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Licence Agreement 
 
Astarla Consulting Pty Ltd END USER SOFTWARE LICENCE AGREEMENT  
  
This is a legal agreement between you (or your company or nominees) and Astarla 
Consulting Pty Ltd hereinafter referred to as Astarla 
Scope  
The terms "Software" shall also include any upgrades, modified versions, or updates 
of The Software licence to you by Astarla.  
 
1. Grant Of Licence.  This licence agreement gives you the right to use the enclosed 
software (hereinafter termed "The Software") at one address for an unlimited time 
provided that you abide by the terms and conditions herein. The word "Use" shall 
mean the loading of The Software onto a computer or any other electronic device 
capable of loading The Software into it's ROM, RAM, HARD DISK, CD ROM or 
any other electronic storage device including an Internet Server. You agree not to Use 
The Software on more than one computer unless a multi user version has been 
purchased whereupon you agree to install and Use The Software on one file server 
only and connect to the number of work station licences purchased by you. This 
agreement becomes binding upon commencement of use of The Software. 
2. Notice To Users. You shall inform all users of The Software of the terms and 
conditions of this Agreement.  
3. Other Restrictions. This Agreement is your proof of licence to exercise the rights 
granted herein and must be retained by you. You may not rent or lease The Software 
to a third party, but you may transfer your rights under this Agreement on a 
permanent basis provided you transfer this Agreement, all copies of The Software and 
all written materials, and the recipient agrees to the terms of this Agreement. Any 
transfer of The Software must be authorised by Astarla (and where required, its 
suppliers) prior to transfer and is subject to the payment of transfer and re-licensing 
fees to Astarla. You may not reverse engineer, de-compile, or disassemble The 
Software. 
4. Copyright. Copyright of the Software is owned by Astarla Consulting Pty Ltd of 
Queensland, Australia or its nominees and is protected by Australian and New 
Zealand copyright law and international treaties. Therefore you must treat The 
Software as you would any other material subject to copyright. You must not give or 
allow The Software to be given or loaned to a third party under threat of the most 
severe legal action available under the law. 
5. Warranty and Consequential Damages. You agree that Astarla or any of it's 
directors, shareholders, agents, resellers, nominees or support associates will not be 
liable for any damages whatsoever including, without limitation, damages for loss of 
profits, interruption, loss of business information, loss of data, or any other loss even 
if Astarla have been notified, or have been notified of the possibility of such loss. You 
agree that you will do audit and balance checks on a monthly basis to ensure the 
integrity of your data. You agree to faithfully log such audit and balance checks and 
to make such logs available under the terms of clause 6 below. 
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6. Non-disclosure of Confidential Information. Astarla agrees to treat all knowledge 
of your business and data with confidentiality and not knowingly pass such 
information on to a third party. 
7. Limitation of Liability. You acknowledge that Astarla or Astarla Consulting Pty 
Ltd or any of their directors, shareholders, agents, resellers, nominees or support 
associates liability to you or any other party for any loss or damage resulting from any 
claims, demands or actions arising out of this Agreement or liability under any 
statutory right or any condition or warranty implied by any State Fair Trading Act  or 
other law governing the sale and use of goods is, to the extent permitted by law, 
limited at the option of Astarla to: 
In the case of any goods, any one or more of the following:  
The replacement of The Software 
The repair of The Software 
The refund or partial refund of the original cost of The Software depending on how 
long The Software has been used. 
In the case of any services: 
The supply of the service again 
The refund of the cost of the service 
8. Governing Law And General Provisions. This agreement will be governed by the 
laws of Australia excluding the application of its conflicts of law rules. This 
agreement will not be covered by the United Nations Convention on Contracts for the 
International Sale of Goods, the application of which is expressly excluded. If any 
part of this agreement is found void and unenforceable, it will not affect the validity 
of the balance of this Agreement, which shall remain valid and enforceable according 
to its terms. This agreement shall automatically terminate upon failure by you to 
comply with its terms. Upon termination you shall remove all instances of The 
Software from your computer or in the case of multi user versions  computers and 
workstations and destroy all copies of The Software, documentation and upgrades (if 
any) 
 
9. Minimum Computer Configurations.  Microsoft Windows 95 or later, Pentium with 
64mb RAM 300 Mb hard disk (or better), Microsoft mouse.    
  
Microsoft is the trademark of Microsoft Corporation, Redmond, WA, USA.  
 
 
 
(C) Copyright 2001,2002 Astarla Consulting Pty Ltd 
Queensland, Australia 
 
All Rights Reserved 
 
Printed In Australia 
No part of this documentation may be reproduced in any way whatsoever without the 
written consent of Astarla Consulting Pty Ltd. 
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NZ Home & Office 32 was designed to allow new computer users to do 
their cash based accounting at minimal cost as well as having a system 
that was reasonably easy to follow. The program goes further in that it 
has a contact management system built in, allowing emailing or letter 
writing to lists of people or businesses based on certain criteria. 
 NZ Home & Office 32 is a small business cashbook based accounting 
system that allows the production of GST Tax Invoices to satisfy the 
Australian Tax Office and New Zealand Inland Revenue Department 
requirements, while running a simple cash based accounting system. 
Included is a debtor's ledger which allows production of Tax Invoices and 
receipting as well as a creditor's ledger allowing the recording of bills / 
supplier invoices as they come in and payment of those invoices. 
It also allows the entry of receipts or deposits and payments or 
withdrawals through a bank account while posting each entry to a 
cashbook category and allowing a choice of GST types for each entry. 
This enables a trial balance report to be given to your accountant for 
production of your tax returns etc. 
 
Cashbook transactions automatically link to customer's receipts and 
supplier's payments.  
 
The cashbook also allows the production of a GST report on a cash basis 
for predetermined GST periods allowing easy GST return preparation. 
Reminders are given at the end of each GST period to help prevent 
overdue returns. 
However GST is only done on a Cash or Payments basis. GST done on an 
accrual or invoice basis is not supported. 
 
A contact management system is included that allows for the production 
of mass emails, letters and lists from a phone / address database based on 
certain criteria. 
There is also a diary and reminder system from 8 am to 9 pm for your 
important meetings etc. 
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Backups 
We placed this section at the beginning, as it is the single most important 
task you will undertake each working day. 
Our recommendation is one backup set for each day of the week OR if 
you are not using the system every working day - 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. 
Example: You could end up with disk 1 of set A and disk 2 of set A. The 
next backup will be set B within which you will have Disk 1 of set B, 
disk 2 of set B and so on. 
 
Why should you have 5 sets ? 
Floppy disks can be unreliable and if you have only one backup set this 
could result in you LOSING ALL YOUR DATA. 
At the time of backing up you will not necessarily know the backup disk 
is corrupted. 
 
How are backups done ? 
1. Using Windows Explorer you may drag your business Folders to 

another drive (using Ctrl-Drag) OR right click on the folder and 
choose the Send To option. 

2. You may use the backup option at the program shut down screen (this 
will only back up the current business folder) 

3. In Admin - 'General Utilities and Handy Helpers' choose the System 
Utilities tab and backup from there. 

 
NOTE: Backups are only done for the current business folder, you will 
need to change your business (at the top of the Navigator screen) in order 
to back up others. 
 
Do backups to your C: Hard disk drive regularly as well, or if you have 
another drive, backup to that as well. 



NZ Home & Office 32 

 9

Do use another type of backup as well, like the Microsoft Backup utility 
supplied with Windows to back up your full NZ Home & Office 32 
system. This gives you a second line of defence. 
 
When using floppy diskettes always fully format them before backing up. 
Do this by selecting My Computer and right click on the 3 1/2 Floppy A: 
then choose the Format option, then choose the Full option rather than the 
Quick option. 
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Registering Your System 
You will be offered the chance to register your program by email when 
you start. 
Registration is an important part of owning and using a program. 
Once registered you will be kept informed of important upgrades via 
email, some of which are free and you will have access to our web site to 
keep up to date with various issues surrounding our software. 
 
You can register by email at any time from the System Setups and 
Preferences or when you first start up your program. 
 
In order to make the email registration system work you must first fill in 
your email host and your email address. This is done in Our Business 
Details and Setups 
 
The email host is usually obtained from your Internet Service Provider 
(ISP) and is the actual internet address where your email is sent to. You 
can find this in Outlook Express by choosing Tools from the menu bar 
and then Accounts. In the Mail tab click on your account then press the 
Properties button on the right.. Click on the Servers tab and your 
Outgoing Mail (SMTP) is in the box to the right. It differs from a normal 
email address. Whereas a normal email address shows something like 
sam@worldmail.com a host or SMTP address will show with dots instead 
of the @ eg, mail.worldmail.com or smtp.worldmail.com. 
The easiest way to get this right is to click in the box and press Ctrl-A to 
select all and use the copy ./ paste keys (Ctrl-C to copy and Ctrl-V to 
paste into your host box. 
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Support 
All support is by email to support@astarla.com  
We have a service whereby data files can be checked for any problem 
you may encounter and we protect your data and destroy the files when 
the check is complete. We undertake not to use any of your data in any 
way. 



NZ Home & Office 32 

 12

Importing Data From New Zealand Home & Office 
 
To import data - in Administration click on the link called General 
Utilities and Handy Helpers then click on the System Utilities tab. 
At the bottom right hand side click on the import data link. 
You should be already in the company you want to import into. 
When you press the button Import from NZHO you will be asked for a 
folder to import from. This should be the correct folder in your old 
NZHO system (usually \NZHO\OFFICE). 
All cashbook and customer data will be imported and updated except for 
invoice reprints and product sales information. 
Your old report forms may be useable, but although NZHO 32 may be 
able to read them it can't modify them. 
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Multi User Installation 
Instead of installing NZHO32 in the \Program Files\Nzho32 folder install 
it in \Program Files\Accounts\Nzho32. If you would rather not you could 
share (as instructed below) the \Program Files folder instead of the 
\Accounts folder. 
 
Make sure the \Accounts folder is shared (Share this folder on the 
network) with read – write access (Allow network users to change my 
files), and from the each workstation map the \Accounts folder on the 
server to G: (or whatever drive letter you choose, but G: ensures 
consistency with other clients and makes support much easier). 
This results in the folder \Nzho32 being the only folder in G:. From the 
workstation it will appear as G: Something on server\Nzho32. See how to 
map a network drive further down in this document. 
 
On your CD in the \Workstation folder you will find the workstation 
installer file (usually Nzho Workstation.exe). Save this file into the 
\Accounts folder on the server and it will be available to run from any 
workstation in G:\ 
 
From each workstation find the G:\ drive and run the file Nzho 
Workstation.exe ignoring where to install it (it installs Dynamic Link 
Libraries into the Windows System32 folder). 
 
Create a shortcut pointing to the application Nzho32.exe application file 
in G: drive on the server 
 
What you have done above should work. HOWEVER Workstations must 
be on a mapped drive. 
NOTE ! This must be a drive MAPPED TO A FOLDER 1 UP FROM  
\Nzho32 (\ACCOUNTS) mapping the \Nzho32 Home Folder to a drive 
WILL NOT WORK 
 
Nzho32 is a Server based system - WARNING do not just create an 
icon on the Workstation. 
This means that all programs and data reside on the server, however the 
program running on a workstation runs in the memory of that workstation 
using local Dynamic Link Libraries. 
 
Please instigate a regime to ensure NO person can gain access to a 
workstation while installation procedures are being put in place. 
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Mapping A Network Drive 
1. After installing Nzho32 in C:\Accounts\Nzho32 on the Server mark 

the folder \Accounts as being shared. Do this in Windows Explorer 
(right click on My Computer and choose Explore) by right clicking on 
the \Accounts folder and choosing Sharing. Click the Sharing tab on 
the Properties Window and choose Share this folder on the network, 
also choose Allow network users to change my files. 

 
2. ON THE WORKSTATION, in My Network Places double click on 

the server computer (it will have a name) and in the window right 
click on the accounts folder then choose Map Network Drive. Choose 
a drive letter (let's say G: for this exercise) that is not already in use 
and press Ok (leaving Reconnect At Logon checked). When you look 
in Windows Explorer you should now see a network drive called 
Accounts On ('computer name') (G:). 
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Getting Around The System 
Before you start it is important to have some idea of how to find your 
way around the system. 
The first screen you come to when starting up is called the Navigator. The 
Navigator has a list of the main areas within the program on it's left hand 
side. As you navigate down this list actual functions of the program will 
appear on the right. Rolling the mouse cursor over any of these shows a 
brief description of what it does. Sometimes a function will appear in 
more than one place, eg, Customer or Debtor's invoicing appears in both 
Customer Transactions and Invoicing Customers And Suppliers. 
Take a look at all items in the Navigator to get a feel of where things are. 
 

 
 
At the top of the screen is a floating toolbar, which contains items or 
functions that you would most commonly use, like Phone / Address book, 
Invoicing etc. This Toolbar can be added or removed if you wish in the 
System Setups and Preferences in Administration. 
Also at the top of the screen is a Menu which has an item called Lookups. 
Use this to look at things like Customer's balances etc while working on 
other parts of the system. 
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Getting Started 
On most screens you will find a button like the one below 

 
This button will give you access to tips and questions about the current 
screen. From the Navigator it will also give a list of all tip topics. 
Check the system date at the top of the Navigator Window, this is run by 
your computer clock. Is it correct ?  
 
NOTE: The system is driven within the financial year which typically 
runs from 01 July in Australia and 01 April in NZ. NZ Home & Office 32 
operates within the current financial year. This is set from Our Company 
Details and Setups in Administration.  
It may well be that you will need to set this before starting out. (see next 
paragraph) 
 
1. On the control panel  is an item called Our Business Details and 

Setups. Click on this and a Wizard will lead you through creating your 
business name business number or GST number, name, address and 
phone number that will appear on your invoice. The Wizard will also 
allow you to set up your GST information like pay period etc. 
Remember GST is done on a Cash or Payments basis. 

2. Again on the control panel is an item called Cashbook Transactions 
and Setups. Click on this and you will find options to set up your 
cashbook categories for both income and expense accounts. Your 
accountant will supply you with this information. 

3. In order to go much further you will need to enter some names and 
addresses in the Phone / Address book, because most functions 
throughout the system need a customer or supplier etc. 

4. You might also wish to enter some items in the Products and Services 
database. This holds any products you may sell (or buy) and any 
services you provide (like labour etc). These items can be stock items 
which diminish automatically as you create invoices or increase as 
you create supplier invoices. However if you do not wish to keep track 
of stock you can mark any item as a non stock item. 

 
When you complete the above successfully you should be ready to create 
invoices and handle receipts and payments. 
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Setting Your Business Details 
 This is where you enter most of the details about your own business. 
These details appear on documents like invoices and statements etc. 
It takes the form of a wizard, which you step through. 
Page 1 is where you enter your company name and ACN (Australian 
Company Number) 
Page 2 is where you enter your postal address details 
Page 3 is where you enter your physical address 
Page 4 is where you enter your telephone and internet details and your 
signatory and after signatory details eg, John Smith (signatory) and 
Managing Director (after signatory) 
See the next topic for information on the Host box. 
Page 5 is for GST information - your GST number, how often you do 
GST and what month the financial year starts in (usually July for 
Australia and April for NZ). You should initialise your GST at this point 
and if GST rates ever need changing you can do it here by pressing the 
Edit GST Rates button. 
You can also tell the system to base invoicing on a GST inclusive basis 
by clicking on the Include GST in Invoicing checkbox 
Page 6 contains the standard messages - enter a message in the Invoice 
Message box and it will appear on all invoices (you change it at the 
invoice if you wish). The Statement Message will appear on all customer 
statements. 
Page 7 is where you can name your bank accounts (up to 9 are available) 
Page 8 is where you finalise and save your work. 
 
The email host is usually obtained from your Internet Service Provider 
(ISP) and is the actual internet address where your email is sent to. You 
can find this in Outlook Express by choosing Tools from the menu bar 
and then Accounts. In the Mail tab click on your account then press the 
Properties button on the right.. Click on the Servers tab and your 
Outgoing Mail (SMTP) is in the box to the right. It differs from a normal 
email address. Whereas a normal email address shows something like 
sam@worldmail.com a host or SMTP address will show with dots instead 
of the @ eg, mail.worldmail.com or smtp.worldmail.com. 
The easiest way to get this right is to click in the box and press Ctrl-A to 
select all and use the copy ./ paste keys (Ctrl-C to copy and Ctrl-V to 
paste into your host box. 
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Searching And Finding 
There are two main types of available searches: 
 
1. Incremental List Box search (an example is pictured below) 
 

 
 
Incremental searching is primarily a key stroke search in which you type 
the first few letters of the code you are looking for. In the above example 
if you typed CO (upper or lower case) you would find COMPUTER. In 
that case COM would do the same job. 
Pressing C would get you to the CAR. 
Pressing CARP would get you to the CARPET. 
You can also press Home to get to the top of the list or End to get to the 
bottom or use the Page Up and Page Down keys. 
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2. Ctrl-F find (pictured below) 
 

 
 
Find is usually available in all popup Browse Grids and will find any text 
or number within any column.  
In the above example you will find the next instance of sofa in upper, 
lower or proper case.  You will need the Wrap Around feature switched 
on to make sure the whole file is searched. 
TIP ! Use Ctrl-G to find again to keep searching for other instances of 
your search. 
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Browse Grids - How To Use Them 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Click here to close 

Drag header buttons left or 
right to line up columns 
closer to other columns 

Move right using 
Tab – left by using 
Shift-Tab 

Drag Scroll Buttons to 
change view position in 
the window 

Use horizontal and vertical 
Scroll Buttons to move 
left/right – up/down 

Drag this corner to resize 
the window Use Ctrl-F search to look for 

any text or number within the 
Browse window 
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A Typical Screen - How To Use It 
 
 
 
 
 

 
 
 
 
 
 
 
 

Drag column delimiters left or 
right to re-size columns. The 
size will be remembered 

Drag this corner to re-size 
the screen. The size will be 
remembered for next time. 

Click here to 
close 

Press this button for 
tips relevant to this 
screen 

Type the first few letters 
of a product code and 
press Enter or Press F2 
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GST - Goods And Services Tax 
GST (Goods and Services Tax) is a tax imposed on goods and services 
that is collected by you, the small business. You collect GST on behalf of 
the Government on all items you bill your customers for (except those 
that are exempted from the tax). You hold the amount collected until it 
becomes time to pay this amount to the Tax office. 
On the other side you can claim GST on the goods and services you use 
in your business, like materials or goods you on sell and legitimate 
business expenses like phone, power etc. 
When it becomes time to pay GST to the Tax Office you deduct the 
business expense GST you are claiming from the sales GST collected to 
come up with a total figure to pay. 
Of course if your business expenses are more than your sales the Tax 
Office will have to pay you. 
Remember at all times that GST collected by you belongs to the 
Government, so it would unwise to spend it ! 

GST Periods 
GST periods are the time in months in which you have to submit a return 
to the Tax Office. In Australia periods can be 1 month, 3 months or 12 
months. In New Zealand periods can be 1 month, 2 months or 6 months. 
GST periods usually start from the beginning of your financial year, but 
can be different. These periods are set up in Our Business Details and 
Setups. 
You initialise these periods when you configure your business details and 
you will be reminded when the end of a GST period has been reached or 
passed. You will continue to be reminded until you have completed and 
closed off your GST period. 
Each period HAS to be closed off before you can do the next one. 

GST Rates 
 The GST rate can be changed at any time in the GST Control Panel, but 
of course these should only be changed at the beginning of a GST period 
and will only need to be changed when the government changes the rate. 
There are 9 GST rates available (in case future governments invent more 
rates) You can alter or view these rates by pressing the Edit GST Rates 
button on the GST Control Panel. 
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How The GST System Works  
 Each time you enter a deposit or payment into the cashbook you will be 
given the opportunity to choose what GST rate to use (commonly these 
will be GST or no GST) by entering a GST code number. The system will 
then calculate the amount of GST (if any) and enter it into the cashbook. 
The amount of GST included in both sales and expenses on deposits and 
payments for any period made will therefore be available at all times 
from the GST Control panel. GST in individual transactions will show up 
on the Cashbook Report. 
Reminders will be given at the end of each GST period. 

Doing Your GST Return 
Remember that GST is calculated from your cashbook 
1. Go to the GST control panel. The last period not closed should show 

up 
2. Print the Supporting Schedule which is in three parts:  

(a) A summary of GST types 
(b) A list of all transactions on your sales 
(c) A list of all transactions on your purchases 

3. Check these figures thoroughly against your total deposits and total 
payments made for the period. 

4. Australian businesses can use the BAS Wizard which will lead you 
through each stage of the BAS form. 

5. Enter the results onto your BAS form / GST return 

Unclosing A GST Period 
In the GST Control Panel there is a button that allows you to undo the last 
GST period. This will un-mark all transactions as being GST done. 

Warnings About Transactions In Prior Periods 
Because this system is open and you can enter transactions in any period, 
there is a possibility you may enter transactions into old periods in which 
you have already done GST and closed off. 
You will be warned so that you may include these transactions in the next 
GST return. 
When you print the supporting schedule you will be asked if you want to 
include these transactions. 
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GST Mistakes 
When you give your final reports to your accountants at the end of the 
financial year, they should check the overall GST for the year against the 
returns you have made and submit the necessary adjustments to the Tax 
Office. 

Supporting Schedule And Why You Should print it 
A supporting schedule is a report showing all individual transactions for 
GST rates and should be kept in case of a Tax Office audit. This supports 
and proves that the GST return you have made is based on credible 
figures. They will check further of course, but the task should be easier 
and create less trouble for you (this is assuming you have entered 
everything correctly) 
Also if your computer crashes and you lose all of your data this will help 
you resurrect your accounts. 

Differences Between The Supporting Schedule And The Summary 
Each individual transaction is calculated and rounded to the nearest 2 
decimal places. The accumulation of these rounding's can result in 
differences to a straight out tax code calculation on the final figure. 
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The Phone / Address Book 
Pivotal to your business, the phone / address book or contact database 
holds all the companies or people you do business with or have contact 
with in any way. 
These can be prospective customers that you want to keep in touch with, 
customers you do business with (debtors), supplier's you do business with 
(creditors) and others. 
Information is kept on addresses (both postal and physical) telephone 
numbers, email address, their title (Mr & Mrs J.), their preferred first 
name (Richard or Cherie) and lots more. 
We refer to people or companies etc in the phone / address book as 
'Members' 
 
NOTE: You cannot enter any transactions for a customer or supplier 
until they exist in the phone / address book. 
 

 



NZ Home & Office 32 

 26

Setting Up The Phone / Address Book 
To add a new member to the phone / address book press the New 
Member button whereupon you will be asked to enter a name. 
 
IMPORTANT NOTE: When dealing with people you should enter the 
surname only in the name box and enter their initials and/or title in the 
title box. On invoices etc the system will automatically add the title to the 
beginning of the name eg, if you enter Smith in the name and Mr & Mrs 
G. in the title the invoice will print Mr & Mrs G. Smith 
 
NOTE: When you enter a surname in the name box and a first name (or 
nickname) in the preferred name box the friendly name will be made up 
(first name last name) 
 
You also have a Preferred Name and a Salutation which automatically 
appear in letters and emails eg, salutation Dear and preferred first name 
of Debbie would result in Dear Debbie in letters and emails. 
 
Most of the other boxes are obvious with the delivery addresses being the 
most common delivery addresses for that member.  
 
The Notepad is unlimited in length and can be used for any type of notes 
to be made against that member. 
 
The Next Contact Date is typically used to send letters or emails to 
members as a possible reminder system. 
Example: You want to send letters or emails to certain prospective 
customer's 1 week from today. Enter the date you require in the next 
contact date box and each day (or each week or anytime) use the call 
manager wizard to choose between 2 dates (both dates could be the day in 
question) and activate. This will send emails, print letters to all those 
members that have a next contact date for that day. 
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The Member Filter can be used for a similar purpose. By entering a code 
against any members you can do all of the above based on the filter type. 
Example: You have a number of customers you want to send special 
letters or emails to because they buy a large amount of your products (we 
will call them gold club members).  Simply enter GOLD (best in capitals) 
in the member filter of each of them. 
When using the call manager wizard choose the Member Filter option 
and choose GOLD as the filter. This will print letters or send emails to all 
gold club members. 
NOTE: Types (customers, suppliers etc), filters, next contact dates can all 
be used together giving extremely powerful data handling capabilities. 
More information can be found in the call manager wizard section. 

Changing Names In The Phone / Address Book 
Press the Change Name button and you will be given the opportunity to 
change the name as you wish. 
NOTE: If two names are identical and you are printing a list of names, 
the system will start at the first identical name it finds. 

Deleting Members From The Phone/Address Book 
Press the button that says Delete and has a picture of a garbage can on it. 

Price Categories 
Products you sell and services you provide can have 3 separate prices for 
each. The price category entered here dictates what price is used on 
customer invoices. This means you can offer different customers different 
prices. 
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Setting Up The Cashbook 

Cashbook Categories 
In your business you may incur different types of expenses eg, goods, 
services, wages, interest etc. Each of these may have different GST 
implications. 
It is in your interest to be able to separate these in the interests of analysis 
and to gain the maximum legal GST refunds 
When you post any expenses or payments into your system you will be 
expected to provide which category you require. 
Example: You are entering a payment for petrol for the business vehicle 
so you will choose Vehicle Expenses or Petrol as a cashbook account. 
Each category will have a default GST code attached to it. 
Example: Vehicle Expenses will generally have a GST code of 1 whereas 
interest payments, which are GST free will, have a GST code of 2 
 
The cashbook account/category may also have your accountant's code 
attached to make it easier for them to enter your data in their system. 

Income Categories 
In your business you may receive different types of income eg, goods you 
sell, services you provide, interest on savings or refunds of various types. 
Each of these may have different GST implications. 
It is in your interest to be able to separate these in the interests of analysis 
and/or GST responsibilities. 
When you post any income or receipts into your system you will be 
expected to provide which category you require. 
Each category will have a default GST code attached to it. 
The cashbook account/category may also have your accountant's code 
attached to make it easier for them to enter your data in their system.  
 
How to do it: 
Some categories are supplied already, but you can overtype these if you 
wish.  
You can add items simply by using the Down Arrow key to create more. 
You can insert lines by using the insert button. BUT YOU CAN'T 
INSERT AFTER YOU START ENTERING TRANSACTIONS. 
You can delete lines easily by pressing the Delete button. BUT YOU 
CAN'T DELETE A CATEGORY THAT HAS ANY TRANSACTIONS 
ENTERED AGAINST IT. 
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Type the description you require in the description column and choose 
the GST code you require for that item. 
Enter your accountant's code if you wish (this is not compulsory) 
 
NOTE: DO NOT leave empty lines (lines with no description) 
 

Dimmed Insert Button 
The Insert button is dimmed automatically when you start entering any 
transactions of any type into the cashbook. This is to prevent any codes 
being posted to the wrong account. 
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Accountant Codes 
The system locks in it's own cashbook account / categories generally 200 
to 399 for income categories and 400 to 799 for expense categories. This 
is in the interest of simplicity. 
However your accountant will probably have their own codes which 
would make it more difficult for them to interpret your system codes. 
In the column on the right headed Accountant Code you can enter their 
equivalent to the system code. Their code will appear on some reports 

Expense Categories 
Some categories are supplied already, but you can overtype these if you 
wish.  
You can add items simply by using the Dn Arrow key to create more. 
You can insert lines by using the insert button. BUT YOU CAN'T 
INSERT AFTER YOU START ENTERING TRANSACTIONS. 
You can delete lines easily by pressing the Delete button. BUT YOU 
CAN'T DELETE A CATEGORY THAT HAS ANY TRANSACTIONS 
ENTERED AGAINST IT. 
Type the description you require in the description column and choose 
the GST code you require for that item. 
Enter your accountant's code if you wish (this is not compulsory) 
 
DO NOT leave empty lines (lines with no description 
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Products And Services 
Products and services are the products you sell your customers or the 
services you provide to them. 
They are used in invoices (both customer and supplier) and provide 
methods of: 
1. Saving typing in the invoice 
2. Holding and carrying prices to the invoices 
3. Recording stock levels if applicable 
4. Recording sales information for the product 
5. Holding large standard bodies of text for loading into invoices 

Product Codes 
These take the form of a product code or SKU of up to 25 characters 
long, which is the prime reference to the product or service. If you are not 
in the motor industry it is probably advisable to keep these relatively 
short. 

Descriptions 
Also a description which is of unlimited length, but there are some 
considerations to take into account. If you have a description that takes up 
more than one line it will wrap itself down the page according to the 
width you have set in invoices and the quantity, price etc will appear on 
the last line. Although you can edit this after it is loaded into the invoice 
In invoices you change the description length by dragging the header on 
the right hand side of the column. 
 
Products also have: 
A unit of measure 
Three sell prices 
A cost price 
A stock level (if applicable) 
The GST rate applicable to a product 
NOTE: This would be GST free when entering text only products. 
A picture of the product 
NOTE: pictures in products must be from Windows bitmap files and they 
can make data files huge, so use them sparingly unless you have plenty of 
hard disk space and some method of backing up other than floppy 
diskette. 



NZ Home & Office 32 

 32

The Products And Services Window 
 

 
 

How Products And Services Might Apply To You 
If you sell products or goods you would set up all products you sell with 
their prices and GST types. When doing an invoice you would enter a 
product code and quantity for each type of item sold. 
If you do NOT require stock control click on the checkbox 'Make This A 
Non Stock Item'. 
If you offer services like labour etc you can again use a product code and 
description, but make it a non-stock item. 
It is not compulsory to use products and services as you can type directly 
into the description column on an invoice, but if you require sales figures 
it is a good idea. 
Some trades and professions do not require quantities and prices at all, 
relying on entry of a large description of work done with a block amount. 
In this case enter 1 as the quantity and the price as the total amount. 
 
NOTE: The long descriptions are designed to wrap down the invoice 
therefore we have disallowed a carriage return (Enter key) in the 
description. If you put any Enter key presses in to a description it will be 
stripped out on leaving the description box. 
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Customer Opening Balances 
If you have customers that owed you money before you started using this 
program you would need to enter a start up amount to remind you of this. 
This is an opening balance. 
 
To do an opening balance: 
 1. Choose a customer 
2. Press the Ok button 
3. Determine which period the amount owing falls into eg, 3 months and 
over, 2 months, 1 month, or current 
4. Enter the amount into the appropriate period eg, if the customer owes 
2500.00 from 2 months ago, type 2000.00 into the 2 Months box. If they 
owe 5400.00 now type 5400.00 in the Current box. You can enter 
amounts into more than one period. 

Customer Adjustments 
If you have made a mistake with a customer transaction, sometimes it is 
appropriate to make an adjustment. 
You should hardly ever have to use this facility because you are able to 
edit an invoice, credit or undo a receipt. 
Most commonly however adjustments are used where you have invoiced 
or receipted in a wrong period. Even then you have an Allocate / Move 
customer receipts in the Adjustments and Changes section. 
How to do it: 
Choose the customer you want to adjust 
2. Press the Ok button 
3. Work out how you want the adjustment to go and enter the amounts in 
the correct boxes eg, if you want to move a balance of 2000.00 from 3 
months and over to 1 month enter -2000.00 (minus) in the 3 Months box 
and 2000.00 in the 1 Month box. 
Remember that you can undo an adjustment at any time, so don't keep 
doing adjustments on top of adjustments if you get it wrong. 
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Invoicing Customers 

Invoices 
On the top right hand corner of the Invoicing window there is a button 
marked Add A New One. Press this and the Create New Invoice / Credit 
will appear. Choose a customer (or add a new customer) and enter the 
date, reference and docket number (only if you want to change what 
appears). Or you can simply choose a customer and press Enter. 
Remember that you can type the first few letters of a name to get there 
quickly. 
 

 
After the customer has been chosen the cursor should rest in the reference 
field.  
Don't forget you can right click (mouse) on a customer's name to view 
their details, balances and transactions. 
At this point you can tab through the fields (changing anything as you go) 
and will eventually be landed in the first column of the invoice body or 
detail area. This is where you choose a product code. 
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You can choose a product code by: 
Pressing the F2 key and the product list will pop up. 
Typing the code in (as you type closest matches will appear in the 
description column (next)) and press the Enter key for confirmation. If 
the system can't find a match the product list will pop up for you to make 
a selection. 
When your selection has been made use the Tab key to move across the 
invoice detail grid changing quantity, price, GST code etc as you go. 
Keep pressing the tab key until you are taken back to the first column and 
down one line. 
NOTE: Pressing Enter in the product code will overwrite a previously 
manually entered price with the current product price. 
Line by line you can enter details of your items pressing the tab key to 
move through each field until you get to the end of the line when the 
cursor will automatically jump down to the next line. 
You may enter any amount of text you like in the description column and 
use the down arrow key to add more lines. 
 
You can insert a line by pressing the insert button at the appropriate line 
and delete a line by pressing the delete button. 
 
If you wish to write text anywhere tab or click into the description 
column and type what you want using the down arrow key to add  more 
lines. 
 
Finally press the Save button to save the invoice (or use the Alt-S key 
combination) 
 
You must save an invoice before you print it. 

Credit Notes 
Credit notes are done in identical manner to invoices, the only difference 
is that minus quantities are entered. When the total becomes a minus 
figure the system automatically makes that document a credit. DO NOT 
enter a minus quantity AND a minus price. 

Changing Existing Invoices Or Credits 
Press the Edit Existing button, find the invoice you want and alter the 
invoice using the same techniques as producing a new one. 
Save the invoice. 
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Inserting And Deleting Lines In Invoices 
Use the Ins Line button or press the Alt-I key combination 
Use the Del Line button or press the Alt-D key combination 

Disabled Print Button 
This is a precaution to stop you from printing an invoice, then changing it 
and forgetting to save it. If you were allowed to print without saving and 
your customer asked for a copy later it would be incorrect. 
Save the invoice first then you will be allowed to print it. 

Changing GST Status 
Tick the Include GST checkbox to include GST or un-tick it to exclude 
GST 
You can set your preference for the above options in Our Business 
Details and Setups (Administration) 

Changing Addresses On Invoices 
Normally the system will fill the address details from the phone/address 
book, but there are times when you may want to fill in the details yourself 
(like when you add a new customer on the fly). 
At the top of the invoice form there are 3 tabs labelled Document, 
Address and Delivery Address 
Click on the Address tab and type the address in the relevant fields 
At the top of the invoice form there are 3 tabs labelled Document, 
Address and Delivery Address 
Click on the Delivery Address tab and type the delivery address in the 
relevant fields. 

The Reset Button 
Sometimes you get halfway through an invoice and want to start again. 
The reset button allows you to do this quickly without having to put up 
with the system asking you if you want to save it. 

The Invoice Message 
You can use the invoice message to add payment terms, a remalpa clause 
or as a note for specials etc. 
You can set up a standard message for your business in 'Our Business 
Details and Setups' which will appear on each invoice. You can, however 
change this on any invoice at any time. 
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Receipting Payments Received From Customers 

Overview 
Receipting customers is when you have received money from a customer 
(you have usually invoiced them first) and you want to reduce what the 
customer owes to you by that amount. 
 
Because you might also be banking a cheque or direct credit from that 
customer the system allows you to enter all the cheques for the one 
banking together so that only one amount shows in the cashbook, being 
the amount that you banked for the day. 
 
Thus two operations are done at once, banking the cheques received by 
you to the cashbook and reducing the customer's debt to you by 
receipting the customer. 
 
GST is also taken into account with the lodgement of each cheque. 

Doing It 
1. Assuming you have accumulated all the receipts for the days banking 

the first step is to choose the bank account you are depositing the 
money into. Click on the Choose Bank Account popup at the top. 

2. Change the date if necessary 
3. Enter a banking reference or accept the suggestion (this is based on 

date and time so that it sorts easily into the correct order) this 
reference shows up when you are reconciling the deposits to the bank 
statement later. 

4. Enter a comment (which again will show on the bank statement and 
make it easier for you to identify the banking later) 

5. The first column of the grid (Customer Name / Payee) should now be 
highlighted. Use the F2 search key OR type the first letter (s) of the 
customer name and press Enter and the system will pop a list of 
customers for you to choose. Choose one and tab to the next column. 

6. Because you may have different types of income, you get to choose 
which cashbook category (or account) to allocate this receipt to. 

7. In the cashbook account column use the F2 search key or type the first 
letter (s) of the cashbook account category and press Enter and the 
system will pop a list of categories for you to choose.  Choose one and 
tab to the next column. 

8. In the amount column enter the amount (GST inclusive) of this receipt 
and tab to the next column. 
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9. In the GST column enter the code for the GST type for this receipt. 
This is usually either 1 (for GST included) or 2 (for no GST). 

10. In the Line Reference column enter (or accept the suggestion) a 
reference you might recognise in the cashbook and tab to the next 
column. 

11. In the Line Comments column, enter (or accept the suggestion) a 
reference you might recognise in the cashbook and press tab to take 
you back to the beginning. 

12. Continue along these lines until all your receipts are done then press 
save 

13. Customer balances will be automatically adjusted from the oldest 
amount owing forward. 

 

 
 

Why Two Separate Reference And Comments For Each Transaction 
The banking reference and comments show in all banking details and are 
used as reference points when dealing with banking such as reconciling 
bank statements. 
The line reference and comments show in matters relating to cashbook 
postings and GST. These are dealt with separately and your accountant 
may need details about various transactions. You may also need to know 
what monies received and from whom. Information entered in these 
columns can help enormously. 
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Adjustment Of Customer Balances During Receipting 
Customer balances are adjusted automatically when you save a receipt / 
deposit, eg, a customer owes you 100.00 from 2 months ago and 150.00 
from 1 month ago and they pay you 150.00. When you enter and save 
150.00 the system credits 100.00 off 2 months and 50.00 off 1 month 
leaving 100.00 still owing in 1 month. 
NOTE: While the system is designed to automatically allocate receipts 
against the oldest period owing, if there is nothing owing it will allocate 
to current. When you invoice against that customer later the balances 
may not merge and you may have a minus figure in one period and a 
positive figure in another. See Adjustments and Changes to rectify this. 
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Customer Statements 
These are a statement of the customer account at any given time. These 
are usually sent to each customer on a monthly basis and show the 
customer: 
1. What they owe in each accounting period from current to 3 months and 
over 
2. All transactions for the current month. 
 
However because of the flexibility of the system you can print statements 
for any period you like, even for one day by altering the start statements 
from and finish statements at dates respectively. 
You can also choose a range of customers and you may choose to ignore 
inactive customers (customers with no current transactions and a zero 
balance). 
How to do it: 
If you don't want to print statements for all customers: 
a. Choose the customer you would like to start from and press the Set 
First button 
b. Choose the customer you would like to end with and press the Set Last 
button 
 
To carry on: 
1. Choose the period you want to print 
2. Choose the statement form to use 
3. Choose whether you want all customers or active customers only 
 
Press the Print button 
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Supplier Opening Balances 
If you have suppliers that you owed money to before you started using 
this program you would need to enter a start up amount to remind you of 
this. 
This is an opening balance. 
How to do it: 
1. Choose a supplier 
2. Press the Ok button 
3. Determine which period the amount owing falls into eg, 3 months and 
over, 2 months, 1 month, or current 
4. Enter the amount into the appropriate period eg, if the you owe the 
supplier 2500.00 from 2 months ago, type 2000.00 into the 2 Months box. 
If they owe 5400.00 now type 5400.00 in the Current box. You can enter 
amounts into more than one period. 

Supplier Adjustments 
If you have made a mistake with a supplier transaction, sometimes it is 
appropriate to make an adjustment. 
You should hardly ever have to use this facility because you are able to 
edit an invoice, credit or undo a payment. 
Even then you have an Allocate / Move supplier payments in the 
Adjustments and Changes section. 
 
Most commonly however adjustments are used where you have invoiced 
or paid in a wrong period. 
How to do it: 
1. Choose the supplier you want to adjust 
2. Press the Ok button 
3. Work out how you want the adjustment to go and enter the amounts in 

the correct boxes eg, if you want to move a balance of 2000.00 from 3 
months and over to 1 month enter -2000.00 (minus) in the 3 Months 
box and 2000.00 in the 1 Month box. 

Remember that you can undo an adjustment at any time, so don't keep 
doing adjustments on top of adjustments if you get it wrong. 
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Invoicing Suppliers 
On the top right hand corner of the Invoicing window there is a button 
marked Add A New One. 
Press this and the Create New Invoice / Credit will appear. Choose a 
supplier (or add a new supplier) and enter the date, reference and docket 
number (only if you want to change what appears). Or you can simply 
choose a supplier and press Enter. 
Remember that you can type the first few letters of a name to get there 
quickly. 
 

 
 
After the supplier has been chosen the cursor should rest in the reference 
field. At this point you can tab through the fields (changing anything as 
you go) and will eventually be landed in the first column of the invoice 
body or detail area. This is where you choose a product code. 
 
You can choose a product code by: 
Pressing the F2 key and the product list will pop up. 
Typing the code in (as you type closest matches will appear in the 
description column (next)) and press the Enter key for confirmation. If 
the system can't find a match the product list will pop up for you to make 
a selection. 
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When your selection has been made use the Tab key to move across the 
invoice detail grid changing quantity, price etc as you go. Keep pressing 
the tab key until you are taken back to the first column and down one 
line. 
Line by line you can enter details of your items pressing the tab key to 
move through each field until you get to the end of the line when the 
cursor will automatically jump down to the next line. 
You may enter any amount of text you like in the description column and 
use the Down Arrow key to add more lines. 
 
You can insert a line by pressing the insert button at the appropriate line 
and delete a line by pressing the delete button. 
 
If you wish to write text anywhere tab or click into the description 
column and type what you want using the down arrow key to add more 
lines. 
 
Finally press the Save button to save the invoice (or use the Alt-S key 
combination) 
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Credit Notes 
Credit notes are done in identical manner to invoices, the only difference 
is that minus quantities are entered. When the total becomes a minus 
figure the system automatically makes that document a credit. 
DO NOT enter a minus quantity AND a minus price. 

Changing An Existing Invoice Or Credit 
Press the Edit Existing button, find the invoice you want and alter the 
invoice using the same techniques as producing a new one. 
Save the invoice. 

Inserting Lines In Invoices 
Use the Ins Line button or press the Alt-I key combination 

Deleting Lines In Invoices 
Use the Del Line button or press the Alt-D key combination 

Changing GST From Inclusive To Exclusive 
Tick the Include GST checkbox to include GST or un-tick it to exclude 
GST 
You can set your preference for the above options in Our Business 
Details and Setups (Administration) 

The Reset Button 
Sometimes you get halfway through an invoice and want to start again. 
The reset button allows you to do this quickly without having to put up 
with the system asking you if you want to save it. 
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Supplier Payments 
A supplier payment is a payment made to any company or person for 
goods or services supplied to you. 
You usually pay a supplier after they have invoiced you, but you might 
also pay a supplier in advance of receiving a tax invoice from them.  
Supplier's payments perform a dual role, they update the supplier's 
balances automatically while they also take care of the cashbook entries 
at the same time which updates the bank balances. GST is also updated in 
the cashbook. 
You will also note that you can pay more than one supplier in a batch, 
this is because companies usually pay their suppliers all at one time 
(usually on or about the 20th of the month following the purchase) 
Remember you should always have a tax invoice from a supplier in order 
to claim GST refunds. 
Also don't forget you can right click (mouse) on a supplier's name to view 
their details, balances and transactions. 
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How to do it: 
1. First choose which bank account to make these payments to. 
2. Change the payment date if necessary. 
3. If you have any supplier's to pre-pay (supplier's that have not invoiced 

you yet) press the Prepay Supplier button and choose a supplier. 
4. Working through each supplier in turn, either press the edit payment 

button, or double click on the supplier's name to enter the payment 
details. This will take you to the 'Allocate Payment To Cashbook' 
screen. 

5. Enter a cashbook category into the first column (you can either type 
the account code OR part of the description) and press Enter. Change 
the amount if you wish, similarly the reference and comments. You 
could of course accept the information placed there to save you the 
trouble. 

6. Press the <<<Back button to continue working. 
7. You might like to take advantage of the automatic cheque 

incrementing feature, just scroll to the top supplier payment and type 
the first cheque number in the Cheque Number box and press the 
Increment the Rest button. This will place the word PAY followed by 
the cheque number in the cheque number column. You also have the 
option of typing a separate cheque number or reference in each 
payment. 

8. Press the Save/Finalise button to complete the payments. 

Posting A Supplier Payment To Multiple Accounts 
In the Allocate Payment To Cashbook screen you can enter as many split 
sections of the transaction as you like by pressing the Down Arrow key 
and adding extra lines. The total of all the lines make up the payment 
amount. 
Each line can be posted to a separate cashbook category, a different GST 
code, a separate reference and separate comments. 
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General Or Sundry Cashbook Deposits 
This is where you enter any income or refunds you bank that don't come 
from a customer. 
These could be interest received or refunds from the Tax Office or even a 
reversal of a cheque you paid in error. 
In any case GST could be an issue here as some income is GST free. 
How to do it: 
1. The first step is to choose the bank account you are depositing the 

money into. Click on the Choose Bank Account popup at the top. 
2. Change the date if necessary 
3. Enter a banking reference or accept the suggestion (this is based on 

date and time so that it sorts easily into the correct order) This 
reference shows when you are reconciling the deposits to the bank 
statement later. 

4. Enter a comment (which again will show on the bank statement and 
make it easier for you to identify the banking later) 

5. The first column of the grid (Payee name) should now be highlighted. 
Use the F2 search key or type the first letter (s) of the phone book 
member name, press Enter and the system will pop a list of members 
for you to choose. Choose one and tab to the next column. NOTE: 
Unlike customer receipts a name is NOT compulsory. Because you 
may have different types of income, you get to choose which 
cashbook category (or account) to allocate this receipt to. 

6. In the cashbook account column use the F2 search key or type the first 
letter (s) of the cashbook account category and press Enter and the 
system will pop a list of categories for you to choose.  Choose one and 
tab to the next column. 

7. In the amount column enter the amount (GST inclusive) of this receipt 
and tab to the next column. 

8. In the GST column enter the code for the GST type for this receipt. 
This is usually either 1 (for GST included) or 2 (for no GST). 

9. In the Line Reference column enter (or accept the suggestion) a 
reference you might recognise in the cashbook and tab to the next 
column. 

10. In the Line Comments column enter (or accept the suggestion) a 
reference you might recognise in the cashbook and press tab to take 
you back to the beginning. 

11. Press the save button to complete. 
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Why Two Separate Reference And Comments 
The banking reference and comments show in all banking details and are 
used as reference points when dealing with banking such as reconciling 
bank statements. 
The line reference and comments show in matters relating to cashbook 
postings and GST. These are dealt with separately and your accountant 
may need details about various transactions. You may also need to know 
what monies received and from whom. Information entered in these 
columns can help enormously. 
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General Or Sundry Cashbook Payments 
This is where you enter any payments you bank that don't get paid to a 
supplier. 
These could be interest paid, bank charges, rent etc. 
In any case GST could be an issue here as some expenses are GST free. 
How to do it: 
1. The first step is to choose the bank account you are paying the money 

out of. Click on the Choose Bank Account popup at the top. 
2. Change the date if necessary 
3. Enter a banking reference or accept the suggestion (this is based on 

date and time so that it sorts easily into the correct order) This 
reference shows when you are reconciling the deposits to the bank 
statement later. 

4. Enter a comment (which again will show on the bank statement and 
make it easier for you to identify the payments later) 

5. The first column of the grid (Name - For Payment) should now be 
highlighted. Use the F2 search key or type the first letter (s) of the 
phone book member name, press Enter and the system will pop a list 
of members for you to choose. Choose one and tab to the next column. 
Because you may have different types of payments, you get to choose 
which cashbook category (or account) to allocate this payment to. 

6. In the cashbook account column use the F2 search key or type the first 
letter (s) of the cashbook account category and press Enter and the 
system will pop a list of categories for you to choose.  Choose one and 
tab to the next column. 

7. In the amount column enter the amount (GST inclusive) of this 
payment and tab to the next column. 

8. In the GST column enter the code for the GST type for this payment. 
This is usually either 1 (for GST included) or 2 (for no GST). 

9. In the Line Reference column enter (or accept the suggestion) a 
reference you might recognise in the cashbook and tab to the next 
column. 

10. In the Line Comments column enter (or accept the suggestion) a 
reference you might recognise in the cashbook and press tab to take 
you back to the beginning. 

11. Press the save button to complete. 
 



NZ Home & Office 32 

 50

Why Two Separate Reference And Comments 
The banking reference and comments show in all banking details and are 
used as reference points when dealing with banking such as reconciling 
bank statements. 
The line reference and comments show in matters relating to cashbook 
postings and GST. These are dealt with separately and your accountant 
may need details about various transactions. You may also need to know 
what monies received and from whom. Information entered in these 
columns can help enormously. 
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Bank Statement Reconciliation 
This is perhaps the single most important operation in your business after 
entering correct data. 
Simply put, by reconciling we are checking to see if the transactions we 
entered into the computer are the same as those that appear on the bank 
statements. This ensures that we find incorrect or missing entries. 
Consider this: 
If all our bank statements agree with all the transactions we have entered 
into our system we can assume our cash position is in balance. If not we 
must have entered a transaction wrongly or the bank got it wrong. Either 
way we should know about it. 
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Reconciling A Bank Statement 
1. Have the bank statement ready 
2. Press the New Statement button 
3. Choose the correct bank account 
4. Set the page number (if the statement already exists it will be loaded) 
5. Enter the opening balance and closing balance of the statement 
6. Enter the statement date and press Ok 
 
All uncleared (unreconciled) transactions for the chosen bank account 
will be loaded into the top grid.  
Find each statement transaction in the top grid and transfer it to the 
bottom grid by double clicking on it. 
You can reverse any wrong transaction from the bottom grid by double 
clicking on it. 

Saving The Bank Statement 
You can save a partly done statement by pressing the Save button and 
come back to it at any time. A bank statement does not have to be in 
balance to save. 

Entering Simple Transactions On The Fly 
You can add simple transactions (like bank charges) at any time while a 
page is loaded. Press the Add Transaction button and a wizard will guide 
you through. The new transaction will be loaded into the top uncleared 
grid. 

Dealing With An Incorrect Entry 
Provided GST has not been done on the transaction press the Adjust 
Transaction button and change the transaction. 
If GST has been done you will have to save the statement and adjust by 
entering either a cashbook payment or cashbook receipt to offset the 
incorrect amount. 

Knowing When A Bank Statement Is In Balance 
The title on the top of the reconciliation form will tell you and also the 
balance in the centre right of the form will be zero. 
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Having Trouble Balancing A Bank Statement 
It sometimes helps to have your system statement in the same order as the 
bank copy. Do this by pressing the Reorder Statement button and insert 
the line numbers to sort your statement to the same order as the bank 
copy. 
Print your statement out (Reports - Cashbook - Statements) and compare 
it line by line with the original. 
Watch for a number in the wrong column eg, a debit that should be a 
credit (payment that should have been a receipt) 

Finding A Lost Uncleared Amount 
There could be a number of reasons why you can't find it. 
Maybe it isn't there, but there is a way to find out. 
On the Top Menu Bar - Lookups - Bank Transactions use the Ctrl-F find 
facility to find the transaction. 
• Has it been posted to the wrong bank account ? This is a common 

problem 
• Has it already been reconciled to another bank statement ? 
• Is it really there at all ? 
In each of the above cases you would never find it to reconcile ! 
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Automatic Or Recurring Transactions 
Automatic transactions are amounts that are deducted or added to your 
bank account on a week or monthly basis in the form of direct debits or 
direct credits. 
You are able to set transactions to be entered automatically thus saving 
you the trouble of remembering and entering them each time. 
Giving them a name, choosing a bank account, a cashbook category, a 
date, an amount and a GST type sets them up. 

Setting Up An Automatic Transaction 
Press the New Transaction button and give it a code and a friendly 
description. 
1. Choose a bank account for this transaction 
2. Choose a cashbook category. You will have income and expense 

accounts to choose from and your choice will determine if the 
transaction is a receipt (money in) or a payment (money out).You 
MUST choose a category 

3. Choose a Phone / Address Book member, this is not compulsory. 
4. Enter the date that you want the first transaction to occur on and the 

date of the final transaction. 
5. Choose the frequency type (months or days) 
6. Enter how often you would like the transaction to occur eg, if you 

wanted it to occur fortnightly, you would set the frequency as days 
and how often would be 14. Monthly would be monthly and how often 
would be 1 

7. Enter the total amount of the transaction including GST (if any) 
8. Choose the GST type 
9. Enter some comments to help you recognise the transaction later 

Knowing When It Works 
Each time you start the program it will check to see if an automatic 
transaction is due and you will be asked if you want any due transactions 
processed now. 

What If You Don't Start Your Computer For Some Time ? 
 If you are away or don't start your computer for an extended time the 
system will know that transactions have not been processed and will take 
care of any backlog. 
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Temporarily Stopping One Transaction 
You will be given the opportunity to stop any transactions from being 
processed when you are reminded. This transaction will still be presented 
for action the next time you start up 
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Bank To Bank Transfers 
This is when you transfer funds from one bank account to another within 
your business. 
A typical example of this would be to transfer the GST amount you owe 
to your business GST savings account each month. 
How to do it: 
1. First decide which bank account you want to transfer the money 

FROM and click on the popup at the top to choose that account. The 
amount you are transferring will deplete or reduce that account. 

2. Decide which bank account you want to transfer the money TO and 
click on the second popup to choose that account. The amount you are 
transferring will add to or increase that account. 

3. Enter a reference and comments that you will understand later, these 
will show up when you are reconciling your bank statements. 
REMEMBER that there will be two transactions one for each bank 
account and that each one should be reconciled on to it's particular 
statement. 

4. Enter the date of the transaction. 
5. Enter the amount you want to transfer. DO NOT ENTER A 

NEGATIVE AMOUNT. 
6. Press the Transfer button. You will be informed that the amount has 

been transferred. 
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Budgeting 
Budgeting is a way of predicting what income and expenditure you are 
likely to incur in the next year and using it as a tool to periodically check 
how your business is going through the year. 
 
A typical scenario would go something like this: 
You take last years figures from the cashbook and let's say that you 
expect to increase sales by 10% in February and 20% in March, but all 
other periods would be similar. You would enter 10% more in the 
February sales column and 20% more in the March sales column. 
On the other hand you might expect expenses to increase in the February, 
let's say 15% more for advertising. You would enter 15% more in the 
February column against Advertising. 
 
As you progress through the year you can print reports to check your 
performance against budget. 

Setting Up Budgets 
Print the report called Cashbook Account Summary (By Income / 
Expense) for the previous year (if you have only just started you will 
have to either get the figures from your accountant or estimate them 
yourself). 
Decide which periods and categories are different and by how much, 
Enter the new amounts against the appropriate categories in the correct 
months. 
Save your work 
 
These entries can be altered at any time. 
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Letter, Email And Label Templates 
Letters and labels are standard templates you can build to use for sending 
letters, emails and printing labels. You might have a standard letter you 
send to customers to remind them of something or a promotion of some 
kind. 
Similarly with emails, build a number of standard emails to send to 
different types of phone book members. 
You would generally use the Call Manager Wizard to send mass letters or 
emails, however you can print a single letter from this facility. 
 

 
 

Setting Up A New Letter / Email 
Press the New Letter button and type a description for your letter. 
Write the body of the letter in the Body section and consider the 
following: 
Your name, address and date are all printed automatically as are the 
person/company you are writing to, so you don't have to type them in. 
The salutation and preferred first name are also inserted automatically 
from the phone / address book eg, Dear Tom, Hi Debbie etc. 
At the bottom of the letter your signatory and after signatory (from your 
business details) are also inserted automatically. 
You can preview a letter to screen using the Print button at any time to 
check how it looks. 
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Emails also have header and footer data inserted automatically, but not 
addresses etc. 

Changing Or Modifying A Letter / Email 
To the right of the Current letter indicator there is a small button with a 
down arrow picture on it. Press that and you will be given a choice letter 
and email templates to choose from. Choose the one you want to change 
and change it. 

Confused About Templates ? 
There are actually two templates for letters (emails only have one) 
The first is the text or body of the letter, which we have dealt with here. 
This supplies the contents of the letter or email that is to be sent to each 
recipient. 
The second controls the layout of the letter (emails don't have a layout) 
and it is this layout that can be changed to suit various conditions: 
• You might want to take your company information off the top and use 

pre-printed letterheads 
• You might want to insert a picture, your logo or whatever in the title 

area 
• You might want to change the font in different parts of the letter 
All this is done in the Form Design section of the letter 
NOTE: Form design is a general topic and we discuss this in depth 
further down this guide where we can show you in more pictorial form 
how it all works. 
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The Graphical Notepad 
This is a simple rich text editor where you can use different types of fonts 
etc and paste pictures to create colourful single documents. These 
documents can be saved to disk as a Rich Text File (RTF) file and 
retrieved later. 
They can also be printed. 

The Rich Text Controls 
 All these controls work on blocks of text you have selected. 
Working from the left: 
1. Left justifies selected text 
2. Right justifies selected text 
3. Centres selected text 
4. Places bullets against selected text 
5. Moves selected text one tan to the left 
6. Moves selected text one tab to the right 
The others are font style, font size, font bold, font italic, font colour 
respectively 



NZ Home & Office 32 

 61

The Contact Manager 
The contact manager is a method of keeping track of letters and emails 
you may send to any range of members of your phone / address book. 
 

 
 
When you send letters or emails using either the contact manager or the 
call manager wizard an entry is made in the calls log for each contact. 
This enables you to keep track of what was sent and when. 
 
You can also send individual letters and emails from the call manager. 
 
The list of members can be filtered so that you only see certain types at 
any one time and the notepad is always available for checking as is the 
financial status of customers and suppliers. 
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Using The Contact Manager 
Say you wanted to work through a list of members based on a mixture of 
type and special filter and print a letter or send an email to each one.  
You could set the criteria and work your way down the list checking the 
notes or next contact date deciding which members to send to. Or you 
could work through a list of customers that owe you money over say 2 
months utilising the 'Financial' tab where you can view both balances and 
transactions. At any time you could view any customer's activity log to 
see if you have had to do this very often before.  

The Log Call Button 
When you do a letter or email the call is logged automatically and you 
will be given the opportunity to make notes on the call. The Log Call 
button is usually used when you are telephoning members. 

Mixing Type And Special Filters 
You can mix these, for instance if you had a list of special filtered 
members called GOLD, some being prospective customers and some 
being customers you could choose Customers and GOLD to reduce the 
list to what you want. 

Viewing Call History 
Click on the Activity Log tab and you will see a list of all calls made for 
that phone book member. 
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The Call Manager Wizard 
The call manager wizard gives you a powerful method of contacting 
members of your phone / address book using combinations of criteria. 
You can get a list based on any or all of the following criteria: 
By type (customer, supplier, prospect etc) 
By special member filter 
By next contact date 
By state 
By Postcode 
By City 
All of the above can be mixed 
 
Once your list has been activated you can use your selection in a number 
of ways: 
Browse the list on screen 
Preview and print the list 
Print letters to a standard letter template 
Produce labels 
Email to all the members on the list 
Create a web page (HTML) document containing the list 
Export to a number of different file types 
Use the list to make phone calls 
 
How to do it: 
Firstly choose how you want your list produced and check the appropriate 
checkbox 
At the next stage you will get to choose an option for each of the boxes 
you ticked 
When you check the next contact date you will be asked for two dates - a 
date from and a date to (inclusive). If you only want one day enter the 
same date for both. Although the call manager will look for all next 
contact dates falling between the two dates chosen it will include those 
dates. 
On page 3 choose which option you would like (letters, emails etc) and 
press the Make List Now button. 
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Generating The Final List 
There are two ways for you to generate the final list: 
1. Manual selection fills an interim list where you can pick and transfer 

names to a final list OR 
2. The Auto Fill Final List option where the wizard will place all the 

selected member names in the final list ready for action. 
Even then you can pick names off the final list or even drag other names 
from the phone / address book form and drop them on to the final list. 
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Email Headers And Footers 
When using the call manager wizard to generate mass emails you have 
the opportunity to add a personalised header and footer for each email as 
well as the usual salutation, preferred first name and your signatory 
information that the system generates automatically. 
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Modifying Reports, Letter Templates and Invoices 
Pictured Below Is The Report Designer Window. 
 

• It has a name (in this case audtrail.frx). 
• It has a Button Toolbar. 
• It has items on the Top Menu Bar that control various functions. 
• It is divided into Title, Page Header, Detail Line, Page Footer, 

Summary. 
• It has objects (Text Objects, System Variables and Line Objects) 

in any section. 
• Objects can be deleted, moved, re-sized and fonts changed 

(depending on type) 
 

 
 
NOTE: Be careful NOT to move items OUT of the Detail Line (up or 
down). It will be sure to cost you. 
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• Information above the Title Bar appears once at the beginning. 
• Information above the Summary Bar appears once at the end. 
• Information above the Page Header Bar appears at the top of each 

page. 
• Information above the Page Footer Bar appears at the bottom of each 

page. 
• Information above the Detail Bar is the Report Body (or detail). 
 

Working With Objects: 

What is the difference between object types ? 
• A Text Object is simply text that you enter in a report. 
• A System Variable is a container that carries a value or text from 

the system. 
• A  Line is simply a line. 

 
• System Variable objects are contained in a box. 
• To select any object click on it with the Left Mouse Button. 
• To move an object, drag it with the mouse (holding down the left 

button) OR move it with the direction Arrow Keys (after it has been 
selected). 

• To delete an object simply press the Delete key (after it has been 
selected). 

 
GOLDEN RULE !  Do not move objects from the detail line up or down 
into the page header or page footer as this will result in only one line 
being printed out.  
Similarly the space above or below the detail line objects is the space 
between lines, so the larger the space the larger the space between lines. 

Re-sizing 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.     
WARNING ! If you make a number object too small it will display a line 
of asterisks as a protest to indicate it can't fit the whole number in. 
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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).  
Objects can also be moved with the mouse by dragging (left button 
down). 
Changing The Font: 

• Select the Object (by clicking on it). 
• Select Format from the Top Menu Bar. 
• Select Font... 
• Change the font to the style and size you want. 

 
NOTE: If  you change the font of a System Variable Object it may NOT 
be long enough to print what is contained inside.  Text will be cut off.  
Numbers will appear as asterisks ( *******.** ). Make the object longer. 
 
WARNING ! If you double click on a System Variable Object a Report 
Expression Window will pop up. DO NOT CHANGE THE EXPRESSION. 

Changing The Format Of A Number: 
To format decimal places (eg quan in invoicing) 
Double click on the object and when the Report Expression Window 
pops up change the 999999.999 to the format you want eg 999999 (for no 
decimal places). 
The @Z symbol below tells the report form to print a blank if the number 
is zero. 
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Changing or editing objects 
If you double click on a system variable object and change it’s content 
you will get a SYNTAX ERROR and will not be able to print the report or 
invoice. 
Do NOT change a system variable object’s contents (a system variable 
object is a word inside a box as shown below) unless by explicit 
instructions from a support engineer. 

 

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. 
You will probably need to make some of the objects smaller so you can 
move the right hand objects in more to the left. 

Changing The Paper Size 
Choose File from the Top Menu Bar then choose Page Layout  from the 
Popup, then choose the :Print Setup option. 
The Print Setup Window 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. 
NOTE: In some cases while using fan flow paper (tractor feed) some 
differences in length will be experienced, where the first page runs on to 
the second, regardless of whether the page setup is correct or not. 
In this case drag the page footer bar downwards (this will have the efect 
of shortening the page). Trial and error will get the length right. 

System Variable Object 
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Tricks Tips And Techniques 
Starting From Windows 
When starting NZ Pro from Windows DON’T DOUBLE CLICK on the 
icon - single click on the icon then press Enter once. This helps prevent 
multiple start-ups 
 
New Customers 
Don’t forget to tick the customer check box when entering a new 
customer into the Phone Book. 
 
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!!!  
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 or on the boat and remember to rotate 
these as well. 
 
WARNING ! If you do NOT do your housekeeping as suggested below 
YOUR FILES SOONER OR LATER WILL BE CORRUPTED BEYOND 
REPAIR ! 
 
Housekeeping  
Run Rebuild regularly, THIS IS IMPORTANT. Once a week should be 
sufficient. 
Do keep your computer hard disk tidy. 
Run Scandisk and Defrag weekly (from Programs - Accessories - System 
Tools) 
As these utilities take a long time - run them when you are not likely to be 
using the computer. 
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Avoid CTD's (Computer Transmitted Diseases Or Computer Virus) 
Do yourself a big favour and follow these rules: 
Get yourself a virus checking program and use it, some virus scanners 
scan set up and run automatically each time you start up. Make sure you 
buy or upgrade to a new version regularly, they are cheap and are 
available from most computer stores. 
A Spyware detection program is also a must because Spyware and 
Trojans have surpassed virus’s as the number one threat. 
Don't open email attachments unless absolutely necessary. 
 
Only use the mouse where necessary, use the Tab key to move around 
entry screens and the Enter key to Save or force searches 
 
Lookup Customer and Supplier Details 
In most screens right clicking on a name will activate a Window showing 
details. 
Debtors Go In The Phone Book ! 
All customer's / debtor's, supplier's / creditor's and in fact ALL people 
and companies you deal go in the Phone / Address Book. 
 
Is The Stock Item Truly A Stock Item ? 
Make it a non-stock item and it WILL NOT print out on stock reports 
 
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. 
  
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 cancel the offending transaction, then try again. 
 
Delete It All And Start Again 
In Undo there is a Purge/Delete All Data item where you can delete all 
data entered for that business and start again. This will give you the 
option of keeping both the Phone / Address Book data and the Products 
and Services data. 
 
The Lookup And Utilities Popups 
These are both accessible from the Top Menu Bar in most parts of the 
program USE THEM  they have some very helpful items on them, 
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Games And The Internet 
Ideally you should not download or take part in any non - business 
activities, but if you do, expect consequences. 


