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Guide for producing a Sjuktillfallen senaste 12 manader report

1. Loginto Primula.
2. Click on the Tjanster heading, then Rapportgenerator.

Arbetsgivarintyg

» Bemanningsanalys
Frinvarokalender
Kompetens
Kontrolluppgifter
Lénekostnadsspec.
Lénespecifikation
Nyckeltal
Nérvarotid
Pers/Anst uppgifter
Personalplanering
Personalredovisning
Personlig information
Rapportgenerator

Systemadministration

3. Choose the Sjuktillfallen senaste 12 manader report from the list and click on Hamta.

[Sjuktilifallen senaste 12 man V]

< Hamta >

4. Highlight your department/equivalent in the list and click on Hamta.
You only have permission to see your part of the organisational tree.

Sjuktillfillen senaste 12 man
Rapport som visar personer som under de senaste 12 m&naderna haft fem eller
fler sjukfrénvarotillféllen.
Organisationsstruktur per
—= 1 HS omradet
10 Humanistiska fakulteten
100 Hist-fil o sprakvet fak
102 Filosofiska inst
103 Inst f etnologi,religionshist,genusvetenskap
10301 Avd for Etnologi
10310 Avd for genusstudier
10320 Avd for religionshistoria
104 Historiska inst
106 Institutionen for kultur och estetik
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5. Click on one of the links in the report; Excel (recommended) or PDF.

Hémta Sténg

stor i denna session Skapad Storlek (i bytes)
Siuktilifsllen senaste 12 man (excel 2020-02-10 14:08:12 5120
Skl a 2020-02-10 14:08:12 2916

witillfallen senaste 12 man (pdf
y — CESSm———

6. Save it as a file in a secure location on your computer.
Remember that this report contains sensitive information and must be handled in
accordance with the GDPR.
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GFES juktillfallen_senaste 12_man2 xl:

Filformat: Microsoft Excel 97-2003-kalkylblad (*.xis)
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VaF vill du gora med Sjuktillfallen_senaste_12_man2.xls (5.0 kB)? Oppna Avbryt X
Fran: hr.su.se

7. When the file has been downloaded, select Oppna.

Sjuktillfallen_senaste_12_man2.xls har laddats ned. Oppnamapp  Visa nedladdningar X

8. The report will be opened, and will contain only a list of employees who have been on sick
leave more than five times in the last twelve months. Data in the report is current as of the
date the report was retrieved and twelve months back in time.

In order to edit an Excel file, you need to Enable editing/Aktivera redigering. You
can see the number of times a person has been off sick under column E, Antal.

o SKYDDAD VY Akta! Filer fran Internet kan innehalla virus. Klicka om du vill ha mer information. Aktivera redigering

Al ; f Organisation

A B C D
1 rOrganisation |Personnummer Namn Anr
2 SU 000000-0000 Medarbetare 1

3

9. Invite all employees who have been off sick six or more times in the last twelve months to
a Preventative rehabilitation meeting in accordance with the procedures for repeated
short-term sick leave.



