
 

COPY & PASTE IN UNICONTA 
 
In Uniconta the standard excel shortcuts can be used to copy and paste from one list to another. This 
means that importing and exporting of data can be done in a much shorter timeframe. 
 
Any list form can be copied in pasted from and to. When copying from a Uniconta list form, the 
contents are saved to the clipboard and can then be pasted, for example, into Excel, Word etc.  
 
Data can also be copied and pasted into other compatible list forms within Uniconta. If, for example, 
the totals from the Chart of Accounts are required for a new budget in Excel, then it is also easy to 
copy the whole Chart of Accounts grid and paste it into an Excel worksheet. 
 

Copy or Paste functionality in Uniconta 
When using the Copy or Paste function, remember that the headings need to be exactly the same, 
including upper and lowercase letters. Any program which has columns and rows can be copied from 
for example, Word and Excel. 
 
This functionality can only be used in lists and not one record for example an account or customer 
page. It has to be transactions list of Chart of Accounts, for example a form that has been accessed 
using the ‘Edit’ button. 
 
Uniconta’s clipboard is located in the top righthand corner of the screen: Copy to Clipboard. This 
button has several options to choose from, as shown in the screen shot below: 

 
 
Hold down the ‘Ctrl’ key and click on the option required – see more detail below. 

Field Description 
Marked lines This copies all data in the fields shown within any lines that have been highlighted. 

Select all 

The function ‘Select all’ will copy all the lines on the page. It will only include the 
visible columns and columns which are not needed can be removed and other 
fields can be added as per the standard functionality. 

Copy to Clipboard / 
Empty the Clipboard 

This function can be used in all list forms that display transactions, order lines, 
journal lines, customers etc. Once data had been copied to the Clipboard, the 
function will show ‘Empty the Clipboard’. This means that data had been copied 
from a list in Uniconta. 
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Once the data has been copied to the clipboard from Uniconta, the 
user can used the function ‘CTRL+V’ to to paste the selected data 
into Word or Excel and the same applies the other way around from 
Word or Excel to Uniconta.  
 
The functionality can be used to retrief data without the need to 
perform an export and it makes it very easy for the user to copy and 
paste lists of data. 

Copying and pasting form data within Uniconta 
The content of the clipboard can also be pasted within Uniconta, however, there are some limitations: 
• The contents of the clipboard can be pasted into all list forms where line items can be created 

such as Journal Lines, Purchase/Sales Order lines, Customers, Items etc. 
• It is important to ensure that the pages are compatible. For example, an accounting journal 

cannot be copied and pasted to an order line, since the fields are not ‘compatible’. 
• Purchase line items and order line items are compatible. Invoice line items and inventory entries 

are also compatible with order and purchase line items which means that a posted sales invoice 
can be copied and pasted into a new sales order. 

• When copying and pasting note that the all the lines will be copied regardless of the quantity in 
stock. When using the function ‘Create purchase/sales order’, the purchase or sales order will 
lookup the stock within the inventory module and if the items are in stock, only items which needs 
to be ordered will be created on the purchase order or sales order 

 
Below is an example where an order is used to set up a purchase line item using ‘Copy’ and ‘Paste’ 
and this can be useful if orders are bought ‘on demand’ rather than kept in stock. 
 
Create a new sales order with line items. These items are required from the wholesaler because the 
company does not keep the items in stock. Select the function ‘Copy to Clipboard’ and then use the 
shortcut ‘CTRL+C’ to copy the lines. 

 
 
Create a new purchase order and open the purchase lines. Place the cursor on the first purchase 
order line item and paste the sales order lines by selecting the function ‘CTRL+V’ on the keyboard. 

 
 
The order lines items will be copied to the purchase order. Make any edits required (e.g. price and 
discount percentage). 
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Lines can be marked and copied by selecting a line(s) and then choosing the function ‘Marked lines’ 
under the clipboard icon. Several lines can be marked by holding down the ‘Ctrl’ key and highlighting 
the required lines (the lines will appear in yellow). 
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