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Section 1: Farm Options

Section 1: Farm Options

Click File on the menu, or press Alt-F and the file menu will drop down. Different options will appear depending on if a farm is
already open in FarmBooks.

Menu Options when farm is open.
Edit  Report  Inventory

File

.’
g
L

&

&4

T

open Farm,.,  ChrHo
Mew Farm...  Chel+M

Close Farm Chrl+5

Zhange Registration. ..

Backup...

Restare, ..

Cnline Backup. ..

Irnpork. ..

Export. ..

Prinkter Setup...
Prink Checks. ..
Print Paychecks. .,

Preferences. ..

Exit

Menu options when farm is closed.

=
L

b s

File i‘f‘ear-End Ltilities  Help

Qpen Farm,.,,  ChrHO
Mew Farm...  Chkrl+M

Close Farm Chel+5

hange Registration. .,

Backup...

Restore...

Cnline Backup. ..

Imnport. ..

Export. ..

Printer Setup. ..
Print Checks., ..
Print Paychecks., .,

Preferences. ..

Exit

©Copyright Sanders Software Consulting, Inc. 2000 - 2023
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Section 1: Farm Options: Open Farm

Open Farm

1) Click on File: Open Farm or press Ctl-O.

File | Utilities Help
|E'" Qpen Farm. .. Chrl+0
Ly| Mew Farm... Chrl+M
Close Farm Chrl+3

2) When the Open Farm window appears, click a farm name or press the + key on the keypad to display a list of available
fiscal years for a farm, click on the fiscal year under the farm to highlight the choice, then click Open.

&l Open Farm x|

=1/ FarmBlocks Dema Farm

2009 142009 - 124312009

—Find Farm

Matme:

CIpen Cancel

3) FarmBooks will open your farm and display a tab menu with options for managing the farm.
i1l FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 01/01/2009 - 12/31/2009)
File Edt Repork Inventory Balances  Setup Planming  Enkerprise Year-End  Ukilisies  Help

Cover |R£=gister I Detail Register | Batch Entr].rl Checks | Paychecks | Deposits | Invoices ‘_

Farm@aB ooks

Accounting Software

NOTE: To open the same farm and fiscal year each time the program starts choose File: Preferences - Open Last Farm Used
on Startup.

©Copyright Sanders Software Consulting, Inc. 2000 - 2023 Page 7



Section 1: Farm Options: Open Farm: Demo Farm

Open Demo Farm

FarmBooks ships with a demo database that can be used to record transactions and become familiar with the application. You
can access the demo farm with the following steps:

1) Click on File: Open Farm

File | Lkilities Help
||§' Qpen Farm, .. Chrl4+O
[t, Mew Farm. .. Chrl+M
Close Farm Chrl+5

2) Click the + sign next to FarmBooks Demo Farm and then the radio button next to the 2009 calendar year. Once completed,
click Open.

| 0Open Farm |

= Lj; FarmBooks Dema Farm
...... @ 2009 1M /2009

—Find Farm

Mame: I

Qpen Cancel |

3) Note that now there are tabs for you to view and manage the demo farm.

FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 01/01/2009 - 12/31/2009)

File Edit Report Inventory Balances Setup  Planning  Enterprise  Year-End  Utilities Help
Cover |Reg|ster Detail Register | Batch Errtr_vl Checks | Paychecks I Deposits Inunlces

Farm@aBooks

Accounting Software

©Copyright Sanders Software Consulting, Inc. 2000 - 2023 Page 8



Section 1: Farm Options: New Farm

New Farm

FarmBooks can manage one or multiple farms. Each farm must have a unique registration number to create a new database.
Call Sanders Software Consulting at (785) 865-5111 to request a registration number before beginning a new farm setup.
Use the New Farm Wizard to create a new farm.

1) Click on File: Open Farm

File | Utilities Help

E"'I Qpen Farm. .. Chrl4+0

||___ti Mew Farm. .., Chrl+M
I Close Farm Chrl+3

2) The New Farm Wizard will load. Click Next to begin.
Creal:eaNewFann Databas

Welcome to the "New Farm Database Wizard".

Note: Use the Year-End menu options for tasks
invahsing New Fiscal Year, Update Tax Tables,
and creating Employees for the new payroll year

v bl

This wizard will step you through the process of
creating a new farm database to track yvour incomes
and expenses.

(IR S I..

If you have a farm open, you will be given the option
of copying setup codes from the current farm, use
default setup codes, or none. Transaction files will be
created empty.

“ou will need to contact technical support for a
valid registration number.

Pres= next to start the new farm process or cancel to exit.

Cancel | ‘

©Copyright Sanders Software Consulting, Inc. 2000 - 2023 Page 9



Section 1: Farm Options: New Farm

3) Enter the Farm Number, Farm Name and your Registration Key and then click Next.
Note: The Farm Name must be exactly as specified, same case and spacing.

Step 1 of 4: Enter Software Registration for Farm.

Mote: Farm Humber and Hame [caze and spacing] must be
entered exactly as zpecified by technical zupport.
Contact technical support for a walid registration.

Farm Murber: |?‘EI5EIIZI‘I ook

Eerm Memer |FarmB-:u:uks Drermo Farm

Registration Kew |"2'34 - 5678 - 9'””'

Cancel Mext -=

4) Enter the Tax ID Number (if known) and the date for Start Fiscal Year. The ending fiscal year date will appear beside the
start date so you can verify your beginning and ending date. If this farm operates on a fiscal year instead of a calendar year,
set the beginning of the fiscal year instead of accepting the default. Click Next to continue.

Step 2 of & Enter Farm Tax Information.

Farm Information

Farm Number: |70500100KS

Farm Mame: |FarmEIu:u:uks Demo Farm

Tax ID Mumber: ||

Start Fizcal Year: |':I1 2010 1] |1 263152010

Cancel =- Back Mext -=

©Copyright Sanders Software Consulting, Inc. 2000 - 2023 Page 10



Section 1: Farm Options: New Farm

5) Enter Contact Information for Farm and click Next.

Step 3 of 4: Enter Contact Information for Farm.

Contact Information

Marme: |T|:|m T Thomas

Address 1: PO Box 1321

Address 2 |

City: |Lawrenu:e

State: M= il
7P GE044-

-

Phione:

E-mail: |
Cancel =- Back Mext -=

6) Specify which Setup Codes to copy. If you have an existing farm open while you are creating a new farm, you will have
the option to copy setup codes or use the default codes. If you do not have an existing farm open, this window will not

appear. Click the Next button to continue.

7) Confirm the folder location for the farm database and click Finish to complete the setup.

Step 4 of 4: Folder Location for Farm Database.

|?|:|5|:u:|1 OOKS

Farm Mumber:

e rmes |FarmEIu:u:uks Demo Farm

Location of Farm Files

CFarmBookzty 05001 00KS - FarmBooks Demao Farmi,

Hote: Setup codes could be copied if a farm was open.

Cancel =- Back
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8)

Section 1: Farm Options: New Farm

When the creation of the new farm is successful, you will get a message about the number of files that were successfully
processed. If all files were not successfully created, click the box to View Import Log and print the log to determine which

files were not successfully processed.

sbase

Batches.adi copied successful
Batches.adt copied successful

Information g

Process Complete.

82 of 82 files successfully processed

After you create a new farm you will need to do the following:
e Set up at least one bank account for the farm

e Add frequently used vendors

e Add employees

Batches.adt deleted all records in C:\FarmBooks\201 6020350 - Farm

0203SD -
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Section 1: Farm Options: Setup Bank Accounts

Setup Bank Accounts

1) Open your farm by clicking File: Open Farm.

File | Lkilities Help
|ﬁ Qpen Farm. .. Chrl+0
D‘J Mew Farm. .. CErlr
Close Farm Chrl+5

2) Click on Setup: Bank Accounts

i1 FarmBooks - FarmBooks Demo Farm (2009 1/1/2009 - 12/31/2009)

Setup hEIanning Enterprise  Utilities

Cover Register | Detail Register | Check|{ﬁ Bank Accourts. ..
Bl ATI- ATIGID Codes...
Payroll Defaults, . -
Bank Account and Fiscal Year ayroll Derauts 3
1B External Codes...

File Edit Report Inventory  Balances Help

pices ]

Enterprise Codes, .,

#i_ode Description Expe

Invoice Preferences. ..

Tax Table. ..

@ Personal Information. ..

3) When the Bank Accounts window opens, click Add.
Bank Accounts for 2009 01/01/2009 - 12f31/2009

Edlit | Delete | gns

Bank Accounts |

Code Detault Bank Mame Beginning Balance

| 0021 FARM CHECKIMG ACCT. $19 97200
aoz2 FARM SAWINGS ACCT. 12 42500
aoz3 FARMERS BAMK 3 F300.00
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Section 1: Farm Options: Setup Bank Accounts

4) Enter your bank information and click Add.

¢zl Add Bank Code for Fiscal Year: 2009 01/01/2009 - 12/31/2009

—B ank:; —hICR Configuration [Optional}
Bank Code: o Avxilary On-Ls:
Bank Mame: First Bank Transit Mo:

Beginning Balance: $10.000.00 on-ls:

—Defaults [Optional}

Mext Sequence Mumber

Check Format: | Top Check and Two Youchers -

Depozit: 125  Check: 175
Irpart D ata M ap: -

Add Cancel

5) Once completed, you can close out of the Bank Accounts window.
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Add Frequently Used Vendors

1) Click on Setup: External Codes
Flanning  Enterprise

Bank Accounts, ..
ATI - ATIGID Cades. ..
Pavrall Defaulks, .,

EJ External Codes...

Enterprise Codes, ..

2) The Vendors window will open - click on Vendors and then the Add button
mal Codes

F Add | Edit | Delete |

Section 1: Farm Options: Add Vendors

=

-3 External Codes Active | Description | ATIGD List 1089 | »
Family Living = Click here to define a fitter
B8 vendors , o m
. ® Erployees BANK AND TRUST O 0 =
;E Wiscellaneous
fb Loan/Receivables BROILER PLANT O O
BROKERAGE FIRM O O
BUILDING COMPANY O |
CLOTHING STORE O |
CONTRACTOR COMPANY O O
COTTON COOP O O
COTTONWOOD LAND COMPANY O O
COUNTY TREASURER O O
DEPT. OF REVENUE O O
ELEVATOR O O
FARM ORG. O |
FEED ¥ ARD O |
FEED-FERT. STORE O O
FURNITURE STORE O O |-
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3)

Enter in information for you new Vendor and click Add

Section 1: Farm Options: Add Vendors

Add Vendor
Vendor is Active
—Code
1099 Form
[] 1099 Vendor | v |
Description: | |
Mote: [Text inside brackets will not print on check] Example: MyFinanceCompany [Truck-Business]
N
|| ~Business Information —Contact Information
L Tax ID Humber: | | |
! | Name:
Address Line 1: ~
| | Phone: |E—}— — |
Address Line 2:
| Mobiie: () |
City: | |
E-mail:
state: | v

Fax: |(_]|___ |

Vendor Reference Number)

Memo Line: |

—Alternate Information

Name: |

Phone: |E—}—_— |
Mobie: |———— |
E-mail: | |

—Memorized Check ! Deposit ATIGD List

ATIG List

I [ Use List on Entry Add | Close | |

©Copyright Sanders Software Consulting, Inc. 2000 - 2023
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Section 1: Farm Options: Add Employees

Add Employees

1) Click on Setup: External Codes
Setup h Flanning  Enterprise

ﬁ Bank Accounts. .,

E] ATI- ATIG/D Codes...

Pavrall Defaulks, .,
| EJ External Codes...

Enterprise Codes, ..

2) The Employees window will open - click on Employees and then the Add button

zl External Codes

Al | Ecit |QE'EtE| Calendar Year: |2|:u:|9 vI

Employees
E--ﬁ External Codes Active |Code | Description
----- ﬁ Family Living 2 o3 JOE. F. CUSTOMER
= “endars 004 |JOHW C. CUSTOMER
oo JOHM FLJOMES
Qoo JOHR T, SMITH
L2 | osnReceivables 002 ITOMF. THOMPSON
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Section 1: Farm Options: Add Employees
3) The Edit Employees for Calendar Year window will load with the Employee, Employment, and Payroll Wizard open. You
can enter the following information in Step 1 of 2 in the wizard:
a. Employee Information
b. Sick and Vacation Tracking
c. Employment Information (Hire, Release, Termination Dates)
d. Payroll Information (Pay Period, Pay Type)

e. Federal & State Withholding Info

¥ Employee is Active ) 7 ) 7 | 7 Tax Tables | | Local / Custom Rules |
Step 1 of 2: Employee, Employment, and Payroll Info

Erort I " ~Payrall Inf

Pay Period: Monthly -
Employee Code: Sacial Secuity: |545-66-5487 -
N e

Employee Name: | BERIZRBNES

Withholding Methad: Pre-2020 -
Address Line1: |BOX 3 ,r&zom /-4 Federal Withholding Info—————————

Address Line2: |

City: |WAMEGO

Not Tracking -

4) When completed, click on the Next button where you can enter Earning and Deductions.
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Section 1: Farm Options: Add Employees

5) Instep 2 of 2 of the wizard, enter the employee salary rate per pay period (monthly salary is shown above and is stated
above the word rate in the earning grid). If the employee is hourly, enter their hour rate per hour on the wage line in
the earning grid. In the case of an hourly employee, their deductions are calculated at the time the paycheck is written.

@l Edit Employee for Calend

Employee is Active

| Tax Tables

| | LDcaI.J'CustomFluIes| ‘ Payroll Defaults... |

Step 2 of 2: Earnings and Benefits / Deductions Info

Employes
’7Empln_uae Code: Ermployee Name: | JOHN F. JONES

| o Sty |

Al Summaries

E arning

Earnings

Retrieve Defaults Iterns

Monthly Salary

Active

| Payroll ftem

Rate

Click here to add a new row

[wages

$3.000.00

Calculate 2021 Taxes

Apply

~Benefits / Deduction:

Deductions

Monthly Amounts

Subject to...

Amount

Extra Withho | Amount Lim

Acti] s Heal [Fayroll tem

Company F!r‘

is Pn| Feder|Federal &5 sta[state Ex|Medica [Social Seci|work co[suT[Loci]custor]custor

Click. here to add a new row

Social Security Tax

$186.00

Medicare Tax

$43.50

Retirement

Other

Health Insurance

Life Insurance

“workman Compensation

FUITA,

SUTA

State Incornme Tax

$62.00

K& ]| & ] ] = ==
O|0|0|0|0|O|=|O|o|g)jc

Federal Income Tax

12667

O|0|®|®|O|O|O|g|jo|g|jc

O|0|0|0|o|o|g|jg|jo|g)jc

}|O|O|0|0|O|g|jg|jo|g)jc
O|0|0|0|o|o|g|jg|jo|g)jc
0| |O|0|0|o|o|jg|jo|g|jc

O|0O|o|o|o|o|jo|jg|jo|g)c
O|O|o|o|o|o|jo|jo|jo|=|o
O|0|0|0|o|o|jg|jgjo|0|=
0O|0|0|0| | O|o|jo|jo|o)jc
O|0|0|0|o|o|g|jg|jo|g)jc
O|0|0|0|o|o|g|jg|jo|g)jc
O|0|0|0|o|o|g|jg|jo|g)jc
O|0|0|0|o|o|g|jg|jo|g)jc

Total Deductions: 4 $418.17 $0.00 $0.00 $0.00 $0.00] [s¢|| $0.00 $126.00/| $0.00

Einish
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Section 1: Farm Options: Close Farm

Close Farm

Press Ctl-S or choose File: Close Farm from the menu. This will close the current farm so it is possible to open another farm. A
farm must be closed before restoring data from a backup.

(¢l FarmBooks - FarmBooks Da

File | Edit Report  Inwentory B
_'}’ Cpen Fatr, .. Chrl+0

Ly Mew Farm... Chrl+
| Close Farm Chrl+5
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Section 1: Farm Options: Backup Farm

Backup Farm

1) Close any farms that are open by clicking File: Close Farm.
(1l FarmBooks - FarmBooks De

File | Edit Report  Inwentory B
_?r’ Cpen Fatr, .. Chrl+0

Ly Mew Farm... Chrl+
| Close Farm Chrl+5

2) Start the backup by clicking File: Backup.
File i Year-End  Ukilities  Help

=¥ OpenFarm... Chrl+0
|_-|"J Mew Farm,..  Ckrl+h

Close Farm Chrl+5

Change Reqgistration. ..

|\§ Backup...

3) The Backup Farm Database window will open. Select the farm to backup by clicking in the box beside the farm name or
backup all farms by clicking All Farm Databases. Click Next to continue.

Backup Farm Database

Specify Farm to Backup

Select Farm Database to Backup:

+ E‘L_J; A

1 farm database(s)

Cancel Mext -=
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Section 1: Farm Options: Backup Farm

4) You can backup your data to a USB removable drive, diskette, zip drive, CD or a folder on your hard drive.
a) Click the Browse button to find a drive and folder for the backup.

b) Choose the level of compression if you wish to reduce the size of the backup file.

c) Choose backup options. Click on the “Keep Archive Flags” setting to maintain the current flags on the database
files being backed up.

Backup Farm Database

Specify Backup Folder & Options

Farm: TO50M00KS-FarmBooks Demo Farm

Select a destination drive and optional falder far the backup:
_'FarmBooks Backupsh, Browsze. .

Zelect & baze name for the hackup set.

|?I:ISI:II:I1 00K Z-FarmBoaoks Demo Farm

Cammerit:

|Ela|:kup for FO5001 00K=-FarmBoaks Demo Farm on 01-09-2010

All farm files will be backed up to the destination drive & folder and wvil
be placed in a single file idertified by the baze name. An extension wil
he appended to the backup name indicating the dizk number in the

hackup =et.
COmpression Backup Options
(" Mone [w “'erify During Backup
f* Cuick [w Creste Log File
Mz [ Keep Archive Flags

Cancel =- Back Firizh

5) Click Finish to perform backup.
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Section 1: Farm Options: Restore Farm

Restore Farm

1) Close any farms that are open before starting a restore.

2) Choose File: Restore from the menu to open the Restore Farm Database window.

£ G

i

File | Year-End  Utlities Help

open Farm,.,  ChrlH+o
Mew Farm...  Chrl+h
Close Farm Chrl+3

Zhange Registration. ..

Backup...

E

Restare, ..

3) The

Restore Farm Database window will open. Click the Browse button to find the backup set to restore from. This file

may be on a USB removable drive, zip disk, CD, or located on your computer. The backup set may be comprised of several
depending on the storage capacity of the backup media.

The farm number and farm name identifies the backup set by default and the file has a .001 extension. To create a log
when restoring the farm, click the Create Log File option.

If you are setting up a new computer, check “Restore Control Folder” to have your registration information
automatically restored.

Press Next to continue.

files

i# Restore Farm Database @

Restore from Backup Set

Restore From
(v i

Select backup st to restore from:
|C:'IFarmEIu:n:uks Backupsz

The backup set iz always contained on the first dizk of the backup and has an 4
extension.

Be careful when restoring files from the cortral folder. If & neswy farm o fizcal w&W has
heen added zince your last back, it is not recammended ta restore the COMTROL folder.

Restore Options Logging Level
[+ Creste Log File = Mormal
[v Restore to Criginal Location
[~ Restore Control Folder { Diagnostic

Select Restore to Database Location:

|

Ex: C\FarmBooks
Mote: Farm Database Folder will be crested as a sub-folder to the location provided.

Cancel Mext -=
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Section 1: Farm Options: Restore Farm

4) The Select Files to Restore window will open. If you are restoring a single farm database, simply click the top checkbox to
select all files to restore. However, if you are restoring from a multiple farm database then click the plus (+) signs in the
tree until you see the farm number and farm name to restore. Click the check box beside the farm to be restored and then
click Finish.

1 Restore Farm Databasze g

Comment:
|Ba-:kup for 70500100KS-FarmBooks Deme Farm on 06-02-2023

Restore To Folder: (Farm DB sub-felder will be create from Backup)
|C:1FarmEl|:er5‘.

Contents of Backup:

SHT=](c)]
=& I2) FarmBooks
+ IZH_J T0500100KS - FarmBooks Demo Farm

Restoring 1 Folder(s), 82 File{s)
Restore from Backup Dated: Fridun 02, 2023 at 10:57:12 AN

Cancel <- Back

There is also a folder named “Control” if you checked “Restore Control Folder” and by default this is unchecked. This could be
used to restore your registration information and available fiscal years. You can restore all farm files or a single farm.

5) Click OK and then close out of the Restore Farm Database window when completed.

/‘\_ .
L/ -
Current File:

C:'FarmBoaks\7 05001 00KS - FarmBooks Dema Farmt
trans adt

Restore Status

Disks:
Compression: Ty 1 00%

Speeil:
Wiewy Log | Close |

Restore has completed.

Cancel =- Back | Finizh |
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Import Field Manager Corrections

This feature may be used by your farm manager to make additions, changes, or deletions to your data on their computer while
you continue to enter transactions on your system.

1)

2)

After closing all farms, click File: Import.

File i‘fear-End Lklities  Help

ﬁ open Farm,.,  CkrHo
D‘J Mew Farm...  Chkrl+N
Close Farm Chel4+5
Zhange Registration. ..
:,'5 Backup...
f;ﬁ Restore. ..
Cnline Backup. ..
| = Import,..

The Data Import Wizard will open. Click Next to proceed.

Import Data

M4

Cancel

Welcome to the "Data Import wizard™.

Thiz wizard will step yvou through the process of importing
wour existing data into this application for uze.

You will select the source folder that contains your import
data, specify whether you what to import additional yvear's
data or register a nevy farm.

You will need to contact technical suppart for a valid
registration number. Al transaction records will be
stamped with the regiztration farm numker.

It i highly recommended that you reconcile yaour bank
statement befare importing vour data. If vou are importing
additional year's data, DO NOT PROCEED WITHOUT

A CURREMT BACKLUP,

©Copyright Sanders Software Consulting, Inc. 2000 - 2023
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Section 1: Farm Options: Import Data

3) Choose the Field Manager Corrections radio button.

Import Data

Specify Import Details and Folder Location.

mport Type
{~ MCFP DOS Version 8.1 or greater

{+ Field Manager Corrections:

ource Import File

I Browse. .

Cancel Mext -=

4) Click Browse and locate the data file with extension .mcf. Then click Import.
open 21|
Lok jr: I | E=port j - £ Eg-

File name: I“.mu:f j Irnpart
- Cancel |
J s

4

Filez af type: IFieIu:I tanager Corections
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5) After you have selected the file to import, click Next.

Import Data

Specify Import Details and Folder Location.

mport Type
{~ MCFP DOS Version 8.1 or greater

{+ Field Manager Corrections:

ource Import File

IC:WFarmEIDDksﬁ.?DSEIm 00KS - FarmBooks Demo  Browse...

Cancel Mext -=

Section 1: Farm Options: Import Data

6) Select the corrections you want to import and then click Finish.

Import Data

Import Farm Manager's Corrections

—Farm Info
Fatm Mumber: I-’r':'SI:":I1 OOKS

e IFarrnElu:u:uks Dema Farm

—Records Available for Import

v  TO500100KS Chg 414/2009 12/20:200%

Mark Al Clear All

ImpurtIFarm HumherITypEIFiscal Year In.TIGI] II]atE I:I

M ¥  TO500100KS Chg 142009 o710 12.f2l]J'2l]l]t:_|

o o

Cancel =- Back | Firizh |
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7)

Once completed, click Done.

Import Data

202002009 for amount: -1 23600
ATIGD: 07010 Erdlot: Ext: MS Amourt: 13600

Recording Chy transaction 255 .. Bank: 0021 CH 244 Date: 4 202002009
for atmount: -13600

1 tranzaction(s) procezzed

All records selected for import

Field Manager corrections import completed successtully for Farm
Murnber: 705001 00KS

Ended at 014 252010 21:04:04

Process Complete

Encded st 014 252010 21:04:04

End Log far Farm Mumber: F0S00100KS

Procesz Complete

[one

=)

Section 1: Farm Options: Import Data
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Export Data

Use the export data function to prepare farm data for use by the other programs.

1)

2)

Qpen Farm,.,  ChrH0
Mew Farm..,  Crel+m
Close Farm Chrl+5

Open the farm you wish to export data from and click File: Export

Change Reqgiskration, ..

Backup...

Restare. ..

Online Backup. ..

Imnport, ..

Export. ..

The Data Export Wizard will load, click Next to proceed.

=t| Export Farm Data

Welcome to the "Data Export Wizard".

Cancel

Section 1: Farm Options: Export Data

©Copyright Sanders Software Consulting, Inc. 2000 - 2023

Page 29



Section 1: Farm Options: Export Data

3) The Specify Export Format and Options window will open where you can select the Export Format and Export Options.
Click Next to proceed.

=t Export Farm Data

Specify Export Format and Options

Clear Al

4) The Process Log will confirm the export. Click Next to continue.

-] Export Farm Data

Process Log

Information

i i“ i Press MEXT to continue or cancel bo abott,
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Section 1: Farm Options: Export Data

5) The Specify Export Folder and Export Data window will open. Click Browse to choose a different folder for the file if
desired. The default file name will be the farm number with a .dat extension. Click the Export button to start the export
process.

=t Export Farm Data

Specify Export Folder and Export Data.

e |
femBesks bemoFam
2008 S12istRos

| Moo

Cancel

6) Click Done when completed.

1 Export Farm Data

Congratulation!
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Section 2: Farm Year-End Tasks: Complete ALL Year-End Tasks

Section 2: Farm Year-End Tasks

Complete ALL Year-End Tasks

The Year-End Tasks wizard simplifies the three steps (1: New Fiscal Year, 2: Update Tax Table, and 3: Payroll Calendar Year-End)
into one step by analyzing your data to determine the steps that are necessary to complete all of your year-end tasks. It will
describe the actions needed to complete each step and if you agree that the actions are as expected, then you will press the

finish button to start the process.

For instance, if your fiscal year is a non-calendar year, then it may skip the New Fiscal Year step and only execute steps 2 and 3 if
you do payroll. Then when it is time to create your new fiscal year later in the year, just run the Year-End Tasks wizard again to
complete step 1 and it will skip steps 2 and 3. If you don’t do payroll, then it may only execute step 1 if and when it is necessary.
The Year-End Tasks wizard may be run multiple times in a given year to complete the unfinished tasks for the year. The wizard
will test for an internet connection if it is time to obtain a new tax table and if no connection is found, it will remind the user to

install the tax table before running the wizard.
1) Open your Farm

2) Click on Year-End from the FarmBooks menu and then select Complete ALL Year-End Tasks....

Year-End | Utilities Help
@ Online Year-End Instructions...

(% Complete ALL Year-End Tasks...

Advanced Steps ’

3) The Complete Year-End Tasks screen will load. Review the steps that will be run and click the Finish button.

Review Actions to be Taken to Complete Year-End Tasks I

Create Mew Fizcal vear 2014 [1/1/2014 - 12/31/2014) by copying all ACTIWE zetup
New Fiscal Year ! codes from the current year 2013 [1/1/2013 - 12/31/2013] Any ENDING values

Complete Year-End Tasks

[bank, inventamy, loan/receivables) will be copied from the current pear and set as the
BEGIMMING walue for the New Fizcal vear. Budget Amounts will be copied from the
current year.

2017, Installed Tax Table iz the Curent Year. Tax Table will be applied to the farm
database.

2020 iz the Last T ax Year installed. The last pear APPLIED to vour farm database is
Update Tax Table 2

Payroll Year-End

@ Copy emplovees/payioll data from calendar year 2013 to the new calendar year 2014,

If you agree with the above actions, press Finish to Get Started...

with the press of a button .
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Section 2: Farm Year-End Tasks: Complete ALL Year-End Tasks

4) The process will run and when finished the Process Log screen will appear. Click Done to exit the screen.
Perform Year-End Tasks

12 of 12 payroll iemns updated -

Processing Employes ; 003 JOE. F. CUSTOMER ...
New Fiscal Year 12 of 12 payroll ez updated

Procezsing Emplopes ; 004 JOHW C. CUSTOMER ...
12 of 12 payrall iterns wpdated

5 emplopes(z] succezsfully had the emplopes payroll kems created for new pear.

Computing payroll taxes for zalared employees..
Payroll taxes updated for O00JOHN T. SHITH

Payroll taxes updated for 001 JOHM F. JOMES
Update Tax Table i ity s

Updated tax rates for 3 of 3 zalaned employes(z),

End Paymoll Calendar vear-End

Proceszs Step Summary

Step 1 for Mew Fizcal Year . dction completed successhully.
Payroll Year-End Step 2 for Update Tax Table : Action completed successfully,
Step 3 for Pavroll vearEnd . Action completed successfully,

Ended at 03/23/202012:21:26
End*'ear-End T asks Log for Farm Mumber: 70500100KS
Process Complete

with the press of a button..

5) FarmBooks Year-End Tasks are now complete.

Should you find that you did not like the outcome of the New Fiscal Year or the Payroll Calendar Year-End steps, you may re-run
them from the “Advanced Steps” options of the Year-End menu and select your desired options by answering the questions of
each respective wizard. This must be done before any transactions are entered otherwise you cannot re-run the advanced step

wizard.
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Section 2: Farm Year-End Tasks: Advanced Steps

Advanced Steps (Alternative to using Complete ALL Year-End Tasks)

The “advanced steps” are to be used if you need to select different options from the defaults provided in the Complete ALL
Year-End Tasks.

New Fiscal Year

When you are ready to start a new fiscal year for your farm, choose this option and the wizard will step you through the process
of creating a new year.

If you do not like the outcome of the new fiscal year process and wish to re-run it with different options, then you may re-run
this process before any transactions are entered. This will delete all the setup data created for the new fiscal year.

1) Click on Year-End: Advance Steps.
Year-End | Utilities Help
@ Online Year-End Instructions. ..

(% Complete ALL Year-End Tasks...

Advanced Steps »

and then select: Step 1: New Fiscal Year from the Advanced Steps fly-out menu.
@ Step 1: Mew Fiscal Year. .. CErl+Y

k_?.'g Skep 2: Update Tax Table, .. (Last Tax Year Downloaded: 2012)
ﬁ; Step 3: Payroll Calendar Year-End. ..

2) When the New Fiscal Year Wizard opens, click Next.

Welcome to the "Hew Fiscal Year Wizard™

Mew Fiscal Year

Thiz wizard will step you through the process of creating a new fizcal year for
tracking wour farm income and expenzes for the current open farm,

Contact information may be changed for the newy fizcal year. Ending inventories,
external codes, enterprizes, and memarized ATIGD Lists may be copied from the
current fizscal vear to the new fiscal vesr. Also, the beginning loan and sccount

receivable halances may be calculated for the new fizcal yvear.

D MOT PROCEEDWATHOUT A CURRENT DATABASE BACHLUP.

Fre=z next to start the newy fizcal year process or cancel to exit.

Cancel
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Section 2: Farm Year-End Tasks: New Fiscal Year

3) Enter Fiscal Year and Farm Tax Information - Set the starting date for the new fiscal year. You can also revise the Tax ID
number. When completed, click Next.

New Fiscal Year

¢
\

Enter Fiscal Year and Farm Tax Information

Hew Fiscal Year

Start Date; | DR R

End Date: (1203122010

Farm Information

Farm Mumber: e

Farm Mame: |FarmEIDDk3 Demo Farm

Tax D Murmber:

Copy Fizcal Perioo: |E|1 10172003 FE | |1 21312009

Cancel Mext -=

4) Enter Contact Information for Farm - revise the contact info if needed and click Next.

Enter Contact Infermation for Farm

Mew Fiscal Year

Contact Information

Marmne: emo Farm

Address 1;||='o Box 1521

Address 2:|

City: |Lawrenu:e

State: A= il

7P [GE044-
Phane: (755) 865-5111

E-mail: |

Cancel =- Back et =
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Section 2: Farm Year-End Tasks: New Fiscal Year

5) If you wish to use the same external codes, enterprise codes and vendor memorized ATIGD list during the new fiscal year,
select current farm, otherwise choose None. You may choose to copy All codes or Active Codes to the new fiscal year.
When selected, click Next.

MNew Fiscal Year

\

Select Setup Codes to Copy for New Fiscal Year

Which External Codes do you want to copy?
" Active Codes O ALL

Reviewy Current Year External Codes by Clicking Here

External Codes

Family Living (+ Currert Farmi (" Hone

Miscellaneous * Currert Farm i Maone

Vendors s Current Farm " Mone

Loans/ Receivables ' Current Farm ™ Maone

Enterprises {* Current Farm " Mone

Memworized ATIGD Lists ™ Currert Farm " hone
Cancel =- Back [ext -=

6) You may choose to roll ending inventory entries from the current to the new year you are starting. If you choose not to roll
over the ending inventory then you must set up beginning inventory for the new fiscal year. For budgets, you may choose
to roll-over current budgets to the new fiscal year, use actual values as budget values, or not include any budgets in the
new fiscal year. Click Finish to complete the setup or Cancel to discard information and cancel the setup.

MNew Fiscal Year

\

Select Inventory & Budget Roll-Owver Options

Mote: Any Ending Invertory value not defined swill be automatically defined. The
ending value will be the same as the value defined for Beginning Inventory.

Inventory Roll-Crwver Options
[v Ending Inventory ta the Beginning:

[ Ending Loan Balances to the Beginning

I Ending Accounts Receivable Balances to the Beginning

Budget Roll-COwver Options (Active ATls Only)

" Dont Include Budget Amounts in New Fiscal Year

" Roll-over Budget Amounts to Mew Fizcal Year

" Usze Actual Amounts &2 Budget Amounts for Newy Year

Prezs Finizh to creste nesw fiscal year or cancel to exit.

Cancel =- Back Finizh
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Section 2: Farm Year-End Tasks: Update Tax Table

Update Tax Table

Each year the tax rates change based on federal and state legislation and it is necessary to update the tax table in order to
calculate the correct payroll withholdings for the new calendar year. The tax table update is a two step process. The new tax
table must be obtained and then applied to your farm database. The process will preserve any percentages that you entered for
farm utility or farm automobile percentages. If your farm number is for a non-Kansas state, then your state rates for the current
year will be saved and restored for the new tax year. Should your state rates have changed for the new tax year, then you will
need to edit the state rates (married and single) manually by clicking on Setup: Tax Table after the Update Tax Table is applied
to your farm database.

1) Backup your database by clicking File: Backup and completing the steps of the backup.

2) Click Year-End: Advanced Steps
Year-End | Utilities Help
@ Online Year-End Instructions. .

(% Complete ALL Year-End Tasks...

Advanced Steps »

and then select Step 2: Update Tax Table from the Advanced Steps fly-out menu.

Year-End hgtilities Help

Step 1 Mew Fiscal Year, .. Chrl-

|‘E’Q Step 2: Update Tax Table... {Last Tax Year Downloaded: 2012)

m Step 3: Payroll Calendar Year-End. ..

3) The Update Tax Table Wizard will open. Select Download via Internet Connection or Previous Download (if obtained from
www.farmbooksaccounting.com) and click Next.

Update Tax Table

Thiz wrizard will step you through the process of updating
your existing farm databazes with the latest tax takble.

®

Thiz process will overwrite your existing tax table. The

Lz table will be copied from the "default" folder far the
application. The values you defined for farm automobile,

farm utility, and unemploymert taxes will be saved and restored.

D2 MOT PROCEED WATHOUT & CURRENT BACKUP.

Presz next to cortinue or cancel to exit.

How do you want to obtain the new tax table ?
‘ " Download via Internet Connection

{” Hawe Already Installed from CD or Previous Download

Cancel Mext -=
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Section 2: Farm Year-End Tasks: Update Tax Table

4) Select a farm by clicking the check box, and then click Next to update the tax table.

Lpdate Tax Table

Select Farm Databasze to Update Tax Table:

1 farm database(s)

Cancel |

5) Click OK to close the information box, then click Done to complete the update.

Dovevnload finished el
Dizconnecting
Sftp connection closed

Update Tax Table

Information

1 14 i J 1 of 1 tax kablels) successfully updated

Process Complete
it

1 of 1 tax tablel=) successfully updated
Encled at 01182010 1740035
Tax table update process iz complete!

<

Daone |
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Section 2: Farm Year-End Tasks: Payroll Calendar Year-End

Payroll Calendar Year-End

This process sets up the calendar year so that employees may be created or maintained. You may copy employees from the
current calendar year to the new calendar year if desired.

NOTE: There are two prerequisites that must be completed before the new payroll calendar year may be created. You must
have installed the upcoming new calendar year tax table update and have created the new fiscal year. See list of steps listed
below for Year-End processing.

If you do not like the outcome of the payroll calendar year-end process and wish to re-run it with different options, then you
may re-run this process before any paychecks are entered. This will delete all the setup data created for the new calendar
year specified.

1) Click on Year-End: Advanced Steps
Year-End | Utilities Help
@ Online Year-End Instructions. ..

t% Complete ALL Year-End Tasks...

Advanced Steps »

and then select Step 3: Payroll Calendar Year-End from the Advanced Steps fly-out menu.
vear-End | Utiities  Help

@ Step 1: Mew Fiscal Year.., Chrl+Y

‘f’ﬁ Step 2: Update Tax Table... (Last Tax Year Downloaded: 2012)

|ﬂ Step 3: Payroll Calendar Year-End. .. |

2) When the Payroll Calendar Year-End Wizard opens, click Next.

Welcome to the "Payroll Calendar Year-End Wizard™

Thiz wizard will copy this farm's employee file from the current
calendar year to the next calendar year. Even if you do not
uze payrall for this farm or have any employee set up, it is still
importart to run the wizard and prepare the software in case
yiou start using the payroll festure in this nevy calendar year.

Payroll Calendar Year-End

The payrall tax table for the new calendar year must be installed
before continuing with the wizard. The payroll tax table will be
uzed to re-calculate the payrall taxes for existing salaried
employess. Choose Setup, External Codes, and Employess to
viewy individual emmployee recards and make any necessary
adjustments.

Press next to continue with the payroll calendar year-end
process or cancel to exit.

Cancel | Mext = |
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Section 2: Farm Year-End Tasks: Payroll Calendar Year-End

3) If you want to copy employees, you must have the current fiscal year open. Only active employees without a termination
date will be copied. Once completed, click Next.

Specify New Calendar Year and Employees to Copy

—Farm Information

Farm Mumber; I?DSDD‘I s

Fartm Matme: IFarmElnnks Cema Farm

Payroll Calendar Year-End

—Calendar Years

Copy Active Employees from Current Wear:

Mewy Year: |2D1':I j'

Active Employees (" Currert Farm " Mone ‘

Review Current Wear Employees by Clicking Here

Mote: If copying employees from the current year, only active
employees without a termination date will be copied

Cancel | Mext -= |

4) Specify Payroll Defaults for New Calendar Year - You have three options to choose from:
a. Copy payroll defaults from a prior year
b. Use the system defaults (you may indicate which deductions are pre-tax)

¢. Manually enter your default codes for the new calendar year.

Payroll Calendar Year-End

oy clo you wwant to creaste Payroll Defaults for the new year?

[ Copy Payroll Defaults from Calendar Year
) Use System Payroll Defaults for Calendar Year

[ Let me Creste the Payrall Defautts for the Calendar ear

Reviewy £ Set Payraoll Defaults by Clicking Here

Mote: There must be at least one active earnings payroll line to allow:
the employvee pay rate to be be copied and taxes calculated.

Presz finish to start the calendar year-end process or
canel to exit.

Cancel | =- Back

Once completed, click Finish.
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Section 2: Farm Year-End Tasks: Year-End Refresh Options

Year-End Refresh Options

The “Refresh Current Year” menu item has four options for refreshing the ATIGD Codes to Standard Defaults, Inventory and
Accrued Values from the Prior Year Ending Values, Balances from Prior Year Ending Values, and Budgets from the Prior Year
Values. This will allow users to refresh the accounting codes, inventory, and balances after the New Fiscal Years has been
created and transactions have been entered for the new fiscal year. In the past, users were permitted to re-run the New Fiscal
Year only if no transactions where entered for the new year. This will still be true with the new fiscal year process but the
refresh options will allow users to work on inventory values and add missing transactions in the prior year in preparation for
filing taxes and then later apply these changes back to the current fiscal period from the prior year. If you do not define
budgets, it is an easy way to create a current year budget from last year’s actual transaction data. This would allow you to
compare this year to last year to see how your cost and income is trending. If the backup is not current (not backed up for the
current date), then the Finish button will be disabled and you will not be permitted to run the process.

ATIGD Codes to Standard Defaults

This option may be run at any time during the fiscal year to return to the standard chart of accounts. The data will be analyzed
to determine if there are any transactions that have account codes which are no longer defined in the chart of accounts. If so,
these transactions will be tagged for correction. Failure to correct the data will result in that detail line being omitted from
reports. The new fiscal year process also allows you to move to standard codes if you have started to deviate by creating your
own codes.

Inventory from Prior Year Ending Values

This option will allow inventory and accrued values to be refreshed in the current fiscal year by using the ending values from the
prior year. All Beginning and Ending Values for Inventory and Accrued items will be erased in the current year before copying
the ending values from the prior year. The ending values for the current year will be set to the same value as the beginning as a
placeholder for later editing.

Balances from Prior Year Ending Values

This option will allow loan, receivable, and bank balances to be refreshed from ending value of the prior year. This option would
be used if you added checks/deposits or loan payments in the prior year after the new fiscal year was created. The
loan/receivable codes are matched by external code number and the bank accounts are matched by bank code. If a match is
found, the value is updated in the current year otherwise it is skipped. Hence, only matched values are updated in the current
year with nothing new being created.

Budgets from Prior Values

This new option was added to the Year-End menu for “Refresh Current Year” choices. This will allow users to refresh current
budget amounts from the prior year based on either “actual transaction values” or “defined budget values”. Using actual values
from the prior year will allow you to use the project cash flow and flow of funds reports to compare the current year to last
year. All current year budgets are erased before bring values from the prior year.
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Section 3: Printing Checks

Section 3: Printing Checks

Print Checks or Print Paychecks

1) Click File: Print Checks.
File | Edit Repark  Inwvenbory

B CpenFarm...  Chl+O
D] Mew Farm.,.,  Ckrl+h
Close Farm Chrl+5

Change Reqgiskration. .

Backup...

&8

Restare. ..

Online Backup. ..

!

Imnport, ..

= Export...

=4 Printer Setup. ..
| Prink Checks. ..

2) A window with a list of checks that are ready to print will appear.

il Print on Check Format: Top Check and Two Youchers

Merk 21l | Clear 21 | Format..| mign | print.. | Close |

—Bank Account

|0021 FARM CHECKEING RCCT. j First Check Mumber: 139
hecks
Print IDate IF‘a\,fee IAmDunt I ]
v 2312009 BAHK AHD TRUST $5,708.66
v 123172009 BAHK AHD TRUST $100.68

] [12m1r2009 |DEPT. OF REVEHUE $367.00

||

3 Check(s)to Print $6,176.34
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Section 3: Printing Checks

To add a check to the list, close out of the Print Checks box and click on the Checks tab, locate the check you want to print
and click the Print checkbox.

1l FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 17142009 - 12431/2009)

File Edit Report Inwentory Balances Setup  Planning  Enterprise  Uklities  Help

Cowver ] Register | Detail Register Checks ‘Pa}ﬂ:hecks ] Deposits ] Invoices

[ Delete Memarize Print...
Bank Account and Fiscal Year
|l]l]21 FARM CHECKING ACCT. ﬂ |1f1f2l]l]9 ﬂ
ChECK Humber |gelill [ Cleared
Pay to the v Print -fjs—
Crderof  |DANK AND TRUST | I vod
One Hundred and 627100
|EIO}{ a5
|MANHATTAN |KS |555|:|3-
fema |
ATIGD|Ent |Ext |Description Amount  |Qiycd  [L
Mloa17 831 |FED UMEMPL (FUITA) 100,63

3) Choose the bank account (from the dropdown list) from which the checks will be written and enter the First Check
Number. Checks in this batch will be sequentially numbered starting with the number you enter in the First Check Number

field.

{#ll Print on Check Format: Top Check and Two Youchers

bark & | Clear A0 Format..| aign | print... |

Bank Account

|l]l121 FABM CHECKING ACCT. j First Check Number: 138
Checks
Print |Date |F‘ayee |.ﬂ\moum | &
v 12/31/2009 BAHK AHD TRUST $5,708.66
v 1203172009 BAHK AND TRUST $100.63

| 4 1213172009 |DEFT. OF REVENUE

[

3 Checkis)to Print $6,176.34
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Section 3: Printing Checks

Click beside a check in the print column to remove the check mark, and the check will not be printed in this group of
checks. The window has the following buttons:

o Mark All - (Alt-m) to mark all checks in the list for printing.

o Clear All button (Alt-c) to remove the checkmark and prevent all checks from being printed during this print
session.

o Format - (Alt-f) Open the Select Check Format window to select the check format for this batch of checks. You
may have only one format, or one for each bank account.

o Align - Print a dummy check to verify the check information will print properly on the check.

o  Print - Click the printer button to print the checks. A printer dialog window will be presented to allow you to
make any last minute changes to your printer.

o Close - Close the check printing window.
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Section 4: Farm Preferences

Section 4: Farm Preferences

Preferences

Click on File: Preferences to launch the Preferences window.
File | Edit Report  Inwventory

Qpen Farm,,,  ChrHO

=N "

Mew Farm...  Chel+M

Close Farm Chrl+5

—hange Registration. ..
_'f Backup...
_5‘ Restare, ..
Cnline Backup. ..
=28 Impork...
&=  Export...

=4 Prinker Setup..,
Print Checks. ..
Print Paychecks. .,

| i} Preferences...

The Preferences window is made up of the following tabs:
o Options
o Backup
o Cover Page
o E-mail
o Sound
o Printers

o Sort
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Section 4: Farm Preferences: Options Tab

Preferences - Options Tab

Preferences

2] Options Options
;'f.;‘ Backup . o
Cover Page iz| options l ;’j Backup I Cover Page ] = E-mail ] @ Sound ] g Printers ] ‘El Sort ]
@ E_DT‘:IL Check Book Entry Settings
=3 Prirters (+ Meowice (Detail indow [¥ Synchronize Bank Yiews for &l Tabs on Change
%l Sort (" Data Entry (Grid) [v Synchronize Fiscal Year for &l Tabs on Change
Starting Field [ Save and Mew:
|Pa\;ee I'Yendor ﬂ [v Skip Unit Entry during Check f Deposit
Check Humber and Status [w Format Check Mumber with Leading Zeros
|NE}{T j [ U=ze Upper Caze for Payee and Code Entry

[ Reset Tranzaction Description § Units on ATIGD Change

Check Print Ord
neck Frint Qrder [ Showe Only Active ATIGID Codes in List:

f¢ Standard " Reverse
[v Show Cotmpany Paid Payroll tems on Pay Stubs
Default Date On New Entry [v Automatically Create Ending Invertory
i Use Today's Date [v Automatically Creste Ending Accrued Income f Expense
¢ Recall Date of Last Transaction v Automatically Creste Vendor after Prompt
Humber of Decimal Places [~ Automatically splt AT| = 007 based on Farm Ltiity %
Units IZ_i‘ [v futomatically split A7) = 008 bazed on Farm Automobile %
Price Per Unit |4_i‘ [v Open Last Farm Used on Starup

Set Farm Automokile and Uity Split % in the Tax Table by Clicking Here

Cancel

Check Book Entry
e Novice - Opens a popup window with the expanded ATIG code selection and unit entry window to allow you enter the
check and deposit detail lines

e Data Entry - enter the information in the grid detail line.

Starting Field
Choose a field where the cursor will start when entering deposits, checks or paychecks. The choices are Bank Account, Number,
Date or Payee/Vendor. Number is a good choice when entering checks manually.

Check Number and Status - This option controls the default check or paycheck number. The options for this field are:
o  PRINT and PRINT and Cleared - Uses the default value of PRINT in the check number field and selects Print for the
status. The PRINT and Cleared also selects the Cleared status. Use these options to print checks in the check writer.

o NEXT - NEXT and Cleared If you have not assigned a starting check number for the bank account, the word “NEXT” will
appear instead of a number. The NEXT option does not select any of the status choices. The “Next and Cleared” selects
the Cleared status and will be marked indicating it has cleared the bank. These checks will not show up in the check
writer and will be assigned the next check sequence number associated with the bank account. Use these options if
you are entering checks from a bank statement.

o DB/CR and DB/CR and Cleared - When either of these options is selected, the check number will be defaulted to DB
and CR for the check number or deposit number respectively. This is useful when entering transactions for debit or
credit card records.

Check Print Order
o Standard - Check numbers in ascending order

o Reverse - Check numbers in descending order
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Settings

Section 4: Farm Preferences: Options Tab

Synchronize Bank Views on change - When this option is set the same bank account is used on any of the four tabs
(Register, Check, Paycheck, or Deposit). When the bank account is changed in any one of the four tabs, the account is
changed on all of the other tabs as well.

Synchronize Fiscal Year on Change - When this option is set, the fiscal year can be changed for the entire application
without closing the farm and opening it in a new fiscal year. The exception is the setup menu, which only allows
changes to the default or current fiscal year.

Save and New - Select this option if you want the program to automatically present a new check each time the current
check is recorded. If the option is not selected you must click the new button each time to add the next check.

Skip Unit Entry during Check/Deposit - When this option is checked the user is not prompted for unit entry when
entering Checks or Deposits, unless the entry is for livestock or crops, then units are always required. Entera “1”
instead of a “0” in the unit fields when choosing to bypass unit entry.

Format Check Number with Leading Zero - You can decide if you prefer to have the check number prefilled with
leading zero or not.

Use Upper Case for Payee and Code Entry - This option allows you to enter the payee and code entry to be captured in
upper case without using the caps lock key.

Reset Transaction Description/Units on ATIG/D Change — This option will allow the user to control the behavior when
changing an ATIG/D code for a check/deposit detail transaction line.

Show Only Active ATIG Codes in Lists - You can de-activate ATIG codes that may not be used by your farm under the
Setup - ATI-ATIG Codes menu option. By de-selecting codes that may not be used on your farm, only active codes will
show in the drop down menus, however inactive codes are still valid when used on transactions.

Show Company Paid Payroll Items on Pay Stubs - This option lets you control whether company paid deductions are
displayed on the pay stub (and payroll pay stub report) or not.

Auto Create Ending Inventory - When this is selected, the program will create ending inventory records for inventory
items equal to the beginning inventory values for these items.

Automatically Create Ending Accrued Income/Expense- When this is selected, the program will create ending accrued
income/expense records for inventory items equal to the beginning inventory values for these items.

Automatically split ATl = 007 based on Farm Utility % - This preference is not set by default. Select the preference by
clicking the box. Enter the split percentage under Setup: Tax Table. Choose the Add Button to create the entry in the
tax table. Choose Farm Utility % as the tax bracket Type and enter the percentage as a decimal number - .8 for 80%, .5
for 50%.

Automatically split ATl = 008 based on Farm Automobile % - This preference is not set by default. Select the
preference by clicking in the box. Enter the split percentage under Setup, Tax Table. Choose the Add Button to create
the entry in the tax table. Choose Farm Auto % as the tax bracket Type and enter the percentage as a decimal number
- .8 for 80%, .5 for 50%.

Open Last Farm Used on Startup - Select this option to open same farm that was open the last time you used the

program when the program starts. This is useful if you have only one farm, or if you do most of your work in same
farm.
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Section 4: Farm Preferences: Backup Tab

Preferences - Backup Tab
The second tab within the Preferences window is the Backup Tab. From this tab, you can configure the backup features you
wish to use during a backup.

Preferences

2] options Backup
.'_';)‘ Backup —
i2| Options over Page | 5 E-mail GLING rinters L
2 Cover Page | Opti L Backup | [ © P E il 5 1 Print % Sort
l_ﬂ E-tmail _
@ Zound Backup Options Parameters
v Append Timestamp for Muttiple Backups
gp?;” ¥ Append Timestamp for Mutiple Back
rinters
%l Zort {* Local Device Biackups to Retain: 0 (0 for Unlimited with Append Timestamp checked)
s Bredes |C:'IFarmEIcu:uk3 Backupsh Broveze. . |
Site: Mame: |
™ Off-Site Secure FTP |
User Mame:
Pazswiard: |

SFTP Port:
SFTP Folder: |

DB Backup Reminder Backup / Restore Preference Settings

" Both

" On Application Cloze

- |v Backup on Apply Backup | Restare |
(* Ewery 2 ZI days

Learn more about Off-Site Backup Optionz by Clicking Here

Cancel

o Choose the backup location(s) under Backup Options

o If the Off-Site Secure FTP or Both radio button is selected, enter the SFTP details under Parameters

o Append timestamp for multiple backups.

O Choose the number of Backups to Retain (if append timestamp for multiple backups is checked). Use 0 for unlimited.

O Backup Reminder - Choices are:

o Remind about backup each time the program closes
o Remind periodically - set the number of days between reminders.

o Backup Restore Preference Settings

o Backup on Apply — If this option is checked, the application will automatically backup the application
preference anytime they are changed and saved. There are backup/restore buttons to allow the user to
perform the actions as desired.
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Section 4: Farm Preferences: Cover Page Tab

Preferences - Cover Page Tab

The third tab within the Preferences window is the Cover Page Tab. From this tab, you can customize the application main
screen startup size and location. The application is best viewed with screen resolution 1024 x768 or greater.

Preferences

2] options Cover Page

;’5 Backup

Cover Page | options | < Backup Cover Page | 33 E-mail | & Sound | 5§ Printers | 4| Sort |
(2 E-mail

@ Sound Use the setting below to customize the application cover page.

§ Printers

‘%l Sart over Page Picture Option

{* Default Farm Picture

i~ My Picture

Use the setting below to customize the application main screen startup state.

~tlain Screen Startup State
& Maximized
i Minimizec
" Marmal
" User Specified Location [ Size Memarize |

Cancel |
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Section 4: Farm Preferences: E-mail Tab

Preferences - E-mail Tab

The fourth tab within the Preferences window is the E-mail Tab. From this tab, you can enable and configure the Email settings

for Invoicing.

Preferences

E Options
ﬁ Backup
Cover Page
34 E-mail

@ Sound

§ Printers

4] sort

i) options I ﬁ Backup I Cover Page 34 E-mail |@ Sound I &) Printers I 4] sort I

I Enable E-mail for Invoicing
IserverInformation
Outgaing Mail Server (SMTP: I Gmail Defaults |

SMTR Part: I (Port 25 if unspecified)
S5 Mode: |NCI == 'I

My outgoing server (SMTP) requires authentication

Logon Information

Lizer Mame: I

Passwword: I

Mote: Server requiring POP3 login J cerificates are not supported.

|~ Message Information

-miail Defaults (Your Email Address)

From &ddress: I

Email Format: Display Matme =mailbox@domain:= OF mailbox@domsain

Test Account Settings...

Cancel |
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Section 4: Farm Preferences: Sound Tab

Preferences - Sound Tab

The fifth tab within the Preferences window is the Sound Tab. From this tab, you can customize sounds to be associated with
application startup along with selected save and delete operations (sounds can be enabled or disabled).

Preferences

[i] options

@ Backup

Cover Page

@j E-mail
Zound

@ o —|v Enable Sound Theme

Sh Prirters

A
2| sor Application Startup Sound: IN':' =ounc

] options | :5 Backup | Cover Pagel 2 E-mail @ Sound |§ Printersl 4| sont |

L

Plary

—Save Sounds

Check  Paycheck: ICaSh Register

Deposit: ICash Register

Lef Lo Lo
L%

IFvaice: ICaSh Register

~Delete Sounds

Check | Paycheck: ICash Register

Depost | Toilet Flush

Lef Lef Lo
L;Fl

Imseoice: IREC"i"Cl'3

Cancel |
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Preferences - Printer Tab

The sixth tab within the Preferences window is the Printer Tab. From this tab, you can define the default printer and paper
source to be and used for check and report printing.

Preferences

ﬁ Options
;’5 Backup
Cover Page
[ E-mail

@ Sound

§ Prirters

4| ot

Printers

;-] options | ;:;' Backup I Cover Page I 2 E-mail | @ Sound =) Printers | ‘%,L Sort I

Optional Setup: I no printer is defined, the windows default printer will be used.

 Check Default Printer
Select a Printer (Blank for Windows Default)

Select Paper Source

! [~

=

—Report Default Printer
Select a Printer (Blank for Windows Default)

Select Paper Source

! [

[~
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Clear Printer |

Clear Printer |

Cancel |
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Section 4: Farm Preferences: Sort Tab

Preferences - Sort Tab
The last tab within the Preferences window is the Sort Tab. From this tab, you can sort the External Code list by either code or

description.

Preferences

[i] options
@ Backup
Cover Page
[ E-mail
@ Zound

% Printers efault Sort Order for External Code List

] options :5 Backup | Cover Pagel 2 E-maill @ Snundl &5 Printers 41 sort |

A
2 sor " By Code

i+ By Description

Cancel |
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Section 5: Inventory: Beginning Inventory

Section 5: Inventory

Beginning Inventory

1) From the main menu bar, click Inventory then select Beginning.
Balances  Setup

Eeqinning. ..

Ending. ..
Garid Enkry Worksheet, .,

Liveskock Production. ..

2) The Beginning Inventory Balances window will open. Three main categories of assets are shown in the left window, Current
Assets, Fixed Assets, Intermediate Assets, and Current Liabilities.
‘# Beginning Inventory n

2od | Edit | Delete Fiscalvear: |01/01/2021 Inventory Value:

T Find By Description Find by Phrase
[seml 1| [l <] <l 3 ol = o i |

Current Assets

I Current Assets

| Fixed Assets
P2 Intareandinge Arente ATIGN INescrintion Reninnina Ralance Fnternrise

Drag a column header here to group by that column

3) Sub-category symbols are white or yellow if inventory balances have not been entered but are blue if balances have been
entered. A plus (+) symbol beside a category indicates there are additional sub-categories when the category is clicked.
Continue to open categories in the list by clicking until the list contains inventory codes that do not have a plus symbol.
1 » — |
&l Beginning Inventory I !

Edit | gelelel Figcal vear: |01/01/2021 hd Inventory Value:
Find By Descripti Find by Ph
vl ’iATtl v‘ G:l vl D:| vl ‘(‘.‘:‘ﬁarﬁl\

A
T
ATIGID: |

| Current Assets

S]]
£-17) Accrued Income
4-E3) Farm Products for Sale ATIGD |Description Beginning Balance  |Ent Enterprise

[+

[+

®-53) Feed-Supplies-Other
-3 Invest-Growing Crops
[+
[+
[+

+-[£3) Raised Livestock for Sale
v-[23) LivestockiOther Resale
#-2) Mon-Farm Assets
[=-I3) Fixed Assets
[+ Real Estate Farmland
®-53) Buildings
[+ Non-Farm Investments
=I5 Intermediate Assets =No data to display=
- Machinery
[+ Motorized Equipment
*-[3) Breeding Livestock
1) Current Liabilities

E@ Accrued Expense
[0 Livestock Purchases
-B Farm Expenses 100% Deductible
-B Product Purchase for Resale
&) Futures (Margin Calls)
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4)

5)

Section 5: Inventory: Beginning Inventory

Click an inventory code to highlight it, and then click ADD at the top of the window.

E Fiscal Year: Inventory Valus: Close
Find By Description Find by Phras
’1..@*0:\ - IVATI:| ~| &l | o - ‘ ’7 [search Find Clear | ‘
E|E| Current Assets ~| - ; -
H I Accrued Income
=B Livestock Sales ATIGD [Description Beginning Balance Ent Enterprise

| 11100 BEEF, RAISED ¥[11210 |DAIRY CALVES 51,500.00/2200  DAIRY HERD

. 11200 DAIRY, RAISED
~[E 11210 DAIRY CALVES

The Add Beginning Balance window will open.

B@ Inventory Item

G Description
OTHER GRAINS

Add Beginning Balance

ATIGD TI Description
51780 GRAIN

D Description

Fizcal Year: [01/0172009 -

Description: |

Enterprize

Entered Values Calculated Values

Gy Code: I—L|
nits:

Wyt f Uinit: Wt fUnit: 000
Total vyt Total 't 0.00
Opr § 1 Unit:
Cpr Amaunt:
holket Lt
Rkt Salue:

Opr § fUnit; 000
Opr Amount: F0.00

Rkt % fUnit;  B0.00

hikt Value:  §0.00

Add Cancel

o Inthe top section of this window is a description of the selected ATIGD code.

o The next section shows the Fiscal year for this beginning balance and the entry date.

o Add a description to make this entry more meaningful on the financial reports or accept the default of the G

description.

o Enter a valid Enterprise code if this inventory transaction should be allocated to a specific enterprise. Display a list
of valid enterprise codes for selection by clicking the Enterprise button. See Setup: Enterprise Codes to enter the

valid enterprise/lot numbers for your organization.
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6)

7)

Section 5: Inventory: Beginning Inventory
o Allfields in the Entered Values column are optional except Units and Opr $/Unit, which are required.

= Enter a quantity code or click on the drop-down button to display a list of quantity codes and select from
the list.

=  Enter avalue in the other fields or click the calculator button to the right of the field to calculate and
enter the amount in the field.

To edit an inventory entry, click on an entry in the list of beginning balances, then click the Edit button or double-click on
the entry. To save the changes, click the Update button to record the changes or Cancel to discard the changes.

{:." Beginning Inventory Iz = [=] x
Add Edit Delete Fizcal Year: Inventory Value: Close
e Find By Descripti Find by Ph
ATIGID: | -| ‘ IVATI:| ~ & | -| ‘ ’7 Search Find Clear | ‘
(| Farm Products for Sale
[=-C3 Current Assets : ; . -
#-I3) Accrued Income
i S ATIGD |ATI Description Description Beginning Balance |Ent Enterprise
63 Feed-Supplies-Othe »[51710 |GRAIN BARLEY $580.00
-2 Invest-Growing Crops 51720 GRAIN CORN $575.00
#-E3) Raised Livestock for Sale 51730 |GRAIN GRAIN SORGHUM $209,346.10
#-53) LivestockiOther Resale 51740 GRAIN 0ATS $30.00
[+ Mon-Farm Assets 51750 |GRAIN RYE $20.00
5103 Fixed Assets 51760 GRAIN WHEAT $7,107.75
¥ Real Estate Farmland 51910 |CASH FIELD CROPS SOYBEANS 51,015.00
#-I=3 Buildings 51920 CASH FIELD CROPS PINTO/DRY BEAMS $3,400.00
#-£3) Non-Farm Investments 51930 |CASH FIELD CROPS SUGAR BEETS $737.50
=) Intermediate Assets 51940 CASH FIELD CROPS LEGUME/GRASS SEED $2,500.00
-6 Machinery 51950 |CASH FIELD CROPS COTTON 54,200.00
53 Motorized Equipment 51960 CASH FIELD CROPS POPCORN $1,500.00
#-£3) Breeding Livestock 51970 |(CASH FIELD CROPS SUNFLOWERS $1,750.00 L |
1) Current Liabilities 51980 CASH FIELD CROPS TOBACCO $2,500.00
(363 Accrued Expense 51990 |CASH FIELD CROPS PEANUTS /RICE $1,500.00
1) Livestock Purchases 52030 VEGETABLES CABBAGE $60.00
IC3) Farm Expenses 100% Deductible 52120 \VEGETABLES BROCCOLI $35.00
[C3) Product Purchase for Resale 52710 TRUCK CROPS SWEET CORN $105.00
=I5 Futures (Margin Calls) |25 | $59,346 35| —

To delete an inventory entry, click an entry in the list of beginning balances to select it, and then click the Delete button.
The screen showing the current beginning balance information will display. Click the Delete button at the bottom of this
screen to delete the entry, otherwise click the Cancel button to retain the entry. To delete multiple entries, select multiple
grid lines and press the delete key. A confirmation window will be displayed showing the number of records that will be
deleted. Press yes to delete the selected records or no to abort the delete.

Find By Description

ATI:| '| G:| '| D:|

Find by Phras
- ‘ ’7 [search Find Clear | ‘

Current Assets

[#12 Current Assets
-@ Fixed Assets
-ﬁ Intermediate Assets
I2) Current Liabilities

Drag a column header here to group by that column

Enterprise

Beginning Balance

ATIGD |Description
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Section 5: Inventory: Ending Inventory

Ending Inventory

If the preference setting for Automatically Create Ending Inventory and Automatically Create Ending Accrued Income /
Expense is on (see image below), FarmBooks will automatically create ending values with same values as the beginning. These
ending values may be manually adjusted during the year.

Preferences

2] Options Options
;§ Backup = ~
(] options | <% Backup Covwer Page | 31 E-mail Sound Printers | 4] Sort
lsa2| Cover Page L) 7z
3 E-rmail
% Sound Check Book Entry Settings
&3 Prirters {* Mavice (Detail ¥indow) v Synchronize Bank Views for &1 Tabs on Change
4] sont (" Data Entry (Gric) v Synchronize Fizcal Year for &l Tabs on Change
Starting Field v Save and hew
|F‘a\;ee I'Wendor j v Skip Unit Entry during Check J Deposit
Check Humber and Status v Format Check Mumber with Leading Zeros
|NE}{T ﬂ [ Use Upper Case for Payee and Code Entry

[~ Reset Transaction Description J Units on ATIZD Change

Check Print Ord
ook Frint Drder v Show Only Active ATIGD Codes in List

(» Standard " Reverse
W Show Company Paid Payroll kems on Pay Stubs
Default Date On New Entry v Automatically Creste Ending Invertory _
{" Use Today’s Date [ Automatically Creste Ending Accrued Income § Expense _
L e v Automatically Create Vendor after Promiot
Humber of Decimal Places [~ Automatically splt AT) = 007 based on Farm Utility %
Uitz ’2_:‘ v automatically spit ATl = 008 based on Farm Automobile %
Price Per Linit ’ri‘ W Open Last Farm Used on Startup

Set Farm Automobile and Ll Split 9 in the Tax Table by Clicking Here

Cancel

Edit ending inventory to record the correct ending balance or add ending inventory records if the program did not automatically
create them.

1) From the main menu bar, click Inventory then select Ending.
Inventory i Balances  Setup

| Beqinning. ..

| Ending. ..
22 | | Grid Entry Warksheet. .,

2) The Ending Inventory Balances window will open.

it | Edlit | Qeletel Fiscal Year: |01/01/2021 hd Inventory Value: Close |

Ao
T Find By Description Find by Phras
| ’_i:m:l v IVATI:| v G M - ‘ ’7 [Search Find Clear | ‘

‘B Current Assets

Drag a column header here to group by that column

-@ Fixed Assets
) Intermediate Assets
#23) Current Liabilities ‘

ATIGD |Description Ending Balance Enterprize

3) Endinginventory items are entered and edited in the same manner as Beginning Inventory.
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Section 5: Inventory: Livestock Production

Livestock Production

Livestock Production requires the use of the Enterprise feature of the program.

1) Click on Setup: Enterprise Codes to enter the valid enterprise/lot numbers for your organization.
Gt Enterprise 2009 1/1/2009 - 12/31/2009

Beef Enterprise Codes
i ] i f Ent # |De=cription Type Defined Lotz
-0 Crop p10  |BEEF cows Cowy
g g‘:‘:;’r 11 |BEEF cowis cowy
) Other Livestock 12 |BEEF COWS CIony YES
127 Poutry 13 |BEEF COWS, PUIREBRED CIoA
) Sheep 14 |BEEF BACKGROUMDING HEAD
<2 Swine 15 |BEEF FIMISHING HEAD
16 |CUSTOM FEEDING, STEERS HEAD
17 |CUSTOM FEEDING, HEIFERS HEAD
18 |BACKGROUND-FINISH HEAD YES
19 |BEEF GRAZE HEAD

2) After your Lot Numbers are setup, close out of the Enterprise Codes window and click on Inventory: Livestock Production.
Balances  Setup

Beginning. ..
Ending. ..
arid Enkry Workshest, .,

Liveskock Production. ..

3) The Livestock Production for Enterprises window will open which allows you to record livestock births, weanings, or deaths
to breeding enterprises and livestock deaths to feeding enterprises.

I Livestock Productio
sod | et |oete | Fscavear: [010172021 -|

Drag a column header here to group by that column

||E 1800 BACKGROUND STEERS
@ Dairy
[7) Other Livestock
) Pouttry

Eﬁ Sheep

@ Swine

Type i Weight Opr 5/ Unit Opr Amount  [Mkt S/ Unit Mkt Value

©Copyright Sanders Software Consulting, Inc. 2000 - 2023 Page 58



4) To enter a birth, death or weaning, click on an enterprise then click the Add button.

Fiscal Year: ID1ID1I2[I21 - I

- ) 1200 BEEF COW HERD
2 =) 1800 BACKGROUND STEERS

IE[I Swine

Type

Section 5: Inventory: Livestock Production

1200 BEEF COW HERD

Date

Opr 5/ Unit Opr Amount [kt S/ Unit Mkt Value

Birth

1213112021

Weaning

12312021

Death

123172021

2,700.00

5) When the Add Livestock window opens:

1 Add Livestock

—Enterprize
1200 BEEF CCvy HERD

Fizcal Year: II:I1 A

Date: (11415721

Type: | il

Uit

Tatal Weight:

Opr Amourt:

ikt F & Unit:

!
!
opr § /Uiit. |
!
!
!

Mkt “alue:

el |

Cancel

o Choose the Type from the dropdown menu:
e Birth
e Weaning
e Death
o Enter the date
o Enter the units
o Enter the total weight
o Enter Opr $/ Unit
o Opr Amount will be calculated from (units * Opr $ / Unit)
o Enter Mkt $ / Unit

o Mkt Values will be calculated from ( units * Mkt $ / Unit)

o Click Add when completed.
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Section 6: Balances

Bank Balances

Section 6: Balances: Bank Balances

FarmBooks supports an unlimited number of bank account codes. In prior versions, you were limited to nine bank codes in the
range 0021 — 0029. The bank drop down list is still sorted by bank codes so you may want to decide how you want to see your
list sorted when creating your own bank code. If you use only one checking account for your farming operation, you can still

separate farm and family living expenses by using the appropriate ATIG codes.

1) Click Balances: Banks or Setup: Bank Accounts to open the Bank Accounts window.

Balances hietup Flannir

Setup hEIanning Enterprise

|iﬁ Bark...

|iﬁ Bark Accounts..,

@ Reconcile Bank. ..

E] ATI- ATIGD Codes...

Loan...

Receivables, .

Payrall Defaulks, ..
B External Codes...

2) Click Add to create a new bank account.

ank Accounts for 2009 01/01/2009 - 12/31/2009

Eoit | Detete |

Code Default

Bank Matme

Bank Accounts |

Bedginning Balance

QIDS

b |00

nozz
0023

FARM CHECKING ACCT.
FARM SAWIMNGS ACCT.
FARMERS BAMK 3

3) The Add Bank Code window will open.

¢xt| Add Bank Code for Fiscal Year: 2009 01/01/2009 - 12/31/2009

$19,972.00
$12 42800
$300.00

—Bank:

Bank Mame;

Bedinning Balance:

Bank Code: |:|

$0.00

—MICE Configuration [Optional}

Auxilary On-Us;
Transit Mo

on-lUs;

—Drefaults [Dptional}

Check Format:

Impart Data bap:

MHest Sequence Humber

Depozit: Check:

Cancel
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4)
5)

6)

7)

8)

9)

Section 6: Balances: Bank Balances

Enter a Bank Code, add the Bank Name and the Beginning Balance.
Select a Check Format to use when printing checks for this bank account.

Enter the Next Sequence Number for deposits and checks so the program will automatically assign check and deposit
numbers.

Click the Add button (or Alt-A) to save the new bank code, otherwise click the Cancel (Alt-C) button to discard the entry.

To edit a bank balance, click a bank balance entry in the list to select it and then click the Edit button (or Alt-E) or double
click the entry in the grid.

| Bank Accounts for 2009 01/01/2009 - 12/31/2009

Edit | Delete | gnse

| Bank Accounts |

Code Default Bank Mame Beginning Balance
| 0021 FARM CHECKIMNG &CCT. $19.972.00
ooz2 FARM SAWINGS &ACCT. 1242500
o023 FARMERS BAMK 3 $300.00

All information about the bank account can be edited except the bank code. Click the Update button (or Alt-U) to save the
changes or Cancel to discard the changes.

tz1l Edit Bank Code for Fiscal Year: 2009 01/01/2009 - 12/31/2009

—B ark: —MICR Configuration [Optionall
Bank Code: 001 Avzilary On-Ls:
Bank Matme: FARKM CHECKING ACCT. Tramsit Mo:
Bedinning Balance: $13.372.00 on-Ls:

—Defaults [Optionall

MHext Sequence MNumb
Check Format: | Top Check and Twa Vauchers - q a

Depost: B5  Check: 4m
Irmpart Data Map: -

- Update Cancel
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Section 6: Balances: Loan Balances

Loan Balances
Enter individual loans with a beginning loan balance and use an external code to identify each loan or lump all loans under a

single external code.

1) To open the Loan Balances window, click Balances: Loan.

Balances iietup Planinir

& Bank...

@ Reconcile Bank. ..

| Loan... |

2) Click the Add button (or Alt-A) to enter a new loan.

fod | Edit | Delete Fiscal ear; [01/01/21 - Cloze
Beginning Loan Balances

Ext Code [Matme ATIG |ATIG Description Currert Balance Irterest
3 BIANK 1021 |CURRENT LOAN 6 0o $36,920.00

3) The Loans window will open. Click the External Code button.

—Loan Beginning Balance
rFiscal Period and Loan Description

Fizcal Year; (014012009 -
‘ External Code

—Terms and Loan Type (Farm ot Mon-Farm)

ATIG
Fizcal Year Beginning Balance:

Mote: Set the bedinning balance az of the first day of the fizcal period. If thiz iz & new
loan after the start of the fizcal period, then =t the bedinning balance to zero.

—Details {Optional)

Maturity Date: I:l Interest Rate (9%

Al | ‘ Cancel

©Copyright Sanders Software Consulting, Inc. 2000 - 2023 Page 62



4)

Section 6: Balances: Loan Balances

When the Loans/Receivable window opens, you will see a list of unique External Codes used to identify your loans. Click an
external code in the list, and then click Apply.

Gitl External Codes for 2009 01/01/2009 - 12/31/2009

add | Edit | Delete |

Loans/iReceivables

E--E External Codes Active | Code Deszcription
----- ﬂ Family Living 025 ACCOUNTS PAYABLE
----- Wendars » oo ACCT.REC.
. Employess ooy LMK

..... ,E Mizcelaneous

.2 LoanReceivables

03 BARMK STOCK
aas CIRREMT FCS

K E EIs &

If you want to use an external code not shown in the list, click the Add button (or Alt-A). When the Add - Loan/Receivable
window appears, enter a Description (i.e., “John Deere Tractor”) for the code. To save the new code, click the Add button
(or Alt-A). Click the Close button (or Alt-C) to return to the external code list. The new external code will appear in the list,
and can be applied to the loan as outlined above.

¢zt External Codes for 2009 1/1/2009 - 12/31/2009

add | Edit | Delete |

Loans/Receivablesg

E--E External Codes Active | Code | Dezcription

..... BE Family Living 005 |CIRREMT FCS
- Wendors 009 |CURREMT OF INTERMED.
. Employees M0 |CURRENT OF LT

..... E Mizcellaneous

.2 LosnReceivables

o3 FCS LAMD MOTE
aas FCS LT STOCK

B EEEE

¢zl Add - Loan/Receivables

[ Loan Code is Active

Code; IE

Deszcription: IEIIIIIIH John Deere Tractar

ode

Al | Cloze
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Section 6: Balances: Loan Balances

5) When you return to the Loans window, click the ATIG button.

—Loan Beginning Balance

—Fizcal Period and Loan Description

Fizcal Year; [01501,2009 -
External Code | (026 John Deere Tractor

—Terms and Loan Type (Farm of Mon-Farm)

mp e ]
Fizcal Year Beginning Balance:

Miote: Set the beginning balance as of the first day of the fizcal period. If this iz a nesw
lzan after the start of the fizcal period, then set the beginning balance to zero.

—Details {Optional)

Maturity Date: & Interest Rate (%)

Al | | Cancel |

6) The Loan ATIGs window will open. Select the loan type and then click Apply.

Apply | Close |

Loan ATIGs

G Description

[

REMT LM

1022 COMTIMNGEMT TAX LISBILITY
1023 CURREMT - INTERMEDIATE
1024 CURREMT - LONG-TERM
1023 COMMODITY CREDIT CORP
1026 STOCKHOLDERS

1027 INTERMEDIATE LOAM

1028 LOMG-TERM REAL ESTATE
1029 LOMG-TERM OTHER

1101 MF LOARNS
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7)

Section 6: Balances: Loan Balances

Finally, enter the loan beginning amount as of the first day of the fiscal year, then click the Add button (or Alt-A) to save the
loan.

—Loan Beginning Balance

—Fizcal Period and Loan Description

Fiscal Year: [11/01/2009

=l
External Code | |026  John Deere Tractor

—Terms and Loan Type (Farm ar Mon-Farm)

ATIG 1027 INTERMEDIATE LO&N

Fizcal Year Beginning Balance: ﬂ

Mote: Zet the beginning balance az of the first day of the fizcal period. If thiz iz a new
loan after the start of the fizcal period, then zet the beginning balance to zero.

—Details {Optional)
Maturity Date: 7

Irterest Rate (96

el

Cancel

Please note, if the loan was received any time after the first day of the fiscal year, you must enter “0” for the Beginning
Balance. You can then enter the amount received by creating a record of the Deposit on date of receipt.

On the other hand, if you are entering a loan which has a balance to be carried forward from the previous year, enter that

amount

You may enter optional details about the loan such as maturity date, interest rates, and a note. These values are only

displayed in this window for your information.

Click Add to save your loan information.

©Copyright Sanders Software Consulting, Inc. 2000 - 2023

Page 65



Section 6: Balances: Receivables Balances

Receivables Balances

Enter individual receivables with a beginning balance and use an external code to identify each receivable.

1) To open the Receivable Balances window, click Balances: Receivables.

Balances iietup Plannir
ﬁ Bank. ..

@- Reconcile Bank. ..

Loan...

Receivables. ..

2) Click the Add button to enter a new receivable.

t5tl Receivables

Fiscal Year: (0101022 il

Ext Code  |Mame
JOE #2 AR
o4 STOCK

3)

{71l Receivable

—Receivable Beginning Balance

—Fizcal Period and Receivakle Description

Fizcal Year: ID1ID1.QDDQ vl
- External Codel ||

—Term:

ATIG | I
Fiszal Year Beginning Balance: I

Mote: et the beginning balance as of the first day of the fiscal period. If this is a new
receivable after the start of the fizcal period, then zet the beginning balance to zero,

—Details {Optional)

Motes

Al | | Cancel
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4)

5)

Click an external code in the list, and then click Apply to add the code to the receivable.

&zt External Codes for 2009 1/1/2009 - 12/31/2009

sdd | Edit | Delete |

Loans/Receivables

Section 6: Balances: Receivables Balances

Apply | Cloze |

o-E8 External Codes
ﬁ Family Living

F Wendors

ﬂ Etnployees

E hizcelansous

(’.‘n Loan/Receivables

Active | Code | Description
025  |ACCOUNTS PAYABLE
3 000 | ACCT.REC.
007 | BARK
003 | BARNK STOCK
008 | CIRREMT FCS

|

If you want to use an external code not shown in the list, you can add it when the external code window is open. Click the
Add button in the external code window and enter the code number and Description. Click the Add button again to save

the new code. Click the Close button to return to the external code list. The new external code will appear in the list, and
can be applied to the receivable as outlined above.

Gl External Codes for 2009 17172009 - 12/31/2009

Add - Loan/Receivables

¥ Loan Code is Active

Descrigtion: I

Loans/Receivableg
ode
E--Ej External Codes Active | Code | Description
@ Farmily Living 005 |CIRREMTFCS
R vendors 009 |CURRENT OF INTERMED.

- Employees 010 |CURREMT OF LT

o) Miscellaneous M3 |FCS LAND MOTE

.. %% LoanReceivables 006 FCS LT STOCK

Close

When you return to the Receivables window, click the ATIG button.

¢l Receivable

—Receivable Beginning Bal

—Fiscal Period and Receivable Description

Fiscal Year: ID1 A02009 vl
External Codel 000 ACCT. REC.

—Term:

-n ATIG | I_

Fizcal Year Beginning Balance: I

Mote: Set the beginning balance as of the first day of the fizcal period. If thiz iz a new
receivahle after the start of the fizcal period, then =et the beginning balance to zera.

Details (Optional)

Motes

Al

| | Cancel
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Section 6: Balances: Receivables Balances

6) The Receivables ATIGs window will open. Select the receivable type and click Apply.

{1 Receivables

Apply | Close |

| Receivable ATIGs

ATIG |G Dezcription
1 |CURREMT AR
1062 | CURRENT &R
1063 | CURREMT AR
1064 | CURRENT AR
1065 | CURRENT AR
1066 | STOCKHOLDERS
1067 |INTERMECIATE AR
1068 |LOMG-TERM COOP STOCK
1063 |LOMNG-TERM OTHER

[

7) Finally, enter the receivable beginning amount as of the first day of the fiscal year and any optional notes about the
receivable, then click the Add button (or Alt-A) to save.

—Receivable Beginning Balance

—Fizscal Period and Receivable Description

Fizcal Year: |01/017.2009 -
External Code | 000 AcCcCT. REC.

—TErms

ATIG 1081  CURRENT &F
Fizcal %ear Beginning Balance: ﬂ

Miote: Set the beginning balance as of the first day of the fizcal period. If this iz a new
receivable after the start of the fizcal period, then set the bedinning balance to zero.

—Details {Optional}
Motes

Acdd | | Cancel
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Section 6: Balances: Receivables Balances

Please note if the receivable was established any time after the first day of the fiscal year, you must enter “0” for the
Beginning Balance.

On the other hand, if you are entering a receivable which has a balance to be carried forward from the previous year, enter that
amount and then click Add.
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Section 7: Codes: ATIG/D Code Structure

Section 7: Codes

ATI-ATIGD Code (Account Codes) Structure

| | Active a7 | | @ Description oo |
4 0 1 |WAGES
| 041 2 |SOCIAL SECURITY TAX
| 041 3 |MEDICARE TAX
A Code

The first digit of the ATIGD code, the A code classifies a transaction by cash, inventory, loan etc. See the A code descriptions
below:

0 — Cash — Cash income and expenses

1 - Charged — Receiving Loans/Accounts payable and payment of receivables. If it is inventory, then it is accrued
income/expense

2 — Payment — Paying loan/accounts payable and receiving of receivables

4 — Enterprise allocations — Allocation of income and expenses to enterprises

5 — Inventory of livestock, crops, supplies, machinery, land, etc. — Beginning and ending inventories
7 — Livestock births

8 — Livestock weanings

9 — Wage withholdings, livestock deaths, and special items

The account code of “0” is used with all cash income and expense entries, while the account codes of “1” and “2” are used for

receiving and paying loans and accounts receivable. Account code “9” is used with wage withholdings. The program sets the
other Account codes.

Tl code
The next two digits of the ATIGD code, the Tl code, classifies all transactions by categories.

G code

The G code is the fourth digit of the ATIGD code, and it describes in more detail the Tl code. ATI codes are fixed, but you can
add additional G codes.

D code

The D code is the fifth digit of the ATIGD and is used to further classify the income or expense for a given G Code. The D code is
only allowed for 041 Labor Hired, Non-Farm Income, and Non-Farm Expense account codes.
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Section 7: Codes: ATIG/D Codes

ATI-ATIG/D Codes

Add, change or select ATIGD codes. ATIGD = Account, Transaction Item, General & Detail.

1) Click on Setup: ATI — ATIG/D Codes.
Setup h Flanning  Enterprise

ﬁl Bank Accounts. ..
|ﬁ ATI - ATIG(D Codes. . |

I Pavrall Defaults, .,

2) To add additional G codes click an ATl code in the code list (click on codes that have a plus (+) to the left to see more codes
in the list) and then click the Add button.

@ ATI- ATIG / ATIGD Codes for 2021 (01/01/2021 - 12;311202_ o o e |

add | Edt | Dotz | ‘search Find Clear | Close

Livestock Sales: 011 BEEF, RAISED

--ﬁ Accounts Receivables - Active | ATl Description ATl |G |G Description
(- Capital tems 3 BEEF, RAISED 011 |0

!
tf-C3 Farm Expenses BEEF, RAISED 011 |1 |BEEF FEEDER STEERS
E"E_ FT::;:; Sales BEEF, RAISED 011 |2 |BEEF FEEDER HEIFERS
BEEF, RAISED 011 |3 [vOUNG BREEDING BULLS
-[[& 012 DAIRY, RAISED BEEF, RAISED 011 |4 |vOUNG BREEDING HEIFR
~{[2) 013 SHEEP, RAISED BEEF, RAISED 011 |7 |BEEF BULLS
-l 014 SWNE, RAISED 3 BEEF, RAISED 011 |8 |BEEF COWS-HEIFERS
-[[l2 015 OTHER LVSTK. RAISED
-2 016 POULTRY
A=H NEd1 RFEFF DFSAILE

3) When the Add ATI - G Code window opens, choose a code between 1 and 9, and then add a description. Click the Add
button to save the new code or Cancel to discard changes.

il Add ATI - G Code

I AT -G Code l

Livestock Sales
~ATl Code

Code: 011
Description: BEEF, RAISED

~G Code

Code: E]

Description: I

~Defaul Uit Entry-

| Require Field Values during Unit Entry
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Section 7: Codes: Activate & De-activate Codes

Activate and De-activate ATIG/D Codes

In order to make the code selection lists in the program smaller, you can de-activate ATIG codes. To make an ATIG code
inactive, click the check box beside the code in the list to remove the check mark. The check mark indicates it is active, an
empty box indicates an inactive code.

izt ATI - ATIG £ ATIGD Codes for 2009 1/1/2009 - 12/31/2009

sdd | Edit | Delete |

Accts Receivable [Received)

E|Ej Accourts Receivables Active ATl Description ATI
E‘ Accts Receivable (Received) AR RECEIVED-DEPST 206
I A s AR RECEIVED-DEFST

% [ Capttal kems M- [ &R RECEIVED-DEPST 208

[+ £ Farm Expenses &R RECENED-DEPST 206

[+ Farm Income AR RECENED-DEPST 206

- Loans AJR RECEIED-DEPST 206

Eg E””'Earm IExpe"'SE &%, RECEIVED-DEPST 208

- an-Farm Income
AJR RECENED-DEPST 206
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Section 7: Codes: Payroll Defaults

Payroll Defaults

Create user definable descriptions for multiple earnings and deductions lists for the calendar year.

1) Click on Setup: Payroll Defaults

Setup i Flanning  Enterprise
ﬁ Bank Accounts. .,
E ATI - ATIG/D Codes. ..

| Payrall Defaults, ., |

2) Set the default codes indicator to quickly setup earnings and deductions used for all employees. Set the print priority to
efine the order that they are listed on the pay stubs.

Payroll Defaults (Default Codes fo ployee Setu
Payroll Cal Year
| Help... | | Retrieve ATIGD ftems | | Local / Custom Rules | ’7 Tax Tables

—Earnings
Active [Defautt  [Payroll ltem Description |ATIG/D Withheld |Print Order
Click here to add a new row

Wages 0411 WAGES
TIPS 04112 TIPS
VACATION 04111 VACATION

Deductions (Indicate Payroll ltem is " Subject to" what tax or is company paid)

Deductions Subject to... ATIGID Assignments  [(1-98 |4
Act|Def|Is He|Payroll ltem Description | Compai| Deduction | |[Fed|Federa|State |State |Medi|Social 8| Work ¢|SUTA|Local|Custar|Custor|withheld  |Paid Print
Click here to add a new row l

O |0

Social Security Tax
Medicare Tax

9412 S0CIA| 0412 SOCIH 10
9413 MEDIC|0413 MEDIC] 20
94141 RETIF 04141 RETI| 30
94143 CASH 04143 CASH 35
94142 OTHE 04142 OTHI| 35
9415 HEALT|0415 HEALT| 40
9416 LIFE IN0416 LIFEI 50
94171 WOR 04171 WOR| &0

Retirement
CASH RECEIVED
Other

Health Insurance

Life Insurance
Workman Compensation

KRl &] ] & & ==
KA AR AR AR AR EE Y

N0 Og|gno

Hojooo|oEo

Oogoiojoioioio
Oojoiojoioioio
Oogoiojoioioio
Oogoiojoioioio
Oogoiojoioioio
Oogoiojoioioio
O|\ooioioioio

K|OOOooo

O|\Ooioooio

Oogoiojoioioio
Oogoiojoioioio
Oogoiojoioioio

©Copyright Sanders Software Consulting, Inc. 2000 - 2023 Page 73



External Codes

Section 7: Codes: External Codes

External codes are three digit codes used in addition to the ATIG code to further identify transactions. The main categories of
External codes are Family Living, Vendor, Employee, Miscellaneous and Loan/Receivables.

Family Living - Can only be used with family living ATIG codes. Use these codes to identify expenses or income for individuals in

the family.

Vendor - Used when writing a check. Enter the vendor’s address here so it will print on the check.

Employees - Used when writing a paycheck. Enter the employee address, withholding and salary information. All employee
information must be entered here to correctly enter a paycheck.

o Easily create earnings and deductions description lists per calendar year based on active and default indicators setup in
payroll defaults. Multiple wage lines can be created. Designate deductions as company paid. Set deduction extra

withholds amounts along with limits. Also, activate and deactivate lines to include or exclude line detail within

paycheck entry.

o Sick and vacation tracking. Tracking method can be tracked as Paid Days Off (PDO), Sick and Vacation time, or Not

Tracking.

Miscellaneous - Used to further identify other expenses, such as landlord expenses and income.

Loan/Receivable - Used to identify individual loans, and the payments on those loans.

To create a new External Code:

1) Click on Setup: External Codes

Setup iEIanning Enkerprise

'ﬁ Bank Accounts. ..
El ATI- ATIGID Codes. ..
Payroll Defaults., ..

|E External Codes...

2) To add an external code in any of the categories, select the category name and click Add.

| e External Codes for 2021 (01/01/2021 - 12/31/2021)
@ Add | Edit |Qelete|

=-1 External Codes
LB Family Living
Vendors
Employees
.,E Miscellaneous

Active | Description

|aTicD List [ 1099 |~

Click here to define a fiter

Bank

BANK AND TRUST

BROILER PLANT

[ 2 Loan/Receivabl

3) Fill out the information within the window that opens and then click the Add button to save the new code.

BROKERAGE FIRM

BUILDING COMPANY

CLOTHING STORE

CONTRACTOR COMPANY

COTTON COOP

COTTONWOOD LAND COMPANY

COUNTY TREASURER

DEPT. OF REVENUE

ELEVATOR

FARM ORG.

FEED YARD

FEED-FERT. STORE

HEEEEEEEEEEEE E EE

FURNITURE STORE

O/0O|00oOooogooooo:o
O/0O|00oOooogooooo:o
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Section 7: Codes: Enterprise Codes

Enterprise Codes

Use this feature to analyze crop and livestock production costs.

1) Click on Setup: Enterprise Codes.
Planning  Enterprise

Bank Accounts, ..
ATI - ATIG/D Codes. ..
Payroll Defaults, .,

External Codes...

Enterprise Codes. ..

2) When the Enterprise window opens, select an enterprise and click the Lots button.
Dairy Enterprise Codes
-2 Beef Description
-2 Crop DAIRY COWS
g g‘::r:r DAIRY COWS, GRADE B
{7 Other Livestock DAIRY COWS
-3 Poultry DAIRY COWS, PUREBRED
-7 Sheep DAIRY REPLACEMENT
-0 Swine DAIRY FEEDING
DAIRY FEEDING
DAIRY FEEDING
DAIRY FEEDING
DAIRY FEEDING
3)

Lots for 20 DAIRY COWS

Lot# Lot Description
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Section 7: Codes: Enterprise Codes

Set up Enterprise/Lot codes with a meaningful enterprise description, as well as the enterprise size which will be used for
the per unit analysis. Your description is especially important when using the same enterprise number with different Lot
Numbers. The enterprise size value depends on the type of enterprise, such as litters for swine farrowing and acres for
crops. This size value can be changed during the accounting year. Click the Add button when done.

==

4)

£ Add Enterprise Lot

—Dairy
Enterprize # Description Type
20 DAIRY COWS cow

—Enterprize Lot

Lot Number: |00 -
Description: IDAIRY HERD
Size: 30.0

* Add | Cancel |
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Section 8: Taxes

Tax Table

The tax table is used to calculate federal and state income tax withholding for payroll. The tax brackets can be edited whenever
these amounts change. This table also contains the following percentages:

o Farm Auto
Farm Utility
FUTA

FICA Upper L
S.S. Report

O O O O O O

Kansas Employer Contribution (SUTA)

imit

Medicare Report

To access the Tax Table:

1)

2)

Click on Setup: Tax Table

Setup iEIanning Enterprise

Bark Accounts, ..

Payrall Defaulks. ..

8 HEF

External Codes...

ATI - ATIG/D Codes. ..

Enterprise Codes. ..

[l

Inwoice Preferences. ..

| Tax Table, ..

Section 8: Taxes: Tax Table

Enter farm auto and farm utility percentages in this table. See preferences for instructions on how to automatically split
utility and auto expenses between farm and non-farm when entering checks.

{1l Tax Table

Type

Fed Exemption
Federal HofH
Federal HotH
Federal HofH
Federal HatH
Federal HofH
Federal HofH
Federal HotH
FICA Limit

Drag a column header here to group by that calumn

Bracket

______________________ 0.000000
0100000
0420000
0220000
0240000
0.320000
0350000
0.37a000

0.000000

©Copyright Sanders Software Consulting, Inc. 2000 - 2023

Lot | Edit |QE|ETE| Calendar Year: 2021 -

Baze Tax

F0.00
$0.00
$1,420.00
$6,220.00
$13,293.00
$32,145.00
$46,385.00
$156,355.00

F0.00

Income Tax Table

After exemptions and pretax options are applied, tax wil be
F0.00 plus 0.00% over $4 30000 annually .

| Baze Amourt

$10,200.00
$24 400.00
$654,400.00
$95,550.00
$175,100.00
$219,600.00
$533,300.00
$142,800.00

Close [
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Section 8: Taxes: Tax Table

o Farm Auto % - The entered amount for the ATl code 008 (undivided auto expense), which will be used for the non-farm
expense. The remaining dollars will be allocated to farm expense at the percentage specified.

o Farm Utility % - The entered amount for the ATl code 007 (undivided Utilities), which will be used for the non-farm
expense. The remaining dollars will be allocated to farm expense at the percentage specified.

Call Sanders Software Consulting, Inc. Support at (785) 865-5111 before making changes to the other tax categories.
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Section 9: Personal Information

Section 9: Personal Information
To review and edit your Personal Information, follow these steps:

Click on Setup: Personal Information.
Setup iEIanning Enkerprise

(8 Bank Accounts...
Bl ATI- ATIGD Codes. ..

Payroll Defaults, .,
B3 External Codes...

Enterprise Codes. ..

(3

Invoice Preferences. ..

Tax Table. ..

| @ Personal Information. . |

Farm Information Tab
Update the following fields in this window:

Tax ID Number - Enter the tax id for your farming operation

(z{l Personal Information

Farm, Contact & Product Information

Farm Information ] Contact Information | Product Information |

Farm Information

Farm Number: |?|:|sn|:|1 00KS

Farm Mame: |FarrnEIu:u:uks Cetno Farm

Tax ID Mumber: |

Start Fizcal Year: ||:I1 101 /2003 15 |1 213172009

Database Location & Last Backup Information

Falder: |C:1FarmElnnk31TDSDD1 00k= - FarmBooks Dema Farmi

When: |Sun Jan 17, 2010 &t 09:20:355 Ph.
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Section 9: Personal Information

Contact Information Tab

Update Name, Address, Phone and e-mail address information.

izt Personal Information

Farm, Contact & Product Information

Farm Information Contact Information |Prndur:t Infurmation'

—Contact Information

AE = Tam T Thomas

Address 1;IPO Bios: 1921

Address 2:|

City: ILawrence

State: IKS :“'
TP IEED44—

Phone: 0

E-mail: I

Product Information Tab
View the farm registration number, farm number and farm name. Editing this information is not allowed in the window.

txt| Personal Information

Farm, Contact & Product Information

Farm Infurmatiunl Contact Information  Product Information |

—Registration Key

|4?4?

—Product Registered to Farm

Mumber: |?nsnn1 OnKS

Mame: IFarmEh:ucuks Demo Farm
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Section 10: Planning

This selection has two sections, budgeting and tax.

Budgeting

Budget Planning values are used with the Flow of Funds and Projected Cash Flow Reports.

1)

2)

3)

Click on Planning: Budgeting

Planning i Enterprise
|E1 Budgeting. ..

Tax...

Section 10: Planning: Budgeting

Click on an ATI category to open the list, and then select a code from the list. Click the Edit button to open the budget

window.

ATl Budpets

Edit Export

Options

Fiscal Year: [171/2009 il

Livestock Purchases

+-[_1 Accountz Receivables
+-[_1 Capital tems
=|-{_1 Farm Expenszes

|||E Farm Expenses 100% Deductible
|||§ Product Purchaze for Resale
M2 Futures (Margin Calls)

{1 Farm Income

I Loans

{1 Mon-Farm Expensze

1 Mon-Farm Income

[

E Budget Entry E Chart Yiewy, Budget WS Actual |,@ Table Yiew: Budget WS Actusl

ATl Budget Categories [ Yearly

ATl | ATI Description | early Jan |Feh

B 040 POLILTRY, PURCHASED $700 $700
| |o71 |BEEF, PURCHASED $125,000

| |72 |DaRy, PURCHASED

| |o73 |SHEEP, PURGHASED $100

| |074 |SwiNE, PURGHASED 2,000

| |o75 |OTHER LSTk PURCHASE $500

| |oa1 |BEEF, BREEDING PURCH $1,500

| |92 |DaRy BREEDING PURCH $1,000

| |03 |SHEER BREEDING PURCH $250

| |94 |SwINE BREEDING PURCH $2,000

| |05 |OTHER BREEDING PURCH $1,500

Enter a yearly budget amount which will be distributed equally over twelve months or enter a budget amount for each
month. Click Update to save the budget amounts or Cancel to discard the additions or changes.

ATl Budgets - 040 POULTRY , PURCHASED

Yearly Budget

Total: |m

Either enter & yvearly budget amourt and
it will be distributed equally over twelve
moriths of enter & budget amournt for
each morth.

Monthly Budget

Jan
Feb Aug
Mar Sep
Apr Oct
May How

Jun Dec

Undate ‘

Jul

Cancel ‘
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Tax Planning

These values are used with the Income Statement, Schedule F & Net Taxable Income Reports.

1) Click on Planning: Tax.

Blanning i Enterprise

EI Budgeting. ..

Tax...

2) When the window opens, enter an amount for each ATIGD code you wish to use.

(=1l Tax Planning

Fizcal Year: lm | Cloze |
ATl |GD | Description Amourt o
B3 (99 |50 |ANMUAL BOOK DEPRECIATION OF EQLIPMEMT

9199 |51 [ANNUAL DEPRECIATION OF BREEDING LIWESTOCH

9 199 |52 [COST OF CATTLE SOLD F91 580,00

9 199 |53 [COST OF SWAME SOLD F950.00

9 |99 |54 [COST OF SHEEF SCOLD 52000

9 199 |55 [COST OF OTHER LIWESTOCK SOLD F200.00

9 199 |56 [COST OF BREEDING LIMESTOCK §4 ,000.00

9 199 |57 [COST OF CAPITAL EQUIPMENT SCLD F1 15000 —
9199 |55 [ACCUMULATED DEPRECIATION OF BREEDIMNG LIVESTOCK §1 65000
9199 |59 [ACCUMULATED DEPRECIATION OF EQUIPMWEMT F4 50000

9 199 |60 [COST OF GRAIN SOLD F100.00

9 199 |61 [FUTURES HEDWGE PROFIT §2 50000

9 199 |62 [LOMG TERM CAPITAL Gl $1 20000

9 199 |63 [ANNUAL TAK DEPRECIATION OF EQUIPMEMT F96,500.00

3) Click Save when finished and then Close to return to the main window.
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Section 11: Enterprise: Allocations

Section 11: Enterprise

The enterprise menu is currently used primarily for enterprise allocation.

Allocations

Use this feature to allocate income and expense entries to an enterprise this fiscal year or another accounting year without
affecting this year’s financial records.

1) Click Enterprise: Allocations
0 | Enterprise hgtilities

|]q| Allocations. ..

2) Select the Enterprise you wish to update and then click the Allocations button.

1 Enterprise Allocations

Allocations Fiscal Year: |1rm|:n:|9 | Close |

Enterprises

Description
BEEF iy HERD: O
BACHGROUMD STEERS
2200 DAIRY HERD COY

3200 SHEEP EMTERPRISE EvvE

4200 FARRCWMNG TO MARKET LITTER
TEO0 2007 YWHEAT ACRES

| >

3) When the Allocations window opens, drill-down to the selection you want (depending on if you are entering a sale or
expense) and then click Add.

i1l Enterprise Allocations for 2009 01/01/2009 - 12/31/2009

acd | Edit | peiete | Dgne | ge |

Allocations for 1200 BEEF COW HERD

{E,'] Farm Expenzes
=) Farm Income

ATIGD |Description Armount
41110 MY BEEF $39,710.00
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4)

Section 11: Enterprise: Allocations

When the Add ATIG Allocation for Enterprise window opens, select the Qty Code, enter the number of Units, the
Weight/Unit and the Price/Unit. If you do not want to keep the ATIG description, then you may select an external code and

Add ATIG Allocation for Enterprise in 2009 01/01/2009 - 12/31/2009

use that associated description to provide more detail of your own about the heifers. Once completed, click Add.

Income ATIG Enterprise
Livestock Sales BEEF COW HERD COW
Select ATIG ATIG Allocation
=1-IC5) 4110 BEEF, RAISED ATIG 41120
11 BEEF FEFDER STEERS 33000 -* | | Deseription: BEEF FEEDER HEIFERS
B [4112 BEEF FEEDER HEFERS
4113 YOUNG BREEDING BULLS - External #
4114 YOUNG BREEDING HEFR
+-7) 4120 DAIRY, RAISED
+-17) 4130 SHEEF, RAISED Date: |11/18/2009 &l
+-5) 4140 SWINE, RAISED
. -
¥ 4150 OTHER LYSTK, RAISED Gty Code: [~
+-.5) 4160 POULTRY Units: | 42.00
+-I-5) 4610 BEEF, RESALE
+-05) 4620 DAIRY, RESALE | 1,100.00
+-[-5) 4630 SHEEP, RESALE
+-C5) 4640 SWWINE, RESALE Tatal Wt | 46,200.00
+-IC7) 4650 OTHER LIWESTOCK, RESALE
' _ _ 04500 [
+-IC7) 4510 BEEF, BREEDING Price ! Lint; | !
+-I07) 4520 DAIRY, BREEDING _ | 43, 590,00
Atmount:
+-[-5) 4830 SHEEP, BREEDING
+-[.5) 4840 SWINE, BREEDING
= uoc [y Al | Cancel
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Section 12: Utilities: Re-index

Section 12: Utilities

Re-index

The re-index option should only be used if you encounter a database error or are directed by Support to correct the error.

1) Click on Utilities: Re-index
LIkilities hﬂelp

|*&} Re-index. ..,

&b fnalvze | Recalculate Farm Takals, .

3 Recalculate Customer Balances. .,

2) The Re-index Wizard will open, click Next to start the index process.

Re-Index Farm Database

Welcome to the "Re-Index Wizard™.

This wizard will step you through the process of re-indexing
vour existing farm databases.

Al databaze files far the selected farm ar farms will be
re-indexed.

Press next to continue of cancel to exit.

Cancel |
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Section 12: Utilities: Re-index

3) Choose a farm to index by clicking in the check box, then click Next.

Re-Index Farm Database

Specify Farm Database to Re-Index

Select Farm Database to Re-Index:

SR 2| Farm Databases
X FarmBooks Demo Farm

1 farm database(s)

Cancel |

4) Click OK and then close the re-index wizard window by clicking Done.

Re-Index Farm Database

Re-indexing... ISTITEMS ADT |
Re-indexing... ITAXCODES ADT
Re-indexing... MEMORIZED ADT

Information

1 aof 1 Farm databases successfully re-indexed

Process Complete

1 of 1 farm databsses successfully re-indexed
Encled at 01M82010 17, 25.35
Re-index process is complete!
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Section 12: Utilities: Analyze/Recalculate Farm Totals

Analyze/Recalculate Farm Totals

If a database error occurs when recording a transaction, the farm totals file might need to be regenerated from the transaction
file. To determine if the totals file needs to be recalculated, run the analyze option.

1) Click on Utilities: Analyze/Recalculate Farm Tools.

|kilities i Help

£ Re-index...

‘Z'-L Analyze | Recalculate Farm Tokals, ..

> Recalculate Customer Balances. .

2) The Recalculate Farm Totals Wizard will open. Click Next to continue.

Recalculate Farm Totals

Welcome to the "Recalculate Farm Totals Wizard™.

Thiz wizard will step you through the process of
recalculating the farm's total file.

Thiz process will delete all tatals for a specified farm
fizcal year and rebuild them from the transaction file.

HOUWLL MOT BE PREMITTED TO COMTIMUE
WATHOUT & CURREMT BACKLUP.

Press next to continue or cancel to exit.

Cancel Mext =

3) Select your farm database and click Next.

Recalculate Farm Totals

cify Farm's Fiscal Year to Recalculate

Select Fiscal Year for Farm:

=\ FarmBooks Demo Farm
IORC=mo Farm 2009 1

Cancel Mext -=
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Section 12: Utilities: Analyze/Recalculate Farm Totals

4) When the next screen loads, click the Analyze button.

Recalculate Farm Totals

Adjust Beginning Bank Balance for Farm's Fiscal Year

Farm Info

Farm Mumber: [FOS00100KS

Farm Matme: |FarmElu:u:uks Dema Farm

Start Fizcal Weat: 1/1/2009

Adjust Beginning Bank Balance

Code |Bank Mame Beginning Balance "
0021 |FaRM CHECKING ACCT.

0022 |FARM SAVINGS ACCT. F12,425.00
0023 |FARMERS BAMK 3 $300.00
0024 |FARMERS BAMK 4 $400.00
0025 |FARMERS BARK 5 $:200.00

Cancel =- Back | Analyze | Recalculate

5) The results of the analysis will appear. If there are no errors found, you can close out of the wizard and continue working in
FarmBooks. If the results of the analysis show the totals file must be recalculated, then continue to follow these steps to
run the recalculate option.

6) Do a full Backup of the FarmBooks farm files before running the recalculate option.

7) Start the Recalculate Farm Totals wizard, and then click Next to select a farm and fiscal year. Click Next to see the bank
account balances and then click the Recalculate button.

Recalculate Farm Totals

Adjust Beginning Bank Balance for Farm's Fiscal Year

Farm Info
Farm Mumber; | 705001 00K

Farm Marme: |FarmEIu:u:uks Dema Farm
Start Fizcal Year: 14142003

Adjust Beginning Bank Balance

Code |Bank Mame Beginning Balance i
M| 0021 |FARM CHECKING ACCT.
0022 |FARM SAWIMNGS ACCT. 1242500
0023 [FARMERS BAMK 3 F300.00
0024 [FARMERS BAMK 4 F400.00
0025 [FARMERS BARMK 5 F500.00
»

Cancel =- Back Analyze | Recalculate |
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Section 12: Utilities: Analyze/Recalculate Farm Totals

8) Click OK and then Done to close the process log.

Recalculate Farm Totals

Tranzaction File Transfer Amaounts 0.00

>

Information )
& Process Complete
/ Y
/ 0 transaction(s) tagaed For manual review

TToH o oL T D s LT A T 1 =1 e ey

Total file (Farmtot) DOES MOT need to be recalculated for 705001 00KS

FarmBooks Demao Farm
Analyzing Farm: 705001 00K FarmBooks Demo Farm - COMPLETED

S [ |

[MPLETED

EDr

(=
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Section 13: Accounting Register

Register

Section 13: Accounting Register: Register

This window displays a list of checks and deposit entries in date order. The format of the list is similar to a paper check register.

o Checks are green

o Deposits are blue

o Paychecks are burgundy

{71 FarmBooks - FarmBooks Demo Farm, (Demo Farm 2009 1/1/2009 - 12431/2009)

File Edit Repork Inwentory  Balances  Setup  Planning  Enterprise  Utlities  Help
Cover Register |Detail Register ] Checks ] Paychecks ] Deposits ] Invoices
Exit Delete Fird... Transfer... Feconcile... ey Clear
Bank Account and Fiscal Year
0021 FARM CHECKING ACCT. > | |1r1rzo009 -
Date |#J'C0de |Descriptiu:un Expenze |Clr |Inu:u:ume
=
| [ 11/30:2009 00240 |JOHNT. SMITH ($3,729.88) ¥
|| 04110 JOHM T. SMITH $3.72988 +
|| 94120  Social Security Tax $297 50 ¥
|| 94130  Medicare Tax $63.60| ¥
|| 84141 Retirernent §75.00 ¥
|| 94150  Health Insurance $200.00) ¥
|| 24180  State Income Tax §171.83 ¥
|| 94150  Federal Income Tax §456.04| ¥
| [11/30/2009 00241 |BANK AND TRUST {1620.00) =
|| 04120  S0C SEC TAX $e20.00 =
| | 11/30,/2009 00242 |BANK AND TRUST {$145.00) *
|| 04130  MEDICARE TAX $145.00 =
| | 11/30/2009 00243 |BANK AND TRUST {($1,000.00) =
|| 04190 FED. INCOME TAX §1,00000 %
| [12/10:2009 00062 |VALLEY PASTURE C0O. $400.00
|| 02590 | SPRAY PASTURELAMD $400.00
| [12/152009 00094 |BROKERAGE FIRM $25,500.00
|| 06010 HEDGE ACCOUNT §25 500 .00

To view the details of a check or deposit, double click on the entry in the register. The check, paycheck or deposit will open
under the proper tab. Click the Register tab to return to the register.
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Section 13: Accounting Register: Register
Buttons on the register tab are:
o Edit - Highlight a transaction in the register and then click the Edit button to edit it.

o Delete - Highlight a transaction in the register and then click the Delete button to delete it. The transaction cannot be
deleted if it has already been reconciled to a bank account.

o Find - Find the first transaction by date, description, or number.
o Transfer - Transfer an amount between two bank accounts.
o Reconcile - Reconcile to the monthly bank statement.

o View - Click this button to display the options of Show Detail and Show Filter Row.
WiEsny
v Show Detail
v Showa Filker Row

The Show Detail option:

o When the Show Detail option has a check mark, the check amount line and individual detail lines are shown in the

register.

10312009 00231 |JOHN T. SMITH {$3,729.48)
04110 |JOHM T. SMITH §3,720.88
84120  Social Security Tax 297 60
84130 Medicare Tax $a9.60
84141  Retirement §75.00
84150  Health Insurance $200.00
84180  State Income Tax §171.88
894190  |Federal Income Tax F456.04

10/31/2009 00232 |BANK AND TRUST {$620.00)
04120 | S0C SEC TAX 20,00

10/31/2009 00233 |BANK AND TRUST {$145.00)
04130 MEDICARE TAX 14500

10/31/2009 00234 |BANK AND TRUST {$1,000.00)
04190  FED. INCOME TAX $1.000.00

11132009 00080  |NURSERY FARM
ao1o - WAGES - W-2

11152009 00081 |RENTAL FIRM
oD120  |RENTAL INCOME

o When there is no check mark, only the check line shows in the register.

11730/2009 00240 |JOHN T. SMITH {$3,729.88)
11730/2009 00241 |BANK AND TRUST {$620.00)
11/30/2009 00242 |BANK AND TRUST {$145.00)
117302009 00243 |BANK AND TRUST {$1,000.00)

12/10/2009 00062 | WALLEY PASTURE CO.
12152009 00094 | BROKERAGE FIRM
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The Show Filter Row option:

o This can be checked or unchecked to display a filter row at the top of the grid. This row will allow you to restrict the
view to only specific data elements that match your entered criteria in this row.

Expenze |Clr |In|:|:|me
—

($3,729.88) ¥

o Clear - This button will display a drop down menu to allow the view sort order to be restored to the Classic View —
Header/Detail or to clear any grid filters that you may have applied.

o Export - This button will export data displayed in the grid to an MS-Excel ® formatted file.
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Detail Register

The Detail Register tab displays the same information as the Register tab but allows you to include multiple fiscal years and
multiple bank accounts in the same view.

You may also use the filter row to restrict the list to specific values or enter values on the left hand side.

FarmBooks o Farm (Demo Fanm 2021 01/01/21 - 12/31/21)
File Edit Report Inventory Balances Setup Planning Enterprise  Year-End  Utilities  Help
Cuver] Register Detail Register 1 Batch Emryl Checks] Paychecks} Deposits} Invoices
Filter. Options Edit Frint... Analyze..  Caorrections Export
Change View |
G e, | Expense i Price £ Unit |Gty Cd Total Weigh
Bank Account(s)... |
Description (Partial Gearch)
+ Partial - Starts YWith || 02714/21 00311 TRANS. INTOQ BUSINES:| 01/01/21 00271 0000;| *x $500.00 FL
 Corent- Armwhers | |NF INCOME 0211621 00321 SAYINGS 01/01/21 |00210000: % | $400.00 FL
| |NF INGOME 0215/21 00331 GIFTS 01/01/21 0021 0000. % $400.00 FL
” | |WF INCOME 02115/21 00341 HEALTH INS. REFUNDE| 01/01/21 (0021 0000: % $1685.00 FL
ATIG | |WF INCOME 02115/21 00351 INHERITANCE 01/01421 |0021 00000 % | §1,500.00 FL
. MNF INCOME 02715/21 00361 INCOME TAX REFUNDS|01/01/21 (002100007 X $750.00 FL
(ATIG Allows Partial Searchy —
| [MNFINCOME 02/15/21 00371 DISABILITY INCOME 01701421 |0021 0000 % $50.00 FL
Enterprise i | [MFINCOME 02/15/21 00381 S0C. SECURITY INCON| 01/01/21 0027 0000¢ * $950.00 FL
External Codes | [MF INCOME 02715/21 00391 NON-TAX CAP RECEIPT 01/01/21 (002700011 * | $1,060.00 FL
W | |SALE BARN 02r16/21 01281 DAIRY CALVES 01701421 |0021 0001 % | §5,780.00 Ms 17.00) $340.00 1) 8,500.00
| |SALE BARN 0318/21 01311 LAMBS 0101421 10021 0001:) % $5090.00 1=} .00 §110.00 1/ 1,080.00
External # | |SALE BARN 03M148/21 01421 FATHOGS 01/01421 |0021 0001: ¥ §186,000.0 420 M5 2,000,000 §33.00 1/450,000.0
Date Range | |SALE BARN 03M18/21 01421 MARKET HOGS 01/01421 |0021 0001: ¥ §43,700.00 420 M5 415.00 $105.301 1/83,3756.00
SALE BARN 04r15/21 01511 BLACK HORSE 01701421 |0021 0001, % $700.00 S 1.00| §700.00 1) 1,100.00
Fram: g : BROILER PLANT 04r15/21 0183 TURKEYS 01701421 |0021 0001 % $2,875.00 S 115.00  §25.00 1) 690.00
To 5| | [INSURANCE COMPANY 04r15/21 03111 CROP INS. PROCEDS |01/01/21 002700011 X $150.00 TBCMS
CONTRACTOR COMPANY 04715/21 03221 TRACTOR HIRE 01701421 |0021 00017 % | $2,000.00 Ms
QIO | |aTuD Farm 04£15/21 03311 STUD FEES 01401421 00210001 X | $500.00 M
|= h | § | |SALE BARN 0415/21 06111 BACKGROUNDING STE 01/01/21 10021 0001 % | §157,080.0 180 M5 280.00, §561.00 1/231,000.0
Check Number (Partial Search): | |SALE BARN 04/15/21 06131 DAIRY FEEDERS 01/01421 |0021 00021 % $680.00 120 M5 200 §340.00 1/1,000.00
| |SALE BARN 04/15/21 06311 LAMBS 01/01421 |0021 0002 % $105.00 s 1.00 §105.00 1 110,00
Check Memo (Content Search): | [TRUCKFARM 05/15/21 02711 SWEET CORN 01701421 |0021 0002 % §12,600.00 S 1,800.00 $7.00 2/54,000.00
| | [TRUCKFARM 05/15/21 02731 TOMATOES 01701421 |0021 0002 % §33,600.00 S 4,200.00 $8.00 2/126,000.0
| [TRUCKFARM 05015/21 02741 WATERMELON 01701421 |0021 0002, % $6,210.00 S 900.00 $6.90 2/27,000.00
| [TRUCKFARM 09716/21 02771 STRAVWBERRIES 01701421 |0021 0002 * §64,800.00 Ms 3,600,000 §$18.00 2/108,000.0
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Register - Reconcile

When you receive your bank statement and are ready to verify that all your checks and deposits have been properly entered,
you may begin the bank reconciliation process.

1) At the Register tab, click the Reconcile button or click Balances: Reconcile Bank.

tz1l FarmBooks - FarmBooks Demo Farm {Demo Farm 2009 1/1/2009 - 12/31/2009)

File Edt Report Inwentory Balances Setup  Planning  Enterprise  Utilities  Help

Cover Register | petail Register ] Checks ] Paychecks ] Deposits ] Invoices

Edit [elete Find... Tran=fer... Reconcile... Wiewy
Bank Account and Fiscal Year
0021 FABRM CHECKING ACCT. ~| |[1r1s2008 =
Date |#.l'Cu:ude |Descriptiu:un Expense

| [ 17152009 00001 |SALE BARN
01110 |BEEF FEEDERS

2) The Reconcile Bank Statement window will open. Fill out the required information and click OK.

=t Reconcile Bank Statement

1. Enter the following from your bank statement:

Opening Balance: ||

Closing Balance: | o.0o

2. Enter and categorize your interest and bank
sepvice charges, if any.

Fizcal Yeat: |1 #142003 ﬂ
Statemert Date: |01/1812010 ]
Interest Earned: | o000
terest aTGD ||
Service Charge: | n.oo
Charge aTIGD | [

0k | Cancel |

3) The next window will show a new Reconcile tab along with Register, Checks, Paychecks, Deposits, and Invoices.

(!l FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 1/1/2009 - 12/31/2009)

File Edit Report Inwentory Balances Setup  Planning  Enterprise  Utilities  Help

Cover ] Register | Detail Register ] Checks ] Paychecks | Deposits Reconcile llnunices]

P Ediit Delete Statement... Print... iy Cloze
Bank Account
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Section 13: Accounting Register: Register - Reconcile

The un-cleared checks are shown on the left side of the window and deposits are shown on the right side of the window.

FarmBooks - FarmBooks Demo. Fagm (Demo Farm 2021 01/01/21 - 12/31/21)

File Edit Report Inventory Balances Setup Planning Enterprise  Year-End  Utiliies  Help
Cover | Register | Detail Regisler} Batch Enlrﬂ Checlcs} Paychecksl Deposits Reconcile llnvuicesl
M ew Edit Delete Clear Al Mark All Staterent.. Frint... “Wiew Cloze
Bank Account
0021 FARM CHECKIHG RCCT. @ Statement Balance $167,093.11
Checks Deposits
Cleare |Date Cleare‘na(e |Deposi‘ !‘Amnum Vendor |
3 o 02 l W 110921 01000 500.00 COTTOH COOP
L o1721i21 00139 -560.85 | JOHN C. CUSTOMER | Ao 0001 250.00 | COTTON COOP
Ll 0221721 oo 39 -2,477.03 TOM F. THOMPSOM || 1215721 00094 25,500.00 | BROKERAGE FIRM
0321721 0039 -1,897 43 TOM F . THOMPSOM 12M5/21 00095 25,000 .00 | BROKERAGE FIRM
: 0417121 ACCLR -1,000.00 BAMK AND TRUST : 1215721 00097 50.00 |ELEVATOR
L 05721721 00139 -2,056.03 JOHN . CUSTOMER | 121521 ooosa 1,200.00|ELEVATOR
Ll 0621121 oo 39 -1,575.43 JOHN . CUSTOMER || 1215721 00o9g 3,000.00 MACHINERY DEALER
0721721 PRINT -2,056 .03 | JOHN C. CUSTOMER 12M5/21 o100 2,000 00 | MACHINERY DEALER
: a7z 121 PRINT -2,477 .03 TOM F . THOMPSOM : 1215721 oo101 12500 | BUILDING COMPANY
L 072121 PRINT -495.70 | JOHN C. CUSTOMER | 121521 oo102 50,000.00 | BANK AMD TRUST
Ll 0721721 PRINT -3,569.99 JOE. F. CUSTOMER 12124721 o101 1.00 | BANK AMND TRUST
L 080621 0039 -10,000 00 COTTON COOP -
L 0973021 00139 -282.30 DEPT. OF REVEMNUE
|| ¥ 10821 02019 -3,818.50 JOHH T. SMITH
|| & [1ee o207 -4.99 BROILER PLANT
L v 1109521 02018 -5.55 COTTOH COOP
L 1202721 02003 -492 69 JOHN C. CUSTOMER
|| 12020021 PRINT -13,500.00 BROKERAGE FIRM
Ll 12020021 00251 -14,000 00 BROKERAGE FIRM
L 12020021 PRINT -3,500.00 ELEVATOR
L 12120021 00246 -75.00/ELEVATOR
|| 12020021 00247 -1,500.00 ELEVATOR
Ll 12020021 00248 -50,000 00 BAMK AND TRUST
L 12020021 00249 -14,325 00 BAMK AND TRUST
L 12120021 o02s0 -1,000.00 BANK AMND TRUST
|| 12126021 00252 -4,540.00 BANK AMD TRUST
Ll 12026021 00253 -5,000.00 BAMK AND TRUST
12031121 00260 -320.00 DEPT. OF REVEMNUE
3 Checks Cleared -$3,829.04 1 Deposits Cleared $500.00
25 Checks Uncleared -$136,750.61 10 Deposits Uncleared $407,126.00
’w ’W Opening Balance
Irterest Earnec .
Service Charge $0.00 Gl RS
Amount Remaining includes Interest and Service Charge Amount Remaining
v4.0.7.2 acrist Copyright @ 2000-2022 Sanders Software Consulting, Inc, All Rights Reserved.

At the bottom of the window are the Opening Balance and Closing Balance amounts you entered in the previous screen.

* The Amount Remaining is the amount of un-cleared checks and deposits. The statement is reconciled when the amount
remaining is zero.

* Clear the checks and deposits by clicking in the Clr column and making a check mark beside transactions that have cleared
the bank.

* As you clear the transactions, the total of Checks and Deposits is calculated beneath the columns so you can verify these
totals against the totals on bank statement.
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Section 13: Accounting Register: Register — Reconcile

Menu choices for the Reconcile tab are:

ey Record Undo Delete Recall Last  hMemoarize Print... Previous Mext

New - You can enter a new check, pay check or deposit from this menu choice in the event you find a transaction that
was not entered.

Edit - Edit a transaction if it is not correct. Place the cursor on the transaction to select it, and then click Edit.
Delete - Delete a transaction. Place the cursor on the transaction to select it, and then click Delete.

Mark All = Use this option to mark all transactions for either checks or deposits.

Clear All = Use this option to clear the check mark from all transactions for either checks or deposits.

Statement - Opens the Reconcile Bank Statement window to make changes to the information you previously entered
in this window. The information entered in this window is shown at the bottom of the Reconcile tab.

View - When a menu selection is selected, it will have a check mark beside it. If you select Sort by Date, the
transactions will be sorted by date. If Sort by Number is selected, transactions will be sorted by check/deposit number.
Select Show the Check Payee to see the Payee column in the checks column and select Show Deposit Vendor to see the
Vendor column in the deposit window.

Finish - Choose this option to finalize the reconciliation. When the reconciliation is final, checks and deposits that have
been cleared will not appear in the reconciliation window again. This button will not be available until the amount

remaining in the lower right hand corner is zero. In other words, the close button will become the finish button.

Close - Will close the Reconcile tab but not finalize the reconciliation.
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Section 14: Checks: General Instructions

Section 14: Checks

Checks - General Instructions

1)

2)

Click on the Checks tab

ttl FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 1/1/2009 - 12/31/2009)

File Edit Repart Inwventory Balances Setup Planning  Enterprise Utklities  Help

Coverlﬂﬂgis‘ter Detail Register Checks lPaychecks Deposits | Reconcile Ilwoices]

[y Delete Memarize Prirt...

Select a Bank Account and Fiscal Year if necessary, or accept the defaults. The selected bank account balance will display
on the top line with Bank Account and Fiscal Year.

t&tl FarmBooks - FarmBooks Demo Farm, (Demo Farm, 2009 1/1/2009 - 12/31/2009)

File Edit Report Inwentory Balances Setup  Planning  Enterprise  Utilities  Help

Cover I Register ] Detail Register Checks lPaychecks ] Deposi‘ts] Reconcile | Invoices ]

Mewy Prirt... Previous Mext

Bank Account and Fiscal Year

|nnz1 FARM CHECKEING ACCT. ﬂ |111.Jznns j Balance $50,628.00
CheCk [ Cleared MMs2010 15

Pay to the ; [ Print
Ondar of | =l vr;id s000 G|
Zoero and 007100 Dinllars
|
| [

| Amount Remaining $0.00

Iema

o Check Number - If FarmBooks is printing the check, the check number field will display “PRINT” and the check number
will be added when the check is printed. When entering checks manually, “NEXT” will display in the check number
field and when you start entering the check number, NEXT will be overwritten. If NEXT is left in the number, it will be
replaced by the next check number in the Bank Account record when the transaction is saved. To determine the next
check number that will be used by NEXT see Balances: Bank: Next Sequence Number.

o Check Date - Enter the check date or choose a date from the calendar. Once a date has been entered, it will be the
default for additional checks until it is changed.

o Check Amount - The check amount can be entered or calculated using the calculator button at the right of the check
amount field.

o Pay to the Order of - Type the name of the Payee or select a vendor from the drop down list. Frequently used vendors
can be defined in the Setup - External Codes, Vendor window. If you want to use a vendor on a check, but have not
previously entered the vendor information, you do not have to close the check to enter the new vendor. From the
main menu, click Setup - External Codes - Vendors. The vendor entry window will open on top of the check window so
you can enter the new vendor information. After you close the External Codes window, the new vendor will appear in
the check’s drop-down list and can be used on the check.

o Memo button - Opens a window so you can add additional information.
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o Detail Lines - Detail lines categorize expenses. Enter as many detail lines as necessary to properly record the expense.
As each detail line is entered, the Amount Remaining is reduced by the amount of the detail lines. When the Amount
Remaining is zero, the total of all detail lines is equal to the check amount.
ATIGD|Ent |Ext |Description Amount  [QtyCd  |Units  |Wi/Unit  |Totad Wi |Price/Unit |Price Amount
» 931 | FED UMEMPL (FLITA) 100 B3 0.00 0.00 0.00 0.00

There are two ways to enter the detail lines.

1. If you choose the preference for Check Book Entry (see File menu - Preferences - Options Tab) as Novice, then you
will get the large detailed input screen.

@ Check Detail [
Expense / Income ATIG-ATIGD ATIG Assignment - Farm Expenses 100% Deductible
9 Byzme £ Income ATIGD: 0417 WORK COMPIUNEMPLOYMENT
mh Find Clear Enterprise
@ Livestock Purchases - External # | |981 FED UNEMPL (FUTA)Y
=-{3 Farm Expenses 100% Deductible
&2 041 LABOR HIRED pssign | | pescription: FED UNEMPL (FUTA)
=8 0411 WAGES
B 0412 SOCIAL SECURITY TAX Amount: 100 68 @
-[E 0413 MEDICARE TAX
0414 RETIREMENT/OTHER
0415 HEALTH INSURANCE = Unit Entry
[ 0416 LIFE INSURANCE T - Remaining
=IB 0417 WORK COMP/UNEMPLOYMENT LR
[ 0418 STATE INCOME TAX Units: 0.00 & $0.00
0419 FEDERAL INCOME TAX
@[ 042 REPAIR-TOOL-SUPPLIES Wi/ Unit 0.00@
[]- 043 INTEREST PAID
w-1[2 044 FEED PURCHASED Total Wt 0.00
@-[[2 045 SEEDS-CROP INSURANCE
- 046 FERTILIZER-LIME Price / Unit 50.00@ Update
[]- 047 MACHINE HIRE-LEASE
-2 048 FEES-PUBLICATIONS-TRAVEL TR 50.00 @ Cancel
@-[[2) 049 VET-MEDICINE-DRUGS
[ 050 DAIRY EXPENSE i

2. Otherwise you can simply enter the information in the grid detail line without opening the window.
ATIGD|Ent |Ext |Description |amount  |QtyCd  |Umits  [WisUnit  |Total Wt |Price /Unit |Price Amount]
4 831 | FED UMEMPL (FUTA) 100 63 0.00 0.00 0.00 .00

o Code Listing - place the cursor in the ATIG/D code field and press Ctl-J or Ctrl-Enter to open the ATIG code
selection window. Choose an ATIG/D code and click Apply to add the code to the detail line.

o Press Ctl-J or Ctrl-Enter when the cursor is in the following fields to get a list of appropriate codes:
o External code (Ext)
o Enterprise code (Ent)
o Quantity code (Qty Cd)

Income detail lines can be entered on a check if necessary. An income detail line will be shown in red instead of black
and the income amount will be added to the amount remaining total. The same color scheme and logic will be used if
an expense type ATIG/D is used on a deposit transaction.

You can also choose the starting field for each check in the Preferences setup (choose File: Preferences - Options Tab, Starting
Field). Starting field choices are:

¢ Payee/Vendor

e Date

e Number

e Bank Account
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Checks - Menu Selections

ey Record Lndo Delete Recall Last  Memorize Print... Previous Mext

New - Has the following two menu selections:
o Check (Ctrl-E) - Adds a new check
o Check Detail Line (Ctrl-Ins) - Adds a new check detail line

Another way to perform these two actions is to right mouse click anywhere in the check window and select New Check or
New Check Detail from the context menu.

Record - Saves the current check values or changes. Ctl-A or Alt-C will also record a check.

Undo - When editing a check that has been saved, if you wish to discard the changes you made, click the undo button. The
check will revert to the previous values. Alt-U will also undo the changes.

Delete - Has the following two menu selections:
o Check - Deletes the entire check.
o Check Detail Line (Ctrl+Del) - Deletes the currently selected check detail line.
An alternate way to perform this is to right mouse click in the check window and select:
Delete Check & All Details or
Delete Detail Line from the context menu.

Print - Opens the window to print checks. See the check printing section for help on this option

Recall Last - If you are creating a new check/deposit, you may recall the detail lines from the last check/deposit for the entered
payee/vendor.

Memorize - Use this option to capture all the detail lines entered for the check or deposit. The next time you write a check or
deposit for this vendor all the detail lines will automatically be added to the check or deposit. This detail list may be maintained
from the Setup menu: External Codes: Vendors. Press the ATIGD List button to edit the transition detail lines. The list can be
activated or deactivated to allow you to control if the list is included or not included when you write a new check or deposit.

Previous - moves to the previous check in the register.

Next - moves to the next check in the register.
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Paychecks - General Instructions

1) Click on the Paychecks tab
txt] FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 1/1/2009 - 12/31/2009)

File Edit Repart Inwventory Balances Setup  Plamning Enterprise  Ukliies  Help

Cover ] Register | Detail Register ] Checks FPaychecks l[leposits Invoices

[y Delete Prirt... Prervious et

2) Select a Bank Account and Fiscal Year if necessary, or accept the defaults. The selected bank account balance will display
on the top line with Bank Account and Fiscal Year.

t#tl FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 1/1/2009 - 12/31/2009)

File Edit Report Inwentory Balances Setup  PBlanning  Enterprise  Ukilities  Help

Cover ] Register ] Detail Register ] Checks Paychecks l[leposits ] Ilwoices]

= Delete Prirt... Previous Mext
Bank Account and Fiscal Year
|unz1 FRAEM CHECKING ACCT. j |1f 1f2009 j Balance $50,628.00
PayChECk Mumber [ Cleared lm
Pay to the [ Print
Orderof  |JOHN T.SMITH =~ v | 3372088 (@]
Three Thouszand Seven Hundred Twenty Nine and $8f100***=srsrxs Diollars
RURAL ROUTE #1
| Withheldings (b1,270.12
MANHATTAN ks  |6E547- ]
Company Paid $0.00
Memo |
ATIGD |Ent |Em‘, |Descriptil:un |H|:|u:fs Gross Pay |Amount |Extra Withhuldi.ngl
0411 000 JOHM T. SWITH $5,000.00 372988
B 9412 000 Social Security Tax 297 60O
B 9413 oo Medicare Tax G960
B 94141 000 Retirement 75.00
B 9413 0a0 Health Insurance 200.00
B 9415 oao  State Income Tax 171.55
T 9419 0o Federal Income Tax 354 38 71 .66

o Check Number - If the program will print the check, the check number will be “PRINT” and the check number will be
added when the check is printed. For hand written checks, clear the Print check box, and then manually enter the
check number or enter NEXT in the Check Number and the program will insert the next check number in sequence.

o Check Date - Enter the check date or choose a date from the drop down calendar. Once a date has been entered it will
be used for additional checks until you change it again.

o Check Amount - The check amount can be entered or calculated using the calculator button at the right of the check
amount field.
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o Payto the Order of - Select an employee from the drop down list. Employee information must be entered in the Setup:
External Codes: Employee window. To use an employee on a paycheck that has not previously entered, use the

following steps:

o From the main menu at the top of the screen, click Setup: External Codes: Employees.

o The entry window will open on top of the paycheck window and you can set up the new employee. Be sure to
fill out the Federal and State Allowances along with Filing Status, Type, and Pay Period. Then enter the
earning and deduction information from the Earning and Deduction Info tab.

o After you close the External Codes window, the new employee will appear in the paycheck drop-down list and
can be used on the paycheck.

o Memo button - opens a window so you can add additional information about this transaction.

o Detail Lines - When you set up an employee in the External codes section (see Setup: External Codes: Employee) the
program will use the information entered there to calculate the paycheck. The program will enter the detail lines when
you close the payroll detail window.

ATIGD |Ent |E:-:t |Descriptiu:un Hours |G-r|:|ss Pary |&mu:uunt Extra Witlﬂmldjng|
0411 000 [ JOHM T, SMITH $5,000.00 372985

B 9412 o0 |zocial Security Tax 287 60

B 9413 oo Medicare Tax £9.60

ERE 000 |Retirement 75.00

B 94135 Qo0 Health Insurance 200.00

B 9415 no0  State Income Tax 171 .85

E 9419 Qo0 Federal Income Tax 354 .35 71 .66
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Paychecks - Menu Selections
[ Record Undo Delete Print... Previous et

New - Has the following two menu selections:

e  Paycheck (Ctrl-E) - Adds a new paycheck.

e Paycheck Detail Line (Ctrl-Ins) - Adds a new paycheck detail line (Press the Ctrl and Insert key at the same time to
perform this action). If you change the gross amount of the paycheck, the taxes will be automatically re-
calculated.

Click Add to place these calculations onto the check detail.

e Another way to perform these two actions is with a mouse right click anywhere in the paycheck window and
selecting New Paycheck or New Paycheck Detail from the context menu.

Record - Saves the current paycheck values or changes. Ctl-A or Alt-C
Undo - If you are editing a paycheck and discover you have made a mistake, click Undo and the original values will return. This

option is only available if the paycheck has been recorded.

Delete - Has the following two menu selections:
e Paycheck - Deletes the entire paycheck.
e Paycheck Detail Line Ctrl-Del - Deletes the currently selected paycheck detail line

Another way to perform these two actions is with a mouse right click anywhere in the check window and selecting
Delete Paycheck & All Details or Delete Detail Line from the context menu.

Print - Opens the window to print paychecks. See the check/Paycheck printing section for help on this option
Previous - moves to the previous paycheck in the register by date.

Next - moves to the next paycheck in the register by date.
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Section 15: Deposits
Deposits - General Instructions

1) Click on the Deposits tab

i1l FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 1/1/2009 - 12/31/2009)

File Edit Report  Inventory Balances Setup  Planning Enterprise  Uklities  Help

Cover ] Register ] Detail Register ] Checks ] Paychecks Deposits lllwuices ]

[y Delete hemarize Previous

2) Select a Bank Account and Fiscal Year if necessary, or accept the defaults. The selected bank account balance will display
on the top line with Bank Account and Fiscal Year.

(| FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 1/1/2009 - 12/31/2009)

File Edit Repart Inwentory Balances Setup  Blanning  Enberprise  Uklities  Help

Cover l Register | Detail Register l Checks l Paychecks Deposits lllwuices l

ey Delete Metnorize Previous et
Bank Account and Fiscal Year
|nnz1 FARM CHECKING ACCT. j |11112009 j Balance $50.628.00
DG‘,DOS.-‘T Nusmber |TIIF [ Cleared f2nsizo0e T
. [ oid
Received g anK AND TRUST - | $50,000.00
From
Amount Remaining $0.00
hetno |

ATIGD |Ent  [Ext |Deseription | smount oty cd Units |t/ Unit

b 0591 MOM IRRIG. CROPLAMD 50,000.00 0.o0

O Number - Manually enter a number to identify this deposit or enter NEXT to use the next sequence number. See
Balances — Bank, Next Sequence Number.

O Date - Enter the deposit date or choose a date from the drop down calendar. Once a date has been entered it will be
used for additional deposits until you change it again.

O Deposit Amount - The deposit amount can be entered or calculated using the calculator button at the right of the
deposit amount field.

O Received From - Type a name or select a name from the drop down list. Frequently used names can be defined in the
Setup - External Codes, Vendor window.

O Memo button - Opens a window so you can add additional information about this transaction if you wish.
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Detail Lines - Detail lines categorize income. Enter as many detail lines as are necessary to properly record the income.

As each detail line is entered, the Amount Remaining is reduced by the amount of the detail lines. When the Amount
Remaining is zero, the total of all detail lines is equal to the deposit amount. Unit information is required for crop and
livestock income detail lines.

ATIGD [Ent  [Ed [Deseription | smount |otycd  [Units | Wt £ Unit |Tota Wt [PrcesUnit  |Price Amount |
0591 MOM IRRIG. CROPLAMND S0,000.00 0.oo0 0.00 0.o0 .00

w

Expense detail lines can be entered on a deposit if necessary. An expense detail line will be shown in red instead of
black and the expense amount will be added to the amount remaining total.
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Deposits - Menu Selections

[y Record Unda Delete hemarize Previous Mext
New - Has the following two menu selections:
o Deposit (Ctrl-E) — Adds a new deposit.
o Deposit Detail Line (Ctrl+Ins) — Adds a new deposit detail line

Another way to perform these two actions is with a right mouse click anywhere in the deposit window and selection of
New Deposit or New Deposit Detail from the context menu.

Record - Saves the current deposit values or changes.

Undo - If you are editing a deposit and discover you have made a mistake, click Undo and the original values will return. This
option is only available if the deposit has been recorded.

Delete - Has the following two menu selections:
o Deposit - Deletes the entire deposit.
o Deposit Detail Line (Ctrl+Del) — Deletes the currently selected deposit detail line

Another way to perform these two actions is with a mouse right click anywhere in the check window and selecting
Delete Deposit & All Details or Delete Detail Line from the context menu.

Recall Last - If you are creating a new check/deposit, you may recall the detail lines from the last check/deposit for the entered
payee/vendor.

Memorize - Use this option to capture all the detail lines entered for the check or deposit. The next time you write a check or
deposit for this vendor all the detail lines will automatically be added to the check or deposit. This detail list may be maintained
from the Setup menu — External Codes — Vendors and the press the Edit button to show all the detail fields for the vendor.
Press the ATIGD List button to edit the transition detail lines. The list can be activated or deactivated to allow you to control if
the list is included or not included when you write a new check or deposit.

Previous - Moves to the previous deposit in the register by date.

Next - Moves to the next deposit in the register by date.
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Section 16: Invoices

Generate Invoices

FarmBooks allows you to easily generate estimates and billings, post payments and deposits, generate statements, track sales
tax collections if your business is taxable, and monitor customer balances. Various invoice forms and statements can easily be
emailed to your customer. A first look at the invoice preferences setup, it seems like there is a lot of setup required. Only a few
decisions (less than two minutes of setup) need to be specified on the invoice options tab and you are ready to begin creating

invoices.
1) Click on the Setup: Invoice Preferences.
m Flanming  Enterprise
(8 Bank Accounts...
E] ATI- ATIGID Codes...

Payroll Defaulks., .,
ES External Codes...

Enterprise Codes, ..

| Invoice Preferences. .,

2) The Invoice Preferences screen will open. Select Invoice Options on the left.

nvoice Preferences...

Close

Farms 2] Invoice Options | Forms || 24 E-mail Forms Paymert Terms | 90 Sales Tax tems | B2 Sales ~ *
. rRemitter Mailing Information
j' E-mail Forms
Company Name; [FARMBOOKS DEMO FARM

@ Payment Terms

0/'0 Sales Tax ftems

Address Linet: RURAL ROUTE

Address Linez: P. 0. BOX 324

E Sales Tax Groups
City: |LAWRENCE State: ME Postal Code: [B6044-0324
% Customers
e Phone Office; 7854243254 Faw: 7854243255 Mokile: 7854243256
'5 Product and Service tems
oo Hrvoice Entry Defaults
¥ Collect Sales Tax Meww Farm Default: Invaices w
Default Sales Tax: [JOHNSON COUNTY w
Income ATIGD: B

| Track Incotme per Line tem
rDefault View Settings:

v Apply Finance Charge to Statements
Transaction Date: All Dates w
7.50000%

= Annual Interest Rate %:

Based on Date: Form Date w
Minimum Finance Charge:
v Prompt on Mew tem Otherwize Don't 2dd i Customer List w»
Sterting NumberES‘t e 100002 Customer Yiew: Customers with Bal: -
irmiate #
\vaice # 200004 Transaction Yiew: Invoices
Credit Memo # 300002 Status Yiew: Al Statuses w

e  Enter your business remitter mailing information

e Indicate if you collect sales taxes

e Indicate if you apply finance charges to statements

e Indicate how you want income to be tracked (detail deposit for each line item or as one lump sum deposit)
e  Provide a default income ATIGD
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Customers and Product and Service Items can be created and built up as you create invoices.

i1l Invoice Preferences. ..

Al | Edit |ge|ete|

Customers

éﬁ E-tnail Forms B FPavimert Terms

09 Sales Tax tems

B Sales Tax Groups * Customers | [ 4 *

E Sales Tax Groups WALLEY PASTURE COn.

=5 °| E-mail Forms
ﬁ Paymert Terms Active [Company Mame Address
0 COTTOMASCD LAND COMPARY RURAL
Zales Tax
/o Sales Tax tems VALLEY LAND CO. SMOKY
WALLE

Product and Service ltems

O Sales Tax tems

E Sales Tax Groups

* Customers [I]E Product and Service kems

ﬁ Payment Terms Active (ftem Itetn Long Description Unit Price ATIGD
APPLICATION OF HERBICIDE APPLICATION OF HERBICIDE O $39.50 02550
BALE HAY BALE ALFALFA HAY FOR CON $2:0.55 02540
COMBIMNE WHEAT COMBINE WHEAT FOR LAND O $32.55 047350
INSECTICIDE APPLICATION APPLY IMSECTICIDE TO CROPS $9.895/025580
MITROGEMN FERTILIZER MITROGEM FERTILIZER APPLIEC $350.00 04610
SPRAY PASTURELAMND SPRAY PASTURELAMD FOR Wy §5.50|02550

You can later go back to setup to further customize the invoice settings. Invoice Preferences ships with template data
which you can modify as desired. For instance, you can decide what invoice columns and column names best reflect

your business activity.
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Section 16: Invoices: Invoice Preferences

Invoice Preferences

Invoice Options — Here you can set business remitter mailing information. You may also choose to: collect sales tax,
track income per line item (detail deposit or lump sum deposit), apply a finance charge to statements, and set to
prompt on new item. You can also set starting numbers, default form and income ATIGD used for customer entry, and
customize your default view settings for the invoice tab used during application startup.

Forms - Customize column name or hide unwanted columns, include your business logo, or include footer and image
text messages per form type (estimate, invoice, credit memo, finance charge, and statement), archive printed forms if
desired

Email Forms - Customize email message and decide whether you want to archive document per email form type
Payment Terms - Set due date days and any discount given within x days
Sales Tax Items - Setup tax rate, description, payment vendor, and ATIGD expense code for a single tax authority

Sales Tax Groups - Use if you need to report and pay tax amounts to several tax authorities (state, city, local) otherwise
just use sales tax items if only one tax authority

Customers - Define bill-to/ship-to addresses, emails and contact information along with default payment terms,
taxable status, sales tax or tax exempt number, credit limit and opening balances, preferred delivery method (mail or
email) along with income ATIGD

Product and Service Items - Define Item/Short Description, Item Long Description (unlimited text), Taxable Indicator,
Unit Quantity Code, Unit Price (sale amount) and Weight per Unit, along with a default income ATIGD.
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Invoice Tab

From this tab, you can create estimates, invoices, credit memos, statements with finance charge invoices, and post payments
and deposits.

FarmBooks - FarmBooks Demo Farm [(Demo Farm 2009 1 009 - 12£31/2009)

File Edt Report Inwventory Balances Setup  Planming  Enterprise  Ukilities  Help

Cowver | Register | Detail Register] Checks ] Paychecks | Deposits Invoices ‘

ey Clear Fiter Eciit © Qelete' Histary

You can preview, print, email, or batch print/email forms. Forms can easily be copied by pulling an existing form back into the
editor and changing its form type. Also, you easily edit/delete forms or payments along with viewing the payment transaction
history.
il FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 1/1/2009 - 12/31/2009)

Eile Edit Report Inwentory Balances Setup  Flanning  Enterprise  Utilities  Help

Cover | Register | Detail Register | Checks | Paychecks | Deposits IlwoicEﬂ

Meww Clear Fitter Ecit v Delete Higtory Print... = Activities -
Transaction D ate: Customer I Find ‘Status Form Type Form Mo Form Date: Due Date Days Past  |Amourt Form Amaurnit Due Amourt Paict | Delive | & |
All Dates - =
\ALLEY PASTURE CO. Paid Payment 00152 1271002000 124072009 $400.00 $0.00 $400.00
m » |vaLLEY LanD cO Open Cresiit Memo | 300002 103002000 | 10/30/2009 ($375.55) ($375.55) Meil
Cust Transact M
ustomers ransactions COTTOMADGD LAND COMPANY Open Estimate 100002 1002000 | 10/30/2000 33,490.13 Meil
i Customers wih Baances = | |coTTommonn Lann compay Open Invaice 200004 10702000 | 10/30/2009 80 31510064 $,510.84 il
VALLEY PASTURE CO Open Inivaice 200003 10702000 103072009 80 63736 $237.36 $400.00 Mail
‘ oarev aun oo o renccn imnproeLimnoons L Fepeeys fynd
Customer [Batance | B
COTTOMAOOD LAND ¢ 3151064 Customer Form Type: Credit Memo v
WALLEY LAND CO $2,457.97 S
WALLEY PASTURE CO $237.36 Credit Memo
Credit Memo No.
VALLEY LAND €O 300002 103072009 -
SMOKY VALLEY RD
F. 0. B0 12998
<
COUNCIL GROVE ~ KS B6564-2321

Description Unit Price Amount

Enterprise External Code Gty Code Total Wt Unit Price

1 MTROGEN FERTILIZER MITROGER FERTILIZER APPLIED TO CROPLAMD. ($350.00) ($350.000 Tax
0451 MITROGER 3 2,000.00 2,000.00 (§350.000 ($350.00)
<
Message: - Sales Tax: MCREGIOMAL OFFICE 7.3000% (325.55)
Count: 3 4,205.97 Delivery %! Mail | status OPEN - Payments, Discaurts, Gredts & Write-Otfs: $0.00 Balance Credit
[F— ] 5755

e Navigation Bar with Customer / Transaction View Tabs

o Define date filters to customize data viewed in the top most grid list
o Customer List View with Customer List Filters
o Transaction Type View with Status Filters

e Receive Payments - Apply payments, discounts, credit memos/overpayments, and write-offs to open invoices
e Create statements and apply finance charges

e View Payment Transaction History

e  Preview, Print, Email, or Batch Print/Email Forms

e  Edit Forms, Deposits, and Customers
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Invoice Reports
1) Click on Report: Reports
2) The Reports window has the following invoice reports:
o A/R Aging (Customer Detail Aging and Aging Period Summary)
o Customer List
o Sales Tax Liability (Under Tax Values Report List)
iz1 Select Report... Current Fiscal Period: (2009 1/1/2009 - 12/31/2009)

Fizcal Year |1,.-'1 /2009 vl thions...l Brint |F'lexiew...|

[ﬁ Farm / Non-Farm Financial Statement:
E] Production Beports

: |3 Payroll Reports
=) Enterprise Reports

Sales Tax Liability

-5 Code Listings This repart summarizes the sales tax you've collected and currently owe ta your tax autharities. The report
. ghows wour botal tasable gales, non-tarable zales, and the amount of zales taw pou owe each taw authornity
EB Invoicing Reports in the colurnn called tax collected. |F you collect sales tax for more than one tax authority [city, county,

. Bl AR Aging state], each one has its own ling in the repart.

@ Customer Listing
=) Tax Values

E Tax Table Rates Tranzaction Date Range
E Tax Planning ¥Yalues
E]--E 1099 Vendors From: 14172003 e

Salez Tax Liabilit
ol Tax Lishity ]
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Section 17: Batch Entry Tab

General Overview

The batch entry tab gives users new ways to enter checks, paychecks, or deposits. As the name implies, it requires that the user
first create a batch before transactions can be entered. These transactions must be “posted” before they are recognized by the
accounting side to be displayed in the register and on reports. Users can use this feature to enter transactions from a bank,
credit card statement, or other software packages. Data may be entered manually or imported via a file created by your online
bank or credit card company. The import file must be formatted as a CSV (comma separated values) or TAB (tab delimited).

Batch Menu

Before opening a batch or importing transactions to automatically create the batch, the menu has the following options
available. The grayed out items are available once the batch is created and open.

Options | Rules Impart. .. | [ilE Record Urid Bl fjeszii= [UE(EtE Batch Activities

B Entry Preferences... =2 Create Import Data Map... New...
Ter ErE S Maintain Data Maps... g E}lpen...
Clear Grid Filter i Bank Transactions...  Ctrl+] ose
e Mark A Ctrl+M
& Post Ctrl+

Once the batch is open, the menu has the following options available for use. These functions may also be accessed by right
clicking in the grid to reveal the grid popup menu show below.

Options | Rules Import... | MNew Record Undo Duplicate Delete | Batch Activities

Grid Popup Menu
|ﬁ Mew

Duplicate F2
Delete
=4 Add Rule / Change Description... F3

Apply ALL Payee Maming Rules to Unapplied Data

iImpDrt Bank Transactions.. Ctrl+I ) Clear Al Corl+L

S8 Post Ctrl+P
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Rules Menu
The rules menu allows you to apply and reset rules to allow an ATIG/D list to be set for a vendor and then re-apply the rule

again. This would be useful if the vendor had no memorized ATIG/D before the import.

52| Add Rule / Change Description... F3
1l Apply ALL Payee Maming Rules to Unapplied Data

%5 Reset to Unapplied Data if ATIG/D Unassigned

% Payee Maming Rules...
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Batch Options: Entry Preferences

Entry Preferences allow the user to enable or disable features for batch entry, control grid sort order, and number column
defaults.

Click on Options: Entry Preferences
File Edit Report Inventory Balances S

Coverl Register] Detail Register Batch Entry ||

Options Rules Import...
|'# Entry Preferences...
F Clear Grid Serting | Bank Account:
Clear Grid Filter

The Batch Entry Preferences window will open. The options are defined below.

M Batch Entry Preferences ﬁ

—Option —Default Grid Sort Order—————————————
0 E « Entry Order
Show Grid Filter Fow Check / Deposit Mumber

| Show Footer Statistics Panel —Azsign CE/DP Mumber on Manual Entry—

Mone

v| Mark Tranzaction as Cleared Bank on Paost
+) |Jze Mumber Farmatted az Bnnnn

v| Reazzign CK/DP Number on Fiscal Year / Bank Change Use Bark Accourt's Nest Mumber

Apply | ‘ LCancel

Grid Search

This option should only be enabled or checked if you want to search a grid column for a particular value when the field is
selected and highlighted. Without this enabled, the in-place editor is activated immediately on a key press and any text entered
into the field will change the value.

Show / Hide the filter row
This option is a great alternative to using the grid search feature. It works the same as in the register and detail register filter
row.

Show / Hide the footer statistical panel
This will allow the user to customize the area at the bottom of the screen.

Mark Transaction as Cleared Bank on Post
Check this option if you want the batch transaction to be marked as cleared the bank when posted.

Reassign CK/DP Number on Fiscal Year/Bank Change

If this option is checked, the check or deposit number will be updated based on the type of number that is detected for the
transaction should you change the batch fiscal year or bank account. The sequence number is determined by the beginning
values for the bank account and fiscal year. The Bnnnn number will reset back to 0 for the new fiscal year.
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Grid sort order

The grid may be sorted by either Entry Order or Check/Deposit Number. In addition, the user may click any column heading to
sort the grid (once for ascending and twice for descending). To sort by multiple columns, hold the shift key down while clicking
on the column headings.

Assign CK / DP Number on Manual Entry

The user can determine how the default should be for the number column in the grid. If the user is entering data from a credit
card statement, set the option to “Use Number Formatted as Bnnnn” since the number being assigned is arbitrary and you don’t
care nor need duplicate check number validation. On the other hand, if you are entering values from your bank statement, then
you may want the system to use your next check number and want validation that a duplicate transaction has been entered. So
this option is driven by how you are using batch entry. The number is formatted with or without leading zeros depending on the
general application preference “Format Check Number with Leading Zeros”.
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Batch Options: Clear Grid Sorting

Click on Options: Clear Grid Sorting
File Edit Report Inventory Balances Setup |

Coverl Regisierl Detail Register Batch Entry |Chec:lcs

Options | Rules Import... |
B Entry Preferences...

i Clear Grid Sorting ™| BankAccount:

Clear Grid Filter

This will clear any sorting and return to the order specified in entry preferences.
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Batch Options: Clear Grid Filter

Click on Options: Clear Grid Filter
File Edit Report Inventory Balances Setup F

Cover | Register | Detail Register Batch Entry | Checks |

Options | Rules Import... |
B Entry Preferences...
& Clear Grid Serting EI Bank Account: I:
Clear Grid Filter

This will clear any filters applied to the grid.
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Import Data from the Bank, Credit Card Company, or Other Software Packages

In order to use the import feature, you first need to go to your online bank or credit card website and download your
transactions into a CSV (comma separated values) formatted file which is usually a part of the online register. At the time of the
download, you will be permitted to enter a date range before you download your data. It is recommended that you use a time
period that is reflected on your statement.

Create an Import Data Map

Once you have the data downloaded from your online bank or credit card company, you need to tell FarmBooks how the bank
arranged the data in the CSV file. You do this by creating a data map that describes the arrangement of the data. FarmBooks
provides a wizard that steps you though the process by analyzing the data in the CSV file. The wizard can be found by pressing
the “Import” button at the top of the batch entry tab and choosing “create import data map” from the drop down menu. The
wizard will automatically analyze the import data to determine what fields your bank or credit card company has provided. The
final step of the wizard is where you actually map the bank fields to FarmBooks fields. The data map is only created once and
can be associated to a bank account so that you can just simply import your data in the future.

1) Click on Import Button: Create Import Data Map
File Edit Report Inventory Balances Setup Planning Enterprise
E{:wer] Regiater] Detail Register Batch Entry lﬂhecks] Paychecks | Deposits |

Options Rules Import....
Batch Information 52| Create Import Data Map...
’7Fiscal‘r’ear: fer bR g e |
i Bank Transactions...  Ctrl+]

2) The Create Import Bank Data Map Wizard will load. Click Next to begin.
[ @ Create Import Bank Data Map lér

Welcome to the "Create Bank Import Data Map Wizard”™.

Important Note: The data map only needs to be created ONCE and then it may be used to
import ALL future files downloaded for the bank account or credit card.

This wizard will step you through the process of creating a bank import data map based on a current bank
transaction file.

BEFORE YOU BEGIN, download your current bank transactions via online banking into a CSV (comma
separated values) or TAB (Tab Separated values) file format. Then select the newly created file to define
the data map to be used to import your bank transactions. This import definition will be saved and can be
associated to your bank account for future transaction data imports.

Press next to continue or cancel to exit.

Cancel
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3)

4)

The Name Data Map and Select Import File screen will load.

Section 17: Batch Entry Tab: Create Import Data Map

F ~
@ Create Import Bank Data Map u

—Mame of Data Map
Data Map Name

|Farme|‘5 Bank |

Associate Map to Fiscal Year / Bank Account (Optional)

[111:2018 o 0028 FARMERS BANK 8 -
—General Options-
Auto Azsign Check / Deposit Number when L igned

Number will be Tnnnn where nnnn will start at

—CSV Delimited File (Bank Transactions) to Import:

File Name

C\Users\eeversole\DesktoplAccountHistory.cay |

—File Import Options- File After Import Actions————————

() Remember File Name Only () Delete Import File After Import

(+) Remember Folder Location and File Name

I ame >1ars w

") Don't Recall Previous Import Folder / File () Don't do Anything

EE

Name Data Map and Select Import File |

-]

e  Enter “Farmer’s Bank” as the Data Map Name. You may want to use the name of your bank so that it is easy to
remember. If you have multiple bank accounts with the same institution, then it is recommended to create a data map
for each one defined in FarmBooks. The import process keeps track of the last data range imported for the data map.

e We will select 0028 for the bank account.

e  Press the Browse button to locate the import file. Once selected, you may accept the default values for the other fields

and click Next to continue.

Press Next to accept the defaults for the Enter Delimiter Information page. This page is provided in case you need to

override the defaults detected from analyzing the data.

F ™
@ Create Import Bank Data Map - ﬂ

Enter Delimiter Information

Text Qualifier
Delimiter-
(s} Comma
) Semicolon
) Tab

() Other l:l Wiew Raw Data

Skip lII Rows to the First Row containing Field Names

Mote: Zero for Auto Detect Rows to Skip

=] (=]
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Section 17: Batch Entry Tab: Create Import Data Map

On the Setup Data Map page, we will need to tell FarmBooks how your bank or Credit Card Company arranged its data
fields. You can view your data in the yellow list at the top of the window. FarmBooks provides the fields listed in “Available
Fields” in the leftmost list. Your bank’s data is shown in the “Available Source Fields” in the rightmost list. The center list
“Mapped Source Fields” is where you describe how the fields from your bank on the right are mapped to FarmBooks
available fields on the left. You can drag fields from the right and drop them in the center or highlight fields on the right
and left and press the map button. Your bank may place amounts as either a debit and credit or a single value column.
FarmBooks requires that you have a date, check number, description, and an amount at a minimum. However, a credit
card data map will exclude the check # field as it does not have one so by checking “Import Data has no Check # Column” it
will not be required. In this case, the system will automatically assign a unique number for each transaction line. Also,
some financial institutions may embed the check # within the description field so you may need to check the field “Check #
Embedded in Payee / Desc or Mapped Check #” and specify that field for the check # field in the Mapped Source Fields list.

The sample below shows an example where the data map uses an embedded field to specify the check number.

r B
1 Create Import Bank Data Map ﬂ
Setup Data Map

—Data Table Wiew
Effective Diate | Posting Date Transaction Description | Tran Amount Other Amount | Interest Ameunt | Principal Amo... | Prir
07I31/2014 07i31/2014 DFT#1612 15017.99 0.00 0.00 15017.99 B35 &
07I31/2014 07131/2014 Bartlett grain cla#613236... |(6309.03) 0.00 0.00 (6309.03) 82
07312014 07i31/2014 Valley Ag ck #22660 : w... |(4040.82) 0.00 0.00 (4040.82)
07131/2014 07/31/2014 Yoder ck#2870 : seed tr... [(412.50) 0.00 0.00 (412.50) 831
07131/2014 07/31/2014 Woder ck#5628 ; seed tr... [(412.50) 0.00 0.00 (412.50) 831
AT 01 A AT N1 A | aclar ~l-¥18ATT - hut AT A0 NN N nin AT A0 =k | b

=]

ap |
Available Fields Mapped Source Fields Available Source Fields
Date Posting Date Effective Date
Payee / Description Transaction Description Posting Date
Check # Transaction Description Transaction Description
Debit Other Amount
Credit Interest Amount
Memao Principal Amount
Amount D/C Flag Principal Balance

‘ Clear Field | | Clear Al |

Amaount field may be a single field or two fields for debit and credit. Drag "available source fields" to "mapped source
fields" or use the buttons to create the data map.

Amount Debit / Credit Flag Phrases [] Import Data has no Check # Column
Phrases Type Check # Embedded in Payee / Desc or Mapped Check #
| v| | | | | | ’VPreT'ncPhrases: |# | | | | |—‘

=] (o]
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The sample data map below is an example where the amount is only a positive number but has a column specifying the
type of transaction using the Amount Debit/Credit Flag Phrase feature. In this case, debits are specified by the phrases
“Checks Paid” and “Debit”; everything else is assumed to be a Credit. However, you could specify phrases for credits

instead of debits as in this example if there are few phrases.

-

£ Create Import Bank Data Map

=

Setup Data Map

Amount DVC Flag Column3

| Clear Field | | Clear Al |

Amount field may be a single field or two fields for debit and credit. Drag "available source fields" to "mapped source
fields" or use the buttons to create the data map.

—[ata Table View
Column Columnz Column3 Column4 ColumnS Columng Column7
5086 2016-03-22T00:... |Checks Paid 1124 11.24 CHECK # 1124 IE
5086 2016-03-22T00:... |Checks Paid 1125 32N CHECK # 1125
5086 2016-03-22T00.... |Debit 427.00 AC-Hural Tel dba Ne-N..
5086 2016-03-18T00:... |Checks Paid 1111 500.00 CHECK # 1111
5086 2016-03-17T00:... |Checks Paid 1123 427 50 CHECK # 1123
[ = == 18 03 A TTAN- Nizhit 1490 A8 AC DISCOWED F DAY
Available Fields Mapped Source Fields Available Source Fields
Date Columnz Ceolumn
Payee ! Description Columny Columnz
Check # Columns
Amount Columng =5 <- Map > Column4
Debit Columns
Credit Columng
Memo Columny

Amount Debit / Credit Flag Phrazses

Phrases Type

Debit

v| |Checks. F‘aid| |Deh'rt | |

["] Import Data has no Check # Column

Prefi Phrazes: | |

]

’rlj Check # Embedded in Payee / Desc or Mapped Check #

Cancel

<- Back

Einizh

Press the Finish button to complete.
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Section 17: Batch Entry Tab: Import Bank Transactions

Import Bank Transactions

To actually import your data that you downloaded, you will need to use the Import Bank Transaction Data Wizard. The wizard
will guide you though the process of importing your financial institution’s data. You will not be required to do the create data
map again unless you are adding additional financial institutions.

1) Click on Import: Bank Transactions

File Edit Report Inventory Balances Setup Planning Enterprise
Eoverl Registerl Detail Register Batch Entry |{Zheck5| Pay{:hE{:kﬁl Depaosits

Options | Rules Import... | [HE =
Batch Information =4 Create Import Data Map...
’7Fiscal Year | v| Bany  Maintain Data Maps...
.i Bank Transactions...  Ctrl+]

2) The Create Import Bank Transaction Data Wizard will load. Click Next to begin.
r )
£ Import Bank Transactions M

Welcome to the "Import Bank Transaction Data Wizard".

This wizard will step you through the process of importing your bank
transactions.

BEFORE YOU BEGIM, download your current bank transactions via
online banking into a CSV (Comma Separated Values) or TAB ( Tab
Separated Values) file format.

Press next to continue or cancel to exit.

Cancel Mext —=
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3)

The Select Bank Transaction Import Options screen will load.

Import Bank Transactions

Section 17: Batch Entry Tab: Import Bank Transactions

Select Bank Transaction Import Options

—Batch Cption

) Create Mewr Batch July Statemert

Impart Data to Existing Batch

—=elect Bank Data Map

Bank Data Map

w Delete Map

ata Map Last Import Information

Min Diate: e Date: vwher:

—&ssociste Map to Fizcal Year f Bank Account
Fizcal Year Bank Accournt
10172004 - 0029 FARMERS BAMNK 9

—o=Y Delimited File (Bank Transactions) to Import

File Maime
E.'"Bank Stmtz'Bankactivity .cov

Browese. ..

Cancel

Finizh

Enter a meaningful batch name for the new batch. In our case, we will enter “July Statement”.

Select the bank data map name from the dropdown list. Notice that it fills in the defaults for the remaining fields. It
will also display the last minimum and maximum date detected in the last batch imported.

Press the Finish button to import your data.
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Section 17: Batch Entry Tab: Import Bank Transactions

6) The next screen will show the Process Log. The log will show various information about the import process and whether any
overlapping dates were detected with the last import. The log file is not saved for viewing in the future.

Import Bank Transactions

07/05/2012, CHECK, 7162, §645.25 »
07/05/2012, TRANSFERRED FROM LOAN ACCT, TOO23, $3,000.00
07/05/2012, CHECK, 74581, §1,118.42

07/05/2012, CHECK, 7052, $14.00

07/05/2012, EDWWARD JONES ACH DEBIT INVESTMENT, TOO24, $50.00
07/05/2012, A¥& EQUITABLE ACH DEBIT INS., TOO25, $32 52
07/03/2012, CHECK, 7153, $564.05

07M03/2012, CHECK, 74580, $470.00

07/02/2012, TRANSFERRED FROM LOARN ACCT, TOO2E, $2,000.00
07/02/2012, WI WIRELESS ARC ACH DEBIT ARC 7179, 7179, $235 65
07/02/2012, JOHN DOE, TOO27, §1,018.37

D7M02/2012, A¥A EQUITABLE ACH DEBIT INS., TOO28, $129.00

Batch Date Range is OF 0202012 to 075002012
Batch Totals

52 Checki=] Tataling : $125 025 28

14 Depozit(s) Totaling © $124 59676

Ended at 124 252012 15 36:00

77 of 77 Records Sucezsfully Processed

Process Completed —

7) Press the Done button to continue. The batch will be opened automatically or is refreshed if you are adding additional
transaction to an existing batch.
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Section 17: Batch Entry Tab: Payee Naming Rules

Payee Naming Rules

The last option under the Rules button is “Payee Naming Rules”. This allows you to maintain the list of rules that you have

created over time. Payee Naming Rules are only used when importing bank transactions.

The transaction description used by a debit or credit transaction can be ugly. You can create payee naming rules that will
translate this description into a payee name that you would prefer. Furthermore, you can assign a vendor code to the payee
naming rule that will remap the bank description to a vendor. If you use a vendor code with the payee naming rule, you can take
advantage of the existing vendor memorized ATIG/D list feature to have data automatically assigned an ATIG/D code or list of

codes during the import.

1) Click on Rules: Payee Naming Rules

File Edit Report Inventory Balances Setup Planning Enterprise
{Zoverl Regis‘ler] Detail Register Batch Entry ‘Checks] Paychecks | Deposits
Options Rules Import...

Batch Information-
Fiscal Year

% Payee Naming Rules...

2) This will display a list of the existing rules that are defined and can be maintained or deleted as desired for use by future

imports.
(ztl Payee Naming Rules
—Payee Naming Rules - [Yendor lookup based on Fiscal Year 01/01./2003}

Papee Dezcription Match Rule Match Caze [Wendor Name UgeVendor ATIGD List |Last

|
MECWARD JOMES Ay Part of Field 1ah
|| L & K. TRASH Ay Part of Field Traszh " 0947
| | SHELL Ainy Part of Field 03~
| |SUREWEST BANK Ay Part of Field UTILITY COMPANY v 034
| |TRAMSFERRED FROM LOAN ACCT Any Part of Field FaRk LOAN v 125
| |TRAMSFERRED TO LOAM ACCT Ay Part of Field FaRk LOAN v 124
| |wAaL-MART Any Part of Field [I=ke
PR — s ok [«] []
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3)

Section 17: Batch Entry Tab: Payee Naming Rules

To define a new rule, highlight an existing transaction and press F3 or press the Rules button.

-

] Create Payee Naming Rule

==

—Bank Transaction Payee / Description (Select Text and Copy To Rule)
SRR 3 ACH DEBIT CHECK PAYMT 7234 Copy To Rule
—Payee Naming Rule
Mote: Payee must contain phraze from "Bank Transaction Payee / Description” above.
Payee Match Phrase: |[AT&T SEVICES |
Match Rule: |4&ny Part of Field - Match Case i
—(Optional}) Vendor lookup based on Fiscal Year 01/01/2021
I
Vendor Name: w Change Year Add
Uze Vendor ATIGD List |
—(Optional) Restrict Rule to Bank Code based on Fizcal Year 01/01/2021 i
Bank Code:  Change “ear
Leave Bank Code Blank for Unrestricted Uze of Rule |
I
Apply Cancel

Highlight the phrase from the bank transaction payee/description and press Copy to Rule. During the import, the

process will scan the bank transaction payee using the match rule (match “Any Part of Field” for AT&T SEVICES

regardless of case — shown in sample above) to determine if you have a rule defined. If a match is found, then the rule

will be applied to the imported transaction.

You can assign a vendor code to the payee naming rule that will remap the bank description to a vendor. If you use a

vendor code with the payee naming rule, you can take advantage of the existing vendor memorized ATIG/D list feature

to have data automatically assigned an ATIG/D code or list of codes during the import.

You may add a new vendor by pressing the add button next the vendor name. This will allow you create an account

code list and then associate it to the payee naming rule without leaving the payee naming rule setup.

During the import process, for instance, the payee naming rule can detect a debit transaction to your phone company

and automatically classify the transaction with the proper ATIG/D assighment. If the transaction is fully specified, the

transaction will be "ready to post" and will be indicated by the "green arrow" symbol in the status column. If further

edits are required, then the status will be shown with a "red x" symbol. A warning (yellow triangle with an explanation

mark) will be displayed if the imported transaction is considered a duplicate transaction. In fact, you can click on the

status symbol to see a list of corrections needed or an informational message. See the sample popup window that is

displayed for a transaction needing corrections before posting will be permitted for this line.

©Copyright Sanders Software Consulting, Inc. 2000 - 2023

Page 125



Section 17: Batch Entry Tab: Payee Naming Rules

Error [3__(|

@ The following Edits are required:

1. ATIG/D Code is required.
2. Transaction Description is required.

e  You can assign a bank code if you want to restrict the payee naming rule to a single bank account in FarmBooks.
Leaving the bank code blank applies the rule to any bank account.
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Section 17: Batch Entry Tab: Batch Activities

Batch Activities

New
Create a new batch; Fiscal Year, Bank Account, and Description are the required fields.

' Y
1 Mew Batch ﬁ

Figcal Year: |LULEE] ¥ | BankAccount: v|

Batch Description: | |

CreckToids | | DepostToas | |

’rﬂatch Totals (Optional}

Open
Open an existing batch. This will close an existing batch if one is already open and then open the selected batch. You may also
delete a batch from this window or create a new batch.

il Open Batch

Batch Description Fizcal Year  |Bank Code |Bank Account O
&
PEduly Statement 01/ FARMERS B
K []
Close

Close a batch.

Mark All

Automatically check all transactions (Grid Post Column) that are “Ready to Post”.

Clear All
Automatically uncheck all transactions (Grid Post Column).

Post
Post all transaction with a status of “Ready to Post” and have the post column checked.
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Section 17: Batch Entry Tab: Edit Buttons

Edit Buttons

- N
1@l FarmBooks - FarmBooks Demo Farm (Demo Farm 2019 1/1/2019 - 12/31/2019) (==

File Edit Report Inventory Balances Setup Planning Enterprise Year-End Utilities Help
Coverl Regiﬂerl Detail Register Batch Entry |Checlcs| Paychecksl Depositsl Invoicesl

Options | Rules Import.__ | New Record Undo Duplicate Delete Batch Activities
Batch Information
Fiscal Year: I:l BankAccount |0021 FARM CHECKING ACCT. " Batch Description |JU‘Y Statement
Post |Status Date Tran Type Number |Payee I Vendor Description Memo
ATIGD Enterprise External Code  [Transaction Description |Amuunt Units ‘Qty Cd |Umt Price ‘Total Weight
- B0 [ - -
= | = [ =l \ =

<MNo data to display=

MU A WP+ — = s Xk e 4] L4
Status Totals Transaction Totals Batch Totals - Differencs

P——————————
| 0 @ Edis Required | 0] Checks Totaiing $0.00 Checks
|0 1\ warmings ssued |0 Deposits Totaling \ soo0 | . Deposits
0 O Reaiyoron

vi.0.7.0 [eeversole |Copyright @ 2000-2020 Sanders Software Consulting, Inc. All Rights Reserved. A
L =

New
Create a new transaction.

Record
Save a transaction.

Undo

Undo edits for a transaction.

Duplicate
Duplicate the check / deposit detail (line one of two entry lines).

Delete
Delete a transaction line.
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Section 17: Batch Entry Tab: ATIG/D Grid Column Buttons

ATIG/D Grid Column Buttons

Four possible buttons can be displayed within the grid ATIG/D column

) FarmBooks - FarmBooks Dema Farm (Demo Farm 2019 1/1/2019 - 12/31/2019) =aacs X

File Edit Report Inventory Balances Setup Planning Enterprise Year-End Utilites Help
Cover]RegislerlDelail Register Batch E""YICheckﬁ}Paycheckﬁ Deposits | Invoices

Options Rules Import... MNew Record Undo Duplicate Delete Batch Activities
~Batch Information
Fiscal Year: * | BankAccount 0021 FARM CHECKING ACCT. hd Batch Description: |July Statement
Post |Status Date Tran Type Number ‘Payee / Vendor Description Memo
ATIGD Enterprise External Code  [Transaction Description Amount Units |Qty Cd |Unil Price Total Weight
Q 6/16/20 v ~ B0 - -
* + - LR - - - - -

1

<No data to display>

[Me AP W+ — = s o kT

Status Totals Transaction Totals Batch Totals - Difference—————————————
0/ &) Edits Required $0.00 0 Checks Totaling $0.00 Checks $0.00
0 % warnings Issued $0.00 0 Deposits Totaling $0.00 Deposits $0.00
0/ &) ReadytoPost $0.00
vi.07.0 eeversole Copyright © 2000-2020 Sanders Software Consulting, Inc. All Rights Reserved.
o Three of them are displayed to assist with the entry of an ATIG/D code and are displayed when the grid column

receives input focus. The first button is a down arrow and allows the user to search a drop down list by ATIG/D code.
The second or middle button is an ellipse (three dots) that allows the user to search for an ATIG/D value from a
hierarchical list of account categories with drill-downs to locate the desired income or expense code. The third
button is called “L/R” for Loans or Receivables and is dependent on the transaction type being a check or deposit
respectively. The loan/receivable button allows the user to view the list of loans or receivables defined for the
current year and apply it to the transaction being entered. It will automatically populate the ATIG/D along with its
corresponding external code. This can help minimize using the incorrect pair of ATIG/D and external code

combinations when making a loan payment or receivable amount.

The fourth button is only displayed when the transaction type is a paycheck and will hide the other three buttons and
will be shown as “Paycheck Detail”. Clicking the Paycheck Detail button or pressing the Alt-K key will bring up the
payroll paycheck detail window to allow payroll details to be entered for an employee just like a the standard

paycheck entry screen.
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Section 17: Batch Entry Tab: Payee/Vendor Description Column

Payee/Vendor Description Column

il FarmBooks - FarmBooks Demo Farm (Demo Farm 2019 1/1/2019 - 12/21/2019) =NACE X
File Edit Report Inventory Balances Setup Planning Enterprise Year-End Utilities Help
Cuver] Regislerl Detail Register Batch Entry IChE{:ks} Paychecks | Deposits | Invoices
Options Rules Import... New Record Undo Duplicate Delete Batch Activities
Batch Information
Fiscal Year: ~ | BankAccount (0021 FARM CHECKING ACCT. - Batch Description:; |July Statement
Post |Status Date Tran Type Number ‘Payee I Vendor Description Memo
ATIGD Enterprise External Code  [Transaction Description Amount Units |Qty Cd |Unil Price Total Weight
] 6/16/20 - ~ |BO - -
*
- - LR - - . - - -
<Mo data to display>
[ + PETE |
Status Totals Transaction Totals Batch Totals - Difference
0 @ Edits Required $0.00 0/ Checks Totaling $0.00 Checks 50.00
0 1 Wamings Issued $0.00 0 Deposits Totaling $0.00 Deposits $0.00
0 Q Ready to Post $0.00
v4.07.0 eeversole Copyright © 2000-2020 Sanders Software Consulting, Inc. All Rights Reserved.

If the imported transaction data originated from a written check or deposit, it will not have a vendor name of much value and
may be like “Check” or “Deposit”. When you change the name to an actual vendor name, it is possible to add a new vendor
for future use by answering a question on whether to add a new vendor or to select one that has a memorized account code
list. In either case, if the newly added vendor or the selected vendor has a list, then the current transaction will automatically
have the ATIG/D code assigned when leaving this column. If the account code list for the vendor has multiple lines, than these
additional lines will be added using the same information on line one duplicated with the second line having the ATIGD code
and corresponding memorized list values. After posting a multiple line transaction, it will appear in the register as one check
or deposit with multiple detail lines. It is best if you sort the list by “Check / Deposit Number” so that multiple transaction

lines appear next to each other. This sorting preference may be set by pressing the “Options” button at the top of the batch

entry tab.
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Section 17: Batch Entry Tab: Grid Overview

Grid Overview

A transaction record has one record with two lines of entry. The first line details the payee along with check/deposit
information whereas the second line lists the account code, enterprise, external code, amount, and unit information (same as in
check/deposit entry). If multiple ATIG/D codes are needed to describe the transaction, press the F2 key to duplicate the
currently selected row in the list of transactions and add another ATIG/D code. You can create as many lines as necessary for
the transaction. These records will be combined into one transaction (same check/deposit number) during the post activity
step. When the transaction is posted, it will be posted to accounting and the bank balances will be adjusted accordingly and the
data will be available to be displayed on reports and in the register.

You can work on the batch for as long as is needed and it can be recalled when the application is opened on a later date if
desired. If all transactions are ready to post, the batch will automatically be deleted. You can elect to post the ones that are
ready and finish the remaining ones during another edit session or have time to research. The “Post” transaction function can
be found by pressing the “Batch Activities” button and selecting “Post”.

The statistical panel at the bottom of the screen shows information about the batch.

o The leftmost panel shows Status Totals about how many lines and dollar amounts are represented by each status of
“Edits Required”, “Warning Issued”, or “Ready to Post”.

o The middle section shows the total number of checks or deposits along with the corresponding dollar amount. This
information is useful when enter transaction from a statement.

o The leftmost panel for “Batch Totals — Differences” shows the differences between the expected total checks and total
deposit amounts and the actual amounts entered. This will give you an indication of how much may be pending entry
by dollar amount.

&) FarmBooks - FarmBooks Demo Farm (Demo Farm 2014 1/1/2014 - 12/31/2014) "~ = )

File Edit Report Inventory Balances Sefup Planning Frterprise Year-Fnd  Litilties Help

covel} Regisler] Detail Register Batch Enuy knecks} Paychecks | Deposits | Invoices

Options Rules Import__ New Record Undo Duplicate Delete Batch Activities
Batch
Fiscal vear [1/1/2013 ~| Bankaccount 0023 FARMERS BANK 3 - Batch Description: | November Statement
Post __|Status [Date [Tran Type [Mumber [Payee / Vendor Description [Memo [+]
ATIGD |Enterpise |External Code [Transaction Description [Amount |units Qty cd Unit Price Total Weight
< Click here to add a new row
I [x] 117772013 ~[Check ~[3127 [chEcK] ~] ~
v o | R v v $17325 v v -
I (<] 172013 Check 3118 CHECK
$1.265.14
I (<] 172013 Check 3116 CHECK
$92 35
I (<] 172013 Check 3115 CHECK
$57A 91
I [<] 172013 Check 0000 DEPT. OF REVENUE
$438.99
I [<] 17772013 Deposit 0001 REGULAR DEPOSIT
$26,360.27
Il 0 11772013 Deposit T0002 REGULAR DEPOSIT
$1.26b14
[ [<] 117672013 Check 3114 CHECK
$488.30
[ [~ 11672013 Check 3113 CHECK
$163.28
0 Q 11672013 Check 3106 CHECK
$193.83
[ [~ 11572013 Check 3117 CHECK
|| $1,105.17
[~ 11572013 Check 3112 CHECK
$1.512.95
I Q 11/5/2013 Check 3110 CHECK
|| $240.00
v [5) 11572013 Check 0003 BCBS of KS
0044 HEALTH INSURANCE HEALTH INSURANCE $1.009.31 B
Il 11/5/2013 Check T0004 PURCHASE 11-04 MEDICINE RIVER TRUCK ST M
Ll $54.00 =
P M+ = - XK
~Status Total T Total Batch Totals - Diffe
15/ @ Edits Required $35,943.26 14 Checks Totaling $7,327.16 $7,327.16/ Checks $0.00
0 1\ wamings Issued $0.00 2 Deposits Totaling $29,625.41 $29,625.41 Deposits $0.00
1/ (&) Readyto Post $1,009.31
V4066 acrist Copyright © 2000-2016 Sanders Seftware Consulting, Inc. Al Rights Reserved.
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Section 18: Payroll: General Overview

Section 18: Payroll

General Overview

FarmBooks includes a payroll feature that allows you to create paychecks for employees, track yearly deductions, pay federal
and state deposit for withholding due along with other deduction amounts, and assist with filing federal and state forms.
FarmBooks does not directly e-file your forms for you. However, it does provide reports that allow to you to do your filings.
Most of the forms paraphrase the IRS forms. 1099 Forms are available for nonemployee compensation and rent.

Payroll is based on the standard ATl codes for 041x Labor Hired with x representing G-codes available to track wages earned
(additional wage lines for 0411y where y is the D-Code that may be created for Overtime, etc.) and to do payroll withholdings
for Social Security, Medicare, federal, and state taxes along with other G-codes for health and life insurance, retirement, and
workman compensation/unemployment deductions. The deduction or withhold codes all start with 941x and have the same
description as the 041x codes. Hence, by adding D-Code descriptions, you may customize special deductions and wage lines
beyond the standard ATIG/D codes defined.
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Section 18: Payroll: Quick Start: Step 1 Define any Custom Earnings and Deductions

Quick Start Steps

Use the five steps below to get a quick understanding of necessary steps to configure and start writing employee paychecks.

Step 1: Define any Custom Earnings and Deductions
First, create any custom earnings lines or deductions in the account code list.

1) Click on Setup: ATI-ATIG/D Codes
m Flanning  Enterprise
ﬁl Bank Accounts. .,

Bl ATI-ATIGID Codes... |

I Payroll Defaults. ..

2) The ATI-ATIG/ATIGD Codes window will open. Drill down to Farm Expenses: Farm Expenses 100% Deductible: 041 LABOR

HIRED. You may then click the Add button to add items.
[ 0 T - ATI6 / ATISD Co ; o o ]

{1 Accounts Receivables
{1 Capital tems. »
£ FarmExpenses

041 WAGES VACATION
2 Livestock Purchases
=+ Farm Expenses 100% Deductivle [ WAGES TIPS

Ay 041 LABOR HRED 041 SOCIAL SECURITY TAX

{2 042 REPAR-TOOL SUPPLES [ MEDICARE TAX

[ 043 NTEREST PAD 041 RETIREMENT/OTHER

A[[ 044 FEED FURCHASED 041 RETREMENTIOTHER RETREMENT

[ 045 SEEDS-CROP NSURANCE o AETREMENTIOTHER oTHER

1[& 046 FERTILEZER-LIME

RETREMENTIOTHER CASH RECENED

2] 047 MACHINE HIRE-LEASE

{2 048 FEES-PUBLICATIONS-TRAV!
& 049 VET-MEDICINE-DRUGS
[Z 050 DARY EXPENSE

{[Z 051 MISC LIVESTOCK EXPENSE
[ 052 GAS-FUEL-OIL

[ 053 MISC CROP EXPENSE

{2 054 PROPERTY TAXES

{2 055 GEN.FARM INSURANCE
[ 056 FARM UTILTES

& 057 CASH FARM RENT

[Z 058 HERBICIDE-INSECTICID

& 0s9 cONSERVATION

@-[Z) Product Purchase for Resale
@2 Futures (Margin Calls)

- FarmIncome

- Loans

¥-_1 Non-FarmExpense

-1 Non-Farm Income

HEALTH INSURANCE

LIFE INSURANCE

WORK COMP/UNEMPLOYMENT

WORK COMPENSATION / UNEMPLOYMENT
WORK COMPENSATION / UNEMPLOYMENT
WORK COMPENSATION / UNEWPLOYMENT
STATE INCOME TAX

FEDERAL INCOME TAX

WORKMAN COMPENSATION
FUTA
SUTA

HHHHHHHHHHH!HH!HH§
HE

BRI EREEE

BERREEREEEAEREEEERE
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Section 18: Payroll: Quick Start: Step 2 Create Payroll Defaults

Step 2: Create Payroll Defaults
If you are new to FarmBooks or have not had any employees for several years, the first time you access the payroll default list
you will be prompted to “create payroll defaults”.

1) Click on Setup: Payroll Defaults
Setup iEIanning Enterptise
(ﬂ Bank Accounts. .,

E] ATI- ATIG/D Codes...

| Pavrall Defaults, .,

2) The Create Payroll Defaults window will open.
. W e —
# Create Payrell Defaults ﬁ

Create Payroll Defaults

—How dio wou want to create Payrall Defaults for the selected vears——

i Copy Payrall Defaults fram Calendar ear
i1 Usze System Payrall Defaults for Calendar Year

i1 Let re Create the Payroll Defaults for the Calendar Year

LCancel ok,

e

3) Select “Use System Payroll Defaults for Calendar Year” and then click Next.

i —_——— e —
1 Create Payroll Defaults M

Create Payroll Defaultz

—How do you want to create Paproll Defaults for the zelected pear?™———

i1 Copy Payroll Defaults from Calendar 'ear

i1 1ze System Payroll Defaults for Calendar v'ear

i1 Let me Create the Fayroll Defaults far the Calendar Year

LCancel MHewt -»
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Section 18: Payroll: Quick Start: Step 2 Create Payroll Defaults

4) Select with deductions you wish to be pretax and then click Finish.
il ETTTEEE—
# Create Payrell Defaults u

Create Payroll Defaults

—wihich of the Deductions are PreT ax?
[ Life [] Retirement
[] Health [] Other
Cancel <- Back ¢ Finish

The Payroll Defaults screen will then load.

('@ Payroll Defaults (Default Codes for Employes Setup =aeeg )
e ——— o

Payroll Cal

| Help... | | Retrieve ATIGD ftems | | Local / Custom Rules | ’7 Tax Tables

—Earnings
Active [Defautt [Payroll ltem Description |ATIGID Withheld |Print order
Click here to add a new row

| [Wages [0411 WAGES

Deductions {Indicate Payroll ltem is " Subject to" what tax or is company paid}

Deductions Subjectto... ATIGID Assignments (1-99
Act|Defi|Is He|Payroll ltem Description | Compai| Deduction | |[Fed|Federa|State |State |Medi|Social 8| Work ¢|SUTA|Local|Custar|Custor|Withheld  |Paid Print
Click here to add a new row

O |0

Social Security Tax
Medicare Tax

9412 S0CIA| 0412 S0CIA
9413 MEDIC|0413 MEDIC
94141 RETIH 04141 RETI
94142 OTHE 04142 OTHI
9415 HEALT| 0415 HEAL
9416 LIFE IN 0416 LIFE I
94171 WOR 04171 WOR
94172 FUTA 04172 FUT/

Retirement
Other
Health Insurance

Life Insurance

Workman Compensation
FUTA

KU C Y
KA CAR AR AR EE Y

| o|0Eoooo

NOogoE|io|oio

Hojooo|oEo

K| OOoooioio
O|\oigjojoioioio
O|\oigjojoioioio
O|\oigjojoioioio
O|\oigjojoioioio
|\oigjoioioio

(| R|O|O|ooio

O|\O|igjoionoio

O|\oigjojoioioio
O|\oigjojoioioio
O|\oigjojoioioio

Note: You may also need to download the latest tax tables for the current tax year. This will allow you enter employees
for the created calendar year otherwise that year will be inaccessible for employee setup.
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Section 18: Payroll: Quick Start: Step 2 Create Payroll Defaults

5) Add any of those ATIG/D customized earnings or deductions from Step # 1 to the master template list by simply pressing
the Retrieve ATIGD Items button.

Payroll Defaults (Default Codes
.

—Payroll Calendar Year-

| Help...

| | Retrieve ATIGD tems | | Local / Custom Rules

Tax Tables

—Earnings-

Active

|Defau|t Jayroll Iltem Description

|aTiGID Withheld

| Print Order

Click here to add a new row

| |Wages

|0411 wacES

Deductions (Indicate Payroll ltem is " Subject to" what tax or is company paid}

Deductions Subjectto...

ATIG/D Assignments  |(1-99 |«

Hc’t|Def;|Is He|F'a3rroII Item Description

Compa||Deduction |.|Fed|Federa|State |State |Medi |Socia| S|WorKC|SUTﬂ|LocallCustor|Custor

Withheld Paid Printt

Click here to add a new row

Social Security Tax

O

O

9412 SOCIA| 0412 S0CIA

Medicare Tax

9413 MEDIC| 0412 MEDIC

Retirement

94141 RETIH 04141 RETI

Other

94142 OTHE 04142 OTHI

Health Insurance

9415 HEALT 0415 HEAL®

Life Insurance

9416 LIFEIN 0416 LIFEN

Workman Compensation

94171 WOR | 04171 WOR

K| & & ] | & & &
KRR R & & &R

OO0 g|o|oio
K| Oggjo|g|oio
Nooo|Eooio
Nogigjo|o|oio
Nogigjo|o|oio
Nogigjo|o|oio
Oo|g|g|jo|g|o|o
Nogo|o| o= o
N og|igjo|ojio

FUTA

| ®|O00|g|ojio

N og|igjo|ojio

Nogigjo|o|oio

Nogigjo|o|oio

Nogigjo|o|oio

94172 FUTA 04172 FUT/

An Information box will inform you on what was added.

-
Information

o

-—-—F

ATIGD Payroll Itern Records Added.

Earnings: 2
Deductions: 1

Important: Only the ATIGD Description was added. It is important to set the desired check marks to classify the benefit/deduction.
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6)

Section 18: Payroll: Quick Start: Step 2 Create Payroll Defaults

Press the Local / Custom Rules button to add any rules for any local or custom percentages and then add any check marks

to the row column to activate them.

| @ Payroll Defaults (Default Codes for Employee Setup
I

—Payroll Calendar Year-

| Help... | | Retrieve ATIGD tems | | Local / Custom Rules |

= =

Tax Tables

—Earnings- ,
Active |Defau|t |Payro|| Iltem Descriptio

|aTiGID Withheld

| Print Order

& Click here to add a new row

3 | |Wages

|0411 wacES

—Deductions (Indicate Payroll ltem is " Subject to” what tax or is company paid})

Deductions

Subjectto...

ATIG/D Assignments (1-99 ||

Hc’t|Def;|Is He|F'a3rroII Item Description Compa||Deduction |.|Fed|Federa|State |State |Medi |Socia| S|WorKC|SUTﬂ|LocallCustor|Custor

Withheld

Paid Frint+

Click here to add a new row

Social Security Tax

oo

9412 SOCIA

0412 S0OCIA 10

Medicare Tax

9413 MEDIC

0413 MEDIC| 20

Retirement

94141 RETH

04141 RETI| 30

Other

94142 OTHE

04142 OTHI| 35—

Health Insurance

9415 HEALT

0415 HEALT| 40

Life Insurance

9416 LIFEIN

0416 LIFEII| 50

Workman Compensation

94171 WOR

04171 WOR| 60

K| & & ] | & & &
KRR R & & &R
OO0 g|o|oio
K| Oggjo|g|oio
Nooo|Eooio
Nogigjo|o|oio
Nogigjo|o|oio
Nogigjo|o|oio

FUTA

Oo|g|g|jo|g|o|o
Nogo|o| o= o
N og|igjo|ojio
| ®|O00|g|ojio
N og|igjo|ojio
Nogigjo|o|oio

Nogigjo|o|oio

Nogigjo|o|oio

94172 FUTA

04172 FUT 65|~

©Copyright Sanders Software Consulting, Inc. 2000 - 2023

Page 137



Section 18: Payroll: Quick Start: Step 3 Obtain Latest Tax Tables

Step 3: Obtain Latest Tax Tables

1) Click on Year-End: Complete ALL Year-End Tasks
Year-End | Utilities Help
@ Online Year-End Instructions...

(% Complete ALL Year-End Tasks...

Advanced Steps ,

@ Refresh Current Year J

2) The Perform Year-End Tasks window will open. Read the text associated with Step 2 Update Tax Table. If the tax year
applied is not current, press the Finish button to download and apply it to your farm database.

Perform Year-End Tasks

Complete Year-End Tasks Review Actions to be Taken to Complete Year-End Tasks

2023 (1142023 - 12431 /2023] i the current fizcal perind. Mo action is required.  Thizs
_ ztep will be skipped.
New Fiscal Year

2023 iz Current Paproll vear. Mo action required.  Thiz step will be zkipped.

Update Tax Table

2023 iz the current calendar year. Mo action is required. This step will be skipped.

Payroll Year-End

If pou agree with the above actions, press Finizh to Get Started...

If pou do not agree with the actionz above, it iz recommended to
run the individual Steps from the “Advanced Steps™ menu.

with the press of a button..
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3)

Section 18: Payroll: Quick Start: Step 3 Obtain Latest Tax Tables

Finally, make any necessary adjustments to the state tax tables and state deduction values.

Note: An alternate method would be to check if the current tax year is in the dropdown list from the application by clicking

on Setup: Tax Table.
Setu Flanning  Enterprise

ﬁl Bank Accounts. ..
El ATI- ATIGD Codes...
Payroll Defaults. ..
B3 External Codes...

Enfterprise Codes, ..

Invoice Preferences. ..

| Tax Table, ..

When the Tax Table window opens, check if the current tax year is in the drop downs list.

Add | Edt | Delete | calendar vear:

Income

Federal exemption annual amount of 34 30
multiplied for each withholding allowance 1 n amount.

Type Base Amount
Fed Exemption 0.000000 $0.00 $4,300.00
Federal HofH 0.100000 $0.00 512,200.00
Federal HofH 0.120000 31,570.00 $27,900.00
Federal HofH 0.220000 25,868.00 §72,050.00
Federal HofH 0.240000 514,678.00 $107,550.00
Federal HofH 0.320000 535,498.00 $194,300.00
Federal HofH 0.350000 $51,226.00 $243 450.00
Federal HofH 0.370000)  $172,623.50 $580,300.00
FICA Limit 0.000000 $0.00 £160,200.00
Federal Married 0.100000 $0.00 514,300.00
Federal Married 0.120000 $2,200.00 £36,300.00
Federal Married 0.220000 $10,294.00 $104,250.00
Federal Married 0.240000 532,580.00 5205,550.00
Federal Married 0.320000 574,208.00 $379,000.00
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Section 18: Payroll: Quick Start: Step 4 Setup Employees
Step 4: Setup Employees
1) Click on Setup: External Codes

@ Planning  Enterprise

Bank Accounts, .

ATI - ATIG/D Codes. ..
Pavrall Defaults, .,
B3 External Codes...

Enterprise Codes...

2) The External Codes window will open. Click on Employees to see the list of employees for the tax years selected. If the
current tax year is not available in the calendar year dropdown list, then go back and complete Step # 2 and Step # 3 above
to create the payroll defaults and create the tax tables for the current year.

Add | Edt | Delete | Calendar Year: [2023 -
Employees
=L External Codes Active |Code | Description
LR Family Living o Click here to define a fiter

ﬂ Vendors

B Y: o ces

;B Mizcellaneous
(.. %2 Loan/Receivables

000 | John Smith ,

-

3) Tocreate a new employee, click on the Add button.

Add | Edit | Delete Calendar Year: |2023 -
Employees
=-L3 External Codes Active |Code | Description
Family Living o Click here to define a fiter

-

(000 |John Smith ,

BY:ooess

3 Wiscellaneous
.3 Loan/Receivables
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Section 18: Payroll: Quick Start: Step 4 Setup Employees

4) The Employee, Employment, and Payroll Info window will open. Step 1 of the employee setup wizard allows you to add or
change employee payroll details like hourly or salaried, pay period frequencies, federal and state filing statuses and the
number of exemptions respectively.

] Employee s Active [ TesTabes | [ Locsl/Custom Fukes |

Step 1 of 2: Employee, Employment, and Payroll Info

rEmployee i rPayroll i
Pay Period: | Weekly v
Employes Code: Social Secuity: 123456789
Py Type:
Enployoe e | ing Method: | 2020 Plus =
Address Line1: (123 Mai Steet | | | Pre:2020: \W-4 Federal Withholding Into———————
AddressLine2 | ] Filing Status:
Allowances: [ RS Ezempt
Gy Artown | Stete: XS v Postal Code: 12345 = :
2020 Plus: W-4 Federal Withhalding Info————————
Filing Status:
Step 2(c) Witkhold at Higher Rate

Phone Home: (1234564857 Al Step 3 Ciock Estinete:

-

J il |

Single -
1 =
5 5 5
Not Tracking - 0.00]
0.00)

5) Step 2 of the wizard is where you define the hourly pay rate or salaried gross pay amount along with any extra withholding
amounts or any limits per deduction.

] Emplopee is Active ‘ Tan Tables | | Local / Custom Rules | | Payroll Defaulls ‘
Step 2 of 2: Earnings and Benefits / Deductions Info
Emplos
{Emn\weeﬁodaz Employee Hame: [John Smith | Social Securt: ‘

E armin,
2 = Retrieve Defaults ltems
Earnings I Hourty
T ! =
Click here to add & new row
‘Wages Lalculate 2023 Taxes

TIPS

~
KUY

All Summaries VACATION ‘ Lpply |
Benefits / Deduction:
Deductions | Weekly Amounts | Subject to...
Acti[is Heal [Payrol tem JAmount Jextra Withho [ Amount Lim|Company f|Deduction is Pr|Feder|Federal E:]Sta] State x| Medica] Social Seai[Work Co[sUT[Loc] custorCustor
% Click here to add & new row
[ |Social Security Tax m] m] m] O g g m] O ojg|lo|o
[ |Medicars Tax m] m] m] 0o g g 0 O ojgjo|g
] |Retiement [m] [m] [m] O |gd O [m] O O [ojgjo|od
» [] |CASH RECEIVED [m] [m] ] o o a ] O O |ojgja|a
[ | Other m] m] 0o g g m] 0 O ojgjo|g
Health Insurance m] m] m] 0o g g m] 0 O ojgjo|g
] |Life Inswiance [m] [m] [m] O |gd O [m] O O [ojgjo|od
] |wiorkman Compensation [m] m] m] O g o m] O ooo|g
[ FUTA m] m] 0o g g m] 0 O ojgjo|g
[ /5UTA m] m] 0o g g m] 0 O ojgjo|g
] |State Income Tax [m] [m] [m] [m] O [m] O O [ojgjo|od
] |Federal Income Tax [m] m] O 0o o m] O O oo ojg

12| [TotaiDeducuons:o | sooe||  $ooo] | s000 5000 s00| $0.00][8c/[ $0.00 /5000 | $0.00][ $000]

Lancel
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6)

7)

Section 18: Payroll: Quick Start: Step 4 Setup Employees

Employee is Active | Tax Tables | | Local / Custom Rules | | Payroll Defaults... |
Step 2 of 2: Earnings and Benefits / Deductions Info
Employes
’VEmployee Code: Employee Mame: |J0|'"1 Smith | Social Security:
Earning -
Retrieve Defaults [temns
Earnings Hourly
Active | Payroll tem Rate
¥ Click here to add a new row
Wages Laloulate 2023 Taxes
» TIPS
All Surnmaries VACATION Apply
Benefits / Deduction:
Deductions Weekly Amounts Subject to...
ActiIs Heat|Payroll tem Amount | Extra Withho | Amount Lim| Company F| Deduction is Pri| Fedes| Federal B3| Sta State Ex|Medica |Social Seci|Work Co|SUT,Loci| custor| Custor
¥ Click. here to add a new row
[ |Social Security Tax O | O | O] O O O oja| a O
[ |Medicare Tax O O O O 0| d O O [(Ogjg|jgo|o
1 |Retirement O O O O o] d O O O oo g O
» [[1 |CASH RECEIVED O O O O 0| d O O O [(Ogjg|jgo|o
]| Other O O O o] d O O O |gjg|o|gd
Health Insurance O O O O 0| d O O O [(Ogjg|jgo|o
[T1 |Life Insurance O O O O o] d O O O |gjg|o|gd
1 |workman Compensation ] ] ] ] O] O ] O Oojgaj| o O
[ [FUTA O O O o] d O O O |gjg|o|gd
[ |5UTA O O O 0| d O O O [(Ogjg|jgo|o
[ |5tate Income Tax ] O ] O O O O O |O0jg|o|gd
[] |Federal Incame Tax O O O 0| O O O O [(gjgjgo|o

Click the button Local/Custom Rules to add/update rules which may expose local/custom percentage fields if definable for
each employee. Also, if the farm operating state has special calculation rules with tax rates defined in the tax table for
additional “Special” and/or “More” Allowances then it will expose these number of allowance fields respectively on Page 1.

“ B
Edit Emplayee for ar Year: 202 [EFER

[v| Employee iz Active | Tax Tables | | Local / Custom Fules | | Pagroll Defaults... |

Step 2 of 2: Earnings and Benefits / Deductions Info

Employee
’7Emp|0yee Code: Employee Mame: |-|0|'|l'| Smith | Social Security: |123-45-6789

E arming N
Retrieve Defaults ltems
Earnings Hourly
e -
¥ Click here to add a new row —
‘wWages LCalculate 2023 Tawes

TIPS

w
<] &=

Al . WACATION Apply
~Benefits / Deduction:
Deductions. Weekly Amounts Subject to...
Acth|Is Heat| Payrol ftem Amount | Extra Withho | Amount Lim| Company | Deduction is Pr| Feder|Federal B3| Sta| State Ex|Medica | Social Seci|Work Co | SUT Lot Custor| Custor
¥ Click here to add a new row
[ |Social Security Tax ] ] [} [} O] O ] O Ojgo|o | g
[ |Medicare Tax O O O O o] a O O |gjgjgo | d
[ |Retirement O O O O O] o O O O |[Oojgjoj|o
» [] |CASH RECEIVED O O O O |oj g O O O |gjgjgo | d
[] | Other ] O O |go] o O O O |gjg|jg | d
Health Inswance O O O O o] a O O O |gjgjgo | d
[] |LifeInsurance O O O O O] o O O O |[Oojgjoj|o
[ |woakman Compensation ] ] ] ] 0| O ] O o|a| o O
[ |FUTA O O O o] g O O O |gjgjg | d
[ |5UTa O O O |oj g O O O |gjgjgo | d
[] |State Income Tax ] ] [ [ ] O ] O |[gjgjoj|po
[ |Federal Income Tax O O O o] a O O O |gjgjgo|d
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Section 18: Payroll: Quick Start: Step 5 Write Paychecks

Step 5: Write Paychecks

1) Paychecks can be created from within the Paychecks tab.

FarmBooks - FarmBooks Demo Farm (Demo Farm 2009 1/1/2009 - 12/31/2009)

File Edit Repork Inventory Balances Setup  PBlanming Enterprise  Uklities  Help

Cover ] Register ] Detall Register ] Checks Paychecks l[ieposits ] Ilwoices]

[y Delete Prirt... Previous Mext

2) You may select an employee by clicking on the Pay to the Order of dropdown list.
& FarmBooks - FarmBooks Demo Farm (2023 1/1/2023 - 12/31/2023) = | Bl |

Eile Edit Report Inventory Balances Setup Planning Enterprise Year-End Utilities Help
Cover | Register | Detail Register | Batch Entry | Checks PﬂYChECkﬁlDeposilﬁ Invoices

)

New Print__. Previous Mext
Bank Account and Fiscal Year

| | |1/1/2023 -

Paycheck Number [NEXT I Cleared 612112023 )
Pay to [~ Print
tl;e(}rder | I void $0.00
o Z‘|J0hl"l Smith ARk EEEEREEEE Dollars
| - Withholdings $0.00
Memo | Company Paid $0.00
ATIGD|Ent |Ext [Description Hours GrossPay | Amount |Extra Withholding|
»

Note: The paycheck date determines the calendar year for the Pay to the Order of list. If you find that list is empty or
not showing a newly added employee inspect the paycheck date to ensure that it is showing the correct year.
@1 FarmBaoks - FarmBooks Demo Farm (2023 1/1/2023 - 12/31/2023) = | E i

Eile Edit Report Inventory Balances Setup Planning Enterprise Year-End Utilities Help
Cover | Register | Detail Register | Batch Entry | Checks PﬂYChECkﬁlDeposilﬁ Invoices

New Record Undo Print__. Previous Mext
Bank Account and Fiscal Year

| | |1/1/2023 -

Paycheck Number [NEXT I Cleared o 6512023 o]
Payto [~ Print
the Order I ™ void $0.00
of Zero and 00/100 Dollars
| - Withholdings $0.00
Memo | Company Paid $0.00
ATIGD|Ent |Ext [Description Hours GrossPay | Amount |Extra Withholding|
4
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3)

4)

5)

Section 18: Payroll: Quick Start:

Click on the employee name and then click the Enter key on your keyboard.

Step 5 Write Paychecks

L=

The Employee Detail window will open for the selected employee. Make any necessary updates and then click the
Apply & Close button. For example, if the employee is an hourly employee, enter the number of hours per wage line
and the system will calculate the pay based on the employee setup hourly rate data on page 2. For salaried employees,
the employee setup data defined during setup is simply copied to the detail window without any calculation. However,
you may override the calculated gross pay amount and manually enter the amount and the system will recalculate the
deductions. If there are no changes for the employee simply exit out of the window.

@ FarmBooks - FarmBooks Demo Farm (2023 1/1/2023 - 12/31/2023) SRICE X
Eile Edt Report Inventory Balances Setup Planning Enterprise Year-End Utilities Help
Cover | Register | Detail Register | Batch Entry | Checks Paychecks l Deposits | Invoices
New Record Undo Print__. Previous Mext
Bank Account and Fiscal Year
| j |1/1/2023 j
Paycheck Number [NEXT ™ Cleared 6/6/2023 =l
Pay to [~ Print
the Onder o 50.00 @
of Zero and 00/100 Dollars
123 Main Street
Anytown KS |12345— Withholdings $0.00
Memo | Company Paid $0.00
ATIGD|Ent |Ext [Description Hours GrossPay |Amount |Extra Withholding]

@1 Add Paycheck for Calendar Year: 2023 [YTD As of 06/05/2023 minus this paycheck] —
[ Retreve Active iems | | Undo | Calculate 2023 Tanes | | Apply & Close |

Enterpri

Empl
(Cude 000 | Name:[John Smith Social Securty. [123.45.6789

[

FICA Exempt

o | oouv

g:

Eamings [ Fous | Paycheck-weeky | Emterprise | YTD I
Payrall lterm JHours Warked |Gross Pay  NetPay Lot [Hours Gross Pay NetPay. |
H Click here to add a new row
| [Wages | 0.00
TIPS | 0.00
[FvAcATION | 0.0
Faycheck Totals: 000
{
Ded
Deductions I Paycheck-Weekly [ Enterprise | V1D | Subjectto, |
Is Health_[Payrall ftem Jamount Extra Withholding_|Lot [amaunt ExtraWithhalding_[Amaunt Limit_| Campany Pai[Deduction is PreTe|[Federal _ [Federal ErfState_[State ExtrMedican] Sacial SecuriWark CiLoca[SUT/] Custe[Custe]

Click here to add a new row

Social Security Tax
Medicare Tax
Retirement
CASH RECEIVED
Other

¥ |Health Insurance
Life Insurance
Workman Compensation
FUTA
SUTA
State Income Tax

Federal Income Tax

Employee Withholdings: 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00/ | $0.00
Company Paid: 0 $0.00 $0.00
Total Deductions: 0 $0.00° $0.00

v

$0.00/|  $0.00 $0.00/| $0.00

If you are wanting to print a paycheck, please see Section 3: Printing Checks of this guide.
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Section 18: Payroll: State Tax Calculations: Standard State Calculation

State Tax Calculations

Standard State Calculation

If your state uses the following steps and methods for calculating state withholding along with only one deduction amount per
allowance, no special tax calculation rule needs to be defined. However, the deduction amount and tax rate may change each
year and would require changing those values. Thirteen states have gone to a flat tax and 8 states have no income tax. If your
state uses a flat tax, then set both state single and state married to the same amount or use the employee filing status called
“state rates” and setup a state rates table.

Step 1: Gross Pay — All Pre-Tax Amounts = Wages Paid.
Step2: Wages Paid * Number of Payroll Pay Periods = Annualized Wages Paid.

To annualized wages paid multiple by the number of payroll pay periods specified in employee setup.

Weekly 52 Bi-Weekly 26 Monthly 12 Semi-Monthly 24

Step 3: State Exemption Annual Amount * Number of Allowances = Standard Deduction Annual Amount.

State exemption annual amount multiplied by the number of allowances in employee state setup = the standard allowance
deduction. It requires the annualized amount to be specified in the tax table for type “State Exemption”.

Step 4: Annualized Wages Paid — Standard Deduction Annual Amount = State Taxable Annual Amount.

Step 5: ((State Taxable Annual Amount — Bracket Excess Over Exemption Amount) * Tax Rate) + Base Tax = Annualized Amount
to be Withheld

Lookup in the Rate Table via the State Taxable Annual Amount based on Martial Status (Single or Married) or by State Rate to
get the Annualized amount to be withheld plus any base tax amount for that bracket.

Step 6: State Withholding Amount = Annualized Withholding Amount / Number of Payroll Pay Periods.

The state withholding amount is the annualized withholding amount divided by the number of payroll pay periods.

Special State Calculation Rules

The state associated with the registration farm number determines the farm operating state. If a rule is not defined for the
state, than it will calculate the same as it did since the inception of the program. See the section above for the Standard State
Calculation.

However, the employee’s state tax authority may be used to override the farm operating state and to apply a different state tax
rate and possible calculation if any calculation rules are defined. The employee residence or tax circumstance may require that
you override the operating farm state.

There are some states where the calculation method described in the section above for “standard state calculation” would not
yield the correct state withholding amount. FarmBooks has a rules database along with additional deduction types that allows
the calculation method to be customized by state. Contact Support if you need a custom rule added for your state tax
authority.
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Section 18: Payroll: Payroll Defaults: Button: Retrieve ATUGD Items

Payroll Defaults

The payroll default list is the master template list of all the earnings and deductions available to be applied to each employee.
You can access the list by clicking on Setup: Payroll Defaults.

Setup i Flanning  Enterprise

(8 Bank Accounts. ..
Bl ATI- ATIGID Codes...

| Payrall Defaults, .,

The list determines the ATIG/D code assigned for the withholding/deductions 941x and its corresponding payment 041x. The
041x on the wage line is the earning detail.

@1 Payroll Defaults (Default Codes for Employee Setup) ]
Payroll Calendar Year
[ eb. | [ Retieve ATGDkems | [ Locall Custom Rules | f2023] - Tax Tables
ing
[Active [Deraur [Payroll tem Description [ATIGID withheld [Print Order |
4 Click hers to 2dd a new row

Y v v Wages 0411 WAGES 0
v v Ps 04112 TS 5
v v VACATION 04111 VACATION 5

[ Deductions (Indicate Payroll Item is "Subject to" what tax or is company paid)-

Deductions Subjecto | ATIGID Assignments [ o9 ]
Active [Default [is Healtn_[Payroll tem Description Jcompany Paia [Deductionis PreTax_[Federal [Federal Extra [State State Extra |Wedicare [Social Security |Work Comp |SUTA _|Local Custom1__[Custom2 | withneld Paid |Print orer |

+ Clickhere to add a new raw
W[ W Social Securlty Tax | v 9412 SOCIAL SEC. TAX | 0412 SOCIAL SECURIT 0
[l v | ™ Medicare Tax | v 9413 MEDICARETAX | 0413 MEDICARE TAX 20
TEREE Retirement | 94141 RETREMENT _ |04141 RETIREMENT 0
¥ ™ GASH RECENED | 94143 CASH RECEIVED 04143 CASH RECEIVET E3
[l v | ™ Otner | v 94142 OTHER 04142 OTHER 35
TEREE ¥ |Heath Insurance | 9415 HEALTH INSURAN 0415 HEALTH INSURAN 40
¥ ™ Lite Insurance | 9416 LIFE INSURANCE |0416 LIFE INSURANCE 50
[ @ w Workman Compensation | & 94171 WORKHMAN COMF 04171 WORKHMAN COMI 60
[l v | = FUTA | v 04172 FUTA 04172 FUTA 65
[ = | ® SUTA | 2 94173 SUTA 04173 SUTA 65
(1% = State Income Tax | v 9418 STATE INCOME TA| 0418 STATE INCOME T4 70
v | = Federal Income Tax | v 9419 FEDERAL INCONE| 0419 FEDERAL INCOME 80

Button: Retrieve ATIGD Items

Setting up a custom D-Code for an ATl code in the 041 Labor Hired section in the account code list is where you start to add
customized earning or deductions. Once that is done, you may simply press the “Retrieve ATIGD ltems” button to have the
system automatically add them to Payroll Default list.

( e Payrcll Defaults (Default Codes for Employee Setup) =NECR X

-

Payroll Calendar Year

| Help... | | Retrieve ATIGD tems | | Local / Custom Rules | ’7 @ Tax Tables

Earnings

Active [Default  [Pllfroll Item Description |ATIGID Withneld [Printorder |
¥ Click here to add a new row
E vl |wages 0411 WAGES 0
| v TIPS 04112 TIPS 5
] v|  |VACATION 04111 VACATION 5
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Button: Local / Custom Rules

1)

2)

3)

Section 18: Payroll: Payroll Defaults: Button: Local/Custom Rules

The Local/Custom Rules button is where you define rules for Local, Custom 1 and Custom 2 deductions.

F —
1 Payroll Defaults (Default Codes for Employee Setup)

-:-Eg

—Payroll Calendar Year-

o

L

| Help... | | Retrieve ATIGD ktems | | Local / Custom Rules |
Earnings
Active [Default  [Payroll Item Description |ATIG/D Withheld |Print Order
¥ Click here to add a new row
> Wages 0411 WAGES
TIPS 04112 TIPS
VACATION 04111 VACATION

After you click the button, the Local/Custom Withholding Rules window will open. You can add a rule by clicking the
Add button.

-
- . ——
A Local / Custom Withholding Rules for 2023

Add Edit | Delete

Location

Local Tax:

Custom 1 Tawx:

Tax Year

2023 18

MU P P+ —as X [4]

Deduction

ALL % Rate  |Rule

Deduction ALL % Rate
- of State Taxable 2.000000 Mo Tax

r
& Payroll Rule Detail [
L ocati i§

sute: kS~
rLocal T:
:
No Tax
Per Employee
ALL Employees
—Custom 1 T
—Custom 2 T
o | [ |

The rule specifies if the percentage rate is defined per employee or applies to ALL employees and is a percentage of
either gross pay or the state taxable amount.

Section 18: Payroll: Payroll Defaults: Button: Local/Custom Rules

©Copyright Sanders Software Consulting, Inc. 2000 - 2023 Page 147



4) Once the rule is defined, make sure the corresponding row and column has the check box checked in the payroll
default list. If the percentage rate varies per employee, complete the setup in page 1 of the employee setup.

i Payroll Defaults (Default Codes for Employee Setup) o |

Payroll Calendar Year
[ ob | [ RetrioverTontems | [ Locall Custom Ruks |

ling
[Active [Deraur [Payroll tem Description [ATIGID withheld Print Order
x Click here to add a new row
Wages 0411 WAGES 0
TIPS 04112 TIPS
VACATION 04111 VACATION 5|

el

Y
W RR

[Deductions (Indicate Payroll ltem is "Subject to” what tax or is company paid)

Deduclions Subject o ATIGID [ o9
Active [Default [is Healtn_[Payroll tem Description Jcompany Pai [Deduction s PreTax_[Federal [Federal Extra [State _[State Exira [Medicare [Social Security |WorkComp [SUTA  |Local  [Customi  [Custom2 | withheld Paid |Print order
+ Clickhere to add a new raw

Social Security Tax
Medicare Tax
Retirement

CASH RECEVED
Other

Health Insurance
Life Insurance

9412 SOCIAL SEC. TAX [0412 SOCIAL SECURIT| 10
0413 MEDICARE TAX  |0413 MEDICARE TAX 20
94141 RETREMENT 047141 RETIREMENT £
94143 CASH RECEIVED 04143 CASH REGEIVEL 35,
04142 OTHER 04142 OTHER 35,
9415 HEALTH INSURAN/0415 HEALTH INSURAR 40
9416 LIFE INSURANCE 0416 LIFE INSURANCE 50
94171 WORKMAN COMF| 04171 WORKMAN COMI 60
94172 FUTA 04172 FUTA 65,
94173 SUTA 04173 SUTA 65,
9418 STATE INCOME TA 0418 STATE INCOME T#

9419 FEDERAL INCOME|0419 FEDERAL INCOME 20

Workman Ct
FUTA
SUTA
State Income Tax

go|o|o|ojojojo|oo

RSN LY
YL LY
R(®|O|O|o|o|o|jo|o0

LJ0O|0|0|ojojo|o|jo|jo|jo
KIO|O|O|o|jojo|o|o|jo|jo

<

oglo(oo|o=o|jojojo|o
&

oglo|o|o|o|o|e|ojo|o|o
oglo|o|o|o|o|o|o|jo|jo|o
oglo(oo|ojojo|ojo|o|o
oglo|o|o|o|o|o|o|joj=|0
oglo|o|o|o|o|o|o|jo|jo|®
oglooE|oojo|ojojo|o
oglo(oo|ojojo|ojo|o|o
oglo|o|o|o|o|ojgjo|o|a
oglo|o|o|o|o|ojgjo|o|a

©
®
ol

Federal Income Tax

<
[m]
[m]

Note: SUTA is a percentage rate of gross pay with an optional wage base cap. There are a few states that have a
requirement to withhold an employee SUTA deduction along with the employer paying a portion based on different
rates and wage base caps. SUTA rates are defined in the tax table setup.

Button: Tax Tables
1) Click on the Tax Tables button

F ——
@1 Payroll Defaults (Default Codes for Employee Setup) ST
Payroll Calendar Year—— l’}
| Help... | | Retrieve ATIGD ltems | | Local / Custom Rules | ’V
Earnings
Active [Default_ [Payroll Item Description |ATIGID Withheld |Print lffier
% Click here to add a new row
3 Wages 0411 WAGES
TIPS 04112 TIPS
VACATION 04111 VACATION

2) When the Tax Table window opens you can review rates for SUTA (employee or employer) along with any wage caps.

Also, any of the other rates may be reviewed and updated as necessary.
@ Tax Table

2023 ~|

Income Tax Table

Add | Edit | Delete CabendarYearI

Federal exemption annual amount of $4,300.00 will be
muttiplied for each withholding allowance for the total deduction amount.

Drag a column header here to group by that column
[ Fed Exemption
Federal HofH 0.100000 $0.00 $12,200.00
Federal HofH 0.120000 §1,570.00 $27,900.00
Federal HofH 0.220000 $6,868.00 $72,050.00
Federal HofH 0.240000 $14,678.00 $107,550.00,
Federal HofH 0.320000 $35,498.00 $194,300.00,
Federal HofH 0.350000 $51,226.00 $243,450.00,
Federal HofH 0.370000 $172,623.50 $590,300.00
FICA Limit 0.000000 0.00 £160,200.00.
Federal Married 0.100000 0.00 $14,800.00
Federal Married 0.120000 £2,200.00 £36,800.00
Federal Married 0.220000 510,294.00 £104,250.00.
Federal Married 0.240000 $32,580.00 $205,550.00,

I Federal Married 0.320000 $74,208.00 $379,000.00 I
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Employee Setup

From the application “Setup” menu, choose “External Codes” and then select “Employees” to see the list of employees for the
calendar year. See Step 4 in the Quick Start Steps above.
Flanning  Enterprise

Bank Accounts. .,
ATI - ATIG/D Codes. ..
Pavrall Defaulks, .,

EJ External Codes...

Enterprise Codes, ..

Add | Edt |gee|

=L External Codes Active |Code |Description
Family Living = Click here to define a fiter
ﬂ, Vendors
BN o e
s3] Miscellaneous
.. %2 Loan/Receivables

000 | John Smith ,

-
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Tax Table Setup

Use “Complete ALL Year-End Tasks” from the application Year-End menu and read the narrative for Step 2 to determine the
necessary actions needed to update the tax table. If the narrative indicates that it needs to be updated, press the finish button
to update the tax tables. It will preserve rates for Farm Auto and Farm Utilities along with any rates for SUTA. You may
manually execute the update process from the Advanced Steps->Step 2 Update Tax Table from the Year-End menu.

Year-End | Utiities Help

| Online Year-End Instructions...

|(% Complete ALL Year-End Tasks._.. |

Advanced Steps 3

@ Refresh Current Year 4

Perform Year-End Tasks

Complete Year-End Tasks Review Actions to be Taken to Complete Year-End Tasks
2023 1172023 - 12/31/2023) i the cunent fiscal period. Mo action iz required. This
_ step will be skipped
New Fiscal Year

2 2023 iz Current Payroll Year. Mo action required. This step will be skipped.

Update Tax Table

2023 is the curent calendar year, Mo action is required.  This step will be skipped.
Payroll Year-End

If you agree with the above actions. press Finish to Get Started.__

If you do not agree with the actions above, it is recommended to
tun the individual Steps from the "Advanced Steps" menu.

with the press of a button..

See the list of state deduction types available in the tables below.

State Standard Deduction Types

Tax Type Tax Description Description Per Allowance
SE State Exemption Standard Exemption X

SS State Single State Single Rate

SM State Married State Married Rate

SR State Rates State Rates (For the States not based on Marital Status)

SW Unemployment SUTA Employer

SuU SUTA Employee SUTA Employee

Additional State Calculation Rule Deduction Types

Tax Type Tax Description Description Per Allowance
SP State PAF ST State Personal Allowance by Filing Status
SF State Expt F ST State Exemption by Filing Status
State Standard Deduction based on Number of Allowances
SA State Expt RNG Range Lookup
SC State Expt SPEC State Exemption Special (Disabilities, Blind, etc) X
SB State Expt MORE State Exemption More (Child Adoption, etc) X
SD State Deduction State Deduction Amount
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Paycheck Writing
See Step 5 in the Quick Start Steps above.
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Payroll Reports and Paying Federal and State Tax Deposits

Recording Payroll Federal Tax Deposits

How do | determine the amount of federal taxes owed for my employees?
Run the Payroll Summary report to obtain the current amount owed for FICA (Social Security and Medicare) and Federal Taxes.
Click on Report: Reports to open the Reports window.

| Report | Inventory _Balances

Reports... Ctrl+R
Y

View Exports...

View Invoice Archive. .

Click on the Payroll Reports folder and select the Payroll Summary report. Select your bank account and click either the Print or
Preview button to view the report.

F
@) Select Report., Cument Fiscal Period: 2023 (1/1/2023 - 12/31/2023) t‘ S
Fiscal Year- |1I1I2I123 j | Dl gptions...l Batch... | Wiew EHlets...l Erint |F'reiiew...| Close |

| DEJ Farm / Mon-Farm Financial Statemenl

DE} Production Reports Payroll Summary
-1 Payroll Reports

DE Payroll Analysis - Single Employee —Select Bank Account(s)

D@ Payroll Analysis - All Employees _E‘(i L FY——

D@ Payroll Summary by FICA Status -

D@ Payroll Summary

DE Payroll Summary by ATIGD

I -8 Form 943 I
i DE Form 941 Quarterly Reports
Form 944 Annual Report
OEl
- [1§8] Form 940

DE Quarterly State Wage Report
[]--DE Payroll Pay Stubs
DE Workers Compensation Audit

-] Enterprise Reports ]
#-[]C3) Code Listings ~Tranzaction Date Range
E]DE:] Invoicing Reports From: 111/2023 5|

f- 1) Tax Values
1o 123172023 @

The FICA amount reflects both the employer and employee portion of taxes due minus any payments in the column "Amount to
be Deposited". The report shows a total line "Federal Tax Deposit Required" amount for FICA and Federal amounts summarized.
It is important that payments in the current year for the previous year are recorded correctly in order for the report to be
accurate.
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How do | apply a federal payroll tax deposit in the current year for the previous year?

Payroll withholding ATIG codes are 941x where the x value for the G-Code is 2=Social Security, 3=Medicare, 8=State, and
9=Federal. To make a tax deposit for any of the withholding use the corresponding A-Code of 0 or 041y where the y value equals
the x value above for the G-Code. To designate the payment as the previous year use an External Code in the range 985 to 990.
For instance, pay the federal tax deposit for the previous year use ATIG=0419 with an external code of 990 for "PRV YEAR FED
INC TAX". Run the Payroll Summary report and you will notice that the column "Amount Paid" does not reflect the payment for
the previous year which allows the “Amount to be Deposited” column to be accurate for the current year.

How do | apply a federal payroll tax deposit in the current year?

Use the same ATIG codes 041x where the x value for the G-Code is 2 through 9 as described in the previous question related to
recording a tax deposit in the current year for the previous year. However, use an external code in the range 991 to 999 to
denote a current year deposit. Run the Payroll Summary report and you will notice that the column "Amount to be Deposited"
will have the amount for Social Security, Medicare, and Federal Taxes. The FICA (Social Security and Medicare) amount reflects
both the employer and employee portion of taxes due minus any payments. Also, the report shows a total line “Federal Tax
Deposit Required” amount for FICA and Federal amounts.

Recording Payroll State Tax Deposits

How do | determine the amount of state taxes owed for my employees?

Run the Payroll Summary report to obtain the amount owed for state taxes. Notice that the column "Amount to be Deposited"
will have the amount for state taxes minus any payments for the year. It is important that payments in the current year for the
previous year are recorded correctly for accuracy.

How do | apply a state payroll tax deposit in the current year for the previous year?

Payroll state withholding ATIG code 9418 is used for state taxes. To pay the state tax deposit for the previous year use
ATIG=0418 with an external code of 989 for "PRV YR STATE INC TAX".

How do | apply a state payroll tax deposit in the current year?

Payroll state withholding ATIG code 9418 is used for state taxes. To pay the state tax deposit for the current year use ATIG=0418
with an external code of 998 for “STATE INCOME TAX”".
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Year-End Processing

From the Year-End menu select “Complete ALL Year-End Tasks”, the user can see the steps and actions necessary
to prepare FarmBooks for paycheck entry. The narrative for each step is created after analyzing the farm database.
Year-End | Utiities Help

| Online Year-End Instructions...

|(% Complete ALL Year-End Tasks... |

Advanced Steps 3

@ Refresh Current Year 4

Perform Year-End Tasks

Complete Year-End Tasks Review Actions to be Taken to Complete Year-End Tasks

2023 (1142023 - 12431 /2023] i the current fizcal perind. Mo action is required.  Thizs
_ ztep will be skipped.
New Fiscal Year

Update Tax Table

2 2023 iz Current Paproll vear. Mo action required.  Thiz step will be zkipped.
£l

2023 iz the current calendar year. Mo action is required. This step will be skipped.
Payroll Year-End

If pou agree with the above actions, press Finizh to Get Started...

If pou do not agree with the actionz above, it iz recommended to
run the individual Steps from the “Advanced Steps™ menu.

with the press of a button.. w

Step 1 to 3 indicates the order in which the processes need to be run. For instance, Step 1 is for New Fiscal Year. If
the user has setup their fiscal year as a non-calendar year, then it may not be necessary to run this step in order to
continue with the step 2 and 3 for payroll. Payroll is a calendar year activity so it only requires that the new fiscal year
exist for the new calendar year. Press the “Finish” button to perform the narratives described for each step.

You may manually run each step by running each wizard answering the questions from the Year-End menu using the

Advanced Steps. This will allow you delete the setup data for new fiscal year or payroll data if no transaction data
exist for the fiscal year or calendar year respectively.
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