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Introduction

This manual is designed as a reference document to help Rura Professionals with the use
of the DairyBase database. This document will be updated as required and the latest
version can be downloaded from the DairyBase web site at www.dairybase.co.nz

If you require further assistance or wish to make some suggestions for improvements
please contact us:

DairyBase Limited

Private bag 3221

Hamilton

Phone: 07 858 3890

Fax: 078583751

E-mail: info@dairybase.co.nz

General Comments on Using the System

The system will perform optimally on Internet Explorer v6.0, and Mozilla Firefox. Any
earlier versions of the aforementioned browsers may behave dlightly differently.

A PDF reader, e.g. Adobe Acrobat, is required to view reports and supporting material on
the DairyBase web site. Visit http://www.adobe.com/products/acrobat/readstep2.html to
download afree copy.

The DairyBase database will only accept financial information that is GST exclusive.

The system is designed for a single DairyBase operation per computer. Opening another
DairyBase screen in another window on the same computer may produce unpredictable
results and crossing over of data.

Using the back arrow on the browser will redisplay a previous screen, and therefore not
show any data entered or displayed since that screen. It isrecommended that you use
the functions provided rather than the back arrow as thiswill always reload the latest
version of the data.
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Navigating the System

Starting DairyBase

Tologinto DairyBase

1. Open your internet browser. In the address section type www.dairybase.co.nz.
The DairyBase website will appear.

2. Enter your user name and password in the client login area. Passwords will have
been allocated following accreditation

ser Narme: SmithF

Pagssword: ssssss

3. Click onthe button. The Home screen will appear.

If you forget your password

1. In the login screen click on FrHeliouEasswoid? - An Emgjl will be generated to the
Email address held on the DairyBase system to confirm that the request is genuine.
It will contain a link to request the password be reset and new details emailed to
you.

Hint:

1. Do not forget to log out when you finish

This prevents any unauthorised person from using your computer to access DairyBase
information.

2. Time out

The system will “time out” after about half an hour without any activity. This means you
will need to log back in to continue using it.
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The Home screen

2} Dairy InSight : Your Farms - Microsoft Internet Explorer,

File Edit VMiew Favorites Tools  Help
eBack © J @ @ \-;j pSearch %V"r\\?Favorites @ Bv ; l.f)_—l < |_J ﬁ '3
Address |@ htkp: S e, dairybase co.nz/ dairydataiF armList
== BASE
|

PLATFORM FOR GROWTH

s Home

« Dotails Your Farms

o Custormn Benchmarks

o Reports Search: |Farm Marme V” |[ Search |

e |ogout
Farm Number Farm Name \iew Report  View Season Edit Season
658965 Daisy farms Lid 200552006 » | Edit
495322 Moaloo Ltd 200572006 + | Edit
205247 Test Farm 3 Reports 2004 | view  [2005/2006 v/ Esit

Figure 1. The Home Screen

The first screen which appears upon successful login is the Home page. It will list the
farms you have permission to use.

The main navigation panel

On the left hand side of the screen isthe main navigation panel.

« Home
« Details

« Search Farm Business
Cwhier

» Search Farm

« Custorn Benchmarks
o Heports

e Logout

The options available are:

Home

Returns to the home page.

Details

Here you can modify your persona details, e.g. address and phone number. Y ou can aso

change your password. Once you have made your changes click on to save
them to the database. This screen also shows which data entry screens you are certified
to use, and alist of the farms which have been associated to you.
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Search Farm Business Owner

Search Farm Business Owner will givealist of all Farm Business owners whose farms
are associated to your practice. For each farm Owner listed, any other Rural
Professionals who is associated to that Farm will be shown.

To search for afarm business owner
1. Click on the drop down arrow *| beside Field and select the category you would
like to use for your search.

Field: Business Name A

_ Business Mame
Guery. Primary Contact Name

§,,-}5 Ermnail

Phone

Fax

2. Beside Query enter the text you would like to search for. You can add to your
search by clicking on And/Or to add new fields.

3. Finadly click onthe button and the owners which meet your conditions will

be listed.

Note: If you do not enter any conditions and click on Search all of the owners will be
listed.
Search Farm

Tosearch for afarm
1. Click on the drop down arrow beside Field and select the category you would like

to use for your search.

Field: Farrm Marne v

Guery. Farrn Nurnber
Farm Address
Farrm Crwenar

Farm Supply Number

Beside Query enter the text you would like to search for. You can add to your search
by clicking on And/Or to add new fields.

Finally click on the button and the farms, which meet your conditions, will be
listed.

Note: If you do not enter any conditions and click on Search al of the farms will be
listed.

Once your farms are listed you can change a farm’s details or view the data you have
entered.

Farm ID Farm Name Farm Address Options
200704 Clover Fields Edit Farm Info Yiew Measurements

To changefarm details
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1. Besidethe appropriate farm click on EditEaminto,

2. Enter your changes to the farm details. Y ou can add new supply numbers for this
farm by entering each number and clicking on Add to add them to the list.

3. Once you have finished click on to save your changes.

To view measur ements

1. Besidethe appropriate farm click on Yiewteasurements

2. Select the season you would like to look at. All of the data for that season will be
displayed.

3. You can narrow down the amount of data displayed by clicking on the drop down

arrow | selecting an item from the list and click on [szlest],
Custom benchmarks

Allows you to specify benchmark groups from among your clients which can then be
used when requesting reports (for more details see Report Requesting and Benchmarks).

Log out

Click here when you have finished and wish to leave DairyBase.
Your Farms |

Assigning farms

This is done by the DairyBase administrator to ensure that duplicates are not created. A
signed authorisation form from the farm business owner is required. These forms along
with other supporting material are provided in the training manua or are available on the
website www.dairybase.co.nz . Once the Farm Business Owner Authorisation form is
returned to DairyBase, a farm will be created in the database. It will have a unique farm
number and associations to appropriate rura professionals (RPs) set up.

A farm business may have more than one RP associated with it, for example an
accountant for financial data, and a farm consultant or Consulting Officer (CO) for
physical farm data. Each will be given certification to enter datain the appropriate aress.

Only those RPs who have been given permission will be able to access the data.

Hint: For adefinition of afarm business see the Glossary.

Tosdect afarm
1. Beside Search click on the down arrow *| and select the farm.

Tosearch for afarm

1. Enter dl or part of the farm name in the search cell
Search: Farm Mame % ||Clover

2. Click L5earch ],

When you first start out the only option available for afarm will be Edit Season.

DairyBase User Guide 5



To select a season
The default will be the current season, which rolls over on the 1st April each year.

1. To change to another season click on the down arrow and select the required
years.

Edit Season

2006-07 » | Edit
2003-04
2004-05
2005-085

To edit aseason
2. Click on £ to go into the farm for the years selected. The Select Entry
Category screen will appear.

Once afull cycle of data entry, validate and commit (refer Data Entry, Commit Data and
Validate Data) have occurred then you will aso be able to request a report from this
screen by clicking on 75" _ Y ou can also “View” datafor afarm or year to which you
no longer have edit access.

The Select Entry Category screen
From the Home screen when £ is selected the Entry Select Category screen will
appear.

File Edit ‘iew Favaorites Tools  Help
X A =) e
@Back T il Iﬂ Ig .'\J /7 ! Search ‘. Favarites e} =1 .i] © ﬁ ﬁ
Address |§1 http:/ funenw, dairybase.co.nzjdairydatafEntry Selection?farmname=0Daisy +Farms+Lbd&f armnumber=4074208se ason=2004
— BASE
|

PLATFORM FOR GROWTH Dianes Rural Professionals Lid

+ Home
« Details Entry Select Category
+ Custorn Benchmarks
o Repors
» Looout Mame of Initials
]
Categories:

Level 1 Physical
Financial
Level 2 Physical

This farm is currently marked ag being included in benchmark reparts.

Figure 2. The Select Entry Category screen
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Data are entered in interdependent groups called categories. These comprise:

Level 1 Physical Physical information about the business for the season e.g. milk
production, land owned.

Financial Standard financial information drawn from farm accounts e.g.
income, expenses, assets, equity.

Level 2 Physical Optiona details about stock, feed, animal health etc. - primarily used
by farm consultants.

Only the categories which you have been authorised to enter will be available for
selection.

Tousethe Entry Select Category screen

Mame ar Initials
LH
1. Enter your nameor initiasin the field.

You will not be alowed to proceed until a name or initials have been entered.
Thisisfor internal logging to show who was last to access the farm business.

2. Select acategory to edit by clicking on the appropriate category.

Hint: Once you have initiated data entry for any category then that category will be
locked by you i.e. another authorised rural professional may view the data or request a
report, but cannot edit the data you have entered.

3. If you know this farm does not meet the criteria for being included in
benchmarking totals for the current season then select [Bcuse | Then enter a
reason for the exclusion. These are detailed in Appendix B.

Note: excluding a farm from benchmarks will allow reports to be printed but the
farm will not be included in any benchmarking totals or published statistics.
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The side panel

DAIRY
Q BASE

PLATFORM FOR GROWTH

Level 1 Physical

& Farm Details
2 Milk Production

2 Supplementary Feed On

Category
Hand

<« ot
< Lahour naV|gat|0n
& Land tools

& oung Stock Grazed on
Milkifng Platform (f none

leave blank
s Dave Data
+ Validate <«— control
» Revert tools
» Comrmit
+ Select Mew Farm Site
s Select Mew Categary < navigation
* Logout tools

Figure 3. Data entry side panel

The side panel contains three sections:
Category Navigation tools

Within a category data entry is further broken down into pages.

To select a data entry page

1. Click on anitem displayed in the side panel.

Pages can aso be stepped through by clicking on
bottom of the screen, or by selecting the appropriate page from the drop down box

and then clicking on __“fange fage

Previous Page Mext Page | | Labour
Save Revert  VYalidate Commit

DairyBase User Guide



Each of the page names have an indicator circle to the left . This is initially white but
will change colour in the following circumstances:

Blue
Orange

(warning)

Red
(error)

Unsaved data has been entered into the page i.e. the page is currently being
edited.

Problems were found on the page while validating the category, but commit
will be allowed.

Note: the problems may be on a different page from the one where you
selected commit or validate.

Errors were found on the page while validating the category, and commit
will not be allowed until these errors have been corrected.

Note: The errors may be on a different page from the one where you
selected commit or validate.

Data control tools

s Save

» Yalidate

Saves the current page. Save occurs automatically when moving between
pages within a category, and when performing validate or commit. If you
leave your screen midway through a page for any reason it is recommended
that you save, as the system will time out if nothing is entered for
approximately half an hour.

When you have entered all of the data for a category, validate will check it
for problems within the category, and against other relevant category data.
If there are problems you will either get a warning, or an error message.
Warnings should be checked and Errors corrected before the data will be
accepted (for more details see Validate Data).

Removes any data entered for the page since the last save or since the page

was opened.

Automatically validates the data. If there are no problems, the data will be
transferred to the main database and you can print reports.

Note: Once committed, datais no longer available for editing.

If for some reason data needs to be edited after it has been committed then
you will need to contact the DairyBase administrator and request that the
farm business be reopened for further editing.

Site Navigation tools

e Select Mew Farm Returns you to the farm selection screen to select another farm.

If there is any unsaved data on the current page you will be
asked if you wish to saveit.

» Select Mew Cateqory  Returns you to the Category selection screen to select a new

o Logout

category. If there is any unsaved data on the current page you
will be asked if you wish to saveit.
Logs you out and exits the system.
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Data Entry

To access adata entry field click on it with your mouse, or use your Tab button to move
between them.

Help is available if the field has a to its left. It can be viewed by floating your mouse
over the .

Data can be entered in different ways depending on the field:
Prepopulating from a previous year s data

If data has been entered for the previous season, then this datawill pre-popul ate some of
the fields when you first enter the category. Only fields which are unlikely to change
from season to season will be pre-populated. E.g. production system or operator type.
Opening balance sheet items are pre-popul ated from last season’s closing data. These
values can be over written if required. If pre-population has occurred, awarning will
appear on the first page of each category to prompt you to confirm that you have checked
the data.

Standard

The relevant value is typed into the field. Many fields have a default value (usually 0)
which will apply if no other valueis entered.

Hint: Using the tab key, or double clicking on the next field will highlight the default
value and replace it when you type. Single clicking on afield will leave the current value
in place. Be careful not to end up with an extra 0 when entering a number.

Option drop-down boxes

These have a set of predefined values for the field. You can select them by clicking on
the down arrow to the right of the box I, moving the mouse down until the relevant
selection is highlighted, and then clicking on it.

Farm Details

Milking Interval w

WWinter milk

1-Twice a day
Irrigation used 2-Once & day full season

3 Once a day (16-30 weeks)
Certified Organic 4 Other, (3 times in 48 hours etc)

[ Estimated Mitragen applied to pasture (annes) 0

Figure 4. Selecting an item from a drop down list.

If the drop down box contains dates, and the required date is not available, then it can
usualy be typed directly into the field in dd/mm/yyyy format.
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Hint: When selecting from a drop down box the mouse wheel can be used to scroll
through the options. After using the mouse wheel, click outside the option box to
deselect otherwise using the mouse wheel will continue to scroll optionsin the box.

Add new fields
It is possible to have multiple entries for some fields e.g. when there is more than one
dairy in afarm business.

To add new fields

1. Enter the data for the first row and then click on 22" A new row will appear.
The system will total the fields you add if appropriate.

Mumber of
Dairy Type zets of
cups
AFdadrE Dairy Herringbone | |0 Remove
ey
| (0 Remave

Figure5. Adding multiple entriesto afield.

Toremovefields
1. Click on =™ peside the field you would like to delete.

Calculators

Some fields have calculators attached to help you to work out the value required, e.g.
amount of milk taken from the vat to rear non-replacement calves, or young stock grazed
on the milking platform. If you know the value you can enter it straight away, otherwise
use the calculator to help work it out.

MNaon replacement calf milk taken from vat - Spring 0 m

Touseacalculator
1. Click on the EIE button to the right of the data entry field. The calculator area will

appear.
Non-Replacement Calf Milk Taken From Vat

Mumber of
non- Estimated  Mumber of
replacement  litres of days fed
calves milkicalfiday milk
reared
Spring 0 0 0
Add Mew
Auturnn 0 0 0
Add e

Calculate

Figure 6. Using a calculator.

Enter values in the table provided and then click [catculate
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Note: If an amount has already been entered in afield and then the calculator is used, the
calculated values will overwrite the original amount.
Comment boxes

In some areas you can enter comments. These will not be used by the system in your
farm calculations but will appear on reports. They could outline factors which may have
affected the data for the year e.g. you could enter comments related to severe weather
patterns or mgjor farm devel opments in the Financial/EFS comment.

EFS comment flood over bottom Z20ha in August.|

Figure 7. Entering a comment.

Display only

Some fields display information entered previously, or derived from data entered in other
sections. They are display only and cannot be edited. They can be recognized as they do
not have a box around the value displayed.

Other Current Assets 0 0 <«—Data entry field
Tatal (Current Assetsy: 0 ] <—Display field
Preparing datafor entry

You can enter financial information using a standard set of GST exclusive accounts but
extra physical details will be needed from the farm business owner. A standard Level 1
Physical questionnaire is available on the DairyBase website. This information is
required to be entered before the Financial or Level 2 Physical categories can be
committed and reports printed.

Only one data set is entered for a farm business, so if there is more than one set of
accounts, e.g. partnership and trust, then the combined data needs to be entered. _“94M=
can be used for some data fields while other items may need to be combined manually.

There may be some fields broken down in DairyBase for which you have a total value,
e.g. grazing heifers and grazing winter/dry cows. In this case, if the breakdown is
unavailable, then enter the total in general or other, or select the option which best fits.

If the accounts are complex then it may be helpful to set yourself up a spreadsheet to
open in another window on your computer. This can then be used to as a calculator and
workings can be saved.

Hint: Do not forget the on screen help text available by moving your mouse over the
boxes to the |eft of the field names on the screen.
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Screen Descriptions —what to enter

Many fields are self explanatory and so have not been included in the descriptions below.
For further explanation of calculations refer to the Report Description Handbook.

Level 1 Physical

Farm business details

The farm business type selected must relate to the allocation (percentage) of the milk
chegue e.g. 1-Owner Operator should be 100%.

If the Business Type is 4, Owner with contract milker, then the % of milk revenue
received should be calculated as:

Owners share of milk revenue/ Total milk revenue for the farm

Note: Where the farm businesstypeis 5,6 or 7 and multiple farms/business types are

being combined the % of milk revenue received should still be calculated as above

E.g Farm1 Owner operator 500 cows, Total Revenue $780,000 Owners share $780,000
Farm 2 Owner with Sharemilker 300 cows, Total Revenue $470,000 Owners Share

$235,000

%Milk Revenue received = $1,015,000/1,250,000 = 81%

The production system is based on the portion of feed which is imported, ranging from
none imported to feed imported al year round. The systems are described in the help
notes of the L1 questionnaire and in the help text.

The Land Farmed section must be filled in for all farm businesses entered. The effective
area from Land Farmed is used to generate the milking area used in the KPI per ha
caculations The difference between total and effective is due to land taken up by
buildings, rivers, races, wasteland etc.

Cows/Production/Labour
This section describes the physical operational inputs towards production.
Young Stock Grazed on Milking Platform

When you enter numbers here the program will calculate the percentage of the milking
area used for grazing young stock. This will be zero if all young stock are grazed off or
grazed on arun-off.

The young stock areais deducted from the effective areato give the milking area. Thisis
used in all of the per hectare calculations.
The young stock areaisincluded as run-off in the run-off adjustment.
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Milk production

This should come from your Dairy Company statement, for the financial year. If the farm
has a March balance date then milk Production should be from 1 April to 31 March.

Supplementary feed on hand

Here you record the change in the feed inventory. If you know the total tonnes difference
in dry matter from opening to closing then this can be entered, otherwise the cal culator
can be used. For Hay and wrapped silage the calculator alows you to enter the number
of bales but the bale size must first be entered The bale size is relative to one standard
small rectangular bale and defaultsto 1 for hay and 10 for silage.

Pit silage and maize must be entered by the cubic metre. Meal and Other are entered by
the tonne.

The opening amounts of the calculator will pre-populate with closing amounts from the
previous year, so if the previous year has been entered then only closing values are
needed. If the bale size changes during the year then opening will need to be entered as
total DM under other, and the bale size set for closing.

Labour

Y ou need to enter the hours worked for paid and unpaid (family) labour. One FTE (full
time equivaent) is based on 2,400 hours per year (48 weeks, 50 hours per week). Enter
the hours worked by the primary labour unit into management, and any other unpaid
labour units into family (unpaid).
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Fnancia

Fnancial Admin

The system expects accounts to be GST exclusve and you will not be able to
validate/commit if your figures areinclusive.

Financial Comment:

Y ou can enter comments about any factors which may have impacted on the year’s
financia information here. These can be entered by the farm business owner on the
questionnaire and will be printed on the Cash Flow and Profitability report.

Dairy Stock Rec

Enter opening and closing stock numbers here. The change in livestock values from open
to close will be calculated using closing National Average Values (NAMV). For sales
and purchases enter total number sold/purchased and the gross amount received/paid —
not the per head value..

A full livestock reconciliation including deaths, natural increase etc. is not required.

Mk Production Revenue

Enter the net figure received by the business for the financial year (some accounts report
aseasonal figure and then adjust for financial year).

Enter The Dairy Insight Levy hereif it is not already removed from revenue.
Dairy Cash Revenue

Enter any other cash revenue received from dairy activities, or generated from dairy
assets, e.g. rebates, lease of land, heifer grazing, use of Dairy machinery for contracting
and rent received for farm cottages.

Where relevant, revenue will be netted off the related farm expenses e.g. supplementary
feed.

Dairy Cash Working Expenses

Enter all working expenses related to the daily operation of the dairy enterprise, e.g.
Animal health and breeding, supplementary feed costs, grazing, fertiliser and calf rearing.
Refer to the Farm Expenses Coding manual to help determine where to code individual
expense items

Dairy Cash Overhead Expenses

Enter overhead expenses related to the business e.g. R&M, vehicle expenses,
administration expenses, standing charges and any extraordinary expenses. Exclude any
expenses specifically related to off-farm or non-dairy activity, these will be entered later
in the non-dairy or off-farm section as appropriate.
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Dairy Non-Cash Revenue/Expenses

Enter income equalisation, depreciation, deferred/carried forward expenditure, produce
used.

Note: Include total dairy depreciation including buildings, development and vehicles.
The milk plant and farm dairy depreciation entered later under balance sheet assets are
itemised there for use within the system, but are al'so included in this total.

Hint: Depreciation is always entered without Private portion. The Private Portion of
Depreciation is not entered anywhere in DairyBase

Non-Dairy Stock Rec
Enter all non-dairy stock e.g. beef cows and sheep.
Non Dairy

Enter revenue and expenses for farming activities not contributing to the dairy enterprise
(not including dairy meat account) e.g. wool, beef, horticulture and trees.

Includes Fixed Assets, depreciation, purchase/sal e of fixed assets used for non-dairy
activities.
Off Farm

Enter any income and related expenses included in the accounts which are not farming
related e.g. contracting and revenue generated from work in town. Includes Fixed Assets,
depreciation, loss on sale etc. related to Off-Farm assets.

Note: Off-farm rental is related to properties physically removed from the farm e.g. a
house in town.

Land

Where land is owned and/or |eased then details need to be entered, either as atotal or for
each land parcel. Farm business type 2 (40-60% sharemilkers) should not own milking
land, but may own run-off or non-dairy land. If sharemilkers own milking land then they
should be entered as diverse rather than 40-60%.

For land owned you will need to enter rateable capital values, the revaluation date and
district. Thisis used to revalue Rateable value to current values (for that season), these
values are then added into the opening and closing assets. For seasons where the closing
year is arevaluation year then either the most current or the previous revaluation details
could be used, depending on whether the most recent revaluation is available. Enter the
date of the valuation used.

If preferred, an estimate of opening and closing values of land and buildings can be
entered. These values will be used for the farm report, but QV values are still required for
Benchmarking. If estimated values are used then they must be entered for all parcels of
land and for both opening and closing.
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Any sales/purchases and development of land should be entered on this screen as well.
For purchases the purchase value will be added to the closing assets. For saes the
closing value of the land will be reduced propotionatley depending on the number of
hectares sold.

l.e. Closing Land & Buildings = (Estimated Market Value or (Revalued land — sales +
development)) + Land/Buildings purchased

For run-offs a market rental value can be entered and will be used in the run-off
adjustment. Regiona averages will be used if amarket value is not entered.

The transaction date for saes/purchases of run-off land is used to calculate the run-off
adjustment based on the length of time the run-off was owned during the season i.e if the
land was purchased halfway through the season then the run-off adjustment will be half.

Dairy Fixed Assets

Enter all fixed assets from the Balance sheet into Assets at Book Value. The Land and
Buildings values entered here are not used elsewhere in the system but are used only to
balance the balance sheet. Land and Buildings included in Dairy Assets are calculated by
revaluing the information entered in Level 1 Physical, unless estimated Market values
were entered in L1

Thereis no requirement for full asset schedules to be entered.
The total Purchases/Disposals flow through to the Cash Reconciliation.

Balance Sheet Assets

Include Current Assets, Non Current Assets and Investments.

Thetotal Fixed Assets entered in ‘Dairy Fixed Assets plus any other Fixed Assets
entered in ‘Non-Dairy’ or *Off-Farm’ will show under Non Current assets.

The Livestock total entered hereis not used elsewhere in the system and is only used for
balancing the Balance Sheet. Livestock valuesincluded in Opening/Closing Assets are
calculated from the Opening/Closing Stock Numbers in the Stock Reconciliation pages,
using the NAMV herd values.

Shares entered under Other Farming Sharesinclude LIC, trading Companies e.g
Farmlands etc. Shares entered here will be included in Dairy Assets, while shares entered
in ‘Off Farm and Other Investments will be included in total Assetsonly. The
Difference between Opening and Closing Investments flows through to the cash
Reconciliation.

Balance Sheet Liabilities

Enter the Current Liabilities, Term Liabilities and Current Accounts.
Family loans entered here are those for which there is a reasonable expectation that they
will be repaid, or for which interest is being paid.
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Balance Sheet Totals

Qpening Closing
Total Liabilities 3,895,992 4048107

B Owner's Equity 1,288,927 | 1,767,208

Total Liahilities and Owner's Equity 5194819 58153148
Total Assets 5,194,822 5815314
Difference hetween Assets and Liabilities 3 -1

At the bottom of this page are the balance sheet totals. Liabilities and Assets are
displayed from data entered on this and previous screens, Owner’s Equity is entered to
ensure that the balance sheet is balanced.

If there is a difference between ‘Total Assets and ‘The sum of Total Liabilities and
Owners Equity’ then a fatal error will occur on validation and you will not be able to
commit the data as it indicates that the balance sheet is not balanced .

Note: Validate will only return an error if the balance sheet difference is greater than $5
(allowing for accumulated rounding errors).

Cash Reconciliation

Allows the reconciliation of cash flow with movements in working capital, to ensure that
all transactions have been captured.

The Net Cash Trading Surplus (NCTS) shows at the top of the screen and is calculated as
follows: NCTS = Cash Revenue — Cash Expenditure

Cash Revenue

Thetota of: Cash Expenditure
Livestock sales Thetotal of:
Net milk sales - Livestock purchased
Other dairy cash revenue - Farm working expenses
Produce used Subtract - Overhead expenses _
Income equalisation refund - Income equalisation deposit
Expenditure carried - Deferred expenditure claimed
forward - Non-dairy Cash operating
Non-dairy cash revenue expenses
Off-farm Cash income - Off-farm cash expenses

Then enter the details for non-taxable sources of cash (e.g. capital gain on investments,
personal funds introduced, tax refunds) and any other item to which funds have been
applied to (e.g tax paid, personal insurance, drawings). If Net expenses were entered in
the Expenses pages rather than Total/Private Portions then the Private Portions will need
to be added to Drawings.
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Changein Working Capital = NCTS + Other Sources of Cash - Funds Applied .

Change in working capital

Change inwarking capital A7 886 <
Clasing Current Assets less Current Liahilities -43,938

Opening Current Assets less Current Liahilities -101,835

ket Change in working capital A7.901

Difference inworking capital -14

Values displayed on this screen come through from data entered in previous screens:

-‘Increase’ or ‘Decrease in Investments show the difference between Opening
and Closing investments from the Balance Sheet Assets page

-“Digposa’ and ‘purchase’ of Fixed Assets shows the total Disposal and Purchase
of Fixed Assets from the Dairy Fixed Assets, Non-Dairy and Off-farm pages

-“Increase’ or ‘Reduction in Borrowings show the difference between Opening
and Closing Term Liabilities from the Balance Sheet Liabilities page

Investments

Opening  Closing

 Daity Company Shares 700,000 | [s00,000

H Meat Company 0 o

H Fertiliser Company 0 0

H other Farming Shares 0 )

H Other Shares i )

H off farm and Other Investments f f)

Total (Investmentsy: 7oo0o0 800000
Increass in investments 200,000

H Less Share revaluation 190000

Share Revaluations and bonus Issue shares are non-cash and need be removed from the
Increase/Decrease in investments to leave the cash portion. In the above example
200,000 has come forward from the Balance Sheet investments, 190,000 has been entered
as bonus sharefrevaluation leaving 10,000 as Funds Applied as cash used to increase
Investments.

Net Change in Working Capital = (Closing Current Assets less Current Liabilities) —
Opening Current Assets — Current Liabilities).

Change in working capital

Change inwarking capital A7 886

Clasing Current Assets less Current Liahilities -43,938

Opening Current Assets less Current Liahilities -101,835

ket Change in working capital A7.901 <+
Difference inworking capital -14
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If there are differences between the Change in Working Capital and the Net Change in
Working Capital +- $5 then ‘Validate' will return an error and you will not be able to
commit the data.

If there ia a valid reason why the cash does not reconcile then a balancing item may be
entered. In this case acomment must accompany it to explain the difference.

An exampleiswhere there are Different Ba ance dates between
Trust/Partnership/Company accounts and internal transactions do not completely cancel
out.

Examples of why the Cash Reconciliation may not balance and need to be corrected
include:

Share revaluations/devaluations have not been entered and therefore have not
been removed from the total increase/decrease in investments.

Non-cash items may have been included in drawings e.g. private share of
depreciation

Purchases/Disposal of Assets have not been entered correctly in the Fixed Assets
pages
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Validate data

Once all of the data has been entered then it should be validated to check for errors. This
procedure first checks that all option fields which require data have values entered. If
thisis not the case then these will need to be entered and validate selected again.

The next level performs a series of checks against the data. For example, does it fall
within an expected range? Many of these checks are against fields on other pages, or in
previous categories. For this reason the data should be entered for the whole category
before Validate is selected.

If there are problems, the circle by the relevant page in the side navigation panel will
change colour to orange or red. Click on the page and the problem areawill have an error
message beside it. This message will be a darker colour if it is an error rather than a
warning, and the indicator circle will be red.

.............................

fl Peak Cows milked i

Validation often involves checks using data in other fields, so you may need to check
more than one field for problems e.g. if ‘Calves sold more than Peak cows milked’
appears beside calves sold, and calves sold is correct, then peak cows milked may need to
be checked.

| Hint: The Validation message will remain on the screen until validate is reselected

Tovalidate data
1. Goto acategory page (Level 1 Physical, Financial, Level 2 Physical) and enter all
of the data.

2. Inthe side navigation panel, to the left of your screen, click on = ¥alidate
Commit data

When the data for a category has been entered and validated then it can be committed. If
the data has not been validated then Commit will automatically perform a validation and
stop if there are any problemsin the data. Any warnings will be displayed and before the
data can be committed you will need to click on the tick boxes to check them. This
acknowledges that you know what the problems are and accept the data as correct.

Due to the interdependence of categories, you need to follow this order when committing
categories:

1. Level 1Physica

2. Financia or Level 2 Physical.
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Hint: Categories do not have to be committed before entering data into the next
category. Infact, you may wish to enter all of your datafirst in case validation highlights
aproblem in one of the earlier categories.

To commit data

Enter and vaidate all of the datafor a category.

In the side navigation pandl, to the left of your screen, click on = Sommit

Even if there are no warnings or errors present you will be asked to confirm the
commit, to prevent committing accidentally.

Once committed the data will be available to produce reports, and an option to view
reports will become available on the Select Category screen.

A Dairy InSight : Entry Select Category - Microsoft Internet Explorer

Fle Edit Wew Favorites Tools Help

iﬂ Ig .'_\J 7/ ) Search ‘:::( Favorites 6“? - & (=]

= BASE
E—
PLATFORM FOR GROWTH Dianes Rural P
e Home
e Details Entry Select Category
s Custorn Benchmarks
© Eepods Cormmit successful for Daisy Farms Ltd - Admin/2004
o bl “Wigw raports

Figure 8. Successful commit screen.

Request reports and Benchmarks

Torequest areport

Either in the Your Farms panel click on for the appropriate farm business
under View Reports. A season will need to be selected.
Or once you have committed a Category click on ¥iew renots

A list of available reports will appear. Only reports for categories that have been
committed will be available.

Click on the boxes for al required reports.
The standard financia reportsfor Level 1 are:

Physical Data Summary

KPI Summary

Financial Anaysis

Cash flow and Profitability (EFS) report.

Variations of the Financial Analysis report are available giving KG MS,
per ha, per cow and total $ for a 3 year period.
The Level 2 “Physical Detail” report is only available where this data has been
entered and committed.

Reports
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Click on L_ReauestRenot | 4 1y the report. A .pdf file for the selected reports will

be created. Each report will appear as pages within the .pdf file. The filename
will include the farm business name and year so that it can be saved for future
reference.

A DairyBase : Report Selection - Ben - Microsoft Internet Explorer

File Edit “ew Favorites  Tools  Help

@Back M > ) Iﬂ IELI _,l\l ,\.'Search ‘:/_‘\'_(Favurites Q“} 8- & al - —

Address ,@ http: {fees, dairybase. co.nzjdairybase/ReportSelection?repart . season=2004&f armid=6 1 28&season=Rsea
— BASE
|

PLATFORM FOR GROWTH Matthew:

s Home

s Details

e Search Rural Professional
.

.

Report Selection - Ben

Search Farm
Custormn Benchmarks
o Repors Season: 2004-05
e |logout

Farm Business: Ben(405282)

Select Reports

[#] Physical Data Surnrmary
[#] KPI Surnrmary

I Financial Analysis

[ Physical Detail

I EFS Flow

I Financial KGMS
[JFinancial Per ha
DFmanua\ Per Cow

[IFinancial (Total §
Check All AdnCheack All

Select Report

[_Selectrggregate | [ ReguestReport |

Figure 9. Selecting reports.
Y ou can use the Select Aggr egates option to include benchmarking in your reports.

Note: at the beginning of afinancia year the option to benchmark may not be available
if the minimum number of farms has not been entered for the operator type/region. This
Is done to provide statistical significance and preserve anonymity.

Torequest reports using benchmarks
1. Inthe Your Farms panel click on —*%22"_ for the appropriate farm business under
View Reports. A season will need to be selected.

2. At the bottom of the Report Selection screen click on L_8elettAgaresate | - Optiong
will appear to set up the criteria for the aggregate group.
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Figure 10. Selecting aggregate criteria.

3. You can load a set of default criteria by clicking on beside Load Default
Benchmark group. This will provide benchmarks against the business type and
region for the current farm selected. If this is all that you want to benchmark
against then skip steps 4 & 5, otherwise you can add to the default selection or set
up acompletely different set of criteriawith steps4 & 5.

4. Select the Benchmark component from the drop down box and click on

to add it to the list. The system will then prompt you
to enter the component value, which relates to the selected benchmark component
e.g. if Farm Business type had been selected, then you would need to select 1-
Owner operator or 2-Sharemilker etc. This gives you the flexibility to benchmark
against a group with different characteristics from that of the farm business being
benchmarked.

Once sdected, this combination of Benchmark component/measurement will
appear under current selection.

For Financial reports the Benchmark component Farm Business type must be one
of the components sel ected.
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Figure 11. Adding a component value.

5. You aso have the ability to specify ranking criteria within the benchmark group.
Thisis aso atwo step process, first select the operator to use for ranking from the

drop down list and click on . Then select the percent, Top
50, Top 20 or Top 10 (dependent on number of farms entered in the benchmark
group) and click on . Each of your benchmarking criteria will be
listed under Current Selection.

6. Once you have set up al of your criteria click on to run your
report.

Hint: Totals are updated nightly for aggregates, so any farms committed will not be
included in the benchmark totals until the following day.

Y ou can remove individual criteria when setting up by clicking on inthe
Current Selection list.
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BExample
To benchmark against the top 20% of owner operators in the Waikato, based on
dairy Return on Assets, the following need to be selected:
Benchmark component = region
component vaue = Waikato
Benchmark component = Farm business type
component value = 1- owner operator
0 (->or load default selection if farm is owner operator in the Waikato)
0 -Ranking calculation = Return on assets % (dairy)
0 -Percentage of farms = Top 20

Then request report to generate the .pdf. In this case there will need to be 200
Waikato Owner Operators entered in the system.

The current selection box shows a count of farms in the aggregate so far selected.
This indicates the ability to select afurther level of criteria. In the above example if
the farm count was 80 after selecting Owner operator/Waikato then the ranking
selection would not be available for Top 20% (but it would for Top 50%).

Custom Benchmarks

A farm business can be benchmarked against a custom group.
To create a custom benchmark group
1. Sdlect from the side navigation panel. The Custom Benchmark

Groups screen will open. will appear, along with alist
of any previously created groups.

Figure 12. List of custom benchmark groups.

2. Select . Enter aname for the group.
3. Sdlect and a drop down box will appear with al farm businesses associated
with the current user.
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4. Select a farm business and click on to add it to the list of farm
businesses under Group. Continue adding until al required Farm businesses have

been selected. Click on to delete a selected farm from the group.

5. Once you have finished, select another option from the side navigation panel to
save your changes and exit this screen.

Figure 13. Adding a farm to a custom benchmark group.

Note: Custom Benchmark reports can not be selected via the normal report request
pathway.

Torequest a custom benchmark report
1. Select beneath the Custom Benchmark heading.
2. A screen will appear with al of your groups, select the applicable group to use.

3. The next screen will ask you to select a season, report types required and the farm
business that is being benchmarked against the group.
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Figure 14. Adding season, report types and farmsto report.

Click on . This checks the commit status of al of the farmsin the
benchmark group, and the farm being benchmarked, against the report types
selected.

If dl of the data required for the report has been committed successfully then you will
get the option to . Clicking this will open a window where you
can save thereport asa.pdf file.

Possible problems

If all of the categories required for your selected reports have not been committed
then you will not be able to generate the affected reports.

In the above example Financial reports have been selected but no farms have the
financia category committed, so the following screen will appear when you select
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Figure 15. Listing problemswith reports.

Dropping out the reports requiring financial data resultsin the following screen instead
and the report can be generated.

Figure 16. Ready to run a custom benchmark report.

DairyBase User Guide 29



Appendix A: Criteriafor Excluding a Farm from Benchmark
Reporting and Statistics

Not all farmswill be able to be entered into DairyBase. Accounts that are prepared GST
inclusive will not be entered!

Farm businesses may be entered which are regularly ineligible, or temporarily excluded
from benchmark aggregates just for a season. These farm businesses may still be entered
to produce reports for the farm business and to benchmark against other groups of farms
but their totals will not be included in the aggregates. For afarm business not eligible for
a season the data may <till be entered to provide continuity in the time series for that farm
business.

The following are reasons why a farm business may be excluded from benchmarking or

the annual publication:

Research farms

Government and Corporate farms — where information (particularly assets and expenses)
for the farm is compiled at a national level and not split between the different farms.

Farming enterprises where dairy milk sales make up less than 70 % of gross farm
revenue.

A farm has significant changes (+/- 10%) to the effective land area and is not milked on
for the entire season.

| Hint: Check the website to receive a more up to date list of exclusion criteria. |

Rura Professionals are required to select at the time of data entry if it know the
farm business does not meet the criteria listed above. The database manager may also
remove afarm from benchmark data.
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Gossary

Aqggregate

Association
Benchmark component

Benchmark group

Category

Commit

DM
Farm business

Feed inventory

FTE
KPIs

Locked

Is the mean for a benchmark group. Many combinations are
available, but a minimum of 20 farms meeting the criteria
must be in the database.

Aggregate totals are updated nightly.

Link between the Farm business and Rural Professionals
which allows those RPs to access the Farm Data.

Selection criteria for benchmark request, e.g. production
system, farm business type

Group of farm businesses included in the aggregate, against
which the farm business is to be compared. Also
‘Benchmarking’ the term used when describing the process
of comparing afarm against agroup (i.e. averb).

Grouping of data for entry. See Admin, Level 1 Physical,
Financial and Level 2 Physical.

Moves a category of data entered from the temporary
scratchpad area to the permanent database. It is then
available for reports and, where appropriate, will be added to
benchmark totals.

Dry Matter

Is an operationa unit which meets the following criteria
Some, but not necessarily all, of the income is derived from
dairy farming activity.

The business owner has some, but not necessarily all, of their
capital invested in either land or livestock.

The scope of the farm business is the smallest business unit
that can be cleanly separated out from a set of accounts i.e.
balance sheet as well as expenses. It is possible for one farm
business to include multiple dairy farms, or for one farm
owner to have more than one farm business in the database,
depending on the financial reporting.

The amount of feed on hand at the beginning and end of the
financia year e.g Hay, Silage. DairyBase records the DM
content of the feed and so if thisis known then afull
inventory isnot required.

Full time equivaent, relating to labour.

Key Performance Indicators. These indicate the key
performance or success of the Physical or Financial aspects
of the farm business. Certain data el ements are produced on
a basis which enables comparison against other farms of
differing sizes e.g. per hectare or per cow.

When arural professional first enters a category the category
becomes locked for that login entity — athough any user
within the company can enter data, even if ther initials are
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Land parcel

Level 1 Physicd

Level 2 Physicd

MIME
Non-dairy

Non-replacement

Off-farm

PSC
RPs

Scratchpad

Utilisation %

different. The category remains locked until committed,
even when not in use.

Block of land which has its own rates demand and rateable
vaue. A milking block, run-off or non-dairy total may
comprise several parcels of land.

Basic physical data related to the farming business. Includes
production land area and herd size

Extra physica information, generdly used by farm
consultants when advising farmers. Usually more detailed
version of L1 Physical (athough it still requires L1 Physical
to be entered and relevant detals are carried forward) e.g.
‘Stock and Anima Hedth’ in L2 Physical includes
information about lameness and mastitis.

Mega joules of Metabolisable Energy

Any farming related revenue or expense which does not
contribute to the dairy operation, but which may share assets
or expenses

Animals that are not herd replacements i.e beef calves.
Dairy Breeding bulls are included in dairy.

Revenue and related expenses which are included in the farm
business accounts but are not farming related e.g. Off-farm
rental properties and investments. Off-farm should only be
used if al related assets, revenue and expenses can be
accounted separately or apportioned. Smaller amounts
(check the help text for current values) are included in Dairy
if Dairy Assets are used.

Planned start of Calving, usualy 282 days from the date
mating is started in the herd

Rural Professionals: Accountants, Farm Consultants
including Dexcel Consulting Officers, Bankers.

Temporary work area that data is entered into. Only
validated data from the scratchpad may be committed to the
database. Uploads from 3" party software such as MYOB
will be loaded into the scratchpad for validation and
committing.

The Amount of feed consumed by the cows as a proportion
of the total amount of feed offered. The difference is waste
and will vary with different feed types.
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