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Copyright (C) 1994 - 2005 Astarla Consulting Pty Ltd 
All Rights Reserved 
 
 
Published By Astarla Consulting Pty Ltd 
 
No part of this documentation may be reproduced in any way whatsoever   
without the  written consent of Astarla Consulting Pty Ltd 
 
Use of the software programs referred to in this documentation is subject to 
the licence agreement included with the enclosed software package. 
 
The documentation is intended as a guide to the subjects covered only.  The 
software it accompanies is produced on the understanding that data will be 
checked by the user and proper manual audit checks will be undertaken on 
a regular basis. They are sold with the understanding that  Astarla 
Consulting Pty Ltd  are not herein engaged in offering legal, accounting,  
tax or any other professional service whatsoever. It should be clearly 
understood that any advice, professional or otherwise should be sought 
from a  solicitor, accountant, investment adviser, tax consultant or other 
professional versed in the topic or service applicable to the business 
engaged in. 
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ABOUT THIS GUIDE 
 
IF YOU REQUIRE HELP OR SUPPORT ON THIS PROGRAM 
PLEASE READ THE BACK PAGE 
 
A Table Of Contents appears on the next page. 
Use this table of Contents a point of reference, eg  if you  are having 
trouble understanding the way Windows handles more than one program 
running at once look in A Word On Windows. Or if you are having 
trouble with insufficient memory or printing problems look in 
Troubleshooting. 
 
Do yourself a favour and read Tricks Tips and Techniques before you start 
work. 
 
Don't tolerate a computer that crashes it will ultimately corrupt your 
data. 
If you computer freezes or crashes: 
Shut it down for 2 minutes  -  Start it up  -  run Scandisk  -  Then run 
NZHO Rescue using the Delete Index Files option (find this where you 
start NZHO) 
 
Importing Data From Older NZHO Systems 
Use the Top Menu Bar – Utilities item and choose Import Data From 
NZHO 
DO NOT COPY DATA DIRECTLY – Errors will result. 
 
 
TABLE OF CONTENTS 
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INSTALLATION 
 
1. Using Windows Explorer/File Manager check that you have more than 
10,000,000 bytes (10 megabytes) of free disk space. 20 megabytes of free 
disk space (minimum) is recommended. 
 
2. Locate the installer file you have downloaded from the web site. 
 
3. WINDOWS 95-98-Me-2000-Xp  
Run the installer application, you can do this through My Computer or 
from the Start Button - Run 
WARNING ! DO NOT install over the old NZHO program 
 
3.  WINDOWS 3.1xx  
NZHO Version 3.20 is a 32 bit program and will NOT run on Windows 
3.1xx 
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CONFIGURING OR SETTING UP YOUR SYSTEM 
 
Configuration is handled with the help of a setup wizard involving three 
screens. 
 
These are pictured below: 
 
 
Step 1 
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Step 2  
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Step 3  
 

 
 
Step 4 
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THE CONTROL CENTRE 
 
TO CHANGE FROM Sample To Office To Home To Sample  -  Click on 
the Which System ? popup at the bottom left of the Control Panel (above 
the Exit button) 
 
To activate your choice move the mouse pointer to the button you require 
and press the Left Mouse Button. 
 
As well as the Control Centre there is a Menu Bar at the top of the Screen. 
This is used to access various functions and accessories while working in 
the various Windows or Worksheets.  See the section on Top Menu Bar. 
 
To use the Reporting facility move the mouse pointer to the Reports 
window and click the Left Mouse Button. 
You may then scroll OR type the first few letters of the Report you require. 
When the required report is selected move the mouse pointer to the button 
you want (Screen or Printer) and click the Left Mouse Button. 
Or you may double click or press Enter on the chosen Report to send it to 
the Screen. 
 
NOTE: Even though the system does not need to be aged or rolled over, 
you need to run rebuild at the beginning of each new month.  This cleans 
up and restructures debtor's balances. You may (AND SHOULD) run 
rebuild more often. 
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GETTING STARTED (Overview) 
 

The following is a brief run down on NZHO and how it would apply 
generally to the typical small business. You will find specific 
instructions in the appropriate section. This is not intended to replace 
advice received from your accountant. 
 
NZHO is a cash based accounting system, so that receipts and payments 
are analysed on cheques written and deposits received.  Invoicing however 
is based on traditional methods except information is held over for longer 
periods than normal.   
The system works by operating one or more Bank Accounts in which you 
deposit funds received form your customers etc. and withdraw funds to pay 
your suppliers etc. In parallel with the Bank it runs a Cashbook which is 
basically an allocation of income and expenses to Ledger / Categories or 
Accounts.  These are ultimately what your accountant will use to present a 
Profit & Loss and Balance Sheet for Taxation and business advice.   
 
When you deposit or withdraw funds from the bank you will be asked to 
allocate these to various Cashbook Ledger/Categories eg; Deposits will be 
posted to some form of income account and Cheques will be posted to 
expense accounts, this could be purchases or materials used in your 
business (direct costs) or Vehicle Expenses, Accountants Fees etc 
(overheads or indirect costs).  
The allocation of these amounts to the Cashbook are called Splits or 
Dissections (meaning to split an amount of money banked to 1 or more 
Cashbook Ledger/Categories). Direct debits and Credits are treated as if 
they were Cheques and Deposits. 
 
Separate (but linked through bank deposits) from this is a debtors system 
where you produce Invoices and subsequently Statements for your 
customers. 
 
Again separate (but linked through invoicing) is a simple Stock Control 
system where you maintain prices and stock levels (stock levels are not 
compulsory) of the products and services you sell or provide. 
 
A Suppliers or Creditors Ledger is NOT included in this system. 
However you will use suppliers names for entry of payments in the 
Cashbook. 
 
We offer the following advice: 
Check constantly at every stage. Duplicate customers and stock items, 
wrong allocations, wrong dates, wrong GST types, bank transactions on the 
wrong statements are all the more difficult to find the longer you leave 
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them.  Do your audit checks every month and even more often in the early 
stages.  Adjustments are untidy and difficult to follow. It is sometimes 
better to delete or zero a transaction and put it in again. Confusion costs  
you time and money.  If you don't understand small business accounting, 
get advice ! 
 
To start using your system the following steps are suggested: 
 
1. Configure your system and set the Year Start and the Month in which 
your financial year starts. 
 
2. Your system is no use to you without the Phone/Address Book being 
operational, so put the names, addresses etc of your customers and 
suppliers in the Phone/Address Book, allocate them to their various types 
(Customer, Supplier etc). NOTE: Once the allocation to Customer has been 
made it cannot be reversed.  Note that you don't have to use a Phone Book 
name in every case of Cheques and Deposits. You may switch the Phone 
Book off in these sections. 
It is advisable to enter surnames first followed by titles etc to enable sorting 
to be correct. 
 
3. Your bank balance will never be correct unless you start it off right.  
Ideally you should start in the previous year and enter all your unpresented 
cheques and deposits (and of course the bank balance at the end of that 
financial year - this is entered as an Opening Bank Balance) You then do a 
dummy GST return for that year so your current year's GST is not polluted 
by the unpresented transactions of that year.  Check it all thoroughly then 
change the year start date to the current year.  Your Bank Balance should 
now be correct. 
This should be recorded in your diary as the closing balance for the 
previous year.  Recording the closing balance at the end of each year means 
that you can check the system every now and then to see if no rogue 
postings have managed to get into previous years. Do this by printing the 
reconciliation for the year in question. The closing balance should be the 
same as your diary note. 
 
4. You may now do opening balances for your Customer's accounts by 
using the Open/Adjust Customer section. Remember you must do a 
separate opening balance for each period that is owing eg; Current, 1 
Month, 2 Months etc. Again if you get it wrong don't panic and adjust, 
change the date or amount instead (this can be done in Utilities - Top Menu 
Bar - Customer Transactions) 
NOTE: That you can change the first Invoice Number (as long as you 
have NOT entered any transactions). This is done in Configuration (refer 
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to Configuring Your System) NOTE: Invoices, Credits, Adjustments all 
share the same numbering system. 
5. Set up your Products or Stock Items (if applicable). Remember; no 
duplicates, Sales History off or on, Non Diminishing Item off or on (non 
diminishing means that stock is not reduced at invoicing, X or a tick means 
yes) 
 
You can now start invoicing your Customers and depositing their receipts, 
writing your cheques and recording them in your Cashbook. 
 
Another key part of the system is Bank Reconciliation where you 'tick off' 
(by pressing the Spacebar) each transaction that has gone through the Bank. 
Remember that if all Bank Statements are reconciled and your Opening 
Balance and Closing Balance for the year are correct there is a good chance 
your house is in order. Remember that if you can't find a transaction it 
could be on the wrong Bank. You can unreconcile items on any Bank 
Statement. 
 
A Note On Key And  Mouse Usage 
It is common among Windows users to use the mouse to click everywhere. 
This is often a slow and inaccurate way of entering data.  NZHO is 
designed around keyboard entry for data with the mouse being used for 
picklists and pressing buttons,  eg; when entering down the page click on 
the name list, find the name you want, press Enter, fill in the details for the 
next field, press Enter and so on until ready to save then press the Save 
Button with the mouse. 
If You Have Done It Wrong don't despair, most parts of NZHO allow you 
to change things.  There are various options for doing this, the most 
obvious being Cashbook entries that are wrong, wrong allocations, GST on 
when it should be off etc etc.  There is a button in both cheques and 
deposits (Edit Existing Transaction) which allows you to change an entry, 
but ONLY IF GST HAS NOT BEEN DONE  on that item.   If the transaction 
has been reconciled the system will unreconcile it.  Customers transactions 
can also be changed, though this is usually confined to dates and amounts. 
When the system is out of balance or you can't find cheques to go on 
the Bank Statement etc look for wrong dates, wrong banks, cleared to 
wrong statements etc. 
 
NOTE: When doing GST returns you should attend to any 
adjustments, fringe benefit tax etc use the adjustment sheet 
provided by the IRD. 
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CHANGING LEDGER / CATEGORIES 
 
From The Control Centre Press the Ledger/Category button. 
 
Choose to work on Income or Expense Ledger / Categories. 
 
To delete a Ledger/Category you don't want, press F3. 
NOTE ! Do NOT delete all the ledger /categories out and start again, 
simply write over existing ledger/categories that you want changed. DO 
NOT CHANGE OR DELETE CATEGORIES AFTER YOU START 
TRANSACTIONS !!! 
 
 
To add a new Ledger/category  press F2. 
If you want GST to be allocated in a Ledger/category enter Y in the GST 
column. 
 
 
If you want to use your accountant's code for reporting, enter their code 
into the Accountant's code column.  
 
NOTE: You can't find Cashbook Ledger/Categories by using your 
Accountant Code - this is for reporting only. 
 
To file your work press F10. 
 
You cannot change the System Codes (these are cashbook codes generated 
for the exclusive use of NZHO) 
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OPENING AND ADJUSTING BANK ACCOUNTS 
 
From The Control Centre Press The Open Adjust Bank Button 
 
To enable the Cashbook to keep track of your Bank Balances you will 
need to enter the opening balance at the time you start using your system. 
We suggest you do NOT use the adjustment facility. If you get it wrong 
first time we recommend that you cancel it (Cancel Cheq/Dep in the 
Control Panel) and try again. 
 
Another good idea is to date your Opening Balance as at the last day of the 
month prior to the Year Start Date. This ensures that it does appear as an 
opening balance on the reports. 
 
1. Choose The Bank Account by clicking into the bank list popup and 
scrolling to the bank account you require THEN PRESS ENTER (or 
simply clicking on the item). 
 
2. Choose Adjustment Or Opening Balance. 
 
3. Enter The Date (this is critical). 
 
4. Enter The Amount Required. 
 
5. Click On Make It A Minus Figure if your balance is in overdraft. 
 
6. Press Save. And check the Bank Balance in the Bank Balance Report. 
 
It is in this area most users get confused.  Use the View facility on the Top 
Menu Bar and look in Bank Balance, Bank Transactions or Cashbook 
Transaction Sets to see if you got it right. 
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WRITING CHEQUES INTO THE CASHBOOK 
(And EDITING EXISTING CHEQUES) 
 
Commonly called Posting Cheques. In all Cashbooks whether computer 
or book form, you enter cheques into the system and allocate them against 
an expense account, or ledger /category This is termed Splitting or 
Dissecting.  
 
NOTE:  It is normal to use a name from the Phone Book, however if you 
want to by-pass this feature you may turn it off by pressing the Phone 
Book Off button. 
 
STAGE ONE ENTER BANK  
NOTE: You must have AT LEAST ONE name in the Phone Book. 
1. Choose the bank account. 
2. Choose a Supplier from the list and Press Enter. (If you have the 
Phone Book switched on) 
3. Enter the date. 
4. Enter the Cheque Number against Reference. 
5. Enter Comments (If you are not posting against a Supplier) 
6. Enter the amount AND PRESS ENTER !  (This will activate the 
Split/Dissect Button) 
7.  Press Split/Dissect to allocate your cheque against a chosen Ledger / 
Category eg; Vehicle Expenses. 
 
YOU HAVE NOT FINISHED AT THIS POINT - YOU MUST 
COMPLETE STAGE TWO - SEE NEXT PAGE 
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ALLOCATING TO LEDGER / CATEGORY (Splitting/Dissecting) 
 
STAGE TWO CASHBOOK ALLOCATION 
The reason for referring to this as Splitting/Dissecting is cheques are 
often split amongst more than one Ledger/Category eg; part to Vehicle 
Repairs and part to Vehicle Lease. 
 
NZHO will remember the last Cashbook Code you used for that Supplier 
and will fill the details in based on that last entry. 
 
1. Enter a portion of the Category description eg; VEH  this will pop a 
choose window where you may scroll and press ENTER to accept. 
NOTE: Don't try to use your accountant's code here. 
2. Change the GST state if you wish Y/N. 
3. Change the amount if you are splitting to more than one Category. 
4. Change the comments column if you wish. 
5. Press F10 to complete the transaction (it must balance) 
 
Splitting to more than one Ledger/Category for GST purposes: 
Vehicle Expenses, Home Rent, Power are some examples of claiming GST 
against a portion of a payment when you use the vehicle and the home for 
both business and private. 
Here's how you do it (using vehicle expenses as an example): 
Enter the first line in the Split window as Vehicle Expenses and change the 
amount to the PRIVATE portion with GST as N and change the 
comments to Private.  Next  press the down arrow key to get to the next 
line and enter the second line again as Vehicle Expenses and change the 
GST to Y and the comments to COMPANY (the amount will have 
balanced). 
NOTE: When using the Edit Existing Transaction Mode you should  
complete all stages of this section. 
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WRITING DEPOSITS / RECEIPTS AGAINST THE CASHBOOK 
AND CUSTOMERS (And Editing Existing Deposits) 
 
Commonly called Posting Deposits. In all Cashbooks whether computer, 
or book form, you enter deposits into the system and allocate them against 
a sales account, or ledger / category. However in NZHO the deposit can 
also be receipted against a Customer This is the assumed option. 
You may switch this off by pressing the Phone Book Off button. 
 
STAGE ONE ENTER BANK DETAILS AND RECEIPT 
CUSTOMER (If applicable) 
1. Choose the bank account. 
2. Choose a Customer from the list and Press Enter. 
3. Enter the date. 
4. Enter some sort of Reference (no duplicates). 
If the Phone Book is on, the Customer Period Allocation Window will 
pop up allowing you to choose the period/amount to pay off. Press the 
appropriate button and the amount will be entered for you. You may 
change this amount if you wish. 
NOTE:  If the amount paid covers more than one period you must 
break it up into separate deposits for each period. 
5. Enter Comments (If you are not receipting against a Customer) 
6. Enter the amount AND PRESS ENTER !  (This will activate the 
Split/Dissect Button) 
7. Press Split/Dissect to allocate your deposit against a chosen Ledger / 
Category eg; Main Income 
.NOT FINISHED YET - YOU MUST COMPLETE STAGE TWO 
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ALLOCATING TO LEDGER / CATEGORY (Splitting/Dissecting) 
 
 
STAGE TWO CASHBOOK ALLOCATION 
 
It is important to remember that you have more than one source of income. 
Refunds from the IRD, injections of money into your business by you and 
sale of assets are all classed as income. Be sure you get to know the GST 
implications of these amounts before posting to your system. 
 
1. Enter a portion of the Category description eg; INC     this will pop a 
choose window where you may scroll and press ENTER to accept. 
2. Change the GST state if you wish Y/N. 
3. Change the amount if you are splitting to more than one 
Ledger/Category. 
4. Change the comments column if you wish. 
5. Press F10 to complete the transaction (it must balance) 
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END OF PERIOD - Things To Do 
 
At the end of each month (and sometimes a bit later) we print our 
Customer's Statements.  There are however a lot of other things we 
must do at this time to ensure the integrity of our accounting systems.  
 
GOLDEN RULE: Even if you do not manage to have all your monthly 
account work done by the end of the month DO NOT ENTER ANY 
TRANSACTIONS FOR THE NEW MONTH UNTIL YOU PERFORM END 
OF MONTH TASKS! 
 
We suggest the following procedure for end of month routines: 
 
1. Print out your Customer Aged Trial Balance - have you done all your 
invoicing and banking ? - does everything look right ?  
 
Do you have something like this ?    2 Months  -10000.00   1 Month  
10000.00   Total Owing  0.00 
FIX IT NOW !  See the last page of Troubleshooting, OR in Customer 
adjustments you will find an Adjustment Wizard, this helps you correct 
the above problems. 
 
2. Print out the Customer Audit Trail (for the correct date range !) 
 
3. Do your manual Audit Check which goes something like this: 
Take the Grand Total Owing from your year's Customer Opening 
Balances.  Add  to this (or subtract if it is a negative) the Nett Movements 
off the Customer Audit Trails year to date.  THE RESULT SHOULD BE 
THE SAME AS THE GRAND TOTAL OWED ON THIS MONTHS 
Customer Aged Trial Balance. 
 
4. Print one or two trial Statements just to see if everything is right. 
 
5. Choose the correct accounting period and Print your Statements. 
 
6. On the first day of the next month run REBUILD. 
 
 
TIP ! At the end of each GST period print the Cashbook Report for THE 
SAME PERIOD AS YOUR GST. The figures should match your GST Audit 
Trails 
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VIEWING CUSTOMER DETAILS 
 
 
This Window can be reached from most worksheets within NZHO and is 
perhaps the single most useful function available. 
 
You can see:  
Customers Sales Info (Month To Date, Year To Date, Last Years Sales), 
Last Receipt, Date Last Receipt and Browse Individual Items sold. 
 
Transactions both for the current choice and all Customers (ordered by 
transaction number or date) 
 
You can Browse contacts for today (from the Next Contact Field) 
 
If you have a Hayes compatible modem you can automatically dial the 
currently selected phone number, provided of course the Comm Port setting 
is correct. 
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WRITING INVOICES OR CREDITS 
 
Producing Invoices Or Credit Notes Using An Automatic Customer 
Updating System. 
 
You may set the Invoice Number to start at other than 1 in System 
Configuration (as long as no transactions have been entered - including 
deposits. NOTE: Credits, Openings and Adjustments are included) 
 
You do not need any special stationery as Invoices and Credits are 
printed on plain paper. 
 
1. From the Control Centre press the Invoice/Credit button. 
2. Choose the Customer to invoice/credit against and press Enter. 
3. Select Invoice OR Credit. NOTE: Credits do not require the entry of 

negative amounts, the system takes care of these automatically. 
4. Change the GST state if you require other than Add GST. 
5. Enter any other details you require on the screen, like Reference, 

Order Number etc and Change the Date if you wish. 
6. Press the Invoice Body button or press Ctrl-Enter. NOTE: Invoices 

and Credits can be reprinted later (you will find this option in the 
Reports pick list Window - Reprint Invoices). 

 
SEE OVER FOR INVOICE BODY AND PRINTING > 
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WORKING ON THE INVOICE / CREDIT BODY 
 
You may work on any line you wish, entering text or descriptions of 
products. You do not have to enter quantities or prices on any 
particular line. 
 
To add a product or Stock Item to a line press Enter on an empty line 
and choose a product.  At this stage you may change the search order to 
search on Code or Description, you may also add a new Product at this 
point. See the Stock/Products section. 
 
NOTE: If the product window will not come up, check the that 
Product/Sales option is turned on (see configuration. 
 
To copy blocks of text or descriptions from say Windows Notepad. Open 
Notepad (from Utilities - Top Menu Bar), mark the block of text you want 
and use Ctrl-C to copy it to the clipboard. In the Invoice Body use Ctrl-V to 
paste the contents of the clipboard into the Invoice (you may copy as many 
lines as you want using this method). 
 
To activate the price on any line simply enter the quantity and the 
price. If no quantity is required the system will enter a 1 automatically 
so the price is calculated correctly. 
 
To delete a line position the cursor on the line to delete and press Ctrl-D, 
the line will disappear in due course.. 
To insert a line position the cursor on the line you want to insert before 
and press Ctrl-I. 
 
To complete, print and file your Invoice/Credit press F10 and the  
Print Option Window (below) will open. This allows you to choose the 
number of copies to print, choose and set the Invoice Form to use etc. 
NOTE: you can print a Packing Slip as well as an Invoice. 
 

 
 
When printing is complete and you are satisfied with your invoice, press 
the finalise button. You will then be asked if you wish to file the invoice or 
return and change details again. 
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MANUAL INVOICE / CREDITS 
 
TIP !  Use the numeric keypad with the Enter Key not the mouse, this will 
speed up your work. In fact there is no need at all to use the mouse in this 
section (unless you are doing a Credit) 
 
You may set the Invoice Number to start at other than 1 in System 
Configuration (as long as no transactions have been entered - including 
deposits. NOTE: Credits, Openings and Adjustments are included) 
 
A Facility For Entering Invoices And Credits Without Having To Print 
Them Out. 
 
NOTE: You can't reprint Manual Invoices, (there is nothing to print) 
but they will of course show on the Customer Audit Trail.  
 
In some circumstances (where you may write Invoices/Credits manually 
into an Invoice Book) you may not need a printed Invoice with any detail 
on it, ie; just the amounts entered into the Debtors System. 
 
1. Choose a Customer and press Enter. 
2. Select Invoice OR Credit. 
3. Enter the date. 
4. Enter the GST inclusive amount of the Invoice/Credit. 
5. Click on No GST if this is a non GST transaction. 
6. Press Save. 
 
NOTE: When dealing with Credits you will need to consider the period you 
are allocating against. Enter this date on the right. 
 

 
 
 

Use this date to 
allocate Credits to 
the correct period. 
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BANK RECONCILIATION 
 
Press the Bank Rec button from the Control Panel. 
 
A Method Of Determining;  
1. Whether All Cheques And Deposits Have Been Correctly Entered 

and   
2. What Other Debits And Credits Have Gone Through Your 

Accounts. 
 
1. Choose the bank account and press Enter. 
2. Enter the Statement page number (if this statement has been worked 

on previously you will be asked to pick from a list) 
3. Enter the Statement opening balance and the date. 
4. Press either the New or Existing Statement button. NZHO will 

enable the appropriate button. 
 
You will now be presented with a list of transactions.  
If the Statement exists all the previously cleared transactions will appear at 
the bottom marked with Y under cleared. 
All uncleared items will of course be N. 
Scroll up and down and  mark each one you wish to clear by pressing 
the spacebar once. When the Statement is in balance it will show above the 
pick list. Pressing the Spacebar again will unmark or un-clear. 
 
You may add items not previously entered by pressing F5 and entering 
the details as requested. 
 
Can't Find A Transaction And You Just Know It Exists ? 
It could be on another Statement or even on another Bank Account. In any 
case use View Bank Transactions from the Top Menu Bar. This will tell 
you which Bank Account (Number), whether it was cleared, on what date it 
was cleared and what statement page it was cleared to. 
 
NOTE: You can print a Bank Statement Summary report to check which 
Statements are in balance. 
 
 
SEE OVER FOR MORE >> 
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What Is Bank Statement Reconciliation ? 
 
Assuming the bank got it right the standard way to ensure you haven’t lost 
(or gained) money is to compare your cheques and deposits against what 
the bank processed is to reconcile to bank statements. 
 
• You write cheques and bank deposits. 
• But the recipients of cheques don’t always bank them right away. 
• This leaves you in a situation of not knowing exactly what your 

commitments are at any given time. 
• You might also make a mistake when writing on the butt of the cheque 

or when processing deposits. 
 
TIP ! Reconcile as each bank statement comes in. Putting things off and 
doing a lot at once is confusing and hard work. 
 
Terminology: 
 
Any transaction can be: 

• Uncleared. 
• Unpresented. 
• Unreconciled. 

They all mean the same thing; they have not yet been processed by the 
bank. 
 
Below is a typical reconciliation scenario. 
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THE GST RETURN 
 
A Method Of Producing A GST Return Based On Information You 
Have Entered. The Return Is done On The Following Basis: 
All Transactions Not Done Before Will Be Done In This Session Unless 
You Exclude Them. 
 
If you have gone past the GST period end time you may exclude 
transactions by pressing the Exclude button and marking (by pressing the 
spacebar) the items you DO NOT WANT INCLUDED IN THIS 
SESSION or items you want to leave until the next return. The worksheet 
is presented in date order so that you may mark all the rest from a certain 
point by pressing F3. 
 
You may press the Load Sales and Load Expenses buttons to check the 
amount you think you should pay. 
 
To activate the return press the Print Audit Trail button. The two Audit 
Trails will be printed and the Print & File button will be activated, press it 
and the GST form information will be printed. 
 
You will then be asked OK To Mark GST As Done Now ? 
If you are satisfied that all is correct answer Y (Yes). 
NOTE: You should also print a corresponding Cash Book Report for the 
same period as your GST eg; 1 Month 2 Months or 6 Months. 
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THE PHONE ADDRESS DATABASE 
 
A Database File Holding Information On Associates And Friends. 
 
The Phone Address Database Defines Types By; Customer, Supplier, 
Prospect, Friend, or Other. 
A Notes Field Is Available On Each Record.  
 
NOTE: Each Name Can Be Multiple Types, eg; Customer And Friend. 
Status is used to print letters and labels. 
 
NOTE ALSO: That once a Customer Type has been defined you can not 
reverse it, you will have to delete the name and re-enter. This is to protect 
integrity.  You will also not be allowed to delete a Customer that is active 
or has valid transactions. 
 
THIS UTILITY CAN BE ACTIONED FROM THE TOP BAR MENU 
UNDER UTILITIES SO NEW NAMES CAN BE ADDED ON THE FLY. 
 
1. Choose the name you want to deal with in the case of Change Details 

or Delete/Remove and click on the required Radio Button or press the 
hot key (F3 / F4). 

2. To add a new name click on the Add New Name Radio Button or 
press F5. 

3. Complete the details and press Save. 
 
Deleting A Customer 
A Customer must have a zero balance in order to be deleted.  When the 
Customer has been deleted you will be asked if you want all the 
transactions for that Customer removed from the system. 
 
Price Category relates a Customer to product price 1 2 or 3 when Invoicing 
Next contact customers can be Browsed on the next contact day in 
Customer Details under View. 
 
Considerations When Entering Names 
NZHO Phone Book members are sorted by name, so when entering new 
members consider doing this: 
Smith Mr J. D. 
Rather than this: 
Mr J. D. Smith 
 
This way all, Smiths will appear together, not all the Mr J. D's 
 
SEE OVER FOR MORE >> 
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System codes are created by NZHO automatically and will not generally be 
used by you. 
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STATEMENT PRINTING 
 
Printing Statements Of Account To Your Customers. 
No Special Paper Is Required, You Can Print Your Statements On 
Plain A4 Paper. 
 
You Have The Ability To Print Statements For A Range Of Customers 
(for instance you may like to print a statement for only one customer or the 
lot). From Any Date (usually statements are only printed for one month, 
however you may get an enquiry from a customer that requires you to look 
back over a whole year) within the current year.  
 
The most common scenario however is to print your Statements for an 
accounting period and then usually for the last month. 
 
WARNING:  Regardless of the dates you print statements for, the 
Customer's balances will be as of NOW ! 
 
1. Choose the first customer you want to print from (inclusive) and press 

Enter. 
2. Choose the last Customer you want to print to (inclusive) and press 

Enter. 
3. Choose the accounting period for the Statement run. 
4. Turn your printer on and press Print. 
5. At the beginning of each month run REBUILD. 
 
NOTE: If Statements are printed at the end of an accounting period. Don't 
forget the Customer Audit Trail and the Customer Aged Trial Balance. 
And most of all don't forget to do your Manual Audit Checks (see End Of 
Period Routines) 
 
Remember which year you are in ! 
 
A common mistake is to try and print Statements for the current year, when 
the year start is set for the previous year, and you haven't noticed the year 
to the right of the periods in the picklist. 
 
No transactions will print ! 
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PRODUCTS / STOCK 
 
What Are Products ? 
Generally products are the goods you sell, however they can also be 
Labour charges,  Kilometre charges, Travelling time or any other 
chargeable goods or services. 
 
If a Product is not a stock item OR you don't use stock control you call 
these Non Diminishing Items. Obviously Labour is a non diminishing 
item, as is Travel etc. 
 
Three sell prices are available per Product and can be linked to a 
Customer through Price Category.  For instance one Customer can be 
given a price category of 1, 2 or 3. 
 
You can get reports on the Sales of products by telling the system to Keep 
Sales History on any Product. This way you can tell what profit you are 
making on goods by Product and/or by Customer. In order to do this you 
must give the Product a cost price. Click on the Keep Sales History 
Check Box (an X or a tick means sales history will be retained). 
 
Adding Or Changing Products 
1. To Change  a product's details  click on Change Details or press the F4 

function key. 
2. To Add a new Product click on Add New Item or press the F5 function 

key. 
3. To Delete a Product Item click on Delete/Remove of press the F3 

function key. 
 
NOTE: To disable stock control on an item click on the check box Non 
Diminishing Item (it should have an X or a tick in the box to stop stock 
control from working). To keep a History on Sales for the product click on 
Keep Sales History. 
NOTE: You can add or change Products from the Utilities Top Menu Bar, 
and when raising Products in Invoicing. 
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STOCK / PRODUCTS IN INVOICING 
 
Products can be entered into an Invoice and automatically reduce 
stock levels and/or keep a track of sales for that item. 
 
When in the Invoice Body press Enter on any line and the Product Items 
Window will appear.  NOTE: You must be on an EMPTY LINE 
 
To find a Product you may either; hit the first few letters of the item you 
want, or scroll to the item you want.   
 
You may also change the order of search by pressing the appropriate button 
marked CODE or DESC. 
 
Adding or Changing a Product is also possible from here. 
 
To load the selected Product Item into the Invoice either; press Enter or 
press the OK button. 
 
NOTE: In order for  Sales History to work the Product in question must 
be checked as Keep Sales History. (Checked means that the option is 
marked with X. or a tick - a blank checkbox means no sales history) 
 
Likewise for Stock Control to work the Non Diminishing Item must be 
unchecked. (Unchecked means that the option is NOT marked with X, ie; 
blank.) 
 
Remember if you have problems check to see if you have any duplicate 
codes ! 
 
 
Pictured below is a typical Product search in progress 
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LETTER WRITING 
 
A Facility To Create And Keep Standard Letters. 
 
Press F5 to add a new letter or choose which letter you want and press 
F4 (or click on the appropriate radio buttons). 
 
Work on your letter.  
 
NOTE: The letter headers and footers are incorporated into the report 
writer form and as such are not placed in the letter body on this 
screen. 
 
Refer to the next page; Print Letters Or Labels (accessible by pressing 
the Print Letters button). 
 
NOTE:  You can copy and paste from other programs into the Letter Writer 
(See Editing and Manipulating Text). 
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PRINTING LETTERS AND LABELS 
 
 
Prints One Or A Number Of Letters Based On A Chosen Criteria 
Using The Letter Chosen From The Letter Writing Screen (previous 
page). 
 
To print a number of letters by criteria click on the options you would 
like. 
 
Two specific cases are worth a mention: 
 
1. Printing by City or Suburb; click on the City Or Suburb radio Button 
and enter part of the city or suburb you would like to print in the Like City 
Or Suburb field, eg; TAUR for Tauranga. The system will print all 
instances with the word TAUR in any part of the City or Suburb fields. 
 
2. Printing by Status; click on the By Status Radio Button and choose the 
Status you require from the status window (press Enter). 
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BUDGETING 
 
 
 
By Setting Budget Amounts In The Budgeting Spreadsheet You Can 
Compare Your Actual Income And Expenditure Against Your Budget. 
 
 
Simply enter  the amount you think you might spend or receive for each 
month against the appropriate Ledger/Category. 
 
The results come out in the report section under Budget To Actual. 
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REBUILDING THE SYSTEM 
 
 
NOTE: DO REBUILD OFTEN !!! You can never hurt your work. It also 
helps find any errors you may have entered. 
 
What Rebuild Does: 
 
1. Rebuilds Indices: For a number of reasons database indices may 
become corrupt or out of sync with the structure of the file. Rebuild will re-
index the database files. 
 
2. Reduces And Packs Files: When a record is deleted it is marked for 
deletion, but does not get removed from the system.  Therefore files tend to 
grow in size making your backups larger than they should be.   Rebuild 
physically removes these deleted records and packs the blanks out of the 
files. 
 
3. Checks The Balances Of Each Transaction Set: The main reason a 
transaction set or pair can get out of balance is if someone went into the 
transaction file and changed a figure.   However they could also get 
changed by a virus, cross linking of files or a badly maintained hard disk 
drive.    Rebuild checks the balance of each transaction set in the system 
and therefore helps to guard against loss of integrity. 
 
4. Using Rebuild at the BEGINNING of each month reallocates the 
Customer's balances to the correct periods. 
 
5. Checks For Duplicate Transactions And Lost Ledger/Categories and 
Customers. 
 
If a problem is  found  in each of 3 and 4 above  Rebuild will pop a 
window and tell you which transactions have the problem, this will 
allow you to go into the transaction file and find the transactions that 
have created the problem and fix it. In some cases rebuild will restore 
a customer that you have previously deleted, check for duplicate 
Customer codes and fix the problem. 
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PRINTING REPORTS 
 
 
Printing Reports Is A Self Explanatory Procedure. 
 
 
Click in the Reports Window and either scroll and pick the report you 
want or type the first one or few letters of the Report name. 
 
Press the button for either Screen or Printer. 
 
NOTE: Pressing the Enter key or Double Clicking the left hand Mouse 
button will automatically send the chosen report to screen. 
 
You will be asked various questions depending on which report, but most 
centre around dates. 
 
You may choose either P (period) or D date ranges, period is for just one 
month and you will be asked for which month, date is from a start date to a 
finish date (both inclusive). 
 
In some cases you will be asked what order to printer the report in and in 
some whether you want to omit blank lines. 
 
If you have problems printing it is usually brought about by your Printer 
not being set up correctly. 
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A PRINTING IN WINDOWS 3.1 
 
Printing Under Windows 3.1 Is Handled By The Windows Print 
Manager. 
 
Print Manager stores all printing you do in a queue then sends it to the 
Printer that has been chosen as the Default Printer unless you choose to 
send it to another printer (most unlikely). 
 
Sometimes you may have printed something and it does not seem to get to 
the printer. If Print Manager finds the printer is off-line it waits for a time 
then pauses itself and waits for the printer to come back on line. You 
will not know this has happened unless you check. 
 
To check Print Manager hold down the Alt key and press the Tab key 
quickly (keep the Alt key down), keep pressing the Tab key until you get 
the Print Manager heading. Release the Tab key and you will see the 

status of your print job. 
There will probably be an error showing and the buttons showing will be 
opposite to that shown here. You will need to ensure your printer is on line 
and press the right hand button to take Print Manager off pause. 
 
To get back to New Zealand Home & Office repeat the steps above with 
the Alt-Tab keys until you get NZHO up then release the Alt key. 
Do not try to restart NZHO, it will give an insufficient  memory error ! 
 

 
 
 
 
 
 
 
 
 
 



New Zealand Home & Office 

 38 

A WORD ON WINDOWS 
 
Windows Is State Of The Art.  
At Last A Reasonably Understandable Interface Between You And 
Your Computer. However There Some Things We Would like To 
Bring To Your Attention That May Save You A Little Time And 
Frustration. 
 
Icons - The little pictures that we use to get to our programs can sometimes 
give us trouble.  We may have two the same in different Windows, they 
may not work at all or worst of all they might disappear altogether ! 
 
To delete an Icon you don't want just click on it and press the delete key 
(on the keyboard). 
 
Windows 3.1 
To reinstate or refresh an Icon for NZHO go to Windows File Manager (in  
Main), make the File Manager Window smaller so you can see the 
Applications Window behind it, find the little yellow NZHO folder in the 
left pane, double click on it and in the right pane you will find the file 
nzho.exe.  Place the mouse cursor on nzho.exe, hold down the left button 
and drag over to the Applications Window and let it go. This will 
automatically create a new icon.  If already you have a bad Icon - delete the 
bad one off. 
 
Windows 95 
To reinstate or refresh an Icon for NZHO right click (with your right mouse 
button) This will pop a menu on which will appear the item New. 
Choose this, then choose Shortcut. 
Next press the browse button and find NZHO (application) and double 
click on it. Follow through to the finish and your shortcut will be set up. 
 
In Windows you can have more than one task or program running at once. 
Let's look at these like doing a job in more than one room at once, we can 
move from room to room doing a little work on each job or task and we can 
even move parts of our job from room to room and incorporate them into 
other jobs. Windows is like that, we can be running New Zealand Home 
& Office in one room and a Word Processor in another. We can mark 
text, say from notes on a customer, copy it to the clipboard and switch tasks 
to the room where the Word Processor is and paste our clipboard text 
directly into a document. 
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This is why we can get ourselves lost !     Say we were working in NZHO 
and accidentally switched tasks by clicking off our Window. Where are we 
? Why did we get thrown out of NZHO ?   
 
Please do NOT switch off your computer !!!    
 
Relax, we have simply moved to another room without realising it. When 
we try to restart NZHO we are actually trying to start ANOTHER NZHO 
in yet another room and our system runs out of memory OR we get a File 
Access Denied message because NZHO will not allow two of itself to 
have access to the same files at once. 
 
How To Tell Which Room We Are In. 
 
Windows 3.1xx 
By holding down the Ctrl Key and pressing Escape we can pop the Task 
List Window (below) 
 

 
 
This Window tells us what tasks we have running or what rooms we 
have jobs being done in.  
We simply click on NEW ZEALAND HOME & OFFICE press the 
Switch To button and we are back in our room working away again ! 
 
Instead of referring to rooms as we have done they are referred to as 
Windows and Tasks. 
 
Windows 95 - simply look at the task bar (the bar with the Start Button on 
it) 
If there is more than one NZHO button on it, click on each one and close 
the program until you only have one running. 
 
Another thing worthy of mention is closing windows. Some windows 
allow you to close them, others don't. In NZHO most windows are able to 
be closed, but we have provided you with an Exit button as well. Pressing 
Escape also exits most NZHO Windows. 
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THE TOP MENU BAR - Use it all the time ! 
 
 
And It's Associated Popup Menus 
 
The Top Menu Bar is used to access functions throughout the system 
giving global or across the board access to those functions. 
 
 

 
 

To Select A Popup Menu Bar Item, eg; View either click on the View 
pad OR hold down the Alt key and press V. 
 
To Select A Popup Item, eg; Deposits either click on the bar Deposits OR 
press the underlined letter . 
 
NOTE: Sometimes a menu bar or popup item might be disabled (dulled), 
this is because the system has designated that that option is unavailable at 
that time. 
 
NOTE:  Some very useful functions are available from the Top Menu Bar, 
eg; direct access to the Phone/Address Book, Product/Stock Items as well 
as a variety of System View options. 
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THE VIEW POPUP 
 
 
Current Bank Balance 
Displays the current bank balance for the Most Often Used Bank 
Account, this is the one that is set up in Maintain/Add Company. 
Uncleared transactions are included. 
 
Customer Details 
A comprehensive Window giving details of balances, sales info and much 
more for not only customers, but all those in the Phone/Address book. 
 
Bank Transactions 
A Browse Window with all bank transactions regardless of type positioned 
at the last transaction. 
 
Payee Transactions 
A Browse Window with all bank transactions for a chosen Payee/Payer 
positioned at the last transaction. You will be given the opportunity to 
choose a Payee/Payer from the usual pick list. 
 
Deposits 
A Browse Window with all bank transactions for deposits positioned at the 
last transaction. 
 
Cheques 
A Browse Window with all bank transactions for deposits positioned at the 
last transaction. 
 
Phone/Address Details 
A view screen giving details on records within your Phone/Address book. 
If the chosen name is a Customer it will show the current balances for that 
Customer and you may browse transactions for that Customer in the chosen 
order. 
 
Cashbook Transaction Sets 
A Browse Window showing all Cashbook Transaction Sets/Splits or Pairs 
from the latest backwards. 
 
Products / Stock Items 
A Browse Window giving details of Product / Stock items. 
 
Customer Transaction File 
A Browse Window showing all Customer Transactions from the latest 
backwards. 
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THE UTILITIES POPUP 
 
Diary/Calendar 
This utility has an unlimited notes memo field with an in built reminder 
system that is checked when you start NZHO.  It checks and tells you if 
there are entries for today. 
 
Calculator 
A standard calculator. 
 
Phone / Address 
Enables adding or changing names from virtually anywhere in the system. 
 
Get Me Out Safely 
Allows safe shutdown if you get stuck somewhere in the system and can't 
find your way out. Does not work if the computer has locked up. 
 
Cashbook Transaction Sets 
From here you may change the date on a transaction set or you may cancel 
a set.  WARNING !  this area can create problems for you if you are not 
careful. 
 
Edit File 
Allows the Editing of unlimited sized text files (rather like Windows 
Notepad, but Notepad has limits) 
 
Command 
A command processor used in conjunction with your support operator. 
 
Update System 
Used each time you install a new update or version of NZHO. 
 
Renumber Transactions 
Used on instructions from your support operator. 
 
Print System Info 
Used for support, this prints relevant system information so that your 
support operator can identify configuration problems in your computer. 
 
Products / Stock 
Allows adding or changing Products on the fly. 
 
Windows Notepad 
A Windows utility for editing text files. 
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Correct Wrong Ledger/Categories 
Allows the swapping of Ledger/categories you may have posted wrongly. 
 
Correct Wrong Bank Posting 
Allows the swapping of Bank transactions you may have posted wrongly. 
 
Customer Transactions 
Allows editing of dates and amounts in the Customer Transaction File. 
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SEARCHING AND FINDING  
 
There are different methods of searching for items the main three being; 
General Find, Database Pick List Find and Data Entry Find. 
 
General Find 
Available in Browse Windows and the Text Editor. 
Either click on the Edit  Menu Pad then on the Find Popup Bar OR hold 
down Ctrl and press F. Enter what you want to find as shown then press 
Find. As you can see you also have a find and replace facility in the same 
window. 

 
 
To Find Again hold down the Ctrl key and 
press G. 
 
 

 
Using the wrap around facility can take a very long time as it will go away 
back to the beginning of the file and start again. 
 
Database Pick List Find 
This is the most common method used in NZHO. 
 
Generally when you choose from a pick list you need to press Enter to 
make the choice 'Stick'. 
 
To do the search click in the name pick list Window. 
 
Either type the first one or few letters of the name you require or Scroll 
using arrow keys, Page Up/Page Down keys or use the mouse to activate 
the scroll buttons on the side. 
 
When your choice is made Press Enter. 
 
Data Entry Find 
This is not so obvious as the others and only becomes apparent with use. 
 
An example of this is in the Deposits or Cheque entry Dissection Window 
where the system waits for you to enter a Cashbook Code or part Cashbook 
Description and yet another where Bank to Bank transfer waits for a Bank 
Code to be entered. 
In most cases just pressing the Enter key will raise a picklist which allows  
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EDITING AND MANIPULATING TEXT 
 
It is possible to cut, copy and paste text in most parts of NZHO as well as 
the normal editing features one would expect. 
 
Moving The Cursor 
It is not always necessary to backspace out most of a sentence to correct a 
spelling mistake you may move the cursor back to the incorrect letter by 
using the left and right Arrow keys OR click the Mouse on the position, 
delete the offending letter and type in the correction. The Home key moves 
the cursor to the beginning of the line or field, the End key to the end. 
 
Marking Text 
Either position the Mouse cursor at the start point, hold down the left 
button and drag to the end point then let go OR move the cursor to the start 
point with the arrow keys, hold down the shift key and use the appropriate 
arrow key to drag to the end point. In both cases the block of text will be 
marked with a different colour. 
 
Copying And Moving Text  
Mark the text as above then select Edit  from the top menu then select 
Copy from the Edit Popup. The text you have marked will have been 
placed on an invisible clipboard.  
 
Move to where you want the text to be pasted and select Paste from the 
Edit Popup. Hot keys are Ctrl C (Copy) Ctrl V (Paste) Ctrl X (Cuts and 
places the selection on the Clipboard). You can often copy and paste text 
into and from other programs running in other Windows. 
 
NOTE: There is only one clipboard, each time you copy or cut the contents 
of the Clipboard are overwritten. 
 
Using Windows Notepad To Store Bodies Of Text 
Open Windows Notepad (from the Utilities Top Menu Bar) Type in the 
text you require (you may have quite a lot of these) save to a file name that 
is easy to remember.  When you start NZHO start Notepad in another 
partition (see a word on Windows).  You can then swap to Notepad using 
Alt-Tab, mark and copy the text as described above, swap back to NZHO 
and paste the text where you want. The most typical use of this feature 
would be in Invoicing where you might re-use a paragraph often, the paste 
feature (using Ctrl-V) in Invoicing will repeat down the page. 
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BACKUPS 
 
An Absolute Must. 
 
Our recommendation is one backup set for each day of the week OR if 
you are not using the system that often, 5 sets taken in sequence and 
rotated. 
Do it like this: 
If the Backup uses more than one disk, label each set with either a Day 
of the Week OR set A set B etc with each disk within each set 
numbered. Pencil the date the backup was done on the label. 
 
Why should you have 5 sets ? 
You may not know the file is corrupted or a backup disk could be 
faulty so the more sets you have the better. 
 
NZHO has a backup utility called Dynazip which compresses files onto 
multiple diskettes.  This is made available as you exit the program.  
Contained within this is the ability to configure your own backups through 
the new backup and modify backup set buttons. 
 
Files To Backup To Diskettes Are: 
For a full backup; ALL files in \NZHO and subdirectories  
For data only; all files *.* from \NZHO\OFFICE and all files *.* from 
\NZHO\HOME PLUS \NZHO\COMPANY.* and 
\NZHO\SYSCONFG.DBF and \NZHO\E3USER.* 
 
However you can use the built in backup set which will backup all the 
above files. 
 
How are backups done ? 
 
At the backup window press the Do Backup button and place your first 
backup disk in drive A:  DO NOT USE YOUR PROGRAM DISKS !!! 
Follow the on screen instructions. 
 
IMPORTANT: ALWAYS do a test restore after doing a backup. 
 
How to restore from backups: 
 
Place your first backup disk in drive A: and press the Do Restore button - 
follow the on screen instructions. 
 
SEE OVER FOR TROUBLE SHOOTING BACKUPS >> 
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Troubleshooting Backups 
If you get the message 'Invalid Command Structure' it usually means 
there is an older version of a file called DUNZIP.DLL in the 
\windows\system directory. You will need to find this file and delete it so 
the DUNZIP.DLL file in \NZPRO can be used properly by Dynazip. 
 
If you get the message 'Zip File Invalid' the diskette is probably faulty - 
try the previous backup.  (this shouldn't happen as you should have test 
restored at the time of doing your backup). 
 
If you get a message 'Can't Find or No Read Permission' usually means the 
backup set is wrong. 
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MODIFYING REPORT FORMS 
 
 
NOTE: Be careful NOT to move items OUT of the Detail Line. It will 
be sure to cost you. 
1. Choose the Report you want to Modify in the Reports/Queries Window 
 
2. The Report Form pictured below will then open. 
 

 
 Each piece of text or picture within the report form is called an OBJECT  
These objects may be moved, their fonts may be changed or they may be 
deleted. 
(a) To select an object click on it with the Left Mouse Button. 
(b) To move that object drag it with the mouse (holding down the left 
button) OR move it with the direction Arrow Keys  
(c) To Delete an object simply press the Delete key. 
GOLDEN RULE !  Do not double click on an object and change the 
expression inside it. YOU WILL GET A SYNTAX ERROR 
MESSAGE! 
 
Some of the right hand side of the Report missing ? 
Different printers give different results so therefore some adjustment may 
be necessary in some cases. 
(a) You will probably need to make some of the objects smaller so you can 
move the right hand objects in more to the left. 
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To Resize An Object 
Click on the Object.  Hold down the Shift Key and press the right arrow to 
enlarge the object or left arrow to make it smaller.     
Moving An Object 
Using the Arrow Keys without the Shift Key moves the object in all 
directions. (Don't move Detail Line Objects off the Detail Line). 
Example: You wish to place your own company name and address lines in 
a Home invoice. 
To place a picture anywhere on the invoice press the bottom button on the 
left (picture), drag the mouse and drop to get the size right, then choose the 
BMP picture file you want and load it. This can be resized. 
 
(a) Select the object in the box Mcoyname and press delete, do the same 
with Street, Suburb and City. 
(b) Click on the Text Button (top left hand side) then place the mouse 
cursor where you want to start your name. Press the left button then type in 
your name. Click the left mouse button somewhere else on the form to 
complete. Click on your text (this has now become an object). Move it to 
the exact location with the arrow keys and click on Object on the top 
Menu Bar, choose Font  and change the font to your liking. repeat the 
procedure for your address lines.  Similarly if you wish to delete the 
graphic boxes to speed up your printer, click on the box and press Delete.  
 
 
Numbers look like   this ?   Simply click on it and stretch the  
length by holding down the  Shift key and pressing the Right 
Arrow.  
 
To use your letterhead delete all the objects you don't want and move the 
rest to the desired position. 
  
Changing The Paper Size   
Click on the Report Pad on the Top Menu Bar then choose Page Layout  
from the Popup. 
 
 
The Window on the right will 
appear,  choose the Print Setup 
button. 
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The Print Setup Window on the 
right will then appear. Choose the 
Size Popup and select the paper 
size you want (within the 
constraints of your printer of 
course) and press OK. 
 
 
 
 
 
 
To format decimal places (eg quan in invoicing) 
Double click on the object and when the Report Expression Window 
comes up change the 999999.999 to the format you want eg 999999 (for no 
decimal places). 
 
Finally press Ctrl-W to save the report. 
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THE HOME SECTION 
 
This part of NZHO was designed to be used to keep budgets and expenses 
around the home.   However the notes pad in the Phone / Address Book is 
useful for all sorts of things from recording visits to the doctor together 
with notes on results by entering your Doctor's name,  to making notes on 
product purchase, warranty details and expiry dates and the name of the 
shop. 
 
What about entering each of your appliances and valuables as names in the 
Phone Book and recording details like cost, date purchased, and serial 
numbers in the notes. 
 
The Diary / Calendar is great for recording birthdays and important dates 
together with ideas on presents etc. 
 
Why not try setting up a household budget, if only for 3 months especially 
at Christmas. It could be fun and certainly gives you a great insight into 
where all the money goes. Just load in your cheques and deposits for that 
period and run the Budget To Actual Report. 
 
A personalised standard letter to all your friends using the contact field for 
their christian name, and maybe even adding a scanned photo of your 
family or a special logo. Likewise for an invitation to a special function 
(use the status field to designate which friends get invitations). Remember 
you can change the fonts to any available Windows font. 
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TRICKS TIPS & TECHNIQUES 
 
 
A Few Ideas And Tricks Learnt The Hard Way 
 
Take Regular Backups 
If you feel backups are too much trouble, too expensive, taking too long, or 
you feel one set is enough, ponder on the following comment: 
Computers can crash, files can get corrupted for various reasons and if 
you do not have a good backup there is a good chance you will have 
LOST ALL OF YOUR WORK!!!  - No point in calling for support then. 
You would be very lucky to find someone who could repair your files. 
 
Safe Storage Of Backups 
How will you go if your computer was stolen ?  In a lot of cases the bad 
guys take any diskettes they can find as well.  Keep a spare backup set in 
another building, at a friends house, at the bach, or on the boat and 
remember to rotate these as well. 
 
Hard Disk Backups 
This a largely a guard against corrupted Database Files and can be used as 
a first defence.   
Do this by making a copy of the appropriate folder in Windows Explorer or 
Windows File Manager. 
 
Housekeeping (Windows 3.1 & 3.11, DOS 6.0 & Above) 
Do keep your computer hard disk tidy. To do this in Windows 3.1xx exit 
Windows and at the DOS prompt type SCANDISK C: then follow the 
instructions. In Windows 95 you will find it in Programs-Accessaries-
System Tools. This nifty program checks and repairs data and can actually 
fix physical damage by writing data around problem areas.    Then run 
DEFRAG and follow the instructions, we at Astarla perform both of these 
chores weekly. 
 
Avoid CTD's (Computer Transmitted Diseases Or Computer Virus) 
Do yourself a big favour and follow these rules: 
1. Get yourself a virus checking program and use it, some virus scanners 
like the McAfee Scan set up and run automatically each time you start up. 
Make sure you buy a new version regularly, they are cheap and are 
available from most computer stores. 
2. Remember that every unauthorised disk (especially children's games) 
you load into your computer is a potential carrier of a CTD. 
DISKETTES originating from ATI's or Universities are especially 
suspect ! 
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Some Virus's actually format your hard disk on a certain date, others 
corrupt data, some are virtually impossible to deal with once installed. In 
short they can be anything from a nuisance to a real disaster. 
 
Throw Away Your Mouse 
No don't really throw it away !  But only use it where necessary and try to 
become a left handed mouse user.  Most entries are designed to be used 
with the numeric keypad, eg; (new entry in the Phone Book) Mouse click 
in the Name List,  mouse click on Add New Name (OR press F5), type in 
the Name and PRESS ENTER , fill in all the other details using the Enter 
Key (except for the Notes - use TAB  to get out), mouse click on Customer 
(or whatever you want it to be) and hit Ctrl-Enter to save. 
 
Debtors Go In The Phone Book ! 
We had one person spent 45 minutes trying to find out where to add in a 
new Debtor (we call them customers), they were  used to old style systems 
and could not imagine debtors going in the phone book. 
 
Use The Enter Key 
Enter means enter data, so in some cases you must use the Enter Key to 
make headway. 
 
Is The Stock Item Truly A Stock Item ? 
One person entered all their stock items in, printed the stock report and 
GUESS WHAT!  no stock items would print out. It turned out that they 
had not changed the default from Non Diminishing Item, so in fact they 
were not diminishing items/stock items and therefore would not print out. 
 
First Entry Tip 
Enter small amounts in the beginning, print the Cashbook report to screen 
and check opening and closing balances, this will help prevent major 
searches for wrong  transactions. We had one client who entered a whole 
year's data then discovered something wrong. It took him days to discover 
he had posted some cheques into 1999 ! 
 
Don't Go Adjustment Mad 
You think you got the opening balance wrong so you do an adjustment, that 
was wrong and you do another and so on.  STOP  after the first one and if it 
is wrong go into Cashbook Transaction Sets under  View and delete the 
offending transaction, then try again. 
 
Delete It All And Start Again 
A high percentage of users new to computers rush in and enter data, then 
phone us some weeks later and say "How do we delete everything and start 
again ?   
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We would like to do it differently"  
To save this waste of time practice in the sample section and watch bank 
balances, cashbook reports, and the trial balance for a week or a month's 
worth of transactions. Contact your accountant and spend a relatively small 
amount of money getting his or her opinion on how your should set up and 
continue operating the system (get a quote first). If your accountant is not 
proficient in computer accounting or doesn't want to know, contact the 
Astarla support line. We have accountants available in some areas who 
specialise in Astarla systems and have standard sets of accounts, and  may 
have standard charges for the type of support you need.  
 
Fixing Mess-ups 
Yes we all enter wrong data from time to time and YES we know the 
computer did it all by itself, but we would like to change a date or an 
amount from time to time. 
 
1. Cashbook: 
 If the GST has not been done you may edit a cheque or deposit by using 
the Edit Radio Button in Cheques or Deposits, but you must go right 
through the full sequence of splitting your transaction until you get a 
balance of zero.   If the GST has been done you will need to enter another 
cheque or deposit for the adjusted amount (use the same cheque number 
with a suffix so you can recognise it). If it has been reconciled you need to 
reconcile it again. 
 
2. Customers Transactions: 
Sometimes the dates are wrong so the system will show the wrong age of 
amounts owing or worse still show a debit in 1 month and a corresponding 
credit in another and never the twain shall meet. 
You can use the Adjustment Wizard in Customer Adjustments to rectify 
this situation. Instructions are on the screen. 
 
The View And Utilities Popups 
These are both accessible from the Top Menu Bar in most parts of the 
program READ ABOUT THEM AND USE THEM  they have some very 
helpful items on them even down to swapping Ledger/Categories or Bank 
items you may have posted wrongly, to changing dates, both these features 
save tiresome editing of transactions. 
 
Games 
It pays to shut down your computer after playing games, before doing 
serious work. Games often corrupt memory which can, at best lock up your 
computer or at worst corrupt your files. 
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EXPORTING OF DATA 
 
 
This function allows you to send data produced by reports out to a file 
in various formats. 
 
 
1. ASCII,  Lotus, Excel, DIF and SYLK formats are exported as per the 
report form you have chosen.  However the fields exported are controlled 
by a field list held in the Database File called e3query.dbf.  Alterations to 
these will probably require a computer literate person or contact with the 
ASTARLA help line.  
 
2. Solution 6  (various versions) , Hapass and Attache 5 are proprietary 
accounting systems and NZHO will export to their particular file formats 
with the required file extensions between the dates specified. The report 
format will be ignored. 
Solution 6 require a report to be printed at the end of each export. Make 
sure your printer is turned on. 
 
DO NOT TRY TO ENTER THE FULL FILE NAME WITH 
EXTENSION the system will add the extension of .TXT to the filename.  
The file will be placed in the root directory of the chosen disk drive. 
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TROUBLE SHOOTING 
 
A List Of Common Questions And Answers 
 
In the Utilities popup there is a facility called Get Me Out Safely, if all 
else fails this will close the system down by closing all files properly.  If 
even that fails, hold down the Alt & Ctrl Keys and press Delete, then 
use the End Task Option to close the program. 
 
Q. I get a message saying FOXPROW Caused a General Protection 
Fault at Module etc. OR The computer freezes or 'locks up'. 
A. This problem is usually caused by a corrupt data file or report file, but 
can be caused by a number of problems including faulty memory or a badly 
messed up hard drive. One thing is sure however, NZHO is not capable of 
causing the fault on its own, but because it is a very powerful system it uses 
every available bit of memory and if a portion of that memory is corrupt, 
Windows takes over and stops everything. 
First step fixes are to run RESCUE (a NZHO utility) You will find 
Rescue in Applications in Windows 3.1xx or Start - Programs - NZHO - 
Rescue in Windows 95. 
Otherwise it is a job for an engineer.  Please do not assume just because 
NZHO does not run and other programs do that NZHO is the only 
problem. Other programs do not use as much memory and if you the 
ignore the basic problem, sooner or later you will have problems and 
possibly lose data. 
 
Q. I lost the icon and can't start NZHO (It was their when I installed the 
program -Windows 95) 
A. Press the Start button - programs - NZHO through the cascading menu 
system. 
 
Problems Printing Reports 
Q. Using  tractor or fanfold paper the printer stops or prints past the 
perforation 
A. In the NZHO Report Form the size is set wrong, most commonly it is set 
to A4 as standard when your paper is letter size (11 inch). Refer to 
Modifying Reports to change the size. 
 
Q. The printer won't print at all or asks for a tray request. 
A. The NZHO Report Form is set for letter size and the printer is expecting 
A4, see Modifying Reports to change the size. 
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Other Printer Problems 
These are many and varied and can range from corrupted Printer Drivers or 
printer drivers not installed through to the wrong version.  Printer Drivers 
usually consist of two files, the main UNIDRV.DLL Windows driver and 
your own printer driver (eg; HPPL.DRV). 
Programs like Fax Modem software can load a different version of 
unidrv.dll at installation time which can have a profound effect on printing. 
 
Insufficient Memory 
Q. Sometimes I get a message saying the system is out of memory, what 
can I do ? 
A. Usually only a problem in Windows 3.1xx the most common 
problem with memory in NZHO is lack of enough memory in the first 
640 kb range (a DOS limit) Certain operations are loaded into what is 
known as high memory, if this is not working correctly they will not load 
high. 
From the DOS command line type in mem /c and look at the size given for 
largest executable file size. This should be more than 585,000. 
Generally if you have only 4 megabytes of memory the use of other 
systems at the same time can use up memory, things like Smartdrive loaded 
with too much memory, Sound systems, networks loaded all can slow your 
system or use up memory. 
The following suggestions may help: 
Load Smartdrive with a maximum of 256 kb memory and  set up a 
permanent swap file (Control Panel - Virtual Memory) or get more 
memory. Get rid of the /X switch in Smartdrive. 
Another cause of insufficient memory is caused by share.exe not being 
loaded correctly in Windows 3.1xx 
 
Q. I get an error message Too Many Files Open (Windows 3.1xxx) 
A. Your computer has not been configured to handle enough files.  
Action: Either contact an engineer or use a text editor like Windows 
Notepad to alter your config.sys file. 
There will be a line which looks something like this; 
FILES=20 
Change it to at least FILES=60. 
 
Q. The system won't start and an error message says File Access Denied, 
OR Memo File Missing/Invalid OR a File dialog window comes up 
asking you to select a database. 
A. This can happen when share.exe is not loaded correctly when running 
Windows / DOS. Also can be caused through trying to run two NZHO 
programs at once. 
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Q. I get an error message Not A Database File or Not a Table / DBF OR 
String Too Long To Fit. 
A. One of your Database files has been corrupted. 
Action:  Use Microsoft Scandisk, then Defrag 
THEN RUN RESCUE - You will find Rescue in Applications in Windows 
3.1xx or Start - Programs - NZHO - Rescue in Windows 95. 
If all else fails Restore from a previous backup. 
 
Q. My computer seems really slow, what can I do ? 
A. More memory can have dramatic effect on speed, however there are 
some things that will help without going that far: 
In the Windows 3.1xx Control Panel under Virtual Memory you can 
change the Swap file from temporary to permanent using the suggested 
size, but no less than 4 mb, and Defrag your hard disk first !. 
 
Q. I click the mouse on a Push Button and nothing happens. 
A. Try pressing Enter on the same button. 
 
Q. I get an error message Company GST Link Invalid. 
A. Your GST On Sales and GST On Purchases control accounts have been 
tampered with or have been corrupted.  Phone for support. 
 
Q. When I am working in a field or in Browse Windows and I want to edit 
or change a field, as soon as I start to type everything in that field 
disappears. 
A. In some cases it is assumed you want to replace existing text with new 
text.  
If you want to edit existing text: Press the Home OR End key before you 
start, this puts the current field into Edit Mode. 
                                                                
Q. When I am working the cursor jumps to unexpected positions in the 
Window. 
A. CHECK THE NUMBER LOCK (on your keyboard) OR  When a 
number of Input Fields exist in either a Worksheet or Browse Window they 
are placed in a certain order usually from top to bottom or from left to 
right. If the cursor happens to be at the top field and you press the Up 
Arrow the cursor will "wrap"  around to the bottom field or from the 
bottom field to the top on the Down Arrow. The same sort of thing will 
happen in Browse windows from left to right and back. 
 
Q. What do I do when I get an error window after rebuilding or transaction 
checking and it tells me a transaction set is out of balance. 
 
SEE OVER >> 
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A. In the Utilities popup in the top menu bar is a bar called Cashbook 
Transaction Sets.  This will place you in the transaction file. Arrow across 
until you can see the Trnnum (transaction number). Either page up or down 
until you find the transaction number given in the error window.  
The transaction set consists of all the records with the same number, the 
sum of these should equal zero, you may adjust whichever amount you 
consider wrong so that they sum to zero. 
 
Q. I can't find a transaction in Bank Reconciliation when I know it exists 
and in fact can see it in other parts of the system. 
A. Usually caused by one of two things, Either you have posted to the 
wrong Bank (look in Bank Transactions View for the wrong Bank number 
eg; 120 when it should be 100) or it has been posted to another Bank 
Statement. 
 
Q. What do I do when I get an error window after rebuilding that tells me I 
have a duplicate transaction. 
A. Note all the details of the transaction, go into Transactions and delete 
the offending transaction then re-enter it as a new transaction (don't forget 
the original date). 
 
Q. NZHO will not start and one of the following messages appears: Not 
Enough Memory To Start Application, Wrong Or Corrupt Picture 
Format. 
A. These usually means that you Have Switched To Another Task In 
Windows And Have Tried To Restart The Program Again.  
Press Ctrl-Escape and a Task List Window will appear. If NZHO is on 
this Task List select it and press the Switch To button, OR run Rescue. 
 
Q. Debtors balances appear incorrect at the beginning of a new month. 
A. Even though we say it is unnecessary to age or roll over your system it 
is necessary to run Rebuild at the beginning of each month to tell the 
system to restructure balances. 
 
SEE OVER FOR MORE >> 
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Q. Debtors balances are out, 1 period might be in credit by say 1000.00 
where another period might be -1000.00 with the overall balance being 
zero. 
A. This usually caused through receipting or crediting against the wrong 
period and can be easily fixed.  
In Utilities in the Top Menu Bar choose Customer Transactions. Change 
the order to Customer using the F3 Order key and find the transactions for 
the Customer of your choice. Find the offending Receipt or Credit and 
change the Paid Date to suit the correct period. Then run Rebuild. 
OR use the Adjustment Wizard in Customer Adjustments. 
 
Q. When printing statements no transactions will print out 
 
A. Check that the year start date is correct in Configuration. 
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IF YOU REQUIRE HELP OR SUPPORT ON THIS PROGRAM 
 
 
Web Site: 
From time to time information will be posted to our web site - 
www.astarla.com – NZ Jsa section 
 
 
REMEMBER: 
Regular maintenance helps keep your system trouble free. 
Run Scandisk, Defrag and Rescue regularly. 
Taxation laws may require paper copies of invoices etc to be kept for a 
number of years, check with your local tax office. 


