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APS
BP

A
CAP
Tpp
URN
CRU
DVLA
EPOSS
BENCS
FAD
HESO
HSH
HEUG
L.
MOP
MVL
NINO
NS
OBCS
P& A
PAN
PLI
PRMC
POCLL
POLO
S17

Glossary of Terms used in the Training Workbooks:

Automated Payment Service

Balance Period

Cash Account

Cuash Account Period

Common Payment Package

Customer Reference Number

Cash Remittance Unit

Driver and Vehicle Licensing Agency
Electronic Point of Sale Service
Electronic Stop Notice Computer Service

Financial Accounts Division {of the Post Otfice)

Hortzon Ficld Support Officer
Hortzon System Helpdesk
Horizon System Liser Guide
Internationad Computers Limited
Method of Payment

Motor Vehicle Licence
Mational Insurance Number
MNationad Savings

Order Book Control Service
Penstons and Allowances
Primary Account MNumber
Produet Look Up

Post Masters Memuory Card
Post Office Counters Limited
Post Office Log On

Srock Unit
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HORTZON SYSTRH

B

INTRODUCTION TO THE
HORIZON SYSTEM

OBJECTIVES & INTRODUCTION

Objectives:

When you have completed this Workbouk, you will be able tor

1. ldentify the hardware components which make up the Horzon system,
2. Get started on the Horizon system.
# Logon 1o the Hortzon system.
b, Change vour password.
¢. Logout of the Hortzon system,
3. Use the meny pons 1o move around the Hovizon system.
# Describe the icons on the Deskiop menu.
b. Use the icons to move from the Deskiop to the Serve Customer menu,
¢. Describe the fcons on the Serve Customer menu,
d. Describe the fcons on the Other Products menu.

¥

Introduction:
This Workbook is the first in a series of ten describing the actions and procedures for the

Horwon system,

This Workbook is divided into two sections. Section | describes the equipment components
which, when connecied, make up the Horizon systemn. In addition o the equipment deseription,
this section takes vou through the step-by-step logon procedure. Section 2 introduces you (o
the three main menus and how you move around the menu system.

Mnte:
If vou are carryving out any of these training examples in the post office, the Horizon
system mwust he placed in Training Mede by the manager

At the end of each Workbook, in the series there is an activity sheet which allows you o
practise the fransactions covered in the Workbook. I vou are not sure of the answer 1o
guestion, simply re-read the relevant section of the Workbook and try again,

The Workbooks do not cover every possible transaction which you can perform on the Horzon
systern. If you need further help, or if o specific example s not covered, you should consult the
Horizon Kvstem User {ruide,

Mate:

The Workbooks provide values against a pumber of products and services that are corvect
at the time of going to press. This information i3 subject to change and you should refer
to the appropriate POUL transaction documentation for up to date price information.
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HORIZON SYSTEM

SECTION 1 - GETTING STARTED

INTRODUCTION

Introduction:

This section describes the components that make up the Horizon system and the legon/logouwt
procedure,

The descriptions of the components are accompanied by pictures 1o make them easier
recognise. The individual components connect and interact together to make up the Horizon
systenm.

Access to the Horizon system i3 controlled by usernames and passwords, These are an
important feature of system security, Usernames are used as part of the logon procedure, o
link wansactions carried out by a specific user. Passwords are a security facility,

THE SYSTEM WILL FORCE YOU TO CHANGE YOUR PASSWORD EVERY 38
DAYS,

I vou believe that someone else knows vour password, you must change it immediately,
This section also explains how 1o change yvour password.

The flexibility of the Horizon system allows you 10 specify a password of your choive within
certain defined parameters. To prevent unauthorised access, passwords MUST NOT be
written down or revealed to anyone.

The cutlet manager will be responsible for setting up users on the Horizon system after
wstaliation. Workbook 9 details these procedures,
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Section 1: Hardware overview .
fueme: 3.8

Here 15 a brief description of the individual components that make up the Horizon system:

i. Processor
The processor 15 the brain of the Horizon

systern It stores and processes the information
passed o i

2. Keyboard

The kevboard is one of the ways you
coramuticate with the processor. It consists of
six integral parts. These are:

a. Magnetic Swipe Card Beader - This enables
the processor o read and action the
mformation stored on the magnetic sirips on
mastic cards.

b, Smart Card Reader - This altows the
Hortzon system to process information
toffrom smart cards.

¢. Typing Arvea - This 1s bused on a standard
typewriter kevboard.

d. Function Keys (or F Keys) - These keys
perform specific functions on the Horizon
systen

g, MNumeric Keys - These are numbered
keys O - 9 {ncluding 00),

£ Command Kevs - These kevs perform

commands on the Hortzon system.

WORKBODK 1
Page 9




POL00090452
POL00090452

HORIZON SYSTEM Introduction te the Horieon Syslem Rel: PATH/AQE2
Pate: 94789

Seetion b Hardware overview, continued
‘ fosne: 2.0

3. Manitor

The mositor is used o display wlormation. It
looks the same 38 any other visual display unit
but has o touch soreen facility. By wouching
specific areas, you can carry oul

procedures on the Horizon system,

There are two types of monitors used with the
Hortzon systome

a. Standard monitor {shown above right}
B Flat soreen monitor (shown below right)

4, Bar-sode Beader

The bar-code reader enables you to read and
record information from bar-codes onto the
Horizon system.

&, Counter Printer

The counter printer enables you 1o 8s5ue
receipts o your customers for items that they
say purchase, or records any payments that
you make to them,

© ML WORKBOOK 1
Page 18
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6. A4 Report Printer

A single Ad report printer will be provided to enable you to print all the post office Ad reports
for stock and client balancing. There are two types of Ad report printer: the laser printer and
the inkjet printer. The anticipated volume of printing dictates the type of printer allocated ©
the post office. Shown below are two types of Ad report printer currently in use with the
Horizon syvdem.

EPSON Stvlus 200
Inkjet Printer

PANASONIC
{aser Printer

When all the component parts are put together they form the Horzon system, pictured below.

THE HORIZON 8YSTEM

& 10 WORKRBOOK |
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Hefore you can logon to the Horizon system, you will need to enter your username and
password,

A usernanse and a password are required for operational and seourity roasons. They work in
comjunciion with each other so that the person to whom they belong can be recoguised on the
Horizon sysiem.

You should pote the following points about usernames and passwords:

Usernames

You will need to identify vourself when yvou logon, The systam uses your username o control
what you can do, according (o the requirements of yvour job. It allows you 0 access
wmformation and to make any changes that vou are authorised to do. It prevents you from
reading or accidentally changing anything else,

You must apply the following rules:

~ MNEVER allow anyone else to use your username - it is for your use only.

« Do not use, or attempt (o use, any usernarme that has not been issued fo you.

« Always logout from the system when you have finished for the day or if you leave the
counter for a period of time likely 1o exceed 15 minutes.

Your usernare will consist of six characters made up by the manager in the following
WRYI

~ Your first initial,

~ The first two letters of your surname.

~ A three-digit number which will always be 001, unless there has been an identical
username created or i use on the Horizon system in last 12 months.

For example: Martin Taylor would be MTADN
Michae! Tavior would ber MTAUR
Michelle Tait would be: MTADDS

GIL WORKBOOK 1
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Section 1: Usernames & passwords .
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Passwords

ALL users of the system must take responsibility for its security and passwords are
essential for that security.

Note:
There are a number of rules to follow when creating vour password. A password must:

Be private, be selected by you personally and not be revealed o anyone else.

He eagy W remember,

Not he ohvious or the same as your username: eg don’t use words like PASSWORD,
SECRET, cur registration numbers or personal names.

Be changed immediately if allocated to you by someone else. For example when you are
first introduced to the system, or when yvou have forgotten your password and have been
issued a new one.

5. Contain a nunsmurm of 8 characters and a maximum of 14 characters.

6. Contain a combination of letters and numbers eg POSTIZ234,

7. Be changed immediately if you suspect it has been compromised.

1

e

Note:
Never write vour password down and make sure you are not being watched while you are
changing it.

The syster will automatically prompt you to change your password after the first successful
logon and every 30 days thereafter, You cannot re-use a password you have previcusly used in
the last 12 months on the Horizon system

©ICL WORKBOOK |
Page 13
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Bection 1: Logon tssue: 2.0

At the beginning of each individual counter session you will have 1o tell the Horizon system
that you wish fo start the day’s business. You do this by logging on, as described below:

From the Riposte Logo screon

1, Fowck the screen, or Press ENTER on the kevboard,

The Horzon system displays an
Agreement message. You must oad the
message and acknowledge it by
sejecting the appropriaie icon.

S o

o B BT FEE Sasuse e b

The QK green tick icon or BNTER on
the keyboard will allow you o move on
1o the next step in the logon procedure.

The Canceld ved cross o or FI on the
keyboard will take vou back to the
Riposte Logo sergen.

2. Fouch the OK green tick icon, or Press ENTER on the kevboand.

P The Enter name screen is displayed.
ol LT

R T TS Mame is highlighted in white in the

right-hand box.

Cin the left-hand side of the screen there
is an eon marked Alphapumeric
kevpad. If vou activate this ioon, an
alphanumeric keypad appears on the
SCIEen.

3. Fouck the Alphanumernic Kevpad oon.

WORKBOOE
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Rection 1: Logon, continued ‘ ‘
= Issuer 2.8

The Enter name box is displayed on the

'/:\m(’f& o wia®
DERTIG 2 0y b v o 3
I ¥ S e screen, incorporating a full

alphanumeric keypad.

The system prompts you to enter your
USEIRAME.

In the example shown below, the
username UASOOT will be used. I the
systermn you are using in the post office
is in Training Maode, you will need
obtain the username from the outlet
ranager.

Note:
Wherever there is a requirement to eater letters as part of 2 manual entry procedure,
there will always be an option to activate an alphanumeric keypad.

4. Type in your username (CASO01) using the kevboard, or the on screen alphanumeric
keypad.

Check the wsername entered is correct before continuing.

5, Touch the green tick fcon, or Press ENTER on the keyboard to confirm your username.

Once you have confirmed your

O S g g
TR R wsername, the Enter password screen 18

displayed.

The system prompls you 1o enler vour
password.

Note:
If vou have forgotien vour password, inform your manager, who will issue you with a new
one (by using the medify a user provedure described in Workboesok 9). I the manager is

unavailable, vou must telephone the Horlzon System Helpdesk on: GRO !
©ICL WORKBOOK 1
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& Type i your password using the kevboard, or the on sereen alphanumernie keypad.

7. Towck the green tick ioon, or Presy ENTER on the kevboard.

Mote:

If you enter your usernsme or password incorvectly, the system will display the
following Error message: Invalid Name or Password supplied. Please try again.
Acknowledge the message by touching the green tick kvon, or press ENTERon kevboard,
and then try the procedure again, After three wnsuccessful attempts (o logon o the
Horizon system, vour aceount will be locked for 15 minutes. If this happens, contact the
manager, or if they are not available, the Horizon System Helpdesk an GRO :

&

T S o
e NPT
i,

e RSN

e 4%
et
R AP

Well done!

You bave logged on 1o the Horlzon system.

The Last logon screen is displayed.
This screen provides details of the tme
and date when vou were last logged on
tor the Hornzon systern. It also indicates
if vou have had any failed logon
attempts.

Check the Failed Logons., HWihere are
any failed logons that vou do net
recognise as having been carvied out
by you, contact the Horizon System
Helpdesk on! '

6. Fouch the OK green tick icon, or Fresy ENTER on the keyboard,

Cnee you have completed the logon

proceduore, the main Desktop menn will

APpear on the soreen,

)

5 ML
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Section 1: System-forced change password fscue: 2.0

During the logon procedure the Horlzon system may display a message indicating that your
password has expired. This will happen after the first use of your username and password and
every 30 days thereafier

Immediately after entering your password and activating the green tick icon, the following
screen will appean

The Passwoed Expired soreen is
displayed.

The message indicates that your
password must be changed before the
logon procedure s complete.

You must therefore ackpowledge the
message and enter a pew password.

1. Touch the OK green tick icon, or Prexs ENTER on the kevboard.

The New Password screen 15 displayed.

You must enler a new password
incorporating the password
requirements dated on page 13,

2. Type iy your new password using the keyboard, or the on screen alphanumeric keypad,

3. Fouck the green tick icon, or Press ENTER on the kevboard.

b

WORKRBOOK |
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e . The Confum Password screen i

displayed.

You must re-enter your now password,

4. FType in vour new password using the kevbonrd, or the vn soreen alphanumeric keypad.

5. Feuch the green tick icon, or Press ENTER on the keyboard,

if the two passwords vou have entered are identical, the logon procedure will continue
normally with the Last logon message displaved. If the two passwords ave ditferent, then the
following message 1s displaved “Error. Re-entered password does not mateh new password’.
Ackpowledge the message and re-enter your password.

&. Fowch the UK green tck icon, or Press ENTER on the keyboard,

The Desktop menu is displayved. You will be required to carry out the same procedure every 30
days.

Well done!

You bave changed your password using the Horlzon system.

© L WORKBOOK |
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Section 1: Changing passwords fopmer 2.0

If, for any reason, another person knows your password, or you suspect that it may have been
compromised, you must change # immediately.

From the Desktop menu:

1. Fourh the Administration icon or Press F7 on the keyvboard,

The Administration screen is now displayed showing three icons,

2. Touch the User icon, or Press F2 on the kevboard,

The User soreen is now displayed showing three tcons.

3. Touch the Chg Password icon, or Press P oon the keyboard,

The Od Password screen i displayed.

The system prompls you (o enter your
old password.

4, Type in vour old password using the kevboard, or the on screen alphanumeric keypad,

5. Touch the green tick fcon, or Press ENTER on the keybourd,

Omce vou have confirmed your old
password, the New Password screen is
displaved.

WORKROOK |
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Section 1k Changing passwords, continued ,
helie ging p * fssue: 2.0

6. Type in vour pew password using the keyboard, or the on soreen alphanumeric kevpad.

7. Fouch the green tick icon, or Presy ENTER on the kevboard.

Onee you have typed in your new
password, the system will then display
the Confirm New Password screen.

8. Type in your new password a second time.

&, Touch the green tick ivon, or Presy ENTER on the kevboard,

I the two passwords vou have entered
are identical, then the system will
display the Password chunged sereen.

If the passwords vou have entered do
not match, an error message TPassword
and confirmed Password do not mateh’
will appear. In this instance touch the
green tick won, or press ENTER on the
kevboard and retry the procedure.

9, Fouck the Continge green tick ivon, or Press ENTER on the kevboard.

1 Fouch the Riposte Deskiop fcon, or Press HOME on the kevboard,

Well done!

You have changed yvour password using the Huovizon system.

€ L WORKBOOK 1
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Kection 1: Lopout _
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When vou want to leave the post office for the day, or for a period of time likely t exceed 15
minuies, you must logout of the Horizon system,

From the Desktop menu:

i, Fauch the Logout icon, or Press F16 on the kevboard,

The systera will now ask vou to confirm whether vou want to logout of the Horlzon sysien.
2. FTouch the Confirm green tick icon, or Press ENTER on the keyboard.

I yvou decide vou do not want to logout, you can abort the logout provedure by Tonching the
Abort red eross icon, or Press Fl on the kevbouard.

The Riposte Logo sereen is now displayved. This means you have successtully logged out of
the Horzon system,

3. ¥ou should now switch the mondtor off,

Well dons!

You have logged out of the Horizon system.

SIcL WORKBOOK 1
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Activity Sheet 1 Warkbook 1
If there arc any questions you are unable 1o answer, read section 1 again

1. What are the names of the three Horizon system components shown below?

e
=
€

P

How manv integral parnts are there on the kevboard?

3. What s sometimes referved (0 a5 the brain of the svaem?

4. Which component enables you to print receipts for the customer?

S, What does the magnetic swipe card reader do?

£ Name two oceasions when you would change your password.

& 1L WORKBOOK 1
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HORIZON SYSTEM

SECTION 2 - THE DESKTOP

INTRODUCTION

Introduction:

Whenever you have completed the logon procedure on the Hortzon system, you will always
enter the system at the Deskiop menu

This section introduces you 1o the Desktop, Serve Customer and Other Products menus, It also
explains the process for moving around the Horizon system from menu o meny.

©ICL WORKBODK 1
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Section 2: The Deslitop menn tssue: 2.0

When you have successfully logged onto the Horizon system, the Deskiop menu is displayed.
This menu is the top level of the Horizon system, and there are a number of options you can
select from it, depending on the level of access you have been granted by the manager,

Hovizon system Deskiop menu

U,
L .
Dot wh g

& S LAE RIS AN SR

Rl OB
s SR
Sionnll

G IR

................ F Key number
""""""" {or Command Key)
for kevhoard operation
NMaumne of product
or function

On the Desktop menu, you will see a number of pictures in boxes. Each of these pictures
represents an fcon. Activating an icon by Fereching it (or Pressing the corresponding F key or
commuand key on the kevboard) will allow you to move ® ancther men associsted with that
icon, to self a product, or to carry oul a specific function on the Horleon system. There wre
three other symbuols that you may see superimposed on an loon, they are:

if an icon has a padlock symbol superimposed on it you cannot access the function
with vour level of access

if an icon has theee dots in the top left-hand corner, there s a submenu {another
menu group) associated with the won,

LILHI

I an fcon has a no entry symbol supenimposed on i, vou normally have aceess 1o
the function but you are carrying out a procedure on the system which is preventing
vou from accessing the function.

& ICL WORKBOOK 1
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You will have already used the Administration icon 1o change your password (pages 19 & 203,
This section describes the other icons displayed on the Desktop menu, and the provedure for
moving from the main Desktop to other submenus in the menu hierarchy,

Tranzactions (F1)

This tcon allows you o navigate to the next leve! menu in the menu
higrarchy {Transactions),

Reports (F2)

This fcon allows you 1o access both daily and weekly reports, for the post
office as a whole and for individual counter positions.

Token Mpmnt (F3)

This icon is used to access all the management features for the OBCS
{{vder Book Control Service),

Stock Balancing (F4)
This icon is used to access the menus for declarations of stamps, stock and

cash. Summaries of reports and discrepancies may also be viewed from
this con group.

Temp Lock (F5)

This icon temporarily secures the system. To re-activate the Deskiop, vou
need to re-enter your password.

End of Day (F6)

This icon marks the end of the current day’s business,

Administration (F7}

This fcon s used to access the Administration functions of the Horlzon
syatem. You can modify Users, Stock Units and passwords from the
Administration lcon submenu. Some Fanctions on this menu are only
availahle to users with moanagey access level o the system,

Office Baluncing (F8)
This fcon is used 0 access the Cash Account (CA) Report functions.,

Inactive Stock Units can be rolled over from an icon in this group. Unly
MIANAZETS OF supervisors can aceess this menu.

©ICL
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Memos (F11)

This icon allows you access the Message Broadeast Service, This s a
facility whereby urgent messages can be sent to post offices from a central
location. This facility s currently not avalable,

Training (F12}

This icon allows vou to switch between the Training Mode and Live Mode
of operation for the Horizon system.  All receipts produced in Training
Mode are clearly marked "Training’. The screen colour will also change.

Naode Info {F14)

This ivon provides information for a specific Horizon counter position,
The Help Desk may require this information if there is a problem with the
systenm.

Engineer (F15)

This icon i3 used when an engineer visits your post office. They will use
this icon to carry out various tests on the Horizon system.

Legoul (F16)

This icon i3 used to logout from the Horizon system, either when you have
finished for the day or if you are leaving the counter position for a period
of time likely 1o exceed 15 minutes. If you are leaving the counter position
o serve at the parcel hateh or to obtain a form, the Temp Lock (K53
function should be used.

Bin {Del)

This icon is used to delete a sale icon in the @ack on the right-hund side of
the sereen, before the sale is completed. With the exception of Automated
Favrment (AP transactions, any sale icon showing in the stack may be
removed by first touching the Bin icon and then the sale item,

Tufo (Hip)

The Info icon will enable you to find out additional information about the
function of a particular icon, field or panel, should you need 1.

Susp

The Suspend jcon can be used at any time during the operation of the
system to suspend o session or transaction. Onoe activated, the won title
will change to Swap and when activated a second time, 1 will return you 1o
the original transaction.

& L WORKBOOK 1
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i

R

reappears alter a few seconds,

2. Fouch the Info icon, or Press HELP on the keyboard again and irmediately Touch the

Transactions icon, or Press F1 on the keyhoard.

Toueh tﬁw ulton e
display the
Trarmactions meny

This button navigates

1 o & level

Sivelte 40
s DREIER
(bt}

CP @I

Fouch the ol loon, or Press HELP on the kevboard. The on screen Info icon fades, then

{3n the right-hand side of the screen vou will slso notice a clock and
calendar, The date, time, Balance Pericd (BP) and Cash Account Period
(AP detatis will be antomatically updated by the Honizon system.

If vou return to this menn with an incomplete transaction, the display is
replaced by the transaction stack,

You will see a vellow speech bubble that
explains the operation of the Transactions
iwon activated,

Onee you bave noted the information, Touch
the speech bubble or Be-Press the HELP
button, The bubble will disappesr and the
Info icon will retorn w0 i nomal state.

%

5
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2 % ~ ) 5 3 : BT
Section 2: Moving te the Serve Customer menu Date m:g‘?fﬂ

The Desktop menu is always displayed when you first logon 1o the system. To display other
menus, vou have to navigate through the system from the Desktop. OUn the Desktop menu you
can see there is an icon for Transactions.

1. Touch the Transactions icon, or Press Fl on the keyboard.

The Transactions menmu is now displaved. The icons on this menu and their use are described in
subsequent Workbooks. In this example you need to navigate past the Transactions menu 1o get
to the Serve Customer menu.

2. Fouch the Serve Customer icon, or Press Fl on the kevboard.

You have now navigated two levels down from the eriginal Deskiop menu to the Serve
Customer menu. The display shows the two levels:

Transactions Y5t level

20 1070] Eremem—e S5@1ve L ustomer

All counter sales can be processed from the Serve Customer menu or from other menus
accessed from it

You can return o the main Desktop at any time by Tewching the
Riposte Desktop icon, or by Pressing HOME on the keyboard.

SICL WORKBOOK L
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Section 20 The Serve Customer meny .
fazug: 2.8

All customer sales can be made from the Serve Customer menu or menus accessed from it
Once you access this menu and register and finish sales, the Horlzon system will always return
to the Serve Customer meny. To navigate back to the main Desktop menu vou can Fouch the
Riposie Deskiop tcon at the fop lefi-hand comer of the sereen ov you can Press HOME on the
keyboard.

This section provides a brief description of the Serve Customer menu icons and their use.

Serve Customer meny

Oruantity
This icon will allow a quantity to be set before sale of an individual tem

from the Serve Customer menus. The icon will always display 1 as a
default, You will set guantitics for sales iater in the EPOSE sections.

ist class stmp (F1)
This icop records the sale of 1st class stamps.
2nd class stmp ()

This icon records the sale of 2nd clags stamps.

Postage stmp {F3)

This icon allows you to set the Amount of other value postuge stamps sold.

& FUL WORKBOOK 1
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Bection 2: The Serve Cuastomer meny, confinued tssue: 2.0

Stamp Books {(F4)

This icon accesses the Stamp Books menu.

TV stmp £2 (F§)

This icon records the sale of £2 TV Stamps.

BY stop £2 (F&)

This feon records the sale of £2 BT Stamps.

Postal Orders (F7

This fcon accesses the Posta] Orders menu. Postal Orders - Sales &
Encashment,

Local Schemes (F8)

This teon avcesses the Local Schemes menu for Travel Schemes, Home
Care, Meals on Wheels, Rent Cards, Electricity Schemes ete.

Colour TV lie {F9)

This tcon records the sale of g Colowr TV Licence.

BY bill pymt (F18)

This icon is used 1o register all BT payments,

T eush gire (FI1D)

This icon s used to register Alliance and Lewcester Transcash payments,

Green give (F12)

This feon is used © register Green gire payrmenta,

WOBKBOOK 1
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Issnme 3.0

Other Products (F13)

This icon aceesses the Other Products menu,

M Ireland (Fi4)

This icon accesses the Northern Ireland memu

Cash (FI5)

This won will register the transaction immediately if the customer has paid
the full amount with the correct cash (bypassing the Settlement menu).

Functions {(F1§)

This icon accesses the Horlzon system Functions menu.

WORKBOOK 1
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Section 2: The Other Products menu Date: 29017/99

fspue: 2.8

The Serve Customer menu allows you to select certain Post Office products divectly from the
menu. However all products, including those on the Serve Customer menu, may be selected
via the Other Products menu.

From the Serve Customer menu, Teuch the Other Products icon, or Press F13 on the keyboand.

Other Products menu

Hhes RONERS
o
I O R

Here is a brief deseription of the Other Products menu icons:

P and A (Fi}

This icon acoesses all the functions related 1o Pensions and Allowances,

Mational Savings (F2)

>

This fcon accesses all the National Savings functions,

Grivobank (8D

This fvon scoesses related Allance & Ledcpster Girobank sales tems
incloding Transcash, Premium Bonds & Business Accounts (Cash
Handling service),

Utilities (F4)

This tcon accesses BT bill pavments & APS manual paymenis.

& 1L WORKBOOR 1
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Saving Stamps (F5)

This fcon accesses the Saving Stamps menu for sales of TV, MVL, Water,
BT snd Gas saving stamps.

Lelsure (F§)

This dcon accesses the Ledsure ymenu for Litlewoods and Nationa! Lottery
sales & prizes and Active life subseriptions.

Travel (FH

This icon secesses the Travel menu Tor all travelelated tlems neluding
passport applications and travel insurance,

Pers Finance (F&)
This fcon accesses Personal Finance-related payments and products

including Other Banks’ chegues, Personal Banking deposits & withdrawals
ale.

Seales (F9)

This fvon accesses all Postal Bcales items including Post Indand, Post
Euwrope and Post International,

Mail Products {F18)

This icon accesses the Mail Products menu for sales of Stamps, Stamp
Books, Special Stamps, Philatelic Sales, Priovity & Ordinary Stationery ete.

Betall {(F11)

This icon accesses the Betat]l menu for commemorative coins and, under
the Counters Rev icon, all sales shop ttems including Greeting Cards,
Posteards & Calendars, {Only for use at Branch Offices)

Licences (Fi2)

This fcon accesses the Licences menu for sales of TV, MVL, Fishing and
Game Licenves.

Mobiles (F13)

This tcon accesses the Mobiles menu for ‘phone-related items.

WORKBOUK 1
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Phonecards (Fid)

This icon accesses the BT Phonecards menu.

Postal Orders {(FI5)

This icon accesses the Postal Orders menu.

Prev (Esc)

This icon will return the user one step backwards in the menu navigation
process, From the Other Products menu, you would return to the Serve
Customer menu,

This section has given vou a brief overview of the menu structure, starting from Deskiop down
to the Serve Customer and Other Product menus. Don’t worry at this stage i you can’t
remember where all the products and services can be accessed. Remember if you touch an won
and the product or service you require is not displayed under that group, you can use the Prev
icon 1o move backwards to the previous meny, and try again.
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Avtivity Sheer 2 Workbook 1

If there are any questions you are unable to answer, read section 2 again. Some of the
guestions are practical and require you to use the Horizon system.

Mote:
I you are completing these exercises in the post office, ensure that the Horizon system is
in Training Made,

1. Which on screen function can be used 1o provide additional information about the menu
wcons?

I an icon has a padlock symbol superimposed on it, what does this mean?

na

3. How do vou return the Horlzon system to the Deskiop menu?

4. If you prefer 1o operate the keybouard, bow do you activate the relevant icons?

8. Apart from the calendar and clock, what other information can be found in the stack?

6. Navigate from the Deskiop to the Other Products menu,

7. Return the display o the Deskiop menu,

L WORKRBOOK |
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HORIION 3Y8THEM

EPOSS 1
HORIZON SYSTEM

OBJECTIVES & INTRODUCTION

Objectives:
When vou have completed this Workbook vou will be able to

1, Describe the Sentlement aptions of the Horizon system,

2. Complete single and multiple EPOSS travsactions using the Horizon system.
3, Complete EPOSE nansactions using the Quantmty & Bin functions.

4, Complete EPOSS wansactions by registering a mixed payment.

introduction:

This Workbook is the first in a series of three describing the actions and procedures for the sale
of, and payment for, post office products and postage ftems using the EPOSS (Electronic Point
Of Sale Service} tunction of the Horlzon system,

This Waorkbook is divided into two sections. Section | desoribes the Settlement menu and the
options avalable to the customer when paying for the products purchased. Section 2 desertbes
some single sale transactions to farmbianise you with the Horizon systerm menus and then
progresses to multiple sales from the same menu groups.

I vou need to reverse a transaction for a customer or 3 vou completed it incorreetly at the
counter, refer to the procedures for reversing transactions described in Workbook 7.

Mopte:
i vou are carryving eut any of these training cxamples in the post office, the Horizon
svsiem must be placed In Training Meoede by the manager.

Al the end of each Workbook in the series thers is an activity sheet which allows you 1o
practise the ransactions covered in the Workbook. IF vou arg not sure of the answer o a
gquestion, simply re-read the relevant section of the Workbook and try again.

The Workbooks do not cover every possible transaction which you can perform on the Horizon
systenn. I vou need further help, or i a speaific example is not covered, you should consult the
Horizon System User CGutde

Note:

The Warkbooks provide values against a pumber of products and services thal are correet
at the thme of going to press. This information Is subject to change and vou should refer
to the appropriate POCL transaction decumentation for up to date price information.

& L WORKBOOK 2
Page 3



HORIZON 8YSTEM

EPOSS

POL00090452
POL00090452

Hef: PATHMIBIZ
Bratey JROTHG
fosmen 1.8

@ TOL

WORKBODK 2

Page 4



HOBIZON SYSTEM EPOSS 1

HORIZON Y8 TEM

POL00090452
POL00090452

Refy PATHA3IM0Z
Pate: 39799
fsame; 2.8

EPOSS 1
SECTION 1 - SETTLEMENT

INTRODUCTION

ntroduction:

Payments from vou to the custorner will be in cash,

This section introduces vou to the Sewdement options of the Horizon system. At the end of
most fransactions there 3 a settlement from the customer, or from you (o the customer. Thas
section describes the options available to the customer when paying for the products purchased.

@ L WORKBOOK 2
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Section 1: The Settlement meny
fssuer 3.8

Before you conduct any transactions i is important to understand the Settlement functions of
the Horizon system and their use. At the end of most ransactions, there is normally a
settlement with the customer. On these occasions the Horlzon system displays a Settlement
menu sereen. You can select the method of payment offered by the customer from this menu.

This section deseribes the Settlernent menu icons and their use. Mixed payments can also be
made using the settlement menu, eg if the customer wishes 1o pay part of the transaction with
saving stamps and the outstunding balance with cash, this is supported by the settlement facility.

Note:

Only certain methods of payment are acceptable for each sale, ep a customer cannot
redeem gas stamps against a water bill payment. The standard methods of pavment are
in sccordance with current pest office procedures for each product.

The inutisl example in this section starts from the Functions menu. In fater examples the
Settlement menu will be displayed automatically when the Finish icon or the ENTER key is
activated. After each sale is completed the Horizon system will autornatically return 1o the
Serve Costomer men.

From the Desktop menu, select Transactions, then select Serve Customer,

L. Feuch the Functions icon, or Press FI6 on the keyboard.

The Functions menu is displayed. At the bottom of the screen there is an icon for Settlement,

o

2. Fouch the Settlement icon, or Press Fi6 on the kevboard.

The Settlement menu is displayed.

Frorn this screen you can accept a
variety of methods of payment.

Remember the customer can mix the
methods of payments offered (within
current post office rules) 1o meet the
wtal settlement amount,

S You can return to the Serve Customer
: & . . . &9
— menu by activating the Riposte Serve
Customer icon at the top left-hand
corner of the soreen,

mixture of payments is made for certain supported items vou will need to use more than one
ioon from the menu to finish the sale, 1 s cerned aguinst w sale, the
cific o the redemption niles,

€ ML WORKBOOK 2
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Here are further details about individual icons from the Seitlement menu and their specific use:

Cash (F1)

This icon i used when the pavment offered is the correct amount in cash.

Chegue (1)

This icon s used when the correct pavment s offered as a cheque.
Cheques can only be accepted for those products stipulated I current POCL
provedures,

Cash (FH

This icen can be used when the payment offered 18 in cash but change s
required, eg a £3 note is offered as payment for product sales totailing
£2.17.

Cheque (F4)

This icon can be used when the payment offered 18 a chegque whach does
sot meet the full amount, eg the product cost totaly £112 and the customer
wants 10 pay £100 by chegue and the remainder in cash. Cheques can only
be accepted for those products stipulated in current POCL regulations,

Gire transfer (F5)

This icon can be used when full or part payment for a product 1 made by
Giiro franster.

YVouchers (F6)

This icon can be used when vouchers are an acceptable form of payment
for the product,

Debit Card (FN

This icon can be used when full or part payment is made by debit card

BT stinp rdi (F9)

This icon can be used when full or part payment is offered in stamps for
the product named on the wcon.

ML
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TV stmp rdm (F16)

This icon can be used when full or part payment i3 offered in stamps for
the product named on the icon.

Water strop rdm (F11}

This icon can be used when full or part payment is offered in stamps for
the product named on the icos,

MYL stanp rdm (F12)
This jcon can be used when full or part payiment is offered in stamps for

motor vehicle lieences. I vou are not an MYL office, you will not be
allowed 1o scoess this o

{ras styp rdm (F13

This icon can be used when full or part payment 18 offered w stamps for
the product named on the icon,

Elee stmap rdm (F14)

This con can be used when full or part payment is offered in stamps for
the product named on the icon,

You must ehserve Post Office regulations on the sale of stock ftems and rules for payment
when you are accepting settlement,

3. Touch the Riposte Serve Customer fcon, or Press HOME on the keyboard.

The system now retms o the Serve Customer meny.

WORKBOOK 2
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HORIZON SYSTEM

EPOSS 1
SECTION 2 - INTRODUCTION TO EPOSS

INTRODUCTION

Intreduction:
This section will introduce you o the actions and procedures for the sale of, and payment for,

post office products and postage items, using EPOSS (Electronic Point Of Sale Service).

The section beging with some single sale fransactions to familiarise you with the Hortzon
system menus, The section then progresses to multiple sales from the same menu groupings.

In addition to actual sales, the Horizon systenm provides functions (o assist you in the sales
process, and these fupctions are used and explained in the examples.
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Date: ZHWETRY

Section 2: Single stamp sales
= = § {ssue: 2.0

The following transactions are all for the sale of fixed price items using the Hortzon system,
Al EPOSS wansactions will start from the Serve Customner menu and will progress o the
payment method used by the customer.

From the Desktop menu, select Transactions, then select Serve Customer.

The Serve Customer meny is displaved.

Some of the cons on sereen have 2
lower level meny, indicated by the three
white dots in the wop eft-hand corner of
the won.

You can register the sale of five products directly from this menw

- First und Second Class stamps
- £2 BT stamps

- E2 TV stamps

- Colour TV Licence Fees.

in this example the custormer wishes 1o purchase a single st Class Stamp.

{. Touch the Tst class stmp fcon, or Press Floon the keyboad,

After the cen has beenr touched, the sale 18 logged and the sale and
price registered at the botton right of the soreen. This visual
display of the product sold is referred to a3 the “sales stack’.

Mate:

Products viewed in the stack are not registered with the
Horizon system as a completed sale at this peint in the
framuaction process,

Notice the Finish won tells vou o "TAKE £0.28" from the
CUstoIner

Samns Gt

2. Fouch the Finish icon, or Press ENTER own the keyboard,

LHCL WORKBOOK 2
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Section 2: Single stamp sales, continued Date: 29/07/99

fogmer 2.4

The Settlement meny 18 displaved avtomatically and you can now select the method of pavment
offered by the customer.

I this example the customer has tendered the correct cash,

A, Fonch the Cash icon, or Press F1oon the kevhoard,

The action of selecting the method of payment completes the sale and the Horlzon system
returns o the Serve Customer meny,

Remember vou can complete the sales of 1st and 2nd Class stamps, Colour TV ficence fees, £2
TV and £2 BY saving stamps directly from this menu.

Nate:

in this example the product reguired was obtained from the Berve Customey menu, As
the customer paid with the correct ameount in cash, the Cash fvon {(F15) should have been
used to complete the sale. This icon 5 ONLY available on the Serve Customer menu. I
during the sale vou move to any other menu, the Finish fcon or Press ENTER on the
kevhoard should be nsed.

Well done!

Youn have completed the sale of » single stock Hem using the Horlzon system.

& 0L WORKBOOR 2
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Section 2: Saving stamp sales using the Quantity function (ssues 2.0

This exercise describes the sale of items using the Quantity function of the Horizon system. I
a customer requests several items with the same fixed cost, it would be unrealistic and
time~consuming to keep Touching the screen or Pressing the keys (o reach the correct number
required. The Quantity function of the Horizon system allows you to set the amount required
hefore activating the jcon for the product.

In this Quantity function example, the customer has requested the following Hems:
6 x £3 MVL saving stamps,
From the Serve Customer menu:

MNotice that the Quantity icon will abways display the figure 1 as a default

1. Fouch the Quantity icon,

The Enter Quantity screen is displayed.
The system prompis you to type in the
quantity regquired.

On the right-hband side of the screen you
can see that there are two services
offered from this meny, Quantity &
Shopping Mode.

The service selected is highlighted in
white, Qty in this example. The
Shopping Mode is covered in
Workbook 7 - Functions.

Az with other Amount entry screens, vou can either use the on sereen keyvpad to enter in the
amount required, or vou can use the keyboard.

2. Twpe 6
Check the quantity entered 15 correct before continuing.
3. Touch the green tick icon, or Press ENTER on the keyboard,

The Horlzon system has returned 9 the Serve Customer menu, Notice, however, that the
Quantlity icon is now displaving the number 6. Any fixed price ttern selected will automatically
be multiphed by &

Mate:
YWou can set the guantity prior to the sale of an Hem by simply typing in the number
reguired using the kevboard WITHOUT activating the Quantity icon.

4. Fouch the Other Produsts won, or Press F13 on the kevboard.
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Section 2: Saving stamp sales using the Quantity function, continued

Prate; 29479%
fonuns 20

8. Fouch the Saving Siamps icon, oF Press F5 on the kevboard,

There i an doon for the sale of MVL

saving stamps.

i Zi

6. Feuch the MVL stmp oon, or Press F3 on the keyvboard.

Although the fcon was activated only once for this item, the icon in the sales stack, shown
below, has registered a sale for a total cost of £30. The Quantity ivon has also re-set 1o 43
default value of 1. I further multiple sales were required you would have 1o re-enter the
gquantity for the relevant amount

ar MVE STAMP SALE ICON

am (HIANTITY OF
am TOTAL CORT OF MVL S
SALE OF A PEXBED PRIC
BY THE PREJET QUANTITY OF &

TOTAL COST OF QUANTITY SALE

7
:

Fowch the Finish tcon, or Press ENTER on the keyboard,

The Settlement meny is displaved and the method of pavment offered by the customer can now
be activated using the relovant icon. o this sale Hem example

8. Fouch the Cash ioon, or Fress FIoon the kevbourd.

This conmpletes the sale and the Horizon system returns o the Serve Customer men,

Well done!

You have completed a sale using the Quantity function of the Horizen system.
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Section 2: Saving stamp sales nsing the Bin function feone: 2.0

Dccastonally, a customer may change their mind when requesting a sale item, or you could
Touch the wrong icon by mistake, You can delete any sale item in the sales stack using the Bin
function {with the exception of APS transactions, refer to Waorkbook 6). I, however, the
fransaction session has been completed and settlement made, you must reverse the transaction
to rectify the error (refer 1o Workbook 7 for Reversals). The following example demonstrates
the use of the Bin function,

i this example the custormer has requesied the following ttems:
1 x £2 TV Saving Stamp
1 x £2 BT Saving Stamp

From the Serve Customer men

1. Fouck the TV Stamp £2 fcon, or Press F5 on the keyboard.

2. Touch the BT Stamp £2 icon, or Press F6 on the keyboard,

Both sale nems have now appeared in the sales stack on the right-hand side of the screen and
the total of the two items requested s displayed in the Finish icon, (£4 in this example 3. The
customer realises at this stage that they do not have sufficient funds for both ftems and now
only wants the £2 BT stamp.

As the sale has not vet been completed, vou can delete the £2 TV Stamp from the sales stack.

B

3. Feuch the Bin won, or Press DEL on the kevhoard.

Az you can see, the Bin jcon fades when vou Teuch it, then remains shaded for S o 7 7 seconds,
after which i returns to 88 normal state. To delete an tem from the sales stack, you must
Fouch it while the Bin fcon s in is faded siate, Allow the oon 1o restors,

4. Touch the Bin oon, or Press DEL on the kevboard,
Within seven secends:
8. Fouch the £2 TV oon in the sales stack, or Press T2 on the kevboard

This time as you touch the TV Stamp £2 jcon, it is deleted and only the £2 BT Stamp won
rerpains in the sales stack. The total displayed i the Finish tvon also reflects the sale value
total, and is now showing £2, You can complete the sale.

&, Touch the Finish {con, or Presy ENTER on the kevboard.

The ‘“%seii’iemﬁgz‘i ment is displaved and the method of payment offered by the customer can now
be activated using the relevant fcon. In this sale item example:
7. FTowel the Cash oo, or Press Fi oon the kevboard.

stern returms 1o the Serve Cugtomer menu,

sate and the Hortzon &

This completes

Well done!

You have completed » sale using the Bip function of the Horizon system.

€ HCL WOREBOOK 2
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Section 2: Fived price sale tem {(mixed payvment) resue: 2.0
EHED L

The following transaction s for the sale of a fixed price tem frorm the Serve Costomer menu,

in the following example, your customer wishes to purchase a Colour TV Licence and pay £80
by cheque, with the balance in cash,

Frogn the Serve Customer meng

{0 Tonoh the Colour TV He wwon, or Press FO on the keyboard.

Az this 16 a fined price ftem, the Iast action causes the sale 1o be registersd in the sales stack on
the right-hand side of the sereen, This s the only item requested by the customer

2. Touch the Finish on, or Press ENTER on the kevboard.

The Settlement menu is displaved, and you can now specify the method of payment offered by
tho customer using the relevant icon.

3. Fewch the Cheque oon, or Prexs F4 on the kevboard,

The Amount screen is displayed. The system prompts vou to type 1o the amount of the cheque
offered as part payment,

4, Type £80.00
Cheok the amount entered is correct before continuing,

& Touckh the green tick icon, or Press ENTER on the kevboard,

You can see that there are now three icons displayed in the sales stack
on the right-hand side of the screen. The wp won is the full cost of the
sales Hom (in this example £101 for o Colowr TV licence), The centre
icon displays the amount deducted from the total paviment by the
cheque {(note that this is highlighted in vellow because it has been
received from the customer). The Finish icon at the bottom displays
the outstanding amount still reguired to complete the transaction.

Mot
I a chegue §s offered as full or part payment, all ourrent POCL regulations regarding the
acceptance of chegues at the counter still apply.

& UL WORKBOOK 2
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Section 2: Fixed price sale ftem (mixed payment), continued Tesue: 2.0

Ag the sale has still 1o be completed, the Settleoment menu 18 still displaved. The customer
decides to pay the cutstanding balance with the exact amount in cash,

& Touch the Cash icon, ur Press Fl on the kevboard,
This completes the sale and the Horizon system returns o the Serve Cusiomer memu,

¥Well done!

You have completed the sale of » fixed price item sceepting o mixed payment, using the
Horizon system.

0L WORKBOOK 2
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Section 2 Postal Order sales ,
Bsue: 3.8

This example deals with the sale of Postal Orders, The fees on Postal Orders are adde
automatically to the valoe of the Postal Order selected. Again, this ansaction will be

completed from the Serve Customer mena.

In this example the customer has requested g £8 Postal Order. You have seen that simlar
products are grouped together on the same meny.

Postal Orders we grouped under the Postal Orders con.

From the Serve Customer meni:

1. TFouch the Postal Orders won, or Press FT oon the keyboard,

The Postal Orders menu s displayve
Seleer the specific Postal Ovder required
from this menu.

S PR
sy S

2. Foeod the POES won, or Presy FO on the keyboard,

The £5 Postal Order now appears in the sales stack on the right band-side of the screen. As a
fee for tis sale Bem 13 also incurred, it has been automatically added to the face value of the
Postal Order and & mmcluded in the total sales cost

This is the only #tem reguested by the customer and the sale can now be completed.

3. Fowch the Fmnish icon, or Press ENTER on the kevboard.

The Sertdement menu i displayed and the method of pavroent offered by the customer can now
be activated wsing the relevant feon. In this example the customer offers to pay with a £18
node!

4. Teweck the Cash won, or Press F3 on the keyboard.

& UL WORKBOOK 2
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Section 2: Postal Order sales, continued ,
Tssuee .8

The Amount entry screen is displayed.
Because the amount of cash offered by
the customer was not €xact, you now
need o type in the amount tendered.

in this example L1300,

You can use either the on screen numeric keypad or the kevhoard to enter the amount of £140. 1f
you make a mistake when entering the figures, to delete the last figure typed. either use the black
arrow on the screen, or the BACKSPACE kev on the keyboard, The yed cross icon on the screen
or the UNDO key will delete the amount entered. There 18 no need to enter the decimal point.

5. Type £10.00

Mote:
it is very important to check the figures on the screen have been entered correctly before
continuing with the transaction.

TER on the kevboard.

6. Touch the green tick icon, or Press B

Another won 13 now added 1o the sales
stack on the right-hand side of the
sereen. This ieon shows the Cash
tendered by the customern Notice that
the figure 15 preceded by a minus sign
and is shown i vellow (ndicating a
payment received),

The Finish icon now shows the amoun
of change due o the customer.

The meny display has also reverted to
the Seitlernent menu 5o that you can
register how the change will be given,

Motg:

Al paymenis from vou to the customer will be in cash, therefore the Cash leon (F1) must
be used.

7. Fouck the Cash won, or Fress Fl on the kevboard,

This eompletes the sale and the Hortzon system returns o the Serve Customer menu,

Well done!

You have vompleted the sale of 2 Pestal Order using the Horizon system,

@I WORKBOOK 2
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Section 2: Postal Ovder sales with stumps

Prater 2UNFTGR
fange; 2.4

This example explains the Horizon procedure for the sale of a Postal Order to the value of
£7.39 where additional stamps need (o be added 1o the face value of the Postal Order. Standard
business procedures apply, e no more than 3 stamps, up 1o @ maximum valee of 49p, may be
attpched to o single Postal Order,

Mote:
1t is stil] your responsibility to advise the customer of the best fit value of Postal Ovrders,

From the Serve Customer memy
1. Fouch the Postad Orders teon, or Press F7 on the keybouwd,

The Postal Orders sub menu s displayed.

.

2. FToweh the PO LT won, or Press FY on the kevboard,

The £7 Postal Order icon i now displayed in the sales stack on the right-hand side of the
sereen. The original reguest from the customer was Tor a Postal Order to the value of £7 .39,
You will now need to navigate from the Postal Orders menu (0 the Postage Stamp screen, to
record the sale of the stamps required 10 make up the reguested value.

3. Fouck the Prov ioon, or Press BESC on the keyboard.

By activating this icon you have navigated backwards one siep, from the Postal Orders menu 0
the Serve Customer roenu. From the Serve Customer menu you can select the correct ioon to
seil the stamps.

4. Fouch the Postage stmp ioon, or Press F3 on the keyboard.

The Amount screen 5 displayed,

You can now enter the gmeunt of
stamps required.

Your can use either the onsereen numeric keypad or the kevboard 1o enter the amount of stamps
required, If you make & mistake when entering the figures, o delete the last figure typed, either
uee the Black arow on the soreen or the BACKSPACE key on the keyboard, The red oross
ipon on the sereen or the UMNDO kev will delete the amowy enterad, There 18 no need 1o entey
the decimal point

£ 1L WORKBOOK 2
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Rection 2: Pestal Order sales with stamps, continued
Issue: 3B

5. Type £0.39

Mote:
It is very important to check the figures on the sereen display have been entered corvectly
before continuing with the transaction.

6. Touch the green tick icon, or Press ENTER on the keyboard,

A new icon appears in the sales stack for the extra stamps. The Finish fcon at the bottom
reflects the total of the Postal Order, the fee and the additional stamps.
7. Fouch the Finish icon, or Press ENTER on the kevboard

The Settlemnent menu i3 displaved and the method of payment offered by the customer can now
be activated using the relevant icon. Again, the customer puys with a £10 note.

8. Feouch the Cash icon, or Press F3 on the keyboard,

The Amount entry screen is displayed. The amount of cash offered by the customer can be
entered,

9. Type £10.00

Mote:
it is very important to check the figures on the screen display have been entered correctly
before continuing with the transaction.

1. Fouch the green tick icon, or Press ENTER on the kevboard,

The Finish wcon now shows the amount of change due 1o the customer. The menyu display has
reverted to the Settlement menu so that you can register how the change will be given,

Note:
All pavments from you to the customer will be in cash, therefore the Cash jeon (F1) must
be used.

11, Touch the Cash won, or Press FI on the keyvboard.

This completes the sale and the Horizon system returss o the Serve Castomer menu
Well done!

You have completed the sale of a Postal Grder with stamps using the Horizon system.
B ‘ 2 k
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Section 2@ Priorily stationery sales , .
” ¢ fyame: 2.0

The following transaction is for the sale of a prionity stutionery hixed price tiem,

Inn this example the customer has requested a Swiftpack Small,

Fromn the Serve Customer memy

3 s o - § 2 % 3 .
i Fouck the Other Products won, or Prese P13 on the kevboard

The Other Products menu i3 displayed.
2. Feuch the Mail Products foon, or Press F10 on the kevboard.

The Mail Products menu is displayed.

3. Tewch the Priovity Satnry icon, or Press FL on the keyboard,

The Priovity Statnry monu is displaved.
You can see the products which have
been grouped in this menu,

Mo icons in this group have subordinate
products associated with them.
Activating any jcon from this wenu
causes the sale to appear in the sales
stack on the right-hand side of the
SCEERn.

st i

4. FTouch the Swifipack smi icon, or Press FO on the heyhoard.

The sale has now been added 16 the sales stack on the right-hand side of the screen. The
customer wishes to pay for the ftem with the correct cash.

8. Touch the Finish icon, or Press ENTER on the keyboard.

The Setlement menu is displayed and the method of payment offered by the cusiomer can now
be activated using the relevant jcon. In this example:

€. Teuch the Cash tcon, or Press Fl on the keyboard,

This completes the sale and the Horizon system returns to the Serve Costomer menu.

Well done!

You have completed the sale of a priority stationery Htems wsing the Horizen system.
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Section 2: Ordinary stationery sales "
4 M fssuer 28

The following transaction is for the sale of an ordinary stationery fixed price item.

In this example your customer has requested an Avrogramme,
From the Serve Customer menis:

1. Touch the Other Products icon, or Press F13 on the keyvboard.
The Other Products menu is displayed.

2. Tonch the Mail Products tcon, or Press FIO on the keyboard,

The Mail Prodocis menu is displayed.

or Press F127 on the kevboard.

The Crdory Statnry menu s
displayed: all the items are sale Hems.

You can see there 18 an ieon for the sale
of single Aerogrammes.

e SXAN
et SRR

4. Touch the Agram sogle oon, or Press Fl on the kevboard.

The sale of the Acrograrnme has now appeared in the sales stack.
5. Towuch the Pinish fcon, or Presy ENTER on the keyboard,

The Settlement meng is displaved and the method of payment offered by the customer can now
be activated using the relevant ieon, In this sale Hem example:

f. Fowuch the Cash scon, or Press FI on the kevboard,

This completes the sale and the Horlron system returns to the Serve Customer meny.
Well donel

You have completed the sale of an erdinary stationery Hem using the Horizon system,

€ 1L WORKBOOK 2
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Kection 2o Parcel services fransactions

Prate: 294744

Isone: 2.8

The following transaction is for parcel services sales. In this example the customer has
requested s Datapost Inland service.

Mote:
%ail transactions for Hems that weigh up te & kg can be carried out as EPORS Seales
trapsactions. Refer to Workbook 4.

From the Serve Customer menu:

1. Touch the Other Products icon, or Press F13 on the kevboard,
The Other Products menu is displayed.

2. Fouch the Mail Products icon, or Press FI10 on the keyboard,

The Mail Products mena is displayed,

3. Touck the Parcel Services won, or Press Fid on the kevbowd

The Parcel Services menu s displayed.
You can see there 15 an oon for Data
Post Infand dems.

Pt ol 8

g CHREN
)

fie QI
S Sty

4. Fowch the D¥post inland icon, or Presy FIoon the kevboard,

€ 30 WORKBODK 2
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Rection 2: Parcel services transacHons, continued fsswe: 1.0

The Amount screen s displayed. The
system prompts you o enter the basic
eost of the Datapost service required,
which vou will find in the compendium.

5 Type £14.30

Check the amount entered 15 correct before continning.

. Touch the green tick iecon, or Press ENTER on the keyboard.

7. Fouch the Finish icon, or Press ENTER on the keyvbowrd.

The Settlement menu ¢ displaved and the method of payment offered by the cusiomer can now
be gotivated using the relevant icon. In this example:

8. Touch the Cash con, or Press Fi on the kevboard

This completes the sale and the Horizon system returns 1o the Serve Customer ment,

Well done!

You have completed the sale of a parcel services ltem using the Horizon system.
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Seetion 2@ Letier services fransactions
fsame; 4.0

The following transaction s for letter services sales,

In this example the customer wishes to purchuse £100 of Pre-Paid Letters,
Frowm the Serve Customer meng

1. Fonch the Other Froducts won, or Press F13 oo the kevboard,

The Other Products menu s displayed.

2. Touch the Mail Products won, or Press F10 on the kevboard.

The Mail Products menu is displayed.
piay

3. Feuch the Letter Services oon, or Press FI5 on the kevboard,

The Letter Services menu is displaved.
You can see that there are foons for the
sale of vartous types of Services,

All the selections from this meny are
valug entry. This means that whichever
service 18 selected, vou will have 1o key
iy an amoant

N For this example vour customer has
R — requested the Pre-Pald Letters service,
P U ST

4. Touch the Prepd Livs icon, or Fress Floon the keyboard

This cauvses the Amount entry sereen 10 be displaved {28 yvou have seen in previous examples).
You now need to enter the amount the custormer has regquested for this service.

3, Type £100.00

Cheek the amount entered 18 correct before continuing.

6. Fouch the green tick von, or Fresy ENTER on the kevboard,
7. Fowuch the Finish jcon, or Press ENTER on the kevbouard,

The Settlewnent menu is displayed and the method of payment offered by the customer cun now
he gotivated using the relevant won. Io this example:

8. Fowuch the

Jash icon, or Press F on the keyboard,
This completes the sale and the Hortzon systen returns to the Serve Customer roens

Well done!

You have completed a letter services sale using the Herlzon system.
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Section 2: Multiple sales example 1 Tssues 2.0

So far in this Workbook all the sales have been for single items. This 15 a useful exercise in
navigating the Horizon system menus, however it is more usual for customers (o request several
items,  Some of the items reguested in this exercise have not been mentioned specifically in
the individual examples, but they are from the same or similar menu groups.

As with all EPOSS sales, the transaction will begin from the Serve Customer menu.

in this example the customer has requested the following Htems:

-1 x 1st Class stamp

- 1 x Znd Class stamp

-1 x 1st Class stamp book {4 stamps)
- 1 x Swittpack C4 Burope

Remember there ave five sales that can be made directly from the Serve Custorner menin Tst &
2ad Class stamps, Colour TV Licence Pees, £2 TV and £2 BT Saving Stamps.

From the Serve Custorer menin
to Fouch the st olass stmp ioon, or Press Fl on the keyboard,
2. Tewnch the 2nd class stmp icon or, Press F2 on the keyboard,

The first two Hems requested by your customer have now been recorded and totalled in the
sudes stack on the right-hand side of the screen. The next item requested 15 o book of four st
class stamps. This ltem is not available directly from the Serve Customer menu.

or Presy P4 on the kevboard,

3. Towch the Stamp Books icon,

The Stamp Books wmenu is now displayed. You can see that there is an icon for the type of
stamp book your customer has requested.

4. Touch the Stp bk 1st x 4 jcon, % or Press F3 on the kevboard,

The Stamp Book requested by your customer has been recorded and added o the total 1n the
safes stack on the right-hand side of the soreen. The Horizon systenm does not return 1o the
Serve Customer menu because the sale has not yet been completed,

The final item your customer has requested is a Swiftpack Europe. This ilem is not available
from the Stamp Books menu, so vou have 1o move to the Priority Stationery menu to make the

sale.
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Section 2: Multiple sales example 1, continued ‘
Isgme: 1.0

3. Touch the Prev icon, o Press BSC on the keyboard,

A

Activating the Prev lcon moves you backwards to the pravious menu, in this case
Serve Costomer menu. The Swiftpack Burope can be oblained from the Priority Stationery
MEnt,

6. Fowch the Other Products icon, or Press FI13 on the kevboard,

7. Fouch the Mail Products icon, o Fresy F10 on the keybourd,

Q. Touch the Switph Cdburo weon, or Presy F7 on the keyhouard,

As with the previcus items, the Swiftpack Burope is registered in the sales stack, and its
individual cost s added to the overall total for this customer. There are now four Hems in the
sales stack but only three are visible. Notice at the top of the sales stack the Open icon i now
displaved. Activating this icon allows you to view all sales items in the stack including those
which were no longer visible on sereen.

10, Tonch the Open won, r Press END on the kevhoard,

The screen now displays ieons for all
the sale ems,

The Open icon has now changed te a
Close teon, Activating this icon will
retyrn you 1o the sale menu displayed
prioy o activating the Open icon.

© L WORKBODEK 2
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Section 2: Multiple sales example 1, continued -
fssuer 3.4

T Fouch the Close oon, or Press END on the kevbouard,

The screen now returns to the Priority
Statnry menu visihle,

12, Teuch the Finish tcon, or Press ENTER on the keyvboard,

The Settlement menu is displayed and the method of payment offered by the customer can now
be activated using the relevant icon. In this sale item example:

F3. Touch the Cash icon, or Press Fl on the keyboard.

This completes the sale and the Horizon system returns to the Serve Customer menu.
Well done!

You have completed a multiple sale using the Horlzon system.
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Section 2 Multiple sales example 2
ection 27 Multiple sales example tsoup: 2.0

Some of the items requested in the following exercise have not been meationed specifically in
the individual examples, but they can be accessed from meni groups on the Other Products
ST,

For the second multiple sale example your customer has requested the following fems:
1w Colour TV Licence
1 £3 BT Phonecard
5w £1 MNutional Lottery Instants

- 1 g £5 MVL Saving Stamp

The first em requested by the customer is a Colour TV Licence.

From the Serve Oustomer mems

1. Fowch the Colowr TV Lic fvon, or Press P9 on the keyboard.

To make the sales for the other Hems vou must select the Hems {rom vanous menu groups
under the Other Products meny, The next item the customer requires is a £3 BT Phonecard,
which can be obtained from the Phonecards menu.

2 Fosek the Onher Products icon, or Press F13 on the kevboard,

3, Fowuch the Phonceards won, or Press Fi4 on the kevboard,

The Phonecards meny is displaved, You can see there is an fcon for a BT £3 Phonecard.

4. Fouch the BT card £3 icon, or Press FU on the kevboard.

As this is a fixed price lem, i is registered divectly into the sales stack.

The next items required are the five National Lottery Instant tickets. These can be sold from
the Leisure menu

3, Teuch the Prov won, or Press ESC on the kevboard,

G, Tewcf the Letsure icon, or Press TO on the Kevboard,
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Section 2: Multiple sales example 2, continued
Isswe: 2.9

The Lewsure meny is displayed. You
can see there are icons for National
Lottery and Littlewoods seratchoards.

s ¥

The next item requested s the § x £1 National Lottery Instants. You can see an appropriate
won on screen, but before you activate the icon you must set the Quantity to §,

Using the kevboard:

7. Type 5
Cheek the Quantity required has been set correctly before continuing,

Mote:
if you wish to use the touch screen to change the Quantity, the Quantity icon must be
activated at the top of the screen and the Quantity entered, (see page 15 steps 1 - 3.

& FTouch the Instuus £1 icon, or Press F7on the kevboard,

SALES STACK

The sale tem now appears in the sales stack on the right-hand side of the
sereen, the Nattonal Lottery Instant sales icon shows (35 on the icon.
This indicates that a Quantity of S sales has been registered and the
individual price for the fixed price item has been multiplied § times.
This value has also been added to the total price of sales showing in the
Finish icon. The Quantity ioon has now relurned to the default valve of ©
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Reption 2: Multiple sales example 2, continued fexue: 1.0

The customer has requested one more item to complete the sales session, a £3 MVL Saving
Stamp. The screen display is still showing the Leisure items, und you will now move to the
Saving Stamps meny to record the sale.

9, Foweh the Prev won, or Press BSC on the keybouard.

The Other Products menu is displaved. You can see that there is an icon for Saving Stamps.

10, Fouch the Saving Stamps won, or Press FS on the keyvboard.

The Saving Stamps menu is displaved, showing the stamps available. There is an icon for a £5
MYVL Saving Stamp.

P Fouch the MVL stiup icon, or Press F3 on the keyboard.

All the items requested by the customer are now recorded in the sales stack. Remember that if
a sale stack icon is not visible, vou can wse the Open icon to view all ttems and the Close icon
to return 1o the Sales menu.

12 Fouck the Finish icon, or Press ENTER on the keyboard.

The Settlement menu is displayed and the method of payment offered by the customer can now
be activated using the relevant icon. In this sale Htem example:

13, Touch the Cash icon, or Press FI on the keyboard.

This completes the sale and the Horizon system returns 1o the Serve Customer meny,

Well done!

You have completed a multiple sale using the Horizon system.
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Activigy Sheet T Workbook 2

If there are any guestions you are unable to answer, read this Workbook again. Some of the
answers are practical and require you w use the Horizon syster,

Note:
If vou are completing these exercises in the post office, ensure that the Heorizon system Is
in Training Mode.

sooss

. When i¢ the Quantity 1con used?

2. Which icon would you gse to delete an item from the sales stack?
3. When would you use the Cash icon on the Serve Customer menu?

4. Complete sales on your Horizon system for the following, using & method of payment of
your choiee:

a) b} )
b s £9 Postal Ovder b £5 Postal Order i x Agrogramme single
42p in stamps { x 10 2nd Class stamp book
{x Swiftpack Medium

Finish transaction Finish transaction Finish transaction
3L WORKBOOK 2

Page 35



POL00090452
POL00090452



POL00090452
POL00090452

EPOSS 2
[lectronic Point Of Sale Service

[orizon System




POL00090452
POL00090452



POL00090452
POL00090452

HORIZON SYSTEM FPORS 2 Bef: PATHAMIGM
Datey 290799
Issue: 2.8

HORIZON 5Y5TEM

EPOSS 2
HORIZON SYSTEM

CONTENTS

EPOSS 2: Objectives & Infroduction ... .. . . . i 3

Begtion 1

Travel & Licenvest Introduction . ... .. ... . B
Rod HORIOGE . o e e e et e Ce s 7
EIT  application . .. . e e e e 9
DVELA mixed DAVINEHL .. . . e e e 10

Bection 2

{xirpbank & Mational Savings: Intvedustion ... ... .. ... .. 13
BT Bl pavment .. o i e s e e e e 15
Girobank cash deposit L o, . (o L e 17
Mational Savings ordinary sceount cash deposit ©. .. ... o oL 19
Encushment of other banks’ chegues ... o o002
Green Glro payments .. ... oo N 23
Green Giro payments with madk tokens . oo oo oo 24
Multiple 5al88 L L i e e e 20

Aetivity Sheet T Workbook 3 00 o L e e 29

@ 1L WORKBOOK 3
Page 1



HORIEON BYRTEM

EPass

@&
/
[

POL00090452
POL00090452

Befy PATHMIQMZ
Prater WY
fssuer 2.8

AR L8 9

WORKBGOK 3

Fage 2



POL00090452
POL00090452

HORIZON SYSTEM EPORK 2 Ref: PATHM3G0Z
Drater IHE799
fusue: 2.8

HORIZON SYSTEM

EPOSS 2
HORIZON SYSTEM

OBJECTIVES & INTRODUCTION

Objectives:
When you have completed this Workbook you will be able to

. Complete transactions from the Travel, Licences and Personal Finance groups.

. Complete an MVL transaction registering a mixed payment.

. Use the Horwon system o regisier Girobank and National Savings fransactions,
. Use the Horizon system o register Green Giro transactions.

n Tad Pad we

Introduction:

This Workbook is the second in a series of three describing the actions and procedures for the

sale of, and payment for, post office products and postage items using the EPOSS (Electronic
Point OF Sale Service) function of the Horizon system.

This Waorkbook is divided into two sections. Section 1 covers general navigation and
transactions from the Travel and Licences menu groups. Section 2 covers tramsactions from the
Chrobank and National Savings menus.

If you need 1o reverse a transaction for a customer or if you completed I incorrectly at the
counter, refer to the procedures for reversing transactions described in Wokbook 7.

Note:
if you are carrying vut any of these training examples in the post office, the Horizon
system must be placed n Training Mode by the manager.

At the end of each Workbook in the series theve s an aetivity sheet which allows vou 1o
practise the transactions covered i the Workbook, I vou are nof sure of the answer o a
guestion, simply re-resd the relevant section of the Workbook and try ugain,

The Workbooks do not cover every possible ransaction which vou can perform on the Horizon
systermn. I you need further help, or if a specific example is not covered, you should consult the
Horizon Svatem User Guide.

Nuote:

The Waorkbooks provide values against a number of products and services that are correct
at the time of going to press. This information is subject to change and vou should refer
to the appropriate POUL fransaction docamentation for up to date price information.
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HORIZON SYSTEM

SECTION 1 - TRAVEL & LICENCES

INTRODUCTION

introduction:

This section covers general navigation and transactions from the Travel and Licences meony
ZrOUPS.

There are examples for the MVL & Fishing Licence transactions included in this secton,
however these are only applicable o post offices which conduct MVL & Fishing Licence
business.

Mote:

Fishing Licences are currently not available in Scotland. You will be able to sell Fishing
Livences over the counter in Scotland in the near future. The Horvizon system will be
updated when this facility becomes available.
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Segtion 1: Rod Heences
Bssme: 3.8

In the following example the customer has requested an 8 day salmon rod licence.
From the Deskiop menu, select Transactions, then select Serve Customer,

1. Touch the Other Products icon, or Press F13 on the kevboard.

2. Teuch the Licences won, or Press F12 on the keybowrd.

The Lacences meny is now displayed.
The customer has reguested an 8 day
sadmon rod Hicence which appears on
the Fishing menu.

ity
i as

0 T S I
S Rectame

Note:
Fishing Licences are NOT available in Northern Ireland and as such the Fishing Licence
fcon will not be available on the Licences menu.

3. Touch the Fishing oon, or Press F13 on the kevhoard.

The Fishing menu is displayed,
featuring the various rod licences
available.

Soedn i

stk

SR T

o e R
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Section 1: Red livences, continued Dattes 2073

fosme: 2.8

4, Feuck the salmon 8 day icon, or Press F7 on the keyboard

5 Fowck the Finsh icon, or Press ENTER on the kevboard.

The Settfement meny i3 displayed and the method of payment offered by the cusiomer Can now
be activated using the relevant feon. For this sale item sxample:

6. Touch the Cash icon, or Press Fl on the keyboard.

This completes the sale and the Horlzon system returns © the Serve Customer menu.

Well donel

You have completed the sale of a rod Heence using the Herizon svatem.
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Section 1: E1L1 application fssue: 2.0

This exercise covers a non value transaction from the Travel mepu. In this example the
customer has refurned to the post office with a completed E1LT application 1o be checked.

From the Serve Customer men

1. Fouch the Other Products icon, or Pregy F13 on the kevboard.

%

2. Feuck the Travel icon, or Press F7oon the kevbouard.

The Travel menu is displayed. Some of
the icons in this group have other
menus subordinate 1o them.

In this example the customer has
completed an E111 application form.
You can see that there 8 an icon for
registering B111 applications on screen.

Mote:
Remember to carry out the existing POCL checks on the E111 application form.

& Fouch the 111 icon, or Press F3 on the kevboand.

The “sale” of the E11T is registered in the sales stack on the right-hand side of the soreen. Note
thut there 15 po charge 1o the customer for processing the E111 application,

4, Touch the Fimish ioon, or Press ENTER on the kevboard.

Since there was no charge to the customer, activating the Finish icon completes the transaction

and the Horizon system returns 10 the Serve Customer menu,

Wedl done!

You have processed an E111 application and registered the transactivn using the Herlzon
system,

@
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Seetion 1 DVLA mixed payment

fssuey 2.8

This exercise covers a single transaction, utilising the mixed payment feature of the settlement
meny,

Int this example the customer has roquested an MVL V10 Licence for 12 months (o the value of
£185 and wishes to redeem £30 in MVL stamps and pay the remainder by cheque. All the
accompanying paperwork is in order

Maote:

1t should be noted that post offices that do net conducet MV L transactions will not have
aceess to the MVL icons op the Licences menu.

From the Serve Cusiomer memi

1. Fowuch the Other Products icon, or Press F13 on the keyboard.

~

2. Feuch the Licences icon, or Press F12 on the keyvboard.

The Licences menu is displayed. There is an con for MVL v

3. Touch the MVL vi0 icon, or Press Fb on the kevboard,

The Amount sereen is displayed. The
systen prompis you (o type in the price
of the V10 required by the customer.

In thiz example the cost of a V10
Hoence for a 12 month period 8
£15500.

Mote:
Refer to the V149 for the cost of the Heence requirved by the customer.

4. Type £155.00
Check the smount entered s correct before continuing
5, Touch the green tick icon, or Press ENTER on the kevboard.

The transaction is displaved in the sales stack on the right-hand side of the screen. This is the
onty reguest frovp the customen

6. Touch the Finish icon, or Press ENTER on the kevbouard
The Sertlement menu s displaved,

The customer wishes o redeem £50 of MVL Stamps and pay the rest by cheque.

L WORBBOOK 3
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Section 1 DVLA mixed payvment, continued Tosue: 2.0

The Settlement menu has an option for redeeming MVL staraps. At this point you need o
count the amount of stamps being redeemed and set the Quantity accordingly.

In this example the customer s redeeming 10 stamps (otal value £50.00).

7. Type 10,

Check the Quantity is correct before continuing

B, Fowch the MYL stmp rdm icon or Press F12 on the kevboard,

The amount of the redeemed MVL stamps appears as an con in the sales stack: this amount
{£30.00) has been deducted from the original amount of £155.00. There i an butstanding
balance of £105 to be collected from the customer. The customer pays the balance by chegue

9. Touch the Chegue icon, or Press F2 on the kevboard.
This completes the sale and the Horlzon system yeturns to the Serve Customer menu,

Mote:

Cheques can only be accepted for these products stipulated in current POUL provedures.
All current POCL regulations regarding the acceptance of cheques at the counter stifl
apply.

Well done!

You have completed a DVLA transaction, registering a mixed form of payment from the
customer using the Horizon system.
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HORIZON 5YSTEM

GIROBANK & NATIONAL SAVINGS

INTRODUCTION

Introduction:

This section covers general navigation and transactions from the Girobuank and National
Savings menu groups. It also explains the process for the encashment of Green Giro benefit
with or without milk tokens,
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Section 2: BT bill payment Date: 29/47/95

Pssue: 2.4

This exercise covers the payment of a BT bill from the Serve Customer menu (note that BT
bills can also be paid from the Utilities menu). In this example the customer wishes to pay
their £75.43 BT bill by chegue.

From the Serve Customer menie

1. Touch the BT bill pymt icon, or Press FIO on the kevboard.

The A/ NO screen is displayed. At
this point you must enter the customer’s
BT Account Number.

in this example the account number s
123456789

2. Type 123456785
Check the account number entered i correct before continuing,

3. Feuch the green tick icon, or Presy ENTER on the keyboard,

The Amount screen is displayed. At
this point vou must enter the amount the
customer wishes 1o pay against the BT
bill.

In this example the customer wishes (o
pay £7543.

4. Type £7543
Check the amount entered 15 correct before continuing.

5. Fewch the green tick icon, or Presy ENTER on the keyvboard,

© 1L WORKBOOK 3
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Section 2: BY bill payment, continued Date: 29/07/99
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The total shown in the sales stack now reflects the BT bill payment of £75.43.

6. Touch the Finish icon, or Press ENTER on the keyboard.

The Scttlement menu is displayed. You now have to record the payment offered by the
Cusiomer,
~¥

7. Touch the Cheque icon, or Press F2 on the keyvboard,
This completes the sale and the Horizon system returns to the Serve Customer meni

Mote:

Chegues can only be accepted for these products stipulated in current POCL procedures,
All current POCL repulations regarding the acceptance of cheques at the counter still
apply.

Well done!

You have completed 2 BT bill pavment using the Horlron system.
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In this example the customer wishes to deposit £100.00 in their Girobank account,
From the Serve Customer meni:

i, Towch the Other Products con, or Press F13 on the keyboard.

2. Touch the Gircbank icon, or Press F3 on the kevboard.

The Uirobank menu 15 displayed
featuring the various Girobank
transactions that can be carried put.

There is an con for Girobank cash
deposits.

Wi 8
M RN

3. Fouck the Gire osh dep icon, or Press Fl on the kevboard.

The ASC NO soreen i displaved. AL
this point you must enter the custormer’s
Girobank Account Number.

In thus example the account number s
SET634321.

4. Type UBT7634321
Check the account number is correct before continuing.

S, Fouch the green tek icon, or Press ENTER vn the kevboard,

WORKBOOK 3
Pape 17
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Section 2: Girobank cash deposit, continued
Essues 34

The Amount screen 1s displaved. The
systen prompts you 1o enter the amount
the customer wishes to deposit in their
Girobank account.

i this example the customer wishes 1o
pay in £100.00,

5. Type £100.00

Check the amount entered 1 correct before continuing.

7. Touch the green tek won, o Presy ENTER on the keyboard.

The total shown in the sales stack now reflects the Girobank deposit of £100.00.

R, Fouch the Finish icon, or Presy ENTER on the kevbouard.

The Sertlement menu is displayed.  You now have o record a payment from the customen
9. Touch the Cashicon, or Press F1 on the kevhoard.

This completes the sale and the Horizon system returns to the Serve Customer menu.

Well done!

You have completed a Girobank cash depasit using the Horizon system,

©ICL WORKBOOK 3
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In this example the customer wishes to deposit £100.00 in their National Savings ordinary
aueount,

From the Serve Customer mems

1. Touch the Other Products icon, or Press F13 on the kevboard,

=

Touch the National Savings icon, or Prexs P2 on the kevhoard.

The National Savings menu is displayed
featuring the various National Savings
transactions that can be carried out.

There is an won for ardinary account
deposits.

3. Feuch the Ord oo Dep icon, or Press F1oon the kevboard.

The Amount screen is displayved. The
system prompts vou fo enter the amounnt
the customer wishes o depostt in their
aceount.

4. Type £100.00
Cheek the amount is correct before continuing.

5. Fouck the groen tick icon, or Press ENTER on the keyvboard,

© ICL WORKBOOK 3
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Section 2 National Savings ordinary sceount cash deposit, continued fsser 2.0

The fotal shown i the sales stack now reflects the National Savings deposit of £100.00,
&, Fowch the Finish icon, or Press ENTER on the keyboard,

The Setlement meny s displaved. You now have to record a payment from the customer.
7, Fouch the Cash icon, or Press Fl on the kevboard.

This completes the sale and the Horzon system returns o the Serve Customer menu.

Well done!

You have completed a National Savings ordinary sccount cash deposit using the Hovizon
systenm.
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Section 2: Encashment of other banks cheques Date: 29/07/99
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This exorcise covers the encashment of other banks’ chegues from the Persanal Finance menu
of the Hortzon systerm. In this example the customer has requested o encash a cheque already
made out to the value of £43,

Mote:

Cheques can only be accepted for these products stipulated in current POCL procedures.
All current POUL repulations regarding the acceptance of chegues af the counter still
apply.

From the Serve Customer menw

1. Toach the Other Products jcon, or Press F13 on the keyboard.

¥

2. Touch the Pers Finance icon, or Presy F& on the keyboard,

The Pers Finance menu is displayed.

You can see there s an wwon OB ¢hy o
DPC (Oiher Banks” chegues to Data
Processing Centre).

SR
S Y SR

3, Touch the OB chy to DPC oon, or Press Fl on the kevhoard

The Amount screen is displaved. The
sysien prompis you to enter the amount
of the cheque.

& UL WORKRBOOK 3
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Section 20 Encashment of other banks cheques, continued fesne: 1.0

Mote:

The system will automatically deduct the fixed charge for the cheque encashment service,
Customers requiring a specific sum of cash should be advised to add the bandling fee
when making sut 2 chegue.

4. Type £45.00

Check the amount entered s correct before continuing.

5. Touch the green tiok lvon, or Press ENTER on the keyboard.

The transaction is now displaved in the sules stack on the right-hand side of the screen. Notice
the icon in the sales stack is for £40.00, the £3 handling fee has been awtomatically deducted.
Remember that the ransaction can still be cancelled at the customer’s request, by using the Bin
o,

&, Fowckh the Fivish loon, or Presy ENTER on the keyboard,

The Settlement menu is displaved. The method of payment offered to the customer can now be
activated using the Cash con.

7. Fouch the Cash icon, or Press F1 on the keyvboard,
This completes the sale and the Horlzon system returns to the Serve Customer menu.
Well done!

You have completed a transaction to encash other bank s cheques, using the Horlzon
system.

£ 3L WORKBOOK 3

Page 12



POL00090452

POL00090452
HORIZON SYSTEM EPOSS 2 Heft PATHMYO02
“  go - g Bates 2ROV
Section 2: Green Girp payments Date: 29/07/99
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Another type of transaction that can be carried out for a customer 18 Green Giro payments,

Mote:
All current POCL regulations regarding the payvment of Green Gires at the counter still

apply.
The value of the payment made must be recorded on the Horlzon system.
In this example 3 customer has presented a Green Gire for payment.

From the Serve Customer meme

1. Touch the Green givo won, or Press F12 on the keyboard.

The Amount screen 13 displayved. The
RYSISm Prompts you to enter the amount
e be paid on the Ureen giro,

For this example the value of the Green
gire 15 £48. 14

2. Type L4810

Cheek the smount entered 18 corregt before continuing.

3. Fowch the green tick con, or Presy ENTER on the kevboard.
4. Teowch the Fimsh won, or Press ENTER on the keybeard,

The Settlement meny s displayed. As this 15 a payment 1o the customer, the tmnsaction must
be completed o Cash.

5. Towek the Cash icon, or Presy Fi on the keyboand.

This completes the transaction and the Horlzon system returns o the Serve Customer menu.
Well done!

You have paid a customer s Green Giro benefit using the Horizon system.

FECE WORKBOOK 3
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fsue: 2.0

Qecasionally a Green Giro with milk tokens will be presented for payvment,

Maote:

Al current POCL regulations regarding the payment of Green Gives al the counter still
applv.

In this example the customer has presented a Green Give Tor paviment and two milk tokens ane
10 be issued.

When ik tokens are associated with 8 green givo pavment, the transaction must be carried out
from the P and A (Peasions and Allowances) meny,

From the Serve Customer menw

1. Fouch the Other Products icon, or Prese F13 on the kevboard,

2. Fowch the P and A wcon, or Fress FLoon the kevboard,

The P and A menu s displayed. You
oan see various wons for the OBCE
{Order Book Control Service)

functions on the Horizon system. These
are explamed in more detail in
Workbook 5,

> Trmeesens

e

There are two icons, Green giro and
Oireen giro milk o the bottom of the

. screen.

T SRR
et}
oo o
Rpne SRty

3 Fowuck the Green givoe oon, or Prexs P13 on the keyboard,

The Amount soreen 18 displayed. The
system prompis vou 1o enter the amount
153 b paid on the Green giro,

In this example the value of the Green
girg s £34.60,

€ 3ICL WORKBOOK 3
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Section 2: Green Give pavments with milk tokens, continued fseue: 20

4. Type £34.60
Check the amount entered is correct before continuing.
3. Touch the green tick icon, or Press ENTER on the kevboard.

The value of the Green Giro now appears as an icon in the sales stack on the right-hand side of
the screen. The Horizon system has returned to the P and A men. In addition o the value of
the Green Giro, two milk tokens also need to be tssued to the customer.

6. Typel

Check the Quantity is correct before continuing,

7. Touck the Green giro milk icon, ar Press Fi4 on the keyvboard,

8. Touch the Finish icon, or Press ENTER on the keyboard.

The Settlement menu i3 displaved. As this is a payment to the customer, the transaction must
be completed to Cash, Do not forget to issue the milk tokens o the customer.

8. Fouch the Cash icon, or Press F1 on the keyboard,
This completes the transaction and the Horizon system returns to the Serve Customer meny,

Well done!

You have paid a customer s Green Girve benefit and issued milk tokens using the Horlzon
systen.
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section 1 Multinle sales
Section 2: Multiple sales (sue: 10

So far in this Workbook all the sales have been for single items. This s a useful exercise in
navigating the Horizon system menus, however it is more usual for a customer 10 request sever-
al items. Some of the items requested in this exercise have not been mentioned specifically
the individual examples, but they are from the same or sunilar Men groups,

Ins the first multiple sale example the customer has requested the following Htems:
~ A UK adult passport

« F180 of Premium Boads
A withdrawal of £78 from their Girebank scoount

Mate:
All enrrent POCL vegulations regarding Passport & Premium Bond applications at the
counter still apply.

From the Serve Cuslomer memy

Fouch the Other Products ivon, or Press F13 on the keyboard.

2. Feuch the Travel icon, or Press F7 on the keyboard,

3. Teuch the Ukpa adult A/H icon, oy Press FLoon the kevboard.

As this #em is fixed price the sale appears in the sales stack on the right-hand side of the
SCIeen.

The next item requested by the customer is £150 of Premium Bonds: they have correctly
completed a Premivm Bond application form.

4. Tonch the Prev icon, or Press BESC on the kevboard,

This action returms vou one step backwards in the navigation process, in this case {o the Other
Products menu.

5. Touch the Girobank icon, or Press F3 on the keybeard,

6. Touch the PSE purchase icon, s Fress P4 on the kevboard,

© L WORKBOOK 3
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Sectisn 2: Multiple sales, continued _
Issue: 2.8

The A/C NO screen is displayed. The
system prompts vou 10 enter the acoount
number for the purchase of Premium
Bonds,

In this example the account sumber 18
6186742,

7. Type 6186742

Cheek the account number is correct before continuing.

8. Touch the green tick icon, or Presy ENTER on the kevboard.

The Amount screen is displayed. The
SYSIem prompls you to enter the amount
of Premium Bonds the customer wishes
o purchase,

In this example the customer wishes to
purehase £150.00,

8. Type £150.00

Check the amount entered i correct before continuing,

1 Towch the green ek icon, or Press ENTER on the kevbourd.

The Premium Bonds are added 1o the stack. The customer now wishes 1o withdraw £75.00

from their Girobank account 1o help pay for the purchases,

The Girobank withdrawal icon is also available on the Girobank mena,

1, Fewch the Giro widrw! fcon, or Press F10 on the kevboard.

€ 1CL WORKBOOK 3
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The AC MO soreen 13 displayed. At
this point you must epier the customer’s
Ciirpbank Account Mumber

Tn this example the account number is
ORTEI4321

12, Type 987634321
Check the account number is correct before continuing,

13, Toueh the green tick icon, or Press ENTER on the kevboard.
¥

&

The Amount screen 15 displayed. The
syater prompis you to enter the amount
the customer wishes 1o withdraw from
their Girobank account,

in this example the customer wishes to
withdraw £75.00.

14, Type £75.00

Cheek the amount entered 1s correct before continuing.

1S, Touch the green tick icon, or Press ENTER on the keybouard.

This completes the customer’ s requirerments,

16, Fouch the Finish joon, or Press ENTER on the keyboard.

The Settfement menu is displaved. The customer settles the outstanding arsount in cash.
V7. Tomok the Cash ioon, or Press Fi oon the kevhoard,

This completes the transaction and the Horizon system refums to the Serve Customer menu.

Well dons!

You have completed a multiple sale using the Herizon systen.

©ICL WORKBOOK 3
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Activity Sheet 1 Workbonk 3

I there are any questions you are unable to answer read this Workbook again. Some of the
answers are practical and require you to use the Horizon system.

Nates

If vou are completing these exercises in the post office, ensure that the Horizon system Is

in Training Mode,

{. What details are reguired to complete an MVL transaction on the Horizon system?

2. What details are required before vou can complete a Girobank cash deposit?
3. Complete a Green Giro payment for £73.20 with 2 milk tokens.

4. Complete the following sales on vour Horlzon system, settling with Cash or Cheque:

a} el
1 x UK child’s passport 1 x full sesson coarse rod Heence G applicable)
I w Bl Health Cent 1 x MVL vl @ £1585 (if applicable}

Oreen Giro pavment of £30.00
Finish trapsaction redecming £45 of MVL

Finish transaction saving stamps
& ICL WORKBOOK 3
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HORIZON SYSTEM

EPOSS 3 - SCALES
HORIZON SYSTEM

OBJECTIVES & INTRODUCTION

Ohjectives;

When you have completed this Workbook, you will be able o

L. Complete EPOSS Scales transactions using the various Horizon system customer facilities.

Introduction:

ﬁm Workbook is the third in a series of three desoribing the actions and procedures for the sale
of, and payment for, post office products and postage Hems using the EPOSS (Blectronic Point
Of Sale Service) function of the Horlzon system.

This Workbook covers transactions using the Scales menu group. The Horizon system will
assume that electronic scales (Avery Berkel D1043 we attached to the system. If this is the case
ther the weight of postage ttems will be registered automatically by the Horizon system. If
glectronic seales are not attached o your system, you can still use all the functions and

services associated with the Scales menu, however you will have to enter the weight of the mail
em using the keyboard or on sereen kevpad. In addition to basic Scales transactions, the
Horizon system provides additional functions and services connected with mail terns: these are
used and explained in the examples.

The Seales function of the Horizon system will allow you to complete mail tem transactions up
o 6 kg i weight. Mail sems above 6 kg should be treated as postage items, and the price of
the service(s) required should be obtained from the appropriate mail compendium.

If you need 1o reverse a transaction for a customer or if you completed it incorrectly at the
counter, refer to the procedures for reversing {ransactions described in
Warkbook 7

Pleste:
If you are carrying sut any of these training examyples in the post office, the Horizon
system must be placed in Training Mode by the manager,

At the end of each Workbook in the series there v an activity sheet which allows vou o
practise the transactions covered in the Workbook.  If vou are not sure of the arswer 0 3
question, simply re-read the relevant section of the Workbook and try again,

© ICL WORKBOOK 4
Page 3
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The Workboeoks do not cover every possible transaction which you can perform on the Horizon
systern.  If you need further help, or if a specific example is not covered, consult the Horizon
Svsterm User Guide.

Mote:

The Workbooks provide values against a2 number of preducts and services that are corvect
at the time of poing to press. This information is subject to change and you should refer
to the appropriate POCL transaction documentation for up to date price information.

© 3L WORKBOOK 4
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Section 1 Inland Scales transaction ‘
Pssuer 1.8

in all the Scales transactions shown in this Workbook, the electronie scales are not conmected to
the Horizon systermn. The Horzon system will display an appropriate message and the weight
of the mail tem will then need to he entered manually using the on sereen keypad or the

kevboard.
in this example the customer has requested the following postal serviee

« An lpland mail tem, weight 400 gramimes, 1o be sent Ist olass,

From the Serve Customer menu

1. Touch the Other Products icon, or Press F13 on the keybowd,

2. Fouch the Seales icon, or Press FY on the kevboard.

The Scales menu is displayed. There
are a nurnber of cons for postal
SRIVICES,

In this example the customer has
reguested an Indand Ist Class postal
SRrvice.

3. Fouck the Inland scon, or Press Fl oon the kevboard,

@ 1L WORKBOOK 4
Page &
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Trate: I9AF7/99
fssne: 2.0

5, Type 400

Check the weight entered is correet before continuing.

The Scales Locked wformanon screen
is displayed. This screen informs you
that the scales are not available bat you
van continve the transaction by touching
the Yes green tick wcon and entering the
weight of the mail item manually. The
Mo red cross won will abandon the
current Scales trapsaction.

If seales are comnected, place the mal
ftem on the scales: the systerm will
automatically move to step 7.

In this example the scales are not attached to the svstem, therefore the Yes green tick ivon will
geed 1o be activated.

4. Touch the Yes green tick icon, or Press ENTER on the keyboard.

The Weight screen is displayed. The
system prompis you (o enter the weight
of the mail tem i grammes,

in this example the weight of the mail
e s 400g.

. Touch the green tick icon, or Presy ENTER on the keyboard

10

WORKBOOK 4
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Section 1: Inland Scales transaction, continued fuswe: L0
KERES &

The Select a service (400 grammes) soreen is displayed. The Hortzon system has registered
the weight of the mail ttemn and is now displaving the standard services available and the
posiage required. The system always defaults to the top choice on the Hw, indicsted by the line
highlighted in vellow. This may be the customer’s preferved chotce: if this is not the case, an
alternative must be selected.

Select a service menu

WEIGHT OF
MATL ITEM ™

SERVICES I 1) ‘ {iig«“?}i s
AVAILABLE i_ ’ AL
. v ] TCOINS
M-
S—. | CONFIRM
SELECTION

PAGE NUMBER
AND
TOTAL PAGES

Qaly & different services may be displayed on sergen at one time. At the bottom of the menu it
says Page 1 of 1, so this is the only page of services available. On the nght-hand side of the
screen there are four green arrow cons: as there is only one page of servives available, all the
page selection green arrow icons have no entry svmbols superimposed, Therelore the
customer's required service must be selected from this page of services. To select the service
required by the customer, touch the line on screen that corresponds 1o the service required,
Alternatively, the selection can be made using the kevbourd soroll arrow Revs (shown below) to
move up or down through the selections.

KEYHROABL
SCROLL ARROW KEY
LAYOUT

The custorner has already indicated that they require the mail tem to be sent First Class,
7. Keleot the Inlund First service by Touching the loe on sereen, or by Pressing the Down

serod arrow key on the kevboard,

O 1L WORKRBOOK 4
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Seetion 1: Inland Seades transaction, condinued ,
issmer L0

The Infand First service 1s highlighted
in vellow, indicating that the postage
reguired is £1.14,

or Press F1 on the keyvboard,

The Inland First screen is displayed.
The Basic Service Charge for the mail
item weighing 400 grammes (0400 kg
18 shown in the Mail ltem summary, in
this example £1. 14,

A nurnber of other icons appear on this screen. Here is a briel description of the other cons

that can be used at this stage:

Add Sves (Fd)

This foon can be activated o offer the customer additional services above
the Hasio Service Charge for the mail itemis), for example Recorded Dly,

Change Oty (F8)

This icon can be activated when the customer requests the same servive for
mcwe than one mail tem of the same weight. 1t should be noted that when
the Cuantity function is activated through the Change Qty icon, any
additional service costs will be multiphied by the quantity set,

&L WORKBOOK 4
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Section 1. Inland Scales transaction, continued

Prates 2%/07/99
fssuer 2.8

Pre-Pald (F1)

This icon is activated when an amount of postage has already been affixed
to the item or items to be posted. The Horizon system will deduct any
pre~paid amount from the final total.

Abandon (Fid)
When activated, this icon will abandon the ransaciion and 11 1 not recorded
on the system.

Best Fit (F15)
When activated, this won will display the best 1t of stammps for the item 1o
be posted.

Complete (F16)
When activated, this icon will complete the tramsaction and add i1 to the
sales stack.

The customer has indicated that they do not want any additional services but, however they
have already affixed 2 £1 stamp to the mail tem,

9, Towuch the Pre-Paid icon, or Press F12 on the kevhoard,

The Amount soreen is displayved. The
systern prompls you to enter the
Amourtt already pre-patd on the mail
e,

10, Type £1.00
Check the amount entered i correct before continuing.

P Tonch the green tok won, or Presy ENTER on the ke

H 0L WORKBODK 4
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Section 1: Inland Sealex transaction, continned
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Baef: PATHMMO02
Dager 290798
Tusuge L0

- Best Fi
- Complete

12, Fouckh the Complete green tick ivon,

The ransaction can now be completed on the Horizon systern. You have two options available:

I this example the Complete won will be activated.

RSAGIES re]

Seale

S Uniwmnw

cash.

Well dong!

13, Touch the Finish icon, or Press ENTER on the keyboard,
The Settlement meny 18 displayed and the appropriate method of payment offered by the

customer can be selected. In this example the customer has tendered the correct amount in

14, Touch the Cash icon, or Presy F1 on the keyboard.

You have completed an Inland Scales transaction using the Horleon sveten.

The system returns to the Inland Fist
Mail ltem screen. The Basic Service
Charge has not changed, but the
Amount Pre-Paid has been entered and
the Total amended w reflect the postage
that needs © be affixed 1o the mail tem

I this example a funther 14p of stamps
should be affixed to the mail tom,

or Presy F16 on the kevboard,

The system voturns (o Scales menu.
The Finish icon dicates the postage
that needs to be affixed 1o the mal ftem.

& 3L

Page 1
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Drate: 294749

Section 1 European Scales transaction
fssme: 2.8

Oecasionally, 4 customer may request several mail Hems o be posted 1o the same deddination,
If these mail ftems are the same weight and the Basic Service Charge and any additionad
services required are identical for each itern, the Change Qty function of the Scales service can
be used. Alternatively, the Quantity can be st prior o activating the appropriate icon from the
Scales mena,

I this example the customer has requested the following postal service:
- Sadentival mat terns to Burope each weighing 200 grammes.

Nate:

Ench mail iterm MUST be welghed individually.

From the Serve Cugiomer menw

b, Touch the Other Products ioon, or Press FLI on the kevboard,

2. Temch the Scales icon, or Press F9 on the keybowrd,

The Scales menu is displayed. There is an icon for postal services to BEurope.

3. Touch the BEurope won, or Press F5 on the keyboard,

The Scales Locked information screen is displayed. This screen informs vou that the scales are
not available but you can contime the transaction hy wuching the Yes green tick feon and
entering the weight of the mail item manually.

4. Tomch the Yes green tick ioon, or Press ENTER on the keybourd,

The Weight screen s displayed. The system prompts you to enter the weight of the mail tem
i grEmmes,

{rs this example the weight of the mail item s 200g.

5. Type 200

Check the weight entered s correet before continuing,

6, Touch the green tick con, or Press ENTER on the kevboard,

€ ML WORKBOUK 4
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POL00090452
POL00090452

Ref: PATHAEZA8Z
Pate: J9/07/99
fssue: 2.8

e Rondonee

serodl arrow key on the keyboard.

Note:

B, FTouch the Select groen tick ioon,

9. Fewuch the Change Qty 1con,

The Select a service (200 grammesh
soreen is displaved. The Hovizon
systern has regisiered the weight of the
mail item and s now displaving the
standard services available 1o Burope.

As with the Inland Scales transaction,
there are only 6 services available

Burope. You can therefore select the
service the customer requires,

in this example the customer requires
the Buro Alr Letier service,

7. Select the Bure Adr Letter service by Touching the line on screen, or by Pressing the Down

Check the service selected is correct before continuing.

You must check that the service selected Is suitable for the mail item.

or Press Fl on the kevboard.

The Euro Air Letter screen is displayed.
The Basie Service Charge 18 shown,

The customer has indicated that they do
not require any additional services but
they have 3 ilentical items to be mailed
0 the same location.

Al the mail items have been weighed
separately and are the same weight and
require the sume Basic Service.

or Press FB on the kevboard,

& L WORKBOOK 4
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HORIZON BYSTEM EPOSS 3 fel: PATH/MNMZ
Drate: 29/G7/99

Section 1: European Scales transaction, continued \ssmes 2.0

The Quantity screen is displayed. The
system prompts you 1o ener the
Cuantity of mail items required by the
CUSLOET

., Type s
Check the Quantity entered s correct before confinuing.

11, Fouch the green fick toon, or Presy ENTER on the kevbourd,

A Note sereen is displayed, indicating
that changing {0 a multple quantity will
multiply ach pre-paid amount or
additional service by the indicated
guaniily.

In this example at the request of the customer you have changed the quantity to 5. This means
that the Basic Service Charge, in this example £1.44, will now be multiplied 5 times, In
addition to the Basic Service Charge, i any additional service charges were to be, requested
they would also be multiplied by 5.

12, Touck the OK green tick icon, or Pressy ENTER on the keyboard.

L WORKBOOK 4
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Section 1: Europesn Scales transaction, continued fsoue: 10
BFWET LA

The system returss © the Buro Al
Letter Mail Item soveen.

The Basic Service Charge has x §
bracketed at the end, to indicate the
Service Charge applies to all 3 ftems,

The customer has not requested any
additional services,

13, Fouch the Best Fiticon, or Press F1S on the kevboard,

A Reminder screen is displaved. The
system prompis you to affix the stamps
displayed on the following screen ©
gach Hem.

14, Fouch the OK green tick icon, or Press ENTER on the keyboard,

The Best Fit screen is displayed, The
seresn gives a suggested combination of
stamps which should be affixed 1o the
mail Hems.

At this point you should check that you
have the stamps available, If not, a
different combination can be used, but
the Overnde oon must be activated,

in this example the suggested
combination of stamps is accepiable,

B S Sy

WORKBOOK 4
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Section 1: European Scales transaction, continued fssue: 2.0

Note:

i the Best Fit sereen recommends the use of first or second class stamps and these are not
used, then a discrepancy will be found in the stock and stamps at the end of the
accounting weel.

15, Fouch the Complete green tick icon, or Press F16 on the keyboard.

The screen retums to the Scales menu. The mail item is displayed in the sales stack. This is
the only service requested by the customer,

16, Touch the Finish iwon, or Press ENTER on the kevboard.

The Settferment menu is displaved and the appropriate method of payment offered by the
custorner can be selected. In this example the customer has tendered the correct amount in
cash.

17, Fouch the Cash icon, or Press Fl on the kevboard,
Well done!

You have completed g Euvopean Scales trapsaction using the Horizon system.

® L WORKBOOK 4
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Rection 1: International Scales transaction _
fsemer 2.8

Cecasionally, 4 customer may request an additional service for a mail ttem, or you may suggest
an appropriate additional service for the mail ltem. 1t is possible to list these additional
services, together with their cost, for the Scales tansaction being carvied out. The service
required by the customer can be selected and the cost of the service will then be added 1o the
Basic Service Charge.

in this example the customer has requested the following postal service:

« Air Letter weighing 120 grammes, to the USA (International Zone 1) o be sent Switair.
From the Serve Customer meni

. Touch the Other Products ioon, or Fress FI13 on the keyboard,

2. Foxck the Scales con, or Press FO on the keyvboard.
3. Towuch the Inmnd Zone 1 icon, or Press Fé on the kevboard.

The Scales Locked information screen is displayed. This screen informs yvou that the scales are
pot available but vou can continue the transaction by touching the Yes green tick icon and
entering the weight of the mail item manually,

4. Touch the Yes green tick icon, or Press ENTER on the keyboard.

The Weight screen is displayed. The systens prompls you 1o enter the weight of the mail Hem
i grammes,

in this example the weight of the mail Hem s 120z

3 Type 120

{heck the weight entered is correct before continuing,

B, Tauch the green tick icon, or Press ENTER on the kevboard.

The Select a service (120 grammes): screen is displaved. The Horizon system has registered
the weight of the mail Hem and is now displaying the standard services available 1o all
International Zone 1 countriss. The customer has indicated that the mail item should be sent
Air Letter.

7. Select the Zone | Alr Letter service by Touching the Hne on screen, or by Pressing the
Diown scroll arrow key on the kevboard.

&L WORKBOODK 4
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Section 1: International Scales transaction, continued fesue: 1.0

When the service 1s wlected, it will be
highlighted in vellow,

Check the service selected 18 porregt before continuing

Netes
You must check that the service selected Is suitable for the mail tem.

R Touch the Select green tick von, or Press F1 on the kevboard.

The Zope 1 Alr Letter screen is displayed. The Basic Service Charge 15 shown,

YL

The customer has Indicated that they require the Swiftair additional s

Q. Touch the Add, Sves icon, or Press F4 on the keyboard,

The Select an Additional Service:

The cus
additional service,

requested a Swiftaw

& 0L WORKBOOK 4
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HORIZON SYSTEM EPOSS 3 Relf: PATHAQY/OH2
Date: 29T

Section 1: International Scales transaction, continued tesme: 2.0

In the previous examples where the Select a Service screen was displayed, there were caly ever
& options available for selection, ln this example, at the bottor of the screen the system
indicates that page 1 of 2 15 displayed. On the right-hand side of the screen, two of the page
selection green arrow fvons no longer have a no entry symbol superimposed. The Down green
arrow icon (PAGE DOWN) allows you to view the next page. The Botom green amrow won
{F11) allows you 1o go to the bottom page in the list. Once either of the icons is activated, the
ao entry symbol is removed from the Top and Up green arrow icons.,

10, Touch the Down green arrow icon, or Press PAGE DOWN on the kevboard.

The second page (of two) 18 now displaved. You can see there are only two other services
available for this mail tem. The Up green arvow icon (PAGE UP) allows you to view the
previous page in the Hst. The Top green arrow icon (F12) allows you 1o go to the top page in
the list

L, Fesch the Up green arrow icon, or Press PAGE UP on the kevbourd,

The screen returns to page 1 of the services available. The top service on the menu 18
highlighted in vellow. The customer has already indicated that they require the Swiltair
service.

12, Select the Swiftalr service by Fouching the Hne on screen, or by Pressing the Down seroll
arrow key on the keyboard.

Uheck the service selected is cornect before continuing,

Mate:

It is still your respousibility to ensure that the additional service requested is available to

the destination country. The Hoerizen system will offer all the additional servives
available to the Zone rather than to individual countries.

13, Fouch the Select groen tick icon, ar Press F1oon the kevboard,

© L WORKBOGK 4
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Section §: International Scales transaction, continued fesues 1.0

The Horizon system returns to the Zone
1 Air Letter Mail Item screen.

The Add. Sves icon now has a green
border around the sutside to ndicate
that a seyvice has been sdded, and the
Total reflects this

The custormer has no othey
reguiremenis.,

14, Teuch the Best Fit icoen, or Press P13 on the keyboard,

The Best Fit soreen is displayed. The
sereen gives a suggested combination of
stamps which should be affixed to the
mail e,

At this point you should check that you
have the stamps available. I not, g
different combination can be used, b
the Owverride 1con must be activated

fre this example the suggested
combination of stamps is acceptable.

Note:

if the Best Fit sereen recommends the use of fivst or second class stamps and these are not
used, then a diserepancy will be found in the stock and stamps at the end of the
accounting week,

15, Towch the Complete green tick won, ot Press F16 on the keyboard,

The screen returns o the Scales meni, the mail ftem is displaved in the sales siack, This is the
only service requested by the customer,

16, Touck the Fioish won, or Press ENTER on the kevboard,

The Settlernent meny is displayed and the appropriate method of payment offered by the
customer can be selected. ln this example the customer has tendered the correct amount i

17, Touch the Cash weon, or Press Fl on the kevboard,
Well donel

You have completed an International Zone 1 Scales transaction using the Herlzon sysiem.

SR LN WORKBOOK 4
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Section 1: Pick by Country Seales transactipn

Date: 29471499
fazues 2.8

The Horizon sysiem has a Pick by Country function which will allow you to select the
destination for the customer, if you are unswre which International Zone the country 15 i

In the pext example the costomer has requested the following postal service:

- Adr Printed Papers weighing 800 grammes, to Ureguay, no additional services are reguired.
From the Serve Custorner menus

1. Touch the Other Products icon, or Fress F13 on the keyvboard.

2. Towch the Scales icon, or Press FY on the keyboard.

The Scales menu is displaved, there is an won Pick by Couniry,

3. Tench the Pick by Country fcon, or Press F9 on the keyboard.

The Select & Country: scroen is
displaved. The countries are listed In
alphabetical order and their designation
is shown to the right eg Afghanistan is
designated Intid Zone 1.

In this example the customer has
requested o send a mail ftem w
Uruguay.

o Sty

To make the selection, you can use the page selection green arrow ivons on the night-hand side
of the screen to move up and down the list, to reveal the destination country required.
Alternatively, the PAGE UP, PAGE DOWN, F11 and P12 keys on the keybowrd can be used
make the selection.

There are 40 pages of countries to select from so using the page selection function would be
tme-consuming, The Horizon systern has the facility whereby you can enter the fust letter or
two of the destination country required and the picklist will then display all countries starting
with these lettars.

4. Type the letters UR

&L WIDRKBOO 4
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HORIZON BYSTEM EPOSE 3 Ref: PATHM3/062
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Section 1: Pick by Country Scales transaction, continued fosug: 1.0

The Select a Country: UR screen shows
all countries starting with the letters
UK, in alphabetical order.

In this example Uraguay is highlighted
iy yvellow, I this was not the country
you requived, you could continue adding
letiers 1o the country name o find the
required destination.

i reninsivin

3. Fouch the Select green tick fcon, or Press F1 on the keyboard,

The Scales Locked information screen is displayed. The screen informs you that the scales are
not available but vou can continue the transaction by touching the Yes green uck won and
entering the weight of the mail Hom manually.

6. Fouch the Yes green tick weon, or Press ENTER on the keyboard.

The Weight screen is displayed. The system prompts you to enter the weight of the mail item
71 Eramunes.

In this example, the weight of the mail sem s 800g,

7. Type 8OO

Check the weight entered is correct before continuing.

8. Fowuch the green tick icon, or Presy ENTER on the keyboard,

The Select a service (800 grammes): screen is displaved, The Horlzon system has registered
the weight of the mail e and 18 now displaying the standard services avallable to all
International Zone 1 countries. The custorer has indicated that the mail Hem contains printed
papers.

G, Selecy the Zone | Alr PP Books service by Fouching the line on soreen, or by Pressing the

Diown soroll arrow ey on the keyboard.

Check the service selected 18 correct before continuing,

Note:

You must check that the servive selected Is sultable for the mail Bem.

10, Touch the Select green tick icon, or Press P oon the keyvboard

€ 1L WORKBOOK 4
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Section 1: Pick by Country Scales transaction, continued

EPOSS 3

POL00090452

POL00090452

el PATHAMY M2
Dage: RTINS
Tssue: 2.8

. Touch the Best Fiicon,

or Press F15 on the kevboard

fetceilstisg g

Mote:

in this example, the system bas lncluded » second class stamp In i3 suggested combination
of stamps. If this transaction is completed and the sugpested combination of stamps not
used, then a diserepancy will be found at the end of the accounting week.

In this example the the suggested combination of stamps is acceptable.

12, Fouch the Complete green tick oo, or Press F16 on the kevboard,

The Zonel Aw PP Books Mail em
sereen is displaved. The Basic Service
Charge 15 shown,

The customer haes indicated that they do
net yeguire any additional services

The Best Fit soreen is displayed,

This soveen gives a suggested
combination of stamps which should be
affizxed to the mail #tem,

At this point vou should check that vou
have the stamps available. I not, a
different combimation can be used, but
the Override icon must be activated,

€ 0L
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Section 1: Pick by Country Scales transaction, continued fesne: 140

The screen returns o the Scales meny,
The mail item s displayed in the sales
stack. You can sep that there s two
postage wons, one for the seoond class
stamp and the other for the remaining
postage required for the mail ftem.

This s the only service requested by the
customer.

oo R

13, Fouch the Finish tcon, or Press ENTER on the keybourd,

The Settlement menu is displaved and the appropriate method of payment offered by the
customer can be selected. In this example the customer has tendered the correct amount in
cash.

14, Touch the Cash icon, or Press Fl on the keyboard.
Well done!

¥ou have completed an International Scales transaction the Horizon system.

©ICL WORRKBOOK 4
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HORIZON 8YSTEM EPOSS 3 Relh PATH/Q02

o iole § . Date: 29107/
Section 1: Multiple Scales transaction Date: 29799
fasmer L0

in the following example the customer has requested g number of Scales ransactions:

~ 3% 120 gramme mail tems, the basic service required is Special Delivery (£250). No
additions] services are required.

~ 1 x 65 gramme mall ltem to Germany, the basic service required is Buro Alr Letter,
The customer requires the additional service of registered internatiopal for a value of £500.

-1 % 680 gramme mail tem to the Cayman Islands, the basic service required is Air PP
Books. The customer has already affixed a £1.50 stamp to the Hlem,

From the Serve Customer menu:

1. Fouch the Other Products icon, or Press F13 on the kevboard.

2. Fouch the Scales icon, or Press FY on the keyboard.

The Scales menu is displaved. The customer’s first request is for 3 Infand st mail items.

3. Teuch the Inland ivon, or Press Floon the keybowd.

The Scales Locked information screen is displaved. This screen informs you that the scales are
not available but you can continue the transaction by touching the Yes green tick icon and
entering the weight of the mail tem manually.

4, Fouch the Yes green tick icon, or Press ENTER on the kevboard,

The Weight screen is displaved. The system prompts you to enter the weight of the mail item
N grammes,

In this example the weight of the mail ifem is 120g.

3 Type 120

Check the weight entered is correct before continuing.

6. Touch the green tick icon, or Presy ENTER on the keyboard.

The Select a service (120 grammes): screen i3 displayed, The Horizon system has registered
the weight of the mail item and is now displaying the standard Inland services available. The
customer has requested the Special Delivery £250 service.

7. Selecr the Special Delivery £250 service by Touching the line on soreen, or by Pressing the
Diown soroll arrow key on the keyboard.

Check the service selected is correct before continuing.

8. Touck the Select green tick von, or Press Fl on the keyboard.

The Special Delivery £230 Mail fiem screen is displayed. The Basic Service Charge 1s shown,
The customer has indicated that they do not requive any additional services but they have two

other identical items which have been weighed sepurately and are the same weight and require
the same Bagic Service.

£ 10 WORKBOUK 4
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HORIZON SYSTEM EPORS 3 Refr PATHMIAG
Prates 3907499

Section 1: Multiple Scales transaction, continued fese: 2.0

9. Touck the Change Qly icon, or Press FB on the keyboard.

Hy Type 3

Check the Quantity entered is correct before continuing,

1 Touch the green tick icon, or Press ENTER on the keyboard,

A Note soreen is displuyed, indicating that changing to a multiple quantity will multiply each

pre-paid amount or additional service by the indicated quantity.

in this example you have changed the quantity to 3.

12, Tonch the OK green tick icon, or Press ENTER on the kevhoard,

The display returns to the Special Delivery £250 Mail ltem screen, The Basic Service Charge
now has 8 3 bracketed at the end, indicating that the service charge hus been

multiphied by 3. The Total also indicates the increase in quantity,

13, Torch the Best Fit icon, or Press FIS on the kevboard,

A Reminder information soreen i3
displayed.

The system prompts vou o affix the
starnps displaved on the following
sereen 1o each item,

14, Fowch the OK green tick fcon, or Press BENTER on the kevboard.

The Best Fit screen is displaved. The
sereen gives o suggesied combination of
stamps which should be affixed 1o the
mail erns.

At this pont vou shoudd check that you
have the stamps available. I not, a
different combination can be veed, but
the Override foon must be activated,

in this example the suggested
combination of stamps 18 acceptable,

ey Shanen

L WORKBOOK 4
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HORIZON BYBTEM EPOBE 3 Ref: PATH/MIO02
Prate: 297/9%

Section 1: Multiple Scales transaction, continned Yesus: 1.0

Mote:

If the Best Fit screen recommends the use of first or second class stamps and these are not
used, then 2 discrepancy will be found in the stock and stamps at the end of the
agcounting weakl.

15, Touch the Complete green tick icon, or Press FI16 on the keyboard.

The system returns 1o the Scales menu. This completes the first Scales service requested by the
customer. You can now provesd with the customer’s second request, the 68 gramme mail item
to Germany: the basic service required is Alr Letter. The customer requires the additional
service of registered international for a value of £5300.

16, Fouch the Burope won, or Press F3S on the keyboard,

The Scales Locked information sereen is displayed, This screen mforms you that the scales are
ot avatiable but vou can continue the transaction by touching the Yes green tick icon and
enfering the weight of the mail tem manually,

7. Touch the Yes green tick icon, or Press ENTER on the keyboard.

The Weight screen is displaved. The system prompts you to enter the weight of the mail item
i grammes.

fn this example the weight of the mail item is 63,

18 Type 65

Check the weight entered is correct before continuing.

19, Fouch the green tick fcon, or Press ENTER on the keyboard.

The Select a service (63 grammesy: screen is displayed. The Hortzon system has registered the
weight of the mail tem and is now displaying the standard services avatlable o Europe. The
customer has reguested the Bure Alr Letter servige,

30, Select the Buro Adr Letter service by Touching the Hne on screen, or by Pressing the
Down soroll arrow key on the kevbowd,

Cheek the service selected is correct before continmng.

MNote:

You must check that the service selected is suitable for the mall Hem,
21, Fouch the Select green tick won, or Press FI on the keyboard,

The Furo Alr Letter Mail llem screen is displayed. The basic service charge is indicated, the
customer has requested an additional service for this mail tem.

22 Touch the Add Svesicon, or Press F4 on the kevbowrd.

23, Sefect the Registered Intl £500 service by Touching the line on screen, or by Pressing the
Down seroll arrow key on the keyboard.

ot ¥ WORKBOOK 4
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HORIZON SYSTEM EPOSS 3 Ref: PATHMYBG2
Dater 2WHTAY

Section 1: Multiple Scales transaction, continued
i fssug: 2.0

Neote:

1t is still your responsibility to ensure that the additional service reguested is available to
the destination country. The Horizon system will offer all the additional services
available te the Zone rather than {o individual countries,

Check the service selected i vorrect before continuing.
24, Feuch the Select green tick won, or Press F1 on the keyboard.

The system returns to the Buro Air Letter sereen. The additional service has been added to the
Basic Service Charge. The customer has not requested any other services for this mail item.

25, Touch the Best Fit icon, or Press F15 on the kevboard,

The Best Fit sereen is displayed. The
sereen gives a suggested combination of
stamnps which should be affized 1o the
mail items.

At this point you should check that vou
have the stamps available. I not, a
different combination can be used, but
the Override oo must be actvated.

In this example the suggested
combination of stamps is acceptable.

26, Touch the Complete green tick icon, or Press F16 on the keyboard.

The system returns (o the Scales menu. This completes the second Scales service requested by
the customer. You can now proceed with the customer’s final request, the 680 gramme mail
item to Cayman Islands, the basic service required is Air PP Books, The customer requires no
additional services but has affixed 2 £1.50 stamp to the mad] lem,

el

If you knew to which Internationsl Zone the Cayman Islands belonged vou could select the
appropriafe won (Ininl Zone 1) However, in this example you are unsure so you need to use
the Pick by Country facility,

27, Touch the Pick by Country fcon, or Press P9 on the kevbourd.

The Select a Country picklist screen is displayed. The first selection (Afghanistan) is
highlighted in yellow. The quickest way to fiad the country required is o enter the first two or
three letters of the destination country.

In this example the required country 15 the Cavman Islands,

28 Type CAY

The pickhist has moved to page 7 with Cayman Is highlighted i vellow. To select the

Ee)

destination:

©ICL WORKBOOK 4
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HORIZON BYSTEM EPOSS 3 el PATHMIAHZ
Trates 2799

Section 1: Multiple Scales transaction, continued _ ‘
faxuey 2.4

29, Touch the Select green tick icon, or Press F1 on the keyboard.

The Scales Locked information screen is displayved. This sereen informs you that the scales are
not available but you can continue the transaction by touching the Yes green tick icon and
entering the weight of the mual e manually,

3. Touch the Yes green tick icon, or Press ENTER on the keyboard.

The Weight screen is displayed. The screen prompts you to enter the weight of the mail item in
FYRINMES.

In this example the weight of the mail tem s 680g.

31 Type 680

Check the weight entered is correct before continuing.

32, Fouch the green tick icon, or Press ENTER on the keybowd.

The Select a service (680 grammes): screen is displayed. The Horizon system has registered
the weight of the mail item and is pow displaying the standard services available o
Iniernational Zone | countries. The customer has requested the Air PP Books service.

33, Select the Zone 1 Alr PP Books service by Teuching the line on screen, or by Pressing
the Down scroll arrow key on the keyboard.

{heck the service selected 16 correct before continuing.

Note:

You must check that the service selected is suitable for the mail item.
34, Touck the Select green tick icon, or Press Fl on the keyboard.

The Zone | Alr PP Books Mail Bem screen is displayed. The Bagic Service Charge 18
indicated, the customer has already affixed a £1.50 stamp to the mail item,

35, Towch the Pre-Pad won, or Press F12 on the kevboard.

The Amount soreen is displayed. The systerm prompts you to enter the amount pre-paid oo the
mail fem.

36, Fype £1.50
Check the amount entered is correct before continuing.
37, Fouch the green tick icon, or Press ENTER on the keyboard.

The svstem returns o the Zone 1 Air PP Books Mail ltem screen. The Amount Pre-Paid has
been deducted from the Basic Service Charge.

38. Touch the Best Pit ivon, or Press F15 un the keyboard.

@ L WORKBOOK 4
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HORIZON SYSTEM HEPOSS 3 Rels PATH/AG02
Date; 2940799

Section 1: Multiple Scales transaction, continued fssme: 2.0

The Best Fit screen is displayed, The
screen gives g suggested combination of
staraps which should be affixed to the
mail Hems,

At this point you should check that you
have the stamps available. If not, a
different combination can be used, but
the Override lcon must be activaled.

In this example the sugpested
combination of stamps is acceptable.

39, Fouch the Complete green tick icon, or Press F16 on the kevboard.
40. Fonch the Finish icon, or Press ENTER on the keyboard.

The Settlement menu is displaved and the appropriate method of payment offered by the
customer can be selected. In this example the customer has tendered the correct amount in
cush.

41, Teumch the Cash icon, or Press Fl on the keyboand.

Well done!

You have completed a multiple Scales transaction using the Horizon system.
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Dates I9ATHY
fasue: 2.8

Activity Sheer I Workbook 4

If there are any questions vou are ynable to answer read this Workbook again. Some of the
questions are practical and require you to use the Honzon system,

Note:
If vou are completing these exercises in the post effice, ensure that the Horizon system is
in Training Mede.

{. Which facility would you use to check the International Zone designation of a country
if you were unsure of 7

2. Which facility can be used to offset the value of any stamps attached © a mail item by the
cusiomer?
3. When a selection is made from the Select 3 Service: soreen what 18 #8 colow?

4. Complete Scales wansactions on the Horizon system for the following and answer the
guestions

ay 1 x 100 gramme matl tem What is the Horizon system’s Best Fit of stamps?
International Zooe 1 Air Leiter
Pre-Paud - £1

By 1 x 2000 gramme mail lem What is the Horlzon system’s Best Fit of stamps?
Inland 1st class
Add, servive ~ Recorded Delivery
Pro-Paid - £3

¢} 3 x BO gramme mail tlems What i the Horlzon system’s Best Fit of stamps?

Falre - Ay letter
Add serviee - Becorded Internaiional
Pre-Paid - £0050 {on each)

& L WORKBOODK 4
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HORIZON SYSTEM Order Book Contrel Service {OBCS) Rel: PATH/L3A02

Date: 290749
Issue: 2.8

HORIZON SYSTEM

ORDER BOOK CONTROL SERVICE (OBCS)
HORIZON SYSTEM

CONTERTS

Order Book Contrel Service (OBCRR Objectives & Introduction ... ... .. ... ., 3

Rection 1

Barcodedorder books .. . e e R
Receiving barcoded order books ..o . o oo BRI &
Redirecting bar-coded orderbooks .. oo o o 10
Issuing barcoded opderbooks ... o o e e L2
Encashment of foils from bar-coded order hm;&s ,,,,, e R b
Bar-vode reader failure, manual input procedure o receive or ruﬁ;f’mﬁ arder books 18
Bar-code reader failure, manual input procedure o issue order books ... L. .. .23

Bar-code reader failure, manual input procedure o encash foils from order books 26
Unreadable bar-codes, manual input procedure 1o receive or redivect order books 29

Unreadable bar-codes, manual input procedure 10 1ssue order books L. L. e 32
Unreadable bar-codes, manual input procedure to encash foils from order books. 34
Encashment of Toils from non barcodedorder books ... L L o0 L. RN 7
Aetivity Sheet T Warkbook 3 . o o e e e 44
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HORLIZON SYSTEM Order Boaok Control Service (OBCS) Refs PATH/LIB0Z
Date: 2970749
Issuer 2.0

HORIZON SYSTEM

ORDER BOOK CONTROL SERVICE (0OBCS)

OBJECTIVES & INTRODUCTION

Objectives:

When vou have completed tos section you will be able tx

ey

. Receive, isspe and encash benefit from bar-coded order books, using the Horizon system.

. Receive, issue and encash benefit from bar-coded order books, manually entering the
details of the order book due 1o a bar-code reader failure or an unreadable bar-code.

. Encash benefit from non bar-coded order books.

£

fad

Introduction:

This Workbook desceribes the actions and procedures that are carried ouf on the Hortzon system
whenever a customer presents an order book for encashment. The procedures for the receipt,
redirection and issue of bar-coded order books is also described.

Whilst vigilance at the counter cannot be overstressed, the Order Book Control Service {OBCS)
incorporates an Electronic Stop Notice Computer System (BSNCS) which will inform you i a
bar-caded order book s subject to a stop or recall notice when the bar-code is read by the
Horizon system.

MNote:

All current POCL regulations regarding the encashment of benefit from order books at
the counter stll apply, eg all folls must be retained after encashment and retained in value
order in the drawer

Mote:

If wvou are carrving out any of these training examples In the pest office, the Horizon
system must be placed in Tralning Mede by the manager. All bar-codes printed in the
Warkbook, can be used in conjunction with the examples deseribed.

Al the the end of each Workbook in the series, there 18 an activity sheet which allows you o
practise the transactions covered in the Workbook. If you ure not sure of the answer to
guestion, simply reeread the relevant section of the Workbook and try again.

L WORKBOOK 5
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Prate: 3I9G7/459
Issues 2.8

The Workbooks do not cover every possible transaction which vou can perform on the Horlzon
system. I you need further help, or if a specific example 8 not covered, vou should consult the
Horizon System User Guide.

Mote:

The Werkbooks provide values spainst 2 number of proeducis and services that are correct
at the time of going to press. This information is subject to change and you should refey
to the appropriate POCL transaction docamentation for up to date price information.

& 0L WORKBOOK S
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HORIZON SYSTEM Order Book Control Service (OBCS) Ref: PATHMM 002
Dster IWEV99

Section 1: Bar-coded order books
Issue: 2.8

Order baoks are now being produced with bar-codes clearly visible on the front covers,
Eventually all order books will be bar-coded. This will ensure that a ¢lear audit tradl can be
traced through the Horizon system whenever a bar-code is scanmed for receipt, issue or
encashment.

Order books issued by different authorities may differ in design, so the bar-code and order book
details may not be 1o the same place. The order book reproduced below shows the typical
pasition of the bar-code and the book details required o carry out a manual

gncashment.
Customer Referencs
Mumber which can be
the National Insurance Commen Pavment
Serial Number Mumber (NINO) Package (CPP) number
g E:

Bar-goade Position of the
Additional Indicator
{not present on all
arder hooks)

When a bar-coded order book is presented for payment, the bar-code is scunned. This ensures
that the details of the order book are cross-checked against the ESNCS, I a stop or recall
notice has been placed on the book, the instructions on screen MUST be followed and the book
impounded.

Stop Netice
If u step notice is placed on an order bosk, the book must be impounded and NObenefit
can be paid, even if there are valid foils,

Hecall Notice

If o recall notice is placed on an order hook, then benefit can be paid up to a lmit
impuosed by the Benefits Agency eg 8 maximum of 1 valid foil. The book must then be
impounded,

Zalicd foils are order book foils due for payment up to the present day and sull in date, e an
order book foil is out of date 3 months and | day from the day after the due date on the foil.
The recall date indicated on screen may be some tme in the future.

© 1L WORKRBOOK S
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HORIZON BYRTEM Lorder Book Contrel Servive ({OBCRY Bef PATHAA2403
Pate: 20/07/99

Section 1: Hecelving bar-coded order books ,
i fsyue: 2.8

Bar-coded order books will wrrive in the post or by delivery agent. On receipt at the post office
the hooks must be checked with the Hordzon systew as scon as possible. The procedure for
receiving order books is similar to the procedure for the redirection of bar-coded order books
out of the post office. The procedure for receiving books starts from the Deskiop menu,

i the following example two order books have been received:

The Deskiop mena is the top level of
the Horizon system. There 18 anicon
on sereen which directly relates to the
order book or token management.

el

1. Fowch the Token Mamnt icon, or Presz F3 on the kevboard,

The Token Mgmnt menu is displayed.

R
Hees TRER
ERFE IS

There are two icons at the bottom of the soreen: Receive Book and Redirect Book.,

Recetve Book fcon {(F13) & used o recedve order books into the post office.

Redirect Book jcon (Fid) s used to redivect order books out of the post
office.

WORKBOOK 8
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HORIZON SYSTEM {srder Book Contrsl Service {OBUS) Ref: PATHM3B02
ey 3947/9%

Section 1: Receiving bar-coded erder books, continned tssme: 1.0

2. Fouck the Receive Book icon, or Press F13 on the keyboard.

The Receive In Sgmmary screen I8
displayed. The Summuary tab instructs
you to scan the Barcode on the book,

@%@ sEive

if the bar-code is unreadable for any
reason, you can use the Manual Input
icon {F1 1o enter the details of the
bar-coded book{sy

Rl %
ey

Nate:
There is no requirement to complete the receive in procedure for nen bar-ceded order books.

The Summary tab shows three categories:

- Scanned, the total rumber of order books scanned In this session.

- Impound, the total number of order books impounded in this session.

- Unread, the total number of order books where the bag-code was not read by the system
in this session.

In the example all categories are zero at this slage.

The following steps will simulate the receipt of two order books:

3. Sean the following bar-code:

I

If the bar-cade on the order book cannot be read after three attempts with the bar-code reader,
the details of the order book will need 1o be entered manually. Refer to the fellowing pages of
this Workbook:

Bar-code reader fatlure, manua! input procedure to receive or redireet order books,
pages 18 - 22

-« Unreadable bar-codes, manual input procedure (o recetve oy redirect order books,
pages 2% - 31

O ICL WORKBOOK $
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- N . - \ . ) Bty HET
Rection 1D Becelving bar-coded prder boeks, centinued Date: 29/47/99

Esane: 2.0

The suvcessful scan of the frst bar-code
changes the Scanped total from Oo 1

i R
T AR
et

R

4. Kcaw the second bar-code belpw:

The Scxnned 1ol increases to 2.

You would repeat this procedure for all bar-coded order books received into the post office.

Onoe you have scanned all the bar-coded order books received, Fouch the Riposte Deskiop
icon, or Press HOME to complete the procedurs.

S, Touch the Riposte Desktop icon, or Press HOME on the kevboard

The order books must now be secured in the post office. They must be placed in alphabetical
order in accordance with current POCL provedures,

Nuote:

During the receipt procedure the system will check the boak s details against the ESNCS,
if a stop or recall notice has been placed on the book, the system will display an Impound
Motice: 2 beep will nlso be generated by the system to draw vour attention to the soreen.

The Horizon system will display the appropriate message. Follow the on screen instructions.

€ L WORRKBOORK &
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HORIZONM SYSTEM Order Beok Control Service (BCK) Rely PATHMEIMNG2
Biate: 29/87/9%

Section 1 Receiving bar-coded order books, continued tosue: 1.0

In the example shown on the left, the
ordey book must be hole punched,
ipounded and returned w the Issuing
Authority in accordance with current
POCL procedures.

To scknowledge the message, Hitis
displaved, Tench the bnpound green
tick icon on screen, or Presy ENTER on
the kevboard, The systern will then
return (o the Recetve In Summary
sereen,

Well done!

You have completed the actions to receive bar-coded order books into the post office and
to action an Dmpound Notice using the Horizon system.

© ICL WORKBOOK 8
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HORIZON BYSTEM Order Book Controd Service (OBCS); Bef: PATHMIOHNZ
Prage: 294709

Section 1: Redirecting bar-coded order baoks Yesue: 2.0

Oceasionally, you may be required to redirect bar-voded order books out of the post office,
This procedurs s very similar to the receive procedure.

Note:

- Order beoks delivered to the wrong post effice should be forwarded fo the correct
office using the redirect procedure. There is no reguirement to receive them in fivst,

- impounded order books should NOT be redirected to the DSS, but should be
forwarded in accordance with corrent POCL procedures.

From the Deskiop menw

1. Touck the Token Mgmnt icon, or Press F3 on the kevboard,

The Token Mgmnt menu is displayed.

2. Fouck the Redieot Book won, or Prexs Fl4 on the kevboard.

The Redirect Cut screen {s displayved, It differs slightly from the Receive In screen, a3 there are
only two categories on the Summary tab:

Scarmed, the total number of order books scanmed in this session,
Uharead, the total number of order books where the bar-code was not read by the system.

Both categories will show § 8 no order books bave been scanned.

Mute:

The Horizon system will not check the order books against the ESNCSduring the
redivection procedure. They will be checked during the receive procedure at the receiving
post office.

3, Sean the bar-code below:

1 the bar-vode on the order bouk cannot be read after three atterapts with the bar-code rpader,
the details of the order buok will need 1o be entered manually. Refer to the following pages of
this workbook:

1,
o

~  Barcode reader fatlire, manual input procedure 10 receive or redirset order books,
pages 18 - 22,
~  Unreadable bar-codes, manual input provedure o receive or redivect order books,

pages 29 - 3L

© L WORKBOOK 8
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HORIZON BYSTEM Order Book Control Bervics (OBLS) Rel: PATHA3/002

e e s e . . ; : 29T
Section 1: Hedirecting bavr-coded order books, continued Date :-i:f Z"g

The action of scanning the bar-code,
increases the Scanned total from Oto 1.

You would repeat this provedure for all
bar-coded order books to be redirected
out of the office.

R
B R
ot

R SRR

When vou have completed the procedure for redirecting order books:

4. Fouck the Ripuste Deskiop wcon, or Press HOME on the kevhoard,
Well done!

You have completed the actions to redivect bar-coded order books out of the post office
using the Horizon system.

© 1CL WORKRBODR &
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HORIZON SYSTEM Crrder Book Contral Service {OBUS) Bel: PATH/MYBHL
Drate: 2947799

Section 12 Issuing bar-coded arder books
2 Issuey 2.0

Mote:

Al varrent POCL regulations vegarding the issue of bar-coded books at the counter still
apply, both for initial and renewal order books.

In the following example a bar-coded order book will be issued © the cudomer,

From the Serve Custonmer meny:

1. Foeech the Other Products icon, or Press P13 on the keyvboard,

bk

Fouch the P and A fcon, or Press F1oon the keyboard,

The P and A (Peastong and
Allewances) menu is displayed. There
are three wons for use with the QBCS.

® g A

Rwun G0

3. Touch the OBCS Booklet icon, ar Fress F11 on the kevboard,

The Issue screen is displayed. The
Instructions state that vou should scan
the Barcode on the book to be issued 1o
the cusiameet.

i the bar-code is unreadable for any
reason, you can use the Manual Inpwt
icon {F1Y o enter the details of the
bar-coded book{s).

et

R W S AR
S ey
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HORIZON SYSTEM Crrder Book Control Service (OBCE) Ref: PATH/MY G2
Dater 29/07/99

Section 1: Issuing bar-coded order books, continued fssae: 1.0

Cibtain the order book to be issued to the customer,

A

If the bar-code cannot be read after three attempts, the manual input procedure should be
carried out,

4. Sraw the bar-code below:

After seanping the bar-code, the lssue
screen 1s displayed. The issue
instructions are shown in the left-hand
box.

If a stop or recall notice has been placed
on the order book, the system will
display the appropriate message. The
on sereen instructions should be

T followed and the ovder book
e TR impounded,

Ritmmet)

T

P P

If not, the ovder book should now be datestamped and ssued 1o the customer,

There are two options on screen;

- Igsue, i the hook 15 10 be issued 1o the customer

- Continue, if any pavments were due (o the customer, the system would go straight o the

encashment procedure,

In this example the custormer does not regquire the encashiment of any foils,

5. Touck the Issue groen tok icon, or Pregy ENTER on the kevbourd,

The Horizon system returmns to the Serve Customer menu.

]
£
o0t

WORKBOOK S
Page 13



POL00090452
POL00090452

HORIZON SYSTEM {irder Book Control Service (DB ey PATHANGE2
Prate: 39/07/9%

Section 1: Issuing bar-ceded order beoks, continued fesue: 3.0

Stop Motice

If the example shown below, a stop notice has been placed on the order book., It must be hole
punched, impounded and retursed 1o the Issuing Authority.

Maote:

Al current POCL regulations regarding the impounding of order books at the counter
still apply.

When the mpound action has been
completed, Touch the green tick won,
or Press ENTER on the keyboard 1o
coniinue.

Recall Matice

if the example shown below, a recall notice has been placed on the order book. Any vald
vouchers must be paid, then the order book must be hole punched, impounded and returped 1o
the Issuing Authority,

Note:

If an erder book is presented for encashment prior to the effective date of the recall, the
customer is allowed o encash valid feils dated prior to the effective date. Al current
POCL regulations reparding the payment and impounding of order books at the counter
still apply.

o e i - If there are any valid fuls, acknowledge
the Impound Notice.  Teuch the
Impound icon on sereen, or Press
ENTER on the kevboard., The system
will fake vou to the start of the
encashment procedure. The order book
must then be impounded on completion
of the encashment.

I there are no valid foils in the order
hook, Teuch the Cancel red oross won,
of Press Fl on the keyvboard,

Well done!

You have completed the actions to issue a bar-coded order book, and te action any
Impound Notices and restricted payment instructions using the Horizon system.

O L WORKBOOGK S
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POL00090452

HORIZON SYSTEM Cirder Boak Control Service (OBOR) Refs PATHMIAG
Date; 29/87/9%

Section 1: Encashment of foils from bar-coded order books fssuer 2.0
3 5 A

Meote:
To start the procedure for the encashment of a bar-coded order book, the Horizon system
must be displaying the Serve Customer menu {or a submenu},

Motes
Al curvent POCL regulations regarding the encashment of foils at the counter still apply.

During the encashment procedure, if a stop notice has been placed on the order book, the
Impound Notice screen will be displayed. Follow the on screen instructions and acknowledge
the message by Teuching the Impound green tick icon, or by Pressing the ENTER key and
then impournd the book in accordance with current POCL procedures,

If a recall notice has been placed on the order book and the book is presented after the date of
recall, an Impound Notice will be displayed with a message indicating that you can pay valid
foils up to a Himit set by the BA. Follow the on screen instructions and acknowledge the
message by Touching the appropriate icon, or by Pressing the appropriate key. The order book
should then be impounded in accordance with current POCL procedures,

Mate:
Before the encashment procedure Is carried out on the Horizon system, the order book
and foils must be checked in accordance with current POCL procedures.

From the Serve Customer menu:

t. Bean the har code below:

The Enter No. of Poils screen 13
displayed. The system shows a default
valug of 1 fodd for encashiment.

I vou are carrving out the encashment
of more than 1 fol the default valve
st be deleted and the munbey of fuils
for encashrsent must be set

Iy the following exarple the customer
fas requested the encashirent of two
foils,

To delete the munber of foils yvou can Teuch the black arrow on screen, or Presy BACKSPATE
on the kevboard, Either of these two actions will erase a single lgure on sereen. Touching the
red crass fwon, or Pressing UNDO on the kevboard, will delete the complete entry on screen.

& ICL WORKBOOK &
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POL00090452

HORIZON RVSTEM Order Book Contrel Service (OBUS) Hef: PATHAZM02
Prater IBWH9Y

Section 1: Encashment of foils from bar-coded order books, continued fssmer 2.0
2% e e

2. Fowuck the red cross con, or Press UNDO on the keyboard,

Mote:

The maximum number of {oils that can be encashed In u single transaction on the Horizon
system i 13, This eguates to the 3-month validity of folls. Occasionally, 8 3qmoenth period
may contain 14 weeks, and 14 is the maximum number of {oils that may be encashed from
one order book. To encash 14 foils from the same order book, the first 13 foils must be
encashed normally, then a sevond transaction carried out for the 14th feil.

2 Typel
Check the number of foils entered 18 correct before continuing,

4. Touck the green ek won, or Press ENTER on the keyhoand

The Enter Unit Price of Foils screen is
displaved. The system prompis you to
enter the value of a single foil (o be
paid. The systern will then
autematically muliply the number of
foils entered by the Unit Price,

in this example, the Unit Price of the
fotls 1 £38.30

S Type £38.50

Check the amount entered 15 correct before continuing.

6. Tosch the green tick icon, or Press ENTER on the keyboard,

Mote:

The unit price of all foils entered within a single transaction must be the same valae. If

the foils contained in an order book are of mixed values, eg to include the Christimas
bonus, each different value must be entered as a separate transaction.

The Enter Milk Tokens (opt) screen is
displayed.

The system will always display
default value of zevo Milk Tokens, If
there are any Milk Tokens associated
with the benefit, Farer the number of
Milk Tokens due using the kevboard or
teuch soreen. I there ave no Milk
Tokens due, then vou can accept the
default value of zero,

in this example, therg are two Milk
Tokens associated with the benefit

© L WORKBOOK ¢
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HORIZON SYRTEM Order Book Contrel Service (OBUS) Red: PATHM3/002

g X ¢ : l?’ & !(- o
Section 13 Encashment of foils from bar-coded order books, continned Bmemzﬁ?;z

7. Typel
Check the number of Milk Tokens is correct before continuing.

8. Teuch the green tick icon, or Press ENTER on the keyboard.

The system now returns to the Serve
Customer menu (or whichever menu
was displayed when the order book was
seannedl. In the sales stack on the
right-hand side of the screen there is an
fcon OBUS. The total in the joon
reflects the 2 foils encashed for the total
ameunt of £77.00. There 1w also g
separate MTokens ieon for the two Mikk
Tokens.

in this example the customer has no
cther requirements, The transaction can
therefore be completed.

Note:

The amount in the Finish icon shows that vou should PAYETZ.00 to the customer. The
amount is alse coloured vellow and preceded by a minus sign. This denotes that the
payment is due to the customer.

If the customer has any other requirements, they can be selected from the Serve Customer
menu or any of its associated submenus in the sormal way, The price of these Hems would
then be subtracted from the pavment due to the customer,

9. Touch the Cash icon, or Press FIS on the kevboard

The Horizon svstem returns o the Serve Customer meni. The foils (having been datestimped
and removed from the order book) should now be stored in the drawer in accordance with
current POCL procedures. The order book transaction has been registered on the system. Al
the end of the day, or Cash Account Period, the P& A (Pensions & Allowanees) Report can be
produced which will break down all order book foil encashments by value and P & A group.
Workbook 10 details the procedures for producing Honzon system ropors.

Well done!

You have completed a bar-coded order book encashment with Milk Tokens using the
Horizon system.

€ 1L WORKBOOK 8
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POL00090452

HORIZON SYSTEM Pirder Book Control Service (OBLS) Relt PATHMYOUZ
Date: 2HH7/9%

Section 1: Bar-code reader failure, manual input procedure to tsxnes 2.0

receive or redivert order books

if the bar-code reader stops working, you can still receive (or redirect) order books using the
Hovizon system.

The following example describes the procedure for receiving (or redirecting order books in
this situation.

From the Deshtop menu

{, Towuch the Token Mypmm icon, o7 Prews F3 on the kevboard,

2

The Token Mgmnt menu is displayed.
There are tfwo fcons at the bottom of the
seveery Receive Book and Redivent

RRWIE

2. Teuch the Receive Book icon, or Press FI13 on the keyboard,

The Receive In Summary soreen is
displayed. The Summary tab instructs
you o scan the Barcode on the book,

If the bar-code is upreadable, for any
reason, you can use the Manual Input
icon {F1) o enter the detals of the bar-
coded book{s).

@ RS
B350 99 SHH

You would now scan the bar-code on the order book. After three attempts to read the bar-code,
vou should follow the Manual Input procedure on pages 18 - 22 or 29 - 31 of this Workbook,

€ 1L WORKBOOK S
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POL00090452

HORIZON BYSTEM Order Boek Contrel Servics (OBUS) Ref: PATH/M 002
Pate: 294759

Section 1:Bar code reader failure, manual input procedure to toane: 1.0
SEPRIR A s

receive or redirect order books, continued

Note:

If the bar-cede cannot be read after three attempts, there is no reason why the procedure
cannot be carried out at an alternative system in the post office. But if there is only one
counter position, the Manual Input procedure will have to be followed.

3. Touch the Manual Input lcon, or Press F1 on the kevboard.

The Customer Reference soreen is
displayed. The Receive box on the
right-hand side of the soreen shows the
Customer Reference highlighted in
white.

At this point you must decide if the
problem lies with the bar-code on the
order book, or with the bar-code reader
itself

Notice the Receive box on screen shows that the System Failure line has been set to NO. This
16 because the Horzon system will ALWAYS assume that the problem Hes with the bar-code on
the order book and not with the system. Therefore if you decide the problem lies with the
bar-code reader, then the System Failure lne most be set to YES,

Note:
if the line is left at NO, the system will apfomatically impound the erder beok because it
believes the bar-code is fanlty.

4. Touch the System Failure line on the screen, or Press the Up arrow on the kevhoard.

The System Is Down screen is
displayed on the left-hand side of the
sereen. You have two choeices
available:

NO{FDH Mo, the systeymn is QKL
YER (FD Yes, the system is down.

In the Receive box to the right you can
see the System Failure line &8 currently
set o MO, This is incorrect, as the
bar-code reader 18 not working.

L WORKBOOR S
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POL00090452

HORIZON 8YVETEM Order Booak Contral Sepvice 3RO Bef PATHAO02
Dates 2W07/9%

Section 1:Bar-code reader fallure, manual input precedure to tevne: 1.5

receive or redivect arder books, continaed

& Towck the YES tcon, or Press F2 on the keyvboard,

The system returns to the Customer Reference screen. The System Failure line now is now set
o YES and s also highlighted in white

Note:
it is very important that the Systemn Failure Hoe is set corvectly set.

The system is now waiting for you o
enter the details of the order book to be
received o the post office,

The first detai] requived 1 the Customer
Reference number. This may be the
castemer’s NING, Family Credit
Temporary Number or the Child Benefit
Mumber and is obtained from the order
book front cover, An example of an
order book front cover is shown on
page 3,

in the following exwmple the Customer Reference number is 99000002A.
6. Type 00000002 A

Uheck the Customer Reference number entered is correct befure continuing.

7. Fouch the green tick icon, or Press ENTER on the keyboard.

The system will now prompt you o
enter the next detadl requived, the
Additional Indicutor.

The Addiiionad Indicstnr can he
ahtained from the order book front
cover, {see page § of this Workbook).
Mot all arder books have an Additional
Indicutor,

If there 13 no Additional Indicator you
can proveed past this screen by
Touching the green tick con, or
Pressing ENTER on the keyhoard.

© L WORKBOOK S
Page 28



POL00090452
POL00090452

HORIZON BYSTEM Order Book Contrad Bervice (OBLS) Refy PATH/M3/002
Prate: 2947/B9

Section 1: Bar-code reader failure, manual input procedure to tssue: 2.0

receive ar redivect order books, continued

In this example the order book does not have an Additional Indicator. 5o you do not need o
enter any information

8. Towuch the green tick icon, or Press ENTER on the keyboard,

There are 2 other ways to bypass the Additional Indicator

Touching the Serial Number line on screen or Pressing the Down arrow on the keyboard.

The Serial No. scroen is displayed. In
the Receive box on the right-hand side |
the Indicator is empty.

The Serial Number can pow be obtained
from the order book front cover, {see
page 3 of this Workbook).

in this example the Serial Number i3
(1,

8, Type (1
Check the Serial Number entered s correct before continuing.

10, Touch the green tick icon, or Press ENTER on the keyboard.

The CPP No, (Common Payment
Package number} screen is displaved.

The PP Number can now be obtalned
from the order book front cover, {see

e
page 5 of this Workbook).

In this example the CPP Number 18 031

1L Fype 051
Check the CPP Number entered 15 correct before continuing.

12, Towch the groen tick fcon, or Presy ENTER on the keybowrd,

©ICL WORKBOOK 5
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POL00090452

HOREZON SYETEM Chrdey Book Contral Seyvice (OBUR) Redy PATHAMIDHZ
Drate: 2WO7/49

Section L Bar-code reader failure, manual input procedure to Yesue: 10

repeive o redirect order books, continued

The Horlzon systerm refurns 1o the Recelve In {or Redirecty Summary soreenn. The system
shows that the number of order books received {or redirected) has increased by one. If you
have other order boaks o recetve into the post office, the procedure must be repeated.
When all order books have been processed:

13, Touch the Riposte Desktop icon, or Press HOME on the kevboard.

The Horizon system returns to the Deskiop menu,

Wl done!

You have completed the manual receipt of an order book using the Hovizon system.

WL WORKRBOOR 8
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HORIZON SYSTEM Order Book Controf Service {OBOS} Belr PATHM34002
Drate: 294799

Section 1 Bar-code reader failure, manual input provedure to fseue: 2.0

izsue prder books

if the bar-code reader stops working, you can still issue order books manually using the
Horlzon systenm,

The following example describes the procedure for issuing order books in this situation,
From the Serve Customer men

1. Famch the Other Products fcon, or Presy FI13 on the keyboard.

2. Feuch the P and A icon, or Fress Floon the keyboard,

The Pand A menu is displayed. There
te an QBRCS Booklet wwon for issuing
bar-coded order books manually,

Hiion SHNHR
st
sl e
freicabnasiateg

3. Fouch the OBCS Booklet icon, g{

or Press F1L on the kevboard,

The Tssue screen is displayed. Atthis
pont, you would retrieve the order
book to be ssued from the drawer and
sean the bar-code,

In this example the bar-code reader 38
st working so the manual npat
procedure will be carred out

Rwedn %

e DOSEN
i
ettt g
R entne
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POL00090452

HORIZON SYSTEM Order Book Uentrel Beevies (3BCR) Ref: PATHAIB2
Date: IHWETAG

Section 1: Bar-code reader failure, manuval input procedure to Yssue: 2.0

jssue order books, continoaed

4. Towuch the Manual Input lcon, or Press Fl oon the keyboard

The Custemer Reference screen is displayed. The screen proropts you to enier the details of the
arder book to be issusd, However, before the Costomer Reference number is entered, the
System Failure Hine must be set to YES because the bar-code reader has failed.

5. Referring o steps 4-12, pages 19-21 of this Workbook, Enzer the following data for the
order book and check the entries before continuing 1o the next step:

System Fatlure: YES
- Customer Reference Mo SGROBHE3A
Additionad Indicator MNene (deave bank)
« Bertad number 41

Common Payment Package Number: 881

Mote:
You MUST ensure that the Systers Fallure Hae is sef correctly. 1f the line is left at NO,
then the system will display an instruction to impounnd the order book.

After confirming the PP number, the
Issue soreen is displayed. The screen
prompts you to datestamp and issue the
prder book.

There are tw 00N O sCreen;

Tssue Used if the book is o be
issued to the customern
Continue  Used if any payroents were
due to the customer, the
system would go straight
tor the encashment procedure,

Mote:

After entering the CPP number, the system will check the srder book s details against the
ESNCSK, If a stop or recall notive has been placed on the order book, the appropriate
Impound Notice will appear on sereen. Follow the un screen instructions and impound
the order hook in accordance with eurrent POCL procedures.

& ML WORKBOOK S
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HORIZON SYSTEM Oirder Book Countrel Service {QBUH)

Section 1: Bar-wvode reader failure, manaal input procedure to
issue order bosks, continued

POL00090452
POL00090452

Ref: PATHAMIMOZ
Date: 2907799
fssue: 2.8

In this example there are no foils for encashment.
6. Fouch the Issue green tick icon, or Press ENTER on the kevboard.
The Horizon system returns o the Serve Customer menu,

Well dong!

You have completed the manoal issue of an order book using the Horlzon system.

©ICL WORKBOOK 5
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HORIZON SYSTEM Order Book Control Bervice ({388} Refy PATHMINE
thate: WK%

Section 1: Bar-code reader fnilure, manual input procedure fo tesue: 2.0

encash folls from srder books

1f the bar-code reader stops working, you can still encash foils manually using the Horizon
syster,

The following example desoribes the procedure for encashment of Toils in this sitaation,
From the Serve Customer memy

L Fouch the Cither Praducts ivon, or Press FI3 on the kevboard,

2. Fouck the P and A icon, or Press Fl on the kevboard,

The P and A meny i displayed. There are a number of icons for OBCS ransactions. The
QBROS Manual icon s used to record encastiments on the system when the order book detatls
have to be entered manually.

3. Touckh the OBCE Manual icon, ar Press F10 on the kevboard.

The Customer Reference sereen is displayed. The syster prompts vou to enter the details of
the order book, However, before the Castomer Reference number is entered, the System
Fatlure Hne must be set o YES because the bar-code reader has fatled

4, Referring o steps 4-12 pages 19-21 of this Workbook, Enser the Tollowing data for the

order book and check the entries before continuing © the next sigp
- System Fatlure: YES

- Customer Reference Mo 90008034

- Addittonal Indicator Mane (leave blank)

- Serial nurnber i

-~ Common Payment Package Number: 8581

After confirnmng the Common Paviment
Package number, the Enter No. of Foils
screen is displayed.

I vou are carrying owt the encashment
of more than 1 foil, the default value
st be deleted and the number of foils
for encashiment must be sel.

in the following example the customer
has reguested the encashment of a
single foil. There 18 noe need to change
the number of foils,

L WORKBOOK 5
Page 26



POL00090452
POL00090452

HORIZON SYSTEM Order Book Cantrol Servive (OBCS) Ref: PATHMI0Z
Date: 29/07/68

Section §: Bar-code reader failure, manual input procedure to fssue: 2.0

encash foils from order books, continued

5. Touch the green tick icon, or Press ENTER on the keyboard.

The Enter Unit Price of Foils screen s
displayed, The syster prompts you o
enter the value of a single foil to be
paid. The systern will thea
automatically multiply the number of
foils entored by the Unit Price,

In this example the Unit Price of the
foil is £47.98.

6. Type £47.98
Check the amount entered is correct before continuing.

¥

7. Touch the green tick icon, or Press the ENTER key on the keyboard.

The Enter Milk Tokens (opt) screen is
displayed.

The systern will always display a
defaul value of zero, 1§ there are any
Mulk Tokens sssociated with the bensfit,
Enger the number of Milk Tokens due
using the kevbourd or touch soreen.

In this example there are no Milk
Tokens associated with the benefit. The
zero value can therefore be accepted.

8. Fowch the green tick icon, or Presy ENTER on the kevboard,

The system now returns to the P and A meny, In the sales stack on the right-hand side of the
screen there is an OBCS icon. The otal in the {con reflects the single foil encashed for the
total amount of £47 98,

i the customer has any other requirements, they can be selected from the Serve Custtomer
menu of any of i3 associated submemss in the normal way, The price of these items would
then be subtracted from the pavment due fo the customern

In this example the customer bas no other reguirements.

L WORKBOOK &
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POL00090452
HORIZONY SYSTEM {irder Book Contrpl Service (GRS Rel: PATHMIMNZ
i i
Section 1: Bar-code veader failure, manual input procedure fo Date: 19/07/98

. . FEETTO R
encash Toils from order books, conlinued -

4. Touch the Cash icon, or Press FI5 on the kevboard,

The Herizon system returns 1o the Serve Custorer meni.

Well done!

You have completed the manual encashment of folls using the Horlzon system.
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HORIZON SYSTEM Uirsder Book Contral Service (OBUS) Ref: PATHAMOH2
Date; 2W07/99

Section 1: Unreadable bar-codes, manual input procedure to (ssue: 1.0

receive or redivect order books

If the bar-code on an order book cannot be read, you will have to follow the provedure for
manually receiving or redirecting order books.

Note:
Try and read the bar-code three times before carrying eut this procedare.

The following example describes the provedure for manually receiving or redirecting order
books in this situation,

From the Desktop menu:

1. Touch the Token Mgmnt icon, or Press F3 on the keyboard,

The Token Mgmat menu is displayed. There are two fcons at the bottom of the soreen: Receive
Book and Redirect Book.

2. Teuch the Receive Book icon, | or Press F13 on the kevboard,

The Recelve In Summary screen s
displayed. The summary tab instructs
you to scan the Barcode on the book,

if the bar-code s unreadable for any
reason, you can use the Manual Input
icon (F11 o enter the details of the
bar-coded book{sh.

frised
SR 2R

3, Sean the bar-code below:
i

You can see that the bar-cade above has been damaged.  After three unsucoesstul atternpts at
reading the bar-code, yvou would eater the onder book details manually,

4, Fouch the Manua! Input icon, or Press Fl on the kevboard.

& WL WORKBOOK &
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POL00090452

BORIZOGN SYSTEM Grrder Beok Contral Service fOBUN) Ref: PATHMIOHZ

Rection 1@ Unreadable bar-codes, manual input procedure to
receive or redivect order bosks, continued

Date: IWHTRY
Issne: 2.8

The Customer Reference streen is
displayed. The systen prompts vou o
enter the Costomer Reference number
The Systemn Fatlure line inthe
right-hand box is set to NO.

in this example the bar-vode 8
unreadable, thevefore the System
Failure ling is set correctly. You can
therefore enter the Customer Reference
number,

Mate:
It is very important that the System Failure line §s set corvectly.

The first detail required is the Customer Reference number. This may be the customer’s NINOQ,
Farmily Credit Temporary Nusaber or Child Benefit Number and is obtained from the order
hook cover. An example of a n order book front cover is shown on page 3.

5. Referring to steps 4-12, pages 19-21 of this Workbook, Enter the following data for the
order book and check the entries before continuing 1o the next slep

- Bystem Fallure N

- Customer Reference | 290600464

~ Additionad Indicaton Mone (eave blandd)
- Serial numnbern 82

- Common Payment Package Number: 851

After confirming the CPP Number, the
fropound Notice sereen is displayed.
This is because the bar-vode i unread-
able,

You must impound the order book in
accordance with current POCL
procedures and acknowledge the
nstruction on the screen.

Note:

The system will ALWAYS display the Impound Netice screen during the manual input
provedure if the System Failure Hoe is left af NO. 1t is up to the user to determine
whether the problem Hes with the system or the bar-code en the order book.

© 1CL WORKBOORK 5
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HORIZON BYARTEM Order Book Contrel Service {ORCS) el PATH/GE
Diate; 2W47/99

Sectien 1: Unreadable bar-codes, manual input procedure to Issue: 20

receive ar redivect ovder books, vontinned

6. Touck the Impound green tick icon, or Press ENTER on the kevboard.

The system retums 1o the Receive In
Summary scoreen. The sub totals now
show that 1 book is uread (unreadable
har-pode .

if vou have any more order books with
unreadable bar-codes, carry out the
manual tnput procedurs again.

7. Fouch the Riposte Desktop icon, or Press HOME on the keyboard.
Well done!

You have completed the actions to manually receive an order book with an unreadable
har-code and 1o action an Impound Notice using the Herizon system.
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HORIZON SYSTEM Grider Book Central Service (QRCE) Hel: PATHMLZ/OH2
Thate: I9/47/9%

Section 1:Unreadable bar-codes, manaal input procedure (o issue fosue: 2.0
HEHET S

arder baeks

If the bar-code on an order book cannot be read, you will have to follow the procedure for
snwatly issuing order books using the Hortzon system.

Mote:
Try and read the bar-code three times before carrying out this procedure.

The following example describes the procedure for manually 1ssuing order books in this
situation.
From the Serve Customer menma

1. Fouch the Other Products icon, or Press F13 on the kevbourd

2. Fouck the Pand A fcon, or Press Floon the keyboard,

The Pand A menu is displaved. There are a number of icons for OBCS functions including an
OBCS Booklet fcon for OBCS Book Issues.

& Toach the OBCS Booklet icon, or Press F11 on the kevboard.

The Tssue soreen is displayed. At this
point, you would retrieve the order
boak 1o be issued from the drawer and
sean the bar-code.

Shsso Envsionny

a

You can see that the bar-code above has been damaged. After three unsuccessiul attempis o
reading the bar-code, yvou would enter the order book details munually.

4, Kras the ar-code below:

3. Teuch the Manusl Input ioon, ar Press Fioon the Reyboard.

WORKBOODRK &
Fage 32



POL00090452
POL00090452

HORIZON SYSTEM Order Book Contrel Servive {OBUS) Relt PATHMA2
Dates 9754

Section 1: Unreadable bar-codes, manual input procedure to issue lssue: 2.0

order books, continued

The Customer Reference soveen is displayed. The Horizon system prompts you to enler the
details of the order book 1o be issued,

6. Referring to steps 412 pages 19-21 of this Workbook, Enfer the following data for the
order book and check the entries before continuing to the next step:

~  System Failure: Mo

«  Customer Reference No SOR00083A

- Additional Indcaton Mone (leave blank)
-~ Serial number: #1

- Common Payment Package Number:  #51

Onee vou have confirmed the Common
Payment Package number, the system
will display the Impound Notice. The
screen prompis you to “Pay a maximum
of ong valid voucher (4 any) then
impound order book and retumn to
{ssuing Authority™.

The order book must be impounded in
accordance with current POCL
procedures.

Mote:

The system will ALWAYS display the Impound Notice sereen during the manual inpat
procedure if the System Fallure line is left at NOU {tis up to the user to determine
whether the problem Hes with the system or the bar-code on the order book.

If there are any valid foils, acknowledge the Impound Notice. Touck the Continue icon, or

Press ENTER on the kevboard., The system will take vou fo the stant of the encashment
procedure.

If there are no valid foils in the order book, Fored the Cancel red oross won, or Press Pl on the
kevboard.

in this example there are no foils for encashment,
7. Touch the Cancel red cross won, or Press Fl on the keyboard,

The Horizon system returns 1o the Serve Custorner menu
Well done!

You have completed the actions to issue an order book when the bar-code was unreadable
and to action an Impound Notice using the Hovizon system.

© ICL WORKBOOK 5
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Section 1: Unreadable bar-codes, manual input precedure to
encash foils from order books

Prate: IWHTON
fssmer 4

i the bar-code on an order book cannot be read you will have to follow the procedure for
manually encashing foils using the Hortzon system.

Muote:
Try to read the bar-code three thmes before carrying out this precedure.

From the Serve Customer menu

1. Sean the bar-code below:

] 'é;

§P4

reading the bar-cade, you would enter the order book details manually.

2. Fouch the Gther Products icon, or Press P13 on the keyboard,

3. Touch the P and A icon, or Press Fl on the keyboard.

OBRCS Manual icon. This icon is used to record encashments on the system when the order
bouok details have to be entered manually,

4, Teuch the OBUE Manual icon, ur Press F1O on the keyboard.

The Customer Reference screen is displayed. The Horizon systern prompts you 1o enter the
details of the vrder book.

4. Referring to steps 4-12, pages 1921 of this Workbook, Enfer the following data for the
order book and check the entries before continuing o the next step:

- Systemn Failure: Mo

- Customer Reference Mo UOUINET A

- Additional Indicator Mone (deave blank}
~  Serial number: 01

- Common Payment Package Number: 051

The following example describes the procedure for manually encashing foils in thie situstion.

You can see that the bar-code above has been dwnaged, After three unsuccessful attempts at

The P and A menu is displaved. There are a number of icons for OBCS functions including an

© ICL WORKBOOK 8
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Section 1: Unreadable bar-codes, manual input procedure to fosme: 1.0

encash foils from order books, continusd

Onee vou have confirmed the CPP
number, the syatem will antomatically
display an Impound Notice., The screen
prompts you o “Pay a maximum of one
valid voucher (if any) then impound
order book and return 1o Issuing
Authority.”

The order book in accordance MUST be
impounded in accordance with current
POUCL procedures,

Note:

‘The system will ALWAYS display the tmpound Notice sereen during the manual input
provedure if the System Failure line is left at KO, It is up to the user to determine
whether the preblem lies with the system or the bar-code on the order book.

Press ENTER on the keyvboard, The systemn will take you 1o the start of the
encashment procedure,

if there are any valid foils, acknowledge the Impound Notice. Touch the Continue icon, or

If there are no valid foils in the order book, Toeuch the Cancel red cross icon, or Press Fl on the
keyboard,

in this example there is one valid foil,

&, Touch the Continue icon, or Press ENTER on the kevboard,

The Enter Unit Price of Foils screen is
displaved. The system has
agtorpatically bypassed the Enter
Mumber of Foils screen, because you
can only pay a maximum of one foil

The system prompts yvou 1o enter the
value of the foil © be paid.

In this example the Unit Price of the
foil is £28.10

© L WORKBOOK S
Page I8



POL00090452
POL00090452

HORIZON SYSTEM Order Book Contrel Service (OBCR) Rely PATHMMOGZ
Date: IRGT49

Section 1@ Unreadable bar-codes, manual input provedure {o tosue: 2

envash foils from order books, continned

T Type L2810
Check the amount entered 18 corrent before continuing.

B. Touch the green tick icon, or Press the ENTER key on the keyboard,

The Enter Milk Tokens (opt) screen is
displayved.

The system will always display a
default value of zoro Milk Tokens, I
there are any Milk Tokens associated
with the benefiy, Enter the number of
Milk Tokens due using the keyboard or
iouch screon.

If there are no Milk Tokens due, then
vou can accept the defaedt value of zero.

In this example there are no itk wokens associated with the benefit
8. Fouch the green tick icon, or Press ENTER on the kevboard,

The system now returns 1o the P and A menu, In the sales stack on the night-hand side of the
screen there is an OBCE dcon. The total inn the icon reflects the single Toil encashed for the total
amount of £28 140,

if the customer has any other requirements, they can be selected from the Serve Customer
menu or any of its associated submenus in the normal way., The price of these items would
then be subtracted from the payment due 1o the customer.

in this example the customer has no other requirements.

1. Touch the Finish icon, or Fress ENTER on the kevboard

The Settlernent menu 15 displayed. As this is a payment due to the customer, you now have o
select the method of paviment you are using 1o pay the money owed to the customer.

fn this example the customer will be paid in cash.

1 Fowck the Cash oicon, or Press FL on the keyboard,

The Horizon system returns (0 the Serve Customer menu.

Mote:

You must retain the order book and impound it in accordance with carvent POCL
procedures.

Well done!

You have rompleted the actions to encash foils when the bar-code ways unreadable and to
action the an Dmpound Notice using the Horizon system.
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Section 1o Eoncashment of foils from non bar-coded order bonks fssue: 1.0
§ e e

Not all order books will be bar-coded. Some P&A (Pensions & Allowances) group order hooks
may not be bar-coded, I this is the case, then the encashment procedure can stll be carried out
on the Horzon sysiem,

Note:
Before the encashment procedure is carrvied vut on the Horizon system, the order book
and foils must he checked in accordance with current POCL procedures.

in the fellowing example 4 non bar-coded order book is presented for payment.

Aote:
There is no requirement to receive, redivect or issue non bar-ceded order books through
the Heorizon system.

From the Serve Customer mema

1. Touch the Other Products oon, or Press F13 on the keyboard,

2. Touch the P and A jcon, or Press Fl on the keyboard.

The P and A menu s displayed. There
i an OBCS Foils wcon, This ioon s
used to record the payment of benefit
from non bar-coded order book foils,

Hopin i
e

b R i
S Tninms

3. Fouck the OBUS Foils weon, or Press F9 on the kevboard,
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Ref: PATHMIM0Z

Prater 2907799

Besun: 2.0

4. Type &

The Enter P&A Group No. screen s
displaved. The system prompts you o
Enter the P & A Grosp No. of the order
book.

in this example the customer has
presented a Groug 6 order book {War
Penston) for payment.

{Check the P&A Group number has been entered correctly before confinuing.

3. Touch the green tick icon, or Press ENTER on the keyboard,

The Enter Mo, of Foils soreen is
displaved. The system shows g default
value of 1 foil for sncashment,

I vou are carrving out the encashment
of more than 1 foil, the default valee
st he delsted and the number of foils
for encashment must be sel

in the following example the customer
has requested the encashment of a
single foil, There is no need to change
the number of foils.

6. Touch the green tick icon, or Press ENTER on the keyboard.

The Enter Unit Price of Foils screen is
displaved, The system prompis vou
enter the value of a single foll 1o be
paid. The system will then
automatically mudtiply the number of
foils entered by the Unit Price.

In this example, the Unit Price of the
foil s £48.80.

© WL WORRKBOOK &
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Section §: Encashment of foils from non bar-coded order tssue: 2.0

books, continuad

Note:

The unit price of all foils entered within a single transaction must be the same value, ¥f
the foils contained in an order book are of mixed values, eg to include the Christmas
bonus, each different value must be entered as o separate transaction.

7. Type £453.80
Check the amount entered 15 correct before continuing.

&, Touch the green tick icon, or Press ENTER on the kevboard,

The Enter Milk Tokens {opt) screen is
displayed.

The system will always display a
default value of zero Milk Tokens., B
there are any Milk Tokens associated
with the benefit, Eater the number of
Milk Tokens due using the keyboard or
ouch screen.

In this example there are no Milk
Tokens associated with the benefit. The
zere value can therefore be accepted.

9. Touck the green tick won, or Press ENTER on the keyvboeard.

The system now returns to the Pand A menu, In the sales stack on the right-hand side of the
sereen there is an OBOS icon. The total in the jcon reflects the single foil encashed for the
total amount of £435 30,

If the customer has any other requirements, they can be selected from the Serve Customer
mient or any of its associated submenus in the normal way, The price of these items would
then be subtracted from the payment doe (o the custoner,

o this example the customer has no other requirements.

1 Towcd the Cash fcon, or Press Fl on the keyboard,

The Harizon system returns 1o the Serve Customer menis,

Well done!

You have completed a non bar-coded order boek encashment using the Horizon system.

iy
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Activity Sheet | Workbook §
If there are any questions yvou are unable to answer, read this Workbook again, Al the ques-
tions are practical and require you to use the Honzon system,
Maote:
If vou are completing these exercives in the post office, ensure that the Horizon system is
in Training Mode.
i, The following order books have been received into your post office. Carry out the
procedure 1o record thelr receipt on the Horizon systern using the bar-code reader,
Mrs H Boval Mr M Taylor
2. You have received a book fora i
Carry out the procedure for manual receipl
System Failure: NG
Customer Reference No: LALHELU Y
Additional Indicaton None
Sertal numben 61
Comnon Payvment Package Moo AT
4, The following order books need to redirected, carry out the procedure on the Hordzon
systerm using the bar-code reader.
4.
&L WORKRBOOK S
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Activity Sheet | Workbook 3, continued

S. Issue a new order book to ]GRO lusing the rounual input procedure, because the

bar-code reader s not working,

System Failure: YES
Customer Reference No: JUH63002C
Addimonal Indicaton Mone

Serial number: g3
Common Payment Package No 451

not working.

System Failure: VES

Customer Reference No: SOO0H39RA
Addinonal Indicator; Mope
Serial number: #1
Commen Pavment Package No #51

8. Carry out the following encashments from non bar-coded order books.

P& A Group 11 | foil @ £23.48

G RO P&A Group 6 2 foils @ £102.50

P&A Group 11 3 foils @ £65.00
© ICL WORKBOOK 5
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HORIZON SYSTEM

AUTOMATED PAYMENT SERVICE (APS)
HORIZON SYSTEM
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Automated Payvment Service (APS): Objectives & Introduction. ... .. .. ... ... 3

Section i

APS transactions: Inbroduction .. .. ... .. oo oL e 3
Pescriptionofan APScard ... . 7
APS card payment, modified payment to maic'h &meme creria ... .. ... . &
AP card failure, manual eptry of card detatls o o oo o A2
Preseription of a bar-coded bill . ... e e e e H
APSE bar-coded bill payments and reprinfreceipt ... L ov v 17
APS bar-coded bill payments, manual entry of bar-code reference number .20
APE payments, reversing a wansachion . .. .. ... e e e 24

Sectian 2

APS fallback recovery procedures: Introduction . .. ... . e 24
APS fallback recovery procedures .. . . . i s W3
Activity Sheet ] Warkbook 6 . . . o e 3B
 ICL WORRKBOOK &

Page 1



POL00090452

POL00090452
HORIZON SYRTEM Auntomaied Pavmsent Servive (APS) Relts PATHM3/G02

Drate: ZOAT/H%
favue: 3.0

£ L WORKBOOK 6

Page 3



POL00090452
POL00090452

HORIZON SYSTEM Antomated Payment Service (APS) Hef: PATHANGG2
Drages VG749

Issuer LG

o .

HORIZON 8YSTEM

AUTOMATED PAYMENT SERVICE (APS)
HORIZON SYSTEM

OBJECTIVES & INTRODUCTION

Ohjectives:

When vou have completed this Workbook vou will be able o0

1. Complete Automated Payment Service (APS) Magpetic Card and bar-coded bill
transactions.
a. Recognise APS cards and bar-coded bills.
b Complete APS card und bar-coded bill transactions and apply the scheme oriteria o the
payvruent offered by the customer
¢. Complete APS transactions manuadly, after a swipe card reader or bar-code reader
fatture.
Reverse an APS wansaction,
3. Understand the process to recover APS transactions after a power or communications
failure,

Introduction:

This Workbook is divided into two sections describing the actions and procedures for
Automated Payment Service (APS) transactions,

Section 1 describes how you carry out AP card and bar-coded bill fransactions using the APS.
it also describes how an AP transaction is reversed if a mistake has been made, Section 2
briefly describes the procedure to follow in the event of & power or communications failure.

Mote:
I you are carvying out any of these training examples in the post office, the Horizon
system must be placed in Training Mode by the manager

At the end of each Workbook in the series there is an activity sheet which allows vou to
practise the trapsactions covered in the Workbook. If vou are not sure of the answer to a
question, simply re-read the relevant section of the Workbook and try again.

The Workbooks do not cover every possible transaction which you can perform on the Horizon
system. i you need further help, or if a specific example is not covered, you should consult the
Harizon Svstem User Guide.

Mate:

The Workbooks provide values against » number of products and services that are correct
at the time of going to press. This information s subject to change and vou should refer
to the appropriate POCL transaction documentation for up to date priee information,

ey
i
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HORIZON SYSTEM

SECTION 1 - APS TRANSACTIONS

INTRODUCTION

Introduction:

This seotion desoribes the actions and procedures Tor completing Automated Payment Service
i . 4 5
(APS) ransuctions, either using cards with 3 magnpetic sinp or bar-coded documents.

All AP schemes including gas and electricity token schemes are treated as Core products and as
such are availuble st ALL post offices. This allows you to offer a range of services o your
customers and POCL’s clients,

All transactions are performed on the Horlzon system, The oriteria set by the chent (with the
exception of cheque guaraniee card requirements) will be applied automatically by the Horzon
gysten,

In addition fo transactions, this section also covers the procedure for reversing APS
transactions,

Mote:
All company names and telephone numbers used in the APSmagnetic card or bar-coded
bill transactions in this Workbook are ficlitions.

The transactions shown in this Workbook using the APS cards or the bar-coded bills (printed in
the Weorkbook) can be carried out in vour post office, in Traming Mode, using the set of APS
cards Issued to the manager. Hefer 1o Workbook 7 for the provedure o place the Horzon
sysiem in Training Mode,

© L WORKBOOK 6
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Section b Description of an APS card
Issue: .8

There are hundreds of schemes for client payments using APS (Automated Payment Service):
these may be national or local. Each scheme has oniteria imposed by the client, setting out rules
for how payments are made. APS transactions would normally be initiated in two ways

- Acswipe card with a magnetic strip.
- A bar-coded bill,

Before transactions can be carried out, some system rules mwst be observed:

1. All mansactions must be started from the Serve Cusiomer menu.

2. The post office must support the scheme for which the payment is offered. If a payment is
attempted and the post office does not support the scheme, the Horizon system will display
an eIror message.

3. If the scheme s not supported by the post office, then the cusiomer must be informed.

4, Some APS schemes will not allow payments outside certaln parameters sef by the client.

5. I the payment offered by the customer falls outside the payment parameters of the scheme,

the customer must be asked to amend the payment. If the customer has offered 10 pay an
amount above the client set maximum, it is acceptable to complete two or more ransactions
totalling the armount the customer wishes 10 pay.

You will find each chent will have a different design on thewr card. There ae some comimon
features which are apphicable to all cards, The truining cards incorporate these basic design
features, On the reverse of the card there is @ magnetic strip which contains the information

APS training card

7 p
PRIMARY
982690001501222150L < ACCOUNT
MAME OF NUMBE
TRAINING 8- YR AL T WG CARD e e
CARD LOCAL s TYPE OF
U1 TREG P 22243 APSGS ; SCHEME
1 -
POSITION OF TRAINING
SERVICE CARD
CODE NUMBER

Six training cards are ssued with the Hortzon systern, which you can use 1o practise
transactions in Training Mode, The bar-codes (replicated on bills in this Workbook), can also
be used o practise APS fransactions,

Naote:

Any transaetions performed in Training Meode using the training cards or bar-codes will
pat be recopnised by the Horizon system in Live Mode and will not affect the accounting
PIPOLEss,

©ICL WORKBOOK 6
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Sectivn 11 APS card payvment, modified payment fo mateh
scheme eriteria

Drager 3BT
Issuer 30

Mote:
Al current POCL regulations regarding the acceptance of cards at the counter still apply.

In the following example a customer presents an APS card and wishes to pay £50.00 by cheque.

g {f““’”‘“\ For this procedure you will require:
p - (o }

) é L 4 & B {3
*, & L Card APS 81

‘apad

From the Serve Customer men
1. Swipe Card APS OL

The Amount soreen is displayed. The
scheme name has been shortened so that
it fits on the tab. The Horzon system
has autonmtically recognised the APS
scheme as Blue Sea Water. The card’s
Primary Account Number (PAN), the
card name and the Token Type: MO
{magnetic card) have also been
recognised.

The system prompls you to enter the
amoeunt offered as payment by the
customer. In this example, £50.00,

2. Type £50.00
Check the amount entered s correct before continumg,

3, Touch the green tick icon, or Press ENTER on the keyboard.

Although the customer has offered
£50.00 in payment, the scheme oriterion
for this particular client {Blue Sea
Water) only allows a value range of
between £1.00 and £45.00. The
Horlzon system automatically
recognises this and displays the Value
oo large sereen.

Inform the customer and advise them o
modify their payment 1o it the scheme,

Mote:
If the customer indicates that they want to pay the full £50.80, then two transactions can
be carried out: one for £45.00 and a second one for £5.00,

4. Touch the QK green tick icon, or Press ENTER on the keyboard,

ol Lo WOREKBODK &
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Rection 11 APS card payment, modified pavment to mateh Yestie: 2.0

scheme oriteria, continued

The Amount screen reappears,

You can see that the Amount box still
indicates a payment of £30.00. This
must be removed before you can enter
the customer’s modified payment

in this example vou have advised the
pustomer that the client will sccept a
maximum payment of £45.00. The
customer hay acknowledged this and
decided to pay £45.040.

L

. Fouck the red cross ioon, or Press UNDO on the kevboard,
6. Type £45.00
Check the amount entered is correct before continuing.

7. Fouch the green tick icon, or Press ENTER on the kevboard,

The Method of Payment soreen is
displayed. In this example two methods
of payment can be accepted for this
client.

The customer has written a cheque for
£45 00 and handed 3t 1o yvou.

Mote:

Al current POCL regulations regarding the sceeptance of chegues at the counter stifl
apply.

B, Towck the Chegue icon, or Press F2 on the keyboard.

A receipt is printed on the counter printer (shown vverleal).

£ ICL WORKBODK 6
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Section 1: APS card payment, modified pavment to maich Date: 2977799

e N \ fssue: 24
scheme Criteria, continned

Post Office Counters Lid
150600 108 CAPL BREOD BLE AA

Feltham Post (ffice FADNI23450%
1, The Walkway

Kings Parade

Middle of Town

Feltham

Mididlesex

TWH

APE No 10061

Chient: Blue Sea Water

Scheme: Blue Sea Water Sver 1
Beh

Token Type: MC Entryy 2
Amount: 4500 Cheque

This is not a VAT receipt

When the receipt has been printed, the
Tear oft information soreen is displayed.
The on screen instruction tells you to
tear off the printed report,

G, Tear off the receipt produced on the counter printen

Check the details are legible

10, Tonch the UK green tick icon, or Press ENTER on the kevbourd.

A second receipt s printed, which you retain for your records.

V1. @brain the pavment from the customer, FMand the card and (first) receipt to the customer.,
12, Fear off the second receipt produced on the counter printer.

Checek the details are legible and retuin 1t for your records,

& HUL WOREBOOK &
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Section 13 APS card payment, modified payment to match Yesme: 2.0

scheme criteria, continued

The system returns (o the Serve Castomer menu and the icon for Blu Wat is displayed on the
right-hand side of the screen in the sales stack. This is the only service requested by the customer,

{3, Touch the Finish icon, ov Press ENTER on the keyboard,
The customer has offered a cheque as payment.
14, Touch the Cheque icon, or Press F2 on the keyvboard,

Well done!

You have completed an APS transaction for a customer and modified the payment offered
to match the schere eriteria wsing the Horizon system.

0L WORKROOE 6
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Section 1: APS card fallure, manual entry of card details
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APS cards are designed o be used many times. However, on ocoasions, the magnetic strip on
the reverse of the card may become damaged and will be unable to activate the APS transaction
when swiped through the card reader. Three attempts at swiping the card should be made
before the details ave entered manually,

Rl For this procedure vou will roguire

. /WMN";
0N
= ‘ {;%‘32‘ 23 i »
L @) Card APS 1

From the Serve Customer menu:

L Swipe Card APS 11 (3 times),

The orange light flashed on the keyboard to indicate that the swipe of the card was successful,
However, the payment procedure for this scheme was not activated. You must now assume that
the magnetic strip on the reverse of the card is damaged and s not registering with the system,
so vou will have to manually enter the details of the card to accept payment.

Q}‘ 3

2. Fouch the Other Products ieon, or Press FI3 on the keyboard,

The Other Products menu is displayed. There s an icon for Utilities: the manual eotry
procedure is started from the Utilities menu

3. Fonch the Litlities oon, or Press P4 on the kevboard,

The Uunlities menu is displayed.

The AP receipt icon is used (o complete
Automated Payments manually.

Poedu i
P
TRE IR
B Qe

4. Touch the AP receipt koon, or Press F3 on the kevboard.

& ICL WORKBOOK ¢
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Section 1 APS card fuilure, manual entry of card details, continued trsme: 2.0

The Token Type screen is displayed.
The system prompts you to select the
Token Type for the transaction. There
are two types of token from which
payments can be made:

Magnetic cards Mag Card (F1}
Bar-coded bills Bar Code {(F2)

in this example a magnetic card was
presented for payment.

5. Touch the Mag Card tcon, or Presy F1 on the kevboard,

The Reference Number soreen is
displayed. The system prompts you 1o
snter the cards PANL

The PAN is the 19-digil number across
the centre of the card. This number
BMUST be typed correctly.

Mote:

A small nuwmber of schemes require a Service Code to be typed affer the PAN, After
entering the PAN, the Horizon system may prompt vou o type the Service Code: this ig
the number in the boltom left-hand corner on the front of the APS card. There may be
between one and four digiis.

6. Type 982600002 1012222101

Check the reference number (PAN entored s correct before continuing.

7. Fouch the green tok icon, o Press ENTER on the keyboard,

© 1L WORKBOOK 6

Page 13



POL00090452
POL00090452

HORIZON BYNTEM Automated Pavment Servioe (APS) RBel: PATHAA62
Drate: J9M7/48

Section 12 APS card failure, mapual entry of card details, continued tssae: 1.8
ABEHLT Ly

The Araount soreen is displayed. The
full name of the scheme s displaved in
the box, along with the card reference
sumber and the Token Type, The
system prompts you to enter the amount
offered by the customer

In this example the costomer wanis o
pay £4.61

% Tyne £4.61
{heck the amount entered 15 correct before continuing,

9, Fowch the green tick icon, or Press ENTER on the keyboard,

The Method of Payment soreen &8
displayed. This indicates the methods
of payment acceptable for this scheme.

If the customer offered any other
method of payment, you should make
them aware of the acceptable methods
of pavment for this scheme,

In this example the cusiomer has
offered to pay in cash

L Fouch the Cash icon, or Press F1 on the keyboard
A receipt is printed on the counter printer.

When the receipt has been printed, the Tear off information box is displayved. The on screen
instruction tells vou 1o tear off the printed report.

t1. Fear off the receipt produced on the counter printer

Cheek the detuils are Jegible.

12, Towch the OK green tick ivon, or Press ENTER on the kevboard,

A second receipt is printed, which you retain for your records.

13, Obrain the payment from the custorner, Hand the card and (first) receipt 1o the customer
4. Fear off the sevond receipt produced on the counter printer,

Check the details are legihle and retain it for your reconds,

© WL WORKBOOK 6
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POL00090452
POL00090452

HOBIZON SYSTEM Automated Pavment Bervice (APS) Reft PATHMIOH2
Date: 29/87/99

Section 11 APS card failure, manual entry of card details, continued Issue: 24

The system has returned to the Utihities menu and the icon for Chani Water is now displayed on
the right-hand side of the screen in the sales stack. This 18 the only service requested by the
cusiomer.

15, Fouch the Finish icon, or Press ENTER on the kevhoard.

The customer offers cash as payment.

Well done!

You have completed an APS transaction for g customer by entering the curd details
manually using the Horiron system,

o
o
o5t
7
1P
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HORIZON SYSTEM Automated Fayment Bervice (APS)
Section 1: Description of 3 bar-coded bill

POL00090452

POL00090452

HBefs PATHMIOG2
Date: 29Q7/92
fzaper 2.0

Customer menu.
Maote:

vounter still apply.

bar-codes on documents may vary.

APS pavments can also be made from bar-coded bills. All payments start from the Serve

Al current POCL regulations regarding the scceptance of documents for payment at the

The bill reproduced below incorporates a bar-code, but note that the position (and size} of the
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HORIZON SYSTEM Automated Payment Service (APS)
Section 1: APS bar-coded bill payvments and reprint receipt

POL00090452

POL00090452

Rel: PATHMIME
Dater 290794
Bssue: 24

& L

In the following example the customer has produced a bar-coded GEN tec. bill for payment

From the Serve Customer menus

1. Scan the bar-code on the GEN tec. bill helow)
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POL00090452
POL00090452

HORIAON BYRTEM Antomated Payoosnt Bervive (APS) Bef PATHMIDOZ

Section 13 APS bar-coded bill payvments and reprint receipt, continued

Prater 29/VHY9
fssne: 2.0

The Amount screen is displayed. The
reference number of the scheme and the
full name of the client, (n this case
GEN tee), are displayed in the
right-hand hand box. You can also see
that it 35 o Training APS barcods
scheme and the Token Type &8 BOC (Bar
Codel

The systerm prompls you 1o enter the
amount the cuMomer wishes  pay.

In this example, the customer wishes w
pay the bill in full

2. Type £15242
heck the mmonnt entered 8 correct before continumg.
3. Fouch the green tick icon, or Presy ENTER on the keyboard.

The Method of Payment screen 18
displayed.

i this example the options are Cash,
Cheque and Saving Stanmps.

Neote:
Saving Stamps are not available as a method of payment for APStransactions in Live
Mode. They appear as an option on the training examples only,

4. Teuch the Cash icon, or Press F1 on the keyboard.
A receipt is printed on the counter printer.

When the receipt has been printed, the Tear off information screen is displayed. The on screen
instruction tells you o tear off the printed report,

5. Fear off the receipt produced on the counter printer.

Checl the detatls are legmble.

&, Fouch the O green tick icon, or Prexs ENTER on the keyboard,
A second receipt is printed, which you retain for your records,

7. Obtain the payment from the astomer, Hand the bill and (irsd) receipt o the cuslomer,

©ICL WORKBOOK 6
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POL00090452
POL00090452

HORIZON SYSTEM Asgtomated Pavment Service {APS)} Ref: PATH/M3/M2
Prater IWETHY

Section 1 APS bar-coded bill payments and reprint receipt, continued Issme: 2.0

& Fear off the second receipt produced on the counter printer.
Check the details are legible.

At this point, you notice that the second receipt has not printed vorrectly and is illegible {or
torn}. If the problem is obviously with the printer, eg a broken printer ribbon or the paper roll
has run out, the problem must be cured. Once the problem s rectified, a reprinted receipt can be
produced from the Horizon system.

Note:
A reprinted (copy) receipt for the customer session can ONLY be printed if the session has
not been seftied.

From the Serve Customer menuy:

9, Fench the Functiony icon, or Press F1H on the keyboarnd.

or Press FS on the kevboard.

A pick list is displaved. 1f there has
been more than one receipted
fransaction in the customer session, you
could select which transaction requires
the reprinted receipl.

In this example only one APS
transaction has been carried oot and #i8
highlighted in vellow,

Hhas Bt

11, Touch the Select green tick fvon, or Press F1 on the keyboard.
A copy of the receipt will be printed on the counter printer,

12, Touch the Finish icon, or Press ENTER on the keyboard,

The Settfement screen is now displayed. The customer has offered the correct cash.

13, Feuch the Cash icon, or Prexy F1 on the keyboard.
Well dong!

You bave completed an APS bar-coded bill pavment and produced a reprinted receipt
using the Horizon system.

© ICL WORKBOOK 6
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HOBIZON SYSTEM Awtomated Payment Service (APS)
Sectivn 1: APS bar-ceded bill pavments, manual entry of
bar-code reference number

POL00090452
POL00090452

Hefy PATHAMIOGZ
eader 290799
Pesue: 2.8

From the Serve Costomer mem

Sean the bar-code on the bill for Hooper Moore gas (3 times).

Occasionally, 2 bar-coded bill may be presented for payment and the bar-code on the bill cannot
be read. This may be due to a system faidure, or it may be that the bar-code itself is damaged.
If the bar-code has been seanned three times with the reader and this bas not activated the
pavinent procedure, you can still accept a payment by entering in the details manually,
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s amount you van phons ug on G845 QLR%6TAN
& 3

43.35

£.30

-
%,

i possr ovaiasl zwarva&mﬁt&t&xm

bill manually and still sccept payment for the APS scheme.

fransaction cannot be carried out,

Mote:

As you can see from the example above, the bar-code on the bill has been damaged. The
reference number direcily below the har-code is still legible, so you can enfer the details of the

If the bar-code and number are both damaged to such an extent that neither can be read, the

The position of the reference number may vary: It may appear above or below the bareode.
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POL00090452

POL00090452
HORIZONW BYSTEM Autemated Payment Servive (APS) Reft PATHMMHG2
Section 1: APS bar-coded bill pavments, manual entry of Date: 29/03/99

. . fsauer LG
bar-code reference number, continued

2. Towuch the Other Products ioon, or Press F13 on the keyvboard.

The Other Products menu is displayed. There is an fcon for Utlites: the manual entry
procedure i started from the Unilities menu.

3. Fowch the Utlities icon, or Press P4 on the keyboard.

The Utilities menu is displaved, The
AP receipt icon is used o complete
Automated Payments manually.

PR
o g

4, Touch the AP receipt icon, or Press F3 on the keyboard.

The Token Type sereen is displayed
The system prompis you 1o select the
Token Type for the transaction. There
are two types of wken from which
pavments can be made:

Magnetic vards Mag Card (F1)
Bar-coded Wlls Bar Code (FD

in this example & bar-coded il was
presented for payment,

5. Fowch the Bar Code loon, or Press F2 on the keyboard,

©ICL WORKBOOK 6
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HOREZON BYSTEM
Section 11 APS bar-ceded bill pavments, manunal entry of

har-code reference number, continued

Antomated Pavment Service {APS)

POL00090452

POL00090452

Hef: PATHMIOM

Phater 2RAG77/99

L EEHT MR |

&

LS

Type 982690003001 2223001

The Reference Mumber screen 13
displayed. The system prompts you io
enter the reference number of the hill

in this example the Reference Number
i located directly below the bar-code.
This nunmber MUST be typed correctly,

Check the bar-code reference number entered 18 corret before continuing.

7. Touch the green tiek icon, or Press ENTER on the keyboard.

8. Type L3614

Check the amount entered is correct before continuing.

The Amount screen is displayed. The
full name of the scheme is displayed
along with the bar-code identifier and
the Token Type: BC {Bar Code). The
system prompis you o enter the amount
offered by the customer,

In this example the customer wishes (o
pay the bill in full.

9. Touch the green tick icon, or Press ENTER on the kevboard.

WORKBOOK 8
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POL00090452
POL00090452

HORIZON SYSTEM Automated Payment Service (APE) Ref: PATHMIO002

. ~ 3 .z ater 20719
Section 1: APS bar-coded bill payments, manual entry of Date lsiﬁﬁ fg
bar-code reforence number, continued o

The Method of Payment screen 18
displayed. The options are: Cash,
Cheque and Saving Stamps.

in this example the customer has
indivated they wish to pay by cheque.

Mote:
Saving Stamps are not available as a method of pavment for APStransactions in Live
Maode, They appear as an option on the training examples only.

10, Feuch the Cheque icon, or Press F2 on the keyboard,
A receipt is printed on the counter printer.

When the receipt has been printed, the Tear off information screen is displaved. The on screen
mstruction tells you to tear off the printed report,

11, Feer off the receipt produced on the counter printer

Check the details are legible.

12, Touch the OK groen tick icon, or Press ENTER on the kevboard,

A second receipt is printed, which vou retain for your records.

13, Obtain the payment from the customer, Hand the bill and (firsd) receipt to the customer,
14, Tear off the second receipt produced on the counter printer,

Check the details are legible and retain it for vour recosds.

The custorner has no other requireynents,

15, Touch the Finish ivon, or Prexs ENTER on the keyboard,

The Settlement screen 1s now displayed. The customer has offered the correct amount by
chegue.

16, Touch the Cheque won, or Presy F2 on the keyvboard.

Note:
Al corrent POLCL regulations regarding the aceeptance of cheques at the counter still
apply.

Well done!

You have completed an APS transaction for a customer, by manually entering the
bar-code reference number vsing the Horlron system,

© KL WORKBOOK 6
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Bection 1: APS pavments, reversing a transaction

POL00090452
POL00090452

FOM SYSTEM Antsmated Payment Service (APS} Bel: PATHAM G2
Tratec IRAGTAG
fzsuee 2.4

A n

‘:31

There may be an pecasion when an APS card or bar-coded bill payment needs 1o be reversed.

This example shows a Reversal to an APS payment made to Blue Sea Water.
From the Desktop menu:

t. Touch the Transactions icon, or Press F1 on the keyboard,

wimber of business rules apply to AP {Automated Payment) Reversals:

The customer MUST produce the original receipt.

The Reversal must be carded out within the same Stock Unit where the original transaction
took place.

The Reversal cannot take place if the APS mansactions have been dispatched to the

client (o the cut-off thme)

Mot all APS pansactions can be yeversed,

The Transactions meny is displayed.
There is an icon for Reversals,

Rnin &R
fsccias ]
e
gt it

or Press ¥5 on the kevboard,

There are four options on the Reversals
meny: BExisting, New Reversal, AP
Reversal and Txfer Reversals,

in this example vou need 1o carty out an
AP Reversal

Note:
AF Reversals can only be carried out
using the AP Reversal Tancticn.

Bl
ey
P

£ 0L
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HORIZON SYRTEM
Section 1 APS payments, reversing a transaction, continued

Automated Payment Service (APS)

POL00090452
POL00090452

Refs PATHMIG0L
Pate; VG799
fssup: 2.4

3, Touch the AP Reversal ioon,

or Press F3 on the keyhoard.

The Transaction Reference screen is
displayed. The systen prompls you 1o
enfer the AP transaction reference
number, which must be obtained from
the customer’s copy of the receipt.

The ransaction reference number 15 in
the format 12348,

Post {Hfice Counters Lid,

3000 108 CAPRTL BRGL 5UL AA

Feltham Post Office FAD123458X
I, The Walkway

Kings Parade

Middle of Town

Feltham

Middlesex

TW 1

a Transaction Bel Mo,

APS Mo 010001 -

Clhient Blue Sea Water

Scheme: Biue Sea Water Sver H
Ref:

Token Type: MO

Amount: 4300 Chegue

This is not a VAT receigt

maw Bethod of Payment

4. Type the APS No from the customer’s receiph,

Check the reference

S. Fouch the green tok icon, or Prexs ENTER on the kevboard.

mumber has been entered correctly befure continuing.
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POL00090452
POL00090452

HORIZON SYNTEM Astomated Payvment Service (APFS) Bef: PATH/AIBG2
Date: Z847/9%

Rection 1: APS payments, reversing » transaction, continued Issue: 2.8

The Reverse Transaciion soreen i3
displayed. The details on the receipt
MUST be checked against the
information on sCregen.

Cheek the details on the receipt against the screen. If the details do not match the receipt,
Toueh the Cancel red cross fcon, or Press Fl o cancel the Reversal.

6. Toweh the Continue green tick icon, or Press ENTER on the kevboard.

if the Hortzon system is able {o reverse the trapsaction, two receipts are printed on the counter
printer.

if the Reversal could not be actioned for one of the following reasons:

transaction not found
fransaction oot in the current Balance Pertod (BP)
transaction already reversed.

The Horizon systern will display an error message: Refer to the procedures in the Horizon
Svstem User Guide.

7. Fear off the receipt produced on the counter printer.

Check the details are legible on the receipts and separate them.

8. Hand the (Firsty veceipt o the customer and Revain the second receipt for your records.

MNaote:

The customer s original receipt MUST be retained together with your original veceipt,
The Reversal receipt should then be attached to both the original veceipts and retained in
the drawer,

This completes the Reversal and the Horlzon system returns 1o the Deskiop menu.

Q. Refund the costomer’s money.

£ 1L WORKBOOK &
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POL00090452
POL00090452

HORIZON RYSTEM Auntomated Payment Servive {AP5) Bef: PATH/Y082
Drate: ZH/G7/149%

Section 1: APS pavments reversing a transaction, continued Yosme: 2.0

Note:

The system will automatically reverse the APStransaction to Cash. If the customer had
originally paid by cheque, the chegue should be returned to them with the Reversal
receipt. A Stock Adjustment will then need o be carvied out to reduce the tetal amount
of cheques in the stock unit by the amount of the chegue returned fo the customer
{Workbook 10 describes the process for adjusting the contents of your stock unit),

Well done!

You have completed the Reversal of an AP transaction using the Herlvon system.
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HOBRIZON 8YSTEM

Antomated Payment Service {APE)

POL00090452
POL00090452

Refs PATHMIMN2
Prate: I47AY
fusue; 2.8
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POL00090452
POL00090452

HORIZON SYSTEM Autemated Pavinent Bervice (APS} Bel: PATH/MMB02
Bate: 29/07/9%
fsxue: 1B

HORIZON 8YSTIM

SECTION 2 - APS FALLBACK RECOVERY
PROCEDURES

INTRODUCTION

Intraduction:
This section briefly describes the actions and procedures vou must follow (o recover Automated
Payment Service (APS) transactions carried vut during power or communications failures.

In the event of a power, system or communications failure, the Horizon System Helpdesk must

be informed immediately on i _irefer to Workbook &) In this case, yvou MUST
refer 1o the Horizon Svstem User Guide o carry out the fallback recovery procedures.

&L WORKBOOK 6
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Automated Payment Servioe (APS)}

POL00090452
POL00090452
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Drater I9QTO9
Issue: 2.8
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POL00090452
POL00090452

HORIZON SYSTEM Autorpated Pavment Service (APS} Ref: PATHAMMGG2
Drater 290799

Section 2: APS fallback recovery procedures Tssue: 2.0

Fallback recovery procedures are used to capture details of all APS transactions undertaken
while the system was down. They fall into two categories:

1. Crash recovery proceduyres

These are procedures which need to be undertaken tw capture details of transactions which had
been partly recorded on the system when the system or power failure ocourred. In cases of
crash recovery, the customer has been given a receipt and the post office has retained a receipt.

When the system failure is rectified, the system automatically detects that o failure oceurred
during 4 customer session where receipts would have been issued. When you log onto the
gystern, a message 13 displaved informing vou that the systern has detected that the last session
ended in an undefined manner, It also tells you to recover any outstanding APS {fransactions.

MNote:
For these reasons it is important that the last transaction receipt for sach counter position
is available in case there is a system or power failure.

You must follow the on screen prompts to enter the details required for sach APS transaction.

Note:
You MUST refer to the procedures in the Herizon System User Guide.

2. Fallback recovery

The fallback recovery procedure is for APS wansactions which have not been recorded on the
system. These transactions may have taken place while the sveiem was down and a manual
receipt was produced for the customer. Because no attempt was made 1o record these
transactions on the system, you have to instigate the fallback recovery procedure, as the system
will nut recognise the transactions automatically,

Note:
You MUST refer to the precedures in the Horizen System User Guide.
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POL00090452

HORIEON BYSTEM Automated Pavment Service {(APS) Ref: PATHMIGR
Dite: 2WOTHE
fxamer 1.8
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POL00090452
POL00090452

HORIZON SYRTEM Automated Payment Service (APS) Ref: PATH/43/002
Diate: I9/07/9%
fssue; 348

Activity Sheet § Workbook 8

If there are any questions you are upable to answer, read this Workbook again. Some of the
questions are practical and require you to use the Horizon system.

Mate:
If you are completing these exercises in the post office, ensure that the Horlzon system is
in Training Mode,

1o Payments for APS transactions can be initiated using two methods on your Horzon system.
Mame the two methods,

£

If the customer offers to pay £100 in cash and 2 message is displayed on screen that this is
putside the payment range of £1 to £530, what would you do?

3. How many receipts are printed automatically for each AP transaction?

4. How many tmes would you swipe a card before entering the details manually?

3. What do the letters MU stand for on the Token Type soreen during the manual entry procedure?
6, Use the training cards to complete the following transactions:

Card APS #1 £40.00 Cash

Card APS 06 £25.04 Chegue

7. Reverse the transaction camied out above Tor Cand APS 61
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POL00090452

HORBIZON BYRTEM Fanctions Bel: PATHMYORZ
Prates I9G7/4%
fssue: L8

- HORTZON SYSTEM

FUNCTIONS
HORIZON SYSTEM
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POL00090452

POL00090452
HORIZON BYSTEM Funetions Rel: PATH/MY 002

Drate: 2WG75%
Pssup: 14

HORIION 5Y8TEM

FUNCTIONS
HORIZON SYSTEM

OBJECTIVES & INTRODUCTION

Objectives:
By the end of this Workbook, you will be able to

1. Perform transactions using the Horizon systern Functions meny,
4 Lise the Produet Look Up functions,

b Use the Temporary Lock function @ secure the system.
Enter and exit Training Mode.

Perform transaction Reversals.

Register Remittances In and Out,

Register Transfers In and Out.

Register miscellansous transactions,

a. Register Non Accounting Data.

b, Register Parcel Traffic,

G

Introduction:

This Workbocok 15 one of a series deseribing the actions and procedures for the Horizon system.

This Workbook is divided into two sections. Section 1 describes the Functions menu and gives
practical examples of how the functions can be used. Some of these functions described are
used with EPOSS transactions. Section 2 describes various office-level transactions and shows
the procedures for registering them on the Horleon system. These include Remittances, Non
Accounting Data and Parcel Traffic (entries on TABLE g and 12 in the Cash Account).

At the end of each Workbook i the sertes there is an sctivity sheet which allows you
practise the transactions covered in the Waorkbook, I vou are not sure of the snswer to 2
guestion, stmply re~read the relevant section of the Workbook and &y again,

Ppte:
I vou are carrying out any of these training examples in the post office, the Horizon
system must be placed in Training Mode by the manager.

The Workbooks do not cover gvery possible ransaction which you can peform on the Horlzon
systern. 1 vou need further help, or if a speeific example 18 not covered, you should consult the
Horizon System User Guide.

Note:

The Workbooks provide values agalnst a pumber of products and services that are correct
at the time of golng to press. This information is subject te change and you should refer
to the appropriate POCL transaction documentation for up to date price information.
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HORIZON 5YSTIH

SECTION 1 - THE FUNCTIONS MENU

INTRODUCTION

Introduction:

This section deseribes the actions and procedures available when using the Horizon system
Functions memu. The Functions menu group is available from the Serve Customer menu. The
actions that can be selected from the menu can affect individual or multiple items in the sales
stack. In order to demonstrate the use of the Functions icons, some of the examples in this sec-
tion will incorporate EPOSS transactions.

Mote:
The Discount functions available from the Functions menn can only be nsed in
vonjunction with retail products (Post Shop items).

This section also describes how the Honzon system is placed into Training Mode. Once this
procedure is complete, you will need o use the training usernames and passwords to logon to
the systern and carry out transactions in Traming Mode. These usernames and passwords are
issued w the manager of your post office.
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Section 1 The Functions meng
fssup: 28

The Functions meny can be accessed from the Serve Customer menu,

From the Serve Customer menu:

1. FTouch the Fanctions icon, ar Press F16 on the keyboard.

The Functions meny soreen is
displayed.

Wost of the functions will be used in
conmmetion with BPOSS wansactions,
with the exveption of the Temp Lock
{F13) funcrion, which is a secunty
feature,

Wy
s el R
S Rt

A brief description of each icon {ollows:

PLUNs (FU)

The PLU No (Preduct Look Up Number) icon 18 used o find a sule item
by its product number. The ftern will then be registered in the sales stuck.
This fupction can also be accessed by using the PLLU key on the kevboard,
Heceipt (K23

The Receipt icon is used to print a receipt at the customer’s request. When
the won s activated, 11 will only prist a receipt for the last customer
session, This funchion can also be gecessed by using the RECPT key on
the keyvbowrd,

Phige em % (PN

s

The Disc ferm % loon 1s used 1o apply a discount 85 a percentage (o the
last item in the sales stack, Discounts can only be applied to retail

products,
Prse Item Value (F4
The Disc Irem Value icon is used 1o apply a fixed value discount to the last

sale item currently in the sales stack. Discounts can only be applied o
retal products,

Py WORKBOOK 7
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HORIZON SYSTEM Functions Bef: PATH/MIAAHZ

. _— . oo s ater 2HOTA
Section 1; The Functions meny, continued Date ;-%zf?fg

PLUISL{(FS)

.

The PLLU Hist icon can be used to select a product from a listing of all
products. The selection will then be added 1o the sales stack

Reprint Beceipt (F6)

The Reprint Receipt icon is wsed to provide a duplicate of an original
receipt produced for APS vunsachions, (Refer to Workbook 6).

Dhse Ress Value (F7)

The Dise Sess Value icon s used w apply a lixed value discount (rather
than a percentage) to all the Hems in the sales stack. Discounts can only
be applied to retail products.

Hise Sess 9% (PR

The Dise Sess 9% 4
itens i the sales st

118 used o apply a pescentage discount o all the
ch. Piscounts can only be applied o retasl products.

Oty Shop (F9)

The Qty Shap wwon 18 used to set the Shopping Mode of the Horizon
systert, A customer can then purchase the maximum amount of a produnt
with a fixed price {eg £ worth of First Class stamps).

Test Printer {(F18)

The Test Printer icon s used 1o send o test page (o the office Ad repont
printer

Temp Lock {F13)

The Temyp Lock icon is used o seoure the Horlzon system temporarily
whilst the user i3 away from it The system s reactivated by the user
entering their password,

Serflement (F16)

The Settlement fcon is used to access the settlement screen o register
payments made to and from the customern Activating the Finish jcon
{ENTER key) will also display the Settlement sereen at the end of the

CUStOer 3e3810n.

& L WWOIHRROOK 7
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HORIZON BYRTEM Functions Reft PATH/ANG0Z

o en - s Drate: 2%/07/99
Sec : ity
Section 1 Quantity fssue: 2.0

The Horizon system will always preset the Quantity for any transaction to 1. Therefore, when a
customer wishes to purchase more than one of the same item, the Quantity function should be
used. This function allows the user to preset a Quantity prior to selecting the tem required.
Once the item has been selected, the Quantity will return o its defanlt value of L

This example demonstrates the use of the Quantity icon fo register a sale of 100 First Class
stamps,
From the Serve Customer men

1. Fonuch the Quantity icon.

The Enter Quantity screen is displayed.
The system prompts you (© enter the
Quantity requested by the customer,

in this example the customer has
requested 100 First Class stamps.

2. Type 100

Cheek the Quantity entered 18 correct.

3. Touch the green tick foon or Press ENTER on the keyboard

Motes

It is not necessary to touch the Quantity icon: the same result can be achieved by typiog
the required (Quantity on the keyvhoard, The screen display must still be checked to
ensure the Quantity has been set correctly before continuing.

The Horizon system returns to the Serve Customer menu, but a8 you can see,
the Quantity jcon is set at 100, If any fixed cost item icon is now activated, i
will be multiphied by 100,

P e

4. Fouck the 1st class stmp lcon, or Press F1oon the keyboard,

WORKBOURK 7
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HORIZON SYRTEM Functions Ref: PATHA3MG2
rater 290799

Spction 1 Cuantity, continned v i
Q s fssue: 2.8

A First Class stamp 13 & fixed price tom, Because the Guantity has
been set 1o 100, the action of Towching the iwon {or Pressing the
corresponding key on the keyboard) has multiplied the price of the
e by the Quantity,

In this example the ist Class icon in the sales stack shows Q 100 with
@ total cost of L2600,

Ax this iy the castomer’s only requirement, the transaction can now be
completed. I the customer requires further Bents you can continue,

Nate:
The Quantity icon returned fo its defanlt value of 1 alter the fized price sule fcon was
activated.

The customer has no othey reguirements and offers the correct amount in cash in settlement.

Since the screen is stil displaying the Serve Unstomey meny

5. Touch the Cash tvon, or Press F15 on the keyboard.

Well done!

You have completed the sale of 100 First Class stamps nsing the Quantity function of the
Horizon system.

€ HCL WORKBOORK 7
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HORIZON SYRTEM Functions Ref: PATHMI/B02
Prate: 29/47/9%
Basue: 2.0

Section 1: Shopping Mode

Occasionally, a customer may request a quantity of ttems for a specific amount of money
eg they may request £10.00 worth of First Class stamps. The Horzos system can calculate the
volume of items for a specified amount if the Shopping Mode is set on the system,

There are two rules enforced by the systemn when using the Shopping Mode:

1. Shopping Mode can only be used for fixed price ftems.

2. 1 the value typed is less than the cost of g single item, the Horizon system will inform you
that the amount specified is below the price of a single item.

{n this example the customer has requested £30.00 of First Class 1 1 stamp books.

From the Serve Customer menu

1. Touch the Functions icon, or Press F16 on the kevboard.

The Functions meny is displayed,

Activating the (ty Shop icon will
switch the system from Quantity info
Shopping Maode,

s Rty

2. Touch the (ty Shop con, or Press FO on the kevhoard.

The Cuantity icon now displays the word Shop. This indicates that the
system 18 now operating in Shopping Mode. Shopping Mode will only
operate when used with fixed price ftems.

Mote:
The Hoerizon system can alse be put intoe Shopping Mode by Towching the Quantity von
and then Teuching the Shopping Mode line in the right-hand box.

To continue with the example, vou must navigate back o the Sarve Customer menu.
3. Towch the Prev icon, or Press BESC on the kevhoand,

The Serve Customer menu is displayed.

€ ICL WORKBODK 7
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HORIZON RYSTEM Functions Ref: PATHMIAN2
Trader 2047/99

Section 1: Shopping Mede, continued Lssue: 2
REBROY &

4. Touckh the Stamp Books won, or Press P4 on the keyboard,

The Stamp Books meny 15 displaved.

SRER S N
s ooy

5. Touch the Stp bk Istx 10 fcon, or Press Fioon the keyboard,

Because the Shopping Mode function
has been set, activating & fixed price
e, the Stamp Book 1st x 10 koon,
causes the Value soreen to be displayed.
The night-hand box gives information
about the item selected and is cost,

The systerm now prompls you o anler
the amount which the customer has
offered sgainat the stem.

i this example the amount offered by the customer 18 £30.00, When this amount & entered
and confirmed, the systent will awtomatically caloulate how many Homs can be purchased with
the amount offered.

& Type L3000
Cheek the amount enferad i< cormect

7. Fouch the green fick teon, or Press ENTER on the kevboard

WOREBOOK T
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HORBIZON BYSTEM Functivns Ref: PATHMIG0L

s . . . . 2907/
Section 1: Shopping Mode, continued ﬂam.!g;j?fg

The Shop Quantity screen is displayed.
The Horizon system has caleulated that
19 stamp books will cost £49.40,
However, for an additional £2.00 (over
and above the eriginal £30.00), an extra
stamnp book can be purchased.

The customer now has two choiees:
Accept the 19 stwnp books (ENTER) or
purchase One More (F1L

In this example the customer has chosen to accept 19 stamp books.
£, Touckh the Accept green tick icon, or Press ENTER on the keybourd

The Horizon system returns 1o the Stamp Books menu and an icon for the sale 15 registered in
the sales stack, The quantity is shown on the lcon, (19, with the total price £49.40, Notiee
that the {Quantity icon at the top of the screen has returned 1o 1ts default value of 1. This 15 the
only transaction required by the customer,

Q. Touch the Finish ion, or Press ENTER on the kevboard.

The Settlement screen is displayed and the customer offers £30.00 as the payment for the items.
Count out the change required for the customer from the coin hopper or drawer.

10, Touch the Cash icon, or Press Fl on the kevhoard

Well done!

You have completed a Shopping Mode transaction using the Horizon system.

& ML WORKBOUK Y
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POL00090452
HORIFON SYRTEM Functivns el PATHAA02
. . } e w e ates BT
Seption 1: PLU (Product Look Up} List Dte: 2587749

Issue: 2.8

The PLU (Product Look Up) facility on the Functions meny allows you to find @ product by us
PLU munber and complete g sale for the customer. I you are not sure of a PLU number, the
Horizon system van also display all products by name. You can then type the name of the
product required, and the systern will find the product, so that 2 sale can be made, The
Cuantity or Shopping Mode can be set prior to using the PLU functions.

In the following example the customer has requested a £10 BT Phonecard. You can also make
this sale from the Phonecards meny using the BT card £10 oon.

For this sale, the PLU Bst function will be used.

From the Serve Cuslomer menmy

i, Fouch the Functions won, or Press F16 on the keyboard,

The Functions meny Is displayed.
There arg two tcons PLU No (F1) and
PLU Hst (F5), which can be used to

e jocate products using the Product Look
Pupytions ’

Up function,
b

The PLU No function is used when the
product number is known.

The PLU list function is used 1o search

— for a product by name.
sy
PR In this example PLU list is used.

2. FTouck the PLU hsl icon, or Fress FS on the keyboard,

€ L WORKBROOK 7
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Section 1: PLU (Product Leok Up) List, continued

POL00090452

POL00090452

Refy PATH/MIA0Z

Datey 38/47/49
Tssuer 3.0

PRODUCT
PLLU List TAB i NUMBER
- SELEQTX}N 5
HIGHLIGHTED
i 1
YELLOW { e —
PRODUCT ; SCROLL
MAMES B ARRIYWE

PACGE NUMBER & NUMBER OF PAGES

The PLU List is displayed. The product names are shown on the left with their corresponding
product numbers on the right-band side. The list contains many pages and will always display
Page one with the first product highlighted in yellow. The page selection green arrow icons on
the right allow you to move up and down the list by page or go to the top or bottom of the Hst.
The scroll arrow keys on the kevboard can also be used to move up and down the options on
any page. In the example shown the product list has a total of 209 pages. If the product
reguired was halfway down the Hst, it would 1ake a considerable amount of time to access the
selection using these icons. To enable vou to find the product guickly, the first two or three
letters of the product name can be enterad.

in the following example the customer has requested a £10 BT Phonecard. Using the keyboard:

3. Type BY

PRODUCT
SHOWING BT ™ NUMBER
SELECTION
HIGHLIGHTED
i
YELLOW g
PRODUCT SCROLL
NAME -l ARROWS
oo
oo
PAGE NUMBER & NUMBER OF PAGES
BIL WORKBOOK T
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POL00090452
HOREZON BYETEM Fynotiong Rel: PATHMIB2
u ; . ; Wy 4 w s % 5 se ERAVT G
Bection 1 PLU {(Produet Look Up) List, continued Date: 20/07/99

fsues 2.8

The letiers which vou have typed (BT are added 1o the PLL List tab, The page selection has
sedection highlighted in vellow i3 the Tirst Htern o 13 the requirement (BT), in this cuse, BT 10
CHobslcard, To select the £10 Phoneesrd vou must move further down the st

& Presy the down gsrrow soroll koy on the kevboud,

The BT £10 Phonecard s now highlighted at the top of the page.

&. Touch the Select green tick won, or Press Fl on the kevboard.

The twon for the BT £10 Phonecard has now been registered in the sales stack on the vight-hand
side of the screen and the Honzon system has returned to the Functions menu. This is the only
o reguested by the castomer

7. Towch the Finish icon, or Press ENTER on the keyvbowrd,

The Setdement soreen & now displaved. The customer has tendered the exact smount,
& Fouch the Cush icon, or Press Fl on the kevboard,

The sale is complete and the Horzon svsiem retims o the Serve Costomer meni.
‘Well done!

You have successfully completed the sale of 2 £16 BT Phonecard, nsing the PLU List
function of the Horizon system.

& HUL WORKBOOGK Y
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HORIZON BYSTEM Funetions Ref: PATHAMYO02

Prates IRGTNY
fasue: 20

Section 1: PLU (Product Look Up) Number

In the lust example you used the PLU List function to sell a £10 BT Phonecard. Had you
known the PLU Number for the phonecard, the ransaction could have been carried out using
the PLU No function. In the following example the PLU No function will be used to sell 4 £10
BT Phonecard.

1. Teuch the Functions icon, or Press F16 on the keyboard,

The Functions meny is displayed. The PLU No function will allow you to enter the product
number,

2. Teuch the PLU No icon, ar Press F1 on the keyboard.

The PLU screen is displayed. The
system prompts you 10 enter the PLU
number for the product reguired.

In this example the product number for
@ £10 BT Phonecard is (359, The zern 18
not required by the Horizon system.

3. Type 59

Check the number entered is corect before continuing.

4. Teuch the green tick icon, or Press ENTER on the keyboand.

The BT £10 Phonecard is now displayed in the sales stack.

8, Touch the Finish icon, or Press ENTER on the keyboard.

The Seitlement screen is now displayed, the customer has fendered the exact amount.
& Towckh the Cash ivon, or Presy F1 on the kevboard.

The sale is complete and the Horizon system returns 1o the Serve Customer menu,
Well done!

You have completed the sale of 2 £18 BT Phonecard, using the PLU Number function of
the Horlzon system,

€L WORKBOORK 7
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POL00090452
HORIZON SYSTEM Functiens Rel: PATHMIOU2

Date; 29/47/9¢

Spction 1: Receints
wotin P Tswue: O

For some transactions, a receipt 15 mandatory and will be produced by the Horizon system
automatically. A customer may, however, request a receipt af any time. You can print 4 receipt
via the Functions mena {or by using the BECPT key on the keyboard), The receipt cannot be
producesd until the customer session 15 completed and 1 will Bist all the tlems recorded during
the session. Kecpipts can only be produced for the last customer session on the systern.

Iy the following example the Functions menu fcon will be used. The customer has requested a
£2°TY stamp and o £2 BT stamp, along with a receipt.

From the Serve Customer memy

b Fowch the TV stimp £2 fcon, or Press F5 on the keyboard,

2. Touch the BY stmp £2 fcon, or Presy F6 on the kevboard,

Both sales are registered in the sales stack on the right-hand side of the soreen. The total value
of the two ftems is shows in the Finish fcon. The customer has no other requirements and
tenders the correct amount in cash,

3, Touch the Cashiicon, or Presy F15 on the kevhoard,

The sale has now been completed. At this stage the receipt requested by the customer can now
he printed.

4, Touch the Fugcgons icon, or Press F10 on the kevboard,

% Fouckh the Receipt icon, or Fress F2 on the kevboard.

reeint 1o nenduced fne the cactames nn e eonnter we ko fare ther fuery Moy an "
A receipt s prodoced he customer on the counter printer 1 lsts the two Hems and the

received from the customer,
You can use the Receipt icon {or RECPT key) once only, i a duplicate receipt is reguired for
any reason the Reprint Receipt icon must be used,

6. Feuch the Reprnt Receipt fvon, or Press F6 on the keyhoard,

Mote:
The Reprint Receipt icon is also used to reprint APSreceipts, {(refer to Workbook 6).

Well done!

You have produced a receipt, at the request of the customer, using the Horlzon system.

& 0L WOREBOOK Y
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HORIGON SYSTEM Functions Refs PATHMYOG
Date: 29/67/5%

Section 1: Reprint Receipt Yosue: 2.0

The Reprint Receipt function was used in the previous example, where a duplicate receipt was
required, This function is also used to reprint APS receipts. Refer 1o Workbook 6.

WORKBOOK 7
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HORIZON SYSTEM Fopetions Refr PATH/Q3/082

e Drate: 29/07/99
Section 1: Discounts Date: 15/02/9%
Fasmes 3.8

On ooeasions, a discount may be offered on o Retwsl Shop product on the Hovizon system. e
discount needs 1o be apphied o g product {or customer session}, refer w the procedure in the
Horizon Sverem User Guide

Mote:
Discounts can enly be applied to Retail Shop products.

€ 1L WORKBOORK Y
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HOHIZON SYSTEM Fanctions el PATHMEI0G2
Prmte: 29/87/99

Section 1 Temporary Lock
Section 1 Temporary Lo tsene: 1.0

The Temporary Lock function of the Horizon system provides a security mechanism for all
users. The Logout icon, located on the main Desktop menu, will log you out of the Honzon
systern completely. However, if there are any transactions displayed in the sales stack, access
to the Logout icon is denied by a no entry symbol. The Temporary Lock function will allow
you to secure the Horizon system temporarily and retain any sale items in the sales stack
{typically when you have to leave the system briefly). To regain access to the system, you will
be required 1o type vour password.

Mote:

Anvbody with manager level aceess to the Horizon system can override a Temparary
Lock {or a time-out) by deleting the username on screen, (indicating who had locked the
system), They can then enter their vwn username and password as pormal. This will log
the original user out of the system. ANY sale items that had been left in the sales stack
will automatically be completed to Cash. The new user will then have to Logon in the
usual mannern

A The following example demonstrates the sale of an item, the activation of the Temporary Lock
function and the procedure 1o regain access to the system. The customer has requested a L1
BT Phonecard.

From the Serve Customer memi:

{. Touch the Other Products icon, or Press F13 on the keyboard.

2. Touch the Phonecards fcosn, or Press F14 on the keyboard,
3. Touchk the BT card £10 icon, or Press F4 on the keyboard.

As this is a fixed cost item, it 15 registered directly into the sales stack.

You are now required to leave the Horizon system unattended for a short period of time before
vou can complete this customer session. You must secure the system and retain the sale item i
the saley stack.

4. Teuch the Riposte Serve Customer icon, or Press HOME on the keyboard.

Tonch the Functions ivon, or Press FI8 on the kevboard,

W

6. Touch the Temp Lock icon, o Press FI3 on the kevboard,

@ ICL WORKBOODR 7
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HORIZON SYSTEM Functions Reft PATHMANOE
Brates 29/07/99

Section §: Temporary Lock, continned
b fasuer 248

The Enter nsernaroe screen is displayed.
The username displayed on the left of
the scrpen indivates who was logged on
when the Temporary Lock fupction was
activated. In this case your username is
displayed.

To unlock the svstom, you have 1o enter
yvour password, But firstly, you must
acknowledge that vour username 3
correct.

Check (0 ensure that vour usermaune 18 corect,

7. Touch the green tick won, or Press ENTER on the kevboard,

The Enter password screen i3 displaved
The system is now prompling you to
enter your password,

B Type your password,
The password when typed will be displaved us a series of Xs.
9, Fouch the green tiok icon, or Press ENTER on the keyboard,

When you have entered your password correctly, the system will venfy your username and
password, and will then return vou to the Functions menu. The customer session with all the
transactions carried o prior o activating the Temporary Lock, 1s still displayed in the sales
stack.

1y Fomch the Finish icon, or Press ENTER on the keyboard,
The customer has fenderedd the correst arpount in cash,
L Fouch the Cash won, or Press FLon the keyboard,

Well done!

You have used the Temporary Lock Tunction to secure the Horizon system during 2
customer session.

€ L WORKBOOKR

Paype 22



POL00090452
POL00090452

HORIZON BYRTEM Funetions Refy PATH/MI/002Z
Dader IWNTO9

Section 1 Time-vuls
Issue: 2.8

When the Horizon system has been inactive for 13 minutes, a time-out will ocour. The time-out
is similar to the Temporary Lock in its operation, ie (o reactivate the system after the time-out,
a password has to be entered by the user who had been using the system prior to the time-out,

After 18 minutes of inactivity, the Enter
psername soreen will be displaved.
This is called a time-put.

To reactivate the Hortzon system, yvou
must enter your password,

To reactivate the Horzon sysieny

1. Touch the green tick fcon, or Press ENTER on the keyboard.
2. FType your password,

The password when typed will be displayed as a series of Xs.

3. Touch the green tick icon, or Press ENTER on the keyboard,

When your password has been entered correctly and verified by the system, the system will
return you to the screen displayed prior to the time-out.

Mote:

If there are a further 59 minutes of inactivity after the tme-eut (total time 74 minutes),
the Horizon system will sutomatically log vou sut completely. The system will then return
to the blank sereen displaying the Ripeste logoe and POCLsecurity message. ANY sale
items that had been left in the sales stack will antomatically be completed to Cash.

Thers i5 an exception to the 15 minuvle Hme-out rule.

Exception:

i prior o the time-out, the user i operating with a once-only password (normally used by
Auditors and Security stadf), when the password 15 re-entered, a message will appear, prompting
the user to contact the Horlzon System Help Desk.

Mupte:

Anvbody with manager level access to the Horizon system can override a time-vut by
deleting the username on screen, {indicating who had locked the system). They cun then
enter their own username and password as normal. This will log the original uver vut of
the system. ANY sale items that had been left in the sales stack will avtomatically be con
pleted to Cash. The new wser will then have to Logon in the usual mannen

© 1L WORKBOOK Y
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HORIZON SYSTEM Functions Ref: PATHADG2
Brate: 2BAYTOR

Section 1@ Session Suspend fome: 2.0

Another useful function of the Horizon system s Session Suspend. This allows you to carry
out a dransaction on the Horlzon system and then suspend it so that another transaction for a
second customer can be carrled out. The original transaction can then be resumed on
completion of the second customer’s transactions,

I the following example two customers are wailing to be served. Customer A requests 10
Fipst Class stamps and an MVL V16 licence.

From the Serve Customer menm

i, Fype 10

The Quantity has now been sel to 1

2. Towck the 1st class simp icon, or Presy Fl on the keybourd,

The customer then requests an MVL V10 licence but has not completed the appropriate form,

which vou band to them 0 complete.

Rather than wait for Customer A 1o complete the form, vou can suspend this ransaction so that
Customer B can be served,

3. Touch the Susp con.

The Horizon system now displays the Deskiop menu. Notice the wons for Traming and Logout
now have oo entry symbals superinposed on them, because a transaction has been suspended.
The Susp icon has changed o Swap.

Customer B requires a £2 BT saving stamp.

4. Fewch the Transactions icon, or Press Fl on the keyboard.

5. Fouch the Serve Customer won, or Press FILoon the keyboard,

6. Touch the BT stmp £2 icon, or Press F6 on the keybourd.

d

Fouch the Finish ioon, or Pregs ENTER on the keyboard,
8. Towch the Cashy icon, or Press FU on the keyboard

The customer session has now been completed so vou can return o customer A'S transactions.
You MUST return 1o the Desktop mens before sctivating the Swap con.

9. Foweh the Riposte Deskiop icon, or Press HOME on the kevboard.

1, Touch the Swap icon,

The Horlzon systen returns (o the Serve Customer meny, with Customer A8 trumsaction in the
sales stack, The MVL V10 licence form has now been completed correctly and all associated
documentation checked, so the transaction can now be completed on the sysien

H1, Touch the Other Products wcon, or Press FI3 on the keyboard,

12, Touch the Licences icon, ar Prexs F12 on the keyvboard,

KL WORKBOOK 7
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Ref: PATHMYVHR
Diater 29/07/9¢
fssue: 2.8

13, Touch the MVL v10 icon, or Press F6 on the kevhoard.

The Amount screen is displayed. You can now enter the cost of the licence.
14, Type £155.00

Check the amount entered Is correct before continuing,

15, Touch the green tick icon, or Fress ENTER on the kevboard.

16, Touch the Fimsh icon, or Press ENTER on the kevboard,

17, Towch the Cash icon, or Press Fl on the keyboard,

Well done!

You have used the Session Suspend function of the Horizen system.
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Section 1: Entering Training Mode Date: 29/47/99

fzaae: 28

The Horizon system has a buili-in Training Mode. This can be used to train additional
members of staff in the post office, or to consolidate your own knowledge of the provesses and
procedures on the Horizon systom, without affecting your stamps, stock and cash levels in the
post office.

From the Deslaop men

1. Touch the Training con, or Press F12 on the keyboard,

The Training Mode screen s displaved.
The systern prompts you to confirm that
vou wish to enter tralning mode.

2. Touch the Yes green tick icon, or Press ENTER on the kevboard,

The screen message will now indicate that the Desktop is being reinitinkised. This takes a fow
minutes, once the system bas completed all the necessary checks and procedures, the purple
{Training Mode} Riposte logo screen will be displayed. At this point, you can Logon o the

Training Mode with one of the {raining wsernames and password.

Note:
The Training Mode nsernames and passwords are issued fo the outlet managen

Well done!

You have entered the Training Mode on the Horlzon system,
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Date: 3907499

aining Mode ,
Section 1 Exiting Training Mode (ssue: 20

When you have finished your training requirements and wish to return to Live Mode:

From the Deskiop menu

1. Towuch the Exit Train icon, ¢ or Press FI12 on the keyboard.

Teatring Trs

E i The Production Mode soreen is
displaved. The system prompts you o
confirm that vou wish 1o enter

production mode.

Trairiig

Tyadeg

Tradeang Tragh

Trgind

Trawarg

Ty

Fruinis
Training
FEINAG Ty

Teawing

2. Teuch the Yes green tick icon, or Press ENTER on the keyboard.

The screen message will now indicate that the Deskiop is being reinitialised, This takes a few
minutes. When the system has completed all the necessary checks and procedures, the green
Riposte logo screen will be displayed, At this point, vou can Logon using your usual username
and password.

Well done!

You have exited the Training Mode on the Horiron system.

@ 1CL WORKRBOOK 7
Page 27



HORIZON BYNTEM

Funclinn

POL00090452
POL00090452

Bef: PATHAMOHL
feate: 2%/47/9%
Exsuer 3B

L

WORKBOOGK 7

Page 38



POL00090452
POL00090452

HORIZON SYSTEM Functiong Bef: PATH/MVGHZ
Teader 29/07/9%
Jasug: 2.8

HORIZON SYSTRM

SECTION 2 - OFFICE TRANSACTIONS

INTRODUCTION

Introduction:

This section describes the actions and procedures available when carrying out some of the
Horizon svstem office transactions. These include Reversals, Remittances, Transfers and the
Non Accounting Data and Parcel Traffic,

© ICL WORKBOOR 7
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Rection 2: Reversals _
{ssue: 2.0

A Reversal is a transaction which is performed when it is necessary to to correct a mistake or {o
provide a refund to the customer. A Reversal does not result in existing transaction information
being amended or deleted from the systems, It does, however, create new information which
compensates and corrects the original transaction.

There are four types of Reversals:
I, Mew Reversals

A new Reversal 15 needed when there 18 no need to associate the fransaction with an
existing transaction by means of a numbered reference,

2. Existing Reversals
This type of Reversal s used to provide g reversal or refund for a transaction for which
there may be a receipt. The transaction number would be entered o inttiate the
reversal, An Existing Reversal does not always have 1o have @ receipt as you can use
the Transaction Log to find the transaction reference mumber, (refer to Workbook 10).
3. AP Reversal

This type of Reversal is used when the original transaction was for an APS card or
bar-coded bl transaction. The AP transaction number would be entered to Iniliate the
Reversal

e

. Transfer Reversal
This tvpe of Reversal is used when the original transaction was a transfer between two
Stock Units within the office. This can only be carried out after the transfer out has
heen completed from yvour Stock Unit but before the transfer i takes place in the
receiving Stock Unit

Mote:

You cannol reverse 3 reversed transaction.

o~

A number of system rules must be adhered to before s Reversal can be completed:

1. A transaction can ounly be reversed i the product involved is identified by POCL as
being reversible

2. Transactions can be reversed only if they were transacted in the carrent post sffive
Cash Account Period.

3. A wransaction must be reversed within the Stock Unit in which It was originally
varried ount.

4. A transaction that has already been dispatched to the client cannot be reversed
{ie afier the clisnt cut-off).

& When reversing Hoked transactions, the primary transaction must be reversed rather
than the associated transaction.

SICL WORKBOOK 7
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Regtion 2: New Reversals . _
fxsues 2.8

In the following example you have already carried out a National Savings withdrawal for £30
with the customer. However, when the transaction was registered on the Horzon system, #
was carried out and completed as an NS deposit. You have now realised that the transaction
s completed incorrectly, Therefore the N8 deposit must be reversed and a new transaction
carried out for the NS withdrawal. This can be carried out as a New Beversal.

W

From the Desktop menu:

1. Fouch the Transactions won, or Press F1 on the keyboard

2. Touch the Reversals icon, or Press 5 on the kevboard,

The Beversals menn is displayed.
There are four types of Reversals that
can be carned oul,

In this exarpple vou will carry out a
New Reversal which is used {0 reverse
& transaction where there 15 no
requirement 1o associate the Reversal
with the original ransaction.

S 9 S

A Fouch the New Reversal icon, or Press F2 on the kevboand.

The New Reversal menu is displayed.
From this menu vou can select the ftem
or move (o the menu from which the
product was originally sold so that the
ransaction can be reversed,

In this example the Reversal 1s for a
National Savings deposit of £30,

fisiie e
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Section 2: New Reversals, continued Date: 29/07/59
Fssue: 38

4. Touch the Other Products icon, or Press F16 on the keyboard.
5. Touch the National Savings icon, or Press F2 on the keyboard.
The Nationual Savings menu is displayed,

6. Touck the Ord afc Dep icon, or Press F1 on the keybouard.

The Amount screen is displayed. The system prompts you to enter the amount of the deposit 1o
be reversed.

7. Tppe £30.00

Check the amount entered is correct before continuing,

8. Touch the green tick ivon, or Press ENTER on the kevboard,
Q. Touch the Finish icon, or Press ENTER on the keyboard.

The Setlement screen is displayed. As this is a Reversal the transaction must be completed o
the original method of payment: 1o this example, cash.
10, Fouch the Cash icon, or Press Fl on the keyboard,

This completes the Reversal of the NS deposit. The system prints a Reversal receipt for your
records and returns o the Desktop menu,

Note:
The original transaction has now been reversed, se the correct {ransaction must now be
completed for the customer: in this example, a Natienal Savings withdrawal for £50.

Well done!

You have completed a New Reversal using the Horvizon system.
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Section 2: Existing Reversals ,
Issusy 3.8

in the following example a costomer has pad £28.90 against a BT bill. However, the
fransaction carried out on the Horlzon system was completed for a payment of £289.00 by
mistake. In this example a receipt has been produced immediately after the ransaction was
completed. The receipt will wleatily the transaction reference number for the BT bill payment
{(if it was the first transaction carried out for the customer). The transaction reference number
can also be obtained from the BT bills counter datly report or the Transaction Log (refer to
Workbook 10 This transaction can only be reversed as an Existing Reversal,

Note:
The Reversal MUST take place within the same Stock Unit where the osriginal transaction
was earried out,

From the Deskiop menu:

L. Feuch the Transactions icon, or Press F1 on the Kevboard

2. Fouch the Reversals icon, or Press F5 on the keyboard.

The Reversals menu is displayed.
There are fowr types of Reversals that
can be carried out,

in this example you will carry out an
Existing Reversal to correct a mistake
made earlier. This iy achieved by
associating the Reversal with the
original transaction using & ansaction
reference number obtained from a

e SR

- receipt, report or the Transaction Log.
Bsall
WA

A, Fesech the Existing lcon, or Press F1 oo the kevboard.

& 308 WOREBOOK 7
Page 34



POL00090452
POL00090452

HORIZON SYSTEM Functions Fofy PATH/43/002
Date: 2047/49%

Section 2 Existing Reversals, continued ,
" Ezsuer IO

The Transaction Beference soreen is
displayed. The system prompis you to
enter the transaction reference number

The number is oblained from the receipt
{helow the date and tme) and s iIn the
format 01-23436,

in this example the transaction
reference number is 01-36281.

4. Type 01-5628]

Check the reference number entered is covrect before continuing.

5. Touch the green tick won, or Press ENTER on the keybourd

The Horizon system will now search for the original transaction. Once #t finds the original, o
creates ancther transaction in the stack {to the value of £289.00) to offset the original BT bill
payment. If the original transaction cannot be found, the Horizon system will

display a message to that effect, in which case you should refer to the Horizon System User
iudde,

6. Touch the Finish fcon, or Presy ENTER on the keyboard.

The Settlement screen is displayed. As this {s o Reversal the transaction must be completed 1o
the vriginal method of payment: in this exarpple cash,

Mote:

If the original transaction was completed with a chegue, the Reversal must alse be
completed to Chegue (F23

7. Fouch the Cash icon, or Press Fl on the kevhoard,

The system prints a Reversal receipt for vour reconds and returns 1o the Deskiop menu.

Note:

The original transaction has now been reversed. In this example the original transaction

needs to be carvied ont, ie 2 BT bill payment for £38.90. The customer 3 account number
can be obtained from the receipt or the counter dally report, {refer to Workbook 18}

Well done!

You have completed an Existing Heversal using the Horlzon system,
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Opcasionally, 4 payment made using an APS card or bar-coded bill, may need 1o be reversed.
A mumber of systern rules must be adhered 1o before an AP Reversal can be completed:

. The customer MUST produce the original receipt.

The reversal must be carried out within the same Stock Unit where the oviginal transaction

was varried out.

3. The Reversal cannot take place if the APS tansactions have been dispatehed 1o the chient
at the cut off,

4. Mot all APS tramsactions can be reversed.

Refer to Workbook 6 for the AP Beversal procedure,
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Section 2: Remitiances In
ssmer 348

Remittances are movermnents of stock and cash between outlets and distribution centres. Stock
and cash remiftances ovoun

- When an outlet orders or receives stock or cash routinely.
- When an outlet returns stock or cash.

Mote:
The manager or nominated deputy must make o written reguest to the supplying agency
for the items reguired.

Before reconciling the remittance on the Horizon system you must check and acknowledge the
stock relating to the remittance.

Note:
All carvent POCL regulations regarding reconcilintions at the counter still apply.

Neote:

After the remittannce bas been physically checked, the stock can be sold through the
Horizon system. Hut the input of the remittance into the Hovizon system must take place
before the Steck Unit is balanced.

in the following example the stock listed below has arrived from Supply Division,

This stock has been physically checked and
Guantity Volume Description gverything is correct, You now have 1o

reconcile the remittance into the post office,

1063 £10 BT Phonecards using the Horizon System,

50 £2 Postal Ovders

e £4 Postal Orders

6N} £5 MVL Saving Stamps

(43 £2.60 Stamp Books Istx 18

2043 39 Siamps

2083 £2 Stamps

20043 top 2nd Class Stamps

20043 26p st Class Stamps

Mate:

Bemember a remittance will affect stock levels within the pest office and subseguently the
balancing process. I vour post office has more than one Stock Unit, ence the remittance
has been registered on the system, if the steck is to be distributed between the Stack Units,
# transfer of stock st take place.

© 1L WORKBOORK 7
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From the Desktop menm

2. Fewch the Bemitiances ioon,

ole 458
SR 0 $ 1P R

&

4. Type 100

5. FTouch the Phonecards icon,

Check the Quantity Is correct before continuing.

1. Tomch the Transactions icon, or Press FI on the kevboard,

The Transactions menu s displayed, There 15 an icon for Remittances,

or Press B3 on the kevboard,

The Remittances menu is displayed,
There are various icons available that
allow you to select the fvpe of
Remittance being carried out

in the following exampie the
Remittance has been reveived from the
Supply Division,

or Press F1 on the kevboard

The Rem In Supp Div menu is
displayed. You must ensure that vou
have selected the correct type of
Remitance. I you have selecied the
wrong type of Remittance, Teuch the
Riposte Desktop ivon, or Press HOME
on the keyboard.

In this example the correct type of
remittance hag been selected. The first
frem recetved (IO x £1G BT
Phonecards) can now be entersd o
the gystem.

or Press F7oon the kevboard,
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Section 2: Hemittances In, continued ,
fssue: 2.8

The Phonecards menu is now displayed. There are 5 icons for Phonecards and Globalcards.
The Quantity icon at the top of the screen is still displaying 100, the required amount for the
remmitiance.

f. FTouch the BT card £10 ioon, or Press ¥4 on the keyboard.

The BT £10 PC icon is now displayed in the stack. The next items from the remittance are
50 % £2.00 Postal Orders. You cannot register this item from the current menu, therefore you
will have o move to the Postal Orders menu,

7. FTouch the Prev icon, or Press ESC on the keyboard.
The system returns 1o the Rem In Supp Div menu. There is an icon for Postal Orders,
& Touch the Postal Orders icon, or Press FS on the keyboard,

The Postal Orders menu is displayed. Before you can register the £2.00 Postal Orders, you
must sef the gquantity meeeived,

5. Type 50

Check the Quantity s correct before continuing.

Wy, Fouch the PO £2 icon, or Presy F3 on the kevboard,

The PO £2 icon is displayed in the stack on the right-hand side of the screen. Again, the Postal
Order fees have been automatically added 1o the ttem.

The next items are the £4 Postal Orders. Since the Postal Ovders menu is still displaved, these
items can now be added once the (uantity is sel.

i Type 1K

Check the Quantity is correct before continuing,

12, Touch the PO £4 icon, or Press F5 on the kevboard,

The PO £4 icon appears in the stack, The next tems are the 600 x £5.00 MVL saving stamps,
These are not available from the Postal Orders menu, 0 you will bave to move 1o the Saving
Stamnps meny to register the tems,

13, Touck the Prev iwon, or Press ESC on the kevboard,

The system returns to the Rem In Supp Div menu. There is an won for Saving Stamps.
14, Touch the Saving Stamps icon, or Press F4 on the keyboard,

The Saving Stamps menu is displayed. There 13 an icon for MVL stamps, valued at £5,
15, Fype 600

Check the Quantity i correct before continuing.

16, Teuch the MVL stmp icon, or Press F3 on the keyboard.
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Bection 20 Remittances In, continped
Issaey 3D

Next on the Remittance o are 300 x First Class Stamp Books. These can be accessed on the
Muail Produsts menu,

V7. Touedy the Prev wcon, or Presy BESC on the kevhoard,

18, Touch the Mail Products won, or Presy FUU on the kevboard.

The Mail Products mene is displayed, and there s an icon for Stamp Books,
19, Touch the Stamp Books icon, or Press F2 on the kevboard.

The Stamp Books menu is displayed. You can now set the gquantity and then select the st x 10
stamp books,

20 Type 300
Cheek the Quantity is correct before continuing.
21, Fouch the Stp bk st x 10 icon, or Press Fi on the kevboard,

The 100 x 39p stamps can now be recorded from the Definitive Stamps menu,

i

2. Fouch the Prev icon twice, or Press ESU on the kevbouwrd twice.

P

3. Fpuch the Delinitive Stmps wcon, or Press F13 on the kevboard,

24, Type 100

Cheek the Quantity is correct befure continuing.

25, Touch the 39p stmp won, or Fress F1T on the keyboard,

The 100 x £2 stamps can now be recorded from the High Value Stamps menn.
26, Fouch the Prev icon, or Press ESC on the keyboard.

27, Touch the High Val Sunps won, or Press FE on the keyboard.

28, Type 2K

Cheek the Quantity is correct before continuing,

29, Touch the £2 strp icon, ov Preess F2 on the kevboand.

The final 1wo items on the remittance are 2000 x st class and 2000 « 2nd class stamps.
30, Touch the Prov icon, or Press BSC on the kevhoard.

31 Type 2000

Check the Quantity s correct before continudng,

32, Towck the 2nd class stmp fcon, o Press F11 on the keyboard,

33, Type 2000

Check the Quantity is correct before continuing,

34, Towch the 19 class stmp icon, or Press FI2 on te keyboard,
Rt WORKBOOK 7
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Section 2 Remittances In, continued "
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All the #ems included in the Remittance
in have now beoen registered on the
Horizon system. However, only three
ftems can be seen in the stack,

if vou wish to check that vou have
recorded all the tems received
correctly, you can activate the Open
icon o view all the ems entered on the
Horizon system,

S i S B

35, Feuch the Open icon, or Press END on the kevboard,

This Rem In Supp Div menu disappears
as the full contents of the stack are
shown on screen. You can now check
that all the lenws received in the
remittance have been registered.

I vou spot a mistake, you can use the
Bin funchion 1o remuove the incormest
e from the stack and re-enter the

LOTEct Hem,

To return to the Rem In Supp Div
meny, you must activate the Close icon,

Hawn e B By

36, Teuch the Close icon, or Press BEND on the keybourd,
Once you are happy that all itoms received in the Remittance In have been entered correctly:

7. Fouch the Finish icon, or Prexs ENTER on the keyboard.
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Section 2: Remittances In, continued Date: 29/07/99
Fasuer 2.0
Feitham Post (hee FALD: 123456X The Bemittance In has now been
9 1I30emy CARLL BPOL SU AA registered with the Horizon system. The

Remittance In Shp (Supply Division)

REF  1-14463

PRODUCT Name YOLUME
BT phone cupd £10 130
POE2 50
PO fee £2 50
PO £4 100
PO fee £4 100
MVL stmp 800
Stap bl latx 10 500
Postage stmp 200
Postage stonp 200
2nd class stmp 20010
ist class stmp 2000

SESSION TOTAL

Remsifance i
Zash and sock i this summary
Fave beon romited o by me

£ T NUURUNURUUSIIIURRUPRRIN . % () & 1 |

w64 END OF REPORT #4+

VALLUE
HHRLOO
HHLDO
22.50
HELOO
45.00
3000
1300.00
7800
20000
8GO0
82000

TAS50

STERBHUTS . wcorimr i mnneenssnon s s anans

Wall dons!

38, Touch the Riposte Desktop icon, or Press HOME on the keyboard.

You have completed 3 Remittance In from the Supply Division using the Hovizon system.

corresponding stock levels have been
awtomatically adjusted accordingly, The
system returns to the Rens In Supp Dhv
menu and the counter printer
amtonaatically produces a Remittanee In
Slip.

The slip ttemises each product by name,
guantity and value. The total value of
the Remittance s shown at the bottom of
the slip.

The slip must be signed, the tiime noted
in the appropriate place and
datestamped. The slip is retained until
the end of the accounting week, when it
can be used to check against
systene-derived account figures,

&L
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The Remittance Out procedure is very similar to the procedure for a Remittance In. A
Remittance Out will also automatically produce a Remittance Out slip which roust be signed,
datestamped and retained.

{n the example below the cheques received during the day have been reconciled with the
Counter Daily Cheques Listing report, (refer to Workhook 10 for the procedure to produce daily
reports), and are about to be dispatched.

Mote:
O the Horizon system the chegues must be remitted out of the office on the Horizon
systenn, All current POCL regulations regarding the dispatch of cheques still apply

From the Desktop menu:

1. Fouck the Transactions icow, or Press F1 on the kevboard,

2. Touch the Remittances icon, or Progs 3 on the kevhoard,

The Remittances menu is displayed.
There are various optiens available for
reitting stock out of the post office.

In this example the cheques will be
remitted cut to the Data Processing
Cantre.

Toael R
oSt R g

3. Touch the Out Data Cntrl icon, or Fress F5 on the kevboard.
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Pratyr 29/47/99

Bsmge: 3.0

The Rem Out Data Contral menu i
displayed. The only tters that can be
remitted out of the post office 1o the
Prata Processing Centre are cheques.

in s example chegues totalling
£2465625 have been reconciled with the
Counter Dady Chegues Lasting repon
and can now be remitted out of the post

s B office,
e
R S

b S B inn

4. Fouch the Cheque fcon, or Press F2oon the keyboard.

The Amount screen s displayed. The systemn prompts you © enter the amount of cheques to be
rermitted out of the office.

3. Type £2466.335

Check the amount 18 correct before continuing.

The cheques now appear in the stack. These are the only Homs o be remitted out fo the Data
Processing Centre.

vaogergene

6. Teuch the Finish con, or Press ENTER on the key

3,

v,
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Section 2: Remittances Out, continued Date: 29/07/59
Tssue: 2B

Feltham Post Office FAD: 123456X The Remittance Out has now been
17.45 18/06/8%  CAPIL1 BPROL St AA registered with the Hortzon system. The
Remittance Out Slip (Data Centre) stock level of the cheques held has pow
been reduced by the total on the
REF 0113739 Remittance.
PRODUCT Name YOLUME VALUE The systen screen returns (o the Rem
Chegue i 246625 Out Data Central menu and the cowter
T — printer awtomatically produces a
SESSION TOTAL 246625 Remattance Out Ship. The slip temises
the cheques remitied out of the post
Remittance oul affive.

Cash and stoek i this sununary

Have been remitied ot by me ) . .
The slip must be signed, the time noted

STEBEEETE o owveereanreasresnssaassocassenssoserscsrverocs inn the appropriate place and
datestarnped. The slip 18 retained until
THRE e [UTURIRUITORIUPIOURIORIUNN < ¥..% £ o 1% ﬁi(f ﬁﬁd (}f §§§ﬁ ii@:(r@{iﬁ“ﬁgﬁ W;’:ij‘&, ‘&‘ibﬁﬂ “'
cury be used 1o cheok against
w5 END OF REPORT 4+ system-derived account figures.

8. Touch the Riposte Deskiop icon, or Press HOME on the keyboard,
Well done!

You have completed 2 Remittance Out of the post office using the Horizon system,
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Transfers represent the movernent of cash and stock tems between Stock Units within the
office. A Transfer session will identify the quantity and value of cash and stock iHems, as well
as the identity of the Stock Uniis involved in the Transfer

i o Transfer of cash and stock is made within the post office, then BOTH the supplier and
receiver BIURT e the Translor Out and Transfer In functions of the Horizon system
respectively. The systemn will automatically produce a report for each part of the Transfer, ong
for the Transfer Out, one for the Transfer In. The users of the Stock Units concerned then sign
each others report 1o confirm the Transfer bas taken place. When both reports have been
completed correctly, the physical handover of cash and stock items can take place,

The Horizon system will only allow a Stock Unit 0 be balanced after both parts of the Transfer
have been completed on the sysiem.
You are attached 1o Stock Unit BB and vou are going to transfer out the following stock and

cash items to Stock Unit AA.

- EE000 Cashy

- 100 x £5 Postal Urders.

- 30 x £5 BT Phonecards.
1000 « st class stamps,

The Transfer procedure will stuet from the Deskiop memg
1. Touch the Transactions won, or Presy F1 on the keyboard.

The Transactions meny is displaved. There is an icon for Transfers,

2. Fowuch the Transfers icon, or Press F2 on the kevboard.

The Transfers menu is displaved, There
are oaly two cholces available, Transfer
In and Transfer Out

For the first part of this example vou
are attached to Stock Unit BB and are
going to transfer out stock and cash w
Stock Unit AA,

el
i SRR
TP
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Section 20 Trapsfers Out, continued .
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3. Touch the Transfer Out icon, or Press F2 on the kevboard,

The Select Transfer Out Stock Unit
picklist 1s displayed. From this st you
can select the Stock Unit to which you
are going to transfer the stock.

in this example there s only one other
Stock Unit in the office, Stock Unit AA

Stock Unit AA s highlighted in vellow {as it is the only Stock Unit on the picklisy,

4. Touch the Select green tick icon, or Press Fl on the kevboard.

The Transfer Out 1o AA menu i3
displayved. This menu has a similar
ook to the Serve Customer menu, | s
important to ensure that the Stock Unit
selected to receive the stock and cash s
correct before proceeding further,

The first item 10 be transferred out fo
Stock Unit AA i3 an amount of cash.

Trsdier Bt

5. Touch the Cash icon, or Press F1 on the keyboard.

The Amount screen is displayed. The system prompts you to enter the amount of cash o be
transferved oul to Stock Unit AA. In this example, £3000 will be wansferved.

6 Type £3000.00
Check the amount is correct before continuing.

7. Fouch the green tick icon, or Press ENTER on the kevboard,

€ WL WORKBOOK 7
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The next items in the transfer are 100 x £5 postal orders. There is an fcon for Postal Orders
displayed on the Transfer Outio AA meni

&, Touch the Postal Orders oo, or Prevs FS on the kevboard.

The Postal Orders menu is displaved. Before the correct value Postal Order icon 1% aotivated,
the Cuantity must be set to HHL

9. Type 100

Check the Quantity i3 correct belore continuing,

i Fomch the PO LS jcon, or Press Fo on the keyboard.

The transfer of the Postal Orders is now added to the cash in the stack. Notice that the fees
have been transferred automatically with the Postal Orders,

The next ieans in the wansfer are 30 x £5 BT Phonecards.
11, Fouch the Prev won, or Press ESC on the keyboard.

The system returng to the Transfer Ouwt to AA menu.

13, Type 30

Cheek the Quantity is correct before continuing.

14, Fonch the BT card £3 oo, or Press F3 on the keyboard

The final flem in the transfer ave 1000 1 Ist class stamps.
15, Fouch the Prev ioon, or Press BSC on the keybhoard,
16, Tepe 1000

Check the Quantity is corseet hefore continung.

17, Fouch the tst cluss stmp von, ar Press F12 on the keyboard,

WORKBOOR Y
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manney.

All the items involved in the Transfer Out to Stock Unit AA have now registered on the system.
If there were any other items 1o be transferred, you would continue the procedure in the same

18, Touch the Finish ivon, or Press ENTER on the kevhoard.

Feltham Post Office
12438 15/0659%
Transfer Out Slip

SESSION REF:
Source SU: BB

PRODUCT Name
Cash
PO £S5

PO fee £5
BT phone card £5
ist class stinp
SESSION TOTAL
Transfer

Have been ransforred o me

S T O

% END OF

CAP

STEIIUTO oo e

e AMPR

FAD:
BROY

123456132716
Pest 51 AA

VOLUME
H
100
10
30
100G

Cash and stock in this swmmary

1234536X

SU BB

VALLE
SC00.00
S00.00
65,00
130,00
260,00

3975.00

REPORT #vs

Hems,

Mate:

N

0 b halanced,

You have now completed half of the procedure for an internal transfer of stock andfor cash

FOR EVERY TRANSFER OUT, THERE MUST BE A CORRESPONDING TRANSFER

So far o this exaraple you have transferred iteres out from yvour Stock Usit, BE, mio Stock
Unit AA. The user of Stock Unit AA must now reconcile the Transfer with their Stock Unit, ¥f
both parts of the fransfer are not completed, the system will not allow either of the Stock Units

The Horizon system will automatically
produce a Transter Cut Slip. You can see
the time, date, Cash Account Period
{CAP), Balance Peried (BPY and the Stock
Unit {51} in the header of the ship.

The Transfer Out slip s also given g
session reference number, and there s
information on the Source SU BB, and
the Dest 5U AA,

All the products and totals are then lsted,
ncluding any Postal Order fees which are
shown as separate tems in the Transfer,

The user receiving the stock (Stock Unip
AA) must sign and enter the time of the
transter on the slip. The Transfer Qut slip
can then be datestamped.

ONCE COMPLETED PROPERLY, the
Transfer Out ship must be retained by the
user of the Sourpe SU BR.

€ 1L
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Section X Transfers In

To complete the Transfer In on the Horizon system, the user of Stock Unit AA must complete
the Transfer In,

From the Deskiop memu

1. Touch the Transactions icon, or Press Fl on the kevboard.

B

2. Touch the Transfers icon, or Press F2 on the keyboard.

The Tranafers menu is displayed. To complete the transfer on the Horizon system, the user of
Stock Unit AA will complete the Transfer In from Stock Unit BE.

R

3. Fowch the Trapsfer In foon, or Press Foon the keyboard,

The Select SU Transfer Session picklist
is displayed, Prom this list you can
select the transfer that has taken place
inte your Steck Unit. The detadls on
screen allow yvou to match up the details
of the transfer from Stock Unit BB e
Source Stock Unit - BB, session
reference number - 1-32716 and twtal
value of stock & cash - £3975.00,

in thiz example only one transier o
Stock Unit AA has vet to be completed.

el in

As there is only 1 cutstanding transfer to be completed it is highlighted in yellow.

4, Tewch the Select green tick jcon, or Press Fl on the keybouwd.

The Transfer In Sclection soreen 18
displayed. Details of the original
transfer appear on screen ie destination
Srock Unit and reference number
AAR2TLA, Tot Transfer Value
£8975.00, ransfer From Steck Unit BB
10 Stack Unit AAL

Toonfn
Htvesodf
et
bR % 'm
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You have a number of options available:

1. Print (F4) a copy of the Transfer In slip.
2. Preview (F8) the Transfer In slip on screen.
3. Caocel (F12) the reconcilistion of the Transfer In.
4. AcceptTrans (F16) to reconcile the stock into your Stock Unit
5. Fouch the Print icon, or Press Fd on the kevboard.
Feltham Post Offwee Faln 123456X The Horizon system will now produce a
12:04 15/06/9% CAP:IL BROD SULAA Transfer In Slip for the items in the
Transfer In Ship original Transfer Out. You can see the
time, date, CAP, BP and the Stock Unit
SESSION REF: 1234586 -1-32716 (517} in the header of the slip.
Source 51U BB Dest: AA
The Transfer In Slip also has the same
PRODUCT Name VOLUME VALUE Session reference number as the Transter
Cash 1 S000.00 1 Out and there is information on the Source
POLS 10 50000 | SU (BRY and the Dest (AA)
PO Fee £3 1 65.00
BT £5 card 30 150000 1 All the products and totals are then listed,
st Class Stamp HELE 260000 | including Postal Order fees which are
s 1 SHOWH 8% separate tems in the Transfer In.
SESSION TOTAL SHTS.00

The user of the Source SU BB must sign
Transter: o and enter the time of the transfer on the
Cush and stock v this sunmmary slip, The Transfer In slip can then be
Have been iransforred o mwe : :

ey - atestamped.

SEEOEIOI v cenenvenroeerisas s snraas
OBMCE COMPLETED PROPERLY, the
ygﬁfﬁg.u.hwme.n,...,“.‘u..‘,“‘w‘.,,«.,“-J&a}i’.}}&%ﬁ Az*rag}gfgy \{ﬁ §?}1§} mus§ é}ﬁ mt&gﬁed %’g:? ﬁ}&
UL gser of the Destination SUAAL

FrE END OF REPORT s##

The Horizon system returns to the Transfer In Details sereen. Once you have checked the
Transfer In ship is correct, vou can complete the Transfer In procedurs.

6. Touckh the AcceptTrany fcon, or Press F16 on the keyboard,

©ICL WORKBOOK 7
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Section 23 Transfers In, continued

The Complete sereen is displayed. The
system indicates that the Stock transfer
is complete.

The Transfer In and Out ovele s now complete. 1 is tmportant to complete all aspects of the
k _ i
procedure accurately, otherwise ervors in balancing will oceur.

Well done!

You have completed a transfer of cash and stock from Stock Unit BB into Stock Unit AA
using the Horizon system.

@ L WORKBOOK Y
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There are certain fransactions performed that will need to be entered into the system to maintain
an accurate account of the work undertaken i vour post office. These are classed as Non
Accounting Data, and equate 1o the entries normally accounted for in TABLE 10g of the Cash
Account. Non Accounting Data are accessed via the Transachions menu,

Mate:
The sale of postage stamps will need to be aceounted for via the Serve Customer menn,

In this exaraple § Swiftair packages have been processed in the post office during the current
accounting week and will be accounted for, using the Non Accounting Data function of the
Horizon system,

Fromn the Desktop menu;

L. Touch the Transactions icon, or Press F1 on the kevboard,

The Transactions menu is displaved,
£ the boltom row of wons there is an
wwon for Non Accounting Data.

Wbl
GE TN

2. Fouch the Non Acc Data iwon, or Press Fid on the kevboard,

The Non Accounting Data meny i
displayed. There are vanous ioons for
registering the different types of Non
Aveounting Dita,

In this example & X Swiltair packages
are 1o be registered.

SRRSO
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Section 2: Moo Acvounting Data, continued fssaes 1.0

3 Fype s

Cheek that the Quantity 18 correct before continuing,

4, Feuch the Swiltair con, or Press F9 on the kevboard.

The Swiftair icon s displaved in the stack, You cun see that no value
is recorded for the transaction, but the quantity provessed is shown,
(35, At this stage, the tramsaction has not heen recorded on the system
but is only registered in the stack. 1T you hud provessed any other Non
Accounting Data in the office during the current accounting week, they
would alse need to be added 1o the stack by selecting the Quantity and
type of work undertaken.

This 15 the only transaction for this example.

5. Teuch the Finish icon, or Press ENTER on the keyboard.
&, Touch the Riposte Deskiop icon, or Press HOME on the keyboard.
The system returns o the Deskiop menu.

Note:
The entry of Non Accounting Data should be done in bulk, at the end of the Cash Account
Period. It is only reguired to be registered in one Stock Unit,

Well done!

You have registered the Non Accounting Data ftems handled in the postoffice using the
Horizon system.

WORKBOOK 7
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Section 2: Pavcel Traflic . .
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Parcel Traffic, which equates to the eniries normally accounted for in TABLE 12 of the Cash
Account, can also be registered on the Horizon systern in a similar way o the Non Accounting
Data. The Quantity of all Parcel Traffic transactions must be recorded, along with their total
value. There are four categories of Parcel Traffic:

Inland stamped.
Inland metered.
international stamped.
international mefered.

Lk Fed v

b

All four categories van be registered using the Parcel Traffic function of the Horizon system,
In the following example you want to record a total of § parcel inland metered items totalling
£36.00.

From the Desktop menu:

L. Fouch the Transactions icon, or Press Fl on the keyboard.

The Transactions menu is displayed. Oun the bottom row there is an icon for Parcel Traffic.

2. Fouck the Parcel Traffic icon, or Press F15 on the kevboard,

The Parcel Traffic menu is displayed.
The four categories mentioned at the
start of the example are all available
from this menu. There is an additional
icon for Punctions.  Activating this icon
will take you directly to the Functions
e,

In this example there 15 only one dem o

et be processed, bt before the icon is
P activated, the Quantity of Parcel Traffic
o transactions handled must be set,

Pl oy

3. Type S

Check the Quantity is correct before continuing,

4. Touch the InlPolMur icon, or Press F2 on the kevboard,

@ ICL WORKBOOK 7
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Section 2: Parcel Traffic, continued g
' fusues 2.8

The Amount screen is displayed. The systern prompts you to enter the total amount of all the
Inland Metered Parcel transactions handled.

In this example the amount is £36.00.

4. Type £36.00

Check the amount is correct before continuing.

5. Fouch the green tick con, or Press ENTER on the kevhoard,

The Inland Parcel Metered Parcel Traffic appears in the stack. If you had handled any other
Parcel Traific items, they would also need to be registered in the same way.

This completes the Parcel Traffic entries in this example.

&. Touch the Finish icon, or Press ENTER on the keyboard,

7. Touch the Riposte Desktop icon, or Press HOME on the keyboard.

Mote:

The input of Parcel Traffic should be done in bulk at the end of the Cash Account Peripd.
It is only required to be registered in one Stock Unit.

Well done!

You huve registered the Parcel Traffic handled in the post office using the Horizon system.
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Activity Sheet 1 Workbook 7

If there wre any questions you are unable to apswer, read this Workbook again. Some of the
guestions are practical and require you to use the Horizon system,

Note:
If you are completing these exercises in the post office, ensure that the Hovizon system is
in Traiuing Mode.

1. What is the difference between the Receipt and the Reprint Receipt icons on the Functions
menu?

2. What products are the following PLU Numbers for?

046
072
244

3. How many 37p slamps can be puwrchased with £25 cash?

4, Reverse a transaction (no receipt produced) for o National Savings Ordinary account
Dieposit of £75.00.

3. Remit In from Supply Div. {or from Other PO as required) the following tems:

25 £5 BT Phonecards
50 £5 Stamps

200 3lp Stamps

1000 First Class Btamps

6. Register the following Non Accounting Data transactions:

5 x Datapost 112
7 x Datapost 2448
3 x Datapoest International
© 1L WORKBOORK 7
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HORIZON SYSTEM

HELP & BASIC MAINTENARCE
HORIZON SYSTEM
CONTENTS
Help & Basic Malntenance: Objectives & Intvoduetion ... ... ... ... ... .. ... ....3
Section 1
Horfzon systemn Help: Introduction . oo oo i i i a8
oy H&g.,‘,. ...... e U 7
Horizon system COnlMEencitn © . . . e ir cn cnvconcn cncn e e §
Hortzon Systermy Helpdesk . o o o e e g
Hortzon system bagic Maintenante . ... ittt i e 10
Section 2
Consumables: Introduction © ... oL L e e e e e i3
Ordering consumables o e e 15
insialling consumables:
Courter printer ribhon Casselie. ... . . i .. 1B
Counter printer paperroll . ... . e 18
Ad report printer (EPSON Sivlus 2000 - replacing the ok cartridge ... 2
A4 report printer {EPSON Siylus 2000 - leading paper ... . Lo Z
A4 report printer (PANASONIC Laser) - adding toner to the process unit . .26
Ad report printer (PANASONIC Laser) - replacing the process unit ... ... 28
Ad report printer (PANASONIC Laser) - loading paper ... ... .. ... 34
Activiey Shoet T Workbook 8 ..o 0 0o o R SR 33
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HORIZON SYSTEH

HELP & BASIC MAINTENANCE
HORIZON SYSTEM

OBJECTIVES & INTRODUCTION

Objectives:
By the end of this Workbook vou will be able to:
Acvess the Help functions available.

Follow the correct procedures in the event of system or component fatlures,
Install consumables for the Horizon system.

L B wet
> H ,

Introduction:

This Workbook covers Help and Basic Maintenance and s divided into two sections, Section |
describes where Help can be obtained and describes the mainienance that you can carry oul in
the post office. Section 2 describes how 1o install the Horizon system consumables.

At the end of each Workbook in the series there i3 an activity shegt which allows you 1o
confiom vour understanding of the information in the Workbook. If vou are not sure of the
answer to a guestion stmply re-read the relevant section of the Workbook and try aguin,

The Workbooks don not cover every possible transaction which you can perform on the
Horizon systern. I vou need further help, or if a specific example 13 not covered you should
consult the Heorizon Svstem User Gudde.

Mote:

The Workbooks provide values against 5 number of products and servives that are eorrect
at the time of going to press. This information is subject to change and you should refer
to the appropriate POCL transaction documentation for ap fo date price information.

Heorizon System Helpdesk
GRO ’
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HORIZTON SYSTEN

SECTION I - HORIZON SYSTEM HELP

INTRODUCTION

Introduactionm:

This section describes the actions and procedures available to obtain Help on the Horzon
system, It alse covers the procedures to follow in the event of systern or component
failures.

Maitenance will normally be carried out by gualified service engineers.  However, you can
carry cut some basic maintenance tasks, and these tasks are explained in this seetion,

UNDER NO CIRCUMSTANCES ARE USERS TO PERFORM ANY
MAINTENANUE TASKS OTHER THAN THE ONES DESCRIBED IN THIS
WORKBOOK, IFINDOUBL CONTACT THE HORIZON SYSTEM HELPDESK

The Workbooks do not cover every possible transaction which you can perform on the
Hortzon system. [F vou need further help, or if a specific example 15 not covered you should
consult the Horizon System User Guide.

Horizon System Helpdesk
i GRO i
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Section 1: Help Yssue: 20

Occasionally, things may go wrong with the Horizon systern, or you may need belp with a
particular process or procedure. This section explains the Help functions available. I a
fatlure ocours on any part of the Hornzon system, vou must telephone the Horizon System

Helpdesk s:m{

1. The Info Ivon.

You have already used this function on the Hortzon systeme The Info won i
always available. To obtain further information about a particular icon, Fouck
the Info con, or Press HELP and immediately Touch the icon, or Press the
relevant Function or Command key on the kevboard. The vellow sprech bubble
that appears will give vou an on screen description of the icon, and it will
indicate if there v a submeny associated with L

2. The Quick Reference Cards
These have been produced as a ready source of reference for you. They provide step by step

instructions for the most commonly used functions. The information on each set of cards is
grouped for ease of use.

3, The Horizon System User Guide
In the Horizon Spstem User Guide vou will find all the transactions and their related
procedures, '

4, The Horizon Svstem Helpdesk
A telephone Help Desk has been set up 1o assist with any quenies or

problems. It is the single point of contact for all Hortzon system
SRGUITIES,

Mote: . ‘
The number for the Horizon System Helpdesk is: | GRO

Horizon System Helpdesk

GRO
& ICL WORKBOOK 8
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Section 12 Horizon sysiem contingencies _
3 fssues 38

If you huve a failure of the complete system or one of its components, these are the procedures
1o adopt,

i, Power Fallare

The most kely cause of a complete systern fatlure 15 a Joss of power for one reason or another,
Telephone the Hortzon System Helpdesk as soon ag possible. You must continue transactions
and account for them manually, When the power 18 restored and the system is functional aguin,
it will be possible 1o enter the manually performed transactions as a batch. Follow the
procedure in the Horizon Svstem User Guide.

2. Monitor/Touch Screen Failure

If the monitor fails, call the Horzon Systern Helpdesk,

if the wuch soreen facility fuils, you canuse the kevboard (o process transuctions, Call the
Horizon System Helpdesk,

3. Magnetic Swipe Card Reader Fallure

I the magnetic swipe card reader fails, you can enter details of your ransactions manually,
Call the Hortzon System Helpdesk,

4. Smart Card Reader Failure
I the smart card reader fails, call the Horizon System Helpdesk,

%, Kevbeard Failure
If any part of the kevboard fails, you can use the touch sereen factlity 1o continue provessing
wansactions, Call the Horizon System Helpdesk,

f. Bar-code Reader Fallure
if the bar-code reader fails, vou can use the kevboard or touch sereen to enter the bar-code
wentifier manually, Call the Horizon System Helpdesk.

7. Brales Failure
if the connection between the scales and the Hovizon systesn fails, vou can enter the weight of
the mail ftom manvally.

Mote:
1t is not the responsibility of ICL Pathway, or the Hovizon System Helpdesk, to maintain
ar diagnese foults with the elecironic sealex

#. Counter {or Ad reporty Prister Failure
if the counter {or Ad report) printer fails, details of the report required can be previewed on
screen, and a report produced manually, Call the Hornzon System Helpdesk,

%, Wultiple Eqguipment Failure
in the event of mudtiple equipment fatlure, eg kevboard and touch soreen fatlure, call the
Horizon System Helpdesk,

Horizon System Helpdesk

" GRO ]
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Section 1: Horizon System Helpdesk
S Tssup: 2.0

The Hortzon System Helpdesk is available to offer advice, guidance and help to Post Office
counter stafl about the use of the Horizon system. The Helpdesk staff have access to counter
procedures and reference systems and are trained in the yse of the Hortzon system,

Note:

Should Post Office counter stall have difficalty in using the svstem or the documentation,
they should contact the Horizon System Helpdesk., The service hours of the Horizon
System Helpdesk are:

Ot of hours service Q500 - 800 Monday to Saturday
Full service G840 - 2000 Monday to Saturday
Ot of hours service 2000 - 2400 Monday to Saturday
Ot of hours service G700 - 2200 Sunday

Mote:

The Tull service s NOT provided op English/Welsh Bank Helidays, During these periods,
a Sunday service is provided.

During these hours, calls will be handled by ICL Pathway., When call volumes are high, a
voicemall message may be relaved.

When the Horizon System Helpdesk is contacted, the Helpdesh operator will ask several
questions in order o verify your identily and 10 ascertain the nature of the problem. These will
include:

- Your name

- Your post office FAD code
- Your telephone number

- Details of the problem.

Pote:

BEFORE calling the Helpdesk, you should gather as much information as possible about
the problem, to enable the Helpdesk operstor to swiftly disgnose the nature of the préiem.
You MUST have a copy of the Herizon Spstem User Guide 1o hand when contacting the
Haorizon System Helpdesk, as it may be referved fo during the ¢all,

The operator will attempt to resolve or diagnose the problem during this initial telephone call.
The information will be recorded onto g Helpdesk svstem and allocated a unigue call refersnce
number.  Onee the problem has been dingnosed, the operator will give you the call reforence
number and what action o expect next. This call reforence number should be recorded and
guoted i you need to ring the Helpdesk about this problem again

If vour query or problem is not resolved during the initigd telephone call, the Helpdesk will
advise you of the date and time by which vou will next be contacted. This contact will take the
form of either @ site visit by an engineer, or a telephone call from someone n the 1L Pathway
support chain,

Huorizon System Helpdesk
GRO i
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Section 1: Hovizon system basic maintenance

POL00090452
POL00090452

Befr PATH/AMA02
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Help & Basle Maloteaance

1. The Processor

Do keep the outside clean, Wipe the casing with a dry
cloth,

Do not remove any connections or atiach anything

i the system.

Do net pile other items around the provessor, as it
needs 1o be well ventilated to operate effectively.

Do net move the processor, as this may cause damage.
Do nat allow the processor to become damp o wel,
Do mot switch off the processor except in an
emergency or when instructed o do so by the Horizon
System Helpdesk.

2. The Beyboard

Do make sure the magnetic swipe card reader 19 ¢lean
and free from obstruction,

Do make sure the smart cand reader 18 clean and free
from obstruction.

Do pot place Tood or drinks near o the keyboard.

Do keep the keyboard clean and free from dust, using
sCreen wipes.

A single cleaning card is supplied to help keep the swipe card reader clean. Ensure the
cleaning sirip is facing vou and at the bottom of the card. Draw the card through the slot two
or three times, This action should be carried out weekly, Ensure the cleaning card 1s Keptina
safe place, as ouly one &8 issued o your post office.

Paper
Roll

3. The Counter Printer

Do keep o spare supply of ribbons and paper for the printer.
Do only use suthorised materials for printing.

Do switch off the printer when not in use for long penads,
eg overnight.

Ribbon
Casselie

If the paper looks dirty after printing, Remove the Paper Boll and Ribbon Cassette from the
printer (vefer 1o pages 16-19% Appdy a small amount of the supplied Horizon anti-static cleaner
to a clean, lint-free cloth. Wipe across the visible srea of the large rubber roller. Dy the roller
with a second dry lint-free cloth. Press the FEED button to advance the roller 1o an uncleaned
portion and Repewt the process until the whole roller has been cleaned. Replace the Paper Roll
and Ribbon Cassette.

Heorizon System Helpdesk
. GRO |
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Section 1: Horvizon system basic maintenance, continued tssne: 2.0

4. The Maenitor

Do switch off the monitor before cleaning.

Do switch off the monitor when not in use for long periods.
Do wipe the monitor at regular periods with the supplied
anfi-static cleaner and lint-free cloth.

5. Bar-code Reader
o clean the scan window using the supplied screen wipes,

5. Ad Report Printer - PANARONMIC Laser

Do switch off the printer before cleaning.

Do clean the printer’s casing, when it becomes dirty, with a clean
Hnt-free oloth dampened with the supplied Horizon anti-static
cleaner,

7. Ad Report Printer - EPSON Stylus 200

Do clean the printer’s casing, when it becores dirty, with a clean
lint-free cloth dampened with the supplied Horzon anti-static
eleanern

I print quality diminishes, use the printer’s butli-in print head
cleaning cyele 1o ensure that the nozeles are delivering ink
properly. Clesn the print head as follows. Press the Cleaning
button on the control paned, the power light will flash during the
cleaning cyele. Carry out 2 specimen print as follows: Switch off
the printer, hold down the Cleaning button and then turn on the
printer. The test print will then be produced on two sheets of
paper. The Load/Bject button will need t be prossed after the
first sheet is printed,

Hortzon System Helpdesk

GRO 2
& ICL WORKBOODK &
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HORITZON SYSTEM

SECTION 2 - CONSUMABLES

INTRODUCTION

introduction:

This section describes the actions and procedures necessary to order and install consumables on
the Hortzon system printers.

€ WL WORKBOOK E
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HORIZON BYSTEM Help & Basic Malntenance Ref: PATH/M3/002
Date: 294799

Section I Ordering consumables ,
Issue: 2.0

Consumables delivered with the Horizon system

Per Counter Position:

- 3 single ply tally rolls, for use with the counter printer.

- 1 eounter printer ribbon. The counter printer will also have a ribbon pre-installed when
debvered.

Per Outlet:

-1 pack of A4 size paper (300 sheets) for use with the Ad report printer,

- The required consumables for the Ad report printer ie ink-jet cartridge or laser
womer and drom will all be pre-installed on delivery.

% san be obtained as follows:

i Complete an order form in the Horizon Consumables Order Pack, indicating your
regquirements,

Post the top copy of the order form direct to the supphier Dataform, using the labed
provided.

3. Retain the bottorn copy of the form o check the goods on receipt.

t

The order will normally be delivered within 5 working days of posting the order form.
If the order i3 not received within 7 working days, contact Dataform direct on:

GRO

Juote your order nuraber shown on the top right-hand corner of the order form.

Emercency srders
Emergency orders can be delivered within 24 hours. They can be placed by wlephoning
Dataform on:

'~ GRO
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Section 2: Installing consumables: counter printer ribbon cassette

Drate: IWGTAY
Issuw: 3.8

the ribbon cassette as follows:

Step 1.

pull the Cassette straight up.

MNuote:
{aution ~ the Printhead may be het!

P Guide

e
/

Carostwess

Bibhen
o RRsualte

{nstalling or changing the counter printer ribbon cassefte:
Follow the instructions carefully and do not force the cassetie into place.
You need to change the counter printer ribbon cassette when print quality deteriorates. Change

Switch off the printer and open the Cassette Cover (front). If a used ribbon casselte is to be
removed, grasp both sides of the Cassette, 11t and rock the Cassette back and forth, Do not

Step 2.

Holding the Cassette with the Mylar Guude
facing away from you, insert the Frent of the
Cassette inte the Carriage. 1t is mmportant 1o
fit the front edge of the Cassette into the
Carriage first. Do not place the Cassette flat
on the carriage.

Btep 3

Rock the Ribbon Cassette forward, towards
the Printhead and then press down on it until
the Tabs on the Ribbon Cassette snap o the
the Clamps,

5
]
{grags
© 0L WORKBOOK 8
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Section 1; Installing consumables: counter printer ribban tssue: 2.0

cassette, continued

Step 4.
Tighten the ribbon by tuming the Knob on
the Cassette clockwise,

Step &,
Close the Casseite Cover,

Step 6.
Switch on the printer back.

MNote:
The old Ribbon Cassette can be disposed locally using the new cassette s wrapping and
box.

DL WORKBOOK 8
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Section 1: Installing consumables: connter printer paper roll
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POL00090452

Red PATHMAYBEZ
Pratey IW/07/9%
Issuer 2.8

before the printer will resume operating,

Load paper as follows

Paoer
PR

Loading and removing the counter printer paper roll:

Change the paper when the READY light flashes orange and green. This indicates that the
paper supply is low. If no action is taken the printer will stop. The paper raust be changed

step 1.

Open the Paper Cover {rear). If the paper is
to be changed, rerove the used moll by
pressing the FEED and RESUME buttons &t
the same time. This removes unused paper
from the printer safely.

Do not pudl on the paper to remove unused
paper from the printern

Step 2.

Tear off a clean edge on the new roll and fold

the paper straight. This makes i easier to
ioad the paper.

Step 3.
Place the roll in the printer so the paper
unwinds from the botiom owards the front

€ L WORKBOOE 8
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Section 2t Installing consumables: counter printer paper fesme: 2.0

roll, continued

Step 4.

Slide the edge of the paper over the small
roller (Receipt Roller) and into the gap
between the small roller and the large rubber
roller,

Faraipt

Step 8.
Turn on the printer, if it i3 not already on, and
press and hold the FEED button.

Biep 6.

With slight downward pressure, the receipt
paper will feed through the printer and out.
Continue until 12 inches of paper have fed
through, and then release the FEED button,

Step 7.
Thread the receipt paper through the slot in the top cover {rear), close the paper cover, and tear
off any excess receipt paper,

Mate:
If at any time the paper does not feed, repeat Steps 1 - 7. 1f this deesn { work, remove the
paper roll and start again,

0L WORKBOOR B
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HORIZON SYRTEM Help & Basie Madntenancs Relf: PATHAMIMZ
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Section 2: Installing conswmables: A4 report printer (EPSON tesae: 240

Stylus 204} - replacing the ink cartridge

There are two types of Ad report printer issued with the Horizon system, the EPSON Stylus
200 and the less common PANASONIC Laser. Ensure you order the correct consumables for
your type of printer.

Ad report printer (EPSON Stylus 200) - replacing the ok cartridge:
The printer’s Ink Out light tells you when it is Hime to replace an fok cartridge. A flashing Ink

Out light indicates that the cartridge is low on ok, When an ink cartridge 15 empty, the printer
stops automatically and the Ink Out light 15 it continuously.

Neote:
Die not replace the ink cartridge with a new one before the Ink Out light flashes, otherwise

the ink end indicator will not work correctly with the new Ink cartridge.

Beplace the ink cartridge a5 follows:

Step 1.

Make sure that the Ink Out hight s flashing or
e comtinuonsly and that the printer is not
printing. (Do net turn off the printer).

Step 2.
Opers the printer cover using the tabs on both
sides.

Hold down the Load/Eject button for about
five seconds until the printhead unil moves
left slightly to the cartridge replacement

position. The Power light begins flashing.

Mote:

Cauntion - do not meve the printhead uuit
by hand, Always use the Load/Ejest
button to move it stherwise you may
damage the printen

Mote:

The printhead antomatically returns to the
home (far right) pesition after about 60
seconds i vou de not begin the
replacement,

Biep 4.

Lift up the ok cartridge clamp as far as it will
go. When vou do, the carteidge will partly
rise out of the ink cartridge holder.

L WORKBOOK 8
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Section 2: Installing consumables: A4 report printer (KPFSON Tesue: 2.0

Stvius 2060) - replacing the ink cartridge, continued

Rtep &,

Lift the cartridge out of the printer and
dispose of it locally using the new cartridge’s
wrapping. Do pot take the used cartridge
apart or try to refill it

Note:

Warning - if ink gets on your hands, wash
them thoroughly with soap and water, I
ink gets into vour eves, flush them
immediately with water and seek medical
advice,

Step 6.
Open the ink cartridge wrapping. Remove the throw-away tape seal from the top of the car-
wridge as described on the wrapping.

MNote:

Caution - You MUST remove the throw-away fape seal from the top of the new cartridge.
Leaving the tape on when you install the cartvidge will permanently damage the
eariridge. Do not remove the tape seal from the betiom of the carfridge. H you remove
the tape seal, ink will leak from the cariridge.

Step 7.

With the label face-up and the arrow mark
pointing to the rear, lower the ink cartridge
into the holder. Do not push down on the ink
cartridge.

£ 1L WORKBOOK 8
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Section 2: Installing consumables: Ad report printer (EPSON
Stvius 2008} - replacing the ok cartridge, continued

Ehstes JQATIO%
FESTI T R

Siep 8,
Press the ink cantridge clumop down unil 2t
incks into place.

Nete:

{ aution - once you have Installed the ink
cartridge, do not open the clamp again
until vou next replace the ink cartridge.
Otherwise, the cartridee may become
unusable.

Step 9.
Pregs the Load/Elect button 1o return the printhead unit 1o its home {far right) position. The
printer charges the ink delivery system,

Note:
Even if vou do not presy the Load/Eject bution, the printhead avtomatically returns to the
home (far right) position abowt 68 seconds after vou replace the ink cartridge.

Neote:

Cantion - during the ink charging pracess, the Power light Hashes, Never turn off the
printer while the Power lght is flashing. Doing so can result in incomplete charging of
printer ink,

Step 1
Close the printer cover
The procedure described above has demonstrated the action required to replace the ik

cartridge for the EPSON Stylus 200 report printer. Always ensure you have a spare ink
cartridge available,

© L WORKBOOK B
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HORIZON SYSTEM Help & Basic Mainteasnce Ref: PATH/43/402

Section 2: Installing consumables: Ad report printer (EPSON ‘Dm;qi:f?; 92
Stylus 2680) ~ leading paper T

A4 report printer (EPSON Stylus 200) - loading paper

Load paper as follows:

Step 1.
Make sure that the paper thickness lever is set
to the plain paper position,

Step 2.

Push down the left edge guide lock lever (1}
gnd slide the left edge yuide (2} to the left as
far as it will go.

© 1L WORKBOOK 8
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Section 2: Dustalling consumables: A4 report printer (EPSON

Stvius 208 - loading paper, continued

POL00090452
POL00090452

Refs PATHANG02
Date: IWHI09
fospe: 20

Support

Sheet Feeder

Step 3.
Fan the stack of paper, then tap # on a flat
surface to even the edges.

Step 4.

The printable side of the paper is indicated by
the arrow on the paper packet. Holding the
printable side towards you, insert it gently
into the printer and rest it against the Paper
Support. This ensures that the paper I8
properly loaded in the paper path.

Step 8.

Load a stack of paper with the right edge of
the paper resting against the right side of the
Sheet Feeder

Step 6.

Slide the left edge guide (1) against the left
edge of the paper, then set the lock lever
up {2} to secure the left edge guide.

Setting the paper thickeess lever

The paper thickpess lever has two seftings:
Plain Paper and Thick Paper. You should set
the lever fv the position that best suits the
paper being used for printing as shown in the
diagram on the left,

Npte:

When vou are changing this setiing, make
sure that the printer is paused and that
there is no paper in the Sheet Feeder ar
Paper Path,

L WORKBOOK B
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Section It Installing consumables: A4 report prioter (EPSON

Styvlus 208) - londing paper, continued

Date: 2WQT/9%
Fosue: 3.8

Adji;gfi Lever

Setting the Adjust Lever
I ink smears on your print-outs, or is faint,
set the Adjust Lever to the + position.

To change the setting, open the printer cover
and position the lever as shown on the left,

Maote:

When you are changing this setting, make
sure that the printer Is paused and that
there is no paper in the Sheet Feeder or
Paper Path.

WORKBOOK 8
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Section 2: Installing consumables: A4 repert printer (PANASONIC “"‘“}%:;i’?;ﬁ
Laser) - adding toner to the process unit T

The other type of Ad report printer sometimes issued with the Horlzon system is the
PANASONIC Laser,

Ad report printer {PANASONIC Laser) - adding toner to the process unil:

if the TonerProcess Unit indicator light is blinking slowly {with an interval of about 2.5
secondsy, the toner may be empty. You should add toner to the process unit as described below,

Mote:
If the Toner/Process Unit indicator light is 1t continuously or hlinking quickly (with an

interval of about 1 second), vou need to install a pew process unit {refer to Page 28 this
Workboak)

Add foner to the provess unit as follows:

Step 1.

Switch off the printer. Open the left Cover of
the printer by gently pulling the Cover release
tab.

WA

A

f

b

elease

=
= Step 2,

Held the green labelled tabs and pull the
process unit towards you to remove i

L *:""”}\

HMotes:
i. Do not touch the green dram surface.
2. De not expose the process unit to light for more than five minutes or fo divect sunlight.

. WORKBOOK 8
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Section 2: Installing consumables: Ad report printer (PANASONIC })mhf:f f:}g
Laser) - adding toner (o the process unit, continued T

Step 3.
Open the toner cover of the provess unit,

Ktep 4,
Remove the protective cover from the toner
cartridge.

Step 8.

Place the toner cantridge on the process unit,
and slide the toner cartridge o the left ungl #
stops.

Etep 6.

Shake the process unit and tap the toner
cartridge to let the toner fall into the process
L

Rtep 7.
Remove the toner cartridge by sliding it 1o
the right and lifting.

Step &,
Clase the toner cover on the provess unit,

Step 9.

Hold the green labelled tabs and push the
process unit Hrmly into the printer to reinstadl
it.

Step 14

Close the left cover of the printer. Dispose of
the empty toner cartridge locally, using the
opened wrapping.

©ICL WORKBOOK 8

Page X7



POL00090452
POL00090452

HORIZON SYSTEM Help & Bagle Malntenance Haf: PATHMNGGZ
Section 2: Installing consumables: Ad report printer (PANASONIC mm;ﬁizﬁff;&g

Laser) - replucing the provess unit

Replacing the process unit

Pigtes:
To prevent any damage to the process unit, observe the following precautions:

Do not touch the green drum surface.

Lift the process unit by holding the green labelled tabs.

Do not expose the process uunit to light for mere than five minutes, or to direct sunlight.
Do not keep the process unit near dust or dirt.

Do not place the process unit in a high bumidity area.

Step 1.
Switch off the printer. Open the left Cover of
the printer by gently pulling the Cover release
tab.
—
M Step 2.
e Hold the green labelled tabs and pull the

provess unit towards you to remove it

i
e TR

AU i ey
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Section 2: Installing consnmables: A4 report printer (PANASONIC Yoeme: 2.0

Laser} - replacing the process unit, continued

Step 3,
Open the plastic bag containing the new
process unit and remove the unit

Step 4.

Remove the sealing film {1},
Remove the protective sheet (2,
Remove the tapes (33

Step 5,

Hold the green tabelied 1abs and push the
process umt firmly into the printey to reinstall
i, Dispose of the ‘old” process unit loeally,
using the new unil’s wrapping

Step 6.
{lose the left Cover of the printey, Switch on
the printer.

NN

The last two examples have demonstrated the actions required 1o add toner or replace the
provess unil of the PANASONIC Laser Ad report printer. Always ensure you have & spuse
provess vt and toner cartridge available.

@ ICL WORKBOOR 8
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Section 2: Installing consumables: A4 report printer (PANASONIC Date Ms; if)?‘z Z
f.aser} - loading paper T

Load paper as follows:

Mote:
The printer may be left switched on when vou are loading paper.

Step 1.
Open the output tay (top cover).

Step 1.
Exiend the paper support by shiding it upward

y 4

tep 3.
Ipen the paper ray.

o

Step 4.

Separate the Guide caps o the approximate
width of the paper. Refer 1o the size indica-
tors above the paper guides for accurale

paper width,
@ L WORKBOOK 8
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HORIZON SYSTEM Help & Basic Maintenupee Ref: PATHM3/A02

Section 2: Installing consurnables: A4 report printer (PANASONIC mm;gi@ﬁ
Laser) - loading paper, continued T

Step 8.
Fan the stack of paper, thes tap it on a flat
surface to even the edges.

Mote:
it is possible to load up to 100 sheets of 80
gim® paper in the paper tray,

Step 6.

Place the paper in the paper tray and adjust
the guide caps 1o the paper size. The height
of paper should not exceed the Hmit mark on
the Guide caps, or it may cause a paper jam,

Note:
if the paper guides are not adjusted properly, the prinfout may be skewed.

Note:
De not load paper of different types or thickness in the paper tray at one thme as this may
cause g paper jam,

Note:
When more paper is added to the paper tray, the remaining paper must first be removed
from the ray and then the entire stuck of paper placed into the fray.

Mote:
Do not allow more than 50 sheets to avenmulate in the output tray, as this may cause a
paper janm.
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Activity Sheet T Workbook &

1, Name two sources of Help available to vsers,

2. On which days 15 the Hornizon System Helpdesk NOT available?

Name three questions that you may be asked, by the Horizon System Helpdesk to verify
your identiy.

fgd

4. What document must you have to hand when ielephoning the Horizon System Helpdesk?

3. How frequently 1s it recoromended that vou wse the cleaning card for the kevboard magnetic
swipe card render?
L ICL WORKBOOK B
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HORIZON 8YSTEM

OFFICE ADMINISTRATION
HORIZON SYSTEM

OBJECTIVES & INTRODUCTION

Objectives:
By the end of this Workbook vou will be able o

1. Connect the Horizon systems in the post office to the Post Office Network (Post Gifice
Log On).

Create and delete users on the Hortzon system.

Change g user's password,

Create and delete Stock Units,

Attach users 1o a Stock Unit

introduction:

This Workbook describes the actions and procedures for the administration of the Horzon
system and s divided into two sections. Section 1 describes the action required to connect the
post office to the Post Office Network, a procedure called POLO (Post Office Log On).
Section 2 describes the adminbtration functions of the Horizon system, inchuding how to add
users and Stock Units,

Al the end of each Workbook in the serfes there 18 an activity sheet which allows you (o
practise the transactions covered in the Workbook, I you are not sure of the answer 1o a
question, sinply re-read the relevant section of the Workbook and try again,

MNote:

If vou are carrving out any of these training examples in the post office, the Horizon
system must be placed in Training Mode by the manager. You must have manager level
accpss on the Horizon system to carry out most of the procedures descoribed in this
Warkbook.,

The Workbeoks do not cover every possible transaction which vou can perform on the Hoerzon
systern. I vou need further help, or if a specific example is not covered, you should consult the
Horizon Svstem User Guide,

Naote:

The Workbooks provide values against a number of products and services that ave correct
at the time of going fo press. This information is subject to change and you should refer
to the appropriate POCL trapsaction documentativn for up to date price information.
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MRIZON SYNTEM

SECTION 1 - POST OFFICE LOG6 ON

INTRODUCTION

Intreduction:

This section describes the actions and procedures which need to be followed to connect the post
office to the Post Office Network after installation of the Horizon system. The Post Office Log
On (POLO) procedure should only be carried out once. After that, a modified procedure should
be carried out to reconnect the post office o the Network after a power fatlure or a provessor
replacement. To assist you with the POLO procedure, the Horizon Field Support Officer
{HFSO) will be present in the post office after the Horlzon system instaliation,

Mote:

The POLO procedure cannot be practised when the Horizon system s operating in
Training Mode. If vou need to carry out the POLOprocedure in the post office when the
HFSO is not present, refer to the procedures in the Horizen System User Guide.
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HOREZON 5YSTEM Office Adminidration Reft PATHMMO82Z
. \ - . , Date: 2% !
Section 1: Connect the post office to the Post Office Network Date: 29/07/99
‘ . Issue: LG

{Post Office Log On)

The first operation you will have to perform on the Horizon system s {o connect the post office
to the Post Office Network, This process is more commonly called the Post Office Log On
{POLOY and must be carried out on the Gateway workstation first. The Horizon Fleld Suppont
Cifficer (HESOD will be present (o assist you in this procedure,

If vou have a single Horizon system installed in the post office, that system is automatically the
Gateway workstation, Where more than one Horizon systemn is installed, the Gateway
workstation will be clearly wentified on the screen (see the screenshot on page 8).

To perform the POLO procedure, vou will need to use the Postmasters Memory Card (PMMC)
A similar procedure will then need to be performed on every other system in the post office
using the PMMUC and the Personal Tdentification Number (FIN) produced during the initial
{ogon.,

Muote:
After a power failure the POLO process will need to be carried out again to re-establish

the Hink to the Network.

Postmasters Memory Card (PMMO),

Front of PMMCO Reverse of PMMOC

Mote:
The Pestmasters Memory Carvd {PMMO) must ALWAYSbe stored in a secure location,

The PMMOC is a smart card, and information relating to the POLO procedure is stored on the
gold-coloured patch on the front of the card.

Note:

Twe PMMOs are issued with the Horizon system. Oue is used in the initialisation
procedure, the other is 2 spare in case the first s mislaid. If you have to use the spare
PRME for any reason, refer o the Horizon System User Gulde.

Py WORKBOOK 9
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Section 1 Connect the post office (o the Post Office Netwark Date , oy %
. fswmer .4

{Post Office Log On), continued

KNotes
The POLO procedure cannot be practised In Training Mede,

When the Horizon systern is powered up for the first time, the POLO screen will be displayed.
CATEWAY WORKSTATION will be indicated in the top left-hand corner of the screen,

l

The Replacement Roll-Out soreen i3
displayed on the Gatewsy workstation
i the post office.

The two options shows on screen wres

Replacement  Used 0 reconnect the post office 1o the Post Office Network when the processor
has been replaced.

Raoll-Cut Used to conneet the post office 1o the Post Office Network when the Hortzon

e s Tirst installed.

Note:

i vou are revonnecting the post office to the Network after a power failure oe if the
system had been switched off, refer to the Horizon System Useor Guide.

In the example below, the Horizon system has just been installed in the post office and you
wish to connect to the Post Office Network for the first time.

1. Towch the Boll-Ount con.

A FFWARNIMNGH®* message is
displaved. The system indicates that
any data on the PMMOC will be
destroved by continuing with the POLO
provedure,

WORKBOOK
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Section 1: Connect the post office to the Post Office Network Date: 29/07/99
. . . . . fssne: L0
{Post Office Log On), continped

2. Fouch the Confirm wcon.

The screen message now prompis you
o insert the PMMUOC into the smast card
reader

The soreen shows an antmation of how
the cand should be inserted intn the
smart card reader.

You must insert the card into the smart card reader on the kevboard,
with the front of the card facing vou and the broad arrow pointing
downwards.

3, frserr the PMMC into the smart card reader.

When the Postmasters Memory Card
{(PRMMUC) is inserted, the counter printer

XKDN NGY SPO NIV X4B automativally prints a randomly
generated 1 Scharacter code. This code
12:44 PM Tuesday, Jupe 15, 1599 is called the PIN {Personal

Tdentification Number),

The PIN produced will look similar to
the example shown on the left.

Please keep this PIN record in a sale
place separate from your card.

© 1L WORKBOOK Y
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HOMIZON SYSTEM Offies Admindstration Relt PATHMIGU2
Prate: 39/07/9%

Seetion 1: Connect the post office to the Post Office Netwark , _
¢ " oy " Fosme: 30
{Past Office Log On}, continuged

Note:

DO NOT remove the PMMCO until prompted to do so by the Horizen system.

The screen changes and prompls vou to
check and confirn that the PIN has
printed correctly and that all

characters are legible.

Muote:
i the characters are not legible, Touch the No icon and follow the en screen instrietions.

4. Fouch the YES icon.

The on soreen display now prompts you

o enter the {S-character PIN {(produced

eartier)

& Type the 15-character PIN.

Check the PIN has been entered correctly before continuing.

Note:

if you make a mistake while entering the PIN, Press the BAUKSPACE key and Re-type
the PIM. If vou have moved info the next number box, Press the SHIFT & TAB keys
shmulaneously fo move back to the previous box. I the PINis entered incorvectly and the
PROCEED jvon s touched, ollow the on sereen instructions.

WORKBOOK S
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HORIZON SYSTEM Office Administration Rel: PATH/A43/802

Section 1: Connect the post office to the Post Office Network Date: 29447/99
. . Issue: 1.8
{Post Office Log On), continued

6. Touch the PROCEED icon, or Press ENTER on the kevboard,

Mote:
if for any reason you cannet carry out the POLO procedure, you should follow the on
screen instructions and contact the Horizon System Help Desk on GRO |

A rnessage appears on sereen informing you that data i3 belng written to the PMMC.

The connection has been sucoessiuily
mrade 1o the Netwaork,

The screen displays a list of
imstructions,

You must read and carry out the
instructions,

7. Remove the PMMC from the smart card reader,
8. Remove the PIN record from the counter printer,
8, Fouck the PROCEED icon.

The Horizon system may take a short time 1o start,

Note:

Having logged onto the Gateway workstation, if there are other Horlzon systems in the
post office, vou MUST fasers the PMMC into all other counter pesitions in tarn and Euter
the PIN previously produced by the Gateway workstation. This will initialise the ether
Horizon systems in the pest office. Refer to the Horizen System User Guide for this
procedure.

10, Carry oat the POLO procedure for all other Horizon systens in the post office {refer to the
Horizon Sverem User Guide Tor this procedurs).

Mote:

For security purposes, the PMBMO, the PIN and the spare, unused, PMMC must be placed
in separate sealed envelopes signed across the seal by the manager. They must be stored
in separate, secure locations,

Well done!

You have practised conpecting the Horlzon system in the post offive to the Poest Office
HNetwark.

© L WORKBOOK 9
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HORIZON BYSTEM Office Adminivtration Ref: PATH/MIN62
Dater 2947/99
ssue: 2.0

HORITZON SYSTEM

SECTION 2 - SYSTEM ADMINISTRATION

INTRODUCTION

{ntreduction:

This section describes the actions and procedures required o carry out the various
Administration functions on the Horizon system. These include the initial set-up of users and
Stock Units in the post office.

Note:
You must have manager level access on the Hovizon system to carry out these

Administration tasks.

©ICL WORKBOOK ¢
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HORIZON SYSTEM Ofice Administration Ref: PATH/MZO02
Trates 2987/9%

Section 2: Usernames .
fusuer 2.8

Mote:
The manager will be responsible for preparing the system to accept the post office stalf as
users of the Horlzon system sfter instaliation.

Usernames:

A username and a password are required for operational and security reasons. They waork in
conjunction with each other so that the person o whom they belong can be recognised on the
Horizon systen.

As the manager, vou will be required personally fo set up each member of your staff as a user
on the Horizon system. Usernames are used to control what users can do according to the
requirements of their job. This allows thero to use the system and make authorised changes.

Usernames must consist of six characters, which you make np in the following way:

~ The first imitiad of the user’s first name.,

~ The first two letters of thelr surname,

- A three-digit number which will always be (83, unless there 15 an identical username in use
or created in the last 12 months,

For example: Martin Taylor would be MTAH
Michae! Tavlor would ber MTAIER

Michetle Tait would be: MT A

Mpte:
The manager is required fo complete and keep a Horizon System User Registration Form
for each ssername curvently in use and those deleted during the previous 12 months,

Note:
I a username is deleted on the Horieon system it can never be reused.

eIcL WORKBOOK 9
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HORIZON BYSTEM Ofice Administration Ref: PATHAMIAB0Z
Prate: 2WETHG

Section 1 Passwords s
fasuns 2.8

Passwords:

You must allocate each user g password, which they will use to log onto the Horizon system.
The first thne they log onto the Horizon system, they will be required (o change their password
immediately.

ALL users of the system must take responsibility for iy security and passwords are
pasentind for that seourity.

Maote:
There are a number of rules to follow when creating passwords. A password mus:

Be private, be selected by you personally and not be revealed © anyone else.

Be easy to remember,

Not be obvious or the same as your usernarse: ey don’t use words like PASSWORD,

SECRET, car registration numbers or personal narmes.

4. Be changed immediately if allocated o you by someone else. For example when you are
first introduced o the system, or when you have forgotten your password and have been

issued a new one. '

Contain s minimum of & characters and 3 maxirnun of 14 characters.

Contain o combination of letters and numbers e POSTI234,

Be changed pomediately if vou suspect it has been compromised,

@

= A

Mate:
Mever write your password down and make sure you are not being watched while you are
changing it.

The system will automatically prompt you to change your password after the first successful
logon and every 30 days thereafter. You cannot re-use a password you have previously used in
the last 12 months on the Horizon sysiem.

& L WORKBOOK 9
Page 186



POL00090452
POL00090452

HORIZON SYETEM Ofice Administration Refy PATHMIMAHZ
rate: Z9/07/9%

Section 2: Add 2 new user
fssue: 2.8

Inn the following example Kevin Fletcher will be created a8 a user on the Hovizon sysiem.

From the Deskiop menu:

1. Fewuck the Administration icon, or Press F7 on the keyboard.

The Administration menu is displayed.

There are two Administration ions:
Stock Units and Users.

The Migration wcon s only available to
Horizon Field Support Officers
{HFS0s) and s therefore padlocked.

R
S0 U AU

2. Fouch the User wcon, or Press F2 on the kevboard.

The User meny is displayed.

Note:
You must have manager level access to the Hovizon system fo add, modify sy delele users.

3. Touch the Add User tvon, or Press F2 on the kevboard

@I WORKBOOK
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Section 20 Add a new uver, continned

Office Administration

POL00090452
POL00090452

Heft PATH/M3A0Z

Prader 2799
fssue: 3.8

4. Type KFLOOL

6. Type FRED1234.

The User Name scoveen s displayed.
The system prompts you fo enter the
User Name.

To enter the name, you can either use
the kevboard or te Alphanumenic
Kevpad.

In this example Kevin Fletcher will be
allocated the username KFLOOL

Check the username entered 15 vorrect before continuing,

3, Touch the green tick icon, or Presy BNTER on the keyboard,

The Password screen i displayed, The
system has recorded the User Name in
the box on the right-hand side.

The system prompis you (o enter a
Password for user KFLOGT, When the
user logs on for the fird tme, the
systern will force them (o change the
Password allocated w them,

In this example the password will be
FRED1234,

The Password appears on the screen as & row of Xs. This s a security feature to prevent the
Password from being seen by anyone else.

7. Touch the green tick icon, or Press ENTER on the keyboard.

€ ICL
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HORIZON SYSTEM Office Administration Ref: PATHMI0G2
Dater 29/07/9%

Section 2@ Add 3 new user, continned
fssue: 2.0

The Confirm Password soreen is
displayed. The system prompts you {o
re-enter the allocated Password,

R, Type FREDI234,

4. Fouch the green tick icon, or Presy ENTER on the kevboard,

If the two Passwords entered are identical, the systerm will move onto the next step in the Add
User procedure. If the Passwords are not identical, the Error message "Password and confirmed
password do pot match’ appears. Towch the green tick icon, or Press ENTER and re-enter the
user s Password,

If the Passwords are identical, the First
Name screen is displayed. The system
prompis you (o enter the user’s First
MName.

in this example the user’s First Name is
Kevin,

10, Type KEVIN
CUheck the First Name entered is correct before continuing.

11, Fowuch the green tick tcon, or Press ENTER on the keyboard,

Fa
R

b
&3
i
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Section 27 Add a pew user, continued

£ 8e Adudndstration

POL00090452

POL00090452

Date: 28078
fxsuer 2.

Befy PATHMVON2

%
&

12. Type FLETCHER

There are three access levels available:

CLERK
systn

delete users.,
MANAGERS g

The Last Mame screen is displaved,
The system prompts you to enter the
pser’s Last Name,

In this example the user’s Last Name is
Fleicher,

Cheek the Last Name entered is correct before continuing.

13, Tewch the green tick won, or Presy ENTER on the keyboard,

The Initial Group soreen is displayed.
The svstem prompls you 1o select the
access loved you wish to give 1o the new
user.

Can access all BPOSS functions and balance Steck Units on the Horlzon

SUPERVISORS  Can access all EPOSS functions and complete an office balance. They
panuot carry out any system Administration changes ey add, modify or

Can access all EPOSS functions and complete an office balance. They
can alse complete systern administration changes.

in this example vou have decided to give the user Clerk access o the system.

14, Touch the CLERK icon, or Press Fl on the keyboard.

©HL
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Section 2: Add a new user, continued : N
Issuer 2.4

The User created screen is displayed.
The system confirms that wser KFLOGT
was successfully created.

15, Touch the Continue green tick icon, or Press ENTER on the keyboard,

The Modify User KFLOOT screen is
displayed. There are two tabs at the top
of the box on the lefi-hand side of the
sereen.

The User tab (number 1} is currently in
view. This indicates the Full Name of
the uger vou have created. The user
Options are also listed, The first option
indicates that the user must change their
password the next time they logon.

The Groups tab (number 2) will indicate
the user’s access level group

To return 1o the Desktop memn
16, Touch the Riposte Deskiop icon, or Press HOME on the keyboard,

You would now inform the new user what their username and password are.

They can then logon to the Horlzon system at any tme. During their finst logon, the system
will avtomatically foroe them to change their pessword. However they will not be able 1o canry
out any Sales transactions UNTEL they have been attached fo a Stock Unit. Refer to page 33

{attach a user 1o 2 Stock Unit),

soge

Well done!

You have added a new user to the Herizon system.
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HORIZONM BYRTEM (e Adwministration Bef PATHAMIDOZ
Section 2: Chunge a password {Medify User) Bate: 29/07/99

fssue: 2.4

There may be occasions when a user’s details need to be modified, eg when a user forgets thewr
password. In this case you can modify the user’s details and allocate them a new password
which will sllow them to access the Horlzon system.

Mote:

Any user with manager level access fo the system can modify a user, I vou have

the system, then you must contact the Horizon System Helpdesk o

In this example, the user Kevin Fletcher has forgotien his password.

Maote:
I vou wish to change vour own password, refer to Workbook 1 - Changing passwords,

From the Deskiop menw:
1. Touck the Administration icon, or Press F7 on the keybourd.

The Administration screen is displaved.

o

2. Fouch the User icon, or Press F2 on the keybourd,

The User menu i3 displaved.

I this example the neer Kevin Fletcher
has forgotten his password., You
therefore need to allocate @ new
prassword o hin, so that he can
contiue using the system

pdaekadisty
o SEREER
fhaelied
R O S B

Mote:
You must have manager level access on the Herizon system to add, modify or delete users.

3

3. Fouch the Modily User icon, or Press F3 on the keyboard.

WORKBOOK 9
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Dste: 2WGY/9H

Section 2: Change a password (Meadify User), continaed fssue: 2.0

The User Name screen is displayed.
The systern prompis you to select the
Eser Name to be modified.

To select a user, touch the icon that
corresponds to the user required, I the
Elser Name is not displayed, Towch the
black arrow icon on screen 1o reveal
another 5 alternalive usernames.

in this example the required user
KFLBOL, iy visible on the screen.

The Modity User KFLOOT screen 1
displayed. The Full Name of the user
appears in the User box,

The Options for user KFLOOT are
fisted.

The icons on the right-hand side of the sereen can be used to modify the user charactenistics:

Full Name {(F1) This icon is not used.

Groups (F2) Used to change a user’s access level, eg from Clark to Munager,
Teller W (F3) This icon 18 not used.

Oiptions {Fd} Used o access the user options.

Password {(F5) Used to change the user’™s password,

in this example, the user has forgoften his password so @ new one has o be allocated 1o him,

Pate:

I user Kevin Fletcher tries three thmes to logon to the Horizon system and fails, the
Horizon svstem will aptomatically lock his necount for a peried of 15 minutes. To unlock
the account, Teuch the Options ivon and remove the green border by Touching the
Account is disabled fvon. The user s password must also be changed.

. Towch the Password lcon, g Press FS on the kevboand.

© WL WORKBOOK ®
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Section 2: Change a password (Medify User), continued

Tiate: JBATAY
fssumer 30

The New Password soreen is displuyed.
The system prompts you 1o enter a New
Password for the user,

The new password will overwrite the
user’s existing password, 5o that the
user can logon to the Horlzon system,

7. Type the new Password for the user {see page 15 of this Workbook).

The Confirm New Password soreen is
displayed. The system prompts you
re-enter the New Password for the user

R, Re-Epter the pew Password for the user

if the two Passwords entered are identical, the system will move onto the next step in the
Modify User procedure. I the passwords are not identical, the Brvor message Password and
confirmed password do not match’ appears. Touck the green tick icon, or Presy ENTER and
Re-Enter the new Password,

If the Passwords are identical, the Password chenged screen is displaved. The sysiem confirms
that the Password for gser RFLOGT was successiully changed.
8, Touck the Continue green tick icon, or Press ENTER on the keyboard,

The system returns to the Modify User screen. You would now inform the user what their new
password is. The system will automatically prompt the user to change their password the next
time they logon.

1, Towek the Riposte Deskiop ioon, or Press HOME on the kevboard,

Well done!

You have changed » user s Password using the Medify User functien on the Herizon sydem.
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HORIZONM SYRTEM Office Administration Ref: PATHAVOW2
Date: 290799

Section 20 Delete 3 user
fasue: 2.0

Mote:

Deleting a user will erase all details of that user from the Horizon system. BEFORE the
user can be deleted, they MUST be attached to the Default Stock Unit, (see page 36 of this
Waorkbuook).

As manager there may be occasions when you want fo deay a current user of the system any
further access, eg if the employee no longer works in your post office. If this is the case, you
can delete the user. Remember f vou delete o user, the details of that user will be erused on the
system and they will no longer be able to access the system at any level,

Note:

I the user is leaving your employment on a temporary basis, eg for a holiday or a short
leave of absence, you may wish to disable their account, using the Account is disabled
function on the Madity User, Options menu.

In the following example user KFLOOT has left your employment and vou want to delete his
details from vour system.

From the Desktop menu:

L. Tewch the Administration icon, or Press F7 on the keyboard.

The Administration menu is displayed.

2. Touch the User iwon, or Press F2 on the kevboard,

The User menu is displaved.

3. Teuch the Delete User icon, or Press P4 on the kevboard.

The User Name screen is displayed.
The systern prompis you to select the
Lser Mume to be deloted.

4. Touckh user KFLOOL, or Press the appropriate F-key on the kevboard,
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O3ffies Administration

POL00090452
POL00090452

Reft PATHMM082

Thade FQIGTHY
Issue: 20

dejeted,
Note:

to add user KFLAGT .

To return o the Deskiop menw

Well done!

have now been deleted from the system.

You have deleted o user from the Horizen system,

The Error message is displaved. The
system prompis vou to confinm that you
are sure vou want to delete user
KFLOOL

You can cancel the deletion al Hus point
by Touching the Cancel red cross fvon,

or by Pressing F1 on the keybourd.

To confinm the vser deletion

3. Teuch the Continue green tick icon, or Pressy ENTER on the keyboard.

The User deleted sereen is displayed.
The message conlirms that user
KFLOOT was successfully deleted.

8. Touch the Continue green tick ivon, or Press ENTER on the keyboard,

The Horizon system returns to the Administration menu and the detatls for user Kevin Fletcher
You cannot re-use the username KFLODT once ¥ s

if you fry to re-use the name KFLO0L, an Ervor message will inform you that it is Unable

7, Towch the Riposte Desktop icon, or Presy HOME on the keyboard.
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Date: 29/67/499

Section 2: Steck nit introduction
fssuer 24

STOCK UNIT TYPES
The Horizon system supports two types of Stock Units:

- ndividos! Stock Unit
- Shared Stock Unit

Here is @ description of both types of Stock Units and the working method they support:
INDIVIDUAL STOCK UNIT
Only one user at g time can be attached to an Individual Stock Unit. The single user therefore

has accountability for events occurring in that Stock Unit during the time(s) they are logged on.

The Individual Stock Unit thevefore supports the Individual cderk acceuntability working
method, This ensures thit ondy one user al g tme s attached to any Individual Stock Unit,

Note:

This does not in itself ensure individoal sccountability, ay another user can be attached fo
this Stock Unit if the original user is detached, {which is done by attaching them to
snother Stock Unit).

Note:

If vou try to attach a user to an Individoal Stock Unit already in use, the Horizon system
will refuse the attachment and inform the yser that the stock unit Is net shareable and
already bas a user stiached.

SHARED STOCK UNIT

A Shared Stock Unif supports several users, each of whom may be attached and logged on
stmullancously, When s Shared Stock Unit is balanced, each user of that Stock Unit may be
responsible Tor the declaration of the stock, stamps and cash representing their portion of the
Stock Unit. The system will require a declaration ideatity numiber (this identifies the portion of
the Stock Uit to be entered alter each declaration of the stock, stamps and cash s made. The
declaration identity number 15 a two digit number allocated 1o the portion of the Stock Un# by
the manager. Fach declaration made with a different identity mumber will then be added
together to form the twotal stock, stamps and cash held in the Shared Stock Umit, When the
halance report is ready 1o be produced, only ope user can be logged onto and using the Shared
Stock Unit. All other users attached to the Stock Unit must logout of the Horlzon sysiem,

Maote:
It may help to lken a Shared Stock Unit to 8 number of drawers from which users share
stoek.

The Shared Steck Unit supports the Team working method, This allows several users to be
attached 0 a Shared Steck Unit at the same time. The svstem does not allow Stock Unit
balancing whilst more than one aser 18 logged on o the Stock Unit
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Kection 2 Stock wnit intreduction, continued Date MZ; ’? §

Any user can be attached to any Shared Stock Unit in the post office, but a user can only be
attached to one Stock Unit at any thme, whether it is Shared or Individual.

Pénte:
Workbook 10 describes the precedures for balancing ludividual and Shared Stock Units.

All Stock Units used on the Horlzon system are type-designated Individual or Shared Stock
Tinits, they may also be allocated the status of:

- Drefault Bock Unit
o Inactive Stk Unit
« Correction Stock Unit

Defanit Btock Usit

The Default Stock Unit is a systeme-maintained holding area. When u user s created on the
system, they are sutomatically attached to the Defauli Stock Unit,

Users attached to the Default Stock Unit are allowed to use a limited set of functions. They are
exciuded from transacting Post Office business relating to stock and cash.

Note:
If & user attached to the Default Stock Unit is requived to carvy out Serve Custemer

transactions, they should notify their manager at once,

Users attached to Individual Stock Units must be attached to another Stock Unit (usually the
Default) before a different user can be attached to thelr Individual Stock Unit.

The Default Stock Unit is a Shared Stock Unit

Inactive Stock Unit
An Inactive Stock Unit is one where no transactions have heen carried out during the current
Cash Accounting week. As these Stock Units have remained inactive since the last balance,

they can be rolled over using the previous week’s balance figures.

The Inactive Stock Unit may be either Individual or Shared.
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Section 2: Stock Unit introduction, continued .
fssue: 1O

Correction Stock Unit

A Correction Stock Unit is created by the outlet manager o correct errors found in the Cash
Account when reconciling all dockets against the Trial Cash Account report. {The provedurs is
undertaken only after all Stock Units bave balanced). The user must firstly correct the errors
and then deal with the gain or loss discrepancies,

The Correction Stock Unit may be either Individual or Shared.

Mote:
The outlet manager must make 3 written note of when and why 3 Correction Stock Unit is
ereated.

From tme o time, it may be necessary o alter or modify the way Stock Units are set up and
used. These functions are available on the Horizon system and aceess to the functions is
dependent on the level of user access.

Nute:

It is not possible to change a Stock Unit from Shared to Individual or vice versa « to do
this a new Steck Unit has te be created and the eld one deleted. Certain rules have to be
phserved before it s possible 1o delete a Stock Unit, sg it must hold no stock oy cash and
be in 2 balanced state. For further nformation on Stock Unit deletion, refer to the
Horizon System User Gruide.
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fssuw: 2B

The following example covers the creation of a Stock Uit on the Horlzon system,

Pote:

You must have manager level access on the Horleon system fo create, modify or delete
Atock Units. I vou do not have the required level of aceess there will be a padiock sign
superirnposed on the icon.

A number of system rudes apply (o the cregtion of Stock Units

1, Onece created a Stock Unit must have a Stock Unit identifier consisting of & maximum of
three alphanumeric characters {with oo spaces),

2. Stock Unit identifiers must be unique in the outlet. If a Stock Unit already exists with the
same identifier, the Horlzon systom will not allow you o proceed and will inform vou that
g Stock Undt slready existy with that wdentifier

30 A Stock Unit must be type-designated Individual or Shared at the time of creation.

4. Onee crested, the Stock Unit type (ndividual or Shared) cannet be modified.

Stock Uit creation starts fromy the Desktop menie

1. Feuch the Administration ioon, or Press F7 on the keyboard,

2. Touch the Stock Uit icon, or Press Floon the keyboard,

The Stock Unit menu i3 displayed.
There are various options available for
the Administration of Stock Units and
the uwsers attached to them,

S R
s FIRGHRR

3. Touch the Create tcon, or Press Floon the keybourd,

€ JCL WORKRBOOK 9
Pape 30



POL00090452
POL00090452

HORIZON SYSTEM {ffice Administration Ref: PATHAA3/002

Section 2: Create a Stock Unit, continued ﬁam;@i:iiszfz

The Stock Unit ID screen is displayed.
The system prompts you (o epter a
Stock Unit idemtifier (D) for the new
Stock Unit.

The identifier must be unigue in the
gutlet and contain no move than three
characters,

In this example the identifier CC will be
used for the new Stock Unit.

4. Type CC.
Check the identifier entered is correct before continuing.

5. Touch the green tick icon, or Press ENTER on the kevboard.

The Stock Unit Type screen i3
displayed. The identifier CC has been
accepted by the Horizon system, The
system prompis you to select the type of
Stock Unit requived.

A description of the Stock Unit types
and their usage, is given on page 27 of
this Workbook,

In this example Stock Unit CC willbe a
Shared Stock Umt

&. Fouvckh the Shared ivon, or Press F1oon the keyboand,
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Section 21 Create a Stock Usit, continued -
fsamme 2.0

At this stage, if a Stock Unit with the identifier CC aready exists, an Error message will inform
vou that *Stock unit CC could not be created - Stock Unit CC already exiaty”. Acknowledge
the message by Terching the OK green tick icon (or by Presving ENTER) and repeat the

Create Stock Unit procedure using » different and unigue Stock Unit identifier.

I this example UC is 2 unigue Stock Unit dentifien.

The Created OK screen s displayed.
The system informs you that Stock Unnt
¢ has been successfully created and
the Stock Unit tvpe is Shared.

7. FTouckh the UK green tick fvon, or Press ENTER on the keyboard.
The system returps to the Stock Unit menn. To returs 1o the Degkiop menw
& Touch the Riposte Desktop icon, or Press HOME on the keyboard,

Mote:

- The Stock Unit created above is empty and there ave no users attached to it. Before the
Stock Unit can be used fo carry out fransactions with 2 customer, you must first attach 2
user to it, {see page 33 of this Workbook) and remit or transfer stock, staraps er cash into
it, {see Workbouok 7.

Well done!

You have rreated a Stock Unit using the Hortzon system,
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Rection 2 Atiach @ user o a Stock Usit
fgsue: 2.8

Before a Stock Unit can be used, 2 user must be attached to it This will enable users o
perform transactions for customers or carry out general office Administration tasks.

Mote:
I vou attach a user to a Stock Unitl, the user is antomatically detached from the Stock
Unit they were previcusly using,

In the previous example Stock Unit CC was created, you will now attuch o user (o this Stock
Uit

In the following example, the user REKEOOT will be attached to Stock Unit CC. If you do not
have a suitable user to attach, follow the procedure on page 17 of this Workbook 10 add & new
user to the systern first

From the Deskiop menu:
. Fouch the Admunistration icon, ur Press F7 on the keyboard,
2. Fouch the Stock Unit icon, or Press Fi on the keyboard,

The Stock Unit menu is displayed,

3. Touch the Artach ioon, or Prexs F3 on the kevboard.

The Select @ Stock Unil to attach
screen is displaved, The sysem
prompis vou to select the Stock Unit to
which user RKEQUT will be attsched.

The screen lists all the Stock Units in use in vour post office. If the required Stock Unit is not
visible, vou can use the page selection green arrow icons on the right-hand side of the screen,
or the scrolf arrows on the keyboard to view additional Stock Units. To select the required
Stock Unit, Teuch the corresponding line on the screen to highlight the Stock Unit or use the
seroll arrow keys on the keyboard.

In this example the required Stock Unit is CC
4. Fouch the CU Stock Unit ine, or Press the Down seroll arrow o highlight Stock Unst CC

5. Fouck the Select green tok foon, or Press FI on the keyboard,

&
e
&
)
:
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Section 20 Attach » wser to a Bock Unit, continued . N
Issuer 2.0

The Select a User 1o attach 1o Stock
Uit O soveen is displaved, The
systom prompts you fo select the user
who will be attached o Stock Unit CC.

The soreen Hsts all the wsers avarlable o vour post offtce. 1 the regquired user 18 not visible,
you can use the green wrrow icons on the right-hand side of the sereen, or the seroll arrows on
the kevhoard to view additional users. To select the user, Tewch the corresponding line on the
sereen to highlight the user or use the scroll arrow Reys on the keyboard,

in this example the required user is RKEQUT {on Page 2 of 6).

&. Touch the Down green arrow icon, or Press PAGE DOWN on the kevbowrd o display the
page with the required user,

7. Toweh the vsername REEOOQL, or Press the Down sorall srrow on the kevboard 1o select the
wser required.

%, Fouch the Select green tick lcon, or Press Fl on the kevboard.

There will be 2 short delay of & few seconds. During this period the system is attaching the
selected user, to the required Stock Unit and updating the svstem records,

if the attachment 13 successful, the
Attached OF scroen 3 displayed. The
message informs vou that user RKEODT
has been successfully attached o Stock
Unit OO

Mote:
I von try to atfach a user fo an Individual Steck Unit already in use the Hovizon system
will refuse the attachwent and inform vou that the Stock Unit is net sharsable.
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Section 2 Aftach 3 wser to 2 Stock Unit, continued e
fsspe: 14

9. Fouch the OK green tick con, or Presy ENTER on the keyboard,

The attachment is now complete and the Horizon system returns to the Steck Unit mema.
10, Fouck the Riposte Desktop wcon, or Press HOME on the keyboard,

The Horizon system returns 1o the Deskiop menu.

Wall done!

You have attached a user o 3 Stock Unit using the Horizon system.
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Bpetion 20 Attach 2 neer to the Defanlt Btock Unit

fasue: 2.8

anybody currently using an Individual Stock Unit must be re-sitached elsewhere, This will
as @ holding area,

Mote:

Users attached fo the Default Stock Unit cannetl aecess the Transactions and Serve
Customer menus.

In the following example TEMOGT will be attached to the Default Stock Unit

From the Desktop memu

1. Fouch the Administration con, or Press F7 on the kevhoard.

2. Touch the Stock Unit eon, or Presy Fl on the keyvboard.

3. Touch the Attach ioon, or Press F3 on the kevboard,

The Select a Stock Unit 1o attach to
sereen is displaved. The system
prompts you t select the Stoek Unit
thut TSMOOT will be attached 1o,

The Stock Unit requived 1« DEF
{Defuult),

4. Touch the DEF icon, or Press the Down soroll arrow 1o highlight Stock Unit DEE

5 Touch the Sclect green vick ioon, or Press Fl on the kevboard,

in the last example a user was attached 1o o Shared Stock Unit I you had wanted 1o attach the
user o an Individual Stock Unit, the procedure would only have been suecessful i no-one way
attached 1o the Stock Unit at the time. Singe there s no Detach facility on the Horlzon system,

autornatically detach the user from the onginal Stock Unit, The Default Stock Unit can be used
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Section 2: Attach a user to the Default Stock Unit, continued 'E}m;ﬁiz;?’fg

The Select a User fo atiach to Stock
Unit DEF: screen s displayed. The
system prompis you o select the user
who will be attached o the Defauli
Stock Unit
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