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The Information Required Before You Start

The system can be started with very little detail, which is as follows:

Business Name, Address, Telephone, VAT registration no. and frequency (monthly or
quarterly), the date of the LAST financial year end.

You should also have an idea of the kind of coding structure you wish to use. There is an
example of this in the Appendices of the main manual. A suitable list can be selected at start
up and modified. Alternatively you can select a minimum list and create your own. It may be
worth consulting your accountant about this.

The Adjusted bank balance at the start of the year is required. The manual explains how to
reach this.

This is the minimum requirement before you start making entries.



Loading the Software

The system has to be loaded onto a computer running Windows XP and above

Insert the CD and the system should automatically begin installation. If not, select Start and
Run from the Windows Desktop.

In the Command Line type d:\Setup (where d is the drive letter of the CD-ROM) and click
OK.
Initialisation files will be copied and then select Install Products and Updates.

B FARMdata Installation CD *

dataq

Fleaze select the Products and Updates that you wish ta Install:

 Install Products and Updates 142

| Praduct | Statuz | Instal
|CATTLEdata | Motinstalled |
jCFiDF'data | Mat Ingtalled ] [
]DAIHYdata | Mat Installed ] r
1FIN.6.NCIALdata | Mat Ingtalled ] I*d
]IHHTIdata | Mat Installed ] =
1F'.-'3.Ydata | Mat Ingtalled ] [
1SHEEF'data J Mot Installed | r
Megt » I < Back I Cancel I
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All products are registered trademarks or trademarks of their respective companies.
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Select FINANCIALdata.

You will be asked to enter an Activation Key if this is a first install. Leave blank and the
program will run for 60 days before expiring.

If Farmdata have provided an Activation Key enter it at this stage.



The Financialdata for Windows Installer screen will now appear. Click next and accept the
licence agreement screen. A registration screen will ask you for your Name and Organisation
as below. Click OK to proceed and files will be copied.

FARMdata Installation CD X

Pleaze select the Praducts and Updates that you wish ta Install

i Ingtall Products and Updates 1/2-

| Product | Status | Instal
1EATTLEdata ] Mot Installed ] &3
|CROPdata | Mot Installed I
[DAIRYdata | Mot Installed E
]FINAN Claldata ] Mat Installed I| 2
]IHHTIdata ] Mot Installed ] r
]F'AYdata ] Mot Installed I| |
|SHEEPdata | Mot Installed | ™
Mext » ‘ < Back ‘ Lancel ‘

Farmdata Ltd, ‘Westertown, Rothienoman, Aberdeenshire, AB51 8US5.

Tel: +44 [0] 1467 671457 Fax +44 [01 1467 71466
wy farmdatas, co.uk support{@farmdata. co.uk

All products are registered brademarks or trademarks of their respective companies.
Copyright 1979 - 2018 Farmdata Ltd. All rights reserved.

You can select where to install the program. Unless you have good reason do not change from
the default

ﬁ FINAMCIALdata 8.0 - InstallShield Wizard >

Destination Folder
Click Mext to install to this folder, or dick Change to install to a different Fuldar w

Install FINANCIALdata 8.0 to:

___,/ C:\Program Files {x86)\FARMDATAFINANCAL32Y : change...

Installshield

Follow the InstallShield wizard through. The program will now be installed. You should now
have a Financialdata Icon on your desktop.
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Starting the System

Once you have the system loaded onto the computer you can go ahead and start to use it.
Use the Finacialdata Icon on the desktop or Go to Start, Farmdata and FINANCIALdata.

If this is the first time the program has been opened from a web download an Activation Key
may be asked for. Enter the Key as written on your Certificate or Installation Sheet. It is
essential to use upper and lower case as on the certificate.

If you are installing a demonstration program you will have no Activation Key, the system
will work for 60 days and then ask for an Activation Key. No data will be lost but you will not
be able to access it until you obtain an Activation Key from Farmdata. Click Next to proceed

CASHdata/FINANCIALdata Setup *

Activation Key

Please enter your Activation Key:

Key: ||

Cancel Help

You will then get a screen showing you which directory the data files will be loaded into.
C:\FARMDATA\FINANCAL32\ is the suggested directory. If this is not acceptable, click
Change and select your preferred directory.

FINANCIAL data Setup %

Folder for Data Files

Please select the destination for the Data Files:

Folder: | CAFARMDATAVFINANCAL3Z

Change

Cancel Help

Installing sample files will give you some data to experiment with.
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CASHdata/FINANCIALdata Setup =

Sample Files

Flease select whether you wish to Install Sample Files:

Install Sample Files:

QK Cancel Help

If you do not install sample files you will be asked to fill in the business detail for your business
on first running the program.



Creating Your Own Business

Go to File -> New Business. You will be asked if you wish to create a new business if you select
yes, you will then see the screen below.

55 Select a Template >

ARABLE
BEEF & SHEEP
DAIRY
MINIMUM

This is your code list selection screen. Select the one which best suits your business. Minimum
is a blank list except for the few control codes which are preset and not changeable. The others
are sample lists designed for the described type of business. They give a suitable structure but
will probably require editing to individual requirements. To select the codes you wish click on
the appropriate title to highlight it and click OK.

The database will then be created. The following screen will appear after the database has been
created.

18] Business Parameters - O *

Business | Financial | Depreciation Rates | Vat Rates | Interest Rates |

Name: || |

Address:

Telephone:

Fau:

Vat Reg No:

Save Exit Help

Name, Address, Telephone and Fax Number of the business should be filled in as required.
VAT Registration No. Should be filled in if applicable

Leave Password blank if one is not required.
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Financial

5] Business Parameters - O X

Business  Financial lerrmaﬁunRata!] Vat Rates | Interest Rates

Last Year End: EH/05-2017 ~

Year End Month: 5 =

Vat Frequency: ® Monthly: () Quartery:

Quartery Offset:

Last Mon Cheque Number Used: 20 | Prefix: !RT |
Force Cheque Numbers to be Unigue in Transaction Entry:

Automatically Generate the Next Cheque Mumber in Transaction Entry:

Last Cheque Number Used: 102335

[1 Show Descriptions from Transactions on Reports:

] Omit Quantities from Budgets:

Save Exit Help

Year End Date. The date of the close of the Last Financial year should be entered.

Year End Month. Where your year-end date is in the middle of the month you can select the
month you wish to have as the last in the year. In the above example the First month of the new
year will be June.

Last Period This is the last closed period.

VAT Frequency should be either monthly or quarterly. If set to monthly a report will be
produced at every month end if set to Quarterly it is produced every third month.

Quarterly Offset only applies to quarterly VAT reports. Should be set to 1, 2 or 3 depending
on the month of the financial year which starts a VAT quarter.

Last Non Cheque Number. This is used when posting recurring transactions. Each recurring
payment transaction activated must have a unique reference number. Along with the Prefix,

this is the number allocated to the last recurring transaction posted.

Force Cheque Numbers to be Unique. When set, duplicate cheque numbers cannot be entered
in the same financial year

Automatically Generate Cheque Numbers When set cheque numbers are automatically
entered in transactions incrementing one for each new entry. The last recorded number can be

accessed and changed if required.

Show Description from Transactions on Reports When set the description on the first page
of a transaction is also shown on the analysis reports.

Omit Quantities from Budgets Removes the quantity columns from the budget entry screen.
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Setting up the System Structure

The basic structure is set at start up but you will probably wish to amend this to suit yourself.
This is done in the Maintenance Routines section.

® CASHdata/FINANCIALdata. Financial Management Systern : Manor Farm - O bed

File  Utilities  Help

{_j Manor Fam Maintenance Routines
#-{_] Transactions

{2 Recuning Transactions r;:IEB"'Si”ess Parameters
0 ij Morth End [0 Aggregate Codes

{1 Budgets I;:] Payment Analysis Codes
{07 This Year |:.] Receipt Analysis Codes
223 Maintenance Routines L_—_-! Sub Analysis Codes
([ Business Parameters |1 Names and Addresses
{17 Angregate Codes [ quantity Codes

C_] Receipt Analysis Codes
{1 Sub Analysis Codes

@-{_1 Reports

Status

Business Parameters -

Business & Financial
Change the detail entered on the start-up screens in the previous section.

Depreciation, Vat & Interest Rates
These entries are required before figures are calculated in the budget. They are explained in the

main manual and can be filled in later.

Code Lists -

Printouts or displays of all the following lists can be taken in the reports section under
Code Lists. You may wish to edit the lists to suit your own situation.

Aggregate Codes - These are the highest level of code and make up the headings in
the Profit & Loss Account and the Balance Sheet. The Code
Template which you selected on start-up creates these for you.
Should you wish to modify this list please refer to the main
manual as this determines the layout of reports. The numbers you
select have to fall within certain restrictions to maintain the
correct layout. Please refer to the manual.
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Payments & Receipts Codes -These are the equivalent of your cashbook columns. They are

used in the day to day entry of transactions. Again the Code Template
which you selected on start-up creates these for you. You may modify the
list before you enter transactions. There is no requirement for numbers to
fall within any range but, for ease of use and reporting, a structure should
be maintained.

The set-up of the code is described below.

8] Payment Analysis Codes - O X
Code: (200 | ~
Description: |FERTILISER
Agaregate Code: 200 FERTILISER v
Guantity Code: (None) o
Wat Type: ® Yes: () No: () Exempt:
Sub Codes: ® Yes: (O No:
Save Hew Delete: Find Next Previous Exit Help

Code -

Description -

Aggregate Code -

Quantity Code -

Vat Type -

Sub Code -

Is the number selected for this column in the cashbook
The name given to this code.

The aggregate code that this payment/receipt code should be connected
to for reporting purposes. New Aggregate codes can be created but
remember the restrictions on them.

The quantities to be recorded when entering transactions to this code.
New ones can be created or select from the available list. None assumes
quantities are not to be recorded.

Yes if the values entered in the code are to be added to total value of
purchases excluding VAT for a VAT report, No if they are not. Exempt
only applies to receipts.

See Appendix C in the main manual for guide on VAT Classifications.

Yes if you wish to allocate the values entered in this code to Sub codes,
No if you do not.
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Sub Codes -

Names & Addresses

Quantity Codes -

These codes are used to identify costs or income relating to a particular
item that you wish detailed costings of. This may be a crop or a machine,
a person or building for example. The sub-code for this particular item
can be applied when entering data to any analysis code set to yes. For
example, a sub-code for each crop could be applied in Seed, Fertiliser,
Sprays, Contract Work and so on. You can then draw out all the
information from these analysis codes relating to this sub-code.

The names and addresses of the people you trade with. They are used
when entering payments and receipts and for reporting on. They can be
added as you make entries. If you want them to appear alphabetically by
surname you should enter them as Bloggs, Joe.

These are used within Analysis codes for the entry of quantities.
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Start Entering Transactions

Once the structure is set to your requirement you can start to enter transactions. These are
entered as you would fill in a cashbook, from the Cheque Book, the Pay-in Book, the Petty cash
book and the Bank Statement.

Detailed explanations are shown in the manual, the basics are shown here.

Select Transactions. Entries are either Payments or Receipts.

2 payments - O x

Transaction ] Analysis 1 Contra ]

Number: |‘I—v

Date: 10047217

Period: 1. April 2017 w

Name: |Southen'| Feeds Ltd V| Add:
Description: iCaﬂIe Feed |
Contra: CI

can CO—

Bank: 'r

Cheque/Ref No: Umn25a3?5

LinReconciled

New Delete Find Next Previous Exit Help

Number - Each transaction is given a number this starts at 1 on payments and
receipts each new financial year. Each new entry is given the next
available number.

Date - Is the date on the cheque, pay-in book or bank statement.

Period - Is the month of the financial year the entry is in. Only three periods are
available at any time. These roll through the year as each month is closed.

Name - The name on the payment or receipt. Select from the list in the drop down
list. Blank is an option if this is a one off and the name will not appear
again. In such a case the name can form part of the description. New
names can be added as you go along by clicking the Add button to the
right of the name box.

Description- General description of the transaction.

Contra - The value of any deduction on the transaction. For example market
charges on a receipt for the sale of animals.
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Cash - Petty cash paid or received.
Bank - The value of this transaction through the bank.
Cheque/Ref No.- For Payments a cheque no. or DD reference no. can be entered.

Once the above have been entered, click Analysis to enter the breakdown to the codes for this
transaction.

& Payments — O X
Transaction Analysis | Contra |
Mumber: 1
Type: ®) Analysis: () Last Year: () Pre-Payment:
e S
Amourt: | 836 | To Analyse: | 0
Code Sub Description Quartity  Value
| 250 BEE Calf Nuts 1.000 325.00
b 250 BEE Cow Rolls| 2.000 511.00
=
Save New Delete Find Next Previous Exit Help

As many lines of analysis can be entered as required, as long as the To Analyse figure is 0 at
the end. VAT is entered to code 100 if there is any VAT in the transaction. Codes can be entered
by typing them in, or typing the first digit and pressing return, then you can select from the drop
down list.

The same applies to entry of Sub-Codes.

Description will show the analysis code description, then the sub-code description if used, or it
can be over-written with free text as you wish.

Quantity can be entered if it applies to a particular line

Value should be entered for the particular code.

When you are happy with the entries, click Save to return to the first entry screen.

If Contras have been entered click Contra to analyse this value on the opposite side of the book.
Once all the entries are completed, click Save to store the transaction. If it does not balance, you
will be warned and adjustments will have to be made until it balances.

Click New to add another transaction.
Click Exit to leave the transaction entry screen.

Once all the payments and receipts transactions for a month have been entered you should
then be able to reconcile the bank for that month.
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First Bank Reconciliation

This routine is used to check that the entries in the Cashbook match those on the Bank statement.
It produces the report at the end of the month to show the true bank position.

The initial bank balances have to be entered first. Click on Month End and Bank Balances.

M Bank Balances - O *

Pasition as at the Last Reconciliation:

Last Reconciled: 3103207 |
Actual Balance: |W|
Adjusted Balance: IEI
Cash in Hand: 0

Position as at Beginning of Year:

Bank Balanice: 628431
Cash in Hand: 0.0000 i

Save Exit Help

When setting up a new business the adjusted bank balance at the start of the year should be
entered in the Actual Balance, Adjusted Balance, and Bank Balance boxes as above.

The Adjusted Bank Balance is calculated from
Statement Balance at Year End
Less unpresented cheques at the Year End
Plus undeposited receipts at Year End.

A detailed description of how to get this figure is shown in the main manual.
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Once you have entered the initial balances you should go to Bank Reconciliation.

[ Bank Reconciliation - July 2017 - O bt
Date: WAR2017 -~ Closing: 432314
Cpening: 6523.26 Running: 4323.14

Transactions

(@ Dehits: 66635.00 Awailable: 4293.01 Total: 705781
() Cradits: £4084 97 Available: E Total: 5408497

No Year Chg No Name Value

Gordon James

Smart & Smart

102328 Village Garage
49 102330 BT Ltd 95.40
54 102331 Donaldson Haulage Litd. 503.00
51 102332 Fraser Machinery Ltd 1523.41
WVillage Garage
HSEC
Dee Valley Farm Supplies
HMRC
02 Ltd.
58 102338 James Hamilton 1§52.00 ™
Save Print Beconcie Be-Print Select Reset Exit Help

Enter the date you are reconciling to.
Enter the closing balance on that date from the bank statement.

The Opening balance should be displayed. In the first reconciliation this is the adjusted balance
entered in the previous section. After the first reconciliation this is the actual opening statement
balance for the reconciliation, and therefore the closing statement balance from the last
reconciliation.

You should then select Credits or Debits. You will see a list of all the entries on the
computer for that month.

Select those entries shown on the bank statement by clicking on them to highlight. As you select
them the running balance will change. Once you have selected all the entries shown on the
statement, the Closing balance and the Running Balance should be the same.

Once they are equal, click Reconcile to print the Bank Reconciliation Report and confirm the
selected entries as reconciled.

If the balances do not match you have either, entries on the computer which are not the same as

those on the statement, missed an entry on the statement or missed an entry on the computer.
This will have to be corrected before you can reconcile.
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First Month End

Once the bank reconciliation has been completed you can close the month. In Month End, click
Month End.

[} Periad End - April 2017 *

Closing this Period will mean that you cannot enter any more
Transactions for this Period.

If you are unsure, abort this run and check your Manual.

The VAT Report for the month will be printed. If you are running a Quarterly VAT return, the
report will be produced on closing the last month of the VAT quarter.

Reports

Reports can be drawn out at any time in the reports section.

These have no effect on the data. They can be reproduced as often as you like.

For each month you should print and file the following:

The Bank Reconciliation

The VAT Report

Transaction Reports - By Period - Limited to that Period. (Payments and Receipts)

Analysis Reports - By Analysis Code - Limited to that Period. (Payments and Receipts)
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New Businesses

If you have separate farms which you wish to keep as individual businesses on the system you
have to click on File and New Business. Alternatively click the blank page icon at the top of the
screen. This will take you back to the initial start-up screen. You then follow the same routine
for each new business.

If you wish to create the new business with the same coding structure as an existing business
you should follow the instructions in the main manual to save it and make it available on the
template screen.

Next time you start the program you will be given the business option screen to pick from as
shown below. If you wish to swap between businesses whilst working in the program, click File
and Change Business. Alternatively click the Open folder icon at the top of the screen.

8] Select a Business >
No  Mame Year Status
i) Manar Fam 17118 In Progress
2 High End Fam 17718 In Progress
QK Cancel Help

Don’t forget to do your Backups !!!
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