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ENTERING OF INFORMATION AND TRAVEL EXPENSE BILLS IN PAGA BY THE INDIVIDUAL EMPLOYEE

The aim of the payroll process in L@F 2010 (‘Ledende @konomifunksjon’ — Leading Edge Finance
Function 2010) is to contribute to good and efficient administration of payroll management at NTNU
and reduce the use of resources. The process is based on the employees themselves entering
personal information, travel expense bills, overtime sheets, absence etc directly into the system.

USER SUPPORT

In the new payroll processes at NTNU support roles have been established for administering the
tasks that form a natural part of the processes. The first of these roles is the ‘attester’ for fixed
salaries and is the person who can answer any questions you may have regarding your fixed salary.
(‘Attester’ means the administrator responsible for checking the correctness of inputs prior to
signature by a manager). The second role is the attester for variable pay and travel and this person
can answer all questions on hourly pay, travel expense bills etc. There are also attesters whom you
should contact if you need help with making entries into the system and if you have questions
concerning rules and regulations etc. Contact your unit to find out who your attester is, or use the
following link where you will find an overview of user support:
http://www.ntnu.no/adm/okonomi/portal/lonn/prosess/nettverkoversikt

PagaWeb is a web-based system that only works using Internet Explorer. You must also have Java
installed on your machine. We have arranged for those who do not have Internet Explorer on their
computers to be able to log on to a terminal server. The network address (which is given on the
external desktop) is: tspaga.itea.ntnu.no. For further information about logging on to the terminal
server see:

http://www.ntnu.no/adm/okonomi/portal/systemer/systemer/paga

LOGGING ON TO PAGAWEB USING FEIDE

NTNU uses the educational environment common electronic identity system FEIDE (‘Felles
Elektronisk IDEntitet’) as the tool for logging on to PAGAweb. This means that everyone can use their
normal ‘Innsida’ (entry page) usernames and passwords to log on to PAGAweb.

To log on to PagaWeb using FEIDE, you go to the following address:

http://ntnu.bluegarden.net



http://www.ntnu.no/adm/okonomi/portal/lonn/prosess/nettverkoversikt�
http://www.ntnu.no/adm/okonomi/portal/systemer/systemer/paga�
http://ntnu.bluegarden.net/�

This logon window then comes up:
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You key in the username you use at NTNU (signature) and your fixed NTNU password. (For most
people this means the same username and password that is used to log on to Innsida.)

You must also remember to select NTNU in the field named “Organisation” (‘Organisasjon’).

After three failed logon attempts the user account will be blocked for one hour, i.e. you must wait at
least one hour from the last failed attempt until you try again. To avoid this it is recommended that
you close your browser (Internet Explorer) and start again with a new logon screen and enter your
username and password afresh, after the first failed attempt. After more than 8 failed logon
attempts the account will be locked and unlocking must be ordered. This is done by contacting Svein
Aarnes, tel no: 95398.



After that you should come straight in to PAGAweb:

f.:‘- PagaWeb - Microsoft Internet Explorer fra NTNU

@; - |E https: ffuniversitetene bluegarden. netfwa_transparent_rook_universitetens V| Qﬂ || X |
Fil Rediger Wis Favoritter Verkbey  Hielp
w o I%F‘ﬂpaga\'\fab % | @ wIP2000 web-Kient l_@TelMax wieh 9.0 l_l - B @ - s - G verktay -
B NTNU PAGAWEE aJens Petter Nygérd  [@ Logg ut
Det skapende universitet Forside Kontsktoss Sgk Om PagaWleb Bluegarden®
Forside ~
B Administrasjon 2 Mine oppgaver Altuelt B Driftsmeldinger ¥

- Rapporter

. Skj a n
-Min mappe Lo Endring i feltet "Status" - _
- Skijema/Oppgaver Innboks antal || Godkjenningsprosedyre &, Frister
- Sgk medarbeider S T e B
i 08304 - Inger H g / Anne Slupphaug, 070 109)
. Rutinestatte 430830 -Lgnn 153
. Brukertiiganger skiema-flyten har f3tt nytt valg i feltet "Status”, Bilag som
) kal til godkjenning har nd fatt folgende tekst-
Ko ] . S
Blu: I:r;:.?w Kundesenter E] Mine mest brukte skjema alternativene: "Til kontroll leder™ og "Til godkjenning™.
g — ) Endringen har betydning for godkjenningsprosedyren og
* Endring av arbeidsforhold oppslag pa bilag for godkjenning. Godkjenningsprosadyren
= Reiseregning, enkel endres ved at begge alternativene: *Til kontroll leder” og
+ Brukertlgander "Til dek]gnnlng mé& spkes opp for & utfare
SfUtErtaanasr godkjenningen.
Les mer
PAGAweb STENGES fra torsdag 8. jan v
FulFgrt € Internett H100% ~

Inactivity

After 2 hours with no activity you have to log on afresh, for security reasons. This is done by

“refreshing” the screen.
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After using the “Refresh” function the following error message may occur. If this happens you have
to open a new browser page in Internet Explorer and start with a new Feide logon screen, where you
re-enter your username and password, remembering to select the correct organisation.
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http://ntnu.bluegarden.net/�

FRONT PAGE

When you come in to PAGAweb, your personal front page comes up. On the left hand side is a menu
that contains, amongst other things, procedural support for those subjects that are relevant to you as
a user. The box “News” (‘Aktuelt’) contains messages from the Central Payroll Service. It is worth
noting that the box “Closing dates” (‘Frister’) for payment of salaries refers to the time deadlines that
apply to managers. The form has to be approved on the closing date for payment to take place, so
you need to allow extra days when making your entry, to allow time for the attester to check the

form and the manager to approve it within the given time frame.
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PROCEDURAL SUPPORT

“Procedural Support” (‘Rutinestgtte’) is a separate menu option. It gives you a step-by-step
description of the work processes you are interested in, with information about who has to do what
and when. You can find links to the relevant screens here as well. We recommend that you look at

Procedural Support if you are in doubt about anything to do with the various subjects.
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MY FOLDER

The individual employee can find his/her own salary and personal information as held in the payroll
system using the menu option “My folder” (‘Min mappe’). The information is organised under a
number of folder tabs. Generally speaking, the individual manager has access to the same
information about his/her employees, apart from the salary slips of individual employees and
personal tax deductions. The manager does not have access to all fixed tax deductions either.
Under the tab “Forms” (‘Skjema’) you can see forms sent in previously and check the progress of
earlier forms that have not yet been paid out.
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FORMS

All information that is to be entered into PagaWeb is entered using forms. Under the menu option
“Form/Tasks” (‘Skjema/oppgaver’) and in the folder selection “New Forms” (‘Nytt skjema’) you will
find all forms that are available to you as a user. For the moment, the forms for absence and holiday
are not being taken into use, other than in the Faculty of Social Sciences and Technology
Management (Samfunnsvitenskap og teknologiledelse — ‘SVT’). You open the relevant forms by
clicking on them.

Setup and Functionality

In principle, all forms are set up in the same way. The principal difference is what is to be entered.
Managed case flow is built in to the forms, which corresponds with the relevant regulations and
organisational structure i.e. it mirrors the NTNU cost structure. This means that the form itself knows
where it is to be sent. The forms contain all the information you need in connection with data entry.
There are pull-down menus in places where you need to enter coding and help functions with
descriptions of the fields in the form. In procedural support you can find information about which
form needs to be used in the various work processes.
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On opening, all forms load up the information registered for the employee in the payroll system. This
means that you avoid having to type in information such as your name, address, bank account no.
etc, e.g. when you enter a travel expense bill. The system also carries out automatic calculations and
checks, so that you avoid having to look up rates for the various countries in respect of board and
lodging allowances (per diems) and you do not have to work out the number of days you are entitled
to claim per diems for.

How to send in forms for checking

When you send in forms for checking the procedure is the same for all forms. You go up to the field
“Status” and click on it. An option called “Registration Control” comes up. When you select it, “To In-
tray ” will change and you will get the in-tray for variable salary for your unit. Then you can press the
“Send” button. If you wish to save the form and work on it again later, you can save it by selecting
the status “Registration in Progress” and pressing the “Save” (‘Lagre’) button. You will then be able to
retrieve the form in your personal in-tray.
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How to send a form for checking by another unit

If a unit in NTNU other than the one you are linked to is to pay your travel expense bills, you must
change the organisation unit by keying in the correct cost centre for the unit concerned in the field
“Organisational Unit” (‘Organisasjonsenhet’). Then the correct in-tray will come up when you change
the status to “Registration Control”, so that you send the form to the correct unit.
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Help with forms

All forms have a help function (‘?’), which is located along with the description of the fields in the

form.

S'kjer'na - Windows Internet Explorer =
Bl https://ntnu.bluegarden.net/FormManagement/Forms_g He|p function p=18&5Formdefld=P2_PERSOMFAMILIES:sAnsatth %
u H‘EJ|O\"\O\‘§:\‘ Lagre‘Send‘

r— ‘ Paerson H Familie |
-
Person- og Familieinformasjon Side 1av 2

Status: Til inrkury:
Under registrering (REG)] Personliz inmnloary (P-CATHRHAIT)
(ingen) -

Merknad Under registrering (REG)

&rbeidsgiver Til civer.{;,gz}.r.' U(TQ.VE.I.-‘.".FJ X | Mfanen:1 Ar |Bruker Elankett 1D

When you click on the symbol for help with the form a description of the form will open in a separate

window:
& hitps://ntnu.bluegarden.net/CMS/nb-NO/open/Help/Forms/PerscnFamilie.htm - Windows Internet Explorer =HECIH[ X
- = i
a'_"'\.
@l\mfl = |a https://ntnu.bluegarden.net/CM5/nb-NO/open/Help/Forms/Pe + % |"7| X | | Google £ -
= =

%Comrert - @Select Koblinger & | Ephorte [ PAGAwWeb

— — »

w4 [a https:f.‘ntnu.bluegarden.net/CManb-NO."open!...] ‘ fo o« Bl v ®mn v b Side v (0F Verktey -

PERSON- 0G FAMILIEINFORMASION F

Blanketten Person- og Familieinformasjon (side 1 inneholder personinformasjon og side 2 innehaolder familieinformasjon) benyttes av
medarbeider ved endring/tilfayelser i personopplysninger som navn, adresse, sivilstatus, telefon, lennskontonummer my, samt endring av
familieopplysninger (nzermeste pargrende og barn). Opplysningene fra blanketten overfores direkte til personal- og lennssystemet. Det er derfor
viktig & vaere neyaktig ndr blanketten fylles ut,

Mederst pd side 1 er det ogsd et felt for & melde ekstra skattetrekk,
| OBS: N&r nadvendige opplysninger er registrert i blanketten og den skal endre status (sendes videre), ma dette gjeres fra side 1!

»

m

Kort om de feltene som er spesielle pd side 1 i denne blanketten:

| Personopplysninger  Eksisterende personopplysninger som navn, adresse osv presenteres sutomatisk i venstre kolonne. Endringer
foretas ved & registrere nye opplysninger i hayre kolonne.

Ved registrering av et gyldig postnummer, vil poststed automatisk kvitteres ut. Det er ogsd muli & legge inn
‘ugyldige’ postnummer og registrere poststed manuelt, Dette kan vaare aktuelt f eks ndr det er behov for 3
registrere utenlandske adresser.

0BS: Ved endring av adresse m3 ogsé bokommune endres dersom dette er aktuelt,

Ekstra skattetrekk Ekstra skattetrekk oppgis med sum som skal trekkes pr mnd.

Kort om de feltene som er spesielle pd side 2 i denne blanketten:
Side 2 vil automatisk presenteres med samme opplysninger i hodet som side 1. Det er ikke mulig & endre opplysningene i hodet pd side 2.

Er det registrert familieinformasjon for medarbeideren tidigere, vil disse automatisk komme opp. Eventuelle endringer foretas ved &

korrigere {overskrive) aktuell informasjon.

Nzarmeste pargrende  Er det krysset av i rubrikken 'Naermeste pirorende’ betyr det at denne person er medarbeiderens naermeste
pargrende. Ved 3 stile markgren i feltet ‘Slektskap', vil aktuelle verdier presenteres og det kan velges blant disse.

[ p— [ R SRS RS NNt U USSR EPSPSS J SINSUPRPY NSNS DU SUS - SRS - I WP SR - SR PR W

Fullfart & Internett | Beskyttet modus: Pa H100% -

12



The form “Personal Information”

In the form for Personal and Family Information it is possible to alter personal information including,
bank account, additional tax deductions and family information. When you load the form, the
existing information comes up on the left hand side and you can alter the information on the right
hand side. If you want to change your name, the procedure is that you deliver a Certificate of Change
of Name to the fixed salary attester (personnel consultant), then you change your name in PagaWeb.
This is important in the context of the payment of your salary. It is also important to note that NTNU
only approves Norwegian bank account numbers.

Important things to remember

Original vouchers

All original vouchers must be retained on file at NTNU and it is the attesters for variable pay and
travel whose task this is. They also require the vouchers to be able to check your form. You must
therefore print out the form, attach all vouchers and send the form to the attester for variable pay
and travel for your unit by internal mail. The printout of the form for travel expense bills makes it
easy for the attester to identify which vouchers belong to which journey.

The form for Travel Expense Bills

The form for travel expense bills must only be used for work journeys. Supplementary travel
(journeys with part cover/reduced rates) are settled using a separate manual form.

There are two different forms for travel expense bills, simple and ordinary. The simple form is used
for more straightforward journeys, for example a return journey Trondheim — Oslo. The simple travel
expense bill form has just 6 fields for entering expense vouchers, whilst the ordinary form has 22
fields. You cannot transfer data between the two forms, so you must start a new ordinary form if
there is too little space in the simple form. If in doubt as to which form to use, use the ordinary one.

For navigation in the travel expense bill form, for example, under the tabs “Vouchers” (‘bilag’)or “Per
Diems” (‘diett’) it is best to use the tabulator key. Go right out of the line and jump to the next line. In
this way the correct calculation will be activated in the total column.

Date format

In PagaWeb you do not need to insert spaces in dates or times. The system itself will arrange the
correct format. For example, just enter 280909 for a date and 1600 for a time.
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FAQs

I log myself on to PAGAweb using Mozilla, but | cannot open my folder?

PAGAweb only functions using Internet Explorer. We have set up a terminal server for those
who do not have IE installed on their machines. See the separate logon guidance for logging
on this way.

When will there be an English version of the system?
The English version of the system will come out in the first half of 2010.

Can each person have several accounts?
No. The system cannot handle more than one salaries account per person. If you want to
have several accounts you must find a solution to this yourself.

What does one do if one is not going to take out the full board and lodging allowance when
travelling?

The system is constructed for work journeys and Government travel reqgulations. The travel
regulations state what one is allowed to claim in connection with travel as a public service
employee. Staff frequently travel on project work and do not wish to take out the full per
diem allowance. In these circumstances one may deduct some of the
breakfasts/lunches/dinners for which one technically has cover under the rules. Contact the
attester for variable pay and travel for help with this.

What does one do with the original vouchers for the travel expense bill?

All original vouchers must be retained on file at NTNU and it is the attesters for variable pay
and travel whose task this is. They also require the vouchers to be able to check your form.
You must therefore print out the form, attach all vouchers and send the form to the attester
for variable pay and travel for your unit by internal mail. The printout of the form for travel
expense bills makes it easy for the attester to identify which vouchers belong to which
journey.

What do | do if the travel expense bill is to be covered by several cost centres?

If several cost centres are to cover the travel expense bill (and also any other costs that are
paid out through PagaWeb) this must happen by cross-posting in retrospect. Enter such
requirements in the remarks field so that the attester is advised of this, or possibly send a
separate email to the attester.

If | stick to the closing dates on the front page, will | be able to rely on being paid on the right
date?

The closing dates stated on the front page of PagaWeb are approval deadlines for managers.
That means that as an employee you must allow extra days during input, so that the attester
has time to check and the manager has time to give approval.
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8. What do | do if | have had made a private journey at the beginning or the end of the work

journey?

If you have a private stay during a work journey, there is an option in travel expense bills

under place of stay which is called “Private journey, no per diems”. You use this option for the

part of the journey that was private.

@ Skjema - Windows Internet Explorer = 2
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GOOD LUCK!
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