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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 
open in FarmBooks. 
 

Menu Options when farm is open. 

 

Menu options when farm is closed. 
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Section 1: Farm Options: Open Farm 

Open Farm 
 

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

 
 

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.   

 
 

3) FarmBooks will open your farm and display a tabs for managing your farm. 

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

 
 

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

 
 

3) Note that now there are tabs for you to view and manage the demo farm. 
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Section 1: Farm Options: New Farm 

New Farm 
FarmBooks can manage multiple one or more 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 

 
 
 

2) The New Farm Wizard will load.  Click Next to begin. 
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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.  

 
 

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. 
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Section 1: Farm Options: New Farm 

 

5) Enter Contact Information for Farm and click Next. 

 
 

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.   
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Section 1: Farm Options: New Farm 
 
 

8) 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 now and print the log to determine 
which files were not successfully processed.  

 
 

After you create a new farm you will need to do the following: 

¶ Set up at least one bank account for the farm 

¶ Add frequently used vendors  

¶ Add employees 
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Section 1: Farm Options: Setup Bank Accounts 
 

Setup Bank Accounts 
 
1) Open your farm by clicking File: Open Farm. 

 
 
 

2) Click on Setup: Bank Accounts 

 
 
 
3) When the Bank Accounts window opens, click Add. 
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Section 1: Farm Options: Setup Bank Accounts 
 

 
4) Enter your bank information and click Add.   

 
 
 

5) Once completed, you can close out of the Bank Accounts window. 
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Section 1: Farm Options: Add Vendors 

Add Frequently Used Vendors 
 

1) Click on Setup: External Codes   

 
 
 

2) The Vendors window will open - click on Vendors and then the Add button 
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Section 1: Farm Options: Add Vendors 

 
3) Enter in information for you new Vendor and click Add 
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Section 1: Farm Options: Add Employees 

Add Employees 
 
1) Click on Setup: External Codes 

 
 
 

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

 
 
 

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) In step 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. 
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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. 
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Section 1: Farm Options: Backup Farm 

Backup Farm 
 
1) Close any farms that are open by clicking File: Close Farm. 

 
 
 

2) Start the backup by clicking File: 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. 
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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 some other 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 ǘƘŜ άYŜŜǇ !ǊŎƘƛǾŜ CƭŀƎǎέ ǎŜǘǘƛƴƎ ǘƻ Ƴaintain the current flags on the database 

files being backed up.  
 

 
 

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.   

                                          
 

3) Click the Browse button find the backup set to restore from.  This file may be on a USB removable drive, diskette, zip disk or 
CD. The backup set may be comprised of several files 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 settiƴƎ ǳǇ ŀ ƴŜǿ ŎƻƳǇǳǘŜǊΣ ŎƘŜŎƪ άwŜǎǘƻǊŜ /ƻƴǘǊƻƭ CƻƭŘŜǊέ ǘƻ ƘŀǾŜ ȅƻǳǊ ǊŜƎƛǎǘǊŀǘƛƻƴ ƛƴŦƻǊƳŀǘƛƻƴ 

automatically restored.  
- Press Next. to continue. 
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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 re 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.   

 

 
¢ƘŜǊŜ ƛǎ ŀƭǎƻ ŀ ŦƻƭŘŜǊ ƴŀƳŜŘ ά/ƻƴǘǊƻƭέ ƛŦ ȅƻǳ ŎƘŜŎƪŜŘ άwŜǎǘƻǊŜ /ƻƴǘǊƻƭ CƻƭŘŜǊέ ŀƴŘ ōȅ ŘŜŦŀǳƭǘ ǘƘƛǎ ƛǎ ǳƴŎƘŜŎƪŜŘΦ  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.   
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Section 1: Farm Options: Import Data 

Import Data  
FarmBooks has a data import wizard to import a previous yŜŀǊΩǎ Řŀǘŀ ŦǊƻƳ 5h{ a/CtΦ  ¸ƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ǘƘŜ ǎƻǳǊŎŜ ŦƻƭŘŜǊ ǘƘŀǘ 
Ŏƻƴǘŀƛƴǎ ȅƻǳǊ ƛƳǇƻǊǘ ŘŀǘŀΣ ǎǇŜŎƛŦȅ ǿƘŜǘƘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ƛƳǇƻǊǘ ŀŘŘƛǘƛƻƴŀƭ ȅŜŀǊΩǎ Řŀǘŀ ƻǊ ǊŜƎƛǎǘŜǊ ŀ ƴŜǿ ŦŀǊƳΦ  If you are 
registering a new farm contact Sanders Software Consulting, Inc. for a valid registration number.  All transaction records will 
be stamped with the registration number. 
 
It is recommended that you reconcile your bank statement before importing your data.  If you are importing additional 
ȅŜŀǊΩǎ ŘŀǘŀΣ ƳŀƪŜ ŀ ŎǳǊǊŜƴǘ ōŀŎƪǳǇ ƻŦ both the old and new program data.   
 

1) After closing all farms, click File: Import. 

 
 

2) The Data Import Wizard will open.  Click Next to proceed. 
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Section 1: Farm Options: Import Data 

 

3) Specify Import Details and Folder Location  

       You have two options when importing data: 
 

Option 1: Import MCFP DOS Version 8.1 or greater 
Option 2: Import Field Manager Corrections 
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Section 1: Farm Options: Import Data 

 

Import MCFP DOS Version 8.1 or greater 
. 
When you choose to import a MCFP DOS database, you can either: 

a) Register a new farm with the data or  

b) Add another year of data to an existing farm 

Register New Farm 
 

1) After closing all farms, click File: Import. 

 
 

2) The Data Import Wizard will open.  Click Next to proceed. 
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Section 1: Farm Options: Import Data 
 

 

3) Select the MCFP DOS Version 8.1 or greater radio button under Import Type and select Register New Farm radio 
button under Import Options. 

 
 
 

4) Click Browse to select the folder with the import data and then click OK.  
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Section 1: Farm Options: Import Data 

 

5) After you select the Source Folder, click Next to continue. 

 
 
 

6) Enter Software Registration for Farm - the Farm Number, Farm Name, and Registration Key from Sanders Software.  
Once completed, click Next. 
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Section 1: Farm Options: Import Data 

 

7) Enter Farm Tax Information (the Start Fiscal Year is imported from the existing farm and should be correct). Confirm 
these items and click Next. 

 
 
 

8) Enter the Contact Information for your farm and then click Next. 
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Section 1: Farm Options: Import Data 

 

9)  Confirm the location of the data files and click Finish. 
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Section 1: Farm Options: Import Data 

LƳǇƻǊǘ !ŘŘƛǘƛƻƴŀƭ ¸ŜŀǊΩǎ 5ŀǘŀ 

 

1) After closing all farms, click File: Import. 

 
 
 

2) The Data Import Wizard will open.  Click Next to proceed. 
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Section 1: Farm Options: Import Data 

 

3) Select the MCFP DOS Version 8.1 or greater radio button under Import Type and select LƳǇƻǊǘ !ŘŘƛǘƛƻƴŀƭ ¸ŜŀǊΩǎ 5ŀǘŀ 
radio button under Import Options. 

 
 
 

4) Click Browse to select the folder with the import data and then click OK.  
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Section 1: Farm Options: Import Data 

 

5) After you select the Source Folder, click Next to continue. 

 
 

6) On the next screen, select a farm from the list, and click Assign.  The farm number and farm name will appear in the fields.  
Click Next to continue or Cancel to exit the import process. 

 
 

7) Click Finish 
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Section 1: Farm Options: Import Data 

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) After closing all farms, click File: Import. 

 
 
 

2) The Data Import Wizard will open.  Click Next to proceed. 
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Section 1: Farm Options: Import Data 

 

3) Choose the Field Manager Corrections radio button. 

 
 
 

4) Click Browse and locate the data file with extension .mcf.  Then click Import. 
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Section 1: Farm Options: Import Data 

 

5) After you have selected the file to import, click Next.  

 
 
 

6) Select the corrections you want to import and then click Finish. 
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Section 1: Farm Options: Import Data 

 

7) Once completed, click Done. 
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Section 1: Farm Options: Export Data 

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

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

 
 

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

 
 

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

 
 

6) Click Done when completed. 
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Section 2: Farm Year-End Operations: 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 н ŀƴŘ оΦ LŦ ȅƻǳ ŘƻƴΩǘ Řƻ ǇŀȅǊƻƭƭΣ ǘƘŜƴ ƛǘ Ƴŀȅ ƻƴƭȅ ŜȄŜŎǳǘŜ ǎǘŜǇ м ƛŦ ŀƴŘ ǿƘŜƴ ƛǘ ƛǎ ƴŜŎŜǎǎŀǊȅΦ  
The Year-End Tasks wizard may be run multiple times in a given 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.  
 
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 
ǘƘŜƳ ŦǊƻƳ ǘƘŜ ά!ŘǾŀƴŎŜŘ {ǘŜǇǎέ ƻǇǘƛƻƴǎ ƻŦ ǘƘŜ ¸ŜŀǊ-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. 
 

Advanced Steps (Recommend using Complete ALL Year-End Tasks) 
¢ƘŜ άŀŘǾŀƴŎŜŘ ǎǘŜǇǎέ ŀǊŜ ǘƻ ōŜ ǳǎŜŘ ƛŦ ȅƻǳ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ŘƛŦŦŜǊŜƴǘ ƻǇǘƛƻƴǎ ŦǊƻƳ ǘƘŜ ŘŜŦŀǳƭǘǎ ǇǊƻǾƛŘŜŘ ƛƴ ǘƘŜ /ƻƳǇƭŜǘŜ ![[ 
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. 

 
 

and then select: Step 1: New Fiscal Year from the Advanced Steps fly-out menu. 
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Section 2: Farm Year-End Operations: New Fiscal Year 

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

 
 
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. 
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Section 2: Farm Year-End Operations: New Fiscal Year 

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

 
 

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 only codes to the new fiscal 
year.  When completed, click Next. 

 
 

 
 



©Copyright Sanders Software Consulting, Inc. 2000 - 2021                                           Page 45 

Section 2: Farm Year-End Operations: New Fiscal Year 

 
6) 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. 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 






















































































































































































