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Importing from Surf Payroll to BrightPay Cloud STEP-BY-STEP GUIDE

To sigh up to BrightPa :

gn up 9 y Sign Up
Cloud click here:
BrightPay Cloud facilitates the importing employee information in CSV
format from Surf Payroll or from Revenue Payroll Notification (RPN).

Setting up Employees using CSV File

To export employees information (and year-to-date pay information to date if migrating
mid tax-year), within Surf Payroll go to Employees menu> Employees> Export employees.

If the export employees option is not available go to Settings menu> Business> Users>
open user’s profile and add the permission by ticking the box.

; surt
~ Gross Pay
(B Dashboard ;
0.00 = 0.00
R Employees - @ LAST MONTH : YEAR TO DATE
.\
Benefit in Kind CODE NAME & PPS NO. PHONE

Do not open the CSV file, as Excel will format items such as sort code and account
numbers and they may no longer be importable into BrightPay.
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Once signed into BrightPay Cloud you will need to set up an Organisation.

An Organisation is where employers, team members and billing are managed.

oy

My Browse
Organisation ~ Employers

Welcome to BrightPay.

The multi-award-winning payroll software is now better than ever.

= STEP 1
Create your organisation STEP 2 STEP 3
An organisation is the central place where you manage employers, invite Add or import an employer Process your first payroll
team members, and set up billing. Before you can add or import your Before you can process payrall in
first employer, you need to create BrightPay, you need to add or import
your erganisation. an employer.
(®) Create Organisation
To set up an Organisation enter your
T : You're All Set
organisation’s details, choose your
payment plan and add a payment method. Erganisation nome Hot Annex

. . , . Subscription billing plan Pay As You Go (Monthly)
Once all the Organisation’s details

are e nte red Wh en yo u se lect 'C reate By creating the organisation Hot Annex, you agree that usage of BrightPay under the
. . . . . organisation by you or any organisation member will be billed for in accordance with the
! selected billing plan and the Bright Software Group Terms and Conditions (4.
rganisation € organisation wi e g p g P
crea te d Failure to pay for usage of BrightPay will result in suspension of access,

< Back |[ReEEICNeIFERIEETULTM | Cancel
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In order to create your new employer select the Add New Employer option,
Adding an Employer Manually - BrightPay Documentation

Complete each screen accordingly with your relevant employer information.
For further assistance with this, please see our support section Adding Employer Details.

To see the company details in Surf Payroll go to Settings> Business > Business details.

Bl = &

Browse

Welcome to My :
BrightPay Organisation Employers

Welcome to BrightPay.

The multi-award-winning payroll software is now better than ever.

=» STEP 2
Add or import an employer
STEP 3
© STEP 1 Mote that if you are coming from BrightPay for Windows, you can directly )
Create your organisation import all your employer and payroll data. Process your first payroll

Before you can process payroll in
b BrightPay, you need to add or import
org, ion He ex.
arganisation Hot Annex @ Add New Employer et

You have successfully created the

ES Import from Windows

Select Open Employer.

208
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Welcome to My Browse
BrightPay Organization Employers
Welcome to BrightPay.

The multi-award-winning payroll software is now better than ever.

= STEP 3
STEP 1 © STEP 2 Process your first payroll
Create your organisation Add or import an employer SO T WO WG
You have successfully created the You have successfully added an

organisation Hot Annex. employer. Add another. ~
3 Open Employer
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Importing from Surf Payroll to BrightPay Cloud

Once you have entered and saved your
employer information, go to Employees
tab > Import & Export > Import/Update

Employees from CSV File.

STEP-BY-STEP GUIDE

5 EMPLOYEES EMPLOYER REVENUE EXPENSES

P A 2XB6EB6

dar  Expenses  Payslips  More TDC RPN More
& Benefits - - - - -

[ Import/Update Employees from CSV File...

. + Download Employees from RPNs...
Details

3 Export Employees to CSV File...
YE Details Payment HR cs0

Click select a CSV File to Upload and Browse to the location of your CSV file,

select it and press ‘Open’.

Import Employees from CSV File

Select a CSV file to upload {and optionally edit the content before continuing). Alternatively, enter/paste CSV content directly without uploading a file.

T) Select a C5V File to Upload

SV content here directly.
* B Your employee information will be displayed
) > Dowrloads: 5 on the screen.
To assist with column selection, simply select
@ B W Nsot- = Viw- ‘Match Header Rows'.
Mame
{ By
~ Yesterday D o ~>|<— é G/ 6)/,9
= Select Select Widen Shrink Match Reset All Options
3] 0076943K_8122024235739 All " Nome | Columns Columns | | Header Row | Columns -
| 4 =

BrightPay will match as many columns
as it can for you. Ignore any columns and
uncheck any rows you do not wish to

be imported. Untick the header row.

91 of 95 columns were matched to titles in the CSV
header row.

The C5V header row has been automatically unchecked.

OK
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Click Import to complete the import

of your employee information. . l Can::eI-] I < Bavck l

Following the import, further employee information can be manually entered within ‘Employees’,

Alternatively, you may wish to update missing employee information using CSV file.

The first task you will need to perform in BrightPay before you can commence with
your payroll is to add your Revenue Digital Certificate into the software.

To add Employer ROS cert, Adding your ROS Certificate - Employer - BrightPay Documentation

To add Agent cert, Adding your ROS Certificate - Agent - BrightPay Documentation

You may need to set up pay items which could not be imported from Surf Payroll such as
rates, additions/deduction types, pension schemes, benefit in kind, employer bank details etc.

It is also recommended that all employee details are reviewed before processing any
payroll to ensure information imported in is correct and applicable.

After reviewing your employee information, click the ‘Payroll’ tab to commence processing payroll.

Setting up Employees using the Revenue Payroll Notification (RPN)

Settings
To create an Organisation and add new employer follow

steps 2 to 5 from ‘Setting up Employees using CSV File". AEEEARONEE

Auto

PERSONALISATION

General preferences
Personalise various aspects of the BrightPay experience

Before you request an RPN to import your employees,
you need to add a ROS Digital Certificate.

Employee display preferences
Set how employees are displayed and ordered in BrightH

To do it, go to Settings in top right corner and choose BOCUMENTS
' e ' PDF export preferences
ROS Certlﬁcates Set the default page size/margins and password used to

create a PDF

For more details click here:

Email preferences
Set the default reply-to, body and signature of emails

To add Employer ROS cert, Adding your ROS Certificate
- Employer - BrightPay Documentation

SUBMISSIONS

ROS certificates
Manage your saved ROS certificates

To add Agent cert, Adding your ROS Certificate - Agent
- BrightPay Documentation
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PAYROLL ANALYSIS

EMPLOYEES EMPLOYER

O+
To download employees from RPN, e Ct:d'f’ - iﬁidr K%D de—“m :t?
go to 'Employees > Download employees Emplayee | Details afE
from RPNs.’

BrightPay will connect to Revenue'’s systems -
and retrieve all available RPNs. By default, all NO €N
employees for whom an RPN is available will
be ticked, ready for download. If you wish to © Add New Employee
download all employees at the same time,
simply click on ‘Add Selected Employees’.

Download employees from RPNs = Import emp

Download Employees from RPNs X

O

Select Select

All None

Employee PPS Number Employment ID RPN Issue Date RPN Effective Date
B 2 Craig MacDonald 4966304T 1 09/12/2024 01/01/2025 F-
B & Garrison O'Keeffe 97786717 1 09/12/2024 01/01/2025 P
&+ Kasimir O'Leary 7848443C 1 09/12/2024 01/01/2025 #~
B 2+ Malachi O'Leary 33603435 1 09/12/2024 01/01/2025 F-
8 &+ Paul O'Doherty 4387259P 1 09/12/2024 01/01/2025 F-
8 &+ Ramona Kelly 2955559C 1 09/12/2024 01/01/2025 ?
&7 Rebecca Power 7409429H 1 09/12/2024 01/01/2025 &~
&* Sandra O'Doherty 8091218L 1 09/12/2024 01/01/2025 =
&* Tana O'Leary 8340097L 1 09/12/2024 01/01/2025 F-
B 2+ Wallace Connolly 1745606D 1 09/12/2024 01/01/2025 F-
10 of 10 employees selected Add Selected Employees

Alternatively, if you only wish to download some of the employees displayed, untick any employees
you don't wish to add before proceeding. These employees can be added at a later time if required.

Employee records will now be created for the selected employees, which can be accessed within
‘Employees’. It must be noted however that setting up employee records in this manner will only
bring in the information that is included in the RPN, e.g. the employee’s name, PPS number and
revenue details.

Further manual entry may thus be required in each employee record for employee information
that is not included in an RPN e.g. the employee’s rate of pay, email address, bank details, annual
leave entitlement, departmental allocation etc.

After reviewing your employee information, simply click the ‘Payroll’ tab to commence
processing payroll.
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