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Login and logoff

Logging in
The address of the PA-web is http://ppw.ki.se/. To log in, use the same username (KI ID) and password
as for your email account.

Logout

To log out, click on "Log out" at the top right side. Please note that you are only logged out from the
PA web, not from Kl's login service. This means that if you open ppw.ki.se within three hours in the
same browser as before, no new login is required. We strongly recommend always closing the browser
after logging out.

Language selection
To change the language, click on the Swedish or English flag on the left side under the headings.

Attestation
The PA web is built with a tab system. First, click one of the tabs to select what you want to do, then
click one of the headings to select the type of matter.

The tabs are as follows:

My Page employee matters, such as applying for vacation, viewing payslips, etc.
Approve/Read attestation matters, such as granting vacation and leave. If
there are open matters, the number is in brackets.
Services print lists, such as the absence calendar
Settings

Email about new matters, forwarding matters, not showing the personal page
Click the My Page tab, and then click the Personal settings heading.

Skicka ej E-post om nya ¥ 1. Select your
arenden ' }

Post vidarekopplas 1 selections

Ej listwal vid kontering 2. Click Save.
Visa e] personsidan s

Hjalptext gj forvalt

H Spara

Do not send e-mail about new matters

Use when you DO NOT want to receive an email the day after a matter has been created. A joint
email for all matters created the day before will be sent. After that, an email is sent every day until
the matters are approved.



http://ppw.ki.se/

Forwarding mail

Use when you are going to be absent for a longer period, e.g. on vacation. Check the box and the
matter is directly forwarded to the next level in the organization tree, usually your manager.
Remember that the selection should be removed when you are back again!

No list selection when posting
Use to enter the posting manually instead of using the drop-down list.

Do not show the personal page
This should always be ticked. This means that sensitive data does not appear on the first page when
the PA web is opened.

Help text not defaulted
Use if you do not want help texts to appear.

Attestation of leave
Click the Approve/Read tab, and then click the Leave heading. Here you will find matters such as
parental leave, unpaid leave, leave for moving and family matters, etc.m.

The number of open matters
<@ available is indicated in

brackets behind the headings.

Tjanster ¥ . . .
Click on the heading to view
the matter.
1. Atthe top, the name of the
Ss0a0o e T Anna Anctaild arrY-ret 117367435 person to whom the matter
1 Anst From Tom Oomf Orsak . .

1 10-11-05 10-11-05 100.00 *Flyttning relates is displayed. The
Tidi beslut i 3 det . .
1;.-6?:{;.!--eSsaEnalsa-r-e(r:C'ainedom:ricahl Personaladministratér) blue box indicates the date

Vid problem skicka till Léneadministrater [ and reason for leave.

®Beviljas

2 OVilande E-post meddelande till den anstallde 2 Select Approve or Reject
OAvslis : :
Personnummer Namn Inskickad Arende-Id YOU can SeIeCt a“ matters
950809-UFKK Anna Anstalld 11-04-11 117.167.454 o
Anst From  Tom omf  Orsak or individual matters.
1 10-12-01 10-12-01 100.00 *Slaktangelagenhet
Meddelande fran den anstillde Dormant means that the
Farmors begravning [ebbwen 2011-04-11 15:55:34] A X
Tidigare beslut i drendet matter remains with you
11-04-11 -- Saknas -- (Kannedom:ricahl Personaladministrator)

Vid nroblem skicka till Léneadministrater [J until you mark Approve or

[Figeviljas
OwVilande E-post meddelande till den anstallde s Reject_
OAvslds

3. Click on & Verkstsl

verkstsll If the matter cannot be

submitted, select "In case

of problems send to Payroll
Specialist". Then click
Apply.

5. If you want to send an
email to the employee, click




Attestation of vacation
Click the Approve/Read tab. Then click on the Vacation heading.

"Email message to the
employee", to open
outlook.

Bevilja/Ta del av (4) A

Ledighet(2)

qsemester)

Personnummer Namn Inskickad Arende-1d
#50809-UFKK Anna Anstalld 11-03-22 117.156.9%"
From Tom 2

10-11-20 10-11-20
Vid problem skicka till Loneadministrator [

{siBeviljas

DVilande E-post meddelande till den anstallde

OAvslds

Uttagen semester, inkl beviljad 1.00
Resterande semester innevarande ar 14.00
Resterande sparad semester 0.00
Personnummer Namn Inskickad Arende-Id
950809-UFKK Anna Anstalld 11-04-11 117, °79930

Meddelande frdn den anstillde
Jag vill &ndra min semester 3 mars till 6 mars [ebbwen 2011-04-11 16:07:13) g

Vid problem skicka till LoneJwwseistrator [

OBeviljas

OvVilande E-post meddelande till den anstallde a

~ e

OAvslas

Uttagen semester, inkl beviljad 1.00
Resterande semester innevarande ar 14.00
Resterande sparad semester 0.00

el
! varkstall

Tip! In the case of vacation periods such as summer
and Christmas, use the absence calendar
found under the Services tab. It gives an overview
of all employees in the selected unit.

The number of open matters available is
indicated in brackets behind the
headings. Click on the heading to view
the matter.

At the top, the name of the person
to whom the matter relates is
displayed. The grey box indicates
the date and any message from the
employee.

Select Approve or Reject. Dormant
means that the matter remains with
you until you mark Approve or
Reject.

ClICk on Verkstall

If the matter cannot be submitted,
select "In case of problems send to
Payroll Administrator". Then click
Apply.

If an employee wishes to correct
their vacation, they will write a
notice to that effect. Select
Approve/Reject and send to payroll
specialist, then click Apply

If you want to send an email to the
employee, click "Email message to
the employee", to open outlook.




Reviewer

The PA web is built with a tab system. First, click one of the tabs at the top of the image to select
what you want to do, then click one of the headings to select the type of matter.

The tabs are as follows:

My Page employee matters, such as applying for vacation, viewing payslips, etc.
Processing handling matters as reviewer regarding travel/expenses, the number of
matters is indicated in

parentheses
Services printing lists
Settings

Write posting entries
Click the My Page tab, and then click the Personal settings heading.

1. Select "No list selection on
Ej listval vid kontering 5] posting" if you wish to enter
B spra (2 the posting manually instead
of selecting from the drop-
down list.
2. Click Save.

Search travel /expenses
Click the Processing tab, and then click the Travel/expenses heading.

1. Click the magnifying glass, =~

Sortering prir @ nNamn O Formular O Organisation O
Prr 850711-UFMM

900511-UFMM

950809-UFKK 2. Select what you want to search for,

b such as a person or unit

Mamn Anstalld Anna

Anstalld Kalle

Anstalld Oll N .

reseEE 3. Click @, Confirm. In the drop-down

Formulsr |3 Resainikes menu, there are now only matters

4. Resa utrikes .

5 Ullagg och bilersatining based on the selection you have

6. Utlagg

A made.

Organisation |Minirapporterade, generell

UF 41041 Lon o

Bekrafta . . .
@ Aterstan 4. To return to the original selection,
= click on the magnifying glass, and

oo |1 a then click @, Reset.

Review travel/expenses
Click the Processing tab, and then click the Travel/expenses heading.




The employee registers the matter in the PA web and sends the case to the reviewer. The reviewer
approves (or rejects) and forwards the matter on to the person in charge of attestation.

» Medd/Bil
Avsluta utag Stgard Motivering
:::;g:s 6 E-post meddelande till den anstllde @
Granskare/anstélld-granskare-attest (<< martsj2, Attesterare ==) @ lngra
UF.HRA.L6n
ﬂ Spara
Returnera
e Skicka
e . The number of open matters is
landlagga .. . .
indicated in brackets. Click on
Bemanning/kontering Travel/Expenses to view the
> Resor/utligg(7) matters.
Tjanster >
1. Select matter in the drop-
down list
OO =z
2. To move to the next matter,
£ ) Olle 850711-UFMM -

Typ av arende: 6. Utlagg

117.136.638

Befattning: 1 - UF 41041 Lon (administratér) - UF Universitetsférvalio
Férhandsgranska
Arende-id

click @ or‘@

3. To source report, click @

Check that all data complies with
KI’s travel regulations and the
Swedish Tax Agency’s rules. If
necessary, click Preview, to view
the travel/expense in a separate
window.




Anstaliningens kontering

A From Tom Oomf  Konto Kst Projekt  Lonegrupp

1 10-07-01 100.00 10 10000111 UF Kopiera

omf 100

Konto 1

Kst 240

Projekt 24000012 2 e Lagg til

Lb’negrupp:UF ».—\;—. ° Ta bort
€ stang

Note that if a reviewer travels or
incurs expenses the matter will not be sent to the correct
reviewer. Ask your payroll administrator to send the matter to
the right person.

Attestation (manager)

The first posting must be
completed. The remaining data
will receive the same posting
unless you post the respective
items differently.

Fill in Omf, Kst, Project, and
Salary group.

Click © Add

Tip! As a reviewer, you can
choose to write the data instead
of selecting from the scroll-down

menu. Go to

My Page/Personal Settings
and mark “No list selection when

posting”.

1. When everything is ready,
select Approve

2. Click send

3. If the matteris
incomplete, it can always be
sent back to the employee

by C|ICkIng Returnera

The person in charge of attestation approves (or rejects) and executes or returns to the reviewer.

1 IO)Avsluta utan 8tgérd
[FiBeviljas Motivering
O avslds E-post meddelande till den anstallde
Roll : Granskare/anstalld-attest-granskare (<< Attesterare) 0 xngra

B Spara

Returnera

9 ) Verkstal

Human Resources Officer

The PA web is built with a tab system. First, click one of the tabs at the top of the image to select
what you want to do, then click one of the headings to select the type of matter.




The tabs are as follows:

My Page employee matters, such as applying for vacation, viewing payslips, etc.
Processing registering and accessing medical matters

Approve/Read access information on leave matters

Services print lists, such as the absence calendar

Register sick leave

Click the Processing tab, and then click the Sick/health declaration heading.
The Human Resources Officer reports that the person is sick. When the person is back at work, they
submit a health declaration in the PA web.

Ange personnummer eller namn 1. Findthe
person. If you
Qersonnummer Namn 5
14 anstalld I sek have matters
Valj person (850711-UFMM Anstalld Olle UF 41041 Lon ' Bekrafta for
900511-UFMM Anstalld Kalle *UF 41041 Lén a ) inf ti
950809-UFKK Anstélld Anna *UF 41041 Lon Intormation,
click +) first,
b .
At and then find
the person.
Tip! You can search by personal identity number or name, they need 2. Click Search.
not be complete. First type the last name then 3. Select the
a comma followed by first names. correct

person, click
Confirm.




: 1. Fill'in the from date. N.B. To-
OO O
dates should only be filled in
Anstalld Anna 950809- UFKK
Befattning: 1 - UF 41041 Lon (personaladministratér) - UF Universitetsférvaltningen If the Withdrawal date has a
Schema D .
| | different extent than other
|Frc:rr: Tom Oomf 0 Lagg till .
‘ ‘.;.'.!.w:\:n {EEMMDD) 2 l;:—A [ N ° Ta bort SICk Ieave
p— 2. Fill in extent (100, 75, 50 or
Anst From Tom Oomf 2
1 10-11-02 10-11-02 50.00 Andra 5)
1 10-11-03 100.00 Andra . \
3. click @ Add
Kryssa for om intyg skickas separat Al J O Indicate If a medical
g Jf MeddBl certificate will be sent
DiarieNr | 4
E-post meddelande bl den anstllde separately.
@ kasta 5. If applicable, type a message
Valj mottagare om arendet e] skall félja det normala flodet @ fngra
= . . T n
£ Sporo by cI|ck|ng. ~ "Mess/Encl".
£ ) suda 6. Click ~ ®¢*=  The matter

goes to a payroll specialist for
management.

7. Primula automatically sends
an email to the employee
prompting them to submit a
health declaration.

Matter for information — sick leave
Click the Processing tab, and then click the Sick/health declaration heading. The number of matters
for information is in brackets behind the heading.

<X X+ 1. View the person the matter
Anstalld Anna 950809-UFKK relates to
5 3efattning: 1 - UF 41041 Lén (personaladministratér) - UF Universitetsforvaltningen
{ E— 0] To change the person, open
Sjukperioder the drop-dowr_1 menu or click
Anst From Tom Omf
1 10-11-02 10-11-02 25.00 G‘ Options. '9
1 10-11-03 100.00 L
2. Make sure it is the correct
Kryssa for om intyg skickas separat schedule
Meddelande frin d talld
Tilbaka ; arbete ragistrerat av ebbwen - Anstslld Anna (2011-04-12 15:16:06) 3. Check that the date of the
, Medd/Bil .
2 o health declaration is correct
11-04-12 -- Saknas -- (Kannedom:ricahl Personaladministratér)
D téllde i tjénst 10-11-05 . ]
en ansta e | [jans’ A 4' Cllck o Noted
0 Tagit del av

10




Matter for information — leave
Click the Approve/Read tab, and then click the Leave heading. The number of matters for information
is in brackets behind the heading.

] : » 1. View the person to whom the
Personnummer Namn Inskickad Arende-Id
- Anstalld 1-03-24 .157.

e From Tom O ok Hreres matter relates.

1 10-09-20 10-05-20 100.00 *VAB Tillf féraldrap B

Meddelande fran den anstillde 2. If the manager haS had time to

personnr 070707-0000 [ebbwen 2011-03-24 14:05:06] .. .

Beslut i drendet attest, the decision will be

11-04-12 -- Saknas -- (K'annedom:n'cah_l Personal_}qgminislratbr) . .

Tagit del av ¥) shown under "Decision in the

Personnummer Namn Inskickad Arende-Id n

950809-UFKK Anna Anstalld 11-03-24 117.157.641 matter”.

Anst From Tom Oomf Orsak

1 10-09-23 10-09-23 100.00 =Slaktangelagenhet 3. Select Noted. You can select

Meddelande frdn den anstéllde

begravning mormor [ebbwen 2011-03-24 14:08:48] [alfwen 2011-03-24 14:21:58] several matters or individual
7 Besluti drendet

11-04-12 -- Saknas -- (Kannedom:ricahl Personaladmi’ Sr)

11-03-24 Beviljades (alfwen) b matters.

Tagit del av
. lestall
4. Clickon = Y=r=t=
a Verkstall
Matters for information will be

received both when an
employee applies for leave and
when the attestation is
completed by the manager.

Absence calendar
Click the Services tab, and then click the Absence Calendar heading. Here you will find information
about the staff's approved and upcoming leave.

11




OLedigheter 1 [Osjukperioder [lsemestrar

Organisation

Befattningar
Personer
Personnummer Namn
) anstalld Sék
Valj person
850711-UFMM Anstalld Olle UF 41041 Lon Liigg till>>

900511-UFMM Anstalld Kalle *UF 41041 Lon
950809-UFKK Anstalld Anna *UF 41041 Lon

Valda personer

Ta bort

From Tom
101101 101130

Hamta
g

Tip! If you want to select almost all units,

click "Select All" and uncheck

the units to be removed by

holding down “ctrl" and clicking on the ones that
should not

be included.

Staff report

Select one or more leaves by
selecting the respective box.

Select the unit to be displayed. To
display multiple units; drag the
mouse pointer over the units to be
selected or hold down "ctrl" and click
on the units.

Select the positions to be displayed.
If you don't make a selection, all
positions are displayed.

If you want to search for an
individual, search using their personal
identity number or name, they do not
need to be complete. First type the
last name then a comma followed by
first names.

Click Search

If applicable, select the person to be
displayed, click Add

Fill in from and to date

Click Download

Matters with completed attestation
are in black print, matters waiting for
attestation are in green and italics.

Click the Services tab, and then click the Staff report heading. A staff report contains information

about the staff of the selected unit.

12




Visa:

(Anstallningar (from, tom) 101101 (REMMDD) (101130 (AAMMDD)
Lonehandelser (from, tom) (RAMMDD) (AAMMDD)

Separera anstalliningar Listlayout v Andra

Anstaliningsuppgifter [ Anstaliningskentering [J Anstaliningshistorik

[0 Ersattningar [0 Ledigheter [0 sjukperioder
[ Semestrar
- Sortera pa:
(O Namn @ Personnummer O Befattning

Owén O organisatorisk enhet

Organisation

a2

)| (€3] |

/ Befattningar

Personer

Personnummer Mamn

a anstalld sek
Valj person

850711-UFMM Anstalld Olle UF 41041 Lon Lagg till>>

900511-UFMM Anstalld Kalle *UF 41041 Lon

950809-UFKK Anstalld Anna *UF 41041 Lon

Valda personer
900511-UFMM Anstalld Kalle *UF 41041 Lon Ta bort

Hamta

Listor i denna session Skapad Storlek (i bytes)
Persanalredovisning (excel) a 2011-04-12 15:52:48 5632
Personalredovisnin df) 2011-04-12 15:52:48 2991

Tip! If you want to select almost all units,
click "Select All" and uncheck
then the devices to be removed by

holding down “ctrl" and clicking on the ones that should not

be included.
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View: choose what to display

* Employment = compulsory

* Salary events = mandatory if
remuneration, leave, sick periods or vacation
are selected

* Separate employments = always pre-
selected, can be de-selected

* List layout = not used

* Employment data = shows all employment
data

* Employment posting = accounting data per
person

* Employment history = shows employment
history

* Remuneration = e.g. salary supplement

* Leave = parental and unpaid leave

* Sick periods = periods of illness with extent
as a percentage

* Vacation = shows vacation

Sort by: select how the data
should be sorted, name is
defaulted.

Select the unit to be displayed.
To display multiple units; drag
the mouse pointer over the
units to be selected or hold
down "ctrl" and click on the
units.

Click Positions to display specific
positions. If you don't make a
selection, all positions are
displayed.

If you want to search for an
individual, search using their
personal identity number or
name, they do not need to be
complete. First type the last
name then a comma followed
by first names.

Click Search

Select the person to be
displayed, click Add

Click Download

Click the file under "Lists in this
session" to open the Staff
report.




Report generator
Click the Services tab, and then click the Report generator heading. Here you will find reports of

various kinds, e.g. address list, vacation status, etc. Select the report in the drop-down menu and
click Download.

Address list

Adresslista

Innehdller: personnummer, namn, adress,E-post,eventuellt telefonnr,
institition/enhet

Organisationsstruktur per

2010-11-01 &

Minira E&onera de, ie nerall

1

Markera alla

Listor i denna session
Adresslicta (excel)

Adresslista

2 / Hamta Stang

Skapad
2011-04-12 15:57:55

df) 2011-04-12 15:57:55

Storlek (i bytes)
10240
4056

Personnel and employment details
Click the Services tab, and then click the Personnel/employment details heading. The page contains
personnel and employment details, such as position, salary, length of employment, vacation, etc.

Anstalld Anna

Select the applicable unit. To
display multiple units; drag the
mouse pointer over the units to
be selected or hold down "ctrl"
and click on the units.

Click Download

Click the file under "Lists in this
session" to open the report

950809-UFKK

Lénespecifikation Ackumulzatorer Frénvaro
Adress Kontering Semester Kompetens Amnesinnehall SCB Skatt Personinfo
Sortering: @ Anstdllning © Datum 2
S Lénehandelser/Schemaperioder ‘
Anstallningar -
A|Befattning From |Tom | AnstTyp Begransning| Omf GrOmf Ldn | Tilligg |Kat|Institution |[BESTA S.ser
1 |léneadministratdr| 130701 Anstallning tv 100,00] 100,00|28.000 I UF 41041 Lon (472200035 -

4|

il

2

€ stang

1.
to click for more information.

Name and personal identity number is displayed at the top. Below there are various boxes

2. You can sort either by Employment or by Date. Select the desired sorting.

14




Finding a person
Click the Services tab, then click Find Person

Ange personnummer eller namn

Personnummer Namn

Fonetisk sakning (Kvick ger aven Qvick) O

Here you can search for individuals by personal identity number or name. Regardless of your
permissions, you can see whether or not the person is at K.

Find a matter
Click the Services tab, and then click the Matter search heading.

1. Fillin a personal identity
number or name.

Urvalsparametrar

Per: n r N . . .
() e I e p 2. If applicable, fill in the matter ID
{
Arende-id Ursprung Typ av arende or seIeCt the type Of matter
7] Researende v 3. To search for matters that are
' kivasknng Pesiod vid arkivsSkriing closed, select Archive Search.
2 4 ) sk | Rens Fill in from and to date. N.B.
T s o Dates should indicate when the
P3gdende Reserakning (3. Resa inrikes) Inkommet 11-04-11 i i
Period: 10-11-02 - 10-11-05 ID: 117.167.275 case s reg’St_ered' for exqmp/e
Forrattningsort: Kalix 091120 applied for vacation
Resebyra: 1. Ticket Affarsresor AB i
Andamél: Utbildning 091227 = write date fOf'
UF 41041 Lén - primula@admin.ki.se .
Handl3ggare: Anstilld Anna = Visa detalier| NOVember. Wlthout a date, a”
matters are retrieved.
4. Click Search
5. To view the matter in more
detail, click View Details. Here
you can print certain forms, e.g.
on travel/expenses.
@ Atergd
Ametsld Anna 950800- UFKK 6. To return to the matter search,
Testvagen 1
123 45 Teststad primylaadmin ki.se click @ , Return
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