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IRD Filing Flowchart

IRD File - Enter date PAID
(defaults to Payment Date when opened
from Pay/Check Wages)

-

Create Filing
Generates the pay event details

Click OK

-

Manage Filings
(Opens automatically if Manage after create is set)

-

Double click on an unextracted row to open it

Extract to File

-

@0 Employee Date Paid : 1/04/2021

@ Employment Information
@ Mew and departed Employee Details

Create Filing

@ Manage after create

Manage Filings

Filing Information

,'ﬁ'\ Employee Details for date paid 01/04/2021:
k4 Mew employees to report are:
AL

Employment Information for date paid 01/04/2021:

Employees with new payslips to report are:

AARN, AL, ANNC, BOB, HARA, HELW, JAMC, LAW

Click OK to continue and create filing events

Ird Event: File Access (No in List: 2) x
pate ____liype [pate paid ______Jkey _Jesrmcted _____[pxtracted by
31/03/2021 ED 1/04/2021 21908.1
31/03/2021 EI 1/04/2021 2158091
Folder : D:\OneDrive\Documents\SHEBIZ\Development\ImportExport\IRD
Extract To File mylR lagin
v ?3:57 ;": _ B Details Analysis Delete Exit 1€ 1% (M

Repeat the Extract to File for both ED and El files if they exist.
(If there are no new/departed employees there will be no ED filing)

-

myIR login

Click the MyIR Login button

Log into My IR > Payroll > Express File Transfer and upload the extracted file/s.
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