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Connect your mylIR account to AgriSmart

1. Hover on Payroll and click on IRD Payday Filing:

- Payroll ~ Documenis ~ Rosters ~ Ta

Payroll Wizard

Pay Periods
Payslips

Payments, Allowances and Deductions
IRD Schedule

Payment Schedule

Final Pay

Pavroll Summarv

IRD Payday Filing

2. Click Connect Payday Filing:
+/ Connect Payday Filing

3. Login into your mylR account:

Login to Online Services

e
Forggt your user 1D bilp logging in

Oor

Forgot your password

Backtot0p ~




Payday Filing via Payroll Wizard

1. Runyour pay as normal. For help on this, please view the Processing a Pay Run help document

2. When you get to Step 5, download the Bank File, view the Report, Print the Payslips, and/or
Email the Payslips if desired:

Bank File a Print Payslips & Email Payslips & m

3. Click Done:

Bank File m Print Payslips & Email Payslips &

4. Click File with IRD:

5. Click Ok:

c3.timesmart.co.nz says

Filing with IRD, are you sure?

Cancel

6. Check over the File Return:

File Return

[ 5.5 | 8 iy it | &7

Please check the details below before submitting to IRD

visible to

Record Crested Date
Record Updated Date
First Sent To IRD.
Last Sent To IRD
Data Source
Sotware Piatiom
Softwars Provider
Software Release
Account Type
MajorForm Type
Igsnsser Ve Type
1dentifer Valua

Account Type

Mar 282019 929 am
Mar 282019929 3m
Mar 28 2019929 am
Mar 282019929 am
Generated

Agrsmart

AgnSmart Umited
19.327.038

PsO

]

ACCIRD

876546087

PSO

7. When you are happy with how everything looks, scroll down to the bottom and click File:

NB: The download button is there for your purposes only, this doesn’t need to be clicked to

complete your Payday Filing

8. Once you have clicked File, the following pop-up will appear notifying you that the filing process

will take several minutes:

& Download

c3.timesmart.co.nz says

Dashboard after a few minutes for status updates.

This process may take several minutes. Please visit Payday Filing

“ Canes!



https://c3.timesmart.co.nz/_cms/assets/Uploads/Payroll-Wizard-Instructions2.pdf

9. Click Ok

The following screen will appear notifying you again that the filing process will take several minutes:

File Return P ReFile @ Payday Filing Dashboard m

‘ This process may take several minutes. Please visit Py oy Filing Dashboard after a few minutes for status updates. ‘

10. Click on the Payday Filing Dashboard link to take you to the Dashboard:

File Return ™ ReFile @ Payday Filing Dashboard m

This process may take several minutes. Please Wisit "oy Dashboard affer a few minutes for status updates.

The following screen will appear:

Payday Filing

Payday Filing Dashboard

Returns
@ Fileareturn | [ Filing Report Owing
#  PayDate Status Response  Total Owing Month fst- 150 16t - End Ful
1 Mar282019  Lastfid on Mar 28 2019929 am Fiing.. & 1166.69 Apri
March - 116659 118569

Here you can track the status of your File:

Payday Filing

Payday Filing Dashboard

Returns

#  PayDate status Response tal Owing L LSS e wLl
1 Mar282018 Last filed on Mar 28 2019 828 am Filng.. & §e6.60 April - - -

March - 1166.69 1166.60

After a few minutes, the Response would have changed from Filing to either Success or Failed:

Returns
[ Fileareturn | [ Filing Report
# Pay Date Status Response Total
‘Owing
Apr 07 Last filed on Mar 26 2019 5:27
13 2019 pm Success o




Payday Filing when Pay Run is not done via the Payroll Wizard

1. Create payslip(s) as normal

2. Ensure the payslip(s) status has been changed to either the Sent or Paid

3. Hover on Payroll and click on IRD Payday Filing:

- Payroll ~ Documenis ~ Rosters ~ Ta

Payroll Wizard

Pay Periods

Payslips

Payments, Allowances and Deductions
IRD Schedule

Payment Schedule

Final Pay

Pavrall Summarv

IRD Payday Filing

This will take you to the Payday Filing Dashboard:

Payday Filing

Payday Filing Dashboard

Returns
@ Fileareturn | [ Filing Report Owing
#  PayDate Status Response  Total Owing Do R s
1 Mar282019  Lastfisd on Mar 26 2018926 am Fing.. & 118569 Aol
March - 1166.69

Full

1166.60

4. Click on File a Return:

[ File a Return

This will bring up the following screen:

File Return - Select Pay Date or Pay Run

Select a Pay Date or Pay Run from one of the drop dovins below

PayDate: —select pay data — v
“0R-

PayRun: - selectpayrun~ v

Pay Date ;| Mar 24 2019 v

-0OR -

Pay Run: | -—-selectpayrun— v

The following screen will appear:

5. Select the payslip pay date from the Pay Date drop down box, then click GO:

File Return for Mar 24 2019

File Return for Mar 24 2019

Save & Continue

Mar24 2019 v

@ D Staws Team IRD Tax  Total TotalNon- PAYE  KiwiSaver KiwiSaver ESCT KiwiSaver Student Child Taxable Taxon Net Last
Member Number  Code Taxable  Taxable (Employee) (Employer) (Employer Loan  Support Deductions Extra  Extra  Remuneration Sent
Payments Allowances. NET) (Total) Pay Pay Date

@ 219 Paid ﬁ:r““"ﬂin 123456788 M 220082 2275 42518 100.39 7520 1423 | 61.08 000 000 50000 15695 1850.05 dsom




6. Click Save & Continue:

File Return for Mar 24 2019

File Return for Mar 24 2019

Save & Continue

D Status Team IRD Tax  Total TotalNon- PAYE  KiwiSaver ~KiwiSaver ESCT KiwiSaver Student Child  Other Taxable Taxon N Last
Member  Number Code Taxable  Taxable (Employee) (Employer) (Employer Loan  Support Deductions Extra  Extra  Remuneration Sent
Payments Allowances. NET) (Total) Pay Pay Date

¥ 278 Paid &:rnvﬁtin 123456788 M 220982 2275 42518 100.39 7528 1423 61.06 0.00 0.00 200.00 50000 15695  1850.05 {zon}

Mar 242019 v

7. Check over the File Return:

File Returm

Please check the details below before submitting to IRD

Record Information *

* this section is onn

Mar282019929.am
Mar 282010929 am
Mar 282019929 am
Mar 262019929 am

Record Created Date

Record Updated Date
First Sent To IRD.
Last Sent To IRD

Data Source . Generated

Software Plaiorm - AgnSmart

AgriSmart LUmited

19.327.038

Pso

]

ACCIRD

876546087

PSO

Sofware Provider
Softwars Release
Account Type
MajorForm Type
Igznaser Ve Tyge
identer Vaius
Account Type

[ 5 | @ ot eyt | 70

8. When you are happy with how everything looks, scroll down to the bottom and click File:

3

Download

NB: The download button is there for your purposes only, this doesn’t need to be clicked to

complete your Payday Filing

Once you have clicked File, the following pop-up will appear notifying you that the filing process will

take several minutes:

c3.timesmart.co.nz says

This process may take several minutes, Please visit Payday Filing
Dashboard after a few minutes for status updates,

| “ e

9. Click Ok

The following screen will appear notifying you again that the filing process will take several minutes:

File Return

B Re-File @ Payday Filing Dashboard m

‘ This process may take several minutes. Please visit "avday Filing Dashboard after a few minutes for status updates. ‘

10. Click on the Payday Filing Dashboard link to take you to the Dashboard:

File Return

® Re-File @ Payday Filing Dashboard m

‘ This process may take several minutes. Please visg§ "oy

day Filing Dashboard afl

ler a few minutes for status updates. ‘

The following screen will appear:

Payday Filing

Payday Filing Dashboard

Returns
T e oung
#  PayDate status Response  Total Owing Month
1 Mar282019 Last filed on Mar 282019 5:29 am o 116569 April
2 Mer242019 Last filed on Mar 28 201 1056 sm Filng  ® 80085 March

1st- 150

16t - End

1767.55

Full

1767.55




Here you can track the status of your File:

Payday Filing

Payday Filing Dashboard

Returns

D erg o omns

#  PayDaie status e Wanth 1821500 160 - End Full

1 Mar282019 Last filed on Mar 282019 5:29 am . 116569 Aprt

After a few minutes, the Response would have changed from Filing to either Success or Failed:

Payday Filing

Payday Filing Dashboard

Returns
| © raea o | g oving
#  PayDate Status Response  Total Owing Month Tst-tom 160 - End Ful
1 Mar282019 Last fied on Mar 28 2019 9:29 am . 116569 Aprt
March - 176755 176755

2 Mar242018 Last filed on Mar 28 2018 1056 am Slrozss 60085




Payday Filing when Pay Run is done via the Payroll Wizard, but Filing isn’t

1. Hover on Payroll and click on IRD Payday Filing:

- Payroll ~ Documenis ~ Rosters ~ Ta

Payroll Wizard

Pay Periods
Payslips

Payments, Allowances and Deductions
IRD Schedule

Payment Schedule

Final Pay

Pavrall Summarv

IRD Payday Filing

This will take you to the Payday Filing Dashboard:

Payday Filing

Payday Filing Dashboard

Returns
@ File a Return [ Filing Report Owing
#  PayDate Status Response  Total Owing Month fst-15th 16th - End Full
1 Mar282019  Lastfled on Mar 28 2019 2:20 am Filng... &  1166.69 At
Marcn - 1186.69 118669

2. Click on File a Return:

[ File a Return

This will bring up the following screen:
File Return - Select Pay Date or Pay Run m

Select a Pay Date or Pay Run from one of the drop dovins below

Pay Date: | —select pay date — v
“OR-

PayRun: —selectpayrun— v

3. Select the pay run pay date from the Pay Run drop down box, then click GO:

Pay Date : - select pay date — v

-0R -

Pay Run | Mar 30 2019 v

4, Check over the File Return:
Fie et [ o550 | @ Poyso g pasoms | & i |

Please check the details below before submitting to IRD

* this section e to

Record Crestec Date - Mar 28 2018929 am
Record Updated Date . Mar 28 2019.9.29 am
First Sent To RO Mar 28 2019 9.29 am
LastSent ToIRD  Mar 26 2019929 am
Deta Source  Generated
Sotwars Platiorm - AgriSmart
Software Provider - AgriSmart Limited
Software Release  19.327.038
Account Type | PSO
MajorForm Type - €I
Idsnster Vaiue Type - ACCIRD
1dentier Valus | 876546067
Account Type : PSO.




5. When you are happy with how everything looks, scroll down to the bottom and click File:
% Download

NB: The download button is there for your purposes only, this doesn’t need to be clicked to
complete your Payday Filing

Once you have clicked File, the following pop-up will appear notifying you that the filing process will
take several minutes:

| c3.timesmart.co.nz says

This process may take several minutes, Please visit Payday Filing
Dashboard after a few minutes for status updates.

| “ conee!

6. Click OK

The following screen will appear notifying you again that the filing process will take several minutes:

‘ This process may take several minutes. Please visit "2y day Filing Dashboard after a few minutes for status updates. ‘

7. Click on the Payday Filing Dashboard link to take you to the Dashboard:

File Return ® Re-File @ Payday Filing Dashboard m

‘ This process may take several minutes. Please vigit Pavday Filing Dashboard affer a few minutes for status updates. ‘

The following screen will appear:

Payday Filing

Payday Filing Dashboard

Returns
o G o
¥ PayDate Status Response  Tolsl Owing ot Jat g L0 End Gl
3 Mar3o2019 Last fled on Mar 28 2019 1105 am Fiing . & 199864 Apnt
1 Marzazote Last fied on Mar 28 2019 9:29 am S 118589 Maren - #766.19 76619
2 Mar2e2018 Lastfled on Mar 28 2018 1056 am e 80085

Here you can track the status of your File:

Payday Filing

Payday Filing Dashboard

Returns
T ourn
LT staws Response  Total Owing Month dst-q5th 16th - End Ful
3 Mar3o2019 Last fled on Mar 28 2019 1105 am Fiing . & 199864 Apnt
1 Mar282019  Lastfied onMar 28 2019 929.am T 118859 Mareh . 76510 376510
2 Msr262010 Lastfled on Mar 28 2019 1058 am Suoss 80036

After a few minutes, the Response would have changed from Filing to either Success or Failed:

Payday Filing

Payday Filing Dashboard

Returns
D vy e g
¥ PayDate Status Response  Tolsl Owing ot Jat g L0 End Gl
3 Mar302019 Last fied on Mar 28 2019 11:0 am Frm 1998 64 Aprl
1 Marzeams Last Thed on Mar 28 2019 929 am s 118659 March - S b
2 Marze2ome Last flod on Mar 28 2018 1056 am Supsss 80036




Viewing/Checking a Return

1. Hover on Payroll and click on IRD Payday Filing:

- Payroll ~ Documenis ~ Rosters ~ Ta

Payroll Wizard

Pay Periods

Payslips

Payments, Allowances and Deductions
IRD Schedule

Payment Schedule

Final Pay

Payroll Summary

IRD Payday Filing

This will take you to the Payday Filing Dashboard:

Payday Filing

Payday Filing Dashboard

Returns
ours
e -~ a E—_— Montn 1st- 1500 16tn-End Full
3 Mar302019 Last fled on Mar 28 2019 11:05 am o 199864 April
1 Mar2s2019 Last fled on Mar 28 2019 929 am Sies 185,60 March - ames1e st
2 Mar242019 | Lastfiedon Mar282019 10:56 am S 50085

2. Click on Filing Report:

Payday Filing

Payday Filing Dashboard

Returns
owrs
#  PayDae status Respunse | Towl Owing Month 1st-15th 16th - End Full
3 Mar302019 Last fled on Mar 28 2019 11:05 am o 199864 April
1 Mar282018 Last fled on Mar 28 2019 929 am o= 165,60 March - 3766.19 3766.19
2 Mar242019 | Lastfied on Mar 282019 10:56 am St 50088

The following screen will appear:

Date From Date To Pay Date . Bepurl Type .
Feb 28 2019 Mar 28 2019 | Choose Pay Date ~ | | Employee Information | m
viewing records . 1to 3 of 3
# Pay Date Status Response Total Owing
3 Mar 30 2019 Last filed on Mar 28 2019 11:05 am Success 1998.64
1 Mar 28 2019 Last filed on Mar 28 2019 9:29 am Success 1166.69
2 Mar 24 2019 Last filed on Mar 28 2019 10:56 am Success 60086

IRD Payday Filing Report m—

Here you can check the file Response and the amount payable. You can also click anywhere on the
line to view the Return.



Refiling a Return to the IRD

1. Hover on Payroll and click on IRD Payday Filing:

Payroll ~ Rosters ~ Tasks ~ Setup -

Payroll Wizard

Pay Periods

Payslips

Paymenis, Allowances and Deductions
IRD Schedule

Payment Schedule

Final Pay Wizard

Payroll Summary

| IRD Payday Filing

2. Click on the file that you want to refile:

Returns
®* File aReturn | @ File aNilReturn | [ Filing Report
# Pay Date Status Response Total Owing

‘ 12 Qct 142019 Last filed on Oct 14 2019 6:12 pm Success 4120

" Qct 07 2019 Last filed on Oct 08 2019 10:46 am Success 50.36

10 Sep 30 2019 Last filed on Sep 30 2019 9:31 am Success 50.38

This will bring up the following screen:

File Return @ Re-File <4 Add Employees @ Payday Filing Dashboard m

Please check the details below before submitting to IRD

Pay Day Details

Status : Last filed on Sep 12 2019 2:12 pm
Pay Day Date : Sep 152019
Period End Date - Sep 30 2019
IRD Mumber . 123059670

3. Click Re-File:

File Return X Delete e le <4 Add Employees

@ Payday Filing Dashboard m

Please check the details below before submitting to IRD

Pay Day Details

Status : Last filed on Sep 12 2019 2:12 pm
Pay Day Date : Sep 152019
Period End Date ©  Sep 30 2019
IRD Mumber - 123059670




4. Scroll down to the Amendments section and select the reason for refiling:

Amendments

Amendment Reason : | OTHER A

Amendment Details - | KEY (incorect amount)
MATH (calculation error) e
TRMSPOQ (transposition error)

Fili

5. Enter the Amendment Details (optional):

Amendments

Amendment Reason ©  KEY (incorrect amount) v

Amendment Details :

6. Scroll down to the bottom of your screen and click File:

Total Amount Payable : 14438.44

& Download

7. Click OK:

c3.timesmart.co.nz says

This process may take several minutes. Please visit Payday Filing
Dashboard after a few minutes for status updates.

n cance'

8. You can track the status of this file by visiting your Payday Filing Dashboard:

File Return

™ Re-File @ Payday Filing Dashboard

This process may take several minutes. Please visit "aviday ¢ Dashboard after a few minutes for status updates.




Deleting a Return from the IRD

1. Hover on Payroll and click on IRD Payday Filing:

Payroll ~ Rosters ~ Tasks ~ Setup -

Payroll Wizard

Pay Periods

Payslips

Paymenis, Allowances and Deductions
IRD Schedule

Payment Schedule

Final Pay Wizard

Payroll Summary

| IRD Payday Filing

2. Click on the file that you want to delete:

Returns

# Pay Date status

‘ 12 Oct 14 2019

®* File a Retun

Last filed on Oct 14 2019 6:12 pm
11 Oct 07 2019 Last filed on Oct 08 2019 10:46 am

10 Sep 30 2019 Last filed on Sep 30 2019 9:31 am

Response
Success
Success

Success

Total Owing

41.20
50.36

50.36

This will bring up the following screen:

Status :

Pay Day Date -
Period End Date
IRD Mumber -

File Return @ Re-File <4 Add Employees @ Payday Filing Dashboard m

Please check the details below before submitting to IRD

Pay Day Details

Last filed on Sep 12 2019 2:12 pm
Sep 152019

Sep 30 2019

123059670

3. Click Delete:

Status :

Pay Day Date -
Period End Date ©  Sep 30 2019
IRD Mumber -

File Return <4 Add Employees @ Payday Filing Dashboard m

Please check the details below before submitting to IRD

Pay Day Details

Last filed on Sep 12 2019 2:12 pm
Sep 152019

123059670




4. Click OK:

c3.timesmart.co.nz says

Delete Return, are you sure? If this has already been Filed, a Nil Return

will be filed with IRD




Sending New Team Member details to the IRD

Sending an individual’s Employee Details to the IRD

1. Hover on Setup and click on Team Manager:

Setup ~ Logout

My Details 3 I

Login as Others

Team Manager

The following screen will appear:
— R e

searcn o0t access level team remuneraton type  pey frequency  employee type location status

viewing records - 1108 of 8

TeamMembér JoBTHE AccessLevel Team  EmailiUsemame Daily Contracted Hours Remuneranon Type | ay Frequency  Gross Annual Remunsranon  Employee Typé  Locationt)
. 0
iz — e . somy gty - At ony mn 2 ©
+ W
& ; s \ .
Hamion Vaneper | Manager georgeiggmallcom / George 10,00 saary Totigrty 5500000 Fulktime e @ ©
« Kareka
R R, e ssgermscore i - |- s e oo
Farm Famm hannah raza@agrisman.co.nz » Farm1
et fam - fam ramn ez om0 wages foignty 47007 00 Fubtine ® ©
. i R - Fami
am | Fam e p—— < Vaou
Lisa Glass | s 0o salony Torinighlly 52589 00 Fulltime s Z ©

2. Click on the team member’s name whose details it is you need to send to the IRD. This will bring
up the following screen:

l General I Employment Details I Payroll ] Leave ] Payroll Audit l Notes l Reminders I User Files I skills l Preferences I

Usemname : * George
Password : * minimum 8 characters (MInmum 2 uMbers, case sensiive)
First Name © * George
Last Name : * Hamilton
Employee Type : = Full-time -
Remuneration Type : = salary C
Email Address
JobTitle: Farm Assistant
Team: no team v
Primary Location - no location v

Other Lecations : al

Access Level: Farm Assistant v

Health and Safety Responsibilty Level: worker v

Roster display colour

Hide rostered days off

Do i.

Exclude from Rosters and Tasks

Pay Week Ending Day : Sunday v
Exclude from dashboard : [ |
Access Timesheet Vieier Report - (] * this overriges access level
Timesheet Supervisor: [

3. Click on the Employment Details tab:

| GeneraIJ Employment Details I Payroll I Leave I Payroll Audit l Notes ] Reminders I User Files I Skills I Preferences I

IRD Number : 089-236-550

Employee Code

Tax Code: M SL v
* Start Date : Jun 01 2018 M ox
Date Entitled To Sick Leave : Dec 01 2018 £ % (casual employees not entitled to sick leave)
Termination Date =R
Employee KiviSaver Contribution : 4 %
Employer KiwiSaver Contribution : 4 %

Kiwisaver Status . Active KS Member v

Kiwisaver Opted Out Date M x

Send 10 IRD




4. Click Send to IRD:
| General | Employment Details ] Payroll I Leave I Payroll Audit I Notes I Reminders I User Files T Skills I Preferences ]

IRD Number : 083-236-550

Employee Code

Tax Code: M SL v
= Start Date : Jun 01 2018 M ox
Date Entitied To Sick Leave : Dec 01 2018 £ % (casual employees not entitied to sick leave)
Termination Date =K 3
Employee KiwiSaver Contribution : 4 %
Employer KiwiSaver Contribution : 4 %

Kiwisaver Stalus . Active KS Member v

Kiwisaver Opted Qut D: =k

Send to IRD

You will be notified as per below screenshot:

L]

[ Create request has been sent

Sending bulk Employee Details to the IRD

1. Hover on Payroll and click on IRD Payday Filing:

- Payroll + Documenis ~ Rosters v Ta

Payroll Wizard

Pay Periods

Payslips

Payments, Allowances and Deductions
IRD Schedule

Payment Schedule

Final Pay

Pavroll Summary

IRD Payday Filing

This will take you to the Payday Filing Dashboard:

Payday Filing

Payday Filing Dashboard

Returns
ours
ER— e = o — Month 1st-15th 16th -End Full
3 Mer3o2019 Last fled on Mar 28 2019 11:05 am s 199864 April
1 Mar282019 Lazt fled on Miar 28 2010 529 zm Sueeess 1166.69 WMarch - ameste es e
2 Mar242019 | Lastfied on Mar 28 2019 10:56 am e 50085

2. Scroll down to the Team Members section:

Team Members

< send Team Member Details [ users Report

3. Click Send Team Member Details:

Team Members

< send Team Member Details [ users Report




The following screen will appear:

Payday Filing > Employee Service > Select Employees
Please select employses to send to IRD

O Employee Last Sent

Enabled? > Terminated? > Changed? L2
| George Hamilton Mar 28 2019 11:16 am Yes No No
@ Jane Smith Yes No No
154 Lisa Glass Yes No No

@  Harry Brown

Yes No No
B8 | Eramete Unpaid _ "

4. Here you will see that the employees whose details have not been sent to the IRD, have been
automatically selected. You can also see that the employees who are no longer employed by you
are highlighted in red, meaning that their details won’t be sent to the IRD. When you are happy
with the bulk selection, scroll down to the bottom and click Save:

=

The following screen will appear:

Payday Filing > Employee Service > Submission Detail

Submitted by Timesmart Limited on Mar 28 2019 11:20 am

Employee ‘Operation Operation Status Processed Time Errors Response Code Response Message
1 Jane Smith Create Not Processed
2 Lisa Glass Create Not Processed
3 Harry Brown Create Not Processed

& Download




