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Workflow – permanent rosters and leave requests 
 
This document describes the recommended tasks that the Administrator would 
undertake each pay period to ensure Permanent Rosters and Leave Requests are 
processed correctly in IMS Online. 
 
Note that this steps are applicable to IMS Online Express only. 
 

Task overview 
 

 

Payroll	
  

• Maintain	
  IMS	
  Payroll	
  data	
  
• Update	
  IMS	
  Online	
  after	
  closing	
  pay	
  periods	
  and	
  other	
  data	
  changes	
  

	
  Permanent	
  
Rosters	
  

• Ensure	
  all	
  employees	
  have	
  a	
  permanent	
  roster	
  (note	
  that	
  everyone	
  who	
  
applies	
  for	
  leave	
  needs	
  a	
  roster)	
  

Leave	
  
requests	
  

• Ensure	
  employees	
  have	
  entered	
  leave	
  requests	
  for	
  the	
  upcoming	
  
timesheet	
  period	
  
• Ensure	
  managers	
  have	
  approved	
  /	
  declined	
  leave	
  requests	
  
• Send	
  leave	
  request	
  reminder	
  e-­‐mails	
  (if	
  required)	
  

Prepare	
  
export	
  File	
  

• Final	
  checking	
  /	
  reports	
  
• Create	
  IMS	
  export	
  File	
  via	
  Sync	
  Tool	
  
• Import	
  File	
  into	
  IMS	
  Payroll	
  

Finalise	
  
period	
  

• Close	
  IMS	
  pay	
  period	
  


