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How to Create RTI BACS 

IRIS Payroll 

To select the RTI BACS format: 

1. Go to Reports | Report Manger 

2. Select BACS/Payments from Categories 

3. Drag RTI BACS to the Selected Reports BACS/Payment Reports section  

Alternatively highlight RTI BACS and click   

 

4. Click Save then Close 
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To create the RTI BACS format: 

1. Select the Pay Frequency from the sidebar  

2. Go to Pay | Create BACS File 

3. Choose RTI BACS 

4. If you change any of the fields on Report Options, click Refresh to regenerate the report 

5. The BACS Schedule will be displayed on screen, click Print if you require a hard copy of the 

report or use the Export or Email option 

The Bacsout.000 file (where 000 is the Company ID) will be created in the program folder 

(for instance C:\IRIS Payroll) 
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Earnie 

To select the RTI BACS format: 

1. Go to Reports | Library Selection  

2. Choose Bank Reports/BACS and 

highlight RTI BACS 

3. Click Select  

4. Click OK to the confirmation message, 

then Close 

 

 

  

To create the RTI BACS format: 

1. Go to Reports | Print BACS 

2. Choose RTI BACS and click Select 

3. Check the Processing Date and Select Period are correct 

4. Click Preview 

5. The BACS Schedule 

will be displayed on 

screen, click the 

Print icon if you 

require a hard copy 

of the report  

6. The Bacsout.000 file 

(where 000 is the 

Company ID) will be created in the program folder (for instance C:\Earnie)  
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Earnie IQ 

To select the RTI BACS format: 

1. Go to Reports | Library Selection  

2. Choose Bank Reports/BACS and highlight RTI 

BACS 

3. Click OK  

4. Click OK to the confirmation message, then 

Close 

 

 

To create the RTI BACS format: 

1. Go to Reports | Print BACS | Pay Employees 

2. Choose RTI BACS and click OK 

3. Check the Processing Date and Select Period are correct 

4. Click Preview 

5. A message will be displayed confirming 

creation of the BACS file and its location, 

click OK 

6. The BACS Schedule will be displayed on screen, click the Print icon if you require a hard 

copy of the report then OK 
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IRIS PAYE-Master 

To create the RTI BACS format: 

1. Go to Pay | Data Export 

2. Choose Bank Export Files 

3. Choose BACS Standard Format for RTI and select OK 

4. Check the Pay Frequency and click Create File 

5. Change the output file name if required and browse to the location you want to save the 

BACS output file 

6. Click Save 

7. If a BACS file with the same name exists a 

message will be displayed, click Yes to replace it 

or No to rename the file 

8. Click OK to the message displayed 

 

 

 

To print or preview the RTI BACS report: 

1. Go to Pay | Data Export 

2. Choose Bank Export Reports 

3. Choose BACS Standard Format for RTI and select OK 

4. Choose your required Output, either Screen or Printer and click OK 
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GP Payroll 

How to set up RTI BACS: 

1. Go to Setup/ Options and select 7 – Direct Banking 

2. From the Electronic Banking section, Select Bank System dropdown, choose RTI BACS 

3. Click OK  

 

To create the RTI BACS Report: 

1. Go to Print Output / Export Data 

2. Select the Bank Output tab 

3. Under Type of Bank Print-out choose 

File for direct bank payments 

4. From the Details of Bank Transfer File 

section choose either all employees or 

single employee 

5. File name for transfer will show the 

location and name of the file to be 

created – click Browse if you want to change this  

6. Click OK 

7. A Successful file creation message will be displayed, 

click OK 

8. Click Print a summary of payments for a printout of 

the information contained in the output file 

9. Click Cancel 

 



 

Call: 0844 815 5700 for IRIS or 0844 815 5677 for Earnie 

Visit: iris.co.uk 

IRIS & IRIS Software Group are trademarks © IRIS Software Ltd 06/2015. All rights reserved 

Additional Software and Services Available 

IRIS AE Suite™ 

The IRIS AE Suite™ works seamlessly with all IRIS payrolls to easily manage auto enrolment. It will 

assess employees as part of your payroll run, deduct the necessary contributions, produce files in 

the right format for your pension provider* and generate the necessary employee 

communications.   

IRIS OpenPayslips 

Instantly publish electronic payslips to a secure portal which employees can access from their 

mobile phone, tablet or PC. IRIS OpenPayslips cuts payslip distribution time to zero and is included 

as standard with the IRIS AE Suite™.  

IRIS Auto Enrolment Training Seminars 

Choose from a range of IRIS training seminars to ensure you understand both auto enrolment 

legislation and how to implement it within your IRIS software. 

Useful numbers 

HMRC online service helpdesk HMRC employer helpline 

Tel:  0300 200 3600 

Fax:  0844 366 7828 

Email:  helpdesk@ir-efile.gov.uk 

Tel:  0300 200 3200 

Tel: 0300 200 3211 (new business) 

 

Contact Sales (including stationery sales) 

For IRIS Payrolls For Earnie Payrolls 

Tel:  0844 815 5700 

Email:  sales@iris.co.uk 

Tel:  0844 815 5677 

Email: earniesales@iris.co.uk 

 

Contact support  

Your Product Phone E-mail 

IRIS PAYE-Master 0844 815 5661 payroll@iris.co.uk 

IRIS Payroll Business 0844 815 5661 ipsupport@iris.co.uk 

IRIS Bureau Payroll 0844 815 5661 ipsupport@iris.co.uk 

IRIS Payroll Professional 0844 815 5671 payrollpro@iris.co.uk 

IRIS GP Payroll 0844 815 5681 gpsupport@iris.co.uk 

IRIS GP Accounts 0844 815 5681 gpaccsupport@iris.co.uk 

Earnie or Earnie IQ 0844 815 5671 earniesupport@iris.co.uk 

 


