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Getting Started 

Login 

u 'v ad no given a Horiz,._ n Jssrrlamet and a temporary 
paseword, E he ucernarne is i":,  i1  1;.je to you and is linked 
to your Smart C). You can find out more about Smart 
Don the next page. 

• I ype in your user name and password and press 

`Enter' 

A meteegE 'vlllt pee U',;:7 eqe i'.`,9: ug you to create 

a new ; i9 S',%Jf7r ; . This has to be at ,00t 7 digits 

long. ht no more than 14 end has to contain 
one letter and one number 

You will see a message teJing you that you have 
successfully logged in, prose 'Enre to Ox it 
screen 

r 
Remember! Never share your password with anyone, including your manager. 

Attaching to a stock unit 

In order to serve customers, you need to be 
connected to a stock unit. 

From the 'Home Screen press 'Back. Office' 
then 'Admin' 

• Select `Attach User' 

• Use the down arrow until you find your 
username -• Select your username and then 
press'Enter' 

• On the next screen select your stock unit and 
press Enter' 

You are now attached to your stock unit 

You won't need to do this every time you login, but 
always rcrnember to check you're attached to the 
correct stock unit by looking at the bottom of the 
H':rruerr sc reen, 

r 
;ernemberl Alwa y Igo 1pi ;td t~ crash de,%J iration when ~,rc;:,r t,si~re:~ ovs=r a stock unit. 

You can find out how to do this in Sectron10. 
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Smart D 

The Smart U rr°,rst:orn ;inks each Horizon user's ID to their training and HR record. If you are recruiting a new assistant, 
they need to have passed the necessary vetting checks and the compliance. trainin before they can serve customers. 
Here is an overview of the process to follow: 

1 tt 1f! 

Key: 

III :::::::: :: ::. 

1r9\t *tIh 
0 

ii[)irectly ftiarmged Branch assistants complete compliance training and _are ber"ore attending the classroom inir.i. rg 

How does the postmaster/branch manager create a Horizon ID using a Smart ID? 

• On Horizon Online go to Back Office', then 'Admin and select Create (User)' 

Follow the on-screen prompts and enter the user's Smart ID, check the name displayed belongs to the user 

The Horizon ID (Smart ID +- 2 digits) will be generated 

• Create a password for the user, add a role to their Horizon ID, and attach them to a stock unit (if required) 

Tell the user their Horizon 1C) and temporary password. They can now log in using their Horizon ID and 
temporary password which they will be asked to change when they log in 

For it ii t' etails go to Horizon Online Help: flock Office, 'Smart ID' 'Create User ' 'Counter Process' 

What happens if temporary cover is needed in branch? 

If the temporary rar° assistant has a Smart P. Follow the process tocreate a new user, If they don't, follow the process for 
recruiting a new assistant, Its ire tc rtant to rn<lke: sure the t~,,.-mpera ry :cover has been vetted and passed their 

con lace training and tes*s. an that three are compliant to sers+e'hr branch. 

How long does it take to get a new assistant live on Horizon and ready to serve? 

Once the completed P250 has been sent to Posi: Office, it can take u to 3 weeks for vetting to be completed. After 
vetting la compete, me ass la11d.'s Srrrart ID will wrc sent to the branch crnaii address, 

Top Tap! When planning extra resource for Christmas, allow plenty of time for vetting. 
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Transaction Acknowledgements (Ts) 

What is a Transaction Acknowledgement? 

Trar-,.acr:ion Acknowledgerrient,, ii';s are an 
mo od way to account fC7r ,r,-IriSe{coons carried out 

on t :e Faystation or Camelot Lottery terminals each 
ray. 

Transaction Acknowledgements are sent electronica ly 

overnight and are processed by the first person who 
Togs into Horizon Online after it has been sent. 

A pop up me' ;:uc a,l pearo on Horizon and you wont 
be able to serve, until the outstanding Transaction 
l,cknov, edge.iner,-s has aeon l:>rr r: : .,, :d. 

You need to: 

Check the cash received for your Paystaation 
and Lottery transactions agair;st the list of 
outstanding Transaction Acknowledgements 

Process 'I'As to accept all entries on the screen 

Physically move the cash in or out of the stock 
unit where the Transaction Acknowledgements 
vrere accepted. This ensures that your stock 

unit will balance 

Viewing accepted Transaction 
Acknowledgern

-1 her ,- may near ar s::: i0,a where an assistant needs to 

serve r:'usforners aaickly. so'thcy process the 

Transaction Acknowledgements without checking or 
physically moving ;he cash in or out of the relevant 
stock unit. 

On those occasions, you can print a report to show 
what was accepted, on F-lorizon o to: 

'flack Office', then 'Rr: pc rir, '. ti aen 'Reptertin y 

OHice'. then 'Outstanding and Processed 

Enter dates from t .s:er ay and to (today) 

This report prints on the back oFlice printer, so 
remember to switch it on. 
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