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Cost centres  

Cost centres can be placed on equal footing with departments or areas within an enterprise. 

In Timeplan these are used to sort personnel into groups and make it easier to review and 
control who works where, what the schedule looks like, whether the demand is covered and 
what the costs of each department look like. All staff are associated with at least one cost 
centre and cannot be put on the schedule of cost centres they are not associated with. 

To set up or adjust cost centres, press the tab Administration, Organisation and then select 
Cost centre from the menu. You will then get a list of all active cost centres. If you also want to 
see inactive cost centres, put a checkmark in the box. 

If you want to add new cost centres, click on New+, in the top left corner. 

 

You can then choose a name for the cost centre (e.g. Administration) and an abbreviation that 
will appear in the web app. You can also choose the colour of the cost centre from the drop-
down menu. It is recommended not to choose black or red tones as important text might 
disappear. Once you are satisfied with your choices, press Save. 
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Agreements 
All employees registered in Timeplan receive an employment agreement. It is based on a collective 
bargaining agreement. There are standardised collective bargaining agreements, but these can be 
adjusted according to the customer's wishes. 

Under the tab Agreements, there is a complete overview of all agreements listed in Timeplan. 

 
In the example above you can see the most common abbreviations we use  

“COLL mon” – refers to personnel with fixed monthly salary 

“COLL specific days”– refers to personnel who have a fixed number of hours per month but are paid by 
the hour 

“COLL hours”– refers to personnel who work without a fixed number of hours and who are paid on 
hourly basis 

 A brief summary of the various agreements and their settings can be found under Description. The 
most important items are usually how long the break is, if there are compensatory/annual working 
hours/flexible working hours and/or public holidays. You can set up as many agreements as you like but 
we recommend that you try to keep it relatively neat so that you can easily know which agreement 
applies to new staff. 

Timeplan Support is responsible for posting and configuring the agreements since errors in the 

agreements can lead to problems for customers.  

Own notes:  
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Administrators 
Posting administrator files 

Those who log into Timeplan to work in the system are called Administrators. Not everyone has the 
same rights in the system considering that a department manager does not need to have access to the 
same areas as a payroll administrator. 

Each company should have a Timeplan manager who acts as first-line contact in case of problems and 
who has full system rights. This person can in turn post other administrator profiles and adjust rights. 

The different profiles can be configured under Administration –Authorisation –User profiles 

In the example above you can see the most common profiles that are posted in the system. 
Administrator, Department manager, Status and SuperUser. 

SuperUser is the person with the highest permission level. Administrators has high-level permissions 
and is a common profile for key persons, which is why it should be distributed sparingly. 

Department manager is a profile limited to one or more cost centres and functions and Status is a 
profile used for obtaining checklists and see the current status of the house. 

You can see which permissions the different profiles have by clicking on each profile. 
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You can easily adjust what to display by putting a checkmark in or removing the checkmark from the 
boxes for the different tabs and their submenus. You can also make adjustments so that a profile only 
has read permissions for the different menus. If you want a profile to be able to see payroll 
information, you have to put a checkmark in this box. The permission level limits the profiles, which this 
type of administrator profile is able to certify, and/or have more permissions than. For example, you 
can have two profiles called Administratör (Administrator), but if one has SuperAdministratör 
(SuperUser) permissions, the other has Övrigt (Other) permissions. The Super permissions profile will 
be able to certify the Other permissions profile. 

Once you are satisfied with your settings, press Save and if you want to create a brand-new profile, 
press New+. 

  Own Notes:  
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Creating new administrators 

If you want to post a new Administrator, you need to have a profile with those rights. If you do, click 
on Administration and then on Users. 

If you want to post a new Administratör (Administrator), you need to have a profile with those rights. 

If you do, click on Administration (Administration) and then on Användare (Users). 

You can now see a list of all users that have been posted as well as which user profiles they have and 
which companies they have access to. If you know that you have posted a profile but you cannot find it, 
it may be worth putting a checkmark in Visa Låsta Användare (View Locked Users) since users who have 
entered an incorrect password several times lock themselves and then disappear from the list. Old 
users, too, are hidden there. 

 

To create a new administrator, press New+.
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Under Name, enter the first and last name of the person. The username is the name used for logging in. 
We usually recommend setting a temporary password and then putting a checkmark to allow the user 
to change password at the next login. You can also choose the language (Swedish or English). 

Under User profile select which administrator profile the user should get and under Approval role select 
which level the person should be allowed to certify at. 

Below this you can choose which company/companies the user will have access to. You can limit 
yourself to specific cost centres or choose the entire company. To the right of this, you can put a 
checkmark in or remove the checkmark to determine whether the user should receive messages from 
the company. This applies to error messages such as time stamp errors or deviation codes, not personal 
messages, so we usually recommend not putting a checkmark. 

You can place restrictions on the user so that the user cannot change anything by themselves, such as 
stamps or certifications. 

Once you are satisfied with your choices, press Save. 

 
Own notes:  
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Staff -Hire an employee 

Start by making sure that the person has previously been employed and registered in Timeplan 
by searching for the person on the Staff page, put a checkmark in the box Without an active 
employment agreement. 

If the person has not been previously employed, select New+ and fill in the following 
information on the personal data page. 

• Name 
• Personal identification number (10 digits) 
• Date of birth (use TAB to auto fill) 
• Address 
• Postal code 
• Postal address 
• Telephone number 
• Email 

When you register an employee, an employee number is generated automatically, however, it 
can be adjusted to match the data in the salary system or to comply with other requirements. 

After making changes to the Timeplan pages, you must press Save to save these changes. 
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On the page Supplementary information, fill in the punch terminal(s) in which the employee 
can clock in and out. Multiple terminals can be selected if the employee works at multiple 
locations within the company. If transferring bank account details, please also fill in the bank 
account on this page. The bank account is entered according to the standard supported by the 
company, which is often four digits for the clearing number, hyphen and then the account 
number sequence, such as CCCC-NNNNNNNNN. Swedbank accounts are often entered without 
the fifth check digit and thus follow the same standard as above. 

 

Now the person must be linked to an agreement and this is done under Employment 
agreements. 

Here, you select which collective agreement the employee should be linked to. This is done in 
the subheading Employment agreements. It is important to choose the right agreement in 
order for the time to be calculated correctly. Read through the agreements you can choose 
from by holding down the drop-down menu for collective agreements, considering which one 
is most similar to the agreement you physically signed with the employee. 

If the agreement name contains the word “Mon”, this means that this is an agreement for 
employees who receive a fixed monthly salary. If it says “Tim” in the agreement name, this 
means that the employee is permanently employed for a certain number of hours but is paid 
hourly, not a lump sum monthly. If an employee has a permanent employment, it is important 
that you fill in the number of hours the employee will work each week in the box Weekly 
working hours. Weekly working hours are then used as basis for all time calculations in the 
system. All employees must be linked to at least one Cost centre and you can add or remove 
cost centres by pressing Add/Remove. 
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  Own notes:  
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Switching an employee's agreement 

For example, if a person has been an hourly employee and is going to switch to a monthly 
employee, select New and then select the date of the new agreement. A copy of previous 
contracts is created with the new employment date. Then you can switch the agreement to the 
new one and change any weekly working hours. Never put the end date in the box End date 
unless you know for sure that the person will resign. It will not be possible to include the 
employee in the timetable after the end date. 

All employment agreements are saved under History so that you can go back and see how an 
employee has worked and what terms and working hours their agreement had at that time. 

 

 
 

    Own notes:  
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Planning and creating work shifts 
In order to prepare a basic schedule, you must first do so-called work shifts, which you then use when 

creating the basic schedule itself. 

Press Planning and then Tasks. Then choose the cost centre to place your work shifts in. Click 
on + New.

 

Name your shift in Description , e.g. ”Administration 8:00-17:00” 

Abbreviation can be, for example, ”8-17” 

At Default break rule, choose among (no break), half hour or full hour. This is a calculation aid 
to allow you to easily see the total number of hours of the shift without any employee being 
connected to it. 

 

To drag a shift as in the example above, place the mouse pointer on 8, click with the mouse 
and drag the shift to 17: 00. If you need to adjust the time, you can double-click on the shift 
itself and enter the time you want in your work shift. 

Click on Save. 
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To set up on-call duty or overtime shift, follow the same procedure. Drag a shift, double-click 
on the task and select on-call duty or overtime from the drop-down menu under Type. Press 
Save. 

To make configure the settings of your shift, double-click on it. You can choose to steer away 
breaks or cost deductions on the shift. However, the settings you make to the shift apply to the 
settings in the employee's agreement so be careful not to steer away too many things as it 
easily causes problems. If you choose to change something in the shift, take the habit of 
naming the shift to something where this change is evident, for example: ”8:00-17:00 
Emergency”. 

Once you have saved the task, a red text will appear saying Arbetspasset ingår inte i något 
grundschema eller i någon behovsmall (The work shift is not included in any basic schedule or 
in any needs template). The text will remain there until the shift is used in a basic schedule. 

To make additional shifts, press New+ and then follow the same procedure as above. Continue 
to do the work shifts needed to create your basic schedule. 

All saved work shifts are collected under the row where you set up the shifts, arranged by start 
time. 
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Create task rotation in Shiftplanning 
Shiftplanning is an overview view where schedulers can work in parallel with multiple basic timetables 
at the same time in order to ensure that the needs of the business are always met. 

Click on Planning and then select Shiftplanning from the left menu. 

When you open it, the menu on the left will disappear and most of the screen will show 
Shiftplanning tool You can access Planning menu at any time by hovering your mouse over the 
grey menu the arrow is pointing at in the image below. 

Shiftplanning uses a direct saving method, i.e. all things you do are saved in real time so you 
never have to press a save button. 

New taskrotation period 

To start working with a new task rotation period, first select a name; e.g. Summer as well as 
which cost centres you want to plan task rotation for. 

 

After selecting a name and adding cost centres, press Create. 
You will only be able to select cost centres that you have permission to access, so if a cost 
centre is missing, please contact your company's SuperUser for access. 

Once you have created a timetable period, you will see a new view showing the name of the 
period, date and a number of buttons through which you can navigate back and forth in the 
calendar. Schemaplaneraren (Timetable Planner) has a longer deadline since it can generate 
dates up to 1.5 years ahead, which gives you, in your capacity as scheduler, a better overview. 
You can also scroll back in time to see past dates. 
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The small house button takes you back to today's date.

 

To start posting basic schedules, press +Task. There you get to choose whether you want to set 
up a completely new task rotation or add an existing one. If you choose to use an existing task 
rotation, Timeplan will retrieve your previous task rotation and you can choose to further 
develop them shiftplanning 

Creating a task rotation  

 

You can add a description/name to your timetable. Below it you can select the duration of the 
task rotation, i.e. how many weeks it rolls over (1-16 weeks). You can choose to add a person 
to the task rotation immediately or you can create an unmanned task rotation. You can select 
the start week and date of the schedule. 

 

 
In the image above you can see that a rolling timetable of two weeks called Summer is being 
created.  
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If you click on the three dots, you can choose to link another person to the schedule, either a 
specific employee or an unmanned schedule. This option is useful if you have two employees 
who are going to work according to one and the same timetable, but who are also going to 
overlap, because the changes made in one taskrotation automatically affect the other. 

Two people are linked, who in this example are called Noname and George Clooney. They both 
start working according to the schedule on 06/28/2021 but have different start weeks, because 
they are going to overlap. This becomes particularly clear when the weeks have different 
numbers (see example Monday the 28th). 

To start posting a shift, hover your mouse over a day of the week and click. You will then see a 
drop-down menu with all work shifts available at the added cost centres and the people. 

Shiftplanning works using the so called "Drag and Drop” method, which allows you to easily 
place and move shifts between days and timetables. Everything you do is saved in real time so 
be careful not to make too big changes because the system saves everything, even the errors, 
if any. In this early version there is no undo button. 

If you want Timeplan to check Working time regulation check while you are creating your 
timetable, click on View and then put a checkmark in Enable working time regulation checks. 

 

Multiple task rotation in one and the same view 

Once you are satisfied with one or more of your timetables, you can easily continue your 
planning by pressing +Task to add more task rotations. These are posted automatically under 
the others and you can name the schedule, enter weeks and link to employees etc. 
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Publishing 

Once the task rotation is complete, click Publishing. A list will be displayed containing warnings 
or errors that must be rectified before the timetable is completely clear. 

 

• What is referred to as "error” must be rectified before the task rotation can be published. 
• What is referred to as ”warning” is given as an indication that something may need to be 

rectified. However, the task rotations can be published even if you choose not to rectify the 
warnings. 

Once the list has been reviewed, click Update. If all items have been rectified, the list will be 
empty and the task rotation - ready to be published. 

    Own notes:  
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Monthly overview 
Monthly Overview is the part in Timeplan that is best suited for work on temporary changes. You can find 

the monthly overview under Planning – Monthly overview 

Before your monthly breakdown opens, you have to choose which date to use as start date, how 
many weeks to display, and which cost centres to see. 

 

 
Under Settings you can make more detailed adjustments and customise the monthly overview so 
that it shows the items you are interested in seeing. 
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You can choose to display days, dates, week numbers etc. 
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A good feature to gain control over hours and time worked is to select three accounts to display on 
the left side of the monthly overview. This is done under Information column at the bottom of the 
page. 

If you have extra or absent personnel or if you have a preference for the order in which you want to 
see your personnel, you can click on Custom Sorting. This opens a view where you can drag the 
names of the personnel to a specific order, which is then reflected in the monthly overview. Once 
satisfied, click on OK and then on OK again to return to the view above. Here it is important to select 
Sorting and then Custom Sorting in order for it to have an impact on the monthly overview. Once you 
are satisfied with your settings, click on View. 

 

Monthly overview shows a lot of information: 

1. The employee’s first name and surname. The row that goes horizontally from the name is the 
information related to the employee. 

2. The shift that the employee is to work Mhursday, 1st of July, week 26. The top row of the box 
is the shift abbreviation defined when it was created. For more information on creating work 
shifts, see here! The bottom row shows the hours of the shift. 

3. The symbol to the right of the number indicates that there is a basic timetable linked to the 
person and that it rolls during the period. For more information on creating a basic timetable, 
see here!  

4. The green symbol next to the digit shows that all working hours and daily rest periods are met 
in the timetable. Timeplan will never prevent you from departing from the law but we 
recommend following the law to the greatest extent possible.  

5. The options under information column that you can make under Settings can be seen here. 
The account to which the numbers refer can be seen if you hover the mouse pointer over the 
numbers. 

6. Here you can see the total working time during the selected period, in this case one week. If 
you opened a month, the sum would be one month's working time. 

7. The red numbers on the right, during the total working time, are the absence hours, including 
full day absence, during the selected period. There may also be a blue number here and, of so, 
it would indicate the absence time during part of the day that may be entered in the 
timetable during the period. 

8. Here you can see that the employee is absent with the code sick.  

If you want to review a day or a shift in detail, double-click on the shift or the day and you will be 
directed to Time rec. and balances where more specific adjustments can be made. These 
adjustments will be reflected immediately in the Monthly Overview.  

https://support.timeplan.se/hc/sv/articles/115003778865-Skapa-ett-arbetspass
https://support.timeplan.se/hc/sv/articles/115003785429-Skapa-ett-grundschema
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Moving shifts in the monthly overview 
Monthly overview makes it easy to move shifts between employees. If an employee wants to switch a 
shift or if, for some other reason, you need to move a shift from one employee to another, select the 
shift to be moved. All employees who can work the shift light up and you can click on the employee 
who will be working instead, so the employee moves to that line and the shift is switched. 

This symbol  appears on the employee whose shift was moved because Task rotation has now 
been circumvented and that person is now behind with their weekly working hours. 

 
Adding shifts to Monthly Overview                                                  

If you want to add extra shifts, you can easily do so directly in the monthly overview. 

First you have to decide who will work the shift. Then click once on the day on the line of the 
employee who is to work and you will get a box with all available shifts for that person. The shifts 
displayed are determined by the cost centres to which an employee belongs and their level of 
competence. After that, click on the shift you want to post and then press OK. 

The shift will come up on the selected day. 
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Adding unmanned work shifts in to Monthly Overview 
Unmanned shifts can be added to the monthly overview. During particularly staff-intensive periods 
you might have to bring in extra staff but you do not know who can work, only that there are shifts 
that needs to filled in. 

Click on the [+] symbol as specified above on the day you want to add unmanned shifts. This opens a 
box where you can choose the type and number of shifts you want to add. Once you are satisfied 
with the number and type of shifts, press OK. 
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The shifts will then fall down and end up on the line Unmanned Shifts. You can see the type of shift in 
the description and the number of shifts of the same type by the number in brackets. In the example 
above there are two day shifts, one evening shift, one more day shift but from another cost centre 
and then a morning shift. When you want to post your shifts to employees, click on the shift you want 
to post. Anyone who can work that shift lights up and you click on the person you want to give the 
shift to. 

Shifts requests can also be sent out to your personnel via the Timeplan web app for employees. For 
instructions on how to do this, please refer to the manual at Webbapp, Användarmanual för 
Administratörer (Web App, User Manual for Administrators) as well as Webbapp, Användarmanual 
för Användare (Web App, User Manual for Users). 

If you need to delete an unmanned shift, press it and select Delete in the menu that appears. 

 
Deleting shifts from Monthly Overview 
If there has been an error when posting shifts in the Monthly Overview, you can delete them by 
pressing the shift that is incorrect. It is then highlighted in a lighter colour and you can press DELETE 

on your keyboard to delete the shift. If it is Task rotation shift you are deleting, the symbol will 
appear and you may have to compensate the employee with a different shift to accommodate their 
employment rate. 

To remove the unmanned shift from the monthly overview, click on the desired shift and select 
Delete. 

 
Adding an absence code in Monthly Overview 

https://support.timeplan.se/hc/sv/articles/115003535825-Webbapp-Manual-för-Administratörer
https://support.timeplan.se/hc/sv/articles/115003535825-Webbapp-Manual-för-Administratörer
https://support.timeplan.se/hc/sv/articles/115003533189-Webbapp-Manual-för-användare
https://support.timeplan.se/hc/sv/articles/115003533189-Webbapp-Manual-för-användare
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If an employee needs to be absent from one or more shifts, you can add this directly to Monthly 
Overview. 

 

Double-click in the bottom box (marked in red in the image above) for one day to quickly bring up the 
absence manager. 

You can then select the type of absence from the drop-down menu and enter the period in question. 
It is set to only apply to one day, but if an employee will be away on holiday, you can easily add this 
here. Then press OK and the absence code will be rolled out under the selected dates. 

It is important not to delete the work shifts for the employee during the absence period because the 
timetable must have a shift to be absent from in order to perform the calculation correctly. If an 
employee is to be absent on days when they do not have a work shift, the absence code will remain. 
The timetable does not deduct holidays or hours from days on which the employee does not need 
time off from a shift. 
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  Own notes:  
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Absence 
All absence in Timeplan are calculated on the basis of work shifts. If an employee is absent from a work 
shift with a valid absence code, the shift must remain in Timeplan. 
All absence in Timeplan are calculated on the basis of work shifts. If an employee is absent from a work 
shift with a valid absence code, the shift must remain in the schedule. This is because Timeplan can only 
calculate the number of hours or days based of absence based on the scheduled time. 
To add an absence code to an employee; click on Staff – [employee name] 
Calendar. Click on the first day of absence and then on the icon to be forwarded to the absence 
manager. 
Then select a suitable deviation code from the drop-down menu next to Deviation code. The period 
during which the employee is to be absent is entered under Period. In the example below, from 17-
18th of June.

 
After that, click on OK (OK). 
It is important not to delete the work shifts for the employee during the absence period because the 
timetable must have a shift to be absent from in order to perform the calculation correctly. If an 
employee is to be absent on days when they do not have a work shift, the absence code will remain. 
The timetable does not deduct holidays or hours from days no which the employee does not need time 
off from a shift. 
You can also enter via Staff - [employee name] – Time rec and balances and enter an absence code on 
a selected day or via Monthly Overview. 
  
 

  Own notes:  

 

 

 

 

 

 



25 

 

 

Status  

Here, it is possible to see which persons are registered, which have a timetable and should have clocked 
in, and which are absent with absence code. The list can be printed in the event of a verification visit 
from the Swedish Tax Agency and it is therefore important for everyone to clock in. In case of a visit by 
the Swedish Tax Agency, Skriv ut kontrollrapport (Print inspection report) must be used in order to 
include all those who have clocked in, including those who have clocked in on previous days. 

• Green – Clocked in and currently working 
• Red – Has work shift right now but has not clocked in 
• Yellow – Has work shift but has a valid absence code 
• Grey - Work shifts are available during the day but not right now 

 

If you have a lot of temporary personnel, it may be useful to use the Self-registration add-on module 
where the employee can register in the time stamp terminal without first being posted in Timeplan. 
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Messages 

If an administrator wants to send messages to employees, they do so via the Messages tab in Timeplan. 
This will display the message in the app and in the clock. 

Go to Messages and press New+ to write a new message. 

 

You can then choose to send a message to another administrator [then put a checkmark in User], one 
or more employees regardless of the cost centre, or you can send messages to all employees associated 
with a specific cost centre [then put a checkmark in Employee at]. 

In the box next to Expire date, determine how long the message should be displayed. 

Once you are satisfied, press Send and the message will be sent to the selected recipients. 

You can also post recurring, automatic messages such as Happy birthday under Message Template. 

Own notes:  
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Approvals 
Each morning, a certification manager should review the action list in Timeplan in order to 
minimise the workload before checking and closing the pay period, as well as in order to keep 
track of additional expenses as much as possible. 

Not everyone can certify hours in Timeplan. Usually only department managers and their superiors 
have this authority.  

All stamp deviations outside your allowed limit will be added to the action list automatically where they 
must be handled.

In the top left menu you can see how many actions need to be handled. In the example above, the 
person has four actions to deal with. 

The next step is to select which cost centre to certify hours for. You can select one or more. You can 
select a date range as well as errors to fix or a history of approved and failed certifications. Once you 
are satisfied with your choices, press View. 

 

You will then see a list of all actions per employee in alphabetical order. 
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There are a number of different errors that end up in the action list and below are a few examples. The 
department manager determines whether an action is to be approved or rejected and all deviations 
must be reported by the employee.  

In the example above, you can see that the employee has clocked in without there being a work shift at 
that time. You can see the stamps on the left and a list of debited accounts in the middle. 

Another common example is an employee who has worked beyond their scheduled shift. In the 
example below, you can see that the shift was from 6 AM to 3 PM, and the employee clocked in at 6 
AM, which is correct, but then the person clocked out at 17:00 PM with the deviation code Overtime. It 
is now up to the certification manager to determine whether or not the extra 2 hours were officially 
count and whether or not the employee should be paid for the overtime and if so, how. 

To the right, there is a drop-down menu with the following options: 

 

Hourly/Extra employees (working only with money) 

• Unmanaged – No decision has been made and this period will not be included in the salary 
calculation unless something is done before then. 

• Approved – The person in charge approves the time stamps and the period is counted for the 
employee. 

• Not approved – The person in charge does not accept the time stamp and the period will not be 
included in the salary calculation. 

 Monthly employees (working with both time and money) 

• Unmanaged – No decision has been made and this period will not be included in the salary 
calculation unless something is done before then. 

• Approved time – Approve the time, pay out the extra hours worked on time. 
• Approved Money – Approve the time, pay out the extra worked time as time. 
• Not approved – The person in charge does not accept the time stamp and the period will not be 

included in the salary calculation. 

It is not recommended to simply reject a time stamp. You should click on View day and read your 
messages and try to find out what has happened in order to be able to approve the time stamp, 
otherwise you will be leaving the employee without pay for their extra hours for the days they have 
actually worked extra hours. 
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NOTE: The choices that appear in the approval list depend on how your Timeplan has been configured 
and vary from customer to customer. 

  

Own Notes:  
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Reports 

Timeplan has built-in reports to enable customers to find all possible information. To find the different 
reports, press Reports and then select the type of report you want to find from the selections in the left 
menu. Each report category has a large number of reports to choose from in the drop-down menu that 
appears. 

 

Employee reports 

Employee 
reports 

Without a selection, only one personnel list will be displayed. 

Here you can try your way forward if you are looking for a specific employee list, for 
example, to see who has email addresses registered in the system etc. If you cannot find 
the information you want, you can call support and we will help. This applies to 
most reports. 

Planning reports 

Week overview 
Shows persons that are scheduled on the chosen time interval.or 
entire cost centres 

  

Monthly overview 

can also be printed in a simplified version. This can also be printed 
directly from the tab Planering (Planning) 

and Månadsöversikten (Monthly Overview). 

Account Reports 
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Employee time report 

A very useful report! 

Shows all time recordings, exception codes, accounts and flextime 
either for one person or for all persons with the chosen cost center 
as primary cost center. 

  

    

Time recordings and accounts 
report 

Shows information about all tasks, stamps and balances within 
chosen time period. 
Only employees with selected cost center as primary will be 
included in the report. 

Account report – per person/cost 
centre 

Shows generated balances according to chosen filter settings. 
Employees with selected cost center as primary or secondary will 
be included in the report. 

  

Report templates 

Some reports are easier to interpret if you use a template for them. Report templates are used for 
filtering which accounts are displayed and can be put into good use for reports such as Employee time 
report to see relevant balances. 

To create a new report template, click Reports - Templates and New+.

 

You then get a screen where you can transfer the accounts you want to include in your template using 
the buttons in the middle. If it is one account where you want to see the opening and closing balance 
per month, double-click on that account when it is in the right column. It then gets an asterisk next to 
the name. Once you are satisfied with your choices, name your template and press Save. After you 
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save, there will be a button that says Make public and pressing it will make your template available to 
all administrators. 

 

You can now select your template from the drop-down menu Templates when selecting how you want 
to display certain reports. 

Own notes:  

 

 

 

 

 
 


