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introductory paragraphs 1 — 4 to reflect the totality of scope. Minor changes also to
sections 3.3,5.4,5.7.2,5.7.4, 11.1 & 11.2. Other sections are new

3.1 ¢ Amendments to information flows — 5.7.4.1 & 5.7.4.2
e  Addition of an extra dependency : no 4.

¢ Changes to high level plan to reflect current dates

3.2 ¢ Deletion of benefits paragraph on instruction from Keith Baines

3.4 e  Adoption of review comments to Versions 2.0 and 3.2

Table 3: Changes in this Version

Business Process Architect

David Parnell

Table 4: Key Contacts

[ DATE \@ "dddd, dd MMMM yyyy" ]
Version 3.4
Page 6 of 174

© Post Office™ 2003



POL00038870
POL00038870

Programme Conceptual Design Project: Accounting & Cash Management
Programme

COMMERCIAL IN CONFIDENCE Doc Ref:
AccCM-PCD

16. Review Betails

Post Office Ltd:
E2E Design Authority

Programme Manager
Technical Design Authority

Business Design Authority

Clive Read
Sue Harding
Daniel Hawthorne

David Pamell, Karen Hillsden

Supplier Review

Gareth Jenkins, Bob Gurney, Bob Cragg

Project Managers

POL

BusinessReview

Bill Reynolds, Peter Flood

Stephen Hirst, Ruth Holleran, Vicky Noble, Ann Cruttenden, Ann Clarke,
Bob Lammin, Neil Salter, Jack MacKenzie

Table 5: Review Details

0.1

February Business Requirements - End to End Re-

2001 Architecting Post Office Product, Branch, Client,
Cash and Stock Processes & Systems Feasibility
Study

AIS BPDES023.

LFS Application Interface Specification

Table 6: Associated Documents

Unless a specific version is referred to above, reference should be made to the current approved versions

of the documents.

[ DATE \@ "dddd, dd MMMM yyyy" ]

© Post Office™ 2003

Version 3.4
Page 7of 174




POL00038870
POL00038870

Programme Conceptual Design Project: Accounting & Cash Management
Programme

COMMERCIAL IN CONFIDENCE Doc Ref:
AccCM-PCD

Abbreviation

| Definition

Automated Credit‘Tﬂr‘ansferi -

ACT

AP Clients Automated Payment Clients

BA Funding Benefits Agency Funding

BOE Bank of England

B De CMIS Bureau de Change Management Information System
BS Balance Sheet

BTA Brought To Account

CACH Cheque Authority Card Holders

Capita TV Licensing (Formerly Subscription Services Ltd)
Cashiers (FICS) Financial Information Cashiers System

CBDB Counters Business Database

CLASS Client Ledgering & Settlement System

CREDO Redirections Mainframe System

CTT Counter Transaction Timing

DAVROS Settlement control system used to summarise payments
DNS Department of National Savings

DPU (Route 3) Data Processing Unit

DTI Department of Trade and Industry

EDS Card Account Interface

ES-FS Royal mail Group SAP Financial Ledger System
FAD Financial Accounting Department

FICHE Data archiving facility

FOSACS FOrmer Subpostimasters ACcounting System

FS Fujitsu Services

FX Foreign Exchange

Girobank Errors | Database which receives error details from client
Application

HMIS Helpline Management Information System

Holding Account
database

Used to hold details of unresolved errors

HORIZON MIS Horizon Management Information System

HRSAP System which manages Subpostmaster Remuneration
Intellect Ad hoc on-line query facility

IRIS Used to monitor stock returned to Hemel Hempstead
Issued Errors | Used to track progress towards error resolution
Database

KLASS003 CLASS download containing details of error situations
LFS Logistics Feeder Service

LID Local Information Database

Local Schemes System used to record supporting document information
Lotprize Used to record details of cheque serial numbers for prize payment
Mi Management Information

MM Materials Management — SAP module

NBSC Network Business Support Centre

NNDB National Network Database

NRDS New Reference Data System

NRM Network Reinvention Model

OBC Operational Business Change

OBCS IR Order Book Control Service Inland Revenue

ONCH Overnight Cash Holdings

© Post Office™ 2003
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OOH Out of Hours

OPTIP Operational TIP

P&L Profit and Loss

PACSYS Pensions Administration Centre SYStem

PAF Postal Afddress File

PIVOT Postmaster Information on Volume Of Transactions

POCA Post Office Card Account

POCM Post Office Customer Management

POL Post Office Ltd

POLC Post Office Local Collect

POLFS Post Office Ltd Financial System

PPOP Payments Processing Outsourcing Project

RDMC Reference Data Management Centre

RDS Reference Data System

RECALL Regional Electronic Cash And Logistics Link

RFLS Rod Fishing Licensing System

RLM Retail Line Manager

RMG Royal Mail Group

RMMI Royal Mail Management Information

Sales MIS Sales Management Information System

SAPADS Systems Applications and Products Automated Distribution System

SPMR Sub Postmasters Remuneration System

STAM System for Transaction Accuracy Measure

™S Transaction Management System

UKPA United Kingdom Passport Authority

WP Work Package

WRDS Warehouse Reference Data System

Other generic IT terms can be looked up at: htp://www.whatis.com/
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2. Introduction

This programme has emerged from the E2E Simplification feasibility study which has addressed the core processes of Post Office Ltd — Sales,
Accounting, Cash Management and Stock Management plus the support processes of Reference Data and Management Information.

The major recommendation of that study is the need to take complexity out of the business both in process and systems terms making it simpler to
work both at the branches and in central functions plus offering a reduction in IT systems costs through the simpler use of technology.

The primary reasons for implementing this programme are to:

Improve efficiency and eliminate duplicate processes and systems in the accounting and reference data areas specifically.
Implement a simpler accounting model which supports the speed of change and product deployment and makes the job simpler
and more flexible in branches.

Account via a single authoritative transaction data source and an effective debt management process decreasing debt write offs.
Account separately for client and business funds to give a clear view of the actual assets and liabilities of each.

Decrease operational cost

The programme is primarily aimed at putting in new systems and processes to replace old systems and manual processes with the replacement of
four major systems: OpTIP, CBDB, Reference Data, NNDB and a collection of small systems.

The current timetable and migration approach suggest a three phased approach to delivering the programme, with gradual build up of the ledgers,
with a target completion date of March 2005. The following are the key implementation milestone within the business case:

e Release 1- April 2004
e  Release 2 - October 2004
e Release 3~ March 2005

[ DATE \@ "dddd, dd MMMM yyyy" ]
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21 Purpess

This document is intended to detail the design for the whole of the Accounting and Cash Management Programme. It is intended to act as
a reference for those involved in the various stages of design, development, deployment and support for the Accounting and Cash
Management Programme. It is also intended to support the concurrence and approval process required for this system to be implemented.

Inputs

Feasibility Study and associated documents
Business Case

Outputs

Work Packages for detailed requirements phase of the programme.
Subsequent Supplier Design Proposals.
Subsequent Supplier Technical and Application Interfaces Specification documents.

22. Scops

The overall scope of the programme is as follows:

Cash Ledgers

e Overnight Cash (Project 1)

e Automated Cash Bank Ledgers (Project 2)
e Automated Cash Rems (Project 3)

Branch, Client & Stock Ledgers

e  Branch Liability Management (Project 4)
e  Client Settlement Ledgers (Project 5)
e  Automated Ledgering of Stock (Project 7)

Complete Ledgers & Decommission

e  Personal Agent Ledgers (Project 8)
e  Simplification & Improvements Transaction Processing (Project 9)

Reference Data
e Reference Data (Project 10 & 18)

Management information
e  Management Information (Project 12)

Release 1 of the programme focuses on the Cash Ledgers, Reference Data and Management Information
Releases 2 & 3 of the programme focus on Branch Liability, Branch, Client and Stock ledger plus stock reconciliation, further management
information and decommissioning of the legacy estate.
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221 Exclusions

None

23. Becament Bplanstiens

231 Croatien Process

Details of the Business Proposition and Requirements have been provided by the Post Office™ Business Sponsor and representatives and
the Business Architecture Representatives.

The specific domains and owners are as follows:

Accounting and Cash Management - Stephen Hirst
Transaction Processing - Vicky Noble

Network Operations — Ruth Holleran

Cash and Logistics Supplies — Bob Lammin
Management information — Neil Salter

Sales and Marketing — Jacky MacKenzie

The High Level End-to-End Solution Architecture and Architecture principles should be provided by the Post Office™ Technical Architect,
who should also provide the Technical Requirements and state the required Supplier Deliverables.

Once supplier domains have been identified assistance may be required from a number of suppliers with the above.

232 Business Process Models

Post Office's functional requirements are represented in the form of Process models using information flows together with Processes and
supporting descriptions and information flow definitions. The common tool used for creating these Process Models is Popkin Systems
Architect. An example of the high level process map is shown below.

Accounts and Settlement [IDEF0]

Debt Recoweny llems

Tatigen i s Trmghars

Motk Froguce poL | |

Ledger

TadingT ensactiors)
_TodngTensactor

o

Y

Finance

imestments & Sorowings

Debt Recowry hems.

01 €
Payinent Regques o e Cient

T
Cash Moragemont

Tnsaction Data w

SAP HR
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This depicts process boxes and information flows where inputs to the process go into the left hand side and ouputs come out of the right
hand side  Any vertical arrow pointing down fo a process is a control and any vertical arrow pointing up into a process is a user role..
Where appropriate each process box is then decomposed fo a lower level process. Systems Architect will also capture and manage the
inter-dependencies between processes and ultimately the data attributes required to create systems interfaces thus creating an overall IS
architecture.

Boxes depicted in red are part of the overall process but deemed out of scope for the current E2E Programme.

Boxes depicted in black are processes which needed to be shown because of their relationship but are delivered elsewhere eg. Royal Mail
Group

These requirements together with the non-functional requirements are also represented as individual statements to enable compliance and
acceptance processes to verify that the delivered solution meets the Post Office requirements. Each requirement is individually numbered
using the following syntax: -

777-xxx - where 7?7 is a fixed label corresponding to the project and xxx is the requirement number, starting at 001.
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3.1 Business Propesitien

The overall business proposition covers

»  Cash and Funds Management

»  Branch, Client and Stock accounting - including branch liability
»  Reference Data

»  Management Information

»  Decommissioning

The scope, priorities and business drivers for each of these are specified below.

32. Cash and Funds Managemont

321 Scope

Management of physical cash within branches and cash centres including:
e  |nventory Management
®  Replenishment Planning
®  Overnight Cash Holdings (ONCH) Control

®  Distribution of Cash
Management of the overall liquidity of the business including:

e Cashflow
®  Borrowings

322 Key Prierities

2 fundamental changes have made Post Office Limited’s funding position a critical business survival issue:

®  The business is trading at a loss

e The migration of benefits to ACT will be accompanied by the loss of pre-funding by government departments of the

necessary cash in the network

The business now has to borrow funds to fund its trading losses and to fund working capital needed in branches. Such borrowing is limited
in availability and its costs add to the frading loss. From April 2003 DTI will provide a loan and will require a robust statement of cash

holding as security.
323. Business Drivers/Issues

There is a requirement to:

®  Drive down cash holdings and therefore reduce the DTI borrowing requirement, which in turn will reduce the level of interest

paid.

To clearly show the overall indebtedness of clients.

as cheques.

To have a single, comprehensive view of cash (funds) in one place

[ DATE \@ "dddd, dd MMMM yyyy" ]
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Bring together all the elements of cash flow and provide cohesive management to deliver cash flow targets.
Improve management information, linked to financial statements, to support the management of cash (funds)

To improve the financial controls for cash remittances, where there are losses of £5m per year

To account separately for client and business funds to give a clear view of the actual assets and liabilities of each.

To be able to accurately identify physical cash at branch rather than overall cash which can include cash equivalents such

To be able to forecast and manage cash flow within the DTl target (£330m for 2002/03)
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To improve the integration of cash centre holdings into cash flow management

Acceunting, Recenciliatien and Setiiement, including Bebt Becevery amd Branch

Scope

Interface of data to RMG financial systems

Management of PO Ltd Bank Accounts

Capture, Validation, Verification and Correction of client transaction data from any channel where applicable
Provision of validated client transaction data to int and ext recipients

Responding to client/branch enquiries concerning transaction data

Accounting at branches

Branch control

Recovering debt from branches, clients etc (inc non-transaction)

Make the identification of debt easier

Reduce the amount of reconciliation required

Increase the amount of debt recovered

Put the emphasis on clients and customers to validate the data

Simplify branch processes by reducing the amount of paper

Centralise/consolidate agents debt

Enable matching of cash at branches with settlement with

Business Drivers/Issues

Re-focus on Debt Recovery (financial recovery of money), target 95%

Only 10% of discrepancies are actually debt

Establish a central debt monitoring environment to enable the identification of debt with a high degree of accuracy.
To report Business and Client information separately and accurately.

To increase accounting control in branches

Alignment of management and accounting information

Establish an appropriate and flexible accounting hierarchy

Performance measures of throughputs and the actual financial debt.

Rationalise systems in place to report client and business information.

To modify the method of recovering debt e.g. using payroll for agents.

Enable proper accounting of cash and stock

Improve timing, accuracy, granularity and summarisation levels.

Avoidance of losses from remittances and client seftlement

Accounting and settlement on our data, not clients

Manual journal documents and human intervention produce errors

Accounting period alignment — branch Wednesday, business Sunday.

Settlement estimating can produce positive or negative interest position

Cash centre accounting is manual, weekly, therefore no through view from transaction to settlement.
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SA. Bolerence Dala
341 Scopes

e The current reference data processes and systems within POL are complex, inflexible and inconsistent, therefore the quality
of reference data is mistrusted.

®  There are several systems within POL which master items of reference data and there are several more systems which key
in their own reference data which exists in master systems.

®  The process of making reference data changes is complex and lengthy leading to allegations that the business cannot get
its products to market quickly enough. This is compounded by a boundary between POL and Fujitsu Services with various
systems and process interfaces between the boundaries.

The scope of this work includes the simplification of the processes operating at the boundary between POL and Fujitsu

342. ey Prierities

® To ensure consistency in reference data usage within Post Office and Fujitsu
e To simplify the current processes
e To allow changes, such as organisational changes, to be implemented in a more timely fashion

343. Business Drivers/issues

Support data driven change within the business where there is economic advantage to The Post Office
Reduction in operation costs

Removal of inconsistent reference data being used within the organisation

Allow for new processes which effect a vastly improved speed to market

Lack of a fully automated end to end process to capture reference data changes leads to delays and errors.
Locally held reference data will need to be removed and made available from a central source.

There is a four tiered scope:

e Replace current legacy Ml systems - notably LID, STAM and Intellect — by building on the current data warehouse
functionality and thus reduce operating costs to the business

®  Provide a facility to enable basket analysis enquiry for Sales and Marketing
®  Provide the capability to access management information through a single viewpoint
®  Restructure and improve the current design

Currently the Sales M deliverable has produced a first cut data warehouse with sales transactions from Horizon and reference data in order
to:

Deliver sales data into the operation in order to drive up sales
Delivering sales data to Sales & Marketing for marketing purposes

352 ey Prierities

Replacement of current management information systems which add to complexity

Having systems which enable the quick production of Ml to flexible organisation structures
Generating a commercial based culture in the retail line via profit and loss
Timeliness of information
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353. Businsss Drivers/Issues

®  Sales Mi has been delivered but its primary focus of gaining a quick view of what is happening has been obscured by
demands to use the data for other things eg. Settlement. The business has stated that this should not be the case,
although the data can be used for providing interim figures

e  There is lack of clarity between MI and operational reporting

There is a need to be able to reflect current and ever changing organisational structures in the delivery of MI. Current
systems cannot do this and are based around old organisational structures which means the data produced is of little value.

e Historical data needs to move with changes in the organisation so that it accompanies those changes. Currently this is not
possible.

The current granularity of the data used within Sales MI (ltem/Branch/Day) is not deemed to be sufficient for future needs
Potential gaps exist eg. Data from other channels like internet transactions

Business ownership of the data warehouse and the organisational structure required for M

Need to report out to the operation

Use of staff hours as an efficiency measure

Use of Mystery Shopper and report out results

Need to have more robust costing data and break down overheads into their constituent components.
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3.6. Fenctienal Summary

The following depicts the high level processes and information flows between these processes.
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-
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9 Product Change info A5 ABC Dat .
— s aia [ Accounts and |__POL Business Ledger (ES-FS)
1 rading Transactions p Settlement Adjusted Transactions
A Treding Debts » Debt R Amourts Trrough Payrol
Reference Data & Business Rules ecovery Amounts Throughh Payrol
| Cheques Processed Client Transaction Data Report
| - { 'S
| Streamiine Settlements iabili
Branch Liability Statement
Customer Rggulremems/ Sal: Stock Rewaluation Information g Sett = Y oo !>
Enquiries Receipt . Client Settiement Data | slL ML LA
" Branch Closure Notice | Payment Request to Client
— ) > -
Enquiry Response/After Sales Enquiry Client Authorisations o Identified Transaction Erors
& »>
- ™~ Interest Report N
2 Transaction Data g N . »
A2 Cash M s » Costing Analysis >
Cash Centre Cash Holding Information 4, Mandatory Data o
Branch Cash Holding # Marketing Forecasts
1 Tr i Ll
Stock Usages Through Transactions > Seasond Data
Stock Holding Information ustorTTeT & Bra quiTTeS! Investments & Bomrowings
| Bank Statements P
Qash Flow & Forangs Peformance Dl
o= = e
Cash Flow Forecasts |
» Stock s - L3
. | Management Supplier Orders
Stock Receipts Stock Despatches

»

Local Requirement Knowledge

Product Marketing Knowledge
Other Fulfiliments

Pouch Delivery Confirmation to Cash Centre

A:; ash Centre Transaction Data
X ouchers Despatched
Cash and Near Cash Usages Through Transactions heque and Voucher Values
Opening Cash thgues and Vouchers: — Cash éheques Despatched
Cash Reci > Management Consignment Note
Cash Receipts from Financial Institutions ol )
Local Cash Requirements Information —— Cash Despatches
Customer Transactions Cash Orders :
Seasonal Data Cash Despatched to Financial Institutions
Marketing Forecasts Lad
Specials Management Report -
Cash Centre Cash Holding Information Non-Conformance Reports »
Cash Fiow & Holdings Performance Data -
6]
A6 Forecast Performance Reports
J
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3.1 Systems summary

The following diagram depicts the end state archifecture:

Target Application Architecture

Financials

p
{\ Chients /v\\

e e

Warchouse
Mangecment

Figure 1 - End State Architecture

For Release 1 the new ledgering system (POL Financials) will need to operate alongside the current legacy estate with prime accounting

stilf output from CBDB but with cash/funds management information available from PO Financials.
In the following diagram:
Systems with a blue border are current systems which will have changes made to them.

Systems with a red border are new systems
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Release 1 Changes
RMG
Financials
sy ]
 Logistics Feeder B : Wmehmxsa
 Seviee e
Figure 2 - Architecture at Release 1
Release 2 Changes
Mansgement | RMG
| Diformation | Financials
B Dventory
\anapersient
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Release 3 Changes

RMG

HR

{SAP/HR) e
AR

RMG
¥ Finaneials
| (ESES)

i

AN

| Management
(BAPADE)
EE

Warehouse ©
Managenment |
o TS

4.Programme Constraints

il Architectaral
a1l Pest Office™ Stratsgic Direction
Ref Requirement Description
TEC - 001 The applications should be data driven
TEC -002 | The applications should be modular were ever possible thereby allowing components, such as the
presentation layer, to be easily swapped out as more suitable modules become available.
TEC - 003 Minimisation of duplicate functions
TEC - 004 Consolidation of related processes, to minimise movements of data, reduce audit and reconciliation
points
TEC - 005 | Adoption of commodity platform products to minimise hardware and associated support costs and to
maximise availability of skilled resources
TEC - 006 Usage of packages, where business requirements can be mapped onto generic product capabilities
TEC - 007 | Clear separations of functional boundaries to retain flexibility in the future
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412 integration with Other Systems
Ref Requirement Description
TEC - 023 Integration with SAP ADS
TEC - 024 Integration with SAP HR
TEC -025 Integration with ES-FS
TEC — 025a | Integration with Horizon
413. Pest Office™ Appreved Technology
Ref Requirement Description
TEC - 026 | Refer to Royal Mail Group list of Approved Technology
414. Pest 0ffice™ Rppreved Compenents
Ref Requirement Description
TEC - 027 Refer to Royal Mail Group list of Approved Components
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9. Design Principles

Ref Requirement Description
ACM-001 Any individual component of the programme must conform to the POL Strategic Data Model
ACM-002 The solutions should meet the business design assumptions as stated in the Business Requirements

Specification (Feasibility Report) vsn 0.1
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al Business Reguiromonts

82 Overview
The business requirements are separated into their current component projects.  Within these component projects there is:

e Asmall number of high level requirements which define the scope - prefixed XXH-XXX
e More detailed individual requirements to support that scope

83. Business Reguiroments - Release 1
831 ONCE

Ref High Level Requirement Description

AOH-001 To provide a system generated daily declaration of cash for despatch to SAPADS and movements of
cash and near cash making up that declaration for despatch to the POL Financial System

AOH-002 To provide the ability to accurately identify cash & near cash items as part of the customer session

Ref Programme Requirement Description

AO 001 The Horizon system to derive a total of cash and near cash items on a daily basis and make this available to SAPADS on
a daily basis at the end of business

AO 002 The Horizon system to maintain a record of accurate cash and near cash items as conducted during a customer session
- options for achieving this to be investigated

AO 003 An up-to-date inventory (cash) position must be available to the branch at any time.

AO 004 The Horizon system to maintain the current process of allowing an agent to make daily denominational level declarations
with no reference to the system generated figure.

AO 005 SAPADS to receive both daily system generated figure and daily denominational figure (if entered) — SAPADS to use the
daily denominational figure as an override to the system generated figure

AO 006 Horizon to make available to the POL Financial System the daily movements which make up the system generated
declaration for entry to the cash ledger. The daily movements must reconcile to the system generated cash declaration
figure.
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832

Cash & Bank ledgers

Ref High Level Requirement Description
CBH-001 To implement a cash ledger which accurately identifies cash and near cash items
CBH-002 To receive a daily interface of cash movement data and cash centre sales data for population of the
cash ledger
CBH-003 To provide a daily interface of cash movement data and branch sales data for population of the ledgers
CBH-004 To provide the facilities to input directly at the centre other cash transactions eg. bank account details
CBH-005 To provide the facility to identify and manage financial discrepancies as a result of errors in the cash
movement process
Ref Programme Requirement Description
CB 001 A daily view of cash and near cash items to be maintained in a central ledger as delivered from
Branches and Cash Centres
CB 002 Ability to capture all fransactions contained in the Bank Statements into POL Financials.
CB 003 Ability to input the necessary information to produce the Borrowings and Investments Ledger from the POL financials
CB 004 Capture all transactions relating to manual adjustments of the ledgers to establish the final reporting position for POL FS.
CB 005 A daily view of all cash movements to be maintained in the ledger — movements derived from both Branches and Cash
Centres
CB 006 Ability to produce DTl reporting requirements
CB 007 Ability to maintain integrity between CBDB and the new cash ledgers until such time as CBDB is decommissioned

833.

Autemated Remitiances

Ref High Level Requirement Description
ARH-001 To enable the automatic booking in of cash at a branch on receipt from the carrier
ARH-002 To enable the automatic booking out of cash from a branch on hand over to the carrier
Ref Programme Requirement Description
AR 004 Receipts will be printed for completed transfers. Delivery & Collection receipts for driver and rem in receipt for branch.
AR 006 Central Inventory Management must be aware of branchs where the system or connectivity is down
AR 008 Records will be produced for each inward order activity i.e. 2 receipts produced at time of delivery containing value, file
sent to SAPADS
AR 009 Deleted
AR 010 All inward orders will include details of the content and planned delivery date i.e. Planned Order and Delivery Note
AR 011 Messages between branchs and Central Inventory Management must be timely i.e. Delivery note should arrive at branch
prior to the pouch.
AR 013 A confirmation of order details will be transmitted to the branch prior to despatch i.e. Delivery Note.
AR 014 Tokens will be used for all inward orders i.e. Pouch Barcode
AR 015 Each order must contain a picking list/delivery note giving the order number and content details
AR 016 Goods receipt token swipe must be linked to the delivery notification message at the branch
AR 018 The verification process at delivery will not allow an office to receive an incorrect remittance. i.e. a rem intended for
another office.
AR 019 The details of receipt will be automatically booked into the branch on delivery
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AR 020 The carrier’s driver will be given a physical receipt from Horizon
AR 021 Confirmation of the order receipt will be transmitted to Central Inventory Management i.e. via pouch delivery file
AR 022 All deliveries will be automatically booked into holdings with the onus on the branch to identify and declare discrepancies
when applicable
AR 023 Deleted
AR 024 Branches will be liable for discrepancies in unchecked orders after expiry of the checking period
AR 027 Pouch total will be printed onto the delivery receipt
AR 030 Inward order discrepancies will be transmitted to Central Inventory Management
AR 031 A facility will be available to raise discrepancies where the clerk / postmaster enters the correct amount and the system
automatically generates the discrepancy.
AR 032 Receive and update cash holdings as a one stage process
AR 034 Accountability of “unplanned orders”, i.e. the facility to book-in the remittance value — ability to remit cash when the
branch is disconnected
AR 035 The process must support unplanned orders, i.e. a pouch that is rec’'d prior to electronic notification record
AR 036 Deleted
AR 037 Tokens will be used for all outward orders i.e. Authorised Collectors Card
AR 038 The verification process at make-up of an outward rem will identify the cash centre to which it is to be delivered
AR 039 The details of an outward rem will remain visible within the stock unit until it is collected by the carrier but flagged as
“unusable cash’
AR 040 Holdings will be reduced when the outward rem is despatched to the carrier via token swipe of the carrier
AR 041 Deleted

934

Befersnce Data

Ref High Level Requirement Description

RDH-001 To provide one new system which allows for the decommissioning of RDS, WRDS and NNDB

RDH-002 To develop the new system to cater for organisational flexibility

RDH-003 To provide new business processes which eliminate duplication across the POL and Fujitsu domains

RDH-004 To provide new business processes which allow for the capture of data at source

RDH-005 To migrate existing data from the current reference data systems within POL to the new Reference data
system

RDH-006 To migrate existing data extracts from the current reference data systems within POL to the new
Reference data system

RDH-007 To support all reference data changes within the S60 release

RDH-008 To support the new reference data business process
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Ref Programme Requirement Description

RD-001 Reference data maintenance should be brought within the direct control of the data owners.

RD-002 The need for duplicated data entry should be eliminated by replacing current legacy systems (RDS and
NNDB - and others) with a single master reference data source.

RD-003 Groups of detailed reference data changes comprising a single business change to be viewed and
managed as a single integrated business change

RD-004 Reference Data must enable any combination of the following events to be active concurrently:
different authorized users carrying out data maintenance tasks on separate business changes
simultaneously
simultaneous enquiries from other users
data extracts for data transfer to other systems

RD-005 Mechanisms must be provided to allow the entry, verification, authorisation and distribution of detailed
data changes to be permanently associated with the business change they are part of, and with other
detailed changes comprising the same business change.

RD-006 Workflow messaging should be provided to allow any business change to be progressed and it’s
progress to be tracked. The workflow processes must be configurable, and it must be possible to change
the workflow life cycle and introduce new additional life cycles.

RD-007 Provision must be made for the allocation of reference data maintenance tasks to be changed and
reorganised to allow the business to improve it’s manual processing systems, reducing duplicated data
handling and improving change implementation times.

RD-008 A bulk upload facility to allow the update of large volumes of similar changes.. A typical example
would be the linking of products to all the outlets it will be offered in.

RD-009 Facilities for authorised users to produce standard report sets and user defined ad hoc reports using a
reporting tool

RD-010 Provide for the introduction and amendment of standard and ad hoc reports by authorised users using a
reporting tool

RD-011 Provide information on the progress and processing of reference data changes so that the update process
can be monitored and improved

RD-012 Data structures must apply business rules directly to ensure the integrity and quality of data.

RD-013 A single master repository for reference data should be provided so that errors due to replicated data
entry in multiple systems are eliminated.

RD-014 The data must be held in data structures that accurately reflect the Post Office business.

RD-015 The logical closure or deletion of any reference data object in the database must automatically cause the
closure or deletion of all its children

RD-016 All versions of reference data objects should be recorded and be able to show the changes to the object
and the user who made them The system must be able to apply reference data changes from or to
specific dates and times.

RD-017 Deleted

RD-018 Deleted

RD-019 It must be possible for administrators to create files from the database without the need for
modification or addition to the system software. Administrators must be able to define search criteria
for the user interface for a reference data object on any of it’s fields.
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RD-020 Must ensure that the implementation technology does not impose technical limitations on the
implementation of business change.
RD-021 Deleted
RD-022 Must provide facilities to integrate with the automatic scheduling of file extracts and batch interfaces,

automatic generation of control files, and the automatic transfer of extract \ interface files to the target
system. It must also provide facilities for the automatic receipt and processing of any incoming files,
including the generation of control files. This process must be configurable.

RD-023 Deleted

RD-024 Must provide automatic means by which new extract or upload file formats will become effective at a
scheduled date and time and old interface formats will cease to be valid at a specific date and time

RD-025 Must use standard screen layouts and consistent designs for finding, adding, changing and logically

deleting reference data.

RD-026 Must provide drill down functionality through hierarchies of reference data objects

RD-027 Must be capable of supporting agreed service levels for enquiry, update and batch processing functions
concurrently.

RD-028 The system must be able to perform all batch processing within the required batch schedules

RD-029 The system must be implemented without disruption to the service provided to the Post Office business

or to other systems supporting Post Office Automation.

RD-030 The implementation process must include adequate fallback provision to prevent service disruption in
the event of unexpected problems. Fallback provisions must remain in place until the system is proven.

RD-031 Adequate training and support must be given to users of the system and to users supporting fallback
provisions during the implementation process.

RD-032 Source data for the system must be validated and errors in the data corrected prior to implementation
RD-033 The system must provide adequate help facilities in the context of the overall business process.
RD-034 In implementing the system the overall quality of data must be improved, and the Business Change

Process improved and extended to ensure the quality of Reference Data does not regress.

RD-035 The process and the system will provide data ownership mechanisms which will allow these
responsibilities and accountabilities to be enforced. In implementing the process and system formal
data ownership must be allocated to the appropriate business users to ensure accountability for data

quality.

RD-036 NBSC need access to accurate records of outlet closures, re-openings and contact telephone numbers to
support their customer and internal support services. The quality of the information held in current
systems is not adequate for this purpose.

RD-037 The new RDS interface must pass a complete, accurate data set to all current interfaces which will
exist at the time of migration.

RD-038 Operations staff need to have direct access and visibility to the system to enable them to maintain
network records
RD-039 Operations staff should have access to ad hoc reporting tools accessing reference data
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RD-040 It should be possible to rationalize the system with NSBC data bases that duplicate the same
information, thereby removing the need for a separate NSBC
RD-041 Increase the scope of data held in the in the system, particularly :

e to replace the shared reference data elements of Smartpost
to replace local systems and spreadsheets that are currently used and maintained by regions
to support requirements such as configuration management and outlet equipment that require
more detailed information on objects currently held as reference data
to support reference data for other Post Office Ltd units such as C&LS

e toreplace any other reference data update that is carried out independently of the system.

RD-042 NBSC require data, such as the OOH contact list to be available 24 hours per day.

RD-043 Any data that is not actually used should be removed from the scope of reference data. (It is suspected
that there are examples in NNDB of data that is maintained, but never used. )

RD-044 Deleted
RD-045 Deleted
RD-046 Some outlets have different opening hours in summer to those in winter. Currently the opening hours

have to be changed twice a year ( if they get notification). The system should be able to cope with this
change automatically.

RD-047 The system should provide facilities to group objects, particularly products & outlets into structures to
provide an effective means of managing similar products as a block

RD-048 Improved Product and Outlet Management must be provided

RD-049 The implementation of product and outlet structures must substantially reduce the need to apply high
volume changes to reference data

RD-050 Facilities must still be retained (o allow large volume “one off” changes (e.g. an external restructuring

of telephone codes) to be implemented by special processes

RD-051 The change process should cover the complete range of reference data changes that occur within the
Post Office A unique change control number should be allocated automatically to each business
change, and this should be linked automatically to all consequential data changes

RD-052 Deleted

RD-053 The new business process must provide for changes to be built up over a period of time as information
about the change becomes available, allowing amendment to the data by authorised staff at any time up
to the release of the data for implementation

RD-054 The business process must have clear ownership of data enforced by the process and system, with
effective responsibilities and accountability for the accurate maintenance of the data. Data ownership
must be applied to each element of data

RD-055 The system will allow changes to be entered into a product or outlet record up to the time that the
record is authorised for release to Fujitsu Services.

RD-056 PACE change number needs to be held and tracked for verification purposes in the new system

RD-057 The system must be able to support the ability for a number of process steps in parallel pertaining to an

individual change

RD-058a Addresses held in the database should be generated by the same PAF facility being used for Advanced
Data Capture

RD-058b OBC forms to be replaced by an electronic data stream from POL to Fujitsu

RD-059 Remote access for data entry is required
RD-060 The system must be able to handle business rules
RD-061 FAD codes will be maintained within the New Reference Data System
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reference data system:

1.

W XN R WD

Feed to AP Clients (Mandatory)

Feed to ReCall (Mandatory)

Feed to RDMC (Mandatory)

Feed to EDS (Mandatory)

Feed to SAP HR (Mandatory)

Feed to SAP ADS (Mandatory)

Feed to Local schemes (Mandatory)

Feed to POLC (Mandatory)

Feed to POL Data Warehouse (Mandatory)

The following feeds are also required:

10.
11.
12.

13.
14.
15.

16.
17.
18.
19.
20.
21.
22.

Feed to NBSC (Desirable)

Feed to SPMR (Desirable)

Feed to NRM (Desirable)

Feed to Parcel Force (Desirable)
Feed to Pivot (Desirable)

Feed to National Savings (Desirable)
Feed to Class (Desirable)

Feed to RMMI (Desirable)

Feed to Local schemes (Desirable)
Feed to POCM (Desirable)

Feed to TIP (Desirable)

Feed to POL A (Desirable)

Feed to Regional Reference Data (Desirable)
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RD-062 The system must be able to calculate the timings of different process steps in relation to the end date

required for the whole process i.c. process performance monitoring

RD-063 Access to the system will be by roles and users will be assigned to roles

RD-064 Both internal and external access will be required — eg POL and Fujitsu

RD-065 Simple reporting facility needs to be available against the system

RD-066 Analysis which utilizes reference data should be achieved via MI Data Warehouse

RD-067 The following interfaces will need to be migrated from the existing reference data systems to the new
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RD-068

The following processes as defined within the process maps need to be supported by the system.

A1l Make Product Changes
® Enter data Items

A12 Make Branch and Organisation Changes
Initiate non-advance change
Initiate advance change

Log in branch/org. change
Perform impact assessment
Agree change

Enter data items

Send to Fujitsu

A13 Reference Data Verification
o Verify for completeness
e Prioritise
e Enter extra data items to send
¢ Verify and authorise data
e Update system
e Provide reports

Al14 Data Verification
e Perform validation and verification stage
e  Authorise release to live

838

Ref.

High Level Requirement Description

MIH-001

To restructure and improve the design of the data warehouse

MIH-002

To provide one new system which allows for the decommissioning of LID, STAM and Intellect

MIH-003

To provide a mechanism which will deliver basket analysis requirements to Sales and Marketing

MIH-004

To provide the mechanism for a single view of management information irrespective of the number of sources

MIH -005

To capture the current outputs of the various legacy systems, assess their usage and, if still required, determine their
new source

MIH-006

To provide performance based analysis

Ref.

Programme Requirement Description

Overall Ml (Mandatory)

MI-001

Outputs and interfaces which currently exist must be given a home in the future - following justification of their
existence

STAM (Mandatory)

MI-002

The business requirement is to be able to feed back to branches details on the errors they make.
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MI-003 The system must be able to generate error reports, for example :

{branch concerned, type of error, cash account week, number of errors of that type} from the following sources: -
DVLA (around 4000 per month) (Presently supplied on paper. So details are keyed in.)

“OBCS” (700 per month) (Supplied on disc.)

Benefits Agency (other than OBCS) (Around 1300 per month) (Mostly supplied on disc, but one error type—
“BA11"—details are supplied on paper. About 30-50 BA11’s a month.)

GIRO (Around 1000 per month.) (Supplied on disc.)

National Savings and Investments (although we do not currently receive data from NS&I)

MI-004 Removed

MI-005 Removed

MI-006 Removed

MI-007 Be able to supply the organization with appropriate summary details of the errors in their area.

MI-008 Removed

MI-009 To work out a notional cost for recorded errors for each branch by applying ABC.

MI-010 Removed

MI-011 Removed

MI-012
LID (Mandatory)

MI-013 The business requirement is to be able to produce branch contribution statements. These statements should be
capable of a very high degree of accuracy..

MI-014 The system must be able to provide reports on: -

Volume and value of branch based sales.

“Notional” income. (i.e. “Income” calculated by multiplying branch value or volume of sales by a standing factor.)
Network costs.

Contribution. (i.e. Difference between notional income and costs.)

MI-015 It needs to be possible for reports to be able to show actual to budget or actual to plan comparisons. In addition, it
must be possible to compare the results shown to the previous year.
MI-016 The system must provide functionality to interrogate sales transactions, notional income, and cost by the following 4

main hierarchical reporting dimensions:

Product: Markets> >Product Groups>CTT>Items

Client: Market> client group> client

Network: National Network>Executive Director> Head of Segment> Head of Area>RLM>Branch

Periodicity: (a) Year>Accounting Period>Day {b) Year>Cash Account Period>Cash Account Week> Day
Branch Type is in addition to the 4 main dimensions: (i.e. be able to analyze results into branch types such as large,
medium and small sub scale payment offices.)

MI-017 The system will provide the following report types

On screen

Flat file electronic download. In particular, it should be easy to schedule “standing” reports, and output them to a
particular directory, so that they may be easily transmitted by e-mail.

Paper

The system will provide the functionality to output the results of a report to initially screen and optionally to printed
copy or CSV file format, for import into Excel, Access etc. It should be possible to schedule frequent “standing
reports” to run over-night for subsequent dispatch.

MI-018 The system must provide the flexibility around reporting dimensions. It should be possible to “Pick and mix” from the
4 reporting dimensions.

MI-019 The reports sent to users will either identify any offices not included, or identify the level of outlets not included e.g.
non-polled offices.

MI-020 The system must hold for an appreciable time (35 days) a base record, compressed from the original transaction
data, but still holding enough details to provide extensive and flexible analysis

MI-021 Removed

MI-022 Removed

MI-023 Detailed (item/branch/date) historic data will need to be available for at least 12 months. Summary level data may
be held for up to 5 years.

[ DATE \@ "dddd, dd MMMM yyyy" ]
Version 3.4
Page 32 of 174

© Post Office™ 2003



POL00038870
POL00038870

Programme Conceptual Design Project: Accounting & Cash Management
Programme

COMMERCIAL IN CONFIDENCE Doc Ref:
AccCM-PCD

MI-024 The system should be capable of reporting “flash” reports within next working days of the original transactions. Users
should be aware of: -

Level of missing offices, if material, when reports are run.
Missing data streams when reports are run

MI-025 Removed

MI-026 The system will provide the functionality to accept and store information from a range of appropriate sources. e.g.
Ability to accept forecast data from an Excel spreadsheet.

MI-027 The system and the systems reporting parameters must be driven using reference data to maintain the integrity of
the data and to ensure consistency with the Operational systems.

MI-028 System reporting parameters must deal with the historic changes in reference data.

MI-029 Removed

MI-030 The system will provide a mixture of ovemight reporting and ad-hoc enquiry to be returned during the day. Present
POLMIS times will be acceptable as long as these are not degraded due to greater system usage.

MI-031 The system must be available, as a minimum, Monday to Friday 8AM -7PM
OPERATIONAL MI (Desirable)

MI-032 Removed - The Operation MIS reporting requirements as specified in the MI Workshop should be used as further
detailed analysis.
will be provided under the providing reports, summarization and drill down facilities
CURRENT DESIGN IMPROVEMENTS (Desirable)

MI-033 The organisational hierarchy which is currently referenced on RLM etc. name not the numeric identifier. The latter is
required

MI-034 ‘CTT Sub Group' table needs to be renamed 'CTT Number'

MI-035 Aftable for CTT number descriptions is required

MI-036 'CTT Group Desc' table need to be renamed 'Sales Reporting Group'

MI-037 The option (for users) to create further custom groups of branches that fall outside the network structure within the
system would be useful, for example all Asda

MI-038 The facility to report from the Data Warehouse is available to a limited extent via the service contract with Parity
carrying out reporting. We need to understand the feasibility/costs of bringing this functionality into PO Ltd.

MI-039 A front end user tool to create product / expenditure groupings easily and without the need for constant system
updates such as is required at present.

PORTAL ACCESS (Desirable)

MI-040 Development of the system to capture additional Pl data to enable the system to become the one access point black
box

MI-041 Development of portal for access of results by retail line
SALES & MARKETING ANALYSIS (Mandatory)

MI-042 Removed

MI-043 Removed

MI-044 Weekly and monthly reports by branch and operator (each operator must have a reference and must use this as they
log on for each session).

MI-045 Daily reporting across all channels that sit within E2E

MI-046 Daily reporting by value, volume and margin (all products) as provided by ABC.

MI-047 Ability to track sales generated in one channel and executed in another (i.e. where a consumer takes an application
form with a FAD code from a branch and then completes this on line or via telesales — the objective would be to
ensure that the branch and the segment is rewarded for their part in the sale and that we can track the success of
multi-channel campaigns.

MI-048 Provide the reporting basis for targeting product categories on their overall sales by volume, margin, value and mix.
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MI-049 Identify the progress of the business against target — volume, value, margin, mix: for all products.
MI-050 Provide the ability to carry out session analysis on products purchased within a session.
Intellect (Mandatory) t. b. c.
MI-051 The system must provide functionality to analyze transactions and cost by the following 4 main hierarchical reporting
dimensions:
e  Product
e  Client
e  Organization
o Time
Performance Indictors (Desirable)
MI-052 Development of the system to capture additional Pl data to enable the system top become the one access point

black box
The key areas of performance that are currently being measured by the operations team in PO Ltd are:

Sales

Income

Overheads

Profit reporting

Network Reinvention Migration - Data not yet available

Have Your Say survey results - data is available from Group

Customer Satisfaction Survey - This is currently under development and no details are available as yet
PO Card Account - Data is received daily from EDS

Mystery Shopper data - Covering Q of S, CSl and PK. Data from NOP monthly. Long term future of this reporting is
under review.

ONCH - Not sure how this will interface with the rest of E2E

PISCES - Data on Post shops

In addition there is a requirement captured at the feasibility stage re the reporting that takes place via NSBC. This is
mainly around debt recovery so the question arises as with ONCH as to how this aligns with the rest of E2E.

SA Businsss Regulrements - Relesse 22 3

SAl Bramch Liability Management and Central Reperting
Ref High Level Requirement Description
BLH-001 There must be a legally acceptable declaration of Business undertaken incorporating
- Business transacted
- Holdings
- Discrepancies

BLH-002 It must be possible to take a snapshot at a stated point at time
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BLH-003 There must be a point in time where the whole office is balanced off.
BLH-004 Confirmation of volume and value of business on which subpostmaster gets paid should be possible
BLH-005 There must be the ability to confirm liability to PO Ltd
BLH-006 There will be a set period of time to do the declaration — forced by the system.
BLH-007 There should be the ability to have override controls to be able to continue selling (if person responsible not available)
BLH-008 There should be a blind declaration but provide easier means of tracing discrepancies (semi-sighted)
BLH-009 There will be greater granularity of data to assist ease of operation
BLH-010 It must be possible to feed in non-customer facing data (ideally) on a daily basis
BLH-011 There will be the ability to capture non-accounting data (remuneration implications and management fees)
BLH-012 There will be the ability to identify loss by stock unit
BLH-013 Reporting from the system should not lose those useful reports which might now exist which aid the sub-postmaster

BLH-014 Deleted

BLH-015 Declaration/liability to be at close of business

BLH-016 Controls are required fo instigate the process

BLH-017 Cut-off times will allow for trading days

BLH-018
There is a requirement to report the following information from the branch for the central systems. It can be broken
down into a number of categories:
®  Transaction Data (to support enquiry, reconciliation and for passing to MIS)
®  Summarised Transactions Values (for posting to POL FS)
®  Summarised Transaction Volumes (for passing to SAP HR for Postmaster Remuneration)
Ref Programme Requirement Description
BL-001 Accounting arrangements must use open item ledger principles.
BL-002 Transactions carried over should have the correct transaction date even if the posting date is recorded as the next
period.
BL-003 To record counter transactions such as to create consistent views of the liability of agents to the Post Office and the
Post Office to its clients by products.
BL-004 To record transactions such that views can be generated in arrears for any period. ( e.g. daily, weekly, monthly,
quarterly, annually.)
BL-005 Adjustments for errors need to be identified as a adjustment for a specified reason so settlement can be itemised
accordingly. The date of the transaction needs to be captured as well as the posting date.
BL-006 The system must be able to give “instantly” accessible reports that show the total client debt view.
BL-007 Error corrections and adjustments need to be fed into the process at the same point as the originating error
BL-008 Branch liability to enable clerk, branch & centre to have a common view of branch liability.
BL-009 Liability data to be available quickly at all levels
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BL-010 Provide a traceable/audit trail of transactions to confirm balance and track errors.

BL-011 At stock check, a loss affects branch liability — depending on the product & agent & client contract details.

BL-012 Record gains/losses by product, which enables the liability to be derived and posted to a stock gain/loss suspense
account, with a time & date stamp.

BL-013 Stock gain/losses and their quantity recognition at the branch is recognised/posted at stock declaration

BL-014 Value at loss may be different from sales value

BL-015 Discrepancy arising from stock declaration is not immediately converted to cash equivalent gain/loss in suspense
account, (defined by business rules — product/total value).

BL-016 Stock check confirmation posts discrepancy quantity to stock gain/loss suspense account.

BL-017 Branch data should also be available at a national level for client losses / provisioning and probity purposes.

BL-018 Branches to be able to see sales and loss or gain values on stock declaration discrepancies, so they know their
liability(loss) and can investigate value discrepancies (sales)

BL-019 Clear set of business rules for reversals & corrections which are able to be enforced

BL-020 System facilities must support putting notices to the right account - must be able to record transactions against different
owners for the same branch.

BL-021 Retain accounting data at branch level for 6years for legal purposes - method to be defined.

BL-022 To record errors identified by verification routines or by other system procedures ( e.g. remittance errors/ stock take
discrepancies) such as to create consistent views of the liability of agents to the Post Office for those errors and of the
Post Office to its clients by product.

BL-023 To account for errors by date of original transaction as well as by posting date.

BL-024 To provide a means of adjusting errors that is compliant with the operating process.

BL-025 Deleted

BL-026 To be able to re-instate “excused” net losses.

BL-027 Reports must be available to provide individual and branch accountability.

842 Eeporting Customer Data
Ref High Level Requirement Description
CUH-001

To continue the functionality unchanged form the current system —
This is the passing of AP Client Data to the AP Clients.

NB this also includes any reporting to Banks (via NBE), Streamline and E-Pay.

543. Clieut Settlement

Ref High Level Requirement Description
CSH-001 To implement a client ledger which accurately identifies PO Ltd liability to clients.
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csH-002 | Toreceive a daily interface of summarised transaction data, from Horizon, by client
or product.
csH-003 | Torefer to information about transactions from clients in order to resolve any disputed items and determine true liability
CSH-004 | Toreceive a daily interface of summarised transaction data, from SAP/ADS, by client
or product.
Ref Programme Requirement Description
CS 001 Adaily view of summarised balance by client, by branch or cash centre, and by day.
CS 002 Ability to split values, when a client has several products with different terms of payment, in order to map into different
accounts in the ledger.
CS 003 The ability for each trading day to have a unique line.
CS 004 The ability for non-polled offices transaction data to be summarised into the relevant trading day when next polled.
CS 005 The ability for differentiation between trading date and posting date.
CS 006 The ability to receive client summary reports, by volume and value, for Automated Payment clients
CS 007 A mechanism to be able to trace disputed totals back to transaction level in order to resolve and correct information at
the appropriate point to amend ledgers, and reporting or management information.
44 Verification

Validation/Verification — Range Checks

Ref Programme Requirement Description Proposed
Application Area
VER 001 The requirement is for different levels of range checks to be applied to different types of branches | TMS
(e.g. Main branches, Sub post offices & Cash Centres — exact spilt to be defined) to match current
structure & be flexible enough to meet future organisational structures.
VER 002 Open/closure of products Counter/NRDS
e E.g transaction data/remittance activity not expected before X date
e E.g. transaction data/remittance activity not expected after X date
(Investigate current relationship between RDS and CBDB)
VER 003 Volume of expected transactions per branch ™S
e Upper limit
e  Lower Limit
VER 004 Value of expected transactions per branch ™S
e Upper limit
e Lower Limit
VER 005 Divisibility checks (front end driven by Reference data where possible). E.g. total value of sales of | Counter
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product per branch must be divisible by unit price

VER 006 Geographical product checks — transactions received out of area. E.g. For a Reference Data | Data Warehouse
core product where we are only expecting sales to be transacted within a certain geographical
area (currently individual offices are not always defined).

VER 007 Negative sales prompt ™S

e  Front end driven check to ensure that the office has stock holdings of a particular value
stock product to enable them to sell (currently Horizon enables an office to sell an item
that they are not holding on their stock declaration - the result is a negative sale)

o Ability to identify stock holding movements across products as part of stock declaration
process

VER 008 Cross checks Data Warehouse
e  Check to ensure that for a particular product both volume and value figures have been
recorded (Front end driven by Reference Data driven if possible)

Validation/Verification — Rota Checks

Rota checks involve the physical checking of foils’ against total volumefvalue of transaction sales recorded for a particular branch. This
process acts as a deterrent against fraudulent activity by agents and branches and is a Security and Audit requirement. It is likely in future
that the number of these checks may reduce compared to those currently undertaken however from the system point of view the
functionality is required regardless of the volume of checks required and products applied to.

Rota checks are currently applied to the following products within TP:
Money Orders

Postal Orders

Savings Stamps Redeemed

Vouchers to TP

Inland Revenue

As an example, currently 1,500 branches are picked per week and all rota check products are checked against these branches for 3
consecutive weeks. Then a new set of 1,500 branches is identified. This is not a random selection process, there is some logic applied to
ensure that over a defined period of time all branches have been rota checked.

Ref Requirements Description Proposed
Application Area
VER 009 The System should generate the list of rota check offices and then produce a summary report | TMS

detailing each rota check branch and the volume and value of transactions to be checked against
the physical foils’.

VER 010 Rota checks are also currently applied to Pensions & Allowances although the Client defines the | TMS
exact offices each week (electronic feed received). Ability to receive the list of rota checks offices
into the system and produce a summary report detailing each rota check branch and the volume
and value of transactions to be checked against the physical foils’.

Validation/Verification — Other Exception Checks

Ref Requirements Description Proposed
Application Area
VER 011 Supporting Document Matching ™S

»  System functionality to match two streams of data, identify exceptions and provide details to
enable investigation. For example matching a client supporting document stream against
transaction information in terms of total volume and value of transactions per branch. Data
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for matching could be received daily or weekly.
Other Validation/ System Functionality
Ref Requirements Description Proposed
Application Area
VER 012 Ability to perform data validation on files produced by TMS and supporting document files received | TMS
into TMS. (e.g. data received from clients must be validated against a list of recognised branches).
VER 013 Aunique ID to be automatically assigned to each exception identified. ™S
VER 014 Workflow capability (Debt Recovery Case Management)- ability to pass exceptions across teams. | Identified in TMS
Ability to identify from which area/ team the exception was issued to aid disputes process. Managed in POL
FS
VER 015 Ability to define and apply stages to exceptions to enable tracking through process and area to | POL FS
which area or team the exception is currently assigned.
VER 016 Ability to apply matching between data streams and create exceptions ™S
VER 017 Ability to apply data validation/verification checks and create exceptions ™S
VER 018 Ability to identify exceptions and gain access to relevant level of information to be able to | TMS/ POL FS/
investigate discrepancies. Data Warehouse
VER 019 Process to allow TP to manually make adjustments to transaction data (volume or value) or for TP | Txn level data —
to have the ability to send adjustment notices to branches. This information needs to flow into TMS | via TMS
in order to ensure that the amendments are reflected in POL FS - for debt recovery & client | Client level data —
setflement, in HR SAP - for Agent Remuneration, and in Data Warehouse for Management | POL FS
Information capability. May need a separate process for closed offices.
VER 020 Ability to make supporting document adjustments (where a matching exception has been identified | Txn level data -
between supporting document information and transaction data stream). via TMS
Client level data -
POLFS
VER 021 Where a matching exception has occurred one of the streams of data must be amended in order to | Txn level data -
clear the exception. via TMS
Client level data -
POLFS
VER 022 Where a range check exception has occurred, TP must have the ability to clear the exception | Via TMS
without making adjustments if the investigation has concluded that although the range was
exceeded the information recorded is correct.
VER 023 Ability to apply wait times on supporting documents. This means that where supporting document | TMS
information is received from the client and is known to be received late, the matching should not
take place between the supporting document and transaction stream until a defined period of time
has passed. This will avoid creation of exceptions that in reality are not true exceptions and
therefore do not require investigation.
VER 024 Ability to make corrective adjustments across multiple branches by making adjustments within the | POL FS
ledgers for feeding back to branches
VER 025 Ability for system to adjust discrepancies/ exceptions below a defined threshold for feeding back to | TMS/POL FS
branches, negating the need for TP to investigate and resolve.
VER 026 Ability for system to recognise and correct exceptions where data is received late. (E.g. supporting | POL FS
document stream has been received, but transaction data is received late due to non-polling).
Exception will have been created which can now be cleared. Functionality to Include comparison
across accounting periods.
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VER 027 Ability to record details against individual exceptions (Debt Recovery Case Management) to track | POL FS
progress through investigation and towards resolution. Freeform text field plus TP operator details,
time and date stamp for audit requirements. Measurement against agreed timescales.
VER 028 Process to allow TP to manage debt via direct link to branch (i.e. electronic flow of data rather than | POL FS/TMS
paper generated)
VER 029 Monitoring of system rejections to ensure that data is resent and processed or accepted | POLFS
successfully Data Warehouse
VER 030 System Management controls e.g. access levels, user ID’s, passwords efc. POLFS
Data Warehouse
VER 031 Ability to monitor interfaces received and processed or rejected, and extracts produced including | TMS
reconciliation of file interfaces across systems (i.e. data received by POL FS from TMS also | POLFS
received by Data Warehouse). Where rejections occur, error messages should be produced, | Data Warehouse
indicating reason, to aid investigation.
VER 032 Systems to record details of adjustments and hold within an audit log. Ability to view details on | Via TMS
screen or produce reports by selecting specific criteria POLFS
Automated Reconciliation
Ref Requirements Description Proposed
Application Area
VER 033 Ability to amalgamate the DRS reconciliation processes with POL Reconciliation ™S
processes
VER 034 To reconcile data against the accounting flows being ledgered by trading day T™S
845, Bebt Recovery
Ref High Level Requirement Description
DRH-001 To implement a debtors ledger (accounts receivable) which accurately identifies amounts owed to PO Lid liability from
agents, former sub postmasters, customers and clients in relation to transaction balances. If client balances are on an
accounts payable ledger then to be able to identify and manage debit items within the overall creditor.
DRH-002 Deleted
DRH-003 | To be able to record debt recovery plan decisions, and action taken so as to manage debt recovery and document
stages of escalation taken.
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DRH-004 To be able to refer to information about transactions both in Horizon and directly entered trading
transactions with debtors, in order o resolve any disputed items and determine true amount recoverable

N

» NB If amounts owed to the PO but still under investigation are recorded outside of the debtors
ledger but within the suspense arca of POL FS (could be named discrepancies under
investigation), to be able to manage these as if they were on the debtors ledger ie

to accurately identify to branch,

to know which date they relate to and therefore which agent and the time outstanding ic age,
to refer to information for investigation purposes and

to record action taken.

YV V VYV

DRH-005 To be able to generate identified transaction errors if as a result of investigation debts need to be
transferred and corrected within a branch liability statement.

DRH-006 To be able to view debtor credit history in order to assess credit worthiness.

DRH-007 | To be able to assign appropriate credit terms to different products eg 30 days for trading transactions, monthly
instalments by deduction

DRH-008 | To be able to assign different agents to a central *head office” payment point in the instance of multiples who require a
central authorisation for cash to be sent to the PO.

Ref Programme Requirement Description

DR 001 A daily view of outstanding debtor balances (or suspense items) and the history of management for live
items

DR 002 Ability to age debt (or suspense items) so as to manage over due items.

DR 003 A mechanism to be able to trace disputed totals back to transaction level in order to resolve and correct information at

the appropriate point to amend ledgers, and reporting or management information.

DR-004 A flag needs to be set when it is known that an office is to be closed. The information will come
from the branch closure notice
DR-005 A flag needs to be set when a branch (or in the case of multiples the total of branches) has a debt

of more than £5,000 this includes all debt

S486. Cash Centre Cash Management

Ref High Level Requirement Description

CHH-001 SAP/ADS to make available, by cash centre, to the POL Financial System the daily cash movements by for entry into the
cash ledger

CHH-002 SAP/ADS to make available, by cash centre, to the POL Financial System the detailed cash pouch data,
for remittances into the cash centre, for entry into the cash ledger to enable Cash In Transit matching
within the ledgers

CHH-003 SAP/ADS to make available, by cash centre, to the POL Financial System the summarised daily client
related transactions by client for entry into the client ledger

CHH-004 | SAP/ADS to undertake the summarisation of required data, to an agreed level, prior to entry into the cash and client
ledgers.
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CHH-005 | The interface will provide all transactions which affect cash values of the cash centre. For example :- Inward

and Outward to POL
Inward and Outward to Fl's
Inward and Outward to Customers/Clients
Inward and Outward to 3" Party
Cash centre adjustments
Cash centre discrepancies

CHH-006 The interface will provide a snapshot of all transactions at approx midnight and must be available within the POL FS by
07:00 the following day

Ref Programme Requirement Description

CH —001" The Cash Cenire Trading Statement will replace the current cash account process.

The statement is an internal document for the cash centre only and will not be forwarded to an independent area unless
security and audit determine that that is essential. The actual data within the trading statement will have already
populated the ledgers by the daily interface outlined above and therefore no data from the statement will populate the
interface.

The trading statement will encompass a snapshot of cash and stock and also any current discrepancies or suspense
items. It will also enable the cash centre to view what business has been transacted over the last period. The cash
centre manager will be required to “sign off’ the trading statement as a true and accurate position at specified points in
time.

It is possible that the SAP/ADS system can produce the level of information required which would satisfy both control
issues and security and audit requirements.

There is workshop being planned to establish the actual requirements, and the SAP/ADS capability, which will feed into
the detailed requirements phase of end to end.

SAl1 Steck Recencilatien

Following the removal of the cash account it is essential that stock control is maintained and enhanced where possible.
There are several stock types held within the branch and the central stores locations
1. Transaction stock — this is stationery and is out of scope
2. Purchased stock — This is stock which is purchased prior to distribution. The point of purchase of the stock creates a balance
sheet entry (Dr Stock, Cr Bank) and the point of sale creates cost of sale (Dr Cost of Sales, Cr Stock). The stock of these items
will be held within the balance sheet.
3. Sale or Return — This stock is not purchased and therefore has no value until sold or lost. There is no balance sheet value and
no cost of sales attributed to these items when sold. If stock item is lost there may be a penalty payable to the client which may or

may not equal the sale value.

4. Hybrid (known as consignment stock in SAP) - This stock is a combination of 2 and 3 above as the stock is purchased later than
the point of receipt but paid for prior to the sale of the stock item. For example on activation of phone card packs.

[ DATE \@ "dddd, dd MMMM yyyy" ]
Version 3.4
Page 42 of 174

© Post Office™ 2003



POL00038870
POL00038870

Programme Conceptual Design Project: Accounting & Cash Management
Programme

COMMERCIAL IN CONFIDENCE Doc Ref:
AccCM-PCD

All the above

items of stock(except 1) must be monitored in order to maintain end to end control and integrity. This must include

movements of stock such as receipt from supplier into the National Secure Stock Centre remittances into and out of branches and the
sale of stock in order fo establish the current stock holdings within the Business.

To gain an end to end view of the stock within PO Ltd an interface with the central stock system will be required. Currently the National
Secure Stock Centre produces a stock account which is similar to the branch cash account and P16/P20D equivalents for remittances.

Currently Hori
includes. This

There is a

zon provides a feed to OpTip and SAP/ADS with details of some stock items however it is not clear which items this
needs further investigation during the detailed requirement gathering stage.

requirement during detailed requirement gathering and solution design to investigate

the most effective way to ensure that this data is captured correctly and for investigations to be
undertaken on that data at branch and stock item level.

Ref High Level Requirement Description

SRH-001 | To provide end to end visibility of the stock movements from point of entry (whether direct to branch or via the National
Secure Stock Centre) until sale, loss or return.

SRH-002 | To provide a daily feed to the stock control system of stock sales in order to maintain accurate link between stock
movements and stock sales.

SRH-003 To provide a system generated periodic declaration of stock at the branches, identifying stock discrepancies, for
despatch to the stock control system

SRH-004 To provide an interface of stock at National Secure Stock Centre, identifying stock discrepancies, for despatch to the
stock control system

SRH-005 | To provide auditable balances of stock for probity and audit purposes

Ref Programme Requirement Description

SR 001 The Horizon system to make available details of identified stock discrepancies by volume and value , where relevant, at
a given point in time, as defined by the Branch Trading Statement.

SR 002 The Horizon system to make available to the stock control system the daily
movements of stock into and out of branches by volume and value. These must include both internal and external
remittances.

SR 003 The Horizon system to maintain link between stock movement and stock sales and make available to the stock control
system the daily sales of stock.

SR 004 The National Secure Stock Centre to make available details of identified stock discrepancies by volume and value,
where relevant, at a given point in time in order to identify stock to the stock control system.

SR 005 The National Secure Stock Centre to make available to the stock control system the daily movements of stock into and
out of the central stock unit by volume and value, where relevant. These must include both internal and external
movements.

SR 006 The stock control system to hold information by stock type in order to inform POL FS of all balance sheet impacts.

SR 007 POL FS to hold value of all stock, which has a balance sheet impact, by stock item.

SR 008 To identify instances of obsolete stock which should have been returned to National Secure Stock Centre
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848. Financials
Ref High Level Requirement Description
FIH-001 Introduction of a new financial system (POL FS) to produce the financial ledgers for Post Office Ltd (POL) to report to
Royal Mail Group using simplified business processes and reduced duplication and requirement for reconciliation
FIH-002 Introduction of a Client Ledger and Agent Ledger to enable standard procedures for Debt Recovery and monitoring. To
enable the capture, validation, verification and correction of client transaction data.
FIH-003 Produce POL Ledgers to report P&L and BS for POL in so far as the transactions are handled within the POL
environment with a stream of data from branches and cash centres
Ref Programme Requirement Description
Create client ledger
FI-001 Adaily view of summarised balance by client, by branch or cash centre, and by day.
FI-002 Ability to split values, when a client has several products with different terms of payment, in order to map into different
accounts in the ledger.
FI-003 The ability for each trading day to have a unique line.
F1-004 The ability for non-polled offices transaction data to be summarised into the relevant trading day when next polled.
FI-005 The ability for differentiation between trading date and posting date.
FI-006 Auditable transaction postings
FI-007 To be able to determine the amount due to a client using payment terms agreed with client
F1-008 To provide information of aged balances
FI-009 To enable payments toffrom clients with functionality for matching and closing paid items to leave open items for
management of debtors/creditors
FI-010 To be able to produce correspondence to chase outstanding items e.g. statements, reminder letters
Create agent ledger
FI-011 To process agent debt items
FI-012 Allow matching to enable management of open items
FI-013 To be able to produce correspondence to chase outstanding items e.g. statements, reminder letters
FI-014 To provide information of aged balances
Create POL Accounts
FI-015 To produce a set of auditable accounts within the framework of the Chart of Accounts specified in the appendix
FI-016 To enable matching of suspense items for debt recovery purposes and error handling
FI-017 To enable the reporting of stock values in the relevant balance sheet accounts (this will cover the Stock Ledger)
FI-018 To consolidate information from SAP ADS financials to report the POL accounts
FI-019 To account for business transactions which will populate the trading ledger
F1-020 To have visibility of branch transactions by day (this will cover the Branch Ledger)
8AS. Becemmissioning and Fujltsa Retionalisation
Ref High Level Requirement Description
DEH - 001 | There is a requirement to ensure that where functionality and outputs exists in current legacy systems which are required
in the future that they should be catered for in the new systems environment.
DEH - 002 | There is a requirement to simplify the Horizon estate as a result of the changes made to business processes contained
within this document
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DE-001 Each interface, function and output contained in POL legacy systems due for decommissioning will be catered for in the
future where this is justified. Section 11.2 describes this in greater detail.

DE-002 There is a requirement to simplify the reconciliation processes performed within the Horizon central host systems by 31st
March 2005.

Verification that this requirement has been met will be evidenced by the removal of support for the processes handling
reconciliation between TPS/DRS and TPS/APS such that Fuijitsu Services can realise the Sl cost savings detailed in
Schedules 10 and 12 of the Post Office/Fujitsu Services

Agreement.

DE-003 There is a requirement to simplify the Horizon estate to reflect the removal of support for legacy accounting processes
(e.g. those involving Cash Account) and legacy systems by 31st March 2005. Verification that this requirement has been
met will be evidenced by simplification of the Horizon estate such that Fuijitsu Services can realise the S| cost savings
detailed
in Schedules 10 and 12 of the Post Office/Fujitsu Services Agreement.

DE-004 There is a requirement to remove the Horizon data warehouse, which is currently used for the maintenance of
transaction data, by 31st March 2005. Verification that this requirement has been met will be evidenced by the removal
of support for the Horizon data warehouse such that Fujitsu
Services can realise the Si cost savings detailed in Schedules 10 and 12 of the Post Office/Fujitsu Services Agreement

DE-005 There is a requirement to simplify Post Office requirements relating to Horizon system boundaries by 31st March 2005
as detailed in Schedule 12 of the Post Office/Fujitsu Agreement. Verification that this requirement has been met will be
evidenced by Fujitsu Services being able to reduce
their operational costs sufficiently to enable Post Office to realise the savings in Operational Charges detailed in
Schedules 10 and 12 of the Post Office/Fujitsu Agreement

54.10. Management Isfermation - Additional to Beleass 1
Client Reporting (Contractual Agreements)
Ref Requirements Description Business Area Category Report/ Proposed
Functionality Application
Area

MI 100 Information required by Audit for | Data Exceptions Client Report POLFS
issued error details, errors BTA
and erors not Network
Reinvention offices

MI 101 Information to Multiples Partners | Data Exceptions Client Report POLFS
regarding outstanding, issued
and BTAerrors.

Ml 102 Ability to produce data reports | Data Preparation Client Report Data Warehouse
for Sales and Marketing.
Volume and  value  of
fransactions by branch, top
sellers and worst sellers for a
particular product, write off and
wastage details.

MI 103 Ability to pull off a full list of | Data Preparation Client Report Data Warehouse
available data fields to enable
clients to define specific
reporting requirements.

Ml 104 Ability to produce data files or | Data  Preparation/ | Client Report TMS/POL FS
reports for clients as defined | Data Exception
within contractual agreements.
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For example volume and value
of transactions, customer details
if applicable, product breakdown
by volume and value, details of
adjustments made, data
mismatches  between  client
supporting document  stream
and transaction stream, method
of payment details. Example
clients are Local Schemes,
Department of Work and
Pensions,  Girobank,  NSB,
UKPS, AON, First rate, DVLA,
Department of Health, Inland
Revenue.

MI 105

Provision of Information
regarding  office  openings,
closures and relocations to
various internal parties and
clients (current TP 129 process)

Support

Client &
Operational

Report RDS

Management Reporting (Performance Control)

Ref

Requirements Description

Business Area

Category Report/

Functionality

Proposed
Application
Area

MI 106

Budget and performance information
in order to calculate real unit cost.
Includes capacity planning
capabilities.

All

Management Report Data Warehouse

MI 107

Total volume and value of

exceptions produced

Data
Exceptions

Management Report Data Warehouse

MI 108

Volume and value of exceptions
produced against data matching
(supporting  document  stream
against fransaction stream)

Data
Exceptions

Management Report Data Warehouse

MI 109

Volume and Value of exceptions
produced against data
validation/verification checks
(ranges checks etc.)

Data
Exceptions

Management Report Data Warehouse

MI 110

Exceptions by product or client as a
percentage of total transactions

Data
Exceptions

Management Report Data Warehouse

M1

Volume and value of exceptions
cleared to be reported by product,
client or all exceptions.

Data
Exceptions

Management Report Data Warehouse

MI 112

Volume and value of exceptions
cleared split between system
cleared and manually cleared (TP
intervention/adjustment)

Data
Exceptions

Management Report Data Warehouse
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MI 113 Volume and value of exceptions | Data Management Report Data Warehouse
cleared by TP by individual team | Exceptions
member
Ml 114 Volume and value of outstanding | Data Management Report POLFS
exceptions by branch, by age, by | Exceptions
value
Ml 115 Volume and value of issued errors | Data Management Report POLFS
by product or branch Exceptions
Mi 116 Ability to pull off statistics to enable | Data Management Report Data Warehouse
identification of trends for exceptions | Exceptions
produced and their causes. Historic
data will need to be retained for up
to 2 years.
Ml 117 Number and value of maintained | Data Management Report POLFS
errors and write offs by product Exceptions
Ml 118 Ability to pull off statistics regarding | Data Management Report POLFS
team performance  (exceptions | Exceptions/
created, exceptions issued, | Debt Recovery
exceptions  cleared, exceptions
outstanding efc). Ability to remove
from one teams statistics and add to
another team as the exception
passes through the process.
Ml 119 Ability to measure individual TP staff | Data Management Report Data Warehouse
and whole unit (TP) against process | Exceptions/
set timescales Debt Recovery
Ml 120 Measurement of manually keyed | Data Management Report DPU/ TMS
supporting documentation including | Preparation
keyed to timescale and keying
errors.
MI 121 Information on data entry failures | Data Management Report DPU/ TMS
(file interfaces and data rejections), | Preparation
reasons for failure or rejection,
identification of interfaces received
and not expected, and identification
of interfaces expected but not
received. Including transaction or
sup doc data not received, by
branch.
Mi 122 Debtor days by client and product | Debt Recovery | Management Report POLFS
and trend analysis monitoring
MI 123 Creditor days by organisation and | Debt Recovery | Management Report POLFS
product and frend analysis
monitoring
Ml 124 Errors produced for creditors and | Debt Recovery | Management Report POLFS
debtors - issued or resolved,
number and value, by client and
product.
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Ml 125 Progress of exception handling | Debt Recovery | Management Report POLFS
measured against target (failures to
issue or clear in x number of days)

Ml 126 Aged debt profile by number and | Debt Recovery | Management Report POLFS
value

MI 127 Debt as a percentage of | Debt Recovery | Management Report POL  FS/Data
sales/transactions by product Warehouse

Ml 128 Monitoring of percentage of debt | Debt Recovery | Management Report POLFS
recovered and outstanding

Ml 129 Bad debt provision monitoring Debt Recovery | Management Report POLFS

Operational Reporting (What we need to do our day jobs)
Ref Requirements Description Business Area | Category Report/ Proposed
Functionality Application
Area

MI 130 Ability to pull off ad hoc reports | All Operational Functionality Data Warehouse
selecting required data fields from POLFS
available list and defining format as
required.

Ml 131 Ability to run batch reports to defined | All Operational Functionality Data Warehouse
timescales and formats as required. POLFS

MI 132 Volume and value of transactions | Data Operational Report Data Warehouse
and sup doc information to be | Exceptions
reported in a variety of ways (e.g. by
transaction, by product, by product
breakdown (e.g. postal order bands)
by branch, by client, by group of
branches, by method of payment).

Require the ability tfo identify
negative sales (volume and value,
by branch, by product).

MI 133 All created exceptions to be reported | Data Operational Report Data Warehouse
by transaction, by product, by | Exceptions
branch. All outstanding exceptions
fo be reported by transaction, by
product, by branch.

Ml 134 Details of cleared exceptions to be | Data Operational Report POL FS/
archived but still accessible to | Exceptions Data Warehouse
provide a rolling 12 month view.

MI 135 Non poled data - missing | Data Operational Report T™MS
transactions from branches shown | Exceptions
by branch and days since last
polled, also shown as percentage of
overall network

Ml 136 Ability to flag branches on exception | Data Operational Functionality POLFS
reports that require priority attention | Exceptions
or specific action {(e.g. A = Network
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Reinvention Office).  Ability to
increase the number of flags applied
at any one time (max 10) and
redefine criteria as necessary to
enable prioritisation of exception
handling.

MI 137

Errorfexception  information  to
branches — currently produced by
STAM

Data
Exceptions

Operational Report Data Warehouse

MI 138

Ability  to  identify  multiple
fransactions (e.g. same barcode
scanned twice)

Data
Exceptions

Operational Report Data Warehouse

MI 139

Ability to report Debt Recovery Case
Management By branch, by branch
type, by Agent name, by product (by
client), by age of debt.

Debt Recovery

Operational Report POLFS

MI 140

Report on high value debt (e.g. all
outstanding debt which exceeds a
defined limit, by branch)

Debt Recovery

Operational Report POLFS

MI 141

Report on Debt Recovery repeat
offenders (problem offices)

Debt Recovery

Operational Report POLFS

MI 142

Value of debt or credit by number, by
branch, by branch type (fo meet
current organisational structure), by
product, by method of payment, by
age of debt

Debt Recovery

Operational Report POLFS

MI 143

Former Subpostmasters accounts
held including Branch, Agent name,
Age of debt, Dispute details, Losses
(write off). Ability to search on a
particular field (i.e. Agent name) and
be able to track status, audit log
entries

Debt Recovery

Operational Functionality POLFS

MI 144

Ability to identify specific types of
debt e.g. Invoices debt - Licence
fee, ISIS, Shortages, by agent, by
branch, by age of debt

Debt Recovery

Operational Report POLFS

MI 145

Disputed debt by branch, by client
(e.g. Giro)

Debt Recovery

Operational Report POLFS

MI 146

Non-recoverable debt - e.g. as a
result of fraud or client negotiations,
details to be held until written off. By
network (national total of all
branches), by branch, by product, by
client

Debt Recovery

Operational Report POLFS

MI 147

Data archiving ability

Support

POL FS
Data Warehouse

System Functionality

MI 148

Ability to access archived data easily

Support

System Functionality POLFS
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and run reports by transaction, by Data Warehouse
branch, by product, by client as
required
MI 149 Where a file has been interfaced | Support System Functionality & | TMS
successfully (e.g. data received from Report
client), the system should identify
details of any invalid records (e.g.
unknown FAD code) and be able to
produce a report to aid investigation
of the invalid records requiring
correction.
MI 150 Transaction level data to be held for | Support System Functionality Data Warehouse
2 years
Ml 151 Ability to schedule regular report | Support System Functionality POLFS
production.  Ability to monitor Data Warehouse
production of scheduled reports.
Ml 152 Report  showing  transaction, | Data Operational Functionality & | TMS/POL FS
supporting document or client level | Exceptions Report
adjustments. By branch, by product,
by value, by number. To include
date of adjustment, user details and
reason code for adjustment.
Cash Management Requirements
Ref Requirements Description Business Area | Category Report/ Proposed
Functionality Application
Area
MI 153 Ability to undertake trend | Cash Operational Functionality | POLFS
analysis in order to aid | Management & Report
forecasting of the future value
of transactions (e.g. DNS,
Girobank, DVLA)
Ml 154 Ability to undertake trend | Cash Operational Functionality & | POLFS
analysis in order to aid | Management Report
prediction of client for ESFS
MI 155 Ability to identify and report the | Cash Operational Functionality & | POLFS
current outstanding balance within | Management Report
each ledger.
Ml 156 Ability to report the total volume and | Cash Operational Functionality & | Data Warehouse
value of transactions by client | Management Report
including  product  breakdown.
Ability to adjust settlement figures
for some dlients to account for
payment net of commission
(management fees) and VAT.
MI 157 Ability to identify and report stock | Cash Operational Report Data Warehouse
holdings by client, by product, by | Management
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denomination (e.g.  Vodaphone
phonecards, £5, £10 etc.)

MI 158

Volume and value of transactions
required by Sales and Marketing to
inform management
fees/commission charged to clients

Cash
Management

Operational Report Data Warehouse

MI 159

Ability to produce reports to
aid reconciliation of ledgers
and  substantiate  ledger
balances

Cash
Management

Operational Functionality & | POLFS

Report

MI 160

Deleted

MI 161

Ability to provide verification of
accounts — Erst & Young Audit
requirement

Cash
Management

Operational Functionality POLFS

MI 162

Ability to identify details of new
products and new clients including
mapping of products to clients
(browse access to Reference Data
information)

Cash
Management

Operational Functionality /| Data Warehouse

Report

MI 163

Ability to settle on sales for some
clients (current contractual
agreements)

Cash
Management

Operational Functionality/ POLFS?

Report

MI 164

Ability to identify cash and stock
holdings by product, by branch

Cash
Management

Operational Functionality/ POLFS?

Report

MI 165

Ability to produce statement of
accounts for each client including
brought forward figures, sales,
setflements made and a closing
balance.

Cash
Management

Operational Functionality/ POLFS

Report

MI 166

Access to transaction data (volume
and value) for all products on a
daily basis by product (RDS item
codes) grouped into clients -
extension of current CTS report.
Information to be spilt into Giro and
non giro clients, including country
split where applicable. Exact
content and format to be defined
but to include product descriptions
and summarised totals by product
and client for settlement purposes
(including  late  transactions).
Preferred option would be for a file
to be produced and FTP'd to Future
Walk server by 07:30 on a daily
basis. Ability to pre-define daily,
weekly and monthly file contents
and specify clients to match
settlement agreements.

Cash
Management

TMS/Data
Warehouse

Operational Functionality/

Report

MI 167

Ability to identify cash remittance in

Cash

Operational Functionality & | POLFS
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fransit values by product. Management Report

MI 168 Summary report of data posted to | Cash Operational Report POLFS
ledgers and interfaced to ESFS by | Management
value of debits/credits against each
ledger code.

MI 169 Summarised transaction data at | Cash Operational Report Data Warehouse
branch level, by cash centre area | Management
Ability to produce comparisons
across periods/years.

MI 170 Deleted

MI 171 Daily, National summary of | Cash Operational Report/ POLFS
transactions, by client, by product, | Management Functionality
by method of payment. Split by
deposits and withdrawals (rather
than net position).

MI 172 Updated transaction data received | Cash Operational Functionality & | POLFS &
from Non polled offices to have | Management Report Data Warehouse
indicator flag applied.

MI173 Ability to pull cash holding data and | Cash Operational Functionality & | POL FS/ Data
fransaction data from a single | Management Report Warehouse
source.

8.5. Exclasions

A number of facilities or implementation methods are described in the Feasibility Study ref. . E2E Simplification — Business Requirements
Specification (Vsn 2.0) Post Office confirms that the following items are not required in the Accounting & Cash management Programme

solution: -
Feasibility Study ref: E2E Simplification — Business | Comment
Requirements Specification (Vsn 2.0) Process Area
1.
Sales All references to Prompts and Help in the sales process are not included
2.
Inventory Management All references to electronic ordering and management of stock inventory

items

Local destruction of stock is not included

Printing of virtual and transaction stock is not included

[ DATE \@ "dddd, dd MMMM yyyy" ]

Version 3.4

© Post Office™ 2003

Page 52 of 174



POL00038870
POL00038870

Programme Conceptual Design Project: Accounting & Cash Management
Programme

COMMERCIAL IN CONFIDENCE Doc Ref:
AccCM-PCD

5.6. High Level Process Models
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A0 - Post Office Processes in Scope
M;amg\:::ent Management information
Reference Data Stock Revaluation Information nformation .
Management Product Change info 3
EEE——— AS _ ABC Datg Accounts and
1 Trading Transactions Settlement

A1
Reference Data & Business Rules

Trading Debts

Adjusted Transactions

Debt Recovery Amounts ThmugE Payroll

Cheques Processed

Client Transaction Data Report

treamline Settlements

Branch Liability Statement

Customer Requirements/ evaluation Information L
H Sal -
Enquiries es Receipt — Ciiert Setiement Data Settlement Payment to Cl|ent'
— 2 "
Branch Closure Notice Payment Request to Client
— .
f Enquiry Response/After Sales Enquiry Client Authorisations Identified Transaction Errors
= Interest Report
| 2| Transaction Data " " g
| A2 Cash Mo " Costing Analysis .
Cash Centre Cash Holding Ir Mandatory Data >
Branch Cash Holding Marketing Forecasts -
| Stock Usages Through Transagtion; Seasonal Data =
Stock Holding information Imestments & Borowings
! Bank STatenent
Gash [FlgW g Holdings Fenormance Datg | e
Cash Flow Forecasts 4
) | @ash Tlow Forecasts
. ._ Management Supplier Orders - Ad
Stock Receipts [Stock Despatches
Local Requirement Knowfedge
Product Marketing Knowledge
Other Fulfliments Pouch Delivery Confirmation to Cash Centre
ash Centre Transaction Data
Cash and N Cash U Through T " outhers Despatched
ash al ear Cas sages oug ransacuons mqlﬂ and Voucher Values
2
QOpening Cfs[\:‘ ghe_gues and e R ) Cheques Despatched
Cash Rec Management —————————" Consignment Note
Cash Receipts fom Financial Institutions — )
lLocal Cash Requirements Information _— | Cash Despatches
Customer Transactions Cash Orders o,
Seasonal Data Cash Despatched to Financial Institutions
Marketing Forecasts >
Management Report -
Cash Centre Cash Holding Information Non-Conformance Reports >
Cash Flow & Holdings Performance Data -
—m .
6
[ A8 Forecast Performance Reports
b
n i
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A1 - Reference Data Management

Make Product

Client Reqts Changes

1
A11

Reference Data

. Data Ref Data File Verification Live Ref Data
New Data Triggers  p——p» Verification B

3 4
A13 A14

Make Branch
Data Request and y

Organisation
Changes 2
A12
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A11 Make Product Changes

™
Rejected Change

Client Reqts Initiate | Log in PACE
New/Changed | Change Request —
.
Product o

T w

Client Managers  Product Deployment Team Product Deployment Team

Impact Assessment Request

Perform Impact Agree Change ,
Assessment Change Definition [ Initial Data ltems
o)
T New Data Triggers
Stakeholders PACE Team -
Client Managers Product Deployment Team
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A12 Make Branch and Organisation Changes

Initiate Non- Rejected Change
Data Request | Advanced <

Change

0 Login
Branch/Org
Ml Team
+ Change Request Change
Initiate | 0
Advanced —Eh———é X

Change ange Reques

0 Ml Team  NIET

? NIET Impact Assessment Request

Perform Impact
| Assessment

0

Agree Change | | OBC 20 Send to Fujitsu

— —— >
Stakeholders Change Definition o Initial Data Items o
Enter Data |—
ltems New Data Tn'ggﬁ
OBC 20 Source 0
Ml Team T T NIET
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A13 Reference Data Verification

New Data Triggers

Completeness |-

[s)

Verify for Verified Mandatory Data

Prioritise

Pure, basis & advanced products Branch and crganisation changes

Captured Data

Verify and

0

Verification Report

Authorise Datal o thorised Data

RefData File

Network Change Team
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A14 Reference Data Authorisation

Exceptions

Ref Data File

Verified Ref Data
Automated Advice of Changes (OBC 2 data)

Authorise Live Ref Data
p Releaseinto | o
Live
Fujitsu Network Change Team T 0
Network Change Team
Pre Authorised Changes >
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A2 - Sales

Reference Data & Business Rules

Re-start Transacton/Session Paused Trans action/Session

& v

Reference Data & Business Rules

J Cancelled Transaction

Customer Requirements/Enquiries|

itial Trans action Information

Cancelled Transaction
Settle ]
Rpference Dafa & Business Rulejs Cuslo.mer Transaction Data
Session P

Receipt

A\

Trans action Info

Stock Holding Informatior ns

Stock Usages Through Transacti

\ A B

5 Cash and Near Cash Usages Through Transactions

A p25
Transgcton Authorisatipn / Extra Inform atign

Non-Authorisation

Session Adjustments J

Ref¢rence Data|& Business Rulgs

L Client Authorisations

Responses to Enquiries Client

| —

Enquiries

NSLASLANLLS

After Sales Enq uurie; Requests for Authorigation frd

Client

Branch Point of Sale

[ DATE \@ "dddd, dd MMMM yyyy" |
Version 3.4
Page 60 of 174

© Post Office™ 2003



Programme Conceptual Design

POL00038870
POL00038870
Project: Accounting & Cash Management
Programme
COMMERCIAL IN CONFIDENCE Doc Ref:
AccCM-PCD

A25 - Settle Customer Session

Reference Data & Business Rules

p
Transaction Authorisation / Extra Information
Request Payment Request
Transaction Info Settlement \
I Cancelled Transaction
S "g;:;?ﬁ: Session Adjustments ;
Payment Information
2mnnny )
i
Payment A uthorisation Infb (if required)
Authorise
Payment
3|
Payment A uthorisation/Non-A uthorisation Reference Data & Business Rules
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LW A Business Area Precessss

811 Process Descriptions - Release 1

5111 Receive and scan pouch from carrier

Process Map Reference: A 615

Description: This process provides a constraint between the physical delivery of cash, by the carrier, and the updating
of the information in the various accounting systems of the liability for the cash. It is designed to remove the possibility
that system updates may not transfer liabilities for sums of cash when the cash has physically transferred location but
not recorded as received by the postmaster. This, therefore, supports the production of a more robust statement of cash
holding.

On arrival of the carrier the agent would enter a part of the counter system which will demand some token data (barcode
on pouch). The system would then verify the delivery, and obtain remittance data from the pouch details sent by cash
handling. Once verified, the system will produce the paperwork (receipt) and update the cash figure within the stock unit.

As a result of running this process; the branch accounts will be updated with the liability of the value of the cash in the
pouch (the branch accounts will then provide the onward updates of the overall POL accounts on a daily basis) and the
delivery confirmation information should be prepared and transmitted to the Cash Centre accounts system, via LFS.
Triggers: The agent choosing the function within the Horizon counter system, on arrival of the carrier, triggers the
process
Frequency of operation: On average the cash is delivered to a branch twice a week.
Volumes: The process is operated once per cash delivery, per pouch.
Automation: Once the process has been selected from the counter system the process should operate with minimal
intervention from the agent, who should only be required to enter the token data, ideally by bar code scan or some other
token reading function. Requirements for instigating the counter transaction by the token read are to be investigated as
part of the detailed solutions design.
Locations: To be performed at all branches where the Horizon counter system is available
Input requirements at the WP boundary: Apart from the trigger to instigate the process the only information flowed in
to this process is; the pouch details, containing a specified value of cash.
Output requirements at the WP boundary: The process outputs the following information;
= Pouch delivery confirmation —a piece of information flowing to the cash management system to inform its
accounts that this cash has now transferred liability and to POL FS to allow for Cash In Transit tracking
= Discrepancies in cash — a piece of information flowing to the Physical Cash Management system to
inform its accounts that there is/was a discrepancy noted within the cash delivery.
= Reoceipt - a physical receipt printed part of which is signed by the carrier and the agent, part of which is
taken by the courier.
= Remittance Slip — A physical printed slip which contains details of the value that has been remitted into
the stock unit, for checking purposes.
Time Constraints: None
Fall back procedures: In case the counter system is unavailable when the courier arrives or the pouch token data is
unreadable (bar code doesn't scan) it should be possible for the agent to manually enter the pouch token code. Each
occurrence of this happening should be recorded for management information. In case the consignment note has not
been delivered to the branch, the pouch should contain a physical advice note, upon which is a token who's data
contains the value to be remitted into the stock unit. Each occurrence of this happening should be recorded for
management information and subsequent investigation.
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5112 Barcode Scan Carrier

Process Map Reference: A614
Description: This process provides a constraint between the physical collection of cash, by the courier, and the
updating of the information in the various accounting systems of the liability for the cash. It is designed to remove the
possibility that system updates may transfer liabilities for sums of cash when the cash has not physically transferred
location, as may happen when an agent REMs out a pouch of cash some time(days) before the arrival of the courier in
preparation for despatching the cash. This, therefore, supports the production of a more robust statement of cash
holding.
On arrival of the courier the agent should be able to enter a part of the counter system which will demand some token
data (anticipated to be a token held by the carrier such as an authorised collectors card) which will uniquely identify the
courier and/or verify that the courier is present (it is anticipated that the code will be of a verifiable value. requirements
for managing/changing the valid set of courier codes are to be investigated as part of the detailed requirements
analysis). Only on validation of this token data will the counter system proceed to produce the paperwork (receipt) to
allow the despatch of the pouch of cash.
As a result of running this process; the branch accounts will be updated with the reduced liability of the value of the cash
in the pouch (the branch accounts will then provide the onward updates of the overall POL accounts) and the Pouch
Collection Confirmation information should be prepared and transmitted to the Cash Centre accounts system.
Triggers: The agent choosing the function within the Horizon counter system, on arrival of the courier, triggers the
process
Frequency of operation: On average the cash is despatched from the branch to the cash centre twice a week.
However cash positive branches (where cash receipts > cash pay outs), of which there are around 150, can despatch
cash as frequently as twice per week.
Volumes: The process is operated once per cash despatch.
Automation: Once the process has been selected from the counter system the process should operate with minimal
intervention from the agent, who should only be required to enter the token data, ideally by bar code scan or some other
token reading function. Requirements for instigating the counter transaction by the token read are to be investigated as
part of the detailed requirements analysis.
Locations: To be performed at all branches where the Horizon counter system is available
Input requirements at the WP boundary: Apart from the trigger to instigate the process the only information flowed in
to this process is; the information that a pouch, containing a specified value of cash, has been made up in preparation of
being despatched and the courier token data value.
Output requwements at the WP boundary: The process outputs the following information;
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