
 

CREATE YOUR OWN FIELDS 
In every company there are fields that are unique to the individual company or the industry. Uniconta 
provide the creation of custom fields and new tables of which both can be added to a standard or a 
custom menu. Once an field is added, the field will automatically be available in lists and reporting. 
From this point forward, there will be no distinction between standard & custom fields. 
 
To add new fields, go to Tools/User-defined-fields. New fields can be created for the following 
modules: 

Module Sub-Module 

General Ledger 

Chart of accounts 
Chart of accounts 
VAT 
Document attachments 
Terms of payment 
Fixed asset 

Customer 

Customer 
Sales order 
Sales order lines 
Customer groups 
Order groups 
Shipments 
Terms of delivery 

CRM 

Prospects 
Follow-up activities 
Campaign 
CRM groups 
Follow-up groups 
Campaign grous 

Vendor 

Vendor 
Purchase order 
Purchase order lines 
Vendor groups 
Purchase order groups 

Inventory 

Items 
Item Groups 
BOM 
Variant detail 
Warehouse 
Location 
Number Series 
Production order 
Production order lines 
Production groups 
Discount groups 
Brand group 
Category group 
Language – Item description 

Project 

Project 
Installation 
Installation group 
Project category 
Project transactions 
Project groups 

Company 

Company 
Employee 
Contact 
Note groups 
Attachment groups 
Employee groups 
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There are two name fields. The first field ‘Name’ are the table name 
meaning that this field name is not visible to the user but can be used in 
further development. This field does not allow any spaces in the name 
however it can be numberical, alphabetical or both and it does not have 
limit to uppercase or lowercase.   

The next field ‘Prompt Text’ is used as the field name in Uniconta which is visible to the 
user. 

Field Description 
Name The field name can be in letters, uppercase or lowercase. The 

name should not have spaces in between. 
We recommend calling the name with a preceding variable, so 
that by mistake, you do not use the same name as in standard 
Uniconta. For example, as illustrated, the all the fields have a 
pre-fix of BEE [see screenshots].  

Prompt Text This text appears on the list and card pages  
Formatting Use this field to setup a dropdown field which will display a pre-

defined list of values from which a value can be selected. Note that 
you need to use a semicolon ; with no spaces in between the 
characters or words.  
Example:  

1. Type = String 
Formatting = Male;Female;Child  

2. Type = Enum 
Formatting = Yes;No;Maybe 

Different formats can be specified in this field for example for a String value, max length can be 
given e.g. 20. For date format 'd' or 'g' can be used. If a number is required with two decimal 
places 'N2' can be used. 

Group Name Various fields can be clubbed in the same category. Add a group name to group the fields on 
the card page.  To use an existing group, enter the group name and enter the Name NB. The 
value should be the Name field and not the Format Text field. Click on F12 to get the field 
Name. Enter the group name and click Save. To use an existing group, click on F12, on the 
card in which the field is to be created, and use the name of the field (which do not have 
spaces).  
Note: The group name is case sensitive, so uppercase and lowercase letters must be written 
correctly. 

Type User-defined fields can be of different types. E.g. date, integer, double, boolean, money, string 
etc. 
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String 

Alphanumeric text. If the field is a string, the character length can be 
added in the Formatting field for example, ‘10’. This field is now restricted 
to a maximum length of 10 characters; if the value is ‘25’, then the field is 
restricted to 25 characters. If there is no value in the Formatting field, 
there will not be any restriction. 
Note that the field can contain a maximum of 255 characters. 

Boolean A field that supports boolean values. Supports reporting and editing of a 
Yes / No option. 

Integer Integer 

Date A date field contains a calendar for the Day, Month, and Year 

DateTime 

Date and time. On the server, the time is saved in GMT format, so if time 
in the local country is 19::00, the time is in another country will 
automatically be used for example if it is 19:00 in the UK it will be 20:00 in 
South Africa. 

Money 2 decimal places and stored on the server in ‘cent/penny’ and this will 
always be for the local currency for example 21.05. 

Double & Single Point numbers which could have a decimal of 1 or 2 characters 

Enum 
A dropdown list where the user select from different options such as ‘Up; 
Down; Right; Left’ in the ‘Format’ field, then these 4 options appear in 
combo boxes. 

AppEnum  
 

Reference This field is only used when the user wants to refer to another table.  

Read Only The user cannot change the contents in the field 

Delete Select if the field should no longer be used. When Delete is selected, the field will no longer be 
on the table 

Mandatory The user must enter a value and the field cannot be blank 

Hide The field is not displayed to users 

Multibar This allow the user to complete the value in multiple lines - typically a field for comments. 

 

Example 
The following fields are added on the Inventory Page 
Tools User-defined-fields→Inventory→Items 
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Save every time before returning to the list page. Once the fields are added, it will be available 
on the ‘Item list’ page and also on the ‘Item’ card page – see below: 

 
Item Card: 

 
 

Item List: 

 
 
 


