IMS PAYROLL

online express

IMS Online Express

Employee
user guide

POWERED BY

T ihel-:iler

www.timefiler.com



IMS PAYROLL

online express IMS Online Express: employee user guide

Table of Contents

Logging into IMS ONIINE EXPIrESS .....cciiuiiiiiiiieiiiie ittt ettt e e s nn e s e e e asneeeaas 3
WED @AAIESS ...ttt et b e e et eas 3
(oo 1 Ie (=1 =1L PSSR 3

Changing YOUI PASSWORIG. .....ccceeiiiiiiaeeaitiete e e et eea e e e e etee e e e e s ateeeeaeaaasaeeeaaeaanseeeaaaeanseeeaaeaansneeaaeeannnees 3

IMS ONliNE EXPrESS SCIEENS ... . .eeeieie et ieee ettt e ettt e e e e e aee e e e e e e s ateeeaaeaantaeeaaeeannseaeaeeaansseeeaeaasneneaaaaanns 4

LBAVE REQUESES .. ..ttt ettt e e e e e e e e eeaeee e e e e e e e e e e e e aaaaa——ba—aa—a e e e e aaaaaaaaaaaaaaaaaaan 5
E-M@l @IETES ... e e e e e 5
PN o] o] VAR (o) gl (== = RSP SRR 6

Partial Day Leave REQUEST...... ...ttt e e ettt e e e e ettt e e e e e e e e e e e e nnneeaeean 7
Withdraw @ LeaVe REQUEST .........coo it e e e e e e e e e e e e e e e e e e s e e e e aannanes 10
GenEral INFOMEALION ...ttt e bt e e e s e e enne e e nneas 11

F =Y g SR = o113 T RS 11

Colour coding on the Leave Planner Calendar ..o 12

N E= YT F= LT o 1 (] o USRS UPETRR 12

PrINT IEAVE SCIEENS ... .ttt ettt e bttt e et e e et bt e e s e e e s e e e etn e e e nneas 13

Frequently asked QUESTIONS .........ooii ettt et e e e et e e e e e nnreeaaeeannees 14

ViIieW ACtUAI LEAVE HISTOTY ... ittt e et e e e et e e e e e e nbe e e e e aennneeeaaeanns 15

MY PAYSIDS ettt e e e bt e e e a e e et nneas 16

MY JOCUMENES ...ttt et ettt h et e aa et e et e e b e e e aab e e e be e e e ann e e e as e e e nnn e e e nneas 16
e 101 1U ] o 1= =11 = S PRSSURPRRNE 17
Notify changes t0 your details ...........oooo it e e e e e e e 18

Logging out Of IMS ONIINE EXPIrESS.......ueiiiiiiiiiiiiiiiee ettt e e 19

Version 2.40 September 2012 © Enfinit Software Ltd 2010. All rights reserved. Page 2 of 19



IMS PAYROLL

online express IMS Online Express: employee user guide

Logging into IMS Online Express

Web address

Your Payroll Administrator will advise the web address for logging into IMS
Online Express.

@ You can log into IMS Online Express from anywhere where there is an internet
connection.

Login details

Your login name is your IMS Payroll employee number.

The first time you log into IMS Online Express, your password is your IRD
Number. If you don’t know your IRD Number, please contact your Payroll
department.

After you have successfully logged in for the first time, you will be prompted to
change your password. Make sure the password is secure, and remember, it
is case-sensitive.

If you forget your password, please contact your Payroll department so that it

@ can be reset.
You have nine opportunities to enter a password before you will be locked out of

the system.

Changing your password

You can change your password at any time when logged into IMS Online
Express.

Click on the ‘My Password’ tab page, and enter new password details:

IMS Online - Sample Company Limited Logged in as : HAMILTON, Jenn m PAYROLL
Myleave My payslips My documents =My details | Wy password Logout  online :‘;E:g;sl
Change my password

W] -vewraes ]
Field ‘ Explanation
Current password * Enter current password (case-sensitive)
New password * Enter a new password that will apply from next login into IMS Online

Express.

* Ensureitis secure.

Confirm password * Re-enter your new password.
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Press Save.

IMS Online Express screens

IMS Online - Sample Company Limited Logged in as : HAMILTON, Jenr PAYROL)
.......

My leave | Mypayslips | My documents | My details | My password Losott online express
My leave ® Leave planner 2010
My leave requests «PrevYear YNextYear | Refresh @Showme | = ShowLegend
My leave history Month M T W T F § S M T W T F S SMTWTTF S SMTWTTF S SMTWTTFSSMT

Feoruary

e

Leave request Hamilton, Jenny (1008

Create

The following screens are available in IMS Online Express:

@

My leave

e Apply for leave online

* View past, current and future Leave Requests

*  Check the status of Leave Requests (not approved, approved)
* View scheduled days of work

* View actual leave history payments

My payslips
* View payslips online
My documents

* View documents online (for example, company policies, newsletters etc)

My details

* Review personal payroll details

*  Notify Payroll department if changes are required
My password

* Change password details

If you are a Manager, you will see additional screens.
Please refer to the Manager guide for further information.
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Leave Requests

The following functionality is available for employees on the My Leave
Requests tab page:

* Apply for leave online
* View past, current and future Leave Requests
* Check the status of Leave Requests (not approved, approved)

* View scheduled days of work

E-mail alerts

E-mails will be generated from IMS Online Express when the following actions
are undertaken:

* You submit a Leave Request

* An e-mail will be sent to your Manager (and copied to your
Assistant Manager if you have one) advising them of your Leave
Request.

* If you add a comment, this will be included in the e-mail text.

* You withdraw a Leave Request

* An e-mail will be sent to your Manager (and copied to your
Assistant Manager if you have one) advising them you have
withdrawn your Leave Request.

¢ Your comment will be included in the e-mail text.

You will only receive an e-mail if you have an e-mail address set up in IMS

Payroll (likewise, your Manager will only receive an e-mail if they have an e-mail
Q@’ address set up as well).

Check that your e-mail address is stored correctly by checking My Details (refer
to section in this document for further information).

My details
[BPrint @YNotify ¥Refresh
CLARK, Andrea
First Names: Andrea Surname: Clark
Preferred Name: Andy Employee Number: 1015
Address: 1234 Te Awa Road Gender: Female
RD7 Birth Date:
Best Town Email Address:
Phone Number: 02 363 8524 Mobile Number:
Occupation: Admin Assistant Start Date: 2/07/2007
Tax Code: M IRD Number: 023-489-643
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Apply for leave

To create a Leave Request, click My leave requests on the My leave tab
page:

IMS Online - Sample Company Limited

Wy leave | Mypayslips =My documents =Wy details | My password

My leave @  Leave planner 2010
- My leave requests {PrevYear YPNextYear Refresh “@Showme i Show Legend

Wy leave history Month M T W T F S S M T W T F S SMTWTTF S SMT
I
Februsry
March
o I
May
June
July
August 75675757575 7575
Seplember- 75675757575 sV sv
October 75675757575 75 75
November 7.5 75 75 75 75 75 75 75

The annual Leave Planner screen will display. Click on the date that you wish
to take as leave, and then click the Create button to create the Leave
Request:

IMS Online - Sample Company Limited Logged in as : HAMILTON, Jenny
lyleave | Mypayslips My documents My details | My password Logout
My leave & Leave planner 2010

My leave requests {PrevYear YPNextYear IRefresh ¥3Showme i Show Legend
My leave history Month M T W T F § S M T WTF S SMTWTTF S SMTWTTF S SMTWTTFSSMT

EEme e
Februsry
March

November 7.5

Decemoer [

Leave request Hamilton, Jenny (1008)
[@Create

Leave balances

AL Next Due
AL Outstanding AL Accrued AL Total Date Alt Holiday
0Days 10.5 Days. 10.5 Days. 21122010 2Days
Date Request type Partial day?  Hours Notes Roster

Mon 28/12
Tue 29112

The Leave Request details window will display:

Select leave request details

* Start Date : [13/12/2010 i)
* End Date : [17/12/2010 k)|

Comment IShopping trip to Meloourne I

Part-daydetails | | Submit | | Cancel |
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Field ‘ Explanation

Reason * Use the dropdown arrow, or enter a ?, to view available leave reasons.
* Alternatively, start typing the leave reason name.

Start date * Use the calendar button to select a date for the first day of the Leave
Request period.

* Alternatively, simply type the date into the field (dd/mm/yyyy).

End date * Use the calendar button to select a date for the last day of the Leave
Request period.

* Alternatively, simply type the date into the field (dd/mm/yyyy).

Comment * Add a comment for the Leave Request if required.

You can then decide on the following actions for the Leave Request:

Action ‘ Explanation

Submit the Leave Request to ¢ Click the Submit button.

your manager * An e-mail will be sent to your Manager, notifying them of the Leave

Request. You will receive an e-mail when your Manager has
approved/declined the Leave Request.

Enter partial day details * Click the Part-day details button.
* Refer to the Partial Day section for further information.

Change Leave reasons for * Click the Part-day details button.
one or more days on the

Leave Request * Change the leave reason for the relevant days.

* Click Save to submit the Leave Request at a later time, or click Submit to
submit the Leave Request to your manager.

Save the Leave Request, * Click the Part-day details button.

ready to Submit in the future * Refer to the next section for further information.

Cancel the Leave Request * Click the Cancel button.

@ Leave Requests cannot be created once the payroll period for the date range
has been processed.

Partial Day Leave Request

By default, it is assumed that a Leave Request is for an entire day, based on
standard hours for the day. However, from time to time, you may wish to
apply for a partial day, for example, a half day Annual Leave.

After filling in the Leave Request details, instead of clicking Submit, click the
Part-day details button instead:

Version 2.40 September 2012 © Enfinit Software Ltd 2010. All rights reserved. Page 7 of 19
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Select leave request details

= Start Date : |12/12/2010 Eei|
* End Date : (17/12/2010 Er)l

Comment lSh::cir‘g trip to Melbourne ]

:> Part-day details Submit Cancel

The following screen will display:

[f3Create &)Submit “®View Roster j|Delete

Leave balances

Let’'s say Monday 13 December is a partial leave day. Click the Partial day

Leave request Hamilton, Jenny (1008) (Unsubmitted - Starts on 13/12/2010 - Ends on 17/12/2010 - Shopping trip to Melbourne)

AL Next Due

AL Outstanding AL Accrued AL Total Date Alt Holiday 13/12-17112
0 Days 10.5 Days 10.5 Days 31/12/2010 2 Days

Date Request type * Partial day? Hours Notes Roster
K mon 13112 [Annus! lesve | v [ ] ] 75
b Tue 1412 [Annusl lesve |+ \ ‘ ] 7
3 ol wed 15112 [Annusl lesve |w [ | | 7
ik Thu1e2  [Annusl lesve |+ \ | ] 7
b Fri1z2 [Annusl lesve |+ [ | ] 7

375

checkbox, and fill in the number of hours for the partial day:

Leave balances
AL Next Due (Changed)
AL Outstanding AL Accrued AL Total Date Alt Holiday 131217112
0 Days 10.5 Days 10.5 Days 31/12/2010 2 Days
Date Request type * Partial day?  Hours This partial day equates to 0.5 days Annual Leave

u FGJ Mon 13/12 lAnnusl lesve ‘ v v ‘ 3 | ’7 ‘ 7.5
u I'G.'l Tue 14/12 lAr*nua] lesve ‘ v ‘ ] ‘ ‘ 7.5
3P wed 1512 [Annusl leave |w \ [ | 75
M b mutemz  [Annusllzave | v [ ][ | 75
b Frivznz [Annusllzave | v [ [ | 7=

3 37.5

Click Submit to submit the Leave Request to your manager, or click Save to

submit the Leave Request at a later date.

(@) Upon clicking Submit, an e-mail will be sent to your Manager. You will receive

an e-mail when your Manager has approved/declined the Leave Request.

Note that a red critical warning is displayed under the following scenarios:

Scenario ‘ Action

Partial day flag ticked, no
partial day hours entered

If today is a Partial Day, enter the number of hours for the Partial Day.

If today is not a Partial Day, untick the Partial Day check box by clicking
on it again.

Partial day hours entered,

If today is a Partial Day, tick the Partial Day check box.

Version 2.40 September 2012
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| Partial day flag not ticked * Iftoday is not a Partial Day, delete the value in the Hours field.

When a coloured warning is displayed, hover over the coloured alert to view the

message.
Q@’ A yellow warning is for information purposes only.

A red warning is a critical warning, and it must be addressed before saving the
Leave Request.

Version 2.40 September 2012 © Enfinit Software Ltd 2010. All rights reserved. Page 9 of 19
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Withdraw a Leave Request

To withdraw a Leave Request, click My leave requests on the My leave tab
page, and then click on the relevant Leave Request:

My leave requests
My leave history

0 Days

Date
Mon 13/12

IMS Online - Sample Company Limited Logged in as : HAMILTON, Jenny m PAYROLL

ppppp ER

Myleave = Mypayslips =My documents =My details = My password Logout online express
My leave & Leave planner 2010

Prevyear MNextYear PRefresh ¥JShow me
Month M T W T F § S M T W TTF S SMTWTTF S SMTWTTF S SMTWTTF S SMT

Leave req
[@Create [ Withdraw

Leave balances

AL Outstanding AL Accrued

= Show Legend

Hamilton, Jenny (1008) (Submitted - Starts on 13/12/2010 - Ends on 17/12/2010 - Shopping trip to Melbourne)

YView Roster

AL Next Due
AL Total Date Alt Holiday 13112-17112
10.5 Days. 10.5 Days 31/12/2010 2Days

Request type Notes

Annusl leave

Partial day? Hours Roster

Yes

Click the Withdraw button:

Add a Comment to

withdrawing the Leave Request, and

then click OK.

. Withdraw leave request with comment?
explain why you are

* Comment l |

Cancel

| oK

You will not be able to withdraw the Leave Request unless a comment is added.

@

An e-mail will be sent to your Manager notifying them that the Leave Request
has been withdrawn.

Your comment will be included in the e-mail sent to your Manager advising them

the Leave Request has been withdrawn.

Version 2.40 September 2012
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General information

Alerts & warnings

As Leave Requests are created, coloured warnings will display from time to
time. There are two types of warnings that may be displayed:

* Critical (red) warning — this warning must be addressed; you will not
be able to save or submit your Leave Request until it has been
resolved.

* Information (yellow) warning — this warning is for information
purposes only; you should read the warning, take action if necessary,
otherwise save or submit your Leave Request as normal.

IMS Online Express may display the following possible warnings and alerts
throughout the Leave Request process:

When a coloured warning is displayed, hover over the coloured alert to view the
message.

Critical warnings:

Reason

Please only enter Hours for a * The number of hours for the Partial Day request has been entered, but the

Warning

Partial Day request

Partial Day check box has not been ticked.

Please enter Hours for a
Partial Day request

The Partial Day check box has been ticked, but the number of hours for
the Partial Day request has not been entered.

Partial day hours may not be .
higher than Rostered hours
(xx hours)

Shown on Partial Day Leave Requests, when the number of hours entered
for the partial day is greater than rostered hours for the day.

* Only applies when the leave type is accrued and paid in hourly units.
* xxx refers to number of hours rostered for the day.

Information warnings:

Warning ‘ Reason

This Leave Request will not * AlLeave Request has been entered, and there are no rostered days

result in a payment (no
rostered days)

included within the Leave Request date range.

day xxx Leave

This partial day equates to 1

Shown on Partial Day Leave Requests, when the leave type is accrued
and paid in daily units.

xxx refers to the leave type that is being applied for.

days xxx Leave

This partial day equates to 0.5

Shown on Partial Day Leave Requests, when the leave type is accrued
and paid in daily units.

xxx refers to the leave type that is being applied for.

will be paid as LWOP

You have exhausted your
available xxx, some (or all)

Shown on days where there is insufficient leave in order to pay paid leave
for the Leave Request.

This is based on the leave balance as at the last closed IMS pay period.
xxx refers to the leave type that is being applied for.

Applies when a Leave without Pay code exists in the database.

Version 2.40 September 2012
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You have exhausted your
available xx, some (or all) will
not be paid

Similar to above, except this warning will apply when a a Leave without
Pay code does not exist in the database.

xxx refers to the leave type that is being applied for.

Leave will not be deducted,
Stat Holiday is payable
instead

Applies when the Leave Request falls on a public holiday.

Colour coding on the Leave Planner calendar

Colour Explanation

Reason (no colour)

Orange

Green

Reason (italic and
underlined)

Request has been created and saved, but
has not yet been submitted to your manager

Pending request (submitted, not approved)
Approved request

Partial day leave request

Colour Explanation

Light grey Weekend

Yellow border Validation warning (non-critical) is present

Light blue Public Holiday

- Day does not belong to the current month

Click the Show Legend button to display the colour legend:

Leave planner 2010 = Hide Legend
&PrevYear IPNextYear GURefresh wJShowme - Show Legend Approved

Month M T W T F § S M T W TF S SMTWTTF S SMTW Partially Approved
sy TR [ N Roster
Februsry B noDate

March Not Approved
R | | Public Holiday
vey [ ,
June ] Unsubmitted
July [ [ | | Warning
~agust [N BL 7.5 75 BL 75 7575757575 757575 Weekend
Septemboer 7575 7% 75 7575 7575 757575 7578 SV SV 75 1 N

Click Hide Legend to remove it.

Navigation tips

The following buttons allow you to easily navigate within the calendar screens:

Button ‘ Tips

€ PrevYear

View leave data from the previous year

M Next Year

View leave data in the next year

Refresh

Updates leave data, coloured approvals etc

+J Show me

Enter a date to jump to (for example, if you want to look at data from three
years previous, use Show Me to enter a date belonging to that year, rather
than clicking Previous Year three times.

Version 2.40 September 2012
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Print leave screens

Click the Print button to output the leave calendar screen as a PDF in an
e-mail, or to send to printer for a hard-copy. The following window will be
displayed:

Leave requests

[yPrint options

* Format v * Crientation : [Default v

Format * Choose from the following formats:

e PDF

* Excel

* Screen

You would normally choose PDF or Screen to output a calendar screen.

Orientation * Leave as Default.

E-mail address * If you wish to e-mail a copy of the leave calendar to either yourself or
someone else, enter a valid e-mail address into this field.

* The e-mail will be sent when you click Start.

Press Start.

Once the file has been created, a notepad icon will be displayed:

Leave requests

* Format : [FDF -

Email Address l

More Close

100%

Open file (or right click to save as): E

To open the file in a separate browser window, use your mouse and left-click
on the notepad icon.

Alternatively, use your mouse and right-click to save the file on your local
computer.
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Frequently asked questions

Q: What are the numbers on the Leave Planner calendar?
A:  These reflect the number of hours you are rostered for each day.

Q: | have applied for Annual Leave at Christmas, but | have now changed
my mind and I'd like to come back to work a couple of days earlier.

A:  You may withdraw the Leave Request, and then create a new Leave
Request for the new dates.

Q: | want to apply for leave that falls in six months time; does my leave
balance reflect what my balance will be at that time?

A: No. The leave balance displayed reflects the leave balance as at the
last closed pay period in IMS Payroll.

Q: | got a warning saying | have insufficient leave for my future Leave
Request so Leave without Pay applies. However | will have enough
available by the time | take the leave. Why does this warning show?

A:  The warning is based on your leave balance right now, as at the last
closed pay period. Leave payments will be recalculated in the future so
if you have sufficient leave by the time the Leave Request is due to be
paid, then paid leave will apply.

Q: My Leave Request includes a public holiday. Do | have to do two Leave
Requests to make sure leave isn’t deducted on the public holiday?

A:  No. IMS Online Express works out that a public holiday is included
within the Leave Request, and will pay a Statutory Holiday instead (as
long as that day is a rostered day for you). A yellow warning will display
alerting you that a Statutory Holiday is payable rather than normal leave.

Q: Why can'’t | see any reason codes when | try applying for leave?

A: Are you a casual employee? If so, casuals cannot apply for leave in IMS
Online Express. Alternatively, make sure you’re not typing letters into
the Reason field — IMS Online Express will attempt to shorten the list
based on what you type. This means if you have typed say, Q, into the
field, no leave reasons meet these criteria. Try entering a ? or use the
dropdown arrow instead.

Q: What happens if | try to apply for leave during a period for which | am not
rostered to work?

A: A warning will display since no leave payments are generated for non-
rostered days.

Version 2.40 September 2012 © Enfinit Software Ltd 2010. All rights reserved. Page 14 of 19
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View Actual Leave History

@

directly into IMS Payroll.

This screen shows Actual Leave that has been paid in IMS Payroll. This may
differ from historical Leave Requests in IMS Online if leave has been entered

To view Actual Leave History, click My leave history on the My leave tab

page:

IMS Online - Sample Company Limited
My leave | Mypayslips My documents My details My password
My leave (<)

My leave requests
My leave history

Leave history 2010
{PrevYear YPNextYear PRefresh JShow me

Month
Month

MTWTFSSMTWTF

o
Februsry

March

April | [ [ ]

o EEEEE
June | ]

y o0
EEEEEE
September | ]

October [ [ | |
November

December | | |

Logged in as : HAMILTON, Jenny

Logout

- Show Legend

S SMTWTF S SMTWTFS SMTWTTFSSMT

18/06/2010 : Alternative Holiday

"vs LU

online express

PARTNER

Q@’ You may hover over a coloured cell to view the leave type and date.

Click the Show Legend button to display the colour legend:

- Hide Legend

Click Hide Legend to remove it.

Leave history 2010 ACC 1st Week
&PrevYear PNextYear Refresh ¥@Showme i Show Legend Annual Leave Taken
Month MTWTFSSMTWTFSSMTWTEFSSMTW ] Alternative Holiday

Month

Bereavement Leave
e =
February [l Company Leave
March Leave Without Pay
April [ | [ Senvice Leave
My [ [ ] .
June ] B shift Leave
July [ [ | ] Sick Leave
August ...... Statutory Holiday
September .. . . .
Octoner .... Time in Lieu

Other

Version 2.40 September 2012 © Enfinit Software Ltd

2010. All rights reserved.
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My payslips

To view your payslips, click on the My payslips tab page:

IMS Online - Sample Company Limited Logged in as

Myleave My payslips My documents My details My password - o M
My payslips Clark, Andrea (1015)
Refresh
Payslips
Date Description Filename Opened Private
=4 22/08/2010 Payslip for CLARK, Andrea (Week ending 22/08/2010) Payslip.pdf Yes
“4 15/08/2010 Payslip for CLARK, Andrea (Week ending 15/08/2010) Payslip.pdf Yes Yes
Open the payslip by clicking on the relevant payslip link.
(@) Click on the red PDF icon ( E ) on the left hand side to open the payslip.
Once payslips have been opened, the Opened field changes to Yes.
It is not possible to delete old payslips.
My documents
To view your documents, click on the My documents tab page:
IMS Online - Sample Company Limited Logged in as : BLOXHAM, Peter PAYROL[

.......
Myleave =My payslips | My documents My details =My password Logout online express

My messages
&Refresh

Documents
Date Description Filename Opened Private

2 17/09/2010 Loan Agreement Loan Agreement.pdf Yes Yes
# 17/09/2010 Absence Letter Unauthorised absence letterpdf ~ Yes Yes
# 17/09/2010 Contract INDIVIDUAL EMPLOYEE AGREEN Yes Yes
# 17/09/2010 Certificate of Earnings End Of Tax Year Earnings Certificat Yes Yes
2 17/09/2010 Policy Document Health & Safety Policy.pdf Yes
# 17/09/2010 Policy Document Equal Opportunities Policy.pdf Yes Yes

Open the document by clicking on the relevant document link.

Q@) Click on the red PDF icon ( E ) on the left hand side to open the document.

Once documents have been opened, the Opened field changes to Yes.

You may delete documents by clicking on the red cross ( #¢ ).
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My details

To view your personal payroll details, click on the My details tab page:

IMS Online - Sample Company Limited

Logged in as : HAMILTON, Jenn: m PAYROLL

PARTNER

Myleave | My payslips =My documents | My details = My password .
My details
@Print @Notify ZRefresh
HAMILTON, Jenny

First Names: Jenny
Preferred Name:
Address: PO Box 54

Best Town

Phone Number: 778 6665
Occupation: Process Supervisor

Tax Code: M

Pay Frequency: Weekly

Net Pay Payment Method: Bank

Bank Account Reference: \Wages

Bank Account Particulars: Sample Co

Bank Account Code:

Leave

Bank Account: 21-0032-0005586-00

Surname: Hamilton
Employee Number: 1008
Gender: Female
Birth Date: 10/11/1952
Email Address:

Mobile Number:
Start Date: 10/09/2001

IRD Number: 018-683-717

Waged Hourly Rate: $18.00

xpress

Print your details

Print your personal details by clicking the Print button

will be displayed:

. The following window

Print
* Format : [PDF v
* Crientstion : [Defsult v
Email Address : [
0K Cancel
Field ‘ Explanation
Format * Choose from the following formats:
e PDF
* Excel
* Screen
You would normally choose PDF or Screen for My Details.
Orientation * Leave as Default.
E-mail address * If you wish to e-mail a copy of the report to either yourself or someone
else, enter a valid e-mail address into this field.
* The e-mail will be sent when you click OK.

Press OK.

Version 2.40 September 2012
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Once the file has been created, a notepad icon will be displayed:

My details
[@nPrint @yNotify 2Refresh

Open file (or right click to save as):

To open the file in a separate browser window, use your mouse and left-click
on the notepad icon.

Alternatively, use your mouse and right-click to save the file on your local
computer.

Notify changes to your details

You are able to generate an e-mail from IMS Online Express which will create
a copy of your personal details to your Payroll department, as well as changes
you wish to make to your details.

To notify Payroll of changes, click the Notify button. The following window
will be displayed:

The next screen will send a copy of
this report to the administrator with
your comments. This is typically used
to request changes be made to your
data

[oK]

Press OK.

The Notification screen will then be displayed:

Notify Admin

Emasil Address : [payroll@ims.sales.co.nz

OK Cancel

Type in your requested changes to your personal details in the Comments
box. Ensure that full detail is provided so that your Payroll department is able
to action the change.

Q@) The e-mail address will reflect the e-mail address of your Payroll department.
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Logging out of IMS Online Express

Click on the Logout link on the top right hand side of the screen:

IMS Online - Sample Company Limited

Logged in as : HAMILTON, Jenr PAYRO[[
XA PIYROLL

Wy leave| Mypayslips = My documents | My details =My password Logouwt  online express

My leave ® Leave planner 2010

My leave requests &CPrevYear YpNextYear (DRefresh @Showme = Show Legend

Wy leave history Month M T W T F S SM TWTF S SMTWTFSSMTWTFSSMTWTEFSSMT

Leave request Hamilton, Jenny (1008

[BCreate

Do not click on the X in the top right corner of the screen.
(@) It is important to use the Logout link to ensure you are logged out of the system

properly.
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