
POL00089733 
POL00089733 

Post Office Network 



POL00089733 
POL00089733 



POL00089733 
POL00089733 

horizon 

Introduction
anti with Horizon 

V ' me to °Balxanc.ii g with Hr xtzon% 

?vtc3Sl ul 'iou sc ili "u v that l lre i Ilint out . if3t';'Y,.<i## t^£ s,.riP'_lusa .i.

irT.'t>. truil to ik:ik£it::rst nd.. the '-':pact of at7.t<3rlatkr c;t` ces. This tnai 

de<-t.if d, a n mbet of l.'.•t(,AAenis, i#:.J:iciokg alaa  3cs
ash ac:L:3a,nt:err<3r< 10 the first kw weeks:afii'r th e introduenon <)I 

This manual ha: s been: dr vL 'r ed to overcome  f `i fe •,t 

d t I n  %hike flEt elia iit -i ;Ii t0i } i JzcjU l .,,k:1 P 3: )L:ak. 

I,,ring d-> t..fopr# cnt, we 5p0k1. to . 1',:k3:3sunast1r .retil. nets lcrk. 

man  ers and I.,i°, €cc , yie  port CC.eu. shout ii the problems t ie 
had L sperrcace£i > .,.en they sorted to use Elie ytieni. As a result, 

procedures Sated on their prasicai cirperience were developed to 

overcome these problems.. 

3e- art atits::zat ii likx HOrIIO.n i.sinrroditced. it iS V:°ry. 
,, 

il'? porf2~.Tl tbul c :`r . ; t :.c` C 11 ir.~ i# i rC?L"a d .1 Y: in I t ;it4 L1' i s: : 13.1 

l :anr..ial shows, In art eat's to read. Nvay, }pow procedurv.s rt-€t#..st be r a rl .. _< 

out f an-.i onfde.n.t, that if 'ou are unsure how to carr` , out asa. Y LS .: e, 

his r.lanual wi l explain ho.; it. I3 dune. .l eu  1101 Olpe0,you to read it 

i'Uki cOver tO c:< iw ' because it is really a 'hove to do' rehuen e to boused 
.... c),I sc•i.t.lt :}.f rail.: €nd s.s4elkly L: ;<rrL°s.t'aat w l s:Inn e,s'lzL>^ 
FUrta oka is _ala.rUtl.ttc:e l at 4Y:nit off e.~..cu tTm i.f:3l le..i:  ese pa:o due`;i 

to ensure that y(u la ttice aurately. 

1 want you to use Lbcs gulls Ar ur1rst retet €ki.F point ii ':£ ri you have 

any questions abort or problems ,'ls'll balancing. 

la.asi. phol e tin ;vet:Ysoi })aklttc:ss %ttl;l,a:#r  rlt.r cal l.__._._._GRO ii' 
you have e any gtnerie - ,l.l';'xout this manual - or u.l'."ourr any business as, usual 

13coc L d!!.T'z) Fox help with uslug the i'{£7C#l£3t_ :3ystC W ,. L:l€. ern St: ` tO r'€.#ti: 
the T o icon System 1 t llT.•# Sl on _._._._._ GRO _._._._._.. 

as as 7'a:itiE?ii is something new ° liat may worry a ho }.. e E.:3ple Your retail 

za"!:'sL'L7r'f: Illarug-  r.ann '"In on  hell} -m-pp"w Of Ler botl.l have rcuaies t:#' 

the k , ii, id and ,,.,, help ye'u through the earl' stages. 

FinaLe, :l w } a':l like t o wi }i you good luck w .h using €sc 

RG O 
Alan Barrie 

_. . .. Operations D rector. 
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Practical s Horizon

.l t. 1ti Ci.t?'e ty .it t:r 4.)r€:ant that Pre➢ edun'ss are ardcd Out ii a onsiztere€. :n-lanh€e'r: This 331-eau that 

3.:ii're is one a ` of doi3 flu ss6 and '''i'C'r%one il^:u3 t car our pfC3t.L'4 Fr':(::'; 3„1{. 4.:3Y?f.'. 41'a•L

manual l describes how you neitd to do h i.ti:. 

;tii t ansact. ot'is must he entered :. 3rre tly :into the Horizon system ,at the trrt?e of .ser  ug the: 
iI5te3rIlf::€'. i3tl"Yia . .rzc: k €€.£'. 1rA hat. 3..3€>., 4?t1 tile; •..2:;' frees - '3.tlt tft r; a €:.r.al ..r,.'.3iac,€i%3r sot li i'~.e°fi 

at the c'utl e1', 1t ?s 1. ,at.,. chalet' t£:;> ts.rxl '; Fir€ f r it hu i:ion s 'sten 4" st. y(jt l..a''t t°ii 

€"if1Sd4t. ! €lit; screen a 3. t.}1@? C:i€ to net is €dl 31. rt333t;3_.  i£`. € tl3er'tl  t hot ti o' ..3a3L'ih 

l ,a.t the t_ 

r t:3t.l. i"St€i;3t :: '••f tr,

i 

i'r-.p d'€.,, are necked t 1adn';t the apt.tri,p riate 3-,'!(:it:.lt?7. .airs .and that ..3 > ;,i`i'I'}z'"y 

INst€:tica are. :t' it.....1;; .: .3 is_'tit? ci,. 43111 be cu  'N.Vit_'?1 iss;i

correct:.Ybu. may . lave tO-f:Onapk-ttt.'. daily re,torL procedures tWiC,t ii. t :la , ':~: dint can be 

held vfl tc:L lt;rirot 'y4tt'3 a € 3 . 11ilatu ," da"'. 

The reports i..ai arc ptoduced .rout the Vii:?riz m S j stexr arc L" illy as coed d :a the : 3ll i:triY53th3i3. that 

is entered into. 1t. Therefore:, you must check hem rartf31iix against th e acroal transaciioo 
documents to ensure= that all account iiimher and amounts are correct. LE ant of die reports l.}E>€ i; 7E 

incorrect a reversal it ust he.perttvrmed and another Se ur:t IaY:2<'ei`.:i., winch agaiaa must be 
t,:iet ked.. }l.his. a33:u a he d soon iii an err Eii is h - ?3:1 'a.eleruherr; 

For shared-stock unit t ff ee -When  checking do I- eis against rt i L •a, you should. keep the 
produce re  t ' C + L31 conk ins L dl t'"zisllr£: :̀hat am 1`s' ;:03.71sa€v tons i'. €I€ ai" ed €>i.l?. 

simultaneously taneously at utliker p 3s€€ions will not be added to the ea::sting report you :ray. checking. 
When you have finished checking the report and have soktctid. rcuiofT'  any transaf~tlons that 
were carried o t duriri this time will. be automatically added to the syrtcr amd will be a liable 
for c'hc" cl i :; on the next report. 

When baiariciup Si`ock unit9, check that thc:.actuai.stamps, stock and cash on ham 3s:( ire :' 15,It din 

lie I1Xi:33 5 ' f ri nat-mg the . E t es=arj d i asp'tae tS. st 13'n you are: hap pt al 3 ; > c 434 

and cash a: t correct. you must t e en roll over he stock u_ tt €n€o the next Cash Account ut.t l'Fcn. _l. _Al`,•. 
€3on33tl. l'sli:}' €•c:al checks suli apply when balancing your stack unit. 

inI .. €f t ':.: . if stock is in €"c "o11-€nie:nd.ed. method: in e..risuie that system total' and actual stock. 

i n ,t ree, However an ... . .. ethod to stock adluat'tneitt -is to ixiakk2 a stuck declaration. 
h i , _ €€ -aus d ciarrliag your .. ;  t i igs ratherthan to adjusting th esystem held u: , nil..'T:. h you 

the .l3 ;. l ', ).. i ,3 r,.ion nj. sea€; sub..bt°n o iztly of et'1 ;o: make an anitnL'`<3:1U'L to 

do must o. . i1re the m .i on tfu syite::3 . 

ttt ' 11cc has lt :cO _-_lid. over into the next Cash Account Fern. .d. tWO Cash, c nu t.l ina. 

dl. be produced. One. must be sent to Chesterfield, the :saner must be held at the rs?f€c€_ 
t  scars. Ensurrc to th. copies are signed and datestarr, p d. f itc cash account m t not be alterO 

in a:':3, . ty as the changes ;.-ill have no effect t of Ole electronic_ version that is sent. t3- , t ll stc,rfir l 1, 

The retention period of the supporting C1Ocut:>1CItL has not 3 lis..,g'c:ti i i.e. a,l throat .,.i.l.l need. to be 

retained ft tr two years). 

-St tte'nzoft iii 
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Section wD a#$ Reports Da ii orx.:edurss.i.£x i C9 L.?:I Reports 

Page 

' c,f of d•aj' °"£3 t.'.?,:.9res Tti;c:i2't'x I 

Council I<L 5z .f:lEs S .  i or 2 

Rent .c henie Repnr 4 

tor.,Ii6.:e aud Ll t.r istT.3 ?;i. :ask er:ori 6 

.G3rit.jSh. TeJ.coui Report ort 

TV '_: c MSE.nc pCjY.>rt 

Unitcd KLugdom PassptnAgency) k : crt 12 

14 

16 

Ca l 3t_darat.ion (DCDE .port Il 

Nato   Nk :.fix £}Stta and "L.V'l.thd a,vaIs Reports 18

Chin (Iieues

Transfers 24 

I :f'.t:t fn7.tC3 5 

ationai LO t i (tepindActrvations 27 

Section 2 Weeky Reports 3: Week Hori': : I E i t. 29 

Casri Flow Report 

Counter Beven e R£:p rt 32 

O'LA 1P R4 t .?rt 32 

D ILA VII Re PC?rt 33 

Green Gim Report ~x 

Pension andAllowa''ce Be Sorts 37 

Milk Token .Summa°-' 40 

Redeemed Stamps Weekly .Report 4. . 

Postal Orders (PC)) Paid Report 44 

Sc '1C'_D e i1 {`C`fil,t.l:e. Report 4? 
_ 

?sler R con(a a.i n1 U nrecort .i d Tra Transfer Reports 48 

Rexnitttnee ?tomimar es Re nor 49 
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Section  Balancing and Suspense Account 

51 

FiA•,1eaa a.y. 56 

...< v? k[.ii .Los s t .ai. berlsedt c111()S S 57 

-cling with Gains-- ofliizes :: t'hor'ns- O 10k! 3 a;.i{= 59 

O ali?ag Lb it{';_s;• £'.'n. -. k T(sr e;T. 'e ~:ti L 1 

L%eahng w9th l"ll o;-d t : offices 6.3 

Section 44 Correcting errors or n HorizOn and 

Out Of Hours Procedures 

frrors t i.l.., when chekiu .Reports be 1(; t:tt . ° 65 

Errors found. when ei eckin.g Reports a tr'Cu off 6'6 

? ", T a- hTrann-sw-f on Reversals 67 

crrcting errors found crier stod .unithave. balar{z:ed 

find roiled (.'S'._'r 70 

Out Jl II',u :1sr+3f: a"'lk;€i'eti 7 - 

a.6 nal .Louery trans.w i ni:S. .i.v"'NAI Ls Ott O, (:t.:' .. , 

Lottery trat ac.io 115 .71 

Section 5: Glossary of terms a 5 
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Name Type Where to ProProcedure Other Page 
of report of report depetch fcr Horizon information 

rf sal forms reports 

CnEancil Tax Sd.emes Counter flan _[ ,a €,;I Retani 2 yew in offke PIA 2 

yer, s_6a€ e. Counter Daily L.rui ra .il Reran 2 r .rs in afflc€ f1/A 4 

Ahancy & L€ caster. Counter Ca€ly r'f'ar+' 1, tF, l ra etatrt 2 yam yan a fftCe A 
Girth nk (7 pn its E-Er'Ovsa4 

Alf€err., L€.eester Gent:; Rally sL;f t r aq G 4632 to Retain 2 years €fk Amts rA 6 
C_arcl;ank a";i:hira rats 6irrbanx 

Al;€arks a L€ ,:es: €, Oh. ua€:+ fi,A Can to destroyed to aia eat c,5 7
rr£a'aki r rtt 

Brir Daily F & : prarc,._ rR c€rt 11 ;. ors f : oil ,_e J(ir Ca p kc i a an he $ 
procard _ Hsu 'E.,, 

TV .Ceroing [,€n i r , r ar€rn Ra.. a tars f . offs fame S,jm ,ca 10 

tIRPA. car _£:v tt S ate 3M lsy1 , Ri'is r Ja {i E e'3:€Y 
. ..... 

>i co 43 £ a r tr;' 3 ,x135 12 
1c up wf!fif' s cl3k`: a; sad el alt. €o 

rx 

Cheque !.€sting Counter Daily PLY to procet€ng nacre Reta r t Yaats n1 off€te €,€!i- t3 f  f?. No 14 
(
(f
all o faces excepi 2E€«.: ai:? €£ rcr re; 

ILkaLid) dat akCart 

fhegae ld'st€ng Count Daily ' PP4HA fix 131 t.3 :.2e, ir£an P4 

ttf,freland offices on vj xekcted ofllcea; x;:nd tc ae aittel
Rank of !slant; des r>attan 
Other offices: tend to 
Dht!€lstrien centre 

Af s €sr,sat. e, '.€t.:: tl; N/ Re€err f ra: rf €t c $<,, &'A P11 

a <s„77:1 rnrrr f',IIt N/A Re. .fr : Y_ars € ,"€r: f.aE€ ke c1"6 .e cerr~'e ar& of f 7 
4Yf.e- file€ll l fr:, a >r P I[:, 

C Counter Daily 5t;,:"A ;£,u fl i'_ MA Can be destroyed 3fn,."A a: et,
r#
e of .,a ar;k

Saa:ngs Bark Office Daly 43A13 MA and MAMA Can be destroyed t 54 Ef at an of CA. week 20 
p RSSR Olnagow despatch to I4SR Glasgow 

f.asr€ing 0t1wr DDanhi ct €rater Data PLY to xrncnsirrg ce-ate Retain 2 years in lice Do not rem anti these cqntes 2 4 
f EIq:0; S fall Offices 
£i,?r>; tdlret idt 

g ntl e Rif , ̀  
Cad.€r€ter Dal . YdP'A and P:R82 Rf,tain 3 years in nlfre Reap part these cheques 22 

1'3€ ax, P1 -i l„€ ?r1  utd olhces. aend tv

ttfices only) Erl: of Ireland 
tics€: send to 

" s traasiars Syntetn rncnpt Nit Retain 2 y"ea a arcs Syttena receipt in pr steel once 24 

II  

r the trattster €s completed 
3 

' ' ft. f e€t'€tttat4£rw i nter€r rea€pt PleA Retain 2 ynar3 a affite trn rfcetpn' IS pr?duced once 25 

tf e €vnittatr£e iss' COnBpkW 
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Section h Dafly Reports 
Daily procedures and Horizon Reports

You mt producc the folJovong Ho `iznn cystejvI di , r°e >rirs in rune for thii 

postal collection: 

nt Sd.temes 

• ;:i ll i,~:€1L# ...it'. L . z:°;i£ Gi.ro an ..`.  #.S ES.: ."I1. Wtt.` : rawals 

A 3ritishTdlecf , rpn

o TV ..i i .a;a

I KF (Unr. d SPugdom Passo€art Ag f-) 

Cheque  I.isirg report 

• e Casht  Other Ranks Cheques 

End of day procedures reports 

Da lli Cash Declaration 

• Na€tonal Sa:i €t Bank D hair e aria Withdrawals 

Pdn 
_ 

StOck Unit Balance Sna aot 

• Rcrniu.ances id Transfers 

Remember.. 

rnu must cheek your vouchers s . ` i , ke.s against the Ho ir :a:. p£.duntdreport any manual s. 

wInuaries '•_f) encore ht e totals 41 l aloes ata4'• volumes agree. 

11 ju,. hat ctthfer trs' m,aC1::>i ib:k s ii•!^'Wh)  C1 there t. no 14JC'1rcn s '.' T t CIE C 3 AiY:t t 

ie is c 'tfa s ot, e r; €gas' ri te these figures are i°£k£rm many dor.°€g the CAP If ,. error i 

dca€tnd. oiler to the cr,rkectit i5. sects r, in this guide. 

3 The h. ante snapshot will l ;., .ehe i your cash aLad stork holdiumson a j si , .. . i 

as required: of an error i5 f ;; ; r , refer to the t err tioris & .crinaa t t it is.l?t iC

for shared stut € Elt othees he t c i d mg dc:Jets against. reports. you. should -keep, th:_. 

p.rC=C.uce re.porC s.ie. ;n snibka.This wtll ensure that a.. ` trattSaCUOIBs being. carried 3i.t 

l IIIIhkktrii t oth r posit.fi3# S ill Cot be added :o Ii_ ¢Yasting r  'po rt s  ar. : C eLkirr2. 

aae ki.€ ; th4 rejy rt and have s=al ete 'cta: c ',. ny ttdti3 w_Itil s that 

were carried out tinting tICS time avill he at toma€.< afl added t=a the i-ti:. kattri will he. available 

for checking on the ricon report.. 
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..
.ounce Tax SchemesReport ,,,. aU offlcse 

Produce the imamtJl Daily Cowtcfl TaL 

( a ) Summary 

nn i:ls" 1t 1ZU%1 CTax c ?" I.(s: t rrer 

Da.iy Re pert. at the wadio t$ed c i  fir~'c 

Retail) for f•ieckh ai n: t the manual .DDa a . 
:ounc:: i Tax Summary 

:ro . ea the Connci. Thi Schemes Peport 

R Carts ; 2 ) 

E, otn ter Daily - 

Ciaa S'Ultr°T x ;.P 11, 

i, .1kYc.k I w the a•(3;;;„ ;.'.rs' Si €,£.;i`ai on the 

manuaL dailydaUy L 11T7{'I s rtrlf..I ary agrees 
with the ori.l.::.i3. yy a. chnmet eaiu.r►ce:r daily 

r ?i rt total 

if they do not agrt<e. cornx.L the error ;r€.fier 
to the wwrecdons Se n n in.. this guide) 

When, the .fig%-W n agree, elec° ,cae-ofl (F! 2).
accept the [:; 'ssabes and s eject ccxmplei.e. 

w?~ qF ., 00505 

. .. s nQC;5 L: "#' ';1ci COO C€L. 

:nc€s,~x :scrr 

£Mat .; u>, Sid.?, 
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Coundl Tax Schemes Report ._ lF offices carver ed 

Complete the releca. t manual Giro 
`rates€ ash Form ]s) and enter onto the 
Horizon „s) stem is a 'C 'ax t: ash' 
transaction 

From. the dr ktop menu sel tit 

Trui,ux:t rns (F] 

Serve £:otaneI (Fl] 

t lh 1 products { F t: 

(711•i)I)c€.t. k (^3) 

CTax trash (F 

a Ili.D}sesu'td] - 'uxx? tt oi
F
Ei)Tiid. .t: 

s fill €~}ensatil entry called Af z ertt contra '

Friter t.3[ same.. i41 z ga]n,i 50 .kat'the 

transaction appears as zero en the transaction 
ark 

Associate to toe under cony.fles  of _l?: € a.jna] 

Dail'. Council . a Slav€mury wxth the 
4ie:rizon. Council Tax Schemes me  Counter Daly 

Report and.retat`1 in the office. thr 2 years 

Desj atoll Pile 1i3  : 

'+.._f_iu11c €Ta3 5tltt;3 t" 

in accordance wf €C' _, 1 t E;r € 

x;l>ei;bss:ku ~t x 

3 
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Rent s Report  .,»,,, all offices 

Produce the manual Daiy Rent Schemes 

Summary 

Daily Report at the a,. nTi. C ..: tg-L}6i 4.i1$"F . 

ROW i r ehec.ir.g ?.taflSL 1..e l <' ..f-i1. ,.' iy 

R i1. .S3~.1;e lie . Sf.13.'2 i S;i.C's' 

F .€t .wer 

how 

he C.eskton3 u CTU1 SC.. (

e, .x yr is @ .C. tj 

.24cr"ii.s SL....:IM es

Print (!4) 

C:1 ee.k; t to t :.
(

.. 'cx:,.c<I „'€s t:z~ 3r~ i.3,e. 

:t,t ¢ik.i {.N£  i :](..^ i.fe :.S ie. .i 3f~'i"~:  : ' •> Ya id: 

t:h. H+,,rL,. 3,?. Rr;': €. s.:.':. ;.1:i2:S Cow—aer Daily 

d £I3's x' d 6,:.' not agree, e rivet the s.;..c .. ^

to the C.loredions Jt"t;.tOf hi ....N guide':

Vheii du€?( ie" , .i:e . ieLeJ, S l3S-c. , 

a ti r p the : i e SJgi nt . select 2.`.in 7 ..2,''> 

.'~9a[?tf.:; YsUi3 a>;:„ts sF~mioi;4 :5;.•,->a~. 

__._.__ ..... . .... . .., .._. .. .. .. ..._____ ._. 

aj 

33•:«ss ; ;cis

F'r:>^ S:iwxrs 
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Rent Schemes Report -- t offices cantkued 

Complete, the relevant manual Giro 
Trnscash Form and er r into the 
l orison system as a 

spa 
csh ! q rent' 

transaction 

From the desktop menu select; 

Transactions (FI 

Ot eI pr„ c c l 3

.ro San" (Fl) 

T'cshlocr"£I. t:F1
1) 

The s stei33  t:.. it 

Oil
traiic

Cllf TE£r
Ren{ ̀> Igs : ls::?s 'IIE 1't 

and re€aal.... in the of r ct. for 2 ears 

De.sp, tcfh the top cot,; of the ;iian.i1- ` a.il 
Pent Schemes. St.l:imary and Trsansceish 
recd] - in accordance' with existing g 
1.IiStruCl:)I.5 
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Afliance and Leicester C. robank Reports 

all 

Produce Girobank Daily Record of Deposit and Withdrawal fdr-:ms 

`tri>n the i'_::i;" ;ktfrs liettu

Reports f . _t 

.•. Giro Deposits (:' i ) it li:i s4:. ( D. y 

Girobaük Daily Record of De osits form 

(G4631) 

Irintoff the Girobank ;rd. 

c 

pos sts (G4..3 1)  and the c , i. at the 

agreed Girubaxtk dit off in'I£.: 

.;heck that: each deposit slip appears on the 

G r:baznk i)ai:3y Rc .ire o Depc•si.t 

Check that the va..:ue {' he deposit slips 

4 .:CitlfltrtS ieesI agrees will the total fo.. f.E 

Horizon  z. c_..} Gtro Deposits S1.lII^: ff!i£1 L' Report: 

U they C{Ci not ag:rces Correct the error treL& 

the Horizon System U'set Gtiide Reports 

on page 1 31 

When die fgstres afire: Selz .t, •c-, r)st (Fl 2) 

accept the; :O VW ages and complete:  '.` i 6) 

Associate the 
detr);.,wj 

slips .5'itl) Use Gir;fbank 

Daili Record {G4.631) read .4'r t...Sp . -. a.l to 

,ccorclat:4t 1'tth? esisttht 1t1t i.E t )r; 

Gi:robah Daily Record of 'it: .drawals 

fdrsn (G4632) 

_' 1st cl? the Giri)baI is I. .i{' 3 (t  () 

k 7

L' '

l  +.: 

1 

dtt 

ai.s 

(G4'632) 

 

E -

 

cupy 

a t

the  

agreed 

Gi:robank 

co 

Cheek thateachwti.l .lr,I .1:'i:. slip 1,)pea .5 on. 

they 'TIr..').S ak 

Daily 

Record 

o 

WitHrawaIs 

.EtE.°.4.:... that die value, of ,. 1% 1'c wal slips 

agrees wit 1 the -totals Oil the ih rtl:on Daily 

Gtro Withdrawals Ssti ;nary Report. 

If they do t::")t correct :_le error 1i f t" 

.z? e 

Horizo_  

System User 

Guide 

Report; 

on 

page 13 1

When 

tne'fIgures 

agree. 

94i f t 

cutoff 

(F 3 2, 

accept "k. messages j a .t ! ?tt'' to i.F16 

;Rsso 

Nate 

the 

withdrawal slips 

with the 

Gtr ' 

an.k Daily' 

.Record 

(G4t" 

2) 

beady 

fur 

f 

t.'5{'.IIIS.:i5 IIf ace 

  ar c;' 

wells. r..idng 

instructiC'£:'iS 
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Aflance and Leicester Girobank Reports aft offices cnthiued 

Print Office Daily Girobank Deposits /With rawals Report 

: . ~.lat`LI~ t,3s€i: the Ei •:~ , cif all ~~ .. '; „ 3,; T:=a35 , , :t?i.a ... .t,S  DYp4'3s3: arid withdrawals agree with 

he total of the 1 OFELr ILkh, ki 

From t the  desktop t ~; rm elect: 

- Reports (F

t 

2 . ,.

l f;: ci'.:i;aily 
f;FM). 

l2?.ro T',epusits (H) 1 i 'NI ` ra U (H.) 

- hint (J4) 

When fig ?re. agree seket cut. -off (F 1 23, - act g at the toe ages and. Litt n cir.cr cuuipiete (+ : 6) 

Destroy of t- c (Aficc D.ly Report 

Gfrobau.k Daily Record of Deposits form 
(G463 1) 

--Despatch theDaily Giro Depos its . €u ars 
y ui f. t t 'x443 t arid the assoc iated.depos`..t ` 

rh in out t Gf .., ,mk pouh_ in a ::.'f.rd.attc..f' 

Wit)i €. c : *i €ii despatch procedures

ti

Retain the c:do e. s..q 3 of the a-toriacan 

; .m m. ,  Dail6 :. GGirc., ai )osits Report ii:€. - 3`ot.i.t 

Ake to 2 ye=ars 

Girobank Daly Record ofWithdrawth 
form (G4632) 

Despatch the .Dadv Gina ; y7thdry ai„'s 

Summary Report G463 and the .:3. :s'!: t iate d 

withdrawal slip(s) in your Gtrohank pouch,
in a ,oidance.. ,vi;h the mi g despa di 
procedures 

si 

keta,'u the office cop; ,(

'...(Slimne"ri) ii.y tthdrl6tdi Report, in your 

office for I year 

..,..... .C:y°q: ....: t€ zzr< 7 
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B
ritish Tek?com Report , all offices

Tins p1ce.cnllc:WLIIca ii 3l)̂ 't t£r Ise 1.i.i ti. ti.aS hac not bn a s CC  ZS a .> Bar •CodeG, AM ill 

Prod nce the Horizon Bills Daily 

Report 

Thus si i:Eiid b. clone a the a '. ori.se i 

£roin: ti:.'. c r `3kt.` p lE €Ei3

i QiU rLTtily fI 

Prim, ii°.4} 

i`r r x. d.a. . i h p.ud F ° ;` )m,,ar5 on th,, 

1loi t .o FT ill ')a. iy l>5''^).;Fr?. 

l +sk t.',.Ml the f=t l ::f die s, :)„, a(. c;):E 

Aw e'(5V. Rh Ili )fl >'3E:3. BT iMile D4ily 

t.t: lrr total. 

to t.i c i':'C'.L's0.';7.5'4::t;t'slz;' in [aa .giEc1e 

v hen Li: d:e ficures agree. W-KNI rut-oft ( "' J„ 

i€Y) 

Produce'. your \ I ) l( 5a \ h ." At it 7 5 • ;f.iab.: 

co ors' l an.'  per dip) 

3 K i ace; 
.pion s!ir Po 55 
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horizon

BrithhTecom Report aI officesz r i 

L anu .:.6' coi?.plette ) our du h I31

]1:.t:'.'d:1 ': :3 i3C'her s,''i7ii"`r 

: , -,.f i late \'f't i Ilfrs ' it CV reac1y for 

C 4ph 1 (refer 4o the Counter O 7E' a :a.. .z 

Bc'}~ :. :i.Control  c ::3: '' BC V) 

and l:l.' a`.3ouaf -,! hi_. . to h:, red and whtre

I 3ed £1WC.'_O ' ! _• .4 .%062 k ;;t fi l iLi t: 

E.s4ng >.ii.n;`il f:'.ti;:.•,'<S 

Retain tbee ;: (r n_ Da='_` e c ::=; ht: and the BT 
. :.`por.l(s' in .:llr oifi e tor ti Yea 

BR £"., '"E TEECOM 
,v. . 

.0.:.....s. ✓.,,~.x'SC —°'::sss; 
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TV Licensing Report - all offices 

Produce th.e.H., ion a on ~ x. 

Daily Report 

This v ti 111 4.e d6..1ie at U:

3 

t.hne. 

3 
?'£%3€ 1 t.l ' de .."^a:*: t?~:7.:n et . l .~i£.:'d'ai.:. 

orls 

Cot ner Dili (FH 

TV L eice Ic i 

f€
Prn 

::(~= i

Check ul aL t, g<^ ~ ,f Y F7i ::AiR'  C been 

listed, on th e TV .:I4:,.i3f.e Daily . nu' 

form P i6. 

C:e:k. that the agre. .5 'with the Fiorlmr. 

TV !ace.n.ce Counter Daily Report. 

1 he. coo ; fx 'sn i 'Ci.C)efl to ... 5  9"U'a,

When the figures agree select cut -oft (, F

nt 
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TV Lcetsfrg Report .... all offices ontt;nued 

.T'd1a i.tn~., .[) W l.tk daLI TV

Batch Control Vsai<€Aber (B.Cv) 

Agree U1i .r'_i? J.Lwt .o LTV .ii:Ot.flCe ro iii £C i?.ti 

with the figuresh::y'v c n your &V betore 

d.e .  h f i'.n a c.m'4auce w:h  t.hG.-C(3u;ii'f ,"'i 

Tat paeh the Batch ? f ti€' tE• a L •..r a..stt 

and the N*"()("' need TV LkerEM.£.' f: Dint r:fi*.I.i •o 

die red and white striped -.}1ve-lopeiFNV 

2G 2) n accordance whir (:XrO.flig 

ct on ti1eT ;.' l,zt eflc.f: Da}Rr S nirnar if''I

and €.f 1v: H'"N1 .Y°   C: intci 

Daily R ror [: in :our o?: :€ t.>. ) _

GRO 
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PA. (United g Passport Agency) Report 

Pnduce the URPA Daily /Wee h 

Summary Form 

(' ; .f l" € 11. ., , t'f pas :Nor t aplA LCa£1lili nave 

been ,zsred on the Daily , 'yreekl: Sc-hedu , 
PSO3S 

Produce(ire 1 iotaUIJA Co mer Daily 

Report 

FrS 1  tue de9t £'p menu sele u 

,.t .. ( 2.
Gaunter .Uay 

UK., '(F ; 

e k tha ,t €., e lid i   r.dL)Pi.LcattQ1iS nave 

been n fisted on the Da.iy Wed.:lv `v.hE ciu : 

i. hkk that the to a L agree . e-uh the .2 :cirltn:€i 

U,x t.'a.% 'ii>::3':: '.. Daily epur.€ 

II they do n i  :; eoorre t th e error ,z""ekT 

tqq) i  f.T1aSeC }[: in € --. . guide) 

e [ik?,1"c ..g . ii,.:t vu  Cd..

aes.:f:p the. ii.essa i and seieo, C:C:.rr plete 

•i:GY is boa E..S 3e Y V  E1C' tav r t. 
3,#ra?•... •i'x.:?w:z;x,o:~«p; shirr. lke. ;u:?r,>m•nn~.mss m:vi€ba ; 

~~~ ................................_.~: IN—................_

._ . 
tt: ~%S'.n4"'>'f• , .:r. 

:..____..,..,.,,..,,„ .............
.....~..i:...._......__ id0.'ra,.; :,..:.........,....................:.._ z _~...~': 

:. ~ 

Fee 

tar 

Alt 
si y; • 

,.i TY tW-♦it, Ill 

. 

A u 

O .

55

A;A .6.i.1 i tF. 
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UKPA (United 5d m PassportAgency) deport con fn ed 

Associate the st4.;nd (yeU£`.•'iS Fool of tie 

PA l aih %Weekly Sc.hedc5.e form P50.3; 
v <! It th e passport a13131i €i snready Pit 
des tt e 

(=:r: , Oe the week) despatch. swik)n on i3 
j, 1 Di + "Oe"O r c 1 c.dulc, torn r  .) a 

at Use z...>;:31 the Cash Ae.ount week (ic 

aisturd.artce with the Coutttei^; Opera; . e s 
Martual 

De _a c-h ;lie asm,.W; apph?,4t con.", arad tile. 

second ye .i .fY;s,:i to sy o.f the i_ :K.PA D- 
Weekly Schedule form P.5035 en the 

C. 

Sec— 
Envelope 1T,6'f'1L..~3. ~ !..{ ~ li? h L:;iC:wuilL.e: Wi'. 

existing insiructiuns 

Dtspat h the top (white) copies of I 

Dally , WeeklL Schedule Porn> Pl . 35 to 

i.`l3e' rf eld in the bro sn plastic one -trip 
13O UUt at inc. end of the c° sh account week, 

Associate the hott to (l)i:nki copies of alai' 

t :KP.: Daily / i :eekly Schedule f r€at. P5035, 5, 
he H"E.L3' r.on iJKKPA Counter Daily Report. ajid 

the Special Deltvcry Despatch :Pta ch sops :ni.
retail]. in our tali. P ...r Z. years 

... . 
• sib . , £ Y W ~~...: 

a~tf

..~ .......... ...... .. :........................ : 

Si x: 

m ~:4•irx3;(i Sd:r;an.. v¢'.
.. 

:t3 z3•:,C: •ki:.i ,.; ~, >k 

ni'..:,' r•. r... : ki r:z<m 13 
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horizon   _________  

m Jng Persona 
r, 

k  and uther....na   - aH offices

Pi z ucee the Horizon Cheques Listing

Daily Re :ort: 

FTE ': the desktop nienu select: 

Reports, (F ) 

(sly.7E4.T. al .ly (H ) 

Cheque L:i t.i:3ig (F 10) 

Print (l4;3 

Check sat the valueOi leuucs ags c with 
the totals on t  o€,.brat€es Listing 

Daily R part 

. t1cyy ; Re correct the error by 

ie: hudc Izi lity'' to reflect the 

€c =.1 value 0i cheques on atzc 

Complete  t. e:110r17.on C h,tques 1 istin9, Daily 

t epurt without selec :iog cut-off 

° eal Lau a ni. L'Lhtque' frre tiut stcac.c unit to 

tlze appropriae d stttz .t:4 n (reter to the. 

l a1i1;3 flees and  ransfer section ia this 

Pr ;e. ha t .w kilt Daily 

Report Report afia€f and l€e , i -M the 
total 

is:tzc:=w

zero 

ft it zs not rero. check war the rem out figure 

is 
correct, 

^ 

hen deal 

eal 

W 

th ffw 

discrepancy 

When 

the 

ligure h 

hr 

'ut 

off 

(F12). 

accept 

die 

mesrage out se ccomplete 

Ok 

8f CMS ttr tt'W: ExP..„MV

14. 

sl:, :;  

r;;;.,;rt 

]it;
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_____ ~.., ~. horizon 

Cheque Listing RLfing Rpør (exctuding Persona l ank€ 
and Other l an s Cheques) a ! ofces omi ued 

Offices In N .them Ireland 

Eut :r t .:'. 1 ? s,:heques to be rw1ued wa 

the In ?anc 41'v'it P834 z . 

Branch Of = es ._. post chef; es to ettc lank 
0' E:'i  •`:, T) negall P.iace Belfast,  T. F313X 

Other- offices --- City - ' if tl'?3s 4 to _'t your r RU 

Offices in .Engla a , Scot:lan.d and Wales 

R35.'a,5 tat , Nt AfrS:'f Si r a1sa,d Qn4aw.:Y ri' .aa, 

YC', s I.c.at sT ataa 

If-you ha'e more than 3-0 c.Fieques cotnplee 
Sub RnA 51ip P4099 

Complete the ( fate Batch (To •:trot Vh3rac;her 

R i s{:*r1aae the BC ` vit.h ti w- pit uuL ouhand 

4 F en t the cneque and Bi,' r• '.o Data-Ce2in'ai 
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horizo 

APST s  Report j$ 
offices 

Produce APS T~a -isa.ctions Report 

Prom o1_• the -de s_ i ,n ,rae au ke kct 

Rpôra ' :! 

... C:Z'?ura r Daily  {"e , { 

C. eek.ehat each receipt appears. on the 

Hertoir APS Daily Report 

Check that the total :taut l)+'r o; eca~v;3is 

agrees with the i i.?e.i.rop. aI'S Daily Rep.?ra 

ti they ck) 710" agree. corttect the en or {reicr 

to the s,F;., recuons 'edit}'!` this guIde) 

When _~1c [ti "+  -'C:~! i:Ali•l:.t! ( .i ~~ . 

Wrap the : ?Cu O a A. PS. Daily Report around i.... 

your receipts and r:`ta7n iP your .office it 

2 years 

lb _ ¢gt3,rx-w 
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DaiJy Cash e (DCD) Report 
all offices (Mandatory Report) 

sfx'ASStNr c . `8_' `. 

r8Ex5 :f x.y;: 
uCEvi xy ?;;s7 
C i 

iX.eia: d ~ :aa{;r9s 

yes .d' ' ? , 

4 . 

Race! caih [a,. of cash on 1410.5 

% NCH 1 

Shared stock writs;, each portion n of a sliar•4.c3 

s1; ;.a— unit::7i!€5t have an. ID number. .rnis g th=' 
rae ID number ach UIDCeach 

fl torrt moil ... 1 en ..O t at you overc, rite ;: 

cx ioccs c:sl:€ dcclarai;z . 

Corn lete Daily Cash De :laradon Report 

€ c3t;a the dt.sk :.p mtru. ecc ; 
R.epors/^-'

C'w  r Dal. ; 
y

I . 

Da:

3E'r cash on hand agate a the C.'.;rrcC.: 

'%hart: d stock WTLnS onI e_n L, .r your ID 

nnner 

Retain  the report In ournfhce years 

,:.. ..  : hor;;:nE, I7 
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rw 

NationalSavings Bank Depositsand 
Wthdr k orts & offices

Cohere m .anual T}-

1 z e rd entnes on NSA -MIA tD ' .y . t"t:ou i 

she t= as: dose of iii es or at quiet periods

during the day 

plete voluane and ,va z€ . a1.s 

Produce Horizon Counter Daily NS 

Deposits and W thdraw is Report 

r k 1 the: O lY,:i>l% Elks 1 

Report (2) 

Counter Lai j- (I' ) 

NS Deposit (E5) WithdraS's'ak (Fe) 

Pri t 
(54) 

Check that the totals of 1.?C ye i3.1' 

Withdrawals agree on NSA 53N. CA with the 

Horlison Counter Daily Report 

if they ;.k not -Fc r e  correct the, error leer 

:to the Gz,:rrecil' . 11`+ ectiS.i?i in this guide) 

$ When the figures agree 5dett cut•-qf'` (fl 2), 

accept tOe messages artd complete if; E (. 

Associate sl7y s L i:t the NSA 5.3 141'a [.),sal. ' 

4:c ;,tro Sheo) 

PaZ .~ais. Si -  rvt54: 

on auc 
-k a6F 

sat 7 UN.; r. .. YF 

rst 

555 55 

ansI 
N. a. 

03.51 

~i ss..aa 

[ 9.'r: 
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Natkma Sain Bank Piank Dpatand 
W t dra a1s Reports 3< tt :et cofltinued 

Coo p.k3'. . Daily Summary Sheet 

NSA 56 IA 

Trnsfèr the totals to NSA 5:4 MA' 'eekiv 
Summary Sheet 

' tact] Hor,. 1); :' 

L  SA
~j~'}Y~~

lNGS 

w'%Fr 

WE Y.SUMMARY

{dS&! fAd :' .;JFy ~:. RkifC s .vpy ....... .... .... ....y...........,.:.: :.. .......,a.. .... 

~ vttMs l.fd3i?:1 •••`~•"`•,'.•.•'v 
I 

ri+xsRFP? 

RdSBfY -, 

J°a $ 
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ho ri ..,~            

Nationala Savhgs Bank Depots and 

Withdrawals Reports W. a offices cnthue 

Despatch `l NA r14MA, NSA . 6MA to 

(ihcg<w in tceo.rdanc:e Willi etist]T!;%-T, 

For Multiple Stock Unnits-

f: c I ;_f i € OiEt c.c Dedy A. I)OT: 3.:ir-

From the desktop Eslt_' u se ece; 

Reports (521) 

Office (laity 3, l"'., 

VS ._3c: ) o.a (k5  Y?ithdrav ah (Fe) 

Print {: '4) 

Cheek O,a the to uls €;i1' all 1 c' Ni

When the S€:Ere.s iig ec _scicol  cut-off (F 1%), 

accept tiie messages and sciec.. c mpl°te 

16) 

Destroy the; Office Daily Rcf)(sr.. 

20 r .. :
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Cashing  h a k. 'Cheques
7 c toiowng pr cclure al Ali s to the despatch of Other Banks 4 qk , only. 
Person:! 3ankital, t. r.s.tlsat.:ions fig. L:'o d T. ;B an Co ; arc nroccsscd differently 

Offkes that send OB Cheques to Data e r : 
(all offices except Northern Ireland) 

Hoyt to carry out the tr I->ii sac t i.ort on .Hori .on 

1'thnsa ons i i 

-(. the Ptoduets .tI1?f 

Per Fhtutice (F8) 

()3 :hcl to t)1'C (F )) 

pr-t 1 and r 3 1 the renore in your office (hr t eao 

' _e 3 m R a a i n g 0 C Y, I zo (Data $. C moo ) 

Produce the OR Cheque to Data Central Report 

Reports cFL

C er.Dauy 110 

013 Chq to DPC ( 4) 

Print (P4 

C ec k that all r j c eque have tt' t : accred. 
onto the system cons; ct 

r 

Do not YLi" it out .tllf' cl—que s on "d 4-lorl om 
y eeria. 

siiwip y despatch the ditaues as 
hi litilued below 

R.eccntci.k he 013 C.ic:lu. s on hand €t :. 
Horizon :F.eport 

Tc3 ul 

die.value 

ttl 

501

:r CiB CIequ :s on hand 

. 

to 

ensure 

t::i i 

th e t:,itaj 

agrees with 

the total 

r die Horizon l ticirt F tal 

IF thi: 

totals 

donor. 

d 

P ?', -rre £ 

th e 

error 

trefer to coorecuoli se :tip it ) 

° Select c. l t 

i 

3ctP ' 

t e 

niesslges 

<w

d 

complete 

(F) 

+jl 

npk t the wantiat Dady Record Of 

Ei 

ca.'sltc l 

Chv.q 

nan 1. 4034 
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horizon 

Cashhg Other B& Cheques erntf'a aed: 

PLaa c . rc; xnui suiunary fc'rm u_7d the OR 

cheques in data prncesstng envelope e and 

?lac sea Led i;nveioT e :tfto the Data 
Pr .sing C.<ure vouch. 

lkspatch in accordance with the e. i1ting 
ciespa'<Ll'1 Procedures 

Offices that send OB Cheques to Distribution Centre 
(Northern read offices 

only) 

How to carry out the transaction on Horizon 

From. the d sktop: menu selecc; 

T,ra.t sactieins (F:1

Serve Cu.stoy:r? r t 1 

t )th••er P:od-Acts !I 1 4 

Per-. Fnancc 

OB. C.hq t'u CRU (F)

P,1L,t iuif retain ttIe It nOrt 10 yO1t U11('_1., L>1' ::4VO 

years 

'you. must enter 
the. 

vaice of the C_?R Cheque . qu sire 
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Cashing Other an& Cects corti.€zued 

The 03 c Nu  - \ E I r t . C>t :. E pa t r 
tl: C IE 

(O i.,u1increase (:31,

(he< to (he fce value 17 ] ) and I.l31t C j4_' 

.. . .. 3 C' .€"t11.E:U t. mt as aF't cd } our 1-,Ex[ 's.l We 

r .nn aEt~:c:. 

Produce OR Cheque to CRU Report 

From the desktop menu select: 

Re or[:r M) 

CULflCd' Dad y (F1 ) 

OR C'ilq to (LRT (P13.) 

Reeoncne your t t tl{ qu : {an hauti 1 ltx: 

t:he 1 .:f o t?ou Repute; 

Intal the Wue of your ()B ::. tf cites o".. hand 

to ensure that the tota` acre es with th e total 

on the Horizon Rerutrt btal 

II the tc'tal.s do not agree, correct the. error 
7fYC:4;3i.'r.Rs c:ct::d.'..:.3. 77.1.  e side' 

xAcct cat t f (F! M)i accept . the mes ages and 

of plete (F

O r: y1 r .e the m anna! sla.rrzinar y tornm 

Rt'FTEEC the 03 Chieque out to your 

ion cr1-re 

Tea:3oasti xi:US tz . 

Oe-.t other Pie; d 

the tc)ta.f ziar Que (the fact: t d.ue> lni.nut 
t . h (6; "; c;1,-; z33^~r':tz€~; ti.En to b

y

es d sp tc:h d 

,. . Des rta.i.e:b t e' .lJa)3.1 Record Of Fa a:thei . 

Cheques P3888 

Pttld P3888 around the cheques and enter 

the d, ili iw ariwunts :31 to the P884 :":1:s 
(inward remmittarce:acl:pie:; and JespatE~., xzz 
it. dtrz({ >101 t>5 S&i€)~j: ()Lf e°S 

:,....:.. ....—.J•.....».......: .............. ......d...........".""......s"".....i......ti..............e. ..... 
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Transfers
IE`aiisIers•are the protes4 for re e1'x hn and •supp>}' in :av l and stuck !)j..wE',:E: €1 `:1.:`.C:  untrs.,si

r 

.. t :f:k(kk an. Office. Transfers arc only 1lll'z normally appiteabie ton [I ,(i-so e, k unit offices, as. users attached 
to the same. shared . :uxk tiliit do not record" tart the Horkroii . ystem transfers benvFe'.', the selves. 
However, if a singk stock unit office cream additional stock units F sr correctionf3tTT imm—i or F 

out of hour"ss, trans a l Oot., tht t will aut,ima tics,. become is rnk#f. .-:iu)-e:5_ U1113 office, and transle r., 
1150 'teed to he T5 rc(tI f:set ?t# 05 hour tlltL .t';zi'i.l..3ik 1e..a. k.3e:_5 }s1Lhu t111ti 1ii';:i£:j, 

`::3$ any wtc:'S or cash sent or T':;.e.tver. .from an, eaternal source., the L:mittanci. fur1<L O must 

be. tist.d. 

Process for t:ra ttsf :r 
out 

From,the dctilctop!"3 eon select; 

Treltisacti<tns \' 1,) 

Tra:1"sfer, (Fl) 

'.lrans'z & o St (F 3 ) 

x .c? the stock -nit that will receive the': t. an;s rr and'press (F l' to cont'tr n:t 

Enter the stock l casfh that is tai. be narislerred :our onto the cys.rnn't 

prices all :.he stock .F cash to iwtransfexrredf out has been entered onto the syuer , the counter pruner 
w 

r _ 

i .autokratie k:I print a transfer receipt. This must he sin .d by the e .p=et and rCta, ne: by the 
1, 3pIy.'1g ,t(K:k unit tutu! the end el the week. Th e 

transfer receipt is then retained in th e 

c,flik.F. for 

years"t7r audit purposes.. 

Process for:tra- sfr 

:n 

a ;'r)Tt-: the deskwo menu select 

- Tra ;_sacuons lift > 

- 

Transtkrs 

fF 

a 

Transfer

:te'. transfer. . (Fl 

C hec: : n;..../. _.:h on the 'screen are correct 

Print 

(Fit 

Accept the transfer and complete t (i f ) 

The 1jsteni' Y 6 l dt5p,ay a list of any outstanding iransfi'rs which arc appropriate so that stock unit. it 
will also. infb..9_'i the user which stock. snit tite.transie.r 11as come. from and h. . ,:ot:tl sd. ,. :'. of :.he 

transfer outstanding. 

On die Horizon system a hra nskr in cannot t he:l.t;""t;...r..tte- _ he.3x r ;̀  the S, p L ,g stock nun
he 

: 

u're" 

t3TF` n 'c  

try "G'`:i' 0 

i s 

24 
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Thi ff ii iy :'S used by alt € fi1(:es when € :tey i _uivs: u. rec urn stuck, cash and d.: :Z,; L€e .. .£J::Ii, 3x ft:D an 
exerna source. 

Stock Remittances 

,rhr3i y-yu carfl £:42€t Stock ren ft dnee' an s ons :SUr that the £'£>I£A:i soured [_;'z-

slatti .aE_3.c)n is se...e , t::,:. on the Horizon system ;.failure !o dos so will cad to cash i account  I" CA s). 

f) fl.i:-t rtin ittaii.:e is C0111v eyed e x' inter p:Cllite Ltt..i au..or.naanea 
,`

r on t  7t`'Ct .'sI sI1hh must 
he rera:inecI in the officufiur € :: years tor auC it ('!illy aw , 

Offices -whic . receive stock from _e el en-mpsteaF Supplies Division 

Fn an the desktop menu select: 

T aiisacttoats (F I 

Re.?:itta;:zc:e (F3) 

:11 Supply 
iv 

(Ft -t 

inter c,.ek r:lve.ci otuo die ) _ r:.i_ 

Offices returning stock to He xel Hempsted Supplies Tti 
isir 

From thetes.[ pT?enuselect: 

Tansactions (Fl) 

Reni so (F) 

Ente't the sock v) be returned glu- [;3a Horiano system 

Pms'inciai Cash. Account offices 

Offices which receive stork from the ;Distr°ibution Centre 

• From the '. t.',s .t£;;3 menu SG l ° i . 

raklsac _t ' A:s 

R rce (1:3 

in. a.-Ji r PC) (F.)

Enter the. 
stock 

rdcd sell Ontot e system.. 

Offices 

retitr°:riing 

stock 

to 

:the Distribution 

Centres 

c  

€ i € 

k: 

desktop p menu nu select: 

' 

ra saction 

(E1' 

Out Odle 

PC) 

(( F 6.i

_ ... 

tinter 

 

the: 

stock to 

be, 

returned 

e€i 

onto tire 

Jortron system 
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horizon ...-..... ... . --- 

Remittances c ntfn€fed 

Pro'tdncIal Offices which receive stock from Hemel Hempstead 550 

Stock r dyed 1l onl SSO/Dof-N-1 

From the de top mcmi select: 

Tr ii4a£; :',tf3is (Ft.) 

Rf niitt crc F=.3.) 

In SSOiDoFN1• (P91 

trier the stuck received onto the .i; f.€`:3 

Stock returned  to S t Doi iN
•a F .?££' I '  i: `s t€ap ££n.'fl select: 

t'[ er the.9(:I - k :o be returned oars the s10,win 

Cash and Cheque Remittances 

Cash. POOL Cheques and. Unpaid ( . ;F cheques Received lit offi..ccs 

Ira sacttons (Fl) 

Ether P t F

Enter the cash / cheque ct::iic:d cute the iie4cn

Cash, POCL Cheques and Unpaid (RD) Cheques Returned fro ; m offices 

Trxutiurs(Fl ) 

(P3)

o u t Other P0

Cheques sent to Data Central 

,k:e O-Ae D"lit. . .:"I a .tom .s,:..,v,., si7:'.s E., 1.., H k UL it }£Dt .,ii<a 3c.,.- L;;1 .c.:o':i:u ;?~ .Ex .. 

sending e tegwe , to Data Centel. 

Friun the L i'.'.skto:p ri--!£`n u i'  :'.£"•. . 

Transit ems (F I 

RcnitLanccs (P3) 

:,J:li ...! Data Ctitri Et'r 
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Remittances cdoud 

Natkmi Lottery tants) Activations 

National :Lottery Instants Received in offices 

()'1C;t'_ you have :sl"vate instants through our flat.,' t£:r€nthal you viii need. €o eany out:: i, .. 

.C.L_ll tams. -, the H£i;ilron S'ys tal- Do not ()t;:€.oIai:i the remittance r:C o:" i1'€ actv t:: L [.lt. . S. ;'i 

c ure that € all ac., .v'atead tickets ar. ac .l'—'ed f€>r in the ,.t,. i•ec t cash accent week. 

1rotn the deskuc p mi::illl select:, 

"Irausa :t.cl-ls (F

'. 'nj.tta.fce; (F2't 

in-Client t (F4) 

elect the ap  i e ico pmd is (Fl 12.) 

National Lott + ry Instants Returned to Client 

the d.eskcp ili nuj se e eL 

Tr a: a& trams ( F 

Out-Cl urn. 081) 

C irenth.$: .I.:i. .€1i. s,t.:t)t.7s i..4aLtel',` ratchcards are '.emtued ii en gmri on as a :sioc„k uein as soon aS 
they are received. . ItlstrttctioIis O.:, :low Ic `Ren. M stock (rem . enkm i I` c: raps, ad (7r Dht;"ti31.€ti:i _ 
CF::II;.re Car be €£hold on. Page :J. 

r;:  27 
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Name Type Where to Procedure Other Page 
of report of report despatch for Horizon Information 

manual forms reports 

h flow Office Weekly P4lAS or Obtfll ice be coed f«r the coccpie000 30 
To Lcce £ 5f: i ,.F&.~ .. 01 F-4' 1;1.. C. U14Crf1 rOOr, at 

Ma??Oe€ cei€I. i3;acrr ,.°. { f 4.s ' €".e 03:00 Of I0:fe WOOL' 

roomer Aeo'eirie Ofil e Weekly bA To Chesterfield " €s is only rlta datory for 31 
bratch offices 

DY%A VU) locater Week '.594 A V574 to (MA Can be dest yed . C mpiete and deopatcn at the 32 
Swe sea end of week 

)VIA VI 1 Counter Week y YSYS & VS1f to DY Can be destroted Compiete and despatch at the 33 
SWa!ssea erd of week 

Green Giles Counter Weekly 10 docket to Girth rk To Girohark Complete and despatch at the 35 
• end of week 

Fees on A A lowaores Counter Weekly N/A (center Weekly Aepoo€ts despatch at the, end of week 37 
to 1hahafly 

Per ,,r ota f  lowa€rteo Dffbet Weekly h;A PZ311MA to tkeaoerfie;t F1 c ; E } € };;r'& 38 
report ber}& OTr" with 
report 

re€a oo n M(ewancue O tree Weool 00;a 13111 11 %00} €e Luahallp 38 

Milk iooeco liarsod To La bad N(.k Ce€orpkte and despatch at the 40 
trod of week 

_l ce e/ 5cro Ofec W . %1y IA only need to To .Chetterfleld En.} €e €1 dI Or rce:opc .a€., ; boor 4& 
Weedy Corr ere the revert of beer: c 0000000 oaooade cod 

P373( MA) despatch at the erd of week 

Work sr_/ers Paid batter Weekly £4002 or £49C; & P2003? Destroy Cee€plete and des£€el; at the 44 
to Chtter`kkf end of week 

tuthef€S€_ H ocelot thfree. Weekly b:A retain for 3 ycero 'n 47 

office 

Trrcckr Eel 3€cfccccn OfficeWeekiy N/A Destroy 48 

Scan ttorrre br€=unary : (center weekly MAA Destroy 49 
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horizon 

Section k f of is 

u crl Reports 
The e : zllo lug reports must be completed at the end of the cash accomu week 

Cash i z :: 1 ._E (_rt 

Cow. 3 ti s.V tip Rc . rt 

D •LAS I.0r/ Vi. . } CEKn 

Green !ro Peir 

P&Atu eidyP<k 1„ep nP:,.3sIMA,P&AP?3.l IMAtb 

viiik when ;_i is .;un 

P0 Pi' l.i etort 

Suspense account report 

a€; lers ; zzzzc,i:zz .. ci r4usf rs 'vRi€ft t Stezz:i, )

fe.r .sun ih arV 

Remember*. 

tbu n.0 t check: the vrin hers.. / €.o krt agai 1St the. Hnr :T 3n produerd report .and. c17 t#a. 

:t #. uraries to ensure   in value anc! volume ' ais ee. 

ii you have ru.her trans„€ omn '—~') :ks.€•<a or which there. L.no Horizon zon .etztzr€ check ac~ains€ 
the balance snapshot.  but reme;nbe.r th .se figuresare (Jnlitilitiv`t:: d rtun: t,1e CAR U. anerror is • 

u d, refer to the c(..rl:ecC ons Section hi ttl ',3:.}?tii:sie.. 

3. lcir high vohune tranu. dons, these reports can he orO(ILIC e t rcfu, ugh nu

t. For sha:red.stoc , unit offices ...-When c l ec king dcws .r s against reports, you shouki keep ;h:: 
pruf_,:.ce r p..r,. screen via... s:.> This w,... ensure that any t..ansac:i.Jr:., being carried out 

s.t rtttit zlc €:a 1p at otherg3;sk_Yt.ars wiH not be added . added•tu tite c.xis€ r€ , report you. are; tizec ka g. 
W ;eu you. have Lani.shed £ i tCx,:tfd th e .:etl 3ti and have selected cut oft . a ter transactions that 

were carnet out dur: g t<;.xs U.rne will be aazt  maiica€.fy added to the ystenn and will be available 
fat checking C<t1;the ilex[ report. 
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Cash Fkw Report—aU offices (mandatory report) 

Pro due Cach Flow Report 

i r; 'r; tie des :tc; ta'te if select 

Reports (F2 

Offic::.Weekly  (Sc) ) 

Cash Flog (F.[ '.) 

Pr:Lnt (F4 

Cot pkie the anual Cacti Account Form 
P4105. or ONCH 1 , t end. ':t caj,, acc:.ours 
week 

pyEE„+GGY RFT 3R9v', `.,. 

• 

GS t<( . . ..w 

.e" 

Complete Cash Flow Form (P4103) 

E._,;rLx < i 5 all s.,aily cash decla atio as.I'iave 

been entered 

c niplete the manual. .:ash Flow F.  P4105 

sing the fig res shown an the :Hcar.7<.r:;i. :Cash 
_ k i'3i' ' Odic. `td£:eSI), Report 

Check that the:.fgures have been copied 

correctly 

Destroy Horizon i_at a fl ow , Of cr YVeekiy 

Report 

! o paidi the Manual cash tlow Form to the. 

local Cash Manactemerie tca ,,

Complete Cash Flow Form (ONCH  1)' 

m t f-Alect tlie;. Daily Cash 1 e.  at.4 .. , :R 3AE.., t 

Corn piete the manual Cash Flow Form 
ONCH . using the figures shown
i' rltiz n Daily Cash Dw ciai.' it 337 Reports 

Check t...a1: the iittur .s has :cpied.
correctly 

Pe ta . ; the D i'  Ca'. i l_, t. E,:M.at ;:i .if

Despatch. th e. m anual Cash .11< v F-wni to 0:':ie 

local Cash .k4a—na enw;_t team 

30 u. .'i•T >i'(:? har"-~:oe`Y 
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Counter evenue Rep offices that 
sell retail items 

Produce the Horizon Counter Revenue 
Office Weekly Report. 

;;:salsas 

'rodl k'.- thi -a ~port aend ol'h .' ~a h ., ,... .. . 

Lt i:rn:~. rS'4L~k, afftC:C. :'•ws.wIll:ixig3

CS'

Office ' e_e[dr, 6 oar ~.si 

OLL l £ r4'ROve..1."Ie . ,(

Co Let  . 6

• 1)espa : h the, l- rixn C.u1tei R( ernes 
thce Weekly y Report tt) Chesterfield in ill 
brown j"P:a i :olie-'.dp pt w h at the e rE 

the cash aGs:r:;::",t week. in ar .or. arice wee 
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Report - all DV A offices 

Complete, they 10 Renewa Schedule 
Y594 and a. soriate wide.' 10 renewal 
f'or'ms 

Print the DV E A VI 0  Horizon Counter 

Weekly Report 

r m th r £

j 

sicto .mneu J'~.:ecta 

El£+x. :urt 
EF~.1 

Print (F`") 

Check that the V594 total ) agree with the 
Waal on the .LY)JA V 0 HE r 3Lon Le unto; 

'fed. P.r- ufrr 

"Cz do not Wn` . cor;c t th e error (.ref r 

t .. the: e: t.i: (Ctii)..;5 tieCC£::31.. a.. tI31'a gu _a'1C) 

W ', tuts agree. scl %t a to (Fl . ), 
accept £ £ ci 5aa5 c and 4 i-ect Ctu ' i.ete 

L. :' ` ), T 'r ti :.rP 7.)7:£. C<)nutt r 

"3 ̀ .:~ t'T S.F.,S.L (s3,£F 4:: 1 •E k:F kf t. ,£:: . 

a'FU FE~Y:FFiAL $i:F9~a9isiE. 

?3.. ,aa 

MWei€ k 
3 i.2i 3 .gat i-9$`i 

& r•~~ 1,:~a< ~ 32..E 

o saF •O 
KiY :Jai• 

3i;1' £23:3;3 ..

I" 3n tittial M 

32 
: 3. ..,.:...y. 

i`s.i:;L ~i.i':tt `5%~::: lie  f3 
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all LYLA 

aii d aasoc i:c: wkt.thVI I .eitcwa1 

f w tii 

Print h ,, DVLAVIiI rizon Counter 

Weekly lReport 

R(p 3 F2) 

tinier e.kly ) 

. I: :5t 

Print (It) 

Check that the V595 undo) agree mob t :e 
.DV LA ̀ y 

.I 
[ f aion Co reer;leek } Rej on 

if 0.1-h-ey it)not agree. tc*: i;^i the error (r 1:r' 
to toe c orrcciion:a s ~etzpn in this report) 

v f tt h agt'ce: ve€&c•t ;.t€>-f fY ; 
accept € S e >:1€ 3+Ms€.'y and. j F Ct :i 3£ ] 3 s Lz: 

sf 1 ; 

D.ua',Io the .tW.( ', ! t:!cnniron cttnrer 

eekry ej'..,., 

Tins ">€'3.^..E s can -` e completed unro,'tI. ,`o u C'_..,.. 

n .agar x#: I'~zf 

air; ~ ~ •, 

is lint > r 
'#4 5 l KC ; 

sfl a i'•~i.'K 

> : .. . F

st 

RAF .35.. . :3k„e'F.ly' 3xh ' 

33 
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L,A `1 I I Rprrts all DV tart ffces ski- saes 

il 

lfr 
Lk,ences Issued V5 7 0  

s 3.3 Y .E : t i 3 ,. t.otal agrees v 4l<. I" Y k. 0/VI    1 

tt. t.tt•. ;;a :;3 i ,ai<'urk4>e.'iJta ichot. 

14:  iarr  [ iin11a v it! t k 

,,,+ V O)S Sc ]e ales. 

Des atel the V I 0/V II Renewal Pr nns, IL. 

top copies of seleV.5.94/ .59'a Sci .e>:dies awl 
V5 7 0- Summary ui DVT..A 8wa lsea :;n the ENS: 

e1f kii ;e 207 inac.cclydance with isting 
instructions 

.. esf, :i,.;;i the IXMLUi l(>::1jes Of

iC:!?tC U1es and. VS 0 Summary to Ciiested eid 
in the '•rcrml plastic one-trip is>i"Fii':'3. at the 

_s<llil 3R$he C..,;Sil .?1C.f::3ElYkr i:'lat'..k:,. i uCi< 3T' 3 'tc:{, 

with. e?.ii,tt it '.,.. Iru i lrl5 

>«~:x..a ................ .:...~:.::::::.:::. .:::::. ..~.~:..~.... teens:sx'x,:......,._.,.....,...,,.... . ~; s?aR 

I Ij z 

34 
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Greek . .x..,. all offices 

Produce Green. Giro eeldy Report 

Fro a the des.ktp ;€'i,:'.'s tE. J3:'.l'.ct. 

.Re'~:i£ i't's i,.F2} 

... Grace. Giro (pp 

Prh t (}o•) 

Check that all the Green Gm.iS e.'ileach€rc: 

appear on We Horizon. Gin'n € i. : Counter 

\ ee..kl` Repo=,: hi_c We values are correct 

Check ,hat the Milk Token volume 's c:,rreu 

if they do out agree curreut th ee rr3 n 

•(i- tt. , £ r Pc us .:+ 4E;.C,Cit3o in

When the report .t"s ccsirec , st:l.eb !;i .:.tt 
(, %.:, accept the message_i a d sel.fect 

curt .plete (Fl 6) 

Wrap the Horizon izon €;:' ( iri Giro crnmte, 

\Veek1y Report around `. the Green Giros tea . 

fir despatch 

This tiro ess cao be i ttz 3 . .t t:;. €} rckt hosu th e 

When each stock (Wit  ha, alance ; 

, a the end f;t thea week pr.iot iiw HO sham 
Green Giro Office Vvreeky 2e "PF::i" 

• t ron - the cle,s :t n menu Select: 

:l ff pewits (F2'}

 OfficeS`Ve,, k) l~, ~FS) 

3 
€.it';:3_~.t't.','Vc£i.iet 13:.''~o : i t F.

Print (W) 

C:h0:k that all the btu dks of Green €iires 
appear on the report 

• Select cut-off (Fl 
2) 

t accep€. i }E . -es age and' 

elect complete (F 6) lithe report £ correct 

s t"csi-i:3':wt an ID t<;ri ? G63 ̀  g or 63 and 
3iace SR.i,S Sit. .;sC's'Ft. cd :'.i31.€i:. i.er 

I en 
Slats 51.45 

I^i f: § 

afi` 33 YF: c 
a. 

.. t Nkm s 
m 555 trant 's 

Day 1s •. l£sipi'i d DOCK£T :z6,3 2 E

"+ Girobank
EU `.t:.' ,"•3P4.'e<` ONE G631 i PER ; WEEK 

iii ki:74 bEr3:FEff'9.ELFr  5i*5 ! ts l ........ . . .....: 
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Gamer Gho Report ... all ; I . s con , 

i63.LA 

C . .3a1th the enveloi,e S63 cr G( 

ldob i.: .X11J 1?C ia accrdarice wth ti'e 

ASEIn.g di'.ST, pr!a'du res 

34 
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Pensior " 1 5 Ppc:s S, cfflces 

Produce Uorizon Counter Weckl s P&A 

Report 

t`roui the desktop uenu se!C:s t: 

Rc carts SF2) 

d&A. V $ -kiy (F t ) 

Print F41 

DO NOT CUT-OFF 

e Check that all the Pensiou and All .3crxa es 

and Mtlks oke ns a pe ar or. the i for rain
t:c:z iriter Weekis MiN Report 

- The dockets should be sorted s  t'F J "Ot' if(Y1 

Con nter Weekly Report 

Ii there.norti nor L'£ir.e ?, wtect.e tai t . 

(F 1 6 i and correct the error t? (refer to the 
sxrra rtlons•section in this guide). ), Once 
:crrreenons have i ne  am€ ,.nleteLd start 

rocess again from 1"t the desktop menu .'~ 

When the figures agree, sel c off 
accent the rs,essages and complete (Fl 6) 

T at a stain a3 the l kr:i. _-' : CunteF P&.; 
Report and pLe inlh tnt otx the Pensions and 
MOWn.cc.s ready . i:'tr despan.h 

After all stock units have balanced, the oftice 

weekly l Letutris must be of rt€€ ee: 

Remembee 2..... 511} e rrecr~ows rrw e.t be :mad 
against: the. P&"', group wherethe L i <.S :E 

error occurad. 

at: iaA° 4 

s:iasa:~e~ 

€ sa'D atM d- "'4.533

t4 

,3.E:r si,as' 

t'2
enttr 

.... 
not us uns a

n ,. 

20 U o vs 
iRt . sitsttt 2uS 
4#, i54ad~ 

tao 

20 1.2 rst s4 

t.42 i t53. t&. 

rctai Fan Fr eec gxas  4 t53. &. 

W is Iav 'bet SPIt W Otis. 
it v 2

..... 
P 22.0 

7251St mi 
5 ?,',$S 5.. 

154
...,.~: 

t> 

sinas
211444747 

d a ; 2 50.31 

Ytafv 

2 5.0 
25 74547

25 
8 .155.82. 

25252 3 :5550 
as or €~t»t ... *0.20 

P 73.82 
S's rut : 5 r3.3r' 

41*202 1424. 24 125 

*4* 1212 50201 **s 

<3F  37 
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Pere€on€ and Allowance Reports - aU o f ce cwinud

Produce the Horizon Office. Weekly 

Report Pz'31 iMA/P231 ] MA( ) ready fo • 

despatc1. 

E'o u thi3 ti i1 1£3r3 E Tai, .0 I t:

O f f 

yy

'++`i'ji t y: r >'a.i 

r 
(FS)

# 

bb
.~ &A Z .'.J 1 1 (F A .# P? $ a : M i(  b i ;( Ii 

Check tha [he LOLal.`f ;:k1. i. ';e hatches o 

pe. ££)n :e lcx.iWk agree with the fi' i:<;•• :t.€ill 

Office W'ekl; Report totals P23 i .'Y.?, 

Place the P231 1~M~.`MA(K) in tr.rin.t f the hu.ti;h 

of riensah:.n deck ttii ufatly fur despaeh, ill 

a,.:Ci. rdai:c with e:Y:3tt£1g it:7 i:Yl3f`I:ioro 
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Pflsionn and Alic a c Reports all 3€fict •  

L= > a :be P&\ dockets, Horizon Counter er 
Meekly P&A Report% a r.; the Horizon Of &e 
Weekly ly Report PZ3 1 1 MA(b in the w3 i. e, 
One np n e.ir p€°' Mt c y 5 i / SY k. )SS 

a j)f: end of t iC Sr e .:i1 

:ccrua'nce tit  l:;i Stung IU-u i€:lf.3n 

I)c a }: the Horizon C: fiic:e'MyekIy Report 
P23 i i MA to Cht::sle.rtle..id 1ri the brown 

a>uc one: trip pot: r1t t. the end of the ca5 
>sc out t u.ee in aixx3rc'uce gi rth f:Xist:l.n. 

HAND t r P PHO IAA

si 
Ems, 

..cam• 
«:a a.rr4.s',z: ace A 

..: ..:. . . : 'i 7'•G%":'.7. ̂ rf 39 
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r o 

x 

€ ;'t& Ci •.an`,Sl i.'LZYt'.s.•id R ' (wr~.:.' and, 

5 

Report P i f t t .I A 

Enter these  i,':3T_': fibrin P3 8 0 
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ilMk Token Summary f omee continued, 

O'Diail the number of 3r€.e<(WO Milk 
.''i} ' .. LcsueQ 1iom k'l.ort.?':3.T? Green Giro 

OA cWeeky Report 

,a i ti C ti i t: on ft rl"i P3 29: 

° Du&pa€eb the ?-ojr copy of rm P 9O in 

white One -Trip E velope Misc a i % to 
i)SiI.i haiIy at the end. of the week in, 
xr:s:or ancf2 with exiit:iri.F in.st".r"€,Eitions 

°BUS # ONT P 9th RL s ; 

~' A 

Retain hl tw 1YttOTi cony ot P3:89O i t your .OF  ` 

:2t 2 years 
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Redeemed Stamps y Report all offices 

~ (.. eJ.x~) .hi: Sc£.. ci#4 SiaEAij: ...-

.;.cF:f;?.'4 ante "Llth, Eai.st:llig."•.?l~i.#'#.tt;tii. ns 

Produce the Jf r£I ... Y4°cf?ctFzit ;: S anlp .O1hC' ' 

Produce rhit after afi s[;. ck units .a`rc 

lial<1;Li eci 

Prom the desktop inc .ml leo; 

1 epurt:& (F2' 

C) ioe.Weaky . e I 

Rc ee;;aeai €z;r it s - 3 

Mint (F4`) 

c  i t?i.ete (F a) 

.11cck t iat the savir g slam; f:iav ;ltil>e tOC:z34.

gree 'v.`dt' ; :dv Hon zan Redeemed Simp
:~. , 1 lV Report  : 

if tlle", do am agree, co reel the m

c the n rectieits' ect On in this guide`) 

$ Record tile cumber ;i., c:i.`dticat  against each. 

Jt4tT#i ). tj'r), c'. and t e 'Ooml €`i13:€

on the He#r us rtc1e;1r'd Stamp 
Retiorc -- as s howii. in. example 
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Redeemed  Weekly Report: _ all offices c ued 

This step is mandatory for Os 

Complete the reverse cif the Existing um—wal 
Redeemed. Siurip .Samnnatri' P:373 MA and 
sal'; it to the back; of the Hi?r z ,,>n Redeemed er 
Stamp mp Office Weekly Report, 

D ,atrli in hromt _`t1 a-,t€c f:?t e tr;..r)

s Wrap }loriz✓ti Redeemed Stamp Office' 
Weekly Report around Redeenied Ska_mp 

• Desna td; the Redeemed Stamp elpes and 
Ohe Horizon Ofice Weeh.li' l epo; t t 
Cheswrlieti. in the brown pianic.E.>i tom 1 7 
pouch at the end of the cash account week, .k, 
iti accordance with existing instr-;WCthans 

:, •:>s'̂  ;r t r i... 1i 43 
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horizon

Fosta OrdersT Paid Report E offices 

Protif tce Horizon PO Paid (:omit rWeekly. 

Report 

Frc:r:a the desktop menu select` 

Reports (FI  

_. CounterVvrik.klsj (F5) 

P s.Paid: (p3) 

i'£llli: (P4 ) 

t-7. ecK;that the: total valume and val ue, of PUs 

paid and stamoi agrees with the. . iorraon :PU 
Paid C inter Weekly Repoort. 

If theyL'.:a tvu agree. correct the e r i (refel' 

£ ' tha earodons.C<.'€'tlil3 iri this guide) 

Y°>' Ct:t the figures agree, Select cut -oft' a 3 ,)< 

sag a.  nd, Coan .s F'.t . (F 1 e 

After the stocll unit has balanced compete. 

diF 7~1nua PL} .LT1.6.,..!x1;i.d €a "[ii P4- .

Cued. rum C and total tii i h. P4 M A 

•a ie6 ,.. <l R cal on the 

f .{ P C)° ._nn f i ada \ u.i:. ::I WeeklyRe pert e' ;. 

l:' i eS do  nim agree. acree. mrrFct the error (3eh r 

co the corrections Section in this guide) 

<'a tilt manual Form P492MA aroundthe 

pCh iah.1 

and the form1"l92 

MA tO & t' die brown astiewno 

nip 'at'srt € ::lie. it 3 at 1. . e cash ,.cerun. 

week ill act rd4tice with existing 

lit. tl ucti€ (reset to the Counter Operation 
ftanuaa) 

f)esirov the Hecr.F,ori P:,) Paid:.'oli ro<°r Vec--:i> 

Report 

ni 

i ui4 "u iii
iit i i.e 

I. 

.t 1 iai

•t ii. laW 
SIB #a n; 4Y ? 

SC 

#i+ >ci: 3f net rg6 

4 .r ,.Sa+,. , ,. 4/ r4' 'S r44 '4 
Ce' 'OyS ei"'w:  "4O lE iF!Es„ S  ;x 
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Postal Orders ) Paid Report ._ A€i offices eo hinted 

For Mukipe 8txk Unit Offices 

1.f more than one P...? r'z : ` :.irt<).ar2 .i 
required 'etr iaph,s v. detinruai Corm .90 

Print toe Hor.zon .e (,.; E c'ahhee-, i.w to 

Weki report 

tO:111 the (4e L:} 3 € It 1L it  1eC C: 

j23<l o is fF21 

>Os Path $) 

o Ch ec_k that the a d value

path and stagy, =.lay ap ee with P49c 

P they do nor. agree, correct the error 'eJ r 
f the Coxe.ct' # fl section. in th15 t€.dsey 

'hen the lid res ag.ee, 'select ctt:•-o (F I :fl 
accept t 3iv i, 1e gLs and coinp,ere (F

n ' zet ;fie E-~3i in,w 

en 
an 

Say £atai S,:FS; 

:k 515 

e. 
1 O5 

re rc non 

. .: •i%.; r R• • 3`•iwiz.C::F 45 
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horizon 

Pas a[ Orders (P0) Paid Report offic :s r.- i d 

SS III ,1a1'I. the LOl LL . P49t .. .. form 

P2037M A 

Depatc1i tn POs pad, '.ht P'+90s and. 

f .337MA o 
(. 

'ts Si#_>d e p 51.i the brown 

iii: s i :: : t p you .: M.t the 4:.d of the cash 

a c,Y", .LLt .5L : in. liar 'e ti~iUr (nulLln 

(;3, t i '..1C:>L4?It (real: (rekn 10 he. Counters ters 

)pea ions malm 

Destroy I 'LL Ii non Paid l. F?'?2C'_t v1€`ek.la 

Report
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r izort 

Suspense Account Report — all offices 

Produce the Horizon Suspense ACCnAltmr 

OfceWeekIy Re:p :rt 

l €x>aaa the deg i.ett:' €t;: ni.t

ifrla<+r:s (.2) 

()(fiLr>. '~VAly (.Pt)) 

a-.r t i 4) 

C'.hr.ck that any v<. uc:her.. t RD che< a:s atetd 
ttt tc:trt€ate s s:3c.0 zane .t.a€.iE;>  .}lie! r o 

printed re.porr and there ar no ne ;ative 

lithe rejx7rt is I:3:I t3t:'3`e 't., correct the (.T. 

(refer toS,'.Y2s:.t'f,;t;:r3i;:lfi ; sn<:Uo:€t rn:e t.f~l:I.s guide 

t r• r 47 
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hron

Transfer 
..; ` ' ReconcHiatkn Unreconciled 

Transfer Reports mutpie stocky unit. cifices oniy

Pr Puce Horizon RecondliatkmTr JJ~r 

Weekly Report 

Frcm he.'d;: k.toa3n s r.>i sa3f,e 

3rani:. c . . ( 4-) 

Coniulrr (Fl

Produce Hrr T ra'='as ,a;€( c l 'iusfer

O r -ckly i?a aF t. 

Fror pater ckduop to tw seIo,-u 

RrrN (F2 

fficeM?klv (H-

€ ttt'='i c: Tr:an (F13) 

ecrupIW (Fib) 

if t a r^.Y', .ore ousta:ndi:r:g. deal w ffi the 

;;1'u he ii t on Y1rliaL 1Tarrf&r .

xrra:ciE e.'  Ia:n  (a:( e\Veek:ly 
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Remittance Summaries all offices 

Produce Honrtffl flq)o:rt 
for Rernirtwe 

Stunrnary 

From !.tic: ctestop. UuIU. sekct: 

Reports (F2) 

Coum r;. ke  iF. ) 

.''.t t3s Sol rnlnaiy (,F

'r17tt .(-M) 

I the I" 'pon i,a income' , w:C.Yect the error 
L ' :C :f3 co:re.?"CLL ns

..).str l3'f' rior .on Report ff it i 'c, n 

Inn ry 

horizon 

&J Of:{: r ',x. e. ot'ezon 49 
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Activities which can be done before close of business on Balance Day 

1 _onipkte Counter unter L 3 J. ✓" AL-pons - see Secti<Dil I 

Summarise large: volume products duriin.g balance day such as pensions and alirwa. ces, 
green giros etc. 

Prepare despatch &)rrn ai d en eintif=s 

Step by step: 

I Complete Counter Dally Reports • :of transactions taken after cut-off) 

Complete WeekiyReports --- see Settle:, 2 

Pr,t OBCS St::apfist 

4 Post figures to the. Suspense 1ccowit 

5 Record :Yon accou:Eit €i - dame ('Tale 1 t l a; d pa  No

b Prod 1 3:1 ' : Snips i(3t and. care-:€3lly S ll':

Au)u E .:(E.:ck 

9 iD±:re Cash 

DO NOT MAKE MANUAL. M D TENTS O THE CASH ACCOUNT AS CHESTERFIELD 
RECEIVE AN ELECTRONIC VERSION 
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E Lncc Eay 
d:anLe_ La' you can repare for balancing balancint iouhout the d y in order to save. €SC: et L1 Y.T.:: 

It JL.,%^.'IEtg list. •}., zwU'vjn6 iakt you t.lroug . a rc e 7ttt NIE, ,' i ser a : l ' teps hiel.3. }"i e;ai t, ,e ; a 

Prkr ttoand duri:rg balartc. rg. 

E'Cose of Business 

Item en .c:r to s i a- :iie:lE. 00 the 15. Pnmer am.- ci eumm'. d.a th e primer has an. adequate stapptyof paper 

fit. . ? s'heet's' 

I & 1. Complete Daily Reports and Weekly Reports 

?'he a'iIs 1.LEl'It i";ti 3l'is.alid t lN' ci. lv' s _ .:. r iad a"EC3I"a, in Ci:.x(li.>n I: : the .: £: °.4sh L.s.(1' ( 3:_,"i 

of the stock unit balance process 

o .arnac0(, w.-, a._c p  alit.'., t _t. pc}s.c ian s ,Et ill in ii. €:lEaa X cu, £~.;..x rzor nail . €t

th manual Itndw'-..med Pa}`ni ii ',and I 'It; ;arger Rt'cel't tab e'- rl tst ',e s.a.a ironsed aEid. 
iplr'.:ted before on 13a ante i4'i ii tl e t €c; E? ).. system, tlieIctcra: the caimbt I: r ; etzl in

Suspense .Account. The rrit'm s i t1i you may need to =cntrl}lexe two daily d 'spttdaes on balance day 
r some transactions i.e: One when the postman comes at your cutoff time during :ng the day and 
ache at tilt e OSe £it bt.£Ine-ss hJ'ire son balan 'e, aI°.1x,- ti.gI3 t cs r..:y' ii i .i'.ave t he Y<hc.. on ii 

tl}e: :f?;l'•.iis i..g day at:,., lt,z?sS?It t.l€t 't £arid de pa c.li ii a, no l .ast' the vl ;e til the f==}llcu rag 
day the si<ramaries/'iCs inu t have the. balaneiI,g d.a.'s dare a:lc °>aeck n~ Iiib r etttereclt)ri ht ii 
or errors will he generated. 

3. Print OBCS Stopiit 

Tans report nttf;st he 15I.3„_n e;, on a V fines lay bef€...c prom v,:3.i g the cash acuouat 

° From the desktop menu se_l€„ e 

Reports (F2

OBS Stops iF d"i in s, 4e oaf system lamer 

i•list %F~ i 

4° Post figures to the Suspense Account (uncla xi ed payments and. uncharged receipts) as

necessary and print report 

3' r dent 4}- pe'thng and ream :'in items o at3:l roir t11¢  a„a.outi1, ,st'r. € Li ii1Si}E , i:' 

... •. Accc}E1n : Sfectioii. within this document. 

You.must print the Suspense Acc`n L rea + ri before produdag the Cash • Ae .,.(,1.. in

ffic€s..cnl1' €,.3e stri4.t unit r6 i ti-ce l to produce this report 

a ue niy esoa )tlon in th is is when nothing E. being ll ,ti tat the Suspense. Account.. 
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horiwn

laid Day _ent nt e' 

S. Record non account g data (table ) and parcel traffic tale l 1) 

h exe;S.klon') ifleilU ; `.t[ : 

Tr ansacuurLs (F I 

NonAccountl l g.Da`a (Fl  :% xte:l r <t::: (F5; 

z s activity ' S. .l :t`:i. :,d "x) he tEn d.c'.rtake77 prior  :to the jtt>k hug t ahhe., Over one the-. next cash 
ai :O)Ui t period 

tti ruit ateck ,,i{hce cct):... inl date i. d pored tl:f:ie ow be ttmtr2., :n Hvitlifell} by ,cen ar f e r t' al hr the nho oliice 

Oil l rs c`i.Cs_ii i%ltf: #%r):" .tOtitl unit 

. Prthdnee St c'k Unit Balance Snapshot and carefully check figures 

From the desktop menu select' 

Stock Balancing (J14'i 

Pal Snapshot (R5 

Print i4t 

• Check the 3a.a-i=_e Snausmut ,. i €l l : enstiriY g that. the : )ziO t€ held. Stock figures march your 

actual stock holdintts. U :: the adjust stock facility to rectify am discrepancies 

' :Reconcile all rectei nt anti a a'ment tra saction ttstais fit which -o to ort is ae iia?'le with the 
at:lnuorting git:t.lcht.-im 1 doit. "iet"n,tion. 

a .i)iscrepande.s with receipt and „=a, teil.r transactions sit add j._. .re, 
.&rd hefore proceeding further 

i y ent :ring missing transactions or itt `;"s eet:':.ng transact it is i 34 4;t f 1;' .. overstated or 

duplicated insactl <<ns) 

7. Declare Stamps 

}min the desktop i a.ei..ii select: 

Declare Stilmrn (Ft 

'viii 1'- ) 

$ ' ntei o., th  ste.'r..3 the t tti . ol each. . :;Zlr l). nad tl of stamp xcludl:l~ 1st and 2nd cl held c 

'hi. y:oi.•.r st: .i ;ec 

 

t Officerswith shared stock units will. .._i'. LA to undertake?I ore than one ~~ri.larati-en if rn eec (.:;9,n one 

user has starr:ps to declarer Ito: such cases, swt>itiillZ: duf :s`,. )a`ate declaratioti ...D numbers are Used. for 

each pot nor . u. tiir.k 

9 Adjust Stock 

1eem the desktop rucilu select: 

Finch aaiancing. (54) 
cl-j i at Stock (5 
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.h horizon 

_lance Day continued 

Cheek ~l.Cs_',,}k :.(.:tE...~s. stock OP hand agrees i 7t _ :7:.. li .: snapshot

Any 71`xi. 5_' snaari.Ic.S Quid he re...--checked he{ e mc.fi7.gg an

Cbeck th;.at ti unals sht . :rd on utte l oitag=. st., nip ̀  fig .ire:€. .n. the l3alat e an hc: t n ;itc:lies >i<.t: 
total of snaps .3s you has-e declared 

.. °~ Any di crepaTicie:s- shhotuH by °e c ecked be o`t making an adjiis ne it 

li con a£1tu L a 7 claw  `.urc a ter aS;.a rq E"l aratic ;'s?€ tttlw .t z;i f (€( k'~ ~'.'3rs1i3 S,z 

deci, at or- and confirm t is correct 

33't of st rk is. E  YE.'.onunLnded.I11C:t "itic" . so encase that syssem rotak and :'actual stock 
lic,lding agree. Flo,  aever an a traiat i : method .zfo 'vrk adi a t.w is €o make a st ?..k sk c.c at
This. entails d rlani k htalc gs as opposed t£< a,iitming the s; s,_..,.i li tal.s.: T You 
iiak'i_-k.zt'.Cz the rrd{'t ?. € 3 -;:'. ,' declalrt7.titiT3 and you 'i?..l''.3>er u €3.€.ua n - Qer u r3`tak-e 4rt anietsdnt n C[;3 
the stock :'iu nuRi t < 'burs, the stock ck on the e system. 

9. .Declare Cash 

CI.;' kt£!? 3i`•€'rd3.?. Select: 
tO 

E. .. .,.. . is 

Print (F t 

Fnter your total cash holdings by C e3de tliss.t ri.• •Olfice:S wnh shared stock unit.' m -.a be reeliced 
to undertake ro re t,aan on... ccc.arato. , 1 -he -e tnr:re that = fe user .I t cas;a to _ls:; ...:£A€. hi 
suJ cases, ensure that sepa to de.. l rata ? ID numbers are used for each porth>n of cash

10. View Discrepancies 

u fl slcsa.: 
iaD S 9 S 

system tiaay display a hat of cash and stock dcccancles 

1.1, : .sure Shared Stock Users are Logged Off 

Before oroducint a Taal Balance Report. .sure that orcv ,,--~ .. 
, 

io e t 
is the L.P.. cant E,s:- 39 Cl t€: -~ f 

Q. the. use, who is produ'ang the trial balance report) 
. . 

I 2. Produceirhal Balance Report 

r0€1€. i:l:: de`.skp0p flieinl .'36. 'C ;: 

_ Stock LaIancmg (F`F€ 

Balances Report. F6 

Print >Ir ;`F43 / P r iew (F8.) 

Once he trial balance has been prod, c r.. creek that all totals ate. correct, proceed to r 3iku.or the 
stock unit and produce the final balance. 

ft there are still di c;rcpaj;cies. do a tuaa,: f I'e.cl.. of cash, stock, etc. he.r, re:"?nalis sg? €E or  balance 

tsa0 c 53 
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Balance Dad. ccwi:< ied 

i3. Roll. Stuck Units over into the next Ca h Account Period or Balance Period 

u_:z'. tlr :*' ?., ;. :l e fi

Stock f ancini ; (i+ ) 

select AP or 31P 

B3 s iectzrg t h . i—, the stock unit fini. Balance wi .! a . tr;; tahc,al:y be djred 

Offices which pe d u,m out of hours transactions (e,g. on-line lottery offices) should seethe 

Out Of Hours (OOH) prwcedue:';'s in Section 4 

Tali E'§;1irve ,n 133<zfiR€v' t cki€.'O> n r. hoc (ffl. T4~:'7 t€_n xA3'<_RC ':L`': 

will ;3Iso need I3:, NT.15;. _(.. that x :..acrivc.st Ic... Oil ie. i : :. sto c where no t:t.;zA:z l :Y'0..> have 

taken p4ec during that Cash Acccjtmt w& vk) are also rolled ever. 

Ihom the desktop .r emit select: 

Office: Balancing (H) 

mac, 511 rcdi (f9 

14. Print f fl _ce snapshot Report -- optional 

* Print an Office Snapshot Report 

- :From the desktop metio self :t: 

)ff:ce Ba ancah FS) 

Office Snapshot (Fls 

.Pr.it (P4) 

l5. Print all mandatory Office WeeklyReports - - see. ectiott.2 

16. Ca mplete all other outstanding manual Summaries 

17, Balance and Rollover OOH Stock nod 

1 lh Produce Thai Cash Account. Report 

* Pi Lot aTr;ial C asli cc unt Rea: nit 

$ From th4 desktop menus

of" e_ Balancing (PS) 

C34 1 Accou t. ReporL: ft b) 

Print (.{'4) r
r  Prevt--w (PS) 
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Balance Day conVnvc; 

t . Errors found after Stock <Urt_ i s Rollover 

1:f art error .S k)uttd prior to Cash Account SMII )tt`T, but after alt stocks have been balances. and 

a 1,: relied over, a new snack unit will nerd to 7e created o rectify the erroc N:.te t, at .he stock unit 
a t S. be created bte;ere- t::i: finaa.l ti..tAccota ~t is J.rodu ed (;ee cork .:C.-Irm es:Jon f i' tin g1.:;G"ej 

. Prothwe Final cash Account 

Tcul`1r e t >; , e j 

By Se ec:ting the roUcrvr opti.on:, 2. copw. of € e _ in ai c ash a new. will be aunar taucally produ.eed 

1, Check Office rollover into .ext. CAP 

F-0L in the e ski p menu

Office iaIancing F8 

Office CAP (P! ti) 

11' you l r 1k c e. t-rne.€1  Ji, nc_ss r :k ' sill be (is l yc 

Z2. Despatch Cash Account and Snnirnaries 

s Sil o. and. C atc: sa°np bCi..i... io : ( E< t Casrj nt.'count 

Send eon copy to cheste.theld in the k, c».ti one-trip pouch 

: : &t the ' nd copy in theoffice f hr 6 years 

no 

2. ,Extending the Cash A co mt Perm (CAP)

1h s  „s(?{:~'Giiire caT€.?lply be p n oraied i,,.i£:c <At3~ ~, urll has bun i b.-,_ .t. I. t°oi.. ,our sI s:fik. 

Network 8usiizc sS Support Centre on 084S 60 022. 

The procedure to extend tie CAP must be carried out during n the Cash Account Peru.....

t Tie you want to ext.'• ?cl. and before you have balanced ed any Stock uwtg, 

;or example,  it p i SS
q_
ton has been g to2vt'u not, t 3 E`i~_ £ai a (a' h..Accou7i. ._ _ week 03 and e. and 

n'ad'.-(g :1 ;-.cree. eik €...x.\1'3 et,'.c ::in i"s ' 'i k 15, i.Ii A .rs cc i"C.It.t.tfi.'. ,ci ~. .z.>3t; thc C° ,...as>• L,.i E - . . 

be se ecti 1 dur.hig week 01„ Once the Cash. account F t has been produced. i n. week 05 dwrvrtnm will 
reset hack to normal. 

To extend the Cash. Account period trig the f l.low g sequence 

Frour dhe desktop tz=et u st:lc:c:t: 

Office Baiancin .(F8 

Extended CAP f F i I (By selecting thi.. tepu ail win now ; t . hie .shie to choose to c:at a ci the .< .:: . 
accoum: 13= .. or .3

The. ?tended CAP icon must be .:eket:e.#. before start in to bahance 
DO

1 y Nyy $' iP MA.....ALAMENDMiNTSTOTHE CASH ACCOUNT AS CHSTNELD 
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x4' 3  .. .,.»......,,»,. ,:. 

Suspense Account 

O w 

a, spew AI".e.wmif is the WCti611 Of the CaJ.t; c--nmY 1 3re iü.isiv l3 :o ; a the L1nJ imed Pavate 2t;+ 

€ Ta ilv ?l, Axithc...-st'd r a. 1 g11C). ages (1 b €' iA i ul'iid t i1C hargeC. %.r't ::ip ' s'1, i11c 9 f sa._'C7iun

Cssh Account is4'i below). Thi spe:.:io.:tt da:ri 1R, ..he :eis ans fi r iusmg the Suspense l c '32,1::0 and 1)?i .: 

to move ltt: 15 ttlt:`✓ a.'ti Cede 'I". items f2"ri':T[ uspeose All l.' i the :.C i? Z.' 3J.£.l ?l1.]i-e a) C f ;C`s =f", ''i. 

redeem from th:1:'. Si pi'. ns£. Aca oumit, can, be .31)tilid by the it l: f #:..' Ili selections?"€'ocess, 

Fron die dskto menu 

raie ac.tioil,S -( ` I. ~ 

iuw£CE ')'z: lt:

Ru erbere _ to icons ork:. ili , .-. . . e_ 
 ~ . 'k, :c:i(: , .. . . OW 

Susplftsi£: Aiwl ru mt has apartner < . 1'  . 1; n

/

 1' "~ i '. . :. !~.t?•<l l 

3

. rt;. i. 

E

. i:i; C. ~ 21 iii: use 

the Won& ::>.. pci.:..'s it wi 1. creaci`. eIF 1\  )33 tl;i i. it ..̂ ti..? ~l.' .:: 4 i 0:hf1? Wit:. ''̂ ii . E. '..ih 5), 

Care ,,huuld he taken. when -iwvilig -and redeeming itpIns whnh is s more than one line r32? 2I?C' 

Cash Account .i.e. t;wwes. Gans and. RD Cheqnemd.

only the °z,III€ wi.ig items can be held in the Suspense Ac€: mti.n 

Unclaimed.

Authorised sses 

Rem shortages 

RD cheques 
- - 

yy~ 3 d Cash
r~y., 3.t a' .  A1~l.E,i:t:At.).•~.~5¢;. r'1,\.a. .)3 t1.•i. tct C a., i 

U .c aNed R eiprs 

- 31- - ase any oilier P.-( du is which you CE 1'i" should he i € , -CC:i to th e 3 I.a.l.£..:isc " CLOWit., and you 

€ eeda•t jli?i Aek,loTE., ir-ni zt"ili.l cu::aa_E Ear BSC (Ph S (;)11 -) .Ti) for. Uie correct aches 

Tht 's en x2:1 aet'.~l ri y',. . i Eh.Iien£i :,7.a :<R ,_I tE; 3: .0 Jtm, S ea. - or -..I_E11.id

j hermt e, Ls tt rwil'it. 3l`.Cvi ..:.£ r i. mc2 ki .he : . <::1'. €, ..; :etrm Ear,° Sw- Utli1 .lS .;: . ..

eat CAP. 

I eC ;Sr ? C€1.1e#i optics ..7i2 hr i€ cil by the d""2 E1 Pied Supoet Offi e, r2'{ _st) i :E the ttiur S`SitEi :?lfi t ES. zEi he! }ti;> 

lG:~a'➢7;}iE.i'`v rhere Tl•C r,  e€: r. Set 1,11n nds imdabl on Yore system. a..# an rt'l i hr„* been ttiaeh lil migrati.Cn, on error 

imr . . ' fall. If i , e S nil! how to deal 3. : i p t ` e iul, (' the Suspense ) i i ~76L).t.. ~'€1f:{:~ i:fk. fk~.~ 2€ ir+:  1~ _ with' i.;: t T;, ,:-E T'.L.E. :l .1. ]3 ties 54`t.. ~? 

-kvL 3. m ,)n. will I%+.1`:`,."i. tranud form (TH ., 

The item( s) cull nerd is oem theIsuspenseAccowu ,vhm &.e -Y 1. it}ii tCt'';.:icl `LC. T2i c L"4€.IIC .'.% e. 1Zf; €Jre to 

C fl  ,W GAL'S:' i eals. fi.t. ` k .1::t ;i.i 00 5) ) Cotltl natlit it inarmrue C..kcu.lanon ,, rentarratiOa, and nettlenreno an; 

kC.ing m€:!d . to 1;Ei?TEt'i:. 
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horizon 

Suspertse Account coni edlf 

Dealing with Losses — office authorised to hold losses 

fir. Low Lowr x'1,15", sr ithin stock i:1,tt;t:s should. h'e.z' 3(. c's`El t£) the 'S Account Suspense e u e t Ii (unclaimed 
r ss l aftel - the '-prod cit'.)*..7t ;he nal balance tt ( A ` :it R) r;:sil() - Th'i must "3L d

using tizc ratoe k unit..': which th e loss, o'..(w et . 

is important that .these 'nsi trueti£)ns are l:£ llo e£t : €..l iiiy as € 1 Pies that previously opera e£d 'FC: O 

vo" C nor a%e s`:eedf l to. J:3 s a lo— ,ri €,.e4 >t > t 5ti. L"C£?L2,11: Prior C :? ; C3r'?on be 131 2:7a k Sf 

I, i!€.€.te to post a lca;s to aspen r will n _an that the loss will xt win wat t e stock uhit. 

Move any loss incurred to he Snspeose Account directly after completing Balance and 
CAP To1lover 

.`F"oto'tile tIG .t€'ts# :"; -on select,

tiouseketilug (P13) 

losses rbl ? s (F 14: ) 

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

Ibis _ ,ivft. Is optional but will ensure the sI€)cI,  i...ns will f zT33uene the new CAI with anet 

discrepaiwvofzero.' rnj w.ifl need Co unldlertake the i.' "ear i ms beibrethe stock I nIt :is used for 

f_i t er transactions tI -_ perform the declarations thtne:r that wow e cuing. or the following ; £z:1 

before any other 3c; I t7.:= are p e  '-;Tn-vf d on dir stock urni) 

To :make a Stntp Declaration 

c_Oill die desktop . ;; r u select; 

Stock 3alane1.rig (F41

Dcci Sta t.tpi ~`,t 

Providing lig:uri . In . been declared correctly t.>t r€ 'x:Y Ii Ire no discrepancy 

To make a Cash Declaration 

From the de.Mlr%.op I x.'. :tii. select; 

Smrick Balancing. tt'- 

__ f)cd Cats£. [I'1 

iffigruaw ale declared t:otrec:tly a c.ompensatpry gain will hr srhc'n t tl for the saute. amount as the 

1 ~ ltttz"s.T_'is f h.: L,art . 

. 

t

t

lif: ba 4-EI e.:i~:S' nn inp ii1 . 3 it €.!je' _ , ,_:,t:ept the t_ ccr  ct'n 

will 

c 

This x:. be S awn on the trial balance report 
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Suspense ccount caea& ed 

Any y i£atis iucuired wUlnu stock Ettii.t ±! d to he moved to the SIT$ e, se '.c.c:.:<H:st . (utid ime 

pavmentsI. C , ax..; owm g this procedure. all st_3ck units will start th e new GAP  with a net discrepancy 

;aY 7E. ci: Shesuld aa discrepancies be a... uwii izt r u the wt:eL they w€37 be s , ea`ult. Of'WOTt carried 

oui during the c'urren.t CAR 

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

E.gWeek One 

Stork Unit i.ueors ks cofi.Q 

Loss natal wtl.l show rt...j 0 

Cain total w 1. ='•t ,,, nil

a Net Uasciepaniiy = £10 Ain r t 

Afn:r CAd rollover oft ice: ~tockae . z a nt ry the £10 loss 1010 5u5pe ;4e.,c(t)tan: an 

declares cash and stock. 

eekTwo 

Weiss total will thow 1 ? 

Cain total. will Ihom,, £• I °► 

Net C1.P5'rt:jidT3Ci:' =-. nil 

Sh iuld. the liet fk:'is:rek)au i be anyother amount, t...,, will be tin .Mock unit disc t°epa i r ib.r 

this partk ula'r

Ckwu .?. P ., in . in to  €" •i. ' t '*£ , 3 ('(;:'f ..( ...t..wn e.iTh appears i13 the t sc cpaiicy 

a , h van be 1E.. - .-. : . t? . 103 ' t : 't'!,. it ial. f✓<d LJII Z:' t`i'jM7 ,t

Any losses held in t, e Siccpe'nse Acc'ouni must he rt:f'3£,'' to d inline With POCL bud r to  . rtdes. For 

i rt'3:er in ornia`.it,in.. 'tt.r :t i In. Hprvir.n Sictn.l 1. ,s  A ui f t , C )ff.j i 5 :':333#, . t .€:3f:>1t. f rge 3: . 

A e:twy :fees 

Sonic ag-_ti£ ~ offices Eusi:: an ahreonent. with Post Ofilce Counters Ltd to I.W ld 3.11 losses and gains it 

At Suspense. Accout`it for: t •4 .%e(A. ec °)trio. In these ins a es. amow:itc Can be held in tiu 'Srt pence 

Account and adtus" e ` in accordance with t1m agreement. 

The net discrepancy must. be adjusted within ..he timest:.ahis laird down in the terms of the 

agreement. Fajiwe to do so, may render, the L 3i",li7aiTy in r at .. to its c?nnuc€ . 
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bri t 

Suspense Account tThuet .

Dealing Deafing with Gains t i €hoki gains 

Any gains incurred s'iihtrastock €i_€€:i.tsneed to be moved to the SSuspsrnseAccmint ('• ft—c1 asged 

r# cipts) after 1u r( due  i? o. n C final . .stock. ...: t halanace ary i 1P (not BP) rolls>s<_ .Th.is- •esill 
tlf er"tF3 be 4one lasi:ii lto St€::Fc l €itl<t: in s hieh the .am ricce rd. 

nl)€,:rtant €l t es> tr i3.t on r .1011 sse=- €-refull; a t' t ,:F> ii : l rfiit.itsl;, ;, .F

would not have n eded to post a gain to [ iC Suspense : 1cco'.li}r i' t 3"Fif ll. being 1 }} en en:>•ii 

} a l ire tc 13rjst a gait tf, ti5; '; P-Ise 1 a1:1 ii eri that :t the gat.> will rt no i. *Y t;.t: 11 o. .k un.u,. 

Move any gain incurred to the Suc ence A€'count directly afeer completing Balance 
and. CAP Rollover 

From the dF .E< 'F fii u select: 

klOuS 1=, 1<s _: (Fl 1) 

Gains r 1 1:2

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

Tilis activity is optional but will ensure the one on w.; ;} t en t `e ice the new CAP w!.€::i:t a net 

discrepancy of zero. < a '1 wieed :car t:ndertake tl:s . f'I :; .e i;,lai cfs>r the th tcae .,e>:t is .nu.. t ;t 
further transactions ,F.e., l;.f;s f,3i-era the 3..€~c. arat.f)i..." <: F3.. " ,t isha .t 

l 

same evening of the li?llo rng ll:y 
X3,1 re any other ii a. a 1. e tie - lntrtL} s ll €:3 on the stoni. u ti.} 

To make a stamp declaration 

. , . ; r. the  op . Wnta select: 

Stock Balancing (F4) 

l ec<" Stamps idyl 

.ass€:€n't :rng fi ur€:s are declared correct;, there still be rt.. l3tie:€ etc.

To make a cash. declaration 

From the. desktop menu select: 

Sock Ralai c€ n' F4:# 

Ded Caul€:'P ;i 

it figT l.res are declared is Cl C correct correctiy a compensatory less will he.shown.(or. the same arnousn is tla:. 
g~uts irif larr c.: ; :f' =.r; of tla , L':a.l: taue. .'suiarri €:l#Is the 'a se lea ept tl:. .iiscrf is 

._)iis will show an the tr:iai f .bnc' report 

w,if ti:'.:#:.(. 1#tit€ #Et'-sl tsi lx ;'.r3ti c to the S isp£,nSe.''~.;t

%vLf il} i1 v s .r.il: 4ra.t the revs 1 P :•'iit?I ill.

any d.is epi;tuc € :' .IF ii later t . , the t:. ::x they will k as a resuil of work cameo out n:}:...g'hfe 

current  CAP 



POL00089733 
POL00089733 

horizon 

Suspense Account continued 

EWeek One 

:t

i

c: € ili; itai es j ttt r) . LU 

1.i':;J i()lcF` S,S:h t sinew nil 

ti ,al  Il Slyn V Li U 

Net discre )aitcy _ C i 0 (over) 

~l CAP _ . ,.lo':cr ofEce I sti£..:nolder enters Li ii excess ._.t!: SuSP3C'nse.A:t_nn, '>t and 

Z e J'larcS cash. and stock as shown above. 

Week Two 

a loss total >. ld  show i7 (i 

Gain total w ii SLOW Li 0 

,c. is l the net discrepancy cy be any amount outer than nil, this SS tue the stock . . . 1, 

d sr~lt:ymiry lid:€' thls part icular CAP. 

C3 me a y11[ ho: : E t ntcd 'c H iLS , :a O )t t poxW fl LOSS apfx;ans In the d.S£i"eo7a:i:t(,y 

Ihis an b l( On t .: tilt v 0 i111€ ~ 31. >'  _.:t ret OYt_ 

Any al:1 held in the Suspense Account must tuetedeerued ill line with current ?OCT business rules. s. 

For information on rep lee lt:i g gains !r- m the SLl ll£ . e.Acco €T? ,)"e:fet to Horizon System U r 

L; itClt Office AC ; nnis .rat.):(m s pikge

Agency Offices 

ti ;tl 3 eil x offices have an agreement with t'riSt. 01ceCthsiers Ltd to hold <lil l£.ssi.a anti gains ill 

the Sus 'crnse. cncsnru ion a specified 3 ) .(i . in these instances, ci:€tDuctt can be held in the 4  e se 

Account antic diluted, in accordance witl the agreeme..73 .. 

I t The net CSlji;t pTil).£1' muse be s9£llli«;4te;Ll within 1 .:L" t:::YiL.?L~.ttt'S la.?. . down .1 ,3Y. €1:r .i1:A9 of.t.iC. 

agreement Failure to do so. € may render the corn:) ,:;.'; in. l)rCacl] £:l ., contract. 

60 S corn with 
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horzon

Sttspersse Account eoruinued 

iDeang with Losses other r of c 

,.,1 other ofhees there is A distinc't.ion between  losses ! ."lic._i. :An f,i c .. to hold within the 
Suspense Account arid  t:'s f- .4V 37•: h need. to be made :good..-: 

Ii .a loss is discovered on balancing a stock unit, it should be made gto.ld immediatei, if t:,,:.lc . s 
_ht. re lit of :a !noon ,rror, hr tua it an tI`r(A no ss ii ) fx..t1R:(:y tar anli 3'(.itlt cart be, nos' d to 
the Sot $Iease Account prior to toll :.: tolli:ng river in f3 the next :CAP J7:€d at'.dli3tixj' to hol[ the annauilt 
',ought from the E'e taii.net-work manager. Isn 3.C.ctthi n. to d-rj.s, :if the :n;;st is :if nic,_ a Y24 e.L'' that neaJdns 
` good 43:)4t1d. teu li in financial hardship, the amount ma be moved to the m, ..,pense..kucount-a:nd 

p3f I'Ftt#y't.t£;it:f sought from your retail network manager, to hod the .lo s _ cnd, 7).r,,,' a. c m „sati g 
ereo:r.ctstnl:tiig t€3 ifght. 

Making Good Losses 

if you have not obtained authority to hold a l=ass v:°i lciti:the ;Isl:tone At4 tutu , . _t will need. to: 
€ s , ;)C>f€Q-dhe (,s..dwiia.: L.y afhr.t 3e itl3., ti@,::iS.a .,. has ro.i ed to the next t..•'a.io 

Make good the loss; 

This ,n}ois'es Isla: m. g  the c:a. h .E ?:r the. amount of the Ire.: u  our till 

Complete a stamp declaration using the EXACT l uses declared 
for the stock Unit 

balance 

This activity is optional bull will ib:L son l Iii;ll.JiC.S_ mile €tees OW ;Aith 
a 

net. 
discrepancy of re¢ -<s ,, . ., 11 E under talc t;:.. <ix.,: 

a 

m4. ;Is. bei )o th e, stock unit is used fttr 
l llt€It4., ,.ta sa..t ll_ilt.S t 1 x dat'adoli c di'!r >hat sat tiff'. 4 t CI€::`:4x t. € tii :4o me ru day 
before any oth.;r a+::tiy till'.. are .: ii i'trged. ::n the stock unit,i 

To 

make a stamp declaration 

From the desktop menu till select: 

Stock Balancing 

(F4•) 

D.r 1. St;3tllp (Ft) 

-.Assn 

n 

ng figures are 

declared 

correctly ectl 

here 

will in: ,:€ 

no 

discrepancy 

Complete 

a 

cash 

declaration entering 

your aett.lal. cash 

holdings, 

including 

the cah 

placed in th e till 

to 

make 

good the loss 

This activity will need to .be 'undertaken before th stock unit outed. for .to=ll tl, :r t3: _:3a4 t:,3t?. 
(re. perl.:'nrrri the m .. .:;rat otis either that same. evening g of ihhowitig day 1 efrmre;` any other
seth des' are performed on the stock m u) 

From the desktop menu select.: 

stock Balancing (-4) 

D 

I 

Cat 

tFi)
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horizon 

use3t'3istw t€nt. continue; 

if f ns are k-d trvd tor:ra.:tlt' a L(Sr pens t ir3 fail; will be shown for the same x..:ie llr, a the , 

loss 7ixairred as pant fthtt ha1ance.,A>suniing this il the case.: a :ept the d. c junac.v 

T.hi ; will be shown  
ott the trial balance report 

Y. following this fir: c.erlu_ c: all stork units s will start the new CAP with a net Adis .rfirpanc of auto. 

Should an .dlscretnncics be; s. own later in the week.. they will be as a result of work carried out 
dur;.,.9 the cur ten t CAP 

took s shown abr_>:>tr. 

Week Two 

Loss to ,  wfli :.show nlO 

Gain total will show *1.10 

Net discrepancy = :nil 

4hould the ran discrepancy he any amount [J€t3.rr than nil, ..his will t)5 toe stock aain 
t- ;a£:repaney for ihts parti ,..r CAR 

Obtaining authority to hold a loss in suspense 

h' a loss. . is moved ed to the Suspense %ccount, the retail. r f y r;rk 
manager 

must be coutaicted the day 

fi fer 

the balance .has 

taken 

ptace 

to 

seek permission to 

hold 

' 

the 

d:tt"Yt71113t.`l: ar 

retail iil network 

manager will prmicieyou with written authorityto hold the. toss, W. hit..'i: i°'Ill. also have an end .darn. 

;.f 

a 

: 

.....ipvusating e 

rc?r 

has nor beeii rCv a1ed by 

th e end ofthe 

authority 

period, the 

.amount 

.t"7..ist 

%'e 

removed 

from the Suspens£. Account 

and th e iost made 

good.. 

if the retail 

etwork manager 

refuses 

alttt-mit.y `. Co 

hoii'?, the •amount, z.' 

;i ld 

he:r'emav('(; at.31._ the 

Suspense 

 

.fit 

t.r r t and 

made good before the : 

ci ot 

the.

.ue a l:sa3 

in 

: ,,c 

rat 

c . 
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Suspense A ourt contineed 

e: i . 
nth Gains m,. other ofcs 

Any galas t ecu red in a stuck unit : II be deal? with either b; moving the: gain to the Suspense 
Acccntnt ..̂: removing f13C;1i?r' hum the tilt. 

7~ the large counter gain h, d_iscowred r balancing a tuck t.l:ni ,. the arnuunt Sz. bind be to ns erect to 

the Su+pe.-Ase Atu,,:,> nt 3t'f e't' rWhug e)vcr the stt  inst to tlie. iieSl;_.H It a gait' .. X110 c1 tt% th 
,u penseA•Account, your retain € etL 3"'frk •manager must  be c 3ntaactede Bedayafter the babbuce has 
taken place to seek permission to hold U10. amouncYoni eta)l network tromager will provide you 

with written authority to hold Be gain, which will also have an end date. i a compensating error is 
not revealed at the end of the au ority period, the gain clay be withdrawn from post oiceftands 
and d -e ai:ii°t1;s, E tiara"'ttt hoes i e >tr~n ns ric'coumn It an it -i;,r L:t]rt"te o tight a, ,' i Lt . .Ii'ieru.? 113:`: 

been withdrawn it must 1-v made good wash xnuinediare elect. 

Remuvh nwa Imo the 

l you have not _ht<ni d aF.:< i eu1 V te5 hold a.gani +-e3;th,,t dxo Suspense Account. you ,,€U.rEeed to 
correct 'the , 1.,t i"c ,i ii=f ,??`ter the stuck 1..71.1_ has been bataui:ed - nd rolled over to the next cAP 

Move a y gaga roll reed direr ris stf'tet' t'tuno €: ttu g, P':1 in v s>1 1 iP t>, ,•&le ?'t_i' 

Remove ve the s...sli lot the. auum-i: is?.t %ad)a from your t ,. 

Complete a cash -and trcl stamp l tt< rat minus e gain 

1trt.:y ach . n.e is optkixral. ut will ensure the 'toc'i,.' unit will commence the .'i€'>s- CAP with ;a net 

discrepancy ofzero You w:illneed to tmciertake the Whom ,, before the stock nit k e € d he
further transactions 3.... perfbm: the deciatations either Bat same t:`kvening or the 1t?1 }LL i. < day

am' other acti.vtties are performed On tie StOCk enti: P 

To remake a stamp declaration 

. From the desktop p € _ enh r 'r.'.C` 

Stock Balancing ;_,F.1.'.t 

I I stain 3t € , 

Assuming ligur s. are deelaree correctly there wt.ti ... no -discrepancy 

To make a cash declaration 

thorn the desk£.p r;:ee<'?r., select; 

Stock B:ilaiicing (R) 

I eci :.'fast (Fl) MINUS Till GAIN 

if figure, are declared usrrectly a compensatory loss will be shown fur the same amrnm.t as 

the gain incurred a.s part of-the balance 

Assuming ibis is the case, accept the discreparm 

TPn-wt:. he shown on the erlal balance report 

':... . it :w': kit> o<r„ a 63 
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horizon

trspense AcoUn c),lti"uei 

iv ?cilia ,s in.g tn.is proiedure..all . ock units Will sr rt the new CAP with a net dist_re pan ty • i tei:o. 

ntoukt any di.,Ctepancleit be Agwvn War En the week Key will be a i reimi of work kro  L Tried _. 

dLuing tIle C'.UT'rent CAl 

Eg, Week One 

Stock i iTilt iseurii gain oi 6 1 0 

I... c;s Ec tai . 4;11

9

.1 thaw Ili} 

Cain tc ai. will rh<o'a hI?i 

Net =discrepancy = #...)

After C_.Al? ri homer  office / iock.t oIci t . F.T -1 civet, the eases h 10 and re k is iares ce h. and 

cit as S11;' a above. 

Week Two 

Loss f.:34?I will showhA :rrd 

U1.I 1O U 5 5 t 

ist: eli iic 

Sho.ud the .net cliccnirancy be ani #1'_,;1 Yi?t` other than this will 1* the stock imif' 

fji1 thltc p rtici iar CAP_ 
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a Section 444 Correcting on 

Horizon 
Procedures 

Errors found when e Reports 
beforecutoff'

 ➢ endured iron€ t . .'.:: rizo:€'€ 4ystelY r.ma:t be h€ ,kec ai1:€ .£ th e -etctu d sup .1 1t3 _dockets 

u porting info r::iati{;n hefoi,. the in 

<ai: > I dasc_i: Bred at Ina 'St he cc rreoe#d. ...he rep [ f p>r.,u u ced from the olIz..as sysu I:tI 
F 

.,~E<."~lElt_~ L"3  S:i7..-i8:~ d. the ih.f:;ke[51 y;3F E11g Ili .;€.€.'t #Lai with the

This type of error is co t t te:4 by using either: 

The s# 1,;t'b f fhdiity € s itl'rl`. th0 t„r<;x€' al. tram.ac:iou has been entered. inco reetly) 

y entedng a €l("w transaction: (Where the oC R-1 ,;i.. transaction has not €i'n f..#E:i:z . at all) 

t: c stOastcin of the two (reversing the odgh€.a'• t:r'ansacI. or, and T.}IL-". entering, the transaction 

Hcsriaon repora Supporting 
dockets 

.. ...................... 
Eix# n pk I 

4.3753 

:,l;) 

Pa-as-i le cause 

"13€::4X?¢ c. has

:''.1'. #". r..lter t '3:3 

Solution Horiaon..report 
after correx ca33 

Surer Ciocha or, 
53

UIC 

4444. 

A 1 L OU F' F:;i j 1:d ."f• ? rt. ?ti: t ', lic't 5 :ie i":: LI€
E .)4 

.3.,,i  1r^.rSll .s?i.s3f~ 4444. 
ii 4 f//~~ 9 : F:ri1. 3. Lt P  L:.!a'f'£f:} t."ii.4"3. .7:4,Oi: 

4:444..., .,.. .... 4 444: " -? •t.€30 
C :i=::.z3v 

4 .....4...4 4 ......... . ........ ...... ..,..,. ., ,..,,..,. ._, .,__..,,.. . . ..............., „ ..... . . ..4 444........ 

.. 44 4 4.. 

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

1' i 7 00 D? rk , .z3tr3.v why C I ittku .3.•f-

34 iE } 13 I?x y',Tt,. •i .!a 

or the s.=.., tO} 3 a St y _ 

3. J:,, , ,, t ; C l:i.. - il~,Yf}
8..: 5 .`x .s 

 Fee. <"•TL <. }a{

..... .. ... ......- t iitt }• Ctpuri 

✓?:C".... r, cul? h°.?r c`t f,3 
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horbeon 

Errors found when checkn Reor 
after cup-off' 
lt teem -off" butt lil has 3%((i sf: €i: i. prior to _;if £.n.. ?the _ _ ?<)Ct against the as'tual _ i.t_I.ets !` . . 

=;irpf~,rt:i g into itwat c:. a:ad at "-r'c is ra_>td the : r rec c'n a.a 'r ifl be .-ntde. us ia g t : e° r[ ee' 

ftc'iitty Once the correction has been mark., .. I ir.rther report must e : produced from the. Horirrm 

sys tem with the'cut lff ft_ Irlty selected a a n, this re-purr can tOet 1:e:di carded, The first report 

must be 'manually -altered o that the correct entries for vot t ie and valt:te are sh<n5 , . A..w err s.mal 

alterations tout be inu alied, See Example 4- bf i.oi `. 

Horizon report Supporting Possible cause Solution Har , sa  _ tart 

dockets after fat'J'f.c inn 

t nenrop ie 4 __..... __..... ... . . .. 

D orkcz r " rci E c at,zle; . ar• 'Fxtsdr_y
.cc (nfi r.'1:C trttl' 

t i' t1 •k:1.r7 t:! . ::3fj. t.T '9 ,Q. 3 •<5 
39.60 

.... . . Report 'i 'S .:i P:3 Enter t)pcst ~'t m - i'3:"
.._. .... . . 

'C 6:9t ";O1jff pike to correct said.<wn

den t.'. I. ta-auyZ Pratt ..the ripr S[ a„.t... 

this report rut fit 

chae;arded 

l I.,41u 
•S.i N 

i.;. i.tca.i;r.:cig ;^. 

In the case cif Alliance Ld  'un ester G7rc ha.uk the Ho r,.:.,. produced rep-or s will. be .,llto.t3'tslt c -i

amended and -will not show the negative entry -. 

f' :t pear on differem summaries after the reversal is madt tile.€< a manual sumttar3' must. 

Ito parul.... ; <i sod cf.espatched with supporting r;cat:tt ti<: ts.. 
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Dean Deang with Transaction - 
Tf a traansactirn has been entered and the customer session completed. and you suhsequ€ idy find 
you have made an error you can correct the error ley ̀ reversing' the transaction. 

Depending on the transaction, you can :reverse it in one of Tour ways:. 

as an existing reveesal 

a new reversal 

• a transfer reversal 

$ an automated .ca =mena reversal. 

Existing Reversal 

An cxiAi.thig reversal can only be performed at the stock unit that carried out the original transacd on, 
and only witI6.t €ha same Cash Account Period. 

All transactions have a session number this can be obtained from the transaction: log: 

Prom the desktop menu select: 

Reports (P2) 

- Transaction log (F3)' ucs s VA£a U ems y ~_

tT sss t:u € . 

era Inc at is to w 

St $T k€.n

'tat Sa scu sat 

st4 05 SF FSFSFT

Tt nn r€nn reversak can only he r( nsc wldi; t the <uuhs € are s€al ,€ ? " ri€
fi t error i before "£.' Y<;E 3 l3.'., i have been ;  sn: bed). 

,. 

5 1 .>e5t_  IC i'(-'-`. l3 <)Es €1 1 if (i. . . .. 

€.'., f i;t', litewt _ € jc P 'w ; h!. ,.,_..4 ;.'.'I lcc `:_fE _? t., :listing Reversals, ersals, SE" `: r';. aen ).a.: l 

€i€" E.l.3t i ̀ 7(:.:;nfottnation t?ii R,.dt£; nne s~ vin , .,te,.,nps re-eo als -- see, below,.. 

Redeemed avin s Stanip Reversal 

You eats only reverse redeemed sa 'tn$s sumps you ako reverse the asst ated product . , h;',_l"t 
tla were accepted. 

F

e Yanip1 yen have Ya, se "?s .l 1311 Savings :it SIps to reverse, you ernst abc

i'verse the associated b € Rid rent nt. 

In :c.?I-E I 
i

( s ..45.11 nun it::> of 9r, f. ;l z?? ~!>_E.E.~ai i 's'- .. > < __>.t ...,....:r i>??'s : y£n1 'v'L`ti_

evanane e ear bun lug. 

t.. €€€`i;:rmationocl. producing the 'transaction log,_ see the H"!orirorri S ste.rn User Guide, Retorts 

hea t.t_i:. Idl e £ ep ,rca, Prorl.us"z'i2g a transaction log report,.:Subsecdon 13, page _ "7. 

srNf n?i€ with rortava€ 67 
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Dealing with Tra sact_ihn Revrsah conti..uued 

once you have identifled the correct session numbers F roceed. as t6? 10 s.. 

Sa,..tec€ the existing reversal opii 3II 

Enter the , , ne Ate tu ber of the : T bill payment  be reversed. 

the Fs nw 

The 

sw 

F:,T Fill] € ..r <_-.ac € €:., ill pear on the stack 

E } 3b n..trr f 3 t ' ' .l Si?IE~ ab n r r A, A.ngs stamp̀ payment to e reversed 

The EAT s i` U aloeAtt will . ppear on the stack: 

Th comntsie _e the reversal selec.€ the n ish option. 
. i . Oncet:i?3 .. t '-:~ _Ti+..A~f is i~a: `'3 ,_T>'.:~ .. ~  e.~~_. S:~ aunsrnardally ~ toted vtth the reverse :'Fe7lS 

The €d bA , ,tiA.ent ad U1 AAA AtIU ut pay.-r_.a iiiust,nOw, bC eilt',:,red ort,. ,  d:e t 

se 0A 

New Rev rwi 

dress rc exsal : no ld be u tied  o ei ow; hr ny F'. O]] rarot .:,;a._ where the eusuoner t dAOo 

ii -ut is ii 41..,I i k irnp~ , ., s ,u €L.~. 9_<.:I ;...,A d I€ L; 

ha QVn i'. ii I _ ` IU A 1; t'it L r ,F .-:I] Al ,£ot€ii . I iE:' Al 5 ...3 A C IA~)I~t 

the (rAAo;wAAC, u log.

F{>' 3tb. i •.2_t£.J ) (3?t.h °•: J73 t£`r4~a ;<; ~~ ~r< : :~ it :,:!:Al , f, tii _ .I 1  ~lv.~:.1A 

t 
USA! t_,,Cl .,- .~ Lit_tailt1L ~ _1.~1= L~f,̀aal:.-. ~_'4i.;... ~ ~ 1~~C-; ~. .s  '.i.i sa1S, Sti1>SeCr,x"rrI 24L, p t i 9tH 

Alt €t uisactious winch report to the receipt tnd payments ::s tom, er of the Cash Account can be 

corrected using the nev, reversal method WA,., A le allowing exi ep• ons.- 

• Automated payments - see Automated ayment Reversal 

Fib° bill reversal - see Ezisting Reversal 

Alliance and Leicester Garoha .k Deposits Or Withdrawals - see Existing Reversal 

Renemances in or out - rice fi sting Reversal 

Teal. 1. rs ,. see Transfer Reversal 

Trr . ter Reversal. 

A rransfHr reversal can only be E;''' .`d our on 

A": ' C iAA  

77 
Y'ru £ ..t_;1

Out. if the i eCiYE.I^{.-Y sr wk f. AlA has not yet 

transferred. it the seek Tins is perfbnrned by 
the use O a session number, wtAAeh is obtained 

from .he transfer reeeipnThs EUAAASIerreceipt is 
ptrittell AAA AAAAA neeiiv=.when the transfer is 

itAtOrAAICAAOAA ()i COW t€o complete. a transfer 
t ae r,)fl$AAl System, see. the 

.'i l'on System her Guide, 

Reversals, 

Electronic Mint of 

Sale LI ~Cc booklet,  Reversals, 

Subse ci.iou 24.3, page 9 : 

58 Seicnc'rg .et;.l rr 



POL00089733 
POL00089733 

De ing with Transaction eversals continued 

"Amsted  Payment Re,,an.sal 

An Automated Payment Reversal can only be 
cal-dud cut at the uck snit which per br.€ ed 

h on?= ,al transaction, and. you must have the 
= Ct :. b e original:rectJPt. 

The stock unit must still be in the same 
Balance and Cash Account Period, and the end 
of day marker (POOL) muse m t have been 
autcimaticalty acti ated.The marker (poll) is 
usually activated about 30 minutes after 
closing time. 

If the end of the day marker has already taken 
place, the system will not allow you to 

complete a reversal, and no further action can 
be taken. 

For for fla fo ri•:xrin 3 Tel tins t.; the rules 
la ?3 n  t 'tli i? on completing an automated 

men murt rc rol. .ee the Horison System User 

rt2?Z" C. . Automated .l Far St 3t€> hY,ol let, Automated 

u .: t', s Service, , a tern tc ;z'n - :JOrn.ated 

Penomom t. Subseo i ~ . : 0. t. age

se. 
n tar s 0.,: ., kii

is Gee 
iasra:enteP 
I iii 

a'5'r est 

&w arctitg y h hod t€i .69 
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Correcting errors fund after stock units have 
balanced  and rolled over 

suction details s ix fita  ,?C t. ,L. taLc . o : c.o _r an error prior to t';w production o'_ (he final 
Ac-coiunt) in a stock rx:re.. € .w? s€a lr,_:a{7 ._ balm c u 1 r Ic ;t ,ver it to the next CAP. 

To correct the error you must create another stock nob on which you make the correction, 

so that the stock unit can: be easily tin t ishahie from any other stock unit in.the office, call 

it ,ZZZ,. 

If toe Lu.. I. entd errors en ice <. dun t>. ... .. €.,, k unit, y€.na can use stuck unit ZZZ to rectify all 

nuts r .create ! Z. at, an T ziv cz..ai. Situ k unit. 

Once crca.tcd, stock ,xnit. Z2Z can "_e used each week to rake any necessary corrections. if not used, 

the stock unit can be rolled over using the inactive stock unit  rollover 'procedure , See the Horizon 

System deer Guide, Balancing booklet. Subsection?,. 7, page 21. 

Remember: Stockk. unit ZZZ must not he balanced until you have checked the office balance 

snapshot and are sure that. no corrections are .required: 

lior information on how to create and attach yourself to a stock unit see the Horizon System User. 

=r;;;;.Q. General Adrriirus:rati= ri booklet, Stock Unit Adnur strati_ ei.. Subseettoti :.'. , lac 1
r 3.;;>c ,.tion 16, page :53. 

For luformallon cut producing an Office Snap.Shot Report, Seek page a4 of -thri guide. 

See the examples below [hr derails on what action to take when you discover an error has been. 

made in a stock unit of€ey i€; t as b 3: a!; .t€tl and rolled over. 

Example I -- Rod Licence not recorded on the system 

Stock unit AA balanced and rolled over to CAP 20 showing a gain discrepancy o! .18 in. 

CAP 

19. 

\Vhiist checking , ckin thu R,)d licence weekly sales -van_mar'y form P4678 against the office 

a..il [r:., v ott CIs __<;cr  tirur_AA leas understated vir n c.. li:.c nc€ Ito t+ r 

Li 

e

To 

correct the error create /attach 

yourself 

to stock unit ZZZ 

Enter a Rod. Licence 

transaction for £18  and settle for cash. 

Dt'c'_are stamp s and ;cash as nil 

Complete a balance qo stock twit ZZZ -- showing a loss discrepancy of £1 o _ and roil 

over the stock unit to CAP 20 

* 

The loss (11 i 8) in stock 

unit ZZZ 

compensates 

[or the. gain?. F ^, t 8 

i 

in 

stock 

un:it AA 

Complete the office cash account and roll, over to CAP20 

* In 

CAP 

30  

- attach 

-, -

ourself 

to 

stock trait 

Q.Z.Z., and 'transfer out 118 case to stock unit AA 

(do 

not physically 

mo d over any money) 

P 0 

attach 

yourselfto SL A.

. 

Complet € €he'transsfe. as  of iv 18 cash tdo not 

physically 

hand over: any money) 

70 

s'ttncng w'ttt 

haeo zo s 
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~... horizon

ti

Re-attach }c?71T 't r l; w<it 545L and dare sta:rnr.€s and cash as an 

Complete a Si baisnec on stock unit ZZZ 

Stock unit 777 will show a loss discrepancy of £.1 8 and a gain discrepancy: of £18, 

net discrepancy of zero 

When r1r  d> k nit hill€1:'e i completed kr stock unit Ad it, will show a loss 
.ccrepaacy of s 18 and a gain i c €: Iza€1 : of 1:8:, giving you a net discrepancy of zero 

The  du C pang , of zero is carried forward to CAP 21 

- .. :...  :-> .... rsuwtuwrewtw:u

Example 2 A- Extra Rod Licence transattiort recorded on the system 

Stock unit AA balanced and .red over to CAP 10 ._,s i nit a Ow l,wrepancy of £18 in 
CAP 19. 

1 til t _:€ekinit Ow Ansi Ounce .al_; sumuone fThni P c8 S against die ce. 

a3 i~il~: li.riC YOU ;i,S ;; .`i tt~s<E stock 'u_i?.. 71 has :;:I'Sia - ti ill It nail € 's3cci i ? cite 

transaction  annusosny, to U S.. 

To correct the error create / attach yourself to stock unit-

Peverse shod Licence transaction liar i l 8 aril settle for cash 

Declare s>ani s ai d c:as i as nil 

Corn —i>._d e a trial balance on Srock unit. ZzZ - showing a -gain discrepancy of £1 J - and 

rill over the stock unit to - CAP 10 

he gain (US) in>I"uk imit 777 cs 3 .n'.:.r`; Oar the. . .0 >. I Si n snack an:€.t'.Ad-

Complete the Fitt ,_ash account _ ;i and roil aver to 

malt 

t 
lA 

~:?~ } 

to CAP T  20 - attach ow—s lI €t; sink rit c~ a€ ' rans:f r c.ut £1 m cash to stock unit ZZZ 
(do not physically hand, over anymoney) 

1 CAP 20 attach yowseil in Stock unit 777 and conaph i , he _.a€,. , : ' tn- oY £.l 8 cash 
mm st. k t r c AS:. do not physically hand over -any .rnoney 

° s al} I1t C.s.. -.'.11:.la t.3:s I li'i tc. -' i -,.:: eii S 

nilt~ stock unit .aa. Z viii ;~.`.;i:taa a. los dot ' - a no o :18 _.0 a r I.:.i: t 3'.`s °€C`.y ili f l8 
€;g you a net discrepancy of zero 

.. 

Vstien die 3ttick unit balance is to npleted for stuck unudA.il - v5-11l show a ion 

d3-c'naparicv o n..i8 and again discrepancy cy 41 .18, - i':1ig y0it a'.;jer discrepancy of zero 

° lIce uSc c,:ce -epancy of zero is ca " unE f,75unad t(3' _r .P 21 

;3 i:s ; 'wi I; niriaon 7 
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Out Of Hours Procedures 

40ut Of Hour? transactions 

ci 1. s; £,t..0 :.3 s. ,...€.';n .i:-3.inns u tuc:_ "` _. ur o_€,.,.ice .s ` 1 agI L. .I p  3_hL:e opening 
hours. such £ the ,?'os€, i.l..:ce xpests, durintl 1..1e Iu ichti3nr pertod or after I:he post office 

closes ter I33 un. 

The i . x oduro .. it c l;ealing with ban ctiou' on the He tizou system which are "pedo ned cut of 

i.i; -3.:_ +I.' EI _ld '".:fl€ sshti'"1er you h aavi; ntamed perrni3nor1 the"post office area 3tttsid 

_::c a _l.£;:: puss .t?.tn.C. Iytx3;,rs If you no unsure , lock with your

H ho createdto deal with all Out of;o r x. tranctions. For ease of use, and 

7 7.1? a'iii s a ' :?L'F:t-:>€€€Y €"2n u inn ; Lit:.r u'azisac-nona should hi pert )rnLd using 

the out o,` i1i 1 .. stock on": tt. th IiI(in those LIa.€1::ac`..ions which occur Burin c 'it.rsu cl punt i tt.?ire 

hturs.o` :"4'E7`;i ii f:'.1'p,

t .to h bait ..,.lu ix 5 ;.i.t _ .1_.:1:11.. planar 4 on, U.sL _ t. is _onk €L3 relied Gill (O :t i)t' 

II, r:z, 1i a; _€> r, i;t.i Cm  'hi .?-is._a.,';.€s  Or toii t_iC 

ade sc ran .m, 

Orns?n a 

s'a s %tntt, ̀ .;(ib s'Snon i 1, 1)d ?.`. '? I

National Lottery transacton, 

i . 

`Out OfHour? 

Lottery 

tranactions

1`C1:1 : a e of use.and to assist 

.;,a balancing and cash 

account preparation, ion, all 

Lottery 

transachon.:+ 

hould..he performed using the out of hours stock unit (OCH), indudmg those trar€sa.;uons which 

occur daring normal 

post office 

hours 

of 

business. 

Dealing 

with 

t: i 

ry tanisnu - tions 

accepted 

on days other 

than the 

day 

of the 

office 

balance 

Step I Pe orm Lottery y transactions, irielndin arty, out of hours Lottery transact ons on the 

Lottery on-line terminal 

step 2 At 

the end of 

the 

day 

print 

the 

following sununaries 

from 

the 

ora$ine terminal: 

Online 

summary 

h.ssarstssnummary 

Dot:- tickets st mn 

ar3 

Thin=+erg a 

niuru a; 

step 3 

Using 

the 

National. Lottery prize 

payments 

sumxniary calc;nlate the total of 

prize 

payments made 

by 

cheque 

for the 

day 

Print 

the Instants 

summary from the 

'T 

• Calculate th e 

value 

of Instants 

sales for the day 

fa 

reparate total of 

£l and ,2 

scratch 

sands rc:. 

d) 

Th e

. 

octal 'value 3f 

Inner 

[i sales t`_ total 

value CSa:acts 

axd 

Scratch 

Card% on hannd at the 

stars 

i € 

 

 

€ 

.,€, r{ 

ci' 1 1  

one 

day 

less 

acvated 

Card, on hand at the end of 

th e 

day

.

72 & J574,, 

:'lg 

i^i:i< 

t£4rizcsri 
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Out of hours procedures continued 

Step 4 Using the OOH stock unit, enter the total value of the on-line sales transaLuons, 
Tht€. .derball transactions and Dome ticket tra€asactions under the Nat Lot Game 
vptio 

4 From the desktop menu select 

Transactions (Fl) 

Sa c customer (F I

Other products (F13) 

Wsure. (F6) 
Nat Lot Game (FS) (note - each total can be entered separately) 

Step S Enter the total value of prize payments made by cheque onto the Horizon system, using 
the 001 stock unit 

From me d kvq:: :€ ieuu select 

Sere 
ci itt me r i) 

Leisure fte 

N7ational a . -s Cheque: 1 is (€ Cpl ' Nata:;red k ti ,- = CF que al
(enter twice to make vane = acre) 

Step 6 l Deduct the total of prize payments trade by the ue from the grand total of prize 
l:a ~ tin n : shown on the on line s€rt.rnrar ' and the instants su:rnrnar -' :treportThis %sill 
provide  the_ total of cash prizes paid during the dad 

L ltc r tic total of gash prize pa men- cm>lto i:oriucmz:, tint  ;he OOH to k t..riit 

From the desktop menu select: 

- Transactions (F I) 

Serve c ustumers (<l) 

Other produces (F13) 

Lei :urc. (F6) 

N.t iemal Lottery cash prir (F43 

Step 7 Ttansfez cash to Counter Stock Unit 

From the desktop menu . select;

-Insactiont (F l) 

-Transfers  ? i 

Si a€ sfer out s F 2 

''3r lr~f, rmaUon on activating da:--at.l. t;.3-tiE Instants, see -the Remittances and Tra.Inslt ri 

seetion in this guide, 

$etc a rg  rcir 73 
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.,,. in lortery tl ai.Jnl4c2. tF'€,I 
` , 

.a €. o _ thu tho Df the £ I f €£.

. u.311.i (3£_€ _Li t n. l '   u ii1Zi cc le .r.t € :;i I ,1CJ.€1

i., r r i a£ ~.~~ > Ia: .J€as ~:c~_ 1 I ~;zr ,f . i ar ..~,.a v.;€i n 11i t ~t z~_I. un t car br I a.€£ .s , €_ 

the ;liorni.ng ader the . :ai; att. catLi<Ell`j l is £ Ji € t r0aaaa1 p,' 

3il.l k ill€ u} : hanarn.: ? .. aatrack i x..L»- 4o (,. . ,, OOH' . .:k unit, Roll all ..toti k  unlus except the. 

0011 s€ack unit the 3€ xt Ca.:.. Acc >u.., em?_, a; .;?I.:.1'.. (See 1-lorizT,n System User Guide, ide, 

Baiancirig bon ic:ae All stuck units, _.L. tic t:, balancing and t;-"AActoun€ production, subsection 3, 

page 9 ) 

Once wsar stock units have been rolled into the next Casil Account Period, d, they will be available )r 

L. illE` :€€.. ,.. -1 iL1. :.it "'::3.} 1. aJ 3  I <"a €3 I I ?Fs>': tsi ~[. . 

The `0OT stock unit must be kept. in the ciirrent Cash Accoun t Per€nd (CAP) for the purpose of 

recording the cut of hours transactions 

After the Lottery cutntfi, follow the procedure for dealing with Lottery traisachons at the .end of 

the c..3?' ( liealii , n ah t€"aa, axca it?ii ,Ca pod an di s Ca I;3at thali i :t` ad.'y (3. t .t f'£ (1£ :Idt,t'C 

- When all other tO13, Oaf Hour tT3raaac:t€01.a z%1ve been entered nit  tjn(L. ' O }1.1 qtr ai: ` €:€:€lit, halail~~ 

h7a (A-M, oath cant and l`?ll loin? Liar €tear CAP an {€. :€ -._i1.tl sat" '..?=.€F cat : le UL.` tru , _,ccl or ' ) 

Proceed with the-Cash Account (lice Horizon System 3er Luis e, Balan .€ €g'lx)w.. E, All stock -

units, Guide to balancing and. Cash Account production, subsection .J, Page 9) 

APS transactions 

S:tiv AP Iraii>actit n's conducted Can the Horizon system . :i'attst. be included in the current Office. 

For ease of tine, for. _AP8 trarEsac Lions conducted out of hours, use tt .e " OOH" stogy},•: unit on 

balance day 

tt ()ffices .using APT imprinter fda' magnetic card trarasaictinnat may enter the transactions t ons on the 

Horizon System the following da;, after the office: cash account has been completed. 

Smart Card transactions 

These cannot be conducted without anc_s:ss to the Horizon system 

74 B.*ecing w to hs m ac
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Section 5: Gossary of terms 
Listed :here are the le minor s for some of the new terms that you may riot be familiar with. 
Tor detailed eep at :ti-:?3n. , pli se re' M fhe v=lesa it h l l t it the Hurl .on , Yshm ns='r rrirle 

` tl off Thu may know ,cut-off 
, 

to mean. the time at which you start to 
prepare your daily despatch for the ;mast-i n.'ton ,will still redid 
to complete daily summaries for the daily despatch. and als:. 
produce counter  Daily Reports from. th e .Horiaon system. 

There is now a. Horizon `coot-o#° . Once you are happy~yt .at a 
report is correct you nerd to carryout a report cut-off ,This 

totals the report an d reset'= the figures in the ' crh on System for 

the n~ xt report to zero. 

Any further €ransae icaiis that rsu clt t after the report ct<t.-of' will 
appear on the next report. 
if you t10 T1Ot'Ctit-of!' after c € l.plethIig th e report. 'further 

trait. af.tii e be n > will just adi `?;€ onto it and boththe - :old. and new 

transactions 
z 

llt xl[3I3E: €3 ol , tire. next report urooluced. 

Tog on At he :ea tit€ iti Cif eacl3 day t to will have to tell € Ie Hi:A tx , "€ 

... IF I L;

logging  or 'do, , =.'till I .' . , :' ! F . F} ;; 3 iV 'Ti+' ;'3L' 

one: no. Aeo teill ., %0 t _l.,.i .: t:.` i..og on tot -o)' tone hot 

sc'o It act' I ide at i.. 

Log out air ite otL '0"Ala: to .t :s 'C th e 01100 _U _ th e t' _iy U_' t01 ':_ iC KI of 

tt.?n i k€'•.1.,= to ex£:eed IS minut€°s, You mim L€ gout ot tLt:: 

Hornan system. 
_. _. _. 

Method Ol Poy'fl snort IMO ,t 

.._ .... . ... ... .. .......... .......... ... . . . . . .. . . . . ._ . . . . ....... 

The .€ ,...deed l-; w_`.€?;:; a custonier poet or  € :; ; . i.; if. 

referred to a. a Method Of Payment or Mt \s soeli as € ash 

and Cheque pa' mete'.. '.. thls would also ineittck PC eucuta such a 
a "ings Stan'. p'  1331 t 3 r €; [sl ratio: rs. 

You artist enter the exact Method Of Payment received into the 
Horizon system or errors i ray oc ur, 

_._ _. . ._ _. ._... _. . . 

Remittances and Transfers 
_ . ........ ..........__...... . .. . . ................ ...._. ........ .... .. .. _................. ..... ...... ............... ..... ...... ........ ................ 

A remittance is where cash, cheques and sock come into or go .

or t fo  the e l_:s:ice. 
A transfer is ri€f ` .t€. . ,;:

7

;_; l3 ? ee l <t,. +, ton the 
sar.€€ ~. i •£ r_a€x. .x 3 sill ot ie ',ii: c 1 ? . i€.

Batt, I ;t3 :' €r :x( 3 tll .3 ;c opO, to nuet emoltfill ieS.

Reversals A reversal in a transaction whtch is performed when it IS 

vier csa s = t:; c oerect a mistake or to row ide a refu d.to a 
customer. A. reversal does not result in existing Iramacti. lr. 

information being amended or deleted from the system. It does, 
however, create new information, which c.ompen aces, at id 
cOrtect.'s th e original £r xr't•.action. 

SaiettCug xtt,3, herlzrm 75 
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horizon

Glossary of terms cot. uec 

R0ll.crrC r The Honzon System s, P an.';n ucaily carry forward the balance 

brought forw'a:rd figure i P Cash AcLY3::•T't and is kn-tw-ai. ,'s - 1e 

rollover, A rollover ;:s ahu c::mpleted after a stock a:nit balance 

and again ttre.systein carries thrward the balance brought 
fhrward tot the stock tmir. at',€:clllaticauly 

During rollover the system also changes the Cash Account Penn, 
i:e. Rom sveck 10 to week ti etc. 

sales Stack An an scrcc €i display lists the pr0;.€ .:'s Old to Pat:c€i` €orner and 
is referred to as the Sales Stack ;€ ;13< ;3 Ues Rack a. 
total of tica 'if) ..€.t to he taken from of paid out to t. ae cu$to311er 

is displayed. 
.. . .. .. .. .... ...... ... . . . . .... .... .._...... 

S ion A son is one or a group of transaction_ beit w perfi rrnretd on 

Stock  Unit Balance. 

Suspense Account 

Th usaction Log 

the Horizon System. 
A trarisacuien reference urn"Der is given to each pawn of a f.ssion 

that is performed or the Horrors system including the way the 
customer has paid. 
Transai-€ o ..refererte numbers are sometimes used to locate a 
transaction when it has been entered incorrectly and needs to be 

At least one Stock. Unit 3falai - ce must €: Cc lii .{;;:{ d hi' everu stock 

unit k;?' each Cash Account l t wee if r'eslui to a nuck unit can T he,. 

balat.3;: xi mute than stumP sting each r e '•: iaz R~= 
... . .. . . 

The Suspense Account is the Horizon term for € € ci.l 

payments and niJiaryed rt:fcipts plus au :i:;'1 Ilc i;# 

The. Transaction Log holds infiannation about all transactions 

entered. into : i ac horizon systern at your office and is used when 
you need to query a transaction. The Horizon system can 
produce reports from : that Transaction 

{ 

Log - any transaction 

completed Yv thin he list thirty five days. 

7 t:sfu`Ltin t: with S tsar#.iaot3. 
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D,

Name Type Where to Procedure Other Page 
of report of report despatch for Horizon information 

manual forms reports 

Cotinc€I Tan Sthemes courier Daily local cnsnc l Retain 2 Years in office N!A 2 

Rent Schemes C Nrter G dy total rear#cI Rota€n 2 years In otticfn tf/A 4 

All#an:e & Leicester. Coiir ten Daly S€ £:irnary G 4631 to Retain 2 years €n office NWA 6 
Girohank Dep mbank 

Alliance & Leicester Counter Daly {i.#aria.; 64632 to Retain 2 years in office 
~.__ .__. . - ... ..... » ... .. , ..... 

N/A 
... 

6 
Girohank Witadr„wall G ivh_L k 

Alliance & Lri£ester Office Daily N/A Can ae /estr£,ye'd To aid o ets 7 
Girti6aok rept.rts 

British Telecom Counter Daily BC to processing centre Perati t yra#s #i aale Otace Daily kep£,rt can he 8 
BrnDii#ccn f} 3 . 3Ef {f'i3 

TY Likennng Conoter Daily BEY to processing centre Retain 2 years €n office Manual S,,nn miry P5CD5 2 year: 10 

IJRPA Counter Daily PS035 (yellow opyl to Barn 2 .years in office De.patcl Seminary P§ 535 12 
passport office iwh#te copyi at end of week to

ChE'sterf aid 

Cheque fistng Courier Daily BCV to processing centre. Reran 2 years in offa'e Er ;.re cl:er #es haze been f4 
all c1f#te> en pt renatted ,,w, to careen 

DOa 

(. cntfir l)acn Pf8/f n€I? iota earn iri ,.Dren FnS'e.o ;r £l.,e; flare hr,r 14 
fir.'an;£ afire '}r{lyi 3 e rn1 /lift: s>tid to rNnlirted 1G3 tG correit 

Dank ;ecla€ a detonator 

{„r£#' rt°ices: Sold to 

Ci >;# ba o<, toaire 

5. S et€ , <. Counter Daily kD Retain 2 years in al/ice NWA 16 

Daily fni Ii— £~3` ;3n€`i (writer Daily U/A UC"'r n 1 yr u in niir. (an hu USPE .t3 conporu i€dd of 17 
r D tiftll-I I tae or

b, €ianal Saenfgs Bann Counter Daily NSA53MA and NSA56MA Can he destroyed NSA5414A at end a/ CA. week 18 
to NS8 Glasgow despatch to NS8 Glasgow 

National Savings Reek Vice  Daily NSAS3MA and NSA56MA Can be destroyed NSAS4t1A at end of CA week 20 
to NSR Glasgow despatch to :iiS6 Glasgow 

(a..t33 { Omer Ranks Courser Daily 8CT to urocesting centre Recain 2 years in ofii£e Do rnt rent not these cnec €es 21 
Chet :S €all ekes 
uxoesee f.luelaru,i 

_ .,..,:.. 

h3 ,b #it rr Ranks 
... ... . . ,~ ....... 

Coour:ter Daily 
. .. ....... ..... ...... 

P884MA arid P3B&8 
..... ... .....::... .. .. ........:.n 

it 2 years in offik 
. . .. ..... .......... .. ...:..... . 

Rein net these cheques 
.. ..... 

22 
Cknns ih.irn and Selected offices, send to 
all€es reed Rank of ireland 

Other offires send to 
Diitr€lotion Centre 

Transfers System receipt n A Retain 2 years in mice Systvr= receipt is pro6ced once 24 
the transfer is completed 

Remittances System re:e€nt N/A Retain 2 years in office Systetr receipt is produced Trice 25 
the remittance is completed 
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Name Type Where to Procedure Other Pale 
of report of report despatch for Horizon information 

manual forms reports 

Cash flaw Office Wuldy PH10; or Destroy Can be tsed for rho tot pletioo 30 
Tc 'Local Cash d MM or M1,11 farm at 
f amaRer ent a rP Else end Ott the week 

counter Revenue Office Weekly WA To Cttostorfoid Tltls is on:y mandatory for 31 
Itranr_h ~ffies 

DYLA Yf 0 Counter- Weekly V594 & V57R w VL Can be destroyed Carnplete and despatch a the 32 
Swansea end of week 

DYLA Yf I Counter Weody V595 & V570 to f YLA Car be destroyed Cornplete and despatch at. the 33 
Swansea end of ok 

Green Oros Counter Weekly 10 docket to Girobaak To Gir°obaok iepfete and despatch at the 35 
esid of week 

Ponder & Allo'oancoe Cooemter-Weekly NIA Counter Weekly Reports Despattk at the end of week 37 
to Lisaha'ly 

P nt r r~ A A1 rrtm Offrec Weckrk IfiA P231 I MA to Chestot1 tkl fake sore Croetter Wecfdy 38 
report bundles agree with 
report 

Peotme A Allowances Office Weekly B/A P231 I M (b) to LaalatIy 38 

MR Tckors Manuaf To lisahally N/A Complete and desoaech at the 40 
end of week 

Redeemed 5tarops Office Weekly B/A(B0 only need to To Chesterfold Ensure that envelope totals have 42 
Meekly cormplete the reverse of been entered man€gaily and 

P3731MA) despatch at the end of week 

Postal Orders Paid Counter Weekly P$PG or P49C A P3037 f star/ .omplete and hesypatdr at the 44 
to Ckeetcefeit end cf week 

use se Actrrurt Office Weekly N/A Retain for 2 years rn 47 
office 

Trarrefer hocorc;hatron Office Weekly N/A Destroy 48 

hen;rttarrce Summary CroaterWeekly A Destroy 49 
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Activities which can be done before close of business on Balanc.e-Day. 

$ Complete C iLinter Daily Reports see Section. 1 

x Summarise large volume produces •during balance day such as pensions and allcn •aricea, 

green giros etc. 

m Prepare despatch ioruis and. envelopes. 

Step by step. 

1 Complete Counter Daily ~ spur: 4i,i Conn ac_tu ..,tat ;:[iQ, cc .h 

CumniF ie Weekh Reports _see Section 2 

S Print OBCS Stopiist 

Pun ig u+gyres to the StnprustLAccoilnt 

=_,<,zrc rtonacCoufl rIIlg data Thhlr I Og j and parcel traffic; (Table 12 

l':t"=:, l # ., a ,,. ti IF :a"rro and carefully= check figcre-

Ledare stamps 

Adjust Stock 

9 Declare_. Cash 

i0 Ytew .dtscrepancies 

Ensure shared stock wit users are logged off 

' Produce Thai 13ala ce report 

3 Roll stock cuts user into next. CAP or Balance Period -- apart from OCH stock attix. 

Priest office snapshot report optional 

Pint all auclatory Office Weekly repons see Section 2 

ii COmple€e all other Outstanding manual Summaries 

t  Baianct and roliove- OOH stock urt.t 

I S Produce Trial Cash Account report 

li Errors ffnind after Stock Umt(s) Rollover 

Produce final Cash Acc, Account.

Check j;;=1fce :rollpver into next CAP 

I Deruatch Cash Account and Summaries 

2.3 Extending the Cash .Account period 

DO NOT MAIE MANUAL AMENDMENTS TO THE CASH ACC 3UNT AS CHESTERFIELD 

RECEIVE AN ELECTRONIC VERSION 


