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Installation Instructions
Windows 8 and Windows 10 Operating Systems only.
*Please note – Windows 7 and Windows Server 2008 are no longer supported by Microsoft and, as
such, pose a security risk. This version of Cash Focus will not install onto machines that still use this
operating system. Please contact Farmplan to discuss upgrading your PC if this is applicable.



Before you start, ensure that you have read about the enhancements.





You will not be able to load this version of the program if your licence has
expired. If you are getting messages telling you that your licence has expired
but you have renewed your contract, take the option File – Licence – Get Key
BEFORE you load this version of the program.





Remember to make an up-to-date backup of your Cash Focus data.





The option to install the latest version of the program can be found under
Business and Accounts in the Support area of the Farmplan website
(www.farmplan.co.uk). You will need your customer number.





Make sure that the Cash Focus program is closed.





Follow the on-screen instructions to ‘Download’. The exact procedure will
vary according to the version of Windows and browser that you use but just
follow the instructions on the screen. You will download a file called
setup.exe, supplied by Reed Business Information (our parent company),
which should then be ‘Run’.





If Windows SmartScreen (a warning message) appears to block the
installation, click on More Information and then Run Anyway.





A black box may appear on your screen during the installation. Ignore it – it
will disappear when the installation is complete





If you encounter any installation issues it is worth repeating the installation
process but right clicking on the setup.exe file and running as administrator.





When the installation is complete go into the program – your data will be
automatically updated to run with the new version (3.42) of the program.
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Making Tax Digital for VAT – Grant Authority
Part of the process of getting ready for MTD involved granting authority to allow Cash Focus
to interact with HMRC. This permission is only valid for 18 months so many of you will be
coming up to the time when it needs renewing.
We recommend that you redo this by going to Setup – VAT – MTD Settings and then
Connect to HMRC to Grant Authority. You will then be set for another 18 months.
If you do not do this you may find that you receive an error message when you come to
submit your MTD VAT figures that talks about ‘Refresh Token is invalid’ or ‘Missing data on
current obligations’. Grant Authority will sort this and allow you to make a successful
submission.

Cash Focus Enhancements
Full details of all changes can also be found in the option Help – Contents - Cash Focus –
Summary of Enhancements – Version 3.42
If you would like help or more information about any of the changes in the program, please
contact Software Support on 01594 545022.

Help & Support
We have updated the Help & Support section of the Home Page to make it even easier to
access advice when you need it.

Use the Online Chat button to talk to one of the Support Team. When you click on it you
will be taken to our website. Use the button in the bottom right hand corner of the screen
to start a live chat with one of our advisors who are available between 8am and 5pm,
Monday to Friday.
The Help button will open up the in-program help so that you can search for the answers to
any questions that you may have. Of course, this option is also available from any screen.
Finally, the Website button will take you to the Support area of our website where you can
find a large selection of FAQs and articles.
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Year on Year Comparisons
This option will allow the comparison of up to 10 years’ worth of figures at the same time.
This is available in the Accounts menu or from the Side bar under Cash Accounts and is in
addition to the existing monthly layout or the comparison between this year/last year and
budgets.

Up to 10 years, if available, can be compared at a time and at all levels, just click on the ? to
interrogate each level. Alternatively use the Select button at the top of the screen to filter
the display.
Use the Graph button to see a line graph or bar chart of the actual figures and/or the
change in figures between years.
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Tips


To compare whole years ensure that the update date is set to the last day of the
financial year. If it is part way through a year, the comparison will be to the same
date in each year. The report will contain the 10 years prior to the set date, if
available.



To see more detail at the same time on your screen, click on the little square at the
top of the screen to maximise the window:

Alternatively the screen can be stretched by dragging the corners:



The left hand column i.e. the one that shows the code names, can be frozen by
dragging the left hand margin to the right so that it is still visible as you scroll across:
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Each display can be printed or exported to Excel from this screen.
Alternatively go to the Report – Library – Profit & Loss (or Cashflow) to report on all
codes at the same time.

North Herts Farmers – Import Details
It is now possible to import your North Herts Farmers’ payment details from a csv file, in the
form of a cash analysis entry i.e. direct debit, which will reduce the time spent entering the
details manually.
If you are a North Herts Farmer member and would like to receive this file please let them
know (01462 790777) so that it can be sent to you automatically via email.
This file should be saved to a known location on your computer, (it will be deleted when the
import is complete). Take the option File – Import/Export Data – Buying Groups - North
Herts Farmers Import.
Download Settings - before you import the file you should decide how you want the
description for each item to appear in Cash Focus.


Description - this is the description supplied by North Herts Farmers for each item



Supplier - in addition you can also show the original supplier name in the
description



Invoice number - the original invoice reference to be shown in the description
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The details will default to be imported as a cash analysis payment.
After you have clicked on ‘Next’ you will be given the option to link North Herts Farmers to
your existing supplier.
The description used on the invoice by North Herts Farmers is then linked to a heading code
in Cash Focus.
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The program will remember this link, so next time the same description is used it will be
automatically allocated to the same coding structure. You will normally only see any new
links that need to be made but you can change the ‘show’ selection to see any previously
linked codes and amend them if necessary.
Once all codes have been linked, go to the final screen, where you can view the links to
check that they are correct. Go ‘Back’ to amend any links.
Click on Finish to complete the import and create the transactions automatically.
NB all transactions can be viewed or edited in the normal way once they have been
imported.

Suppliers/Customers – Date Last Used
We have added a box on the Supplier and Customer records to show the date that they
were last used, see Setup – Suppliers/Customers. This will allow you to tidy up ones that
have not been used for a while by marking them as ‘Finished’ so they are not presented in
data entry any more. Any that have never been used can be deleted.

For a full list of all last used dates use the Report button and export the list to Excel.

Suppliers/Customers – Bulk Finish
If you wish to finish all suppliers or customers that have not been used for a while i.e. based
on the last used date, you can now add the finish status to them all in one go providing they
do not currently have a balance.
Go to Setup – Suppliers/Customers- Finish Supplier/Customers.
Enter a ‘Not used since’ date to see the number of suppliers/customers that would
potentially be marked as finished. If you are happy to finish all the qualifying Suppliers
and/or Customers select Yes against Finish. They will be marked as finished when you save.
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Remember that this will only remove them from the selection list in the data entry options;
they will still appear in qualifying reports where they are applicable.
They will be available for selection in report filters if you have the ‘show finished’ option
ticked in Tools – Options – Reports.
They can be reinstated by going to Setup – Suppliers/Customers and removing the
‘Finished’ flag

Import Journals from a csv file
We have developed a straightforward method of importing journals that have been
generated using an alternative system.
For example perhaps you or your accountant prepare a detailed journal to make year-end or
intercompany adjustments in Excel, and you wish to transfer them into your accounts.
This procedure will require you to prepare a file in a simple csv format, which must contain
the correct columns. Full instructions of how the journal files should be laid out can be
found in the program’s help files.
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When you are ready to import the file go to File – Import/Export Data – Spreadsheet
Import.
The following screens are similar to our other import options and will lead you through a
linking process which will be remembered for any subsequent imports.

File Menu Layout
We have altered the layout of the file menu in order to accommodate several new options.
All the existing options are still there but you may find they are not quite in the same
location.
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Searchcodes
The report that is available from the Setup – Searchcodes screen has been modified to
make it easier to read and complements earlier work done in this option to add more
property details in preparation for MTD – Self Assessment.

Edit Business Type
One of the options added in the last main release of Cash Focus, was to specify the type of
business in preparation for MTD – Self Assessment which HMRC have recently confirmed
will come into play in April 2023.
The type of business can now be edited in Setup – Business Details.
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Electronic Banking
(Additional module)
Two new options have been added to Tools – Electronic Payments:



Citibank
Handelsbanken Fast Payment

Items Analyser – Export to Excel
In certain circumstances you may find that the Pivot Table calculated in the Items Analyser
option will not export to some versions of Excel correctly.
If you have this issue you will find that Cash Focus also now creates a file of the raw data
that has been calculated in the Items Analyser option so that you can open it yourself and
create a pivot table using Excel i.e. outside of the Cash Focus environment.
The file is called MyPivotItems.csv and can be found in
c:\farmoffice\cash\export\businessname
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Farmplan Computer Systems
Alton House
Alton Road
Ross-on-Wye
Herefordshire
HR9 5BP
Phone: 01594 545022
Web Site: www.farmplan.co.uk
Email: support@farmplan.co.uk
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