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INTRODUCTION

|.1 What the System Does

Wecome to cashdata. The program described in this manud is one of the Farmdata family of
computerised management information systems for agricultura businesses.

Cashdata uses the processing power of a computer to ease the clerica workload of routine business
transaction recording and to produce from it much va uable management information.

The system produces bank reconciliation, audit trails, and the VAT return in the usua format. Where
it differsmoredigtinctly from other bus nessaccounting packages isat theinput level. Cashdatacregtes
reports from remarkably raw data. It does not require setting up of an intricate double-entry system
in the farm office.

|.2 Theinformation it needs

From the recording viewpoint, the Cashdata system isredlly an eectronic verson of the familiar cash
analysis book.

The only sgnificant effort necessary to make Cashdata operationd isto give the system aframework
in which to store and process transaction entries. This is provided by the Aggregate Codes and
Anays's codes which your Farmdata adviser will hdpto arrange. Thismay be thought of astitling the
columnsin amanua cash book.

Day-to-day financid recording and monitoring issmply amatter of entering transactions asthey occur.
Receipts and payments detail s are analysed by analysis code numbers, and may be entered at any time
and in any order you choose, though it is advisable to enter them regularly, whether it is weekly or
monthly. You are asked to check the accuracy of entries as you make them, but Cashdata does the
rest of the book-keeping.

Operating a thislevd, the sysem is essentidly providing you with an autometic cash book. It cando
muchmore given further informeation - athough it never demandsinput inaform you would not normaly
have available for amanua farm accounting system.

|.3 Theinformation it can provide

Because Cashdata is based on the cash book concept, it easily provides an audit trail and bank
reconciliation. VAT returns can aso be generated automatically as a result of transaction record
processing.



|.4 Finding Your Way Around

The program iswritten in ‘Microsoft Visua Basc .Net’ to run in the ‘Microsoft Windows operating
sysem. This gives it dl the flexibility and function now available with this type of programming. It is
designed to be used with the mouse and to have the minimum of keyboard input.

Clicking into one option on the screen will often take you to another screen with further options. Y ou
may need to take time at first to find out where everything is. If you go into the wrong option, smply
exit out again and you will be back to the previous stage.

Within a screen you should use the Tab Key to move between data fieds, not the return key. Shift +
Tab goes back through thefields.

If afield has abox with adown arrow at the end, it has a predefined list from which to pick. Oncein
the field you can scroll down thelist and sdlect the required item. Alternatively typethefirst | etter of the
item you wigh, thiswill give you the first item with thisinitia |etter. Pressthe same letter again to move
to the next item on the list with that initid |etter.

If afidd has abox with three dotsin it a the end this button can be used to add option to the li<.

|.5If you get Stuck

Something somewhere is sure to catch you out. It is often just a matter of taking a step back to the
previous section and arting again.

Switching the machine off is never agood option but it is unlikely that you would cause red damageif
you did. You are likely to lose any unsaved entries which will have to be re-entered.

Should you get totaly stuck you can cal up Farmdata s help line which is manned during office hours
for assstance.

It is absolutely necessary that you take regular backups of your work. You should keep at
least three sets of backup and use them in rotation. Set A should beused on Day 1, Set B on
Day 2, Set C on Day 3 and on day 4 you should returnto Set A. You should also format your
Backup disksfrom timeto timeto ensuretheir continuing good condition. Should all elsefail
Farmdata can resurrect your system from your backup if it iscorrectly done.



1.6 Using thisManual

There are four menu sections on the main screen of Cashdata, They are headed.

1. Maintenance

2. Transactions

3. Recurring Transactions
4. Month End

5. Reports

Eachis described in a separate chapter of the manua numbered as above. Each chapter contains a
section for each of the options, described in order within each chapter.
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The three drop down menus contain the following options:

A Fle
() Change Business
This option adlows you to change from one business to another. A list of avallable
Businesses is digplayed from which you choose the one that you require (using the
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(i)

(i)

)

v)

(i)

(vii)

(viii)

mouse or arrow keys) and then click OK or Enter to confirm your choice and return
to the main menu. Each businessisaunique herd on its own with no connection to any
other business.

New Business

This option dlows the cregtion of a New Business on the syssem. The information
required at thispoint consstsof BusinessName, Address, Telephoneand Fax Number
and Password, if required. The Financial section must aso be completed. Other
information can be entered at your convenience. Click on Save and you will then be
returned back to the main menu of the new Business.

Delete Business

If you have accidentally crested a new business or wish to remove a business
completely use this option. Y ou will be asked twice to confirm the deletion.

Once deleted a business cannot bereinstated except from a backup.

Setup

Printer Setup
This gives access to the windows options for the printer setup such as changing
printers, paper Sze, €c.

Folder for Data Files
Sets the path to locate the data files. Used where the datais stored in locations other
than C:\farmdatalfinancal 32. This may be a networked drive for example.

Ingal Sample Files
Used whentheingdlation isfor evauation. Ingals a set of sample datawhich can be
used for demondiration and evaluation

Copy Data
Used to create a duplicate set of data as another business.

Backup Option

This accessesthe backup routinesfor saving your data. Pleaserefer to Appendix G for
further details. On first use you may have to configure before backing up, Farmdata
can help if you are unsure,

Restore Option
This accesses the restore facility if you need to take your data back from disk. Please
refer to Appendix G for further detalls.

Exit
This takes you out of the program.
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Utilities

0]

i)

Repair Database
Thisisautility which alows you to repair the database should it ever become
corrupted.

Compact Database
Can be usad to reduce the size of the database should it become extremely large.

Create a Template.

This crestesacodetemplate of your own coding structurein the current open business.
It can then be used in the creetion of new businesses. When you sdlect this option you
will be asked to name the template. This appears on the sdlection list for new
businesses from then on.

Copy Budgets

This section dlows you to move data from one budget to another without re-entering
it.

hl@ Copy 2 Cudzet sllGINL X
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54 Minrhien 5
Leecrpton Budget for 2007
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[T T -
v) Import
These routinesis used to import from previous versons of Cashdata.
(V) Run



Gives access to externa maintenance programs used by Farmdata.

0] This offers the usud windows help facilitiesand the on line hdp facilitiesfor Cashdata

(i) Download Latest Update Use this to check if program updates are available on
the Farmdata web ste. Requires the auto-update
software to be loaded from the CD.

(i) Register Enter the Activation Key from your FARMdata Certificate of
Authenticity. Without this you will not be able to access the program
after 60 days have dgpsed from date of ingtalation. Y ouwill not have
an Activation Key if you have ademongtration copy of the program.

(iv)  Change Change the Address of the licenced owner of the software.
v) About This gives ddtails of the Serid Number and Verson Number of the
program.

The imagesused in thismanual have been generated on WindowsVista. Other versonsmay
appear dightly different on the screen but theoper ation and function will be exactly thesame.



CHAPTER 1 M aintenance

This section deals with the coding structure of the business and the set up details. Before any entries
can be made for abusiness this section hasto set up.

¥

& CASHdala, Fnar al Wanagemen. Syslem : The Muunl Fairm = | =

ke Uhlhes  Help

-|:| Tre Mount Mamr

-[:l Tarsactions

@20 Frevuniryg Tiansaudoos

- &3 Molh E| ol

ol
--D El_sn=-ss PErcurnEters
{07 Acgegaie Codes
{:I Paymznt Analsis Coces
D Heremr Bnrhsis [ hdes

Mairrenance B tines

(L Business Pammeters
(23 Aggr=gate Codes

(2 P=ymer: Lnalysis Codes
|2 Fecaipt Ansheie Cocss
D Sub Analyss Codes

D Famizs and Al esses
(23 2uantey Codes

r_| Sib fraysie Lodes
{_-l MNames and Addressss
i ] Quarrity Codee
- {:l Rapore

Slelus

Avalablehere are

11 Business Parameters
1.2 Financial

1.3  Depreciation Rates
1.4 VAT Rates

15 Interest Rates

2 Aggregate Codes

34  Payments & Receipts Analysis Codes
Sub Analysis Codes

Names & Addresses

Quantities

~N O 01



Each option is described in the corresponding section in this chapter.

1.1.1 Business Parameters

This containsthe bas ¢ details of the business such asthetrading name, addressand VAT Regidration
number.
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Passwor d can be used to restrict accessto the program. It can be any length up to 10 characters. Y ou
will be asked for the password each time you open this business.

1.1.2 Financial Parameters

o Euirene Pocanlers = |l gt

e | Frierca |D:pt\ecr.c‘.|'l:bes Wl Taizs | Hews Msbas

“an-[nd Dists By -

“ramFrd ey 3 ar Frmnd-

Wi Frocuzney: & My 1 Ol

T |

Lad “har hegas “hube Uzod, 0 P

W] b e hnlees ake Lo Lasadin by

o] Ay sensmle o e | eens Homker r o mresena by
Lzl Chegqu= Humber Used: I 525

| Show Cesoizass o Trars=ccis on eposs:




Last Year End Date should be the closing date of your last financid year.

Year End Month. Where your year end dateis not thelast day of the month you haveto sdlect which
isthefind month of the financid year. For exampleif you have ayear end date of 5" April you may
wish your year end month to be March. April will then be period 1 of the new year.

Last Period Thisisthe last closed period.

VAT Freguency should be ether monthly or quarterly. If set to monthly areport will be produced at
every month end if set to Quarterly it is produced every third month.

Quarterly Offset only appliesto quarterly VAT reports. Should be set to 1, 2 or 3 depending on the
month of the financid year which datsa VAT quarter.

L ast Non Cheque Number. Thisisused when posting recurring transactions. Each recurring payment
transaction activated must have a unique reference number. Along with the Pr efix, thisisthe number
alocated to the last recurring transaction posted.

For ce Cheque Numbersto be Unique. When st, duplicate cheque numbers cannot be entered in
the same financid year

Automatically Gener ate Cheque Numbers When set chegque numbers are automaticaly enteredin
transactions incrementing one for each new entry. The last recorded number can be accessed and
changed if required.

Other Description on Reports When set the description on the first page of a transaction is dso
shown on the andysis reports.

1.1.3 Depreciation Rates
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First interest payment period is the period in the financia year that interest on overdraft is first
payable. For ingance if the year end month is5 (May) and the interest is paid in June then that is the
firdt period of the financid year. If itispaid in July then that is the second period.

Periods betweeninter est payments indicates how ofteninterest ispaid. If quarterly it should be set
to 3, if monthly it should be st to one.

Machinery Depreciation Type. If Value is selected a specific vaue can be entered for the
depreciation this year. If a percentage then rate should be entered ie 20%. This will then take the
opening vaue of machinery add to it any purchases this year and take avay any sdesthis year. The
percentage or vaue chosen will then be taken from thisva ue and inserted in the profit and |oss account,
the remainder isthe vauation of machinery in the closing baance she<t.

EXAMPLE: Opening vauetion 100000.00
+ Purchases 20000.00
- Sdes 5000.00
Sub totdl 115000.00
Less Depn. @ 20% 23000.00 (ToP& L)
Clogng vauation 92000.00

Building Depreciation Type. If Value is sdlected, a specific value is used which you enter or
Per centage in which case you enter the % ie 10%. When % it adds 10% of vaue to new buildings
paid thisyear to the Depn last year and take thisinto the profit and loss. Theremaining vaueisentered
asthe closng vaue in the baance shedt.
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EXAMPLE: Purchases 20000.00
- Grant 5000.00
Sub total 15000.00
LessDepn. @ 10% 1500.00

13500.00
Opening van. 200000.00
Less Depn. last year 25000.00

LessDepn. thisyear  1500.00

Closng Van. 173500.00

1.1.4 Vat Rates

The VAT ratesin currently in force

1.1.5Interest rates

The Monthly Overdraft Interest rates for the current year, either actud or projected.
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1.2 Aggregate Codes.

Aggregate codes are the codes which form the base of the coding sructure. They are effectivdy the
titles for your profit and loss reports and the balance sheet. Each aggregate code can have severd
andysis codes assigned to it from receipts, payments or both. For example the cattle aggregate code
canhaveanaysiscodesfor both purchasesand saes, such asPrime Helfer Salesand Prime Steer Sdles
on the receipts side, and Store Cattle Purchase and Cow Purchases on the purchase sde. Severd
example coding structures are shown in Appendix A.

Some rules in the numbering of these codes haveto befollowed to maintain the correct structure of the
reports the program produces. These should be adhered to when adding new aggregate codes to the
system.

The codesmust be three numbers. Thefollowing arethe rangesinto which each group should generaly
be fitted:

100-129 Crop Sale & Purchase for Resale Codes
130-149 Livestock Sde & Purchase Codes
150-179 Miscdlaneous Income Codes
180-199 Other Credit Codes

200 -249 Arable Variable Cost Codes
250-299 Livestock Variable Costs
300-309 Labour Cost Codes

310-329 Power Costs

330-399 Other Overheads

700 -749 Private Income Codes

750-799 Private Expenditure Codes
800-899 Capitd Liabilities (Baance Sheset)
900-999 Capital Assets (Balance Shest)

These groups should be adhered to gtrictly at dl times unlessyou consult Farmdata. If these ranges do
not suit your business they can be changed in consultation with Farmdata.

-12-



a) Add new codes

Be sureto choose anumber which falsinto the correct band as described in the previous section of this
chapter.

I ﬁ Ayggreyals Cudes = |3 ﬁ:H
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Click New to add a code.

The description you give the new code will be the wording which will appear in your profit and loss
account or balance shest.

The VAT rates are as defined in Maintenance, Section 1.4, at present they are:

0 Exempt
1Zeorate
217.5%

3 Not Set
4 Not set
5 Not Set
6 Not Set

This controls at the rate at which VAT is caculated in the budgeting routines if requested..

After a code has been described and VAT type sdelected to your satisfaction Click Save to add it and
move to the next addition by clicking New. If you have no more to add click Exit

b. Modify Codes

Any code can be modified but it is generdly not advisable to modify a code once it has been used in

-13-



the current year.

Select the code you wish to change from your list of codes. Once you have made the changes click
Save. Any changes will apply to dl entriesin that business, in the past and in the future.

Y ou cannot Delete a codeif it hasan Analysis Code attached toiit. It isbest to reorganise your codes
after ayear end before any new entries have been made.

1.3/4 Payments Analysis Codes, Receipts Analysis Codes

Both Payments and Receipts are covered here as they are the same in operation. These are
synonymous with the columnsin your cash book. They are codesto which payments are allocated, for
example fertiliser, seeds, sorays, building repairs etc.

Some codes are present in the system when created and cannot be changed. They are:

PAYMENTS RECEIPTS

100 VAT PAID 100 VAT CHARGED
101 Cashfrom Bank 101 Cashfrom Bank
102 Creditorsat Start 102 Debtors at Start

103 VAT PadtoC& E 103 VAT Refunds

104 Bank Interest 999  Receaptsin Advance

999 Pre Payments

a. Add New Codes

ol Favnvet Aralysiz Sodes [ i [
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Codes
Thisisthe number you have sdlected to add to thelist. Generdly three numbers, it should be chosen
to fit into the existing list dong with the other codes of asmilar type.
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Letters may aso be used in codes but greet care should be taken if they are. In computer language
letters come after numbers, therefore any code sarting with aletter will follow dl those beginning
withanumber. For example code A 11 follows code 999, 1A 1 follows 199 but comes before 200.
Usng aletter asthe third digit in a code should however not cause to much confusion.

Description
The name given to the code.

Aggregate Code
Thisisthe aggregate code you wish the values in this analys's code to go to in the Profit & Loss
account, Private Account or Balance Sheet. A drop down list of possible codes is shown from
which you should select. To add a new Aggregate code at this point click on the add button (the
button with three dots) at the end of the field. This opens the aggregate code section as described
in (1.3) above.

Quantity Table
Thisisthe code from the quantity table (1.8) in which entries to this code will normaly be bought
or sold. Select <none> if no quantity is required.

VAT Types
For purchases thisis either Y or N, for receipts E for exempt isaso valid. If settoY then vaues
posted to thiscode will beincluded inthe value of purchasesor sdesnet of VAT inthe VAT report.
If set to N they will not beincluded. For example wages and private expenditure codes would be
st toN. A ligisincluded in Appendix C for your guidance.

Sub codes
If setto Y youwill havethe option to enter asub anaysis code when entering vauesto thisanalysis
code. If st to N thisoption will not be availablein thisanalysis code.

After completing each code click Save to add. Click New to move on to the next one. When
finished adding codes click Exit.

b. Modify Codes
It is generdly not advisable to modify a code once it has been used in the current yeer.

A code can be called up by its number from the drop down list or you can work through the list
usng Next and Previous.

When changes have been madeto the code click Save to confirm and update and thenmove onto
the next change.

Delete will only work if there have been no values posted to the code in the current year and there
are no budget figures againgt it
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1.5 Sub Analysis Codes

These codes are used to identify enterprises, machines, people or any item you may wish to draw
out specific figures for. These work in any analys's codes which have been set up to accept sub
analysis codes.
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For example a sub analysi's code may be set up for barley and any costsallocated to seeds, sprays
or fertiliser andysis codes could be sub analysed to the codefor barley. Other examplesare costing
individua machines within machinery repairs, costing a particular house from repairs, eectricity,
rates, etc.

Codes can be up to 3 digits (humbers or letters) with the description of the item. They can be
added, modified or deleted in the usud way.
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1.6 Names and Addresses

These are the names and addresses of the customers and suppliers used by the business. Names
can be created when entering transactions by clicking the Add Button at the end of the Name list

box.
[ ﬂ Flamre lilél
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a. Add new

They can be added, modified or deleted in the usua way by clicking New..

Thetypeisimportant asit Sgnifieswhether the nameisaCustomer (C) (receiptsonly), Supplier (S)
(payments only) or Both (B).

As usud when each entry is complete Click Save to add it.
b. Modify

Names can be called up from the drop down ligt or you can work through the list using Next and
Previous.
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1.7 Quantity Tables

Thisfile holdstheligt of quantities which may be used when setting up andysis heads. Any number of
quantity types can be set up, but generdly 4 or 5 may be enough. Abbreviations are smply short
versons of the quantity, ie T for tonnes and Kg for kilograms. Up to 4 digits are available for
abbreviations.

.F'ﬁ Sty Codes l|—| = H?-J
Coce iz | -
Cozrs i, Homben
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CHAPTER 2 Transactions

This section iswhere dl actua transactions of the cashbook are recorded.
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Examples of Transactions are shown in Appendix A.

2.1 Add New Transactions

We recommend that you should aready have noted the anadlysis codes on the documentsfor the entries
you are about to make. This speeds up entry considerably.

The option of the month the transaction should be entered can then be sdlected. Thisis generdly the
monthinwhich payment ismade or received. Three monthsare open at any time, thusgiving the option
of entering transactions into a month after some transactions have been entered for the next month.

The three months given as options are moved forward asthe year progresses. Thisiscontrolled by the
month end routine which closes amonth. When amonth is closed the VAT report is produced if it is
due for that month. Transactions can no longer be entered in the closed month and the three available
periods for transactions are moved forward. For instance, when the first month of the financid year,
say January is closed, months February, March and April are then available.
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Most transactions should be entered by reference to cheque books and bank paying in books and the
associated invoicesreceipts. The cheque and paying in dates, should be those used in the entry.

Direct Debit, standing orders, bank transfers etc, should be entered from the bank statement with
reference to any associated invoices/receipts.

Click New to add a new transaction.

Number

Date

Period

Name

h.ﬁ' Fayments |
Tﬁﬁaamlnnmag
Mimhee Ra -
Liat=: FMAFINT -
Feriod: 1. March 2007 -
MNare Fiizz Co -|| Add. |
Nescrprnme
Cortre: 2000
[zsh: UL
Ezrk: 17RO
CrecuesHet Mo U h2Y
Safa: UnFecorcil=d

| E=zve || Haws || Dsats || Find | Hazd | Fragu:lus:” Exi || Hap |

The Receipts or Payments (Transaction) Number, which appears to the upper left of
the screen in every entry, should be noted on the invoices or other source documents,
This is used as a reference in any later amendments to that entry and as a cross
reference to the audit trail for later examination of the accounts.

The date is automatically set at today’s date but this should be reset to the date the
cheque is written, the receipt paid into the bank or the date a direct transfer appears
onthe bank statement. It will retain the date from entry to entry therefor when entering
abatch on the same date you do not have to change each time.

Select the month for the entry. Only the last three months on the list can be used.
Closaed months appear to be greyed out and cannot be accessed when entering new
transactions. Transactions are usudly entered in the month of the date above i.e. the
month payment is made or recelved.

The name of the person being paid or making payment should be sdlected fromthelist.
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Description

Contra

Cash

Bank

Cheque No.

Status

If the desired nameisnot on theli<, click on the Add button at the end of thefield and
fill in the detail. The Name will then be added to the available li<.

The description line can be used for names not on the list or for agenera description
of the transaction.

This can be ether a payment when there is a net receipt (eg. commission on the sde
of livestock) or arecel pt when thereisanet payment (eg. tradein deducted in payment
for new machinery). Thisisessentia in generating a redigtic profit and |oss account,
and in production of acorrect VAT return (as amounts must be correctly categorised
as inputs or outputs).

This refers to transactions into, or from, petty cash from outside the business. Note
that a cash cheque would be entered as a payment from the bank, and then analysed
to Cash from Bank (AnalysisCode 101). The system automatically createsthe (cash)
receipt entry.

This gpplies to dl transactions to or from the bank, cheques, standing orders, bank
charges an so on. All such transactions should be entered.

The system requiresthat each payment be given aunique reference number, thisisused
inthe bank reconciliation to match transactionsto bank statement entries. For cheques
use the cheque number (or shortened part of it), for other transaction make up a
reference, eg. DD1, DD2, DD3 etc for direct debits, INT1 for interest payments.
These should be noted on the bank statement. Do not use O as a reference

This indicates what Sage atransaction is at in the system.

When you are happy with the entry on this screen you can move on to andyse to the various analysis
heads. Click ether the Analyse or Contra tab, it does not matter which order thisis done.
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Analyse

Thisisthe point a which you alocate the payment or receipt to the various Analysis codes you have
Set.
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Enter the andys's code you wish to send avaue to. If you are unsure which code you need type the
fird number of the code and press return. A list of codes will appear which you can scroll through.
Highlight the one you need and press return, the code is then entered for you.

It isagood ideato get into the habit of looking for VAT and analysing it firdt.

Pressing return moves to the next field. If the analysis code you have entered is set to accept sub-
andysis codes thiswill be the next entry. Enter asub codeif rlevant, entering the first character will
again bring up the list to select from. If not press return to move to the description field.

The analysis codetitle, or sub-codetitle, if used isentered automaticaly. Thismay be over typed with
any description you wish. Pressreturn to move to the next field.

If aquantity unit has been set up in this Analysis code you will move to the quantity field. Any rdevant
number can be entered or the fidld left blank if preferred.

Next field isthe vaue to be posted to this Analysis code.
Once you are happy with the entries on this line you can click down to the next line.
Thereisno limit to the number of lines entered.

If you wish to amend aline dready entered Smply click back up to that line and amend it.
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The computer automatically checks that the total amount analysed on this screen adds up to the total
of contra, cash and bank on the first screen. This vaue is brought forward and shown &t the top left
of the screen.  The amount |eft to andyse a any time is shown & the top right. This should be zero
when finished.

Y ou may enter lines of andysiswith negeative vaues, asin the case of acredit for goods returned which
are part of the transaction.

When you have completed the andlysis Click Exit and returnsto the first screen.
Contra Analysis

If you have entered a contra value you should press Contra to go to the contraandysis screen. This
effectively takes youto the other side of the cash book. (If theentry isareceipt, the contragoesto the
payment side). Y ou should analyse any contra amount to therelevant andysis codesasabove. Again
click Exit to return to the main screen.

When dl anadlyssis complete Click Save to accept the transaction. Click New  to enter another.
When dl transactions have been entered Click Exit to return to the main screen.
Therearetwo codes which when used in analysisrequire further entries.

a. 102 Creditorsor Debtorsat Start
b. 999 Prepaymentsor Recelptsin Advance

a. Creditorsor Debtorsat Start

Creditors at Start on the Payments sde and Debtors at Start on the Receipts sde identify
transactions which were outstanding at the year end. They are generdly for items purchased or sold
last year but not paid for till thisyear. If such atransaction arisesthe value should be coded to analysis
head 102. Thisremovesit from this years profit and loss account but will include it in the cash flow.

When code 102 is used as part of an andysisfurther entriesarerequired. Oncethe anaysis page has
been completed click Last Year and afurther analysis screen is presented. The value sent to code
102 on the main andys's should now be analysed to the codesit would normaly have been andysed
to. (See Appendix A Example 9).

b. Pre-Paymentsand Receiptsin Advance

These are prepayments made this year for goods to be recelved next year or money received thisyear
for goods to be supplied next year.

If such transactions arise they should be posted to analysis head 999. Thisremovesit from this years
profit and loss and automaticdly includesit in the year you define. The vaue will appear in thisyears
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cach flow.

When code 999 is used as part of an andysis further entries are required. Once the analysis page has
been completed and balanced Click Pre-Payments thistakes you to a further andyss screen. The
vaue should be analysed to the code in which you wish it to appear. Severd lines of different codes
and years may be made. The Action Year entered is the year in which the financia year sarts. For
exampleif it gppears in the accounts of 98/99 then entry should be 1998.

2.2 Journal Entries

These are entries which are used to correct vaues which have been posted to the wrong code or to
adjust values from one code to another. (Appendix A Examples4 & 5).

Here you have no vaue entering or leaving the business therefore we need no entry in Contra, Cash,
or Bank. The description should give some relaion to the origind entry. You should moveto the
andyss screenintheusua way. Wemust end up with atota andysison thisscreen of O, therefore you
must use positive and negative vaues.

Enter the code you wish to remove vaue from (where it was posted by mistake) and enter the values
you wish to remove as negative vaues. Remember to use sub codes if they were used in the origind
entry and to use negative quantities if rdevant. Enter another line of andyds to the new code usng
positive vaues. Use as much description asyou need to makeit clear why you are entering thisjournd.

2.3 Modify Transaction

This dlows for the amendment of a transaction after it has been entered. There are however some
restrictions on amendments.

If atransaction isin an open month and has not been used in a reconciliation it can be deleted, or
amended in any way you wish or moved to another of the current open periods.

Once atransaction has been used in abank reconciliation the entry in the bank box cannot be changed
but any other detail can be changed. The entry is deemed to have been in abank reconciliation if it has
actually been reconciled with the bank or been used to calculate an adjusted balance (one of the
unreconciled entries on a reconciliation report).

Once the transaction month has been closed it cannot be amended in any way.

Operation

Paymentsor recei pts can be selected, the operation isthe samefor both. The number of thetransaction
to be amended should be selected. It will then gppear on the screen. It can be amended just asin the

entry routine. Click Save to confirms the update, Click Delete to delete the transaction.

If Save and Delete are ‘Grayed out’ then the transaction isin a closed month.
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If the Bank Valueis‘Grayed out’ the transaction has been used in a reconciliation.
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Chapter 3 Recurring Transactions

This section dlows you to set up transaction which recur regularly through the year. They canthen be
“activated” in the relevant months as required.
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[ -

Itisprincipaly designed for direct debits and credits which occur each month or at regular intervas
throughout thefinancid year. They can aso be used for entrieswhich occur regularly for differing vaues,
the vaue and andlysis can be edited from the Transaction Activation screen.
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3.1 Payments & Receipts

These are crested in the normal way with the addition of the Scheduling Section.
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Set up transaction as normal.

For Payments Cheque/ Ref No. isunavailable. A reference number isallocated to each transaction as
it is written into the cashbook on activation. This is a sequentiad number with a Prefix as set in the
Maintenance->Business Parameters -> Financid section.

Scheduling
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Eachrecurring transaction hasa Start Date and an End Date. It will only appear for activation in months
within this range. Thus a transaction can be scheduled for a specific time period. For example an HP
agreement can be given an gppropriate end date.

Each entry can be scheduled to occur in any period of the financid year as required and it will only
appear for activation in those scheduled months. For example where a payment is quarterly then only
the four appropriate periods should be ticked.

For each period scheduled a date can be entered when it should occur. This is the date which will be
writteninto the cashbook when activated. In the above example all the debits are schedul ed for the 151
of the month.

Any entry can be sugpended by putting atick in the suspend box. This will prevent it coming up for
activation in any future months.

3.2 Transaction Activation

This has to be done each month to write the transactions into the cashbook.
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Select the period required, only currently open periods are available. Payments or Receipts may be
selected.

The scheduled transactions will be displayed for the selected period. These can be edited by clicking
on the No., Name, Description or Amount. Once edited the transaction will retain the new vaues.

The transaction can be sdected for activation by clicking in the include column. All the transaction can
be selected by clicking on the Sdect button. They can be desdected by clicking again in the include
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column.

Click in the sugpend column if you want to stop this transaction from coming up in future.

Once you are happy with the selected transaction click Activate. The selected transactions will be
written into the next available numbers in the cashbook. Transactions are written in the order they are
displayed on the screen. “ Cheque Numbers’ will be dlocated as set in the Maintenance section.

It is possible to activate a transaction morethan oncein aperiod by going through the routine asecond
or more times. This may be required where a transaction dipsover amonthiif isset for the last days of
the month.

Any transaction can be deleted as normal but the transaction number will be lost.
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Chapter 4 Month End

This section covers the Bank Reconciliation, the VAT reporting and the Closing of amonth.

i@ CASl Kata. Nnancial Marag=men: Syster : The Mount Term |1l -

Tile  Utilizies  |lelo

Da@ X

mg The Movur: Farm Mol 1 Bl
- | mnsA~inns
|_-|+_||F_‘| Recumng TraRsEcoiors [Z=1 Bank Brlznnes

&3 (X Bank Heconcilion
{j Oank Dalarces (33 vat Reports

D Bank Reconcilztior (3 Pencd End
L[] et Repotts
{2 Peded brd
L+_| Mantenance Routnzs

g |
&[22 Repuls

+]

' T e

Status

4.1 Bank Balances

LI Bank Balances

Pastion az ot he Lost 3 consilzion:

a3 Fozoncilod: i F 1]
Ark.a ll=l=n-~ 21341 =
Adusted  Asnces 21341 2

ZahiniHar |

Puvliver as =L Zeginn_ ol fza .

Sank Sdan, |-:)'|:|-1'| -

Zah hHad ]

This section shows you the key bank current account balances of the business. It is used initidly in
Setting up the business and later as areference at any time, particularly when reconciling the bank.
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4.2 Setting up a New Business

When setting up abusiness al the bank balances should be st to the opening adjusted balance for the
year. This caculated as follows.

The Actud Opening Statement Baance = 1034.34
Less The Unpresented Cheques at the Y ear End

Chg. No. Vdue

100435 45.21
100436 103.54
100439 142.14
100440 1132.54
100442 32.13
100443 2350.00
Tota 3805.56
Sub Total  (1034.34 - 3805.56) -2771.19
Plus Undeposited Receipts at the Year End
Date Vdue

31/03/07 2352.19
Adjusted Balance (-2771.19 + 2352.19) -419.00
Once this has been entered in the Bank Baances Section you can proceed to the first reconciliation.
Inthefirst reconciliation therewill be entries on the statement which are not on the computer. Theseare
last years unpresented cheques and undeposited receipts as above. Y ou can ignore them asfar asthe
computer reconciliation is concerned, they have been taken into account by the opening adjusted

baance.

If any cheques from last year are gill unpresented at the end of the first reconciliation, the closing
balance entered for the reconciliation will have to be adjusted to take them into account as above.
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4.3 Bank Reconciliation

The purpose of aBank Reconciliation isto:

a Cdculate an adjusted bank baance, so that you know what the balance will be once dl the cheques
written are presented and dl the deposits cleared.
b. Check that the amounts entered as transactions agree with those that the bank processes.

As a generd rule, if the bank figures disagree with the transaction figure you entered, take the bank
figuresasbeing correct. If the bank makesalater adjustment, it can be entered asafurther transaction.

If there are any omissionsthey can be entered as new Transactions. If the figures need to be amended
this can be done in Transactions.

LY
[ Eank Recancihiston Morch 2007 e o5
Pl WAL - Oeeing:  TBUTETY
OpeEnrg: T LET] Funning 1AM1R 13
Tranzaclons
@ Debitss  M0233 Bygilasle: 5707 Tetal:  0OZO.00
% Crodiz: 320307 Byzilazle: 0 Tetal: a0z .07
S Thenuoe Hinbes Sl IR Wali=
09701 Willoby & J
0aT0L a3 STatloan
0702 Tractor Supply Co
§ 03703 fmart & Smerc

] Feard SIpRIY 0
| 03700 Jmart & Smars
03706 1 Helper
90T0T Th= Ran¥
ol 201523 Tinance Cx I750.0D0

| Lo ) o e[ e | oo | ca [ oo |

NOTE

We advise users to reconcile the bank before closing amonth. The reconciliation is a check on your
figuresand if amistakeisdiscovered in an entry once the month has been closed that transaction cannot
be edited.

Reconciliation Routine

Only transactions for the first open period are available for reconciliation. The second period cannot
be reconciled until thefirst is closed.
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Enter the date that you are reconciling to. Usudly the end of the month.
Enter the Closing Bank Baance from the statement on that date as the Closing Balance.

The Opening Bdance is retained from the previous reconciliation. Y ou cannot change thisand it should
be the opening balance on the start date of the statement for this reconciliation.

Y ou can then choose to select elther Credits Or Debits. It does not matter which you do firgt.

Y ou will be shown alig of al the unreconciled entries in this period in transaction number order. Go
through the statement and sdlect dl the entries on the list which are on the statement. (Click onthemto
highlight them.) Asyou sdect entriesthe running balance will change and the sdlected and available will
change.

Select highlightsdl the entries on the lit, clicking on an entry will then desdect it. Reset removes dll
the highlight and desdects everything.

Once you have been through the list of both credits and debits and selected dl the entries on the
satement the running baance (opening balance plusthe sdected credits | essthe salected debits) should
be equa to the closing balance.

If they are not you could have:

1. Faled to sdect atransaction which is on the statement

2. Sdected one which is not on the satement

3. Have atransaction on the statement not entered on the computer.

4. Have atransaction on the statement which does not baance that on the list.

If it isone of thefirst two smply correct the highlighted entries on the ligt. If it is one of the laiter two
you will have to leave the reconciliation and make corrections to the transactions. Desdlect the wrong
transaction first and Click Save to save your selection. When you come back to the reconciliation the
transactions previoudy selected will ill be sdlected only if you have saved.

Clicking Print will giveyou a display or print of the list with those entries which have been sdected
flagged as Y es. Thisisaussful print when you want to crosscheck the entries with the statement.

Once the running balance and the closing balance are equa Click Reconcile to completethe process.
This flags the sdlected entries as reconciled and prints the reconciliation report autometicaly.

Click Re-Print to get another copy of the last completed reconciliation.
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4.4 Month End
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(Do not close Period 12 until you have read AppendicesD & E. Thisinvokesthe Y ear End Routine.)
Select Fileand Copy Data if you wish to retain a copy of the Year on the Computer.

Clicking Month End cdosesthe firg available month thus preventing any amendments being made to
transactions pogted in this month. Once closed no more transactions can be entered in this month.
Pease consult Month End Check-list in Appendix D.

NOTE

We would strongly recommend that a Bank Reconciliation iscompleted for amonth beforeit isclosed.
Thiswill check that the transactions entered correspond with the Bank Statement.

If monthly VAT Returns are made a VAT report will be produced when each month is closed. If
quarterly returns are made areport is produced when closing every third month.

SPECIAL NOTE

VAT Due for Motoring Expenses. If thisisto beincluded in the VAT Report due on closng amonth
this should be entered in that month. This should be a transaction, an example of which is shown in

Appendix H.

When you are happy no more entries are to be made for a month and al those already made are
correct then and only then should amonth be closed. On closing thefirst month of ayear the fourth will
then be available for entries and so on throughout the year, dways giving three avalaole.

Closing the 12th M onth closesdown theyear. Thisshould only be donewhen you have completed
al your printouts needed for audit purposes. Once ayear is closed you cannot Smply go back to get
information. Please consult the year end check-list in Appendix E before proceeding.

45 VAT Reports
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VAT Report Display / Print

Clicking these will display or print the VAT entries and Totds for the range of months shown in the
boxes. Thisis useful for reference, particularly for aVAT Ingpection.

R e i —————— )

=S| K4+ H 1 /1 o oK T - e
R
|
Vol Boeparl 1090707 Fag: |
TheAToant Tarm
Terlods : Aarch 2007 (donthlv). Aecounting ¥ear @ 2007 - 2008
Fayments
Wi lalws Dale NArmr Daseriplinn Wal Ut Vallm
1 R 1 ENT Finases Co Froed Wlmer LA I
i R L050? Tracker Sopplv Co AMachinesy »pals 1274
T TU0ENT The Fresy Weleat Tn T Tame 747
B T The Wl L ) PR ERY]
oo TE0ENT The Fresy Neleat T Td Tamw el
1 v LE03 The Fres Meal Cu 13 Lau'ss 1M
n v L3 The Fras el Su i Lawss 313
M u L3y Wl Al Rapanslu lialo 144
13 v LAD30 s dlalwn Felzal 2101
i U L3/0307 Tractor Soppiy Co Tord W040 KEA 4712
I U L0307 Smaal & Jmal Vel LG
B ouU J1'03'07 Tinazce Co 1750,
Twial fvr Pavments 163843
Retelprs
No Statns Date Name Description VatOnt Vatlw
17 u L2030 SmahF) Cunlzavl 2paapzy EM K
Toal for Kevvipis 31
e b
- v

The Aboveisalig of dl payments and receipts which had VAT in August and the vaue of that VAT.
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This should be the vaues shown in the gppropriate boxes on the VAT return.

The Screen below shows the Box totds for VAT return for the same month.
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VAT Reconciliation Display / Print
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This report shows the totals from the Monthly or Quarterly VAT Reports dong with what has actudly
been paid to or received from Customs & Excise.
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Chapter 5 Reports

This chapter describesthe various reportswhich can be produced by the system. These are broken into
eight different options described below.
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Common to all Screen reports are some Button Controls on the Screen Display.

At thetop left isthe Print button which sends the displayed report to the printer.

The Envelopebutton exportsthedisplayed report tofile. Thismay then beimported into other
applications.

The Refresh button (lightning symbol) refreshesthereport if thedata hasbeen changed. The
next box shows the magnification factor, thisis usually set at 100% but can be changed to
magnify or compresswhat is shown on the screenor printer, or it can be madetofit the page
width or the whole page.

Next is shown which page of thereport ison the screen. At each sidearestart and end page
buttons, inside these ar e page forward and back buttons.

Theblank box with Binocularsicon next to it isfor searching. For example, it can be used
for searching for a particular animal. Enter therequired characters, click on the Binoculars
button and thefirg item containing the char acter schosen will be outlined, click again and the
next item containing those char acter swill be shown.

The side scroll bar allowsyou to scroll up and down thereport and the bottom scroll bar from
sideto side.

Reports on the various headings shown in the Options Box can be printed or shown on the screen. The
screendisplays are exactly the same asthe printed reports. Printed reports can be created directly from
the screen display. If you have a colour printer the reports will print in the same colours as the screen

display.
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5.1 Transaction Reports

This produces reports at the various transaction levels.

[ % ransact iz lmsls=]

Mzoots

W By Woather 71 Crediers or Nebtors = Srart

i1 By Peod- 71 Pagmerts 7 Fecelpls 10 Advanre

71 By Suppher or Customer: (7) CuTew Zazn and Ezrk @aztion:
Trersactizna

w1 Payments 71 Rarsntz
Lirita

TyreE @ Thiz "ear " Rerumng

Stat: 1 =

End: 5985 S

Shiow [] Caeh Cnk:

[ Dipl=y ] [ Print ] Exi ] | Lelp |

Typeis either from the Payment or Receipt side of the cashbook.

Next Year only becomes available at the end of afinancid year when the opening months of the next
year are available for posting.

Recurring displays the transactions which are st up in the Recurring Transaction section.
The Limit works on either a number range, a period range or a name range.

Clicking in the Cash Only box will only report transactions with cash entries.
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Transaction Report by Number

No Statuz Date

MSumbers: 1 to SUDWL

Name / Description

Fayment Transactlons
The Mouni Farm

1 E 1060307

(B

K TVUEy
E 100307
10:03/07
10/03/07
1060327
120307
120307
120307
120%07

13039y

Finarce Co
Feed Mlizer
Tha Baax

Wapes & Fovale Dravings

Willek~ AT
Sezsonal Grazag
Taaclor Supiy Co
Mackine v ropadrs
Emith F T

Wapey

Live Btaek Hauvlege Co
PAYE & NIC

Tl Fiesh Meal Co
22Lambs

Tha Iar:

20 Casl Ewes

The Tresh Meat Co
24 T.amhs

Tha Frezh hieat ©n
153 Lambe

Tha EFrezh Meat U
16 Lambs

190707

Accounting ¥ car : ZU07  JD0E

Contra Cash Bank Total Cheqme No. Per.
320533 320323 0333 har

| A2y b Mlar

e 317.50 0257 hlar

13259 13279 0338 Ma

. 7522 0330 Mlar

151385 131395 0250 hlar

iz 3013 M
1424 2424 Mlar
Jhs4 JEad Mar
1ae 2109 Tlar
1541 kAl Mar
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Transaction Report By Period

T Payments By Jancd

= R

Perimls: Tin 12

Status Date

&

Payments By Poriod 1T

The Mount Farm

Avenunding Year - 2007 - 2008

Mame /D escription Contra Cash Eank

=

cried 1 : Mar
1 H TUEN S

JLTIER

10403507

1050307

10/0307

10402407

12003007

1240307

120307

100905

Finaaza Co
Feed Wiiver
32525
‘Ihe Bark
Wapges & Private Tieausnge 27025
Willyay 4T
irazanal Grazing
Trartr Supply Co
Macaunery = pais

imith P T

Wages

Live Steck Haslege Co
PATE & NIC

The Fresh ezl Co

22 Lamba

7122
131339
5013
The “Wfat
20 Cast Ewes
24.24
The Frazn Tuieat Cn
24 Lambs

Tha Fraza dest ™

Yat Code

mn2
801.25 100

300
700

pL]

31
1278 100

300

ann

410
7.47 100

3.51 100
410

410
2.22 100

Faze

Yole

2404 00
£01 253

[
21100

17 50

11301
1975

2z

13158*

4166
147

i I
222
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5.2 AnalysisReports

E Analy.i Feparl. o E

d=ocrts
@ A Ayl Cede i1 Py Sopnlzrer Toster e
T v Aggegers Ve

1 Ty Suz Arabyss oce:

T=ra-rhara
@ Tmems: ) Mecepes:
ot
B [T i oy,
] manzes: St L

—l ambers: Lnd

Lower | zm ][ e ][ s |

[

The various levels of code can be salected. Payments or Receipts can be salected.

Next Year only becomes available a the end of afinancia year when the opening months of the next
year are available for posting.

Recurring displays the transactions which are st up in the Recurring Transaction section.
Limitscan be set the Period or Transaction Number. This can bearange or asingle period or number.

Other Limits can be set on any of the reports by clicking the Limits Button..

2] Anelyzis Reports lé
B
Lirrils
[7] Surmanesd Vaneor:
This ¥e
7] Show a5 Year:
| AT 2AID
[T] Arabyze Cods | AT PAID
| ok || coned | Hap |
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Summarised Version Only the total value in each codes are shown, the individud andlyss
entries are not.

Show Codeswith No Trans Codes with no andysis entries are shown a so.

Show Closing If Closing Creditors And Debtors have been entered these will be shown as totals at
the end of the each code. A Budget set will have to be selected as the source of these

figures
Show Last Year Any entries which have been coded within Code 102 will be picked
up and shown at the end of the appropriate code.
Analysis Thisisusad to redrict the list if required. For example you may only
want one or arange of codes or names.
Sub Code Only appliesto aSub Analysis Code report. It can be used to restrict

to one or arange of codes.



Example of an AnalysisCode List.

R B I L= | EH s e e - Busirens Obficts
121 Set-aside Paymen ts i
s TANNT Zewihst OMes S 'P‘:tj.wwnl\ 2531 nd
Lotal for 121 Set-aside 1'ayments 1253100
las Cunlraciing Number
12 120300 Sruaba 2 Contretnp 1H20 0
Total far 165 Cuomlracing 182000

311 Net EFSC

27 3170307 Road Tuel Scal= Chazpe Net RT3C 1572
Total for 321 Net RFSC T5.78
qul Cows Number
T 10507 Tha Frazh hWeat Ca O 117200 T 234 40
13 L&Y The Mart Cows C 400 sue i
17 190407 The hWiar Crws r ELENR e 347 66
Toral for 401 Cows PEGS,TE 1900  F0ET1
403 Stirks Numhber
33 3100307 The Frash hiea: Co Ztom 1178.72 200 55033
Total far 403 Stirks T117TR.T5 00 SReSR
110 Subsidies Number
3 Li30) Scotheh Oifes tubsdies 331209
Tuwdal fwr 410 Subsid ies 3312.27
41 Ewe Number
2 130007 The Wl Fum S5F LTI U 000 PN |
18 190407 Tha hiar: Ews 5F G300 80 23.00 28438 U
Lotal for 451 Fwe 122650 4200 28353
123 Lambs Number
1 a3y The Frosh Meat Ce Lamba =L gd4a 50 R il ] 4024
5 1740007 The Frash Mfeal Co Toaruhes 438 13 2400 ang L
F] I:‘ 1
S SN
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Example of a Sub Analysis Report.

Pﬂj'mr-r'f\ HJ' .qIJ:I r]hit‘

E&ﬂ.ﬁEHIPH 1 f1 ;igﬂﬁwx« - | mumieeosjec

Paymenis By Sub Cude 03/0807 Page
The Mount Form

LBub Code: C to C Accounting Y ear : 2007 - Z008

No Unate MNameor Uescription Analysis Description Yalue Quan 1YL it
C Calile
250 Compound Fecd Tonnes

30 10T Feed Sigrdy Co Catll = ™l 19321 1000 15327

I'ctal for 2200 Compound Feed 152271 1000 15327

155 Seasvaa] Graciny
15 1¥M07 Sealw BT Smvmal Crscng
Total for 255 Seasomnl Grazing

260 Vet & W ed
26 1507 A Berviecs
Tuwial for 260 Var & Mead

410 Other Livestock Expm Number
32 13407 Farmers Supplv Co COther Lovsetack Expan

Total far 410 O iher Livestock Fxpen

Total far Cattle

Grramd Tacal
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5.3 CodelListings

"E Cude Lisling: = |12 i
Fedors
@ AggregAlel ndes: 71 Mam=s and Addesees
7 Paymant Analsis Codes: i) Guantty Codss:
71 Revepl Snclysis Codes, (1 Wal Rales.
() Sub Araysis Coces: (1 Irterest Dales:
| itz
Start: SPH1S
- 000 SPECIE

[(own ] (e ) [ ) [ ]

The Various code ligts can be printed from here.
To sdect aparticular list click in the dot beside the heading and click Display or Print.

Category only appliesto Andlysis Codes. If aStart and End Category are specified theanalysiscodesarelisted
by their various aggregate code headings.
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Appendices

APPENDIX A Transaction/Journal Entry Examples

Introduction

The following examples are intended to act as a guide to a variety of different ways of entering transactions.
Obvioudy not dl Stuations are covered, but they do illustrate the sort of logic which can be gpplied.

The examplesare taken from the screen, so the way they are entered should be self explanatory. A description
of each transaction precedes each example.
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Example 1 (Payments Number 61)
Wages paid out of Petty Cash
The payment is made from cash, therefore petty cash

(If acheque for say £250.00 was cashed and

will be reduced by £200.00.

then £200.00 paid out and £50.00 put into petty cash,
that cheque could have been analysed £200.00 to wagesand £50.00 to petty cash, inasimilar way to

Example 3 (Payments Number 63).)
T8 barmnis = [ @ [l
Transaclion |.fn|i:pm|ﬁ:rlm
LTI I L'y -
ke HIERT -
Ii Fmnie | 1. Mzrch A -
Mosins | = Felaer v | Al
Jeseopbone Wamges
Curlra L
Cax 200
J=rik: ]
Creque/Re "o 101330
s TEN Jn dezonizi=d &
Zeve |_f-l.-n' _I:Hdr“[nd ”F’I;o-rl]l"egiou:-ll’.‘»_d‘l] lick:
ﬁ Haymenly F w
Irarpection MN3YAz | Sl
b= I{Ti
Ty, W Anayeiz. 00 Lad Yaa 0 Pra=?aypmnil
Ii Aol L 1] o Ayizhyes.
Zoca Sub Cescriziion CQusnity Ve
o
It ][ Mimw Lledire: ][ kind ket ” rrann [ =r [ Hep
—_— -— =
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Example 2 (Payments Number 62)
Fuel Account paid by cheque
Thisis an example of avery straight forward transaction.

Vat May be damed in full on dl fudsif the Road Fud Scde Charge is used. Private dlowances should be
checked with you accountant.

Borrments 1 [ [ sl
Tensarhon Anahee I Cartra |
Mumber: 62 -
Chrc: FORNIT -
|i Pand: [t Mazh 207 -
Hame: [ 2 v v || A
ez o
Cunliz [}
vl 1]
Bzri: 15553 |
Ty S N [ IE |
Srhis: [_I Hevoiesl=d 2
| Ecun:-] Mew ][[leh-_'h.-” Fiud ][ W, ..Plr_"l'.ﬂ.ll.h-][ Exl [ =zl
a Frymesas f e ll—-l-ﬁﬁ
Tiarsadion  Snchae "._x.ui:nl
Fumzer: |'Ei |
Toes=. A Ao dviz, [0 Les, Year 77 Pz-Pag el
= fimour 156 63 o Mrakas 1]
Coza Sub Cazcopron Qiamky Vals
10d WAT =AIC [0 2163
321 Pz [0 133 00
|Sawu || Mz H[hnd.ﬂ] Fued Flesl ] H'w'r.u.ls-:| Exil |[ Hzlp
e e — o —
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Example 3 (Payment Number 63)
A cheque cashed

Notice part of this cheque has been analysed to petty cash (cash from bank) so the actual balance of petty
cash will only increase by £50.00. It is not necessary to analyse the whole cheque to BANK, and then
make later payment entries from CASH to analyse separate payments.

Whenever a (BANK) payment transaction is analysed to CASH FROM BANK, a (CASH) receipts
transactionisautomeaticaly generated and visaversa. (Receipts Transaction No. 26isgenerated by payment
number 59).

"iﬂ' Bagirerls o E
Trneacen | frabveie | Cons |

humber: =) -
Lales. 21/0%2007 -

Por od: Mok A0 -
hame e - [

Ceacrpron: Czah from 3zrlz

Lorne.

Cach:

Rane o |
Chrcua S My 101622

b= 5 Lnbesariied

LamLow ][ | [ ow | _von | roms] _ew | s ]
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ﬂ Paynmenl J A

|Tmm-.|rr | Arizhpin |I'.r.|1"||

e
Tipe: @ Anshms: ) Last Yems 0 TreTaprent:
: Armarl. £l 12 Anavae. u
itk A Tearmphen b | AT
10 CAEH FIOM BANK Ll 00D
b (00 : Teqular Lakou- i) 20000

save | mew || oeste  zno || Mea ez || Eat || ben

e —_— .,

Exampe 4 (Payments Nurr-lbe} 64)-
Journal Entry to correct an incorrect transaction entry

Transactions can be corrected up until thetime that they areincluded in abank reconciliation and
VAT report. Assume herethat a VAT report has been completed for the original transaction,
then amistake found. £50.00 was analysed to Contract Work and Hire, instead of Sprays.

Note that Contra, Cash and Bank are all 0injourna entry, thereisno money moving out of the
busness. The andyss amount must cometo O aso.

RN o =l
“rassa [ frzipn | Corim
Smber = -
dele 210502007 -
I: “enzd H.M.M ]
ame el Sy L - [
SRR ssuind o Tares b 24
Corra: o
(FR
Sl [
Urngras b
Tt ik %
[ Sove || o | Dobew [ B | tes [Pewiue | Bt | e |
- e — e
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’g‘ Fayvers 12|~_'|ﬂ.

|Twn.1m1.r Smvss |I"_"r'r'-|

Tire W oArmtyms ) Laet Tear: 1 Tra-"wyment:
il
1 L-ecur a] To Arestygas i

Sih “eaneplien Suedly Wb
Cerirad ek
Cprevs ' Lomnle’

Cree
]
Zi0

o ) ) o) o (e | [reame] [ ]

- e — o — ——

Example 5 (Payments Number 65)

Journal Entry to allocation fertiliser from stock to crops

The assumption hereisthat the fertiliser was paid for, and that transaction entered, before it was
known which crops it was gpplied to. Thetransaction could not be changed asit was reconciled
and VATed.

Thetota amount istaken avay fromtheorigind Anayss(whichwasnot Sub-andysed) and then

entered and Sub-anaysed to the various crops, so that crop margin analysis and budgeting are
made easer using the Sub-Anaysis.
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TR =lE
harmecdicn Al | T.'-"Iml
Homo=r G5
M= HABA0T -
| Feaic. [1. March 207 x)
H=mms. ll_'-\lnr-c] = Add
Do plivn. o dieer Auoa.on
Ll 4 u
iy L
Fark n
ChequeFef he: 0 [
e, | IRennreded -
[ seve || 3o [cows | Ena  vew pewoue || = || peo |
———— — =
“-E Hayrienls ¥ ﬂw
Liaiactir | Anzhals | Cudoa |
Tu—be- P:]
T @ fizhus, 00 Lemsl Yea 70 FiePaprend.
|: Al v ld Az, U
Coda Sun Jazcopion Sty vale
14 Terlse "HNegen” BT - o
14" Vik Woea, HALEH Sl
i EAF Zaley L0030 000
iy [
s | Kew ” liicds -l ” Mizel |=rngrm]| Fuk |[ Help
= —

Example 6 (Payments Number 66)
Purchase of anew tractor with an older tractor sold asatradein

The new tractor costs 36425.00 (VAT included) so thistotal must be entered as a payment to
make the VAT return correct.

The £31000.00 will be added to Machinery of the balance shest.

The trade in vaue of the old tractor was £18800.00 (including VAT) so this amount must so
be full entered to produce a correct VAT return. The £16000.00 will be deducted from
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Machinery on the balance shest.

rﬁ Py 7 i b h:lﬁﬁ
| [ e | anstgsn | corie|
||
“hamzer Gl
ol 21X -
" #gud. _1. K MW7 -}
B Ineulen Supdy L o| |
Jenniplan Frw Trcher
[ ] i)
Cask o
Fanr " TR
Uzgued] e Ma: Wb
Bz InFeroncied =
Lo [ | v [ [ [ e | |
B (= E -
R p—— .

| | Tenzactinn SrzhmEs Cartm

I
I H e 3

Tpr @ Mok 0 1aA e 71 P Pywnt
" Ao, L] lu By ahpea, 1]

Jcscnpnar Guanity | Maluc
WAT PAID 00 25 00
Bl 1 ey Faz izl U ST

[ i e e ey e
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WAT CHARSED
M=chini=n

[ame [ wow || oo || o | e | [ || et ]| e |
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Example 7 (Payments Number 67)

A new tractor purchased with atradein and the balance borrowed

(Smilar entries would apply for hire purchase and leases, where leases are capitaised).

Inthis case only the VAT bdanceis pad from the Bank at the time of purchase, so Bank must
be £2625. £36425.00 mugt still be entered as apayment so that VAT can be claimed, as must
the total sde price of thetradein.

The difference between the two net of VAT (£15000.00) is the amount borrowed, which isin
effect areceipt (of aloan) and thusacontra, so thetota contrawill be the trade in (£18800.00)
plustheloan (£15000.00) which comesto £33800). The contra(£33800.00) plus Cash (0) and
Bank ( £2625.00) comesto £36425.00, therefore the payments side of the transaction (the new

tractor) must be £36425.00.

Machinery on the balance sheet will change by purchase of £31000.00 and sale of £16000.00,
and loans will increase by £15000.00.

iE‘ Fayrien = E] e
Trrerchon | &bz | Do |Id|
o= & -
N=1e: HAR0T -
lafize: | 1. Mach 2007
Hems [ et sty o = | ",
Nearepene
Lixrda EE-LH
Cae- o
Eark: 2627
ChegaeT et Tuo: WM
Sahz: Remmrenes
I S Mo | Dl | i ] I'res ann I -ut | | kop |

-57-



rﬁ Paymer'ﬂ? ¥ A lglm'
i Tmeamton | SEREE | Charem |
n
I
|ype: @& Pnayss: O =sl Yemr 7 e ey

|I Socunt: L Tc Aralse i

Codiz Sub Dizzenztan Guantty  Vduc

TIHI e Al [EE AN

o Mrc-irery Mirchased (L] A0 Ty

LIV || Hawe [ Liclcte: H Fnd H Hext H ’mvn:s| Ext | i |
| [ 1mrengion [ Arabsia | Corra
L
! Mmbe-: il
Tye @ Arakelz: ) Lae Yesn @7 Pa-Paymernt:
|I Amond J4H Iz findbyac: i)
Lod= aub Jeszrplion Guartity  Vaue
1 wAT CHARGED Wi AR
S Mahiney (L1 “RINE N
Adn 4= win “IH N

| o || How || cecie || Era || Moe ||Predma | ext

[t |
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Example 8 (Payments Number 68) Cancelling a cheque

We assume here that the origina chegue No. 298 was included (as an unpresented cheque) in
a VAT Report, and can not therefore be deleted in Transaction Maintenance. The cheque, for
£40.25 (£34.26 + £5.99 VAT), was for other livestock expenses.

The cheque is re-entered as a negative value. The cheque number isgiven as298A. Thisgives
referenceto origina cheque number. Itisanaysedto VAT and Other Livestock expenses, thus
cancelling the previous andlyss.

Inthe next Bank Reconciliation, theoriginad cheque, and the negative one should both becleared
on the debit sde (asif on the satement).

Asoneispogtive and oneis negetive, the net result will be 0 (40.25 -40.25) so the balance will
work out correctly, and the cancelled cheque will no longer appear as an unpresented cheque
on the Bank Recondiliation.

| P el .
Tarmcman dpant E AT

Humbe~ G

i 20207 -

Fe=od: |r'|:I.-I2ﬂﬂ7—‘|

Hame eyt T -|.!._|J

Di=sznpdecn: Cavwce Chegue N 10 502

Sevm o

Sath: o

Lane: 4015

ThoqueRof ke 101833

b N Jr7zzersied

A = | Lisksly | (11} | Hyx. | | Fiegus | S o )

L
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Example 9 (Receipts Number 31)
Entering a VAT refund as an opening Balance

Any receipts gpplying to last years accounts are entered as Debtors at Start (likewise
payments for invoices dated in the lat financid year are Creditors at Start). Usudly your first
VAT refund of the year will be for areturn reating to the last month(s) of last financia yesr,
therefore it is money owing to you at the start of the financial year and so0 is adebtor a art.

The second andysis screen (outstanding Analysis) will then gppear with only the
Debtor/Creditor at start total to be analysed.

VAT on payments or receipts can be analysed to Analys's number 100 on ether the first or
second screen. Mogt accountants would put it on the first screen and only andyse the net
amount to creditors.

".‘Q Beceipis I~—|—':' =) i:H
Tansaction | Arahmsz | I:-:.mn|
Mumozor: 3 -
Catar 240372007 -
Herice: 1 Marck 2007 i
Mama: .L;_mnn-n & bxciac '] | Ndd:
Fesernton: VAT Ref i
Corta: H
Treke ]
B=rk: BeT0
Chegue/R= Mo,
F-Reconzile
| Save ” IMew . [ Dekde H Eind ] . He=l ] | Fieyivus | [ Exl . [ Hels .
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Rl

Tiensazinr bz | Cadis
uroer

Type: @ Srehee: () Lest Year . Pe-Pavren:
Smourt 567 Te Aralyss: 367

Coue Suz Desaidicn Quenlly Ve
PR | [DEBIOHS A1 S1AH | ) | bE /]

| swe || Mew | Deete || Fina || wmt [ edous || Ext || kew |

=)

Recopti il

“rangactcn | Andysis | Cons

N —

Type 7 Al @ ] asl Year 7 Pies-Pasirenil
Arount: (L To Arehyse: 0
e Suls Nk 1yl on Quenlily Wane
103 WAT RZTUNDS 002 2670

e ] ton | | e |[rma | [romm] x| 30
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Example 10 (Receipts Number 32)
Entering arecept against a payment Analysis Head

In some cases you may wish to take an amount away from a payment analyss head, when
you have actudly received money. Thisexampleisfor acase where pdlets have been
returned which have aready been paid for along with fertiliser. 'Y ou would then want to
reduce the total amount originally analysed in the payments transaction, in the case of £200.00
+ £35.00 VAT.

Note that asthe total of Contra, Cash and Bank comes to 0, no analysisis necessary in the
Main Receipt Anaysis screen.

It isimportant to remember, that in order to complete acorrect VAT return, inputs must be
analysed as payments, and outputs as receipts, so do not perform entries such asthisif it
would go againg thisrule.

. =
T [y

|

| Hrber i !

| RS ALY - |

i |

| Fiaia 1. Ma=k 2007 * i

! Hare: Tanetz Sushe G a | I

[ |

[eec o Fals S |

1

G, ]

| emh 1 ;

[ |

| Dark: 235 I

| st .

5 i

I |

: !

e | M | | e | | _nd | e “rimous | -zt | l=p |
L
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Example 11 (Receipts Number 33)
An example of a graight forward contra
Auction sales are acommon example of transactions involving contras.

Commission and Insurance, must be anadlysed as a payment, asthey are VAT inputs, and are
cogsitems of Profit and Loss.

g T )
Transachzn  Mabess I Corlia |
Humber: 33 -
Crre: IR -
’ Pl [1.Wa=h 2007 =
I Mame [ The: neh et 7 = | [
Meacpres F Sink=
Tonime s
pieat. ]
B=ik.. 178
egoed =l Mo, | |
Sielus. | JrFacznclad -
|3—dw] M ][[‘Hhﬂ'.. Find ” Wuzl ..Plﬂ\'i'l.ll.la-][ Exl [ =l .
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APPENDIX B

Coding Examples

Aggregate Codes - General Codes

Code Description
OUTPUTS
CROPS

101
102
103
104
110
120
129

WHEAT

BARLEY

OILSEED RAPE

POTATOES

SET-ASIDE

OTHER CROP INCOME
GROWING CROP VALUATION

LIVESTOCK

130
131
132
133
134
149

CATTLE

MILK-DAIRY PRODUCE
SHEEP & WOOL

PIGS

POULTRY & EGGS
OTHER LIVESTOCK

MISCELLANEOUS

160
165

CONTRACTING INCOME
OTHER FARM INCOME

CREDITS

180

RENT & WAYLEAVES

VARIABLE COSTS
CROPS

200
210
220
225
230
240

FERTILISER

SEEDS

SPRAYS

CROP CONTRACT WORK
CROP CASUAL LABOUR
OTHER CROP EXPENSES

LIVESTOCK

250
260
270
280
285

FEED

VETERINARY FEES & MEDICINES

DAIRY EXPENSES

LIVESTOCK CONTRACT WORK

LIVESTOCK CASUAL LABOUR

-66-

0.00

17.50

Vat Rate

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00

0.00
0.00
0.00

0.00

0.00

17.50
0.00
17.50
17.50
0.00
17.50

0.00
17.50
17.50
17.50
0.00



290 OTHERLIVESTOCK EXPENSES

FIXED COSTS
LABOUR

300
305

REGULAR LABOUR
PAYE & NIC

POWER

310
315
320
330

MACHINERY EXPENSES
MACHINERY LEASING
FUEL & ELECTRICITY
OTHER MACHINERY EXP.

OVERHEADS

340
350
360
370
375
380
390
395

6AA PLANT AND MACHINERY DEPN
6BB BUILDINGS DEPRECIATION

RENT & RATES
INSURANCES
PROPERTY REPAIRS
BANK INTEREST
FINANCE COSTS
PROFESSIONAL FEES
OFFICE & ADMIN
GENERAL FARM COSTS

PRIVATE

710
720
730
760
780
790

PRIVATE INCOME
INVESTMENT INCOME
INCOME TAX REBATE
PRIVATE DRAWINGS
INCOME TAX

LIFE ASSURANCE

LIABILITIES

840
850
860

H.P. CREDITORS
STOCK LOANS
LOANS

ASSETS

940
960
970
980

DEPOSIT ACCOUNT
MACHINERY
BUILDINGS/'STRUCTURES
INVESTMENTS
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17.50

0.00

0.00

17.50

0.00
0.00

17.50
17.50
17.50

0.00
0.00
17.50
0.00
0.00
17.50
17.50
17.50
0.00

0.00
0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00
17.50
0.00
0.00



990 LAND 0.00
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Payments Analysis Codes - General Codes

Code Description Vat  Quantity Sub Codes Protected
SPECIAL
100 VAT PAID No No Yes Yes
101 CASH FROM BANK No No Yes Yes
102 CREDITORSAT START No No Yes Yes
103 PAIDTOC&E No No Yes Yes
999 PRE-PAYMENTS No No Yes Yes
WHEAT
110 WHEAT PURCHASED FO Yes T No No
CATTLE
150 HEIFERS PURCHASED Yes H No No
152 STEERS PURCHASED Yes H No No
154 OTHER CATTLE PURCHASEDYes H No No
SHEEP & WOOL
160 LAMBSPURCHASED Yes H No No
162 BREEDING SHEEP PURC Yes H No No
PIGS
170 GILTSPURCHASED Yes H No No
172 OTHER PIGS PURCHASED Yes H No No
POULTRY & EGGS
180 CHICKENSPURCHASED Yes H No No
OTHER LIVESTOCK
190 OTHERLIVESTOCK PUR Yes H No No
FERTILISER
200 FERTILISER Yes T Yes No
202 LIME Yes T No No
SEEDS
210 SEED Yes T Yes No
SPRAYS
220 SPRAYS Yes L Yes No
CROP CONTRACT WORK
225 CROP CONTRACT WORK Yes N Yes No

CROP CASUAL LABOUR
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230 CROP CASUAL LABOUR Yes

OTHER CROP EXPENSES
240 OTHER CROP EXPENSES Yes

FEED
250 FEED Yes

VETERINARY FEES & MEDICINES
260 VET & MED Yes

DAIRY EXPENSES
270 DAIRY EXPENSES Yes

LIVESTOCK CONTRACT WORK
280 LIVESTOCK CONTRACT Yes

LIVESTOCK CASUAL LABOUR
285 LIVESTOCK CASUAL LAB  Yes

OTHER LIVESTOCK EXPENSES
290 OTHERLIVESTOCK EXPE Yes

REGULAR LABOUR

300 REGULARLABOUR No
PAYE & NIC
305 PAYE& NIC No

MACHINERY EXPENSES
310 VEHICLE EXPENSES Yes
312 MACHINERY EXPENSES Yes

MACHINERY LEASING
315 MACHINERY LEASINGCH  Yes

FUEL & ELECTRICITY
320 FUEL & OIL Yes
322 HEAT & LIGHT Yes

OTHER MACHINERY EXP.
330 OTHER MACHINERY EXP Yes

RENT & RATES

340 RENT Yes
342 RATES& COUNCIL TAX Yes
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No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

No

Yes
Yes

Yes

Yes
Yes

Yes

Yes
Yes

No

No

No

No

No

No

No

No

No

No

No
No

No

No
No

No

No
No



344 WATER CHARGES Yes

INSURANCES
350 INSURANCE Yes

PROPERTY REPAIRS
360 BUILDING REPAIRS Yes
362 FENCING, DRAINAGE & DI Yes

BANK INTEREST
104 BANK INTEREST Yes
105 BANK CHARGES Yes

FINANCE COSTS

375 H.P.INTEREST Yes
376 LOAN INTEREST Yes
377 OTHERINTEREST CHARGE Yes

PROFESSIONAL FEES

380 AUDIT FEES Yes
382 LEGAL FEES Yes
384 OTHER PROFESSIONAL FEE Yes

OFFICE & ADMIN
390 TELEPHONE Yes
392 OFFICE & ADMIN Yes

GENERAL FARM COSTS
395 GENERAL FARM COSTS Yes

PRIVATE DRAWINGS

760 PRIVATE DRAWINGS No
INCOME TAX
780 INCOMETAX No

LIFE ASSURANCE
790 LIFEASSURANCE & PENSI  No

H.P. CREDITORS
840 H.P. CAPITAL REPAYME Yes

STOCK LOANS
850 STOCK LOAN REPAYME Yes

LOANS
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Yes

Yes

Yes
Yes

No
No

Yes
Yes
Yes

No
No
No

Yes
No

Yes

Yes

Yes

Yes

Yes

No

No

No

No
No

Yes
No

No
No
No

No
No
No

No
No

No

No

No

No

No

No



860 LOAN REPAYMENTS

DEPOSIT ACCOUNT
940 TRANSFERRED TO DEPOSIT

MACHINERY
960 MACHINERY PURCHASED

BUILDINGS/'STRUCTURES
970 BUILDING AND IMPROV

INVESTMENTS
980 INVESTMENTSPURCHAS

LAND
990 LAND PURCHASED

Yes

No

Yes

Yes

Yes

Yes
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Yes

No

No

No

No

No

No

No

No

No

No

No



Receipts Analysis Codes - General Codes

Code Description Vat  Quantity Sub Codes Protected
SPECIAL
100 VAT CHARGED No No Yes
101 CASH FROM BANK No No Yes
102 DEBTORSAT START No No Yes
103 VAT REFUNDS No No Yes
999 RECEIPTSIN ADVANCE No No Yes
WHEAT
110 WHEAT SALES Yes T No No
112  WHEAT STRAW SALES Yes T No No
114 WHEAT AREA AID Exempt Ha No No
BARLEY
120 BARLEY SALES Yes T No No
122 BARLEY STRAW SALES Yes T No No
124 BARLEY AREA AID Exempt Ha No No

OILSEED RAPE

130 OILSEED RAPE SALES Yes T No No
134 OILSEED RAPE ARFA AID Exempt Ha No No
POTATOES
140 POTATO SALES Yes T No No
SET-ASIDE
180 SET-ASIDE Exempt Ha No No

OTHER CROP INCOME

170 OTHER CROP INCOME Yes T No No
CATTLE

220 STEERSALES Yes H No No
222 HEIFER SALES Yes H No No
224 OTHER CATTLE SALES Yes H No No
228 BSPS Exempt H No No
229 HLCA & SCPS Exempt H No No

MILK-DAIRY PRODUCE
230 MILK SALES Yes
232 MILK PREMIUM Yes

—

No No
No No

—
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SHEEP & WOOL

240 LAMB SALES

242 OTHER SHEEP SALES
244 WOOL SALES

249 HLCA & EWE PREMIUM

PIGS
250 PIGSALES

POULTRY & EGGS
260 EGG SALES
262 POULTRY SALES

OTHER LIVESTOCK

290 OTHERLIVESTOCK SALES

CONTRACTING INCOME
300 CONTRACTING INCOME

OTHER FARM INCOME
310 OTHER FARM INCOME

RENT & WAYLEAVES
400 RENT & WAYLEAVES

MACHINERY EXPENSES
500 INSURANCE REFUNDS

PRIVATE INCOME
710 PRIVATEINCOME

INVESTMENT INCOME
720 INVESTMENT INCOME

INCOME TAX REBATE
730 TAX REBATE

CAPITAL INTRODUCED
740 CAPITAL INTRODUCED

H.P. CREDITORS
840 NEW H.P.CREDIT

STOCK LOANS
850 NEW STOCK CREDIT
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Yes
Yes
Yes
Exempt

Yes

Yes
Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

No

Exempt

Exempt

No
No
No
No

No

No
No

No

No

No

No

No

No

No

No

No

No

No

No
No
No
No

No

No
No

No

No

No

No

No

No

No

No

No

No

No
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LOANS
860 NEW LOANS

DEPOSIT ACCOUNT
940 TRANSFERED FROM DEPOSIT

MACHINERY
960 MACHINERY SOLD

INVESTMENTS
980 INVESTMENTSSOLD

LAND
990 LAND SOLD
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Exempt

No

Yes

Exempt

Exempt

No

No

No

No

No

No

No

No

No

No



Sub Analysis Codes - General Codes

Code
BAR
BEE
CHI
DAI
GRA
OSR
PIG
POT
SET
SHE
T1
T2
WHE

Description
BARLEY
BEEF
CHICKENS
DAIRY
GRASS
OILSEED RAPE
PIGS
POTATOES
SET-ASIDE
SHEEP
TRACTOR 1
TRACTOR 2
WHEAT
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DETAILED ANALYS SOF MAJOR COSTS

Aggregate Codes-- Machinery Repairs

Andyss Numbers- Machinery Vehide Pant
Rebar Repairs Repairs

Sub-Andysis Codes:- Tractor 1 Tractor 2 Combine
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APPENDIX C VAT Classfications

STANDARD RATED GOODSAND SERVICES
Accountant's Fees
Artificd Insemination
Business activities of a Government Department
Binder Twine
Commission
Contract work for which there is a payment in cash or kind
Camping facilities and car parks
Coal & Coke*
Consultant's Fees
Cottage rentsif |et as holiday accommodation
Died Qil*
Electricity*
Erection of new buildings
Fertilisers
Fencing and drainage
Farmyard manure
Fishing and shooting rights
Gas*
Hire of machinery or implement
Horse and ponies
Haulage
Hire purchase charges on items costing more than £2000
Grazing, wintering and land let where a service is supplied with zero rated goods
Leasing charges
Machinery and vehicle repairs
MLC recording fees
Non-edible horticultural products
New or second hand machinery
Pant
Pet foods
Petrol
Press advertisng
Property repairs
Sheepdogs
Sprays
Soil and slage sampling charges
Subscription if association VAT Regigtered
Telephone accounts
Tourist accommodation and meds
Veterinary services and medicines
Wood
Wool
* [temsmy be a alower rate of VAT depending on the regulations currently in force.
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ZERO RATED GOODSAND SERVICES

Animd feeding duffs

Bees

Crops

Creosote

Eggs

Grazing and wintering
Livestock but excluding horses
Milk

Newspapers and periodicals
Seeds of food and feed plants
Trees and Bushesif used for production of edible fruit

EXEMPT ITEMS

Banking

Cottage rents other than for holiday purposes
Feu Duty

Granting of credits and loans

Hire Purchase charges on items costing less than £2000
Insurances

Land let for growing grain, €c.

Purchase or sde of land and exigting buildings
Postal services

Rent

Subscriptions if association isnot VAT registered
Wayleaves

OUT WITH THE SCOPE OF VAT

Bonuses - eg. from trading co-operatives
Crown dues
*  Grants (Production and Capitd)
* Nationa Hedth Insurance Stamps
Licences
Levies
* PAYE and Graduated Contributions
Rates
Stipends
Subsidies (eg. fastock Variable Premium)
* Wages and Sdaries
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*  Private Drawings

* |tems excluded for the caculation of Outputs and Inputs
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APPENDIX D Monthly Check List

SL?;—IEFQ amonth end for Period 12 invokestheyear end routineautomeatically. Thiscannot bereversed
except by restoring from abackup. 'Y ou should therefore take abackup on fresh disks and keep those
separatdy (please refer to Appendix E. Year End check list)

Monthly Check-list

Cash Book

1. All payments entered from cheque book.

2. All receipts entered from pay in book.

3. All transactions entered from the bank statement, ie. Direct Debits, Standing Orders, €tc.

4. All petty cash transactions entered.

5. Bank Reconciliation.

6. Printout of the Cash book for the month.

7. Printout analyss by Analysis Head if required and check for mispostings.

8. Close month and if gpplicable produce VAT report. (see note above)
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APPENDIX E Year End Check list

Y ear End Check-list.

1 Complete Monthly check list (Appendix D) for find month but do not run the month end (part
8).
2. Ensure any cancelled cheques have been removed from unpresented cheque list by the

method shown in Appendix A. Example 8

3. Take printouts of complete Cash-book

4, Take printout report by analysis head

5. Take printout report by Aggregate Code and Sub-Andysisif required.
6. Do Journd entriesto correct any mistakes or re-allocate costs.

Before running the year end (closing month 12) you must the abackup (preferably on newly
formatted discs) and keep it out of your norma backup routine.

Should you wish to keep a copy of the data available on the computer you should Copy

Data. This option is found under the File Menu of the program. Refer to page 9 of this
manud.
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APPENDIX F Road Fuel Scale Charge

Thisis an example of an entry which should be made to correctly enter the Road Fuel Scale Charge
youneedtoregister ineach VAT Report. It should beentered at the end of each monthaVAT Report
isto be produced, every month if monthly VAT Reports are returned or every third month if returns
are quarterly.

In this example the Gross Figure is £89, VAT £13.25 and net £75.75.

Y Recsipts lEIEI&l
Trareacizn | A-aksia | L;orr.ml
MNombe: 24 -
Licte: JVTIIT -
Perod: [1. March 2007 -|
zme: |-'-nac Fusl Szalz Charme '][ Add: |
Diezcizton:
Cemiliq H]
Cxh H
Ml 0
Cregae/ e Nao:
[ Do ” Haw ][ Cecic | | Erd ” Heae | | Mreyioua ] Ext | Helz ]
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Receipts Andyss

Code 100 is VAT Charged

Code 321 is Net RFSC st up to go the Fuel Aggregate code. Thiswill net off againg the cost of fuel

in the Profit & Loss account leaving only the vaue of the VAT asthe expense.
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Payments Andlyss

Code 321 is Petral.
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APPENDIX G Backup & Restore Routines

Y ou are strongly advised to make backup copies of your data. To do a backup you can use the utility
supplied with the program which is located under the File menu.

Backup Data ﬁ
o]

Select what 10 Backup

@ Al Dert:
(1 Thiz B 1sinzss-

(71 Sdeul=y Businesses.

1 The Mourt Farr
& The Mourt Tam
I_. .-.:-\.'"

=

4]

lhi

e EnErs

Y ou may select to backup dl data, in which case dl businesses within the system will be saved, this
business which saves only the businessin which you are currently working or sdlected business. If you
choose selected businesses you mugt highlight those you wish to save by clicking on the list.

Click Next and you will be asked where you wish to put the backup. The default is
A:\FINANCIALdata.zip, if youwant to changethelocation you can click the browse button and select
your location.

Q Backup Data Iﬁ]

Lelact whers -c Backuo
Ta: C:\Mirarzia daca.zip|

Charg=

Crec< Eackup Jrs<s “or Brors (Saconmended):

“rOgEss:

| Star | | Pewrn e | | Futt | | kAR |

Click next and the backup will begin.
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To restore data from a backup crested by the above routine use the utility supplied with the program
whichislocated under the File menu. If you are restoring datalit is advisable to do take abackup of the

current data firs.

Click on Restore Data

[ E Restore Data

Ecloet where te Sestore

-mm:  |e’finandddalazp

(e (]

The default isagain A:\\FINANCIALdatazip. If your backup fileislocated el sawhere you can use the
browse button to locate it.

Click Next to start the restore.

i H Restore Cata

o

Select whet 1o Nzstore

2 The Mours Famn
3 The Mourr. Fam

1 The Mourr Fam

Progress:

Start ] ’ Prevous |

L [[ o |

Sdlect the businesses you wish to restore by clicking on them. Click Start to begin the restore.
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