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PLEASE NOTE
Starter declarations will need to be input for mid-year starters, when changing the starter 
declaration check the tax code before and after as the system applies default tax codes.   

The previous employment income may not be included on the import. In Employees> Mid-year  
totals you should see the income from this employment only, where the taxable pay and tax from 
P45 needs to be enter in Employees>Starter/leaver tab if applicable.

Please note: If you are moving from a different payroll software provider to BrightPay and have already  
been processing under RTI during the tax year, you must transfer over the same RTI Payroll ID for each  
employee. This is a unique reference and is required by HMRC to identify an employee during RTI submissions.  

In the event that you must use a different RTI payroll ID (e.g., the previous RTI payroll ID is not known), it is essential that you  
select ‘Force include ‘Change of Payroll ID’ indicator on next FPS’ from the ‘Change of Payroll ID’ drop down menu. To do this go to  
the Employee section > Tax, NICs, RTI section and under the section ‘Details to be included on FPS’ Click on the box under the Payroll ID 
and change to ‘Force include ‘Change of Payroll ID’ indicator on next FPS.  Using a different payroll ID and not selecting this option may  
lead to possible HMRC reconciliation issues.

Important note: Mid-year migration - employees who become directors mid tax year and prior to migrating to BrightPay unfortunately 
cannot be catered for correctly when choosing the option to ‘Continue Partway in the tax year’.This is due to the complexity of the NIC 
calculation involved. In this instance, users are advised to rebuild their payroll from the beginning of the tax year. Previously submitted  
FPSs can subsequently be marked as already sent and accepted by HMRC within the RTI utility.

To send RTI submissions to HMRC, enter HMRC Government Gateway credentials. To do this, click on the ‘Settings’ icon in the top right 
corner, then go to ‘Submissions’.
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TASK HELP PAGE DONE INITIALS

Setting up Pension Scheme & Enrolling employees Click to view

Pension (outside of Automatic enrolment) Click to view

Set up Employment Allowance Click to view

Benefits Click to view

Attachment Orders Click to view

Recoverable Amounts Click to view

Student Loan Deductions Click to view

Postgraduate Loan Deductions Click to view

Additions & Deductions Click to view

Adding/Amending Hourly Rates Click to view

Annual Leave Click to view

RTI Submissions Click to view

Importing Periodic Payments Click to view

Employee Self Service Portal Click to view

Manager Portal Click to view

Client Portal Click to view

https://register.gotowebinar.com/recording/5200540914484089091
https://brightsg.com
https://brightsg.com/brightpay-cloud-uk-tutorials/
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/36041622044945-Moving-to-BrightPay-Continuing-Auto-Enrolment-from-a-previous-software
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/36042040340113-Moving-to-BrightPay-Continuing-pension-outside-of-Automatic-Enrolment-from-a-previous-software
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/36041630632337-Moving-to-BrightPay-mid-year-Employment-Allowance
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/36493264192657-Applying-an-Expense-or-Benefit-in-BrightPay
https://payrollsupport.uk.brightsg.com/hc/en-gb/sections/35335094179601-Attachment-Orders
https://www.brightpay.co.uk/docs/bpol/moving-to-brightpay-from-another-payroll-software/moving-to-brightpay-mid-year-recoverable-amounts-to-date/
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/36495585022865-Student-Loan-Deductions
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/36499656301585-Postgraduate-Loan-Deductions
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/37387925126801-Adding-Amending-Addition-Types
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/37186032720401-Adding-Amending-Hourly-Rates
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/40646104900881-Annual-Leave-Entitlement-Methods-in-BrightPay
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/35961189400849-Full-Payment-Submission-FPS
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/37710909777553-Importing-Periodic-Payments-using-CSV-file
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/37848106160529-BrightPay-Cloud-Employee-Self-Service-Portal-Overview
https://payrollsupport.uk.brightsg.com/hc/en-gb/articles/37853054244497-BrightPay-Cloud-Manager-s-Portal-Overview
https://payrollsupport.uk.brightsg.com/hc/en-gb/sections/37856486147217-Client-Portal
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