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	 Welcome to your  
Farm Focus work book

+	 Farm Focus is farm financial management software designed 
especially for farm businesses, enabling farmers to: 

•	 Manage their actuals by gathering invoices 
and bank transactions for GST reporting.

•	 Budget effectively.

•	 Handle livestock reconciliation.

•	 Integrate financial performance, livestock, and 
production data into specific farm business reports.

•	 Make informed decisions.

•	 Communicate effectively with their wider team.

The data stored in Farm Focus integrates with the accountant’s General Ledger (tax accounting 
system) and can be seamlessly transferred for straightforward processing of annual accounts.

	 This work book is designed to allow you to see how a 
real life farm business manages their financials.

	 Enjoy exploring and remember—you can’t break it! 
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FARM FOCUS DEMO FARMS 

Let’s get started
Farm Focus has two demo farms available — a Sheep & 
Beef farm and a Dairy farm. These databases are updated 
every month or two with basic, realistic data.

For these activities you can use either demo. To access 
the demo farms you must first sign up as a user.

2
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4
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The demo farms stay active for 
7 days after which a fresh demo 
can then be started.

farm focus tip

To start a demo farm:

1 	 Log in to Farm Focus.

2 	 Go to the dropdown on 
the top left hand corner 
and select Start new.

3 	 Select the Start a 
demo panel from the 
welcome screen.

4 	 Select either Demo, 
fill in the fields and.

5 	 Click Get started.

How to sign up:

1 	 Go to farmfocus.co.nz, click 
Sign up in the top right corner.

2 	 Follow the instructions to set 
up a User name and Password.

2

NOTE: Once the first demo is created, you can 
easily start the other from the dropdown menu.
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Farm codes 

The code list is the backbone of all that happens in Farm Focus. Each database code list can be 
customised to suit the individual business and ensure quality information. New codes can be added, 
unnecessary codes can be removed, and codes can be edited to make them more personal. 

Codes are structured into 3 levels

1.	 Sections group similar codes together (i.e. all income codes, or all farm expenditure codes) and  
determine how the reports are structured.

2.	 Categories are high level broad management topics (i.e. animal health or repairs & maintenance.

3.	 Extended codes sit under a category and offer more detail (i.e. drench or fencing).

Farm codes have specific settings, for example

•	 GST type to allow GST returns to be generated.

•	 Type, which dictates how the code behaves.

•	 KPI reporting group for performance reporting and benchmarking.

+  activities

SECTION ONE 

Monthly process

1

2

Use the chevrons  on 
the left-hand side to expand 
and collapse sections.

farm focus tip

in farm focus navigate to Settings » Codes » Farm codes
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Add a new Extended code

The farmer has built a cabin on the farm to rent out. 
Let’s create a new code to track the income.

1 	 Use the three dots  on the Other Farm Income 
category line to select New Extended code.

2 	 Enter the Extended code GL.

3 	 Enter the Name Glamping.

4 	 Click Done.

Make a code inactive

The farmer does not need a code, but may need it on the future. Make 
it inactive. It can easily be reactivated when needed.

1 	 Go to the Wages category » Extended Code » Related Party Wages.

2 	 Click the three dots  and select Deactivate.

Add another Extended code

No businesses are the same, so new codes can be added as and when needed that are appropriate for them. 

1 	 Use the three dots  on the Repairs & Maintenance category line to select New Extended code.

2 	 Enter the Extended code GS.

3 	 Enter the Name Glamping site.

Edit a code

Personalising codes makes coding, budgeting and reporting more meaningful and specific to the business.

1 	 Expand down the Vehicle category.

2 	 Use the three dots  on the Tractor Extended code line to select Edit.

3 	 Edit the Extended code to JD.

4 	 Edit the name to John Deere.

Move an Extended code

Reordering codes means the cashflow and reports are in a sensible order for the business.

1 	 Practice dragging and dropping Extended codes.

2 	 Reorder the Extended codes under Animal Health and also Repairs & Maintenance.

in farm focus navigate to Settings » Codes » Farm codes
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Cost tags 

Cost tags are a great tool to track projects on farm. They help you monitor specific activities, 
such as a wool shed extension or a sub division. You can assign cost tags to actual or planned 
expense items and view them in the Actuals and Planning screens and reports.

+  activities

Create a Cost tag

1 	 Click + Add Cost tag.

2 	 Create a new tag for a subdivision project

•	 	Name: Subdivision

•	 	Short name: SUB

•	 	Add a description.

3 	 Try creating another Cost tag, perhaps for a house renovation.

Explore the other Settings and see what you can find

SUB - Subdivision

WLSH - Wool shed extension

SUB

in farm focus navigate to Settings » Tags
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Needs Action

1 	 Click on an  UNCODED   invoice to open it.

Create a coding rule if the same code will apply each time.

1 	 Find an uncoded line in an invoice where the same coding 
will always apply (for example fuel or dog food).

2 	 Click the three dots  at the end of the line and select New coding rule.

3 	 Use the  to remove any criteria that will be different each time (e.g. reference).

4 	 Enter the code by typing a key word.

5 	 Delete the Description (to retain line description) and click Save & apply.

The rule will now apply every time the criteria is met, saving time and ensuring consistency.

Bulk code if the line detail is valuable, but the same code applies to each line

1 	 Check the tick box of multiple lines that could have the same coding.

2 	 Enter the code on the first selected line by typing a key word (like 
fencing or vehicle) and the code will apply to all lines.

NOTE: The description, quantity and additional note field can be used to save extra detail.

Merge lines if all the detail is not required

3 	 Find an invoice that has multiple lines. Check the tick box to select all lines.

4 	 Click Merge to consolidate all the selected lines. This keeps the reports succinct.

3

4

in farm focus navigate to Actuals » Needs Action
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Create a Tax invoice 

Farm Focus can email invoices out if the business 
needs to invoice an other party for something.

1 	 Click Create tax invoice.

2 	 Update due date and choose an Other party  
or use + Add new to set up a new Other party.

3 	 Build the Tax invoice, try entering details for  
grazing income or feed sales using the quantity, 
unit price and adding a useful description.

4 	 Preview & Generate.  
NOTE: In a real database the invoice can be 
emailed directly, but not in the demo.

 
 

Matching

Bank transactions come through on an automatic feed and are matched to the 
corresponding invoice.

1 	 In the direct matching area click the tick button to accept the suggested match.

2 	 In the main section of Matching you can also select invoices and transactions then  
click the Match button to manually match.

in farm focus navigate to Actuals » Matching

To create a Tax invoice the Other party 
must have an address.

farm focus tip

in farm focus navigate to Actuals » Needs Action
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Completed

Completed is for viewing and checking coded transactions or matched invoices.  
They can be viewed as Transactions or Coded lines by clicking the options at the top left.

Transactions

1 	Use the date filter to view each financial 
year or select a date range.

2 	Sort information by clicking on 
any column heading.

3 	Find transactions that are included in a finalised 
GST return, by looking for a GST lock icon.

4 	Click on a transaction to view its 
coded lines and any attachments.

5 	Use Search at the top right by typing 
in a keyword, date or value to search 
for a specific transaction.

6 	Click  to add an invoice date or delete. (Only 
available for items without an invoice date).

Coded lines

1 	Change the code if it has been coded 
incorrectly NOTE: the GST type cannot be 
changed if it is locked in a final GST Return.

2 	Bulk recode by selecting multiple lines, 
choosing a new code, and applying it.

3 	Apply or change Management or cost 
tags in bulk using the same method.

4 	  Print or save the screen as a PDF 
after filtering for key word: Bank.

GST Return

1 	Open the most recent Final GST Return.

2 	This is the information that goes to the Inland Revenue directly, 
resulting in a GST refund or payment for the farm business.

1

GST

in farm focus navigate to Actuals » Completed

in farm focus navigate to Reports » GST Returns

Coded lines  Transactions

Coded lines  Transactions
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Benefits of great farm budgeting
Creating a powerful budget in Farm Focus is simple with the data, tools 
and support available. A good budget enables farmers to respond quickly, 
make the most of opportunities and navigate challenging times

+	The ability to plan 
into the future 

+	Certainty to make 
decisions with 
confidence

+	Gains in productivity  
and profitability

+	Grounds for 
negotiating more 
favourable terms 
with your bank

+	Ability to manage 
cashflow and bank  
facility requirements

+	Communicate  
effectively with your  
wider team 

+	Prepared for 
opportunities 

+	Knowing the office work 
is taken care of gives you 
the freedom to get on 
with farming

+	A good night’s sleep!

For many farmers farming is more than just a business, it’s a way of life. Whether your aspiration 
is to grow your business, buy more land, successfully pass it on to the next generation or spend 
more time with your family, a great working plan will help you achieve your goals.

SECTION TWO 

Budgeting
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Manage plans

The budget landing page allows farmers to manage their main Working plan, alternative 
scenario budgets (Drafts) and saved read-only copies of their Working plan (Baselines).

1 	 Create a new plan 

for next year.

2 	 Choose Actuals as 
your starting point.

3 	 For this activity select 
2024/25 as the year

4 	 Click Create plan.

in farm focus navigate to Budget

NEW
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Updating the Cashflow

The Cashflow grid provides a clear picture of the cash position over a financial year.

1 	Always GST Exclusive. The GST component and returns are automatically calculated 
to display a true opening and closing monthly bank balance at the bottom.

2 	The Cashflow grid displays monthly cash values as well as the total annual value.

3 	The totals are displayed at Section, Category and Extended code level. These can be 
collapsed or expanded using the chevrons  at the top or with the individual chevrons.

1

2

3

in farm focus navigate to Budget » New working plan » Cashflow
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Livestock

The livestock grid displays quantities of animals (unlike the cashflow, which displays dollar values). It is very 
important farmers keep an accurate record of stock movements to give a clear picture of farm performance.

This is done by ensuring the opening stock tallies are correct, accurately entering quantities for sales and 
purchases and then manually entering the non-financial events (births, deaths & missing stock). This ensures 
that the year-end tallies are correct.

Opening tally + births + purchases – sales – deaths = year-end tally

All stock classes age up on the last day of the financial year. 

Dairy Forecaster

The Dairy Forecaster allows us to enter the expected milk production (kilograms of milk solids) 
each month and the expected payment ($/kg). The resulting income shows in the cashflow. 

NOTE: This is only available in the Dairy demo.

1 	 Check out the stock classes.

2 	 Expand a stock class to see its events.

3 	 Find the Opening numbers.

4 	 Find the Closing numbers.

5 	 See how Aging works.

1

2

3

4

5

in farm focus navigate to Budget » New working plan » Livestock

in farm focus navigate to Budget » New working plan » Dairy Forecaster
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Budget activities

1 	Move between Cashflow, Livestock and Dairy Forecaster (Dairy only).

2 	Click the chevrons  expand or collapse Sections, Categories or Extended codes.

1

2

Use the Play button 
 to watch tutorials 

in Farm Focus.

farm focus tip

in farm focus navigate to Budget » New working plan » Cashflow
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From the Livestock grid

1 	 Expand one of the stock classes (to show all the stock events).

2 	 Go to the Deaths row and select + Add in July.

3 	 Enter 1 in the quantity and Save.

From the Cashflow grid

1 	 Expand the Other farm income category. 

2 	 On the Glamping extended code line, in October, enter $15,000. 

3 	 Select Spread and select to spread for 4 months, to divide that amount over 4 months. 

4 	 Click Apply.

5 	 Expand the Repairs & Maintenance category.

6 	 On the Repairs & Maintenance, Glamping site extended code, in September  
click + Add (to open a worksheet).

7 	 Enter $1200 and in the description field write Repairs before busy season.

8 	 Expand the Vehicle Expenses category.

9 	 Click in the Farm Fuel line in August and select % Adj. 

10 	 Choose to apply the % change from the revision line and increase the price by 4%. 

11 	 Click Apply.

Have a go at entering or editing other 
events in the plan. You can’t break it! 

in farm focus navigate to Budget » New working plan » Cashflow

in farm focus navigate to Budget » New working plan » Livestock
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Looking at your Cashflow

1.	 What was the largest annual farm expense? 

2.	 What was the total annual spend on wages?

3.	 Which month has the highest income?

4.	 What is the Farm Surplus for the year?

5.	 What is the peak bank balance based on the cashflow?

in farm focus navigate to Budget » Cashflow

Look at Opening 
/ Closing balances 
along the bottom.

farm focus tip
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Setting up reports

Select your report
 Select data set / date range / report view. 

Choose 2024/25 Actuals.

Once in your report
 Filter by tag, bank account and code 

(section, category, extended code).

Use the View button  to specify 
which columns are displayed.

Use the chevrons  on the left-hand 
side to expand and collapse sections.

Each report can be saved as a PDF, printed 
and in some cases exported to CSV .

SECTION THREE 

Reports

Using the reports

Farm Focus contains an extensive range of reports to display 
information in a meaningful way. By managing actuals and budget 
farmers are rewarded with valuable insights into their business.

in farm focus navigate to Reports
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Livestock  
reconciliation 
Displays stock opening and closing 
numbers and all livestock movements, 
financial and non financial for each year.

Find some key numbers:

1 	 Total sales or purchases 
for each class?

2 	 Total opening & closing numbers?

3 	Does the farmer have more 
or less stock at year end?

in farm focus navigate to Reports » Livestock reconciliation

Cashflow detail 
Reports the detail behind the 
actual and/or planned items.

1 	 Try filtering the report for 
Farm Expenditure only.

2 	Update the view to not show the 
additional note, and include cents.

in farm focus navigate to Reports » Cashflow detail

Remember to use the 
chevrons .

farm focus tip
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Trends 
Reports on income and expenditure 
for up to five consecutive years. It can 
include the current and one future year, 
identifying trends and anomalies.

1 	 Choose 2025/26 Actuals 
+ Plan as a start year.

2 	 Can you find an area of farm 
expenditure that has increased?

3 	 Are there any decreases 
in expense over time?

Variance 
Compares two sets of data, 
showing the cash variance and 
the variance as a percentage.

1 	 Choose 2025/26 Actuals + Plan.

2 	 Now try 2024/25 Actuals.

Variances < $1000 do not 
display a variance %.

farm focus tip

in farm focus navigate to Reports » Variance

in farm focus navigate to Reports » Trends

Check out the other reports  
and see what you can find.
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