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This manual

This manual is intended for users at the University of Skovde.

Structure

The user manual is divided into two sections:

>
>

General information on Palasso Self-reporting
Self-reporting

Glossary

ALFA - General Agreement on Salaries and Benefits (collective agreement for
employees of public authorities under the government)

Attest — Attestation There are two different functions/authorities for the
attestation. Self-reporting made in the system is normally attested by a granting
person and an approving person respectively

Beviljande — Granting The first step in the attestation chain. The person who
considers whether or not time off is possible in terms of the activities, is also a
granting person. So is the person who decides on additional salary and sick-leave

Egenrapportering — Self-reporting Reporting of basic salary events made
directly in the system by the employee

Godkannande — Approval The second step in the attestation chain. Approval is
given by the manager responsible for deciding whether or not the time off or the
additional salary is in line with the collective agreement and other regulations

Koncentrerad deltid — Concentrated part-time employees who work less than
full-time and concentrate their part-time, i.e., work less than five days per week,
for example employees on parental leave or partial pension

Sok person — Search person Special authorization that enables an administrator
in charge to open the Palasso self-reporting of another person.

VAB - Care of sick child
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General information on Palasso Self-reporting

What is Palasso self-reporting used for?

Palasso Self-reporting is a web based system connected to the salary system and is
intended for:

e Self-reporting by administrative staff on salary related events such as time off
(holiday, VAB (leave for care of sick child), paid time off), additional salary
(overtime and additional hours), paternity leave, sick leave shorter than 8 days,
travel expenses.

e Self-reporting by teaching staff on salary related events such as time off
(VAB (leave for care of sick child), paid time off), additional salary (overtime,
additional hours and evening teaching), paternity leave, sick leave shorter than
8 days, travel expenses, secondary employment and expertise.

e Attestation of self-reported salary events.

e Looking at an individual payslip, income statements and various balance
accounts such as remaining days off.

For any questions about Palasso Self-reporting, please contact the Personnel and
administrative department.

Text fields in the Palasso self-reporting system

In Self-reporting there are a number of text fields for entering date and time etc.
Depending on the type of reporting being done (e.g., holiday, VAB, Additional
salary), the different text fields will be enabled. Normally, it is obligatory to fill in the
enabled text fields in order to continue the reporting. The format to be used for the
particular reporting is shown if you put the cursor over the text field. Dates should for
example be given in the format YYMMDD.

If there are individually reported salary events to attest, the attesting person will
receive this information via e-mail at 23:00.

Start Palasso self-reporting

In order to use Palasso self-reporting, you must have authorized access to the system.
This authorization is given by the administrator in charge at the Personnel and
administrative department.

Access the system via www.his.se/ -> Anstalld -> Snabbldnkar -> Palasso
Egenrapportering or https://palweb3.ds.palasso.com:8306/palasso/
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This will open the window Login - Palasso Egenrapportering

Username: |

Password:

Enter Username and Password. Click Login.

The login window will be closed and the main self-reporting window will open,
showing your personal particulars. If you have several employments, you must choose
employment serial number or organizational unit. The text field Anstlpnr (employment
serial number) shows which designation the employment is connected to.

There is a menu on the left showing the various features included. These functions are
described in more detail later on. This tree functions in the same way as the Explorer
in Windows. To move between fields, use the TAB key or mouse. Your authorisation
determines which functions you are allowed to access in Palasso self-reporting.

- Ju Person
-4 Ledigheter
- Tilldga

* Sjuk
- # Resor
-4 Saldon
-4 Bisyssla

# Kontering
- @ Oversikt
% Attestering

- | Hidlp

Mina instaliningar

- Stang

A PalasSo
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Exiting Palasso self-reporting

Exit Palasso self-reporting by clicking Stang (Close) in the tree. To avoid potential
deadlocks, Logica recommends that you not use the X in the window to exit the
Palasso self-reporting.

When you click Sténg in the tree, Palasso self-reporting will check that all changed
information has been saved. If the saving has not been completed, a warning message
will appear regarding the information you have changed.

When you have been logged out of Palasso self-reporting, a message confirming this
will appear saying: Du &r utloggad fran Egenrapportering. You may close this
window using the X.

net Explorer provided by Hiogskolan i Skovde -0 5[
18308 {palassofhtdacs/palassa/egenrapporteringfegen2.jsp E(EYEEY £~
-| sek i|r(_—w G o~ ‘ &b - 9% Bokmarken - ‘ & sk + °%F stavning - | Autofyll <4+ ( loggain - J & -
Meddelande: | @sicka

E . N »
;;,‘:,“ -| (& Citrix Presantatmn..‘| & palassoEgenr... X |Ipa\assn-egamapm ‘ http:ffw3d3swrif... | # HIS - EPiserver C... ‘ ‘ J 3 - B - i v [ Page - i Tooks +

Du &r utloggad frén Egenrapportering. Om det finns flera webblésarfonster 6ppna rekommenderas du att sténga &ven dem for att slutféra utloggningen.

Remember to log out once you have finished self-reporting or when you leave your
office. To be safe, lock your computer by pressing Ctrl + Alt + Delete and then click
on Las Datorn (Lock computer). The quickest way to lock your computer is to hold
down the Windows key and simultaneously pressing the L key.

Report status

Each report has a current status which shows how far along in the administration
process your self-reported salary event is.

Status Description
Rapporterad (Reported) The report has been created and saved in Palasso
self-reporting

Sparad preliminart (Saved preliminary) The report has been created but not
completed. This report will not be attested
until it has been completed with the
necessary information and receives the status

Rapporterad.
Framatrapporterad (Referred) A granted/approved travel order
Beviljad (Granted) The report has been attested by the person

responsible for personnel in the first step in the
attestation chain

Godkand (Approved) The report has been approved by the manager in
charge.
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Overford (Transferred) The report has been transferred to the salary
system for calculation of salary.

Ej godkand (Refused) The report has been refused by the attesting person

For utredning (under investigation) The report is being investigated by the granting or
approving person

Palasso self-reporting

Person (Personal information)

Open the folder Person by clicking on the + sign, and then click on Grunduppgifter
(Basic details). In the window below you will find the tabs Namn/adress
(Name/address), Annan adress (Other address), Alternativa telefonnummer
(Alternative telephone numbers), Personalkort (Personnel file) and Ovrigt (Other).

4
L Pala;so J| Mamn/adress | Annan adress I Alternativa telefonnummer I Personalkort I Gvrigtl
= |, Person =
Lo [T Efternamn Férnamn
- # Anhériga
. pealiss cfo-adress
= #¢ Kompetens
----- # Ledigheter
""" # Tilagg Adress
----- # Sjuk
|
----- # Resor
""" # Saldon Postrr Postadress
""" # Bisyssla |
----- # FKontering
----- # Oversikt Telefon arb  Telefon hem Mobiltelefon arbete  Mobiltelefon annan
""" # Attestering 0500-448 0500-417 |
- | Higlp
+- |, Mina instéliningar | || Faxnummer Personsdkare
...... .. Stang
Land
v.
E-post (arbete)
|
E-post (annan)
Fl i 3

Namn/adress (Name/address)

The tab Namn/adress contains your basic information such as name, address and
telephone number. If you change your name, postal address or if you amend your
personal details in some other way, you must enter the correct information yourself.
Make sure that the information is correct, complete with any information that might
be missing. Do not forget to notify the national registration if the amendment is
regarding a new address.
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Information about E-mail (work) is mandatory and used for messages from different
functions in Palasso self-reporting, for example in connection with attestation. It is
important that you fill in your work e-mail address and click Spara (Save).

Under the other tabs in this window, you add information that you want to be saved in
the system.

» Annan adress (Other address)

» Alternativa telefonnummer (Alternative telephone numbers)

» Personalkort (Personnel file)

> Ovrigt (Other)

Alternativa telefonnummer (Alternative telephone numbers)

In this tab you can enter the phone number to your summer residence or other
alternative or temporary phone numbers

Personalkort (Personnel file)

In this tab you can see the information that is registered about you in the system.
Highlight the details you want to print or select Markera allt (Select All) and then
Skriv ut (Print). Your personnel file appears separately on the screen and you can
print it out.

4 =
L Pala:so o | Mamnfadress I Annan adress I Alternativa telefonnummer | Personalkort | Ovrigtl
=I- |, Person
& [EGENEERE || Uppgifter som ska visas | personalkort
- @ Anhériga
® Meriter Adressuppaifter Meriter Léneinformation i
~ @ Kompetens Crganisat. Placering Anstalining Utmarkelse Avmarkera alla
----- # Ledigheter
----- # Tilldgg Grunduthildning Léner [#] Tianstedigheter (historik)
----- ® Sijuk
..... # Resor Utbildning Fasta lonetillagg Fasta lonetilldgg (historik)
----- # Saldon Sprak Bestakod Kompetens
----- # Bisyssla )
_____ # Kontering Bizyssla
----- » Oversikt
----- # Attestering
- | Hidlp
- | Mina installningar
e # Sting

Anhdriga (Next of kin)

Using this function you can add details regarding your next of kin. This information is
important from a safety point of view, should the University need to get hold of
relatives of employees for any reason. You can add information for more than one
next of kin. Save information by clicking the Spara button.
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, Palasso
=k |, Person

L i Kompe
----- # Ledigheter
..... # Tildgg
----- # Sjuk
..... # Resor
----- # Saldon
----- # Bisyssla
----- # FKontering
----- # Oversikt

- |, Hialp
[~ | Mina install
..... .. Stang

L @ Grunduppaifte

Y chora

# Meriter

----- # Attestering

L3

Bostadsadress

tens

Postrr Postadress

Telefon bostad

Personnummer Barn nr

Land
ningar

Mamn Relation

Telefon arbete Maobiltelefon

Rensa

Spara

Mamn

4| mn

Relation

I I I
[T}
ol
5

Meriter (Qualifications)
This function contains three tabs: Arbetslivserfarenhet (Work experience), Ovriga

meriter (Other qualifications) and Sprak (Languages).

Palasso
- ). Person
- @ Grunduppagifte
- # Anhoriga
.
“- 4 Kompetens
-4 Ledigheter
# Tillsgg
. @ Siuk
-4 Resor
# Saldon
- 4 Bisyssla
- 4 Kontering
- @ Overskt
# Attestering
- L Higlp
Mina instaliningar
# Stang

Arbetslivserfarenhet | Cwriga meriter I sprgkl

Arbetsgivare befattning Sektor

A il
Fromdatum Tom datum lommunal
[Privat
IStatlig
Ovrig

Registrerad arbetslivserfarenhet

Rensa

Arbetsgivare befattning Sektor Fr.o.m
HOGSKOLAN [ SKOVDE |Staﬁlg 001201

T.o.m

Arbetslivserfarenhet (Work experience)

Information work experience is used among other things to calculate NOR (an award
“for diligence and conscientiousness in the service of the realm” given to people who

have been employed by the government for at least 30 years).

Ovriga meriter (Other qualifications)
This is where you fill in qualifications other than work experience, language or

education.

Sprak (Languages)
In this tab you add the language(s) you know and your level of proficiency. Save

information

by clicking the Spara button.
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Kompetens (Expertise)
You access your expertise profile by clicking Kompetens in the folder Person.

7N\
4
¥ Palasso ] Kompehensomrgde: M
EI-igh Person PEDAGOGISK UTBILDNING ~ | HOGSKOLEPEDAGOGIK
i 4 Grung | - :
. Anha Ni\r@u ) From Tom
o # Meritg | | -3 i
----- # Ledighets Anteckning
----- # Tiladag
----- ® Sik \\
----- # Resor
..... & Saldon Kompetensamne Nivd Datum Gitigtem  Antedning | Status Attesterare | Attestdatum Spara
..... - Bisyssla a OLEPEDAGOGIH —
..... & Kontering| | |VALIDERING I HPU
..... @ Overskt || FORSKARHANDLEDNING N\ | N\ | | | |
----- # Attesterir \
B ) Hilp
[#- | Mina instg
..... # Sting

1. Choose kompetensomrade (area of expertise) using the scroll list. At present
you can choose Pedagogisk utbildning (Pedagogic education) and Docent.

2. Choose kompetensamne (subject)

3. Then choose Niva (level) and Fr o m datum (starting date). The starting date
refers to when you reached a certain level of expertise or when a decision was

made of academic recognition or docentship.

4. In the text field for notes, you fill in the subject in which you have been made

Docent as well as at which institute of higher education.

5. Click on Spara.

If you wish to register additional areas of expertise, start again from points 1 and 2

respectively.

Ledigheter (leave)

General information on leave

Using this function you can report different types of leave. Choose Ledigheter in the

menu

Ledigheter is divided into three categories: In each category you can self-report the

following types of leave:

e Holidays (for administrative staff; for teaching staff, holidays are governed by

a local agreement).
» Days taken

e Leave for care of sick child
» Leave for care of sick child
» Leave for care of sick child for more than 10 days

e Paid leave
» Qualifications and examinations
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» Family emergency
» Leave to move house, 1 working day

e Paternity leave
» Application for 10 days of paternity leave in connection with childbirth

Other leave shall be applied for as per the previous procedures, i.e., by using the
application form for leave.

If there are previous cases of leave, this is shown in the scroll list. The standard
choices shown will be the types of leave taken over the last 3 months, but you can
choose to base them on the last month, the last 12 months or all types of leave.

There is a system in place that warns you if you try to report leave on a date for which
some type of leave has already been logged. You can then choose whether you want
to continue the reporting or not.

Important To report leave that has taken place over the turn of the month, if you are
reporting the number of days, the reporting has to be divided and submitted for each
month separately.
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Rapportera ledigheter (Reporting leave)

Palasso e ) 3 . :
5 Person M Loneart Ledighetsgrupp 1 Typ av ledighet ) Flytta drende till
_____ I m 65202 Semester - Semesteruttag - PERSOMAL- OCH EKONOMIA... « Rensa
----- # Tillagg From Kl Tom Kl Omf Kwot Kontering ...
----- * Siuk — — = g
----- # Resor DJ DJ S
----- # Saldon Antzal dagar Barn Kontering
----- # Bisyssla
----- # Kontering )
..... & Oversikt Anteckning (max 72 tecken)
----- # Attestering
- | Hiélp

1.  Choose leave category

2.  Choose leave type
» The type of leave determines what text fields to fill in.

3. Fill in the remaining information in the boxes

Dates should be written in the format YYMMDD.

Omf (percentage) is given as a percentage of full-time.

For some types of leave it is mandatory to state Antal dagar (number of
days). Please refer to the ‘Antal dagar’ section below.

If you want to add a comment to your report, you may do so in the
text field Anteckning (Comments).

If you want to clear all information that you have not yet saved, click the
button Rensa (clear)

YV WV VVYV

4.  Click on Spara
» The leave is saved and moved to the scroll list.
» Your leave is then forwarded to the attesting person.

Holidays

Holiday allocation for teachers

The holiday procedure for teachers is handled in accordance with the local agreement
(please refer to the Personnel Handbook), i.e., holidays are taken during the students’
vacations or on other non-teaching days.

Note that the holiday application shall always be completed on a form submitted to
the University (and not reported in Palasso self-reporting).
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Holiday allocations for administrative staff

Technical and administrative staff shall report their holidays in Palasso self-reporting.
Information regarding holidays is shown when you click the function Ledigheter
(Leave).

Palasso
+- | Person

3

Léneart Ledighetsgrupp  Typav ledighet Flytta &rende til

..... ® Tilsag —— Semester - omf Kvot Kontering ...
----- *® Sjuk BJ vArd av sjukt barn L = =

""" # FResor —  |Ledighet med lsn Spara

----- # Saldon Antal dagar Pappadagar - ing

----- # Bisyssla
----- # Kontering .
_____ @ Overskt Anteckning (max 72 tecken)

----- # Attestering ‘
+-- | Hjglp

Leave for care of sick child

Extent

You may take leave for the care of a sick child 100, 75, 50, 25 or 12.5 per cent. If you
work full-time, state the percentage of a working day you have been absent in the
"Omf" (percentage) text field.

If you are absent one whole day while you are on partial leave of absence, state the
percentage that remains after you have deducted your leave of absence. This applies
irrespective of whether you work shorter hours 5 days a week or your leave of
absence is in the form of full days.

Example 1: You are on 20% partial leave of absence and have been absent for a whole
day.

Enter 80 in the “Omf” text field.

Example 2: You are on 20% partial leave of absence and work Monday — Friday.
You stay at home to care for a sick child for half a day.

Enter 40 in the “Omf” text field (100-20=80, 80/2=40).

”Vard av sjukt barn” or ”Vard av sjukt barn mer an 10 dgr”?

If your annual salary is less than 7.5 x the base amount

The type of leave is always “Vard av sjukt barn” (Leave for care of a sick child).

If your annual salary is more than 7.5 x the base amount

The type of Leave is “Vard av sjukt barn” for the first 10 days. Starting on day 11,
you use "Vard av sjukt barn mer an 10 dgr” (Leave for care of a sick child for more

than 10 days). If the 10-day breakpoint occurs during one and the same period of
leave, you must complete your report in two steps.
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Example: You have been absent for 8 days earlier in the year due to leave for care of a
sick child. Now you are going to report a new period of leave for care of a sick child
for the period from 22 February 2011 to 24 February 2011 (3 days).

Step 1 Type of Leave = "Vard av sjukt barn” 110222 -110223
Step 2 Type of Leave = "Vard av sjukt barn mer an 10 dagar” 110224 - 110224

If you want to see how many leave days you have taken so far during the year, you
can go to Saldon — Ackumulatorer (Balances — Accumulators).

Reporting over the turn of the month

If you are at home due to leave for care of a sick child over the turn of the month, you
must submit two reports, one report for each respective month. N.B. In the box “Antal
dagar™ (number of days) you enter the number of working days that you have been on
leave in each month.

The text field ”Antal dagar”

For leave due to leave for care of a sick child, it is obligatory to enter the number of
days. You must always enter the number of working days, not the number of calendar
days.

Ledighet med 16n (Paid leave)

Examen och tentamen (Qualifications and examinations)
The right to leave in connection with your qualification or examination, maximum 5
working days per calendar year.

Slaktangelagenhet (Family emergency)

Leave for family emergencies is allowed in cases of serious illness, death, contact
with funeral directors, funerals, drawing up an estate inventory or distribution of an
estate within the employee’s immediate family or among close relatives. You may be
absent for a maximum of 10 days per calendar year. For more information, please
refer to the Personnel Handbook. It is obligatory in this case to fill in the box for
notes, stating the affinity and reason for taking time off.

Flyttledig 1 arbetsdag (Leave to move house, 1 working day)
In accordance with ALFA, you are entitled to 1day’s paid leave for moving.

L

Pal
alassa M Loneart Ledighetsgrupp Typ av ledighet ~ Flytta drende til

+- |, Person

_____ Py r— 5622 Ledighet med l&n - IExamen o tentamen - PER.SOMAL- OCH EKONOMIA... Rensa
..... # Tildag From K Tom Examen o tentamen - Kontering ...
----- # Sjuk BJ BJ Slaktangelagenhet =
----- # Resor Flyttledig 1 arbetsdag = Spara
----- # Saldon Antal dagar Barn Kontering
----- # Bisyssla
----- # Kontering )
_____ & Overskt Anteckning (max 72 tecken)
----- # Attestering ‘
- Higlp
""" * RPIE_FS_OT?T':TTO_IEE Senaste mdnaden @ Senaste 3 man Senaste 12 man Alla
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Pappadagar (Paternity leave)

The father or the co-parent of a child has the right to paternity leave with full salary
deduction, for ten days in connection to the birth/adoption of the child (even if the
mother is on leave and receiving parental allowance for the same child). The parental
leave is to be taken within 60 days of the child coming home from the hospital.

| Palasso

4

o P W Loneart I__edighetsgrupp - Typav ledighet ) Elytta arende till )
_____ . Lter 5746 Pappadagar ~+| |Pappadagar ~ | |PERSONAL-OCH EKONOMIA... |
..... # Tildgg From izn’cnlester. Kb i Omf Kvot Kontering ...
..... # Siuk — rd av sjukt barn A = =
..... - RJegDr Ledighet med lén 7 Spara
----- # Saldon Antal dagar Pappadagar - [ing
----- # Bisyssla I -
: gi::ﬂg Anteckning (max 72 tecken)
----- # Attestering
- L I_—!jélp )
Tillagg (Additional salary)
When you report in "Tillagg", regarding additional hours or overtime, you must report
each occasion individually.
Example: You have worked overtime 2 hours per day over the period 28 — 10
February 2010. You report your overtime in the following manner:
I:imPala;so : Léneart ﬁlléggsgrupp ~ Typav tilldgg ] Elytta arende till ]
..... Y L:;?;:Eter 3114 \Overtid > |Overtid enkel > | |PERSONAL-OCHEKONOML.. w Rensa
..... P Tillzqg - Qvertid - -
..... # Sjuk P Mertid __Enntenng
----- # Resor Kvalsundervisning ¥ 5
----- # Saldon Antal Belopp Kontering
----- # Bisyssla [ -
----- # Kontering ] )
..... & Oversikt Anteckning {max 72 tecken)
----- # Attestering
[ | Hjglp
1. Choose Tillagg (Additional salary).
2. Choose Tillaggsgrupp (Additional salary category) and Typ av tillagg (Type
of Additional salary).
In each category you can self-report the following types of additional salaries:
Overtid (Overtime) Overtid enkel (Simple overtime) or Overtid
kvalificerad (Qualified overtime).
Mertid (Additional hours) Mertid or Mertid partiellt tjanstledig (additional
hours, partial leave of absence).
Kvallsundervisning (Evening teaching) Undervisning kvéllar/helger
(galler larare) (teaching
nights/weekends, only applies to
teachers)
3. Enter dates and times in the formats YYMMDD and HHMM. In the text field
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(example 1.30 = one hour and thirty minutes, 3.00 = three hours). For evening
teaching the time will not be specified.

4. Any information for the consideration of the attesting person, regarding the
reasons for the overtime/additional hours, should be given in the text field
Anteckning.

5. Once you have finished self-reporting, click Spara and your additional salary
receives the status Rapporterad. The additional salary is then made available
to the attesting person.

You can only remove your additional salary if it has the status Rapporterad. If it has
the status Beviljad/Godkand, the attesting person can remove the attestation. When it
has the status Overfdrd, you can contact the central salary administration.

Overtime

Overtid enkel (Simple overtime)
All overtime that does not entitle you to qualified overtime, see below. Your hourly
remuneration is your monthly salary divided by 94.

Overtid kvalificerad (Qualified overtime)

»  Between the hours of 19:00 on Friday and 07:00 on Monday.

»  Between the hours of 19:00 on the day before the Epiphany, May Day,
Ascension Day or the Swedish National Day and 07:00 the next working day.

»  Between the hours of 19:00 on Maundy Thursday and 07:00 the day after
Easter Monday.

»  Between the hours of 19:00 on the day before Midsummer's Eve, Christmas Eve

or New Year's Eve and 07:00 on the first working day after these days.

»  All other days between the hours of 22:00 and 06:00.

Your hourly remuneration is your monthly salary divided by 72.

Mertid (Additional hours)
Additional hours are paid for employees who are normally on part-time, and work
outside of their regular working hours. This applies to hours up to full-time.

The hourly remuneration for administrative staff is the monthly salary recalculated as a
full-time salary divided by 165 (in accordance with ALFA)

The hourly remuneration for teaching staff is the monthly salary recalculated as a full-
time salary divided by 140 (in accordance with the local agreement on working hours
and hourly remunerations for teachers at the University of Skovde).

Part-time employees
If you are employed part-time and work additional hours, choose “Mertid” (Additional
hours) under Typ av tillagg (Type of additional salary).

Partial leave of absence
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If you are employed part-time and work additional hours, choose “Mertid partiellt
tjanstledig” (Additional hours, partial leave of absence) under Typ av tillagg (Type of

additional salary).

Example: You are on 20 per cent partial leave of absence and normally work Monday —

Thursday. You come in to work on Friday - your normal day off.

Kvélls/helgundervisning (Evening/weekend teaching)

In accordance with the local agreement on working hours and hourly remunerations
for teachers at the University, additional salary of SEK 120 per hour will be paid for
any teaching that takes place, at least 50 per cent, after 18:00 or on Saturday-Sunday.

| Palasso

[ visa handelser frén lon
Tilldgg From | Kl | Tom | Kl ‘ Antal Belopp Korr Kontering Status

Choose Kvalls/helgundervisning (Evening/weekend teaching) under “Tillaggsgrupp”
(Additional salary category) and state “Fr o m datum” (Starting date) and “T o m
datum” (Finishing date) as well as the number of hours worked on the day or period in
question. The evening/weekend teaching hours can only be reported upon the
completion of the work. You can also transfer the matter to another
department/institution, if they are to cover the cost.

Sjuk (Sick leave)

Use this function to report sick leave that does not exceed 7 calendar days (and
subsequently does not require a doctor’s certificate). You report your sick leave once
you return to work and state both ”Fr o m datum” (Starting date) and T o m datum”
(Finishing date). If you have been sick for less than one whole day, state the
percentage of the working day in the “Omf” text field.

&)} Person " Tlldggsgrupp . Typav tillsgg Flytta rende tl _
.' Ledigheter Ilfvallsfhelgunderwsnlng - Undervisn kv /helg - \PERSONAL- OCH EKONOMIAVDEL... ¥ |
i m Over.hd “lom .
- 4 Sjuk Mertid

# Resor Kvallshelgundervisning - Spara
-4 Saldon Antal Belopp Kentering
- Bisyssla -
- 4 Kontering
@ Overskt Anteckning {max 72 tecken)
G- |, Higlp ‘
- # Personalhandboke

B s Minainstaliingar Senaste minaden (@ Senaste 3mén Senaste 12 mén Alla

@ Sting - : £ 2

Skriv ut post ...
Skriv utallt ...

4
é---Pala;z?son M Léneart _Sjukfrénvarogrupp . Typav sjukfrdnvara )
. Grunduppgifte 5399 |Siuk ¥ | |Siuklaneperiod - | Rensa
e Anhériga From Kl Tom Kl Omf Spara
t 4 Meriter E E —
- # Kompetens
----- # Ledigheter Lakarintyg P
_____ # Tilsag Antal dagar Veckoarbetstid immar Barn From Tom STTER| L FTER I S
_____ . - ¥ [ Rehabutredning pabarjad
""" # Resor Anteckning (max 72 tecken)
----- # Saldon
----- # Bisyssla
----- # Kontering
----- # Oversikt ") Senaste minaden @ Senmaste 3mdn () Senaste 12mdn () Alla
User Manual for Palasso Self-reporting, 25-10-2011 15

University of Skovde




Sick leave periods longer than 7 calendar days (which require a doctor’s certificate)

are dealt with manually by the Personnel and administrative department.

Length of sick leave

No more than 25% of working hours

More than 25% but no more than 50%
More than 50 % but no more than 75%
More than 75%

Omf

25
50
75

100

If you go home due to illness before the end of the working day, you must report your
sick leave in two steps:

Example: You leave at 12:00 on day 1 (110117) and stay on sick leave for 3 days
(110117-110119)

Fr o m datum T o m datum Omf
Step 1 110117 110117 50
Step 2 110118 110119 100

If you are on partial leave of absence, write the percentage that you work in the

“Omf” text field.

Example: Partial leave of absence 20% and on complete sick leave.

Enter 80 in the “Omf” text field.

Example: Partial leave of absence 20% and 50% on sick leave.

Enter 40 in the “Omf” text field (100-20=80, 80x0.50=40).

Amend leave

You can only amend leave that has the status Rapporterad.

4
L

) Palasso
(- | Person

----- # Bisyssla

----- # Kontering

----- # Oversikt

----- # Attestering

- | Hjalp

----- # Personalhandboke
- | Mina instéllningar

1. Click on the event in the scroll list that you wish to amend.
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Loneart
65202

From Kl

2011-03-08

Antal dagar Barn

Anteckning (max 72 tecken)

Ledighetsgrupp
Semester

Tom

2011-03-08

Typ av ledighet
Semesteruttag

Kl

Kontering

() Senaste mdnaden @) Senaste 3min

[7] visa handelser frin lén

(7) Senaste 12 m8n

Omf

© Ala

Flytta drende til

\PERSONAL- OCH EKONOMIA...

Kwot

Ledighetsorsak

Semesteruttag
Semesteruttag
Semesteruttag

Fram

110215
110107
101230

110218
110111
110104

Gverfard
Overfiird
Overfird

Ta bort rad

Karrigera
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2. Make amendments
3. Click on Spara. The amendments will then be saved.

Remove Leave

You can only remove leave that has the status Rapporterad.
1. Click on the event in the scroll list that you wish to remove.
2. Click on the button Ta bort rad (Remove line).
3. Click on Spara.

Amending or removing leave that has the status Beviljad or
Godkand (Granted/Approved)

If you wish to amend or remove leave with the status Beviljad or Godkand you must
contact the attesting person who is authorized to remove the attestation. Once the
attestation has been removed, the event receives the status Rapporterad and you can
remove it or make amendments.

Rectifying leave that has the status Overférd (Transferred)

You can only amend leave that has the status Overford. If you wish to amend or
remove leave with the status Overford a rectification must be made. The rectification
means that you remove the previous report. If this report is to be replaced with new
leave, you have to create a new report following the rectification.

If you wish to amend or remove information with the status Overford a rectification
must be made. Click on the line in the scroll list that you wish to remove. The
information is shown in the reporting box. Click on the button Korrigera (Rectify).
Specify the reason for the rectification in the text field for notes. Click on Spara, and
the korr text field will be ticked. Your earlier report will be removed from the salary
system and you can add a new one containing the correct information. The rectified
information along with the new leave is then forwarded for attestation.

1. Click on the leave you wish to rectify.
2. Click on the button Korrigera.
3. Click on Spara.

The rectified leave will show up on your payslip.
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Resor (Travel)

When you click on Resor, the tab Ny (New) will open, where you can report new
travel.

/" Egenrapportering - Resor

| Palasso N

#- | Person '| | NY | Resor

""" o Leu%igheter Personnummer

""" # Tilagg I

----- ® Sjuk

_____ » m Redovisningsenhet

""" : z;‘:z;a 0106 HIS \d If you have more than \

""" Anstallningslépnummer

..... & Kaonlering one emp!oyment, and _

..... @ Cverskt @LO2O304 they are in different units,

-} Higlp Organisationsenhet choose the appropriate

G- || Mina instéliningar S anstéllningsléopnummer

----- # Sténg Typ av resa : (employment serial

— number) and
/@ Inrikes organisationsenhet
( () Utrikes (organisational unit) to be
N Upprepade enda charged for the travel. j
oK
Important!

In this tab you choose whether to report travel inrikes (domestic) or utrikes (abroad).
This choice affects which tabs become enabled in the following window.

You can check previous travel under the tab Resor.

Alla resor Fér Anders Ask, 6805229272

Ayresa | Hemresa | Andaml (max 150 kecken) | Resml | Feseid | Skatus Tot bel Attesterare | Attestdatum Eilter p&/av
2010-11-15 | 2010-11-17 | Utrikes resa 100326 | Sparad av adm 2628,50 =
Z010-11-11 | 2010-11-13 | Tesk Giiteborg 100323 | Sparad preliminart Oppnia
2010-11-02 | 2010-11-03 |Flera endagsresor 100320  Sparad preliminart
2010-10-26 | 2010-10-26  Endags inrikes 100327  Sparad av adm 318,50
2010-10-14 | 2010-10-15 | Endagsresa kill Falun 100273 Sparad preliminart 1354,50

Once you have chosen type of travel and clicked OK, another window will open,
making available the tab Resa.
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Reporting domestic travel

Personnummer Reseid Namn Organisationsenhet _ Avresa Hemresa Totalbelopp Resezon
- @ 4| » - |

Redovisningsenhet ) Anstaliningsldpnummer Tignstebendmning Attesterare Status

HIS v| @1 2 3 4 m— | @ Inrkes Utrikes

[ I | ( Shows that there is
om ¢ meend informational text for
E the window.

Hemresa
From Kl To

=

m
Andamal \ / Avtal _ Flytta &rende il

31111 MEDIER, ESTETIK OCH BERATTANDE
31112 INFORMATIOMNSTEKNOLOGI

31113 BARNS, UNGAS OCH VUXNAS LARANDE
312 ms

31210 EKONOMI OCH SAMHALL

31211 N EKONOMI OCH BETEENDE

Lokalt avtal | [PERSONAL- OCH VDELNINGEN ] I
-
Resezon ur
Utanfor verkeamhetsart .| 31110 KOGNITIV NEUROVETENSKAP OCH FILOSOFT | £ |
@ | | :

Till startsidan Kopiera Makulera Prelimindra ersattningar Reserdkning Utlaggsbilaga Till attest Spara \
4 »

1. Enter information regarding the date and time of Avresa (Departure) as well as
Hemresa (Return) as well as Andamal (Purpose). In the Andamal box you
state the purpose and destination of the journey.

2. In this scroll list you can choose to transfer the matter to another
department/institution that is not your regular organisational unit, if they are to
cover the cost of the journey.

3. Click on Spara. When you save the information, more boxes in this tab
become enabled and you also get access to the remaining tabs.

Further explanations are available in the help box in the corner, which you access by
clicking the icon.
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i
{ 2 Egenrapportering - Resor 1 11— — o )
L

Palasso
K
[ |, Person " Personnummer Reseid Namn Organisationsenhet Avresa Hemresa Totalbelopp Res
..... # Ledigheter 109625 ] @ » L | 2011-01-01 2011-01-02 1074.00 Uta
----- - Tl.Ilégg Redovisningsenhet ) Anstaliningsléprummer Tjénstebenamning Reserakning Attesterare Status
----- * Sjuk |HIS | @1 2 3 4 @ Inrikes () Utrikes Sparad preliminart
..... . Resor
""" # Saldon Resa | | utiaga (1) [ coz | Kentering (1) [ Anteckning|
..... # Bisyssla
----- # Kontering Avresa ?
..... # Oversikt From Kl Tom Kl Resmdl
- Hisl 2011-01-01 [T og:00 | [2013-01-01 [ 0s:00
- Muja installningar Hemresa
""" # Stang From K Tom Kl
2011-01-02 [ 15:00 | [2011-01-02 [T 15:00
Andam8l Avtal ]
Kurs i Stockholm \Lokalt avtal -
Resezon )
\Utanfir verksamhetsort -
Maltider
[ Inga mAltider
Datum Lunch med formansvarde | Middag med formansvarde | Privatévernattning | Frukost
[
2011-01-02 ]
Bilersattning
Status Avtal Datum Antal km | Antal passager... | Antal km med passagerare Féardvag Ny rad
Skattefri del +skatte... | 2011-01-0 (2]
Ta bort
Ony & Uppdaterad &) Borttagen Férslag
[ Till startsidan ] [ Kopiera ] [ Makulera ] [ Preliminéra ersattningar ] [ Reserakning ] [ Utlaggsbilaga ] [ Till attest ] [ Spara ]

You can also report any meals ("Maltider") included by ticking the appropriate box

for the date in question.

Enter obtained meals and any compensation for travel in your private car

("Bilersattning").

For domestic travel, the box “Frukost” (breakfast) is ticked automatically since this is
normally included in the cost of the hotel. If it has not been included, untick the box.

If you have used your own private car for the journey, enter this information under

Bilersattning.

Continue to the next tab.
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Utlagg (Expenses)

F ™y
2 Egenrapportering - Resor E@ﬂ
Ry -
[j.-.> Personnummer Reseid Mamn Crganisationsenhet Avresa Hemresa Totalbelopp Resezon
----- — wssss [ [«)&E)[r -] 2010-10-10 2010-10-10 Utanfar ve
----- Redovisningsenhet ) Anstaliningsl&pnummer Tjénsteblenémningll Reserakning Attesterare Status
""" — @)1 2 3 4 i @ Inrikes (7) Utrikes Sparad prelimingrt
""" | Resa | | Utiaga (1) | co2 | Kentering (2) | Anteckning|
----- Utléga/Ers&tiningar
----- Status Ersattning Valuta Kurs Utl.bel Belopp | Varav Moms | Verif Land Kontering Korr
[ \Lokaltratik - 50.00 2.83
E 7] 2,83
""" Kontering...
Representation...
& Ny & Uppdaterad ) Borttagen Firslag
Kommentar
buss till Macka m
N—
Tillogsrapporterad.
[ Till startsidan ] [ Kopiera ] [ Makulera ] [ Preliminéra ersattningar ] [ Reserakning ] [ Ut&ggsbilaga ] [ Till attest ] [ Spara ]
4}
[

1. Under this tab you report travel expenses such as public transport, train

tickets, accommodation etc.
2. If you have had multiple expenses, click "Ny rad" (New line) for each
additional cost. The tab header will show the number of expenses reported.

[Resa | Utiagg (1) | co2 | Kentering | Anteckning|

Moms (VAT) is calculated automatically, but may be amended if the
receipt shows a different VAT amount.

Reseforskott (Advance travel allowance)
If you have received any advance travel allowance, you report this under

expenses as well.

3. By highlighting an expense line in the list and writing in the text field
marked Kommentar (Comment) you connect a message to that expense.
When a line is highlighted, the comment reported is shown.

Kommentar
buss till Nackal
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CO2

F ;P Egenrapportering - Resor“ lI=I =k g
|

[4
Perzonnummer Reseid Mamn Organisationsenhet _ Avresa Hemresa Totalbelopp
) [« ][] [1wo82s [ [« EE» . v 2011-03-01 2011-03-01
Redovigningsenhet _ Anstaliningslpnummer Tj&nstebenamning Reserakning Attesterare Status
HIS | @1 2 3 4 T | @ Inrikes () Utrikes sparad prelimir
[Resa | | utlaga| CO2 | Kontering | Antedkning|
CO2-utslépp
Statws | Fardmedel | Drivmedel [ Datm | FEn | T# | Antlkm |  ToR | kgco2 | [ Fiterpdjav |
Egenbil o Bensin | (] ]
wT
= Ta bort
Hyrbil inrikes —
DNy % Uppdaterad &) Borttagen Férslag
’ Till startsidan ] [ Kopiera ] ’ Makulera ] ’ Preliminara ersattningar ] ’ Reserakning ] [ Utl3ggsbilaga ] [ Till attest ] ’ Spara ]
— 5 =

Under this tab you report CO2 emissions. If you select Egen bil (Private car), there
are different types of fuel. In the boxes Fran (From) and Till (To) you write for
example home — station.

If you tick the box to show that this is a return trip (text field marked ToR), the
number of kilos of CO2 is automatically doubled.

Kg CO2 is automatically calculated when you press the TAB key.
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Kontering (Account coding)

— 7 — — T— — T— — — - —— =
\P Egenrappartering - Resor . l = ﬂ
. Palasso 4
J Person Personnummer Reseid Marnn Organisationsenhet Auresa Hemresa  Totalbelopp Resezan
# Ledigheter I 111133 [E] | 011-10-14 2011-10-14 Utanfiér verksamhetsart
- # Tildgg _Redovisningsenhet Anstalningslépnummer T]'ansteh_el_w'ammng_ Reserakning Attesterare Shatus
- @ Sjuk HIs > @l z 3 4 @ Inrkes () Utrkes Sparad preliminart
o B esor
~# Saldon | Resa I | Dagar utan trakkamente I UHEag | C02| Konkering | Anteckning‘
. # Bisyssla
# Kontering Skapa och koppla engdngskantering
- Overskt Werks * org* Khér * Mokpart
| Hjglp
# Personalhandboken
.‘ :Iga instéllningar Koppls kentering
i Status Manin | Andel [ My rad ]
MUTRI HALMSTAD B
IDKFIDKL =
1231001 )
KURS
KOMPLIT
[WEE
DATAK 2
Oy & Uppdaterad €3 Borttagen Fiirslag
Administrera konteringar ..,
I [ Till startsidan I [ Kapiera I [ Makulera ] [ Preliminéra ersattningar I [ Reserdkning I [ Ut&ggsbilaga ] [ Till attest ] Spara
M « m ¢ s
L

If there are previously uploaded account codes, you can choose one of

these by clicking the text field Namn (Name) in the scroll list.

If there are no previously uploaded account codes, or if you want to create

a new code, click Administrera konteringar (Manage account codes).
This will open a new window.

-
|2 Kontering

[SS)

Konteringstyp

—_— | Engéngskontering

[] Spara som process gemensam

22 [ Grundutbildning u... | 323 / Personalavdelnin. .

.[1231001 / Léner perso...

v Motpart
m Andel %
""""" Visa endast giltiga poster
Verks Org Kbar | Motpart Namn Léaa til / Uppdatera ]
21 { Grundutbildning 313/ Inst, fir vérd oc... 1130100 / Gemensam... 1130100
21 / Grundutbildning 313/ Inst, fir vérd oc... 1130200 / Administration 1130200 Ta bort rad
21 { Grundutbildning 323 [ Personalavdelnin... 1231001 f Léner perso... 1231001 o
21/ Grundutbildning | 323 / Personalavdelnin...| 1231002 / Slér pir 1231002 -para

RESA 0106, 109487

I

<

Skapa eller kopiera organisations gemensamma konteringar
Kopiera

Visa normalkontering ...

[] Hamta fr&n annan org

Verks | org

Motpart |

[ Filter p/fav ]

4 1

Kopiera till konteringar

Stang
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3. Using these text fields you create new account codes. Choose Verks, Org,

Kbéar (Activity, Organization, Code) by clicking on (M in each respective
scroll list (see image below) and name your account code using
Konteringsnamn. Click Lagg till/Uppdatera (Add/Update), Spara and
Stang. This will get you back to the original view.

-

—
|5 Sek i kodplanen @
Kaodplan

Kod Kodnamn From Tom Filter pd/av

21 Grundutbildning 031201 991230
22 Grundutbildning uppdrag 031201 991230

23 Forskning anslag 031201 991230

231 Informationsteknologi (anslag) 070101 991231

232 Systembiologi (anslag) 070101 991231

233 Virtuella system (anslag) 071001 991231

24 Forskning bidrag 031201 991230

241 Informationsteknologi (externf 070101 991231

242 Systembiologi {(externfin) 070101 991231

243 Virtuella system (externfin) 071001 991231

25 Ovrig verksamhet 031201 991230

H

4. Travel expenses can be divided over several account codes by stating the
division in % in the text field marked Andel (Share). Click on “Ny rad” for
adding additional coding lines. N.B. The final sum must be 100%. The
account coding is mandatory.

When you return to the tab Kontering, you can highlight a line and click on Info. This
will allow you to see all the information on account coding uploaded for this
particular line.

-

2 Information om dimensioner

=)

[1231001]

erks Org kbar
21 323 1231001
Grundutbildning Personalavdelningen Léner personal

Motpart
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Reporting travel abroad

— ™
| Egenrapportering - Resor L@g
| Palasso N N
[+~ |, Person '| | N¥ | Resar
""" L Personnummer
..... ® Tildag
----- # Sjuk
_____ - [ Redovisningsenhet
----- e 0106 HIS v
""" # Bisyssla AnstaliningslSpnummer
----- # Kontering
----- & Oversikt @10203 04
- |, Higlp Organisationsenhet |
- [ Mina instalinin 1
..... # Sting L
Typ av resa
|
|
04
l I [
- - A

Travel order

When travelling abroad, the employee must always report a travel order which is then
attested by the head of school/department/research  manager/project
manager/operations manager or equivalent. The travel order must be reported and
approved in advance before the journey takes place. For the Government’s business
travel insurance to apply, there must be a travel order.

Once you have chosen type of travel and clicked OK, another window will open,
making available the tab Resa .
[LP Egenrapportering—Resor— E@Iﬂ

[']... " Personnummer Reseid MNamn Organisationsenhet _ Avresa Hemresa Totalbelopp Resezon
_____ — @ <« E = i
----- Redovisningsenhet ) Anstaliningslépnummer Tjanstebendmning Attesterare Status
""" HIS > @1 2 3 () § | — Inrkes (@) Utrikes
|| | Resa [Ligkes ] [utizes feoa ]
----- Avresa 2
..... From / om Kl Resmal
g-|| | [2011-0506 [[[o7:00 | [2011-05-06 || o7:00
""" Hemresa
From Kl Tom Kl |
2011-05-08 [l 16:00 | [2011-05-08 |[TH)| 16:00 i
Andam3l \ Avtal _ Flytta arende til ]
Konferens i Danmark| Lokalt avtal w | |PERSONAL- OCH EKONOMIAVDELNINGEN - |
Resezon )
\Utanfiir verksamhetsort |

e

Till startsidan Kopiera Makulera Prelimindra ersattningar Reserakning Utl&ggsbilaga Till attest Spara

= 4
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Enter information regarding the starting and finishing time of the journey as well as
its purpose. In the Andamal text field you state the purpose and destination of the
journey. Click on Spara. When you save the information, more text fields in this tab
become enabled and you also get access to the remaining tabs.

o

| Egenrapportering - Res‘_ Eléu'
&

2011-05-08 . 16:00 2011-05-08 @J 16:00

- Personnummer Reseid Mamn Organisationsenhet Avresa Hemresa Totalbelopp Resezon

..... —— (110274 <« E> ,: 2011-05-08 2011-05-08 Utanfér verksamh |
----- Redovisningsenhet ) Anstéliningslépnummer Tjénsteben&mning Reserkning Attesterare Status

----- HIS > @1 2 3 4 () Inrikes @) Utrikes Sparad preliminart

""" Resa | Utrikes | Dagar uten traktamente | | co2 | kentering | Anteckning

----- Avresa ?

..... From K Tom Kl Resmal

o-|| | [2011-05-05 [[o7:00 | [2011-05-05 |[][07:00

""" Hemresa

- From Kl Tom Kl

O ny & Uppdaterad ) Borttagen Férslag

Andamél Avtal Flytta arende till
Konferens i Danmark _Lokalt avtal w | |PERSONAL- OCH EKONOMIAVDELNINGEN - |
Resezon _ Erh8llet fisrskott
\Utanfiér verksamhetsort | |4000,00 \
Maltider
[] Inga mAltider
Datum | Lunchmed férmansvarde | Middag med formansvarde | Privat & i | Frukost
2011-05-06 =] [ [l ol
20110507 0
\ [ 1
Bilers&tining
Status | Avtal | Datwm Antalkm | Antal | Antal km med | Fardvag [ hyrad |
| Skattefri del + skattepik... ., | 2011-05-06 | 1)
i

s [ Till startsidan ] [ Kopiera ][ Makulera ] [ Preliminara ersatningar ][ Reseorder ] Utlaggsbilaga Spara

If you have received any advance travel allowance, you fill in the amount received in
the box "Erhallet forskott".

Enter meals you know in advance that you will receive and any compensation for
travel in your private car (see explanation on page 19).

Continue to the tab Utrikes.

2 Egenrapportering - Resor 11 W o
L

- "l Personnummer Reseid MNamn Organisationsenhet Avresa Hemresa Totalbelopp Resezon

—_—----

----- Redovisningsenhet Anstaliningsléprummer Tjénstebenamning Reserakning Attesterare Status
----- HIS > @1 2 3 g4 E——— 0 Inrikes @) Utrikes Sparad preliminart

""" Utrikes | Dagar utan traktamente | | co2 [ kentgsing | anteckning

..... — 0 «E ,: 2011-05-06 2011-05-08 Utanfér verksamh |/

----- Resan bérjar och slutar i 'Sverige - 1

[H Lamnar bostaden/arbetet Lamnar Sverige Kommentar
""" Datum K Datum * K=
B | [2011-05-06 |l 07:00 2011-05-06 [[TH] 03:00

Tid i annat land

‘Danmark - | 2011-05-06 10:00 2011-05-08  |(1) 11:00

Ta bort

O ny & Uppdaterad € Borttagen Féirslag

Ankommer till Sverige Ankommer bostaden/arbetet Kommentar
Datum * K= Datum Kl ‘ ‘

2011-05-08 2011-05-08 [l 16:00

2 K[ swus Land | ank dalun-J Lokal tid Lamnar datum Lokal tid Nyrad |
HE

T | Till startsidan | [ Kopiera ] [ Makulera ] [ Prelimindra ersattningar ] [ Reseorder Utlaggsbilaga Spara
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The system will obtain the Swedish starting and finishing time from the times
specified in the tab Resa.

1. State the date and time you plan to leave Sweden.

2. Choose "Land" (Country), "Ankommer datum™ (Arrival date) and "Lokal
tid" (Local time) of departure.

3. State the date and time you plan to return to Sweden.

4. If you travel to several countries, choose "Ny rad" (New line) list them in

chronological order. N.B. Transfers should not be reported.

The system will check that there is at least one line reported for time spent in another
country.

Continue to the tab Dagar utan traktamente (Days without allowance for expenses)
if you plan to stay abroad in addition to your official duties and fill out the times in
question. N.B. Do not forget to apply leave in the usual manner.

|# Egenrapportering - Resor - E@Iﬂ
I 4
[]...P Personnummer Reseid Namn Organisationsenhet Avresa Hemresa Totalbelopp Resezon
..... 110224 @ JIE . . | 2011-05-06 2011-05-08 Utanfér ver
----- Redovisningsenhet _ Anstaliningslépnummer Tjénstebenamning Reserakning Attesterare Status
----- HIS >| @1 2 3 4 () Inrikes @) Utrikes Sparad preliminart
..... Resa | Utrikes | Dagar utan traktamente | [ coz| Konteggg | Anbeckningk
----- Héndelser
----- Status Handelse | From | Kl Fr o m maltid Tom Kl T o m maltid Ny rad
- ‘Semester/privat vis... ., | 2011-05-0¢ 1) ]
----- -
[
D Ny ?éaherad & Borttagen Férslag
[ Till startsidan ] [ Kopiera ] [ Makulera ] [ Prelimingra ersattningar ] [ Reseorder ] Utléggsbilaga [ Till attest ] [ Spara ]
1
— =

The tab Utlégg is not enabled in the travel order. This information is to be filled out
on your return and should complete/finish your travelling expense specification.

Continue your reporting in the tab Kontering. Account code your journey as per the
instructions on page 23.

Write any comments you may have under the tab Anteckning.
Click on Spara.

Once you have finished your travel order, click on:

©,

[ Till startsidan ] [ Kopiera ] [ Makulera ] [ Prelimingra ersattningar ] [ Reseorder ]

©

[ Till attest ] [ Spara ]

Utl&ggsbilaga

1. Prelimindra ersattningar - To calculate and view your preliminary
remuneration. May be printed for your own use.

2. Reseorder - Print out and send/submit to your head of
school/department/research manager/project manager/operations manager or
equivalent.
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3. Till attest — To finish the travel order and forward it to attesting person

The travel order will get the status rapporterad once it has been forwarded for
attestation. Once the attesting manager has attested the travel order, it will have the
status framatrapporterad (referred). After a journey, at the earliest the day after the
stated return date, the travel order/travelling expense specification should be
completed with any expenses or other things that may have arisen or been changed.

Go to your current journey which you wish to supplement, by selecting the tab Resor.
Highlight the journey, and click on Oppna (Open). Complete the reporting of
travelling expenses as described below.

¥ Egenrapportering - hsom E@g
| | Palasso : w
[#- | Person Resor
e Leqigheber Alla resor for | 1
- # Tildgg
-4 Sjuk Avresa | Hemresa | Andamdl (max 150 tecken) Resmdl | Reseid Status Tot bel |Atbesberare Attestdatum Filter pdfav
=2 WF.es0r 2011-05-06 | 2011-05-08 | Konferens i Danmark 110224 |Framatrapp... 2011-05-06 —
% Saldon 2010-10-21 2010-10-21 108927  Overfard 160,00
- # Bisyssla 2010-09-28 | 2010-10-01 108777 | Gverfird 513,00 -
- # Kontering 2010-03-24 2010-03-24 107879 | Overfird 160,00
- @ Oversikt 2008-10-01 | 2009-10-02 107014 | Gverférd 289,00
G- | Hislp 2009-03-19  2009-03-19 106168  Overfard 400,00
- # Personalhandboke 2009-02-17 | 2003-02-17 108042 | Overfard 160,00
- L. Mina instéliningar 2008-09-19 | 2008-09-19 105210  Overférd 160,00
- 4 S5téng 2008-04-11 2008-04-11 104502  Qverfard 205,00
2007-11-08  2007-11-08 103578  Overférd 225,00
2007-10-25 2007-10-25 103679  Qverford 160,00
2007-09-13  2007-09-13 103485  Overférd 160,00
2007-03-27 2007-03-29 102646  Qverford 565,00
2006-11-30  2005-11-30 102040  Overférd 175,00
2006-10-26 20056-10-26 1016867  Qverfard 160,00
2006-09-05 2005-09-07 101329  Overférd 515,00
2006-05-16 2005-05-16 100792  Qverfard 592,00
2006-05-10  2005-05-11 100835  Overférd 713,00
2006-04-26 2005-04-26 100598 | Qverfard 220,00
2006-04-05 | 2005-04-05 | ey 100497  Overférd 160,00
o+

Utlagg (Expenses)

If you have indicated you have taken out an advance travel allowance in the text field
"Erhallet forskott" the stated amount will be displayed in the tab Utlagg when you
complete your travelling expense specification after the journey. If you have not
previously stated an amount but have received an advance travel allowance, state the
amount in this text field.
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3 3 |
[ eqmmappencing e 0 R e e o)
| | Pala
- Personnummer Reseid Namn Organisationsenhet Avresa Hemresa  Totalbelopp Resezan
- — 110224 @ 4 @ » - | 2011-05-06 2011-05-08 Utanfér verksamhetsort
- Redovisningsenhet . Anstaliningslépnummer Tiénstebendmning Férskott Attesterare Status
- HIS > @1 2 3 g — () Inrikes @) Utrikes Albina vizlin Framatrapporterad
-
- |Resa | Utrikes I Dagar utan WEkBmem:e‘ Utlagg |C02| Kontering (1) | Anhedcnlngl
-
- Utlagg/Ersatiningar
. Status Ersitting | Vauta | Kurs | Utibel | Belopp Fiter p&/av
- Drivm hyrbil ut,., | (]
. Rescfrsott
k-
Representation...
O Ny & Uppdaterad €3 Borttagen Firslag
Kommentar
Tilldggsrapporterad.
[ Til startsidan ][ Kopiera ][ Makulera ][ Preliminéra ersittningar ][ Reseorder ][ Utlaggsbilaga ][ Till attest ] Spara
4
——

This is also where you report and requests reimbursement for other expenses you have
incurred in connection with the journey. Select type of expense and indicate "Kurs"
(Currency exchange) and "Belopp™ (Amount) in the currency of the country. If you
have had multiple expenses, click "Ny rad” (New line) for each additional cost. The
tab header will show the number of expenses reported.

 Egenrapportering - Resar © R — s ] S

Pala
k
- [ Personnummer Reseid Namn Organisationsenhet _ Avresa Hemresa Totalbelopp Resezon
» |11.;,224 @ p] @ » 4| 2011-05-06 2011-05-08 Utanftr verksamhetsort
= Redovisningsenhet Anstalningsldpnummer Tiznstehendmninag Férskott Attesterare Status
== ] HIS > @1 2 3 4 17 Inrikes (@) Utrikes Albina Vizlin Fram&trapporterad
-
~# 1| | Resa | Utrikes | Dagar utan traktamente | Utlsag | co2 [ kentering (1) | anteckning |
.
= Utldgg/Ers&tiningar
. Status Ersitting | Valuta | kus | Utlbel | Belopp i Filter p&/fav
H- Drivm hyrbil Ut.. 4 (]
o Konferensavaift |ﬂ
Logikestnad
Logikostnad utrike: Representation...
Lokaltrafik
Lokaltrafik utrikes =
O Ny % Uppdaterad € Borttagen Féirslag
Kommentar
Tilldggsrapporterad.
Till startsidan ] [ Kopiera ][ Makulera ][ Prelimingra ersatiningar ][ Reseorder ] [ Utlaggsbilaga ][ Til attest Spara
4 3
=

CO2

Under this tab you report CO2 emissions. If you select Egen bil (Private car), there
are different types of fuels to choose from. In the text fields Fran (From) and Till
(To) you write for example home — station.

If you tick the box to show that this is a return trip (text field ToR), the number of
kilos of CO2 is automatically doubled.

Kg CO2 is automatically calculated when you press the TAB key.
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Anteckning (Notes)

-
' Egenrapportering - Resor I EIM
w 9 PP 9 i i — i — i i—
Perann N Redenhet  Anstionr _ Orgenhet
f— 0106 .. «| - -

) Palasso 1
- || Person " Personnummer Reseid Mamn Organisationsenhet Avresa Hemresa Totalbelopp Rese

..... # Ledigheter 5 109533 @ 4 @ N | | 2010-10-10 2010-10-10 Utan

- Tl.llégg Redovisningsenhet . Anstéliningslépnummer T{?qsb?l?fT?Tnjng J Reserdkning Attesterare Status

----- * Sjuk HIS > @1 2 3 4 @ Inrikes (7) Utrikes Sparad prelimingrt

----- # Resor

""" # Saldon |Resa | utiaga [ coz [ kentering (1) || Anteckning’)

----- # Bisyssla

..... [ Yontering

----- # Oversikt B
(- L) Higlp
[ | Mina instalningar Lagg till

..... # Sting

Anteckning Datum Kl Anvandare Ta bort
[ Till startsidan ] [ Kopiera ] [ Makulera ] [ Preliminara ersattningar ] [ Reserakning ] [ Utlaggsbilaga ] [ Till attest ] [ Spara ]

In this box you can leave comments regarding the journey for the attesting person.
Once you have finished self-reporting, finish your travelling expense specification
according to the instructions on page 31, look under "Underlag till attest" (Basis for

attestation).

Reporting of repeated one-day journeys

|2 Egenrapportering - Reso—

| Palasso

[+ . Person
Ledigheter
Tilligg
Sjuk
F.esor
Saldon
Bisyssla
Kontering
Cversikt
[#- |, Hiélp

sesssssee

.

Sténg

[#- |, Mina installningar

4

M | My | Resor

Personnummer

Redovisningsenhet

0106 HIS

-
Anstalningslapnummer
@LO2O3O4
Organisationsenhet
5 A 4
Typ av resa
i@ Inrikes

This is how to report up to 10 one-day journeys. Tick the box Upprepade endags,
then click OK. Add journeys in the view that comes up as shown below.
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|2 Egenrapportering - Resor

|5

|

4
i
- Personnummer Reseid MNamn Organisationsenhet Avresa Hemresa  Totalbelopp Resezon
..... 109657 <= | 2011-02-01 2011-02-23 Utanfér verksamh
----- Redovisningsenhet ) Anstaliningsldpnummer Tjanstebenamning Reserakning Attesterare Status
..... HIS v @1 2 3 4 @ Inrikes (7) Utrikes Sparad prelimingrt
""" Resa | | | coz | kentering [ Antedkning|
""" Status ’ Avresa From | Kl | AvresaTom K Hemresa From K HemresaTom Kl | Resmél My rad
- 2011-02-01 08:00 2011-02-01 08:00 2011-02-01 18:00 2011-02-01 18:00
= 2011-02-09 07:15 2011-02-09 07:15 2011-02-05 16:00 2011-02-05 16:00
""" 2011-02-23 06:30 2011-02-23 06:30 2011-02-23 21:00 2011-02-23 21:00
Andamal Avtal ]
Lokalt avtal ¥ |
Resezon _ Firskott
_Uianﬂir verksamhetsort - |
Maltider I
[ Inga méiltider
Datum Lunch med formansvarde | Middag med formansvarde | Privat Bvernattning | Frukost
2011-02-01 =] (=] (=] (=]
2011-02-09 0 ] 0 0
2011-02-23 0O o 0O I
Bilersattning
Status I Avtal I Datum Antalkm | Antal passagerare I ‘Antal km med passagerare Fardvag [ My rad ] i
Skattefri del + skattepik.. | 2011-02-01 [
- '
O ny % Uppdaterad €) Borttagen Férslag |
Kopiera [ Makulera ] [ Preliminara ersattningar ] [ Reseorder ] Utlaggsbilaga Spara
<
| — = 4

Select Ny rad for each new day of travel that you wish to report. State the date and
time of departure and return as well as purpose. Meals need not be entered for one-
day trips. State if you have used your private car.

Important The button Upprepade endags is only enabled for the same account code.
If you do not want to report them in the same journey (if the account code is different)
you must create a new travelling expense specification for each one-day journey.

Underlag till attest (Basis for attestation)
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| Resa | | utiagg | coz2| Kontering (1) | Anteckning

o Koppla kontering
Status | Mamn Andel Kontering

[ - 100

------

Info ...

D Ny 2 Uppdaterad &) Borttagen Férslag @ @ @ @

Skapa och koppla engénaskontering
Verks = Org * Kbér = Maotpart

ar
21 (B 312 (] 1121100

L4 | 4 v »
[ Till startsidan ] [ Kopiera ] [ Makulera ] [ Preliminara ersattningar ] ’ Reserakning ] ’ Utldggsbilaga ] ’ Till attest ] Spara

L = x

Once you have finished your travelling expense specification, before you forward it
for attestation, you must click the following:

1. | Prelmnsraersstingr | Ty calculate and  view your  preliminary
remuneration. May be printed for your own use.

2. Print out and send/submit to your head of
school/department/research manager/project manager/operations manager
or equivalent along with any expense appendices.

3. | Utagesbiaga | |f you have incurred any expenses during the journey, for
which you are claiming compensation, print out the appendix and attach
your tickets and receipts to it.

4, Click on this button once you have finished printing.
Send/submit your travelling expense specification to your operations
manager/head of school/department/research manager/ at the same time.
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Palasso Preliminir ersittning 2011-01-28
13:57:22

Personuppgifter

Namn: ) Rescid: 109564

Adress: Personnr; e
Ersiittningar/Avdrag

Bendimning Antal Kurs Apris Belopp Moms Landkod Weril

Dagtraktamente Hel 1.00 21000 210.00

Dagtraktamente Halv 1.00 105.00 10500

Lunchavdrag 1.00 7400 -74.00

Middagsavdrag 1.00 7400 -74.00

Frukostavdrag Halv 1.00 2100 -21.00

Lunchavdrag Halv 1.00 37.00 0 -37.00

Lokaltrafik 180.00 169.81 10.19

Moms 10.19

Summa skattefri ersiittning 289.00

Forr.illigg Dag Hel 1.00 120,00 120.00

Forraill. Halv Dag 1.00 60.00 60.00

Summa skattepliktig ersiittning 180.00

Totalt 469.00

Lunch Firmviirde 2.00 76.00 152,00

Middag Formviirde 1.00 76.00 76.00
Palasso Reseriikning 2011-01-28

14:12:16

Personuppgifter

Namn: Reseid: 109564

Adress: Personnr: ]
Kontering

Andel %o Verks Org Khiir Motpart

100 20/ 3230 1231001/

Grundutbildning Persc I Limer | 1

Resans indaméal

Konferens Stockholm
Resa Utanfor verksamhetsort

From Tom Resmiil

Avresa 110103 08:00 110103 08:00

Hemresa 110104 18:00 110104 18:00
Ersiittningar/Avdrag

Beniimning Antal Kurs Apris Belopp  Moms Landkod  Verif’ Proddat Anteck

Dagtraktamente Hel 100 210,00 210,00

Dagtraktamente Halv 100 105.00 10500

Lunchavdrag 100 7400 <7400

Middagsavdrag 100 7400 -74.00

Frukostavdrag Halv 1.00 2100 -21.00

Lunchavdrag Halv 100 37.00 0 -37.00

Lokaltrafik 180.00  169.81 10.19

Moms 10.19

Summa skattefri ersiittning 289.00

Farr.tilligg Dag Hel 1.00 120,00 120,00

Forr.till. Halv Dag 1.00 60.00  60.00

Summa skattepliktig ersittning 180.00

Totalt 469.00

Lunch Formviirde 2.00 76.00  152.00

Middag Formvirde 1.00 76,00 76.00

Summa formimsviirde 228.00
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Palasso Utliiggsbilaga 2011-01-28
14:25:47

Utliiggsbilaga till reseriikning 109564, 0100, o amsoommms s sy s ssssssnm

Lokaltrafik 180.00 SEK (169.81 SEK + moms 10.19 SEK)

Fist dina kvitton hir.

Saldon (Balances)

This function allows you to view balances for different accumulators, as well as view
and print your payslip for any given period.

( o Egenrapportering - Saldon R SEEEEE—— e

Person = |Redenhet  Anstipnr _ Orgenhet

— e | [ ————

4
M| Ackumulatorer KontrolluppgiFtILﬁnespecl

Ackaru
=
. Kompetens Ackumulator
""" # Ledigheter
..... T”
_____ : S;uakgg Ackumulatorer frén senaste berékning
..... # Resor Beteckning Enhet Saldon Féreg. &r Ny rad
..... » Semester uttagen Dagar .00 35.00 -
..... # Bisyssla Semester kvarvarande Dagar 34.00 0.00 Angra
..... # Kontering Semester sparad Dagar 0.00
""" # Oversikt -

B |} Mina instaliningar
L@ Nyttlésenord
Lo g Sprk

----- # 5tang

O Ny % Uppdaterad 2 Borttagen

Tab Ackumulatorer (Accumulators)
The tab Ackumulatorer shows all the accumulators from your last calculation of

salary. Even reports that have been made but not yet calculated in the salary system
are shown.

Tab Kontrolluppgift (Income statement)

You can print your income statement through Palasso self-reporting. The codes on the
income statement are the ones that are reported to the Swedish Tax Agency (equivalent to
those on the income statement form).
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Tab Lénespec (Payslip)

Under the tab Lonespec, you can view your payslips. Specify the month and year for
the payslip you wish to see and then click Hamta spec. (Find payslip). If you wish to
print the payslip, click Skriv ut (Print). The payslip is the shown on the screen and
can be printed by clicking on the print icon. Your holiday balance is also shown on

the print-out.

Bisyssla (Secondary employment)

The function Bisyssla constitutes a support for the registration and administration of the
employee’s secondary employment, i.e., assignments that are outside of the regular

employment.

-:--Ehﬂ

( ¥ Egenrapportering - Bisyssla
I

‘ Person — R edenhet Anstlpnr ] Orgenhet

| Palasso

&} Persen L mJag har inte ndgon hisyssla

. Grunduppgifte
.. @ Anhiriga
o @ Meriter
. Kompetens
----- # Ledigheter
..... # Tilldag

\ sl Procent

----- # Resor

----- # Saldon
----- .
----- # Kontering

----- # Oversikt

Sthtus| Bisyssla | From | Tom [legetf..|Uppdra..| Sort | Antal | Status | Bevijare | [ Fiter pdjav
d . O Hd

Forskning 4 My rad
Ovrigt @ Antedkning

y

=

Engra

=+ [ Higlp
. = # Kundspedfik & Ny
= |, Mina instaliningar
e Nytt lsenord Eget eller nérstiendes firetaq i vilket bisyssla helt eller delvis bedrivs

L @ Sprik

2 Uppdaterad @ Borttagen

Faretagsnamn

Foretagets organisationsnummer

[7] Jag har tagit del av regelverket /

2011-02-14

1. If you do not have secondary employment, check the box ”Jag har inte

nagon bisyssla”.

2. If you do have secondary employment, choose "Ny rad” and report the
nature of the secondary employment (bisyssla), starting and finishing date,
whether it is carried out for your own company and if so which (eget
foretag), or if it is with another employer (uppdragsgivare) and the

percentage or number of hours (sort, antal) per period.
3. Describe the activity in the text field for notes.
4. Check the box "Jag har tagit del av regelverket” and click Spara.

The attesting manager assesses the application, makes a decision and attests it in

Palasso.
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Hjalp (Help)
The function Hjalp contains the tabs Manualer-Palasso (User Manual) and
Personalhandboken (Personnel Handbook).

|2 Egenrapportering - Hjalp

Person —— Redenhet ) Anstpnr ] Orgenhet
—_— D106 i | T | ¥ | T —

| Palasso
[+ |, Person
Ledigheter
Tillgg
Siuk
Resor
Saldon
Bisyssla
Kontering
: Oversikt
-
L. g Manualer-Palasso
- 4 Personalhandboken

[+ |, Mina installningar
-4 Sting f S

Manualer-Palasso

This tab directs you to the website where you will find the user manual for the Palasso
Self-reporting.

tes e el

Personalhandboken

This tab directs you to the website where you can find the Personnel Handbook of the
University. The handbook contains routines, regulations and miscellaneous
information regarding personnel administration.
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Mina installningar (Personal settings)

|2 Egenrapportering - Mina inst&llnfnga“

l‘ Person -  Redenhet Anstipnr Orgenhet
—ee 0106 ... ] - Liw) ————————

| Palasso
EI . Person
. Grunduppagifte
. @ Anhiriga
‘o @ Meriter
. Kompetens
----- # Ledigheter
----- # Tilldgg
..... #* Sjuk
----- # Resor
----- # Saldon
----- # Bisyssla
----- # Kontering

----- # Oversikt

- | Higlp

[l Kundspedifik
. Mytt lésenord

- Sprgk

Nytt I6senord (New password)
In order to change your password, first choose Mina instéllningar, then Nytt
I6senord.

i |2 Mytt l&senord T - |
Gammalt lésenord:
Mytt lGsenord: I
Bekrafta nytt lésenord: ]
[ seara | [ seng |

N

L=

Enter your current password in Gammalt l6senord.

Enter your new password.

Re-enter your new password in Bekrafta nytt I6senord.

Click on Spara.

Your password is changed and the window closes automatically.
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Sprak (Languages)

-
| Sprak |

Sprék _ N
\Hogskolan i Skivde_Sv...
Enaelska

m [ »

Higskolan i Skivde_Engel

Svenska I
Hégskolan | Skivde_Svenst =

I )

Non-Swedish speaking staff may choose to have the system in English.

Select Sprak
Select Hogskolan i Skévde_Engelska in the scroll list
Click on Spara.

rS|::|réh: ﬁ

Det &r farst nar du loggar in ndsta gang som du
ser effekten av dndrat sprak eller utseende.
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