
 

 Bulk BACS – 1 – manual input
 

Create a Payment Group 
Note: Cut-off time to send Bulk BACS Payments is 5:30pm. 
1. Once logged into FD Online, click on ‘Bulk BACS’ on the left-hand-side menu. 
-------------------------------------------------------------------------------------------------------------------------- 
2. Click on the ‘New Group’ button.  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 on, ‘Add Transactions’. 

 
---------------------------------------------------------------------------------------------------------------------------- 
3.  Enter the transaction details, ‘Sort Code’, ‘Account Number’, ‘Name’, ‘Reference’ if 

needed, and the ‘Amount’.  Click on ‘Add to List’.  You will now add the next receiver’s 
details and so on until you have entered as many as required. 

 
--------------------------------------------------------------------------------------------------------------------------- 
4. Once the group is complete, click on ‘Save Payment Group’. 

 
--------------------------------------------------------------------------------------------------------------------------- 
5. You will now enter the 8 digit passcode generated by your ‘Secure Token’, into the 

‘Secure Device Passcode’ field.  Click ‘Confirm’.  Next step, ‘Create Batch’. 

 


