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Quick Guide for Reporting Secondary Employment
(sideline) in Primula

Log in to Primula using your Lucat credentials

Click on 'My Page' and select 'Secondary Employment'. On the page that opens, you will
find information in the right-hand column on how to register a new secondary

employment (sideline), as well as how to copy, edit, or remove an already registered one.

If you have not previously reported any secondary employment, you can create a new
report by confirming as shown below:

Select secondary employment

Create new |2026 Confirm Cancel

If you have previously reported secondary employment, you can copy the most recently
submitted report and make any necessary adjustments. It is important that you enter the
correct year. This is also where you can update an ongoing secondary employment during
the year. Confirm your selection as shown below:

Select secondary employment

Modify existing v  Confirm Create new [2026 Confirm Cancel
Copy the latest sideline

If you want to save your case and continue later, you can save it by clicking the button:

ﬂ Spara

Read the university’s information and guidelines on secondary employment. You can find
the link under External Links on the left side:
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External links >

Anvandarstod (manual/film)
Currency converter
Forskningsamnesgrupper
Primula for HR

Riktlinjer for BESTA-kodning

SSC client web/support
Secondary employment/Sidelines
Swedish tax agency

Time Schedule Primula

Once you have read the information, confirm by ticking the 'Yes' box:

D Yes

I have received the information about the sideline:

Fill in whether you have secondary employment. If you do not have any secondary
employment, you do not need to submit a report.

0 Yes U No

Do you have a sideline:

If you have secondary employment, continue filling in the remaining fields:
« Select the type of secondary employment in the drop-down list.

- R&D: for research and development-related secondary employment within the scope of
your employment.

- Other: for all other types of secondary employment.
« Enter the scope (hours/year).
e Enter the client (name, organisation number). For companies in which you are an
owner/part-owner, enter the organisation number. If there is no client, enter your
personal identity number.
» Under Description, describe your secondary employment and the nature of the activity.
« [f you want to send a message to your Head of Department/manager, use and save:

Note/Att



» Note that special characters or parentheses cannot be used in the form.
e Submit your case for approval by clicking:

Submit

Once submitted, the case is sent to your Head of Department/manager for assessment and
approval.

If you have more than one position at Lund University, your report must be sent to all
relevant Heads of Department/Managers. Choose the recipient under 'Send to
administrator at' before submitting.

Reported secondary employments are numbered with the calendar year followed by a
running number and dated with the reporting date.

As long as your case has not been processed by your Head of Department/manager, you
can see it under 'My Cases' in the left-hand menu, where you can also print it.

In the left-hand menu, you can also see your saved cases that have not yet been submitted
for approval.

To view completed cases (approved by your Head of Department/manager), tick the
Archive Search box and specify the date range (maximum 6 months per search). The date
range refers to the date the case was created.

If you have questions regarding the rules on secondary employment, first consult the
information available on the Staff Pages: Secondary employment | Staff Pages

If you have questions about how to fill in the form, contact the National Government
Service Center (SSC) via the SSC portal or by phone 29000 (choose option 3).


https://www.staff.lu.se/employment/secondary-employment

