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1. Introduction 

This document is a guide for registered administrators (RAs) on how to update information on 

pension funds held by the Central Bank of Ireland (the Bank). The Bank should be informed 

immediately when a new registered administrator is appointed to a pension fund and where 

changes occur to the required pension fund attributes. This applies to both detailed and reduced 

reporters. The RAs must inform the Bank of changes via the Pension Fund Information Return 

(PFIR). This document explains how to submit a PFIR in a step-by-step manner. Each of the steps in 

chapters two through six should be followed, as appropriate. 

2. Setting up a PFIR return on ONR 
The PFIR return must be submitted to the Bank via the online reporting system (ONR).1 Access to 

this return type needs to be granted to the user by the Registered Administrator’s Firm 

Administrator on ONR. Please follow the steps outlined in the appendix to grant the correct 

permissions. Once permissions have been assigned, the user can create a PFIR return. 

 

Creating a PFIR return: 

Before uploading a PFIR file you must create the PFIR return. From the home page, the user 

navigates to the ‘View/Edit Data’ screen, and selects the PFIR return.  

 

 

 

 

 

                                                           
1 ONR login page is available here. Additional ONR information is available on the Central Bank website. 

https://onlinereporting.cbfsai.ie/Login?ReturnUrl=%2f
https://www.centralbank.ie/regulation/how-we-regulate/online-reporting-process/how-to-guides
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The user then selects ‘View/Sign off Returns’. 

 

 

The user then selects the ‘Add Return’ button. 
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The ‘Reporting Date’ must be a date in the past - it cannot be today’s date.  The ‘Submission Due 

Date’ is the date by which the return must be submitted. Select a ‘Submission Due Date’ that is in 

the future. Once the dates have been populated, select the ‘Add’ button. Please note these dates 

have no connection to the data in the PFIR file, they are only required to facilitate the upload 

process.  

  

 

A return has been set-up and the user can now proceed to populate the PFIR, as explained in the 

next chapter. 

3. How to populate the PFIR 

The PFIR template is available on the Bank’s website. The template has four tabs - ‘Cover’, ‘PFIR’, 

‘Relationships’ and ‘Validations’. The ‘Cover’ tab provides instructions on how to complete the 

PFIR file. The ‘PFIR’ tab is for updating pension fund attributes. The ‘Relationships’ tab is for 

updating RA-PF relationsips. 

 

You can update information for up to 50 pension funds at a time.  This chapter covers: the file 

naming convention, the information that can be updated, how to update pension fund attributes, 

and how to change an RA-PF relationship. 

https://www.centralbank.ie/statistics/statistical-reporting-requirements/pension-funds#how-to-update
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The PFIR naming convention 

The file must be saved with the following naming convention: CNNNN_YYYYMMDD_PFIR. This is 

the C-code of the RA, then an underscore, then the reporting date, another underscore, and finally 

the name of the return type - ‘PFIR’. The reporting date must match the date specified in Chapter 

two, when creating the PFIR return. 

The information that can be updated via the PFIR 

The following information can be updated through the PFIR return:  

 RA-PF relationship (‘Relationships’ tab) 

 Pension Fund Year-End (‘PFIR’ tab) 

 Pension Fund Status (‘PFIR’ tab) 

 Pension Fund Type (‘PFIR’ tab) 

Updating Pension Fund Attributes 

Using the PFIR tab you can update pension fund attributes. All columns are mandatory. You must 

provide the correct national identifier (PB number) and commencement date of the pension 

fund(s) you are updating. If the combination of national identifier and commencement date does 

not match the data we have on ONR, the PFIR will be rejected. The ‘Effective date of update’ is the 

date from which the new information is valid. The attributes you can update are outlined below: 

 

 Pension Fund Year-End: We require the month and day for the new year-end. Please be 

careful not to mix up the month and day columns when populating the file. 

 Pension Fund Status: Two options are available; ‘Active’ and ‘Wound Up’. When moving a 

pension fund to ‘Wound Up’, the ‘Effective date of update’ column must be populated with 

the closure date. When you select ‘Wound Up’ from the dropdown menu, the cell will turn 

yellow. This is to highlight that you are moving the pension fund to ‘Wound Up’ and this 

cannot be reversed. 

 Pension Fund Type: Three options are available; ‘Defined Contribution’, ‘Defined Benefit’, 

and ‘Hybrid’. 
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Note: If you need to make a change to the pension fund name or the pension fund commencement 

date please email stats_pensions@centralbank.ie with the details and a reason for the change. 

These attributes cannot be changed through the PFIR. 

 

Where a pension fund changes registered administrator 

Where a registered administrator (RA) replaces another RA in reporting on behalf of a pension 

fund, the new RA must submit a PFIR. The ‘Relationships’ tab is used for this type of change.  

 

When populating the ‘Relationships’ tab, the ‘Effective date of update’ must be set so that it 

includes the reporting period(s) for which the RA will be reporting. This ensures the new RA-to-

pension fund relationship covers the appropriate reporting period(s) in ONR.  

Please see two examples below for reference. 

 

Example 1: 

A pension fund has appointed a new RA who will be making a return on their behalf. The RA must 

ensure that they can submit returns for the Q3 2020 reporting period. 

 

The reporting period in ONR is 30/09/2020 (data for Q3 2020): 

  

 

On the ‘Relationships’ tab, the ‘Effective date of update’ should be a date in Q3 to ensure the new 

relationship includes the return for Q3 2020. If the ‘Effective date of update’ were specified as 

‘01/10/2020’, for example, the RA would not be able to make the return for Q3 2020 but would be 

able to make the return for Q4 2020.  

mailto:stats_pensions@centralbank.ie
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The ‘Relationships’ tab should be completed as described above, with reference to the pension 

fund that the RA will be reporting on behalf of. 

 

Example 2: 

A pension fund has appointed a new RA who will be making a return on their behalf in the 

upcoming reporting period. 

 

Upcoming reporting date in ONR is 31/12/2020 (data for Q4 2020): 

   

 

On the ‘Relationships’ tab the ‘Effective date of update’ should reflect when the change in RA-PF 

relationship takes effect. In this example, the RA will be reporting the Q4 2020 return but not the 

Q3 2020 return. Therefore the ‘Effective date of update’ should be within Q4. This ensures that 

the new relationship covers the upcoming reporting requirement but does not cover past 

reporting periods. 
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Update Pension Fund attributes and RA-PF relationship 

Reporters can use the ‘PFIR’ and ‘Relationships’ tabs in the one PFIR. ONR will process the 

pension fund attribute changes and the relationship changes together. However, we recommend 

that a pension fund is not entered on both tabs in the one PFIR to avoid complications with 

effective dates. 

4. Validations 

A number of in-file validations are automatically carried out before the file is submitted. In order 

to be accepted through the Bank’s ONR system the PFIR return must have a status of ‘Valid’ in cell 

F4 on the ‘Cover’ tab. 
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A list of the validations can be found in the ‘Validations’ tab.  To locate the validation rules that are 

broken filter the column ‘Validation Passed’ for ‘False’ values. A description of the validation rules 

is located in the column ‘Rule’. The user should use these descriptions to correct any validation 

errors. 

 

Once all information has been added and the file is valid, the user can proceed to load the file onto 

ONR. 
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5. How to load a PFIR onto ONR 

Once the user has completed all of the steps outlined in Chapters two, three, and four, as required, 

they can proceed to load the valid and complete PFIR onto ONR. 

 

The user logs onto ONR, clicks ‘ View/Edit Data’ and then selects ‘Pension Fund Information 

Return - (PFIR)’. The user then selects ‘Load a File’. 

 

The user can browse to the PFIR file location and load the file. 
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Once the return has passed the validations, the return should then be queued. 
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When the return has been accepted by ONR, the following screen will be visible.  

 

 

An email will also be sent to the user with the following wording: 

 

 

If the return is not valid the user will see the following screen. 
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Common Error Messages: 

 ‘No valid Return exists for this Return Period date’ – This error will appear when the date 

used in the file naming convention does not match the reporting date used for the PFIR 

return you created in ONR. Please see chapter 2 for more details.  

 ‘Reporting date must be a date in the past’ – When creating a PFIR return, the reporting date 

must be a date in the past. 

 ‘Return Status is invalid’ - The PFIR file has a status of ‘Invalid’ in cell F4 on the ‘Cover’ tab. 

 ‘The combination of the National Identifier <PBXXXXX> and Birth date <DD/MM/YYYY> 

does not exist’ – The commencement date entered on the PFIR/Relationships tab does not 

match the commencement date on ONR for that pension fund. Please ensure you have 

entered the correct date in the PFIR/Relationships tab. If the date is correct please email 

stats_pensions@centralbank.ie with the details and we will change the commence date on 

ONR.  

 

mailto:stats_pensions@centralbank.ie
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Once the file has been accepted, the user can proceed to finalise and sign-off on the return. Note 

that the return will not be accepted by the Bank until it is signed off. The next chapter explains the 

finalisation and sign-off processes.  

6. Finalising and Signing Off Returns 

Once you have uploaded the return and are satisfied that the content of the return is correct, the 

return must be signed off before being accepted by the Bank. To sign off, the user returns to the 

‘View/Sign Off’ return screen. 

 

 

The user then selects the return they want to finalise and sign off.  
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There is a button below the return entitled ‘Finalise’. Click ‘Finalise’.  
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Once this is complete, click the ‘Back’ button.   
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This will take the user back to the previous screen. The user should now see a ‘Sign-Off’ button. 

Click ‘Sign-Off’. 

 

 

A new screen will appear where the user must declare that the data is correct. To complete sign 

off, the user selects the tick box in the ‘Declaration’ section and clicks the ‘Sign-off Return’ button.  

Once this button is clicked, it is not possible to resubmit the data. The information will then be 

received by the Bank. 



  

19 
 

 

 

A new screen will then open, confirming that the return has been signed off. 
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The user will also receive an email:  

 

 

Note: Once a PFIR return is signed off the return cannot be used again and it cannot be unlocked. 

When you are submitting another PFIR you need to create a new PFIR return. 
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Appendix 
 

Granting Permissions for PFIR 

 

1. Login to ONR and select ‘Manage User Accounts’: 

 

 

 

 

 

2. Select the user you would like to make a business administrator: 

 

 

 

 

 

 

 



  

22 
 

3. Select ‘Edit Profile’: 
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4. Change account type to ‘Business Administrator’: 

 

 

 

5. After setting the account type to business administrator, go back to the list of user accounts 

to set the permission: 
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6. Set the permission to ‘Administrator’ for the PFIR return type: 

 

 

After completing these steps the user (now a business administrator) will be able to access the 

PFIR and submit returns. 


