
   

 

   
 

Reporting of salary and hours as employees 
 
Reporting of salary and hours takes place via the administration system Closing Loops Admin: 
https://fbcdsys.dk/admin 
 
Employee information (important) 
When you need to create an employee, you must submit employee information via this link:  
https://podio.com/webforms/29318640/2400796  
 
After a few days, the employee will receive a link to our reporting system 
https://fbcdsys.dk/logind/admin - It is only possible to log in when you have received a link.  
 
When you log in, it is important that the CPR number is entered. The hours cannot be approved and 
signed until the CPR number has been entered. This is done here: 
 
Select "Alle/All" from the menu on the left and then "Partners": 

 
Then you choose your company and you get a list of employees. You double-click on yourself, and 
master data and timesheets/project usage will be seen on you. Then click on the 3 dots in the right 
corner and then change the CPR number. Once this is done, you are now ready to enter hours and/or 
salary information on yourself: 

 
 
 
 
 
 
Reporting of salary using allocation contract with actual salary (work description) or GTS rate 

https://fbcdsys.dk/admin
https://podio.com/webforms/29318640/2400796
https://fbcdsys.dk/logind/admin


   

 

   
 

Select your initials in the top right corner and then select "Mine lønsedler/My payslips" 

 
 
Here is a list of all the payslips that have been created for you. Note that by default, the list only shows 
the payslips that have the status "Created", "Submitted" or "Rejected". To change, select "Filter" to the 
right of the list. 

  
 
Select the payslip you want to report salary on, and then enter the salary information, attach the payslip 
and press "Indsend lønseddel/upload payslip": 

 



   

 

   
 

Timesheet reporting  

Select your initials in the top right corner and you will get this image: 

 
 
Select "Mine timesedler/my timesheets" and you can see all your timesheets from the start. Click on 
the time registration you need to enter on: 

 
 
Fill in the "Aktivitet/Activity", "beskrivelse/description", "dato/date" and "timer/hours" for all your 
activities. Remember that the activities must be distributed on the given date you have had activity. It is 
important that this action is done immediately after the end of the month, so that the timesheet can be 
signed immediately after the work is done. It is an absolute requirement from the Danish Business 
Authority to be able to approve the hours.  
 
When you have finished entering activities for the whole month, check the box " Jeg har ikke flere timer i 
denne måned/I have no more hours this month" and press "Gem timeseddel/Save timesheet".  
 
After the end of the month, the timesheet will be reviewed by FBCD, and you can no longer edit the 
information. If we have any questions about the timesheet, you will receive an email about this. 
You will also receive an email when we approve the timesheet, after which you must also approve 
electronically via your personal MitID. 
 
 
  



   

 

   
 

If you have filled in the excel template from the Danish Business Authority and signed it by hand, 
you must do the following:  
 
Find your timesheet as above and click here:  

 
 
Then you get this picture:  

 
 
Enter the number of hours (total) as consumed on the different projects in the month in question. 
When the sum of hours matches the total number of hours on the timesheet, attach the signed (MUST 
be signed by hand before uploading) timesheet and then press “Upload timeseddel/Upload 
timesheet” and “Gem timeseddel/save timesheet”. 
 
The deadline for reporting for one month is the 10th of the following month. 
(For example, timesheet for January 2024, the deadline for reporting is: 10 February 2024.) 
 
If you have any questions about the guidelines, you are very welcome to contact your financial contact 
person at Food & Bio Cluster Denmark. 


