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Getting the most out of Farm Focus . Monthly process

Welcome. 
Farm Focus provides you with the tools 
and support to manage the financial 
side of your farming business. This 
means that valuable management 
information is available much earlier.

Gathering invoices as they arrive and putting them 
into Farm Focus is key to viewing an earlier and 
more detailed view of revenue and expenses. This 
view of your cashflow puts you firmly in the driver’s 
seat of your business to make informed decisions.

With bank feeds, supplier and payroll integration 
our vision is to create more benefits for less 
effort so that you can concentrate on running 
your farming business more efficiently.

Getting the most 
out of Farm Focus.
With Farm Focus your farm office tasks are streamlined so 
you’ll spend less time in the office and more time on farm 
doing what you love.

Our team has developed this booklet to share the best 
monthly process we see being practiced by the Farm 
Focus community.

It is a guideline for an efficient 5-step monthly workflow to 
support you through each month and we believe everyone 
can use it to manage their Farm Focus office.

Another best practice guide currently under development 
will cover the planning and monthly revision process.
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By knowing the current situation 
earlier, there are more chances to 
maximise opportunities as they arise. 
The planning guide will share how 
the best operators are utilising the 
management capabilities of Farm Focus.

Brian Eccles, Managing Director,  
Farm Focus Ltd
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Why record invoices 
in Farm Focus? 

GATHER INFORMATION EARLY
As soon as the event happens, you can upload the 
invoice so that it is readily available in reports and in 
your Working Plan. You no longer need to wait for the 
bank transaction to be processed. 

MATCHING IS A BETTER WAY TO RECONCILE
A bank transaction is limited in the level of information 
it can give you. By matching it to the corresponding 
invoice, the rich data from the invoice is readily 
available on the transaction.   

SUPPLIER FEEDS JUST ARRIVE
Supplier and payroll feeds arrive regularly into  
Farm Focus with accurate detail so you don’t have  
to manually record them.  

BEST INTEGRATION GATEWAY
Automated feeds allow events such as livestock  
sales and purchases to be captured at the time  
of the event as an invoice, not when it is paid.   

SUPPORTS SCANNING
By using the invoice scanner to email your 
bills into Farm Focus, accurate and detailed 
information is captured and the source 
document is attached to the invoice.    

DRIVES PAYMENT BATCHES
By recording invoices, Farm Focus can predict your 
daily bank balance to the end of the month, enabling 
you to make informed decisions about what bills are 
paid and when and the effect on your Working Plan.    

EXCEPTIONS ARE EASIER TO MANAGE
If an invoice is over or under paid, or when your Farm 
Source expenses exceed milk income, it is easy to 
track its position as bank transactions are matched.     

INVOICE DATES DRIVE ACCRUAL REPORTING
Reporting based on the time the invoice is raised  
and not when it is paid offers a more accurate view  
of your financial position.  
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When you see this graphic, use the 
topics to search the Farm Focus help 
centre. You can access the help centre 
by clicking on  from the bottom left 
hand corner in Farm Focus.

help centre
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when  First week of the month

Tidy last month
Before getting started on the bills 
and invoices for this month, ensure 
last month is tidied up and your 
Needs Action page is in good 
order. This will help you feel more 
organised for the upcoming month. 

Manage overdue 
invoices

Why? So that you can see an accurate 
expectation of bills to pay and income to 
be received which will help you manage 
your bank balance.

1. Amend the due date on overdue invoices 
to their expected payment or receive date 
so that they stay visible in Needs Action.

2. Check the Completed page to 
see if a transaction has been 
coded instead of matched.

3. Delete any duplicate invoices.

Manage uncoded 
transactions
1. Firstly check if there is an invoice that 

the transaction should be matched to.

2. Create and run coding rules. 

3. Delete duplicate transactions.

Coding rules

Match uncoded 
transactions

help centre topic

1
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Balance your bank 
account to end of  
last month

Why? You can have confidence that the 
decisions you make throughout the month 
are based off your true financial position.

Balancing

help centre topic

If your bank statement arrives later in the 
month, ask for it to be sent at the beginning  
of the month.

farm focus tip
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Non-financial events

help centre topic

Check livestock reconciliation  
is the same as paddock tallies

Why? Knowing your livestock reconciliation 
is the same as what is on farm means you 
have greater control and understanding of 
your business which sets you up for better 
decision making. It’s also easier to maintain 
your stock reconciliation monthly instead of 
at the end of your financial year.

Add non-financial events, such 
as births and deaths through the 
Stock Activity page. Non-financial 
livestock events can also be entered 
directly into the Working Plan.

1

2 3

View actual livestock reconciliation
1  Select Livestock  

in the left hand 
navigation.

2  Set the revision date 
to Actuals only.

3  Check that the 
closing tallies agree 
to what is on farm.
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when  First week of the month

Run reports for last month

2
Balancing

Cashflow

help centre topic

Why? Allows you to share information and keep 
interested parties up to date on how your business 
is performing. Ensures everyone is on the same page 
before starting a new month.

Before you review your reports, check that the balancing 
page is still balanced and the green balance line is at or 
above the month end date.

Actual Cashflow
1. This is the best report to see the big picture,  

code by code, month by month.

2. Using the navigation bar, go to the Cashflow view  
of your current Working Plan.

3. Change the Revision date to Actuals only.

4. Expand or collapse to view categories and extended codes.

5.  Print.  

From the worksheet 
you can drill down 
into Actuals to 
review and correct 
any coding errors.

farm focus tip
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Compare

Stock Reconciliation

help centre topic

Actual Stock  
Reconciliation report
1. By summarising the births, deaths, sales and purchases, 

you get to understand the big picture.

2. When setting the report options, select View Actuals. 

3. Note the Year end column should be comparable to 
the paddock tallies for the end of last month.

4.  Print.

Compare data
1.  Use the Compare icon to set a comparison on line two.

2. Choose a data set to make the comparison against. 

3. Check that your Actuals on line 1 are correct and complete.

4.  Print.
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GST Return

File with IRD

help centre topic

Variance

help centre topic

Variance vs  
last year actuals
1. Comparing this year against last year 

actuals gives excellent insights into where 
the cash is earned and where it is spent. 

2. View current year Actuals.

3. Collapse the code list to show the categories.

4. Consider why items are different from last year.

5.  Print.

Check and finalise GST

Preview your GST return
1. Preview your GST return for last  

month to double check you are  
claiming GST correctly.

2. View coded lines by GST type – are  
items correctly assigned to Personal  
and Exempt?

3. Print out the report to review the line 
details. Sorting the coded lines is helpful.

Finalise your GST 
return if it’s due
File your return directly with IRD so that 
information is accurately submitted.

If a payment is required, we recommend  
you file the return in advance of the due date 
to ensure payment can be made on time.
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3
when  Before 15th of the month

Gather Invoices

Create tax invoices

Attachments

help centre topic

Create tax invoices for 
your customers and email 
them directly from Focus

Why? As well as being able to create tax invoices 
to send to your customers, the information 
in these invoices is included in management 
reporting meaning there is less duplication of 
effort and less room for errors. 

Ensure all source documents are filed 
Why? So that all source documents are stored in one place. This makes it 
easy for your Accountant to have all the information they need at the end 
of the financial year.  

1. Upload documents against your transactions and invoices in Focus or,

2. File paper copies in your ring binder.

My Focus Farm
1051 Jersey Road

RD 8
Farmville

5888

Fergus Farmer
152 Upper Plain Road
RD 8
Masterton
5888

TAX INVOICE
Invoice date: 01 April 2022

Due date: 20 April 2022
GST number:098 765 432
Invoice number: 2022-002

Description Qty Weight/ 
Multiplier Unit price Line amount

Round Lucerne bales 12.00 $110.0 $1,320.00

Subtotal excluding GST $1,320.00

GST 15% $198.00

TOTAL DUE $1,518.00

HOW TO PAY NOTES
Please pay by Direct Credit
to our bank account:

 09-8765-4326543-214

Thank you for your business. We appreciate your timely payment.

My Focus Farm
1051 Jersey Road

RD 8
Farmville

5888

Fergus Farmer
152 Upper Plain Road
RD 8
Masterton
5888

TAX INVOICE
Invoice date: 01 April 2022

Due date: 20 April 2022
GST number:098 765 432
Invoice number: 2022-002

Description Qty Weight/ 
Multiplier Unit price Line amount

Round Lucerne bales 12.00 $110.0 $1,320.00

Subtotal excluding GST $1,320.00

GST 15% $198.00

TOTAL DUE $1,518.00

HOW TO PAY NOTES
Please pay by Direct Credit
to our bank account:

 09-8765-4326543-214

Thank you for your business. We appreciate your timely payment.

My Focus Farm
1051 Jersey Road

RD 8
Farmville

5888

Fergus Farmer
152 Upper Plain Road
RD 8
Masterton
5888

TAX INVOICE
Invoice date: 01 April 2022

Due date: 20 April 2022
GST number:098 765 432
Invoice number: 2022-002

Description Qty Weight/ 
Multiplier Unit price Line amount

Round Lucerne bales 12.00 $110.0 $1,320.00

Subtotal excluding GST $1,320.00

GST 15% $198.00

TOTAL DUE $1,518.00

HOW TO PAY NOTES
Please pay by Direct Credit
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 09-8765-4326543-214

Thank you for your business. We appreciate your timely payment.
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Invoice scanner

Connector feeds

Payroll feeds

help centre topic

Import supplier invoice/ 
statement and payroll

Why? By receiving a regular automated feed for your supplier and 
payroll the information contained in the statement or invoice is more 
accurate and detailed. This enables use of automated coding rules 
and better management reporting.

• Sign up for the Farmlands or Farm Source feed, or integrate 
with payroll providers to receive invoices regularly in Focus.

• Import PGG, Ruralco or Farm Source files into Focus as invoices to code.

NOTE: You must have a Standard or Premium subscription 
with PaySauce to integrate with Farm Focus.

Send bills and buyer created 
invoices to invoice scanner

Why? Automation saves you time and is less prone to error than 
manual entry. It also means that invoices are captured in Focus as  
they arrive which gives you an early view of expected cash movements 
for the month and the likely impact on your bank balance.

As your invoices arrive you can either: 

• Forward from your existing email account or, 

• Take a photo of them on your phone and send them to your  
unique invoice scanner email address.

The original source document is attached to the invoice in  
Focus for your reference.

You can send your income invoice through the invoice 
scanner. This will appear in Focus as an expense invoice 
which can be easily converted to an income invoice.

farm focus tip

NOTE: The invoice scanner is designed for invoices rather than 
statements. We recommend that you do not import your statement. 
Instead, you can use the automated feeds available in Farm Focus. 
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Copy invoice

Repeat invoice

Coding rules

Bulk coding

help centre topic

Create invoices for 
large items that are 
not automatically  
fed into Focus

Why? It is important that you capture all 
your invoices and bills as early as possible 
in Focus so that you can see the full picture 
of what you need to pay and will receive 
for the month. Having an early view of your 
expected bank balance will allow you to 
make better and more informed business 
decisions.

NOTE: If a feed is not available in Focus or 
there is not an invoice: i.e. bank interest or milk 
production, you can manually create an invoice 
in Focus. We recommend you do this if they will 
have a significant impact on your bank balance.

To help speed this process up you can: 

• Create repeating invoices for regular items 
e.g. rental payment between entities.

• Copy invoices for similar items.

Code and merge invoice lines
Why? Focus has many invoice features 
that allow you to code efficiently. Coding 
drives your reports which are analysed and 
used for decision making. Knowing you are 
coding consistently and grouping similar 
items together gives you confidence that 
your reports are accurate.

Merging allows you to group similar coding 
lines into one so that your reports are less 
cluttered and easier to read. As you can 
attach the original invoice in Focus you 
will not lose the underlying detail.

1. Use Merge to combine multiple 
lines into one single line.

2. Use bulk coding to code multiple 
lines to the same code.

3. Create and apply invoice coding rules 
to code similar lines to the same code.

4. Sort any column from the invoice header 
to group lines together for faster coding.

1

2

3

4
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4
when  Before 15th of the month

Prepare 
Payments 

Why? Batch payments can be made 
directly from the invoices you have created 
in Focus. This means less time is spent 
setting these bills up manually, less risk of 
manual errors and all the information lives 
in one place. 

NOTE: If you have a business banking 
account you can create bill payment batches, 
otherwise continue with your normal manual 
payment process through the bank.
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STEP 1: Review invoices to confirm that 
they are valid and correct 

It is important to do this so that 
billing errors can be identified 
early and before payment. 
Go to the Needs Action page 
and review your invoices due 
for payment this month.

STEP 2: Check payment details are correct

In the Bill Payments page 
you can hover your cursor 
over the Other Party to check 
the payee’s account number, 
reference, code and particulars.

STEP 3: Create batches by payment date

In the Bill Payments page 
select the invoices with the 
same payment day and 
select Create batch.

Create multiple batches 
at the same time.

Bill payments

help centre topic

You can merge multiple invoices with the 
same Other Party into a single transaction 
by selecting the Merge payments 
checkbox at the top of the Bill Payments 
page.

farm focus tip

Prepare Payments
NOTE: Follow steps in sequential order
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STEP 4: Review the daily bank balances 

Why? So that you can see the impact 
the bill payments will have on your bank 
account and overdraft facilities.

The running balance on 
the Bill Payments page will 
show you the expected bank 
balance after batches have 
been paid and payments are 
received from suppliers.

STEP 5: Get authorisation to make  
bill payments

Print each batch and send it 
to the bill payer for approval, 
if required. Once approval has 
been granted you can export 
the batch into a file ready 
to import into the bank.

STEP 6: Send batches to your  
internet banking

If you have exported multiple 
batches, confirm that you are 
importing the correct batch by 
checking the details in the file.

• When you log into your internet banking there 
is an option to process each batch as a single 
payment. Please make sure this is switched 
off unless this is your preferred option.

• Check you have selected the correct payment 
date when processing the batch at the bank.

If you exceed your overdraft limit, you will  
see a warning beside the bank balance.

farm focus tip
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5
when  After 20th of the month

Match transactions
NOTE: Follow steps in sequential order

STEP 1: Match invoices to transactions as 
transactions arrive in the bank feed

Option A. Go to the Quick Matching page for simple one to one 
matching. It is also possible to match multiple to one from this page.

Option B. Go to the transaction on the Needs Action page and select  
the Match button to see a list of possible invoices to match. 

We recommend Option B for more complex matches, eg. Fonterra  
and Farm Source transactions.

By the end of the month all invoices 
should be matched. If not, refer to 
Manage overdue invoices, pg 6.

farm focus tip

Quick matching

Farmsource & Fonterra

help centre topic
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STEP 2: Manage over and underpayments

Sometimes you may partially pay an 
invoice or overpay an invoice.

How to manage over-paid 
or under-paid invoices

help centre topic

STEP 3: Code transactions with no invoice

• Firstly, always check if there is an 
invoice to match to a transaction.

• Transaction coding rules can be 
created to minimise manual input 
and make coding more efficient.

• Bulk coding allows you to code several 
transactions to the same code.

If your bank balance and Focus 
balance do not reconcile, click on 

 on the Balancing page to find 
additional help.

farm focus tip

Coding rules

Bulk coding

Balancing

help centre topic

STEP 4: Check the bank account is balanced 
once transactions have been 
matched and coded for this month

Why? You can have confidence that the 
decisions you make throughout the month 
are based off your real financial position.

• Go to Balancing to check that the  
account is balanced.

• If you receive a bank feed, the month  
end balance should always agree to the 
Focus balance.

• If you manually create or import transactions, 
note the month end balance from your 
internet banking and enter this number into 
the field provided on the Balancing page. 
This should reconcile to the Focus balance.
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farmfocus.co.nz
Call 0800 888 080

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

help.farmfocus.nz
find help centre topics at find us here too 

farmfocus.co.nz
help.farmfocus.nz

