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Connect your myIR account to AgriSmart 

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

 

 

 

 

 

 

 

 
 
 
2. Click Connect Payday Filing: 

 
 
3. Login into your myIR account: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Payday Filing via Payroll Wizard 

1. Run your 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: 

 
 
3. Click Done:  

  
 
4. Click File with IRD:  

 
 
5. Click OK: 

 

 

 
 
6. Check over the File Return: 

 

 

 

 

 

 

 

 

 

 

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: 

   

 

 
 
 

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: 

 

 

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

 

 

 
The following screen will appear:  

 

 

 

 

 
Here you can track the status of your File: 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 



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: 

 

 

 

 

 

 

 

 

 

This will take you to the Payday Filing Dashboard: 

 

 

 

 

 
4. Click on File a Return: 

 

 

This will bring up the following screen: 

 

 

 

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

 

 

 

 

The following screen will appear: 

 

 

 



6. Click Save & Continue: 

 

 

 

  
7. Check over the File Return:  

 

 

 

 

 

 

 

 

 

 

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

take several minutes: 

   

 

 
 
9. Click OK 

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

 

 

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

 

 

 
The following screen will appear:  

 

 



Here you can track the status of your File: 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



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: 

 

 

 

 

 

 

 

 

 
This will take you to the Payday Filing Dashboard: 

 

 

 

 

 
2. Click on File a Return: 

 

 

This will bring up the following screen: 

 

 

 

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

 

 

 

 

 
4. Check over the File Return: 

 

 

 

 

 

 



5. 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  
 
Once you have clicked File, the following pop-up will appear notifying you that the filing process will 

take several minutes: 

   

 

 
 
6. Click OK 

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

 

 

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

 

 

 
The following screen will appear:  

 

 

 

 

 
Here you can track the status of your File:  

 

 

 

 

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

 

 

 



Viewing/Checking a Return  

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

 

 

 

 

 

 

 

 

 

This will take you to the Payday Filing Dashboard: 

 

 

 

 

 

2. Click on Filing Report: 

 

 

 

 

 

The following screen will appear: 

 

 

 

 

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: 

 

 

 

 

 

 

 

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

 

 

 

 

  

 
This will bring up the following screen:  

 

 

 

 

 

 
3. Click Re-File:  

 

 

 

 

 

 

 

 



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

 

 

 

 

5. Enter the Amendment Details (optional):  

 

 

 

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

 

 

 

7. Click OK:  

 

 

 

 

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

 

  

 

 

 

 

 

 

 

 

 

 



Deleting a Return from the IRD 

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

 

 

 

 

 

 

 

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

 

 

 

 

  

 
This will bring up the following screen:  

 

 

 

 

 

 
3. Click Delete:  

 

 

 

 

 

 

 

 



4. Click OK:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



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: 

 

 

 

 

The following screen will appear: 

 

 

 

 

 

 
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: 

 

 

 

 

 

 

 

 

 

 
3. Click on the Employment Details tab:  

 

 

 

 

 



4. Click Send to IRD: 

 

 

 

 

 

 

 
You will be notified as per below screenshot: 

 

 

 
Sending bulk Employee Details to the IRD 

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

 

 

 

 

 

 

 

 

 

This will take you to the Payday Filing Dashboard: 

 

 

 

 

 
 
2. Scroll down to the Team Members section: 

 

 
 
 
3. Click Send Team Member Details: 

 



The following screen will appear: 

 

 

 

 

 

 

 
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: 

 

 

 


