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Overview

MYOB IMS Payroll provides two methods of integrating payroll data into the Xero
accounting system. Both options are available from the General Ledger Export utility,
accessed at Tools menu > General Ledger Export.

Xero Online: A direct APl interface with Xero is available via an internet
connection. If utilised, there will be no requirement to import the data as the
data is ‘pushed’ into the company’s Xero account directly from the payroll
application.

Xero CSV: This option generates an export file which can subsequently be
imported into Xero if an internet connection is not available. Once this file is
created you will then be required to import the generated file from within Xero.

Setup Requirements

All payments that go to Xero are coded (as held within the payroll General Ledger
Code field). You can use one Xero code that represents the Gross Pay or each
payment amount comprising of the Gross Pay can be assigned separate codes, e.g.
Normal Hours, Allowances, Deductions, Superannuation Contributions (KiwiSaver etc)
and PAYE related deductions.

Note: The reference to general ledger codes in this document are based on the

standard default codes as set in Xero, e.g. code ‘477" for Gross Pay. If you use

different general ledger codes in Xero, these will also need to be applied in
IMS Payroll Partner.

Setting up Xero

To check and/or maintain codes in Xero:

1.

2.

3.

Log in to Xero, click the Accounting button and then select Chart of Accounts.
Browse to locate the correct codes or if required use the Add Account to setup
new codes.

Take note of the codes now available within Xero and set up these codes in
IMS Payroll.
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Setting up MYOB IMS Payroll

To set up MYOB IMS Payroll for integration with Xero:

1. Ensure that the General Ledger? option is ticked at Company Controls >

Company tab > Company Options.
2. Ticking this option makes a General Ledger available. Go to this tab and

perform the following set up:
e For the General Ledger Export Type, select File and choose either Xero

CSV’ or Xero Online’ from the drop down list.

e The Default Gross Pay account code needs to be set to “477".

e The KiwiSaver Employer Contribution and KiwiSaver Employer ESCT
codes need to be set to “825".

s Sample Company Limited - MYOB IMS Payroll - O Pas

File Edit View Tools Help
O = u ‘ ‘X’ E | @ X I sm(:ornpany I A Employee I [ Processing I | Sundry Reports
M."**"HDII Bl

v ¥ Y S

Company |Pa§-I Faints |Coshng Codes |Pay1'nents |Deduct|ons [ General Ledger |

 General Ledger Export Type:

*) Files |xam Online

Default Gross Pay: 477

—
Cash Pays: 1-1100
1-1100

Cheque Pays:

Kiwisaver Employer Contribution: 825

KiwiSaver Employer ESCT: 825
Employer Super ESCT: [2-1410 |

| ’i Closed /‘l

Note: The integration does not contain Bank Pays, Cash, Pays, Cheque Pays, and
Cash Rounding, therefore anything can be put against these codes; however

you must have a code entered for each of them.

3. If you are using Costing Codes in Payroll Partner, you will need to have the GL
Account for each costing code set to “477" on the Company Controls > Costing

Codes tab.

ms Sample Company Limited - MYOB IMS Payroll - O x

File Edit View Tools Help
] = n | ‘% E | @ = I t‘@Cumparw I A Employee I [ Processing I |5L.Ir‘|dr¥ Reports
C—] 0 ERECNCT T TTTIECTL

v ¥ Y Y

Company | Pay Peints :Costlng Codesi Payments | Deductions | General Ledger

Description: |Managemant | Costing Code: |1000

GLAccount:  [477 | I Costing Breaks
Define Costing Breaks. ..

Note: Other General Ledger codes can be used, if you are using codes other than
the default.
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4. On the Company Controls - Deductions tab, all deductions will need to be
assigned a General Ledger Account code. The General Ledger account code
for Student Loan Repayment (including SLBOR and SLCIR deductions), Child
Support, KiwiSaver, KS Compliant Fund, and PAYE must be set to “825".

s Sample Company Limited - MYOB IMS Payroll

File Edit View Tools Help
-
0O & > I %Company I A Employes I [ Processing I | Sundry Reports

Pave @<« [EE BB BE~ES

v v v Y v v Y

Company |Pay Points | Costing Codes | Payments E’[‘i‘edutﬁn‘%ggGeneraILedger

O *

Description: P.A.Y.E. Data Entry Code: PAYE

r Calculation Method Payment Method
Fixed: ’7 Bank (Direct Credit) Cash +) Other
% Earnings: %% of -  Bank Payment Method Details
+) PAYE [ KiniSaver / Student Loan / Child Support (CSENCP) | | Bank Account: I:H:H:H:l
r Limit Options Reference:
Maximum: Deduc.t Before Tax? Particulars:
Redudng Balance?
Priority: 0 Repay on Leaving? Code:
Protected: EC Consolidate Schedule Entries?
Superannuation Deduction? GL Account:
825

| Allow Partial?

MYOB IMS Payroll

B Closed

5. On the Employee Information > KiwiSaver tab the KiwiSaver and/or Compliant
Fund Employer Contribution General Ledger Account(s) will need to be
assigned for each employer contribution to either fund. The default code is
‘478, If you have a costing code requirement, you can select the costing code
using the drop down option. The General Ledger will default to the Account
Code that is assigned to the costing code selected. If you do not wish to use

this function you will need to manually enter the GL Account Code.

= Sample Company Limited - MYOB IMS Payroll
File Edit View Tools Help

-
0O = > I S@Company I N Employee I-Processing I | Sundry Reports

psmovsomwn  Zfga] < - - |G EEH BB E~Da

Emp# 1022 IRD# |089-417-163 v v v v Y

| Kinisaver | Permanent Super | HR [Notes | Totals | History

Standard | Payment | Leave

] *

r KiwiSaver Fund

Entry Status
|7 Not Eligible () Auto Enrol OptIn Existing Opt out?
v| Employee Contribution | Employer Contributon—————————————
Contribution %: CARRCE™ 3| [ Gross Up I:l C 1]

Fixed:

GL Account: 478

” Contribution Holiday?

Your setup is now complete.
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Integrating with Xero

Once you have processed and closed your pay period, you are ready to integrate with
Xero. Go to the Tools menu, and select General Ledger Export. The following screen

appears:

General Ledger Export

IMS PAYROLL

This will quide you through the steps required to export
accounting details to & General Ledger system, or
delete details already exported.

elect the operation you want to perform
Print Accounting Details on a transaction report
+! Export Accounting details to a file

Delete Accounting Details already exported

Mext = || Cancel

Select Export Accounting details to a file then click the Next button.

IMS PAYROLL

Select your required date range. Only accounting
details within this date range will be processed.

From: |07/06/2021 -

To: |13/06/2021 -

< Back || Mext = || Cancel

Select the date (or date range) of the pay period data you want to export into Xero.
Note that dates refer to Pay Period Ending Dates, not the Reporting Date. Click Next

once you have completed your date range selection.
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Xero Online Format

On the next screen of the General Ledger Export utility, set the General Ledger File
Format to “Xero Online”.

The ¥ero Online direct APT interface will attempt a direct
connection to the Xero web servers.

IMS PAYROLL

Select the name of your General Ledger File Format:

¥ero Online -

Setup Journal Configuration

¥ero Organisation: Unknown

Contact Name: 1b
Due Date: 13/06/2021
myob Tracking Category 1:{1
Tracking Category 2: 18
(leave Tracking Categories blank if not in use)
Category Option Delimiter: |/

=]

Enter a Contact Name. This can be anything, e.g. “Wages” as this identifies what the
payments are for on the invoice.

The Due Date will be the Payment Date of the wages processed.

With regards to the Tracking Category 1, Tracking Category 2 and the Category
Option Delimiter fields, see the “Tracking” section on page 15.

Click Setup Journal Configuration to log in to open the Xero Library Browser window.
Click Connect to log in to your Xero account.

Select an Organisation

Organisation Name

Click Connect to enter your Xero login details.

Connect ||‘

Cancel
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A login screen appears. Enter your login details and click Log in.

Xero

Log in to Xero

Email address

Password

Forgot password?  Cant log in?

Security noticeboard ~ Terms ofuse  Privacy  Help Center

Sign up

Select the Xero organisation you want to export data to and click Allow access.

Xero Account - Sign in

MYOB IMS Payroll wants access to:

‘ Select an organisation - ‘

Testing Retail

Demo Company (NZ)

User account information

1
E View your name, email, and user

prafile.

By allowing access, you agree to the transfer of your data
between Xero and this application in accordance with Xero's
Terms of use and the application provider's terms of use and
privacy policy.

‘You can disconnect at any time by going to Connected apps.
in your Xere settings.

Caneal
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The company you selected now appears on the Xero Library Browser window. Click

OK.

Xero Library Browser

Select an Organisation

Click Connect to enter your Xero login details.

Connect ‘ ‘ Log Cut

Organisation Name |

Cancel

You are returned to the General Ledger Export window, where the selected company
is now displayed next to Xero Organisation:

General Ledger Export

IMS PAYROLL

The Xero Online direct AP interface will attempt a direct
connection to the Xero web servers,

Select the name of your General Ledager File Format:

|x».=_ro COnline - |

St Ionrrnal § :..-I

‘ SEIP Journal L LIra Oor ‘

¥ero Organisation: Demo Company (MZ)

Contact Name:
Due Date:

b |
Tracking Category 1:|1 |
Tracking Category 2:|1a |

(leave Tracking Categories blank if not in use)

Category Option Delimiter;

< Back ” Mext = || Cancel
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Click the Next button and a confirmation screen will be displayed:

General Ledger Export

That's all the information required for the General

IMS PAYROLL Ledger export,

Press Process to:
Transfer Data To Xero

Or, press Cancel to abandon this General Ledager
Export without doing anything.

< Back || Process || Cancel

Click Process to proceed with the integration. IMS Payroll will attempt to access the
Xero website with a message displayed stating “Connecting to Xero ... Please Wait”.

Note: Make sure that the browser you are using does not block popups.

Logging in to Xero

When successfully connected to Xero, a Welcome screen will be displayed in your

default web browser. Enter your Email and Password to log in.

xere

Log in to Xero

Email address

Password

Forgot password?  Cantlog in?

Security noticeboard  Terms of use Privacy ~ Help Center  Sign up
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Once you have successfully logged in, an Authorise Application screen will be
displayed:

Xer

IMS Payroll Partner would like
access to your Xero data

Organisation

Test -

Allow access for 30 mins

Cancel and go back

By allowing access, you agree to the transfer of your data between Xero and this application in
accordance with Xero's terms of use and this application's terms of use and privacy policy
You can disconnect this application at any time by going to Add-ons in your Xero Settings

Click the Allow access for 30 mins button to confirm and authorise access to the
organisation displayed or click Cancel and go back to abort.

Xero will then display an Authorisation code, which is used by both the cloud and
desktop versions of IMS Payroll. Make a note of this code, then return to MYOB IMS
Payroll Partner. Enter the code into the window that appears, then click OK.

Checking the Imported Invoice

A confirmation message will appear once the integration has been completed.

Information |

I.f"_"\l #ero Online GL Export completed with no warnings,

b y

The payroll data will be sent to your Xero account as an Accounts Payable, Draft Bills.
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To see the draft bill, from the Business menu, select Bills to pay:

Demo Company (NZ) « Dashboard Business Accounting Payroll Projects

jompany (N2
Short-term cash flow pany (N2)

Business snapshot

Invoices

Quotes

Sales overview

Savings Account

|‘ Bills to p% ¢I§21-050

Purchase orders

itions imported
k statement to get started

Purchase overview

Expense clams in and out

Products and services

I

This will display the Bills section. Double-click on Draft to display the wages file you
just imported.

Bills Faid | Repeating | Seea

Urait Awailing Approva Awanng Fayment (3 Cwverdue (&

7090.19 None 27,382.26 27,382.26

Upcoming bills @ Due ® Paid

Demo Company (NZ) + Dashboard Business Accounting Payroll Projects Contacts

Purchases overview »
Bills
HewBill - New Credit Note Import Export Create bill from email
All Draft 8} Awaiting Approval (0} Awaiting Payment (12) Paid Repeating
Submit for approval Delete Print | Noitems selected 6 items | 64,528.84 NZD Search
[J Ref From Date v Due Date Due
O Ms-130621-1 1o 13 Jun 2021 13 Jun 2021 10,878.20
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Xero CSV Format

On the next screen of the General Ledger Export utility, the General Ledger File
Format will automatically be set to “Xero CSV” if this format was selected on the
General Ledger tab of the Company Controls.

General Ledger Export

Select the export filename and path:

IMS PAYROLL C:\Temp'¥eroExport.csv

Select the name of your General Ledger File Format:

¥ero CSV -
Contact Mame: |Wages
Due Date: 31/10/2015 -

Tracking Category 1:
Tracking Category 2:

(leave Tracking Categories blank if not in use)
myob Category Option Delimiter: |/

« Back MNext = | | Cancel

Enter a Contact Name. This can be anything, e.g. “Wages” as this identifies what the
payments are for on the invoice.

The Due Date will be the Payment Date of the wages processed.

With regards to the Tracking Category 1, Tracking Category 2 and the Category
Option Delimiter fields, see the “Tracking” section on page 15.

Click the Next button and a confirmation screen will be displayed:

That's all the information reguired for the General

O ESTTE Ledger export.

Press Process to:
Export Accounting details to a file

Or, press Cancel to abandon this General Ledger
Export without doing anything.

| < Back || Process || Cancel ‘

Click Process to proceed with the integration.

A confirmation will be displayed once the file has been generated successfully.
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Once the file is created, it will look similar to this:

A B C E EIG|H[I]|J K L M H I Q R 5 T u =
1 Emails PDAG POAD POAG POASd POCt PORe POPC POCo: InvoicaNur InvaiceDat DueDate | SubTota TotalTa Tots Dascriptian Quantity  UnitAmour AccountCr TaxType  Tamd—|
2 [Wages IMS-01120 112/2003 1/12/2009 0| Car Alpwance far 1 20 477 Mo GST
3 |Wages IMS-01120 112/2009 112/2009 0| Casual Holiday Pa 1 2528 477 Mo GST
4 |Wages IMS-01120 112/2009 1122009 0] Clathing Allowanc: 1 22 477 Mo GST
5 |Wages IME-01120 1122009 1122005 o Meal Allowance fo 1 8.5 477 Mo GET
6 Wages IMS-01120 1122009 112/2009 ] Crdinary Time for \ 1 3190 477 Me GET
7 |Wages IMS-01120 112/2003 112/2009 0| Salary for week an 1 2655 477 Mo GST
8 |Wages IMS-01120 112/2003 1/12/2008 0| Time & Ona Halifc 1 105 477 No GST
9 |Wages IMS-01120 112/2003 1/12/2009 0| KowiSaver Employ: 1 T 478 Mo GST
10 Wages IMS-01120 112/2009 1/12/2009 0 less Child Support 1 6 825 No GST
11 Wages IMS-01120 112/2009 112/2009 0 less KewiSaver for 1 31 825 Mo GST
12 Wages IMS-01120 112/2009 11272009 0 less PAYE fary 1 -12un 825 Mo GST
13 Wages IMS-01120 1122009 171272005 ] lezs Student Loan 1 -28.3 825 Mo GET
14 Wages IMS-01120 112/2003 1/12/2009 0| less KewiSaver Em 1 781 825 Mo GST

Importing the File Into Xero

To import the generated file into Xero, log in to Xero and at the standard screen, open
the appropriate company. From the Business menu select Bills to pay:

Demo Company (NZ) « Dashboard Business Accounting Payroll Projects

iompany (N2
Shart-term cash flow pany (N2)

Business snapshot

Invoices

Quotes

Sales overview

Savings Account

Bills to p% B21-050

Purchase orders itions imported

i k statement to get started
Purchase averview

Expense claims in and out

Products and services

1

Click Import on the screen that appears.

Demo Company ) Dashboard Business Accounting Payroll Projects Contacts
Furchases overview >
Bills
New Bill « New Credit Note Export Create bill from email
All Draft ) Awaiting Approval (o) Awaiting Payment (12) Paid Repeating
Submit for approval Delete Print | Mo items selected 6 items | 64,528.84 NZD Search
[0 Rer From Date ~ Due Date Due
[0 IMs-130621-1 1b 13 Jun 2021 13 Jun 2021 10,878.20
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This will bring up the Import your Account Payable Invoices option. Xero should
always be selected under What system are you importing from?

Import bills to Xero

Where are you importing from?

Xero - The provided template MYOB - Services purchases format MYOB - ltem purchases format

Step 1: Download our bills template file
Start by downloading our bills C3V (Comma Separated Values) template file. This file has the correct column headings

Xero needs to import your bill data.

Under Step 3. Import the update template file, click the Select File button and locate
the .CSV file that you created previously.

Step 3: Import the updated template file
File import
Drag and drop file or select manually

Select File

The file you import must be a3 C5V (Comma Separated Values) file. The name of the file

should end with either csv or txt.
Would you like to update contact address details?

o Mo, ignore all address details

Yes, update contacts with imported address details

Iz the UnitAmount field tax inclusive or exclusive

© Taxexclusive

Tax inclusive

Click the Confirm button.

A message confirming the import of the file will be displayed.

The imported xero1.csv contained 1 bill(s), the following will be imported intc Xero:

+ 1 new draft bill will be imported.

Bills will be imported as drafts and can be edited or deleted afterwards.

Go back Complete import

Click the Complete Import button.
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The system will advise you that an invoice has been added:

Dashboard Business Accounting Payroll Contacts

U

Purchases overview »

Bills

‘ o 1 new draft bill imported, these can be checked and edited below

Mew Bill New Credit Note Import Export Create bill from email
All Draft (1) Awaiting Approval (o) Awaiting Payment (0} Paid R
Submit for approval Delete Print | Noitems selected
[J  Ref From Date »
[ IMS-190818-1 Wages 19 Aug 2018

Click on the invoice to open it and see its contents in Draft mode.

The invoice shows gross wages itemised by each payment, and then shows the IRD
deductions being subtracted off, to give you the Net sum of the wages.

If you are happy the invoice is correct, click the Approve button.

©-28.30 B25 - PAYE Payable No G51 ot -28.30
-78.10 825 - PAYE Payable No GST 78.10
Subtotal 4,616.17
GST 0.00
! TOTAL 4,616.17

If the invoice is incorrect, at the top of the screen, click the Bill Options dropdown at
the top of the screen. Click the Delete option and you will be prompted to confirm the
deletion of the invoice.
(2) il Options « {
Repeat
| EDe!ete
Copy

Amounts are [Tax Exclusive IL‘

Tax Rate Cost Centre Amount NZD
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Tracking Categories

You can set up tracking categories to enable you to use Xero's reports to track the
performance of specific areas in your business.

Refer to the Xero website, www.xero.co.nz. Log in, then select Accounting >
Advanced > Tracking categories for comprehensive documentation on the benefits of
tracking, and online help in setting up your Tracking Categories and Options.

In MYOB IMS Payroll Partner, if tracking is to be used, you will need to follow the steps
below.

The Xero General Ledger extract can apply tracking to the export file. In the following
example, it is assumed that Tracking Categories and their associated Options have
been set up in Xero: Category 1 as “Region” and Category 2 as “Department”. Within
each Category, the associated Options have also been set up:

Category Options

Region North, South

Department Admin, Sales

In this example, with Tracking Categories 1 and 2 activated in Xero, you will need to
edit your Costing Code Descriptions to contain the Category Options so that these can
be included in the export file. This example uses the comma character as a delimiter of
the category options.

Costing Code Costing Code Description

(Region, Department)

1001 North,Admin
1002 North,Sales
1003 South,Admin
1004 South,Sales

Whatever tracking options you enter, they must match the options set up in Xero.
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Enter the Tracking Categories and your selected delimiter character when exporting
the General Ledger to Xero:

General Ledger Export

The Xero Online direct API interface will attempt a direct
connection to the ¥ero web servers,

IMS PAYROLL

Select the name of your General Ledger File Format:

|}<ero Online - |

‘ Setup Journal Configuration ‘

¥ero Organisation: Unknown

Contact Mame: |3h |

D Date 13060021 -

myob Tracking Category 1:|1 |

Tracking Category 2:|1E |

(l=ave Tracking Categories blank if not in use)
Category Option Delimiter;
< Back H Mext = || Cancel
-

If you want to use all of the available 30 characters in the Costing Code Description,
ensure that both option fields are separated by the chosen delimiter character, e.g.
“North,Admin,Office temp” will insert only the value of “North” into Category Option 1
and “Admin” into Category Option 2, as both are contained within the “,” delimiter. If
for example only Tracking Category 1is activated then the Costing Code Description
could be set up as “North, Office temp” and only ‘North” would populate the Tracking
Category Option 1 field.

Note: One or two Categories may be activated within Xero. If tracking is not

implemented, ensure that the two Tracking Category fields are blank.

If only Tracking Category 1 or Tracking Category 2 is active, all characters prior to first
nominated delimiter will go into the appropriate Option field.

The extract process will populate the appropriate fields (Tracking Option 1 and
Tracking Option 2) within the extract file by extracting the options within the Costing
Code Description based on the delimiter nominated.

If both Tracking Categories are active:

e All characters prior to the first nominated delimiter will populate the
"TrackingOption1' field.

e All characters after the first nominated delimiter and prior to the next delimiter
(or the end of the Costing Code Description field) will populate the
"TrackingOption2' field.

If the 'Category Option Delimiter’ is not entered, the Costing Code description will
populate either the selected TrackingOption1 or TrackingOption2 fields depending on
whether Tracking Category 1 or 2 has been entered.

If you have any issues with integrating the Payroll data file into Xero, contact MYOB
IMS Payroll Support.
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