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Pre-Retirement VRS Entries, Pension Proposals and Retirement Order in IFHRMS 

Login with Human Resource Initiator 

 

Go to Human ResourcePre-retirementRetirement type. Search the Employee ID. 

 

Fill the Retirement type Details 
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Click Review button and Click add attachment.  

 

Type the Title Name & Choose file/ Choose URL/Short Text/Long Text whatever attachment type is 
applicable.  
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Can Add Description about attachment. 

Then Click Apply button to upload the attachment. 

 

Attachment added confirmation received. Click Submit Button and Complete 3 Levels. 
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Go to Human ResourcePre-retirementPension Proposal Employee. 

Choose Person type as Ex-Employee and click Requery. 

 

Then Search the Employee ID and Click Action button.  
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Click create button. 

 

Fill the Details, Click Review and submit button and complete 3 Level process. 

 

Go to Human ResourcePre-retirementPension Proposal HOO. Choose Person type as Ex-
Employee and click Requery. Then Search the Employee ID click go & Click Action.
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Fill the details and complete 3 Level Process. 

 

Go to Human ResourcePre-retirementProposal Initiation. Choose Person type as Ex-Employee 
and click requery. Then Search the Employee ID click go & Click Action 

 

Initiation is a single Level Process. It completed automatically after submission. 
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Go to Human ResourcePre-retirementAnnexure Status. Choose Person type as Ex-Employee and 
click requery. Then Search the Employee ID click go & Click Action. 

 

Fill the details and whatever annexures selected as yes, user need to add attachment copies.  
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Click review and add attachments by choose file and click apply button.

 

Confirmation notification received.  

 

Attachment added like this. 
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Go to Human ResourcePre-retirementRetirement Order. Choose Person type as Ex-Employee 
and click Requery. Then Search the Employee ID click go & Click Action 

 

Fill all the details, add attachments and complete 3 level processes.  

 

Approved Transaction added. 
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Employee Person-type changed as Ex-employee.  
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