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Getting started with Farm Focus . Your data

Welcome.

| am delighted to have you join
the Farm Focus journey.

Our mission is to put you in control of your
financial goals and provide services to help
you make better farm planning decisions.

Cashmanager RURAL was a great tool to assist with
the growth and recording of your farm business.

Farm Focus takes the foundation of RURAL and
adds market leading technology, providing

you with more tools to further support, plan,
benchmark and record all in one place.

Your office process will be
greatly simplified by using
Farm Focus.

You can now gather, organise
and code all your invoices,
enabling bills to be paid
directly from Farm Focus,
reducing your time and
effort. Match invoices to
bank transactions as they
arrive daily and code any
transactions that don’t have
an invoice such as bank fees.

An easier way
of doing things

Transactions are then
completed and presented
in several specialised views
to suit your individual
requirements. For example
the Completed tab allows
you to view recent and
historic transactions, while
the Livestock tab presents
all your financial and non-
financial stock events in a
view that you can customise.



We have removed the many additional benefits

inconvenience of reconciling will be revealed.

bank statements by

displaying daily bank Helpful step-by-step guides
balances from bank feeds, and resources to support you
making it easy to spot on your journey can be found
differences. in the Farm Focus help centre

and across all our channels.
The benefits of our new
improved Farm Focus system Let’s get started, | am sure
are significant and once you you will be as excited as | am
have mastered the basics by Farm Focus.

Brian Eccles, Managing Director, Farm Focus Ltd




Getting started with Farm Focus . Your data

Actuals

Actuals is where you
manage all your day
to day records. Use
the tabs along the
top to navigate.

Needs Action

This area holds items that require
your attention such as invoices
that need to be coded and
matched to bank transactions.

----- Actuals

Completed

Completed is where you can find,
view and edit coded bank transactions
and matched invoices. See pg 6.

Navigation tabs

X  MyFocus Farm ~

y Balancing Tax Invo @ 2,

== Dashboard

B @

2 Plan

=+ Record 4+ Record

B create tax invoice

Invoices Bank transactions

$ Actuals Due date Other party Reference Amount Payment date a Other party Reference Particulars Amount

1st Mov 2021

Needs Acti
eeds Action ($121,200.31)

Account 1
LAY ’
Completed

. Your account is fully eoded but unbalanced. Balance Account.
Stock Activity I o i

o Please check closing balance with bank. Enter balance.
Balancing

Tax Invoices

Repeating

ﬂ Reports

* Settings

S Q' = o
Stock Activity Balancing Tax Invoices

Use this tab to view all stock events
as well as record non-financial events
such as births, deaths and transfers.

This tab lets you view the daily
bank balance and reinstate
deleted transactions. See pg 14.

Use this tab to manage tax invoices
for services and goods supplied

by your farm business. Customise
your tax invoices by including your
business logo and comments.



Needs Action

Confirm invoices
and transactions
before they move
to Completed.

Click on the Actuals
section and the screen
will automatically default
to Needs Action.

Using Needs Action

2 ) Sort any column by
clicking on its header.
3 ) Find more options specific
to the item by clicking : .
4 ) Import files from
suppliers or your bank.
5 ) Create Bill payment files.
Invoices
6 ) Use + Record to manually
add an invoice.
7 ) Use Create tax invoice to

create invoices to send.

HELP CENTRE TOPIC

To get the best out of Needs Connectors
Action, setup Bank feeds
and Connectors in Settings. Bank feeds

X My Focus Farm ~

!i Dashboard
2 Plan

$ Actuals

Needs Action
Completed
Stock Activity
Balancing
Tax Invoices

Repeating

ﬂ Reports

° Settings

Click on an invoice to
view its details.

White invoices are
waiting to be coded.

®@&E e

Actuals

Needs Action Completed Stock Activity Balancing TaxInvoices Repeating

®

4 Record

Invoices 4+ Record Bl create tax invoice Bank transactions [=] Run coding rules

Due date & Reference Amount Payment date a Other party Reference Particulars Amaount

Other party

3rd Nov 2021

v | ez Sccountt ($25,977.88)
November 2021 $109,620.88 L
20{11/21 Cervus Equipment 0001 9 ($311.34) 03/11/21 MTF Quadleaze ($342.12)
[ |

03/11/21 CP Wool waal $215.00

20/11j21 Hammand Spread|... INV-0085 ($5,718.39) 11
= N 02/11/21 The Garden ($189.20) 3
20/11/21 Farmlands Cop-op 123456789 8 $4,648.73 01/11/21 Fred & Fran..  Drawings ($3,000.00)
[m] =l
2011121 Farmer Jo $13,000.00 01/1121 Angus Black  Wages ($1,566.25)
[ 8 1nv 2021-00: NG| 3

I o Please check closing balance with bank. Enter balance.
05/11/21 Silver Fern Farms Hgts $98,001.88

.
Bank transactions 7" ) FARM FOCUS TIP

10 ) Use + Record to manually
add a transaction.

Automatically import
invoices through invoice
scanner, supplier invoices

11 ) Click on a transaction and payroll providers

to view its details.
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Completed

Completed is for viewing and checking All transactions have coded lines. These lines are displayed in plans and reports.
coded transactions or matched invoices Coded lines can come from coding directly against transactions or matching a coded

; . invoice to a transaction.
They an be viewed as transactions or Your transactions from the current year plus two years prior have been brought across from
coded lines. Cashmanager RURAL and will appear in this list. Earlier years are available through reports.

Completed: Transactions view

1 ) View Transactions by clicking X My Focus Farm ~
on Completed in the Actuals
Section, then select Transactions

on the right hand side 2§ Dashboard A tua Is Needs Action Completed Stock Activity Balancing Tax Invoices Repeating Q, What are you searching for?
. M 2021/22 ~ e Coded lines
2 ) Use the date filter to view A Plan e
eOCh ﬁnq nCiOl yeOr or S Payment date = Invoice date Other party Reference Particulars
Actuals
select a date range.
. Needs Action
5 ) Transactions are normally 1 Novembar S38I0000
shown in date order (newest Completed 3 Nov 21 3 Nawv 21 Dairy Farmer Winter grazing Account 1 $38,700.00
c e @)
at top). Sort rows by clicking Stock Activity 6
on the column header. BAlEHE October $49,011.31
4 ) Click on a transaction to view its Tax Invoices g2l A Gl Gl AERlinL 1081
coded lines and any attachments. — 300ct21 30 0ct 21 The Bank Account 1 (s12,821.90)
. 30 0ct 21 30 Oct 21 The Bank 4 Account 1 {$12.50)
5 ) Type in a keyword, date or value to @ Reports
search for a specific transaction 30 0ct 21 30 Oct 21 cP Wool Account 1 $19,052.02
. . . €2 settings 28 0ct 21 28 Ot 21 Mitre 10 Accaunt 1 ($555.64]
6 ) Find additional transactions
t, b | k_ . 28 Oct 21 28 Oct 21 Building Supplies Account 1 ($105.96)
options by clicking ¢ .
27 0ct 21 13 0ct 21 Stock Agent Account 1 ($2,300.00)
20 0ct 21 10ct21 Farmlands Co-op Account 1 (34,648.73)
) 20 0ct 21 30 Sep 21 Fred Farmer Hgt grazing Account 1 $19,500.00
PD [}
........ 20 0ct 21 30 Sep 21 Dairy Farmer Witner grazing Accaunt 1 $38,700.00

('R

M=
— 20 Ort 21 00t 21 Inland Revanie Arcaunt 1 ($RAS NRY



HELP CENTRE TOPIC

Completed

Completed: Coded lines view

Completed has the 1
option to view by e
coded Iines, this lets =8 Dashboard Ac uals Needs Action Completed Stock Activity Balancing Tax Invoices Repeating :
you see all the coded e s = [T ..

lines assigned to | O
bank transactions.

Payment date « Invoice date Other party Description Qy \C Amount

$ Actuals

Needs Action

1 November $38,700.00
1 ) Find Coded lines by clicking Completed 3 Nov 21 3 Nov 21 Dairy Farmer Z\g';‘;;i;“‘”g OF: E 300.00 ! $38,700.00
on Completed in the Actuals Stock Activity
H et i
Section, then select Coded . g e
lines on the right hand side. 310a21 30121 The Bank e INT:O E 1 (5408.00)
Texntaices 300ct 2 30 0ct 2 The Bank L I INT E ($12,821.90)
. t21 ct 21 e Banl oan Interest INT:L 1 1 1.
2 ) Use the date filter to view : :
Repeating Menthly account
each financial year or 30 0ct 21 30 Oct 21 The Bank k4 4‘ E 1 ($12.50)
select a date range. M@ Reports 300ct 21 30 0ct 21 P Wool frdj’t‘;::;b& Worhnn B 1,284.00 1 $4,981.54
30 0ct 21 30 Oct 21 P Wool Hoggets WOH B 2,364.00 1 $14,000.79
3 ) Sort any column by £ settings
clicking on its header. 300ct 21 30 Oct 21 P Wool Dags wo:s e 1 $69.69
Building i
28 0ct 21 28 0ct 21 Mitre 10 RMiB B 1 $555.64
4 ) Click on a coded line to : i - e —
view the transaction and 280ct 21 28 0ct 21 Building Supplies é'u‘z‘;l‘,':j it RM:B B 1 (5105.96)
any attachments. A Py 270ct 21 130t 21 Stock Agent Angus Stud BEEF:BE e 1.00 1 $2,300.00)
{ P D Drench Pour On
5 ) Type in a keyword, date or value SR 20 0cc 21 10ct21 Farmlands Coop  oonar AHD B 1.00 1 (5649.99)
to search for a specific coded line. 25t
a Gallagher
. " . 20 0ct 21 10ct21 Farmlands Coop  Geared Reel RMF B 3.00 1 (5344.97)
s ) Find additional coded line L ATIEETOP  otm poly Wiee
options by clicking ¢ . 200ct 21 1021 Farmlands Co-op L’:’LZ’“;’;[;’;":&' ELF B 11,560.00 1 ($2,634.06)

S PR N Mercury Energy Aol



Getting started with Farm Focus . Balancing

PROBLEM SOLVING:
BANK ACCOUNT UNBALANCED?

Ba Ia nCi ng q fte r SWitC h i n g 1. Locate the date the Focus balance

and the bank balance differ

fro m CO S h m G n a g e r RU RA L 2. Compare that day to your bank

records and identify the difference

Cashmanager RURAL i A
was balanced manually

a g al ﬂSt eqacC h bO N k 2§ Dashboard Actua Is Needs Action Completed Stock Activity Balancing Tax Invoices Repeating
statement page. it i Bz - % act  Timeline Deleted
H H H H Date Other party Reference Ama
While it was flexible it $ Actuals Sl s e
),
wasn’t always accurate. ——
— {:k) To balance this account go to 2019/20 Financial year
Completed
Because Farm Focus i
Focus Balance Bank Balance
balances day by day, ARGt pAiav:2n2t ($121,20031)  ($121,200.31)
accurate dates are essential. Balancing 1 Nov 21 Angus Black Manual entry (Coded) ($1,566.25)
. B Tax [nvoices
Try ClICklng on the Accept Focus 31 0ct 2021 o Please check October closing balance with bank. 1?;“;;:‘1;‘: E S :“‘M %
balances button. This attempts Repeating s L sl ey
. 310ct21 The Bank Manual entry (Coded) (5408.00)
to calculate the daily balances. I s
If the balance stays red, - 30 Oct 2021 P S s i
Settings i chil
ContOCt our Support team 30 0cet 21 CP Wool Manual entry (Coded) $19,052.02
on 0800 888 080.
30 0ct 21 The Bank Manual entry (Coded) ($12.50)
30 Oct 21 The Bank Manual entry (Coded) (§12,821.90)
e Focus Balance Bank Balance
 PD - gEge At ($125,443.68)  ($125,443.68)
""""" 28 0ct 21 Building Supplies Manual entry (Coded) (5105.96)
a 280ct 21 Mitre 10 Manual entry (Coded) ($555.64)
27 Oct 2021 Focus Balance Bank Balance

($124.782.08) ($124.722.08)

HELP CENTRE TOPIC

Balancing



Getting started with Farm Focus . Working in Farm Focus

A new way to record
sales and purchases

Recording invoices is the first step of the input process. Invoices provide rich, high value information,
including quantities, weights, units and detailed product descriptions. Combined with accurate

and consistent coding, these details form the building blocks for informed business decisions.

Invoice life cycle

L2

MAKE A PURCHASE

Whether you purchase
in store, on the

phone or online, you
receive an invoice.

RECEIVE INVOICE
& FORWARD TO
INVOICE SCANNER

Invoices can be sent to
our invoice scanning
service. You can forward
invoices you receive
through email or

send photos or scans

of your invoices.

INVOICE APPEARS IN
FOCUS READY TO CODE

Invoices appear in
Farm Focus from
Invoice scanner, from
an imported supplier
file or ones that you
record yourself.

/

]

—

PAY INVOICE

Once coded use our
Bill payments screen to
organise and pay your
bills from Farm Focus.

AN

MATCH TO
TRANSACTION

With bank feeds your
invoices can quickly be
matched to transactions.

O

INVOICE IS FULLY
PROCESSED

Your matched invoice is
now ready to process in
your GST return and view
in reports and plans.



Getting started with Farm Focus . Working in Farm Focus

Coding

Where possible always code invoices, then match transactions to them.
Transactions should only be coded when they do not have @
corresponding invoice. For example, bank fees or loan repayments.

Coding an Invoice

Money out

X MyFocus Farm ~

B3 Dashboard

€ Invoice - Money out wore details

Reference

0001

Inv date Due date Other party
Rlan) Moz B20m1/z21 Cervus Equipm.
$ Actuals
Needs Action =T
Completed
QL vH:T

Stock Activity

G reed) (3

Balancing
Tax Invoices +Add new line
Repeating

M@ Reports More options  ~
@ settings

%) wissing details? Improve the accuracy for next time.

Help the invoice scanner fill in the gaps.

1

Brackets indicate a money
out invoice. This is the total
amount of the invoice.

All lines must be GST
inclusive or exclusive.

Business

Description

FUEL FILTER 1.00 $

Match

4

Invoice coding rules can
look at the line description,
and code each line.

Train the Invoice scanner
to read the invoice.

(311.34)

3 Money in

= My Focus Farm ~

Inv date

B 22110721

Due date

B os/11/21

Amount

Line amount

2 m Select v
(311.34) QU sH:TH Business
+ Add new line
Total (311.34) More options v
Including GST of (40.61)
Cancel m. PD
]
*
=]
5 ) The paper clip lets 7
you add or see the
source document. s
6 ) Sort any column by

clicking on its header.

Other party

& Invoice - Money in ore details

Reference

Silver Fern Far...

Event date

v TradeHgts Sale -

Match

Notes can be added
tolinesusing : .

Invoices must be
matched to a transaction
before they move to

the Completed tab.

B 210121

7 ) FARM FOCUS TIP

Select lines

to merge and
apply codes to
multiple lines

Amount
98,001.88
Weight Line amount
32.00 PerHead w | Carcass w $ 98,001.88
15360kg Total CW  $6.38/kg CW  $204.17/head
Total $98,001.88
Including GST of 12,782.85

Cancef m

Match from the invoice,
transaction or in Quick
Matching. All invoice lines
must be coded to match.

7



7 \ FARM FOCUS TIP HELP CENTRE TOPIC

Only code a bank Coding
transaction if there is no X
corresponding invoice. Coding rules

Coding a Bank Transaction

Money out 5 Money out coded

X MyFocus Farm ~ X MyFocus Farm ~

€ Transaction - Money out wore details

€ Transaction - Money out wore details

B3 Dashboard

B3 Dashboard
Amount Date Other party Reference Particulars Amount

Date Other party Reference Particulars
< Rlan Yozl  wre Quad lease (342.12) el B 01/11/21  FredaFrancis.. Drawings (3,000.00)
$ Actuals $ Actuals
Description Line amount
Needs Action 2 m— Needs Action 3
Completed Completed
. PED personal v Drawings $ (3,000.00)
Stock Activity Stock Activity
cancel m Save and Next -
Balancing Balancing
Tax Invoices Tax Invoices R RERl
Repeating Repeating
M Reports M Reports Total (3,000.00)
Including GST of 0.00
@ settings @ settings

-

1 ) Brackets indicate a 3 ) Decide if you are recording 5 ) After coding a line, add a 6 ) Click on the paper clip to
money out transaction. GST inclusive or exclusive. Coding rule to automate attach the source document.
This is the total amount 1) Click on +Add new line future coding for this type of 7)) Clicking Save moves
of the transaction. to create more lines. transaction using 1 or . the coded transaction

2 ) Click Code to code to Completed.

transaction.



Viewing & editing
transaction lines

in Completed

Coded bank transaction

X MyFocus Farm ~

& Transaction - Money out wore details

B3 Dashboard

Date Other party Reference Particulars

B 28110021 mitre 10

A Plan

$ Actuals

Description

Needs Action

Completed

2, RM:B Business ~  Building materials

Stock Activity

Balancing

+Add newline  +Delete all lines

Tax Invoices

Repeating

M Reports

£ settings

[ Finalised GST Return for 01 Oct 2021 - 31 Nov 2021

Clicking on a transaction will open
it and display the coded lines.

1) To make changes to a
matched invoice, click on the
Matched Invoice > button.

2 ) Click on the paper clip to view
the source document.

7

% 9

Amount

(555.64)

Line amount

GST Incl

$ (555.64)

Total (555.64)

Including GST of (72.47)

cancel m

FARM FOCUS TIP

In a finalised

GST return, most
details can be
changed but the
GST must be the
same when saved.

HELP CENTRE TOPIC

Edit a transaction

Transaction with matched invoice

My Focus Farm ~

& Transaction - Money out wore details

Date Other party Reference Particulars

Description

EL 1 &

Amount

(2,300.00)

Line amount

GSTInel

BEEF:BB Business Angus Stud 1.00 (52,300.00)
1 Okg Total LW~ $2300.00/head
Matched Invoice> | Unmateh
+Add new line
Total (2,300.00)

My Focus Farm ~

< Invoice|- Money out wore details

Inv date Other party Reference

B amo21 B F021  stockAgent

Code s Description Event date Qy Weight

Including GST of

(300.00)

e m

Amount

(2,300.00)

Line amount

GSTInel

Select ¥
Q, BEEF:BB Business v  Angus Stud purchase v [ 13/10/21 1.0 0.00 Totalkg v | e v | $ (2,300.00)
Ok Total Lw oo

+Add new line

Matched Transaction

($2,300.00) paid on 27 Oct 2021
1 More options v Match Tatal (2,300.00)

Including GST of (300.00)

FULLY PAID Cancel



pCoding rules
Coding rules

Use of coding rules enables
the automated coding of
most invoices & transactions,
saving significant time and
improving accuracy.

Add rules against lines while coding.
Keep rules simple, by limiting criteria.
Create Split rules for specific codes.

New coding rule

Criteria Other Party contains
Select the criteria for this coding rule
Add Criteria Mobile company name

uuuuuuuuuuuuuuuuuuuu

Action Code
Choose an action for this rule Code full amount to

ADT Monthly mobile invoice|

Cancel Save

p Bill payments
Bill payments

Managing your batch payments
is easy. Open the Bill payments
page from the icon & at top
right of the Needs Action screen.

Here you can create batches, view outgoing
invoices, print invoice lists for review and
monitor rolling bank balances.

HELP CENTRE TOPIC

Quick matching

Quick matching

Easily match invoices and
transactions in one place
streamlining your office process.

Jump straight to Quick matching from the
dashboard or from Needs Action by clicking
on this icon @ in the top right of the header.
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HELP CENTRE TOPIC

Ongoing balancing Balancing

Bank accounts with feeds
are automatically balanced X My Focus Farm ~
each day removing the
need to reconcile to

your bank statement. i

S Actuals

28 Dashboard Needs Action Completed Stock Activity Balancing Tax Invoices Repeating [7 0 -

M 202122 ~ & ac1 Timeline Deleted @ Accept Focus balances

Date Other party Reference Amount

1 ) Select financial year and bank account.

Needs Action
—— il A balanced

2 ) The Balancing tab is like the Completed Completed
view of Transactions, but adds the Stock Activity 03 Nov 2021 ($30,626.67)
dOIly bonk bO'OI’]CG on the rlght" Balancing 3 Now 21 Dairy Farmer Winter grazing Manual entry (Coded) $38,700.00
. . ()
3 ) Balancing appears in date order only. Tax Invaices ==
3 Nov21 CP Wool ‘Wool Manual entry (Coded) $215.00
4 ) The green line indicates that every Reeating
. . 3 Now 21 MTF Quad lease Manual entry (Coded) ($342.12)
coded transaction is balanced to @ Reports 4
the bank account up to this date. 02 Nov 2021 (s69,199.49) (2
. . * Settings
5 ) View or delete a transaction from ¢ . 2 Nov 21 The Garden Centre Manual entry (Coded] (5189.20)
6 ) The Focus balance is the sum of all a1 liav sl e
coded transactions. Red means there o
. . 1 Nov 21 Angus Black Wages Manual entry (Caded) ($1,566.25)
is a discrepancy between the Focus
1 Nov 21 Fred & Francis Farmer Drawings Manual entry (Coded) ($3,000.00)
balance and the bank balance.
Balance
31 Oct 2021 ($64,444.04)
310ct21 The Bank Manual entry (Coded) {$408.00)
PROBLEM SOLVING:
BANK A NT UNBALANCED? Balance
K ACCOUNT U ¢ SOEE202 ($64,036.04)

1. Locate the date the Focus balance
and the bank balance differ

7
2. Compare that day to your bank FARM FOCUS TIP

records and identify the difference If you don’t have a bank
feed, enter an end of month
balance to bring the green
Balanced line up to date.



Recommended monthly workflow

ACTIONS

WHEN
Early in the month

Collect invoices and code:

« As supplier feeds
« From scanned documents
« From payroll integration

« Asyou create Tax
Invoices sent to others

« As manually recorded
income invoices detailing
the milk supply statement

« As manually recorded
income invoices from
livestock sale documents.

WHEN
Between 10th & 20th

Code all uncoded invoices.

Seek authorisation
to pay invoices.

Process all bank
transactions still sitting in
Needs action either by:

1. matching to an invoice,

2. or by coding the
transaction (setting up
Bank Transaction Coding
Rules if the coding
for that transaction is
consistent each time).

Check the Balancing screen
is balanced up to today.

WHEN
Before the 20th

- Select the invoices you
wish to pay on the same
day and create a bill
payment export.

« Import the bill payment file
into your banking software
as a batch payment.

+ If payment on different
dates is needed, manage
each as a separate batch.

- The contacts in Farm Focus
must have their bank
account number recorded
for bill payments to work.

WHEN
After the 20th

« Asyour payments start
to appear from bank
feeds, match these to the
corresponding invoice.

. Code bank transactions
that don’t have a
corresponding invoice.

« Check there are no
unpaid invoices in Needs
Action (except those you
chose not to pay) and
delete if you decided to
code the transaction.

« Check the balancing
tab is balanced.

« Review reports.



More help from Farm Focus

We have an extensive library of help centre topics
and videos covering all things Farm Focus.

FIND HELP CENTRE TOPICS AT FIND US HERE TOO
6060006

farmfocus.co.nz
Call 0800 888 080

FARM
FOCUS


https://www.farmfocus.co.nz/
https://help.farmfocus.nz/
https://www.facebook.com/farmfocusnz
https://twitter.com/FarmFocusNZ
https://www.linkedin.com/company/farm-focus/
https://www.youtube.com/user/CashManagerRural/featured
https://www.instagram.com/farmfocus.nz/



