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Balancing with Horizon

Welcome 1o Balancing with Horlzon'
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Section |: Daily Reports
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Section 3: Balancing and Suspense Account

Section 4: Correcting errors on MHorizon and
Out OF Hours Procedures
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Section |: Daily Reports

Name
of report

Type

of report

Where to

despatch
manual forms

Procedure

for Horizon
reports

information

{ay mf Y.ﬁ Schemey

Coumer Datly

Laral ooum

Retgin 2

years i offwe

Counter Daly

Lorad coumcd!

Retain

years in nifice

Aliance & Leioster
Girobank Hepasits

(ounter Daily

Summary § 4831
Girgbanak

Retain

years in office

Afliance & Leiester
Surobank Wihdoawals

Coumtzr Baily

Sumirary & 4837 1
Girebank

years i offie

Mliance & Loesty
farchank reportt

Office Dadly

Bk

{an be dustroyed

To aid outlels

Britich Telecom

ar Datly

B(Y 1o prorasing centes

1 years &

Office Daily Report can be
produced 1o aid outlen

(TR e
T Licensing

Copmter B

853’ i p{ RSSiHIg CRREE

Retain 13

Manual Summary ?5{}6& ¥ yaars

HEPA

Counter

PRBIS {yellow copyl 1o
passpert aifice

Retaip 1

yoqrs

Despatch Summary PSI35
{white copy} at end of week 1o
Chesterfield

{hegue Listing
{alf wifices axcept
Nlrelasdi

Coymer |

BV 1o prowessing qente

Retain 2

chisques Bave besn
‘remitiad gul’ g6 corngt

Thegue Listing
{Blreband wifices mnly)

Lourter Dah

Retain

s in office

Emspre chegues have been
wmzﬁei out’ fn somrent

QNY {ash Do

daration

Caunter

Beiam

Retain

fan b w
H{

ei 10 complet ﬂrc
HH 1 form o PEIES

weak 8

Hatiomal Savisgs Rank

{apmier

{an by dexoyed

HEASAHE at end of LA werk
despstch to H3B Glasgs

Lan be

destroyed

i’é< AS4MA at end of LA
despatch to BSB Slasge

Conpnter Dady

Bevan 2

Do nut rem ont these cheguss

Lashing Oeher Bashs
Cheques (B ireland
sifices uply

Connter Uatly

PABAMA and PIEBE
Selorsed officsy wnd o
Rank of heland
Other aifices wnd 10
Bustribution

Bem ont these shegues

Tramshens

PR

Retain

System: roript B produced enee
the frandler & compleiad

Resuttansss

Betain

LOYRHS &

Soxtem yrosipt 1 produced suce
the remittance 1 fompleted




POL00089733
POL00089733

horizon

Draily procedures and Horizon Reports

You must produce the following Horizon system daily reports in time for Anal
postal collectinn:

= Covmett Tay S
= Rent Achemes

= Alllance and Leicester Girohank

* SCOMY FEport
¢ ENEING report

= UIEPA (Unised King

i

s Chegae Listing repont

¢ Cashing Other ¥

End of day procedures | reports

= APRTransac repont

= Datly Cash Declavarion

Withedr

* viegs Bank Dape
- ook Uinds Balanes 8

4. Por shared-stock unde offices ¥
‘ 3 ; This
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Council Tax Schemes

Froduce the wannal Datly Connetl Tax
{CTax) Sumumary

E

Produce the Councll Tax Schemes Report

%

#

Pt
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Council Tax Schemes Report -~ of of

Complete the relevant mannal Gire
Trarscash Formis) and enter onto the
Horizon system as a "CTax teash’
transaction

7

- Transactions {

MmN

Ak



Froduce the manual Daily Bent Schemes
Summary

Frint the Horizon Rent Schemes Countey
Daily Report at the suthorised cut-off

¥

time
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Bent Schernes Report — off offices continued

Complete the relevant manual Giro
Transcash Form and enter into the
Horizon system as a ‘T osh Ioc rent’
transaction

= IO menu
sacvioms (K13
Girohank {83
Pt
£
s
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Hiance and Leicester
— all offices

Produce Girobank Daily Record of Deposit and Withdrawal forms

< Shisank

Girobank Daily Record of Deposits form Girobank Daily Record of Withdrawals
{46313 form {54632}
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Allance and Leicester Girobank Reports - all offices continued

Print Office Daily Girobank Deposits / Withdrawals Report

= Check that the totals of all the Girobank Draily Swomarios o

the ttal of the Office Daily Report

¢ SOt
Deposiis (F1) /7 Withdrawals {823
- Pring (F4)
« F the messages frhen sele
»

Girobank Daily Record of Depaosits form Girobank Daily Record of Withdrawals
{G4631) form {G4632)

ps in your Girobank pouch, inac

i accorvdance

soh procedures

provedures

8N OF
{ [ES IR
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Produce the Horbson 87 Bills Daily
Report
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TV Licensing Report — all offices

Froduoe the Horleon TV Livence Connter

Traily Beport
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"

Produce the LIKPA Daily / Weekly
Sumenary Forns

T BOMEDARE FEESE £5 4]

Produce the Hovlzon UEPA Connter Datly
Report
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Produce the Horlron Cheques Listing
Daily Report

= Print the

Heport again ai

FAGIRS]

roro, select cut-oli {
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Chegue Listing Repory gpmiuﬁmg Parsonal ﬁ&a%@mg

ard Other Banls” Chegues) - ol offices

+

Offices in Northern Ireland

Offices in England, Scotland and Wales

e EtR

#EE T S R RAY 34333

S ponnlete

BV

CHEGUES

fireland, Do mmli

¢ Orher ofhces

SRR

i%
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APS Transaction

Produce AFS Transactions Repaort

Iransagiions
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Complete Daily Cash Declararion Report

COiE OF
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Is Reports — all offices

Complete manual sunymary

» Record

shee

Auri

Produce Horizon Counter Daily NS
Deposits and Withdrawals Report
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Bational Savings Bank Deposits angd
Withdrawals Reports — all of

continied

BREY BUBHIARY

WEERLY SURBARY

RECENS

i%
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For Multiple Stock Units
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Offices that send OB Cheques to Data Central
{all offices except Morthern Ireland}

How to carry out the transaction on Horizon

¢ From the deskiop menu selecn

£H

~Transaciions

usiomer {F}

Summarising OB Chegues {(Data Central}
Produce the OB Cheque to Data Central Repovy

- 38 Chyg to DPC {F 14

- Pring {F4)

» Cherk thas
anio the s
&
&
S
Hyensure (ha
on the Heor +
&
B
&

24
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Offices that send OB Cheques to Distribution Centre
{Morthern Ireland offices only)

How o carry oat the transaction on Horizon

= From the de meny select

- Pers
Chy o

drance {FR

= Prisg and reig

vears

JUE RIS
U
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emittances

5 used by alf of

This

external source

wi they peoeive or retur

Stock Remittances

> iransantions, s vital o e

e 1 Ao B v

ich st

Mon-provincial Oash Account ofhoss

Offices which receive stock from Hemel Hempstead Supplies Division

s Frowr the de

- In Supply Div

- Heger vhe stock i

f,}

y he returned ooty ih

s Acvoun off

Cfives which ooelve stock from the Dstribution Centre

25




Borizon

Provincial Offces which recelve stock from Hemel Hempsiead 880

Srovk received from 3300/ Dol

- Botg

Stock retarned o 850/ Dof-NI

PR L

Loash and Chegue Remittances

Cash, POCL Chegues and Unpaid {RD) Chegues Regeived in offices

Lo AR D

ol
el
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Remittances conmd

Mational Lottery {Instants) Activations

National Lottery Instants Regelved in offices

¥
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Name
of report

Trpe
of report

Whare to

despatch
manual forms

Procedure
for Horizon
reports
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Veekly Reports

Gther

information

{ash Flow

Difice Weakly

PAIES or DROHE
T Local fash
Panagement team

Desey

an be wsed for the completion
of 4O or DRCHI fm &t
the wnd of the wesk

founter Revenus

fffice Weakly

Yo Chesterfield

PRA VIR

Counter Weskly

Y594 &
Swamiea

¥578 10 DYIA

Cant be destroyed

This 18 anly mandatory for
branch sffices

iete amd despatch
end of week

BYLA Y1

{runter Waskly

¥

Y395 & V80 w DYIA

Swanses

Can be destroyed

= and depach o the
and of wask

Grosn Giros

Pansion & Bllowantes

isn & Blowan

{ounter Weekly
Caunter Woakly

> Weskdy

1D dorket tn Girmbank

o Girohank

ot

Complate and despatch at the
end of week

s a0 The Fawte
BT e

Pensisn & Allawsnoss

{ifice Wasldy

Counter Weekly Reporis
10 Lialally

PRIIHA 10 Chestarficld

Dosparch at the end of wesk

Make sure Lountey Wesldy
report bundles agrey with
repirt

PIREINAM to Lisahally

Hilk Takens

Famaat

o fisalnlly

LA

Complete and despach a8 the
end of waek

Redesmedd Stamps
Waskly

{ffiee Weeldy

SAABD oy needd 1o

comufere the reverse of

PITRINA

s (hesterfield

Ensure thay sivelops toths hav
basn entorod manpally snd
despaph at the snd of week

Fosial Drders Fasd

{ounier Weekly

487 o PANE & B2
o Chestarficld

Suspense Avtput

e Weskly

Prsiray

Betin for 3
sffice

Lomplee and despatch st the
ead ol week

frander Revanciliation

Bermttance Sumemary

{ffice Weeldy

Deseay

{ountsr Waeldy

ooy
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ash Flow Report — all offices {(mandatory report)

Complete Cash Flow Form {P4105) Complete Cash Flow Form (ONCH 1

34
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Counter Revenue Report — branch offices that
sell retail items

Produce the Horlzon Counter Revenue
Office Weekly Report

(2 52

31




Complete the V10 Renewal Schedule
Y594 and associate with V10 renewal
foros

Print the DVLA V10 Horizon Counter
Weekly Report

» From the Op e 5

4‘«;
o
S,
b
L
b )
z
s
)
£

SRR ROMEDLE
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VLAVIE

eport — all DVLA offices

Complete the V11 Renewal Schedule
V595 and assoviate with Vi1 Benswal

Porms

Prist the VLAY L] Horizon Counter
Weekly Report
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reen Giro Report — all offices

Produce Green Giro Weekly Report

When gach stork unit has balanced:

DWNEY GEETY Fay

€ Ay

w oend of th
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ension and Allowance Reports — all offices

Produce Horizon Counrer Weekly P&A
Repart

E

at {Fe)

< DO NOT CUT-OFF

v allsrock ¢

3

37
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desparch
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pension ds
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Radeomed Stamps Weeldy Repors -

This step is mandatory for BOs

i h
pouch ab the ond

danes v

43
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s (PO) Paid - all offices

Produce Hovlzon PO Pald Counter Weekly
Report

44
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Postal Orders {PO) Pald Repore -

For Multiple Stock Unit Offices
¢ SEAFEA
et
Y
s oannd o

45
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Suspense Account Report — all offices

Produce the Horlzon Suspense Account
Office Weekly Report

§F
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& )

Transfer Reconciliation / U
Transfer Reports — multiple

-

Prochure Hovizon Becongcitation Transdey
Weekly Report

P

Producs Herizon Unreconciled Transter
Office Weekly Report

Pyeith the

ER
YATINTN

Bopors

48
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temittance Summaries Report — all offices

Produce Horlzon Report for Reminance
Summary

Complete (F16)

= Destroy e Harivon

4%
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Suspense Account

Activities which can be done before close of business on Balance Day

uch as pensions and a

Btep by step:

Complete Counter Daily

s {0

DO NOT MAKE MANUAL AMENDMENTS TO THE CASH ACUOUNT AS CHESTERFIELD
CEIVE AN BLBCTRONIC VERSION
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AT ETESG

1 rhe deskiop mesy sl

- Repars |

4. Post figures to the Suspense Account {unclaimed payments and uncharged receipis) as
necessary and pring report

the 5

i rveialyd

&1
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Balance Day

5. Record non-accpunting data {table 109) and paveel traffic {table 12)

«
&,
TN A VO
SR d
i3
$a

daration

3 EDY paad

52




POL00089733
POL00089733

Borizon

i

O Ay

s 1 rmak a stock
v adinsting the sxv heddd ol

=

ve thast

18

N

try the

€ the trial hals ; scdug b oihar all ol T ceech o roll

erpedt aned

vour balance

53
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Batance Day oo

13, Roll Stock Dnits over into the next Dash Acoount Period or Balance Pericad

stowk unid manically be produced

+ Offives which perform ont of hours transactions {o.g. on-line lowery offices) should see the
Ot Of Howrs (OO provedures in Secdon 4

¢ Torollover an inactive stock wnit use the follpwing ivon sequences

15. Print all mandarory Office Weekly Reports — see Secrion 2

14, Complete all other outstanding manual Sunmnaries

17, Balanee and Rollover OOH Stock uniy

18, Produce Trial Cash Account Beport

84
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Balanve Day continged

1%, Brrors found after Stock Unit{s) Rollover

*

St widl

YR WENRT IR ¢

he s

B0 NOT MAKE MARKUAL AMENDMENTETOTHE CASH ACCOUNT AR CHESTERFIBLD
BECEIVEAN BLECTRONIC VERSHDN

55
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Suspense Acvount soptisusd

Dealing with Losses — offices authorised to hold losses

5 ncurred w

s aftey the

< that previ

svokd o Jorizarn be

Fatlure to p

vill mean that the with

Move any loss incurred to the Suspense Account divectly after completing Balance and
CAP Bollover

Conplete a cash and stamp declaration using the EXACT figures declared for the stock
unit balance
¢ 1

disrrepancy of zere. v

ivity bs nptional bu

oy declaved corventdy

5




ey {unelaimed

o the Sugg

Bog. Week One

® k ki

s o Suspense Account

fras heen

can b o

e Guide, Of

frrther informatio

Agency Offices

HELa

58
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Buspenss Sccount contihued

Dealing with Gains - office authorised to hold gains

4 i thy
ok unit balance an

> deome using the stk e in which the gain o

e insiructions a

pnperiant that

i not have yeededd i pos

e o st A ga

Move any gain incurred o the Suspense Account directly after completing Balance
and CAP Rollover

= Frogy the de

- Trapsactions (F1

sping (]

- Gates UR in (F1 33

Complete a cash and stamp declaration using the EXACT figures declaved for the stock
unit balance

= Thiv activity s optional but wil
discrepancy of zern, :
i er transactions {

- Assurning |

i discrepancy

To make a cash declaration

«  Froom the

& LTampg

= halanoe, /

5%
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Buspense Acenunt contihued

Dealing with Losses — other offices

inother o

o can be moved

urhoriny 1 he

yosss swill

tof the loss in your

Complete a stamp declaracion using the EXACT figures declared for the stock unit
balance

* is avtivity i optional bun will eosur

discrepancy of vere You wills

furthe savtions {4

Complete a cash declaration entering vour actual cash holdings iIncluding the cash

plaved in the ¢l to make good the Joss
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= Gain total w

et disorepancy = £18 sl

%

sunt oth

&3
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Suspense Account ¢

Dealing With Gains ~ other offices

63
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parts prodi

o1 han

i ar

shemded ne b

This type ¢

Howbsomureport Supporting Possible canse Rolution Horbson report

dockers after correction

Exomple 1

&%




Borizon

&

Errors found when checking
after ‘cut-oft’

(G
suppo
facli

3

<and value are shows ¢

Horizgnreport  Bupporting Bossible canse Solution Horiam report

dockets after correction

Exampiev 4

11 the

APTICIY

&6
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5

ealing with Transaction Reversals

1 2 transaction has heen entered and the customer session completed, and you subsequently find

you have made an evror, you can correct the exror by “reversing” the transaction.
Depending on the transacticn, you can reverse it in one of four ways:

= as an existing reversal

« a new yeversal

* & wansfer reversal

* an automated pavment reversal.

Existing Reversal

An existing reversal can only be performed at the stock unit that carsied pur the original ransaction,
and only within the same Cash Avcount Period.

Al ransactons have g session number — this can be obtained from the gansaction log.

¢ From the deskiop menn select:
- Repors {F2)

~Transaciion log (¥3)

&

s
VIRE

£2086CT
wewy § i

BT ;
3BT 288Y dost i

it Ay R

B¢ ERE O

Transaction veversals can only be done whilst the voucher(s} are still in the office {e.g Girobar

dde d before voucher(s} have heen desparched).

LGy sy

For information on how to complete &
m User Guide, Blectronic Polnt of
e informarion on Redees

noexisting reversal on the Horizon system, ses the b
is, Subs

sklet, Bxisting Reve

&

sale Bervice |

ool 5&‘«11{}:{1‘9 starmps reversals - s

et Savings Btamp Reversal

X

Cyony alser reverss

Yes van only reverse redesrmed savings starm
i

reverse the &

epred. For example, if you have redeemed BT Savings 8
fated BT Bill payment.

Y WD A

T ddor this vou will need the session num 3

need o examine the wansaction 1Ug

For information on producing the transaction log, see the H
booklet, Ofhice Reports, Producing » tnueaction log report, 3ub

y Bsrizon 8T




horizon

Dresling with Transaction Beversals continued

session numbers, procesd as folows:

ky

ntified the corres

g reversal option

&

2

on number of the BY bill payment to be reversed

¥

< BT Bill transacdon will appear on the stack

= Eoier the

sion mumber of the BY savings stawp payiment w be reversed

» The BT savings stamp payment will appear on the stack

+ To complete the reversal select the Finish option

= Onge the [ansas

ton is complend a receipt is amomanically printed with the reversal detatls

¢ The BT bill payment and correct i
system

hod of payment must now be entered onts the Horlaon

New Beversal

A new reversal should be carried out only for any EROSS transactinn where the customer ses
nurpher is not easily identifisble. For example, when vou have 1_e‘is3rztified that an EPOSS ran gact
has heen enteved Incorrectly on the systern and are unable o identify the specific wansactdon fro
the wansaction log.

For information on

how 0o ‘zomp}f“ie a new reversal on the Horizon system, see the Hovizon System

Liser Guide, Elecivonic Poinr of Sale Service booklet, Mew Reversals, 8

14,7, page 91,

All transactions which report 1o the veceipt and payments wables of the Cash Accownt can be
corrected sing the new reversal method with the fo

owing excepions:

» Amtomated payments - see Automated PFayment Reversal

= BT bill reversal - see Existing Reversal

» Alllance and Lefcaster Girohank Deposits or Withdrawals - see Existing Reversal
» Remitrances in or out - see Existing Reversal

+ Transfers - see Transfer Reversal

Transfer Reversal

sranaferred the stock
unit has ot yot

is is performed by

L which ix obtatued

bangm "Ymnﬁer Bever
crion 14.3, page 95

S8 Buds sixon
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Diealing with Transaction Reversals cominusd

Awnmated Payvenent Reversal

An Autornated Payment Reversal can only be
carried out at the stock unit « *? vl
crion, and you must | (i}z:

the original mrans

custoaner s riginal recsipt

The stock unit must still be in the same
Balance and Cash Account Period, and the end
of day marker {(POCL) must not have been
automatically activated. The marker {poll} &s
usually activated about 30 minutes after
closing time.

If the end of the day marker has already 1aken

place, the systern will not allow you 1o

complete a reversal, and no further acdon can

e taken.

Por further information relating o the rules
and tnurnction on complering an automated

st User

payment reversal, see the Horlzon §

romated Payments b@:. det, Automaie
1g an Automated

Suide, £

"t, Rave

t Sx&i\%f\mwz 10, page 51

forizon

&9
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orrecting errors found after stock units have
balanced and rolled over

section details what action w tske ¥ you discover an ervor {prior 1o 1

c production of the final
ant), in s stock volt tha has o :rcad_y heen balanced and rolled over into the next TAR

To correct the error you must create another stock nnit on which you make the corvection,
so that the stock unit can be easily disdngnishable from any other stock unit In the office, call
EEZ,

If you have found errors tn mure -*han one stock unit, you can use stock wunit ZZZ o veciify all

errors, Cregte 227 as an indi

gl

vt 2

KUt £

creatsd, s

ro ke any necessary corractions. If pot wsed,

k unit can ’”tf rolled over using the i

ok unit rodlover ;Mnu,uiu g Bee 1 Haortzon

cing bookler, Subsection 7, page 21,

Remember: Stock unin $27 mmst not
snapshot and are sure that no correction

o balanced unitl vou have checked the offics balance

ns are reguired.

1

for formetion on how to create and attach yoursel! 1o a stouk unit see the Horlzon System User
Guide, General Administration booklet, Stock Unit Administration. Subsection 15, page 51 and

ot Report, ses page 54 of this puide.

b

For informstion on producing an Office Snap

See the examples below for desails on what action 1o ke when you discover an error has been

made in 2 stock unit after it bas halanced and rolled over,

¥vample 1 — Rod Licence not recorded on the system

Stock unit AA balanced and rolled over 1o CAP 20 showing a gain discrepancy of £18 in
CAF 19,

%

against the offic

e

salos surmumary form P467R

napshot you d}»(u»(ﬁ? ;h 1 1,&1(%’ unit AA has understared their rod icences by one
transsction amounting w0 £18.

To correct the ervor create /artach yourself to stock unit ZZ2

~

» Frer ¢ Rod Licence transaction for £18 and setde {or cash

starrrss and cash as ol

Fvoee

stock unit 227 ~ showing a loss discrepancy of £18 ~ and roll
stock untt to CA

5

= Complew a balance

over the

v

» The loss { in stock unit 227 compensatss for the gain {(L18) in stk unit AA

+ Complets the office cash account and roll pver 1o CAP2D

JE—

= Fin CAP 20 - amach vourself o stock woit 202 and "
{do not physically hand over any money)

fer out’ £18 cash o stock w

s In AP 20 atach you o SU &AL Complets the ‘ransfer in' o
phiysically hand over any mouney)

& cash {do ot

7o R g with Rt

POL00089733
POL00089733
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Example ¥ am

* Re-attach yowrself to srock it 227 and declare stamps and cash as il

§

v Complete a wial balance i st

sok unit Z272

g

¢ Stock unit ZZZ will show aloss discrepancy of £18 and a gain discrepancy of £18,

£ you a net discrepancy of rero

air AA i will show a loss
%, giving you a net discrapancy of zero

&

« Thenet d is carried forward 1o CAP 2

cregpancy o

Example ¥ - Extra Rod Licence rransaction recorded on the system

Stock unit AA balanced andd rolled over to CAP 20 show

AP IR

s discrepancy of £18 in

Whilst checking the Rewd Licence wi
31y discover that stock unis :&‘&ims owerstated their rod Heences by ©

i v sales swmrnary form PA6T 8 against the
N

RRAPEY

fransaciion amg'aznmg bk

To correct the evror create / atfach yourself to stock unic 222
» Beverse & Rod Livence wansaction for £18 and settle for cash

» Declare stam

¢ trial balance on sio

roll over the stock unit o CAP 20

¢ The gain (£18) inswwk unit 277 compensates for the loss (£18) in

N

20

svplese the office cash sccount and rall over 1o O

= I CAP 20 - attach yourself to stock unit AA and ‘mansfer s’ £18 cash w s
{do not physically hand over any mm}ﬁy}

» In AP 20 artach ‘sr-ﬂurwif W sii‘ztk :

®
. A 1% andayg £15,
.

&
3"
:;'
L
o
=
o

pleted i
18 and 2 gain discrepancy of £18, gt

ing you g

> The net discrepancy of zero s carried forward 16 CAP 21

7
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rut OFf Hours' transactions

Ot of hours ref
hours

10 post offi

P

efore the post e Y‘emo{i or after t}zﬁ

The procedure for hich are performed out of
hours will der ess the post office sres outside

cedd POSE Wi }.h VBT K\Nf‘si

A <e’§'}3fat@ stock unit should be created 1o deal with all out of hours transactions. For ease of use and

H assist in ?:\2 ancing and cas rafon, b sttery transactons should ba pe:*“iorsmd using

normal post o
TS m‘ husiness.

« Ureate the stock unit following the normal

e stock 1D called "OOH" {Ow OF

Hwues) ses H@riz«:}u System, User Guide, Tr in 1 hiooklet, Stock unit
administration, Creating g stock uni, »llb»r“gt‘z( m 15, page 51

National Lottery transactions, including “Out OF Houry’
Lottery transactions

Frire
shoudd be performed using the out of

s¢ of e and 1 assist in

i m;.dl&}.ﬁ{»‘ and ¢ fi‘a]l aoCount praparal 105, all Lg SULYy ransac HOTS

OTS S0 ¢ {OOH}, including those tansactions which

- during normal post office hours of business.

Dealing with Inttery transactions avcepted on days other than the day of the

gthoe balanes

oy

tep 1 Perform Lottery transactions, including any out of hours Lottery transactions on the
Lesttery on-line terminal

Step 2 At the end of the day print the following summaries from the on-line terminal:
- On-lise simmary

- Instarns

AUINIYEryY

- Bome tdokets sumnmary

- Thunder

Srep 3 Using the National Lottery prize payments sunumary valvalate the total of prize
payments made by thegue for the day

+ Print the Instants summary from the GVT

o
pos
P
P
Lo

e

s Caleulate the value of Insaants sales &
cards is requd

e wotal value o

o
By
D4

a3y ac

POL00089733
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Crut of hours provedures continued

Step 4 Using the OOH stock unit, enter the total value of the on-line sales transactions,
Thunderball transactions and Dome ticket transactions under the *Mat Lot Game”
aption
* From the desktop mem select:

- Trapsautions {F1)
- Serve custonner {(Fi)
- Other products (F13)

- Letsure {F6)

Natr Lot Game (F5) (note - each ol can be entered separately)

Step 5 Enter the total value of prize payments made by cheque onto the Horlzon system, using
the QOH stock unit
- * From the deskiop mepu seleon

- Serve customer (F1)

- Cither produets {F13)

ure (F8)

ational Lowery Chegue Prize (F6) 7 Natonal lousry Cheque Ral

(enter twice ur make value = ze

Step 6 Deduct the total of prize payments made by cheque from the grand total of prize
payments shown on the ‘on line stenmary’ and the 'tostants summary’ report This will
provide the total of cash prizes paid during the day

ter the waal of cash prive paymenss onto Horleon, usiuy the OOH stock unit

* From the deskrop menu select

~ Transactions (F1)

sdsure (Fo)

- Mattonal Lottery cash g

Step 7 Transfer vash to Counter Stock Unit

1 ned

* Froyn the

e

skiop me

- Transfers {(¥2)

- Tramsfer out {F21}

%, see the Bemittances ansd Transiirs

forfson 73
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Lut of bours provedurss continged

x oo ok

Dealing with lovery transactions accepted on the

1it “OC

sry transactions have been recorded on the Horizon s

balanced and rolled int

111, This stov is unit £an bg ?alanwﬂ 1388

the morning after the balanee (um&i}t

Thasreday mornin g}

lare o ay:

RER

exrent the
IR P 2130

OOH stock unit into the g

Balancaing bookle

3

Once these stock units have been rolled into the next Cash Account Period, they will be available for

use on the next working day, sven if the Cash Account has not been produced.

ount Periad (AP for the purpose of

~

< The OO stock unit munst be kept inthe current Cash A

reoding the out of hours ransacnions

s After the Lottery cut-off, follow the procedure for dealing with Loftery transactions ai the end of

he day {"Dealing with transactions aceepied on days other than the da of the office balance”)
¥

+ When all other ‘Our OF Hours” transactions have been ontered into the "QOM stnok wnit, balance

the OO stowk wndt ard roll tnto the nest CAR a8 normal {see 'Ot of hours” tansactio

s Procesd with the Cash A
unitz, Guide w balancing and Cash Account produstdon, subsection 3,

count {See Horlzon System User Guide, Balanc wg bookier, All stock

e %)

3EEE
A

APS pransactions

Any ARS transactions conducted on the Horlzon systam st be included o the corvem Oifie
unt {TAF).

Uash At

« For ease of use, for APS transavtions conducted out of hours nse the "OOH stock unit on

balance day

ns o the

= ¥

wes wming APT imprinter for magnetic card rransactions may onter the g

Hovizon Syvsie ~eount has been

following day after the office zash 2

Smart Card transactions .

s cannol be conducted without acsess o the Horlzon system

i Bigrienn
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. &
&

1 here are the definitions for some of the new terms that you may not be familiar with,

for detailed explanations, please refer to the relevant booklet in the Horron system nser guide

‘ent-off* tou may know cut-off” o mean the tme ar whidd start i

prepare your daily despatch for the postman. You will still need
o complete datly surmmaries for the datly despatehand also
pi Counter Daily Reports from the Horizon system.
that a
2 R - o s " S 5 N LI & Al .
srtis correct you need o carry out a report cut-oft This
A%

There is now a Horizon "ca-off”, Onee you are happy

2

the f?”‘ ires i the Horizon cﬁ’s stemmn for

totals the report and re

the nexy report 1o zerm.

transastions that your do after the report "cup-off v

Any furth

sppear oat the NeRt report,

i vou do pot vur-nft after completing the report further
’ <

ranzactions will fust be added onto it and both the old and new

transactions will appear on the next report prostused.,

Logon At the beginning of sach day you will have 1o tell the Horizon

tesrt vhat voms wish o start {hc day’s business. You do this by

hsggmn on. Yo will be required w enger your User Name and

secd. You will adso be required o Log on sfter any time tha

you have logged oun

Log omt e the office for the day, or for a period of

5 minutes, you must Log out of the

Method Of Payment {MOF) The method by which a cosormer ;;a» S for a wansaction is
ed wasa Merh(}d ﬁf P&*g’mﬁm or Mi}? As well a

Ssvings Stamps and Eﬁz’@%&;}i\
You mst enter the exact Method OF Payinent received into the
ﬁi)fi’l{{)ﬂ S}"S{&,‘.m OF ITOFS MY 0N

Remittances and Transters A remigiance 8y sh, cheques and ¢ P

ot of the affice.

5 and stock withi

A teansfer is movement of cash, cheguss
i o il you have multyy

% will o

storks in your ofhoe and will n 1wt apply o most small off

ich s performed when Uis

Reversals A veversal 2
EDRSSATY 1O corTect a mistake or 1o
r. A reversal de

provide 3 refund o

not resulin e
nded or deleted £
sever, rreate new information which SENTIDENS

2 transadcl

n heing am

1 thee systers 11 gdoes,

S and

corrests the original tranzaction.

sk burizsn ¥R
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Cxiossary of terms continusd

Rolower

orward gurs

sollover. A rollover is also completed alfter a stock unit halanee

and again the system carrites forward the balance b

o

orward for the s

as

During rollover the

Sales Stack

screen display Hsts the product/s sold 1o the customer and

o

srred to as the Sales Stack. At the houom of the Sales Stack a

of the amoun 1o be taken from or patd ous 1o the o

is displayed.

Spssion A session is one or & group of ransactioms being performed en

the Horizon System,

» numbers are somenimes used 1o loote 5

s 10 be

ransaction when it has been eatered Incorrectly and neg

rsest.

Stock Unit Balanee At least one Srock Unit Balance must be produced for every su
EEETL

- gach Cash Account week. I required 2 stock wnit can be

halaneed o than onee during each Cash As

Suspenseg Acoount The Buspense Account 15 the Horizon wrm for unclaimed

payments and unchargesd recaipts plus o 1 shorages.

Transaction Log The Transaction Log holds information about all transactions

entered into the Horizon ¢

stern at your ofhice and is used when

you need O query a ransaction. The Horlzon system wan

produce reports frony the Transaction Log on any mansact

thin the last thivty fve days.

&

i Barizon




Jectic

of repart

Type

of report

Where to
despatch
manual forms

Procedure

for Horizon
reports
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Other

infermation

{oundl Tay Schemes

Rent Schomes

Counter Daily

Counter Daily

Lacal Lsmli

ierai £ u?

Retam 3 years in offuz

tain 2 yea& in ,;‘fsce

BAA

HiA

Alfignce & Lefcenwy
Grabank Depadins

Lounter Dady

Summary § 4831 1o
Girghank

Remm vears in office

WA

Aizm’e & Leicestsy
Girohank Withdrawals

Eounter Datly

Summary & 4637 1
Girghank

Resain 1 years in office

i

Alisnce & Loty
Girsbank repurts

Difice Daily

L

{as be destrsyed

To ad outdens

Brtish Tslecom

Counter Daily

B(Y 15 processing sentrs

Retain 2 yeass i uffice

Oifice Datly Repurt an be
produced to aid outlets

¥ Licensing

Lonnter Daily

BY 10 processing centrs

Retain 2 yeans iy office

Manual Sumprary PRO858 7 wem

Hhs

e

{ounter Baily

PR35 {yollow copyi to
passpat office

Retain 2 years in office

Despasch Summary P3033
{white copy} at end of waek w
{ibesferf i

Cheque Listing
3l offices sxeept
Hireand)

{oumser Bz;iv

BEY 10 pracessing sentre

Retain 7 yearx i office

Ensure cheques have &e»ﬁ
remitied ont oy corest
destination

Chegque Lasting
Hleland sifices andyd

Lovetey Datly

pasdn

Selected officss: sond 10
Bank of ireland

Other nlfices send 1
Dnteibation {entre

Ensure thegues have been
‘remitted oul’ fo corsgt
destination

APS Tramsactinn

{oumter Dadly

Datly Cash Declaration

Lounter Datly

HiA

Retain 7 yoars §

Retsin 7 yawrs

Hi%

fan be wsed 1o complete and of

work GHUH 1 dorm o ?é?i}%

Hationsd Saving Bank

Lounter Dally

RSASIHA and NSASEMA
e HSR Glasgow

{an by destrayed

?ﬁizéﬁﬁ 3t end uf (A wsk

despatch 1o 38 Olas asgn

Hations! Saving Bank

{z!hz ag f) ?xa: ﬁaﬁz%
{hzqzjea fafl gffices
exsept Blrsland)

Lounter Daily

HEASINA and HOASEMA

m 1o precesiin g Lanire

HERE m at gr;d ei
despateh 10 3B uiasg«:»w

4. wask

Rowwn 1 yaars in office

Do not rom out these cheques

Lashing Other Banke
Chegues {8 droiand
uffices suly}

Copnter Tatly

PREAME und FE%‘;S%
Sedected offives send
Bank of lechind
Gehey offices sond 10
Distrihation Dontrs

Refain 1 years in sffice

Bom ont these choguss

Transiors

System racsipt

LH

Bewmin 1 yows in office

Systorn yeceipt 5 produced ance
the wansler 1 compdeted

Bemittances

)fﬁxi‘? f?,f% i

Hetaln 7 yeart by offie

Systern teteipt & produced ance
the remitiamee &5 complated
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Section 2

Hame
of report

Trpe
of report

Where to

despatch
manual forms

Procedurs
for Horizon
reports

Other

information

{33h How

Office Weskly

P41GS or OHIHI
o Loral (ash
Management team

Bestroy

{an be ped for the completion
of P4IOS or GHUHY fom &
the sad of the waek

Lounter Bevenus

Office Weeldy

NAA

Yo Chesterfield

This 15 only mandatery for
branch oifices

DA VI

Counter Weakly

Y594 & Y570 o DVIA
Swanses

{an be destroyed

Complete and despatch at the
endd of wesk

Counter Wesldy

Y595 & VSTD o DVLA
Swamea

{an be dastroped

{omplete and despatch at the

end of wesk

Grasn Gires

Lounter Weekly

i dacker to Oirghank

To Girsbank

(omplete gnd dospatch at the
end of week

Pomyion & Allowancas

Counter Wesldy

H

Counter Weekdy Reports
1o Lisahally

Desparch at the end of waek

Pension & Allowsnoss

Qifice Weekly

PIITIMA 1o Chustorfild

Make surs Lounter Weskly
repart bundlss agrae with
fepart

Pension & Allowsness

(ifics Weekly

LI

PRIMADY o luahslly

Hille Tokens

Hanual

To Lisahally

/4

{omplets and duspasch ab the
snd of week

Redeemed Stamps
Waskly

Office Weeldy

RAABG only need 1
comglete the reverse of
I3 H

o {hesterfiold

Epsure that anvelope tetals hawe
hesn sntered manoally apd
despatch at the end of wsek

Pastal Oeders Faid

Conter Weskdy

BB o PASD & PO
fo Chesterfald

s and despateh 3t the
ang of week

Suspemsy St

fffiee Weskly

¥k

Retain f 4 ymaes in
affice

Transfer Reconcifiation

Uffice Weeldy

Remittance Summary

Launter Weekly

Destroy
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Suspense Account

¢ balance day such as pensions and allowanees,

Step by step:

Complete Counter Daily Repo ra i en after cut-off)

Trial Balance report

srock units over i

DO NOT MAKE MANUAL AMENDMENTS TO THE CASH ACCOUNT AS CHESTERPIELD
RECEIVE AN ELECTRONMIC VERRION




