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This booklet is aimed at pensions scheme administrators and 
provides a step by step guide to help you with all aspects of 
scheme administration. Prudential are committed to making 
the administration of your plan(s) as simple and streamlined 
as possible and getting the process right is vitally important. 
Ensuring correct data is held on payroll systems will mean 
members aren’t financially disadvantaged when payments are 
processed. Ensuring correct information is held on hr systems will 
mean accurate content for welcome packs, scheme reports and 
benefit statements.

Introduction to this guide
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1. Using Pruretire

Members section
Shows the scheme you’re viewing 
and the option to download the HR 
file report.

HR file section 
Shows you the status of the last 
HR file uploaded and any relevant 
validation reports. You can also 
upload an HR file and view your HR 
file submission history.

Payroll section 
Here you can view the latest payroll 
uploaded for that paypoint and any 
relevant error reports; view previous 
payroll file submissions and change 
the paypoint if you have access to 
more than one.

1.1 Dashboard
When you initially log in, you’ll be taken to the Dashboard page. From there you can navigate easily around the site. 
Some of these items you may not see depending on your level of access.
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Announcements 
This section shows any 
announcements relevant to schemes 
and employers.

Notifications
This section shows any notification 
relevant to you.
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2. HR Files

2.1.1 Status Types
Joiner – represented with a status of ‘J’ in the HR file (column AB), this type of file will create a new membership and 
join members into the default fund. 

Non-member/Member joining into a self-selected fund choice – this code is for selected schemes only and you 
will be aware if this code is relevant to the scheme. These members are represented with a status of ‘C’ in the
HR file (column AB).

Updates/Existing members – represented with a status of ‘X’, this type of file will update member details (dependant
on what changes via an HR file the scheme allows) such as address, salary, contributions and paypoints. Please note 
that no dates can be updated via the HR file

Leaver – For Stakeholder & GPP Schemes only – represented with a status of ‘D’, this type of file will remove
the member from the scheme’s ‘Employer’ group and place them in a ‘Leavers Employer’ group. As a result of the 
change, contribution and salary will also need to be set to 0, with the option to restart contribution immediately or at a 
later date. For MPP, any D lines on the HR file are ignored and a warning message is provided to the user.

Contribution Holiday – represented by a status of ‘H’. When the member resumes contributions, this will be
signified by the existing ‘X’ status. You’ll also need to include the contribution rates/amounts. All updates for members on 
a contribution holiday (such as a change of address), will need to show a status of ‘H’ until their contribution holiday has 
ended. You can have a mixture of all these statuses within the one file.

A member must only be submitted as a leaver once their final contribution has been submitted to Prudential. 
Any contributions received after the member has been made a leaver of the scheme, could result in a refund 
of contributions.

2.1.2	Field Format
The link below defines the fields, in order, that can be populated in the HR file. Fields are marked ‘C’ for Compulsory and 
‘O’ for Optional. The figure in brackets in column 4 gives the maximum number of characters for that field. Please note 
there are some columns that are applicable only to certain schemes.

The list also denotes which fields are required for each file format, and which fields are compulsory or optional for each 
of the HR file types being the following:

Non AE & SS HR 
File data table.docx 
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2.1.3	File name format
The HR file needs to be saved as a CSV (comma delimited) file and with a specific naming convention. In the file name field, 
this should be as follows:

“nnnn_B_DDMMYYYY_name.pru” or “nnnn_B_DDMMYYYY_name.csv”

where 

•	nnnn is the scheme number (provided by Prudential)

•	B denotes file format

•	DDMMYYYY is the date (typically the date on which the file was submitted.)

•	‘name’ is text to describe the file (eg company’s name) – max 10 letters

•	the file must end with either .pru or .csv

When saving a .pru file in Excel, the file name must include inverted commas (“..”) to stop the .csv extension adding to 
the file.

Please note, no spaces are permitted in the file name.

You can retrieve a file name by selecting
Get file name X 
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2.2 HR file upload process

2.2.1	Upload HR file
When submitting an HR file, this will process directly onto BaNCS and member records will be updated immediately.

Step 1 Either from the main Dashboard page, in the ‘HR file’ section, or in the Members page, click ‘Upload HR file’:

Step 2 Select the file you want to upload from your browser and click ‘Submit’

When processing an HR file, there are three levels of 
validation that will take place to ensure the file is correct 
and the right member records are processed.

Stage 1 – File name
If there’s an error in the file name, the following message 
will appear on screen, confirming what format the file 
name should be in.
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You can retrieve a file name by selecting

Stage 2 – File format
If there are any errors in the format of the HR file, the following screen will appear, detailing at a high level the number of 
errors and warnings. 

A detailed validation report is available to download to see the exact errors.

V.\,\.oeu-A-1.1 lhet..bw i;,.,,..,m,,(u, 'toU FlNee,.,...~ yoll'Hitr.~.,, 
S l8SJ.l07l020_JrdlliduJltAo 

w, 
We rc,:o,m-,en~ :~.-i~vouMR~1n.c~vb'fflx_ 
Mc,re1rrtcm-'31!)!"1Gn0Cp:ttirlq(SVII~ l:i4~~1e WI H~> Haw to> 
CK~°!t9.&H'!f'ila_ 

@ Active members 

iii#!hi 



10

Stage 3 – Data validation
If there are any errors in the member data in the HR file, the following screen will appear, detailing at a high level the 
number of errors and warnings. 

A detailed validation report is available to download to see the exact errors.

Warnings
Warnings won’t stop the file from being processed, but they will highlight discrepancies or data on the file that aren’t 
required or don’t match our systems. Therefore, it’s beneficial to review and correct these prior to submitting the file.

Warning messages can be viewed on the validation report which can be downloaded.

It’s also possible to ignore these by clicking on ‘Ignore warning’ and then ‘Submit HR file.’
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Successful submission
Once the file has processed successfully with no errors, the below screen will appear:

2.3 Download HR file
To assist you on the administration of a scheme, we’ve created a report that can be used to create an HR file. This 
contains all active members of an employer.

From the Dashboard page, on the ‘Member’ tile, click ‘ HR file’ This will open a csv. file of your HR report that you 
can save.
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2.4 View member information
On this page you’ll be able to see member information for active members of a scheme. This information is data that’s 
been provided to us on an HR file. Some data may have been updated if a member has contacted us directly.

You can use the search bar to find a particular member.

To see a detailed member view, click next to the member you wish to view.
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2.5 HR submission history
The online portal will keep a history of all HR files uploaded and their status. The Dashboard will show the status of the 
most recent HR file uploaded, but you can access the ‘HR submission history’ from the Dashboard or Members pages.

This will list the last 24 months of HR files uploaded for an employer. There’s also the ability to search for a specific file 
and filter by status type.	
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Status types of the file are as follows:

Error – file has errors that need to be addressed. It hasn’t yet been submitted to our back office system. 
Submitted – file is clean with no errors and has been submitted ready to be processed on our systems.  
Processed – the system has processed the file and updates have been made to member records. 
Warning – there are discrepancies between the file and what’s on our system but the file has still been 
processed successfully. 

3 Payroll files
On or after a scheme’s payment due date (agreed at installation), a payroll file must be submitted to Prudential. The file 
provides details of the individual payment amounts to be applied to each member of the scheme and must be received 
BEFORE the payment.

Payroll files are submitted electronically and must reach us no later than the 22nd of the month following a deduction 
for electronic payments and the 19th of the month for cheque payments . Files must also be sent in sequential order. To 
ensure that members don’t suffer any financial loss, it’s crucial that these instructions are followed accurately.

Once a file is submitted and payments applied to members’ plans, they can’t be easily changed.

Do not include negative amounts in the payroll file. If there’s been a previous over payment, this must be reclaimed by 
contacting the service centre.

The following link defines the fields that must be populated in the payroll file.
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3.1.1	Creating a payroll file
The payroll file generated must have a file name with the following format:

“XXXX_ZZZZZZ_DDMMYYYY_MMYY_name.pru” or XXXX_ZZZZZZ_DDMMYYYY_MMYY_name.csv

•	where XXXX is the scheme code (provided by Prudential)

•	ZZZZZZ is the paypoint number (provided by Prudential)

•	DDMMYYYY is the due date held in Prudential’s system*

•	MMYY/WWYY is the payroll period number**

•	‘name’ is text to describe the file (max 10 letters)

The file name must end with either .pru or .csv

When saving a .pru file in Excel, the file name must include inverted commas (“..”) to stop the .csv extension attaching to 
the file.

* This is the payment due date provided to Prudential at outset and then subsequent dates ie: if monthly and first due 
date is 28/01/2009 then next due date should be 28/02/2009.

** This number must be sequential and can be calendar monthly or Financial year, month or week of the year (the YY 
represents the scheme year, not necessarily the actual year).

Please note no spaces are permitted in the file name.

You can retrieve the file name when you select ‘Upload payroll file.’

You can also select 

3. Payroll files
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3.1.2	Submitting payments – a quick recap
1. Make appropriate payroll deductions.

2. Create and submit the payroll file via the website on or after the due date and in sequential order

3. Submit the BACS payment AFTER you’ve submitted the payroll file.

REMEMBER – By law, you must have submitted the payroll file and electronic payment before the 22nd of the month 
following a deduction.

Step 2 Select the relevant paypoint the payroll file relates to.

3.2 Upload payroll file
Only one payroll file and one BACS payment should be sent per paypoint per due date. To upload a payroll file 
you’ve created:

Step 1 Select the relevant paypoint the payroll file is in respect of from the top of the screen on the Dashboard page.

*Note: If the paypoint is already showing on the Dashboard, click ‘Submit payroll.’

". 
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Step 3 Once you’ve selected the relevant paypoint, you’ll be taken back to the Dashboard.

Click ‘Submit payroll file’.

Step 4 Once on the Payroll page, click ‘Select file’ within the ‘Upload payroll file’ section.
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Step 6 Once you have selected the file, click Submit

Step 5 – Select the file from your browser
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Step 7 When all validation checks have been completed and the file is clean, you’ll see this screen confirming 
successful submission.

For details on any validation errors, please check the ‘Validation report’ section of the ‘How To’ guide

NOTE: If you realise there’s an error on the uploaded payroll file, providing the file has not been matched to a BACS 
payment, you can recall the file by clicking on ‘Recall submitted file’ and thereafter re-upload the correct file.

3.2.1	Re-use last payroll
You can re-use the last payroll file submitted to us to match to a BACS payment, providing there are no differences to 
members or payments from the previously submitted payroll file.

Step 1 Select the relevant paypoint the payroll file relates to from the top of the screen on the Dashboard page.

*Note: If the paypoint is already showing on the Dashboard, click ‘Submit payroll.’

Step 2 Select the relevant paypoint the payroll file relates to.
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Step 5 If all members 
and payments are the 
same as the previously 
submitted payroll, click 
‘Submit payroll.’

Step 6 You’ll then receive confirm of payroll 
submission, the amount and the BACS reference. 

NOTE: If you realise there’s an error on the 
uploaded payroll file, providing the file has not 
been matched to a BACS payment, you can recall 
the file by clicking on ‘Recall submitted file’ and 
thereafter re-upload the correct file.

Step 3 Once you’ve 
selected the relevant 
paypoint, you’ll 
be taken back to 
the Dashboard.

Click ‘Submit 
payroll file’.

Step 4 Once on the 
‘Payroll’ page, click 
‘Review and submit’ 
within the ‘Reuse last 
payroll’ section. 
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Step 3 Once you’ve selected the relevant paypoint, you’ll be taken back to the Dashboard. Click ‘Submit payroll file’.

3.2.2	Upload expected contribution payroll
Based on information provided to us by an Employer or the member, we hold details of expected contributions on 
our systems. These don’t determine the contributions that must be sent, but it’s beneficial if the member expected 
contributions are similar to the contributions you’re paying. 

To find out how to amend member details, please go to the FAQ section.

Should the expected contributions we hold match what you’re paying for members, you can use the ‘Expected 
Contributions Schedule’ to submit the payroll.

Step 1 Select the relevant paypoint the payroll file relates to from the top of the screen on the Dashboard page.

*Note: If the paypoint is already showing on the Dashboard, click ‘Submit payroll.’

Step 2 Select the relevant paypoint the payroll file relates to.
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Step 4 Once on the ‘Payroll’ page, click ‘Review and submit’ within the ‘Expected contribution payroll’ section.

Step 5 If all members and contributions are correct, click ‘Submit payroll.’

Step 6 You’ll then receive confirm of payroll submission, the amount and the BACS reference.

NOTE: If you realise there’s an error on the uploaded payroll file, providing the file has not been matched to a BACS 
payment, you can recall the file by clicking on ‘Recall submitted file’ and thereafter re-upload the correct file.
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Stage 2 – File format
If there are any errors in the format of the payroll file, this screen will appear. It’ll detail at a high level the number of 
errors and warnings. A detailed validation report is available to download if you want to see the exact errors.

3.2.3	Payroll file validation
When processing a payroll, there are three levels of validation that will take place to ensure the file is correct and the 
right member records are processed.

Stage 1 – File name
If there’s an error in the file name, this message will appear on screen. It’ll also confirm what format the file name should 
be in.
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Stage 3 – Data validation
All data validation errors discovered will be displayed on screen and in a validation report. When you correct an error, the 
message will be grayed out to help you work through the errors.

If you need to leave this page, a “Save draft” facility is available.

Once you resolve all errors, click ‘Submit payroll.’ This will then revalidate the changes made to the payroll.

Warnings

Warnings won’t stop the file from being processed, but they will highlight discrepancies or data on the file that aren’t 
required or don’t match our systems. Therefore, it’s beneficial to review and correct these prior to submitting the file.

Warning messages can be viewed on the validation report which can be downloaded.

It’s also possible to ignore these by clicking on ‘Ignore warning’ and then ‘Submit payroll.’
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3.3 Payroll submission history
The online portal will keep a history of all payroll files uploaded and their status. 

The Dashboard will show the status of the most recent payroll file uploaded, but you can see a history of all files by 
accessing ‘Payroll submission history’ from the Dashboard or Payroll pages.

This will list the last 24 months of payroll files uploaded for an employer.

You can also search for a specific file and filter by status type.

Status types of the file are as follows:

Warning – the payroll listing has been uploaded but there are warnings on the file that need to be fixed or accepted.

Payroll submitted – the payroll listing has been uploaded and processed successfully.

Payroll processed – the payroll listing and payment has been processed for that paypoint.

Cancelled – when you’ve cancelled a file that was previously in an errored state.

Error – when you’ve uploaded a file but it hasn’t been processed due to errors on the file.

Recalled – the payroll listing uploaded has been recalled and a new listing is required.
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All payments to Prudential must be made by BACS. The BACS fields should be completed as follows to remit a 
contribution to Prudential.

Prudential Bank Account details are (For all Plan Types): 
Account name: Prudential Assurance Company Ltd PRU BACS Receipts 
Branch address: HSBC, London, City of London Corporate Office 
PO Box 125, 8 Canada Square London E14 5XL

BACS payment
The BACS payment should be received by Prudential after the Payroll file is sent. 
It should match exactly the total amount on the Payroll file.

Field no. Field title Contents

1 Destination Sort Code Sort code – 40-02-50 6

2 Destination Account Number

Account Number

If your scheme code begins with S, G or M – 51200607 
If your scheme code begins with W – 31015141 
If your scheme code begins with T, A, L or U – 31029142

8

3 Destination Type of  
Account Code This field is always zero – 0 1

4 Transaction Code Transaction code is always 99 for Direct Credit 2

5 Originating Sort Code  
Originated (numeric) Identifies the account from which the payment is originated 6

6 Originating 
Account Number

Identifies the account from which the payment is being 
made (numeric) 8

7 Free Format Always zeros – 0000 4

8 Amount in Pence Values of the payment that is being paid (numeric – cannot be 
all zeros) 11R

9 User’s Name Identifies the originator of the account 18L

10
User’s Reference  
Mandatory Field – your 
payment will be rejected  
if this is not completed.

Prudential requires this to be completed to identify the payment.  
Format is: Scheme code XXXX (alphanumeric)

Paypoint code ZZZZZZ (alphanumeric/numeric)

Due date ref (DDMMYYYY) – this date must match the date used in the 
Payroll File name

So the format will be: XXXXZZZZZZDDMMYYYY

18

4. BACS file format
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Depending on the type of scheme you have, you may have the ability to see lower level detailed information for members. 
From the Dashboard screen click ‘Investments’ found on the left hand menu.

You’ll see a list of active and (if applicable) deferred members.

To see the lower level member information, click next to the member you wish to look at.

This will then show you the lower level member information such as investments, contributions and contact details.

5. Viewing member investment information
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6.1.1	Scheme documents
From the Dashboard, click the  icon found on the left hand menu. Once in the ‘Scheme’ section, select the 
‘Scheme information’ link

This will display a list of documents relative to the scheme you’ve accessed.

6. Scheme information and reports
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6.1.2	Reports
There are a number of reports available to assist you in the administration of a scheme, depending on your scheme type 
and access. From the Dashboard, click on the ‘Reports’ option found on the left hand side of the page.

HR file – this report shows all active members in a scheme and relevant member data in the format of an HR file. This 
can be amended and submitted as part of the administration process.

Temporary National Insurance number – this report is only viewable for Auto Enrolment schemes and shows active 
members of a scheme who have a temporary NI number (beginning with TN) on our systems. Permanent NI numbers 
should be provided to us as soon as available.

Opt Out Refund – this report is only viewable for Auto Enrolment schemes. If you’ve advised us on an HR file that a 
member has opted out and contributions have already been applied to the member record, we’ll advise you that a refund 
is due. This report provides a detailed breakdown of any Opt Out Refunds for members.

Contributions Received – this details contributions received and invested for a particular paypoint.

Expected Contributions – this details all active members for a particular paypoint and the contribution details we’re 
expecting (but have not yet received) per member.

You can also view historical reports.
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Leavers (Stakeholder and GPP schemes only) A minimum 
of 2 weeks after the final contribution has been submitted 
to Prudential: 

•	Send an HR file for the relevant employee with the 
status (Column AB) set to D; this will move the member 
into the “leavers scheme” Should any contributions be 
received after the member has been processed as a 
leaver, this may result in a refund of contributions. 

Leavers (MPP only) A minimum of 2 weeks after the final 
contribution has been submitted to Prudential: 

•	Submit either a “Notification of Withdrawal” form or 
an email with the members details, including date 
of leaving, to the MPP Service Centre. Should any 
contributions be received after the member has been 
processed as a leaver, this may result in a refund 
of contributions. 

Change of address Amend your HR file line for the employee 
and submit it via the website. This will automatically 
overwrite our records. Please ensure a postcode is included. 
The status code in column (AB) should be set to X. 

Change of salary Amend your HR file line for the employee 
and submit via the website. This will automatically 
overwrite our records. The status code in column (AB) 
should be set to X. 

Retirement Date The retirement date on the file enables us to 
set up the members record and will be used for any quotes 
and illustrations. If the member is investing in a lifestyle 
strategy the retirement date will be used to determine the 
fund splits. For Stakeholder and GPP schemes, the member 
can change their retirement date on records at any time by 
contacting Prudential. For MPP schemes this should normally 
be changed via the scheme trustees initially. This cannot be 
changed via subsequent HR files. 

Protected Pension Age The normal minimum pension age 
(NMPA), excluding individuals who are suffering from ill-
health, is the earliest age from which pension benefits can 
be taken. However, individuals who meet the necessary 
legislative requirements will qualify for what is known as 
a “protected pension age” (PPA), individuals don’t need to 
register this right with HMRC. A PPA gives an individual the 
right to take their benefits prior to the NMPA.

Claiming Benefits with continued payments If a member 
chooses to claim benefits via annuitisation after the age 
of 55 (57 from 6 April 2028, unless you have a protected 
pension age) but remains in your employment and wants 
to continue making contributions, Prudential will need 
to be advised prior to the claim. If we are not aware of 
this prior to the claim, then further contributions will 
be refunded.

Salary sacrifice or salary exchange If you move to a salary 
sacrifice or salary exchange arrangement, please notify 
Prudential at least 6 weeks in advance, as the way in 
which these payments will need to be submitted differs 
to the current submission. We will need to retrain your 
administration team.

Name change If notified of an employee’s name change 
you should verify it and amend your HR file to show the 
new details. Then submit the file via the website. The 
records will be amended (the assumption will be that the 
details have been verified by the employer). 

Change of category Should you wish to change the 
category code for a member (Column AD – this dictates 
the eligible employer contribution), you should amend the 
HR file to reflect the change and submit via the website. 
This will change the category automatically. 

7. Important Information
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Paypoint changes If a member moves between paypoints, 
this should be actioned via the HR file (Column AA needs 
to change to reflect the new paypoint number). Once 
the HR file has been uploaded, you need to remove the 
member from the old paypoint’s payroll file and add them 
to the new paypoint’s payroll file. 

Contribution Holiday It is also possible to reduce or to 
stop paying regular contributions on either a temporary 
or permanent basis. Employer and member contributions 
can be stopped, provided that there is no infringement of 
the contract of employment or employment law. Stopping 
all regular contributions on a temporary basis is known as 
a “contribution holiday”. There is no charge for increasing, 
reducing or stopping contributions. Additional Information 

Closing the scheme (Stakeholder and GPP only) Once you 
have sent across the final payment you we will be required 
to provide an HR file for all members with a status (in 
column AB) set to D. The members will then be provided 
with an options letter regarding their policy. Change 
of Administration personnel As an employer you are 
responsible for who has administrator access to HartLink 
and for ensuring they are trained appropriately. New 
administrators should be trained internally by yourselves 
in the first instance. Please advise us as soon as possible 
when a new administrator needs to be set up and when 
access needs to be removed. 

Other changes 
National Insurance number These cannot be changed via 
the HR file due to legal requirements. Should there be an 
error in the notified NINO please advise Prudential. 

Gender changes The gender recorded must be as at birth. 

Date Changes Any changes to members dates 
such as Date of Birth, Retirement Date, Date joined 
scheme, cannot be updated via the HR file. Should 
there be an error in the notified dates, please contact 
Prudential separately.


