;I PENSIOMERS

3.35 Click on Exit .

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

of MD47L3 Employee Post Holding Details x|
Detail
Post ZPEMSIOMNER Pensioner
fifulal ZPEMSIOMNER Pensioner
Employee Grade
Post Grade DEFALLT SYSTEM DEFALULT GRADE
General Conditions Misc Grade Contract

Redeployment Reason *I

Projected End Date

Contract Mumber |

HESA Indicatar N

3.37 Click on Exit .

3.38 Click on Screens @

3.39 Click on Employee Basic Pay Details
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of Task - Rejoiner - Basic Pay Detail
Segsion  Edit  Wiew  Other Process  Tools

Display  Help

=0l x|

B v - D" $BRE A B -

Blo¥w® o

00000

Employee 885 58s S8 5

Pay Control
Pay Group SubPayroll
Ctrl group PAYROLL1
Monthly

BACS

Payroll
I+
BACS

Pay Type
Pay Method

-

Imﬂl ---IStaff

{Main Payrall}

Cheque Pay

Other

Last Paid Year
Period

Date
Suspended Flag
Industrial Action

30/11/2009

Starter Flag

il P.Grp History ¥ Fin Inst Det

_ﬂ, MNotes

i Pay currency

@ additional

Backdate MI

il P4S{Leaver)

|Press WINDOW to select the structure unit the employee belongs to lcHAMGE U | MDas
3.40 Window into the Pay Group field.
of MD45G3 Structure Unit Group selection x|
Seq Structure | Description | Level |
001 |PSLUBL Staff SubPayrall ]
F' SURZ2 Pensioners SubPayroll
003 |PSUBS Fees/Casual SubPayrall
004 |PSUB4 Teachers SubPayrall
00S |PSLBS Unpaid SubPayrall
006 |PAYROLLL {Main Payrall) Payraoll
007 |PAYROLLZ {Teachers Payroll) Payrall
0028 |PAYROLLS {Unpaid) Payraoll
Add ] [Eelect ] [ Delete ] [Expand
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3.41

3.42

Click on PSUB2 Pensioners

& If the pensioner will also be attached to a Fees or Temp Bank post, select
PSUBS3 instead, if they will be attached to a contracted post select
PSUB1 instead.

Press Enter.

of MD49L82 - Pay Group Effe x|
General
Effective Date |

3.43

3.44

3.45

3.46

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

Press Enter.

Click on Save 6
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.
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