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Create a Payment Group – importing files 
Note: Cut-off time to send Bulk BACS Payments is 5:30pm. 
1. Once logged into FD Online you will see a menu on the left hand side  

   
  
 

                      

 

 
 
  
  
Click on ‘Bulk BACS’.----------------------   
  
  
You will be taken to the ‘Payment 
Group’ screen…… 

 
 

-------------------------------------------------------------------------------------------------------------------------- 
2. Click on the ‘New Group’ button, (you must create a new group each time you import a 

file).  Choose the correct ‘BACS ID’ from the drop down menu.  Allocate a relevant ‘Group 
Name’.  Make sure the correct account number is displayed, this is the account to be 
debited (or credited in the case of collecting Direct Debits).  Click ‘Import Group’. 

 

 
---------------------------------------------------------------------------------------------------------------------------- 
3.  Enter the path or click ‘Browse’ to locate the file to be imported. 
 

 
 

Turn your secure token on.  Enter your secret 4 digit number, don’t press ‘OK’.  Enter the 8 digit 
number displayed as above into the token and press ‘OK’.  Enter the new 8 digit number 
displayed into the ‘Secure Device Passcode’ field and click on ‘Confirm’.  Click ‘Payment 
Groups’ on the left-hand-side.  Select the new group and click ‘Create Batch’. 


