
 

INTRODUCTION TO UNICONTA 
 

Look and Feel 

 
 

1. Uniconta is updated every 4 to 6 weeks. These updates will be either adding more functionality or improvements to the 
current functionality. The number is in brackets is the version number, in this case it is version number 81. Included in this 
document is the latest changes which was introduced in version 81. 
 

2. Name of the company 
 

3. Company id 
 

4. User id 
 

5. When selecting the arrow, the user can go back to the previous page 
 

6. When selecting the plus icon, a list of shortcuts appears. Each shortcut 
will open a new document for example if ‘New Quick Invoice’ is selected, a 
new invoice will be opened 
 

7. When selecting the dashboard icon, a list of pre-defined dashboards will be opened. The user can also define new 
dashboards 
 

8. When selecting the ‘Open new Window’, a new page with the same company will open up and this can be used when 
working on multiple companies at the same time 
 

9. When selecting the question mark icon, the user will be guided to the help files and by default the Search page will show 
help for the page on which the user is. The user can also search for any other text. 
 

10. When selecting the calculator icon, the user can select a company from a pop-up list  
 

11. When selecting the icon with the company name, a full list will be opened and the user can decide to open the company 
separately or re-open another company in the same page 
 

12. The Print button can be used to print any page in Uniconta. The print will be relevant to the 
page which is currently open for example if the user are on a Chart of Accounts, the user 
will be able to print a list of accounts. The user can also add text for the heading and sub-
heading. The font and the margins can be adjusted and the user can decide if the print 
should be on Portrait or Landscape 
 

13. Export current page to Excel 
 

14. Export current page to Word 
 

15. Export current page to a .CSV file 
 

16. When the ‘Copy to clipboard’ is opened, the user can select various options:  
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16.1. Copy to Excel 
When the function ‘Marked Lines’ is used when the user wants to export only some of the data in a list. When the 
function ‘Select All’ is used, the user will export all of the data to Excel 
 

16.2. Copy to Word 
When the function ‘Marked Lines’ is used when the user wants to export only some of the data in a list. When the 
function ‘Select All’ is used, the user will export all of the data to Word 
 

16.3. Empty the Clipboard 
This will clear any copied data 
 
 

16.4. Paste from Excel 
This functionality will enable the user to copy lines in excel and pasting it into Uniconta. Note that the data will be 
validated when pasted in Uniconta. If data is invalid, an error will be displayed.  
 

16.5. Update from Excel 
The user change data in excel and when selecting the function ‘Update from Excel’, the data will be updated 
automatically in Uniconta (it will also be validated and will display an error message if the data is not correct. 
 

17. User specific settings 
 

17.1 The User profile can be used for settings which are relevant to the logged in user. 
 

17.2 The System date is used by finance users to ensure that the documents are created with the correct date for 
example: If the user want to post journal entries in the previous month, the user can change the date to ensure 
that the correct posting date is selected 
 

17.3 The user can log out of the system however the user can also close Uniconta and does not have to use this 
function. 

 
18. The user can use the red cross to close all the pages that are open at the same time 

 
19. A company logo can be used on the right-hand side. 
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