
FUJO0119801 
FUJO0119801 

OFFIC ra 'A ti()421()1 3 Vet 1.0 Slide {'M9' 



FUJO0119801 
FUJO0119801 



FUJO0119801 
FUJO0119801 

By the end of the course you will: -

0 Have an awareness of the Horizon system functions. 

N Be able to navigate the system. 

• Know and be able to use the support materials available. 

Have a level of comfort with the Horizon system, to enable you to 

carry out your everyday business transactions on return to your Post 

Office. 
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Introduction 9.00 - 9.10 

Getting started & Sales 9.10 - 10.45 

Coffee 10.45 11.00 

Sales & Benefit Payments 11.00 - 12.30 

Lunch 12.30-13.30 

Benefit Payments (continued) 13.30- 14.45 

Automated Payments 14.45 - 15.15 

Coffee 15.15 - 15.30 

Functions & Help + Basic Maintenance 15.30 - 17.00 

Roleplay 17.00 17.40 

Performance Standard Assessment 17.40 - 18.00 
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Introduction 9.00 9.10 

® Getting started & Sales 9.10 - 1().45 

• Coffee 10.45 - 1 1.00 

• Sales & Benefit Payments 1 1.00 - 12.3() 

Lunch 12.30 - 13.30 

Benefit Payments (continued) 13.30 - 14.30 

Alutomated. Payments 14.30 - 15.00 

Coffee 15,00 - 15.15 

Functions 15.15 - 16.00 

Roleplay 16.00 - 17.00 

} w ~ 
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• Introduction 9.00 9.10 

• Help . Basic Maintenance 9.10 9.30 

• Office Set Up 9.30 - 10.00 

• Balancing (Shared Stock Unit) 10.00 - 1 1.00 

• Coffee 1 1.00 - 1 1.15 

• Balancing (Individual Stock Unit) 11.15 - 12.30 

• Role Play & Performance Standard Assessment 12_ 0 - 13.30 
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By the end of this workbook you will be able to:-

Identify the Hardware Components which make up the Horizon system. 

Get Started on the Horizon system. 

Move around the Horizon system. 
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Rent Vouchers 

Mono TV Licence 

Sun Alliance Insurance Policies 

Saving Ce.rtif castes 

F l l 1 Application Forms 

~ 
OFFICE 

PA1(/O42/(03 Ver 9.1) SUdlc c;M 1 P - C 9 



FUJO0119801 
FUJO0119801 

..fl 01 :: U VA F- -!&ui !bx.i.i .I 
By the end of this  workbook you will be able to:-

Identify the Hardware components which make up the Horizon system. 

Get Started on the horizon system. 

Move around the Horizon system. 
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By the end of this workbook you will be able to:

Describe the Settletnent, options of die Horizon system. 

Complete single and multiple EPOSS sale transactions using the 
Horizon system. 

• Complete EPOSS transactions using the Quantity & Undo functions 
and register mixed payment's. 
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• Describe the Settlement options of the Horizon system. 
• Complete single and multiple. EPOSS sale transactions using the 

Horizon system. 

Complete EPOSS transactions using the Quantity & Undo functions 
and register mixed payment's. 

POST ` , 
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By the end of this workbook you will be able to:-

Complete single & multiple transactions from the Licenses, National 
Savings and GiroE3a k groups. 

e Encash Green Ciro benefit with milk tokens. 

A 
~yG♦F{

yw
, 

g 



FUJO0119801 
FUJO0119801 

0 Complete EPOSS Scaks transactions. 

1'A.TH'ro42fOQ3 ..Ver LO Side CM( C'Ai;r 



FUJO0119801 
FUJO0119801 

SELECT A ERVIC 
•' ... ~   ~ 

r~ 
y~'~' ra 

7}"~,bi'x ~ k q~ 
J p*,~'< G ,ki y~~~~~apr Y ~ ~ . ,{ 

A a', .a a<_~ , ,. :p : F ~. t;- •'6° ;r  • re .,
.

' N ~ {i L~(x t•'9 F R'Jr  N i y~, ~. '•. 'G Sx~>;" lr' P kFL 1 -4.'It~f 
'y "Y, h/rV ~'^. F d J _ 

~ 
x~.'~y.~ ~' ~ 44 t~'.rxP~va~1~ ~a~f y a'"•q¢ ~'~~Y t ~{ att 9~7 r' ~, F 

_ ' ' V4✓ Y`~~ A~w~ - t. '~r~~ 5.},~ ,~ ~~ '~ f4~~„ 
„~,+j.~: .~" s) 4 t ~t aft ' s s~

t{~A6 ~, y ¢fi Fr '~t~ti t l a' . '+~.
A 

1 s
~Yy¢

a ~
~,iw,r

s~~~~k d' ' ,~ 1• 
3x.`5

' I. ~ ~br."9_ ~ ti  ~° . t r .w ,. s $4, ~if•6 ~.~ ~,.~ f ~`.r . .~~m , -!"4.:5~,~.'i •n ;Y .f~f~. ~y. '~1; , ~ ~. z , ~ i 
. . ` 

' ~ 1 ~ xsi r ~*'~ ' x* rjr t vF t ~ of t ! `x~ •)a ,a '~ r~ti ~If ?M ~ ~ t ~ ,) r ~{I 

'  • .. R 
r' ~ : t L xYF~x°,~` d +Y A ~ x'rs~ t~~~s ~j ~.~ t ~. ' ~ 4 Ib s ~ ~ 

yl ` ',, S: SNI .~N"~ t yy . ° ~:~r ~ 1~ I..t ¢ +a1' of Y y A 
~ jt .•, 

c Y¢Nf
..., s v rb •t r S - yr w ~ 

r ~, ., k 

a 
®  6 t A ~ a r~, K. •# ~i~ =1 t~ ,a ,~~,~} `q xf>e r 1 ~`,~ t " , ,w

• ~ 
~ t 

~~iuf~~~' ~r~h3 ~a,.r~~~r~ i~~ w• ~ ~ ar •~ ~~{,k 1? ~~ ~~ 

',~+P as",~ ~'up dad 

~~f~~~,,~~ i"
nT~.a 

F , ;~.
1. . . . . ~ 'r -a ti t r b s 1 Lnz A 

•; -p . 
.aSfF 

A'~~'
y 

Ywi (. ! i'~~'S `S,. d
.. 

~ 51`

•. ~ 

,< 

~ M ~ ~ ~~ 

x

~~p e~~l ~'. 
~a ~ '2 5 C~ 

0< 
~ s~ 4r'~ i~~w~ } ~ ~  ~ I

•, 'p F, ..4?.'tr  fly f ' 

PATI17 42/003 Vei I 0 'Slide :CMI7 CA16 



FUJO0119801 
FUJO0119801 

[)iIi111I!AF— —WsiJ.i,iu l 
By the end of this workbook you will be able to: 

Complete EPOSS Scales transactions. 
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By the end Section l -OBCS you will be able to:-

Receive & Issue bar-coded order books using the Horizon system. 

• Encash foils from bar-coded and non bar-coded order books. 

• Encash foils from bar®coded order books, manually entering the book 
details after a bar-code reader failure. 
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By the end Section 1 - OBCS you will be able to:-

• Receive & Issue bar-coded order books using the Horizon system. 

• Encash foils from bar-coded and non bar-coded order books. 

• Encash foils from bar-coded order books, manually entering the book 
details after a bar-code reader failure. 
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a Reconcile payment cards using the Horizon system. 
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By the end of Section 3 -- BES you will be able to:-

0 Issue payment cards to the customer, on production of a Pick Up 
Notice (PUN) using the Horizon system. 

Issue payment cards to the customer, manually catering the Pick Up 
Notice (PUN) details after a bar-code reader failure, 

0 impound a suspicious PUN, 

PATH/0421003 Vcr 1.0 Slide CM27 - CA26 



FUJO0119801 
FUJO0119801 

WLV&14IIl u: 
rx:: I I'Ll I [I]1 

Activate the following payment cards:-

Theresa Douglas 
• Helena Craven 

• Laura Connor 
• Rose Mann Batch 3 
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By the end of Section 3 - EKES you will be able to: 

• Issue payment cards. to the customer, on production of a Pick Up 
Notice (PUN) using the Horizon system. 

Issue payment cards to the customer, manually entering the Pick Up 
Notice (PUN) details after a bar-code reader failure, 

0 Impound a PUN. 
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Carry out encashment of benefit using the payment cards on the 
I lorizon system. 
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Recognise a Temporary Token. 

• Carry out the encashment of Temporary Token (TT) benefit. 

s.+ 
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By the end of Section 5 - BES you will be able to: 

0 Recognise a Temporary Token. 

40 Carry out the encashment of Temporary Token (Ti) benefit. 
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Complete APS Magnetic Card and Bar-coded Bill payments. 

Reverse an APS transaction. 

Understand the procedure to recover transactions after a system or 
communications failure. 
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By the end of this workbook you will be able to:-

• Complete APS Magnetic Card and Bar-coded Bill payments. 

• Reverse an APS transaction. 

• Understand the procedure to recover transactions after a system or 
communications failure. 
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By the end of this workbook you will be able to:-

IV Recognise and perform actions from the functions menu. 

R.
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OBJECTIVES Workbook 7 
By the end of this workbook you will be able to: 

Recognise and perform actions from the functions menu.. 

Perform transaction reversals. 

Register miscellaneous transactions. 

PAST: na" 
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OBJECTIVES :' Workbook 7 
By the end of this workbook you will be able to:.-

Recognise and perform actions from the functions menu. 
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• Recognise and perform actions from the functions menu. 
• Perform transaction reversals. 

Register miscellaneous transactions. 
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By the end of this workbook you will be able to:-

Access the Help facilities avail ble. 

UNDER NO CIRCUMSTANCES ARE USERS TO PERFORM ANY OTHER
M .MNTENANCE TASKS OTH ER Th AN THOSE EWSCRUiE1) 
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By the end of this workbook you will be able to:

Access the Help facilities available. 

Follow correct procedures in the event of system or component failure: 

Install consumabl:es for the Horizon system. 

UNDER NO CIRCUMSTANCES ARE USERS TO PERFORM ANY OTHER 

M. [NTEN4I CE TASKS OTHER THAN _THOSE DESCRIBED
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0 Introduction 9.00-9.10 

0 POLO, Ilelp & Basic Maintenance 9.10 - 9.30 

0 Office Set Up - - 9.30 - 10.20 

® Balancing (Shared Stock Units) 10.20 - 11.00 

Coffee 11.00 - 1 1.15 

Balancing (Individual Stock Units) 11.15 - 12.30 

Role Play & Performance Standard Assessment 12.30 - 13.30 
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By the end of this section you: vvi.11 be able to: - 

• Use the Post Masters Memory Card (PMMC) to connect the office to 
the Horizon network service. 

POST 
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Add, modify and delete users. 

Understand the different types of stock unit used on the Horizon 
system 

Create stock units. 

Attach users to a stock units. 

Complete Remittances In or Out of the office. 

• Complete a Transfer between two stock units. 

ICL



FUJO0119801 
FUJO0119801 

is 

oP.

PA H/O42/OU3 Vet 1.0 lyde:'" CM47_ 



FUJO0119801 
FUJO0119801 

Lt'JiJ (WI SJ - PL Uh1I [Sill 

PAT14/042/003 Ver 10 SI ide C:M14S 



FUJO0119801 
FUJO0119801 



FUJO0119801 
FUJO0119801 

NE1IIJI(IIt4JJfluti 
• A user attached to a shared SEJ is responsible for an element of the 

office stock as a whole. 

• More than one user may be attached to and using a shared stock unit at 
the same time. However during the balance process only the user 
responsible for balancing can be logged on. 

• The Std segment has a unique identity number (allocated by the 
manager). 

• The identifier for the SU is the same for all the segments and is visible 
on the screen in the bottom right corner. 
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A user allocated to an Individual SU has a responsibility for the stock 

and cash in their stock unit. 

Only one user may he attached to an individual stock unit at any one 
t1 Inc 
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By the end of this workbook you will be able to:-

• Add, modify and delete users. 

• Understand the different types of stock unit used on the Horizon 
system 

• Create stock units. 

• Attach users to a stock units. 

• Complete Remittances In/Out of the office. 

• Complete a Transfer between two stock units. 
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• Understand the Shared Stock Unit Balance process. 

• Make the declarations for a Shared Stock Unit. 

• Produce a Balance Report. 

• Rollover a Shared SU into the next Cash Account Period (CAP). 
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• Produce counter reports. 
• Reverse a transaction from s report.
• Produce BES reports. 
• Carry out the End of Day procedures on the Horizon system. 
• Produce office reports. 
• Make declarations for an individual Stock Unit. 

Produce a Balance Report. 

Rollover an individual SU into the next Cash Account Period (CAP). 
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Cash Account Froces's-

Balance and Roll Over all 
active Stock Units 

RoB Over 
any 

Inactive Stock Units 

Produce the Office Balance Snapshot 

Produce ° the Office Balance 

Create' 
Correction Stock Unit (if required) 

Produce :the Cash Account Snapshot 

Produce the Trial Cash ccount 

Confirm Cash Account - Final Cash Account Produced 
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By the end of this workbook you will be able to:-

Produce Daily .Reports on the Horizon system. 

• Complete the End of Day process on the Horizon system. 
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By the end of the course you will:-

Have an awareness of the Horizon system l-drnetions, 

Be able to navigate the system. 

• Know and be able to use the support materials available. 

Have a level. of, corn fort with the Horizon system, to 
enable 

you to 

carryout your everyday business transactions on return to your Post 

Office. 
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