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Note: A minimum screen resolution of 1024 x 768 is required to view some payroll screens 
 
HMRC provide the following RTI information  
 

Reporting Requirements http://www.hmrc.gov.uk/payerti/reporting/what-to-report.htm
 
When to Report http://www.hmrc.gov.uk/payerti/reporting/when-to-report.htm  
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Highlight the RTI Payroll desktop icon and press enter to start the application. 
 

 
 
The RTI Payroll Main Window is displayed 
 
 
 
Settings - Changing Folder Locations 
 
First time use: Changing the location of the folders (if required). 
If this is the first time the application has been run and you wish to change the document 
folder locations, click [Settings]. 
 

 
 
 
The settings window is displayed. 
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Settings - Payroll File Location 
 
The payroll file stores all of the payroll and pensioner data.  The file is stored on the local 
drive of the PC by default but the location can be changed by pressing the [Browse] button.  
In a multi user environment, the [Browse] button can be used to point the application to an 
existing Payroll data file.   
 

 
 
The [Open] button will open the folder that contains the Payroll data file.  
 
 
Document Submission Folder Location 
 
The Document Submission folder stores all of the files used to submit the returns to HMRC 
along with the receipts from HMRC.  The files are stored on the local drive of the PC by 
default but the location can be changed by pressing the [Browse] button.  In a multi user 
environment, the [Browse] button can be used to point to an existing Document Submission 
folder. 
 

 
 
The [Open] button will open the Document Submission folder. 
 
 
Backup Folder Location 
 
The Backup folder stores the backup files.  The files are stored on the local drive of the PC by 
default but the location can be changed by pressing the [Browse] button.  In a multi user 
environment, the [Browse] button can be used to point to an existing Backup folder. 
 

 
 
The [Open] button will open the backup folder. 
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RTI Payroll Main Window Help 
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Click here to open the About 
Window. 

Click here to open HMRC 
RTI Guidance WEB Pages. 

Click here to open the 
Hartigan Software Contact 
Us WEB Page. 

 
 
About Window 
 

 
 
Adding Payroll Names 
Click the Payroll List [Add New] button to enter payroll names and references. 
 

 
 



Adding Payroll Names 
 
Ensure all required information is available and follow the instructions below.  
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

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 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. 

This list will contain the names of all payrolls 
previously entered.  Click the name to load 
the selected payroll details.  

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. 
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Adding Payroll Names 
 
 

 

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

Enter payroll manager 
contact details. 

Normally set to ‘Employer’. 

Enter your Government 
Gateway User ID. 

Enter your Government 
Gateway Password. 

Enter Employer Name, 
Address and Postcode. 
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Data Entry Aid: 
Last entered 
payroll processing 
date. 

Enter the final day 
of the tax year that 
is currently being 
processed. 

Click [Save] to save 
the payroll data 
entered. 

Click [Delete] to remove the 
currently displayed payroll and 
all associated pensioner 
information. 

 
 
 
 
 
 
 



Pensioner Information Entry 
 
Once payroll names have been created pensioner information can be added to the 
appropriate payroll.  Select a payroll. 
 
Gather all required information (review the following screens) for the pensioners to be 
entered. Click Pensioner [Add New] and work through the Add New Pensioner wizard. 
 

 
 
Using the Find Pensioner Field 
 
Pensioners are selected by clicking on the required name in the Pensioner List.   
 
As pensioners are entered they will appear in the Pensioner List.  As the number of 
pensioners in the list grows selection of a specific pensioner may require scrolling through the 
list, an alternative to this is to enter the first one or two characters of the pensioner’s surname 
in the Find Pensioner field which will limit the list to only those pensioners whose surname 
begins with the characters entered. 
 
Clear the Find Pensioner field to see all pensioners for the selected payroll. 
 
 
Add New Pensioner Wizard 
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Pensioner Information Entry 
 
Add New Pensioner Wizard 
 
Select: 

• a pay period from the list 
• the regular pay amount (if applicable) 
• a start date (not mandatory for existing pensioners or those where a one-off Trivial 

Commutation Payment is being made) 
• one of the four starting form options  

 

 
 
 
 
For new pensioners with a P45 
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Pensioner Information Entry 
 
Add New Pensioner Wizard 
 
For new pensioner without P45 
 

 
 
 
 

 
 
Click [Next] to complete the Add New Pensioner wizard.  The name of the pensioner entered 
is now displayed in the pensioner list. 
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Pensioner Information Entry 
 
View / Edit Pensioner Details 
 
To view or edit pensioner details select the pensioner and click [View / Edit Pensioner Details] 
on the main sceen. 
 

 
 
Make any changes required then click [Close], the changes will be saved and the window 
closed.  If you wish to discard any changes made you must click [Undo Changes] before 
clicking [Close]. 
 
Enter Pay Details 
 

 
 
Confirm or enter the pay period, payment date and the taxable pay for the period. 
 
If a payment is being made in respect of a Trivial Commutation payment or other lump sum, 
select the payment type from the drop down box, enter the total lump sum amount, and enter 
the non-taxable amount of the lump sum if relevant. 
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Pensioner Information Entry 
 
Enter Pay Details 
 
Clicking the continue button will display the following screen with the PAYE tax calculated: 
 

 
 
 
The Printer icon in the top left corner of the screen will print a payslip if required or these can 
be printed in bulk later.  
 
The [BACS Cross Reference] button will display the following screen.  Enter the appropriate 
data here if the BACS Cross Reference needs to be included on the FPS return. 
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Pensioner Information Entry 
 
Enter Pay Details 
 
Continue entering payment details for all required pensioners. 
 
Modifying details entered: 
If the Full Payment Submission has not been made and payment details for the current period 
have been entered and require modification select the required pensioner and click the [View 
Last Pay Period] button and make the changes required. 
 
 
 
Print Payslips 
 
Payslips can be printed either as individual documents (default) or combined into a single 
document.  Select the preferred option in [Settings] before entering pay details. 
 
When all pensioner payment details have been entered for the current period, click the [Print 
Payslips] button. The number of payslips to be printed will be displayed, ensure the required 
printer is connected and is ready then click [Yes] to continue and print the payslips. 
 

 
 
 
 
Review the payslips to ensure all required pensioners are included and being paid the 
appropriate amounts. Once you are satisfied all is correct click the [Full Payment Submission] 
button to begin the submission process. 
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Deleting or Refunding Payments 
 
 

 

Select the pensioner from 
the list press the [View 
Last Pay Period] button 

 
The Pay Details screen will be displayed. 
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If the payment has already been included in a Full Payment Submission, 
a refund button will be visible in the top left of the screen. 

 
 
 
 
 
 
 

 

If the payment has not been included in a Full Payment Submission, 
a delete button will be visible in the top left of the screen. 

 
 
 



 
Full Payment Submission 
 
 

 
 
 

Click here to generate the file. 

Click here to view the file. 

Select the Payroll from the list 
and click here to begin the Full 
Payment Submission. 

Click here to submit the file. 

  

 
 
 
NOTE: When processing the last payment for the tax year, ensure that the final submission 
box is ticked. 
 

 
HARTIGAN SOFTWARE DESIGN Limited 
Directors: A. Hartigan, L.A. Hartigan 

14 VAT Reg. No. 463 4683 28 Registered 
in England No. 2092107 

 



Full Payment Submission 
 
View File 
 
Click [View File] to review the submission file content. The report provides a list of all 
pensioners with information being submitted to HMRC. 
 

 

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

 
 
Clicking on a pensioner’s name in the list will display the full reporting information relating to 
that pensioner: 
 

 
 
  
Confirm the Full Payment Submission extract contains information for all the expected 
pensioners.  Once content checks have been completed close the FPS extract window. 
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Full Payment Submission 
 
Submit Data 
 
Ensure you are able to connect to the internet then click [Submit File] on the Full Payment 
Submission window to connect to the HMRC site and transmit your data. 
 
A transmission progress window will be displayed.  The time taken to transmit your data will 
depend on how much data you have to transmit, how busy the HMRC site is and the speed of 
your internet connection. 
 
Transmission progress window: 
 

 
 
The window above shows where a file submission request has been made and a connection 
to the HMRC site has been established. 
 
The window below shows a rejected connection due to incorrect or otherwise invalid payroll 
header information having been entered when the payroll was set up.  Save the message and 
close the window. Click [Payrolls] on the Main Window, select the payroll giving the error, 
review the HMRC payroll references and sender information, correct any discrepancies and 
[Save] the record. 
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Full Payment Submission 
 
Submit Data 
 
Begin the submission process again commencing with Data Validation. 
 
NOTE: If the failure relates to a data issue correct the data then run the validation. 
 
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 
Document Submission Folder. 
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 P32 Entry 
 

 
 
 
 
 
 

Select the Payroll from the list 
and click here to print the P32  

Select the Payroll from the list and 
click here for P32 Data Entry 

 
 
The P32 data will be calculated automatically for previous tax months.   
 
To calculate the totals for the current tax month, select the month from the list and press the 
[Recalculate Totals] button. 
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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 pensioners in a tax month  
• to notify HMRC of the bank details to which any repayment is to be sent. 
 
 

 
 
 
 
 
 

Select the Payroll from the list and click here to 
begin the Employer Payment Summary. 
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Employer Payment Summary 
 
Data Entry & Submission 
 

 
 
 
Complete the form by entering 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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Employer Payment Summary 
 
Data Entry & Submission 
 
View File 
 
Click [View File] to review the submission file content: 
 

 

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

 
 
 
 
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. 
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Viewing Submission History 
 

 

Click here to view the 
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. 
 
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. 
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Year End Process 
 
This process will create P60s for printing and will archive the payment data ready for the new 
tax to be processed.  Please note that payments under the old tax year can no longer be 
added once this process has been completed. 
 
We recommend taking a backup copy of the data before proceeding.  Please refer to the 
Backup section of this document for guidance on how this can be done. 
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Selecting the [Process Year End] menu under the 
[Tools] menu will display the following screen 

 
 
 

 

Select the payroll 
to be processed or 
the [All Payrolls] 
option 

Enter the tax year end date 

 
 The [Print P60s] button will be enabled after the [Process Year End] 
button has been pressed and the process has completed.  Please 
refer to the following page for the P60 printing process. 

Click the [Process 
Year End] button 



P60 Printing 
 
P60s are printed using the pre-printed P60 (SingleSheet/Shortened) stationery.  This can be 
ordered online from the HMRC website via the following link: 
 
http://www.hmrc.gov.uk/payerti/forms-updates/forms-publications/onlineorder.htm#0x1
 
The printing coordinates might need to be updated so that they are aligned with the pre-
printed boxes.  It is therefore a good idea to print a test P60 to check the printing coordinates 
before printing the entire batch of P60s.  The coordinates can be updated via the [Printing 
Options] button at the bottom of the Settings screen. 
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The P60 Print Offset values will move the printing coordinates down or right by the number of 
millimetres entered in the text boxes.  In the example below, the coordinates will be moved 
10mm down and 5.5mm to the right.  Negative values can be entered if the coordinates need 
to be moved up or left. 
 

 
 
 
 
 
 
 

http://www.hmrc.gov.uk/payerti/forms-updates/forms-publications/onlineorder.htm#0x1


 
P60 Printing 
 
 

 

Click here to begin the 
P60 printing process. 

 
The following screen is displayed: 
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Click here to list the 
P60s to be printed. 

Either select the P60s to be printed by ticking 
the boxes or press the [Select All] button 

 
 
 
 
 
 

Click here to print 
the selected P60s 

Click here to print the a 
duplicate copy of the P60 

 



P45 Printing 
 
P45s are printed on either plain paper or using the pre-printed P45 (Laser Sheet) - 3 part 
stationery.  This can be ordered online from the HMRC website via the following link: 
 
http://www.hmrc.gov.uk/payerti/forms-updates/forms-publications/onlineorder.htm#1x1
 
The type of paper to be used for printing the P45 can be selected be pressing the [Printing 
Options] button at the bottom of the Settings screen. 
 

 
 
 
 

 

Select the type of paper to 
be used from these options 

 
If printing on pre-printed P45 paper, the printing coordinates might need to be updated so that 
they are aligned with the pre-printed boxes.   
 
The P45 Print Offset values will move the printing coordinates down or right by the number of 
millimetres entered in the text boxes.  In the example above, the coordinates will be moved 
10mm down and 5.5mm to the right.  Negative values can be entered if the coordinates need 
to be moved up or left. 
 
 

 
HARTIGAN SOFTWARE DESIGN Limited 
Directors: A. Hartigan, L.A. Hartigan 

26 VAT Reg. No. 463 4683 28 Registered 
in England No. 2092107 

 

http://www.hmrc.gov.uk/payerti/forms-updates/forms-publications/onlineorder.htm#1x1


P45 Printing 
 
 

 

Select the pensioner from the list and 
press the  
[View / Edit Pensioner Details] button. 

 
 
 
 

 
 

Enter the leaving date and press the [Print P45] button. 
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Receiving Notifications from HMRC 
 
 

 
 
 
Selecting the [Notifications] menu will display the following screen: 
 
 
 
 

 

Click here to check for new messages.  The 
number of messages for each category will be 
displayed in the second column on the list. 

 
 
 
 
 
 
 

Select the category that you would like to retrieve 
old messages for and click here to view messages 
that have previously been retrieved.  

Select the category that you would like to retrieve 
message for and click here.  The tax code 
notices will be displayed in the following screen 
and the other categories will be displayed in your 
default web browser. 
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Tax Code Updates 
 
Applying Tax Code Updates 
 

 
 
 
Pensioner records are matched to the notification messages based on the employer ref, NI 
Number and Works Number.   
 
Select the records to be updated by ticking the boxes in the first column or pressing the 
[Select All] button.  Press the [Update Selected Tax Codes] button to update all of the 
selected records. 
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NI Number Verification Request 
 
This submission allows you to either confirm that the National Insurance number you hold is 
correct, or will attempt to provide you with the correct National Insurance number based on 
the information you have provided.  
 
The response to the NI Number Verification Request will be received via the HMRC 
notification service (see the Receiving Notifications from HMRC section of this document for 
further details).  
 

 

Selecting the [NI Number Verification 
Request] menu under the [RTI 
Submissions] menu will display the 
following screen 

 
 
 
 
 
 
 

 
 
Select the pensioners that you would like to send an NI Number Verification Request in 
respect of. 
 
Click the [Generate File] button to generate the NI Number Verification Request. 
 
Click the [View File] button to view the NI Number Verification Request. 
 
Click the [Submit File] button to submit the NI Number Verification Request. 
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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. 
 

 

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

 

Open the backup folder by 
pressing this button. 

 
Backup copies of your Payroll Data and submission files can be made by pressing 
the [Backup] menu under the [Tools] menu at the top of the main screen. 
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Click here to 
backup your files 

 
 
 

 

Press the [OK] button to confirm. 

 
 
 
 



Application Settings 
 

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

  

 
 

 
 
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. 
 
Printing Options 
 
The [Printing Options] screen is displayed when the [Printing Options] button is pressed on 
the bottom of the [Settings] screen. 
 
Advanced Settings 
 
The [Advanced Settings] screen is displayed when the [Advanced Settings] button is pressed 
on the bottom of the [Settings] screen. 

 
HARTIGAN SOFTWARE DESIGN Limited 
Directors: A. Hartigan, L.A. Hartigan 

32 VAT Reg. No. 463 4683 28 Registered 
in England No. 2092107 

 



Advanced Application 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. 
 
 
Include BACS cross reference 
 
This option will allow a BACS cross reference to be submitted on the Full Payment 
Submission.  The inputs to the BACS cross reference can be set by pressing the [BACS 
Cross Ref] button on the pensioner details screen. 
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