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Settings and Folder Locations 

 
Clicking the [Settings] button will display the following screen. 
 

 
 
The settings window is displayed. 
 

 
 
Setting the File Locations 
 
Once the software has been installed the Payroll File Location, Document Submission 
Folder Location, and Backup Folder Location can be changed or opened using the 
settings options above. 
 
If more than one license has been purchased and the file location is to be changed ensure a 
shared folder is selected which allows all required users full access. 
 
 
 
 
 
 
Tax Year for FPS reporting purposes 
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The Tax Year for FPS reporting purposes will default to the current tax year but can be 
changed via the settings screen to make a submission in respect of a previous tax year or to 
perform tests for a future tax year. 
 
Advanced Settings 
 
The [Advanced Settings] screen is displayed when the [Advanced] button is pressed on the 
bottom of the [Settings] screen. 
 
Import / Export File Options 
 
The [Import / Export File Options] screen is displayed when the [Import / Export File Options] 
button is pressed on the bottom of the [Settings] screen. 

 

 
Default Import File Locations 
 
Set the default file locations to be used when importing files into the software.  This saves 
time by not having to browse to the location each time a file is imported.  
 
File Import Options 
 
By default the date cells on the Excel spreadsheet must be formatted as dates and will fail 
validation if they are formatted as text.  Date cells can sometimes be formatted as text if the 
import file is generated by separate payroll software. Selecting the [Excel dates are 
formatted as text] option will bypass this validation and allow the date cells to be formatted 
as text.  
 
The [CSV Date Format] text box allows the user to specify the format of the dates in CSV 
import files. 
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Advanced Settings 
 
Security Settings 
 

 
 
If the [Administrator password required] option is set, the application will require the 
password to be entered before the user can access the Settings or the Payrolls screens. 
 
If the [Submission password required] option is set, the application will request that a 
password be entered before submissions are made. 
 
If the [Enter sender ID when required] option is set, the application will request that the 
Government Gateway user ID be entered before submissions are made. 
 
If the [Enter sender password when required] option is set, the application will request that 
the Government Gateway password be entered before submissions are made. 
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Add Payroll Employer Information 

 
Click the [Payrolls] button to open the [Payroll Details] entry window. 
 

 
 
 
 
Ensure all required information is available, click ‘Add New’ and enter the payroll name 
(Weekly Pay, Monthly Salaries etc.) and other information required. Click ‘Save’ to save the 
information entered. Continue until all required Payroll’s have been set up.  
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Add Payroll Employer Information 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

This is the first part of your employer PAYE 
reference and is three digits. You will find this 
number on a P6/P9 notice of coding or your 
Annual/Budget letter. 

This reference number can be found on your 
P30BC 'Payment booklet' or P30B 'Paying 
electronically'. It will be in the format 
123PA00012345. 

Only required IF you operate an occupational 
contracted-out scheme. This number is your 
ECON from your contracting-out certificate.  
You must show your current ECON if any 
employee has been in a contracted-out 
scheme at any time during the tax year. 

If applicable: 
for example, if you are a limited company. If you have more 
than one COTAX reference, enter the reference for the 
company that holds the employment contracts. 

If applicable: 
for example, if you are an employer who is a 
sole proprietor or a partnership. 

This is the second part of your employer 
PAYE reference after the slash. You will find 
this number on a P6/P9 notice of coding or 
your Annual/Budget letter. 
 

A descriptive name of your choosing for 
example Monthly Salaries or Weekly Pay. 

The name of your local tax office. 

Normally set to ‘Employer’. 

Enter your Government 
Gateway User ID. 

Enter your Government 
Gateway Password. 
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Add Payroll Employer Information 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

 
 
 

Click ‘Add New’ to clear 
currently displayed data from 
the window and enter new 
payroll details. 

Enter payroll manager 
contact details. 

Click ‘Save’ to save the 
payroll data entered. 

Click ‘Close’ to close the 
Payrolls window. 

Click ‘Delete’ to delete the 
selected payroll. 

Enter employer name 
and address. 

This list will contain the names of all payrolls 
previously entered.  Click the name to load 
the selected payroll details.  
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Employee Payroll Data Entry / Import 

 
Start the employee payroll information entry process by performing any one of the three 
options shown below depending on how your company payroll information is generated and 
the type of information to be entered. 
 
 
The ‘Simple Template’ generates an Excel document containing the most commonly used 
payroll data reporting items. 
 
 
The ‘Full Template’ generates an Excel document containing all payroll data reporting items. 
 

 
 
Simple and Full Template 
 
Each time a template button is clicked an Excel document is created from either the Simple 
Template or the Full Template depending on the button selected. 
 
The new document is named as follows: 
 
FPS This relates to the submission type being created (Full Payment Submission) 
 
Date Being the date the document is created (-YYYYMMDD format) 
 
Count Document count for the ‘Date’ above (-NNN format). If more than 1 document has 

been generated for that date. 
 
For example FPS-20130329-001 is the second FPS Excel document created on 29

th
 March 

2013. 
 

Create a document using the 
‘Simple Template’ and enter the 
required payroll information. 

Create a document using the 
‘Full Template’ and enter the 
required payroll information. 

Import information from a 
previously prepared Excel 
document. 
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Employee Payroll Data Entry / Import 

 
Simple and Full Template 
 

 
 
 
Click on the Excel spreadsheet displayed and enter the required payroll data. 
The ‘RTI - FPS Import File 2016-17.pdf’ is available from our website as an additional guide to 
data entry requirements.  
 
Once payroll data entry is complete either save the Excel document for later use or save the 
document and return to the Main Window and click ‘Validate Data’ 
 
 
Import File 
 
Click ‘Import File’, the window below is displayed. Browse to the location of the Excel 
document you wish to import, highlight the file and click ‘Open’, the document is loaded and 
displayed behind the RTI Lite Main Window. Now click ‘Validate Data’. 
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Data Validation 

 
Click the ‘Validate Data’ button to confirm the payroll information entered is complete and in 
the correct format.  
 
If more than one file is found the application will display the following window.  The user 
should click on the required file, the file will be highlighted, then click ‘Ok’. 
 

 
 
 
 

Exceptions 

 
If the selected file contents are not in the format required by HMRC or data is missing a data 
exception report will be displayed confirming the issues found. 
 

 
 
 
Review the information in the exceptions window above, click on the spreadsheet and add 
missing data or correct entries as necessary referring to the ‘RTI - FPS Import File 2016-
17.pdf’ document from our website for guidance. 
 
Save the corrected document and click ‘Validate Data’ to confirm the document is ready for 
submission. If the selected document does not pass validation repeat the process above. 
 
 
The message below will be displayed after successful validation, the document is now ready 
for submission. 
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Data Submission  

 
Click ‘Submit Data’ on the main window. 
 
If more than one file is found the application will display the following window.  The user 
should click on the required file, the file will be highlighted, then click ‘Ok’. 
 

 
 
The Full Payment Submission window is displayed 
 

 
 
When processing the last payment for the tax year ensure the final submission box is ticked. 
 
Click ‘Generate File’, the following window should be displayed. 
 

 
 
Click ‘Ok’ to close the FPS file creation confirmation window. 
 
After successfully generating a submission file the ‘View File’ and ‘Submit File’ buttons are 
enabled. 

Click here to generate the file. 

Click here to view the file. 

Click here to submit the file. 
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View File 

 
Click ‘View File’ to review the submission file content. The report provides all employee data 
being submitted. 
 

 
 
 
 
 
 
Clicking on an employees name in the list will display the full reporting information relating to 
that employee: 
 

 
 
 
Confirm the Full Payment Submission extract contains information for all the expected 
employees.  Once content checks have been completed close the FPS extract window. 
 
 

Press the [Print] button at the bottom right hand side of the 
screen to print the report. 
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Data Submission 

 
 
A successful submission is shown in the window below. 
 

 
 
 
 
 
Submission Receipt 
 
Click ‘View Receipt’ to display the HMRC receipt shown below. 
 

 
 
 
A copy of the Full Payment Submission and the Submission Receipt will be stored in the 
Submission Document Folder. 
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Employer Payment Summary 

 
Data Entry & Submission 
 
This submission is required to enable HMRC to calculate employer liability.  
 
An Employer Payment Summary should be sent if: 

 no payments are made to any employees in a tax month  

 or you wish to recover statutory payments, NICs compensation on statutory payments, 
Construction Industry Scheme (CIS) deductions suffered (limited companies only). 

 to notify HMRC of the eligibility to claim the annual national insurance employment 
allowance. 

 to notify HMRC of the bank details to which any repayment is to be sent. 
 
 

 
 
 

  
 
 

Click here to enter the data for 
the employer payment summary. 
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The following window will be displayed: 
 

 
 
 
Enter the appropriate data; select the tax year, enter the month end date, select the relevant 
payroll and enter all required data values. 
 
Click ‘Generate File’, the following window should be displayed. 
 

 
 
Click ‘Ok’ to close the EPS file creation confirmation window. 
 
After successfully generating a submission file the ‘View File’ and ‘Submit File’ buttons are 
enabled. 
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View File 
 
Click ‘View File’ to review the submission file content.  
 

 
 
 
 
 
 
 
Submit Data 
 
Ensure you are able to connect to the internet then click ‘Submit File’ on the Employer 
Payment Submission window to connect to the HMRC site and transmit your data. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Press the [Print] button at the bottom right hand side of the 
screen to print the report. 
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View Submission History 

 

 
 
The following screen is displayed: 
 

 
 
Select the appropriate filters from the selection at the top of the screen and press the [List 
Submission History] button.  Please note that the history will not include submissions that 
were made prior to installing the 2014-15 version of the software. 
 
The original submission or response can be viewed by clicking on the submission in the list 
and pressing the [View Submission] or [View Response] button. 
 
The status of the submission can be updated manually by selecting the return in the list and 
pressing the [Update Status] button.  This will display the following screen: 
 

 
 
 
 
 
 
 

Click here to view the 
Submission History. 
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Request Outstanding Submission Reponses 

 
If a response was not received from the Government Gateway when the original submission 
took place, the status of the submission will be displayed as AWAITING_RESPONSE.  The 
response can be retrieved from the Government Gateway by pressing the [Request 
Outstanding Responses from Government Gateway] button at the bottom of the screen for 
the selected sender payroll reference or by following the procedure below to request 
outstanding responses across all payroll references. 
 
 
Select the [View submission awaiting response] option and press the [List Submission 
History] button.  This will list all submissions that are awaiting a response across all payroll 
references 
 
 
 
 

 
 
 
To attempt to recover all outstanding responses displayed from the Government Gateway 
Press the [Request Outstanding Responses from Government Gateway] button. 
 
 
 
 
 
 

 
 
A message box will be displayed confirming the number of responses returned by the 
Government Gateway. 
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Data and Submission File Backup 

 
The location of the backup files can be changed from the [Settings] screen.  The location 
should ideally be a folder that is included in your own backup procedures. 

 

 
 
 
 
Backup copies of your Payroll Data and submission files can be made by pressing 
the [Backup] menu at the top of the main screen. 
` 
 
 
 

 
 
 
 
 
 
 
 
 
  

Select the location of the backup 
files by pressing this button. 

Open the backup folder by 
pressing this button. 

Click here to take backup 
copies of your files 

Press the [OK] button to confirm. 


