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Companies: Annual Return Process 
 
This Guide will help you to understand the complete Annual Returns (AR) process in 
Companies. 

1. Set up & preparation 

 
Set up with NZCO 

To use the annual return filing features in Companies, you will need to have the following: 

1. A RealMe login. 

2. Authority over the companies you wish to file for.  This can be as an individual or on 

behalf of an organisation. 

3. A direct debit with New Zealand Companies Office (NZCO).  A direct credit from a credit 

card is not acceptable. 

Set up Software 

Go to SETUP > COMPANY SETUP. 

The details you add here will be used as the default when other information is not available, so 

it is essential that you complete the mobile number and email. 

 

Click here to see where the email and phone number are relevant when filing the annual 

return.  

Setup with NZCO Setup software
Set up Email 
Templates

Add Directors' 
email addresses

Set AR 
Responsibility to 
Firm or Directors
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Set up your email templates  
 
You will need to set up two email templates: 
 

− Company Extract.  This is sent to companies if you are filing the AR on their behalf 
and includes the link to the company extract. 
 

− AR Due.  This is sent as a reminder to companies if the director has elected to file 
the AR.   
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Company Extract Email Template 

 
 
 
AR Due Email Template 

 
 

− Add your own text. 
− Use the mergefields to include information: 

o @COMPANYNAME@ = company that is filing the AR 
o @MONTH@ =  the AR due month 
o @FIRMNAME@ = your company  name 
o @ULR@ = the link to the company extract at NZCO website.  Note: For 

use with Company Extract Email only. 
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Adding Email Addresses and Recipients 
To use the new Annual Returns email functionality, you will need to add an email addresses and 
select recipients.   
 
Directors Emails 
Here are a few things that can help with directors email addresses: 
 

− Use the Directors without Email Address report. 
− Directors without emails are also included in the Health Check Report. 
− Add the email address to the Director not the company.  If a person has multiple 

company involvements, you only need to enter the email address once. 
− Collect email addresses as your Annual Returns become due this year; and they will 

be in place for all subsequent years and for access to the CCH Companies Portal. 
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Add email addresses 
Email addresses should be added to the Person Record (of the Director) not the Company. 
 

 
 
Note: NZCO does not include private information in the Application Programming Interface 
(API), so we cannot import email addresses even if they have been recorded. 
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Add other email recipients 

You can add further AR email recipients under Relationships (previously named Alternate 

Contacts). 

 

 

 
− Select New to add a person with a relationship to this company.  
− Select the role for the person you are linking to this company. 
− Select the person you are linking to this company.  You may need to add the person 

to the database if they are not already there.  Don’t forget to add the email address 
to the person record. 

− Select Receive AR Email if required. 
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Select email recipients 

The software will default to sending the AR emails to all directors with an email address. 

 

You can change the AR email recipients on the Annual Return screen. 

 

 

These selections will work with individual and bulk emails. 
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Set the AR responsibility  
The AR responsibility setting determines which email template is sent. 
 

− Set the AR responsibility to your firm name if you are filing the AR. 
− Set the AR responsibility to the Director if the Director is filing the AR. 
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2. Sending individual emails  
In a company record on the Annual Return tab, you will find the appropriate option displayed: 

 
− If AR responsibility is set to Your Firm = Company Extract email. 
− If AR responsibility is set to Director = AR Due email. 

 
Company Extract Email (your firm) 

 
 

 
 
 

− Email recipients will default to all directors or settings under AR Email Recipients 
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AR Due Email (Director) 

 
 

 
 
 

− Email recipients will default to all directors or settings under AR Email Recipients 
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3. Sending bulk emails from the Annual Return Due report 
 
The report will create the appropriate emails based on the AR responsibility. 
 

 
 
Setting up the report (Your firm filing) 

 
 

− The email button will not appear until you have selected an AR Filing Month and 
Responsibility. 

− Include or exclude individuals with the Selected checkbox. 
− Exclude those with a current AR Last Filed date by selecting Outstanding Only. 
− Any directors without email addresses will be shown on this report and will be 

excluded. 
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Setting up the report (Director is filing) 

 
− The email button will not appear until you have selected an AR Filing Month and 

Responsibility. 
− Include or exclude individuals with the Selected checkbox. 
− Exclude those with a current AR Last Filed date by selecting Outstanding Only. 
− Any directors without email addresses will be shown on this report and will be 

excluded. 
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4. 1st Year Annual Returns  
When a new company is formed you may set an AR filing month that does not match the 

incorporation month.  In this case the first Annual Return may be due before a full 12 months 

has passed since incorporation. 

The Annual Return Due report includes the incorporation date.  Use the Selected box to decide 

whether or not you want to send the email this year. 
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5. After the emails have been sent 
 
Use the Annual Returns Emails report to see which emails have been sent. 
 

 
 
See Notes in Company record to see which emails have been sent. 
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6. Filing the Annual Return Individually via Companies 
 
To file an AR via Companies, you will need: 
 

1. A RealMe login 
2. A direct debit with NZCO 
3. Authority for the company you intend to file. 

  
Notes:   

− If any changes are required prior to filing the AR, you will need to do these directly with 
NZCO first.   

− You cannot file an annual return via this system if the company has extensive 
shareholdings.  Use ‘File Annual Return via manual process’. 

 
When a customer responds to your email, return to the Annual Return Screen and select File 
Annual Return via automated process. 
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The first time you use the feature, or if you have logged out, you will be asked to log into 
RealMe. 
 

 
 
 
 

 
 
Note: The messages may contain ‘CCH iTrust’ or ‘CCH Companies’, either is acceptable.  
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After logging into RealMe, you will be returned to this screen.   
 

 
 
You should not need to log into RealMe every time you file an annual return; but you may get 

logged out automatically after a set time period. This set time period is not controlled by CCH 

Companies.  
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Confirm your name and agree to NZCO charges.  These will be added to your DD with NZCO 
(not CCH).     
 
Clicking on Proceed will file the AR.   
 
There is no undo/back option and NZCO charges cannot be reversed. 
 

 
 
Authority for this company may be with you personally or with the organisation you work for.  
Select Individual Authority under Authority if you hold the authority.  You will need to have a 
DD setup between you and NZCO. 
Select Organisation Authority if the firm you work for holds the authority.  You will need to 
have a DD setup between your firm and NZCO. 
 
Email address:  If the director has recorded an email address with NZCO to receive future 
reminders, it will be shown here. If not, this will default to the company information you added 
under SETUP > COMPANY SETUP. 
 
Mobile Number:  If the director has recorded a mobile number with NZCO to receive future 
reminders, it will be shown here. If not, this will default to the company information you added 
under SETUP > COMPANY SETUP. 
 
Email address and Mobile number are mandatory.  This is an NZCO requirement. 
 
Billing Reference:  This will show on your statement from NZCO. 
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7. Filing the Annual Returns in bulk via Companies 
 
To file AR’s in bulk via CCH Companies, you will need: 
 

4. A RealMe login 
5. A direct debit with NZCO 
6. Authority for all of the companies you intend to file. 

  
Notes:   

− If any changes are required prior to filing the AR, you will need to do these directly with 
NZCO first.   

− You cannot file an annual return via this system if the company has extensive 
shareholdings.  Use ‘File Annual Return via manual process’. 

 

On the main Reports page, you will find Annual Returns Bulk Filing. 
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The report will show all AR’s that are due if your firm is set in the AR Responsible field. 

 

There are two ways you can use this report, depending on your own internal processes. 

Option 1 – Confirmation is required ahead of filing. 

1. Send out all emails as described in section 2 (individually) and 3 (bulk). 
2. As replies are received, go to each company and tick ‘Ready for Filing’ under the AR Tab 

(screenshot below) 
3. Use the AR Bulk Filing Report to chase up those who are not marked as ‘Ready for Filing’ 

yet. 
4. At end of month, bulk file all that are ready to file by selecting ‘Ready for Filing Only’ at 

the top of the report.   
5. You can also exclude any that have already filed by selecting ‘Outstanding Only’. 

 

  
 
Note: You may be directed to RealMe login page as described in section 5 when using the 
bulk filing report. 
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Option 2 – Confirmation is not required ahead of filing. 

1. Send out all emails as described in section 2 (individually) and 3 (bulk). 
2. Go to Bulk Filing report and tick any you want to file within the report screen – just scan 

the list and see who you want to include/exclude. 
3. If you want to file all regardless, don’t tick any and don’t tick ‘Ready for Filing Only’ at 

the top of the report.  This will file all that are listed. 

 

 
Notes on bulk filing:  

− Signed confirmation ahead of filing the AR is not required by NZCO, although you may 
want this as part of your internal processes. 

− If you do not require signed confirmation, you may want to include something in the 
email template that explains that AR will be filed even if the director does not reply. “If 
you do not respond to this email by 25th, we will file your AR with the current details” or 
similar. 

− Ready for filing tick only works one way. If added to Company under the AR tab, it will 
appear on the list.  If checked in the list, it does not appear in the Company AR tab. 

− Specific billing references for each AR cannot be used when bulk filing.   
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8. After filing the Annual Return 
Annual Returns that have been filed will show on the Annual Returns Completed report 
 

 
 
If any could not be filed, a message will explain why, for example: 
 

− It is not due yet or it is already done. 
− You do not have the correct authority (or selected the wrong authority when filing). 
− Your DD (at NZCO) is not enabled. 
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The AR Last Filed date will be updated automatically when your AR is filed. 
 

 
 
The annual return will be recorded at NZCO.  You can see this under Documents > NZCO 
Documents. 
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Your customers will be able to view the AR status via the Portal. 
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9. Trouble shooting 
 
Email button is not showing under Annual Return tab. 
The email button will only appear after the AR Responsibility field has been completed. If the 
responsibility is not set to either your firm or the director, the system does not know which 
template to use, so the option is greyed out. 
 
Email button is not showing on the Annual Returns Due Report. 
The email button will only appear after the month and AR Responsibility has been selected.  If 
the responsibility is not selected, the system does not know which template to use, so the 
option is greyed out. 
 
Email template says directors are filing but it should be our firm (or vice versa). 
Change the AR responsible field to your firm name. This controls which email template is used. 
 
The File Annual Return button is not showing. 
Your company must be linked to NZCO and have a valid NZCO number entered on the General 
screen. 
 
Cannot upload an additional document to the individual email. Upload button not working. 
You need to set the Flash Player setting in your browser to ALLOW. 
 
Cannot file AR for a company with Extensive Shareholdings. 
This is not possible via the API. Use File Annual Return via Manual Process to file directly with 
NZCO. 
 
RealMe login is required for every annual return. 
Companies has no control over the RealMe login/logout period. Discuss this with your local IT 
provider. 
 
Error messages when filing an annual return 
 

Message Meaning 
AR_NOT_DUE  AR is being filed too early. 

You cannot file the annual return before the month in 
which it is due. 

ERR_ORG_AUTHORITY  You (individual) or your firm (org) do not have authority 
to file the annual return for the company 

ERR_NO_DOC_ATTACHED  Company has extensive shareholdings. You cannot file 
this annual return via CCH Companies. 

FIELD_NOT_NUMERIC/FIELD_MANDATORY  Mobile and/or email address were not completed when 
filing the AR.  
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Message Meaning 
ERR_PAYMENT_FAILURE   There is no DD in place with NZCO.   

 
Direct credit via credit card does not work with CCH 
Companies. 
 
This error can also occur if there is a mismatch between 
the authority and the DD, for example: 
 
Individual authority / Firm DD = error 
Firm Authority / Individual DD = error 
 

 
Unknown Error Message. 
After you have checked that none of the above issues apply, please report this to CCH Support 
with the name of the company you were trying to file for. 
 
Email Rejections @Xtra. 
If you are having issues with Xtra email addresses rejecting the AR emails, please contact 
Karen.Rogers@wolterskluwer.com. There is something your local technical team can change to 
fix this. 
 
Email Rejections General. 
You will find that some emails are rejected by your customers’ firewalls or security settings.   
 
Here are some things you can do to prevent this from happening: 
 

− Ask your customers to add your email to their ‘safe’ or ‘trusted’ sender list. 
− Ask your customers to add your email to their contacts in their email system. 
− Keep your email template as simple as possible. 
− Do not use ‘!’ in your email template or subject line (eg Urgent!). 
− Do not use a logo or picture file in your email template. 

 

URL link in email is disabled. 
Some customers may find that they receive your email; but the link has been disabled. This 
would be done by their local security settings for their protection. 
 
You can add a line in your email template directly below @URL@ — “if this link does not work, 
please copy and paste the above directly into your browser”. Even if the link in the email is 
deactivated, you can still access the Company Extract using copy and paste. 
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