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INTRODIJCFION TO THE
HORIZON SYSTEM 

OBJECTI YES & INTRODUCTION

Obj is:csy 

\ Ih< n von have completed this Workbook, you will be able to: 

kent f < the hardware components which make up the horizon system. 

. Cct ':tarred on the Horizon system, 
a. Loth fi an to the Horizon system. 
Is C h t'€ e your password. 
C. €t of the  Horizon system, 

3, t, se the teen icons to move =e ,rg 2' ad thee Horizon system. 

a. Describe, the icons on the. t")esktep menu 

h. Use. the icons . f to e from the Desktop to e Serve Customer menu. 

c. Describe the icons or  the tk'rve Customer er menu. 

d. De' r obc t e m& e 11h $ ul-wi C odll+mt'; 7'dt%'rlu. 

Introduction: 

This ;.} kb;sol. is the first in a tertos of ten describing the actions, and procedures for the 

Thi;'Workbook ok. divided into t o sections. Section ..1 describes the equipment components 

which t rr connected, tsafr tlta Horizon stern, In ac.ditioe, t,, the equipotent description. ripttion 

t311y d. [.'c.s91 1 t on fi n t3i,;h ti E' l3$ n;:'3 ?t.3T1 pmei dui  non introduces sOU to 

thethree mum menus rd how 8 ;onsv us'ouixt the menu  '''t 1,

ote. 

If you are carrying out any of these trahting ex.nmples in the post office, the Horizon 

system must he placed in Training Mode by the manager 

At the end of each Workhok, in the series there is an activity sheet which allows you to 

practise the transactions ~,..' ;r .. in tie' Workbook. It ,era€ A. z. net sum of the answer to 
question. simply r redid she. re.ksant section o1 the. Workbook, ad try again 

'Jibe Workbooks do not covet avers r toss: ',- transaction sal € ;. b : oft can perform on the Horizon 
system.. .. if you need further help  or 

il. 
ar specitb..example is not covered, you should consult the 

iforizon System User Guide. 

.Nate; 
The Workbooks provide values against a number of products and services that ore correct 

at the time ufgmng to press, This lrrl`arrmahon is su jrset to change and you should refer 
to the appropriate POCL transaction documentation for tip to date price information, 

WW (')R BOOK I 
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SECTD)  I- GETTING STARTED 

INTRODUCTION 

In trodution 

This sa. ,Uot e nbes the omponents that make up the Horizon system and: the togon .logout 
1)rkx: duIc' 

The des c;. iphuns of the components are accompanied ed by pictures to tae them easier to 
rerr:t. 4rr,.ts :. . Ike individual components connect and intcract together to make up the Horizon 

ss start€. 

Access to the Horizon system is controlled by usemarncs and passwords. Thme are an 
important feature of system security. U mares are used a, part of the logon procedure, to 
link  transactions carried out by a specific user. Passwords are a security facility. 

i3 SYSTE . WILL FORCE YOU TO CRANGE YOUR PASSWORD EV R ' 30 
[IA VS 

you  believe that someone tii eLse knows your password. you must change nge it immediately. 
]'his . section al o e sp a ns ii ow to change your password. 

The. flexibility f the Horizon €a system .iE :w4, von to specify a password of your choice wrthin. 
cer°tz iin defined parameters. To prevent unauthorised access, passwords I. LUST NOT be 
written down or revealed to anyone. 

The outlet tronucer vifl he. responsible for setting. up users r':: on the Horizon system after 

C; (CL WOR BOOK '. 
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Section 1. Hardware nerview 

.Rfr .PATH!43f002 
+:ate 291071" 

hears: 2. 

Here is a brief descripl.ion of the individual  components that make up the Horizon system: 

l'. Procosor 

.et hoard 

The keyboard is one of the ways you 
communicate with the processor. It consists of 
s£s integral parts. Those are: 

a, Magnetic Swipe t`rr1 Reade€r This enables, 
the po e , ' m read aii <a ton the 
inf:rni.e km stterc.d eta the rr ai netic strips on 
Alas is card .. 

b. Smart Card .R h— " This; al kws the 
Horizon system; t43 rr> s in •a rrnation 
to/from srrrt.i t. r a Is 

c. `fv.dregArea_'T`his ; lsscd sat :a ° aryl<ra ::l 

i s pew imr keyhe ':A
d. .Farr€ct m Keys for F Keys) - These keys 

peiienn speciie functions on the T.for'izon 

e. Numeric .Keys - These are numbered 
keys 0 - 9 (including 00). 

f. Command Keys `Phase keys pm form 

specific commands on the Horizon ,yskni. 

t~ t W - ORK BOOK 1 
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Section o Hardware overview, eouthmed 

3. Monitor 

the mooitor is used to display information. It 
looks the same as any other vitaal display unit 
but has a touch screen facility. 8y touching 
,pe ifi areas. you can carry out 
procedures on the A Ai 4 ?S"E : Ofl5 

`.here are two types of no itors used with the 
Horizon system: 

a. Standard monitor- (shown above right) 
Ii flat screen monitor (shown below right) 

4r Bute-coe Reader 

The star-core reader enabes you to read and 
record information from barcodes onto the 
Horizon system. 

5. Counter Printer 

The ce;.rrrm.er r.m ter enables you in issue 
r;.°cei is to your customers hr items that tev 
amy purchase. or records any payments that 

you make to them. 

ATK.43?Ott2 
Date:: 291 lll9 

Js de: 10 
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,Section 1: Hardware over iew, condnued 

6. A4 Report Printer 

Ref PAT:HJ43/002 
Date: 29107199 

Issue: 2.0 

A sin Oe A4 report printer will he pmvided to enable you to print oP the prof office A4 reports 

f F ,t" r and dien.t: balancing.. There are two types of A4 report prinm : the laser printer and 

tl t p,.otk -. The antic i  ofm pi 3ur . ktaz c, t r 9 y p u:l' prints all; cared to 

the pom of A4 report prier currently in use with the 

Iiorj o53 t ie";3t, 

E r Std ltrw 200 
Ink frt Printer `... 

AN SO IC. 
sas Printer

When all the component parts are put trot ctthcr they form €:; the Horizon system, pictured below. 

T r STE 

WORKBOOK I 
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Section 10 Usernames & passwords 

Ref IATW43IDO2 
D te. 291071" 

: True; 2M 

Before you can loon to the .Horizon system, you will need to enter your useraarne and 
passwortL 

A username and a password are required for operational and security reasons. They work in 
conjunction with each other so that the person to whom they belong can be rec llced on the 
Horizon rvoum.. 

You should note the following points about usernames and passwords; 

Usenuunes 

You will '' need to identify yourse".;:f when you :g on. I'll ', 'stem uwa our i a`Y't.$<. me to E:d ,i:rol 
what you can do, according to 111E s z alas.?tt;'ie[ of .urIuh. It <Wows vru to access 
information and to make any :l.lz lty s Wet you ew auLE wd to do, it p ies ou =.I w 
reading or accidentally changing enything clew 

You must apply the following males. 

w NEVER allow anyone else to use your username - it is fcbr your use only. 
w Do not use, or attempt to use, any username that has not been issued to you. 

Always In out from the system when you have finished for the day or if uu leeve th e
ounter ibr a period of time likely to exceed 15 minutes. 

"our user x e will consist of si : characters made up by the manager in the following 
Isar; 

Your first initial. 
- The first two letters of your surname. 
.. A three-digit number which will always he 001, unless there has been an identical 

username created or in use on the Ho i,zon system in last 12 months. 

For. cx ;irtple° Mlt.rtin Taylor would he: MT0O1 
Ma Wad € r:ylor° would he: l AOW 
Michelle Tait would be; i MTAt: 

ICY.. WORKBOOK f 
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Section 1: tJsenaanes & passwords 

Passwords 

t it`: f H!43° t2 
IkAte. 19/01/99 

issr e: 2,0 

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 tretr creating your ass word, A password must: 

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

I. Be easy to remember. 
I. Not he obvious or the same as your uuscroame: eg don't use words like PASSWORD. 

SECRET. T, car re istruoun rrztnti srs or personal. names. 
4. Be changed. immediately if ail x etd to you by someone ce. For example when you are 

first introduced to the system, or when you have fc.r otten your password and have been 

issued a new one. 
5. t0ntatr a ri memo€_rr 5t 6 characters and a maximum of 14 ci=' a 

ac €ees, 
. Contain a combination of letters and numbers eg P05Th 234, 

7. Be changed immediately if you suspect it has been i":. i mmised. 

mote: 

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

The system will auloruallmdly prompt you to change your password after the first suceersib'l 

loon and every 30 days thereafter. You cannot reuse  a password you have previously used 1n 

the last 12 months on the Horizon system. 

C t :L WORK100K l 
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a:P 1AT1 14.3<< % 
Date, 29 O7i99 

„O 

At the hevinning of each indlvi utrl counter L i€ € ior you will have to tell the Horizon system 
that you wr`^€h 

ra` start t.1u daNs l; r.'siu ti .,. You do this 4 F s eoi , on, as Jev :ti ed below: 

Ion No Riposte Logo screen: 

1 , much the screen, or.Press ENTER on the keyboard. 

2. Touch the OK green tick icon. 

n ch thea"&x  l.%f..n amen Si b: 4' ia§. 1 Not

The Horizon systemdisplays an 
Agreement message. You must read the 
message and acknowledge it by 
selecting thu appropriate icon. 

Tho OK Breen tank icon or ENTER on 
the L. o and w l at 3d yt von to move on 
to the next .. rca m the oc€rrr procedure. 

T },c; Oanoet rod cot F re Ft on ;he 
will take son back to the

-ipostu Logo se"e .o 

or Prcss ENTER on the keyboard_ 

The Enter name screen is displayed.
Name is highhghted in white in the 
right-hand box. 

On the 1E•ft--h.and side of the *r roe; tl 
is an icon marked ed tt h anur'€ € 'W 
Keioaad_ 

If_ 
4'L#&'# .,£'t€4a€Nd.° tFi icon e€u. 

al ta€ar unmet r = ;p .0 a.ppeao on the 

YRKIOOK I 
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 E tt a continued Issue; 2.0 

The Linter name box is dig played on the 
screen. it c oEt ru n t.rt3 

The sy tern prom pis V`t.f to cuter
.,, 

  your 

username. 

In the example shown below, , thti 
username s \S..t:O1 vili be uu,c i. if the 
system  you are ra rrrm; in ha; post office 
is in T i::ui.ng Mode, youwill oced to 
ea t rr the usernurne f lot va the outlet 
mar:a er. 

Note: 
Wherever there is a requirement to enter letters as part of ar manual l entry pr cdure, 
there will always be an opti€ n to activate an alphanumeric keypad. 

4. 1 . e in your username (. ::A (X) ) using the :keyboard. or the on screen alphanumeric 
keypad. 

Check the username entered is correct before continuing. 

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

Once you have confirmed your 
username, the Enter password screen is 
displayed. 

password. 

3v t'em ~r w. ;'EJe1 t:J'ente ryII3€ .r 

Note: :e: 

if you have forgotten your password inform your manager, who will issue you with a new 

one by using the modify a user procedure described in Workbook ). .lit .e manager is 
unavailable. you must telephone the Horizon System Helpdesk on GRO 

ni WORKBOOK f 
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Section I Logan, continued 

R.& P.ATi1$402 
ate: h/7!9 

. Type in your password using the keyboard. Or the on screen alphanumeric keypad. 

7. Touch the green tick icon oxrPress ENTER on h kchnrd. 

Note: 
if you enter your usernaerae or password lncorreetly, the system will display the 
tello inng rror rrr cca e Invalid Name. or Passord sup lied. Please try again. 
Acknowledge the mrss"€i e by touching the green &k tron, or press FNTFRtm keyboard, 
and then try the procedure again€, After three unsuccessful attempts to lognu to the 
Horizon s tem oer €€;€ antwill he locked 1w' 15 minutes. If this In tpputs contact tin. 
Ina€gager, or if they > re not ava11.ab e, the ikni,on S tn eipde k on .-.-.-. GRO .-.-.-.-.... 

The Last logon screen is displayed. 
This screen provides details of the time 
n nd date when you were last logged on 
to the Horizon system. :it also indicates 
1 you have had any failed logon 
anewpts. 

Cheek the Failed Logonso 11th ere are 
any failed logons that you do not 
recognise as having been carried out 
by you, contact the .e Horizon System 
Helpdesk on GRO .-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-. 

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

Once you ha . completed the loon 
procedure. die am in Desktop menu will 
appe: r on the screen. 

Well done! 

You have logged on to the Horizon system 

.t€t, WORKBOOK I 
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Bate. 29/)7/99 

1s" e lit 

During the kwon pr€~ceduse the Horizon cv ter may display a message indicating that your 
p sword has € >rl. "1"tars will happen after the first use of your users:€btu'€e and password and 

?d days thereafter. 

1€-rtt aoha tely alter e.rr€ ong our pa: sww•osd and activating thegreen, rick, icon, the following 
,. ' u , ll appear: 

i .Tote the OX green tick icon. 

The PSI;, sw wd Expired screen is 
displ yed, 

The message indicates that your 
password must be changed before t.h 
logon procedure is complete. 

You must therefore acknowledge the 
message and enter a new password, 

or Press ENTER an the keyboard. 

The New Password screen is d€sp'tt° c.. 

You must enter a new password 
irrurepo:r uung the password 
requirements stated on page 1 I. 

l c I.-0 "'Our new password, using the keyboard, ¢3r the on u ave a. € 2 :'"i:rrlt€ neo . ..w'.1'pad. 

3. Thu the green tick icon, or Press ENTER on the . eyhoard. 

WORKBOOK I 
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Section 1:System$orced cane password, nthod 

Ret P, T / 3'O&t2 
.Lite. 29,, x99 

Issue„ 2.0 

The Confirm Password screen is 
displayed 

You must r -enter your new pawwor , 

4_ Type in your new password using the keyboard,, or the on screen al aha amen. . key.pa,;.i. 

5, "Duce the g een tick icon, or Press ENTER on the keyboard. 

if the two passwords you have entered are identical, the logos procedure will cont inca.~.e 
normally with the Last loon message displayed. If the two passwords are different, then the 
following message is displayed `Error. Reentered password does not .match new password'. 
Acknowledge the message and re-enter your password. 

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

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

Well done! 

' on have changed your pma ,'v.erd satin&,l the H.uri tm system. 

WORK HOOK 
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Section 1: Changing passwords Issue. 2J) 

If, for snv° reason. orher othe rr rson knows your password, or you suspect that it may have been 
compromised, you must change it immediately. 

low the IDesl top menu: 

1 , :i ch the " dnaini tration con, or Pres. F7 on the keyboard. 

The Administration screen n is now displayed showing three icons, 

2. Tmwh the- User icon, or .Press f%2 on the keyboard. 

The U' er screen i no displayed showing three icons. 

3. i ch the- 'E g I . <A wd i uo, or Press Fl on the keyboard. 

The Old Password screen is displayed. 

The sv a' E rrorni you to enter your 
old

4. 1 e in your old password  using the keyboard. or the on screen alphanumeric 'keypad. 

S. 7uch the green tick icon, or Press- ENTER on the keyboard. 

Once you have erihmed vow old 
password, the :'° e n Password screen i. 
displayed. 

tt' ICI WORKBOOK I 
Page 19 
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Sect  to Changing pawards,. continued' 
Rd's PATt 143/002 

Date. 29/07/99 
Issue: 2,0 

6. : "pe in your new password using the keyboard, or the on screen alphanumeric keypad. 

7. Tour°fir the green tick icon, or., Press ENTER on the keyboard. 

Once you h.te t ped in your new 
password, the yswai will then display 
the Confirm New Password screen. 

& Type in your new password a second time, 

9. Touch the green tick icon, or Press ENTER on the r . 

It the t e passwords you have entered 
e t`.lcn the system wi l. 

~.iispht uh i'aa~sword changed screen. 

It the passwords you have entered do 
not -hatch, an error message 'Password 
and confirmed Password do not match' 
will appear. In this instance touch the 
green tick icon, or press ENTER on the 
keyboard and retry the procedure. 

9. Touch the Continue green tick icon, or Press ENTER on the keaheard. 

Ii). Touch the Riposte Desktop icon, 

Well done! 

or Press HOME on the keyhoasdd. 

Ynn have changed your password using the Horizon system. 



POL00090452 
POL00090452 

O tZON SYSTEM t troth etk i to the t aarizun SySte a 

Sect n . .a Lo out 

:Refs PAT. ='4M002 
l Atva 20107/99 

LO 

When you want to leave the 
the 

office f'or' the dad•. or for a period of time likely to exceed 15 
3 $ t~' 'y,'at€ $n  ~, l IY~t~,.vow E,& 

 Horizon Y tcrm 

om the Desktop annF nu: 

I. Touch the L.t uu; icon, or Press Fl  on the keyboard. 

The system will now ask you to confirm whether you want to logout of the Horizon system. 

'. ;Poach the Confirm green tick icon, or Press fN1ER on the keyboard. 

1f y r decide you do rla °. want to logeut. you c..w abort the iogoo t. procedure t~yy Thuehi? the 
Abort ted eroio icon, or Press F] on the .:e.\;hoard, 

he Riposte Logo screen is now displayed. This means you have successfully logged out of 
the Horizon. system. 

You should n c switch the monitor off. 

% ' ll done! 

You have logged out of the Horizon system, 

Kb ORKW BOOK 
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HORIZON SYSTEM M Introduction to theHorizon System 

Sedion2 The Desktop menu 

Ref: PA . HHi4,VOO2 

Date; 2 .i 'i,~ 

Iss ac.- 29 

When von have so cessfaai k e Fcd onto the Horizon system, the Desktcip menu is dlsçdayed. 
the t ap 1e el of the Horizon system, and there are a number of options you can 

'cleat from ii, dependina on the kvel ofr <cco , sn m have neen rtranted by the manaper. 

Inr:z m system Desktop menu 
........ 

i ithia:~;~F 

F Key number 
(sir t:cattar aaaad Key) 

N : 
m t)c, rtol mena._ you wtf1 oe a numbei of pr€ u:aas °Fr hove s. Each of th I= .:; E.€r :a

1'i% 7ga \. €=1.'.;. an hen. Am mating an icon by .Thuehing it tor t a'&' .t2 the corrC.: pond n F key or 
t o,wru;€€ d hay on the ke lea r.-d) will allow you to noma to ai>oth r to ena asmcaiat_.,, > nh that 

g " a '•s;;it <t produc€, €pr to can'a out a specific t"aano t can cat d' `  i (?€? S stem. There are 

t: ree c shcc symbol that p , :a ac .. ae superia:tcpoaed en etc io0o, they ace 

If an con has a padI arc 'r mbc:al. superimposed on it, you cannot access the function 
with your level of access. 

I an her  hA €hrae  , v ii'i Wh s : -.;'•`p ii ii ,_.han£f c . cr E! <, ti ccc is a s brnem1 €. (another 

13.00 
mean er"i;n `t su4° 1{'ii ` ? ' th i €le icon. 

It act f a hen a i'c entry symbol superimposed on it, you normally have access to 
thr' kuccrino but nor are carrying out a procedure on the system which is preventing 
you from accessing the Function. 

it t ' WORKROOKI 
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HORIZON SYSTEM t tra-ada:th€a.n to the Uoriot Systn R3et .PATH1431002 

Section 2: The Desktop menu, continued 
t atte: 29107/9 9 

veue 2O 

You Will h av ai'esd used the Administration icon to change your password a p a es l9 &2t. 
This. osti n dese riles the other icons displayed on the Desktop menu. and the procedure for 
rr o tans?' from the main Desktop to other  1';.m in the menu hierarchy. 

Tea action (F!) 

This icon allows you to navigate to the next level menu in the menu 
hicr rchy (T ansact:ions), 

Reports (F2) 

l >r a on  l lows enu to access both daily and weekly reports, for the post 
off ice as a whale and for individual eotmte€' positions. 

Token ; t t (F3) 

Thu non is used to access <z F the manaaement teatures lot the Oh CS a°P 

(Order th. ok Control Sets

Stock Balancing  (F4) 

This icon is used to access the menus for declarations of stamps stock and 
cash. Summa ries of reports and discrepancies may also be viewed from 
this icon group. 

Temp Lock (F .i 

Tha icun tern m as i a secures the system,To re-activate the Deslldo a, x+ou 
new to i € ratr, your password. 

F nd of J has° (F( ) 

This icon marks the end of the current day's business. 

Administration (FT) 

Thl.'a icon is used to acces the Administration ITS€€ctious of the Horizon 
system. You curt modify lsers, Stock Units sod petswurd.s from he 

.dn.€.€ni.str lion icon subawnu. S tue ft actions on dos menu are only 
avail .ahie to users with a"nannges acetos eval to the sy +ta,`a r, 

Office Balancing ( ) 

This icon is used to aec ,.e:to 11w, Cash Account nt C,N) R''pOa t. funcuons,. 
Inactive Stock Lots Ce a he rolled ovor thou ;:f.  his an t,.r #. %..trth.. 

managers uc super t som e..ana access flub tut'nu. 

idZ tt_:; 
" I O R. c, OO 1 
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HORIZON SYSTEM hitrodu*ton to ire .Ftrizo system Rejf, ts,.\111.i4t;002 

Section 2a The Desktop menu; c tinu 
'a<ak~D 29!6 n+5th 

t^au . 'Zott 

Memos (HI) 

This icon £, bit s ac :°e :s the Message: Broadcast So rviee. This is a 
f`a ii iterLh ;. urgent niessa, es can lx sent to jpost offices from a {.a =:~€ 
locr ita o. T €is i oho y a rrenUy+ not a zar1a le. 

Training 1 1 $.) 

This icon allows you to switch between the T fl ifl2. %I ald Live Mode 
of operation for the licariron system:. All receipts produced art Training 
Mode are clearly" marked Training'. The screen colour will also change 

Node Info f 4) 

This icon provides information for a specific Hall re . counter  position. 
The Help :L Desk may repuire this € . .;ran.t'io€a , therei problem a iti the 
S stem. 

Engineer (F1 _) 

This icon is wed wren an engineer vzisite your post office. They will use 
thaw €C'M a 

.,a3€.a,. . 
OWI ".S.t€ow tests on. thL Horaz€art sysi rn. 

Logout (Ho)

This icon is used to toccnit from the Horizon system., either when you have 
finished fog the day or ii you are 1e a u y the counter p.uaioon I e- a period 
of time li .el to exceed 15 minutes ii 3 on are., leaving

»
 th.C

9 

z`=A€zl'1 
e  

e 4 7ti.t£1{. Ii 

to serveserve€t. the oared hatch or to obtain as form, the Temp e ....& ck { I.".~.. . 

.n (Del) 

This icon is used to delete a sate icon in the stuok on 0)c right-hand side of 
the screen, before t e i a renon at':< \'4 Eth the C,:,o— `ption of .1ti7 ' , ,l tad 

Payment ( P) ttarts., tican  {. €c i;;a ^s ;arc in t €e eta{ k m ry P 

removed y first touching the Bin icon and thenthe sale item. 

Info i 

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

s 

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

h WI WORKBOOK 1. 
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HORIZON SYSTEM Intro duction. to ttit..i- t ahi Svtmt 

Section 2: The Desktop : menu, continued 

PAT i43f €I 
Da 29101195 

hue 2.tt 

1. "'much the lnth icon or Press HELP  on the keyboard. The on screen into icon thdes, then 
re:€opear'sf after a few meond.s. 

2. Twc1a the Info icon, aar Tess HELP on the k ebeard ruin an n di ately Thueh the 
Transactions icon, or Press Fl on the keyboard. 

You va ill see a yellow peech bubble that 
explains the o aerata.at on the Transactions 
icon act mated. 

(..Once you has 'e noted the Information, Thuch 
the speech t ubhte orRe-Press the HELP 
button. The huhbh s Al disappear and. the 
Into icon tk di a'et.: t-r to ioi normal state. 

3. .Thueh the yellow speech bubble, or Re-Press HELP on the keyboard 

On the right-hand side of the screen. you wdi ai- nPic elect.. and 
calendar, The date, time. Balance {' c r :ss - t.d n  t'i -t'a unt t' ' 'o 
(CAP) details wtil be automatically upduaut ho t let boa '; "m.. 

if you return to this menu with an incomplete transaction, the display is 
aepta.ced I)y tip;., a atuact iou aaeL 

Cl

o tct, tOR.hROOK I 
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HORZON SYSTEM I rtr to ctio to the Horizon System 

Section p :Moving to the Serve Customer menu 

Refs .PAT IU4 /0 2 
ot  29/U7/99 

t:ssrrc" 2.0 

The Desktop menu is aiwav displayed when you first logon to the system. To display other 

menus you ha =e to uavgate through the system from the Ottiop. On the Desktop menu you 

can see there is an icon for Transactions. 

, 7uwh the Transactions icon, 1 a , e or Press H 1: s)rr ° Eye le° .artl. 

Transactions menu 

•- 

The Transactions menu I , uow {l spkoed, The kom on this menu and their use are des c: IN. ;.a 

subsequent Werkl; oohs, In ti i,s example you need to n o-i ate past the Transactions menu to get 

to the Serve Customer menu. 

2. Touch the Serve Customer icon, or Fres. l on the key h ari 

hn have now navigated two I . , k. k down from the original Desktop menu to the Serve 

Customer ler menu... rho d Iu 3` shuns the w{ 1e§ eis'; 

Transactions

2d level Serve Customer 

All counter sales can he processed from the Serve Customer menu or front ot ter arena 
accessed from it. 

Ybu can return to the main Desktop at any time by ouching the 

Riposte Desktop icon, or by Presthg HOME on the keyboard., 
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HORIZON YSTE tntreaductioa to the Iforartrn System 

Section 2 The Serve Customer menu 

dd- PATW43/002 
Th te: 2/O7i99 

Issue: 2O 

All r. ~k: mer sales canhe made from the Seve Usimncr menu or r enn €.esoI from. it, 
11C: • 4to- 1 cees tl'$3s menu and register and f wish mku, the Jl 'n i ~£sn sumn will 2lw y" return 

to th erec Customer   menu. ? . To 1
#

Fa 
}

r? <:ll€.. i .:tc:: i < t.° t ̀ € main x ~ . t:;.p menu c,,; caan 
a 

c the 

Riposte Desktopicon at the top deft hung a xsm t }f the screen or yo cu  ¢ su Press H ME on the 

keyboard. 

This section provides a brief description  of the Sire Customer menu icons and their use, 

Serve Customer menu 

9 Q ~ 4..rM•' 
'II a A~ JP :' 

fE(( W ~A d A ' ~so• ~' 

:,.. :~" 

>• 
`fin`,

• °P~4dl¢i3Ri'.~Yd. 

=55 

QuRnfl 

1 is tc on a ili allow a quantity to be set bet me sate oi an i r the du i ner:tm 
1mm the :Sere Customer menus. The :icon w ll. always iii pf ; I an a 
default, You will set quantities for sales later w u: wPOI ec twns 

1st class rata (Fl) 

T  i Ecru - °r'cr-dc the sde of 1st class stamps. 

2nd class stm ) 

This icon records the sale of 2nd class stamps. 

Postage star (F3) 

This icon allows you to set the Amount of other aloe postage stmnpE sold, 

0 IC WORK ()I.tt .. I 
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HORIZON SYSTEM. Introduction to the Horizon System 

Section 2x The Serve Customer mein, , continued 

Stamp Books (F4) 

This icon accesses the Stamp Books menu. 

TV strtt p ( ` ) 

This icon :records the sale of £2. TV Stamps, ps. 

T strata 2 

This icon records the sale of 2 ET Stamps. 

Posta l 

Orders (F7) 

t' eE P:Af :Hf4111'00r 

Date: 29,107,1111 )
Is e, 2.t 

This icon accesses the Postal Orders menu. Postal Orders - Saes 
Encashment, 

vo al Schemes (FS)

This icon accesses the Local Schemes menu for Travel Schemes, itom :. 

Care, Meal's on Wheels Rent Curds, Electricity Schemes etc. 

Colour TV lie (F9) 

This icon r'"ck, ?,W 4€k : e11 L?tt $ t E7.nn 'IV L enc 

El' bill pmt (H 

This icon is used to register all BT payments. 

` cash giro ' ) 

This icon is used. to register Alliance and Leicester Transcash Payments. 

Green giro (F12) 

This rinn is used to register Green giro payments. 

1971, W (.) l : IBOOK I 
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Sect T ion 20 e Serve Customer  menu, continued ate. '9tO7,94 

Issues 2O 

Other .Products ff13)

This icon accesses the Other Pr&elece menu. 

Ireland (F14) 

This icon accesses the Northern Ireland menu. 

Cash (x255) 

This icon will register the trans etion 1a >met; h,7' it the .0 'v"wrn c r ha peid 
the, full amount with the correct ca f by assmg the Scrtiemcm. f en u u 

Functions (F16 

Thar icon eer, the Ho :1 on '; ., r7'1 Functions S11€'C ; 

WO .-90 

Ste 
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HORIZON SSTEM Introduction to the Horizon Svtem 

Section 2, The Other Products menu 

Rdt. P.. 43/002 
Date. 29!07/ 

Fasces: 2.€t. 

The ServeCustomer menu allows von to s °1.ct certain Post Office products directly from the 
menu. Fl ever all products. including those on the Serve Cite€ornm menu, may be selected 

'em  the other  r~ lu t; menu. 

FI'urn ,1,c Sc.€ .`e C€€ ta ruer mmm.Touch "t,>€e. Other Prnf, deem .s 1ro i, or Press F ;, +m the k~ Sa h£?%I.?"t:.. 

Other Products menu 

~*~. au°̀  • x , is ~ ~ 

flare it a brief cscrnpt:is n of the other T'r adducts menu icons: 

P andA (FL) 

This icon accesses all the ta.uirunes rlxa,eai to Pensions and Al s -k.inies, 

' ation¢al Szas°iaa .s (P21 

This icon accesses all the Nationa Savings functions, 

Girobank ( ) 

This icon accesses related Alliance & J a~ .. ;a a (lirohank sales items 
including Tra srash, Premium Bonds & Business Accounts (Cash 
Handling service), 

Util1tIes (F4) 

This icon accmu 133 bill pav'mrnm & APh rna eh paynwnls. 

tot". WORKBOOK
Page 
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Section 2< The Other Products menu, continue ate: 2 rttm 9 

Saving Stamps (FS) 

This icon accesses the Saving Stamps menu for sales of TV, 'lV1..., xtts¢r, 
BT and Gas saving stamps. 

This icon awo s, es the i..ciure menu for Littkwoods and Nationa( I otiry
l zw I'€'ies s anJ 'toe Atre ̀ i1 ,,u€hsrriptaons. 

i"rtv~et (}7) 

This icon aaco 'sT ; the `i"rav l m nu fo" :tfl travel-  related items i eluding 
passport app) a! ws and €&'dv' A insuranec. 

Pers Finance

,n .`•. 1cuun <Ic essc.4 'c ,> Ial is F nancereated paymentsscald ?3'smduets 

i€ie tiding Ot.he Banks it rues Personal Banking depos:is & withdrawals 
t;tc 

Scales (F9)

This icon accesses all Postal Scales items including Post Lnland, oat 
Europe and Post International. 

Mail Products(FIO) 

:con accesses tha \fal Prnduci menu for :Its of Son . Siam 
Hooks, ¶pccial Stamps. 1='} .l,.te.€w: Salty: " Priority & Ordinary S toncr etc.. 

Retail WI I) 

E is icon ses the :,".: ail 6 I€:`III.I fe:€ l:'i rnme rats'':% coins and. €,8 S1 t:`.i" 

t;ae Counters H S V iLa,f, all ale.  €tens ncl uthngt.,aec;in"' g Cards" 
Postcards & ( c:rarl ar.. , 'Only= t'< r Use at Bench Offices) 
Licences t.F12) 

This icon accesses the i.i terc menu for sales of TV, MY L, I nfina and 
Came Licences, 

Ages (F13) 

This icon accesses the MohUes menu for phone related lased items„ 

WORKBOOK l 
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HORIZON SYSTEM Introduction to the Horizon Sete 

Section 2a The Other Products nenu, continued 

P tonecards (FU) 

This icon accesses the 13T Phonccard.s menu. 

Postal Orders ( .) 

This icon accesses the Postal Orders menu. 

Prey (Esc) 

Ref: PATR143/00 
Date; 29/07: B 

Issue: µJ 

This icon will return the u•aer one step h<ack:w.lid<' :n tIDe menu

process .From the Othcr Products menu, YOU would return to the Serve

Customer menu. 

`( his section has ui en you a brief overview of the menu structure; staru ng from Desktop diown 

to the Serve Customer and Other Product anus. Don't worry at tht , stage it You cant 

remember where all the products and services can be accessed., Remember if you touch an icon 
and the product or service you require is not displayed under that ter ttp, you car, use the Pre 
icon to move backwards to the previous menu, and try again. 

p WORKBOOK!. 
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4 cIi emi t" Sheen 2 kfewk I 

Ref., , 4 .rHJ431002 
Da a n 2 /07/99 

es 20 

H rlhere ere any qu .tit.ous you are unable tc- an w€.`€, read. ection 2 again. Some of the 

31re practa .. it and r qu cc yoou to ,.use the l or£eon system. 

Note.. 
If you are completing  these exercises in the post ot"iice.. ensure  that the horizon system is 

in Training Made. 

which m~ S ::rCC€ fu€l c.con can he used to provide additions iufom ation. about the menu 
,C r fS. 

If an mon has a padlock symbol superimposed  on it, what does this mean? 

Hoof do you return the H gai,ron system to the Desktop menu? 

4. If you prefer to operate the keyboard, how do you activate the relevant icons? 

. Apart tra 13 tfle ot(€:3? ma .,lO"k, whhO.. Other infonznattls i aZn be oull  n the stack" 

t:. Navigate from the Desktop to the Other Products men", 

t. Return the display to the Desktop menu. 

s R'L 4VO BO(,)K I 
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EPOSS 

HORIZON :SISI.LM 
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HORIZON SYSTEM EPOSS I Ref %ATH1431IO 

Date=, 29iO7f 9 

EPOSS 
HORIZON SYSTEM 

OBJECTIVES

Objectives: 

\5`heit vat a hw on tm €:>( tml i:; 4\'~~ -k'hm h vo € € ) H `a k- [€:. 

I , f aes #the the Seuk„ r.ern options of the ':forte u system. 
2, (ompiet :nL iu: i'xle DOHS tr: if] ` l l ?rtz4) t '3t n1. 

,3., Ca  omphn' F, (')SS trans, ct1i.',n's  Ot €€ in

4 Ct o?. d ie#, U,l'n "tSS tree ci€i'al"t h ' " 'f yE€'. "t i I:1# ., . pnvnit:1-1t. 

introduction 

This V ortt.l ook is the first in a series of three describing the actions and p uce .ures for the sale 
of, eel iazonnent tar, post office products and postage items using the EPOSH i.; l :ctronic P{:5ita-: 
01 Salo Se.r ee) function of the Horizon system. 

.i 
IIts. '%Vf. 'rahook is divided into two sections. Section I (tescrihes the Settlement menu and the 

options available to the customer when paying for the prod cts purchased. Section 2 describes 
:scene single sale transactions to tech h arise you :with the fi:ro# rc: sr d lt'ra menus and then 
progresses to multiple sales from the same menu err;€# s.. 

if you need to reverse a transaction for a customer or if you completed it incorrectly at the 
counter, .refer to the procedweprocedures for reversing transactions described its or book '. 

Note- 
If yon are carr un out ams of these training r-cr ies in the post ntTh°c . the Horizon 
is-5tem must he p1 ie d in '1-a.>ainiaa°i; 'code hs the naaattager 

At the end of each a ekhcok in the series these is an activity sheet, which allows you to 
practise the €".41"€ n ( €2; cc in the Workbook. II von rc not sure n  the m'wer to a 

question, s aa,l,< a <a<_f th;.' : 1` 4. ant sccta n o1 tin, nil < a i± and try aaa €; 

The Workbooks :l , not cover every possible transaction which to, i;=. . . ;€ .:.w tO 1 i 3# i son 
S ystem. if von  need further help, or if a specific example 0 n «: ceecret. 'a on <J th,l :,zra •€€'t the 
`Horizon Svs`tem User Guide 

ote, 
The ork t. oks provide values against a number of produrts and services that are correct 
at the time of going to press. This l.nformati on Is subject to change and you should refer 
to the appropriate POOL transaction dcwutnentatle0 for up to date price information, 

ICL WORKBOOK O 2 
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HOR HORIZON SYSTEM 

Section l.: The Settlement ent menu 

EPOSS I £at i PA J 43 iiO 

t3:ta~;
t.t 

Before von conduct any transactions it is important to un ier t;..nd ,he Settlerue nt funet one of 
the him dun "V to m w,,d their use. l the end 

of inst €€`,ltl' cla t inns. there is nocni IZI t' a 

4a tli 'ITa t':t with the customer f4:: €?1"'' (lit these cea lions: the I r'o€€ ;, :.'I1 disp itys a Settlement 

menu nu semen you can select the method a.=i i 4 `t?i>,"I I a ft ed ?,,' the eustor .. a s n this menu. 

Tins section describes the od kment menu € €ets .tCld their use.. Mt Ys L ?es meuts can also he 

made using the settlement Fxt:.r € . t tI the s:n.'stto tc wishes to ;>;:i+,part . tee :r t .mI:€ ?t€ ss i.t 
savinn stamps and the outsiatzd:inu balance With cash, this is .upt"'saute£ by the settlement facility. 

Note. 
Only certain ethods of payment are acceptable for each salt, eg a customer  cannot 
redeem gas stamps against a water bill payment. The standard methods oh payment are 
in accordance with current post office procedures for each product. 

The initial exam it i t,  ti, thm seenon sacs from the Feet:ttnns menu. .in later W,€F:; plw`m the 
Settlement menu v i he: distlias; n autoniatically when the Finish icon mm'w the INTli F. € , i:; 
acti4ateid. After each %,, ,d W ,, t:c nil lu ed We ll.t i izcn Vs't m will a.ttone.:l lt %H v rt't tm Is the 
Serve Customer trcntS 

From the Msktttp € .€enu, select Transactions, then select Sefl ><ce Cu€sno3ne€l. 

1. .Touch he Furic ions icon, tress F ? fi ten the ]s.. s:hol'€.d. 

Tie 1 et € ;i€€itt, menu is displayed. At the bottom of the screen there is an icon for Settlement. 

2. Ttu cJ t. SnOb ti cut' i ,:3r,. < ' ot Press P'16 on the keyboard, <board_ 

t~.t 

.b~i'-~' ~•"b' Oo ''.wL' k........~,..»,
.:.., 

~~P 

{

.7

sit',; . ~s1 n d 3 Feds o3 ' a;€a '~~, ~. 3_., 

Remember ihei the customer can n is the 

a
i

t'a t t P
i

t): f€~"e rule, i4 t;ae t tl e 
total `iet.Een n ntP amount:. 

i v

t Li 

a£.;,  4a [fi' A# 

L IPi <In 4F to 3 S h.. t Ci: on £" 

ii . t :E h 4, a ,n ' 

>i 

9 i.. Riposte 

i i t, itt:uai ti§ tttgi -1%ii l 
I «.9I':i . 3,,. the screen. 

tie icons, on this menu allies a ; ;art=ain€ type of l t:iv merit to be made for a sale item. If ai. 
i>ia t.i t pert'ttneata ts made fot t ttatF> supported „e am acCu wv l need to .. ..: nane titan one 

iron .tc s1 "EI Vat nA. tlu to finish tie ml . If stamps of ? el1et crc redeemed eseetsi a -;ale the 

Horizon "Ic:it tad a rn l,owr peat nt  specific to ?. he of EF._i l ten rules. 

' ̀  If I. WORKBOOK 
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Section t. r The Sr:`.tt rmen:t t re uu c n i. ue t.
Issaae-, 2.0 

Here are further deta€Is about individual icons from: the Settlement menu and their speethe use 

Ch ( ) 

f hcc ton is used'when dw wu ff'.cd €. :ft. e+:3II ct . awn t

Cheque (F2) 

]1i  icon is need when :. lsw >~ w,.e'.ct payment as d.3[3c;t:°i.3. .> a tl's;; ~ ` . . 

( Ee"juc s a:<n onl 'N< .i ~:: 4.tcd Pu ti ~3? Tar duct it?1.. 3. to in ~.4.<.c c f . 
~ 
-{ 

po.eJnic 

(ash (F 

`i k icon can be used whew the payment offered is tnn cash ha e -gang 

r eq€ is -T. er. a awl note ii nifered as payment for t 1 c.e sales totalling 
?, I . 

:;hr tae t F4I 

This icon can oc used when the payment offered is a cheque which does 

not meet the. I amount, eg the product cost tolak ci !'.2 and the u ., 3a,. :i.

wants to pay w 100 by cheque and the rem ainder in can, c i eques can oak 

be accepted for those products stipuh u<:e . i m c:urrert Er: t t r aa3,3t 43rd i. 

ru transfer (F5) 

This icon can be used when feast or part payment fora product is made by 

Git 3 transfeL 

Vouchers (F6) 

' ins icon can n be used when -ouchers are an acceptable form of payment 

for the product. 

Debit Card (F7) 

This s ia'n ,: ;3a 
be 

used when full or part payment is made by debit caret. 

,p: stra:ap r .rtt 9 . 

This icon can be ~3='Ga 1340, { 'Hw Ed  t .ri Ert;; 4iw t is )tmeted in ? te far 

the product nc fi' -.& w ihe' lcs1?;. 

Wt>lK00.. 2 

``p4c 'fit 
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HORZON SYSTEM EP SS 1 Rat': PV R/4-V0W 

Section 1. The Settlement menu, continued t:r nr; 'IIn r: 7f 
issue: 2.0 

TV stamp r T)) 

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

Water strap cdrrn (Fit) 

This icon can in used when f'oll or part payment is offered ins stamps for 
the product nnarr' od cm the icon. 

' .V'L stamp rntn (F12)

This icon can he used when ftaUU or part pry rnornt is offered  in stamps for 
moms rc}rra e licern, :;€>. if von are not on 4fVL ,.)Pine, you will not Lie 
allowed to acres ti €s icon. 

Gus strrnp r nfrtn (F13) 

Tlriw icon can he used when full or part payment is offered in stamps fin 
the product a fin d on the icon. 

Eiec stop rdm (1'14) 

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

Yin must observe Post Office regulations on the sale of stock items and rules .for payment 
when r 1 it are F ecotino settlement. 

3. Touch the R pc sro S ti ry e Customer icon, or Press HOME cm the keyboard. 

The system2? now returns to 6h; Sormo Con.runes menu. 

N i O R B O . ,2
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HORIZON SYSTEM 

Section2s Single stamp sates 

Refe PAT 143/0412 
i s te: 29/07199 

Issue 2,9 

'['he f' i owrig transactions are all for the gade at' i'iXed price ttt,t=,s trStrtV rhC Hor.xo '11 kX11. 
All E. t..} S transactions will start from ffe ; ~ € s r Cu .to -rer m' -iEu< anal will pr ,= r=°s < to the 
payment method used by the cat° solar. 

l :r. m the Desktop menu, select Transactoc}n'i, tt ' u c le ct 'errs C.. t_"yaatonwr 

.I 1 .i 'Sui''u t, 3t mci rt :u €. i is displayed. 

:,.< .a •.. ,cA2° Some of t1 o coos <m sci ccn hav e a 

,~ resat lower ievel €itom, d:m edl 'hi t 4 th ree 

white dots .in r it. top kit ha-"Kl cc' rat: crt' 
d a

the it on- 

(<Aj jl ➢ p 

You con rugs -ter the sale of fl ue pro£tfnets dlr c lyr from this menu: 

Firo it' iii S `. o:id ('la ' -3.ainp\ 

t:2 

.,i, v s nips 

In tl°i  smioie t:h'1. wri:;t<: ni r 'i,hus to purchase a single 1st Class Stamp. 

Touch th» 1.->4 class or.ttp icon, or, Press Fl on the :eyboar'd. 

After the icon has been touched, the sale is logged and the sale and 
price registered at the bottom right of the screen. 'l'`hiis visual 
display of the. product sold is referred to as the safes stack'. 

Note: 
Products viewed in the stack are not registered with the 

orl. :on system as a completed sate at this point in the 
transaction process, 

Notice the Finish icon tells you to TA.KE £O,%b' from the 
customer. 

i rat°fir the Finish  icon, or Press 1: I I i ' 3 i F lr

Wt. 8~ t it Rt;.tO 2 
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HORtZON SYSTEM : POSaS I 

Section 2: Sin &e stamp s rlesa continued 

R.ch P:M'Hi431 02 

The Settlement menu is displayed automatically and you can now select the method of payment 

offered by the customer, 

I- a this x a ile the customer has tendered the erareel < s 

3. Thuth the Cash icon or Press . l on the keyboard. 

The a , of sdecting the method x>I' payment completes the sale and the Horizon system 

r .turn, to the Serve Customer menu. 

Re netrahaee you can complete the sales of t sr and 2nd Class stamps, t ail .o a .3'V licence fees, 2 

TV and ;2 BT saving stamps directly from this menu. 

Note: 
1n this example the product required was obtained from the Serve Customer menu, As 

the customer paid with the correct antuuent in cash_ the (:ash icon (1= 5) ,dw ul d have been 

used to complete the sale. This icon is ON1..,V available on the Serve Customer menu. If 

during the sari: you move to any other m enu,  they Finish icon orPreos .FNT.FR on the 

keyboard should be used, 

Weil done! 

You have eeo-anpletted that sak of a single stock item using the Horizon system. 

WORKBOOK 2 
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H RIZON SYSTEM EPOSS t 

Section 2: Saving stamp sales using the Quantity function 

Rf PATW4310022. 

Date, 29/07/99 

t€~srre: 2.0 

This c'sercisc describes the sale ot it ants using the Quantity function of the flori?on system. If 
customer  requests several items wid-i the same t' x e.l .en. it won hi be antcaiistic and 

ttrnc consuming to keep Touching the screen or Pressiet the keys to reach the correct number 

required. The Quantttr fur et€on of the Horizon system al iws ent€ to sit the amount required 
before activating the con lot the product. 

in this Quantity benetion er a.rnitic, the customer Las equested the ic_rllu tnr hums 

rz x £5 MV ., sa€s rng stamps. 

Fr rm the Serve Customer € emu: 

Not ice that the Quantity icon will always display the figure l as a default. 

1 .Thrwh the Quantity icon. 

The Enter Qr€ztrt,ity ,cr c n it :fisplayed. 
The severn p. ,main; s on to teN in the 
quantity req nit e . 

On the right-and side of [ e s~ e e tn: on 
can see that there are two st.<'., i 

offered from this menu, r € :`:ti y & 
Shopping Mode. 

The service selected is het hltpirted in 
is I: L `. Qt.y tti be ta esatpk l''€e 
Stwp ~t n F \tU .ic is coisttcd is 
SVt a kttuek ' _ l tnetrns. 

As with other Amount entry crcens, sou can either use the on screen keypad to enter in the 
amount required. o sor£ con use. the keyboard. 

2. . vpe 6 

Check the quantity entered is correct before continuing. 

3 Th ich the green tick icon, or Press ENTER on the. keyboard, 

The Horizon system has returned to the Serve Customer : .emit. Notice, however, that the 
Quantity icon is now displaying the number 6. Any fixed price item selected will automatically 
be multiplied by 6. 

Notet 
You can set the quantity prior to the sale of an items by simply typing in the number 
required using the keyboard WITHOUT activating the Quantity icon.. 

4. Ttch the ()the n>hats icfln. or !'toss l l .w the keyboard. 

rw© WORKBOOK 
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HOR IZON SYSTEM EP SS1 x. r. Pr~8 W ,43z't 02 

Section 2: Sang stamp sales ung the Quantity fu aetio , continued 

5. Touch We &M< u. Stamps icon., or Pr ex F5 on the kevla;xu'si, 

• ~ 

I 
The Saving Staanps menu is di splayed

: There is an icon for the sak of MVL
t ; 5."e ..:"{u"W.s4sa!Si .....................:~...,..,...,..,,...,.

• swing st.am p s. 

EI 

Y ..3fL'urz~i 

i a'v~+C~ri SsS,S 

6. Touch the MV: ., stmp icon, or Free F3 on the keyboard. 

A hv uah We ic:n wa u :aed  emh ;? sc tur  
i

€£i item, tIm.,> icen in the Ice "tack, she n 

h,..1i?Z :.,.; '. s?S. 
>} ,.,s 

x>  eW£. t r a3 jma oI ., . The -::f<s>kttik :ci bee eki,g .reset o  .s J 

I1 linihcr Wtiple : lade,, were required you would have to reenter the 
gt3en iev. tm the ''lt"`affl zn€ ok m. 

M\' I .  r ti U P SALE tCON 

( X31 tIM SA1..ES 

It ' t CO' mm Sail t,,S 

Le LL #.at~AF1XE.! t R1C i [TEM ( 5) MUE 1}3t.JEt'3 
f"tE i'PP SE QU.AN t Y OF 6 

Etta", L COST OF QUANTtTV SALE 

7.. Touch the Finish icon, or Press ENTER on the keyboard_ 

'rhe Settlement menu is displayed and t-iae. method f f x€ m ni ffèred by the customer can now 
be activated using the relevaa t : icon.. .in tens sale item mtampie:: 

8. Touch the Cash icon. or Pre Ft on the keyboard. 

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

Well done! 

' ~tatr have completed a sale using the Quantity function of the Horizon system. 

WORKBOOK 
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}ff)RIZON SYST1 AM UPOSS I 

Section 2a Saving stanip sales using the Bin function 

Ref. PATIL843(($ 2 

Date. 29/O7/9 
bwt 2O 

(Ac Easto tall,. a : < tcnncr may € h art ce their hind when requesunjc a sale item , or you could 
u h the v err eon b ntt5tatke. You can delete any Sale ite3n in the sales ,t ck using the Bin 

function with the, c exception of APS %n ns, re.tiyr° to Worl hook 6), :(f. however the 
tr'an a cTmi oz r,N)n has been eon q%ed and settkrn ,€t made. y u must reverse the transaction 

F,, r-5 c t f' the ..r.3 r tre fer to Workh . ,,,,k ,r for Rem rsaals s. The l dioa ing example demonstrates 

the. us.a uf the Bin ttttetion, 

in this example the customer has requested the following items: 

l xt2TVSavinStamp 
I .x .£2 f3T Saving Stamp 

[aunt ti ST 'n C m nurlu 

1. Tenth the TV Stamp £2 icon, or Press P5 on the keyboard. 

2. Touch the BT Stamp £2 icon, or Press P6 on the keyboard. 

Roth sate items have now =appeared in the sales stack on the right-hand side of the screen and. 
tl e nod of the two item€,'S requested is it,t--laved in the Finish icon. (f4 in this example ). The 
cwortyr re es -.t this stage that they do not have sufficient funds for both items and now 
only a ants tMae 2 l' i stamp. 

As the sale has not yet cord tctad, alto anti delete the £,2 TV Stamp from the sales stack. 

..t. Huck the Bin icon, : a, r• Press DEL on the keyboard. 

As von can see_, the Fm icon fades when you Tmwh it, then remains shaded for 5 to 7 seconds. 
efw_ V hic;:lr it returns to its normal state, To delete an item from the stale: stack, you must. 
't uch it while the Bin icon is in its faded state. Allow the icon to restore. 

, Teuch the Bin icon, or Press DEL o f the lac y hoard: 

Within seven secondst 

5. To ch be £2 TV icon in the sales stack, or f r esx l I on the }:c.s'heard,. 

This time as you touch the TV Stamp £2 Leon, it is deleted and only the £2 81` Stamp icon 
remains in the sale.. auk. The total displayed. in the Ftni, h icon also reflects the sale value 
total, and is now shcm np £2, 

.S an can complete the sale. 

6,Touch the Finish icon. or Press NITER on the keybc ard. 

§

I l e 'I,. :rk~rnsat menu is -1 l~"::€ vt l and the method o9 l ~r4'°t= •?tt offered b al €, ;:•€.r €a'3 f .;.n now 
Pa net's  1 '.,d r€ fi tre theY ,°.l4 {.~ €Ci 'fl. in € tis sale item o,.  tin,.

leech tic' r Asa icon. c Press F1 ors the keyboarh.. 

'l his eumpletf Ill: to and the Horizon system returns as tWte Serve Customer menu. 

Veit dune.' 

ou have csoupkt~ertl a sale using Mire Bin function of the ilocison systom, 

ICL WORKBOOK 
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HORIZON SYSTEM E POSS 't 

Section Fixed price sale item (n ixed 
payment) 

Ref- P&TH/43/ 2 
fate. 

29/07/99 
tssu€: :2.0 

The following  transaction u q'asr the :sale of a tied price item from  the Serve Customer menu. 

In the fob k wing example. your customer wishes to purchase a Colour TV Licence and pay t) 
b < cheque with the balanu c h. 

i ouro the Serve C.utanue iuu 

I .Duch the Cuk'ur TV hr icon, or Press F9 on the keyboard. 

As this is a fixed price item, the last action causes the sale to be registered in the sales stack oil 
the. right-hand side of the screen, This is the only item requested by Era F; a3 €. Fa aa. 

2. Touch the Finish icon, or. r'ess ENTER on the keyboard. 

The Settlement menu is displayed, and you can now specify the method of aa, mart utTered by 
the customer using the relevant iron. 

3. Touch the ( h. pate icon, or P s i'4 on the es hoard. 

The Arnout a c€ ceo is dupktyd. i he sy /cut prompts you to type in the amount of the cheque 
offered ,us part payment 

1 
a t• : ;t; a .t 

C heck the amount entered is correct before. continuing. 

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

You a it- see that there are now three icons displayed in the sales stack. 
on the ri h € 'd 

sale  

of the 5€reen flue rep 
icon is the full cost of the 

sale& 

item in 

us 

easaantp 

e £1 

( 

for 

a 

t' , ,)ic , nc 

TV 

.licence). Th e centre 

icon displays the airy ount deducted tram the total payment by the 
cheque 

(note 

that 

this 

is 

highlighted 

in 

yellow 

because it has been 

received th an the c <st: tmer). 

Th e 

Finish icon 

at 

the bottom displays 

the oaatstaarc 

toe 

eM_R)_ t s. ::E1 

required 

t.e 

complete the transaction. 

Note: 

If a 

cheque 

is offered 

as 

full of part 

payment :  

all current POCL regulations regarding 

the 

acceptance of 

cheques 

at the counter still apply. 

WO B(')OK 
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HORI ON SYSTEM EPOSS I Ref: ATR/43/0 2 

Sarno 2: Fixed price sale lte (mixed p :vent), continued Date. 29!07199 

As the sale has still to be completed, the Settlement menu is still displayed. The customer 
detnd s to pay the outstanding  balance with the exact amount in cash, 

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

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

Well done! 

You have e completed feted the sale t f a fixed price itcm accepting a mixed nt. using the 
Horizon system. 

WORK BO .1` 
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HORIZON SYSTEM 

Section 2; dos l Order sales 

: PUSS I Ref< PAN ._43; ti l 
Date: 29/ )7// ) 

iiss€ee 2.O 

This example i., ail: w ith the 'title of Pns al Ordew  .The fee ovi Pdd Orders are added 
auto1 iat:'icafl d.:; v all,  T :he !3,uisaeiior€ will be 
cEa hka°ri rem d r. S i . r t .s domer

In thk eaat" 1 € 1>r the 3a:r ft :. . tl < t d ,: :L Po al a O.`dm': Yen av- rn than similar 

Postal Orders are grouped under the .Postal Orders icon. 

From the Serve Customer menu 

------

-.—

..../ ......... 

sY.uA`lM x } 

2. Thuch the P 5 icon, 

or Prey: 7 on the keyboard. 

The Postal Orders menu i4 displayed. 
Select the spec itia: i'o,€yal (:ruler required 
from this menu 

or Press ES on tie keyboard. 

'flie £ i ax€> .I , dig. 
€ . 

: w appears in the saics stack en tie: € Lht I ad'side o the se As a 
tee dir tin:', y alp. _n. n .s als €,xia;>.arw , it hoax been atmn:at,f.:ayade.ed to the ihee value of th e

l 

.3ntal 

i.. 

i'5,ler at .d. 

is 

ai'iA

,

R 

ded € 

t th e 

utal salescoat. 

IVhis 

is the on 

, 

ttem requested 

by 

the customer and the 

ed 

. ea 

now 

he 

completed. 

5. 

idwh 

the 

Finish icon, 

or 

Pres.s ENTER on the 

keyboard. 

The h 'l , i ent menu k displayed iU 0 1.. tIe ,e et.n 3.d lets neat offered by the eustomer nan now 

he a e uva 

cd using the 

relevant icon. 

In tins 

example the c;u ta_,anc:€" oilers to 

I ,

my: 

with 

a 

Lid 

i. 

Th wh line Cash 

icon, 

or 

. rzrs FS on the keyboard. 

`1) O R BOO 
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t:O ..tZON S STEM tP0SS t 

Section 2y Postal Order salei, continued 
tsL : 2O 

The: ' Tit x €€t entry screen is isplay d. 
0e f ,iu :e: the ,irlmint of cash offered Lev" 

the c .te& "7 r not e\ act, von now 

n d ee to n't t,3 Ow r et.€fI i. ns,;.t, €a":1. 

to tIOK ew e• ii 

You e an use either the on screen ;lca ncrisc keypad or the keyboard to enter the; amount of EI+:l. If 
Y :el nia.ke a mistake when entering l ac figures, to del :te the List figure typed c. t €  ee the back 
arov. en the screen. or the BACLiSPALib key en the k€ sbuand. The red erc,.is con nO the ,cr3Men 

Syr the L N DO key wd ilek te the _tt€ t€. t oft wed. tiwru s no need toeni: .a the  and peon 

5 ippe £1 (100 

Notre 
Ii is very important to cheek the figures on the screen have been ti ter cr1 correctly before 
cnnthniing with the trnnsactiott. 

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

.   Another icon is now added to the sales 
: 

OEM 
y stack on the .eight-hand side of the 

screen. This icon shows the Cash 
tendered by the c usto er. 

NZ 
e tir.at 

the 1 ig t rc is .preceded by a  ; agr 
i fit`: is ;ho n hi v; ll sue indicadtin it 

pavfli==nt received). 

h Finish icon now sbows the xrttrormt 
r f a cal r,hcrn ;e dUe to tl e c ustomer, 

The metro disptay has aa.lsca reverted to
*a m tl~c:. Sr ~tl€.titertt menu so that you can 

_.-b_...  register how the change will be iven, 

Note; 
All payments from you to the customer will be in cash, therefore the Cash icon (Fl) must 

he userL 

7. Touch the Cash iron.. or Press Fl on the kt aeard, 

This completes the €L < € n dc Horizon system reto €,., c he w ;.. t t€ein C ni ,.we 

Well done! 

Thu have completed the ink of a Postal Order using the Horizon system. 

WORK. OO: K 2 
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BO :IZ(.)N SYSTtM EPOSS e R1t P4T}L431002 

Section a Postal Order sales with stamps 

This exatnp h plains ft:ic Horizon pmc dare for the sale of a Postal Order to the value of 
', ° whem ..dditi:om $amps need to be added to the face va lue of the Postal Order. Standard 

h e jcoeedures . W no more than 3 stamps, up to a maximum t value of 49p. may be 
art> 

;rtcd to a single Postal o rder 

Noted 
it is still your responsibility to a rise the customer of the best lit value of Postal Ordersa 

1. ueh the Postal §.:a:t` 
lets 

icon, tir Press on the keyboard. 

The Postal Orden:: sub menu is displayy=aed. 

2. Touch the PO £7 icon, or Press FS on the keyboard, 

The £7 Postal Order icon is now displayed in the sales stack on € ,—, r yt . t nd sate of 1'n' 

screen. The original request from the customer was for a Posts f (3-der to toe z a€see of £7.39. 
You will now need to navigate from the Postal Ordem menu to the Postage Stamp screen, to 
record the sale of the stamps required to make op the requested value. 

3. Touch the Prey icon, or .Press ESC on the ke {boar:d. 

By activating this icon you hl:,ve It vigat _t hacks\ mis me s1: .p  (rote the i' arul t. 1:`ders menu to 

the Serve Customer menu. 1-mm One Serve Customer menu you can select the correct lain to 
sell the stamps. 

4. Touch the Postage stmp icon, or Press P3 on the keyboard. 

The Amount screen is displayred, 

You can now enter the amount of 
stamps required. 

You can use either the on screen numeric keypad or the keyboard to enter the amount of stamps 
required. d, If you make a mistake when entering the figures, to delete the last: figure typed, either 
use the black , t.€:: s on the screen  or the BACKSPACE key on the keyboard. The red cross 

icon 

on 

the screen tit. the 1. NDO key will delete the amount entered. `['here is no need to enter 
the 

decimal ote "it. 

'O,.K

,tO.K. 2 
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HORIZON SYSTEM EPOSS I 

Section 2tPostal Order sales with stamps continued 

Re°t'. ATR/431002 
Date. 291€7/ 

Issxae 2.0 

Note: 
It U very important: to check the figures on the screen display have been entered correctly 
before Continuing With the: traaaaa.c;tiom 

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

A new icon appears in the sales stack oc t.l-.ree. 
e .tra s. raaia . 'The Finish icon at the. bottom 

reflects the total of the Postal Order. the tee and the adthtional stamps. 

7. Touch the IF nU Tarr, or Press PNTER on IK,, keyboard, rd, 

'rhe.5ettlement menu is dtspIaa:b d and the method o payment ent otferec by the customer can now 
be activated using the relevant icon. Again, the €.x t;,m .r is y,, with as flu ar€'£€e. 

8. Touch the Cash icon, or Press F3 on the krnthoard. 

The Amount entry screen .. displayed. The a:arrount of cash offered by the customer can be 
entered. 

9. Type £10.00 

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

F. limc° z the. urcen tick. . •ri o:,r. Press ENTER on the keyboard. 

The Finish aeon now shows the amount of change due to the customer. The menu display has 
reverted to the Sehie:aaent menu so that you can register how the change will be gate€1. 

Note 
All payments from you to the customer will be in cash, therefore the Cash: . icon (Fl) must 
be used. 

I I . Touch'iuc/ the Cash iction, or Press :l cr.n the keyboard. 

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

\'e.il donee 

You have completed the sale of a Postal Order with stnmlas using the Ilor-ison system. 

ten ! ORK. t)OK .2 
i sgcc .23 
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HORIZON SYSTEM EPOSS t 

Section 2 Priorftv stationery sales 

The following transaction is for the sale o9 a priority stationery fixed price item, 

in tids ex,., „1} , the Customer has >s eoed '. ri€ a 3. :1 mall, 

,'.rte iti.. ,".w Custo ow t en.a 

i .. Th ch the Other Products icon. or Press F 13 art the keyboard. 

The Other Products menu is displayed, 

2. € rr fr the Mail Products icon, or Press PlO on the keyboard. 

The Mail Products :menu is displayed. 

3.Touch the Priority Statnry than, 

4. Touch the Swift , ack sail icon, 

Ret: P:' TttJ43! 2 

Or s 8' <a 

F, 

B. 00 ,E&•w kc 14 )wd, 

1h t, Idle oi . ..> . .' m:.

Ym can ie';` i l po.luetsvilnk'; hoe 

W i ::\ td: ;,'.nad. 

NoN < in this gr(.mip have suborldinatc: 
products associated oaidt'.li them. 

rating any :cm Ii our this mono
..e... e the sale a E x in the :.e h: 

stcah , : ,t:3 d . t< t o=oe3_d side,o .he 

scree: . 

or Pt s 1 th on l ea t c h• <<t

The sale hue now hut :  ethic.  t to €...w h io  etack on the ri ;fat 1, €€. ,oh: +. +i ,.id: ; _ '!a Tse 

cusr£.Sanw 'rI':uhe's to p E o Sdi: t E2 it d a, :di tEe correct. cash. 

5. Touch the Finish icon, or Press Fiz"FLR on the keyboard. 

The Settlement menu is displayed d the method caf payment Offered by the customer er can now 

be activated using the relevant icon. In this example: 

6 Touch the Cash icon, or Press Fl on the keyboard_ 

' III
7 coraapletes th e sale andthe Horiaonn systemr tu:irno" to `hs; hrve Customer men::

Well done: 

You have completed the sale of a priority et=dlonrrr item dry;€na the itoria:uu ";v'ctr n.. 

lot.; \%R. .1tOK: 2 
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HORIZON SYSTEM F S'O'S I 

Section  Ordinary stationery sales 

W4, P. t'H 'OO2 

to —0 

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

In this example your customer husnr.uedcd ran crotram - e, 

From the Serve Customer me€ e 

l . Touch the Other ; Products icon, or .Press f: k $ on the keyboard. 

The Other Products ,Man is riis1Flav+Mal. 

2. Touch the Mail Pro=:laaa t i i con, es Poor I' 0 on tie t e v hoar i. 

The Mail Products menu is eiisplaye _ 

3. Touch the Ordnry Statnry icon, 

. Touch die A/' arc , n lc icon, 

or Press F1'2 on the ,.c viaeud. 

The Ordnry Statnry r acaaai is 
displayed: all the items are sae' items, 

You can see there, is an icon tor the sale 
of single Aerogrammes. mes. 

t he k k ,.7oafl di. 

The sale of the Aerogramme has now appeared or the sales stack. 

5, Touch the.: Finish icon, or Press yss ENTER on the keyboard.. 

Tie >ante anent menu is displayed and the method of payment offered by IF enr oot cci now 
be in. <'m d using the relevant icon. In this sale item example: 

Vii. Touch the Cash icon, or Press .pl on the keyboard. 

This completes the sale and the Horizon system returns t0 the Serve Customer menu. 

Sell d.ene, 

`eta haave completed the 'ale of an oraiiiinr% stationery item using the Horizon zo system. 

0 Ict, Wf. K l t.:'t(:)K 2 
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HOR7ON SYSTEM EPOSS I 

Section 2": Pared :sera ices transactions 

(ref, 11"0111431 € 2 
Date, 2910719 

Issue. ',3 

The following transaction is for Parcel services sales. .In this exam le the customer has 
requested a Datapost inland service.. 

Note: 
Mail transactions ti r items that weigh up to 6 kg can be carried rrut a I P SS Scales 

transactions Refer to Workbook 4. 

From roue Serve c_ usw :rcr men: r. 

adTd ?kc Othci 1' s aluc .Prcss F. . u iiu l.. 'h:: :l . 

The Other Products menu is displayed 

2. To ch the fail Products icon, or Press FIO a 113 . kchouoJ, 

['he \1€,ll Products menu is displayed 

3. T ch the Parcel Services icon, 

4. Turwh the 0/post Inland .icon, 

or Press F1.4 on the keyboard. 

The. Parcel € L ° € s=: €F is displayed. 
You c zn see llrere is an icon for Data 
Portl.nh:ul sau . 

or Press Fi on the keybcorardi 

WORKBOOK'2 



POL00090452 
POL00090452 

HORIZON SYSTEM EPOSS ! 

Section 2: Parcel services transactions, continued 

_ 1"jpe E14.5 

Check the amount entered is correct b f ,re> cnnhnnine. 

Rat:: PATt143IOO2 
Dates 2!07199 

h s e 2.0 

The Amount screen is displayed. The 

~.~

w rem r
e

mmp. you. to. enter t ;:basicbasic
cort 3 JI` T-he D f a t.r .tn4i " ri ee required, 
which ?OU c 

i iind n the --)mpr fdiurn, 

6. Tow Towh the green tick icon, or Pres. ENTER or: the keyboard. 

7. Touch the Finish icon. or Press ENTER on the keyboard. 

The Settlement menu is displayed and the method of payment offered by the customer can no ' 
he activated using, the rek ut Icon, In this example: 

t. .Toth the Cash ken, or Press  .F l on the keyboard. 

This completes the sale and the Hoy .zoo system returns, to the Serve Customer menu. 

Well done 

You have completed the sale of a parcel services item sing the Horizon s, tern, 

It I. Vt0 N13,(OK.t 
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HORIZON SYSTEM EPOSS I 

Section , Letter services *ransaaetir us 

'Fhe following transaction is for letter services sales. 

hi tls example the ctlsrom. € t }she to pure: ' €ase w heft of f .'i"i` Prslia I. € :I:3,. 

f joti). the Serve Customer Is 'i"'e: 

Towh the Other Products term, or Press P13 on the keyboard, 

The Other Produeo nteou is displayed. 

2 TOUCh the ?da>' Fh.odncts ieon, or Pretrc PlO an. the keyboard. 

The Mail Prod€€a. h. € € : i"1€€ > > dphirycd. 

.: . "$ c the Letter Services mon, 

4, `out the Prcpd Ltcs .icon, 

Ret< A 'W4 /O02 
De: ,+: 29/t7/99 

twee a: 2.:tt 

or ess
.
Fl5 on the keyboard. 

The: i,.etrer Services menu is .I€ i € 
IY.`i't can stie that tlzur=, are 3 €.ti Et € the: 

sale of ou 

All the !; an.  anm from be  eels:' are 

vuc entry. ItE S UUW5 tat ohieh vw: 

;5a,:ry ~.. ,-;,la'ctt.::d, youwall haav

in an aan ount. 

For this example oar€r nsco€a er has 
requested the. Pre-f gad Letters :, :r,€ 

or Press hl €t the keyboard. 

This causes the A. aunt entry screen to be displayed (as you have seen in previous examples). 
You now need to enter the amount the customer has requested for th is er a ics . 

Ch n k the amount. entered is correct  beh re '::;onti tin irt r- 

0, t ucha the e,re rt tick icon: or Pm  N l Wt em lht 

7. Touch the t"€€ioh aeon, or Prey s.W> - l l .lt. on the keyboard. . 

The Settlement arena is displayer! e€.i and he nmthd of payment offered ley the customer can ms 
lam. activated wane th,, relevant icon. in his r:

lie 'arch the Cash h icon, or Press Fl on the de_yhorud. 

This completes the sale and the Horizon system returns to the Beare Customer rtmenu, 

WtO done! 

You have completed a letter serviees sale using the Horizon system. 

tO IC::L WORKBOOK 2 
age 2 
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Section2a Multiple sales example 

e0 'AT: .i& iOD2 
r 29/07/ 

Issue: LO 

So fair in this kbook all the sales have been for sin}mle Items. This is a useful exercise in 
0aa k,'a €ri° rho i'lorfro i'yste m menus. howeverit is more u' ual for cusloyners to r w"st several 

items. Sonic of th _ .terms €eou 'ted in this i Aer,_t: have not been rnanrioned specifically in 

the individual ( > sasniples, but the are from ':[i. rnriie or similar menu w;roup.

As with all EPOSS S scales, the transaction will begin from the Sense Caasr,truer menu 

In this example the customer has requested the following .items: 

- I x 1st Class stamp 
I x 2€-,d Class stamp 
I x I st Class stamp book (4 stamps;) 
I a Swiftpack C4 Europe 

Remember there are five sales that can be made directly from the Serve Customer menu: 1st 
2nd Class stamps, C Aino i Tv Ua.cce : Fees, £2 TV and '2 T Saving Stamps. 

From the Serve Customer rraertu: 

,error the Ise class '-a ip darn, oi Pross l"' I € it the k;.' board, 

2. Thueh the 2nd class .stn€t't icon or, Prcas t2 on the keyboard. 

'I de first two items requested by our rr .Marra_ € ha se now vin€ t r..corded and trstafl Fat in the 
sales stack on the r is ht-hauid side of the .even. 'I,lie Treat item requested is a took d'c~rir I 
nrnnstamps. Th is dent F net available direr I . Tram the Serve Customer rr, i. . 

3. Touch the Stump books icon, or Press t°4 on the keyboard, 

The Stamp Books menu is now displayed. You can see that there is art icon for the type of 
stamp book your custom er ha.,:;. requested. 

4. "such the Stp bk. 1st x 4 icon, or Press F3 on the keyboard, 

The Stamp Rook requested by your customer has been recorded and added to the total in the 
sales ,tuck or the riehtdiand side of the screen. The Horizon system does not return to the 
Serve Customer menu because the sale has not yet been completed. 

The ..41n! Item vcs t clamant ruts requested is a Swiftpack Europe. This item is not € 4'

from the Staaqm Bm.Th t"ir., irr, so you have to move to the Priority Stationery menu to make the 
sale. 

Z WORKBOOK 
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HO ION SYSTEM EPOSS t 

Section 2 Multiple sales example i. co flnued 

5, Th wh the Prev iec.0, ...; a;F r yes ,. ESC on We keyhoarde 

Refs PATH/43/O12 
Thaw Z9/07191) 

teats .ct 

Activating  the : rev ietrn moves you backwards to the previous is menu, in this case hack to the, 
Serve Customer menu. The Swiftpack Europe can be obtained from the Priority Stationery 
menu. 

6. Tooch the Other Products icon, or Press P13 on the keyboard. 

7. Touch the Mail Products t :icon 

i . Thuch the Priority Statrtry icon, 

or Press P i 0 on the keyhoariL 

or Prcse I I on the keyboard, 

}l ':s nu id;e iid? E:' Sothe eI ' is displayed and there is an icon for a Sis'lt 1 .k Fo pf , 

9 Touch the S,,,.Ff'.pk C4 , ro icon, or Press F7 on the } w C}ai€'tt, 

A,s with i i€ .; ; i :i t iane, i .& Swiftpark Europe is registered m the 1s t ;t" w, and a' 

i€adivi,i. 

uaf a st is added to the overall total for this s cusnane.r. There are now 10 €r" in. ce the 

saki' 

Mtach 

but: 

only 

if€u`€• are 

visible. Notice 

at 

the E:. ft ut the sale ti staiak. the Open icon is HaIYW' 
displayed Activating this icon allows you to si w Al zl;'s i:tents to the stack €';;;:lii link those 

which were no 

ton 

er 

visible 

on 

screen. 

Id 'Thui°h the Open doml 'A. : or Press I,N .) i . the Levhs,ard, 

a 

F 

4  

k3  

,{3an 

E1e

\  S a.

y y 

The 

semen now 

tisplays(a,t 

iE'-< 

m  

r 

all 

,Iiw 

 

w 

dents. 

The 

Open i eon 

has 

now 

changed to a 

Close €. on 

 v°<a€ na 

this 

icon will 

return 

'Vol),son to 

the ae le 

trtenc 

lisplayed 

pr=.ir to 

aCO vat€€s-: 

the 

htwn 

icon. 

\ORKROOK 
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HORIZON SYSTEM 1POSS I 

Sett ion s Multiple sales example  l., continued 

h the C lase icon, or Press END on the .key o €•d. 

t& t> t V " J43i J2 
a Dw: 29107199 

ks e, 2.0 

The screen now returns to the Priority 
Seders menu visible. 

12, Touch the Finish icon, or Pre,cs ENTER on the keyhoard, 

The Settlement menu is displayed and the method of payment offered by the c uetnm:.mer can now 
he activated using the relevant icon. In tins sale xWwl r :sa pi 

i3 Thuch the Cash icon, or Press Fl. on dic he hoard 1. 

Tins completes the sale and the Horizon system returns to the Serve  Customer m

Well donel 

You have completed a multiple sale using the tlrar~i c rt system. 

WORKROOK 2'. 
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Section 2; Multiple sahs essunple 2 

Ref cTIHII43Joo2 
Date; 29/07/9n 

Issue: 2.rr 

of the ,a Ii : €'£'t4€ e ed in the 1ollowing exercise 1ue v.' not b°een. mentioned ei . deal v i 

hi they CAtR ei<,L.esxe€d 1rom L suC 

P5 'a.`4.bJn i€ .€€ 3.iph' `ck.'u «\W1ph ` ?t.1, i, .'i St(  ha' re ti ;'.1,. . €; f; €. "€ ,E ( CYt?v€ €f

x C.3 13T PI-wnec a.rd 

5 X wl .5ggU Its 1 ot .">~ 3 €s: ti 
'A: C bI Sating Star.]p 

I  ho > det requested by t . L tuaBeane .. Coy AirTV Licence. 

From the Serve Customer menu:. 

i ;much the Colour TV lic icon, ,r. Press U9 on the keyboard. 

To tr.rat the \ales for the ether items '`ou € aot ,eiiect the ace s :rota v w`o €a i er r 

under the. t)ti er Products menu. The i:t ?St €4 'I..1 the custu€'.?ter reawres is c# BT > 3 ' 3Lg : .z i€i, 

which can be obtained from the Phonecards menu. 

'leach the Other r Products icon, or Press Fl3 en the le. in

3, ltnwh the P onccarrk iron, Press iPP 4 on the keyboard. 

The l€a3 ce .al€i.l. §3>:.Sa€:E. is disphi ed. You can `cta. 1> .cta iS 'M' >:.. .[; i s:i <i ,t 1

t. ' ̀  h the :BT cur £3 icon, or Press F2 on the key in.ntt$ 

As, this is a fixed price item. it is registered directly into the sales stack. 

Tint €test items required tire, the five National Lottery Instant tickets. These can he a Pi lea 

tic Leisure menu. 

3 I'swadt the Prev icon. 1 v:..:; or Press ESC on the keyboard, 

`°~a r; t tltae l;.,eisure icor:a R=, ~` =~r s s ss t on a the kryhoard.. 

t°:`t, WORKBOOK. 2 
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HORIZON VSTFI

Section ultipk sales eaaa aple 2, continued 

Ref: PA1'tI;43ro{}M 

De: 29107199 
2.0 

The Leisure menu i.s displayed. You 
i;an .ee there aarc icons for National 
. ott¢-a  r.: 3 1 .tti  atit lay z.~t 

The next item rcqiucd as the 5  x El .P National Lottery instants. You can see an appropriate 
icon on screen, but b fore you activate the icon you must set the Quantity to 5. 

[. sin the keyboard: 

7. e 5 

( .heck the Quantity required has been set correctly before continuing. 

Note- 
If you wish to use the touch screen to change the Quantity, the Quantity icon must he 
activated at the top of the screen and the Quantity eatere . (see page 15 steps I ). 

#t. Thuth the instants Li icon, 

S, .,[S STACK 

or Press F7 on the keyboard

The sale ite : n<w appears in the saes stack- on the right-hand side 
of 

the 
screen, the Nat Lottery Instant sales icon shows QS on the icon. 
This indicate. that A t: auaantity of 5 sales has been registered and. the 
nt., :' idua l peke ftc the fixed price item has been, multiplied 5 times. 

,,.,his 
value ; also been added to the total price of sales showing it: the 

h r, ?., ira r.. Thy: Quantity icon haws now returned to the default value of E

t: 'O O. 
'age 3 
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Section $t :M:ultiple, sales example 2, vo .tlnuea 

Ref. MTH/43/002 
Dates 29147199 

The customer has requested one rotas. itc €ta to complete to the sales session,  ta. £5 MVL Saving

Sonop. The screen display is sill ,'hv%vi the Leisure items. and you will now trove to the 
S .virag Stamps menu to record the ;ie 

9. Thuth the Prev lcata, 7 \ :: ° or Press ESC on the keyboard, 

The Other Products menu is display=ed. You ran see that there is an icon for Saving Stamps. 

1 d Thneh the Saving Stamps icon, or Ness F5 on the keyboard.. 

f h hmme 'Staarrnps tai .ncu is displayed. sho nut the .stamps available, There is an icon for a £5 

l v. I.- Saving S1 t7:'bp.. 

11. 1'ouch the MTVL soup aeon.. or Press P3 on the keyboard. 

All the items requested by the customer are nuw recorded in the sales sr< ; !,, Remember mber that if 
a, a>c, -aacK Lm is not visih.le, you can use the Open icogt 't i vy all ie; €. ;4 .e ,,1 the Close icon 

to return u the. Sales menu.. 

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

The Settlement menu is displayed and the method of payment olamea lad' the c noon cr Can now 

be activated using the relevant t icon. In this sale item example: 

IS h ruck the Cash icons, or Preis Fl en tl e keyboard, 

This  ictm the sale and the HorRon .s €w rr> retain , to the a a Cuannan menu. n::t. 

Well donel 

You have ninpleted a completed a multiple sale asin3k the Horizon system. 

WORK lilOO.K 2 
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HORIZON SYSTEM 

Activvty Sheer I nkbook 2 

EPOS t ReP PAT H/43/t4J2 
Dote. 2910 J 

If t.k,,re arc any quescon you are unable t a~1Swc-r, €ead €'Us Workbook again. Sonar sof'the 
answer arc practical and rec• ire you to use the Horizon system. 

a tef 
if you are tin these exercises in the post of flee ensure that the Horiarm system is 

in Training toe. 

1. When is the Quantity icon used? 

?. Which icon would you use to delete an item. from the sales stack? 

. WIf r'€ would or: uo €hr' ( 3. t ,.i;ou nu oe Serve Customer

Ce.rnpetr .des on your Horizon ,' l'so:m for the: iz Il Cl S?i T"t 1 3t (1 s3` i „ 'i"i , n

rour 

a) 

I x: 9 Postal Order 

i.; inish tra sac tiun. 

£.f € Distal (_)€ ; er 

sL21 nu 

Finish trans tine 

x , e ofrauliile, si pl . 
1 x If) 2 J Class sta ra k c~s.tk 
IxSwta==skMedium 

Finnish tra lasact:i s€a 

KA \ 't. i. .K ()O 2
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Electronic  Point ( : yf Sale \ Service 
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.
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WORKH()OK 3
s otg 2 



POL00090452 
POL00090452 

UOUZON SYSTEM <POSS Ref: PAU/43/OO2 

Dater 291071" 

Issue; .0 

E 

HORIZON SYSTEM 

(HLJECTJVES & NT (JCTION 

Ob ectives: 

\Vhhac:ra you have a:cqu[aia,:ted tins Workbook ouwill :ac „able: to: 

L Complete to aaa actions from the Travel, .Licences and Personal Finance groups. 
2. Complete an M%,I ' L transaction registering a mixed payment. 
3. Use the Horizon iA v'n system to register Girobank and National Savings transactions. 
4 Use the lionize n system to register Green Giro transactions. 

In tro cretlonr

This Workbook is the second in a series of three describing the actions and procedures for the 
sale c ", and payment for, post office products and postage items using the EPOSS (Electronic 
Poi t a k Sale Service) function of the Horizon system. 

This Workbcoi is di vi ied low r ev=o sections. Section 1 covers general navigation and 
trd €nsactions from the. Travel and Licences menu groups. Section 2 covers transactions from the 
Girobannk and National Savings menus. 

if you need to reverse a transaction for a customer or if you completed it incorrectly at the 
counter, reter to the procedures for reversing tr°ansactaons desenbed. in Workbook 7. 

Nottn. 

IF you are carrying out any of these training examples in the post office, the Horizon 
s strn must be placed m Training  MMode by the manager 

t. tae end of each Workkbook in the series there is an activity sheet: which allows you to 
practise the transactions covered in the Workbook. If you are not sure of the answer to a 
al=w <tiS. ri . : rr ail: Fy , w_.,cati the :rele nt section of the V £,~i-.:Yg; md try again. 

The W rlub x. l:. do not cover every possible transaction which nn can perform on the Horizon 
sctem If vo,,.0 need hither help, or if a specific example is not covered, you should consult the 
' :for in'o o Guide, 

lotea. 

The Workbooks 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 you should refer 
to the appropriate FOCI transaction documentation for up to date price ;information 

WORKBOOK
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HORIZON SYSTEM 

Section 1: Rod licences 

. P S 2 Rf PA IV43 O 2 

In the following example the customer has requested an day salmon rod licence. 

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

i. `mwh the Other Products icon, or Press F13 en ft e keyboard 

2 Thu c ti tla. Lccnces con, L or Pre.s 2 on the keyboard. 

1t :~.~ 

_ .. 

~: .^ x •~ .tip '~~ `~ 3' SK rN:  ~'

The Lic'k's menu is now displayed. 
The ctr wrner has e cueat xd an 8 day 
sahh n c«4l on 
the i nvtan menu. 

Nate: 

Fishing Licences are NOT availa ke in Northern :Ireland and as such the Fishing Licence 
icon will not be available on the Licence-s menue 

3, Touch the Fishing icon, or Premm Ed crt the ke s he 'd. 

IL 

The } air ire r menu is dis latyed, 
to. <€raf .ra r;e various rod licences 

'L WORK ROOK .3 
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HORIZON SYSTEM EPOSS 

Section I Rnd licences, continued 

4. Touch the salmon 8 day is :,rn, ar Pr sa l:? on he keyboard. 

3. Touch the Finish icon, or Press EM ER on to keyboard. 

Ref PATH/43m 2 

i l £- ettleme:€ t mew is displayed and the method of payment otl red by the customer can now 

<<ti etc d using the relevant icon. : or this sale item example: 

Via. Fiuch the Cash. icon, or .Prev Fl on die keyboard, 

,n hi dc Ho6zor v.tao cA < ." n th, ..re €`ul t.o€n r

Well done! 

on have completed the sale of as rod licence using the tiort_'ott 4 r : 

CL W t.)RKB OK.3 
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Sect  .. M .. 1. appikation 

P S Ref% ATHA3/ 02 
Dater 293/07/99 

Issue 2.0 

Ths exercise covers anon vd hte trnn,sa /ton from the Travel menu. In this exampkk the 

customer ha, returned 4.t) the post office with a coaiiAeted F1 I I apppIicat on t,, he checked. 

From the Serve Customer menu: 

1. Touch the Otter Products icon, or Prcss Fi3 on the ke vh tarJ . 

2. Touch the Travel icon. or Pns n t 1t:

the tHn this group he.e other

in ths cx rn le the cntomer has 
4 3 2:€ X7 1 d an F El I I € i' a g t u n rcwm . 

##„„ 77, y Q 
..fand -1ft , t .h rc  n lcu ll~€ or 

€ W x 

tc;r.s3tw I 1 I I l;.i,att r;€s 3'>t .c. .:s: c 

Note: 
Remember e to carry out the existing Le ec;k: on the Elli application form. 

3. Touch the .E 1. 1 icon, or Press F5 on the keyboard. 

The 'sale' of the El ii :is registered in t1 a t.l < stack on roe dghthand. side of the screen. Note 
that <fZ }'e is no charge to the customer for I 'oce.sEn, the El II application. 

4, Touch the Finish icon, or Press E"1 I h F on the kesfonerd, 

S ,I, noa n ere asas no charge to the customer. a tiv ,ting the Finish icon eor'ipietrs €hQ

and the Horfoon system returns to the Serve(uslonaatnenu. 

Welt done! 

ac have processed an LIII application ami registered the transaction using the Rorizon 
system. 

\%ORK.ilOOK 
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HI O U O.N SYSTEM EPOSS 

Section i LVIA miNed payment 

. e f: .PAT H.lf 43 r'O tl2 
txate. 29107/49 

fk ue; 1 

This exercise covers a. single transaction„ Utilising the n ixed payment feature oY lhi=.. ;artle r . 

uaen . 

in this L. Trirl ; ii (lei:  a. s3.'stome has i f E w ,_ tcsd en MV]. . V e i)  fl eecer 31 r i i r s.ci to the van: of 

£1.55  end willies to re ecrn £50 in a IV1 t'errt ':s and r i the r rarsnd by. cheque.. AD the 

pens  paper oii. is in order. 

Note: 
It should be noted that pest a;.-tft:s that do not conduct , MI Ltr .rrsactt€ins will not have 

access to the NIVL icons en the Licences rnenu, 

From the Serve Customer menu. 

I. Touch the Other Products icon, or Press F13 on the keyboard. 

2, 7anehhe 1 i eece s icon, or Press Fl2 on the keyboard, 

Tunai.•r rr; u' , cen n is di'>.p!, i feed, There is an icon for XWL vl.Q. 

3, 7fltrch the MVL v]O icon. orPress Ed en the J f,"4 i?ard. 

The Amount screen is displayed.  The 
x, stem promes ou to tw pe in the price 
ot: the V iU reuucecri by the customer". 

In this exa.r.; t:l <,e r = t €,, ar v 0. 

. icetict for ;%~. &rr 9x';1103 i s 

£.1.55.1311. 

Note: 
Refer to the V149 for the cost of the licence required by the customer. 

4. Tape 1 55.00 

Check the ar€ cl ont entered i;: €°; rrue.' cSure . ,«„, rrr all;; , 

5. Touch tlre `a',Ywri tick ic& II, un Press 55 .: 'a the kes:se t.rd. 

The transaction dispi a zt i be a stack en the right-4iiand side of the screen. Th;s, .< the 
only, request emna die c ,i t# me . 

. itch s in,. t n i sh icon. or Press ESTER en the kenkuad. 

Thu Settle><t 4; menu i r 't hived . 

The customer wishes to re..ecin '.3U of :'V 1.., Stan € and eec tits.; rest by cheque. €.Jinn:: 

It't:; WORKBOOK 
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HORIZON SYSTEM EPOSS 

Section 1.- VILA mixed payment, ent, continued 

Ai.et : A t'4$ 1o2 
Dau 2 k7.9<

I sue- 2<0 

The Settlement menu has an option for re eemiuc: MVL stamps. At this :point you need to 
count the amount of stamps hen e. redeem¢ed. and set the Quantity accordingly. 

b€ t:l"h€n example the c stamer s redeeming ring 10 stamps 
(total value £50,00). 

7. ' pe 10< 

Check the Quantity is correct before continuing. 

Touch the :MVL strip rdm icon, or Press F12 on the keyboard. 

'T tt . alnocr t of the €e lc eme ''1\ t. :mngs l w.cs as an icon in 11r_ do stack: this amount 
: $.?#. han ttee`< ,te,sl`lk;;t ;z from the or•i 'Ml amount a .5<(X) There is and o utxiandtng•

halanee of U05 to he collected from the easterner. The customer" pis the hat rues by, _lieque, 

Touch the Cheque icon, or Press :P2 on the keyboard. 

TFlrL eoIn ctes the saL and the I Ira izo. w , stem r; t w us to the her e Cwt;err€ m menu, 

Note: 
t;' heques cm .. only he accepted for those products stipulated in current POCL procedures. 
All current POCI regulations regarding the acceptance of cheques at the counter still 
appl) 

W' 'ei.t done 

i`€ n h .ae completed a I VL trmmsactkm, 
registering a mixed romm of p ment from the 

customer using the Horizon saster, 

WORKBOOK 
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HORIZON ON YSTE EPOSS RS PNr'IH/4 / 4}2 
d~ 29/'07199 

1ss€get 2, 
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HORIZON SYSTEM 

Section 22: 13T bill payment 

EPOSS 2 Ref Ire's i43? )2 
Date. 29/07199 

tans 2. 

This exercise covers the payment of a .3T bill from the Serve Customer menu (note that BT 
hills can also be paid iTom the Utilities menu). In this example the customer wishes to pay 
their £7543 BT bill by c e cte, 

From the Serve Customer menu: 

1. Touch the T bill pymt icon, r~r PlO can the keyboard. 

The AJC NOsceen t d°e lased. At 
t'is.` "'.oit"st von °:f' no enter the custcm, erh:<. 

YBI Ace urt Nu? her. 

In tht c` at rtpte the  `_"i;ttin Cat€Tlrher <st 

Check the account nur .Fte entered is correct hefure co tirnuie . 

3. Thuch the green t:ick con, or Pres.c ENTUP. :tr the keyboard. 

The Amount screen is di:spl a~ ed. At 
tho ;3oi.t t you must c ter the a: noun€ the 
euste rer wishes to pay apainst the El 

to dhv tope the z u ; ns€ wishes to 
pay _f,75 .4..":. 

4. Type 7 t.4; 

Check the amount entered is correct before continuing. 

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

RT WORKBOOK a 
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HORIZONSYSTEM tPOSS2 
Section2: RT bill payment, continued 

The to£a1 shown i k. the sales stack now reflects the e T bill payment of £75,43 

6. Touch the Fin h icon, or Pre ENTER on the keyboard. 

Ref; XfW43/OO2 
Date: 29d 7?9' 

Fsue 2U 

4' (nS $a  ,? T . x,e t t he he ~ Av a~tf t$tL,.e  f i ~~~. ~'.i. ~ ir, t.'k.i E l eo.<. .. . ~A~'f.{ 3. 4 . i:.;t. .. ( ., 

cus L4+lEE4.6., 

` 3 -s . 1 ` 
gr 

Y ) 1 . .,, d?~rB~ta~~ de Cheque t 5.%3.,g~, y~" X ~`a~,a F L S3 the . K. ~3 tS,s' . 

This completes the sae and the Horizon siR`;stemn returns tot e erve C s,u:omer menu. 

Noted 
Cheques can only he accepted for those products stipulated in current  OCL procedures es. 

ALL current POCL regtdatious regarding  the acceptance of cheques at the counter still 

ply. 

Well dend! 

You ve completed a BT dill payment using the Horizon s ste . 

t' . >\ OR Bt)Oi ,t 
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HORIZON SYSTEM EPOSS 2 

Section 2: Cr°obank cash deposit 

Ref. P::'xTH.t43 002 
l htc: 2 iU7149 

is : 2.0 

In this example the customer wishes to deposit it ,C J in their Girobank account, 

From the Serve Customer menu: 

1, Thuch the Other Products icon, or Press Fl3 on the keyboard. 

2. Teach the (a :€obank icon, 

Touch the (Pro Csh dep icon>

4. Type 93765432i 

or Preoi P3 on the keyboard. 

irohank nenu i.> dtspiaved 
featu dna the vxa.noon a`.:1h€o3=i:n}k. 
t a tall ns th at. a an be corned out. 

There is an icon for Geobonk aoh 
deposits.. 

or Press Ft on the keyboard. 

The . .r t." NO screen sd.isplaved.. At 
the u.,f at. you neon entye'3#l.~~t,he customer's 

-.8 F4 }a l e. 7.5'... §..~4~ ~. Nub ber. 

h, this example the account number is:: 
u=a 7 54 21, 

Check thee account number is correct before continuing. 

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

WORK RO :)l 
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HORIZON SV TTEM C)," 2 

Section a Girobank cash deposit, co tined. 

6. .',) e -100,0 

.e ..PA i43iX02 
Date: 291071" 

h suc: 2.tt 

The Amount screen is dis iay°ed. The 

system pro:npn, you to enter the amount 
the eustt °fm:r wishes to deposit in their 

in t i €:` : tmor %L' iI€ to 

pay in £lOtiOO 

°heek the amount ; teToi N "n h .lore ', tt€.nuing. 

, :I c/ t:h. ;r ;ett. e;c . ie u, or ie ENTER on the keyboard. 

The total shown in the sales cek w - Roct ; the Girobauk deport off

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

The ttte emat: Tii',Tl.( 7.k ;1.red. YEa "t,ow have ;t3 I.:e.'Of a ; n nit H "t i1

h. td he.  Cash icon, or Free F . on the ke t, i card.. 

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

Well done! 

You have completed a (1robank cash dept sit using the Llurizou syste .w 

• t 
t 

WORKO:3 
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HORIZON SYSTTF PUSS 2 

Section 2: Nationui Savings ordinary account cash deposit 

[i:43s€Ot12 
W 29,10 ';9u 

R age: 2,0 

In this example the L. ustor er wishes to eposit £100.00 in their National Savings ordinary 
account. 

From the Serve Customer menu: 

I. ouch the Other Products icon, or Press 
. 
F13 on the keyboard. 

3, Touch the Ord ale Dep icon.,. 

4, 'Type f i ,00 

Check the amount is correct before continuing. 

} 
hoard.

Tfw No:ional Savings menu u s `i. pL yc,,,d 
i.' 1.ti iTri` la'. various 0'`e< rion€ :d S It i 's 

tra adons that can inc earned out. 

There is an icon for ordinary account 
dr:.perai t~. 

or Pry.. 1 1 on dig: k e v bur a,1. 

The Arnon.at se eeu in call:. oiJ. `11"n. 
w tc9ii puanpts you to enter tile ~.rinunt 

the enstomer wishes to deposit in their 
riti:4„€:rrrrrt... 

5. Thuth the green tick .icon,  Pe ENTER on the keyboard. 

WORKBOOK3 
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HORIZON SVS'TE%1 EPOSS 2 

Sang ti4:act 2 ' tinn i Savings o dinar" ° account t cash deposit:, coined D c 9 7 9 

The total shown in the sales stack now reflects the National Savings de posh of 100(X). 

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

The Settlement menu. is displayed. tou now have to record a payment from the. customer. 

7, 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 h;w cn npW d a National Savings ordinary account cash deposit using the 11oriuu 

r..t O :OOK.3 
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HORIZON SYSTEM [FOSS 2 

Section 2u Encashment of other banks cheques 

et; t'  `tt.J43-Ot) 
Dater 2/O7/ 

This exercise covers the e.neashment of other batiks' cheques from  the Personal i nonce menu 
of the Hothon system. In this example the customer has requested to encash a cheque e. aireads:.. 

Node out to the value of £45, 

Note9 
Cheques can only be accepted for those products stipulated in current PO°I proeedres. 
All current POCL regulations regarding the acceptance of cheques at the counter still 
apply. 

Fron 1e Serve Customer menu: 

I . TOuch the Other Produa1t icon. of Pre; Presr Fl 3 ou he keyboard. 

2. Touch the Fers Finance icon, or Prns F on the keyboard, 

k he , Pers Finance menu is displayed, 

You can see there is an icon 013 chhq to 
DPC € Other Banks cheques to I) i 
Processing Centre). 

t E~ 

. ''Touch the Oh ehq to . icon, or Press Fl on the keyboard. 

The Amount screen is displayed. The 
system prompts you to enter the amount 
of the cheque 

WORKIBOO K 3 
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ORtZON SYSTEM EPOSS 2 

Section 2e Encashment of other banks cheques continued 

R &` .
+

.

8 

ATHit4.QQ;;1 2 
Date: 2e /07/90 

Nffl
The system will a sttoaas.aticaaliv deduct the fixed charge for the nccatu shmtnr service. 
Customers requiring a specific sum of cash should be adised t ai a lai the tra dl in, r 
When making out a chetl :ca 

4. 7.vpef45.00 

;heck the amount entered is correct before continuing. 

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

I' c t.ra ssaaction is now displayed in the sales stack on the ri ht-hand side of the screen. Notice 
the icon in the Sales Mack is for £40.00, the £5 handling fee has been automatically deducted. 

kern rb her tt t the transaction can still be cancelled elled at the customer's request, by using the Bin. 

Touch the innish icon, or PrersENTER on the keyboard, 

'he Settlement menu is displayed. The method of payment ent offered to the customer can now be 
activated using the Cash icon. 

7. much the Cash icon, or Press Fl on the keyboard. 

This. corn let<es the snie and the Horizon system returns to the Serve Customer menu, 

Well dos;: f 

You have cswtt. plead a transaction to encash other hank s cheques, using the horizon 
system. 

:tCL AOtth.KOOK 
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HORIZON SYSTEM .E POSS 2 

Section 
24 

Green Giro payment

R'1 PA T FU4: MOM 

Another type of transaction that can be carried  out for a customer r; G €:en Gi,€o fla r eats. 

Note: 
Al]current POCL regulations regarding the payment of Green Giros at the counter still. 
apply. 

The value of the payment made must be recorded on the Horizon system. 

In this example a customer has .presented a Green Giro for payment. 

From the Serve Customer menu: 

( - Touch the Green giro icon, or Press F1.2 on th e keyboard. 

The Amount screen is displayed. The 
system prompts you to enter the amount 
to be paid on the Green giro. 

or, this example the value of the Green. 
it is £4 .lO, 

".Type £48.10 

Cheek 

th e amount entered is correct 

before continuing. 

' . 7mch the green tick icon, or Press ENTER on the keyboard. 

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

The Settle flare mean is displavei .As this is a payment to 'thr s'13 re ,.':  a ni  an Iionn mu'-P 

be. completed a Ccsh. 

5. ' Touch the Cash icon. or Press h on the keyboard. 

This completes the 
tr 

era uts, on 4nd ha t.?r s' 13 system aa't r3 I! to the Serve Cu omar -Pwm€e. 

Well 

VelI 

donet 

' on  

have 

paid' a customer s Green Giro 

benefit 

using th e Horizon syste.m. 

e

tL 
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HORIZON VTEM EPOSS 2 

Section Zz Green Giruu pa neuts with milk tokens 

Occasionally a Green Giro with Milk tokens will he presented for payment 

Ref; ?43/ t02 

of x 
All c t"rent POCL regulations regarding the payment of Green Giros at the counter still'. 

apply 

In this example the customer has resented a Green . .ire for payment and two milk tokens are 
to he :issued. 

When milk tokens are associated with a green giro payment. the transaction must be carried out 
from the P and .A. (Pensions and Allowances) menu. 

From the Serve Customer nu: 

1. Tmwh the Other Products icon, or Press F 13 on the ke y IN ?a1 J 

2. Touch the l ant A icon, 

3. Towels the Green giro icon, 

arcs Ft nn the y 11nit€ #. 

t.<€€i .. ,.a. ,tJ. €i, ~t> the OBt.._S 
(O d i hook & n ; Service) 

rl[t  .qe. on ;,heliurnion system. These 

gRrt.c t t i€.ed, t €core detail in 

There are two icons, Green giro and 
Green giro milk at the bottom of the 
screen. 

or Press F 13 on the keyboard, 

The .fir°iratlisl . .<eu i displayed. .l"lt 

oemt c _ €t t, , =E€ to enter the amok

to he pied on We'Green giro. 

In tho example the value ci" the (;
is £4.60, 

g': tCL WORKBOOK 3 
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HORIZON SYSTEM t<POSSI2 

Section 2: Green Giro payments with milk tokc s, continued

4. T7C346O 

:'.heck the amount catmed is correct Feore continuing, 

5 o ch the graver, tick icon. or Press ENTER  on the keybeard. 

t&ii &t' P THAVOt:t2. 
. ~ > 29794 

~«suc 2.0 

he V a ,Irn Of € le (.th eo (.a ro lluv' :1 }pcam as an icon in the sa es slue . on the right' han€ s:de of 

the s .Seen, The, Hons&msYstem has returned to the P and A menu. :f.n addutho O the value of 
the Grcar uiiro, two nulL token,: also need to he is,sucd to the c usmoter. 

6. 1pe2 

Check tlx:: Quuritti o correct. 1`:a 1we nontintuing. 

Thud the Cretin giro milk. icon. or Pr-err F 14 on the s s, sous€, 

8. Touchh e Finish icon; or Press ENTER on the keyboard. 

The Settlement menu in day:, th ' 'a . A thin in rw=m€:. 0 to the ;t:r tom '. the transaction  must t 
he completed to Cash. Do not forget to . "tae the milk tohe:rs t; F the customer, 

9, fmw the Cash icon, or Prests I en the keyboard., 

Th is co;'npletes the transacuu3; and the liwuon system returns t i the Senn. .'Umtomer menu. 

Well done! 

You have paid a customer s Green Giro benefit and issued milk tokens using the Hnriztm 
system. 

ICL WORKBOOK 
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HORIZON S STItM 

Section 2a Multiple sales 

F,POSS 2 Ref .PAT /$3:002 
Ott aa; z/e7. 

2.t 

So far in this Workbook all the sates have been for single items_ Thk s useful exercise in 

navigating the Horizon system menus, howeser it is more usual fcai - :€€C.t mer to request sever-

al items. Some of the items requested m hs rrrise have not been rY .Y€tied specifically in 

the individual examples, but they are from the an-ne or .s f z.i;<tr menu groups. 

In the first multiple sale example the customer has requested  the ig_W5 ss ut crn. 

_. A UK adult passport 

£151) of Premium Bonds 

.A. withdrawal of £73 from their G:irobrsrsk- account, 

Note: 
All current FOCI regulations regarding ass rt & Premium Bond a aplir:a dons at the 

counter still apply. 

:From the Serve Customer menu: 

I . Touch the t, a hear ter€ i] ctn icon, or Press F13 on the Pr hoard 

2. '1!"aueh the Travel wan, or Press P7 on the keyboard. 

"t i € uch the tJkpa adult  A/B icon,. o Press F 1. on the keyboard. 

As rhk item is fixed price the sale appears in the sales stack on the right-hand side of the 

Screen. 

The next item requested by the customer is £150 of Premium Bonds: they have correctly 

completed apleted a Premium Bond application form. 

4. Thoch the Prey iccsct, or Press ESC on the key board. 

This action miums you one step backwards in the navigation process, in this case to the Othet 

Products 

menu. 

5 

Touch 

the 

Giwbank 

iron, 

or Press F3 on 

the 

keyboard. 

6. 

Touch 

th e 

PSB 

purchase icon. 

or Press P4 

on the 

keyboard. 

<' tot. 

ORkBO)Ol 
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III:: RIZON SY S I :F M LPOSS 2 

Sector 2: MuUipk sates, continued 

1'A K:43 KJ2 
Do 219A)71,91) 

Isskw: 2M 

The A../t:` ( >crr r€ is di phwed. The 
, ,ten >7 on-' l :4 ou te, enter thlL zt  t 

number lot tile; pr e o r Pvren-€ €ur=: 
Bonds. 

In this exact pir:. the ew.C;ti; €€m rue , bcr iS 
6186742. 

L`. .7 f e is 6742 

Cheek the account number is correct before co.ntin€€i e:. 

8. Thuch the green tick icon, or Press ENTER Oct the keyboard. 

The Amount screen is di played. Tito 
s~ a em p npts no to enter the amount 
oh P €t am Brnnfr the customer wishes 
to purchase. rchase 

In th is exx i i. : the eurtomer wrshes to 

€L? 1 se: 'Iitl.{0_ 

9. 7ype .1.50,00 

Check the, amount entered is correct before continuing. 

10. Touch the green tick icon, or .Press ENTER on the key b~-,)W L 

The Premium Rnnth a e ,i,ie:1 tc the stack. The customer r es «,.€ i ; > to t withdraw i tip' 

from their fl it fnmk naouat 1a« i E h) pay, fur the purchases. 

The ii I?,tok  . €k 4F;< oh€. € 4 i 3.-; r, i , also available on the Girchank menu. 

i g.~uch the t: €ro w/drwi icon, Pre"as 1 f 3 on 1'.he .key-board. 
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HORIZON SYSTEM EPOSS 2 

Section 2 Mu1tipe sales, continued 

et 'A IL1431002 
0<~r4

.t,.he AC ` O screen is displayed. At 
this point You m€r ,, Pa te; the lr t , r cr 's

it bank . y rtt: i °s

ITI thn t, S p ," ri the i„r}n ct i t i'Y

9g7d (." 

12. Tpe987654321 

Cheek the account number is correct Sefof-ee continuing. 

13. Thuek the green tick icon, or Press ENILR On the keyhourd.. 

The Amount screen is disptaved. The 
system prompts you n enter the a€`4'me r t 

the carat suer wishe,, to withdraw from 
their Girobank a cc m nt, 

n this example the customer wishes to 
withdraw £75,x. 

14. 7 ef/ OU 

Check the amount entered is correct before ccrntlnuin , 

15, Tmch the green tick icon, or Prsss ENTER on the keyboard. 

This ,completes the i .E t 3rr3,. € 4 tequ 1r-e'r"r@+ tits. 

6. Torch the I-irrish icon. or Press LNTLR co the

The Scttlentent menu is displayed. The customer settles the outstanding amount. in cash. 

17. Touch the Cash icon or Press F I on the keyboard. 

This completes the transue icm end the :Horizon System returns to the Serve Customer menu. 

Welt d tt£e! 

You have completed a r r tripth sate using the iturirort sy°sterat. 

t:t:: ... WORKBOOK _I 
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HORIZON SYSTEM 

A ct vvi ' Sheet 1 ff 'or bo k 
f. 

EPOSS.2 Ref PAT /43s)2 
Daat

It there are any questions you are unable to awe awer read ttld Workbook agam. Some Of the 
answers are practical and requne you to use Out Horizon hy"Aefl ., 

Note- 
if ou are completing compteting these exercises in the post office, ensure that the liorthon system is 
irr Training Mode. 

I What details are required to complete an MVL transaction on the Horizon system? 

2, W teat details are required before you can cw replete a Girobank cash deposit"" 

3, t #rt IA tc ,a Green Gi.ro payment for £73.20 with 2 milk tokens. 

4. Complete the following sales on your Horizon system , settling with Cash or Cheque, 

a) 
I x I, IK ..,,asld''

F. I I I Health  Fre"t,. 
Green :en Giro payrrient of 50,00 

Finish transaction 

gg
, 

s rod season rearm rod licence E of applicable,) 
f. s kiv], . II (td' £155 ref Eap,£Ihr a5 ) 

Finish transaction redeeming 5 of M V.L 
saving Stares 
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N;ryoss 3 
Scales 

Horizon System 

i I o. 
ti

11. uJiiin..r1Ei 



POL00090452 
POL00090452 



POL00090452 
POL00090452 

HORIZON SYSTEM E OSS 3 t e1 . : .TW .43/002 
ate: 2910V99 

~~` .; W RKKOK 
Page I 



POL00090452 
POL00090452 

HORIZON SYSTEM : OSS 3 Ref; :P. T AY0 2 

WORKBOOK.4 

Page 2, 



POL00090452 
POL00090452 

HORIZON SYSTEM EPOSS 3 Ref` E '.Hf4,P'0ON 
Dil.&`<. 29it 119 i 

is ue 9 

EPOSS 3 SCALES 
HORIZON SYSTEM 

OBJECTIVES & INT1LO)UCTION 

Objectives: 
'hen you have completed this Sorkbook, you will be able to: 

I . C runplete E,POSS S aka truan'tions using the various F ozon ;y t€m  costumer st€ mer tar: lines. 

Introduction: 

This Workbook  is the third in a series  of three es nfhi e the ardivns and orocedures for the sale 
of, and payment for, post office products and r?s„ tuc items t€st€ t the .I". (aSS ( lecfxuo it Pant. 

f Sale Service) function of the Horizon system_ 

This Workbook covers transactions €tsir€ ;t the Scale,s menu group , The Hodson syste.rt will 
assume that electronic sea .r _ Avrnr ' 13erkel 1)104) are attached to the system. if this is the case 
then the weight of p> taae is he registered automatically 1w the Ho • zon sy`ste€ . it 
electronic scales are not attached to none system. von £ a€n alIt no all the fun ? dt"s3 and 

8 services associated k ~°h the Soaks i Ie tu, however owwd have €.t i ram k the mail. 

item urine the kc board or on screened `F;rh., In ,€ idat.ion to basic Scale s t n ~actionr _ the 

It ari en system provides additional functions and services connected with mail items: these are: 
used and explained in the examples, 

l";i„' he 'um mm sg$ °sl"tt` t at aI t,lt. .i you t'o cm: I_ .; mail item tr£ta'tst3ctta)rts up 

to Ye p €t1 iA Hit. .da-iI tL.F € 
,tl 

„m t ,li£?,:L m eat "il ,5r._G,: Z' €..__di. 'ii?. tilw prim: of 

l i L. lit , „'. t€@ „+, y ` s € ." h?4'., t € ,3=':€8 ,, ,7 3t€ .lt p 3i a,.3 pun mail pii ins €€i [;12?'s. 

it , i.Fii need to reverse a transaction for eu t4 ,i2 € aril if }: :,. ,wa pleted it incorrectly at the 

COUNO t:—, iw.,~~ .. th a l ioculkures forreversing  transactions dascribc;d in 
\Vtrrkb k 7, 

Note: 
lf'tou are rrhtg carrying out any of these training t:xain les in the Past uffl v, the 11or-i.ron. 
system must be place in Training Mode by the manager. 

At the end of each Workbook  in the series there is an activity sheet which allows you to 
Practise the transactions covered in the Worlchook. I l von are not sure of the answer to a 
question, simply reread the relevant section of the orH Hook and try again. 

e LOL WORKBOOK 4 
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The Workbo€ ks do not corer ever' possible transaction which you Can perform on the H otizor 

system . I f you need further help, or if a specific c, example is nut covered., consult the Horizcrn 

stem < scr `i'thi . 

Note: 

The Workbooks provide values  against a number of products and services that area Correct 

at the time of to press. This information is subject to change and V an should refer 

to the appropriate POCI transaction documentation for up to date price in'orniationr 

r 
<~.SF {''. 4 
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HORIZON SYSTEM 

Section 1: Inland Scales transaction 

EPOSS 3 e k P.ST I1'4 002 

t < k. 2niO7 9 g 

w- 2.0 

In all the Scales transactions shown in this Workbook, the electronic scales are not connected to 
the Horizon s •stem. The I loriror .b" tc°r€r I1 eii.spl av an apprnnpnatr message and the weight 
o the mail item will then n need to he enorcd manual anon the:' on s r art. keypad or the 
keykeyboard,

1t8 this .'* Irr l le the Cl.l tuner has nran ad do. fol to  F11C pin Ii€

An .Inland snail item, weight 400 gran noes, to he sent 1st cLs. 

From the Serve Customer menu: 

1. Touch the Other roducts Icon, 

'. Tmwh the Scales icon, 

3. Touch the Inland .icon, 

or . rc3:a; F 13 trn the keyboard. 

or Prcs P9 on the keyboard. 

"lire S las menu ,, dtt 
v 

4VCd> iliac 

s"Y 

In tins €anp k the ens mon has 
.511 lra;aSSL' I a C:a€\s

wow 

,F Pr°p. F I an tha keyboard. 

WORKBOOK 4 
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O .tZON SYSTEM a~ OSS 

Section I: : ilanf Scales trans ction, continued' 

Rf WtTH/43I(O2 

Date: 29/n71 
1s w : 2M 

fhe Scales Locked information screen 
is displayed. This screen informs you 
hi : the scales are not avai!aAly, hut

cw:: ` anunuc the transaction h1 :'

the tus r en tick icon and uritet € g 3 4h 
weight of the mail iterat manually, 'Fhc 
No red cross icon will abandon the 
currea?t Scales transaction. 

If S 0C {'C cunrccd. irl u di

itef'n on the t l i;'*; the ~ : f 2

automatically mve tL voce 

hi M cxl'anr k'. the scales are not attached L. the :t : ]i, t.i i ks ?'s" the ' c o n.l t 3:eou sod 

need 'ai L.e I 'ti vate . 

4. Touch the Yes green tick icon, or.Pre s :N ftR on the keyboard. 

The Weight screen is displaayed, The 
system prompts s u;. n te enter the weight 
of the mail item d eus woes, 

In this e , the vegh t 3of the mail 

item is ddog. 

5, 7'vpe 400 

Check the weight entered is correr , bef ndnnthg. 

6 7i t e die green tick icon, or Press EN '.l i .t t. on the k€ '1:h garde 

j WORK OO1' 'I 
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HORIZON SYSTEM tPOSS 

Section Inland Scales transaction, continued 

Ref: .PA`tf43r`tM1 
Dat 7.!55 

The :Select a service t400 grammes) 're en is dis laave€t. The Horizon n system has registered 
the LA E Tht of the, mail item and is "iim i tpla4 !ran the anlanl avaiOhie and the 
postage rcq arrest. The ,weer always '-ieCaraIts tO the top :hoice on the, list, indicated by the fire 
highlighted in yellow. This may he thy. c usio,71 e.f s preferred chmee: if this is not the case, an 
alternative must he selected. 

SERVICES CES 
AVATLARL,k' 

Select a service menu 

PAGE N=`t.. M13 .t 
AND 

TOTAL PAGES 

CONt-'ht.M 
SEL f,`..0 .10N 

Only 6 different services may be displayed on screen at Eyrie tine. At the :aanuon 
yt 

the. menu t: 

says Page l of 1, so this is me only page of services x mhd .e:. On he ngl,twl:and side of the. 

screen there are four green 

arrow cons as there 

is =>aala oat 

aaye_ 

of 

services 

available, 

all the 

t` aee^ selection green arrow icons have no entry symbols superimposed. Tl;t-refore the 
sr ne.r's required service must be relented from this page of o.r'rvaee:s. To select the service 

regltnred 

by 

th e customer, 

touch 

the 

lie 

on 

screen 

that 

corresponds 

to the 

service required. 

Altm'natde.lv the selection can to mahe €shag the keyboard scrol artoo keys (shown below) t 

. 

Op 

,

;f  .ov ,.n 

trough 

the 

se 

t';

F4OAiI) 

EEl 

:x

,iI ;:

.", 

RJWtai 'g," 

The customer 

has 

aiaemit 

indicated 

that 

they 

require 

the mail item 

to 

ha „ 

.: i First 

Class. 

7. 

Sdectthe 

Inland 

Fix

, ;t 

,ry.r,sk 

0,

,

, 

' 

a ri the line on screen, or 

by 

Porssii*g 

the 

Down 

scroll arrow 

key 

Ott t 

des 

bear!. 

_; 

tC"L 

WORKBOOK 
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HORIZON SYSTt t. E BOSS 3 

Section t Inland Scales transaction , :a nfirned 

Red. PATW431 02 
ate 29/O7f 

The .Inland First service is highlighted 
in yeliuw. indicating that the postage 
required is £IJ4. 

Check the servaaa selected is correct before continuing. 

8, Touch the Select green tick icon, or Press F I on the keyboard. 

The Inland First screen is t splayed. 
`I'he. Basic Service Charge  tur the mail 
item weighing 400 gram.i cs € O4tt0 k 
is shown in the Mail Item seminary. in 
this example LI .14. 

A. Il rrf " Oaf r t rr. ] nm appear ear nn than; sery"`s,rn t 1ehre i': a brief C eseriptton of the other i k nn,:;

that can he used at this stage' 

Add Svcs (F4) 
This icon cane activated to ot"fler the cr "wafer Aaa.klit:ional services above 
the Basic Service Charge for the mail: iten s)r. f W example Recorded l r. 

Change Qty ) 
This icon can he activated when die. customer requests the same s vies 1uur 

more than one mail item of the same weight. It should be noted that when. 
the uantity function is aetiv a d through the Change Qty icon, any 
additional service costs will multiplied by the quantity set.. 

WORKBOOK 4 
Page t 



POL00090452 
POL00090452 

HORIZON SYSTEM EPOSS 3 

Section Inland Scales transaction continued 

R.ef: PATttl431 22 

t ate 29/07/ 9 
t s.a$e: 2.0 

Pre-Fart (F12) 
This icon is a ovated when an amount of p>o'aace has already  hIwen aftsed 

to the hem or items to he posted. The Horizon system will deduct mmr 

prepaid amount from the' h al total, 

Abandon (F1,4) 
When activated, this icon will abandon the transaction and it is not recorded 
on the system. 

Best Fit (Fl 51 
When activated, this icon will display the best fit of stamps for the item to 
be posted. 

Complete F1 ) 
When activated, this icon will complete the transaction and acid it to the 
sales stack. 

The customer has indicated that they do not want any additional services 'hut, however they 

have already affixed a :ti stamp to the mad item, 

9, Towh the PrePnid icon, or Press F12 on the keyboard. 

The Amount screen is displayed. The 
sy;`°,fete prompts you to enter the 
Amount already pre-  -paid on the r aa:.l 

t.€ "t,.a v L LOO 

(heck c€ €° anount enteo.' d € e c 1. E;'rc ., #.c. "'o, tuail€€4;y. 

1 1. Taich the green tick icon, or Press I  Ilk or., the keyboard. 

??'r ICI WORKBOOK 4 
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HORIZON SYSTEM POS S 

Section 1: hthnd Scates trans<acti rn, continued 

d$ R aa ~kuk c 
qd 3'..a

A 3
d xa

tv.xy rya 

R .t: PAT
Date'; 24/7!99 

Issas; 2,O 

The system r °turns to the tnh acid First 
Mail Item screen. The Basic Service e 
Charge has not changed, but the 
Amount Pre-Paid has been entered and 
the Total amended to reflect the postage 
that needs to be affixed to the mad item. 

In this example a further 4p of stamps 
.„ z t be affixed to the mail item. 

The ansndllon can' now be completed on the +)I if itl system. s: u have two options i3 a~di£ f 

Rent I it. 

hi this eanipk thy Complete icon will be activated. 

I2. Toech the ( replete ::eery tick icon, or .r <s F16 on the keyboard, 

k a R a t tc vs1em returns to Scaks menu. 

lil rue i rri fr. ice n rnwr.des the postage 
that needs ed to be .i:fi'1 i 4i`. t to the mail item. 

13, Thuch the Finish icon, or Press ENTER on Cc. ken tsr{,- r€:3. 

The Sctt:lemetr.t.menu is, W;pl,ecJ end t:>3 .. x3 1,€E1t,€ze t . ,aterh£?,t t :?;:aynicer offered by the 
cuoux, ,i wan he selected. In th e csarepk 1I. e oust ?`t% rs tendered the correct t en.ount in 

cash. 

14. Toic1 the t . h € or se Pr <. di n rh k:,- s. b * o.rd. 

Well roue! 

tr heve C m pleted an Inla nd Seales transaction r shin the f crib n system. 

WORKBOOK
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HORI'ZON SYSTEM EPOS. 3 

Section 1 b European Scales transaction 

Re t: P.A 43:a02 

n&' 20 1.0 

Ocn isit nallvn a customer may request several mail items, to be posted to the same destination. 
It th^ :r_. mail items are the same wei, ht and the B;:ini • Service Charge and any additional 
,,ervice:s required are identical for each item. the &haiee Qty fwwfi bn. of the Scales service can 
be used. Alternatively, the Quantiry, can be , ;t poor m ac,0 at.: ng the aripropriate icon fror:rn the 
Scales menu. 

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

5 t,( 'z ti  ; l imtad limo. try ali we hi 3M .' Ott grutnnnes.. 

Note-. 
Each mail item ' 1 ST he weighed individually. 

From the Serve Customer menu: 

1. Touch the Other Products teen. en Preys Fl 3 on em t: l s. ard, 

2. Thrwh the Scales icon, or Press F9 on the keyboard. 

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

3. Torch the Europe icon, or Press ES on the key ard_ 

Ti C.' . a yC: lIon ed in t.?8
,.

@na 

:iti n . ..1 en in it ,l l 4L ; .1, bi \ ̀•' c rce:' in ?rms y o€t that the scales are 

not >3E.;

lathle 

her 'yno. nan 

e.mimnne >

Em' ° ttaar1• i . i<'"; mt.,€ei.dn;,' thheYen 

green .li,nhiL,marid 

•meting the weight of the mail 

en 

in 

manually. 

4. .Duch the Yes green tick icon, or Press 

ENTI:.:lt on the keyboard. 

Time Weight screen 

is 

displayed. 

The system 

l>moi€ no 

. =, 

r e 

f 

n err _.r tin 1.l t 

the 

tr im 

€a. ía 

i; ;rar r tes, 

In thk 

example 

the 

weight of the mail 

item is 2008, 

5 

Ttnr2t 

Check th e is I 

 

entered im correct before continuing. 

lb. • 

ueh the Breen tick 

icon, 

or Press ENTER 

on the keyboard. 

mr:: 

Ic:"t.< 

WORKBOOK 
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HORIZON SYSTEM £POS 3 

Section 1.: Enropean fiefs transaction, re eyed 

Ref: FAY' 431002,.. 

ate. 2ftri o9 

The Select a service (2(X) t .aammc s't 
screen is displayed. The t i?a 
system has registered the weight cat the 

mail item and is now displaying the 
standard services available to 1° o ,. 

with the inland Scales transacts n,:._..;
there are enh 6 ser\ ices nvnil hk. to 

F ar yl' e Ye in terefcn'eV d ,e , g

service the customer regtdre,. 

In. this example the 3a to ner rt`E a rr. ti
the Euro Air Letter service. 

7, Select the Eurca Air L act .'~Cr: r ice try " wehiAg the line oti screen. or by Pressing the Dawn 
scroll arrow key on the kev h aro, 

Cheek the service selected is correct before continui.n . 

Note: 

You mnst check that the service selected is suitable for the mai:l. item. 

8. Tnwh the Select green tick icon  r Press F.i on the .,ybo rd. 

t7"if.F3s fi 't3k:LCFtF3:~' 

9. Tmwh the Chem Qty icon. 

The Eu o An i e rter screen is rise l as> ed" 
The Ewa Ewac eer vie e t:harge is shown. 

The customer has indicated that they do 
not require any additional services but 
they have 5 identical items to be mailed 
to the same location, 

All the mail item, have. been weighed 
separately a ~nc a '[_

t  , . .amr i=i3: r and 
revere the '^ mn E 'y ; S'er 4 K'Z 

or Presy  Fi E w5 ;t ~,I-vlwiar . 

WO l ,i. i#t..tlaw: ,1. 

<uww: 
t., 
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Section 1 European Scales transaction, continued 

Ref., PATi[.-43!tyU 
t,) 2/O7! 

The Quantity screen is d ph wed. d. The 
system prompts you to enter the 
Quantity of mail items r(auired by the. 
customer. 

10. Zvpe5 

Check the Oua, City entered is correct be °ore continuing.. 

11, Thuch the green tick icon, or Press l  T R en he kcshad. 

A. Note screen is displayed. indicating 
that changing to a multiple quantity will 
multiph each prepaid paid amount or 
addin onal aervice by the indicated 
quantity. 

In this example at the regnz. s
 eF bc cutemer .cu hcvc _ '3ar etl the €€ t3ty to 5. Thr r.3t cans 

that the Basic Service (lee cc, in this example : . . , will now be multiplied e d 5 times. in 
addition to the Base Se. - vice Charge., if any, additional scree e charges were e ro he. creested 
they would also he ed tded by 5. 

12 Thuch the OK cc tickicere me Press EN`t hk on the k.eyhoar .-

a•• t ' '-. NNI l K OOK 4 
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E O .t : N SYSTEM POSS 3 

Section f: European. Scales transaction, continued 

13. 'ouch the Best Fit icon, 

Rf AY 43/002 
L at . 29IO7I9t► 

is%ue: Z~tt 

Th 6 system returns to the Euro aria 
Let tet Mail Item screen. 

The SL Service \ f5( -,e has x 5 

rlc::E rcd at the end. tc' indicate the 

Scrvke C h€ x > tmphes . all 5 iteui . 

he c: a. ttomci• z:€ not r 'qu€ 'k i any 

sal 1 31a d sr. i et. 

or I ress Fl i .}Li the ke, hoard, 

d~Ak 
Y 

AAA N. dA> l~ 3SEAA ~)~ 
~¢iF H a& 

yA~

~ '¢M

P A L

A Reminder screen is displayed The .a 
sy st ,n prompts u to athx the 'aemps 
disphwed en the following s ree € in 
cacti item ,

14. . ouch the OK green tick icon. or Press I:3N !"R on the keyboard. 

The Best Fit screen is displayed.  The 
screen gives a suggested combination .f 
stamps which should be affixed to the 
mail items. 

.At this point you should eheek tl€ a -shl.3 
have the stamps a tdlo511£` rot. i. 

different  contl'inati on ear he gu t ts. hut 
the override icon coo be: ti ,'<t9c= t. 

Fitt tl'tii € €"T' l ie f a 

WORKBOOK 4 
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HORIZON SYSTEM E. OSS 3 R fi PATH 143/002 

Section .l European Scales transaction. continued OR tee 2WWO1/ 9 
Isere- 10 

Note: 
If the Best Fit screen recommends the use of first or second class stamps and these are not 
use , then a discrepancy will be found in the stock and stamps at the end of the 
accounting week 

1 Touch the Complete green tick icon, or Press 1 1 on the keyhooa d. 

The screen returns to the Scales menu. The mail item is displayed in the sal ,s stack. This e 
the only service requested by the customer. 

t . Touch the Finish icon, or Press ENTER on the keyrboard. 

The Settlement menu is 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 
cash. 

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

ell done! 

You have completed a European Scales transaction using the Horizon sy..ste€ , 

:ICI, WORKBOOK 4 
Pa e 5 



POL00090452 
POL00090452 

HORIZON SYSTEM EPOSS 3 

Section la hternational Scales transaction 

Ref: Vt'HZ431 ttr 
Da f -tt i dr 

2M 

Occasionally, a customer may request an additional  service for a mail item, or you may suggest 
an a ►pr€ £ ri are. additional service for the mail item. It is possible to lec these addition°c 
services r re ho- with their cost, for the Scales transaction being ca:r ned out. The is 
required by the customer can be selected and the cost of the se.r t 

h,,. r.< 'wil! then ;. € tided to the 
.Basic Sergi we Charge. 

in this example the customer has requested the following postal service 

Air l...r t i wet hind n t 20 grammes, to the USA (international Zone 1 to be rent  11

From the Serve Customer rnen . 

LTouch the Other Products icon., or Press F13 on the keyboard,. 

2. Towh the Scales icon, or Press F9 on the keyboard. 

1 7bueh the l•ra t t Zone I con; or Press Fri on the keyboard. 

The Scales Locked information screen is displayed. This screen informs you that the scales are 
not as-a; lathe but you can continue the transaction by touching the Yes green tick icon and 

enters=ter. 

the w eight: nI the mail item manually, 

4. Th in the er:er tick icon, or Press ENTER on the keyboard. 

The Weight screen is displayed. The system prompts you to enter the wcw.ht of the mad item 
in grammes. 

In this example the crybt of the mail item is 120g. 

pe 120 

Check the weight entered is correct before continuing. 

6. Touch he green tick icon, or Press ENTER on the keyhn rid. 

The Select a service r 120 granimesr. screen is displayed. The Horizon system has registered 
the weight of the frail item and is row displaying the  s::rsice,savailable to all 
International zone I eountrir.s. The easterner has indicated that the mail item should be sent 

Air 

Letter. 

7. Select the Zone I Air Letter 5ei. ice by Touclthg the line on screen, o:r by iessing the 
Down o 

scroll 

arrow key on the keyboard. 

WORKBOOK 

•Fav 
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HORIZON SHORZON SYSTEM EPOS 3 

Section I Intera do al Scales transaction, continued 

.fect, We service selectee is correct th'etore co tmun i . 

R€ °, PATH/43/02 
Date: 29/07199 

Iksues LU 

When the service is s &eected. it he 
hi h13cht€;i in y lfow, 

Note 

ou must check that the service selected is suitable for the mail item 

`$ u .h the Se et;ipeen tick icon,  " or Press ill on the keyboard. 

`I he Zone f Air Letter screen is displaiye , The Basic Service Charge is shown. 

'S he cu4emcr ts i a t€ that they require, the Swiftair additional service, 

9. +h chh t`i . Aid. or Th ¢es I1 ;gin it fYLki~rr, . 

Additional Service: 
c-ee t n €:i s ixa ed.. 

1 h e ne hays requested a Swrftair 

WORKBOOK 4 
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HORIZON SYSTEM 1OsS 3 

Section 1:International Scales transaction, continued 

I eE AT:t .f 3/I3t) 
Dates 2!719 

In LU 

In the prev°ioats examples where the Select a Service screen was displayer!- there were only ever 

tm€ , _:;. <a;lc }ale for selection, in this exam t ,' 0. he bottom of the screen the syste€ 

.,Aicats a that p a c 1 of 
2 
is displayFed. On the atpht ha nd side of the screen, two of the page 

selection green arrow icons no longer have a rtt entry symbol superimpoed. The Down green 

arrow won € PAt'-lh` DOWN) allows you to mew the Treat 
IR ze. The Rc'Oort green arrow icon 

t l x ';allows you t:o gnu to rho bottom page in. the !€tit. Once ciffier o:' the icons is activated, the 
no entry i ;-nbol is removed from the Top and tip green arrow icons. 

10. Thuch the Down green arrow icon, , or Press PAGE DOWN on the keyboard. 

.&8.11: second . page (of two) is now ti.  pj'; yed, You oat see there arc only two other services 
available Ott': this moil iuln t :1c fig amen arrow ore (PACE UP ;t alkm re to view the 
previous page in the last. The `fop green arrow icon ft t ') allows you to go to the top page in 
the list, 

.11 `o c the Up green arrow icon,.... a or Press PAGE UP on the keylhoar :l, 

The screen returns to page 1 of the services avmhabl:a:. I be top service ott the tenor is 
highlighted in yellow. The e stotner has already rnthcatcd that they require the iS iftaair 
service. 

12. Select the wi'ftair service by Touching the line on screen, or by Pressing the Down scroll 
arrow key on the keyboard. 

Check the service selected is correct before continuing. 

Note: 
It is still your responsibility to ensure that the additional sauce requested is available to 
the destination country. The Horizon system will offer all the additional services 
available to the Zone rather than to indhldual countries, 

13. Touch the Select green tick icon, y >. or .Press Fl on the keyboard. ar€ . 

f, %T)RKBODK 
Page U 
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HORIZON SYSTEM POS 3 

Section 1a nternationai Scales tr'ansacti. n, continued 

Refs 4 J'H . , UO2 
Dtt . 29/J7 99 

I Lti

The I lflri$Ol system returns to the Zone 
1 Air Letter Mail Item scnen, 

The. Add. Svcs icon now has a green 
border ar'n urad the outside to indicate 
that a ;crvrce has been added, and the 
Total re0ectr this. 

The en mner lta no other 

14. Touch the : est. . it icon, or Press P15 on the keyboard. 

The Be. L c5.e.or is v.$Ssplayed he 

screen t"'.'3 > t tit T E £,wE c rnbi t ate€::3 t:?f 

stamps shich s -mu1d be affixed to the 
ratan_ leer . 

Airhis ponu ton shoe` :l cheek that soci 

trrr;, the st mr.os available. ilahle, ff ri€. t
„
, a,

Idd rer r ea~mainati:en can be used, but 
the Override on must be activated. 

in tho esarapia r. € tip. E~',~l tte 

ohIY Qata £t o .,t P' sp  is a ept 1lde. 

Note: 
:if the Best Fit screen recommends the use of first o.r second class stamps and these are not 
used, then a discrepancy will be fa d in the stock and stamps at the end of the 
accounting week, 

15. Touch the Complete green tick icon, or Press Fib on the keyboard, 

?'1 . . crc rl t tuP"ilk to tier Seales menu, the mail item is displayed in he sale> ;tack. 'Ibis .s t'er 

on s service requested by the c.€usi mer-

16, Touch the :Finish icon, or Press EIS " :F.R on the r m heard. 

Settlementmenu u si  displayed and artd rae. aI < ;4 a n €'t€r € . itf €; ca<1 c `a pa)uarnr 1 th red I'si the 

customer can he selected. In € .ea cart art r ,e me cut&'r ro.s t rie'vd €1r . L.rrect terurrnt in 
cash.. 

17, Twwh the Cash icon, or Press Ft ' en the keyboard. 

Well done! 

Yoorr have completed an International Zone I beaks transaction using the Horienti system, 

S t ArQ O1 4 
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HORIZON SYSTEM POSE 

Section I e Pik by CountryScales traasaction 

Raef s : AThJ4iO02 0 
Date: 29/07/99 

[b e: .tt 

The Horizon system has a Pick 1w Co . tay function which wifl a low you to se et the 
destination for the customer, if yon are unsure which International Zone the country is in. 

In the next example the customer has r;eque'eed the i .x i, .x. €n p•cwt.j.1 service: 

Air Pr rated Pnpers wei Thing 00 Grp €,TI£T,i, i m i e u w, `s1 a dbioriaiVia€ L ices arc

From T Vic€4e €,..4`issuaa :dWM: 

Touch the f ors: r Prnducts icon. or .Prcx Fi on the kr' ho rd. 

2. Touch the Scales icon, or gels k) on the keyboard. 

The Scales menu is displayed, there is an icon Pick by Country. 

I, Torwh the Pick by Country icon, or Press :P9 on the keyboard. 

The Select a Country: screen  is 
displayed. The countries are listed in 
alphabetical order and their desi gnation 
is shown to the right eg Afghanistan is 
designated. Intel Zone 1. o 

In this example the customer has 
requested to send a mail item to 
Umguay. 

To make the selection, You can use the page selection green arrow icons or, the right-hand :side 
of the screen to tuove up and du r'a die li t to reveal the dsnation ; oummtry r l aired. 
Aiternatively, the PAGE UP, PA(i, DOWN FI I and P i2 he,, x or: the keyboard can be used to 
make the selection. 

ELI .` 40 pages of countries me select don: , 'em  usinay the page selection funct'J")n so Fri be 
tmmrrieconsuming. The Horizon s 3, st€;m has die ra .ihty'whet-O: y you can enter 1.h1e Fist k.ncr or 
two of the destination country required and .he iracklist will then display all countries starting 
with these letters. 

4 tPe the letters DR 

met \VOR.KOOK 4 
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HORIZON SIIORZON SYSTEM EPOSS 3 

Section I: Pick by Country Scales transaction, continued 

Re[. .P V' 'lH 4it0002 
04€'. 2"r`t 1:0 8

`i.,hc- Sc ;-t a Country: UR screen shows 
all c o nnthe,, starting with the letters 
UR, in alphabetical order. 

In this example Uruguay is h€ghlh thtc.d 
in ire ;t"tw. If this was not the ._3_EunO-V 
Y°3€ cquffeL on coo S. cent lan ttt:Iing 
I£ t;€ r to the c£ €€€'rl. name t,3 fino the 
r €fit l d dcminatiun.

5. Touch the Select green tick icon. m.  Ft ooc the keyboard. 

"Me Scales Locked information screen is displayed. The 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 item manually. 

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

The Weight screen is displayed. The system prompts you to enter the weight of the mail item 
in grammes. 

In this example, the weight of the mail iter: r is SOOg. 

7. Type800 

Check the weight entered is correct before continuing. 

8. Touch the green tick icon, or Press ENTER iSNTFR on the keyboard. IA. 

The Select a service (80 } grammes): screen is displayed. The floi.izon system has registered 
th nei h; of the € w. earn r €;d is now displaying the standard services available to al l 
international Zone I enuno le. . The customer has indicated that the. mail item contains printed 
papers. 

9. Select ."t nla Lmie II All IF Books service be T3 u ti'q I he in: ::iii m.e. o. : rP emi d the 

Down scroll u cm ',n...; '' en: he keyboard. 

('heck the i c vce wftccet is correct before continuing. 

Note: 
You tnnst check that the service selected is suimhle Fir the null item, 

tQ Thr&r fc S€:l ct green tick icon. € Press Ft ,'Mt en. keyhouYd. 

WORK 130 
Pig 21 
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.HOR ON SYSTEM 

Section 1 Pick by Co try Scales transaction, n,, continued 

$v l oJ~ _ + :a v x< n a a t 

It. Tuich the Best Fit icon, 

R& FATHI43i0O 
Date. 2S/&r7/ 

Issue. 2.0 

The :lonc l Af;- PP Books Mail Item 
screen a .lisel=aa°ed. The Basic Service 
.l <.€_ en . <;lan eta. 

The cc erner ha indicated that they do 
not require nu ;l additional service. 

or .Press F15 on the keyboard.. 

The Best Fit screen is displayed. d.. 
This seen gives a
combination of ; mp which°,hn ;i b 
affixed to Ili , to <>1 €t;= 

At t17 {?t S9i 43..j S<ac AtwWd check that 't il3. 

have the s jai>. available. [f nr,: t, 
qtr. i`cr;e n c a l is .:, irY„ can he uc.d. but 
the t. x,t ax: Lnn atustbynctipa .te1. 

i 01k 
In this exam le, the system has included a second class stamp in its suggested combination
opt stamps, it this transaction is, completed and the suggested combination of stamps not 
used, then a discrepancy swill be found at the end of the accounting week. 

1 tl is example the the sa g ecate,:1 combination of stamps is acceptable. 
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POL00090452 

HORIZON SYSTEM OS 3 Hd 

Section I Pick by Country Scales transaction, conthwed 

The crcen re.torns to the Scales mer t.~. 
T. mail Item e displayed in the  lee 
cLct c,eo gee that t <zcrc ac tw: 
p taco is  <me for the . i ( d .la b 
Llwq) and, tie: Cher Er the cr i€IMxll r 

p ece r=.:q i c tier the eaffid~ €~ . 

This is the only service requested by the 
Customer. 

13, Touch the Finish icon, or Press ENTER ER on the kcyhoard. 

The Settlement nwno is s ikplaved ,  ;ti r he spprpItate method of payment offered hy the 
c eft ter can be elected. in this eanple the cwco er has tendered the correct  Er tot$rtt. in 
cash. 

!4. Touch the Cash icon, or Press I _ on the keyboard 

W " ll done! 

ou have completed an €ntr:..rmitional Scales transaction the Horizon n ystem. 

tO L. WORKBOOK O. 4 
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HO.l :O;4 SSTEM EPOSS 3 

Section 1., Multiple ltiple Scales transaction 

eU ! T.E 43i 2 
Date: 29/O7/ 9 

2.0 

in the following example the customer has requettcti a number of Scales transactions: 

3 x 1 2t t gr er ee mail items, the basic service required is Speciel l:t_hvfierl,(1(125O) o 

azitf  r; ti rcces are. required, 

u mm me mail item to (lermens.. the hahe service rc fig€iram :i is Euro Air Letter. 

The Ii. t ; r1€ , t "'. .gcires the n{;tdhio€nai service of registered international for a value of £500. 

I x 4 S#..Sh gm ore mail otiem to the Ceynu n t <cu . thebasic  service required is Air PP 

Books. The customer has already aiifi sod a € '. .5'0 stamp to the item. 

From the Serve Customer menu 

1, Touclt the Other Products icon, or Press P13 on the keyboard. 

2. Thuch the Scales icon, or P r° ss P9 on the keyboard. 

The SceIa mcmi is € isplayed.. The customer's first request is 
:for 

3 Inland 1st mail items. 

. Touch the inland icon, or Press Fes on the keyboard. 

The Scales Locked information screen is displayed. This screen informs you that,, the s ttt s arc 

not available but you can continue the transaction by touching the Yes green, tick icon an i. 

entering the weight of the mad item manually, 

4. Touch the Yes green tick icon, or Press ENTERon the kaybonrd. 

The Weight screen is displayed. The system „`romp erompt you to enter i'he weight of the mail l Oe' 

in grarnines. 

To this example flay: e eight of the mail item is I 2t, 

5. Type 1240 

Check the weight ht. entered is correct before continuing. 

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

The 50c  <a service t 12f l grammesu semen is displayed. The t ionso€ f 
r..ta 

na has s registered 
the "' €c ht. in the col item and: is now displaying the standard Inland sc: icti h <r .nil thin. The 
customer has xeg5 we .tcd the Sp, a! Delivery :250 service. 

7, 

Seine: eel 

the 

Special 

Delivery 

£250 

service 

by Touching ,

 

th e 

line on screen, or 

by 

Pressing 

the 

Down 

sa:r?ll 

arrow key 

on the keyboard. 

Cheek th e 

service selected 

is 

correct 

beterd 

conunuing. 

s. 

To 

c h 

tim Select 

green tick i aura, 

or: Press 

hi on the 

keyboard- 

1lre 

tnecrnl 

t 

;r 'a 

£250 

Mail 

hr 

E n  

screen i

; << 

dapl<ayed. 

The 

BaserService. Charge is 

shown 

The :t. 

'tt3inet 

has 

indicated 

t£:. that 

ih€ 

L' 

d€;s 

not require 

any 

additional 

,,  ' 

ices 

b u t 

th ey 

have two 

}dt ,a 

rn:ieal 

items 

whEt, 

have hens weighed 

sedately 

;and 

are the 

nnnc w 

£°t?t 

;art j 

re 

a€c'r° 

nice Basic 

Service. 

Ir 

`t, 

WORKBOOK 

Fogs 24 



POL00090452 
POL00090452 

HORIZON SYSTEM EPOSS 3 

Section 1; Multiple Scales transaction, continued' 

9. Touch tl Chan Q:v icon. or Press ES on the keyboard. 

10. : #' e3 

b(,Ch, the bila , i l:: is r ect € eli;; "Z".

Ret; PATK43`€a 

Daft; 29iVi 

tense: 2.0 

l l . ouch the green tie 1. ic:€ n, or Press ENTER '1`E on the itch t Yas S. 

A Note sreen ,z dh ? yf ,. L , indicating that chanthne to ,. muitihk. s ,i_tnaity ? h Ihe tiply srceh 

1 he l W is on fi t 1 :. 1€€ fdC h'a; to nth C',i&n t tJ,. 't'~~I 

t1 3
In th is ~~.~;€.r1 ~~I:~ youyou9~<s4~~ ~.ta 3 ~1~:dthe c~€~<~€13i t~ : . ~ ~Y: 

12. Touch the OK green tick icon,, or Press EN1'ER on the keyboard, 

The display returns to the . cial Delivery =2.0 Mel Item screen. The Basic Service Cheore 
now - has x < }ror;I k ,.:. :;: tO . <end, indicating_ that ttie s ry ice charge has been 
multiplied €Sx y Tee Total also indicates the i I € .cis e 1x1 qLi Irit y. 

1.3. Thuch the Best Fit icon, or Press Fl  on the kc}hest ard. 

A Reminder le3f{3 '1?i1t. i.on screen is 

di pl ycddi. 

The ceseer C?>T@1 20,  }d_r t to affix the 
stamps ditelaced on t :e ° toll awing 
screen to each item. 

14, Touch the OK green tick icon, or Press ENTER oat the keyboard. 

The Best Fit screen is displayed. The 
screen gives sregeoed .00ihinanonoff: 

stamps thn' =_h thou 01 ,e cffixed to the 
mail its i ns;. 

Al this :t %r t you Should check that :c c 
beer  she stamps available. if not, a 
dilErrent c:_ n b n!:tion can be used, but 
t1€  01 3.r n must be activated„ 

In this exam ei,: the suggested 
combination oI stamps is acceptable. 

p[; , WORKBOOK4 
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HORIZON SYSTEM EIPOSS t 

Section 1: Multiple Scales transacti n, continued 

.et; .PAT /43r 
Date: 29107199

Issue, 2,0 

Nate, 
IT the lest Fit screen recommends the use of first orsecond class stamps and these are not 

used, then a discrepancy will be found in the stock and stamps at the end of the 

accounting week. 

I5 Th ch the Complete green tick icon, or Press F16 on the keyboard. 

The system returns to the Scales menu. 'This i rnpletes the first Scales service requested by the 

cu.u-st.€3mer. Yu c a ̀€ nowx pr et eel with the c i:; l( ms;T :> acrvd rer neat, € e 65 gramme mail €tern 

to Germans tim basic aervu'e acquired is A.i, Letter. The i4t t,.3kd"t'.'3 req aires the add3 tonal 
yew; '.kt n1 €F ft-'t'u enalb rxtv<.i€ £M'ul 

f <. i rir.t tl, 1°areil3., i,;r € > , a .>r_ res 1-'5 con the keyboard. 

The Sc aS,;a Locked in oi.hGba€i n screen is displayed, Tba screen in tart ar, you that the 41. 1.€.es an t 

not available but you can 

continue the transaction by 

touc 

hift 

the 

b 

s 

green tick 

Icon and 

entering 

the weight of the 

rn ail item manually, 

12. Touch the Yes green tick iccon, or Press ENTER. on the keyboard. 

The 

Weight 

screen 

is 

displayed. 

The 

system prompts you to 

enter th e 

weight 

of the mail 

item 

iii grammes. 

In th is 

example 

the weight of the mall item 

is 65

g. 

1& 

Type 65 

Check the 

weight entered is correct before 

continuing. 

19, 

Touch th e green tie k 

icon. or Press 

ENTER on 

the keyboard. 

Th e 

StrEet

: s r 

r 

ice 

(g 5 

2:a,€nnates). screen 

is displayed. 

'1`he 

F.oririor 

system 

has 

registered the 

3aeight ot 

the 

trial 

1 item cud 

is 

now 

displaying 

th e 

standard 

services 

.ara71able 

to Europe. The 

customer has 

requested 

t

h e

 

Euro Air 

Letter service. 

20, .Sot °t the 

I em 

A r Letter 

servi€,°e by 

ToiirItwt

,  

th e lane can at. ec u. € or w  

Pir csrng the 

Down scroll 

arrow key 

on the 

keyboard. 

Cheek 

the sc 

s 

ices 

iceurcl 

€ 

; 

correct t 

before 

continuing. 

Note° 

You must check 

that the 

service 

selected 

is 

suitable for the 

mad item 

21.. 

Th urh the 

Select 

green tick icon, or Press Ft on the 

keyboard. 

The 

Faro Air 

Letter Mali 

hear screen n 

" 

displaced. The 

basic service 

charge 

a indicated. 

tfi

,  

, 

,;.,' 

has 

requested 

cit 

additional 

service for 

.his mcii item. 

22. 

Touch 

th e Arid. 

Sires 

icon

;

or 

Press 

P4 on 

a. key

.._.

, 

tle 

Registered 

h .l 

::

,

1C Scti rcc ta;

z';gFrcha 

the 

,_It.`: 

on screen, 

of 

ht 

a 

Re~<':`ii 

,,; 

the 

Dean scrod 

anew 

key 

on th e 

keyboard. 

c 

°t 

: 

WORKBOOK 
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OIU ON SYSTEM EJOSS 3 

Section 1: Multiple Scales transaction, continued 

Ref: .P t 1-L14 9tah. 
z to 2e79 

t e; m,€t 

Note„ 
It is still your responsibility to ensure that the additional service requested is available to 
the destination country. The Horizon  system. Will offer all the additional services 
available to the Zone rather than to individual countries. 

Check the service selected is correct before coat tuiing. 

24. Touch the Select g:reen tick icon, or.Press El ou t ,e k yboilyde 

The system returns to the Euro Aar Letter screen. The £rdslitlonal ser icc h€;: been added to the 
Basic Scrvce Chage. The customer has nut requested at y other sert ccs ior th is mail l tem. 

25 Touch the Best Fit icon, or Press Ill - en th . ee 3 error . 

The l;es- Ili screen is displayed The 
y

ecn y ve :4 ~'.L stc co nb.Mauenn' of 

.c roes which sh:ttlld he efftved to the 
nici.I itoalit. 

At thtt point you should. check that you 
have the stamps available. If not, a 
different cunthtnation can he used hot 
the Overrtde icon rnustt be actis, tted. 

In this example the suggested. 
combination of stamps is acceptable. 

26, Thoeh the Coniplet h owen I Erb won, or Press .Fl b on the l vhmu 0. 

The ssocn1 s, ttl.'ns to the Scates eeoc.. ins completes the. second nd iz; 
1..4. t i requested by 

the # i.i. ,:.ii ` e. You 4 ci€. nu :"t,¢E.ecr. `s' ilia the ea muter' muter's fi nal request, t ue 8),5$.,€ yrnut€i:a ' mail 

item to €., i'4i€1133$ .i ~p,~ ds, the lTnails. ..L:Kvice mC;.lu red is Ali" P1-1 
{

oaks, b,', cil;~,i:?e.t , _tc;o s no 

amid i t end t l td'e but has affixed " Li '5 `i,: gl ;3 t#o ? no A.1 l to a. 

It' you 
knewp 

to w 
iuc}h~} 

International 
YY

 #ti _ '; t;: 
Cn

j  naan l~ l.m=,is l e 
,;i€€L 

,- e}d~tyTou cendd 
need 

the 
appropriate icon (I.n nl Zone I). l -l3 w'u ei , f?3. t) is e3. ,i w : s ar ore unsure '9, you nneed Ac use 

the Pick by Country facility. 

27. tI tch the Pick by Co  nr F icon, , € Press F9 en the. Le heard. 

The Select a Country' picldist screen is displayed. The ii << selection (Afghanistan) is. 
highlighted in yellow The el:i9Acre % ay to ,`:ai_ i a,t,:: its x, , (q sired is to enter the f r = f .t ; r z, 
three letters of they ti tionOut:: €:w. it3 

In this eszta 1 i. ,:"e requ red country is the Cayman islands. 

28. Tvc t:' . 8 

mused  F . z£ t Q hifhli kited in yellow. To select the 3e: lees ti;t- her r~eH C~Li t i  ~t;i~ t'. with 1, S ,>:i.€, i +a ~ r 
sic rho en: 

f 
t "3, WORKBOOK 4 
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OR.Lu:uiN S S EPOSS 3 

Section ; Multiple Scales transaction, contInued 

29.Touch the Select green tick icon,, or Press Fl on the keyboard. 

t' t➢' H;$31002 02 

The Scales Locked information screen is displayed. This screen infnrrrs 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 item manually. 

30, Touch the Ye; g, -en hi ck icon. or Press ENTER on the he 'hoard,. 

The W£ Mr't screen is displayed. "t the screen prompts you to twA r the Weight el the me .l item ui
sari fr'i ', ., 

In this example the weight of the mail item is 680g. 

3L Type

Check the weight entered is correct be tore e continuing. 

32. Tauch the green tick icon, or N t N 1. I on the es'hs ca f. 

The Select a s : sci s ice (6 80 ; . '  : screen is dispkwed. The Horizon i ty ate l has 'egisterco 
the weight cit the naa  oem and is now aihsi' a i u. the standard sereices available to 
International Zone I cutres The cu`3il.S 1 r has requested ills_ Air PP Books service. 

:33. Se/e °t the Zone 1 Air PP ooks service be Touchinil the line on screen, or by resin,: 
the Down scroll arrow law in the keyboard, 

Check the service selected is ^.'ones.€ before cirr i ilaar 

au must check that the service selected is suitable for the mail item. 

3„1 Thouuch the .bel °o r green n ock icon, cit Press hI on the keyboard. 

i iw ZLone I Air Pd hot4o, Mail .lien screen is displayed. The l scc Se.rvice Charge is 

indicated, the customer has ah-eaady affixed a £1.50 stamp to the E r =il item. 

3, Thuch the PrmPaid icon, for Press F12 on the keyboard. 

`l the Amount screen is displayed. The : .,.term prompts you to enter clle aynoum i t ,Pact. , fn the 

nail. itei-a. 

36, 

7,eL50 

Check 

the amount 

entered is 

correct 

before 

continuing. 

37, 

Touch th e 

green 

i t, 

icon, 

or 

.Press 

ENTBR on the 

keyboard. 

1 

1de system 

returns to 

the, 

Zone 

I 

Air 

PP

) 

Books Mail Item 

screen. 

The 

A[ai{_ iiia 

dim I'.:itl 

has 

t ii. s decte fro ii 
t 
I 13 i i x£`.

9
.2 ice 

# 
Charge. ;

z

a

3

.

p 

q p 

y 

.S 

, 

Th u eh 

tie 

Best lit 

iel 

F 

r., i. Ffr 

Press F 

5 en. 

the 

keyboard 

„ 
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HOLUZON SYSTEM tPOSS 3 

Section 1: Multiple Scales tra saction, coutimied 

Rc;C ?51 ./4; 
rttt'r 

:) e .'; 29?U7''5t 

The Bect Fh semen is displayed. The 
sc_ret a cises a s ,w cstcd combination of 
stamps whmh ;sJiou,d he affixed  to the 
retail itcn.s.. 

At this point  sho:_H check that you 
the stamps a iHhk, It' not, a 

dui ; ent coornbina aou can be used, but 
the t. ct ride 1 Ylr v ku, - be activated. 

.in tins e, a3i{ is die sun coed 
connihi tion, of stamps seee t ails.. 

39. Touch the Complete green tick icon. or Prcss F 16 on the keyboard, 

40. Tout* the Finish icon, or Press ENTER on the kheard, 

The Settleurn' menu is dtsphn l . md the app late incffi J c payment attried ins t3-€:• 
customer can he se `Lt d in tilo c capk the usiuuei" has ?oldent.d the correct aineunt in 

41 Touch the Cash icon, or Prms 
S 

i an th,', i =_vho,ad. 

Well donee 

Meet ha 'e enmpkted a mu tai k Srralles transaction using the l-lo ri:rtrn syste t , 

WORKBOOK4 
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HORIZON SYSTEM 

.1 ctivi ,Sheet 111 drk oo ; 

tts:'t:: PA`"t` W143i002 
ia 29/07/99 

1: site: LO 

i mare are any oe ams ou  are Ott . ? L  art 4ah3S 3 _ it .1in. Some of the 

r aust.fons arepractical and require you to use, the Ho nzort

N cats: 
If on are competing these eacreis€s is the post office, ensure that the Horizon system is 

in Training Mode. 

1. Which facility would you use to check the 1nternationaInternational Zone designation of a country 
if you were unsure of it? 

2. Which facility can he used to offset the value of any. stumps attached to a marl ite ern by th  e

3. When a seiectiora is made from the Selee::t a Service: screen what is its colour'? 

s. Complete  Scales tra s - sir i s on the Horizon system for the following and answer the 
€.luestloas:: 

a) I x i0{) yranrne. orrfl a:,°r 
lnternati au t Zone Ar Letter 
Pre-Paid - I 

What is the Horizon system's Best Fit of stamps? 

hi i 20(4.: mail hem What :is the Horizon system's Best Fit of stamps? t 

lairrod Ira jj 

Pitt -Paid - $

ct 3 x f80 gramme mail items What is the :horizon Systtrta's Best Fit of stamps? 
Zaire .. Air letter 
Add ,r:rvit e - Recorded International
Pre-Paid -£0.50 (on eac.h

tart.. WORKBO 

P& e;fit 
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HORIZON SYSTEM Order .Book. Control Sr€re ( CS) Re C p v. rnj'41; )2 
Date, 2/O7/

H)U w~ZO SYSTEM 

P Nfl LsJaIvi sT 1 
HORiZON SYSTEM 

NTE NTS 

Order Book Control Service C ); Objectives & Introduction . . . . . . . . . . . . . . .: 
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ER BOOK CONTROL S ~' E(ORUS) 

OBJECTIVES y CT_ 11 

Obj ec tiv-est 

VVhe;q $C  0 cap€tpic.tc:d tlti a tip€ IL be able to; 

1. Recc, die. issue and encash benefit from bar-coded order hooks, using the Horizon system. 
` . R suc and encash benefit from bar-coded order books, manually entering the. 

details ,of the order book due to a bar-code reader failure or an unreadable bar-code. 
3. Encash benefit from non bar-coded order books. 

Introduction 

This Worlcbcosk. describes the actions and procedures that are carried out on the fiorizon system 
whenever a customer rnvisents an order book for encashment. The procedures for the receipt, 
redirec..tirae c d ore evaded order books is also described. 

`hiLst Vi =ilance at the counter cannot be overstressed the Order Book Control Service t ACS)) 
incorporates an Electronic Stop Notice Computer System. (ESN CS) which will inform you 

if a

bar-coded onl r book o is subject: to a stop or recall notice when the bar-code is read by the 
Horizon sy st:e:cm. 

Notei 
AU current P L regulations regarding the encashment of benefit from order hooks at 
the counter still apply, eg a: l foils must be retained after encashment and retained in value 
order in the drawer. 

Note: 

if you are carrying out any of these training examples :in the post office, the Horizon. 
system must be placed in Training ode by the manager. All bar-codes printed in the 

`or book, can be used in conjunction with the examples described. 

At the the end of each Workbook  in the series, there is an aroiv ishcet which  iewws von to 
practise tlrctr°iansactl€$lts comed come !@T Lie Workbook 11' you are nui. uie of the answer to a 

question, simply re-read the re Levant section of the Workbook and try a ain. 

WORKBOOK 5 
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}iORiZON SYSTEM Order or k Crndrel Service (O CS) Ref- PA`rt€.43f l% 
ate- 29107149 

The ''r.Drktior'Pk do no cover every posihk tr rnsaetion whic v oo Can coro n the Horizon 
:+ er , 

(

f Sru need Furth  ̀ h c' i . tit if ~' ,.,3 f.t F` uw c. " Er at co'v`e t ,d„ vuvu., 3€t 7 tz Convoit thethe
[~.dorizon JS k'f~ Fx t %<YF'F

Note: 
The Workbooks provide vahe.% against a number of products and services that are correct 
at the time of goh g to press. This info tratiur is oboet to chance and vons ri td refer 
to the appropriate HOC , transaction 4mmientotloo for up to date price information. 
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HORIZON SYSTEM Order Book Control Service (O:RCS) 

Section 1: 3arcnded order hooks 

Rh P. :t'lie43iO U. 
fl ue 29fti1J9 

tvsase 2° 

Order hooks are now hair€c produced with bar-codes clearly visihle on the front covers. 
Eventually nil order hooks will he bin coded This will ensure that a clear audit trail can be 
traced through  the Horizon sys1€ whenever ii bay  code is canned for ree i t i .sue or 
encashma ut. 

Order hooks issued by € tfe'rent tuthorit•s.t mac differ in design, so the bar c.€ de and order book 

details may nor he in the same I a 1a. order hook reproduced below shows the typical 
Position of the Naar--code and the book Je tails required to carry out a manual 
etrcaashrrre.nt:. 

Customer~ Reference 
Number which can he 
the National .l Insurance Co mom n .Pyment 

Serial Number Number ( I.NO) Package e (C.PP)
..
number 

Raar-code Position of the 
Additional indicator 
(not present no all 

order hoots) 

When °3 h ff ~ tided order book is prow tea fur riacruern, the bar-cede is ..2 > ?: This ensures 
that he r,i: f°ai < of the order hook ai 3:; ° to i t c :l :t t € the ilSNCS. if a 4 t;i or rcca. l 
not cc ha h<<'r€ paced on the ks 'f€ a, the ci iictiuos on cereen he thllawed and the book 

alir .c nailed 

Stop Nntke 
If a stop notice is placed on an order book the book must be impounded and NOhetrefit 

ran be paid, even if there are valid foils, 

Recall Notice 
if a recall notice is placed on an order book then benefit can be paid up to a limit 

imposed by the Benefits .Agency eg a maximum of I valid foil. The boo1 must then be 
irrapouudcd. 

a€& , . {su ac arch i3 oi k  toilsdue for payment ' r to the preseal day dfld 91.;t in date.  in An 

order book toil is out of date:. : months and I day from the day after the du . ;;i£c on e toil. 

The recall dare indicated on screen may be some time in die future. 

(CL WORKBOOK 
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flORZON SY3TEM Order 13e k Control Service (O C ) 

Section t: Receiving barcnded order books 

Re t FAT H/431002 
Date: 2131O'7iQ9 

: 2.0 

Iarcoded order ks will arrive in the post or by delivery agent. On receipt at the post office 

the books r'it be ebe ciced ,v tth he k l; i r era ry to Ea as soon as possible.. The procedure for 

receiving s er ob ok is er the p eJur forthe cedirection of harcoded. order books 
tilt of the ost office. Thr nr a'L": a: u i ; for recc . ;' :n books starts from he Desktop  menu.. 

in the following example two order books have been received: 

bb Y 

x 1 

1, Thuch the Token Mr.mnt icon, 

R

i r 1  MI 

The Desktop menu is the top lcvve " of 
the Horizon sv sues m, 1. i w;re ts an icon 
on screen b h la: d & lv rrc.la.(e s to the 
order hook or token management. 

Of Peers F on t he k ium€Wd. 

t tE:: :3 r i to iVlcrnut raeon 's do d a I., 

There 
ar e 

two icons at tl€ , bottom of the \ciom: Receive Book and Redirect Book, 

Receive book icon ; P 3) is used to receive order books into the post office. 

Redirect I3ook icon. 

(F 

Id 

r 

is 

used 

<l 

€ , 

di 

's: t 

order 

hua'r ' 

o1 

el 

the 

pct 

tit"l"ice. 

01. 
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EIOl OZ N SYSTEM Order Book Control Service (Ot3C ) 

Section I t Receiving b r-coded order books, continued 

:?._ .Thch the Receive Book icon, 

ttrp <~'I'tt- 'itt 

Dg t . 29W7/99 

Issue. 2< 

or Press F13 on the keyboard. 

The Receive In Summary 
screeni

s 
}} 

i ~
!! }}

di splavh;<.d. The `hur€rmars tab nstructs 

YOU tO ,..caafl the Barcode on the, book, 

Its tlhr" t =:tr de B unreadable fur any 
r .a sc € : ~;ii can use the Manual Input 

,l°icon 
I 

t tip enter the details of the 
bar-coded bco kt s.a 

Noe: 

There is no requirement to complete the receke in procedure for non ar :nded. order books, 

The Sc(r miry tab v.3 {fw three f+. it#, 5:C.9I €w.' , 

. f uund, the total number zst ial °r oks intpo'rzi.rded in. it _ession. 

rt cad, the total au.r,rht r u.l' order books where the bar-code was not read by the system 
in this session. 

In the exam le all categories are zero at this stage.. 

The following steps will simulate thee receipt of two order books, 

3, Scan the following bar-code 

I'II'IPf'Ili'IIIIIII 111111 I1HHIflFH H 
if the bar-code Erg the order hook ;Innot be, read after throe attempts With tic nar ,.;,air: € . ._d r, 
the details of the order book will need to be entered manually. Refer to the t`odow tang pages c'A 
this Workhookt

.. Bar-code reader failure, manual input procedure to receive or redirect order books, 
pages 1 - 22. 

w Unreadable bar-codes, manual input procedure to receive or redirect order books 
pages 29 w 1, 

ft ICL MOR B10K5 
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HORIZONSYSTEM Or br• : os k CfrI Service (O CS) Ref. PATW43/002 

Section I< Receiving .€~ded order Tadao $ continued L C .29/O7t49 

iir h ir- . c. e A ~ 

chang s the Scxa  d „pdati ron 0 ter 1. 

a S,>~ a ~ x ~ D ?~K . .erg s• x - a ~ ~ ~ x ? 

F.l, can the second bar-code beIc,,,o 

II IAU 
'nie Scmned total increases to 'I., 

YOU wotdd repeat th is procedure: fur el i r. order hooks reco'vod ntu the pua o3 ice. 

Once you have scanned ail the Thar-  cached girder books received, Thuch the Riposte Desktop 
gcon. or Press HOME to complete the procedure.

5. Thuch the Riposte. Desktop icon, or Press HOME on the keyhoard. 

The order books must now No sc_e app o l the posi office. They must be placed .in alphabetical 
order , r trio::  fiance with en r cnt. POCI procceh.0 . . 

Note,
During the receipt procedure the system will check the; book s details against the ESNCS4 
If a stop or recall notice has been placed on the hook, the system will display an Impound 
l5otictu a beep will also he generated by the system to draw your attention to the screen. 

The I to ..sit v .1t srar will display the app t t priate message. 144 l w  the on e re, a lrt trtact.ti:rra 

lei'... WORKW)t.tk 5 
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HORIZONSYSTEM Order Book C ntrol Service (OBI'S) 

Section l a Receiving bar-codedorder books, continued 

Well done! 

left Pxrum3 Ot 2 
Date; 29if,$7J9 k 

Issue: 2A) 

In the example shown on the left, the 
order (, ,o.k muss he hole punched, 
inircndcd.and returned l to the Issuing 
Ae horh w accordance with current 
POt L procedures. 

'Ion 1 r.cr=r led e the r essa e, if It is 

di (lage€.. Touch the is wi t€t.d gice € 
tick lcon on screen, <,, r P PNT lilt on 
the 1 ,chiard. The A a 1: rat wi l then 
return n. d R Lti,,'c in Sunrneey 
sc€teem, 

You have conpeted the actions to receive bar-coed order books into the post office and 
to'wtiml an Itnp Fund, Notice using the ll rizon systernn 

tCL WORKBOOK 5 
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B ORI.'ZON SYSTEM Order Book Co trs l Servt.e (O 3Cs) 

Section 1: Redirecting ha:r-coded order. hooks 

Ref : PATH's43fOtl' 

Date 29/a 7 "),f 

ssos:1 

Occa d rt r l u you may he required m redirect har--coded order books out of the post office. 
This pu ccdure is g a rs Bra , Bmii.ar to the receive procedure, 

Note: 
Order books delivered to the wrong post office should be forwarded to the Correct 
office using the redirect procedures There is no requirenient to receive them in first. 
tmpounded order books should NOT be redirected to the 055, but should be 
tor warded in accordance with current f OCL procedures. 

the i)e.k t 

i . ioth the Token ''bly.:nrDl icon, 

; he i o .eo higucu rucee u. di pluy,_ri, 

2. Touch the Redirect Book icon, 

or Pr .s P3 on the keyboard. 

or .Press F 14 on the keyboard. 

The,, IKedir ct Out screen is displayed. It differs slightly from the Receive in screen, as there are 
only two catcgOries on the Summary tab: 

Scanned, the total number of order books scanned in this session. 
Unread, the total €uun:h; r of er'dar hooks where the bar-code was not read by the system. 

13 in categories will h i a!' i e u Cti,7 €.➢€ dr`€ I,z,3t  t t : ce 3 scaone . 

rite, 
The Benson system gilt not cheek the order hooks against the t S C dnning the 
rrdirecfi n procedure. They will he checked during the recehe procedure at the receiving 
post office, 

IIIIIIIIilllll~IIIIIII IIIIIIIIIII'IIIII 
if the bar ode on the order book cannot he read after three attempts with he bar-code reader, 
the details of the order hook, will need to he entered manually. Refer to the following pages of 
tt:is 'workbook: 

tsar-code reader failure, .manual input procedure to receive or redirect order hotoks, 
pages 18 - 22. 
Unreadable har-codes, manual input procedure to receive or redirect order hooks, 
pages 29 „ 31

WORKBOOK 
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HORIZON SYSTEM Order Book Con.tr i Ser ee ( CSI 

Section I Redirecting bar-coded order books continued 

Rcf PATH1431002 
Pate: 29.07f 

tees° " .0 

The scon of scanning the haNcode. 
i icr ,sc the Scanned total. from. 0 to L 

\'bu wmild repeat t i pa twe to Ifl 
burr coticd» seder hooks to be r °dir'€.ctwwd 
out of t.h ff:ice 

When ytou ha c Hc cd t3 o prop +- diire for redi eini order hia a ; 

4. Touch the Riposte :Desktop icon, or Ness HOMb on the keyboard. 

' ell done 

You have cornpkted the act is to redirect bar-coded order beaks o t of the post office 
using the iiortzon system. 

WORKBOOK 
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HORIZON SYSTEM Order Roark Control p k (O CS 

Section r Issuhtg harcodedorder books 

trf. PATH/431002 

Note: 
All r.orrent POCL regulations regarding the issue e f har•eoded hooks t the cotter still 

oppiiv, both aar initial and renewal order bok.. 

In the following example a bar'^coded order ':o k wl 1 s iso' us d I the t ower. 

From the Serve Customer renw. 

I. Touch the Other Products icon, or Pre Ft ; o, t he ke ' €:card, 

2. l: 'ha uch the P andA icons

i. Touch the OBCS Booklet icon, 

or Presv Fl on the key hoard. 

'I'he V : d : , s ,r. 1. 
i3teen t &. kt\cd. il tere 

Qa€a. three a. )8' b r ore 2r iib he OFhS. 

or Press FIT on the keyboard. 

The Issue r € a.t F la,}3L. : .1 i` e 
lrastruction state Lo d,,_ should scan 
the Barcode on we hook to be issued to 
the- customer.. 

It the b :o co e is un adabl= inc ..'a.' 
TCOSOO, OLt e;.;n ust the tat and hput 

F I ; $:l3 to€ui the det;:ttls of the 

haatoco heal 1 ookz
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HORIZo N SYSTEM Order f scot Cer,t ~ tO CS) 

Section .I.. Issuing barcoded order books, cu tinned 

O taint the order book to be issued to the customer. 

4. Sorrn the har-erde be ow:. 

Ref: Px 4" H.'4 'O +2 
U,~tt 2at?i99 

1 rK: µo0 

lf" the bur--code e  he read ab'ter three t ert n the € iim; d i€i i.,t ; ro edere ss hoe hi he 
carried out. 

Aiha scaum.ng the bar-code, the Issue 
s. rece is displayed. The issue 
instructions are shown in the left~hand 
box. 

If a Wa p or cceaf notice has lei°€t paced 
on the order boom .he.. sstem will 
di : pi .ay the a ltrop 'ate r iessage. 'I e 
on screen .instructions shoal l be 
followed and the order book is 
impounded. 

If not, the order book should now be daatestamped and issued to the customer. 

There are two Options on screen. 

- Issuc, if the book is to be issued to the custorncr. 
- Continue, if any payment% were due to the customer, the system would go stra f . to the 

encashment pr :.edur:, 

In this example the customer does not require the encashment of any foils. 

5. Thnch the Issue green tick icon. g or Press EAR. on the ke,: ht r , 

The Horizon system returns to the Serve. Customer menu. 

0 WORKBOOK 5 
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HO : ZO SYSTEM Order Horan Cont:r e Servke (O C I Reh '.ATR14310(fl

Section In Issuing harcoded order books, on i €a _ 

Stop Notice 
If the an pIe ho  hovn h'000, ast€op notice has been placed on the order book, It must be hole 
pnnehee. k':i an returnedto the Issuing IssuIng Authority. 

Note- 
All current .Pt CL regulations regarding the impounding of order books at the counter 
still apply. 

When the Impound action his been 
completed, i mch the ga,-en tick icon,. 
or Press ENh'i-R. on the >rQyNmrd to 
corm nue. 

Recall Notice 
Ifs. the example Tl owa below, „ recall  nofih, e hay been placed on the order book- Any valid 
vouchers rust h e' lurid, then the orders book roust be hole punched, impounded and returned to 
the Issuing Authority 

Note: 
If an order hook is presented for encashment prior to the effective date of the recall, the 
c:€r;at arac:r is alloys ed to encash vaalid foils dated. prior to the effective date. All current 
POCLregulations regarding  the payment and impounding of' order books at the counter 
still apple. 

If there are any valid foils, acknowledge 
the. Impound Notice. Duch Thuch the 
impound icon on screen, or P s 
ENTER on the keyboard. The syst€ n 
will take you t o the start of the 
encashmere arc c ri €re:. be order hook 
rnwo then he r pounded on completion 
.d th, z la era. 

If there are no valid fodIs in the girder 
book. Touch the Ca ae d ge d ; ro ss icon, 
or . r ss ' l on the keyboard.. 

Well done!. 

't nn !tease r~.ompleted the actions to issue a bar' coded order book, and to action any 
Impound Notices and restricted poy'ntent instructions using the horizon system. _.. ...... . . 

N RK O<) K 5 
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HORIZ N SYSTEM  rder :Reaok Control 4ervi (ORCS) 

Section 1: Encashment of foils from bar-coded order books 

Rh P. I" 13̀  .# i
tun 2o/)7t9

l5saie>- 2_ 

To start the procedure for the encash eit of a ba.r-carded order book, the Rorizon system 
must be displaying the Serve Customer menu (or a submerm).. 

Note: 
All current .POCL regulations regarding i. the encashment  of foils at the counter still apply 

l s r r€g the encashment procedure, if a stop notice has been placed on the order hook.. the 
Impound Notice screen will he displayed. Follow the cm screen E'i *tr?t'tlo€1 €1nd Olckri }wIt d ~Te 

tic m ssa4ge V Touch ng the Impound green t€ k icon, en ha Pressing the FN ̀ I'1 E' he ° and 
then in € )ou d the b ok ir accordance with current .P CL procedures 

If a recall Il.tt ' l<%, ucn p lnc,cd or the order Lou€ and the book is pY€` ;:",79t"i1 ;tlic`r the 3 eto of 

i sail, an b-nI Form Notice ii he displayed with 'A i} mssatc €€€..l€c s€m" M'€t rn can our raid 
}ii p to a limit mt by the IP:e Follow the +t€::. ten .ia' t"._t 04ni and x' /.notvh doc, the 

message by Thuchint the dp l,`ef€ ,[i 1te l '< u. # € hr P-Pr$° i,i the pto late kc°}, Tie' cu der book 
should then be. . impounded in aeccftct nee with e;iialeot POCL pweedu€es. 

Refure the t aaa t wiiaaaatat pro cW u'c is carried out on the Horizon system, the order book 
and foils utust be checked in accordance with current .PO ."L pr ceduresx 

From the Serve CuCustomer € € c t-3 u 

I. Scirn the bar cede heloss 

The Enter No. of Foils screen is 
displayed. The system shows a default 
%---alue of I foil for encashment. 

II' t< 3 , are carrying out the encashment 
of mere than I foil, the default value 
must he deleted and the number of toil 
for encashment must be set:. 

In the following example the customer 
It as me quested the encashment of two 
roils. 

To delete the dumber of foils von can  ch the black arrow on screen, or , re's BACKSPACE 
on km keds urrd. Either hese two ac000s will erase, a single figure on m iz.eit. Ttn hi? g the 

tecl ;. €E.s.< con or Prewdn i 1:DO ;tit the keyboard, will delete the complete entry  ti screen. 

it—
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HORIZON SVSTEt (./a4e :$€a ap&aCraa% a:rataa> (t)ti ti) 

Section 1 : Encashrraeut of fails from lmreode..d order books, continued 

2. Touch the red cross icon, or. Press UNDO on the keyboard. 

efr PATH143# #2 

Main Dde 29/07/99 
t are. 2 0 

ote< 
The maximum number of foils that can he encashed in a single transaction on the : orizon 

system n—g is .Li This equates to the 3mrarnnth validity of foils. Occasionally, a 3wmonth period 

may axrotai:n l4 weeks, and 14 is the ma um rs anbet of foils that may be eneashed from 
one order hook. To encash 14 foils from the same order book, the first 13 foils must he 

encash xd normally, then a second transaction can vied out 
for the 14th foiL 

3. Type 2 

Check the number of foils entered is correct before continuing. 

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

The Enter Unit Price of ,oils ra: a":a"s is 

displayed. The systems pro[ pro[ai yoaEr 
enter the value of a single fail ia✓( ,. 

paid. The system will finer 
automatically mt E i a t the w1

foils entered by the Unit Price. 

In this example, the Unit Price of the 
foils is £3S50. 

5. Type £3&5O 

Cheek the amount entered is correct before continuing, 

f the emen tick icon, or Press ENTER on the k , . noerd, 

Tote 
The unit price of all foils entered within a. sin ce transaction arrest be the saute Value, t:i 
the foils contained in an order book are of mixed values, eg to include the Christmas 
bonus, each different value most he entered as a separate transaction 

The Enter Mil:. Tdkens (opt) screen is 
displayed. 

The scsen will al i pins a
d6fnnit seine ,4 nr' o Milk '1"a lkcrw. If 
there arc acy lvi ilk . en' i Ga tt sf 
with i , ̀benefit, n' fed° <h` iii :l eT of 
Mall,: t Tens cloy u n the ire 1entd or 
touch screen, if ti:arc err rr Milt. 
la=k.a:€: r ttt , thee rr 'a u can a'w,CTr& the 

c ' iii t nine air ._ '<< , 

1n this example, there are two Milk 
Tokens associated with the benefit. 

WORKBOOK 5 
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HOItIZON SYSTEM Orfrr Book Cnntrnt Service (OBC;S) 

Se Lion. I: Encashment øf foils from bar-coded order hooks. continued 

r Typ 2 

Check the number of Milk Tokens is correct before continuing. 

"ouch the green tick icon, or Press ENTER R rn the keyboard, 

Ref PATH/43/002 
Date 29/07(95 

Iss e: 41 

The"ysterta now xetunv' .W the.  e °e 
Custr we menu (os v lai3-hever: naaerw 
was d3 , l ycd; lien the order book was 
scanned). In the shies stack on the 
right-hand side of the screen there is an. 
icon OBCS. The total in the icon 
reflects the 2 foils encashed for the total. 
amount of £77440. There i also a 
separate M &:kens icon toe the two Milk 
Tokens. 

In this example the customer has no 
other requirements. The transaction can. 
therefore be completed. 

Note; 
The amount In the inish Icon shows that you should x ,Y 77iW to the customer. The 
amount is also coloured yellow 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 he selected from the Stn- e Customer 
menu or any of its associated suh.tnen.us in the normal wan. The rrice ,t these items would 
then be subtracted from the payment due to the e n'itomer, 

9. Touch the Cash icon, or Press :F15 on the kcylxeud. 

The Horizon system returns to the Serve Customer menu. The foils (having been datestampec 
and removed from the order book) should now he stored 

in the drawer in accordance with. 
current POCL procedures. The order  hook trio aetio o has been registered on the system. At. 

the 

end 

of 

th e 

day, or 

Cash A.ce€=un t Pend, the P&A. 

(Pensions & Allowances) 

Report can 

be 

or 

€d

uc 

d 

which. h cii wdi hrcik 

down 

c...1 order book 

foil encashmcnts; 

,

o  

o e0 , ,.rx end l'

Wo;kh.'' }s 

dtP

+:et.3ds the p cf:ei:l9.tk;,s 

Ire ;  

rnludnrt 

Horizon 

system 

€ 

?s 

worts. 

Well 

done! 

' €a have 

completed 

ahue-coded 

order 

r ook cncaslaraa eat with Milk k ] arl r 

mint the 

Horizon system.. 

WORKBOOK
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UORt ON SYSTEM Order Bk Control Semite (OBCS) 

ectl as )a Bar-co:t r°eod r füiure ir nnalinput procedure to 
receive or redirect order books 

R1: M f T 43s` 2 
t&.t N3.pr< r:9 

11 i1 thr. b~armcude reader stops working, you can still receive (or redirect). order books using tint: 
Horizon system, 

Th.c ro ewing exampledescribes  the procedure for receiving .or redirecting) order books in 
thissi :€. Htu m. 

horn the Desktop rent: 

L Touch t a Tok s-- €' NJgm: ' iE On or .Press F3 on the keyboard. 

i ite Token Mgm t r enn is displayed. 
..x E There are two icons at the bottom of the 

• screen Receive Book and Redirect 

____ 
t4x~ 

i ~pRa ; x xD > afa E Ys 

1Oa ~•~ 3 

2. Thuch the Receive Book icon.. or Press F13 era he kebaard. 

The  Receive In Summary .ereen
di~pla wed.. The Summary  rnh €ras ia€ t 
you to scan the Barcode on the hE ,oi• 

Ft tins N.i cods i, u rentable. •igr a &r : 

reason. ,ca can .tw > the Manual iup.<a 

icon F l i to enter the details of the barr.. 

ended hooks t, 

.t a •<:.3 .11+..D non .can the harwode tom .FI dc twu . < \t dc sin cc ,. i.Y. miss to read ti se .3:xt cede, 

eu should t shw the Manual :I:rri a€t Pt : >_a,>€r:: p 1,;; i ;' 3 r: a €,1 shin '\ o€ h,.zin, 

ts to :t:. WORKBOOK  5 
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HORIZON SYSTEM Oster Bonk Coatr€at Se ice (OBCS) 

Section 1tBar code reader failure, maunal input procedure to 
receive or redirect order books, c ntiuued: 

Ref: Pa l tli41,402 
Date: 29 W"" 1 

E e: 25 

Note.. 
If the bar-code cannot be read after three attempts, there is no reason why the procedure 
cannot be carried out at an afternative system in the post office. lInt if there is only one 
counter position, the Manual Input procedure will have to be followed. 

3. Iron, h the Manual Input ieon, or Press El on the keyboard. 

The Cu'.nn  Roth scrlc€.
displayed. i"he Receive hen en the 
t !l t h at l . ';fl . of the screen husks
t a< t E )a:'& Role once higllli le d i a 

Ar the point you must decide it (1,e 
pay.tkrn lies with the bar u'odetton the 
Order book. or with he. t°tr"eud. render 

Notice the Receive box on screen shows that the System Failure fine has been set to NO. This 
is because the 1-1:€onr:on system will ALWAYS assume that the trr° +, dt.ris lies with the bar-code on 
the order book rind mu with die system. Therefore & you decide the problem lies with the 
liar-code reader, then the System Failure line must be set to YES. 

Iotek. 
if the lime is tell at . NO, the system will automatically impan rid the order book because it 
believes the b r'code is faulty. 

4. Touth the System Failure hue on the semen, or Press the t. is rar_o err the: keyboard. 

The System is Down screen is 
displayed on the left-haand side of the 
screen. You have two choices 
available, 

NO ' Fl) No, the system is OK 

F2) Yes, the system is dean. 

In the Receive 
^ 

box to € ie right you can 
seethe System Failure 

i m e 1" Cc.oeenth° 
set to O, This is 3rac er 1. d'i the 
f} ueele reader is not working. 

F ICE. WORKBOOK 
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HORIZON SYSTEM Or  Control S r iee (O& S} 

Section 1: l3aNcode reader failure., manual input procedure to 
receive or redirect order books, curttdaued 

5, Touch the YES icon, 

Refs X/43/002 
.D t;e- 29J07I 1) 

Ismue. 2,0 

or Press P2 on the keyboard. 

The system returns to the Customer Reference screen. l'hc Sv tcm t thl ere hue now is now se 

to YES and is also highlighted in white. 

Note: 
It is very important that the System Failure line is set correctly set.. 

The system is now wa6 g fur You t:= 
enter the details of he eu der hook to be 
received into the pea eiuicc, 

The first detail rega€red is the Customer 
Reference number-. l h e: ay he the 
customer's INO. F anru (teJ.it 
Temporary Number or the Child Benefit 
Number and is untamed horn the order 
hook front cover, An example of an 
order hook front cover is shown on 
page 5. 

hi the following example the Customer Reference number is 91)00 O C2A, 

6. lt7e 99000002A 

.heck the Cu~.tomt r Refer£'(£.#i ' er h ' ` utered C correct before c.ovinaing. 

7. ouch the green tick icon, or Press ENTER en the kchond. 

The  1t ti's will now omnz son to 

s €it:ei, the E „`At detail 'c 19. rt >. , i:h 

Abidiition€C Indicator. 

TheAdditional Indicator can L 
obtained fr€Yaan the order book front 

see page " of this Workbook). 
:Nw. ;<l1 order book have an Add s€ ianai 

lath ;first. 

if 
can 

_ ; a 
vii.l 

it on
C

ai Indicator von 
by 

vo 
c Jn ) e c~.T'd pas3. this screen by 

Th u ."hA+ 'c Ac t eon tick icon, or 

Pressing ENLER on the keyboard. 

t) ICL WORKBOOK 
Paae 20 
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HORIZON SYSTEM talky flook Control Sers1 ( ECS 

Section 1Barcode reader failure, manual input procedure to 
receive or redirect order book , continued 

:eft . ` ` 1143;uO2 
Dade: 291 /9'q 

Issue,- ,t 

in this example the order book does not have an Additiona:l indicator. So you do not need to 
enter any information: 

. Touch the green tick icon. or P rNess ENTER on the keyboard. 

There arc 2 other ways to bypass the Additional indicator: 

Thuching the Serial Number line on screen or Pressing the Down avow on the keyboard. 

The Serial No. screen is displayed. In 
the Receive box m ii e l€t-han €i sice 
the indicator is

The Ser'i;_ € Number can now be oht:a ned 
from he c Jcr book front cover (see 

page 5 € 4' this Workbook). 

In this example the Serial _:€ :r is 
0t. 

9, )pe :i 

Check the Serial Number entered is correct befr re continuing. 

l0, Touch the green tick icon, or Press ENTER n the keyboard, 

The CPP Nu, (Common sr P ent 
k  €klhi:,'1', screen rs depLtycd. 

w.s 1bh r• can now be obtained. 
f .m the €.: _de,- book ok front cover, (see 

m this Workbook). 

in :iris example the CPP Nu:iber €s

IL Type 051 

Check the CPP Number entered is correct before continuing 

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

WW (.R: it(OO 



POL00090452 
POL00090452 

OR. ZON YTEM Order hook Cc tr€ l Se t (0 C  ) 

Section 1: 3arcode reader failure, muwa input precedure to 
re eive r redirect order books, c ibtued 

Ri P AT .431002 

T ke } rr nn wstern returns to the Receive 1n (or. Redirect) Summury screen, The system 
[? `S 4n!: the m,t mher oiodcr 1- ' . k? S.received t or redirected) has increased C1 you 

he.- other rde $ a:;b< .' . i ,<➢ 1. cr`.v hide the poo <' 6cc, he procedure must be repeated., 

g ~~yy

hee e a 

d

o r~,:ttiur 

1, 

tga~ ,k huvt,, been }ro e to : 

ft
3 yy

3 3. T$ $ff-:'i"r this I'a..i A..: CY 4 ktt~p €«.L €8., or Press .1 7.E, kMl.-. £ n dic a. t bo¢$A .: 

The Horizon ,ystem e .urn t the I:)as .top men, 

Well do .e! 

You ha -e completed the manual receipt of an order book ug the Horizon system. 

O K ' .; WORKBOOK 
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HORIZON S 'STE £ r"der Beak c'oitr•a lService (O :".S) 

Section 1.. Bar-code reader failure, manual Input procedure to 
issue order books 

Ken PA fHi43iJO2 
Daa - 29i07i99 

ssue::

if the bar-code reader stops working, you can still issue order locals manually using the 
Horizon system:, 

The following example de~erihe' the procedure for issuing order books in tlai situation. 

From t e Serve Customer menu. 

1. Touch the Other Products icon, or Free : 13 on the keyboarth 

2. Touch the P and A icon, 

3. Thueh the (:h3( .S B>oklet icon, 

or Prexs Ft on the keyboard. 

The P and A menu is cis played, There 
is an 0B(5 Booklet icon for issuing 

bar-coded order books manually. 

or .cress 1 1 on the key o' rd . 

1C;`t<w issue: :c: .n is di  ids:=41. A:: this 

13:331€.,. you wi win rete eve he sruer 

book:, to be ise:rrcd :,o i the de. wi.r and 

Sean the h at -code. 

In this example the fear-code :reader is 
not working so the tnanual input 
procedure will be carried out. 

WOK OOK 
Page 23 



POL00090452 
POL00090452 

HORIZON SYSTEM Order hook Control Service (O ' ) 

Section 1; Barracaade reader failure, n null input procedure to 
issue order books, continued 

4, "€ r/rh T.fte aanuaal [put icon or Press Fl son the keyboard. 

et`, FAT B/43/002 
late. 29/07/99 

isina 2 

The C aeo=n. r Reference screen is displayed. The screen prompts you to en r- the details of the 
order h  d,r. to be issued. However, before the Customer Reference nther is entered, the 
System Fa,,'4 'e lire must hr set to YES because the bar-code reader has failed. 

5, : of e;rnow to ste p,. 4l2, pages 19-21 of this Workbook.E ter the following data for the 
£zT'€ :€:;€" hook and ,`heck the entries before contini.€€€ <'. to the next Sam: 

System Failure;  'E 
roto met l z t' ; ace No; 99000003A 

Additional  Indicator:  gone (leave blank) 
Scrod nuanbcr: 01 
C(onnnmu Pat % at Puckanc Number: 051e 

Note; 
You MUST ensure that the System Failure line is set. correct:iy if the line is left at NO x
then the system will display an instruction to impound the order hook. 

Alter ccnl o stn . the t PR 
an
uunlre?r, the 

Issue- screenis displayed. The screen €. 
pt't 4F. you to ate ram ',c: 3 1s Iw 4 €,.. 

ounce €i3ok. 

There are two moan on > € :'.31. 

Issue kknd IF the book :n to he 

Itouris to the customer r. 
Continue Umd ant pa: arm% is were 

duo to the :lt -t,a3 € lei'. the 
sy` teu'3 would go straight 
to he: 

encashment procedure. 

After ontet mg the (PP tn berg the ssstcus will check thaa us tier hook details against the 

FI;SNCS. If nr stop or recall notice has been placed on the order book, the appropriate 
Impound Notice 

will 

appear 

on 

screen. Follow 

th e on 

screen 

instrwdiotis 

and 

impound 

the 

order book itt at 

cur anee 

with 

current 

PO 

Lpruced res. 

UR. B(l

.) 

Page 

2 t 
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HORIZON SYSTEM Order Book Control Senrviee (OBC S) 

Section 1: Bar-code reader failure, ian l input Croce ure to 
Issue order books,  e iti ne.d 

In this example there are no foils for encashment. 

6. T`r uch the Issue green tick icon, or Press ENTER on the keyboard. 

Th Ho izon vier mtum.s to theServe Customer menu. 

Well s:$ 

Ref: PAT W43/ 2 
Data- 29107199 

Is~;rra: 2.oO 

'a. u h. s'e;. ewupleted the rrrauual issue of an order hook using the iI rizuo s ste n. 

WORKBOOK 
rags: 25 
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HORIZON ON YSTEA4 ()g d r Rook (h tn1I Se ice (ODC ) 

Section 1a 8arcode reader faihue, manual input procedure to 
encush foils from order books 

If the l ar ;.ode reader stops, working, you can still encash foils manually using the Horizon 
sy slrmm 

The following example describes the procedure for encashment of foils in this situation. 

From the Serve Customer meam 

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

. Touch the P and A icon, or }rests F I on the keyboard. 

1 r It and A tape:ntr is displayed, t'hcrc are, a rut  of icons for OBCS ra .sactions, The 
'A CS Manual icon is used to secor;.I encash n n. '~ on thus stem vd en a;1;: order book d  :,:de . 

have to be entered manually. 

3. Touch the OBCS Manual icon, or Press .Pl 0 can the keyboard. 

[ha Cn.umei Reference lerenc= '. s cr : € is :]iss lasad. 
.r 

he r, 'ste.r'i 3 Omp you ICS enter the de~a$l> of

the order book, tl€ t ever, before the C'u3torr e.r R ;lerenee number is on rred< the S\:slemn 
Failure .line urmea be , et to YES because the tsar_.code reader has .faded. 

4. Referring to steps I :2 ncr 19-21 of this Workbook, ak, Enres, the following data t`r r the 
order hook and c:i:t.e :, the  lre3 before Continuing to the neat step:

System Fail ore. YES 
-- Customer Rckrenrce No: 99000003A 
- ddit. oral: Indicator- None (leave blank) 
-- Serial number: 1 
-- Common Payment Package Number: 051. 

After confirming the Common Payment 
Package rrr.r s an. r.as [beer No. of Foil 

II von are Carrying out the. em asomens 
of more than I foil, the dofault an iuc 
must be deleted and the number of foils, 
for enc shrent .must be ;sM' 

In the €oilrri rrt ? exanipk itemcusto rer 
has re uesse tite e'nca.shmerra o.€.. a 

single toil. r here no need l r.; change 
the number of foils. 
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HORIZON SYSTEM Order Rook Control Se is (O CS) 

Section 1 9 :far°-cotta reader failure, manual input procedure to 
encash foils from order books, continue . 

5. Touch the green tck icon, or I1'ress ENTER on the. keyboard. 

6, 7),p £47.98 

Ref: PATUf43JOO2 

Dat 25)7t9) 

t s aae' 210 

Ff l nr w— Litt Brice of Foik crccnn S 
.r pk yed. I he: SYSI :ru pr rinf.t WU t€.4 
•r €.~r the s it  . Ftt sing' of to he 

aid 'Dw ywem till then 
automatrenily° r •ruhti ly the rwbr  of

.

to is enh'rcd ny ;ne Unit Pr 'e. 

In this example the Unit Price of the 
foil k £47.98.. 

Check the amount entered .3 correct € r t be{hre c r uiny.. 

7, Touch the green tick icon, or. Pre. s the EN] ER key or the keyboard. 

'I"lte Enter \'l i la '  kens t.opO >, rcea IS 
.i pleyed.

The y ten ill 1.tlu'uys display a 
default ", a ue ul zero. If there are any 

M l k i c .t rs .,., so ; at ,'; ::l o i th the benefit, 
.Enter me. :tie =peel ol 6lilk Tokens due 
tts.€ q the k board or touch screen, 

In this example tl eae are no Milk 
Tokens associated with the bet ..€ fit, The 
zero value can therefore be accepted. 

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

The system now re t': -a,s to the P and A menu. In the sales stack on the right-hand side of the 
screen there is an ECt icon. The toed in the icon reflects the• single foil encashed for the 
total amount of £47 .b~ 

If the customer has any other requirements. they can be selectedfrom the Serve Customer 
menu or axiy of its associated su€bmenuss in I:te normal way. The price of these items would 
then he subtracted from the payment. due to the customer, 

P. this example the 5;a?nsur hal, a1 1h. r

.. 't: WORKBOOK 
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RO ION SYST N Ors ... Book amtr-*l Sr i OBCSS 

Section l: rwcodc reader failure, t gnu l i p € pr-oced re to 
eneash foils from order books, continued 

9. Tvw,h the Cash icon, or .Press Fl 5 on the keyboard. 

The Horizon system returns to the Serve Customer menu. 

Well done1 

Ref: PATH/43/002 
Date 29W'!6 d 

You 

have completed the manual encashment of foils using the Horizon system. 

V nR ;;BO K 5 
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HORIZON SYSTEM Order En k Control Service (O. CSS) 

Section . o Unreadable harm  codes anual input procedure to 
receive or redirect order hooks 

Ref: ATU/43,/0 2 

Date;; 2WO7/99

T ice- r0 

if the Isar-rode r~ , an order h k cannot he read, you will have to follow the procedure for 
manually receF i ° or red€€ecrriine order hank,. 

Note: 

Try and read the bar ode three threes before carrying out this procedure. 

The following example describes the procedure for manually receiving or redirecting order 
boos in this situation 

From the Desktop menu: 

1. , arch the 'Token M rrint icon, or Press F1 or, they keyboard. 

The Token >Isra m menu F dk 1 dyed. 'There are two icons at the hotRnu 
of 

thescreen: Receive 
Hook ead Redirect Book. 

2, 7i rrh the Receive Book icon, 

3, Scar the bar cede below: 

or Press Fl 3 on the keyboard. 

The Reee yr In Sun ; v .,cr'ee€€ i.s 
di plwyc,: d, ' 

7 b_ 

h dY,i iti:tr Led

5'z.'sLI to ~.:: .E : 1 the. .i_f e od ` on the book.. 

If the l —code is unreadable for any 

reeen von n use the Manual Input 
.cure ' i r 

to 
cak the details of the 

t.

You can see that the harmcceie. above has been d am a ed , After three unsuccessful attempts x 
reading the bar-code. you Fig°f>:.1d enter the order book details manually. 

4. `rich Th ich the Manual Input icon, or Press 'l on the keyboard. 

WORKBOOK
' e 2
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ilORZON SYSTEM Order o k S vice (O C) 

Section f a tirrreadable b e co es, manual input procedure to 
receive or. redirect order books, continued 

Ref R aTHJ$3i(m 
Hates 29/7/90 

Issue,  2.0 

The Customer Reference screen is 
displayed. The system prompts you to 
enter the Customer Reference n..€mbea. 
T hs S cc stem Failure fine in the 
iglil hnnd box is set to NO 

In this example the Barr-code is 
un able. il ere I eec ti.:'._ System. 

Failure dr":e is set co r 
" =il'y.: Youcan 

there 1 ire e€ata.r the Cm en en
flu twll.t; . 

Note: 
it is s=cry important that the System Failure line is set corraectly, 

The phis>t detail required  is tie Customer References number. Tine ivay 'I the ,. e -mer ̀ ; NI.NO. 
Family Credit. Terrtpotarn iSuint er or Child. Benefit Number and is ebtainQd fruui the order 
hook over. Art example of a as order book front cover is shown on page 5, 

5. Reiemuit to steps 4- 12, pager € 3 f_2l of this " trrlthooka Enter the following data her the 
order hook and check the entries b , acre. continuing ta, the next step: 

ysteatr: Failure NO 
m u~tui€ae:€' Reference No: 99OOOl46A 

A .ditie nal Indicator: None (leave h1ank) 
Serial number: 02 

-- Common Payment Package Number: tf f. 

After conirmin ; the CPP Number, the 
impound Notice ', eea a is, d , played. 
This is because the bat cede is unread-
able. 

You must impound ii ' urdler took in 
accordance with curreOt O 1.. 
procedures end as .:.knkm d e the 
instruction on the screen. 

Note: 
The system will ALWAYS "S display the Impound Notice screen during the manual input 
procedure if the System Failure line is left at NO It is up to the user to determine 
whether the problem her with the system or the ha€-code on the order hook. 

WORKBOOK5 
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HORIZON SYSTEM Of d1:r Bjok Control Service (O CS) 

Section 1 Unreadable b; rweodes, rsaam d input procedure to. 

receive or redirect order brats, continued 

Rtf tAii 34.'t)a2 
at 2%'V1t 9 

ksue_ 2O 

6. Thus i the Impound green tick icon, mg r .Pre ENTERon the t5 s .. 

x ~ 

II

ice. 

k̂.. 

The system returns to the R i e In 
Summary screen. The sub rata now 

show that I book is unread tunreadable 
bar-code). 

If you 1: a e any morc order books with 
unreadable bar-codes, carry out the. 
manual ioput pmccdurery again. 

. Touch the Riposte Desktop icon, or Press HOME 'lE on the ke hoard, 

Well done! 

You have completed the actions to manually receive an order book With anunreadahk 
bar :ode and to action an impound Notice using theHorizon system, 

WORKBOOK 5 

tea : . 
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HORIZON SYSTEM Ou de  t k t u s rvice (O CS) 

Section I t nread le bar-codes% manual input procedure to issue 
order books 

Ret: P,ATff4310 .2
Date: 91O7/99 

t;ONue: 2:_0 

1I the h tr.rode on an € r.l r hook cannot be read, you will have to to flow the procedure for 

a € rfr,r rile € rdr hooks using the Horizon system.. 

Note: 
'try and read the bar-code  three times before carrying out this procedure 

The following example describes the procedure for manually issuing order books in this 
situation. 

From the Serve Customer menu: 

1. .Thuch the Other Products icon, or Press P13 on the keyboard. 

2. Touch the P and .A icon, or Press Ft on the keyboard, 

The. .l' ar:d A menu is displayed. There arc a number of icons for OBCS functions including an 

OBCS Booklet icon for OBCS Book Issues. 

3. Touch the OBCS Booklet icon, 

xW 

4. Scan the haroeode below. 

orPress Fl on. the l eboard.. 

The Issue screen is displayed. A th€.at 
point, you would :retrieve the order 
book to be issued from the drawer and 
scan the bar-code. 

You can see that the bar-code above has been damaged. After three unsuccessful attempts at. 

reading the bear-  reads, you would. enter the order boni , E., try:; ,€,.

Too4h t.l; . sta €€t Input icon, 

t ai.. WORKBOOK5 
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11OR1ZON SYSTEM Order Book Co trol e 1*e tOBCS) 

Section 1 Unreadable bar-codes, manual aal input procedure to issue 
order books, continued 

Rat, PATW431002 
tii tem 29107/951 

Issue: 2»0 

The Customer Reference scieen is displayed. The Horizon system prompts you to enter the 
details of the order book to he issued.. 

6. l'clernng to steps 4-12 page. 1 21 of this Workbook, Enter the following data for the 
order hook and check the se ntries Ede 9o' ' a € w '-bluing to [be nett step; 

Sy_ rearm 1,flt€~e: No 
li toum 1 Reference No: 990110003A A 

k~3e14t~£rrrai Indicator None (leave blank) 
Seoul number. Ill 
Common Payment Package Number-. 051 

Once you have c.onfrreued the Common 
"aavrrten Package number. he ° terra 
' 1 displa the Impound Notice. The 

rxwx 'i;'.ur t 
of one v lid voueh(,t € rt ,ins) then 
impound +; ti ler hoot and return to 

Issuing Authority". 

The order book must he impounded in 
r€ .or,iafce with Current POC 

pr"€:~i edun?s,. 

Note: 
The system will ALWAYS display the impound Notice screen during the manual input 
procedure if the System Failure line is left at O. It is up to the user to determine 
whether the problem ties with the system or the barµcode on the order bookk. 

If them are any valid foils, acknowledge the Impound Notice. Thuch the Continue icon, or 
Press ENTER on the keyboard. The system will take you to the start of the encashment 
procedure. 

If there are no valid foils in the order book., Touch the Cancel red Cross icon, or Press F1 cm the 
keyboard. 

In this example there are no foils for encashment, 

7. Touch the Cancel red cross icon, or Ness Fl on the keyboard. 
i.1:3e, 

Horizon system returns to the Serve Cust3Nrr.cr' . uer~u. 

Well done 

You have completed the actions to issue an order hook when the ba. •code was unreadable 
and to action an Impound Notice using the Horizon system. 

tcL WORKBOOK5 
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HO1Wt SYSTFM Order Bonk Control Service ( S) 

eet on It Unreadable b .r-codes, manual input procedure to 
encash foils . from order hooks 

Ref a  tPtl 
3510 055 

lot 

if the bar-cod . on an order hook cannot be read you will have to fallow the procedure u n 
manually encashino foil¢; us as; the horizon system. 

Note, 
`Fry, to read the bar•code three times before carrying out this procedure. 

The fol lowing example describes the procedure for manually encashing foils in this situation. 

From the Seam Cost  net menu: 

F .. the bar M dip{le litre, Iow 

nit 
ou Can sae that thebar-code above has been a .z €yak:r.cl, After three €€nsaiccessf :f. attempts at 

readirie the bar ode. mu would e n:er the order hook details .n aaau€a lss. 

2. Tow -h the Other Products icon . or Ptvro l- t _4 en the keyboard. 

3. ouch the P and A or Press F1 on the keyboard. 

The P and A menu is displayed 'there area number of icons for OBCS functions including an 
t.3IBCS ;Manual ic: =€,. This icon € < used to record encaahnmnts tin the ,estarn when the urdr 
honk details have to be enter :€_d manually. 

4, :Tooth the OBCS Manual icon, or Press F10 on the key board. 

The Customer Reference semen is displayed The Horizon system prompts you to curs;: the 
dote: 1s ol the order book. 

5. Retknia to steps 4-12 t t es I tL2 I. nl rims Workbook, Enter the Aoflov,'oh' date to: the 
n€ der hub and check the c at€ €e,  be rive euntinuin to the next step,

Syeem Failure: No 
Customer Reference No: 99000002A. 
Additional Indicator None (leave blank) 
Serial number: 01 
Common Payment Package umber 0 :f. 

enat 
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h ORIZON SYST MM Order Bank Centrol Service (O CS) 

Section 1: Unreadable bar-tides, manual input procedure to 
encash foils from order books, continued 

R4 f: PAl J43?OO

Ok: 2 07/00 

Once you have confirmed the CPP 
number, the system will automatically 
display an. Impound Notice. The screen 
prompts you to "Pay a maximum of one 
valid voucher (if any) then impound 
order hook and return to Isstrirau 
Authority-." 

The order book it ac€_ urcLuice bit .S 'I` he 
r.rma irc caredud n orcord :::ice t,11 current 

PO I e pr` Yc~ dur`es.., 

the. system will ALWAYS display the 11m ounr Notice screen during the manual input 

procedure if the System Failure tine Is left at NO. ft is up to the user to determine 
whether the problem lies with the system or the baarac:o .e on the order book 

If there are any valid foils, acknowledge the Impound holier' Touch the Cow n€ae ic:€ n, or 
Press ENTER on time keyboard, The system will take you to the start 

of. 
the: 

tine ashmne nt procedure. 

If there are no valid foils in the order book, Touch the Cancel red cross icon, or Tress Fl on the 
eydoard. 

Er this example there is one valid foil, 

6. louch the (do nn,.e teon. or Press ENTER on the kevhoorti.. 

The Enter Unit Price of Foils screen is 
display d, The system has 
automatically bypassed the Enter 
Number tit Foils screen, because eon n 

cart only pay tm mnaxit urn of one toil, 

The system prompts you to enter tlar,,

value of the foil to be paid, 

l:n this c3araplc the Unit Price of the 

Ed) is '" "'. f:t. 

WORKBOOK 
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HORIZON SYSTEM $ s O& r nook Control Service (0805) 

Section It Unreadable bar-codes. manual input procedure to. 

encash foils from order books, continued 

7. . ; e .:d) 

Check the amount entered is correct before continuing. 

i. Touch the green tick icon, or Pre.s the ENTER key on the keyboard, 

.e(. PATI ; S!Ot 
tIC 

eta; 0 

The Enter Milk "1' ko s l;op,t :.: c.. 
.i:s1-alaye; I. 

The sestera:t will. always display a 
de i awl value of zero .Milk Tokens. If 
thew are any Milk Tokens assoc atet 
with the benefit, Eater the oaareber of 
Milk Tokens due using the € e ix rrd or 
to'uah Screen. 

if there are no Milk Tokens due. hen 
you can accept the default value, of zero.. 

In this example there are no milk tokens associated with the benefit. 

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

The system now returns to the P and A menu. In the sales stack oil the rii ht-hand side of the 
screen there is an OBCS Icon. The total in the icon reflects tla.e single foil eneashed for the total 
amount of ;..28, III. 

If the cuslow i 1,.as any othnt requirements, tl et- * e i hr selected from the cr c Co :comer 
II)C tt ffl a its: a )ciawd i8` it:titt in the '7 n ned at. 'TIe prte . oi these item 
en be .t, b x_z. red frea.t the ac;weet .z.w t i, ri.o`.

in tttrs .crumple the eus'.")r e.r has rit.' other requirements. 

lb. Ou h the Finirl t icon, or Pres. EN'IER on the kes heard. 

he Settletuent menu is dis i. x'cI As th s 3 0 t is n'z -mt due In the i':eE(t ma, you now have to 

,€ 

lect 

.he method of payment 

nt: 

you 

,tii.. tI 

si g 

In 

bun 

the otoom owed 

to 

th e 

customer. 

In 

this example th e customer will be paid 

in 

cash. 

11, r r th e Cash 

.con. 

or Press FL 

on 

the keyboard. 

1lte boor'zon sosten3 returns to the Serve Customer menu. 

'ton 

must retain 

the order 

book 

and impound 

it in accordance with current POCL 

pr'ocedu res. 

W 'eill done$ 

Veil have 

co  

pLseted 

the 

actions to 

encash: 

foii.s when the bar- de 

was 

unreadable and to 

action the an Impound Notice using the 1i.ori :nn system. 

tt't£;L 

t 

OR 

KBOOK 

5 
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HOREZON SYSTEM  Order Book Control Service (ORC ) 

Section t r Eneashrrteot of foils from non bar-coded order books 

Ref: A'r t43:1W 2 
Dtt 29O7tS9 

tease: ' ,0 

Not all order books will be bar.eoded. Some P&A. (Pensions & Allowances) gmup order books 
may not be bar-coded. if this is the case, then the encashment procedure can still be carried nut 
on the Horizon system. 

Note: 
Before the encashment procedure is carried out on The Horizon system, the order hook 
and foils must be checked in accordance with current POCL procedures. 

In the following exotr€ple a. non bar-coded order book is presented idr payment. 

ote: 
There is no requirement to receive, redirect or issue non liar coded. order books through 
the Horizon s 'sterrs< 

From the Serve Customer menu 

I. `ouc the Other Products icon., or Press F13 on the keyboard. 

2. Touch the :P end A: icon., 

ITouch the ORCS Foils 
icon. 

or Press F] on the keyboard. 

The P and A menu is displayed. There 
is an OS(:: Foils icon. This icon is 
used to record the payment of benefit 
from non bar- oiled order hook foils. 

or Prens F9 on the keyboard. 

WORKBOOK 
Patter 37 



POL00090452 
POL00090452 

HORIZON SYSTEM Order Book C o tr€at Sr1ks (O.t3CSl 

Section  Encashment of foils from non harcoded order 
hooks, continued 

4. P 

Rd PA '.&tt$31002 
Date; 29/ 0,149 

Issues .2.0 

The Enter P&A Group No. screen is 
displayed. The system prompts you to 
Enter die P & A Group .No. of the order 
book. 

In this example die customer has 
presented a Group 6 order book (War 
Pension) afr payment. 

Check the P&A roup number has been entered correctly before continuing. 

5. .Touch the greet tick icon., or Press ENTER on the keytho;srd. 

The Enter r No. of Foils screen is 
dlis lx yed. The system shows a d fnuh 
vaI tie of I. toil for encashment, 

If von are, carrying out the eneas me €t: 
of more than I foil, the default value 
most he deleted and the number of foils 
For en a hn'lent must be set. 

In the following example the customer 
has requested the encashment of a 
single .kil. There is no need to change 
the number 

of 
foils, 

6. Touch the green tick icon, or Press ENTER on, the her Ix.):ad. 

The gluts I. rot En.e ut I;orI.sscreen i;s 
dh:plared, ['ho ry: tern prompts you to 
enter the velue or  a single toil to he 
Paid. The system will then 
automatically Multiply the number r 

f 

foils entered by the Unit Price. 

In tlo' e annp.e. the Unit Price of the 

t "I. d B 5 
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HORIZON SYSTEM Ord.r Book Caseated Service (OBCS) 

Section i Encashment of foils from non bar-coded order 
books, continued 

R€. f. PAT 11/43/002 
Date.- 29f07?99 

Issue: 20 

;'Mateo. 
The unit price of all foils entered within a single transaction most be the same value. If 
the foils contained In an order hook are of mixed values, eg to include the Christmas 
bonus, each different value must be entered as a separate transaction. 

. ) e L45-80 

Check the amount entered is correct before continuing. 

8. Touch the green tick icon, or Preen ENTER on the keyboard. 

The Enter Milk Tolerti opil s, Teen is 
d isplaycd_1. 

The 4\: e t 
will 

291 4'-.r al ",ikat a 
default value =.=t ;eau Milk lk Tokens. If 
there are a ' \ti 1, 1 ok,-m  ociattd 
with the humil. Enter the number of 
Milk. Tokens due nine the keyboard or 
touch screen. 

in thi esarripie t? , re : e no Milk 
Tokens .as,,o €'Weed a :k the t une, `h The 
zero vane Sher=_°l£rre hw accepted. 

9. Touch the green tick icon, or Press EN 1'1: t M it e ke: show df . 

The system now returns to the P and A 
men, in 

the 
sales 

st=:I.ck: 
en the. right-hand side (if the 

screen there is an 

01:3CS 

icon. Th e t€a:: 

l 

m 

:he 

aeon 

reflects 

the 

srk 

foil encashed for the 

total amount 

of £4580. 

if the customer er has :an 

 

other requirements, 

they 

can 

be 

selected hem 

the 

Serve 

t r., 

,n 

ene 

. 

menu 

or 

any of 

it;: 1e cj.awd submenus in the normal way. The prile of these items a euld 
then be subtracted roar the 

payment 

due to the customer. 

In des mample the customer has no 

other 

requirements. 

1 0, ' "a, ua: 

the Cash 

icon., 

or 

.Press 

1' on th e keytboard, 

She 

if.Y 

iaen 

, 

stern 

returns to the 

Serve 

Custome.r menu. 

Well done.! 

Yo 

rr 

hare 

completed a non bar-coded 

order hook 

eneashent 

using the 

horizon 

sstem.. 

WORKBOOK 

page 

30 
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fOR ZON SYSTEM Order 3ook Co tr ervke (O& S)

Acdis SMeer ] ttorkhook 
5 

.Ref" P IV43/002 
as =: t r a 

if t  e are any =. nestio s you nrc uuathr+u nn`s € v ati €f. €x ti .# },;.1;Ya.s . . again. Al the a; ueN 

tiOns ain't; i'w,,Ut-a] a nd require YOU O Use late v3€€a'O Ic't 7. 

Note 

Y von no. sr€ i e the s e a : ds'r in the post t . .ey exrooure that the Horon system is 

Trai ig Viotte. 

1. The f llo v3ng order. books have been r ce /ed into your post office. Carry out the 
procedure to record their r receipt on the Horizon vstem using the har-code : Eder, 

I 1I1lltD1ll I lIIIIIUIU IIII1IIIH IH IIIH1IIII 
You h e e re; ie ved a book for a GRO _._. . but the hir-ccVie. hay been d„m ged. 

Carry out the procedure for manual receipt. 

System e€xtti. > NCB 
Customer Re''= 
Additional iHlo :t. a None 
Serial number €R1 
Common Payment Package No: 051 

3. The following erder Ask need to red recc , S rnr oE }' the err  ; on he (orllon 

PJII hlllll'I Illl~l~ill'Illlllli~l~ I'IIIIIIJ'C'IIIIIIIIIJI llillllllll 
" .cad...:' ~..GRO 

. i s r the note. hook b hew to tee tfi ei

\k()R, KROO . 

Pay+g*,e° 4 
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HOIUZON SYSTEM Order Book Control Service (O CS) 

Activity Sheet? WorkbooA 5, crntirnwd

Rn : r~ IIt'# i(m 
Cis u:. 2n)7/9 1)

. Issue : r ude ho k. to GRO umg the m .n€uxal input pr cedute because the 
bamcode render is, not working. 

riF'n '`3'f; Failure, YES 

t._' goon er Reference No: JC663002C 
Addihi.o=nal Indicator, Noni 
Serial number: 0.1 
I:°:: a l r€s Ti Payment Package No: 051 

1. Carry out ,lh.e encashment of 3 foils H £4] , fi.l for L GRO 

tU II ll IIDH II IIIIV II
GRO 

IIIII 
.7, Carr- out the encashment of 2 foils @ E-18.75 for GRO The bar-code r :ader is 

not workmg. 

System Failure: YES 
Customer Reference No: 99000398A 
Additional Indicator: one 
Serial number. 01 
Common Payment Package N: OI 

8, (Tarry out the IA ;"? .€ne t rrohtneraas Horn attii :a ,4Tf::t_£, order bi 3:: ,. 

P&A Group 6 1 foils, 0 £10"x.30 
P&AGroup I t i 3 foils 04 65.00 

WORKBOOK 5 
Page 41. 
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HORIZON Y TE Autarnaat:d Pymmt S rke (APS) I €:t: PA .111143/002 

'm.: 2_t 

AUTOMATED .TE. , ? ANT SERVICE (APS) 
. Z% SY 

NTENTS 

Automated Payment Service (APS) Objectives introduction .... , .... . 

Section I. 

AL'S transactions: Into uctiot. „ ............ ....... ............... ..5 

es ri Nkm of .m T'S-

.P' mA a. m;.€ €, M la1€a° > l o i a PL W r, Ch sc
Al',._.r€. Lfiur,a noi i er, o' card d.ta.11 . . . . ... . ................l2 

Description ot a. har :o..ka.t Mill ....... ..... .......... ............t6 

iPS bSa r..cudcd Frill rats and >c r. t .unca p( . , . . . .. . . . . . . . . . . .. . . .l7 

APS baruoded ball papn ;raIs, i€gar»ua 1 en try of .€a>s ao t ofcconco aum er ..2O 

APS pay:€ .°sits. reversing a O sacOor 24 

Section 2 

A. faUback recovery procedures larrud ct.l . ....... . ..

.APS i.,,lbacf rarr:t_,very ar cedars ..... . . ... . . ..51 

i'z `ii  <4/ ed e fa.oitbook O . .. . . . .. . . . . . . . . . . . . . . . . . . . , . . . . 

WO RK000K 6
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h ORIZO:N Six STEM .4uurnued Pavment Ser ke (APS) ket•< PATH/4/UO2 
I. aat .; 2 ̀Itt7 9t 

MATED AYMENT SERVICE (APS)
HORIZON SYSTEM 

JECTIVE 'x & INTRODIJCTION 

hjectives: 

When you ha€ve, c ,ar pleted this Workbook you will be able to: 

1. Complete . .rat¢ rwated . Payment Service f APS) Magnetic Card and. bareoded bill 
transactions. 
a. Recognise:AP cards and hat--  coded bills. 
b. Complete APS card and harcoded bill transactions and apply the scheme criteria to the 

payment offered hs. t:he customer. 
c. Complete APS transactions manually, after a swipe card reader or bar-code reader 

failure. 
2. Reverse an APS transaction. 
3. Understated the process to rep <- v(-rrAilS transactionsafter ir.a:, €:°r° rsr communications 

failure. 

Introduction-

This tsal:6 ;Za 1P is divided into two .sections U cUbin g ttae aa tdsns ad procedures for 
Auti €aiaae_st Payment Service t AA" S 3 transactions. 

S .;;eno€€ I ciesenhes ins yns,A carry out AJ' c:aud and baa€r-coded bid transactions using the .PS, 
( 4 

1. afll tk w...> :, a17€ how ac  AP t 
`aflnsac'tton is 

reversed tsed if a mistake has been made. Section 2 
brusly 

cscribes 

Chu 

rocedure I€:' 

follow 

:n 

the event 

of a 

power 

or 

communications 

failure. 

rata;": 

f you are carrying out 

any 

of these 

training 

examples in 

the post 

office, the 

.R  r zi o 

system must 

be 

placed 

in 

Training Mode 

by 

the 

manager. 

Al the end of each Workbook in the series there is atn activity sheet which allows you to 
practise the 

transactions covered in 

ita€:°. 

Workbook. 

if 

you are 

not sure of the 
answer to a 

question, 

simply re -tread the 

relevant 

;sec-tion of the 

. 

Workbook 

and try again. 

The  

Workbooks 

do not cover 

every 

possible 

transaction 

which you 

can perform on the Horizon 

system, If 
you 

need. 

further 

help, 

or if a 

specific example is not 

covered, 

you should 

consult 

the 

a°aorirsau 

Sr'stem User 

Guide. 

€'tte.. 

The 

Workbooks 

provide 

values 

against 

a 

number of products 

and 

services 

that art, 

correct 

at 

the 

time 

ail"going 

to 

press. This 

information 

is 

subject 

to 

change 

and 

you 

should 

refer 

to 

the 

appropriate 

.POCL 

transaction 

documentation 

for up 

to date price 

information 

. 

ICI; 

WORKBOOK 

6 
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HORIZON SYSTEM Automated Payment Service LAPS) Rear kTH/43/€ tt2 
Dn 29107 99 

tawse: 2.0 

SECTION 1- APS TRANSACTIONS 

N F i BT 

r traducticrrrR 

This section detihes the actions and procedures for completing Automated Payment Service 
f APS) transactions, either using cards with a magnetic strip or har-ecrr ed documents. 

All AT' sc; rcr:res including gas and electric ty token schemes arc seated as Core products and as 
such ar'`. r4wrrichie at ALL post offices. This allows you to offer a ran „.i:; of services to :our 
customers and POCUs clients. 

All transactions am p dorm;; on the Horizon system. The criteria sat by the client (with ,he 
esreption of cheque guarantee card requirements) will ce applied autorr:ratrra:liy by the Horizon 
s al m. 

in r l lrt;: xrr to transactions, this section c tion also covers  the procedure lure for reversing 

Note: 
AU company names and t l phone numbers used in the APS mag etic card or harcoded 
rill transactions in this Workbook are f ctitious, 

The transactions shown in dm,  ' 'orkt o(A. usuw the ,,P;S cards or the t.4 sr c ar.l:c;b Midis printed in 
the Workbook) can be 

carrle 

t out in your post oITie < in Training Mode uuswc he set at APS 

cards i sued ro the manager. er. Refer to Workbook 
7 

for the procedure to piece the Horizon 
0/stem 

in Training 

Mode. 

WORKBOOK

Page 

5 
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HORIZON SYSTEM Automated .Payment Serke (APS) 

Section . Description of an APS card 

Refs ATH-43!O#t2 

There are lrcrndred of schemes t"Or client ayments using APS rAuto€ iaatecl Pay neat Service a 
these may be national or local. Each scheme has criteria unposed as the diet r, setflrat out rail;: s 
for how payments arc made. APS transactions would normally be initi<ated in me

A d ; i e card with t: magnetic srri'-
A bar codedbill., 

Betore transactions can be carried out, some system rules must he observed. 

1. All 1r.<:i-f,a€(Mons must he: started from the S L'e C:€stmuer menu. 

2. The. post office must ppoe the lrarrae fo thah the i inert h utTered, if a payment is 
art t ll tt' i and the pun otliec does rise support the scheme, Pie I lorixon system will display 

an en or message. 
:.. if am scheme is not su nportr:.d by the post office, then the customer must he informed. 
4. So €.'e APS schemes w Pt out ailoss paiP l:mote ==, t>side cut nun pmmiS ens see be the client, 
5. If the payment offered 1,y the aakit(=rrler ial > outside the pa :rrc: , amimeters of the scheme.

the rununaer must be 3'Ked to amend the payment. If tif... eustonmm has offered to pay mi 

kàln:Fuut above the client sem o isi a:kaarTa. :i t is au e table to complc:to two or macne ta`ai:€d~a:i t.aL7I.1 

toLdi: tag the a.mouut the cu, ". Iouter 
,yvr  ile'i to pay. 

You will find each client will have a different dcci l on their card.. There are some common 
features which are applicable to all cards. 'The trammg cards incorporate these basic design 
features On the reverse of the card there is €€r ra aar# i. strip which contains the information 
rc:ixat a,d to the scheme criteria. The front of the traming ward incorporates the following feature'u 

.APS training card 

t'1•t1:' 1ARY 

c82bROO8ISO1222, 1 ACCOUNT 

I .s,t'Su G TR l i lC CARD y

CA D L CAL 11 - P rata' 

TRG 22215 A 'SS f tt att< 

t°f ast t tO OF f't INI t 

LODE 

'six training cards are a.^<:..€ ,. as. Ph the :1lo'iz n system, who : P uu ., € use to practise 
transactions in Training µ F .3.fa . The _a- .rntodes (reffl cateal on bills at tlo Workbook). can also 

he used to practise s saaosactions. 

Note: 
Any transactions perf r awd in I ma song Mode using the training earth : or h..aa erma's wiill 
not be recognised by the. Eforizott ssskin in Live Mode and will not aril ect the acconutiug 
process. 

a;) fCL. 

taste? 
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!iORtZON SYSFEM AuWniui Paynrerrt Servkt (APS) 

Section : APS card iray:nterat modified payment tc match 
scheme crit:er'ia. 

Ref. P:' s . ''4310 2 
:Date- 29/O7d 9 

.1&ue 2Yl 

Note- 
All current POCL regulations regarding the acceptance e of cards at the counter still app1y. 

In the following example a customer presents an S card and wishes to pay £50.00 by cheque. 

For this procedure you will require= oP 5 

Card APS 8 

From the Serve Customer menu; 

1, Swipe Card APS 01.. 

The A count screen is dispaced, 'Ih<e 
w n n7ern h•'.' been til€83 ,s.`€"4oi

it I1 .:`'€ on the t: 5}„9.. The. .mi oCd.

Lha, it 8 :3 e3,l:e.eli &S3V'SG`adthe. ,t'Sa 

Fltc St'.; £ ' ' tea tea IThe c ffd :^ 
Primary ucouffi ittJw,,. (P .h:.' 

card name and the' ' :Lt  " y :M 
O na netic cm.ii vea .o been 
recognised. 

The w  £a pt`s my C1l';:. `€e 

amount dc"red ..s: payment n ' the 
f.%i.4€:fi3%€: i. 3rd this example. t thtl0, 

2 .  

Type 

£50.00 

Check the amount entered is correct before continuing. 

3. Touch the green tick icon. or Press ENTER on the keyboard.. 

Although the customer has offered 
50.00 in payment, the scheme criterion 

for this particular client :Blue Sea 
Water) only allows a value range of 
between £1 00 and £45.00. The 
Horizon system automatically 
recognises this and displays tL \`elue 
toe' large sureen. 

Inform the customer r ;€ d eddy , teem P 

modify their pmeet to fit the .'chm€ e. 

Notet 
If the customer indicates that they want to pay the full 950.00, then two transactions can 

he 

carried 

out: one 

for 

£45M0 

and 

a 

second 

one for 

<il . 

4 Touch the ttK fret; tickW:kiuon. or Preys EN hER onthe keyboard. 

d 'O 

KBO 

OK 

i 
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HORIZON:SYST SYSTEM Automated: Payment Service (A PS) 

Sect on I. APS card payment. :modified payment to match 
scheme criteria continued 

Ref, P4TH/$3/1)O2 
Date: 29/tt7199 

k ae; 2 

The Amount rr,'en reappears. 

'YOU Ler see t'rz;:it the Am punt box se 
a p nicnt (t E50.0 . Th 

ni'ust he rf_' 1 4 Ved herol ' von Can cnen ,

the 3 ustoner
' r 

modified payment. 

In this example you have rdvi ed the 
cuhtorta:r hat the c em ad a 
maxtoum payment of h4S ;;f_ . The. 
c l # r.  r  know d,, e thy , and
deed ed 150.0.. 

5. Touch the red cross icon. or Press UNDO DO on the k how x.. 

6. Type £4500 

Cheek the amount entered is correct. Ix-Fors: cone ntairnA . 

7. Touch the green tick icon, or Press ENTER on the ke 'hoard. 

The i 'I:`";F 3£  of & yment 'wcrecn 

iisr l ay d' In this exa ~r i s tsvo r ia0 
of .'I lz'.TI f o-t be aeceph tl F o ;h€s 

The customer has written a cheque for 
£45.0) and handed it to you. 

Note 

All current .POC L re uintinas r-e .rein thy am eptanceuf cheques at the et: matter still. 
applyx 

t, Touch the Chem nu tarn, or Press F2 on the keyboard. 

A receipt is printed an the counter printer (shown overleaf). 

W 'ORKBOt) . 6 
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POL00090452 

RORtZON SYSTEM r tfa t tt ? yme t Servtc (ASS 

Section I card payment, modified payment ta match 
scheme criteria, continued. 

.Pot Office Counters Ltd. 

15/00/99 10:05 :l :i B.p:0l SE: AA. 

Felt cart Post Office FAD: : .2 34 
1, `I'lhe Walkway 
Kings Parade 
Middle of Town. 
Feitham 
Middlesex 
1,.w1

=A:PS o: 010001 
"((. 0: Blue Sea Water 

schc: e: Blue Sea Water Svc: ii 

Type: MC Entry: : 2 
4100 Cheque 

This is not a V'A1. receipt 

Refs PAT:114N002 
tote,, 9/O /9t 

t aces 2.tt 

When the r'eraip has been printed, the 
tear cth ththunta0on screen .is displayed. 
The no °1i €'':s'[1 i str ction tells you to 
tear off the printed report. 

J. Th rs ffl 
, 
the unc1pt produced on the counter printer. 

'heck the details are legible. 

10. Th wh the OK green tick icons car .Press ENTER on the keyboard. 

A second receipt is printed, which you retain for your records. 

11. Obt'd<rtn the. p ,, w'M fe ra the 
customer, Hand the card and fusel) re2c p: to the custnffle

1 2. Lear off the 

second 

re.ee pt 

produced 

on the counter printer. 

(heck the details 

are 

legible 

and 

retain it for your records. 

0 

. 

K 

1.i-OOR. 

0 



POL00090452 
POL00090452 

HORIZON 'eST 'M s kv : (BPS) 

Section 1.t BPS card payment, modified.payment to match 
scheme criteria, continued 

tte ': PXUP 3t(E )2 
t) ht ; 2/O7/9 

k aye:. 2.0 

The sytem returns to the Serve Customer mcmi and the icon for Bin \ at i c is ~ha €_°.d on the 
right-hand side of the screen in the sales stack. This is the only service qu d by rile 4 nc ro 

Ii , 'ouch the Finish icon, or Press ENTER on the keyboard. 

The cu tourer hs '`;red a cheque as payment. 

14. Touch ;ic C:i€z. . €.z.: > ;o 1, or Press i•=2 on the keyboard, 

Well done! 

You have completed an APS tr<rrn action for a custom r: r a nd rr aartit ed the payment offered 
to match the schearae criteria aria:€g the Hori on system. 

Page 11. 
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POL00090452 

HORIZON SYSTEM &agaaizata t t'~a aaaat S :rvkab (APS) 

ecStiou is APS card failure, manual entry of card details 

Reft . AT d3t 2 
Data, 29f07f99 

baue L0 

APS cards arc do signed co he used many timus However, on occasions, the magnetic strip on. 

the eveme ofthe card 'may lam,a.°b;at€e daattaced and will be unable to ae,isat€ the APS transaction 
.hen " red tl„t aagh the card  reader. Tl;nx'e attempts at swiping ihc card should be made 

.i3E E: the ,dccii15 are entered manually. 

For this uro alum 91i will :require: 

t rd ..&S 11 

From the Serve Customer menu: 

1. Swipe Card APS 11 (3 times)

Thy. : : range 11 ht :flashed on ale k- 5 tic"a d to €aideate that the swipe of the card ss as successful. 
the r'ot .,duce he di1', y.' '(a t w was not €7ctivsu , c"d. Yuu 3,,mst noss assume that 

the macneic  ;ti ip on thu reverse o t the card is dan aped and is not w  terinp With the system. 
SO YOU will have to saauual l3s € u t 1' :he details of the i,ard to accept p a4 mcuit. 

ouch the Other Products icon, or Press F 13 on the keyboard. 

The Other Products menu is displayed. There is an icon for Utilities: the manual entry 
procedure is started from the Utilities menu 

a. T ch the Utilities icon, 

4. Thach the A11 ,ri en pr i mti, 

or Press F4 on the key board. 

The Utilities menu is displayed., 

The P receipt icon is used to complete 
Automated Payments manually. 

on the fechnaud. 

tt't. WO KOOK 6 
a e 12 
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POL00090452 

RORtZON SYSTEM Automated Payment Se ise (APS) 

Section 1..BPS card faiure, manual entry of card details, continued 

ttet. :%T 1I43/O02 
Date: 29/07/99 

tscte: 2,0 

The Token Type screen is displayed 
The system m growpts you (co 

se lect 

the 
-  :Sken 'I y &' for the transaction. There 
re two types of token from which 
payments can he made: 

Magnetic cards Mag Card (F]
:far-coed bills Bar Code € F2 i 

in this example a magnetic card was 
presented for payment. 

5. Touch the Mag Card icon, or .Press Fl on the keyboard. 

The Reference Number screen en is 
displayed. The system protrrpts you to 
enter the cards PAN. 

The PAN €s 
``
the I li t I tmhet across 

the ceart:e el the cad. Thk ne
MUST be typed correctly. 

Note: 
A small number of schemes require a Service Cade to he typed after the . .A.N. After 
entering the PAN, the Horizon system ray prompt you to type the Service Code: this is 
the number in the bottom left-hand corner on the front of the APS card. There may he 
between row and four digits. 

t . a e9 25 OOO2Itti2.222IO1. 

Check she reference number (PAN) entered is correct before continuing. 
.7 

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

WORKBOOK 
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POL00090452 

HORIZON SYSTEM Atwted Pyrnent Serke &t S) kit. PATH i43 tffl 

Section toAl'S card failure, maenad e try of card details, continued aeta °tt g r 

'flu rmi nt screen is dispbvcd. The 

a£tsi name of the tsrh m i; di `Fas ed in 
the, tx, ad inn u-ie:h the card rel rr rc 
number and the Token Type The 
system psnp.s you €.o enter thy'. , rr E'trri 
off' red by the c Comer 

In this example the c.tt,tttt`.rrr wmmm to 

pay £461. 

, .T;pe461 

Check the amount entered is correct before continuing. 

9. Touth the green tick icon, or Press LINTER on the d^e °b :ss.r.d. 

The Memhm.d of Payment c remr. is 
&,,p11ayeci.. This indicates the methods 
of payment acceptable for this scheme. 

If the customer offered any other 
method of payment, you should make 
them av are of the acceptable methods 
of a r ° m for this scheme, 

In this exam 'o the cn Lerner h,,. 
offered to pay in cash., 

10. Tort* the Cash icon, orPress' Fl on the has hoard, 

A receipt is ported on the counter printer. 

When the receipt t has been printed, the Tear off information box is displayed. The on screen 
instruction teds you to tear ofa. the Printed report. 

I I. Tear off the receipt produced on the counter printer. 

Cheek the details are legible. 

12. Touch the OK green tick icon, or Press PNTER on the keyboard. 

A second receipt is printed, which you retain for your records. 

13, Obtainthe payment from the customer, Ilona' the card and (first) receipt to the customer. 

l4. Th r nflthe secuf meclpt produced on the counter ter printer. 

Check the details are, ieat h e and retain it for vnui rerords, 

O . .00 6 
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POL00090452 

HORIZONSYSTEM Autnit i P vment Service (.A.PS) 

Section t APS card failure, manual entry of card details, continued 

R.ef t~ H4,143,fO:!2 
Date: 29/07/9 

The system has returned to the Utilities menu and the icon for Chani Water in now displayed on 
the rig ht-hand side of the screen in the sates stack. This is the only service requested by the 
ci sterner. 

t5, 

t'o 

}chic  

the 

Ma

Finish iron, or Press 

ENTER on the keyboard. 

The co, t'~, rner offer s  cash , p my ent.. 

1. - Iboth the Lath icon, or Press Fl on the keyboard, 

Well done! 

You have completed an AP transaction: for a customer by entering the card details 
manually using the Hord n system. 

K K't, WORKBOOK 
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POL00090452 

llORtZON SVST M Automated :Pay ent Service (A )) Ref: PATW$3 0 2 

Section 1: Description of ba -coded bill Date t) 

APS payments can also  he made from bar-coded bills, r 1.1 payments start from the Serve 

Customer menu, 

Note: 
All current POCL regulations regarding r°di the acceptance of documents for payment at the 
cotter still apply. 

The bill report c 1 t € ;=oaf incorpw ates a bar ::.ode, but note that the position (and size) of € '2c_ 
hr tcs s:))) v i'i'L1iw n s way 'buy. 

GEN tee. L C tICITY 
STATEMENT 

:.~w,. » .,,. <, FOR + ~  3PFi~a'3i'Pi4A7K}Sd 'f9dL:Y 
>VU )MfR vas+ ma~sDr 

m r„ :arug, 00 r (0000V•.0
9 Y V0(? vVK0 ?x+Y 0?000..sr h00? hc✓m`. . ,. .,.... i 

a§ rste changes to Opa. lae"ts t,at  r,>,!,mrt m#n nmttv~r, 
002 000. stln,'a00 Too i~vc Fee 
MOO? s0 xse»uew 0'. 0000 

zwv~,e..... .o>»wx.<,c ..,.,.......,.....m.. xnr 

27 E 25437E 2204 F0 1 lt#t .
ar y C a ~ :y:, 32.12 . ........................

00'00°

U a  a;har ,e4 .h s, qu 1:r exdud n , V.51` 1.40.85 

. ........... . ... ` . ..... 
20 4a t? 20 05 17 f132.S2 9 

rf;(0eat. h1;, :: your fxnnu0 T 000T00t t•.ax`, rcaersnti ka :as.ae3 00? 
on a t. F. tat e 3 raze < : : .reaOl ru0„ .I i you aree 0?t osar>a you x-es 3a+y'krz,g 
the rtghi. r.4en::1u;-s§:: You Can •{::•h,axt.y. x,.0 car. t)04_:9 LF53€a7£ Q o,oit,Ya yaxus- eeseot.0oo 

wil?. x..  cal.l— 

€~alips>ce aa(0 ,xis„.). 
Faze&Lmate* oh -s z"•;.g+^ fc>r next ye'&)r

B
} 

arµcode i1 
VOOO' 229O6 

Bnr-code reference number 

Note 
Some harores will contain the amount of the hill to he paid, so that when It i s rr ta 1 
the full. payment automatically appears on screen. if necessary, the pay  ae t 
amendeti by using the red cross icon or the B CK:SPA Ekey to delete the :mwwat Sara 
screeM 

ta`'t: WORKBOOK 
Page 1 
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POL00090452 

HORIZON SYSTEM  A ttaar~a 1 P4vfm t S ce (A P8 

Sectkui l APS barcoded dill pymffls w t reprint: receipt 

Ref: PATHJ4 3/02 
Date. 291071 

&ssuea 2»0 

.au thefollowing example the customer has produced a barcoded GEN tee. bill for payment. 

ror t:l e Serve Customer testa: 

Sca bar-code on the t:'AEN tee. bill €below). 

GEN tee. ELECTRICITY 
STATEMENT 

>=OR aidF {;i RP.4~•TMN QW V 
~.,..n},:t •. . .~. .,. CU TOMeR BHFOAUA l Pp 

:id yrae l'aR~ax:aay xaCaa. a n:xcer3 %vwpa. •• •'.•• «. 

VW I. a~+I(S~ S: 
i-'ir:3R1aY F. itt?it93' 

x 

t.axer's. 8.ocal call rzate, w~ w~ 
M2?Y7

P1ffimsg Rate chasrges .o Paymepolx Aa4l aa/Tar to xsr a maFlff t o ~. 
Q 7a.t`0;: v.yr "!'h[a to rioaRYrrR mwiYrt 

lANao er;bpeyYiR eYwH:teMe rv YSt U«^S 
Yoi~ mM L+ess k>x:e ... V»+Pt u4F6 TPN.fY e?gMx Fos. WR......... A f,,,,., M.aY 

276416 25437E 1i2204 D . 108,73 
Qcamtg-,rty Charge 32.1.2 

TouJ hargcs this quarter excluding VAT 140.85 
VAT rya g 11.27 

24 49 97 20 05 97 1a5..2 

%SY mast - tb,1v 1s yoras' annual x:' ar.»ean> sr a:: n4. st.as . x;Tervst i¢a„erz rra 
an arcs tsnztess o ter xcadin:sl, X. you vx.r.,es not sure you aa:P5- Pay:Lng, 

t3se amount You clan phOA0 ue on 0845 055f.789 wid:.as voor met;k'rr 
read.s.nuo s, , Your <..s11 will cost t- sasaae

Balance 5 sakxt3V5 3132,12 
3; .E3s'3. t. eee. . ctsatrgeo, 1•or next. ye.rsts' 9314.62 

^inn. t,^.s t. Z4i5o31 

1II I 1Iltitti t1!I1IIflIflIllI III 

WORKBOOK
Page 17 
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POL00090452 

ØORIZON SYSTtM Automated P eat Service to S) 

Seethin1; APS harcodedbill payments and reprint reeeipt continued 

Ref PATH.,143/002 
Date; 29/07199 

issues 2,0 

The A mount screen is displayed. The 
reference number of the scheme and the 
did name of the + dent, (in this rase 
G € an . are diapdiye.J a the
right-hand eland boa '' ou can ko roe 

t .a{ it r:; a T mumiue -d>S diniss,t, .;> 
scheme and, the d oken` ype is BC (Bar 
Code . 

The r s::e ni po nmts von to mm ̀€' 1:1 
amount the cifOcn f  wP.hm to lorry, 

In this examples the customer wishes to 
pay the bill in full. 

2. 

7,peEl5212 

Check 

the, 

amount 

entered is correct before 

continuing. 

3. Thu'ch the green tick icon, or.Press ENTER on the keyboard. 

Th,. r1ethd of P vnie. a ereen 
displayed. 

In this exalupia the turns are Cash, 
Cheque and Saving tmvj-S' . 

Note: 
Saving t:srrrrps are not availahk as a method of payment ent for APStraosactln rs in Live 
Mae. They appear as an option on the traininF examples only 

4. ')eh the. Cash { in, or Press Ft on t1,6 i 6 yboa na. 

A receipt is printed on tue counter printer 

When the 3' m 5 mpt l:lil,, been  printed, tlr''. Teat t ot( Irri;; f i$l tri}<€ screen en is displaver.L he u.n'

rrrrti ue

arot tdb seen 

to 

teaw. 

off 

th e primed report. 

5 

car 

oil 

the receipt .produced 

on th e counter 

printer. 

Check 

th e 

details are.legible. 

6. 

Th iwh 

the 

OK 

green 

tick- .Con. Ear 

8m 

's 

PNTER 

on th e ke °h 

Darr, 

an  a,zt,d 

: ee ipt.. is printed, 

a 

`s

ir 

:lz on 4 

 a 

rot.

'. 

: 

Tatra 

th e 

payment

 the 

t.r. ,i > r c 

a 

Itami the 

l 

r:l 

and 

tt" 

rst) 

receipt 

to 

th e 

t 

stLam£< 

01'I. 

WORKBOOK 
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POL00090452 

HORtZON SYSTEM A► t+ mated Payment 4er kke (!%PS) 

Section I t APS bar, coded bill payments is and reprint receipt, continued 

8. Tear off the second  receipt produced on the counter printer. 

Check the details are legible. 

Rf PAT1.1/43100"2 
Date. 29/&i759 

hsue: Z -t) 

At dth. point, you notice that the second r ce pi has nee' printed cesrectiic and €s illegible (or. 

torn,. If the problem is obviously with the printer. g a hn.. k en pr'n€.er obbon or the paper roll 
has run f:it, the problem must be cured. Once the p.rohem is 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 settled. 

Prom the Serve Customer menu. 

9. Tonth the Functions icon, or , re .:r F16 on the keyboard. 

I0. Touch  the Reprint .Rece€pt icon, or Pres • Fo on (he keyboard, 

A pick list is displayed. If there has 
been more' than one' mer. i te€ 
tr l""nselction in the custeriner session, you 
could select which transaction requires 
the r: panted receipt. 

In this example only one APS 
transaction bu', ;sn e c carried out and it is 
highlighted in yellow. 

11. Touch the elect green tick icon, or Press Fl on the keyboard. 

A copy of the recent will be printed on the counter ,-printer. 

12. Touch tic Finish con, or Prtss LN (ER on the y sf 1 ; ar 1, 

The Settlement aneen 1<. now displayed. 11h cusieme his offered the correct cash. 

13 Tooch the Cash ken, , or . re x Fl on the e: ylmae l... 

\ fell dead 

' n have completed an APS harcoded bill payment  and produced a reprinted receipt 
using the Horizon system. 

C 101 WORKBOOK OK 
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POL00090452 

HORZQIN SYSTEM Aontd Payuut Service(A:PS) 

Secthn1nAPS bar-ended bill payments man. Ual entry of 
liar-code reference number 

Ref Pc' $ 1 N2 
Date. 29/'O7,E 9 

Occasionally, a bar-coded bill may be presented for payment and the bar-rode on the biELl cannot 
E mad.. This may be due to a system fail re, or it may be that the bar-code it. clf is damaged. 

if the bar-code has. been scanned t m.:e irnes with the reader and this has not netiv,enal the 
payment procedure, you can still a e t,: a payment by entering in the details man  ?.ly°. 

From the Serve Customer menu: 

1. Scan the bar-code on the bill for Hooper Moore gas (3 tines).. 

U opc#`• 1 r 

23 AnySErrca 

A<N923YZ 

STATEMENT
FKAd'd dWFC?ai6ft'E'dryt~ 3NLY 

"••.., "'•• <7tf&ktGRMQe@INfd#B&dJeTfrJrd 
Thrift yna k.s+:,sir..~ •;,rr w o..<+ 
S1 y(jtr t . f,n%' Caf..~3`8fs• r+-

EIEIIII1
Local C^al l west,. --•w -

YeMrr cEozE-rr>er ni x:ter «: 

P~ 06ge aent:a C safrpna tp. Paywem.t h° et. ra wr€+c r3r#marrr..?^.ne ?r,~eur. 
'•A%' 'a A38 ea x?pa p Ypx 8+'+u4iOn 

Mew.. 8ae k AMv.'.'  G.. Yuu i 
T.He..Ev? .. .... . .........1 itt<a  f~ ubC _ .Q?1?J .~!. .A .SFP'rr 

M i..t~ 254 
W 

t"s 2214 DI t 43.35 
Quateiy Charge 8.50 

Total charges thn 0U, to e tycicsding VAT 5 . 5 
4, i 

YoUE an-wn1 radon ?8i?riftM~n rt z 
ara rrat.i33aa-&-.d 3m ce rr re.adinO. %f ar r >t:, Sur ye> - ar.i r,e 
~:tas r4gtaL: ika3acatEYat ','yf?u cesn .phone ue on 4.84. t?3`i6'i#t5 'uxaur zaset.'e:r 
3:kmdirdgs3, ~S, ycrxxr call wt:Alcoat t: kse an ,*3

B a.l.ance an ath,,vr<< .14$4.,eu 
$1nnts> cEx;rn.-ge:a k:oz next z  or. 1:::I.74.-Ei d, 

Voytywmt IOWe o.d t at X.1 

llrnu;iluIlltllIUflh!tII.
tail KY1F'.81t.^x i"'`ryt~r (Uf:; L£. I1 fit. £:3•

II 
=130a122;2,3oo -4 

ra see tram the eoumpft eh ve. the bar-code on the bill has been. damned. The 
3£, fem-m:nee nz nher directly h loo, the bar-eude is still legible, so you can enter the details of the 
hill manually and still accept payment for the APS scheme. 

If the bar z o.le <s ,<_a number r are both damaged  to such an extent that neither can he n l : the 

tranSac ira a: an not bw carried out. 

oe 

The position of the reference number may vary: it may appear above or below the bare de. 

WORKBOOK 
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POL00090452 

HORIZON STEM uthiatd C t Service (APS) 

Section 1, APS harcodedbill payments. manual l entry of 
harmea e reference number, continued 

Ref. PATH14: O02 
Outs.:, 29JO7i`9F) 

2 Touch the Other Products icon, or Press 13 on the keyboard. 

The Other Products menu is displayed. There is an icon for Utilities: the manual entry 
prti .edure is started from the, Utilities menu. 

x. 2u€° the Utilities icon, 

4, Touch the AP receipt icon, 

or Press F$ on the k :«1hoard. 

The t ti es menu is disptal eat the 
AP receipt rcon is used to m;mplete 

t ,€ rated Payments mar€u" Ils. 

or Press F3 on the keyboard.. 

The =e `Fok nn 1 y pe: : screen is displayed. 
The s,su,, Yn prorr:Ec~ts you to select the 
Token Type tPr the, rr snsaction. ncn,,
are two m y nt s o y token from which 

cnetn. muds Mug Card (`l) 
Bar } l ` 1 hills Bar Code (P2) 

In tht: csanple a hamcoded bill was 
presented tom pa meuL 

i r a the t3ar Code .Icon, or Fr s s E2 on the keyboard. 

WOk KI3()OK 6 
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POL00090452 

HORIZON StSTM Automated Payment Srvk : (AP S) 

Section It .A S bar--coded bill kvme ts, ra w d entry of 
ar-code reference nnrnber, continued 

6 1pe 982690003001222300! 

R4o 'A".l?4.3fttO" 
Dare,

Issue. 2.0 

The, Reference Number screen is 
hayed. The s  stern p~.;en l t u in 

outer a"ferenice mr,.hcr nnf the hi €. 

In t r " i <:3£3?171c the Reference Nun rhea 

is li i;zt,. a r. €_reetl   w the 1%ir, r edc, 
[his number MUST he typed correctly, 

Check, the bar-code reference number ente.r'e;,l is room , f £ :, t&arg continuing. 

7. Trmeh the green tick icon, or Press EN t ER.

The ; o unt screen is di ple -ed. [he 
full r ~me: of r?hae, schenie lsz trai l ay ed 
alone with the :e -z an , e. i ier tiher and 
the Tc 4i n v peee: BC tithe  Cede;). The 
sy>.ten) prompts, von to erect the amount 
offered by, the custora`€ r. 

In th.ls exatnlsle the :€muner u sties 1;o 
pay the bill in full. 

,. Type £5600 

Check the amount entered is enuc t before continuing. 

9. Tonth the green tick icon, or Press .ENTER on the keyboard. 

Vt 0 RM300K r 
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POL00090452 

HORIZON SYSTEM Aut ae iate Payment Ser°vaa:e (Al's) 

Section is APS har- oded hill payment manual entry. of 
. -code reference number, continued 

tt: t: PATH /43 OO2 
i u 2 WO7'99 

tw 2t 

The Method of Payment screen is 

dRpinved. The c€etion4 are: Cash, 
Cheque and Saving Sumps. 

Iii. this exnrrm le: the customer has 
indicated they wi,,.h to pay by cheque.. 

let 
Saving Stamps are not available as a method trt' pay rent for APStrarrsactiens in Live 

Mode. They appear as an option on the training examples only. 

10. Touch the Cheque  icon, or .Press 2 €. n the keyboard. 

A receipt is printed on the counter printer. 

When the receipt has hcc printed, the 
Tear- 

off information semen en is dwpiny'ed. The on screen 

instruction relk you to tt fir off the primed report. 

1 . ur" ts12 the 3eee l s pr .JuceZ: on the counter printer. 

Check the details are lew. hl e. 

12, Touch the OK green tick icon, or Press ENTER en the keyboard. 

A c ; rE :l receipt is printed. €ic you retain For your records. 

13. Obtain the payment tit ni the customer, hand the bill and (first) receipt to th e custor et, 

14, 

Tear 

oil 

the 

second 

receipt produced on th e counter printer 

Check the details are legible and retain it for your records. 

The 

customer has 

no uth, r n'et"ir `i' ti

nts.. 

15, 

Touch the Finish 

icon. or 

Press 

[NI ER 

en tt"<e ses ho r'c. 

The 

Settlement screen is now 

displayed. Fhe _ us'e 

net 

h

m

 offfe t 

the eerect 

' €fit n ni hs 

r'heque. 

in. t`ua c/t th e 

Cheque 

icon, or . Press 

12 on the: keyhoard.. 

All current 

PO 

:L regulations regarding the acceptance 

of cheques 

at th e 

e 

mmnter 

still 

app:ly.. 

Well 

donel 

You 

have completed 

an 

PS 

transaction for 

a 

customer  y manually entering 

the 

rar"-cirde 

reference 

number asarrnt the 

lior•iaron system. 

ORKBOO: 

K t 
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UORtZON SYSTEM rand Pavaaeat. S~rvic (APS) 

t.'c.t . 1: APS paymentv reversing a. transaction 

Ref : : AT 43IOO 
Date: 29107199 

txua!e: 2~~t 

There may be an occasion when an APS card or haar°-evaded hill payment needs to he revered. 

A number of business rules app to P ( Automated Pays ei re a Pr , f rs Ps, 

I The cust >r aer MUST prndu  I,;, original receipt. 
2 The . . versa€i mu.  be earned era within the sm ue Stock Unit whvyea the miginai t an action 

took pbac€Y: 
The Reversal cannot take place 3 f the APS transactions have been dispatched to the 
'- lent at the east-off time). 

4 Not. Al APS h a €sactions can be reversed. 

This example .show's e Revs..rw rl to an APh payment made tx Pine Se',3 Water. 

ni the . es' h eau: 

I. Ts ar °* the Transactions won, or  `l t ra tho Pay=hoar- . 

2. Torwh the Reversals icon. 

The Transactions menu is displayed. 
There is aart icon for Reversals. 

or Pres P5 on the keyboard. 

There are four options on the P. .a. e ;aaN 
menu Existing, New Reversal, Al" 
Reversal and Tiler Reversais. 

In this example you need to carry out an 
AP Reversal. 

AP Reversals can only  be carried oat 
using the4 Reversal inn cti at . 

K'L WORKBOOK 6 
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HO IZON SYSTEM A tomated Payment S .rvhe (A S) 

Section 1: APS payments, reversing a transaction, continued 

( 3. Tuuch the APReversal icon,. or Press F3 on the keyboard. 

Ref. PAT U J43i J02 
Date:

I s u&' 2. 

he Transaction Reference screen is 
lisplayed. The system prompts s°ou to 
k.nter the A.V transaction refer '.Tlcc: 
runabLr,which :-roast be ebta, ri of h o€
be customer s pv of the r ceipt.. 

[he; transaction reference number is in 
he hxmat O.I245. 

PoM Offi °c Counters Ltd. 

15,106 99 _' i0.5 CA. :I I . P:OI O: AA 

Feitham Post Office FAD: 12345 X 
1,The Walkway 
Kings Facade 
Middle of Town 

PS o3 (' jj n X)j € i 11 ; 
a 

en R 

t n :: Pine Sea Waer Svc: it 
R.t 
"I :een T.-pe. ; MC Entry: 2 
Amount. 15,0K) Cheque Method of Pa € ,:apt 

This is riot a VAT receipt 

4, 4t, o the •\P o ten the et€ y{r ners receipt. 

Check the ri te•ine € .embcn E!J,, btceo eakobm+k-:€, ouo.ok :C` u §.?s.l,i..3 "i?B, 

5. Touch the green tick .icon, or .Press ENTER ER on the e i is rt(. 

WWt R ROO 4 
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IIO LYN S STEM Auto ated Payment Service (A PS 

Sectlnn L AP p arents, reversing a trans ction, continued 

.et" t' Tt i4' {tttt 
Date: 29I0795 

Issue. 2.0 

The Reverse Transaction screen is; 
r is. lave , The details on the receipt. 
MUST be checked against the 
information on screen,. 

Cheek the detail., on the receipt against the screen. If the details do not. match the receipt, 
o ch thee. Csnee.i red cross icon. or Press Ft to cancel the Revrer° al, 

¢. .T rwh the Continue green tick icon, or Press ENTER on the, keyboard. 

If the. f (orizon system is able to reverse the transaction, two .receipts are printed on the ;M€sga riF:a 

prig'•.€ r. 

if the Reversal could not be actioned for one of the following reasons: 

transaction not fond 
transaction €acct in die current I3daace Pr rir:;d EP) 
transaction Ealre.a€iy re.v 

rs.'<:t. 

Ila<_. I-h 4z°c>d€ vstern"i Will dis 3x ,tts err "err'r €l : g' . k.efer to the.  ,13,5 in the Horizon 

e i  er Guide. 

7, Teas ott the rec;.ipt produced on the. rounte.r printer. a;. 

Check, the d gills arc leg hle on dir receipts and separate  theta. 

. Hand t.e € fi rst',, r t to the ooSlouaewr and eteth the :^:.e L°€€t. e"s,`iiN for stilt on

The customer s original receipt l iUSThe retained together with ur'• original receipt, 
The Reversal receipt should then be attached to both the original receipts and retained in 
the drawer, 

t hi coopktes he. P s;t ,at :ii z.l `in: 11_c - S nt :i3 ~$ ?tai. return; _£ ;.:13W`Pesktotrne.nt_ 

9„ J?e/'rrnd the eustouset s mores'. s'. 
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HORIZON SYSTEM taut B as k J 'a uw St k .e (AP) Rth AT Ii4.l 02 

Section It APS ppayments reversing a trnn aetkm, continued 
Date; 29f 99 

Issue . 2.0 

ote 
The system will automatically reverse the APStransactkrn to Cash lithe customer had 
originally paid by cheque, the cheque should be returned to them with the Reversal 
receipt. A Stock Adjustment will then .need to be carried out to reduce the total amount 
of cheques in the stock unit by the amount of the cheque returned to the customer 
(\Vorkhook 10 describes the process for adjusting the contents of your stock unit). 

Well doe!' 

You have completed the Reversal of an AP transaction using the l: urizo€n system. 

WORKBOOK 
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HO .IZON SYSTEM  Automated P; ymerat. Service (APS) 

Section 2: APS fat back recovery procedures 

t 't EL 4.d'B$t 
D<Ateo 2 :ur9 

H €.u:: 2A} 

Rril'back recovery pr`€xc ue esz ate € sed to capture d th is of aI APS transactions undertaken 
while the system was drown. They tall into two caieco€ies: 

I, (:'r,-ob recovery procedures 

are pro "i;s, t res s 'h€@ _h need to K- m lc akctt to . p::ur+_ de tz>t . :3$ ansa':tk'ns which ;€: d1 
rrm rr lit or led on tlt ';g' tE_ m when dm s sean or sc or failore occurred. c€t€ red. I a es of 

crash recovery, the customer has been given ar receipt and the post Office has retaar€er: a  . `.lit.. 

When the system faflure is receded, I€; .. system area €.3 €tr 'alt I detects is that a fatleac tft t'tr€'T4bi 

during a customer -s .sston rvl`ecr`; .a >:apts w r Ctl have been issued.. When you the. onto ti 
ss steyn, a essaue is disolavte a?_ ,'trnn ny: t u €that. tI€e nay ;O iem xl as Jet"-'. ted €'3 t$. the S it, "si` won . 

w;nd d ni en €I efin d manner. is aso tolls  you to r .it's 3 kliaY" ouhutiid€n4 AN

Noate, 
For these reasons it is important that the last transaction receipt for each counter position 
is available in ease there is a system or power fa€lur°e, 

'ton meet t •slow the on screen prompts to enter the details required .for each. AF$S t.ransaction, 

Note: 
You 4'IUS f refer to the procedures in theft oriw ,system User Guide, 

. Faithaek recovery 

Vwt fallback recovery procedure is for APS trartsrrruione which have not been recorded on Lhc 
system,  These transactions may lave  taken place  while the ,retem was hmvu and a manual 
€`ec€ -1 r;t 

y{

was 

on

#roda
y

u

S

ced  

(for 

the cuS

♦

.3

t 

ST'; ye. Y. X3['gfw'}ciu - 
2

I +< attempt3

€ 

pt,
$ 

was
1

 

(

$I4,J.4 5 `€ r 4

€

4 €'€: these 
t 'rc;. .~sec 1 'as  the gg

s~,

>t st.eni,. you have to instigate the, tel hack recovers lit oci,'d€€re as th'i, sy"q(Yq' 

will twit , ;: ;i1L.~£ €. the tr~ansact.ion, cut;€S€.a.€t 8; 11 si.

Note: 

tru MIST refer to the procedares in the larizon ,' r>:stern User Guide. 
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HORIZON SYSTtM Aut ed P.n auaf S .rv't :r Rrf P41E i43F0t 2 
t9sfl '2q:'aa' t99 

ACt ei.r,}. Sheet I WarIJ,00A tt 

11 th ere ate any qu€. suu us you u 'Are a ble io <:iaswery read t:lan Workbook ok aao.a:a 1i. Son"€ ;: t4 the 

aiur:stions are practical and require you to use the Horizon system. 

Note: 
If you are curniAe:thtg these exercises in the post ofce, ensure that the Horkon system is 
in Training Mode. 

i 
. Payments for APS transactions can he initiated using two methods on your iorizon system. 

Name the two methods. 

2. If the customer offers to pay £100 in cash and a message is displayed on screen that th is is 
outside the payment range of £1 to £50, what would you do? 

3, Uw man re; : °opts are printed utonioticd1 for each fit' trcr r~ tclion 

4 fto many dines would you swipe a card before entering the details rnanually g 

5. What. do the € tter MC stead €.;a on the Token ' "ph  ;'u'er three ti manual ;..a r r4v . der,r, 

sC; the 4€,a€€3I:!€1 , cards V il'.np 4a ti' , totvmg ticaus +;tions 

~I (a rd d APS S 01 1„ 4$ UAF Cash 

Card APS 06 S2504 Cheqne

". Reverse the transaction carried out above for Card AN 01. 

t t.. WORKBOOK 6 
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FIJ NCTIONS 

JIOIUZON SYSTEM 

OBJ ECTIES & I NTRODUCTION 

Ob, ectives: 

Bz< hat and e f ths ,khoo , yen will be able rot 

I ,. ref,forte t au a-ttht m us€tg the Hortzcm system Euncfii :ns menu.

a. Use € he f t`tadrtt:t Look k Up Iran d.a€r ::. 
b. Use the Temporara Lock function to., secure the sy°stern. 

2 Enter ad e,\ t I .raai"ing fode 
Perlis nr tran adlon Ran  als 

4. Repistar Remittances in and Out. 
5. Register Transfers in and Out. 
C , Register miscellaneous transactions. 

a. Register Non Accounting Data. 
b. feaster .P arc l. .i<t~rttl

Introduction: 

This Workbook is one of as riches describing the actions and procedures for the Horizon system. 

This Workbook is divided into two sections. Section I describe 4 the Functions menu and gives 
practical examples of how the functions can he USOCL Some Of these functions described are 
used. with EPOSS transactions. Section 2 des. rth s various cffi; e-iesei transactions and shows 
the procedures for registering them on the Horizon stem. These ,se include Remittances, Non 
Accounting .Data and Parcel 'I rail te (entries on 'i'A LE 10 ; mid 12 m the Cash Account),. 

.At the end of each Workbook in the series  there is an activity sheet which allows you to 
practise the transactions covered in the Wcrkhok, If you are not sure of the answer to a 
questvm simply is. rand this at sk'UR t s -t€c.r=, <.h the Workbook rn€ "ataint 

Note: 
if yfou are carrying out any of these training examples to the post of€ee, the Horizon 
system must be placed in Training Mode by the manager°;, 

Ti  W.s3 k aF oL, do not cover every puss irk  € . . € ion which. you can.: p=e iorm cm the T €l:#:3Ca 

system, if von need further help, or if a sveiIie esrrmple. is cot covered. ou datrdd (t.}T.i il  the 

Note; 

The Workbooks 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. you hu td eaR•r 
to the appropriate POCI: transaction documentation for up to date: price tutor towrtiom 

10 WORKBOOK 7 
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SECTION  „Y 

g 

E FUNCTIONS MENU 

INTRODUCTION 

.ntroducti n: 

This scrtion describes the actions  and procedures available when using the Horizon <z °€ 
af1E. Il;l lay. 1"i t1s' s menu group iss available from the. t e e. Customer menu. The 

a0ions t.i-€ t a are be selected €l from the menu can afect individual or multiple items in the sales 

stack. In order to demo st. ue the use of the Functions icons, some nt the xampl€_s in this see 
ti€.si 'kill incorporate EPOSS transactions. 

Note; 
The Discount functions available from the unctions menu can can:t be used in 
coojunctlr#rt ssitft r taU products (Post Shop items). 

This seenien also describes hew the Horizon system is placed into Training Made. Once this 
procedure is complete, you will €wcd or use the training usernarnes and :, Z4`;3t l , to lug??n to 
tl?e ss'b st :nn and carry out tI.ansactio €`v 1 7:i 1 raw-ing Me de These s to l . €..4n.s; : :Im"C posswords "v"... 

issued to dun manager 

of your pest 

od

e, 

. 

l t: 

WORKBOOK 
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HORIZON SYSTEM t✓~neflora 

Section q The Functions ream: 

The Functions menu can be accessed from the Serve Customer menu. 

From the Serve Customer menu: 

?n eh thy, Fur tiers icon, 

I y 

A brief description of each ic: -Ert lows: ; 

FLU Noi. i) 

or Pr ss Fl 6 on the keyboard. 

Reis PATRR/43; (ttt2 
D to 29/07/99

h'ue'; 2.0 

The i°ur. .t. on menu sc=reen is 
di p1OLL 

Most of the functions will be used in. 
conjunction with EP SS transactions, 
with, the exception of the Temp Lock 

(`-13) function, which is a security 

feature. 

The FLU No i ter€:.duct look Up Number) icon is used to :had a std stde atern 
Lv ts product nurtber. The item will then be registered in the lasstack. 
This function can aLaa be c: accessed by using the PLU key an the kcyhoatd, 

Receipt ('2} 

The Receipt icon U used to print a receipt at the customer's request. When 
the icon is accts .ted, it. will only print a receipt for the last customer 
session.  The € :, tinsan also be accessed by using the R.EC .PT :key art 
the keyboard. 

Disc Item % ("w 

The Disc hem % icon is used to afaU ° a discount as a x~r° rF a sw to the 
last item in the sales stack. i aio oano c n only he aplsii: .d a retail 
products, 

Disc Item Value (F4: 

1'be Us - kern Value icon is usa:ti a ,: ppLe a fixed value d:. :a,ra n €o the Lid 
sale tram currently in the salts Inc. ;, Discounts can uni" be aapl=lied to 
r ta:! i poxtucts. 

WORKBOOK 
$. 
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Section  The Functions menu, continued 
at: TT < 

IM : 2, 

FLU list (.5) 

The PLLJ list icon can he used so select a product from a ..t t.it r ¢ t t 

C rotiu t . The se..lec.trrtn will then be added, to the sales stack, 

Reprint Receipt 6). 

The Reprint Receipt Won s used to prosede r ;:f€€r ivate of an orir000t 
n' .te pt. produced A   

Oise Sess ̀ ̀ nine fF7) 

The Disc Sess 'Value lue icon is used t€7 apply o fixed voice Avan tt her 

than a percentage) to al the ttenu in dOt StILtS stack. F)is .=€ n s can only 
be applied to retail nduc?c;_ 

Disc Sess % (.F) 

The Disc Sess 41 icon is used to apply a fierce nc o a ;:e discount to all Be 
items in the sales stack. Discounts can only fbt opphec €i retad products. 

Shop F ) 

The Olv Shop icon is used 1 Lt sdt the r ho pl fn ` Mt xL of the Horizon 
syss:e€rt. A customer ccc than purchase the maximum amount of a: product 
with < _isid price (eg .1t) 00 worth of Fust Claa es stamps) 

Test Printer F1 O) 

The T est Printer icon is used to send a test page to the tti e re pert 
printer. 

[atop Lock k i F 3) 

The Tense Luck k 3 :uc is used 
o 

secure the .Fleriss n syste'mm temporarily ..y. 

vvhs"'f ttls,; t >_E z„>.a%se"sp#roT'I :t. 33 sy' Wrn 0. ,t  by the user 
entcn€ . theirpcisvcrd. 

Settlement i ` t. ) 

The Settlement icon is used to access the settlem ent screen to register 
payments made to ad trout the customer. Activating the Pinish icon 
fl . ""ER key) will also if 'ttsy the Settlement screen at the end of the 
cutormter session. 

cE 

tQ.L 

WORKBOOK 
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Section T: Quantity 

Functions Ref: P<.VFt#,4 r002 
Da 

The Horizon system ill always preset the Quantity for any transaction to 1. Therefore, when a 

customer wishes to purchase more than one of the same item. the Qu;entny ft nctker should he 

used. This function allows the user to preset a Quantity prior to selecting the >te.rn required. 

One the item has been mlected, the Quantity will return to its dcfault value ot 1. 

This e  nle demonstt nee the use the Qwnntity tcon to rcatster a sale of 10 First Class 

stamps. 

FromFront the Serve Customer menu: 

1.. Touch the Quantity icon 

'[ha Ifoter Quantity screen is displayed, 
[ha sYstem p€'ont.s You to enter the 
Quant  reiue.sted by the customer. 

In this example the customer e: his 
requested 100 :First Class stamps. 

2. It e 1.00 

Check the Quantity entered is correct. 

3, Touch the green tick icon or :Free ENTER. on tine keyboard 

Nate: 
It Is not necessary to touch the Quantity icon the same result can he achieved by typing 

the required Quantity on the keyboard. The screen display must still he checked to 

ensure the Quanfitv bus been setcorrectly before continuing. 

The Horizon system returns to the Serve Customer Menu, but s You can see, 

the Quantity icon is set at 1(X). If any fixed cost item icon is now activated,. it 

will be multiplied. by 100. 

4. Touch the 1st class Amp icon. or Pres l M 1 on the keyboard. 

t tCL WORKBOOK 
Page °-
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HORIZON SYSThM Functions 

Section : uantit . continued 

: : First Class stamp is i i`i t ..! trr .< O;ean. fic: : tt is the' .raTI 

been set it, the ti }r< f Touching t[sr. icon € r Pr rshu
ctrrresp(.)ta;.h i n\ 00 1h b i€ ; nuflt.il~`.r,. .
ite.rri by tic

to thiswxcmh, t w` I : tl' Div. . on in c ;ik tack ho _. $ 00 with 

1 «i cost of £200. 

.. 

A&!. -€E ,, iooncr on ;i.€.s3tz;. I:Gd'a the l.E.,.3noci 3ti "; n , 3, -w -)~.r'. 
> 

c iiwr tws.iastxe.; tlif'tt'iCi terns :+Iou «'z3n ,t11°Ili;:', 

Ref: PA I" IHF1 310 2 
Pate. 29/07199 

Issue: 2.0 

Note: 
The Quantity icon returned to its default value of I after the fixed price sale icon was 
activated. 

The customer has no other requirements and offers the correct amount in cash in settlement. 
Since the screen is still displaying the Serve customer nxcnu; 

5. Touch the Cash icon, or Press F 15 on the keyboard. 

Well done' 

ha have completed the sale of 100 First (lass stamps using the Quanti ' function of the 
.H.&wizori ss st m. 

Ci , ICi. 

P'<,gs In 
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Section 1. Shopping Mode e 

Ia'rsrrrroar;s. Rd PAT111431002 
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Issas. 2,0 

Occasionally. a customer may request a quantity of items fora specific amount of money 

eg they may request £dh.00 worth c,f First Class stamps. The Monica system can calculate the 
volume of items for a specified amount if the Shopping pping Mode is set on the system, 

There arc two rules enforced ed by 9hc s, stern when en hip the Shopping Mode: 

I 13 x3 
gppm 

, Mode can only he wed for fixed price items, 
I:. if the value typed is hiss than the r ost hi aI single item, the Horizon system will inform, you 

that the aMwu=.at sp : i ied i be l w the price of a single item. 

In this ei aruple the e stoma tae r cica t '. 0.tat'9 eA First Class s 10 stam p books, 's

I ror as the Serve Customer menu. 

I. Toch the Functions icon, or Press F'l6 on the keyboard. 

2. Touch the Qty Shop icon, 

The Functions men is displayed. 

Activathia the Qw Shop icon will 
Switch the system frmrca Quanhv< Jrasa 
Shopping Mme. 

or Prexv F9on the keyboard. 

The Quantity }.'carp now displays the word Shop. This indicates that the 
system is now operating in Shopping Mode. Shopping Mode will only 
operate when used with fixed price items. 

Note: 
The Horizon s'stem can also be put into haappin$ Mode irx Touching the Quantity icon. 

and then Th uc/iing 

the Shopping 

Mode line in than right --hand 'b ox. 

2o cCgrat€ 

bi.t . 

with 

th e example, you'must navigate back 

to the. Serve 

Customer 

menu. 

3. 

Touch 

the Prev 

icon, or Press ESC on the 

keyhoard. 

The Serve Customers menu is displayed.. 

t€•'t:. 

Psge It 
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HORIZON VTMM Faaaaet aas 

Section 1: Sboppng Mntk, continued 

4 Twich tht• Siam Book icon. 

5. T'mch the Stp bk 1st x 10 iron, 

Sri- Passe F4 on the y bo d . 

Rtt PATH/43ff9fi2 
aate. 29/07/99 

Issue, 2.0 

The Stamp Books menu is displayed. 

or Press Fl on the key hoard 

Because the Shopping Mode function 
has been set, activating <a f wed price 
item, the Stamp Book lr t s I0 icon, 
etoes the 4' lm o eeen to he displayed. 

p

' gbi-h,.m.I box }'6 ,,e'; tY (dlz'3'i:#aiirz" 

1 E.$# 4 the i em selected and its cost. 

The syste'TY now ̀ srsmpts you to enter 

the aEr1 )#rri: which the e.7eto. e#' hee 

P this, exe€mpk th,.: ,.ari#a=:. n# offered by the customer is £00U. When this amount is entered 
end i_ti€ ru-  cd, the system will automatically calculate how immy items eio he `i[x 12 ., # wwPh 

6. T,pe £30;. ) 

Check die amount entered re l F 4correct. 

7, Tisueh the green tick icon or Press ENTER is , the kesixoid 

WOR .: t:OK 7 
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FIOtUZON SYSTEM 'ugldinl Ref, P I F43/OO2 

Section to Shopping Mode, continue ~ . 29,107/99 
tale. 2,Q. 

The Shop Qrnnnty screen is displayed, 
The Horizon Nys!en€ has calculated that 
19 stamp boost will cost £4940. 
However, for an additional £2-00 o-, r 
and above the original <f 5t ),00 t,, n e start€ 
stamp book can be. purchased.

The customer now has two c} =:ekcs 
Accept the 19 stamp p boostENTER) i . .# or 
purchase One More 3 l'' E ). 

In this example the customer has chosen to eept 19 stamp books. 

S. much the Accept green tick icon, or Press ENTER on the keyboard 

The Horizon \ySLe _: returns to the Stamp l3ook.s wean ui-id an icy n for the sale rs ieyetre.atd i. 
the sales stack. The quantity is shown on the ccn, Q 19, w.-aka the total pace A:4 9,4ft :Noric;e° 

that the Quanav icuf at the top of the screen ha raau€nc;d to its default value of 1. This is the 
only trans .ction required by the 

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

The Settlement screens is displayed and tho c° stottaer offers £°W,00 as the i aytruent. for the dem ;_ 

Count out the change required for the cu;$cunem ftoni the coin hopper or drm e . 

10 Touch the Cash icon, or Press F ': on the keyboard 

\`cli done! 

You have comploled a Shopping Mode frausaction using the ;ttorizc a systen . 

' K )O 7 
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HORIZONSYSTEM 

Section 1 PLU (Product .gook '[gip) List 

ttef 

The PU. L  (Product took Q) facility an the Functions lit €;.a allows you to find a product by its 

PL :number and C.'. nglete a sale F . aw customer. if an <3n. in'tsure o %i. h 1., ntt:'i ll:'sea'. the 

f h T`i "on system 3: an .<:an dasphiy al I" .;d:t 3 , lis name `., Yet can then t tit`' the name of the 

~ oduct required. a.nd the system isa0l fin) the I'"sRo.?€ f•t, yak Felt a We can be made, The 

Quantity or Shopptuu Mode can i a e" prior to trait lh NN U functions, 

I;. the fol low ing example the customer has re =,nested a £ )ft FIT Phonecard. You can ,also make 
d d:, sale frotu the ]handcarts menu € gn  the H card £10 Iwon. 

Fur f die eale', the L,l.l- list function will he used, 

From m the Serve Cu tot :e ' menu 

1 _ .Teach The Functions iron.

2. Terw h the PLU list icon. 

or Press. l 6 on the keyboard, 

544

a 

The Functions menu is disphiycd. 
There: are two icons PI-1.I No (F) s$rd 
P t. list ti05 m hi h can be use. is 
locate products tutup the Product I eat. 

:f€:Inctler, , 

The P1 @ N € tnethut is used : he t the'
product unbar to known. 

The Pl.i: lnt tau :ti n ii used to search 

fur a 1 T duct by name. . 

in dad :11€p 4 LI.. . is' use 

or Press :f5 on the keyboard. 

WI. OR. BOOK 7 
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HORIZON SYS EM Ref IPTfl/$3OOZ 

Section R PLU (Product ..00 Up) LuL cnntmued I stt e: . 

WORKBOOK 
Fags 15. 
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HORIZON SYSTEM 

Section IL PLU (Product Look Upl List, continued 

Ref" ATf/43r`0 2 
De : 29/07/99 

I sues 2.f 

The letters which you have typed *BT: are ...dried a, Elie PLU List tab. The page selection has 
a Atomaticall moved Je'Y; n to the pro uco x€ coed «I;, - ;<€m is o 4s  E; F I or page `, 9 The 

t:f:8 F1,:; C Fw, hod 3u efow

y

is he first item o :'I he c`Rt f~.f.'"€' €M' ; ~.c in w,! R T I ;: 

k 
€1 •hah 

artd.w. 

~. £.~ °. ece >';.' .. 1 Phonecard you 1: .' on mm e u3;o don .I ehit Hs . 

Press the down wA on. \ ;reH key on the y'i,uard. 

The lIT hilU Phonecard is now highlighted at he top of the page. 

6_ Touch the Select green tick icon, or Press Fl on the keyboard., 

The icon for the }3T £10 Phonecard has .now been registered in the s .Ius :sL ck or, the I,uht- ran l 
side of the screen and the Horizon system has returned to the Function, mean i`his h e nld 
item. requested by the customer,. 

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

The Settlement screen is now displayed. The customer has tendered the c xact c an en€.. 

8, Touch the Cash icon, or Press 1 on the keyboard, 

The sale is complete and the Horizon system returns to the Serve Customer menu. 

Well done! 

You have s c.cessfully completed the sale o  a £10 lIT Phonecnrd using the PLC List 
function of the Huri:rntn sr`arumY ,. 

tot. WORKBOOK 7 
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tt0 t. O SYSTEM Functions 

Section 1 FLU (Product. Look Up) Number 
Dtr 

In the 1a; t ex ample you used the FLU List function to sell a Lit) PT Phonecard, Had you 
known the FLU Number for the aho ccnr , the tr:= -;aet on cou1J have hen carried out using 

the P1 1,t o function. in thee following ;.. xa ple the PIA.IT No function }stll he used. to sell a 10 

PT Phonecard, 

1. Touch the FunctLons icon, or Press i, 16 on the keyboard.. 

The Functions menu is displayed. The PLU No function will allow you to enter the product 

number. 

2. Touch the FLU No icon, or _Press I on the keyboard. 

The PLt_7 screen is displayed. The 
systeas pr'ompt's you to enter the Li i 
rro rtiI ioa the ,a 3 luc t required. 

In this exan plc. the product number for 
a £10 PT 18f ecn :cui d is t:l 9. The zero is 
not realuihed lac .he Horizon system. 

3, e59 

`heck the number entered is correct before continuing. 

4. Touch the, green tick €con, or Press ENTER on the keyboard. 

The hi 10 Phonecard i..s now displayed in the sales stack. 

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

The ettleroent screen is now displ ay ed. the customer has tendered the exact amount.,. 

6. .Jo wh the Cash icon, or Pres.s t I a on the keyheard. 

The.: s e is complete and the lb o . 'ion system return:- to the Septic: (uteeuea mkt °L 

Well 

l done! 

u 

have 

completed the 

sale of 

a 

0 

PT Phonecard, 

using the 

FLU a 

.her 

function of 

the 

Horizon system. 

9' Y\ ORKBOOK 7 



POL00090452 
POL00090452 

IIORtZON SYSTEM 

Section 1 Receipts 

Fuoettoaas f PA`t'11143/002 
:Date, 29/07f99 

For some n; n aaNns_ a receipt is mandatory ymd will he produced by the ; riron system 
3;a$t:?t ":BUJ :i. \s'aa t<?€13t i' may. however, requco a r£:, ei Ft ai d i ` ti€i:t you can. print <c receipt 

sm P:':'s. Ftmc0 nc menu (or by using, the 1 t
,.l 

.ey on the reLs?C4.cvii Tbe receipt cw3 ro! he 

i'zi8"a hared € ntdd the customer session 1.` ry inpletx d end . ; <i'dl list all the Ia:L',t,€fi recorded during 

the session. Pec lit can only Fr t n'  ,: c ed for O Ima en ,s; Omer scs on on T se vmetm 

in the fc Ho non example the Functions menu icon will be used. The customer has requested. a 
£2 

T V 
sunT and a £2 fIT stamp along with a receipt, 

From the Serve Custmner menu: 

1. Towh tglr,. 
TV 

st„tp £2 icon, ,, Preys 05 on the kz l ca d, 

I. Thuch the it 'l:' mp £2 ion, or Pres i 6 on the keyboard, 

Both 3  '. pp E  «t g £" 
R,7A?:,;~"# ,~c Vs arc i£ ~.~ ?~Lli'C.R It. the sale . `, is>.lj i~ S~tS F.23t i"~£~~ R'I 2t.i S.E aide. ~i 1. the semen. Sr;d.t, The total value 

of the one items is s l :L n in e e i i~T<. h 
i i 

e h.. c.,`et;. ,eer has no her 
ic,ju€€"menu and 

tenders the correct anmunt in cash. 

i, Thiwh the Cash icon, or Press Fl S on the .keyboard, 

The sale has now been completed. At this stage the receipt requested by the customer can now 

be pthited. 

4, Th wh the Functions icon, or Press .F16 on the keyboard 

5. Touch the Receipt icon, c r Press F2 en the .keyboard. 

A receipt is produced tq:r the euviotner un the counter t,i.irthr, i lists the 1550 E' rns zasb'~s M. 

method of :payment (cash) received from the customer. 

You can use the Receipt fc an vi m . R 'X'Pi best mire oak. if a ah:pl catc, r£:cei t is required fm - 

any reason the Reprint Receipt icon must be used. 

6. Toeeh the Reprint Receipt icon, or Press P6 on the keyboard. 

to t 
The Reprint Receipt ken is abio used to reprint APSreeeiptsg (refer to Workbook $F 

Well doel 

You . have, produced a receipts at the request of the eustomer,: a shag the Horizon ss`stein. 

_ ' tCL W R0t__: h ' 
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HORIZON SYSTEM 

section. . t Repriiit Rcept 

rctto t~ef PATH/4,3:O 
aw, 2 /07/*

iht Reprint Receipt 1'a nctini was used ia the previous ex arnple, where a ciup iea e receipt was 

required. This function is also used to reprint APS receipts. Refer to Workbook 6. 

UL  WORKB(X)K 7 
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HORIZON SYSTEM ugefion€ . R. t P €€ 2 

Section 1. D &ai t

On. nec sions, a discount may be offered cm a : .etail'. Shop product on the Horizon  s€em. If a 
discount eels to be applied to a product or customer session). refer to the prose €w e in the 

O tk 

Disco nt cm only be applied to Retail Shop products. 

NVi p t' ;; 
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HORIZON SYSTEM Functions 

Section s Temporary Lock 

Ref. PAT f4:1OO2 
Date. 2O7/9 

NeN e 2.0 

The Temporary ➢rrar Lock. function of the Itorir.on sstem provides a security mechanism for all 

suers. The a opoa.tt icon, located on the nwin Desktop ,nipnu. will log {«u out: of the Hon<torn 
.~, sta r€a completely. HHlaYw ver9 if there an any transactions displayed in the sales stack, access 

to the l.o :at.it icon is denied by a no entry symbol. The Temporary Lock iu :etion will allow 
you to to tae the llor-izon system temporarily and retain any sale items in the sales stack 
tty tically when you have ,a leave the: system brietly). To regain access to the system. you will 
be requiredto . 

tir'l e. vow b , ssword. 

Note 
Anybody with manager level access to the H riaon system can override a 1'emporaar-y 
Lock for a time-out) by deleting the username on screen, (indicaatin,g who had locked the 

system), They can then enter their awn username and password as normal. This will log 
the original user out of the system. iNYsale items that had been left in the males stack 

:11.1 nutomatieally be completed to Cash. The new user will then have to Logon€ in the 
usual rmmner. 

PIC lul`o dng caantple Jemunstrates the sale of an item, the activation of the "t."etnporaty Leek 

its€Ic: twn and the procedure tt rcuatn access to the system. The cwt ➢ttt r has tequ sto. a Lid 

ILL  dlt+.3neccard. 

From the Serve Customer menu: 

1. To rch the Other Products icon, or Press P13 on the keyboard. 

2 Touch the Phoneeardas icon, or Press F14 on the keyboard. 

. Touch the BT card .1.0 icon, or Press ;F4 on the keyboard. 

As this is a fixed cost item it is registered directly into the sal; stack. 

You are now :required to .leave the i tw oton S stern unaticn-ded ha' a shunt I .s r 3 of we hen ne 

you can complete this Customer session Yota € aaa'tt cw. .aa the system  and tc.t.i.3n fl>z. sale Its.>1 1n. 

the sales stack. 

4, Touch the Riposte Serve Customer icon, or Press l>OLIF on the l - Ooard, 

5. Touch the t°tasa ttr,ras icon, or. Press F16 on the keybeorzn'. 

6- Touch the letup in. i . ,.;n ., or . rem Fl 3 on t hee lyeyboard, 

wO Rklit )O° . 7 
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HORIZON SYSTEM 'frrat°rt€v 

Section .: Temporary Lock, continued 

Check to ensure that your username is correct. 

Rt4: f VIIA3/t'D2 
t: aate. 29:U7 

The Enter use nin sere -?n n dniphtyed. 

The username displayed =n the Hi t of 

the screen indicates who p. i loon r or..

when the' Temporary Lock !uncOon on 

activated, in this ca:c 'or it

displayed. 

To :unkck
tt
l€.rtt

3 
torn, you have to enter 

a i,. i

• ass3*o3d. but f '3€Y' ; a.i rt 

acknowledge that .q ur ir?: 

7. `ouch the green tick icon, or Press ENTER on the keyboard, 

e ko ;4 n ,F 'g..f d screen is si  } :79; C.. d. 
ttc'. t 3L rfl r5 . nw prompting you to 

enter your password. 

8. fvpe our password. 

The passe..: ri ash€nn typod ,vif ho € € lxr  sorios of Xs 

9. Touch the green ai=,:k tac ,n, or Press L..k I t:R on the keyhontd. 

on have ;::rate t _d( 
v€s 

r its 

r 

a' tt'd corn. .! . 'he system 4 ik .V, nr€l y :: our r usro. name and 
p ord and will then ret nra son to the thu Finotane menu. Tip_ customer sreeiun with all tie 

irana tinns 

t ,3 I :;:1 out prior r to <zt 

vat'nn vat' t •i:`. l on i xn'ary 1 ; re P.  _ stil dinpl tvnd? i ft . ;sale: 

stack. 

10. 

ranch 

tl@a E'aatr €i 

;on, 

or 

. tl d s4 ; .$it 

The 

customer 

has 

tendered die 

correct amount in cash, 

I 

l 

Touch 

th e Cash 

icon, 

or Presrr Fl 

on the keyboard. 

Well done! 

hu have used 

the 

Ihmporary Lock futwthrn to secure the Horizon system uring a 

session 

W(ILK 

EOOK 

7 
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RORIZON SYSTEM 

Section 1, Ttme-outd 

Functions tad&i OAt'H 431tt2 
I t( 29 r7f )9 

€sear:: 2.0 

When the, F  r on systems has been inactive f r 1 t minutes_ a tirE e-out will occur.. The time-out 

is similar to the Temporary Lock in its operation. ic to reactivate the ;system after theti€ire drar:t, 

a password has to be entered by the user who had been using the c stem prior tc,, the, time-out, 

i"wr 15 rnM to et at. activity, the Enter 

ra era €€air screen will be displayed. 

This is called a bear .:-(scat_ 

"fo reactivate the Fin riron system, you 
must enter your password. 

To reactivate the Horizonsystem: 

1. lbueh the green tick icon. or Press ENTER on the keyhoani 

Y. :; pe ;<€s€:r password. 

The password when , ped. will be dIsplayed as a series, of Xs. 

.. Tomwh 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 poor a .r he to a _. :Yut. 

Note: 
if there are a further 59 minutes of inactivity after the time'amt (total time 74 minutes), 
the Horizon system will automatically lop yo€u nut completely. The system will then return 

to the blank screen displaying the 1 Riposte logo and Pt ti l.security message. ` 't'` sale 

items that had. been left in the sales stack will automatically he completed to (ash. 

'l here is an exception to the 1.5 minute €hire-ou€ rule. 

E scepti rna 
its prior to the time-  curt, the user is operating with a once-only password (normally Used by 

Auditors and Security staff), when the password is ae-zatered, a message will appear, prorating 

the user to contact the Horizon System Help Desk. 

Note: 
Anybody with manager level access to the Horianu system can override a time out by 

deleting the username fin ser-een, (indicating who had locked the system). They can then 

enter their own usernauw and password as norniaal. This will log the original riser out of 

the system, ANY 3 sale items that had been left in the: sales stack will automatically be cone 

pleted to Caastaa The new user will the" have to l:_€agon in the usual manner.. 

) K`I \ORKBOOK 7 
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t4ORIZc N SYSTEM 

Section t Session Suspend 

RefaPATH/43/002 
Date, 29/07/99 

ssue: 2,0 

Another €tseUd tyre: 'tiC l of the Horizon 4;v- tem is Session Suspend - I his _ll4'rl" < son to c ,., r&. 

out a transactko: en the North system and then suspend it so t.hot :u other to rs. ct Ion thu a 

second on' €omt E <,`on .8,. d.. 1. oat. The original t.ransaetlori eon the ( , ho ro % ._;l € n 

,,, Trts : .s
tor'.ner's 

transactions. 

9i'i the'` loth owm$ oN:t.'mp" e tee r`n'it miens ore waiting to 1-' ' served. z. nt ofler .t r uesto €1 

First Class st ,Bps and nr MVL V 10 licence. , 

From the Serve Customer menu 

:t. e Type 10 

The Quantity has now been set to 10, 

2. :ouch the list class strap con, or Press Fl. on the keyboard. 

The customer then requests an ' tV'L yb tl licence but has not completed the ap ropriw f.nm. 
which you hand to them to complete.. 

Rather than wait for Customer A to complete the form, you can stisponu tins r<xatt.at to :?tt: e ,itat. 

Customer .El can be served. 

€t11 tho Swth loon. 

The ;Horizon system now displays the Desktop menu. Notice the icons for .[`raining and I. ogoz;.,

now have. no entry symbols superimposed on them, because a transaction has been suspended 
2 h Susp icon has changed to Swap. 

Customer .13 requires a £2 BT se'rno o°;aarq. 

4. Touch the Transactions ice:oa, s €Po;' F I on do Los k< i d. 

5, Touch the Serve Customer icon, or Press H on the Let hoard. 

6. Touch the 13T strop : 2 icon, or Press F6 on the keyboaxd, 

7. . `arch the Finish icon, or . re s ENTER on the :keyboard. 

8. Turreh the Cash icon. or Press Fg en the k.eyhe rrc.I, 

'die sterner session has (eo<' bmn ounodeted so you; can :rctura to r ,;Fr3 rei A GE, roactens, 

'O , hi S I 
rotui,.

fl to the DosLiep iirno i before. activ'atari ss ..ho S% t.' i 

r Toth the Rmoste t)s' :Ltop icon, or Press' HOME r e Lu' rzrY. 

10. low): : ti r eon. 

he Hors +:?il t>:'.i n i.'ii:io t. :  her  Customer menu.. wid ( <,:te €1•„;t AS 0<<r'olt,. utl' in a iia: 

;tlees stark. t hur .t .A t.~ ~,i`.l0 Aix.wir t tE+C'r:a3 h rc I]1at i ,. •` i .' tr ill I. i ,,al cc reedy ansi i` ( xr:>vect.it'( 

d7o31nent doohs',. Lot. 'o. _ ,u' tu ner  dun . 'ompot rho system. 

Ii. Touch the Other Products icon, or . Press' H 3 arrt the key board. 

12. Tooth the Licences icon, or Press P12 tars the keyhoard, 

WORKBOOK 7 
Page 24 



POL00090452 
POL00090452 

HORIZON SYSTEM. Fitaoin 3s 

Section 1: Session Suspend, continued 

1.1 Thuch the MVL v 10 icon, or Press RI on the keyboaid. 

The Amount screen is displayed. You can now enter the cost of the licence, 

1,;: 7~ e 15;a.00 

: ek the amount entered is correct before continuing. 

15. Touch thew€e: €i iii.k ;..en, or Press ENTER on he keyboard, 

16. Touch the Hu3sh icon€, r  F N E..R en the k 'boar . 

i 7. Touch tt.ie C .u. h i f r , . r on the

Well done! 

Yom have used the Session Suspend function of the Horizon syrstem. 

Rii: PA...r H43OU
DL

snug.

WORKBOOK . 7 
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HORIZON S STEM

Section : ;r t yri g Training Mode 

Ref Pi" T 43S 002 

a < 2914}7f 
\u: 2.O 

The Horizon system he a h £; T:: awing .ode. `l'he care he f.,d to train additional 

members of staff in the pe  flcc. or to  w. i s E <1sw. wem' !"tom' £a ',fi t.? fk dge of ii no ce e

procedures on the a`he tn oicm. wt i,3 .$ ,t i t thot vctu ttmp f4 t ; ted f  fl thcek ££ th e 

post office. 

From the Desktop menu: 

I. Touch the Traimng icon, or res F 
i, en the keyboard, 

i 

t iá
The Training Mode screen is displayed. 
The system prompts ' tt~ t .f irr~r rf <t 
you wish to enter training mode. 

a a 

t 

Q ' 

{ 
a
: 

.  H 
4kS k S :0

•`A.

s xaa atx >~•: 'r

2, Touch the Yes, green tick icon, or Pr ss: ENTER on the keyboard. 

The r r£ i s to th t  e to being t t l€ "s ~~~'- screen L13~,.~ 13 L}. ~:5, ~SY 8;3 i.{ ., Srt' E83a.7.kk. s.d,3.1:~ iif i~..ti _32.~ Desktop Aa!~1 is  _~~, ~~i E1r ~'~b ~.aax:,~gx a.. vLx. ax.£.n ,iaxL . ,

minutes, once the system hahas eery pfemd dli the recess checks and procedures the purple 

(Training Mode, . iposte logo sc ec°e wth he displayed. At this point, you can Lug m te th e

Training Mode with one of the e al €ng u ',erntatrmes and password 

Note, 
The Training Mode usernames and passwords are issued to the outlet menaa?yen 

Well donel 

`tau have entered the Training Mode on the Horizon system. 

7 
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HOI I ZO\ SYSTEM Function , 

Section l> .Exiting Training Mode 

R. ?f. ' RA ti/43 0D.2 

1i.h.

Isar e- 2.0 

When you have finished your trainini. res;tti€"e€'€- e .rs and wish to return to Live Mode: 

From the Desktop menu: 

much the Exit Train icon, I ° . 12 on the keyboard. 

r~ 1 ~  'he Production .Mode screen is 
T r }~ .r , displayed. The system prompts son to 

.1. rtairs
. coo urn that you wish to enter 

'. ,_ •'tt3in >'r a 3 
production mode- 

T 
ii i#":%fl _~ yE #

R tlF
,rr`f, 3rmg 

eS b k x xE. 

1rF14"?y e Tr arFtx 

E'.~;Fif7 ImwwE Y ~~m fi r# i£" x~ :uY"f;tt, TrW. 'kf 

2. . edd die Yes green tick. icon, or Pr si ENTER. on Pie keyboard, 

The screen message will now nidre: tc thi a the Desktop top is being reinitis l:ise€i. This takes e3 taw- 
m utes. When en the system has con'p lctcd aH the necessary r, iteo a and procedures, the green 

Riposte logo screen will be displayed, At this point, t, c u can i cgon using y qt r usual usernarne 
and password. 

Well done' 

' Ou have esit:ed the Training Mode on the Horiiou sy°stenne 
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Section 2. Reversals 

Ref . MT}J/431002 
)ate: 29107199 

Issas: 20 

A Reversal is a transaction which i4, r hrmed when it is necessary to to, Correct a mistake or: to 
p osade a refund to the customer, A Resered does not result in existing ir~ansarnon inioraraation 
heirr .~ amended or deleted From the s\ stem. it dies, however, create new intorrmai=_era which 
compensates and corrects the original transaction. . 

There are four types of Reversals: 

I . New .Reversals 

A ness 'kev rsal is needed when there is no nee.d to assns sate the transactionwith an 
CSisti< f transact ion be €r"'a'ns of a rltt€ial er a reference. 

2. Existing Reversals. 

This type of Reversal is used to provide a reversal or refund for a t.raa sac rims for which 
there may be a receipt. 'The tra, sacti€ara number er wld be entered to initiate the 
reversaL An Existing Re .c sa. doe; not always bese to hale as .r 'cmpt as you Can use 
the Transaction . Log # find the t€a n a t1i?rr. reference  number, ireler to Workbook 9t o Ida 

3. AP Reversal

Tb:s type of Reversal : Is used when the ot inaal neaseetian },a s Ic a w Al S cu si  of 

bar--coded bib transaction, ftc IsP transaction number € ,, rel be entered to initiate the 
Reversut, 

4. Transfer Reversal 
This type of Reversal €s used when the original sracsaeuou was a transfer belw;:en Lvpo, 
Stock Unit, within the rat t wee, This can only be carried out apex the tract :er" out has 
been completed d foes your Stock L.It °.t but Yore the transfer its. takes place $at the 
receIvIng StockUnit, 

€ate.. 
ou cannot reverse a reversed transaction. 

A number of system axles must be adhered to before a Reversal can be completed: 

L A transaction can only be reversed if the product involved is identified  by PUCI.; as 
being reversible. 

2a Transactions can be reversed only if they were transacted in the current  post office 
Cash Account Feriud, 

, A transaction most be reversed within the Stock Unit in which :it was originally 
carried out. 

4. A transaction that has already been dispatched to the client cannot be reversed 
(ie after the client cut'ofl , 

S. When reversing linked transactions, the primary transaction must be reversed rather 
than the associated transaction, 

WORKBOOk 7 
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HORIZON SYSTh Refs P TH '$3't'€.t`'z 

Section 2; Reversals 

1n the foikwiuv eNainp1e You have already carried o2 . . a National Savings wt a awal for 15 
i 3 1110 CUSIOma7cr. i"Ha w€ vets, when the transaction 4"" as registered on the Horizon Horivor it 

was carried o€'.t and ftf:rtr~tple ° _ i ' ,! NS deposit_ Yisit i.;Ls' rov7w re::ah td th<ai the !'r<msactlOn 

was completed t t`. <! ned Thm alt at the _. 'a: and <4 r am ; trwl'; aclJoni 

ratriud out for the, NS b4 . :1"t «w: fl ? €€' h' <.a t"i "t' E i its i. .` ew Reversal. 

I = the Desktop € enu 

I a,;aea the Transactions iccM, or Press < l. o 'v

taa8aen ii, 4 '3E:5a:b f fil 

.. Touch the .New Reversal icon. 

r .Pre ss I'- wi :lea Las hoard. 

TheReversals r men is displayed. 
7[k hf .ri tan 7t 4 _ , R ers.ds ;:t. 

ad'' ha arr 

In 11 tr \O ': s ifl an 
a~ a 
~

pp

'#E s<~t ~'~ 'lr{{({'.;y~ippt ltd h PA~s , li

i

!`

0

`~

yi!t ai''t 1

~yyY

+

e~..J

1

::

.

TT

i

yy~ xn 

wt +< '~' t1 e i' no 

t ] j 
requ:t.rernent t ~~.`12f ,(~,t..: th e tY,..e t e \el. 

x.'8
3.1. 

tIm on tnth Ei :oe.tmt . 

The 5J Reversal menu is displayed.. 
ck:°tt lit. > 'ti"€i9 you can sek".i: € tw item 

a to, the menu from n 1 m, € h y

PBt~i: li '.''; =triginaally sold ,,o .::tat tim 

Ciz tts,t_tii.i can be reversed. 

In ., s :x etn le the Reversal is for a 
Naga na 1 h in  datx,sS ui £54i. 

it:.L WORNUUi . 
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HORIZON SYSTEM ' rcc ~ err s 

Section 2: New Reversals, continued 

pAi'3l4.3€OLL2 
;ink": 2/O7.r3 

rss ee' 2. 

4. Touch the Other Products icon, or Press F16 on the keyboard. 

5. Touch the ational Savings icon, or Press F2 on the kc_yb oard. 

The National Savings menu is displayed. 

t . Thuch the Ord a/c Dep icon, or Press Fl on the keyboard, 

The Amount screen is displayed. The system prompts you to enter thee amount of the deposit to 
ho rcver•sed. 

7. _t; ac 1:50.00 

:'heck the amoOnt entered is correct before continuing, 

S. Touch the green tide icon. or Press ENTER on the .keyboard. 

9. ;i$tr c r the Finish icon, or Press ENTER ;. on the keyboard. 

The Settlement screen is displayed. As this is a Revers the transaction must he. co pletted to 
the original method. of payment: ill this example, cash. 

10, Touch the Cash icon, or PneNsF on the keyboard. 

This completes the Reversal of the NS deposit. The system prints a R ;versal receipt li r °~ottr 
records and returns to the Desktop menu. 

Note: 
1'he original transaction has now been reversed, so the correct transaction must now be 
completed for the customer, in this example, a Natiunal Savings withdrawal for £.5O, 

Well done! 

'rou have completed a New Resersal using the Horizon system. 

W O R.K Cat t t: t 7 
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HORIZON  SYSTEM EM `unct ons 

Section 2 xisti€:sag :Reversals 

Rya`§ PATfHAN00t 
Daataa> 29Iti7.'£YY~ 

In the following e'aampl.e a customer has paId £2890 against a F
.., hUU. However, the 

transaction carries out on the tz =€a : , ;t €3 ac completed ha a pa merit of £28900 he 
mistake. In this example a receipt h ac been pr ducet imrnediat&e` <ter the eren aenort as 

completed. The receipt we I i:emhf . ftm transaction reference eu€ame . frn em itT € , paym ent 
(if :it was the first trlwF ;,,IctiQm can an) out fur the emneumc r). The iransa, 11.of retereuy e number

cm <:t , C  tamret from :Am the FIT hills co. miter z1 x e r'e inrt or the l , an sa hon Log ( re f's to 

r L:-took 10), This s tr usactson can only be reversed as an :Exist ; eVCr5 ., 

The Reversal MUST take place within the same Stock Unit where the original transaction 
was carried out. 

From € e Desktop menu: 

1. JIic.h the Transactions icon, or Preis° Ft on the t.: )o ad 

2. Tooch the Reversals icon,. 

. Tweh the Existing icon, 

or Press P5 ott the fee hoard, 

The Revmsmis menu is dplaved. 
There are (cu ty, :yes of ReversaLs that 
can he earner out. 

in this example YOU will entry ut art 
Existing Resei ,al to correct a mistake 
made earlier. Ibis is achieved bi 
associating the Reversal with the 
original transaction using a tr a eat gi rt 
reference number obtained frmn a 
reeeiph report or the Transaction Log. 

Or Press Fl on the keyboard. oarcf.. 
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HORIZON SYS F. M F etlwn 

Section 2: Existing Reversals, continued 

4. Type 0.l. -56281 

ttcr i`t`tt:-fi -tt2 

The 'I'rat < c€nern Reference screen is 
displayed The system prompts you to 
enter the tr action reference number. 

The nurnbe.r is obtained from the re eipt 
(below the date and tiara) and is in the 
format 01-2345o. 

n this example the transaction 
reference numb is 01-5621. 

Cheek the reference number entered is correct before continuing. 

5, Touch the green tick icon, or Press ENTER on the keyboard 

The Horizon system will now search (W the original transaction. Once it finds the urt inal. it 
creates another transaction in the stack de the value of f2S9.O0) to offset. the on ,rrai [IT hil 
payment. If the original transaction cannot he found. the Horizon system will 
display a mesnge to that effect, in which case vr,u should refer to the Horizon Svci in Uver 

'rude. 

0, T ouch the Fin.i:sh icon, or Press ENTER on the keyboard. 

The Settlement cce n is displayyed. As this is a Reversal the transaction mast be cernl-4 l :°ted to 
the i Yri teal method of  l y ere in thk example cash. 

Note. 
If the original transaction was completed with a cheque, the :Reversal must ulse be 
completed to Cherie (: 2» 

1. Touch the Cash icon, or .Press Fl on the keyboard. 
T,e aster prints a Reversal receipt for sow' reccrds and reteras to the Desktop menu. 

o'te 
The original transaction has now been r°eversed. In this example the original transaction 
needs to be carried outs ie a BT bill payment for M.". The customer s account number 
can be obtained from the receipt or the counter daily reports (refer to Workbook10). 

Well done! 

Inn have completed an. Existing Rk.xisting Reversal using the Horizon system. 
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HORIZON SYSTEM 

Section 2: AP Reveials 

F Lcoons Ret: P'AT'1l /43/O4t2 
i a e: 29MW49 

legs. 2e 

t } .c> nally, a Saynwrit made nme. an > Pa c~:. c. or barcnded bill, may need to be reversed. 

A 1i ei  e;n €JuM un  ~ be dlerad to  13a.,fo.m an .<P Reversal can be completed: 

. 
„z.,. 

he customer Mi 3ST prod ce the artiared rreaint. 
2. 'l` he rever;n d must he :armed out wthm The same Stock Unit where the original transactor 

was carried out.. 

. The h e ever ,Taal c :annot r.aa .e place if theAPS transactions have been dispatched to the client 
at the cut off.. 

4. Not all APS uananony can he revet ed 

Refer to Workbook tt ha tIm ;AP Revr_.r,4, pirmadure. 

<c KI WORKBOOK 7 
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HORIZON SYSTEM Fanct7ons ;E 4 t" r H/4 O 2 

Section :fix.Remittances in t Da g .'tt7 
2.0 

Remittances are movements of stock and cash between outlets and distribution centr;s. Stack 
and cash r oasttances c ;ur 

Wien an u€ tl€°.t urn.{ers or r °s e. the stock or cash r'n€utine'.v. 
her an outlet returns stuck or cash. 

Note. 
The manager € r nominated deputy t t make a written request to the supplying agency 
for the Rents required. 

Before reconciling the remittance on the Horizon system you must check .:.,r :a l aiE;wIA d, G the 
stock relating to the remittance. 

Note: 
All current POCL regulations regarding reconeiliatIws at the counter still apply. 

Note: 
,After the remittance has been phvsicall ° checked, the stock can he sold through the 
Horizon system. But the input of the remittance into the Horizon system must take place 
before, the Stock Unit is balanced. 

In the following example the stock listed below has at-rived from Supply Division. 

This stock has been physically y checked and 
Quantity Volume Description everythin y 1 t correct. You now have to 

reconctic the remittance into the post uffieu, 
100 £10 BT Phonecards using Zia Ela'orizon System. 
50 2 Postal €: F alers 
100 4 P tal { $ d.ers 
600 5 MVL Saving Stamps 
5010 £2.60 Stamp Books 1st. A 10 
200 39p Stamps 
200 £2 Stamps 
2000 19p 2nd Class Stamps 
2000 26p 1st Class Stamps 

Note: 
Remember a remittance will affect stock levels 

 within the post office and subsequently the 
ba:lanc.in process. .11 your post office has more 

than 

one 

Stock 

l..

. 

it:p 

grace 

the 

remittance 

has been 

registered 

on the 

system, 

if th e 

stock 

is to 

be dishibuted 

let 

overt 

the 

Stuck. 

Units 

a transfer of stuck must take place 

WORKBOOK
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Section 2: Remittances In, e tinued 

From the Desktop menu, 

Touch the Transactions icon, or Press Ft on the keyboard. 

The Transactions menu is displayed There is an icon for .cniivan cc ;_ 

2, ouch the Remittances icon, 

1 

x 

3. ,9r" ' r t.h [3. Supply Dn icon. 

4. Trpe ill) 

Check the Quantity as correct before continuing. 

5. inw* the Phonecards icon, 

or Press P on the keyboard,. 

.efr : 4IH 43Ft}O2 
Date: 9/7/9 

f sue. let 

The Remittances menu is disc laa e€ . 
There are various icons available .hat 
allow you to elect the type of 
Rer ttance b dnn carried out. 

in the following esaaar€t l€: the 
Remittance has been received fn,u the 
Supply Division 

or Press FL on the keyboard. 

The Rem In Snp1 Div menu is 
&, 91 } r`ed. Yco must ensure that mm 
have,, , selected the,  correct type of 

Res no ttanrce. it you €ray ° selected the 
wrona € ;l e of Remittance, Touch the 
Rip sE E)esi,to lr icon, or Press HOME 
on he 3-:.c° 4 card. 

In this cr..ampiethe. as=meet tyc of
remittance has been selected. The first 
item received (100 s £10 fIT 
R, .EES.pj)£, car'y„s) cOO. now be entered into 

nt.

,. 

or Press I on the km l: on d. 

WORKBOOK 7 
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HORIZON SYSTEM Functions 

Section 2R Remittances tn, continued 

kef,, IA'I'Itf-t :tKt2 

I ,ats~; 2. rO rIOao 

is is° 2.0 

The Phonecards rnena 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 or tth
rem =fiance. 

6 Touch the BT card £10 icon, '' or Prase P4 on tht k ,yh€uuci., 

The PT 00 PC iron is now displayed in the stack. The next item..  the rer is ire w are 
€0 .s £2.0) Postal Others. You cannot register this item from the current m€enu., themt re you 

lli o . Postaf orders menu. 

7 Touch the Prey icon, or Pre. x ESC on the keyboard. 

The system returns to the Rem in Supp Div menu There is an icon for Postal Orders., 

S. Touch the Postal Orders icon, or Free F5 on the keyboard. 

The Postal Orders menu is displayed. Pwf :ate you can register the .t;2 00 Postal Order',, you 
must set the quartet,, recelued.. 

9 Tte 50 

:"heck the Quantity is correct before Lcmnnwn.g, 

10. 7 nch the PO £2. icon, or Press' P3 on the keyboard. 

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 to the item. 

The nett items are the . :4 Postal Orders. Since the loyal O,dm s; =menu ;s, sdil displayed, these 
itemscan now bee added once the Quantity is set.. 

II. 1,rpelOO 

Check the Quantity is correct before eantinum , 

12. Touch the PO f4 icon. or Press P5 on the keyboard. 

The PO £4 icon appears in the ,ttack. The next items are the 600 x £5,00 ° V .a saving stamps, 
These are not available from. the Postal Orders menu, so you will have to move to the Etta;tr 
Stamps menu to register the items. 

13. ` uch the Prey icon, or Press ESC o-e the keyboard. 

The system returns to the Rena In Supp Div menu. There is an icon for Saving Stamps. 

1 l.. Thuch the Saving Stamps icon, or Press P4 on the keyboard. 

the Saving Stamps menu is d€pltyd. There is an icon for MVL stamps, valued at £5. 

15 Tte 600 

`heck the, Quantity k c }ttec.tt before continuing. 

16. Tonwh the \ lVl cn.ap icon. or Press : 3 an the keyboard, 

•OO tCL WORKBOOK 7 
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HORIZON SY TF.', ti' at:~ 8 ate 

Section 2t : emittances hi, e titaaaed 

ReP P?1 ..̀ I4AN0t 2 

Next on the R ttance In are 50 x First. (..!ass Staa.aatp Books, These can be acceessed on the 
y•t0i ProucLs im"nu, 

1 7. Th wh the Prey icon. or Press ESC on the keyboard. 

lb. Touch the Mail Products eon, or Press FItl on the keyboard. 

The Mail Ptoduet aa.i €: Sf. U>. P 3 ,. 3i3E iis bite and d-wre o iu iom fi r Stamp Books. 

19. : ouch tie Stamp B, ot,,s icoo. or Press F2 on th- a < ard, 

C'h. S fflmp .I a t : -- coo ia di.<~r,a ed. You can now set Be 3 .a -.3t s' .?€€ ? then'elect the 1st x .{ 

sFutt.;? books, 

2.0. 1', e 500 

Check the Quarat t ,- is correct beibre continuing. 

21. Thuch t_ tie Mtp hk1st x 10 icon, or Press F.I. on the keyboard. 

The I00 s, 303 0aa€mps can 1a&as ' t rcerr&tcd l 'om the D tinitive Stamp. menu 

22, .T<nn i w- t O ;s- r t v'We, Or Press ESC € u the keyboard tweet. 

23. Touch toe. Definitive Strops icon, or Press Fl $ on the keyboard. 

24. Type 1$ 0 

Check the Quantity is correct before t ontin inr. 

25. : nwFt the 9n .., ip le on, or Press Fl I on the keyboard. 

The 100 r tth stampscan a o ' teat € e4,-orded from the High Value Stamps menu. 

26. ?' uch the Prey eon, or Press BSC on the keyboard. 

27. :Touch the High WI Stmps icon, or Press F8 on the,, keyboard. 

28, Type 200 

h ck the Quantity t, correct t .d?i-c', ttmitir'€t.air-'€w,. 

2~9. mch the ::: Amp c u. ,a' Pr ass '2' on the :'a 

'rho o t$na.3.8 t o aa.W=a2:i;.~ on he la.akiat~.c.tF3 e WC,  2000 h t .'.~d £. : ant.t 200t) a dud i.t,ai,'> <t;<a13% :9\. 

30„ ?Touch the Prey  icon. or Press ESC on the keyboard. 

3:0 Trp.r 2000 

Check h t aud artitw F correct before continuing. 

32, 'The' € r' .°ard rI te. alp; eon, or Press Fl .I. on the keyboard. 

33. ?)xe 2000 

Cheek the Quantity is correct before continuing„ 

34. Touch the l st class stmp icon, or Pres.s : t2. on the keyboard, 

WORKBOOK 7 
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HORIZON SYSTEM 

Section 2Remittances In: Remfttances In, continued 

Functions Ref: PATHI43`' 02 

De: 29/O^. 9Q 
Issue. lei 

All the items included in the Remittance 
In have now been registered on the 

Horizon system. However, only t ree 
items can be seen in the. stack., 

recorded

if

l

'~o~u wish to

p

 check

+  

that von have 

reco d "d all the 3tcm`.7 R.eciv~ed 

correctly. tly, '~ ou can activate the Open 

icon to view all the items entered on the 
-tc tiro s: Ot tO 

35. Taudt the Open icon. or Press END on the keyboard. 

't rM 

This Rem In Supp Div menu disappears 
as the. fu  contents of the stack are 
shcm, n on screen You con now check 
that all the items received in the 
remittance have been t red 

If you spot a rni:;t tke, von can otto the 
Bin function to raise the £rye; gr c 
item from rho `tack and: re enter- the 

carat €tern. 

To 
return to the Rem In hemp Div 

mcmlu, 500 ry .€ vt ac . tvate the Close Won. 

36. Touch the Close icon. or Press ENT) on the keyboard. 

Once you are happy that all items rcc ved itt the Remittance In have been entered correctly: 

37, Tel  h - I`i':' 1 rcI n`.R. ;i fi'ty i lybotr_i. 

?~ R't_. WOk KBOOK7 
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Section 2e l tanitfana.r as In, a• nfinued' 

F elt am .Post Office FAD: 1234'5 X 
11: .O 15106/99 t.. F5106/ ~ :1. F 

P -,01y 

SF_ . A A 
p 

Ty 
II x p 

S. lo a.in n c le Slip ,'2.;F O Division) 

REF 0I 14463

PRODUCT Name VOLUME v . 1.I..:UF. 

3T ;thone card £10 .0 0 000 
5,2. yl.i' C . .~.. () 

}'10 

PO 
tC.f,'' 

2 -~~0 
y 

«, ,,. ,50 

lit; 1we" £4 100 0000

SlY L omp t. l f:p 

Steep Fak 1st x 10 501.1 1515100 

Postage stmp 200 0000 
Postage strop 01) 20100 
2nd class stamp 2000 381500
I :'at class stems 20000 520) 

SESSION TOTAL 2450 

i y i F `~`ri r :g€ataaed in by rn:a 

!}2]+L#' c..........., ....................,,....,,....,,....,,....,. i E 
4

Time r 1C 

Rd: PATHi4IIO2 
Data", 2 07A)A~ 

an10 

The Re kta e In li s new } yes n 
registered wftl= the. "o, nwn veer;, Ihe 

;a ma5caPv adjasied <IC:,'; Cl 3,".£. < The 

~<yste. mm returns to the ,.=ms In Snpp 1)0 

menu and the counter ainter 
automatically produces a Remittance In 
Slip. 

The slip itemises each product Ivy annie 
quantity and. value. The total value o 

the Remittance r0;, +a at the hoaann of 

the slip.. 

[In; s ansI he s i t;ft, ihv I ' note 

its he pp tspa ate place and 
riarceanaped 1 .1:, O p a 'c@ sl ned until 
Ow cad at 11w I nie :. hen it 

€.;u; ha usert. ao check a aiast 
.syste m-~deat ed account figures, 

38. Trnwh ow 1. :a3 .. Desktop err >a, or Press FlUME on the keOeosard. 

Well done! 

You have completed  a Remittance lit from the Supply Division uthig the Horizon  syst ° t.. 

£-: IC"L 'tMIL8(1OK 7 
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HORIZON SBORIZON SYSTEM Funct ins cf. AT /4:Mt`ta 2 

Section 2:Remittances Out Dat z 2 /07,1 '9 
t% ne; 2O. 

l he l ernm an € Out procedure is very similar to the procedure for a Remittance l a. .
Remittance Out will "•dst <a€€torn aticall prixioce ar ..rmrtt<tnce Out dip which must be signed, 
datest t ped and retained 

In the exampr below the rhoucs reel 1 ed dud ', the 4L have been reconciled with the 

Counter Daily Chr_.que l..rsti report.  (refer to Workbook uP for the procedure to produce daily 
reports), and are about to be disp h.l ;e d 

.Note°. 
On the Horizon system the cheques must be remitted or t of the office on the Horizon 
system. All current POCL L regulations regarding the dispatch of cheques still appiy 

From the . Desktop menu: 

1. Touch the Transactions icon, or Press F'! on the keyboard. 

2. Touch the Remittances icon, or P ress P3 on the keyboard. 

a r : 

RA w ""PW I5?'Itlte:' 

3, Touch the Out Dataa. Odriieon, 

The Remittances menu is displayed• 
"hece are y anour options a,t a iahle .for 

rein-J rrng stock out of €:hat post office. 

In this example theeheque will be 
remitted out to the Data Proce,yoing 

Centre. 

or Press FS on the keyboard. 

t> .ICL WORK llOO ' 7 
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HORIZON SYSTEM F ~ €t res 

Section 2 Remittances Out, r t .n e: 

4. Totwh the Cheque icon. 

Re(: CA $ Hst3 €4'. 

The Rem Out Dr<t € (T ro menu is 
gg~5 1 4t .3.., 

p 

3:i.' E~. Si t [b S~:~.1 th at t ca

}

n t.%. .̀.

~$th it f f e post S ft : to the 
Data Processing Centre are cheques. 

In 0hi rmmpc 4 h qw, tcst aiftr $ 

(.~CE€ w v D:ulI 
~~ 

(.~heew,  v ,:t t t~ 

a ni Z: fi n aov 1 v' remitted ou 1, 
(;F_ 

i.

or Press F2 on the keyboard. bard. 

The Amount  screen is display=ed., The system prompts you to enter the amount of cheques to be 
remitted out of the office. 

.5, `pp e x 2466.25 

Check the amount is correct before c:. mbrwinc. 

Me cheques mw eg,  ?car  x E ;w :tom tin. ::, t iy ft.c_nf.   - fi:r tint

{: ces .'in : k, t ire . 

, Y. mde the r• €r i di icon. or Preas Eft"i 3.If on the key henirUL 

; .; AA O HO O 7 
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HORIZON SYSTEM Functions 

Section 2: Remittances Out, continued 

, 'eltttur i'r st t:f~f e FADE-
- 

F2:145FX, 
7.43 l 5/06/ 4 CAP:  f 1BP-0l SU. AA 

Remitt:m O €t S!ip t;.O t;_3 cntre) 

ODU .'"[ Name 

SESSION DO TAL 

VOLUME VALUE 
1 246625 

2466.25 

Remittance out: 
Cash and stock in this summary' 
Have been re€m aed wt h rm3~ 

signature 

t ireae .,,...,<<..« .. ................... ......., : 1:'tF t 

1-44 5T'H/4M002 
t te: 29107/99 

t ies .0 

The Remittance Out has now been 
reghstcreai with the H m. ` 1 

stock i s el of the cheques hold has now 
been reduced by the total on the 
Remittance. 

The system screen returns te tt c t; 
Out Data Central menu and the counter 
printer autogndti=:tath l,t€saft€ces a 
f a€. K t as ca. Out SUp. 'f"he shla itemises 
the crque:w r zt ftt J out of the post 
€ ff ice. 

The slip must be signed, the time, noted. 
tt :hc. a p;Am opriate place and 
dat cauped. The slip is .ewf d until 
the en•i ut the accountint vcek, when it 

can be used to check against 
s  m €aterive.f account figures. 

S. "r uah the Riposte Desktop icon, or , r°nss HOME on the kcyhoard, 

I Well done! 

You have completed a Remittance Out of the post office using the Horizon system, 

t AI WORKBOOK 7 
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ORI ON SYSTEM 

Section b Transfers Out 

`un kovs 

Orr 

Transfers r: present the ni vere:nt of cash and stock items b twr ni Stock I`iilts within the 

office. A Transfrn sssicn will i ae i3 ety and aluc o e ash an s' oek It', ns, as well 

as the id ath of the nusk its 2ra tai + [ )"c' it °r. 

II' a Transfer of cash and stock is ma.. e .a atihm the po;4t lit then ROTH the suet i r and 

rr ; eiv'er MtiST use the Transfer Out and Tr an her In ions of the 1`fori<?` n stn 

respectivthv The a yst:em will automatical# I rthtxc a report . : x. 1 art he Transfer, one . nag. a. 

for the TransTransfer 0: t, one for thee Transfer .In. The a ss ,,r K (-4 the ` t d; : l tit ` . E nee acd then sign 
each others "d"pi":  i"arr1çfL. aiid.:`> tak£.'tI tad.; f.'. , Vd~+t I. ."`(ath ha.i i"° been 

completed Corr€":ct.ly, the physical ladandg:we r of cash and saek atb. €.a:; on t,T:.

the horizon system xt will unIv floss a Sto6,,.. Unit to be l ht need ,.iae €34> It pAz t;s ot, the 'Pr  ,,¢ €" 
has,: been completed on the c item. 

You are attached to Stock t 'nit ;fIB and you are going to transfer out thr following stock and 
cash items to Stock t nit: A k. 

£5000 Cash 
100 x £5 Postal Orders.
30 s £5 fIT Phrrnecaar-ds. 
1000 x st Class stamps. 

Ike T anst` t procedure will inn t 0 ow the Uetktop menu: 

I. Touch the Transactions icons or Press F1 vu the keyboard. 

The Transactions menu is displayed, There is an icon for Transfers, 

Touch the Transfers icon. or .Press, . 2 on the keyboard. 

. wus 

The "I r ,n>te.r;, menu is displayed., There 
are only two cho=,i.es available, Transfer 
In and 1 ra' st r t..,itit. 

For the first part of this example you 
are attached to Stock Unit BB and are
going to transfer out stock and cash to 
Stock Itnit AA 

it tots:. WORKBOOK As 
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HORIZON SYSTEM F unct ons 

Section 2: Transfers Out, continued 

3. Tnwh the Transfer Out icon, or Frees F2 on the keyboard.. 

Red 'r TW431(02 
hater 291071" 

tissue; 2.0 

The Select Transfer Out Stock Uttit 
picklist is displayed. From this list you. 
can select the Stock Unit to which you 
are going to transfer the stock. 

In this example there is only one other 
Stock Urnt in the office, Stock Unit AA. 

Stock. Unit AA is highlighted :in yellow (as it is the only Stock Unit on the picklist). 

4. Touch the Select green tick icon, or Press Fl on the keyboard. 

. , Touch the Cash icon,, 

The Transfer Out to IsA menu is 
dlisplay°ed. This. menu has a. simi'nr 
took to the Serve Customer menu. It is 
irnporto nt to ensurethat the Stock Unit 
selected to jeceive. the stock. and cash is 
correct h fa •se p1,.oe a ediug further. 

s 
1~1-~: tr,ti-1 hem to°s' transiec out io 

Stock _k Unit IsA is an amount of cash. . 

or Presr 1 .8 € n the ke Y J'c3i$ .d. 

The A.m mount sores,:. is displayed. The system prompts you 1o) enter the amount he 1 1 ,}- to be 

transferred omit ;4 sack Lni€. A.,A. In this example, ttfkt sb , fl be transferred, 

6. Type £5000.00 

Check the amount is correct before continuing. 

7. Tmich the green tick icon, or Press ENTER on the keyboard, 

0 ICL WORKBOOK > 
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HORIZON SYSTEM Fu ctku 

Section 2: Transfers Out, continued 

Ref: PATH/43/U42 
Date 2910!99 

tssne: 2,tt 

ii t r .3 3t •m hi the ans . .e t OO x £5 postal orders. I here rs an icon for Postal Orders 
t=.ai l en he T unthr 0€.a io AA menu. 

5. a3 'h tOe HO4a1. t lrt le r €Ee4: r1, 4 'F.h!4i I  ? Pre : s FS on the keyboard. 

The Postal Ord r'; menu is ci ph wed. Before the correct value Postal Order icon is activated, 

the Quantity= must beset  to IOU. 

11, Type I 

Check  the Quantity is correct be ire continuing. 

}   s the P0 C5 icon, or  s I =s Ou to 1 c, r:; 

1' Ii h'r t1 the P4?sld Orders °,s ti _ wr ,1s t1 re the cash  hr tick. ' ft .' that the fees 

hu.r ken C ( iii `t€ "i 9t`ri:im,1. ii with the Fe el Orders. 

The next i; Il< ; €4 the uenstth a.cc: .st' s .1.5 H`.1 .i:hsa,na. ,"'::tds. 

11. Thuch the Prey icon, or Press ESC on the 1 y ho-i.rU 

The system returns to the Transfer Out to AA menu. 

12. Thnch the Phonecard; icon, I. z hEi J ur,Press P7 on the keyboard. 

1-a..... r?t a d ,. the activatinga ~¢~ ; €s .~aF+, eas+.x:~ Es:tt~iaas a~i r~l;Q"~li~yl:~, i~a elfll~, a ,~ K~LI~3r4~ t~ rr~~~1s tCB ~ sit 1 f~c3re 

£5 Hl.' Phonec rdds uion. 

13. T 3 

Check the Quantity is correct before continuing. 

14. Thueb the BT card £5 ic otr, or ,Press P3 on the keyboard. 

The fi nal item in the transfer are 1000 x  I st class stars. 

15. Touch the Prey icon, or Press .ESC on the keyboard. 

16 Ttpe 1000 

Cheek the Quantity is correct before continuing. 

1.7. Toy ch the 1s€ Class strap icon, or Press F 12 en the ke .horir'd. 

WORK EU 111 7 
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HORIZON SYSTEM umfi 

Section - Transfers Out, continued 

Ret . VA" :I I43aB Z 

.fate: 29/07x99 
Thauv: 2.0 

AJ.1 the items involved it) he ` .'r'ansfer Out to Stock Unit AA have now resister d on the system. 

If there were any other items to be transferred, you would continue the procedure in the same 
manner. 

18. Touch the Finish:icon, or Press ENTER on the keyboard. 

1=e th Im Post ffice 123456X The .' Wti.. r; t lv A
r 

system 
g g y 

g

? M2 . ~~ 1 15106'19 t CAP: 11.. .BP:01 S 3. .0,)E.7 
3

i"iift 
Outr , .r`l {. l'r'z1r t _- O Shp Son can see. 

Transfer Out Slip the time, date, Cash Ac cu tut Per od 
CAP),  1 ala>n e Pe R8. € and the Stock 

SFSSl RI'F: 2:34+6-1-327l6 Unit c 1. w the header th . lip_ 
Suwee St'' . B Dest SU> AA 

The Transfer Out slip is also given a 
(-.,Ut)U .. . ~ am , VOLUME 

V,,er'AL~P:t"~:jr'Sy 
5....YiOf and there is 

3

: 

Clash 1 5000..049 

treferencems~€eember,
:3i1€.b'I.iaw#w~a& '. on th e Source Sit. . .0..l1%, and 

Et..r ; 100 500.00 the Dest SU- AA. 
Pt.) tde £5 100 t 00 
131 phone car) £ 30 150.00 All the products and totals are then lrst£ed, 
1st class srirap 1000 260.0 inclu=ding any Postal Order tees ssttteh. are 

.._-.__.__..,.».,..,..............,., s'Iowrt as separate ;iems in t: e Transfer 
SESSION TOTAL 5975.00 

The user receiving the stock (Stock Unit 
reLL. AA r must sign and enter the Lime of she 

kin ttsis sai.innary transfer S ri the it l he Transfer Out t . Is. 
trassferr i to air k oad....woow.o.aw..y can then he atestaii.mped. 

._, S'I?:9. at er  ............ .. «. . ,.."........ 
"'~ y vim+ . } 3 g g''~. y„~+ g~ gig 

ON~1 E C NI 3 £ 3. 3.:&.n' PRO E.RLS, t 

e,, Time................................................. _____ Transfer Out shlp must be retained by the 
user of the Source SB:138, 

END OF EPORT 

You have now comokted half of the procedure for an internal transfer of stock and/or cash 
items. 

Note: 
FOR EVERY TRANSFER 01 I, tHERE MIJS'I BE A CORRESPONDING t` A' SH;t4 
.N . 

So far in this example you have transferred items out from your Stock 1h it, 813, into Stock 
C Ynit AA. The user of Stock Unit AA must now reconcile the Transfer with their Stock Unit. if 
both parts of the transfer are not completed, the system will not allow either of the Stock Units 
to be balanced.. 

WORKBOOK 7 
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`u ctio s 

as li t , 'le Transfers In 

ReC PATH/4M2 

t M.tr: 59 07 99 
S.t 

U complete the Transfer In on the Horizon sy=stew s, the user of Stock Unit AA must complete 

the Transfer In. 

From the Desktop menu: 

.° Touch the r ras a ta€ ,E en er 1 _  Fl on the. en oars . 

2. Touch the Transfers icon or Pren FiL t the kcyboavd. 

The Transfers menu is displayed. To c:,ov pktc the tra .sfe: on. the Horizon system, the user of 

S,eck Unit AA will complete the Transfer In from Stock. LT;nit 1313. 

t. Ibuth the To Ubr lo icon. or Press x;22 n the ky, t,oard. 

The Select SU Transfer Session picklist 
is displayed. From this list you <o 
select the transfer that has t,a e:rr place 
into VOW' Stuck t'nit. The d °t ally cm 
sa €ecu aat 3 e.e you to math up the detaalik 
of the tran.frr from Stock Unit Big is 
Source L Stuck Unit RH, session 
reference number 7.716 and total 
value <e t{.# A" cash

In $t3€ l: only one transfer into 
Stock Unit AA has yet to be completed. 

x s there .I::? Clam' I. ouLa ,L uaLudg tl s3.1 aUe to be u,,3ai .b- ed tt 1 ttf. dFAtwr.s a's :ai in

4. .Tomb the Select 

green tick 

icon, 

or .P'es Fl on 

the 

keyboard. 

The Transfer 1: Sau  otion screen 
displayed. 

Details 

of the a 

tgmaai 

transfer appear on screen. 

le ric 

=ti:tail=;:era 

Stock Unit and reference 

number 

AA3271.5, Total T 

ansler Value 

£5975.00, 

transfer 

From Stock 

Un it RB 

to Stoe.k Unit AA. 

WORKBOOK 
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H' RIZONSYSTEM ° nctions 

Section2t Transfers In, continued 

'dan have a number  of options available: 

I. Print (4) a copy of the Transfer :In slip. 
2. Preview 1 e Transfer In slip on screen. 
3. Ca ncel F Fl "g the reconciliation of the Transfer In. 
4. At c•-pr 1 , in s U l( to reconcile the stock into your St ck U tit. 

5.Touch the Print icon, or Press P4 on the keyboard. 

I°eltharn Post Office FAD: 12:3456: 
2:04 1.5/06/99 CAP: I 1 EP;01 Ski: A. 

Transfer hi Slip 

SESSION .E.E: 123456  w 1 U2716 
Source SU: BE Dent: .A. 

PRODUCT Name VOLUME VALUE 
Cash I o(si.00 
PO 100 5(

y  

:I.0t) f~:: 
.5`; PUPee 100 65 U 

LIT .5 card 30 1 :0.00 
I st Class Stamp 1000 260. 

SESSION .IO: TOTAL 597.5 

U: tee 
and stock to this 4 IT3€Tlry 

vs'•kt."2 €ncE cS,., ...,.,....,. ........,...... 

Ref: . ATR /4 .'0O2 
Date., 29!e 95 

The. Horizon . ;son Will new produce a 
Transfer In Slip for the items m the 
original Transfer Out. You can see the 
time. date, CAP, BP and the Sust± Unit 
t.5t, t 

in the header of the slip. 

The Transfer In Shp also has the same 
S ssiun rtler;ra nember a the F raa "tster' 
Out and there is information on the Source 
SU (1313), and the best f A.A ), 

All the products and totals are then listed, 
including Portal. Order fees which are 
shown as separate `tents in the Transfer In. 

The user of the Source SU BE must sign 
and enter the time of the transfer on the 
slip. The Transfer In ship can then be 
datestamped. 

ONCE COMPLETED PROP RLY, the 
Transfer In slip must be retained by the 
user of the Destination SU AA. 

The Horizon ssstmn returns to tIn. Transfer In Details screen. Once you have checked the 
Transfer En slip is correct you can complete the Transfer :In procedure. 

. Touch the Accept'rans icon, or Press P 1 6 on to keyboard. 

Sd WORKBOOK K 7 
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HORtZOI SYSTEM 

Stctka t~ 

Section 2: Transfers 1n, continued 

Function s ref; .PATH143102 
Date 29/07/09 

Issue: .0 

The Complete screen is displayed. The 
system indicucs that the Stock transfer 
is co:raplete, 

The Transfer In and Out cycle is now • complete. It is Important to complete all aspects ul We 

procethtte, accurately, otherwise errors in balancing will occur. 

Well (lone! 

You have completed a transfer of cash and stock from Stock f nit B into Stock U
. 
nit < . 

using the : Horizon system. 

tf IC , WORKBOOK 7 
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HORIZON SYSTEM F nctionn 

.Section 2: Non Accounting Data 

ttt^ ` PATHH.I43/002 
D&w: 2)u)7; 9 

t i€. ,at 

There are certain transactions performed that will need to he ewer 'ed into the sys rrt to tr aintain: 
an accurate  account of th work undertaken in your post office do e arc `l ss { ;.€ n 
Arc+coy,: nting Data, and curate to the entries nor nui .s. accounted for in TABLE ' fig of the Coa.
Aco p unt. Non Accountr Data are accessed via the Transactions menu<. 

Note: 
The sale of postage stamps will need to be accounted for via the Serve Customer menu. 

in fns example 5 Swiftair packages have been procces d in the post office during the current 
account.tng aleck and wd he er oaurid R.4, ustng the Nun . c :ti. u irin : .Data function of the 

1Io.rr a;on system. 

From the Desktop menu: 

7. . Touch the, Transactions icon, or.Pres:r Fl on the keyboard. 

The Transactions a ;"`tiara is displayed. 
On the bottom row of irons there is an 

\ icon for Non . ccotmting Data. 

2 Towh the Non Ace Data icon, orPrsr.Fl4on the k r~b aaa.r .t, 

: .::~ ~ . . 
S 

,...., TheNon Accounting D. a€ menu ni 

dis layed. There are v::aa ao n i _3:. on ion 
registering the differ .nt € s 
Accounting Data, 

q
J

WORKBOOK 
?: 
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HORLZON SYSTEM u act a 

Section 2: Nrr'n .Accounting Data continued 

we 5 

Check that the Quara ty is correct before continuing, 

4. Touch the S.'mi 3 le on, or Press F9 nu the keyboard. 

Th e n_Sw f niP. imi is dia l  vcd 5.1: th e stack. . Youcan see that no value 

i recorded for the transace en. but the quantity processed is shown, 
Q5, io this starer t1:: transaction .has not been recorded on the system 
hut r• on ", re2krered iin the -stack. If you had . processed any other Non 
A _co<u itrna Derr e the.: office doting the current accounting week, they 
w nuld Aso need to he added to the stack by selecting the Quantity any 

33tar of work; ~83533ertakeK 3. 

the en iv i. e: inactionfor d iL. x i, [` p :.,, 

3, Toneh the Fintsh icon, or . ENTER on the keyboard. 

6. Touch the Riposte Desktop icon, or Press HOME on the keyboard. 

The system returns to the .[)eskxop menu. 

Re PATH4lO 2 
thtte $9, r99

t.te4 
The entry of Non Accounting DAccnuntbg Data shout . he done In bnlk,e at the end f the Cash Account 

Period it is only required to e registered in one Stock Unit. 

Well done! 

You have r"egihter'ed the Non Accounting Data items handled in the postoffice using the 

horizon system. 

t Ct. WORKBOOK 
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HORiZON SYSTEM 

Section 2: Parcel T.raflc i 
Ref. PAT i$3/002 

Date: 291071 
F suer 2O 

Parcel Traffic, which equates to the entries normally accounted for '=.n T \.PL[ 12 of the Cash 
Account, can also be re nstered on the Horizon s :stern in a ,€mrlar way m €l e Non . ccontrrE :.~ 
tl<rtar. 'rile Quantity of all Parcel Traffic transactga»n rY zlz l he recorded. along scii herr tot,. l 

value. There are four sate= ones of Parcel Traiii:c 

1. Inland stamped. 
2. Inland metered. 
3. International stamped. 
4. International metered. 

All four categories can  registered using the Pared Traffic iunc,>€€,ra Of the f-lorrac;r avateru. 

In the following example you want to record a total of 5 parcel inland metered iterrres t<_=taallaa 
`36.00, 

From thee Desktop rraenre 

1. : of h the Transactions icon, or Press F1 on the kcyboard. 

The Transactions menu is displayed. On the bottom row there is an reon for Parcel t`r=,ttla 

„ Touch the Parcel 'f'€ aaffic icon, 

f[ . 

I. TypeS 

or Ness pi 5 on the keyboard, 

The Parcel Traffic menu
The i art cate<eorrrr arie alt€ran d at the 
start of We mn.mple 'art' all .araatl alit 
from this menu. There i . :u audirioiul 
icon for Functions A atinc ha . €.'on 

:ill take you directly to the F inc hor€o; 
menu. 

In this example there is only one item to 
e processed. but before the icon is kM

;M e> activated. the Quantity of Parcel Traffic 
u a.. 

transactions handled Must be set. 

Check the Quantity is correct before continuing, 

4 Touch the lra't' ' tar Fun. err r esr 'V3 on tIre ra,board. 

C: ICt_ \VO•R K BOO K: 7 
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Si tM 

Parcel Tral c, cotrtl.rr .ed 

l eft . H~4a tm 

fs+€gar _0 

I. c Amount screen is displayed. The systerrr prompts you t f enter the wtai amount of all the 

Inland Metered Parcel transactions handled, 

In etc «:.rr't is £3ôOO. 

4. a je:3f. . 

Check the amount is correct before. continuing. 

5. r uc the green tide icon:, or Prss Lt4 I I• R on the keyboard. 

The 1- Ian Parcel Metered Parcel I aft r r !£r.,:tn, €n the sLeL If ou hrd ham fled eiv the ̀  

P r': l 
r" 

s. .. . P ,.-', they s ouki l' nc',r_'ti u K , regkteredin the saute way.

'niis completes the Parcel Traffic entries in this example, 

6. ", uch the Finish icon, or Press ENTER. on the keyboard. 

7, Tour the Riposte Desktop acorn, or .Prcr N HOME on the keeyboar , 

the input of P rr t el Traffic should he done in bulk at the end of the Cash Account nt Period, 

It is only required to be registered in one Stock Uit, 

Well drive! 

You have registered the Parcel Traffic handled in the post office  using the Horizon system. 

~ ; ~ San 
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HORIZON SYSTEM 

Aethf s` Sheet .1 l4 2r iouX 7 

,.5.E P 11 43; tW2 
t}at:e> 244:1u9 

v awe:. ,O 

LI there arc any qu t no t'€5€£ are unable to  7 er, n 1 th s \ `or.iwE x-nl I. . aenin, °`sa. me of the 

gi.ac:4t.$en:,s are practica l and require 4,ou to use the (AAZ.nn ,'. ste t. 

Note; 
If you are co apleting these oxerci s in the post of"tice, eaas r€. that the Horizon  yste u is 
i . "Training Mode. 

1, Vhat is the difference between they Recet and the R.ephnt Receipt icons on the Functions 
mate? 

2, W 'hat pr .is are the 1 Uo _n,,, pij: nr the :s for' 

072 
244

).: ilow many 37p stamps ,ps cw-i be purchased. with 25 cash' 

4. Reverse 1 transactiOn (00 receipt pry}L uc.edc th U National S ' in thrdlme w< xw> 3 £',u , t 

Deposit of "1-' ;f 5.00. 

5. Remit in tiom Supply Div, (or from. Other PO as required) the following, i t r € 

..5 £ T Phon .arils 
5i £5 Stamps 
210 3 1 p Stamps 
l4 First Class Stamps 

6. Register the foliowin8 Nan Accounting Data transactions 

5 x Datapost 10/1'2 
.n 

x Datapost 24/48 
3 .a. Datapost international 

WOi . (:):.) 
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HORIZONSYSTEM Help & BkMaintenance R1 t' 'r`.iT r4 l 
R €ate: 2W01/99 

2.0 

HELP AINT NANC 

ILOlUZON SYSTEM 

CONTENTS T

.el& Basin. I al t :rrar : Objectives & Iartroductlo . , . . , . .. 

Se tion I 

r,dz3,: to system u Help: Introduction . . . , .. .... ... , , .. -, .. . , . , . . . . . . . . . . . . . .5 

I1c3 r..saa system corrtingenci s . . . . . . .. . . ... . .. . . . . . . . _ . . . . . . . . . , .. , , . . . . 
Horizon S aem Hel desk . . . . . . . . . . . . . . ... .. . . . . . , x,., . , . . , . , . . , , . . . . .9 

3riz,.3n sy~tem basic maintenance . . . .. .. . . .. . . . .. . . . . .. . . . . . W 

Suction .2 

:onsum4krlks: Introduction . . .. . . . . . . . . ... ... . . . . . . . . . . . . . . . . . .. . .. . . .13 

Ordering consumable . . . . . . . . . . . . . . ., ... ... . , . . . , . ,. . . .. . . . , .. . . . . . .1 5 
Installing consuma les: 

Coun ter printer ribbon caswtw .. .., ... . . , . . . . :, . . ,. . . . , , . 16 
( w-aer printer paper roll . . . . . . . . .. . . . . . . . . . . . . . . . . . . . , . . . t 9 

port. printer (EPSON'o:s Ins 200) epl ci Kt 0nm i.;<. trid l 

• . neport printer (EPSON Stylus 00) It ;:kf r:g psprr , . , ,23 
54 port printer (PANASONIC [, t`r9 - adding r to h pr`c unit . .2 

port printer (PANASONICI.., ,t r. pl i nr ; ttr . prcn ;t Unit 2 
;. port printer (PANASONI t .e.a. t 1:  dot: i apur . . . . . . . . . . . . . . . . 30 

t t' Shat'fi I W3rkboa(c€
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t :sia . 0 

HELP & Rf%SIC MAINTENANCE 

HORIZON SYSTEM 

JICrfI1Vj?S INTiIOHUCFION

Obj ctives.. 

By the end of this Workbook you will he able to: 

I. Access the Help nations available:. 
2. Follow the correct procedures in the event of system or c:o € onem t silnrns. 
3. :Install consumables for the Horizon system.. 

Inttrod:atction 

This Workbook covers vers Help and Basic Mamteoance and is divided into: two secti ons. Section l 
e;> li` ,s where . r: ip can be ' twin d and describes the: maintenance that you can carry out in 

the post off"io... So..tion 2 descttbo. hors to nstall the fleari ean st rra cc snra ahi 

At the end of each Workbook in the series there is an activity sheet which allows you to 
-your understanding 

of 
the€ra .:a n a;at<on in tIn V orsh€3ok, .If you are not , on. of tllhs 

answer to aI question simply re, -rs. ad the rekvnt scroon of the Workbook and try again. 

The Workbooks don not . cover e very possible transaction winch h you can perform on  the 

Horizon system. If you need further help, or if a e4. ific, e n€ mi <ee is not covered you honld 
consult the .Horizon SystemL-:ser Guide. 

Note: 
The Workbooks provide values against a number of products and services that are correct 
at the time of going to , res , This .information is subject to change and you should refer 
to the appropriate POCL transaction documentation  for up to date price information. 

llorizcr System flel dec 
..... 

_.~ 
GRO 
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HORIZON CYST M 

Introduction-

Hetp & Basic M iaateniaa 

SEcTION 1 HORIZONSYSTEM HELP 

NT CT ION 

Ref: .PA Y.i1.14 1002 
Date: 29/O R/ 9 

is '> 2O 

This section describes the actions and procedures available to obtain Hetp on the Horit.oai 
system. It also covers the procedures to fallow in the event of system or component 
failures. 

Mal  t <[i"E& r' will € orma f he carried out by quahfied service eupine rs. {owe er, on can 
out ,, mie b'i. €c mains .ra ce tasks, and the cc tasks an.c xpia ned Hi this . e:ction, 

U 

v 'A. $A"EI 
Its 1F IS 

(UN DO ':(ONJACT TTIE ; RIZt N SY TF t I I LI I4 

The Wo khook do not COQ€nr even' p  la c. tr €,s„a Edon wtdch you can perfor'm on the 
HHol fore sy .tem. If you owes' further help, or it a specific example js no. crveacL you Oioulri 
CS. ,'Uri the 3Io rcr'op }. s`en E. r'ei

Horizon Systr ire i :Masts' & 
GRO 

WORK 000K 
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HORIZON SYSTEM 

Section T: . elp 

Help fit.:33asic Maintenance :£,i; PM11,4 '1 2 
Daw. 2u/O7/t9 

Occasionally, things may go wrong with the Horizon system, or on may need help with a 
particular process or procedure. This section explains the Help functions available. If 
failure occurs on any part of the Horizon S Stem. you m tint telephone the Horizon System. 
Helpdesk on GRO.

.. The Info Icon.. 
You have already sed this function on the Horizon system. The Info icon is 
always available.  To obtain i'arrila .r nt'; r€ :. anon about a paiticu l<ar icon,, Touch 
the Info icon, or Press HELP  and immeJtutely Touch the Icon, or Press the 
relevant . Function or f.'t:Nm.mand bes orr the keyboard, The yclkss 'es'eci1 bubble 
that appears will give you an on screen des i.iptiorr of .he icon. and it will 
€ dicatte. if there is a submenu associated with it. 

2. The Quick Reference Cards 
These have been produced as a ready::,.ar r3 e cat' terenc:e tour you. They y proirnde nep by step 
instruct us for the most L.€➢>):il3:i:1€J. - used 1unctiuris.. The mfog iatn u on each h set o. cw d is 

grouped for e r c of use. 

3, I e Horizon. System 1.ser't.ffiul o 

In the . /oi'rzon dvsrnm Lae t. an c' you will 'find all the transactions and their related 
pis ccdt. on. 

4, The Horizon System helpdesk 
A telephone .ne Help Desk has been set ,up to assist with any qurnes or 
problems.  is the single point of contact for all. Horizon system 
enquiries. 

' e number for the Horizon System Help desk i {: ._._._

or o System el 
. 

`.. 
;3~`~ 
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HORIZO' SYSTEM tt P & r Mai to aance ef. 'HAV002 

Section it Horizon system cot tha_eaze.ies I

ii son taarse a failure of the compete system or one of its components, thes€, are the roc:eclures 
to adopt. 

I Power Failure 
The most 1i .dy. cause .3t: a cempl w sv4mbat failure k a kes of pow..`' ice" one, reason or another.
Telephone the florron System pdesk as Soon as possible.. You must monfinw-, nraa s ceions 
aa.nd accclui''3 or the them manuals When the power is restored and the system s fuCd u t a 

it will he possible  to ent€ r the osen alhf performed transactions as a hatch. Follow the. 

procedwa: n the afo: a 'oa. 5 no. .ta hear Guide,. 

2. Monitor/Touch Screen P allure 
H the: rrrcrrtitOr fails, ;;all tlk liz a'iaon 5sr,•t ;rb ll .lpdesk. 
It the much facility fads, s, son mm use the seaboard to p ress transztctiom;, (all  P ' 
I lorircrn Sync ra € .I leitr l ask. 

3. Magnetic Swipe Card Reader Failure 
11 thee u meuc.ic swipe card reader fails, you can enter J,,taai s ,,, cent. o.r.rrw< A€a a.aaaaa 1: , 
Call t fl rir'n System Helpdesk.. 

4e Smart Card Reader Failure 
If the stuart card reader tails,carp the Horizon System Helder . 

5. Keyboard Failure 
H any part of the keyboard fails, you. can use the touch screen fac:i imty to coutaa e l rat c > r:' 
transactions. Call the Horizon System l el deA.,,, 

6. Barcnde .leader Failure 
If the bar-code reader flails, you can use the keyboard or touch screen to enter the bar-code 
identifier manually. Call the Horizon System Helpdesk. 

7. Scales Failure 
if the connection between the scales and the Horion system talk. You can enter the i rht: of 
the mail hem manually. 

Note- 
lt: is not the responsibility of IC.L Path ay> or the Horizon System ileipdesk to maintain 
or diagnose faults with the electronic scales 

8. Counter (or .r .4 report) Printer Failure 
if the counter or A4 report) printer fails, details of the report required can he reviewed  on 
screen, and a report produced manually. Call the Horizon rrroaa Syscem Helpdesk: 

Multiple FqEquipment Failure 
in the event of m ultiple equipment failure, eg keyboard and :.,€.€ .h , ,a;a.n failure, call toe 
Horizon. System l:l a = te,.:lc. 

- o 

o 

.Sister Help esic. 
' GRO 

t k. WORKBOOK8
ae i 



POL00090452 
POL00090452 

HORIZON SYSTEM ll p & ktaa.k Maiflty a:aaa e 

Section 1: Horizon System Helpdesk 

t&a:t; tsA 1 }../4. !OO2 
Darr:

The Horizon Systc t H elpdes . is available to offer ; dv €ce. pnJida ce and help to Post Office 
c€rater staff about the use of the Horizon system. The HelpJek sttad f have access to counter 
prreedures and reference systems and are trained in the use of the Horizon system. . 

Note 
Should Post Office counter staff have dif'f'iculty tin using the system or the documentation., 
they should contact the Horizon System Helpdesk. . :ire service hours of the Horizon 
SystemHelpdesk  are: 

Out of hours service 0500 08(X) Mendas tu Saturday 
Full service 0800 - 20(X) Monday to> S 1iur'd,-, 

Out of hours service 2000 0 2400 Monday b Satu d v < 

Out of hours service 0700 -- 22(X) Sutuh, ' 

Note- 
The full service is NOT provided on Engl shiWelsh Bank Holidays. During these periods, 
a Sunday service is provided. 

i.: -fining these hors. cali;5 will be handled by l fw Pathway hen call volumes are high. a 
v€ncear'rail message may be relayed. 

W tiers the Horizon S, stems Helpdesk. is o,--a'ta€ : d, the Helpdesk. operator will ask several 
quesnons in order to c ri ty your identity and to ascertain the nature m' the problem. These will 

Your name 
-, Your post office FAD code 

Your telephone number 
M Details of the problem. 

Note: 
.BEFORE culling the Helpdesk, you should gather as much information as possible about 
the problem, to enable the ik 1pdesk operator to swiftly diagnose the nature of the problem. 
You MUST.' have a copy of the Horizon System C':.er GO& to hand when a.= ntacting the 
Horizon . ysten Helpdesk, as it may be referred to during the call 

The operator will attempt to resolve or diagnose the problem during this initial telephone e ll .. 
The infHrminicm will be recorded onto a Helpdesk system and allocated a unique call reference,
numb r. (:}rite, the problem has been diagnosed, the operator will give you the call referencee 
number and what t acthni to expect next. This call reference number should be recorded and 
qu ed it' von ncxd to ring the Helpdesk about this problem again. 

If oast clyz, r or pmblcrn is not resolved during the initial telephoone call, the zlel desk will 
advHe 

son 

.rt Pr rl.at, end r:a.a by winch yon will nest be contacted. ThH or:li tak- the 
form oC €°i€rI.- r .: she 

cob lsv

 

an 

engineer, or a telephone call fr om 

sinns"'o 

; ii ,  th;.' Hi. 0.tthoay 

sr.j:

l:?cr 

l 

_:hair. 

GR-

tt`tF 
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tftMUZON SYSTEM Het} & Krsk Mat rre air 

Section l; Horizon system basic r aintenan e 

I. The :Processor 
Do keep the outside cleann. Wipe the casing with a dry 
cloth. 
Do not remove an:r connections or attach anything, 
to the system. 
Do not pile other items around the processor, as it 
needs to be well ventilated to operate effectively. 
Do not c'ove the processor, as this may cause damage. 
Do not gallon the processor to become damp or wet, 
Do not sac-att.lr off the processor except in an 
emergency or when .instructed to do so by the Horizon 
System Helpdesk. 

2. The Keyboard 
Do make sure the magnetic swipe card reader .e dean. 
and free from obstruction. 
Do make sure the smart card reader is clean and free 
fro zn obstruction. 
Do not place food or drinks near to the keyboard. 
Do keep the keyboard clean and free from dust, using 
screen wipes. 

L . 
c? ~ : : 

.Ref MT, /431(O2

Date: r9107199 
t he 2,t 

A single cthanmg card r. sr,pphed iu help keep the swipe t aaot uader dean_ Ensure the 
cleaning strip is lacing you and at the Oottom of the card. D ary the card through the slot two 
or three times. l his action should be, carried out weekly, Ensure the clear trttg card is kept in at. 
safe place, as cdv one is l ay :tl to coot post office. 

F'x 

3. The .nnoter l riater f Roll l ti i.ft:aft 
Do keep a scaresupply of ribbons and paper for the isri its r. Cassette 
to cdv use fwho iced materials for printing. 
Do swttci; oil t he printer when not in use for loop periods. 
e.g overnight. 

If the paper looks dirty after printing, Remocc the Paper Roll and Rii=ben Cassette et:te from the 
printer (refer to pages 1Ô-I9). App y a small: amount of the supplied Horizon ,anti . t auc cleaner 

to a clean, lint-free cloth. Wipe across the isthk aca of the large rubber rolle . .Dr the roll.e.r 
with a second dry lintmfrea d.th, Pr the FEED button to advance the roller to an uncleared 
portion and Repeat the oess ,. auth the schok roller has been cleaned,Rep/ace the Paper RNA, 
and Ribbon Cassette. 

HorizonSysterrt 11:<el desk 

GRO 
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Section 1M Horizon system basic maintenance, continued 

4. The Monitor 
I)o switch off the monitor before cleaning. 
Do switch off the € onitor when not in use for long periods. s. 
Do wipe. the innmtOr at regular periods with. the supplied 
anti--static cleaner and tint-free cloth. 

5. Bnrcode Reader 
Do dean the Scan window asia; . the supplied screen wipes. 

6. AA Report: Printer- - PANASONIC Laser 
Do -witch off th printer beff re €:.lea i ash;. 
Do dean the praitens casing, when it beeomes dirty, With a clean 
Ii ra F vec- cloth dampened with the :supplied Horizon anti-static 
cleaner. 

7. A4 Report Printer - EPSON Stylus 200 
Do clean the printer's casing, when it becomes dirty, with a clean 
lint-free cloth dampened with the supplied Horizon anti-static 
.leaner. 

It print quuhtv diminishes, use the printer's built-in print bead. 
cleaning Y cycle to ensure that the nozzles are delivering ink 
properly. Clean the print head as follows. Press the Cleaning 
button on the control panel, the power light will flash during the 
cleaning cycle. 

Cam 

out a specimen print as follows: Snitch off 
the printer, hold down the Cleaning button and then turn on the 
printer. i.e test print will then be produced on two sheet-, of 
paper. TheLoad/Eject button will need to be pressed after the 
first sheet is printed, 

t r ° ter Heipdes fl

.Ref : PA TV439€ 2 
Date, 2/07199 

tame; 2O 
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HORIZON SVSTFM Hep & basic Maintenance Ri PATH/43OO2 

Se .tort 2 Ordering eer s .rrtnl les to *4/0'149 
Isere,. 21ott 

C;ortsut abler delivered with, the Horizon system 

Per Co ter Position. 

m 3 single ply tally ;'Mis., for use with the counter printer. 
w I c unter printer ribbon, The counter per- re r will also have a riMi o re-installed when 

delivered. 

Per Outlet; 

l pack of A4 : zra , gaper ( fIU lr~° .ts) f,Or use ith the ;\4 rc r,_ r€ l r€r . t. :r. 
`the required €. ms r..ual,ies for, the  Al Erp:=art lr€ thmr ie '€A jet earn idse or '-
toner- and drum o ll all be r €rr t4€ll :€1 on deliv rYl 

'cart eyr s bes e) Itorl.x ' s a les pan , r t4 txd as theses,. 

1. C c ui lete an order form i.n the Horizon C" T 3r.€trr.r i .;z (.)rder- PaeL, i€ itrea eating yo r 
re.€ uitome ifi:5. 

2. Posh the top copy of the order farm direct to the supplier Dartafortm,, using the label 

3. Retain the b£:Ai, )rn copy o to form to check the goods on r e ; pt:., 

The order will ocwma1ly be del  e 1 wtt iv 5 working days ot 1,.€ ttr,a the order form,
It rho order is not .cc< ivcA withir. 7 working. days, cOntact 1 Yttat r.r.t direct on: 

GRO 

Quote your order number shown on the top right-tr.artrd corner of the order foam_ 

Ernes ~e .rg 
Emergency erwy orders can be delivered within 24 hours, They ,-y can be placed by to e hovin 
Datarforrr on: 

G RO

x; ICE. WORKBOOK. 
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Section 2: Installing cousu ablest counter printer ribbon cassette 

Red PATH/43/N2 

installing or changing the counter printer ribbon cassette: 
t hLA w. the instn :bons carefully and do € of force the cassette into place. 

:nu need to change the ;t :.inter printer ribbon cassette when print quality deteriorates. Change e. 

the ribbon cassette as I Uovv

Step 1. 
switch oil the Printer and pcn the Cassette Cover (front). If a used ribbon cassette is to be 
removed, grasp both sides et the Cassette, lift and rock the Cassette back and forth, Do not. 

pail the Cassette straight up. 

Note: 
Caution - the Printhead may be hot: 

Step 2. 
Holding the Cassene with the : l lxlr iaal 
facing awas from you. itlsert the Front of the 
Cassette i t€4 the C u aye. It is important to 

r ant fit the fr 1t= edge of the Cassette into the 
Carriage first Do not place the Cassette flat 
on the amaee.

r 

x~r 

Step 3m 

Rock the Ribbon Cassette forward. toward' 
the Prifhead and ;lea press down on, it
the: C a On the Ribbon Cassette snap into tht" 
the

ICI': Vs £ R.kI30 t 
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S ctioL 2. inta1!!ng c nsu ta.bits: counter printer ribbon 
cars tte, c€ t tinu d 

Css x. M,t 

Step 4, 
Tighten the cihbm by t rr Hg. the ant Knh n 
the ('assn ve ck ckwk:ke, 

step 5. 
Close the Cassette Cover, 

Step , 
Switch on the p er hack. 

The old Ribbon Cassette can be disposed 'locally using the new cassette s wrappingand 
t o 

WORKBOOK 
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HORIZON SYSTEM U 4p & Dk aintena ce 

Section 20 Installing eotrsnt a lest counter printer. paper roll 

Loading and removing the counter  printer paper roll, 

e:r. PAThi43ittt 2 
Late: 29f ria 9 

hue 2,( 

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 must be changed 
before the printer wli.l resume o rating. 

Load paper as folios* 

Step I. 
Open the Paper Cover (rear). If the papa- is 
to be changed, remove the used oil by 
pressing the FEED and RESUME: buttons at 
the same time. This € mov s ursused:l. paper 

from the printer safely. 

Do not pull on the paper to remove unused 
paper from the printer. 

Step 2 
Tear off a clean edge on the new roll and told 
the .paper straight. This makes it easier to 
load the paper. 

Step I 

Place e• the roll -in the printer. the paper 
u i l vvmcU from the 't'obr m tiewe3t i , the front. 

. ~ .. ~@ O. BOOK. 8 
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Section s Installing eonsur al le : counter printer paper 
roll:, continued 

#sA : 29 

Step 4. 
Slide the edge of the paper over thesmall 
roller (Receipt hot cr`t and mto the cap 
between the sma(€ mlli r m;.I the large r trhher 

roller. 

Step 5 
Turn on the printer, if it is not already on, and 
press and hold the FEED button. 

Step 6. 
With slight downward pressure, the receipt 
paper will feel through the printer and out. 
C€ nt:inue rent€1 1 ' inches of papa have ted. 
ter € ch and then releamt the :> 

_l 
`F :D bu for>:. 

Step 7„ 
'lhrrcad the receipt pe dane Mir the slot in the tai; env;.r irr.. close the yap cove and

off any eseem rca tl t i $.)er 

Note: 
If at 

any 

time the paper does not feed, repeat Steps I m 7. :f this loess t work, remove the 

paper roll and :st art again, 

WORKBOOK 8 
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Section 2 Installing rorrs rraahles> 44 report printer EPSON 

Stylus 200) - replacing the ink cartridge 

..`7$31002 
Date: 29Itlii 9 

Ume: 2.o 

There are two type's of A4 report priffler issued with the Horizon system. the EPSON tyyltt 

2q11 and the less, cowman NlA.SONIC Laser. Ensure you order the correct s t ;s r ttrraa .l for 

your type, of printer. 

44 report printer (EPSON Stylus 200) ., replacing the ink cartridge: 

The p rra:r`' ink is t lrt l t t  s ou when it titm t; rephice an ink artridge. A flashing Ink 

Out light mdt 'toes. that the .iod e ss, i w on t uk When as ut'artrid e is empty, the rinter 

stops auto aaticaW, and the ink Out light is hr cou€tiunousiy. 

Note: 
Do not replace the, ink cartridge with a new one before the bk Out light flasheL otherwise 

the Ink end indicator will not work correctly with the new ink cartridge. 

Repace the 

ink cartridge as 

follows: 

Step I. 
Make' .ue he the l il:. Out light is l € ,_,. s}.. 

lit ;& t wnOy €€ <; tltat the cia.r r i not 
illo not turn off the ors[ € 

Step 2e 
Open the t= r€€ter C,s er u:aug tire t tl,: en £ :ti. 
sides. 

Step. , 
Hold down tht- T F, tdf° ject button -for about 
five seconds mail the printhead unit moves
left slightly to the cartridge replacement 
position. The Power light begins flashing. 

Note: 
Caution do not move the priothcad unit 
by hand ..Always use the :Loarl `feat 
button to move ft otherwise ou may 
damage the printers 

Note; 
The far utheaad automatically returns to the 
home (.far rift) position after about 611 
seconds if yon do not begin the 
replacement. 

Step 4> 
. ? he ink cartridge clamp as far as it will 

g 

f. Whs tt 

eor 

Jr 

th e 

cartridge will laxly 

rr.a OUt ul' th ink. e,ar'tridgc holder. 

ICL 
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HORIZON SYSTEM thtp & Basic Ma ntenaince 

Section 2 Installing consrrrna les- M report printer (EPSON 
Stylus 2)0) - replacing the ink cartridge continued 

Ref PA IV4310 02 
nte: 29/07/99 

Rssu : 2.0 

Step 5. 
Lilt the cartridge out of the printer nod 
dispose of it locally using the ote crtridth 
wrapping. Do not take the used .:Fat id,fge 

apart or try to refill it. 

Nnte 
Warning if ink gets on your hands, wash 
theme thoroughly with soap and water. if 
ink gets into your eyes, flush tea 
immediately with water and seek medical 
adN ice 

Step 6. 
/Open the ink cartridge wrapping. Remove the throwaway tape seal from the top of the car- 
tride as de. ,rai d on the wrapping. 

Note 
Caution - You MUST remove the threw-a -ay tape seal from the top of the new cartridge. 
I_,caving the tape on when Vol] install the cartridge will permanently damage the 
ea.rtrid e, Do not remove the tape seal from the hottaam of the cartridge, .ifyou remove 
the tape seal, ink. will leak from the cartridge. 

Step 7s
"1Llr tlr : lza °.l faeug and the aim mark 

r=aratiza to the ca r°. lower the zeal:  €1. idge 
i'n 3 the hold-c. Do not nay tisee.a a.£1m trace ink 
cart. ide. 

WORKBOOK 
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Section 2: .lnsta Ping A4 report printer (EPSON 
Stylus 20) - replacing ten ink cartridge, continued 

Ref PATH143f 2 
Date. 24! !9'. 

Decree 2. 

Step 8.. 
Press the ink cartridge clamp darn until it 
locks into place. 

Note 
anion - once cnn ease inst$rlied the ink 

carrrirl-e, do not open the clamp again 
until You ncvt replace the ink cartridge, 
Otherwise. wise. s he cartridge may become e. 
nnusablep 

Step 9. 
thc L...,- :idQ C,t batmn to eura the pe ntheci eat to 3tr holne €t a right) id+<_3:1?a.Fa < J h 

ptlts;a Ai :ea €ne ink tht a ale.t:d"s. 

Note: 

Even LI von do not press the i. ao !Elect Own the prirnth ad automatically returns to the 
house tfar right) position about 64) seconds after on replace the ink cartridge. 

Note: 
Caution a ur <~ t k the Po 1,4zht sh&c  N r I the ~~xac~arsx ~- s'~~xix.a.ttx the  charging pa s.FwrH~s~y the Power ~'s~~sc nafxsaam~s . Never . .R ns oft aRs~: 

printer while the Power light is flashing. Doing, so can result in incomplete charging of 

printer in . 

Step :Ills 
Close the printer cover. 

hre' ° ign,: described ah as drrsonstr'ated t ,° ask thn' cq €zr d : 1..1<z w the €n . 
earn idge fan the EPSON p < 2 t0 tepon. prime:'. :. ;"s.lw €y  yoa have a spare  ink 
cartridge available. 

c°t'.., \ "Ott: OO :. S 
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Section 2: Installing con srrtmtbles: A4 report printer (EPSON 
Stylut 200) - loading paper 

A4 report printer (EPSON Stylus . ) - loading paper 

Load paper as follows: 

fief PAT £'431002 
Da W s 2910719' 

Step .. 
Make ,tire that the paper thick ever i sit 
to the plain paper p ~si.tion. 

Step 24 
Push gown the left edge guide lock k~cr  I) 
and sl i .e the left edge guide (.21 to the k h as 
tar a < it will go. 

WORKBOOK 
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HORIZON SYSTt:; t help & IlEas ' ? a intenaanc 

Section 2t Limiting caarrstrra aalates: .A,4 report printer (EPSON 
Stylus wtiti; ding paper ea ntinued 

a.t': PATH14&002 
ta e faFlst,raas~ 

Nyasa.. 0 

Step 3. 
Fan the stack 

ofg 
the 

~jr. then. tap it on a. fiat 
t'. €,at fa to eventh e edges. 

Step 4, 

The i intnhkt side of the paper is indicated hr 
tin <a€ t+ ; On the paper p ae Pet. Holding the 
k'€wfable side t€4'S.L'arde yta€9, insert it gene:, 

care the printer and rest it a <€i ',< the Paper 
Support. This ensures that the paper i,.r 

properly loaded in the paper path. 

Step S.. 
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 e dee pride ;1) against the left 
edge of the paper. then to is the lock lever 
alp 

t 3 to seer's the }rt, edac guide. 

Setting the paper titiclnes lever 
The paper thickne: s Iave h a< , o settings,
Plain Paper and Thick Paper, You should set 
the lever to the position that best suits the 
paper being used for printing as shown in the 
diagram on the l f t . 

Note: 
When you are changing this settings make 
sure that the printer is paused and that 
there is na paper in the Sheet Feeder or 
Paper Path. 

WORKBOOK 
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HORIZON SYSTEM ntp & ttOc: ta~ a~ 

Section 2: Iistall ng s ma: les, A report printer( FSON 
Stylus 211€) - loading caper, continued 

P H14 r 02 
ate. 29/O7/

kssue: 2.0 

petting the .. just Cr 
.f 

ini sni 
t 

rs 
c  

r'm- print-t €ts, or is faint. 
set th e Adt .r t I C iS.`t to the + portion 

To change the €€.G . E pen the Aar art
and p s tth the s shoe n on the I t'f. 

Note: 

When you are changing  this setting. R,%, Ate 
sure that the printer is paused and that 
there is no paper in the Sheet Feeder or 
Paper Path. 

WORKBOOK 
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HORIZON SYSTEM 

Section 2 lnhIliog a.aa rsarrr l fesx A4 report printer (PANASONIC 
adding toner to the , process await 

The other type of AA4 report printer sometimes ssaa~a with he Horizon system is the 

PANASONiC Laser. 

A4 report printer NPT lase adding toner to the process unit: 

. 1 ATB/431€tt 2 
I)U e 29.`07199 

Issue: 2,0 

If the, LM e°r Proc. ss Unit lee cater €r i t. ri Mink $ d w ly awl uao intere al of al c 3t 2 

seconds), L.1. : toner nay  .  add ue < i desermed below. 

i o te.: 

U the I rrat to rocess Unit indicator light is lit continuously or blinking q is kl , t.witir an 

Inter~v l of about seeoud)e .0 u need to install a new process unit l.ref a to Page '25 this 

Workbook). 

Add timer to the process unit as follows' 

Step 1. 
Switch of the printer. Open the left Cover 

o 

the printer by gently pulling the Cover release 
tat). 

Step 2. 
Hold the green Labelled tabs rrati -,ili tt~,

process unit toward towurdc ou to ;remove its.. 

2s otes. 
I Do net touch the green drum surface. 
2. Do Tart expg ~e the process unit to light for more than five minutes or to direct sunlight. 

•WO tt.; 
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HORIZON :I YST M 

Section 2: Lnstaliing es r :str rrablles: t4 report printer (PANASONIC 
Lacer) adding toner to the process unit. eontthned 

lk vf; PXUJ 14
{
3,1

Step i. 
Open the toner r o 

of 
the proses Unit. 

Step 4F 
Rerore d e pwleetive covet from the toner 

Step . 
Place the loran cartridge on the pry ess unit, 
and slide the toner cartridge to the left wad it 
stops. 

Step 6. 

Shake the c ;,st iff and tap the toner 
cartridge. to It t the toner fall into the pee ss 

Unit_ 

Step 7K 
Remove the toner cartridge, by sliding it 
the right and lifting. 

Step 
Close the toner cover on the process unit, 

Step 9. 
Hold the given labelled tabs and push the 
process unit firmly into the printer to reinstall 
IL 

Step 1Om 
Close the left cover of the printer. Dispose 

t_i t. 

the empty toner cartridge locally, using the 
'freed wrapping. 

r 10.1 WORKBOOK 8 
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() ION ,';' :S a .LM Hel a & Bi Maintenance 

Section 2 hi tailing ca atsaatrtable3; : 4 report printer (PANASONJC
:6.. aser) m replacing the process unit. 

Replacing Rephdng the process unit 

Re . .PAT HJ43/ 
DsOu 2IO7f99 

, 

Notes: 
To prevent any damage  to the process unit, observe the following precautions: 

Do not touch the ga ecaa dr ni surface. 
Lift the process unit: b boWing the green labelled tabs 
Do not esptase the process unit to light for more than five tnhsutr.s$ or to d.ircet soulightk 
Do not keep the process unit near dust or irt> 
Do not place the process unit in a high humidity area. 

Step l F 

Sv itch fb the phntcr. One the lets: Cover of 
the Hner h fie€at1 

y, pulling the Cover release 
tab. 

Step 2. 
Hold the green labelled tabs and pall the 
process unit towaards you to remove it, 

WORKBOOK II 
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HORIZON SYSTEM Help & Basic N1'aaa Lena 

Section 2t Installing consurmables; A4 report printer tp. , OM C 
Laser) replacing the process uniL continued 

R c, Psm.'43?n02 
t. ak,, 2.9i`4k"i9O 

tssa e, 2A 

Step 
f cn th p i:ertc h ; e.€~ntainin the nev" 

pr : unit and remove the unit. 

Step 4.. 
Remove the sealing idt (1). 
Remove the protective sheet i2). 
Remove the tapes (3). 

Step . 
.Iok1 r1tr: Y c r, i Likd tabs and push the 
procros tttt t   ly° into the, printer to reinstall 
it. D:spy) a. of the 4 x1€1' process unit locally, 
using l3> €?4'11' uft rapping. , 

Step f,. 
Close the kit Covet € l the ho met, Swneh on 
the printer. 

The last two examples have demonstrated the actions requited to add toner or replace the 
process unit of the PANASONIC Laser A4 report printer. Always ensure you have a spare 
process unit and toner cartridge available. 

OKL WORKBOOK 
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105 ti 5 S\S1 M H~. P, Ra : Ma €stem e. 

2c InstaLling cm umaabf s: A4 report titer (PANASONIC 
:..:per) loading paper 

Load paper as fn:tlow 

Note 
The printer may be to b %e eh e;" .n. when vtm are loading paploadiig pnper, 

Ref PAT043/*' 2 
D*te 2*j& 

Step . 
Open th e OWpw nay (€cp cover). 

Step 2. 

Extend the pap :: €z ;}t.F `t. by sliding it upward 

Step 3p 
Open the t'  i: 

Step 4. 
Separate the Guide caps to the xppoivaac 
width of the paper. Refer to the size itl ti.t n 

tors above the paper guides tar aee

paper Width. 

a_. WORKBOOK 
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HORIZONYS Help & Basis Maintenance 

Section 2: t stal,lin „ en stttrrables: A4 report printer (PANASONIC 
Laser)« loading paper, continued 

Ret: l'ATH143ls 2 
Este; 2W.WO7 r 

Step 5, 
Fan the stack of paper. then ta,, it on a flat 
surface to even the edee . 

Note: 

It is possible to load up to 100 sheets of $O 
g/m ° paper in the paper tray. 

Step . 
Place the paper in the paper tray and adjust 
the guide caps to the paper size. 'lt'ac. height 
of paper should Ya at exceed. the lions mark On 
the Guide caps. or a may cause a paper jam. 

Note 
If the paper guides are not adjusted properly, the printout may be skewed'¢ 

Note: 
Do not load paper of different types or thickness its the paper tray at out, time as this may 
cause a paper jam. 

"ti tax y 
When more paper is added to the paper tray, the remaining paper must first be removed 
from the tray and then the entire stack of paper placed into the trays. 

Note: 
Do not allow more than SO sheets to acrrrrrrulat.e in the output tray, as this way cause a 

paper 

:I 

am . 
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HOUZON SYSTEM 

. c v ,Sheet.? Wrkhook 

1, Name two sources of Help available to users, 

:. On which days s the Horizon System Hepdek NOTavailable? 

R* f AT 002
Date. 2W07/9 

Issue: 2. 

3. Name three questions that you may be asked, by the Horizon System Hepdcsk to venty 
our identity. 

t. a ̀ hat. document  must you have to hand when t&ephoning the Horizon System H& desk? 

5. E.t 
.:;. 

a t•s"3Id'i < is it recommended  that ;nu ti;t` the: g,<i 'za €1i t:; -<as d ;'s s€ they .keyboard n a :, € .'Jt C 
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HORIZON SYSTEM O ce Ami tr in Ref FATW43iOO2 
Date- ftaC 

2,0 

OFFICE ADMINISTRATION 

hORIZON SYSTEM

OBJECTI 1ES & JjINTRODUCTION

Objeetives 

i. Ys the. end a,f tia; k.1 a = tsa€ will he bk tu: 

t, 
t... 

nnect the Hunaun sya ems in the post of fice to the Post Office Network (Post Office 
Log Out. 

2. Create and delete usex a on the Horizon system. 
Change a usersuserh password. 

4. Create and delete Stock Units. 
5, Attach users to a Stock Unit. 

Intro€ tcti - 

This Workbook de s,.I .tic :, the: actions and n ceduresi for the administration of the Ho°'.zon 

system and is divided. into two sections. Section l describes the action required to connect the 

lr~
xf .) =.t. ",1" 

(c'e 
to ttt:-lyc 

up~F€.{~Oi)(' 
'h. t.. 

Yx

'. a,.
t

t
^f

L
r

'
r

c
[

x 
t

r
Y~

:.r
{E

a
3f

. 
q:f3s:~:e 

d~
f

.:.
1 

e caallepYd. 
r+

 POLO 
3. (Po,,,  

O 
tt

~;jc• ~
a 

I
i  

por 

ho

tt), 
 

add '~,q'~,. s n'ibe~ th e a r unistka on. functions of the Horizon. .''ly st .nl, tnc1udin ho ~1'  to add 

users and Stock Units. 

tf the cnd of ea di Workb•:os)ty. in the aerie. there a an ,a.:d.t' ate, sheet which allows x'';11 to 

Practiso the transactions'w 3 etedk in th e `orate ` sg. _' { you arc MIA scm of the -.3I`e41°.' :1" to a 

f uestto€ , >nnO 
ar 

rc-r :aai di , 'a, mu s , On of tr.a odllbm as td t

Note: 
If situ are caning tanrng wit an ° of these training is aa as l€::s in the post of re, the on on 
sl°sta°att €cost bay placed in •i:ranain . Mode by the %nana; ur on mind ha.'ae manager lesa:°I 
access on the tlotizen: system to carry out most of the procedures described in this 
Workbook. 

The Workbooks do not cover every possible transaction which you can perform on the: horizon 
syste.mm. If you need further help, or if a specific example is not covered, you should consult the 
Horizon :zstem User Garde, 

Note: 
The Workh oks provide s°alues against a munher of products and senlces that are correct_ 

a at, the time. of going in press This information is subject to change and you should re er 
to the a: pro riatr POCk transaction documentation for up to date price information. 

,. t€:@_. WORKBOOK.
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HORIZON SYSTEM O ce Ad a.tnhtratkm R' -kUt''4"t 0t& 
}a va 2sa1U ,ttt) 

2,0 

SLCFION 1 -  POST OFFICE LOG ON 

i troductio . 

]'his scan  o t , and. procedures which mwhch neec.I to he fof:lowe'd w 9 €  =wt the p,,t 

office to the Post Office' N€e ,vo3"k after inst,,illation of the on =)r roeca. The P 1 - OftE ,° og 

On (POL01 procedure should on v> iv carried out once. After that. a mobbed ed procedure ehouk 
e carried ant to reconnect  the ~o st :"Ill, , ° to the Network after a power faiiurc- or l -pmceseo' 

w €e tart art t t. To cab at you with the Ot C t € .1?.t€ . , the tiorizr r, IN  Support Officer 
It 1FSO) ,r cii he pro wat in the poet office t :, the Hon zoo eastern €t. tatlatitr .. 

Note 
The he POLO procedure cannot be practised she the Horizon Horthon system is operating in 
Training Mode. if you need tO carry out the POLOprocedure in the post office 1%hell the 
ID SO is not present, refer to the procedures in the Horiwn 3 vstem ser Guide. 

teL WORKBOOK 
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HORIZON SYSTEM Office Astra inistraflon. 

Section 1: Connect ect the post office to the Post Office etwork 

(Post Office Log On) 

Ref PA't t $3002 

Date, '2 Jh7 9''3 

stag 2,€ 

The first operation you will have in perform on the t lon; 0n sysrem Is to connect the Post office 
to the l3, a Office Net oth. This, pmces,, it merc, commonly rzly ended the ]rest OP ice ..,r,rr On 
;POI,)t and m st be carriecd out On the Oatew,ie k« wterkstation first. The flo,•bmn Refit Support 
Officer t 11 P.50 r w i ii be prerent to assist you to t. : . procedure. 

If: you have '3 ` inn' Illoriron ,system .insta.Hed in the 1°os" office, that em I t'Iint2 ati .t 'Y the 
x,1.1: o• ` i work.<aahon. Whore more than one Hod -, 3 r em is in 1 ;31 s"i1., the timewav 

V", N kstati n will be etea:t [y identi#ied on the screen (see the sere nsuot on page ii . 

To [ierf€ rm the P01 1) procedure, you will l need to mehe Postmasters tmasters :i Me: em a (hod  ifs l 1 1. 

A '  nitlar procedwe a'o.el then need to be pc'formed on L er"v other system in .he dust office 
urine the P l [t'. end tl.r Personal lcl n#.i i <ttre=e Number t:N : produced dc- ag the initial 
ho n. 

Note: 
After a poser f lure the POLO, process will need to be carried out again to e stablis 
the link to the Network, 

Postmasters Memory Cant `t l:l  : , 

Front of lM :° Reverse of PMMC 

€ te> 
The Pt st stem Memory lard fPMi f€':'.'t must: . lWAYShe stored in a secure mention. 

The Pi$MC is, r stn  sniae card. Old irtfottcitatiotr :relating to the POLO procedure- is stored on the 
gold colcrurccl. patch 3.n the front of the card. 

Note: 
Two l hl iCs are issued with the ttnr'iton system. One is used. in the initialkatlou 
procedure, :, the other is a spire.` in ease the first 

is tnislskL if you have to use the spare 
Ph1MC 

for 

any reason, refer to the Horizon St'sle 

r User Guide 

• 

WORKBOOK 
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Section 1: Connect the post office to the Post Of lce Network 
Post f : c Lag Ord), continued 

Note- 
'1 e POLO proeeduiie cannot be practhed in 'ra .ning Mode.. 

fief' Pt' t AVO: 2 
Oats

When the Horizon sy=stem is powered up for the -first time, the POLO screen will 
.
he 
 

display°cd. 
GATEWAY WORKSTATION will. be indicated in the top te.tt-!hand corner of the screen, 

The Ri f .enienr Roll-Out screen is 
€ pI(34 `d 3"i<'• the. G<.atc _`:y workstation 

in the F +''f t SC(." 

The two options shown on screen are: 

~pPla ni 'c :8t Used to nne t thepost oltKe to the Post (Jlilx Network whee the pts_,s.,e Y 

has been  :>plac;ed. 
Rail:-Out 

system 

:~ 3eon nect
11 

the .post othiec to the Post. . : "Office Netwoi when the Horizon 
c3ystem i`< fi ;t aft. IGI i.d. 

Note: 

if you are reconnecting the post o f•. cex to the Network after a power failure or if the 
system had been switched off, refer to the Hor z to ,storm User Guide. 

I:rn. the exam fieheiow, 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. 

I Touch the hod-Out icon. 

A .1W l ** message is 
displayed. the system indicates that 

any data an the PMMC wiII he 

destroyed by 1 x dnuing :, .th the POLO 
procedure. 

WORKBOOK 
Page 
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HORIZONSYSTEM Ofrike : daaniaatbtration 

Section 1: Connect the post office to the Post Office Network 
(Post Office Log On), continued 

2. 'ouch the Confirm icon. 

ttef: ;4`t'tt?t't3O2 
fiat¢, 947I

_0 

The scee nrssae now pro iptt, yuu 
w i 1 ,err the P: IMC into the anatt card 

T'he uaee.n shou a an tttl:lsS x3s:1 1=; o' flow' 
the e ird shock! he inserted intsa t ic; 

,mart card reader. 

You must insert the card into the smart card .reader on the keyboard, 
with the front of the card facing you and the broad arrow pointing 
downwards. 

3, fnen the PMMC into the smart card. reader. 

XI3N NtJV SP(. \FV' X4 

12:44 PM t c: day t, June 1$, 19 99 

Please keep this PIN record in a safe 
place separate from your card, 

When the Postmasters Memory Card 
(PM MC .w inserted, the c
a txr 

is u .a11y prints a
year hate I«' 4.haraact ': . a,a< 
Iy ealle:,! he P1 

r 

(Perso ;; d 
Idemii,.:atic.3 Number). 

The PIN produced will locok sint:ifar to 
the e.xample shown on the left, 

ti t. WOHKBOOK 9 
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W)RZON SYSTEM ()t z* :k tsxats~i rati 

Section : Conner. the post office to the Post Office Network. 
(Post € f ce Log n), continued 

Nate: 
DO NOT re xaove the . MC .PMMC until prompted to do so by the Horiou system 

Rat': AT iti4 t 002 
td : ?rk'3r'~s 

The screen changes and prompts you to 

check and confirm that the PIN has 
printed correctly and that all 
characters are legible. 

lithe characters are not Legible. Touch the No icon and follow the on screen i stroctloa s. 

4. Touch the YES icon. 

The on screen display now prompts uoo 
to enter the 5character PIN producer! r! 
earlier). 

5. 7Pet:he 15 eharacer PIN_. 

Check thw FIN ha bcen cote:€reci correctly before continuing. 

Note: 
If you make a mistake while entering the PlNJess the BACKSPACE key and . e-type 
the PIN If you have moved into the next number box.; ress the SW.FT & TAB keys 
simultaneously  to move bark to the previous ho:. If the PI is entered incorrectly and t_hta 
PROCEED icon is touched., tollow the on screen instructions. 
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HORIZON SYSTEM Oftke Admintrafleit 

Section : : Comect the post office to the Post Office Network 
(Post.• Office Log On), continued 

6. Touch the PROCEED E icon, or Pres3 ENTER on the keyboard. 

.  PAT t 4YO02 
Y9''s5te, 

29dir/94: 

Note: 
If for any reason you cannot carry out the POLO procedure, you should follow the on 
screen instructions and contact the Horizon System Help fees 

A message appears on screen informinir you that data is hemp written to the P MC 

The cCS dI l..i`tim has heca irk ee FL f_d Y4 

made, to the Net ~x-cii k. 

The screen disps €vs a.i fist of 
instructions. 

Youmust teed andcare out th e 

$$.I.' tr ll%t,l_#.311 ̀ . 

7. .Remove the PMMC from the smart card reader. 

8. Remove the PIN record from the counter printer. 

9. Touch the PROCEED icon. 

The i- e r €zon s .stool mel take a short timeto ;tart. 

Note: 
Having logged onto the Gateway workstation, if there are other Horizon systerrts in the 
post office, you MUST Thsert the PMMC into all other counter positions in turn and.t'oter 
the PUN previously produced by the Gateway workstation. This will initialise the other 
Horizon systems in the post of 'ice. Refer to tbe. orizoo 3ptem User Guide for this 
procedure. 

10. Car Carrp out the POLO procedure for all other Horizon system s in the post office, (refer to the 
aihr 'on System User Guide for this procedure). 

Note: 
For security purposes, the P rl.MC,, the PIN and the .pare, unused, PM .MC must he ple ;ed 
in separate seated envelopes signed across the seal by the manager. They must be stored 
in separate, secure locations. 

Well done! 

Volt have practised connecting the I:horizon system in the post office to the Post Office 
Network. 

wee IC:: WORKBOOK 
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HORIZON SYSTPM 

Section : U seruames 

Ol ke Admira srratiaan Rcf PAT W43/002 
tDa .e, 20/07/99

Issue. 2,0 

Note: 

The manager will be responsible for preparing the system to accept the post office stall as 
users of the Horizon system after installation, llation. 

Jserna es: 

A usernamo md a p%e sw'or€i are required for or -national and security re;i sf an`~. They work in 
eon gar€€ €.+:'n with each other o that the person to whom they belong can he &'i_`L:¢"~ i3  .`.t on the 

li° :''11a.O -1 'r t'.Iai 

thu manager, you wf l he required personally to set up each 3nc'lnher of your ,L.a. f .0 a user 

on the Horizon s4s&s:€`at.. t. ser'names are used to rowrot what users can o ,IGco Snit to the 

requl.rcanents of their job. This allows them to use the sy stem and make a Atliot,.,u;i rhitnfcs 

fisernarucs must consist of six characters, which you make rep in the f :l llo ing as 

the tost wn.ial of the user's first name, 
The hist two letters ol their 'wname. 
A three-di nt nuns m which , rt l aiways he $. t, urde.s'i there is an idenikid uIsernan e &n use: 

sr created in the last. 12 months. 

Fur exautitke Mactie Taylor would be: MTAOOI 
Michael Taylor would be: ' TAf` _t2 
Michelle Tait would be: MTA003 

ly'ote- 
The manager is required to complete and keep a Horizon System User Registration Form 
for each rtsernarne currently in use and those deleted during the previous 12 months. 

.Note: 

.lf a usemname is deleted on the Horizon system it can never be reused. 

f' ICY, 'Ol O s; 9 
Paage>. t5 
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HORIZON SHOtUZON SYSTFM 

Section 2: Pawords 

Passwords: 

Of&t A€ i tratio Rei h4TW43/002 
Date. 29/r,I t9 

t oes 2.# 

~ password. which the. ~.~ w .l use £ o io owo the Horizon + stern You must  each tt>~. ~~ 
g_~ q q 

~ 
>ia :i- a r. isme the ' log onto the. A~~$o zo ~a. . }, `u- is"i f:~ S~' it s;8 ° a .c. ah s. ~: +,'.,~ i~ '. ..: 'au the rpassword 

AU. users of the system must take responsibility for its security and asswfo ds are 
sntosl for that security. 

: :rte 
There area number of rules to follow when creating passwords. A password tut: 

1.. Be priiw ct . , he selected by You personally and not be revealed to anyone else. 
2, 13c easy so :"c°mcw&'a. 

3, of Ear b a°ray :"IUUt. w ,e ow awanxone e.. duo : (.e' ..  w..ords like PA WORD. 
SECRET. car re-istr altteu numbers £;v personal  mums. 

. C chan .d EY7T, II E ls lke. ' I on o  v. I:' t > "'"A nplc a ,hr  y'ou

tcrst introduced to the systocn. 3k when n :sou . wo forgotten your passwcadand have  beers 

issued a new one. 
5. Contain a wish mum of 6 characters and a niaxiimun of t4 characters, 
6. Contain: as c biatiou of letters and numbers eg P0ST1234. 
7 Be ch snort immediately i l' ou 'o at , i 1:-tas been compromised, 

NMe 
Never write y ur password down and make sure y'ou are not bean= '$watched while you are 

iassging it 

The system will automaucally prompt you to change your password .after the tsrst successful 
logo and lave r d0 dtar'. tiii.,rcr abet'  on arnnut re-use a passwoid you ha c pa. iousl use a as 
the last t 2 months on fur, t l rszon sasstern' 

.D tit. WORKBOOK 9 
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Section x Add a oesnew user 

POL00090452 
POL00090452 

Ri P IAL"43; 02 
29:)17F90 

tssew 2.0 

In the following example Kevin Fletcher will he created as a user on the Horizon system. 

From the Desktop menu: 

TorwI the Administration istration icon, r 
..' 

~ or FreeP7 on the keyboard, 

dkpiay 9::S.E... 

A Isf..t§., a3=e, 'wo zS.iJi1 fl a =  t . is .fl s: 

"~ 
as 

Stack U1111S and. Users. 

n A 1 he Mtgration icon is only available to 
Horizon Field Support Officers 

s k. l FSOs) and is therefore ip;adlz'ut. €kcd. 

WN

ift 

I '. Touch the User icon, or Pre F2 on the keyboard. 

The User menu is tili l is =1. 

Notes 
You must have manager er level access to the= Horizon system to add, modify or delete users. 

. Thrwh the Add l User i ~ r r Press P2€ t the keyboard. 

t: ICL WORKBOOK 
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HOLU7J)N SYSTM (OfireAdministration 

Section 2; Add a new user. co. t:i ee 

Ref . ATHf4NO2 
Dahn 29/07199 

..
I'lhe User Name screen is disp::€ay°ed. 
The system prompts you to enter the 
User Name. 

To b" vier the € tr"T>s,.', s & Y€F 'an , either use 
the kcyb(. rd or the Alphanumeric 
Keypad. 

In dhe e .teaple' n Fletcher will be 
i 3 Ott &l ra a e K `LOO .. 

4 1p KFLOOI. 

Check the userrrame entered is correct before Conti :,3h . 

5. Touch the green tick icon or pi=ss ENT R g n t= 

KR ~ r ~ .: 1 ht, Pas~ ,W and ',a et rs is displayed, h ` 
9 ~ system has recorded the User Name rrt 

tt e bok rl flee ri.x 'n'd side. 

The system prompts you to enter a 
Password for usca' KFLUW . When the 
user logs on her the first time. the 

system it three the . to change the 

Passwnri allocated to them. 

In this example the password will ;. 

FRED i 234. 

6, Type FRI FD 1234. 

The Password appears on the screen as a row: ct he'.. 1 ho €   cube , .( <; ds er  to prevent is 
Password iron being seen by anyone vise. 

7. Touch the men tick. icon, orr.1"rr~. s ENTER on the kesIxard, 

W"ORK ROOK l 

Pao. Ut 
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HORIZON SYSTEM Office , d intstratfa 

Section 2: Add a new user, continued 

R* i PXI'i•L43/O 2 

Date. 29/ ? )
issue, 2t 

The Confirm firm '$asswor 1 screen is 
iii l~Vved. The vv ten-,,  t pts you to 

reenter the =dlaoeated pa, word. 

8, . ype FR..lc:.i [ ? 4. 

9. Thuth the g=reen tick icon, or Press ENTER onn the keyboard. 

if the two Passwords entered are identical, the system will move onto the next step in. the.. Add 

User procedure. cedure. lithe e 'ass ords are not identical, the Error message 'Password and ccOi fire cd. 
t a sword do not match' appears. Touch the green tick icon, or Press ENTER and reenrer the 
user's. Password. 

s:. 

10. 7pe KEVIN 

If the Passwords are identical, the First 
Name screen is displayed.. The system 
prompts you to enter the user's First 
Name. 

In thi examle the user'sFirst Name is 
.e virn. 

(:'heck the First Nsme entered is correct. hef`or€ continuing,. 

I I d o c r ,h€e erree dAI t o n, o f'r ?E UNITR orz {,f.

t ,t WORKBOOK. 

Page: .7 



POL00090452 
POL00090452 

W)R. Z N SYSTEM Office .de int . i thh: 

Section 2: Add a new user, co aued 

Weis. PktHI43I002 
Dat(,: :2 ,07f99 

% we; 2.0 

The List Name: screen is clis layci. 
The system prompts you to enter .he 
user's Last Name, 

In thL eampie the € ser° I Last Name 9's 
FktdaeL 

l 2. lvpe FLETCHER 

Check the Last Name entered is correct before continuing. 

l 3. Touch the green tick icon, or Press ENTER on the keyboard 

The Initial Group screen is displayed, 
The system prompts you to select the 
access le e 1, you wish to give to the new 
user: r. 

There are three acee s level's available 

CLERK Can access all EPOSS function's and balance Stack. Units on the lle~ri-, r n 
's tem. 

SUPERVISORS Can access all EPOSS functions and ccns cte an office balance. ce . They 
ca l:li:.a carry out any system t ai3 t;t t€"a(ic 1 cane er:aJtl, snodif ' or 

delete usms.. 

MANAGERS clan al EPOSS 1'lenc inns aid r; o is t ahn rn ' he's" 

<€ € o,.Iav <.:;nn 's tL n adw6nis h"atiun cha .s, 

in this example you Kn e tl c:deal to w the Clerk access to the system.. 

1.4. Torch the CLERK icon, or Press Fl on the Leyhoar+d. 

t 1\()RKBO(iKIt 

ever.2 
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HORIZON SYSTEM 

Sectiw  2 Add a new user°, cont nued 

Office Ad inistration Ref; PAT 43 OOD2 
Dat 29/i79 k 

hsue 2.0 

The User created screen is displayed. 
The system confirms mat user KFLODI 
was successfully created, 

15, Touch the Continue green tick icon, or Press ENTER on the key Ina rd. 

The Modify User KI IJ)O I screen is 
displayed There are two tabs at the toe 
of the box on the left-hand side of the 
screen. 

' h t. er tab (numba.r l is, currk. utly in 
view. Thu. indicates the Full Name of 

: 1 the tour vent have created. The user 
OpOons are also listed. The first option 

gm: indicates that the user must haf + e the i 

", J • Ilse . l

The Groups tali 3nm her' i will indic €te 
the user ' s acc sy la'set croup 

I s.3 tote {. to th e .desktop mean 

16. Toueit the I ipost.e Desktop icon, or Press HOME on the keyboard. 

You Would now hors die -ew user what. their username and password are. 

They can then loon to the Horizon -system at any time. During their first loggon, the system 
will tuicnrtatically° force them to change. their: password. However r they will not be able to Carry 
out arty Sales transactions UNTIL they have been attached -to a Stock t.,tnit, Refer to page 33 
(.attach a user to a Stoc::k. Unit). 

'ell done! 

\u have added a new user. to the .t nr izon sa.stntn. 

let., WORKBOOK 9 
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RORZON SYS Tt;M Office .Admt trffinu 

Section a Change a password (Modify User) 

Ref. PATW4NO02 
Date, 291417199 

Th rbe ma he rt asions when a user ..s details need to be modified, eg when a ase°r forgets their 
3 -e c , ft t3h,s ease  von can modify the user's details and allocate Osem <_ o '. w pawword 

which s :3.1 no then s s  to C the Horizon system. 

Any user with manager level access to the system can modify a user, if yen tsra.ye 
forgotten your- ow : password and there are no other users with mangter.ics&L c to 
the system mm ta son must contact the Horizon i stun t:futpat sk on l GRO

In tin t 31 f."se. the user Kew'nn "l :e. Eer has hireottea his ee. L e!?ai . 

Note: 
If son mists to change ro r own passnood. rater.. to Workbook t. M  Changing passwords. 

Freon  the i s .top menu: 

I.Touch the Administration icon, or Press F7 on the keyboard. 

The mieiaration screen is displayed. 

iibud the tuer icon, or Press F2 on the keyboard. 

aO 

The User menu is displayed.. 

In this example the user Kevin Fletcher 
has forgotten his password. Ycu. 
therefonr need to allocate a new 
password to limn, so that tie cue 
Continue Using the 

sv 

e nn. 

Note: 
You must have manager level access on the Roriou system to add, modify or deft b' b' users. 

3 Th uch the Modify 

User 

icon, 

or Press P3 oct the keyboard. 

C;ICL 

%ORKBOOK 

9 

aim  221 



POL00090452 
POL00090452 

nota.t oN SYSTEM Ofc.A d min. f strati errs 

Section 2: Change a password (Modify User), continued 

Rd. rA I`f /4 002 
Dat < 2W07,;99 

t s n: 2i 

The User Name screen is displaayed. 
The system prompts  \ On to select the 
User Name to be modified. 

To select .I4er, tou i the con that 
corresponds to the. user € equired. if the 
User Nsm)c is not Usidu; el d., Totter the 
hlact a rr w "ccr1 on Screen to reveal 
artothe,1- : zdts. ma \ Sift  . 

in tth€s e npk the e tu€ f: user 
l(FLO() i , d- vhobl.c on the screen. 

4, Thuch the K LOO1 icon, or Press the appropriate Fkey on the key oaj-d. 

Od Lei%~A • €; r ,il~:='  ; ~~'~'` ~1 

The Modify User KFL.<OU 1 screen is 
displayed. The Full lame _A the user 
appears in the User box. 

The Options ` r user KliTh I are 
listed. 

The icons on the right..hand side of the screen can he used to modify the user characteristics; 

Uch Name iii.) i ° to tr.: 11 is not €u's-ect 
(deeps ps F.t :°f iJ"e.'1t to ch trgg"C ;a user s access level, eg from Clerk to Manager 

f:d 
1:'<t::li~> 7 9 g

F t [ i . i: ias eon f4 net

Opt t ens; .. -1 t Used to u es5 t.i,e user op ions. 
Passeordt tl: ?;t Used to Ja,  . the user's password. 

In t s esnni .+t , the user has for oaten his passw 3rd so a ness one has to be a:Aocamd to hen. 

If user Kevin Fletcher tries three times to loon to theHorizon system and falls, the 
Hari on systems will atitwnatiralh lock his account for a period of l5 minutes. To arrant 
ti:te account: e"Ch the Options icon and remove the green border by Tnwhing the 
z ca 1,rtrrt is disabled icon. The user s password must also be chtm etL 

h. Touch the Password icon, cn Pres • F on the keyboard. 

`) t t. VsORKR(X)K 1t 
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RORIZONSYSTEM Office Adutnbtr: tnu 

Section d Change a password (Modify User), continued 

Kf A'r .?43?fU2 

ate- 29Itk 3a99 
t. nue 2t) 

The New Password screen is displayed. 

f 

, he ;system ,prompts you to enter a New 
Cl` jL4n ord. for the cc. 

The new n ;st'rad ' dII ov rwritr tht 
g~ ~~yy ooyy y ff „„{{ a y )y'~' ~̀.Y

User's existiaf 6'^ ; 3} '€5.., '•o  ih ai  th e 

user can loon to the itoriaon system.. 

'. Type the new Password for the user (see page 16 of this g Workbook). 

The Cor€ cm i New Password r screen is 
isSlayed. The system prompts you to 

re-enter the New Password for the user. 

S. .i e-E ter° the new Password for the user. 

If the vve, paxswords entered are identical,. the system will r€ ove onto the next stop in the 
I€ €:Iglu User er roc iu.€re. It the passwords are not identical, the terror _aes gage 'Password and 

cone r€m d password do not match' appears. ouc the green tt>c: : icon ,, or Press ENTER and 
R -/:;'nter° to new Password. 

If the Passwords are identical, the Password changed screen is displayed. The system confirms 
that the Pas; acad. for eser' KFI .(o:l I was successfully changed. 

9. much the Cthn:nuc .:,re chi 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 =ord is. The system will automatically prompt the user to change their password the next 
is to they ioe n.. 

hi. Tdrrh the F'ip et f)E_:srtap eon. ::,r Prea I~lO ML en the 9.cyhounL 

Weh rtoe! 

'Urn have chana d a user  n or,.➢ asina the : lodify User function on the Horizon syttem. 

WORKBOOK 9 
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HORIZON SYSTEM 

Section 2 Delete a user 

Office Admiut trarrkkn a: e 143U& 
Dt: a 29t 7 99' 

Issas: 2.0 

Note: 
flekting a user will erase all details of th t user from the Horizon system. BEFORE  the 
os er can be deleted, they MUST be attached to the :Default Stock Unit, (see page 36 of this 
Workbook). 

As manager there may be occasiors when ton want to deny a current user of the system any 
further access, eg if the ea ployea no longer woris In your post. uthee. if  this is th e ease, you 
can delete the user. Remember it" mu delete a user, the detzaak at that user will be, erased on the 
>yste a€ and they dl no longer lie able to a .tine s the system at asr€y level. 

hate 
If the user is leaving your errrplos trrent on a temporary basis, eg for a holiday or a s tiara 
leave of ar.bsence, you may wish to disable their account, €asla€w, the .: eerruat is disabled 
function on the Nirarll y User, Options mean.. 

In the f"} tic Asir wr ewnnplc €.,. :r KFt_. lP1 has =eti our employment and you want to delete his 
details from your y s'or€ , 
F€..€?rr'€ the Desktop nmw: 

1. 'iguch the i d.€nirkst' tides 1 r:€a, or Prcs,r P7 on the k e board. 

The Athuinistratioa wean 1s i l;l ryr:a 

2 Tooth the User icon, or Press P2 on the keyboard. 

Tile User menu is disp:laye€;l. 

3. Touch the Delete User iron, or Press F4 on the keyboard. 

The Las c :Name ei aen is displayed.. 
The tet 13a.ina1 to you to select the 

er Name to be deleted. 

4. Tooth user :KFLOO1, or. Press the appropriate F1t.ey on the keyboard. 

WORKBOOK 
Page 25 
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HORIZON ~,°s S`:l i Ofs' :.• kn 

Section 2t Delete a user, continued 

.eta P TfJI431002 
Date.. 29/O1I9 

I' n e, 2. 

`I h l~h`or,r mesare t< displayed. The 
SyseP on n cnnfir n that you 

are sure von L :3. 1t t3' ddete eer 

K.FL0 0 t . 

k€ €s c'aaa L;12'i: t, 1 tl1 .'" tit don ,t3 stirs puint 

or l r r r ! m the krdoerd. 

90 cod 1.€-w the too'v 1t tu.`.3.1: 

5.. Touch the Continue green tick :icon., or ess ENTER n the keyboard. 

The User deleted screen is displayed. 
The message con.frnts that user 
KFL I was successfully deleted. 

. Torch the Condone green tick icon, or Press ENTER on the keyboard, 

The Horizon system returns to the Administration menu and the detads for user Kevin : Fletcher 

have now been deleted from the '',°stem. 'You cannot reuse the usernaa-.tte KFLOOI once it

deleted. 

If von try to reense the name KF I.tll:lt, an Error message wifi inform you that it is Unable 

to add user l"l:AIt 

to the D top menu: 

Tuueh the iil r'o sktop icon, or Pr-etw IICtME on the. 1 e F board, 

Well done! 

You have deleted a user from the Horiaon ' vste rata 

a "t. W R: MtJ(t t 
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HORIZON SYSTEM Office Ad trstha~ 

Sect on 2: Stock Unit introduction 

STOCK UNIT TYPS 

The Horizon sv", t. ii rc ty c 's tsl"es 
njl, 

Stock. l..`•i'~3r .: 

Individual Stock Unit. 
Shared Stock Unit 

Rat', M F H141,Ot& 

fl O: Z la'7/9£k 
Is;9ue. ` _ 

here is a description of both types of Stock Units and the working method they support: 

INDIViDUAL STOCK UNIT 
Only one user at a time can. he ettac ied to 4rr, lrstli vi duet Siucs 1. nit. The single user therefore 
h  accountability for e vents ccurrin in that Stt>ek. Unit (luring tiro, n i, $) they arc oggcd on. 

The Individual Stock Unit therefore supports tic.. Individual clerk accountability working 
tarethod. This ensures that only one user uat a Lint is aUaJicd to any It d.ividuai Stock Unit,. 

Note: 
This does not in itself ensure .iudividuar.l acerruntaability9 as another user can be attached t0 
this Stock. Unit if the original user is detarched, (which is done by attaching them= to 
another Stock nit), 

Note. 
If you try to attach a user t o An du ividu t Stock Unit already in use, the toriaon system 
swill refuse the attachment and iutPnu the user that the stuck unit .is, not shareable mr.ud 
already has a user- attached,. 

SHARE.DD S. OCK k=€ IT 
A. Shared Stock Unit supports several users, each of w'h€otr may be attached and i pged. on 

SHI.M:. lta€€ae-oum. .v. Whea a Shared Stuck Unit is baLi:ced, each user of th!a.t. Smock tr it may I 

responsible for the declaration of the stock, stamps and cash representing their portion of the 
Stock lit. The system will require a declaration identity number (this identifies the portion of 
the, Sn dm (nit) to  entered after each declaration of the stock, stamps and cash is made, The 
dec r .t inn identity nurr h i is a two digit number allocated to the portion of the Stock Unit by 
the in r mmr r, Finch dcclar, Lion mu ode with a different identity number will then he added 
t£=vgr: her k iotm the'ad sr= .: ~m;eTn s and cash Fri '; r rfc' Share' l Stack I LLit When the 
Iaileuc.i , rennort i', wad me be w pr d.1 'd : only one nse can b l }..ani mm maul ..!slim. the Shared 

Stock 1 nit. AU oifi i' Ii .e ntta shed km the Stock I_?a':.` must sae e"sRi:£ of  the Hor1aon syste.m> Et. 

Bata: 

It now help to liken a Shared. Stock Unit to a number of drawers from which users share 
stock. 

TI;: mhmmrcd Stock Unit suppon.s t'i;. From orking method. This rl . c.rr_, to he

aatt<<a,r .l Fm a Shared Stock Unit t Ilc.' mc. time. The stem does not dhmms Sunk I sit 
balinciup whilst inure than one user is lugged on to tlm Si,:xdk Unit, 

c it WORKBOOK 
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nornZON SYSTEM Of " kdrar .artstraftrau Ref. PATR/4 NEt

Section 24 Stock unit introduction, continued flat 
is wa e> 2U 

Any user can be attached to any Shared Stock Unit in the post office. but a user ran on (y be 
attached to one Stock Unit at any time, whether it is Shared or Individual, 

NoteR 
Workbook :10 describes the procedures for balancing .Individual and Shared Stock Units 

A1l Stock Units used on the Horizon system are type-designated Individual or Shared Stock 
Units, they may also be allocated the status of~ 

Default. Stock Unit. 
Inactive Stock Unit. 
Correction Stock Unit. 

Default Stock laait 

The Default St ;=rk Unit is n stem -maintained holding area. When a user :s w reeted'n th 
k Sr .:m. the are a ts. matui Ily :attached to the. Default Stock Unit. 

t sere attached to the Default Stock Unit are allowed to use a limited set of functions. They arc 
excluded 1:arrun ansarting Post Office business relating to stock and cash. 

Iotaz 
If a User attached to the Default Stock Unit is required to carry_ out Serve Custea-aatcr 
trnosaaetions, tine-, should notify their manager at once. 

.sera attached to Individual Stock Units must be attached to another Stock Unit (usually the 

Default) before a different user can be attached to their Individual Stock Unit, 

The Default Stock Unit is a Shared Stock Unit. 

Inactive Stock Unit 

An Inactive Stock Unit is one where no transactions hare been carried out during the current 
.asii Accounting week. As these Stock Units have remained inactive since the last balance, 

they can be rolled over using the previous weeks. balance fgures. 

The Inactive Stock Unit ratay be either Individual or Shared, 

WORKBOOK 
as 2 



POL00090452 
POL00090452 

l 

HORIZON YST O re Ad inistration 

Section : Stock Unit introduction continued 

Correction Stock Unit 

Re.t": AT /43/002 
Date., 29107199 

Issue: 2.0 

A Correction St .l Unit is € rrt rl by the €u€lit manager to correct  errors found in the Cash 
Account when reconciling all dockets against the. Trial Cash Account report_ # he procedure is 
and rtr€l:. n orris: after al.l Stut::l:: nits have bal,rrtced), The a zr rt=a t In orr
and then deal with the gain or loss discrepancies. 

The Correction Stock Unit may be either Individual or Shared. 

Note: 
The outlet manager must make a written note of when and vshy a Correction Stock Unit is 
created. 

From time to time, it may be necessary to alter or modify the way Stock Units are set tip and 
used. 'Them tt€> , ~._, 

ii 

ate available on the Horizon system and access to the functions is 
dependent on th % va l of user  access. 

Note: 

It is not possible to change a Stock Unit from Shared to individual or vice versa - to do 
this a new Stock Unit has to be created and the old one deleted. Certain rules have to be 
observed before it is passible to delete a Stock Unit, eg it must hold no stock or cash and 
be in a balanced state, For further in ̀ orruation on Stock Unit deletion, refer to t:he 
Horizon System User Guide, 

WORK  BOO K tt 
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RtZON SYSTEM Oftke Admia istrattnat. 

Section 2. Create a Stock Unit 

The following example covers the reat o n of a Stock Unit on the Hori.aon system, 

ef, . ATTUI43IOt2 
I re. 29/O7/ 

1w e: 2.0 

Note 
Ydu must have manager level access nu the Horizon system to create. modify or delete 
Stock Units. If you not have the required level of access there will be a padlock ck sign 
superimposed on the icon. 

A number of system rules apply to the creation of Stock Units: 

I, Once created a Stdck t nit mu4t have a Stock Unit identifier c to . t€i3.,w of a. €€....vi€ in n of 
:tare aiiildaraa:€r eci ti as t ;r t 4;itll no spaces). 

2, Stoct. U alt aicethfera math he ai€aicnui in the outlet, it :;. : St; ;..,  Unit already e.xUts w'0h a.O 
tan€tde i£ieiath ier, the Ih;fr €:'`;:'aa 'i  as n ill not allow ton to t C i. d and will initt at you th at 

a Stc,,dk t. nit h'Cr a:.ls d xaan with ti that Jcntifter. 
3. A Stock ItnA utr at be tut a• l; .. iiat t individual or Sl€a a d at ihc. time of cication. 

4. Once ercatcal, the Stock Unit t c i€a_li\idual or Shared)  c anure he modified. 

Stock Unit t i w t, tri arena l orn the Desktop iaae°. r 

I. Touch the Adn;in..stretion icon, or  on th-n. keyboard. 

2. Torch the hawk Unit icon, or.Press .Ft on the ken 1:om-h, 

----- 

J 

44 

3x~"ct1'3't£f:33~k 

3. Touch the Create icon, 

The Stock, Unit. menu is displaced, 
There are vanous options asaikthle for 
the Administration of Stock Unity: and 
the €.€ attached fl 3 them.. 

or r€m I l .:w the li i;`v t ash. 

0:W1 ' OR WOIRK BOOK 
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Section 2: Create a Stock Unit. continued 

4. Type C. 

Rd: t'.t 'ttz 3 attt2 

tlat r it r"" 
t w. ?.tt 

The Stock Unit ID screen is dispbycd.. 
The vs em t tt pt , von ro enter a 
Stock Unit idea tmfie  E If't. for the new 
Stock Unit. 

The identifier must he aar igtie in the 
outlet and contain no more than three: 
ch te . 

In this example the identifier CC will be 
used 

for 

the new Stock  Unit. 

Cheek the identifier entered is correct before continuing. 

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

6. Touch the Shard ,cone

The Stock I Ins€t Type screen is 
dills\>ed. The identifier CC has been 
accepted I-) the horizon system, The 
systems Prompts nu to select the type of 
Stock. Unit requiTvnl. 

A description of the Stock t' it types 
and their r', " vet on pace 2  f

, 

this Workbook.. 

In this c,,, avnpk Blank Unit ('C will he :< 
Shared Stock Unit. 

or Press Fl on the keyboard. 

t LCL - 'At WORK 80(1K 99 
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Section 2: Create a Stock Unit, continued

At this stage, if a Stock. m u with the identifier CC already exists, an .rror message will inform 
you that 'Stock unit CC ; wld ne he created - Stock Unit CC already tieos', .< Acknowledge 
the message by Toudi&o the OK green tick icon (or by .Pressing ENTER) and reeet.t the 
Create Stock Unit procedure using a different and unique Stock Unit identifier. 

In this example CC is a unique Stock Unit identifier. 

The Created OK screen is displayed. 
The system informs you that Stock Unit 
CC has been successfully created and 
the Stock Unit type is Shared. 

7. Touch the OK. green tick h:an, or Press £N'ITR on the keyboard. 
Th

e system returns to the Stock Una menu. To return to the Ded.iap a 

8. Touch the R:i oste Desktop icon, or Press HOME on the key hoard, 

Note 
The Stock Unit created above is empty and there are no users attached to it. Before the 
Stock Unit can be used to carry out transactions with a customer, you mot first attach a 
user to it, (see page 3301 this torkboo) and remit or transfer stoe:k~ stamps or cash into 
it, (see Workbook 

Well done! 

You have created a Stock [Unit using the Horizon system. 

WORKBOOK 
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Section a Attach a user to a Stock Unit 

Rci; PA r;4 ;ittt2 

Before a Stock Unit can he used, a user must he attached to it. This will enable users to 
perform transactions for customers or carry are general office Administration tasks. 

Note: 

It you attach a user to a Stock Unit, the user is automatically detached from the Stork 
Unit they were previously using 

In the previous example Stock Unit CC was c:reated, you will now attach a user to this Stock 
Unit. 

in the tol owing, e.'cample, the user RKEOOI will he attached to Stock Unit CC. If you do not 
hove a suitable usci to attach, follo the rrrc ediii on page 17 of this s Workbook to odd a new 
user to the system 3:>.rrst. 

From the De, top menu; 

l . Thuch the Administration icon, or Press F7 on the keyboard, 

2. Touch the Stock Unit icon, or Press Fl on the keyboard. 

The Stock Unit menu is displayed, 

3_ Touch the Attach icon, or Press . on the keyboard. 

The Sekct a Stock Cult : to attach to 
screen is, d€splayed, The system 
prompts yea to select the Stock Unit to 
which user R.K.EOOI will be attached. 

The screen lists all the Stock Units if, , €sc in  r-,sr office It the re iul r d Stock i n h is not 
visible. F'€;sla can use 1 ;1' g rte selection = s 4 S"t a mvv icons on 3he righthamt idc of the Y'it`ca.. 

re 
the ' c m€:.ill arrow A n die. keyboard °i3 S's v 'ss oddh lewd  t.o~ l Sets. T ' ; & cct the wquircd

pis t ' wt Touch the corresponding.  €€€:: en the scacent4::> lii Irl ,St the 50 , k kIrr, or use. the 
scroll arrow keys on the keyboard. 

.. tIns crompie the required Sac: L 1 Unit , CC. 

1 Touch ch the CC tc k Unit lice, or Press the Down scroll arrow to highlight Stock Unit CC. 

5. Touch the Select green tick icon, or Press Fl on the keyboard. 

£ WORK BOOX 9 

Pi e3 



POL00090452 
POL00090452 

,IORZON YSTFM ommce Ada a ee ta,at€ar e :PAFH43!O(rt 

Section a Attach a user tn a Stack . tit, continued 

i

"h€e -Select a User to attna.- t to Stock. 
f 3.it CC t is n is dkpigvd. The 

55 It t 

b

She screen lilts nil the nets `  ckvJ.`ikr ➢te ita •oor po.e a)ifke.: 
iI the re  fl t T i . user is not s he. 

YOU ein use toe gtweo a i w tent€is ott the rtet hand side €`f the . green or the mH mows en 

the : es heard to view d i.itional !:mats. To s legit the user. Touch the e z a .-aendegt line en the 
to highitaht to e; er car case the ;s croll arrow keys on We ke.y'3:acaid. 

in this e.xetugi.e the required n'err is RK.EOO a fc~u Page 2 of 6 . 

6. Touch h ISt wn t .a.en as -€toy icon, or Pig° ;s PAGF DOWN en the keeheard to disp{ov lhc,
page r; oh the requirrnl near. 

7. "hunch the tisernamo if Ii t_dt`r , or Pr&w tie Down rk tii at row on the kesit3,encite select the 
user required. 

8.. Touchch the eket ereen tick icon, car Press hi cut the .c l'inwd,: 

`here will be a short delay of a few seconds. During W a period the system is attae'ti ng the 
selected user, to the requart d Stock Unit and updaattng the system records, 

if the attachment .i s successful, the 
Att;cc.ht .i OK screen it dCpiayed. The 
tnw.sage in Warts < i that riser RK €: i 
has been eceecethile ttt;i,t il. . cr Stock 

.°nh CC. 

Not ~ 
If you try to attach a user to an t di iduml Stock Unit already in use the Hotiaen system 
wilt refuse the attachment and infor.m you that the Stock ..init is not shareahl . 

Ptt c 34 
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Section :. Attach a user to Stock Unit, continued
odN% 

9. .Thch the Off. green tick icon, or .Press EWER on the keyboard. 

The attachment is now complete and the Horizon system returns to the Stock Unit menu. 

O. Touch the RpoLc Desktop icon, or Press .HQ H en the keyboard, 

1' € klu,f z;,-,)n system returns to the Desktop me an. 

Well done! 

ou have attached a user to a Stock Unit using the Horizon n system 

WORKBOOK 99' 

:age 35 



POL00090452 
POL00090452 

HORIZONSYSTLiM Oflke Adm'I strat:dh 

Section 2: Attach a user to the fktaau.lt Stock Unit 

,ATUJ43;00 
Date: M MO7i9 

f sue. : TO 

to the last e_s :anr, l:a user was attached to a Shared Stock Unit. If you had wanted to attach the 
u er to an Indo'. €dual Stock Unit, the procadure would only have been successful if no-o:ne. was 
..tm he.l to the Stock Unit at the time. Siacc there is no detach facility on the Horizon system. 
narba dy cuoently using an individual Stack Unit must he re-attached. elsewhere. This, Will 
automatieal..v iefxh the user from the oei aai Stock Unit. The Default Stock Unit can be used. 
as a :holdme area. 

'.ate 
Users attached to the Default Stock Unit cannot access the Transactions and Serve 
Customer menu. 

In the following example TSMOOI w il' he a etched to the Default Stock Unit. 

From the Desktop top menu: 

1. Touch the Administration on. oc Ne;u  F7 on the i ;to :- . 

2. Touch the - Stock Unit icon, or Press El on the keyboard. 

3. Touch the Attach ic e,. or Press F3 on the :keybo .rd. 

The Select a Stock Unit to attach t : 
screen is displayed. The system 
prompts you to select the Stock Unit 
that TSMOO I will be attached to. 

11 :. ,sts >.k Unit required is l E 
[kiln it) 

4. Touch the DEE icon, or Press the Down scroll arrow to highlight Stock Unit OEE. 

5. Touch the Select green tick icon, or Press Fl on the keyboard. 

WORKBOOK 
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Section 2: Attach a user to the Default Stock Unit, continued. 

Rd AEi14:31OO22 
.fl te: 2 107f 

= sue ,tt 

The S Fa ct a User to attach to Stock 
.nit DER screen i' c i4pWved. The 

system prompts von to shect the user 
who will ha iorachad °n We Default 
Stock: Unit 

The required user is TSMO0.t . 

6. Touch the Down green arrow icon, or Press PAGE DOWN on the keyboard, 

7. Touch the usernarne I'SMl 1, or Press the Down scroll arrow on the keyboard to select the 
user required. 

8, Touch the Select green tick icon., or .Press El on the keyboard. 

There will be a short delay of a. few seconds, Durine this peund the sys e n displays a rotating 

egg timer. The system is ensuring the user is not rrently loged art and using another 
Horizon system in the post office. 

, fte. ih. ;€€o t d.alro, the Attached OK 
ci . The system 

i tios is y€fu that user TS OOI has been 
st€  u attached to Stock Unit 

hF. 

::t. Touch the OK green tick icon, or Press ENTh 9 n the k yhoa d 

The attachment is now cons is ...;.. I o i Lori .~ stem returns La the S &x k t. t it €nesrw. 

10, Taut t the Riposte oste :Desktop icons Press HOME ' on the keyboard, 

The e Horizon sy~<txern rctu€r •sc to t:he Desktop menu. 

WW' it done 

ou have attached a user to the l:)efr.u.tt Stock Unit using the . torizoo system 

WORKBOOK 
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Section 2 Delete a Stock Unit 

From time to 64me.. 3`\f may 3iths. to §, .'..` r a Stock Unit from the H tf.d?,oSA system 

A nu '.t?':zb .., 'fit  t"'£iii ;t.'; W`..4< t ''.E.' to ?ljr ,1:% s,t tit ot attack I nits: 

ten PA II,,43 °Otte 

The teen' b ;'3.I.;"ice Ic' Lxc ..'.t.:. the $°'?'€2eh 1 ina i-f"nna hove manager !ev 1 ;weess on the horizon 

Dl . must € ; detached 'from the Stock Unit to be deleted and attached to another Stock 
I €sit_ 

1, . A Stunk t, 
nlii 

cannot 

be deic a°d if a',3 ,n ieo Urn ha \e been doe. , Del 
nut 

a 

u.t.` t 

S1 

in the 

current 

Caeh 

•ec nt Period until  ; 

ban heni 

hsgle.nned 

and 

rolled 

en en 
into the 

next CAP. 

4. A 

Daub 

 

scat 

cannot 

bedeleted 

ctt l :: 

V, 

the 

to 

U 

cohen 

of 

: . 

k end 

cash in 

thet S F lF I rit 

is 

s'it 

t. 

, 

en; 

ha trap er d 

out 

(to uthea 

Stuel 

lJhnn me office) 

o .£'arid. i out at the 

5. th e 

Default Stock Unit 

cannot be 

deleted. 

Ii tlan to llo` ing exat iple, Stock 1, Unit CC will be deleted. 

From 

the Desktop menus 

1. ouch the .Administration icon, or Press F7 on the keyboard. 

2. 

'i ch the Stock 

Unit 

icon, 

or .

rest 

Fl on 

the 

keyboard. 

3. 

Touch 

th e Delete icon, 

or 

es 

F2 on the 

keyboard. 

The 

Select a Steak 

Unit to delete: 

screen 

is 

displayed. 

In. 

this 

example 

the 

Stock Unit to be 

deleted is C > 

4. Touch the 

Stock Unit CC 

line, or Priess the 

Down 

scroll 

arrow 

to 

highlight 

Stock. 

Unit 

CC. 

5. 

Touch the Select green tick 

icon, 

or Press h1 on the 

keyboard. 

The, 

Horizon 

system will 

attempt 

to delete the 

Sock 

Unit. There will he a 

short di. ..€y° 

of 

a 

seconds. 

Din l.t" 

th'P; 

(ia`1 

: 

t.ls :tit n displat

,,

. 

. €F t;3a. BtLf neg € ntnr. I; any 

2b the 

nn ., 

;:il"I 

itans 

applicable 

to 

deleting a 

St3 

oh; t. ;ltt has not 

l ° 

€ 

adhered 

tfi:. 

he 

xattw:nat t 

will 

tail send an 

Error 

message will be 

displayed 

I . e's 

he o t F",I%E ,€ reThaniasend  r:€ltt 

x 

in 

Stack 

Unit 

deletion again. 

.tCt 
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Section 2< Delete a Stock Unit, continued ued 

Ref s P't".tt'4 3; tt 
De: 2 rte ,1

2O 

if all tlic sy«. mc  rules have Year° 
:t llterwtl to. tine `seh sled OK creeo is 

dispi iyed. 

ih  sr:;it; aee thet the 'elected 
Si£ ci- t 'r i C('i he hey n 

lr'3t. it" ~': .. 

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

The Stock Unit deletion is now ec roplete. The Horiion system returns to the StnethI: nit €ttenu. 

To return to the main Desktop: 

7. üaeh the :Riposte Desktop icon, tip- Press I IO1L 01 the keyboard. 

Well done! 

Von have d. leted t t k t.<€pit t&n the Ilonie€pit s tems 

f f0.. WORK OK 9 
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Section 2x View Stock Unit functions 

Ref PAT 431002 
Date: 29/O7;` ' 

Iu 20 

The Horizon system has three View functions available on the Stock Unit menu. These 
functions only offer e view of Stock Unite, users and attachments. ents. Io changes can be made by 
ar aessing these ft_rnctiera . 

're 
access the V, : ' tUfKtnrn of the Stork unit menu: : 

From  the De< kwp menu 

1. Thuch the Adn-6. istrat on icon, or Press ? on the keyboard. . 

I_ Touch the Stock Unit icon, or Ness F! on the keyboard. 

The Stock Unit menu is displayed. There are three icons allowing you to View Stock
Users and .Attachments. 

View w Sic . Units fF4i allows you to view all Stock Units currently in use on 
the system. it ar Us nns you of the Stock Unit lf.), the Type and the CAP/BP 
t;(ash Account .PeriodiBalancc lac, lcx:.# t in which each Stock unit is c gently 
working. 

View Users (F5) displays a list of All Current i ke € t of the t ern and 
indicates which. Stock Unit they are currently attached to. 

View Attach (F6) displays a list of Stock Units currently in use, Selecting a 
Stock Unit shows which users are attached to it. 

When yot€ have finished using the View. functie:t of the M.:n ion rm, ` o ch the Puts eon. 

or P rr a,% ESC on the, keyboard to rc um to the Stock Unit :tic-auu, Ii Y w t4a reto;e tl: rwaly; 

to the Desktop, Tonch the Riposte Desktop icon, or n.wx UOMF on €he ey , s l. 

Well done!
.

You have used the View Stock Unit functions on the Horizon ;systeai-

ICL WORKBOOK 
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ae- 2.) 

Activity Sheet .1 f

11 there are any questions you ue unable to < nswcr, Read this Workbook again. Some of the 
lions are practical and rvuuiro you io are the F: r=:izoan ssmrn. 

if you are carrrrta ting these ei rcises in the post of ce, ensure that the Horizon System is 
in Training Mode 

If morethan  one system is installed d3i the pars 3 office, , how do you r''.€ r; 7r s$ the Gateway 
,work'. aaon t'rt Ern the POLO sere an` 

2. When the c-<ofwuxhzon has been e shed through the otewav worim,, hon, and rr€l other 
s stems have been inbirdised, which three items must von keep mp rat e and secure? 

3. \V hreh three ace aceess le vets con he `=rented to a user, by the manager? 

-1, You have t o ma members of staff Mm Oak and Jane Davidson. Crcate. . ens tihens us use€a
,

; of
the tt: rrl. ar, sytum. with Clerk level access, 

5. Jane DavIdon has forgotten her password. Allocate a new password to her. 

6. Create a Shared Stock Unit, XXX, and attach the 
users 

Jim Dale and Jain Davidson an ft 

WORKBOOK 
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at : .29€ 07 to

Issue: 2.0 

BALANCING JS T . 

HORIZON SYSTEM

OBJECTIVES & INT. CT.. N 

Objec ies 

B?a` the end of this W Workbook you will be able to: 

I. Produce Cotrrtter Daily, counter 1 ie,kjy a,-A h iffice re x ts, 
2. Coin f hin the P rid of Day pro c° . €.rr 
3, Use the Transactions Log to finel and reverse errors in .€e Stork Unit balance, 
4. Post item s to the Su pense Account 
S. Declare Stock Unit I.mi tnigrs « i Stock, Stamps and Cash. 
6. Produce a Stock Unit Balance report. 
7. Create a Correction Stock Unit to hold discrepancies in the office Ibund after the 512 

Balance has been completed. 
Produce the Office Cash .Account report. 

Introduction. 

This Workbook describes the actions and procedures needed when b .alrnc it ig the thtrmznn 
system. 'Whilst it is fair to say that no two outlets wiLt nuces:arrly carry out the balancing 
procedure in exactly the same way, this Workboof ,ill follow a logical progression that will 
conclude snth the Cash Account Report being produced for the outlet by the Hot roa s, stsr . 

The Workbook is divided into three sections. Section l describes the actions required to 
complete Daily and Weikiy reports and perform the client cut of s as required. Section 2 
describes the actions that must take place to achieve a Stock Unit balance. Section 3 describes 
the actions that need to be carried out to produce the office Cash Account report. 

Note: 
If you are practising these procedures in the o ce, the. Horizon system must be placed in 
Training MTrMning Mode by the manager. 

It would not he practical to cover every possible balancing scenario which could be 
encountered on the Horizon system.. Ifyou need further help, or if a specific example is nec 
covered in the halanc n  

r 

.l,aek 

s 

€ sh.'uld consult the Horrzon System Li'ser Gurde, 

At the end of er€ch Workbook there. is arm art sits' sheet which allows you  to prrtctrsr the 
transaction 

,: 

i 

in th e 

Workbook, 

It 

soc are not 

sure of th e 

answer 

to a question. 

simply 

re

-read 

the moles t tt 

section of 

the Wodheok 

and 

 

ma 

,;rs. 

tote: 

The 

Workbooks 

provide 

values 

against 

a number of products and scrN 

Sews 

that are Correct 

at the 

time 

of going 

to 

fsr 

essr 

This inforr'tration is 

subject 

to 

change 

and you 

should 

refer 

to 

the 

appropriat 

: 

lOCl 

transaction 

floe 

rr.rtneannt6atmon 

.f ot -  up 

to date price 

information, 

"c .i n .. 
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HORL ON SYSTEM Balancing using the Horizon System 

Stock Unft balancing overview 

ReP ATx'4.31 02 
tines: t 1O7I"4 

h m t 2,r) 

The pr diction of the Cash Account, using the Horizon system, requires y'ou to follow= a series 
t steps. 4.e .starting uitlr hala t cirr each Stock Unit in € post office. Once till Stock Units are 

balanced. then the Cash Account curt be produced. A breakdown of the Stock llni9: balance 
procedure is shown on pages °? k 9. 

T'he Horizon system is capable of producing various reports. They can be accessed at any time, 
ab:bou,w h a.a number of them must he produced during the Step:.k Usnit balance, otherwise the. 

process cannot he completed. 

The types of Stock Unit used in your post ol'f,c e dictate some of the actions you perform to 
carry out the balancing procedure, The rieclandi is used fir tn Individual Stock Unit are 
sfightlt drffcier t from those of a Shared Stock Unit. 

This Workbook describes the basic is balancing procedure and highlights the diit't'ere€ices between 

b,fl anOng a Shared and .Individual Stuck. Unit, such that the Stock !•Jttg can be of led oser into 

the nest CAP (Cash Account Per, d) or tlt ; next UP € Balance Period). 

Note; 
.'ash Account. Period (CAP) dents which acrraurrdugweek you are in during the 

current financial years. 

Balance Period (BP) can he a portion of a CAR During periods of high turnover there 
may be two Balance Periods during a single Cash Account Period. 

;eport;s are re-produceai where required iii r.ltis WIorkbook, [her are used as e ,arripte to 

describe the p.r ec.d r's: Fiat types if reports required s it be dependant on the i6,€ ire,s carried 

out in your outlet w a aarg the last Cash Account Period, 

From time to time there may be a discrepancy netween the Horizon s; stem derived figures and 
the actual holdings of Stock, Stamps and Cash l ,,- Workbook des .€rihcs adhusiments and the 

tt: ne ttot€s available to help locate the source of the discrepancy. In a toe rung,.,.or irrrurnent ii. 

would be impractical to cover eser.0 inriividua' pr,;th,eni which n-Eav occur when .,a. lancing, if 
further assistance is required to cure a balancing problem, you atuould r-et'er to the Horizon 

System 

User Guide and 

thereafter 

your 

POCL Regional 1-felpline. 

Nate: 

l:'lh e Florirnu 

System 

Helpdeslc 

should 

lie used ONLY for Horizon 

s 

-, t , m 

procedural 

pruhk'rns or 

equipment 

defects. 

U' .: 
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HOftZON SYSTEM tttnctng using th Horizon -Sy;tfm a Refs AT 143,1002 

Stock Unit balancing overview,  continued: . . Z 8fv ? 3 
2.O 

horizon system individual Stock Est balance procedure hrcakdown 

Individual Stack nit 

L ~rofkice the mar€ tm cn non mangy at
] 

ro y t as ly repr its
>.

Pra uce the mandatory ry and anon mandatory weekly reports 

Correct transactions if required by reversing any incorrect 
transactions or entering any that have been missed 

(refer to Workbook. 7 - Reversals) 

R.eccxrd a No a Accounting Data & Parcel Traffic 
rcq .sa : l on one Stock Unit daily 

tai ek to Workbook 7) 
_. 

_ 

hlPa tL Balance Snapshot 
.®..w. 

(check the report. against your dockets and Stock) 
Page 54

Adjust Stock if required 
Page 61

_.. _ 
Declare Stamps 

.w .... .- »,-.. ,., Page ........... .._.~~.. 
.._ ... 

Declare
eela Cash

Pal; i7 

ie  arty discrepa ncies c isplaye by. tlae syste m 

Print the t acl t .i ( i as .Balance Report
.,~

Check tc 13 a it Balance Report

ol.l Stock Unit over into next CAP or : P as required 

rate: 
The procedure can he taped at any time during the steps above, to in esti=care and 
correct any errors trait anuy> arise, 

; . tt't: W O KOOK 1. 

P c 
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HORIZON  SYSTEM rte gas ing sillo, tilt H a 12 Sy tee 

Stock Unit balancing overview, continued 

orizr tr system Shared Stock Unit balance process breakdown 

Shared Stock Unit 

Produce the mandated and on mandatorydaily  r :p rts 
Pagel3 

rod trce the mandatory and non mandatory rotor eekl report 
Pae 3 1 

rcpt transactions if .required by revcraing any incur 
transactions or entering any tfrat to e been missed 

Workbook 7

____ 

w.d 

Record any Non Accounting Data & Par;el Tr: f is 
rerwrcdon ) eStockljntnn

orlbook ,

O 
t t e L3aias c S pt<krot 

(check the pon against your docketE and Stock) 
Pace 54 

ffi t "; t&.tt'Y1,4 $btu2 
8:r<araz. 20r07/99 

are Stock or Adjust  as necessary
Pa

11111111 
Dec Stamps

Declare Cash . 

Page ta5 

96 

rut 't`rrat balance 
'age 97 

over into next LAP or .UP as 

te: 
The procedure can be stopped at 

any 

time during the steps above, to investigate and 
correct 

any 

errors that may 

arise, 

t

WORKBOOK 10 
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HORIZON SYSTEM us gat; d ' srtzt n Sv tem Rf4 PA"t< W4; ft5 2 

Section 1, Counter Daily reports sate. 29/0 t 9 
hue; LO 

All lls ri''on sy°utem reports are accessed initially from the Reports icon on the Desktop menu. 
`flue firsu t" e of report wed in the balancing procedure is the Counter Daily report. 

In the i,..)Hov ing example. you will produce a 13'i'" Bill report The procedure for the production 
n.: other Counter Daily reports, eg Giro Bank and National S av in3 ,rt, s  the came, with rho 
e ce do Tr of the Cheques Listing report,. 

Note 
The nature of the business conducted throughout the day will determine which daily 
reports are req :ired. 

From the Desktop menu: 

l 

I. Th wh the Reports icon, or Preis F2 on die keyboard, 

rat ~3 S _ 

It 

2. Turwh the Counter Daily icon, 

The Reports nuenu is d sl late€:i. There 
is an Icon tot Counter fril) re Dorts, 

or Press Fl on the keyboard. 

The (ouunirr taativ rep arts menu is 
dkpku: cd. -Y (l the utpo.rts accessed 
f n rt this menu nt ,up can he printed on 
thy° counter printer hrer-rewed on the 

In this i,i 'rtu. are µ ta: 

produce a UT a3dk

WORKBOOK 1.0 
Paige 11 
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lORMWN SYSTEM aandg € sing t e Horizon Systt ea 

Section to `ounter Daily reports, con tin e 

3, Touch the 131:billS icon. 

~ c
q

). a 2 H 
~' ~ k%

~+ A.3 a4 k \k ;sa_ DS_' 

H,  0 de d`. ~.

z s a sD ti xu 

or F.re&v P3 on the keyboard, 

f P: TH/4-V0€lm 

Date. t9/07/99 
t: wnc: 2.0 

The Produce x& art screen is displayed. 
The Report tab gives information about 
the Stock tlrllt and .ash Account 
Period (CAP). 

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

To the right of the Report tab there, are four icons which, if selected, will allow you to: 

1. .':`: tnt C -'1 the
L Prriek on screen. 
,3. Pe n. 3 .n 

f,s. ,l. i tot the client. 
4. :üfirg'Jf s d' to I,a, )' YE.t w H i'i,± will take you hack to the Reports menu. 

In this example you require a printed report. 

4. Toach the Print icon, or Press s 4 on the keyboard. 

Screen messages will be displayed 1w a Ivy' seconds E1£'°> infornrng. you that tho report is being 

prepared and then printed- The report will be pruduwd x-foa t i e counter power. 

1 amc~ gr office FAD 
"i ima , Date Felthar Pon Ortiw FAD: 123456' twee 

tip 17:35 1510611919 CAPO1 I3P;Ot Stt;A.A 
Smock 01 it 131 Bills 

£:wa'O€ 5.E AcrourT VALUE 

c4 32e4 132 9iY7~5 € £.733
aaaasx#£1t. 1-1"3329 i4L'30454 3$ 

Session No, & 1.133$63 123456799, 200,00 fae8 

Customer 1-13617: ✓624127 n2.1e'r 
1-1;33 154€1€S3i1~'i"1 +1X.24 

Account a1:0 .

SUMMARY TOTAL:  eft: all 
Af4 tR14 6l4 tr

END or roar :aa.« 

tot. t()RKOOKHI 
Page 14 
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HORIZON SYSTEM Balancing using the ttw :lzorr System 

Section to Counter Daily reports. continued 

Ii€L PA 11143/D02 
Dsisv 20/07/99 

t ar u 1,0 

The r'eport, reproduced a v .€1e=. T, whow r, _: number of F31 p£@1 7aytraentc totalling £.360.44 for 
Sock 1. nit AA, The report dctails the t_ €z t  r7€ r :<Account nunihers and the total Volume of 
trar on. .parried out. You can take a report at any time. 

At this point You would row x r . ;nude.° the details or the report. If you find an i, rmr t3;.s 

c"'caried s part eta €'rans''act on a3 Reversal rsal can K. Carried € ut ;I,>Ine € C cY!,iMl nt€€Fi er. An 
example of this procethrre is shown on page 17. ( orlehook 7 also details how Re a rsals are 
carried out), 

Er You wash to nialk he end o the €iunsa'rtrons for yew ,t..` off, You can do ;o nerdi t ai> Y lt1': 

itOt iron tFl2. . 

bat$' a 
Activating the cut off icon will reset the report totals to zero. 

5. 'T< eh the Cut-Off icon, or Press F 12 on the keyboard. 

The Cut 
¢
oft status sc eeii is ,ii plav 

ahi h indt`Onns you tk al. i tlw cut ot.t for 
the P1

. 
Pill;; report is being processed. 

.Note e. 
If the C tµOff icon is activated hef 

re 

the report has been printed r previewed the Not 
yet Output information message is displayed confirming that the report has yet to he 

printed or 

pr°eviewe , 

i'€r 

ch 

the 

OK 

green 

tick 

icon, 

or Press ENTER and then print or 

tew the 

report 

-wh the OK roan tick  icon. :J! e  or Press ENTER on the keyboarrL 

WORK BOOK 
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HORIZON SYSTEM ti g the Hndzu Sytern 

Section L Corntr Da ly report, ntittued 

Ref PAT 111431902 
Date; 29/07199 

Issas ; 2,0 

The Cut O si ~t  nE F s E E . ates 

that the WI i :Is cp" o r h s been . .€t off 
successfully. 

The report cap E now he dispald ,.d in 
accordance w' €i current POCL 
procedures. 

7. Toud the OK e are tick icon, of Press ENTER on the keyboard-

The Horizon sysic:.n t f r f , t L . l' educe Report screen. If no fwTher actions are re uirred. 

Pr ,; F t t, on the keyboard. 

The Uori.zon systea icturns ts' t`h (Mounter Daily Repoi ni'uu, 

eH 

You hrvc produced a RT Bits system report and performed the CutOff procedure for the 
dent using the Honrtau syste . 

W(M.KB(M)K 0 

Page 16 
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HORIZON SYSTEM Ba acing img the ,t ar' on Sstem 

Section I Reverse ar existing transaction from a report 

tteO FATH ,,̀13;002 
rt,aae 29tii7iui. 

tssrae; 1F0. 

In the previous example. a 01 1111 : report was produced. If, during your ri'(fi rr€ IlitaFltart ni the 
dcTails on the report, (prior to ,l. livane the client era fife. vein notice that `,hc i u::tt1.*; of one of 
the: or 2inal transactions had been entered neerrr'crk, eon the error needs to he ,ccttfi d beforo 
the cut-off t.-off is carried out, 

In t U example' ple' the' c eta er`; stit€-inal UT hiP ss' i a'r€t sI odd have. been 1`u :  P3.00 hut_ 
li i'tl A' 1115.' t salon S_?'; the }'" t [x.iTtt . ? Ie: n an em.1 a 

sent 

son added to the ;i mwtt., f itu U4, • 
131]U regret prudue .ea.l has and cats. dI than, 0itt pigs went, was entered <.  £200.00. If this ti'a ,a t oonn 

ts 

not cut meted a 

dimreounsa 

a:r. 

£1.dE((1_£3O 

Will occur 

when the 

Stns .k 

Unit 

3, balanced. In 

this 

case, the 

€:oln, 

.- Iion can h,. erode by 

reversing 

the 1 

hill 

payment 

for 

£20t 

tit and completing 

d see sad UT bill paytrnera fur -  the 

macemt: 

amount of £20.00. 

1 he report its cn sea all it 101. hill pay taunts made since the last Si tie the u utah' pi 
medw 

u i 

earned 

nut. 

Note. that LhC Scsun Number 

fox 

each 

transaction 

appum a 

on the Id 

ehand 

side 

of 

the Customer Account number. 1 1.; is 

required to reverse the original transaction, 

which is 

classed as an. Existing Ruve.i od. 

The R.e z e sal will start from Ore 1)>:. rs .1:,1> noon: 

1. 

Touch 

the Transactions icon, 

or 

Press 

Fl 

on 

the: key , 

hoard 

2. `such the Reversals icon. 

Th e Reversals menu 

is 

displayed. 

3. 

`ouch 

the 

Existing icon, 

or 

.Press 

P3 

r:ra the keyboard 

or Pre s :F1 

on  

t1: 

e  

kc yhra>ra°€i. 

The Tr as"€ 

t 

,.;E.ia 

ra 

Rc t e€ 

€ n 

:teen is 

displave:JJ, 

lIce systern 

prompts 

nu 

to 

enter 

the 

"Ir 

arnsaction 

Ref erence 
t•. 

umber 

(session number) obtained from 

th e 

report. 

The 

reference 

number is € n the 

left 

o ` 

the Customer 

Account 

number and 

is 

in 

the format 1 23456. 

th e 

Tran acti 

n 

Reference (session) 

number horn 

the 

report. 

Cheek trit: ,  

reference 

number 

entered is cornet but

5. 

Amc r the 

green 

tick 

icon, 

or 

Press 

ENTER  

on 

the keyboard. 

WORKBOOK 

 

10 

Pige 17 



POL00090452 
POL00090452 

rEM ltxttanth g sing the orizoo S st u 

ection I RReverse an existing transaction from a report, centintted 

Re : PATH/43/902 
Dare; Z9IO7f99 

The 1tc r€'-5On  -.fora will now search for the original trans eticrr II it ..an he rc.ersed the 

Horizon ,:§ T€. C71 creates another  transaction in the stack. to the v ah.w e'  . 0.} to offset the 

orig anal P s e0 payment. 

If ' ,ii8 i € c:€z t:.32nS£iOiorI Cannot be ,u.weE ,1; ' I ltat'tiee ' yo ere P di; is ' a meerpt A? that 

ti. . ". uch the Fi i li icon, or . rer"s f h [ R en : € e keyboard. 

The Setdemeat ti., :> _, is dhsplaae .. ou €oui w'ec t tle. .mr thcd of paymerd mcd by the 

customer in the oo3 iral transaction, le Ca:h or Cheque. The Counter Daily Cheques i F €€ * 

s°port c an Pc I€."eJ €. can firm whether a cta;€.t' had Pace ;.,< • d :9 the. original method of 

to this example the original transaction was completed with a Cash payment by the customer 

7. Touch the Cash icon, or Press p"1 on the keyboard. 

A Reversal receipt is now produced on the counter printer, The original BT bill payment has 
now been reversed, 

Notet 
The customer s urighud liT 11111 niust now e completed for the correct amount of £29.00. 

From the Serve Caistowe rncnti, von n, mild 'iow complete a lITOil bell, lu7" £70.00 { .t {'i i 

using the Customer A.evount i tsn }, a ebtetali': € s 4 t'': €. the or "had H <.  l l: re 

On completion, the PT Bills report mu ,d: then he printed and the client cut off performed.. 
Refer to the procedure on parse 1 1. 

Well done! 

You have completed an Existing Reversal from a counter report using the Horizon system, 

WORKBOOK HI 

Sk w 1. S 
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t ORt ON SYSTF:? t Balancingusing the tIrzon System Rth PATHI43IOO2 

Sec thin t: Counter Daily Cheques Listing report Date. 29/07199 
Issue: 2. 

The final Counter Datly report that should be produced is the Cheques Listing report. This is 
tlon to the pma edure ch wribetl on paee 1 

At the Laid of the ,!a ' the Cheques I icing report should be printed (or pr ieweth and the 
ch . Ales tece€ieiiie aga l-si it. Ones , n are happy with the information on the report he 
Procedure mm he ct mpleted, The dwqaes cart then tll <' is:''€c to the Data Pr 31  ̀ stnE' t 3..I7T1'::` in 

acc,o iiif'1L t` with en irent POUT. ( 1a3.:v:'t'Ii i`'\ Howeww enHowe  do ; Horizon syste'T?, the di'p',)tc I1 of 

the Ae.iu e\ €s c' awed ts a Rente I.1c'a , Out of the post €ff.'s€eo. Once the cheques itae ltca,.,°€t 
fkm,Jfrc cart of the post office the. (Thequ&w i:.,i tit€ - " reps., € mat ix produced t r. - t a atni the cut elf 
applied at that point. 

in the #olloaw 1n" c'.. 4 ti .l ?i<` the Cheque  Lrstutg tep:) itt 'a. tll Ix tsndueej. fl.€. elier tes manned 

3Ou.t of the ot office m:t:hl).€I .a"lwil;, ,md . 3,e teport taken a ss.,t s € d mac, I fti'n ti1'a en €-il, will he 

l rpm the Desktop Iarnu, 

1. : ouch Thuch the Reports iron, 

. Touch the Counter Daily iron. 

3• 
Touch the Cheques Listing icon, 

or .Press P2 on the kehoard. 

or Ness Fl on the keyboard. 

et Press .P f 0 on the keyboard. 

3€l Thou . s1el tt•. the Produce Report screen is; dfslsl ivied. The report e art be prate(( nit the 
e°ottrtter printer or previewed on screen. 

4. Touch the Ptint icon, or Press F4 on the keyboard. 

Felthattt Post Office FAD; 123456X 
17;48 t5tO6W1999 CA1'.O1 BP;0t SU;;A.,A 
Cheques Ltsung 

iESSN )Lt M? * p1ALi h 
-1329 1 15.75 
1:333(! 1 42.34 

• 13359 1 1f71 s"XY 
€ • 1. 10? 1 52.14 

1.I s 531 1 E ~5 ELF 

f3'C;L 6

flI 

47:x.32 1 

WORKBOOK 
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HORLON SYSTEM t atanatng using the HarUo System 

Section .; Cotmter 
Datily= 

('heques L=isting report, contiuned 

Red`: AT r`4: t002 
DaO:as: 29/O7/9 

T"~e Cheque' I , .:i g rep 4.3rt. reproduced ov rieaf, shows a total of >; ehe.pe t t iing 1 ,Y 22, 
nnn the d iv: Once thee' cheques have been physicals v rcwonci d with the report, 

Y can he f pchc1 to the Data roceo r~ €:ire. This procedure mu he completed as a 

Kernittanc& ' :c of the post office on, the. 1 Cce

her:  n €n ceLpth'ement tO th e cci c hh pooh. 

5, T 3Ti~TMch the w 4FIr ;.;r 2 i  peeit itek. is on. t . , `r esdo- I' a ut~ :wr; . c ol.uL . 

Ale :>K .`.ai "Iotic"tip. to th,' tPl€ ? i`S ~;1 °u PeocC cnLi. 

6, ouch tOe Riposte Deskzoj.,; :ic,t , or . re  it.x\ E on the keyboard. 

7. `ouch the Transactions ons icon, or Press F I on the keyboard. 

8, Touch the Remittances icon, or Press F3 on the keyboard. 

4, >S: 
The Remittances'nieno 3-s d1Npi<lp` t. 

P 
aenp 

icon for Rem itting . 
.

'
a

here
S fis(dispat.ching) Cl E 3 ;~1.9 F es  t~.f the ,Y<rt„~. 

& ffi' 10'x, Pr essmu (erttro 

.ti 
Y°x' 

f ad 

`?eD 

ff
g ;kF¢ 

AS

y 

t , 

Touch the Out Data Cotrl icon, or Press F7 on the keyboard. 

Y a 'he a O.tt t ata e trr l menu is 
displayed, 

> 11y. .: op 'at 
w....

;; Or ly c to t es c:au be remitted oul of tifa-C 
CC Qm q t^ 

,~~  tt~ '.r^.^F"L# 1~.~: 'i' 
t~ n"v. i ._,.~ °ks°a # pp '';;''''gg{ pp 

th etB,l~ .$ 4~.ta I`~~L'~....'iSYi.rl 3 ,

F 9.: WORKBOOK 0 
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ttO .t O a SYSTEM Bilanean  in g the t dartx,on System 

Section 1: Counter , ail Cheques Listing report, continued 

1 t. Touch the Cheque icon, or Press F2 on the keyboard. 

R 2 PVF tt-4 /002 
Do 4'071'99 

t ge: 2,0 

The Amount screen is displayed. The 
system prompts you t F enter the total 
amount of cheques to ac remitted out of 
the post otice. 

In this example the tai nmount 
of 

cheques i u.i = , 1, gal=: € nod from the 
Cheques Listing report . 

11. Type the amount of cheques to be remitted out of the office. 

Check the amount entered is correct before continuing. 

I Touch the areen ick icon, or Press ENTER: on the keyboard. 

21w ques now appear- ,a the smack and the r €timer can he con tplet ,d.. 

13. touch the Finish icon, or Press ENTER on th .1:e x hoard. 

ARemittance Out slip (Data Centre) receipt is produced on the counter printer. The slip must 
be s€er ed, P ° mp d ;and w, o;.3ned in the drawer-. l I€e elieqe earn - i"Jvv be dispatched in 
aecorda. tec u ith current R OCk pto : u "cs. 

Ih€ttyK i.,
{ }

s List ue Iepon can u nc he produced a second tit e an $ii. 1, off P€-ocean':. r' 

fi eti~  Y ated. 

14. Thuch the Riposte Desktop icon, €- press Ht !tvfb on the keyboard, 

1 , Touch the Reports icon, or Press E .1 rn '€ 1-F >;rrd. 

1 , Touch the Counter Daily, icon. or Press El on he keyboard. 

17, Touch the Cheques Listing icon, or .Press Fit) on the keyboard. 

.18. Touch the Priint icon, or .Press P4 on the keyboard. 

WORKBOOK 1 
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HORIZON SYSTEM Rt Wg #$aa at; €Iw tler-zon S t m Etf : 1` ,431 112 

Section t Comter .Daily Cheques Listing epowt, outinuesl t ate i$3s:9 

Feltham Post Offio FAD 2346X 
17.48 15/061199 C;AP.03 BP:01 SiJ AA 
Cheques Liming 

1-1324 I lei'°S' 
11.1" 3?i9 1 4234 

1-1'33N,4 1 3€51,) 
1~3.?iE3 1 62.w 
t-t El k (C?3.FMF 
t,345:it I 134.''x:8 
-3 74 47$.22 . 

«n. 040U RIS?0 T «« 

l:t :;1 tltxs .,, E a1i31 report fsow r;1 :,tile: P itLnlce Out ot the 'st ottice. "1'1€Lre; € the 
t~~l,al tb now zero. t e system rep r Cwt € ow be etc :xr t ktei i h echa ll i,`wh e Cu"'.  Ot

. 

icon which ..ill eet thcsysten lc oil. 

19. "o 'h tl,ix t "w-fff €'-11€, £r r . . H2 en the k he,.mr .. 

The Cut oil sty k s its iusn u 1:s dist)l  c€1. 

20. Touch the OK green tick icon, or Prsx t ` -,1'ER on the lie) bog , d. 

'Pie Cut 0t1 latus information box is displayed i "nfnrming son th.n the lt :*l`e , Cheques listing 

cut oil s r cc eIully, 

1 Tmci We :.)1 . green tick. icon, or Per: rs ENTER on the keyboard. 

1€t.` t t c , a eturns to the r t€: t ° f ta= € ;t'['t ":€. 

22, Thrrh the Con-q,7lete green tick ice n, orPress .I 1$ on the kcyhccud 

The Horizon system returns to the Crunter Daily reports, mr: m, 

Well rota:! 

Pu have completed the Cheques Listing report precedure on the Horizon system. 

t: %OPkl3OOK 10 
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HORIZON SYSTEM B ig w§ia the Horizon System tt r. ATILA~ B 2 

Section 1a Declare the Overnight (`ash Holding (ONCH) in a
Shared Stock Stock Unit. 

At the end of the work ` day-"_ you must declare the Over Night Cash Holding €NC). This 
declaration can be made, from the Counter Daily reports menu. It is a mandatory ry report 

It the declaration is made in wi 1€?divi ual Stock Unit the system will compete the deciaration 
against the system-  derived cash figure. It there U a difference then Horizon system will inform 
you Of the discrepancy. y. 

11 the ocelarattiun is rrmde rr€ a Shared Stock Unit, then the s h.em Wii'l prompt you to enter the 
bed arotia i 1; rarity an heifer the portion of tl {. Stuck Unit that ha boon Jet: at oh, The cash 
cart be declared es one total future, or a series of declarations corri spotidinp to the number of 
portions .itlt Which r€ the Stock Unit has been di,, ids . The s tcna will then add "M declarations 
tee tle,.." to :rri r: at the ONCH for the Shared Stock Unit. 

In the following example you are attached to and. using, a Shared Stock Unit- You have 
counted the cash held in the stele ;:_Bt` the Stock Unit and. wish to declare the fr.:tiiowi g fig€ur"c ,; 

Coot N i t? £0,42 
Coi; s r f;12-026 
Coins Sn f,"2 .15 
Coins lOp £85J0 
Coins 20p £ 1.24,10 
Coins SOp £150.50 
Coins £1 £450,00 
Coins £2 £340,00 
Notes £5 ,2,15t .ri;r 
Notes £10 f,` 32.1:€.ti: 
Notes £20 £3312th 00

Nos £50 £40000 
Notes £ 100 £200A)0 

"oral £999&43 

a tiC Deskt tp tile 00 

1., .Th eh thc kcr.rts icon, or .Press F2 on the .ke F°boa, d, 

The Repo is menu is displayed. The ONCH declaration can be made from the Counter Daily 
menu,, 

2. Touch the Counter Daily icon, or Prey F'1 on the keyboard. 

net WORK BOOK 10 
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HORIZON SYSTEM tiatandag asi€ g the I ar n Syte 

Section tx Declare the Oven ht Cash .Hid  (ONCH) in 
Shared Stock U *it, continued. 

3. Thuch the Daily Cash Dec icon., 

Ref T}I 43/ 2 
Date: 29r€I7/99 

The Cnurrti=r D ,II Rq1' r'ts menu

displayed. "rhe  u v Cash i i
will allow you r; id"' k e 
`eight Cash H€}kh a `l t .0 

example le Lnu are i iraIare 

the cash fisted c artier, 

or Press P9 on the keyboard, 

The eater Cash can Han, c cure s display=ed, allowing you to enter the e - s>h held, by 
denomination. The h (;HT = I wai€infix: for You to enter the cash heki n 1 , coinage. You can 

enter the earls l :.Iii. u rr i 

_, 

the ~;a.bo 
h

rr 1. or., activating the Edit icon ;F 10 orr the keyboard) will 
,low you to enter  3h1 kii m: :~~ _~ i':`~i knc Omc screen, 

€ t 10 
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ItOJUZON SYSTEM Baneint using the Hari a n Svitem 

Section 1: Declare the Overnight  Cash f l ing (ON CH) in a 
Shared Stock Unit, continued 

Ref PA 'I:i/43/ 2 
Daate, 29/07/99 

Issue; 1.0 

4. Type the cash declarations listed on tp e, 4 . 2 , check the amount entered, and . reti,s ENTER 
on the k 'board alter each entry. (The Llir icon can also be used: a number keypad appears on. 
screen allewtng you to enter the c:ch declarations). 

Note: 
If an incorrect multiple is entered, eg £2tnlU of 50p coins the Horizon system will display.

an error messa,e. Acknowledge the message and reenter the correct aont. 

5. Touch the Finish green tick icon. or Press Fl on the keyboard. 

l3 twe the declaration was made in a 
S ',ai •d stock Unit, the identity screen is 
displayyed, 

The system prompts you to enter a 

declaration identity number. 

hi tlt,q csaa, p]e you tail use the 

idnnin 

Note: 
if the Stock Unit has been divided into a number of portions. the same procedure can e 
carried out by everyone haying a portion of the Stock Unit s cash holding. However each 

person making a declaration must do so using a different declaration identity number. 

pe 10 

"heck the rdautitt rru nber entered is correct before m: nttir;€€in . 

7. Touch the sneom tick. con  or Press ENTER nr; he h,~41
.1 he }'rt el : c deport screen is displayer. 
At this e¢:niart, a report can be produced 
on the can €ate- printer or previewed on 
screen. 

' JCL WORKBOOK 10 
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HORIZON S 'STEM Butasn : ng € si laa lR.a E arab ,a sa„ let':

Section l. Declare, the Overnight Cash Holing in z 
Shared Stock Unit,, continued 

S lmch the Pr .n t icon, = ~~ or ~r s ° 4 on the keyboard. 

'Inc Caid on l{: nd r(I"oI`i is now pnimt- d on ho counter printer. 

Fe..ltham Post Othc FAD: 12:34 o X 
1887 .17/0W1999 CA .BP0[ S '.:>,x 
Cash on Hand ( ' d y) 

115 R : : , 5'iii • 1 i 1naOon ID : 10 

DF.SCt1iP'FION AMOUNT 

Coins Ip

(

Co"in;'; 2p 12.26
^ 

~"}ta¢yf t  nC(sins ..'p 211,1.5 p~„Yetail s of the cash. 

Coins lOp 83.10 = declarations math. 
Coins 2Op 124,00 
Coins SOp 1 50.50 
Coins .1 450.00 
Coins .£2 340,00 
Notes I:° 2560.00 

! 
t 

%}to is L `̀ 3520.00 

2120.00 
p 1 '0 400.00 

$$a lcc t l€3 200.00 
~__.._ w.~.. € ' l cash on 

'" .* ?JS'OK1 

' ' J 
9. "aura the Complete plete green tick icon, or Press, F16 a, t i c j< Board, 

Note- 
The procedure far the O C H declaration  n an Individual FLock lulL is described a i:a 
page 27. 

Well done! 

You have completed the Overnight Cash Holding declaration in a Shared Stock trait. 

W1 kLIFLtOK 10 
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HORIZON ' T' M Balancing U ng the Horizon syste as ref N1'fl?435 t 

Section 1.. Declare the Overnight Cash Holding (ONCt) in a 
individual Stock Unit 

I g at 2.A 

The procedure for declaring the ONCH in an Individual Stock. Unit is similar to the process for 
a Shared Stock Unit described on sages 23 - 26 ). 

In the following esa.mpk the difference' between the two procedures w l'l he hig lig ted 

1.. C' rry out steps 1. 4 5 on pages 23 25 using the cash figuru,,-; oe page 23. 

The C efion L-rnsnit, aia screen will he 
dispkeved ;at this point IF a discrepancy 

Ise 

e feerd between the cash 
ct °c: l F r a„caa entered and the 
s, acm derived figure, 

Touching the OK green tick icon, 
Pressiog ENT FR vv ill reveal the size of 
the inc panes. 

Note: 
if the cash declaration matched  th.e system derived figure then the Produce Report screen 
is displayed Complete the ONCHdecLratkm from step 9 on page 26. 

2. Toueh the OK green, tick icon, or .Press ENTER on the keyboard, 

The Discrepancies screen is displayed 
indicating the si. ,a of the lens or pain. 

"true hin t ot._' seal € IF g ,...en Ue.k s era, 
or Pre sintg 1 l writ ni. 'eiew dec t13e 

discrepancy. 

If you are not happy to accept this as 
the ONCH for your Stock Unit, you can 
recount the cash on hand and redeclare 
the ONCE. This will overwrite  any 
previous declarations. 

I "arch the Confirm green tick icon, or .Press F] on the keyboard. 

Th e l'a odo e Rcpor. 

s 

r ° .a3 is .:ban 

av ,

-d 

and. 

the 

Cash an 

(land declaration can he printed 

again 

en 

t1 

e 

:eilli.ei l'€ i 

ono 

or 

pi cvrewed

4. 

Carry 

out nlep l - 

9 

on page 26. 

Web done! 

:an: 

have 

ccanri:alct 

d the 

Overnight 

Cash 

: .l:i lding 

den1auatioa has asst 

Individual Stock Unit. 

WORK }OK: i0 
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HO .IZON SYSTEM Balancing minty the lart mxa Sydm a 

Section I: Office Daily reports 

m R1 PATH/4310n2 

Daat . Z 3/O%i99 

Issuse. 2.0 

The final type of Daily report iha a be used in the habmeing prise e:t:€aae o the Office Daily 
report, These reports are similkir k) `,fish ( te", iiq':, t ,, ' 3. but I.$ a :1€> •Ii'"• the 'iotr€l ;of all 

transactions carried OUT in the. p'h€ f}l r ,,e 

Note: 
These reports are office s ecifie and for internal we onlv They are tai€t t he dispatched! 
to the client. They can be pc deceit .at an time, e, f 3 °a AN 'counter position in the pest 
office. The report will be produced on. the A4 repeat printer. 

11€ « € a. ic.; initially accessed from the .)esktop mere: 

1. Th ek the Reports icon, or Press P2 on the keyboard. 

The Reports menu .is displayed and there is an icon for Office Daily reports. 

I. "much the Office Daily icon, 

. Touch the BT Bifls icon. 

or . 'r .~ c P2 on the ke hoard. 

E hC i ~a R Led it 
tt

ncmi is displayede
v

d 
I ] 

f.  
€.L i.x 3 n';  '.: e  ,.~,.j i3t~ a,i~ :~f t. i.].1.la to the 

(oun '.E t)ailles, 

In the €i :'`< .€yap example a .BT 1a11s 
i st i as ; e [ he produced. 

or Press P3 on the keyboard. 

BOOK to 
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HORIZON SYSTEM M Balancing using the 1hwn System 

Section 1: Office Dally reports, continued 

k4: PAT i/43/'002 
Date: 2WO719 

t sine. 2, 

The Pm duce Reor wc; en t> dr;played. 
The Re ort i< ( < iv s inf€,rar:ztti,,at 
the Off i w°e CAR 

In: lids c"x'a nj k-'. y'M i Ls n  0 ;Arint 
the. € ti€:nt report. 

4. Touch  the Print icon. cu .Press .F4 on the keyboard, 

Screen messages wi l be dasplayed for a few seconds i for- m.in you that the report is being 
prepared and then printed. The report will be produced from the A4 report printer. 

F eit am Post Office FAD: 1%34$6X Pa e. 1 
t _15I51((V19 3 CAP:H 

Iii 1$ ails Summaries 

SU TIME DXM, V J1. VALU 
1. AA 4J3::19 15/06 1 16.;"8 
I AA 10.01 15m6/99 1 •I -.5-t Deism t of >aL 
I AA 1030 15+1)6199 1 1"),t ;;= tr4aoae lnetn 
1. AA 11:.2'8 15/06/99 1 = i` £ tirl t ai out 
I AA 1.2:18 15/06/99 1 4824 1t9d1tt i.s'a€: 
I AA 12.49 15/06/99 1 £W0.00

f.int . 

AA Y5' 15.`0 // 1 £2000 l ersEri 1 

TOTALS 
7. _.. .. 

;1$9.46 

a- nn or r R1' k%6 

The ss ;een display return to the Produce e Report screen. 

5. . twk the Complete green tick icon.. or . r^ess P16 on the keyboard. 

Well done! 

You have produced an Office 

Daily 

` T: :ih report casing, the 

Horizon 

syst oL 

ta't. 

WORKBOOK 
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HORIZON SYSTEM RSVtTM ttmchg using the liere Syst 

Section 1: End of Day procedure on the Horizon system 

Rit'; tt'43100-2 f 

a 

t r c i the rep a r~.d dal  report . ,:av-e been roduced and the cheat cu offf completed where 
a` ', the F a d of D:E j recedurw- roust. n <,i t1 aced On he iErizra. s stern. This will rtmark 

the end r-g ftc hadn a3: 

This pr raker' tarts from ihr Desktop neau: 

I , Touch the End of Day icon, 

P . sat. 

To view the second. page of activities; 

or . res< Ph on the keyboard. 

The End 01 D e A, r t f fast Ewrnind r 
screen is dsp aywd. The system 
displays a i151 of reports end air'
that i:113;s°k be L f~fctz  Iti I"t;ii:-ilia d in 

the post office as the end of the be t. 

You will notice that the rscreaar 
displayed :aed is page l of 2.. 

2. Touch the Down green arrow icon, or Pre  PAGE DOWN on the keyboard,. 

Page. 2 
of 

the End Of Day Activity? Limt. 
Reminder screen is displayed., 

3. Touch the OK green tick icon, or Press F1 on the keyboard. 

The system returns to tfic De ter menu. If there are any activities that you have not yet 
completed they should be carried out now. . 

Well done! 

Yau have completed the End of y procedure on the Horizon system 

tCL WORKBOOK 10 

Page 35 



POL00090452 
POL00090452 

HORIZON SVSTt' I Balancing using the t: on on Sydem Ret°: AT 43ff02 

Section 1. Counter Weekly reports 
flats;. Z }t 7 19 

Isla' 2M 

The. Counter Bally and Office Daily report=s sumrnartse on a d by hasrs,, the work € rtd5erra yen at 
the e,)iante: and n the post office as a whole, however, there are other reports that need to he 

i'o,d0c d at 1l3-, end of the 'icct. titn ing week 1 .. fu. (y("4€:int,,r ie kl ;:m31 1 . : c^" 

In the foil m €art e*ample a P and A (Pensions s ,and Allowances) Weekly report will be 
produced. 

` ote: 
Although h the P & A is a weekly report it can be produced at any ti .e during the week, 
The report can then be summarised and cutoff by the user whenever required 

From the Desktop Menu. 

1, Touch the Reports icon, or Press F2 on the keyho .r:i. 

2.Touch the Counter Weeldy icon, 

I. Toroth the P -and A Weekly icon, 

or, Press F5 on the keyboard. 

The Counter \ eekk menu h displayed- 
Ar t rrd ;M€ ,a' dit') re t reports can tic! 

The nature. of the bu,.S_ i:;. z t£.;rl::€ c € in 
s;? . r butte; 31 3" n , l he Ma ,s l 1 It m week 

requ iT"ed. 

1.nittu exam13Ic 'a P & A Report is 
required. 

or. Press Ft on the keyboard. 

t t:; WORKBOOK 10 
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HORIZON HORZ(ffi YST .t ries,„ risers the t rtzon S tem 

Section < Counter Weekly re ort , continued 

"»sky 4 

r f 
x gE .AA,pQra~a ff.F gxa~ x3dY~x3R~# 

F 

m a g

u x ati » xi ai ra ^b~a a'~x 

k a m y x ?>K kaki , . . Ma a1z 
A0 z#li 

3a 
gay 

4. Torch the Print icon, 

Ref: PAT  3/00 

,3t 

The Produce Report screen is display=ed 
for the .p anti A report. 

Thescreen is simi a to the Prod s 

'~ Po cr cons for t ic. (miner  in rd 

Olift 1uiiDaily reriiiit _ f c; i_pctc_lnhe 

p '•ic u 1on cr ;en or printed on the 

TO Y€ € f t lo;' l i f t31i- t.. 

or Pret P4 on the ke'tr oard. 

Semen messages Will ho s:1 opLiycd for a few seconds informing you that the report is being 
orepired and then punted. fir, Y c part w l'f he i € ,infeed from the counter printer and 

>l ei 
f R

e afl Pe i. a , and . :' ,:, ;S dan es paid cft rin the w° rent Cash Account Period or since 

17:45 i Sick 1997 €.°AP:, I 1 13Pb:O1 SU AA 
P  A 

Ati;9t~:i€ COS 

P&A 5 & hd t%. i 

PRICE VOLUME VALUE 
2250 I2 27E3.00 
27M 23 632.50 
3.3.25 4 133.€0 

fowl P&A .{ 3. fet gees, 11.13::.50 Detaik of it 

Peisios
P&A 13 ret peti,3 

PRICE VOLUME VALU • 
36.50 2 73,00_ 

lOS.t141 3 324.00 

t'ratal P&A 13 .rat tscri" 39000 

T t'AL : `sils rite 'si'Aut.. 
f ik w'drE.ce s 

Child Berr i 39 1035.50 
S TSit i oti L 39 1035.:50 ~p

P&A 13 5 39700 
Stih `natal; 5 397.00 'An-nni': r of 

1 1, Pensions 
C1Pe'~I~Y3<8t~'x 7't~~°A1.,: t 9~"2.gt8 

END OF REt PUR l }: paid 

i, t'e.. WORKBOOK l0 
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IIORtZON SYSTEM Balancing waging the ort n S tern :et: PA' k kU43 0€ 2 

Section 1: Counter Weekly reports, continued tD~ate, 2 J07/ 
rrrr r 2.0 

The report reproduced overleaf shows an e ample of the (gar ndnnw and Allowances Weekly 
Report. It details each Pension or Allowance. (irup Groupand unmaries by volu ne and tot.1.L the 

total number of all the benefits paid. Once you have reconciled the report with the foils the 
cut-off can be applied to reset the s tem total. 

You can produce a report at any time durint the .lec lS €t311 ? .3 . ' a. to check the tot al of henelkm 

paid. It .c akts ; la ible to ) out the .i COnciliati a ;d the RtA trait^a €€31[" and apply #= 

cut ...d C he c:nldl at' each day. I lewwm ca :d gig f; ePc and tee ._ €€ f aa€ clue €epoi € nl€rst be dispirtcfi €d
Oul once. (at the end of the ace  II, week F Int teem dance with eta ren f Ot..T. pr"oceeltn"c'

To apply the cent-oli. 

5. Touch the CueOff icon, aa€ Press F 2 on the Pet boan. . 

i
i.l~e; Cut }t~ 3€tf td`tini3.tie3&:~ screen is displayed~u111+.;ei 3kty`€t:3:#: 4"~.,ae~ that the sw ~IePi€

the cut off, 

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

The Cut off information screen is displayed again informing you that the Report: P & A cut off 
was successful. 

7. Touch the OK r e t tick icon, or Press ENTER on the keyboard. 

8. Touch the Complete e--Ai tick icon, or Press PIP on the keyboard. 

,f`,-€e IlorOan system retnrmc to the Co _€nf r \Vc k v menu. 

Veff done! 

You have produced a system report for Pension and Allowance ee .ly Summary and 
performed the cart-off procedure using the Horizon System. 

r t. WORK HWOOK to 
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HORIZON SYSTFM t a~lat~r ing rising the fa bon System .et: Artti4,V002 

Section t: Reports by user 

T e n ?orts pastute.d so far have all been for a 3 nnnter poohon or the pii t Oft €c : as a whole. I: 
is X4;3no 1f ' fo produce reports by user, so th 3 ; :, who €`'env. h 4e served ai cam"? erous 

' er ? te ofhce, can f l)C t1E3 an Fti; t?<In€ , wpno f 3 t .`f.r work. 

Note: 

The By User reports can only be produced uoe y user, in the post office has printed or 
sawed the report and activated the cnt-off from the Counter Daily or Counter Weekly.

reports menu» 

,3a E, ,. c following t;,: iPY eiYi: iw. an : 4.Y." I.. .C2:'. tlL I 3.3 "a:. C[C5. L dl he produoei `. -; ihc,  I 

From Ole t..€ Ikuf tp eienw 

1. Touch the Reourts icon or Press P2 on the keyboard. 
........... . ..... 

The Repoc 1 ie En is displayed. site; r. 

; ~y` ~4.s1.' an icon or ~~ ~ri ̀ e By User. 

ri _. 

k 

s 

+~ A ;:ID . .. `s •ten 3 ~c ,:;x{d!: ~e€ 

2. Touch the By User icon, 

.Touch the A.PS Transactrn icon, 

or Press F9 on. the keyboard. 

The By User € menu is displayed. 
showing the dddfe:ient reports available:. 

In this esamp e You are ..oicp to 
produce an AP:  1:r. actionns r .ln_itta 

or Press P2 on the key board.. 

t) id ` ` K t: K t 11 
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HORIZON SYSTEM Bala cin easing th .> Horizon System 

Section 1: Reports by user, continued 

R.el'a A 'Rd43t002 
t ataa.:: 2/07/99 

iw aat : 2.0 

The Sc 1ect a IJ.wr screen is  p a :° , 

Selec the aser that the report .will
to, 

In thisc,x<e npie_ the user equired 

4. Select the User by touching the line to hightight the User in yellow. 

5. Touch the Select green tick icon, or Pres Fl on the keyboard. 

The Produce kupot. s, to sl

€ . i ch the Print icon, or Prew Ft en the keyboard. 

:en i as dl be displavrd thr a te , s ?n s informing you that the s r. . 
;i:3.,s' ti and then printed. 3. ;.€w ransu wdl h . produced tram he counter pdncr and will he is 

.he same rm1 at as the \. .3"kf..'S.' ftu ly . .{'Tt shown on 33L °. 14, 

t. : a tt the Complete green tie k men, or .Press F 16 era the ke s beam. 

W ,°ell done! 

` u hale produced a fly User AUS Transaction  lst report using the I= or o system 

WORKBOOK .1 0
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HORIZON SYSTEM Ba ndng u g thei n System Ref: PAT fl14310O2 
.Date: 29./07199 
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HORIZON SYSTEM Balancing using the Horizon System ft 4 PM'I-Ir`$3ttlt12 
tare; 2%,0 /09 

k'u t0 

~4cr vdy Sheet I 4diA1nwA 10 

If th tc i.r : an €luesofiCT N. you <t. to wsww, itnJ W,,-?ik ocJ -k l0 Ses,ti :n xagain, All the 

€jIIG`>11 3i are prue eel and regw,,  you o u e the Ei/cn sy`a eni, 

iNO W: 

It you are eonpftat g these exr?rerses to the post elfit~ea ensure that the Horizon systeu is 
trt 'I raining Mode. 

1 , Paxiuce a Counter Dula Giro Deposits report. 

2, Declare Dec'are the foUUowin O CH: 

Coins i P L1700 

Coins 
2p

MAS 5 zP.

y

3

E

..

~

.

~T

°

,{ Coins 1 i, C p . 80 00 

Coins 20p £i50,00 

io us SOp .,L Q00 

Coins I £450 0 
. P.2 £350,f. 0 

,

„
l

oins 

Notes. :.P.,5 £ -7 5( ,0, 

IL
9

'' 

Na rt£ s ;t., ?L l 2S AMX) 

LL .CLflO0 
4§t „s -13,t) :Lfl Y 

I3  ft:f cuean Oflfi,. D,61% 
S f 1cpoE 4tc iti pl - . 

4 Pmduee a cou nler° Weekly Green Giro report. 
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HORIZON SYSTEM. Balancing using the Horizon System 

Section 2a Check Summades 

a r; PATHJ$3/002 

uu 

Once :e the Counter and Office Daily and Veekly repurts have been taken, it is always 
w-orthwhdle carrying out the Check Summaries procedure. The 4y'stem will eheek to ensure iliac 

all required system reports have been carried out and a message displayed indicating that 

here are no Outstanding Summaries (reports) that will up the Sieek tn€t ha ieee procedure. 

or 
.. There are Sti iniarie''reports) still to be produced. It will also indicate whether the reports 
arc. niandauu:y e_ they MUST he taken before ihw Stuck  Unit can be balanced. 

This pa oc:e€,hare star is from the Desktop menu:: 

1 Thuch the Sioek Balancirn icon, 

. Thuch the Sununaries icon. 

or Press F4 on the keyboard. 

The Stock Balancing menu is dispkwed. 

There
"y'` ,t icon t )i 

will fl ~~A.~.~ ~li'~~"L~~ callous l~}~La~ icons tl.l~'SS.A.  

th ieUi Itt Lt th e stock, ncluhng a 

r e.i zal ice aeon 

or Press F 16 on the keyboard. 

The Horizon system will now check whether if all the Summaries (re orts.) the; e been pro 
duce d, and proccde a screen message as already indicated. above. 

The esaxnples en cue next 3 }ayc show the two likely messages. 

WO- .K O()K 1.0 
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ORLWN SYSTEM Balancing using theHorizon Svrrt n 

Section 2: Check Summnries, continued 

... ..... 

R* f. A "Ul43t't1 2 
Date: 29/07199 

Issue: to 

Ln t €c e~ a nple ihc Horizon system has 
foukna; that tstandi.ng 

un,n i i + > €t n: ec he produced. 

The OK green [ic;t dc h ttoart of 

the screengq~wul 
al IQVr r et=. 10,, , gat -n t :r 

th e Stock F:.` Lincing z "dc nu. 

Touch the OK green tick icon. uc Parse FNTER oo the . b i h. 

if the Horizon system finds that there 
are outstanding summaries that need to 
he produced„ the screen will indicate 
which reports have still to he produced. 

Note: 

The Fstem will du1kat& onv if thc,,re 

re an mandatory reports to he 
producedr 

4. Touch c the OK green tick icon or Press F1 on the keyboard. 

Well done! 

Vou have cunipleted the Check Summaries procedure using the Horizon system, 

it WORT :FtOOk ttt 
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HORIZON SYSTEM Balancing using the € reron Sytcm 

Section 24 :Process an error notice 

Ref: P Ft 
t o p° , 2 O F! q 

Occasionally an error notice may be gcnernfr.d by a client or by P OC .... The post office will be 
notified of it and the actions to be taken to eors-e r the error. The Horhmn ,' ven allows yoaa is 
process error noti€cs from the 1{fousckce nn e menu. . ll error notices rcn mre a . lue entry. 

Note. 
The processing of an error notice will affect the Daily report for some products €`g NS 
Error notices must he processed as soon as they are received. 

to the fo1lowing example, an error rtem.c haa, been rt r; c tv .1 from rt Natmn al Saviups. 'The 

notification lnt',, i"nis, the outlet man on. hi  ;\ tn~_ ` .rror .l''°k'.oliti € 1k` 1.Pc,gt mii,'t he 

recorded ber f30.

loot m the I)eskm menu: 

Touch the 1rmesactitns icon, or Preys '1 on the k tryboard. 

ti u 
a ~ x

2. Touch theHousekeeping icon, 

z 8 

1' 1 r . s:,a ti :a€s anteen u is disulxis eed.. 
slay Sill za.t t, ter sit 11 iii a l ~ iriw. 

or Press FL3 on the keyboard. ard. 

The house Kect.n . i.:w a `s d ,1;1.t ;  , l 
TIED: are cat an i.'un 1w the di1t~wWl 
types 4 t etro t. i.?ttc es :you 3ti L4 re ee t cc, 

There are two icons for National 
Savings error notices: 

MS E/M dep and MS FiN sir/drwl. 

WORKBOOK 11 
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HORIZON SYSTEM A Incing s€ng the HwImn

Sevtion Ia .Process an error notate, ro tinued 

3, ` ch the NS . IN dep iron, €. ' Press . .t on the keyboard. 

4. .7 pe . 0 

Cheek the amount entered is correct before continuing. 

IRet'. ATH943/tH 2 
Dte 9/Ø7/

The 
Amount screens displayed. En er-

the amount from the error notice. 

In this exainp' the t lzonnr 1s

5. Torwh the green ti k i nni., or Press ENTER on the keyboard. 

t .f a # t ":C ail : ;: . .1; .. 

h. T d nh t ,w kni h men. or Press EN`f R on the keyboard. 

Note: 
When the:Finish icon is activated, the system creates a balancing transaction against Cash 

(this will therefore inflate or deflate the Cash on hand by the amount of the error oticr). 

To return to the .Desktop menu 

7, Touch the Riposte Desktop icon, or sass HOME on the keyboard. 

Weil )one' 

Von have processed a National Savings Deposit Error Notiee. 

s ̀t. WORKBOOK 10 
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HORIZON SYSTEM t3itancing ath g the Horizon System 

Section 2 Event Log All Events 

. .t`. PATMI43``no 

From time to time you m xy need to <t;` , . the i lorizo'a. System Event I__ngs to troll out 

additional information about sor nethin:- that hwa been carried out on the n ,teTn ut an earlier 
date or time. 

In the following examples You will pi :: >aen of B, ,-> t L' _ €t.,pmi that H~k~s .\ t,l, es euk That have 
happened today. 

From the Desktop menu; 

1.. .Trnch the Reports icon, urPress F2 on the Fed ,.= red. 

2 ?weh the Event Log icon, or Press ! on the t~e.wboa d, 

?NNAnAd`n1 

Y 

A 

@ ~ - ' IEEa'S
18.1 , k#E ~ 

3. Toe theAl] Events icon, 

The Event Log menu is displayed. 

or .Press I on the keyboard. 

The Date tcreck is display.. I he 
t m jeoutpts en  e ttmm Um stai;. 

dm:-w of he e t€4t t.tiuired. The date 
un d be entered ;I the d€ mat 

V. 

In t i terampta. mea d.. a i°; the 
16AXV9 , 

ej tC.$ WORKBOOK 1.0 
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tO UON SYSTEM taus€aodiaat a; i z ; €tie horizon Syste 

Section n Event Lag All Events continued 

4. Tpei /6191 

;a e c ; the date entered is correct before: continuing. 

5. Thneh the < <n tick icon, or Press ENTER on the keyboard, 

6 j e 16/06/99 

(.'heck the date, catered is correct before continuing. 

Rite .PATH/431n02 
291W7199 

Uwe: 2.0 

The 1.)aie screen is ggain c kpi;ye d. 

to this example the end date will also he 
today. The rep e v iI; tl;eanthee list all 
events that have happened today. 

For this example toiav'.- date is the 
i 6/06/99,. 

uch the green tick icon, or Press ENTER on the keyboard. 

The. Pr ieee Wp'ort eeen€4 '::s dispiayed 
offcE]tine yen the Ohmic; d 9i 'vjewi. g, 

the rerent en enreen or p pride, the 

Is. o ch the Print icons; or Press P4 on the keyboard. 

The report will .`10 he pdntcd on the counter printer rater n example of the hd'o _:nation 

contained in the I'e'pW 1 ,> (nviw loberleaP 

c#.. N4•wf1Iq<BOOK 10 
'a e4 1. 
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HORIZON SYSTEM shg the, Horizon System 

Section 2 Event Log ll Events, continued 

1 eelti€z t ('r t C) 1 e 
aa sg~ ga 

FAD: 12 
9 

X4 5 
~2 1 3,r tPd t3 ~ .z"A PA € BP-01 ~1. .A 

Event Lo;,

SU C ER CAP PP N(.) F :

1.'~ Iw;C 1 ̀ 141 L E 
FV [ 

N,_l. 
LEI SCRl1 i 1 1 

Ai C: A;• €3t O 1.1 c0. 01 

i , a ('ASOL ?„*ed (s 

AA C< Sid OI. I. 't I. 1 
3~ f3f I z,:fi; I, it , a rrp1 led 
l z I+A {0ii loggtd<it 

AA C:ASOGI 11 01 0E 
€/: ?97 13;55 Logan completed 
we C"AS001 logged on 

AA CASOOI 11 01 01. 
6/067 17,35 Repo rl Printed 

Report its`Hill a mores 

AA (?€) I II 81 €:4I. 
16/061) 7:41 Elc ,r P es:i 
Report. .r!. .P" .'.t.]tz .~`..; . 

END OF REPORT ~"** 

9. Touch the Complete green tick icon, or Press F 16 on the keyboard. 

Tie screen wAlll now return it) the Event Log menu. 

Well done! 

.eft :%T1I/$31 2 
Date: 29/07/99 

Issue. LO 

iw h:cee peodneed on Event Lo showing all events that ;love, happened today on the 
-lorlrora evst ttt, 

<9 IC1.. WORKBOOK 1.0 
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HORIZON SYST A.l~ iig t & Hrto s + to 

Section 2 Transaction Log search 

Reh if.rHt43-'o 2 

2 "07'a 9 

tsse a 2.0 

€ .;easiona. y a transaction may he carrice ut in the p i cW ce and at a later time, you need to 

th 'Fi ,eF transaction :' . f 

g 

o each : ,411 .li q.%it : h 
; 

kept  cm 
the io i Tt n ~,'; sle . for the 

the` R Y

pre. m i. s 30 f a5\ 'Eiu.. n ie$$~~i 

11rroot~

yat;,;cXt Ipr €n.F~ 'a are. F£~3r . I  th ab l'§f~ ,E'. 'i 
,g...~, 

arge. so 
options can h t ti t E nine 00"0 sire of the rv.ro't. 

n the follo iref, e aart ple, ynu ss kh to :search the Fransaction Log to find a BT .Bill pay=n iat 
carried out by the user CASO0 t . usini Stock Unit AA or. the 16/06/97 for approximately. £4fi00. 

F j£N3 as tale Desktop menu: 

1. Touch the Reports icon, or Prers F2. on the keyboard. 

2. Touch the Transaction Log icon, 

IA this rr ..ample the following criteria will beet: 

orPress F3 on the keyboard. 

The Criteria: Transaction Log screen is 
displayed. The icons here can be used 
to set criteria to help reduce the size of.

the Transaction Log search. 

Sty : k Unit as

Date From orn o ,,. 3 (j1' #

0; 

Value i roat :< :7..1a. rc: a tai f i3aaa.>t O , la a< at tea;` am re €F to at at 
gaIti;t' To ''.' ..L.00.receipt €..In u mnuui value of the ti I i il l.? .l.tl t 

4. Timca the Stock trnir 4 o- or Prc.s.s Fl on the kvhurd. 

KA WORKHOOl Ill 
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HORIZON STI'EM Balancing using the ffiK rzan System 

Section . Transaction Log search, continued 

5. . e ̀ € c Stock Unit AA.. 

Ref •PAT L/43 002 

inie 

The Sclret a Stock Unit screen is 
€spl eve d. <tlIo%,ine ou to ssetect the 

St ci: (, nit in which the cash nal 
trnsnion p1 e. 

6, Touch the Select green tick icon, or &ess Fl on the keyboard„ 

The systeni returns t€s the Criteria: Transaction Log screen. Note the Stock Unit icon now has a 
ci horr r w:d no entry, sign, indicating that the Stock Unit has been set and. cannot be 

changed for t1 s search. 

r. ;uch the User icon, 

8. Select the ti'> r 'CAS .}I. 

or Press F3 on the keyboard. 

The Select a User screen is displayed. 
allow allowing you to select the user who 
Completed the original transaction. 

.o:en tick icon, s Prc s hi n:the keyboard 

The s ;krrr .et rrt', t.e the Criteru: lr ns~ cr€on 1  screen. The User icon also has a green 
horde: 

(E) IC,$.. WORKBOOK 1 l 
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HORIZON SYSTEM Hahaaa sa „ a slag the Horizon Sy tea s 

Section 2: Transaction Lo search, continued 

i0. Touch the Date From term, < w,° Press F4 on the keyboard. 

11. Type the start date of the search.. 

'deck the date entered is correct before continu ng, 

ef: PAl t;41,, t00? 

tirot-

age. 1—

The Date Green is displayed. allowing 
you to set. the start date of the search. 

12, ;Touch the Breen tick icon. or Press ENT .:.R £<n the keyboard. 

The system re:ea a:v to , h (' tcria:  Transaction L teen. 

l 3. Tvaafcch the Date To Ieon, ays,s I on t se. k \hoard, 

i he Dare rmen is displayed, allowing on m \zt Jh': A€'i., h d~ec: 10 ate search. 

14, 7 c the finish date of the search. 

:heck the date . 1: .'.1"a:.x is correct before:cone s"(: tAA3 

E 
, 

Touch the

p 

rv;: €
pp

t tt
yy

~,' r
y 

3€  g:, Press EN 

g

!F.

s

,= ;it t €e. i ey o d, 

The. 'tent leta. ~\ of i :`:. t 3 .3E : Transaction Lt g ; L 'ea. 

16, Touch the Value From icon? or P,es 1. 6 on the keyboard, 

1C 9. WORK&)OK 10 
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HORIZON SYSTEM Balizic.1s tw ng theHorizon Sy i~~ az 

eet'ion 2: Transaction Log search $ continued 

Red". PA` iVi4.31002 
D te. 2 , 07199 

is ge. 2.0 

The Value From screen 8s displayed. 
nuw set the nun 'st€ nn value of 

the on t anal tr<an an ion' 

11. ; e J U.UU 

`heck the count entered is correct before continuing. 

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

The systern proni.pis you, to select what 

tape of transaction was
earned out o u was it 

a ;'c€. c ipu { payment 

from the Customer) or : . S Sy r€ent to the 

men 

In this :- sampi.e the transaction was a 
receipt. 

19. Touch t ; Rc,>:eipt icon, or .Press Fl on the h e ,:h.  rd. 

The system reru a-o a the Criteria Transaction Lo ;etc' .I;, 

'0. Tout* the Value To icon, s .a resr P7 on th€z k.vh ud 

21.  Type :£ .t. 

Check the amount entered is correct befoee comxinuin . 

22, Touch the green tick icon, or Press ENTLR on ac

23, Totwh the Receipt icon, or Press Ft on the lit v1.;~ , a. 

ICT WORKBOOK tO 
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1ORtZON SYSTEM Balancing s3a g the HrzHorizon System 

Section ; Tra actiot 1Mgsearch, continued 

Ren .PAT11143/' 2 
Date 29/t7/ 

issue: 2 0 

The system returns to the Criteria TransacUon Log screen. Al the criteria required have now 
been entered. if you want to check the criteria set, activate the isplay. icon 

24. 'ouch the Display icon, or Press IF t5 on the keybuard, 

n s

f ~ k' 
f 

s. 

S.~i {.0 

The Criteria v f r . f v
tT .~' tl 5 Y 4 Y J erth y+.B.i fee ih 

25 Toeh the OK green tick icon, or Press ENTER on the keyboard. 

The Criteria: Transaction Log screen reappears. To start the search:. 

26, Touch the Continue green tick icon. or Press Et 6 on the keyboard. 

The Produce Report scron displayed. 
The results of the search can ether be 
previewed on screen, or printed on the 
counter printer. 

27, Touch the Print icon, or 1 ress F4 nn he keyboard. 

The search res€uits are now primed d An; e 'ample of the Transaction Log report is 1 s a. 

over a#. 

tt  t WORK BOOK14 
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HORIZON SYSTEM Balancing easing th Horizon System Refs P:i II-114 zlf102 

Section 20 Traus c .I n Log search. continued 
aatex: 291087/9t) 

I:ssaae, 20 

Felthar Pt. Office. FAD: 23456X 
M43lS4UW0&999 CAP II SP O k M
Tr'anactiiTRANSLog 

was  Y~y USER R..k'€  REF S4. CAP BP 

DATE TIME 
MODE PRODU(.T 'VOLUME VALUE 

AS(0 C4h13 AA l.1 01, 
('3 r'€ b€" Qh e 'tt;:.;x7 

SC Giro E sit dep 1 41.78 

CASOD3 E4636 AA U 01. 
1610&99 1047 
SC Postage strop .1 45.00'. 

CA.S001 .1-1.46557 AA 11 01 
16/06/99

yy
1.2.07

SC G qiro csh dep 1 50.00
Uan

N

Dale and th n 
_.. _~

rran ',>,"LE:t743t1 iWr. 
€rls .3 I 1 #r:;1I 

1tS t€t . €Y;; 

C £d out. 1fitfl6<9 1.4:51
87' hill SC RI bill pyr't 1 45.71 €?_: t  a : €3 

1 -A. n'z1:Iw€?€ 'fz'`:"t4-C 

is:asn: the 

C =€,:t #aur TOTALS, COUNT VOLUME VALUE 
?ts.' E:€. 4 152,44 

END OF REPORT 

The -, €F to P. ktientif : <€1 trans; LLy€€`! ;;.€P€ i..`f..[ out  `n  .S(f CL nit AA C.AS () . ,ndz,.:, { 16t8; .[uu , 

Joe €} whnre the :amount n d. by din onicr was 'yt .' 4::en .14.,1. .,` and .15C. €,.3, in this 

CAa np[ . -attar t' a %€ tc s. s-.have matched the oiler h. snt. nun it ; [ .k;=: h was  a U 3 [h l: as ment, 

26. T eh the Co€nthet4e green tick icon. or Pres. 1116 nn the key hoard. 

Well done! 

You have searched the Transaction Log$ by entering certain c.riteri , to find a transaction 
carried out earlier on th e Horizon s tern. 

t: WORK[3(.)O t 
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UORZO.N SYSTEM Rbrciftg using the fl 1lzcn S tc:€'e 

Section 2: Produce a Baaoce Snpthnt for the Stock Unit 

Rita ATH:/4:1/O02 
Dffl 29/f7/9 

issue: 2 

.~ i €st _,-€. in the haanne process i the p' fi O c -ion of le ._MM=3fy au We: k €&'ports, (nce 
he` '. have lie en r>oduu€`d n. I ni:E`.4. Sn ; h n c n n ed < ,. I °cd to cheek nn.i 'f l: 

YOur 'i he nd do , , .It can ie n be used f a x:€h tar; ? o :€ iSke n h "t .€

f' fc cock E3 e_! €n ft Stock Unit. A Balance Snaps ?f :an he p , hwed <d \N\ orne during 

die .D 5k0 k nEwn€t; 

1 Tom.-* dc So. a ::€ o:aicion ?4  €. 

2.Touch the Bal Snapshot icon, 

,sr Press ? `i or. the y hoar 1. 

€J 15 t;3 d €tG t£' '  U dl `aca,c( , 

There is u€: ken °o.r a all 

Snapshot, 

or Free. F5 on the keyboard. 

The Produce Report screen is displayed. 

I :M rcc the Print icon, or Press f"4 on the keyboard. 

tt; . WORKBOOK 1.) 
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HORIZON sV S:t"EINI ala city  ng theHorizon Sy team 

Section 2: Produce Balance Siapshot for the Stock Unit, continued 

Ref: AT'Ii MN902 

gate. M90it3 Fl 

f a : .#1 

A screen message will be displayed, showing the report is being pmduced cart€.i then printed. 
I"n.ev Elalance Snapshot is printed on the counter printer. The regonnt b ;l w sh'ow . the :€ an of a 

pical Balance Snapshot report. 

Feitham Post Office FAD l 345eX' 
18:21 t6106/1999 CAP ° l t BP:01 SU;AA 
Balance Snapshot 

A Snapshot view of 
F ist: repancies in this Account 31 

9. tscrepaney OV R 0(X) 
*D e;repancy tlNDE 

-4 27 
Over n€ l l€ader.

' Tot. discrepancy 4.,'..7 
L cpcO the 

ens v cc k) pre 

Value Stock & .MOP ' 'ol£ttate `aelue 

2 t t 52 Balance 
Snapshot rie . 

Moro TV Fist 470 1.4335.00 and Va3lue adei as N 
Mono i433 C t: 
Colour TV Fee 468 428225i 

Colour 42822.(: 
TV.F.EE 37t5 J r 

^~~~) SEC' F Y 5t. :tp LI 1.20
BBC. TV Licence Strop

Phil Other
First Day Coy 10  t d) 
Pres Pack $5,C 
.R Stara Card 10

PUILATEUC hEMS
1st Ctass Stan 1438

etc' etc etc 

The above Balance Snapshot represents e air€ sia a ately 2(lli at a typical report.. The type of 
3usine undertakenand. the siac o ytar ant let  will ha :: a Lrgc tearing = a €r j on the mock. He14 and 
therefore the size of the report. 

4. Touch the Complete green tick icon, or .Pr ' r P16 on the keyboard. 

The Horizon system returns to the Stock Balancing menu. 

Well done! 

You have produced a Balance Snapshot report far your Stock Un t, 

St WORKBOOK 10 
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HORtZON SYSTEM laanoi using the .fto11 w Syst ni 

Section 2; Move Vouchers (or Udairncd Pay r ents) into the 
Suspense Ac rant 

eft PATt ;43I tfl 
Date: 2 1O7m$ 

t r€w; 2.0 

The :fir pease  Account has aeon created to account for stock or cash that cannot be a11coated to 
t'ansactkon of rpccftc products or stock whose value cannot: she ; nret ed 07-11 3 aLcc ?tots on >" ,,r 

until a later date. Thc~.a items are more ccrntnonb rel'.., t wft to as UncicimedUa
avtnents (n 

Uncharged Receipts and appear in Tables I. 3A .. €d _ ;e Cash Aecot€o; r0 30c. 

a enable the Stock t Tad to h,"a ir3t e , the'a.n` dams ri tt.z ha moved d mao the: fit spa. nv-a , c,,,o€tilt to 

¢ 3 :! i .rt ee f A,Ps ;:t'~ r P <an ? p F n •. t~ fray t,lrc items $ ~::.~ .aai I'.': . .• ~"?'•`.:~. .;.::.< ~ it z r ~. ,,.. ha . ~ ,. .. .. . 

;''Y, th e items mu t Ac abeAwed horn the L'huspence .\ c - oant a,;, this .?:'z w: 'a not °.cr'nod  Fact 

autS.RmatiL",a ly Pt'  [:h Irc, : ,,; ce a' a E :e 3.3m, .aPso tha Oa .t roitoa ;`:c t €, r?t"wu are roust be

repeated. 

in the foils inu c,a.;ac to a your her 1k_:a. : i .04 r as accepted as a method at par or ast. U'tl 
s are: std] prow  when the Stokl'k. Cod  U balanced, they must Ire cared into the 

Suspense  Account to allow the Stock unit to balance. 

Fru rr.l: the Desktop: 

I: r Touch the Transactions icon. or Press Ft on the keyboard. 

2. Touch the Housekeeping icon, 

Y , 
~9 - k: 

W I

tt 

~k 

1
'$S:  . oA

3. Touch the Adjustments icon, 

or Press P13 on the keyboard. 

The .Buse Keeping menu is displayed. 
There is an icon for Adjustments. 

or Press : 1.6 on the Pat 1 oaard, 

a tot WORKBOOK  10 
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HORIZON SYSTEM Ba d g €i h g the tiurlo a 5 u w 

Section Z Move Vouchers (or Unclaimed Payments) into the 
Suspense Account continued 

{> ~ 

L

4. Touch the \uher to L nP con, 

5. t ELO4 

Ret: t$.A`t'tl1831OO2 
Datt: 29107+99 

Issue: 2O 

The Adjustments menu is displayed_ 
There are various icons that allow y ti 
to make adjustmeflts to the Stock unit. 

rrd:h r to U/ P is used to move 
vouchers usher r to the Suspense Account. 

Rdm voucher is used to reclaim the 
` eucha r'' fi, nn tIe '1451 1 5u .0 oualt„ 

or Press F 6' w on the keyboard. 

The Amo`'n tt semen is. displayed. You 

can € rash ester the arneu nt rif =ntach€er> 
to hr rr sted to the Staepense Accautnt_ 

Check the amount entered is correct before continuira;e. 

6 : ouch the green tick icy art, or Pre s ENTER on the kc,t lboeird. 

I se oouc -ien.; are now thaced in the stack. If there are any re he items then ty"'Od to Moved into 

the Sustwnse AccK aaaat. xt:la,, same procedure should be Iolh>wcd_ 

7 bueh i[.c i°irt .£€ E:;€i, ,. r€ res ENft .l'... of, the kevh atr..i. 

W`' err the Finish icon is aet wnt , the 'stem creates a hahmcing transaction against Cash 
(this will therefore inflate or deflate the Cash on and by the amount of the Voucher). 

WO K& I 
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HORIZON SYSTEM inn i nng uthgt. r. Horizon Sy stew Ref rxt tF4 t 002 

Section 2: Move Vouchers (or Unclaimed av .sags) into the
Suspense Acco nt, continued 

S. Tout the Riposte Desktop iron, or Press HOME € n the keyboard. 

Note: 
Once: the vouchers have been moved into the Suspense Account you 'IU Tcarry= out a 

St act sdjntmeot o the value of vouchers held 1:.n the Stock Unit to zero, This adjust 

meet will l t ma aft record a balancing transaction against Cash which will offset the 

Cash usttnenL reca rded a Caen the Finish icon was activated  after the Voucher was 

moved into the °ant. Arromit. 

Well done! 

as hwe e4 : tt t1e moved vouchers into the Suspense :: ccou t. 
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HORIZON SYSTEM Rthmcig using Horizon System 

Section 2: Redaim Vouchers (or Unclaimed Payments) from the 
Suspense Account 

Rt.f P' TIIJ43nr5t2 

Date: 2<r'[r"/n 

t u 2a) 

Once the Stock Unit has rofled over into the next CAR any items th<t9 wt e moved into the 
Suspense Account. ic vouchers and unpaid I R/£D) cheques. M UST he €tecku ed in the next 
CAP and replaced in their orininnrl Stock 1..t, it, 

The following example shows the p cd, re for reclaiming the £L04  of Vonc er t t cl imod 

Payments) moved into the Suspense Account in the last example. 

From the Desktop: 

1. Touch the Transactions is on, or Press Ft on the keyboard. 

2, Touch the f-lonrsE k ee in icon, 

. Thuch the . dJustments icon, 

or Press P i 3 on the keyboard. 

The House Keeping menu is displayed. 
The are various icons for r *i5t rm 
error notices as well as an icon .for 
Adjustments. 

cat Press P l ( on the L F̀ b€ f -r-d, 

The Adjustments menu is displtn'ed. 
There are various icons that allow yen 
to .make adjustments to the Stock Unit. . 

Voucher 
y g 'air to UIP is a~st'<' F.c

>o n cr into he S uspens ^ en €nt 

Rdm voucher hi €ao ,l .L, e ,R.athn the 
vouchers from the ,"'-81se Aien<,awY 
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'nte 59 



POL00090452 
POL00090452 

HORIZON SYSTEM ai  the Hnritm 5yatern 

Section 2a elaint Vouchers (orUnclaimed Payments, from the 
Suspense Account, continued 

4. lhoeh the Rdtn ; acOea icon, 

S. Type i.£i4 

Ret PA 3"1t:•''43i Ol° 
l)ste. 24'10': a 

t as - 2 

or 1"rosy F f € on the keyboard. 

The Amount screen is displayed. You 
can now cater the total amount of the 
vouchers to be reclaimed fwm the 
Suspense Account. 

Cheek the amount entered is correct before continuing. 

ti_ Torch the green tick icon, or Preis ENTER o the key board 

i he voltChem are ' ov pea:cd:a the stack. If there were ens ., r hems is to rte....11.I€@ from . t.h he 

' € £ re would 
 a 3 . , g 

~; t f..nla,., €s~.~ :y-.:.iZ.3~„ 1"s .:fi,:itEi.  ~,c.. x.sF~~s s,;;;.a,,. 

7. : `firer the Finhh icon, or art:F.^ l hul FR e 's the kev hoart'l. 

Note- 
'lmn th Finish icon is activalvda the system creates a balancing transaction dnst Cash 

(this sill therefore inflate or deflate the Cash on band by the amount of the Voucher), 

To return to the Desktop menu. 

8. Touch the Riposte Desktop icon, or Press l•IOM E on the keyboard. 

tote- 
Once the vouchers have been reclaimed from the Sospeese Account, you MUS [carry out 
a stock adjustment (to set the value of vouchers held. in the Stack )nit to the 't aloe 
reclaimed from the Suspense Account) or some other traansae%tie n let a Remittance Out) to 
account for the value of the Vouchers. 

Well do el 

\ou have. r  Ldrnert the Vouchers (or Unclaimed Pa ineott .l ft ow the Suspense Account. 
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HORIZON SYSTEM aIancng Balancing using the Horizon Sytm e 

Sec ion 2 Adjust Stock Yndi-dual: Stock Unit) t) 
et t'< 'rttf43`ttta 
.Dt€:> rok tn7/ as 

tss~ ; 2#t 

The first step in the balance process is to adjust the stock on hand. A physical check of all 
stock held (. includin<g, First and Second Class st.aaanq s;t mint be carried out and compared to the 
srstcnederivrd iii arcs, this can be done using the Balance Snapshot printed earlier. Any 
d€scre parwics found Can there be amended on the Balance Snapshot and the stack can be 

as?'ju.,rcai on ,hr horizon tan :: a reflect the actual stock held. 

F. 
;Bem the Desktop: 

1. ° uch the Stock Bala c ng icon, or .Press ..F4 on the keyboard. 

EE ~~ 

cam.' :s a,-W' 

ouch the Adjust Stick icrn, 

The Stock Balancing menu is ispia'ied. 
There are two :icons for the declaration 
of Stamps and Cash that rim b"' used 
with Individual. Stock Units. 

The stock held in an Individual Stock 
Unit must be adjusted to reflect the 
actual quantities held. 

or Press F4 on the keyboard_ 

The rsme  r P A w dl° tl i. iris 

- ink .ha Stech on Hand :h be'N .n 

After a shot, delay, the Adjust Stock on 
Henri menu is displayed l he 

t. tat1" oh each sOcK stem can 
now be cniipaied With the a ten i 

fl 'w `s end adjusted at. L af.red hi 

reflect the actual snsc ; be Lt. 

tt.°L \V O K l: OO K '10 
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HORiZON SYSTEM Balancing using the Horizon Syk.m Ret", P ] t 4; 00? 

Sect Ion 2. Adjust Stock Individual Stock Uni:t), c tinued

3,(omimre the stock on hand against the system and 4djust as necessary 

In the e noel noele shown below, the stock check has revealed that you are holding a quantity of 
4M45 x china t..lass stamps. The Horizon system is indicating that you shoo. bao ' s, ;4o x €st 
class stutta.es. Therefore you must adjust the quantity on the system to reflect ahc <;ie . :_. 
quantity held. 

The Adjust Stock: on Hand screen is 
displayed. 

io;:1{' tut the liienhty of First Class 
stamps. you. t€ no l f j tr p tc  t the .First: 

Class stamp,-., lw c :3.izzl s. '"s 1. enter the 
actual quantity helm. 

4, Type the actual quantity of First Class t-W', t.l-g, lay ld.. 

"heck the aluantity held is correct before continuing. 

5. Press : ENTER on the keyboard, . r Tho:h the green tidy is ~<~1 €~ 3E-,>z tte n=mdhpad).. 

The system will automatically move. t3_} :lo next stock it >ta, n the ;na. On c ieple ion of all 
stock adjustments: 

. ?nh the Finish green tic3: €.i.', 1 fi's ' '' o e ti '` on the k , v '➢~tiiT"( ., 

IN ate: 

When the .Finish ken is aeti sa€:ed, the system records a balancing transaction against 
Cash for each item edtaesteti.. 

l C o tcm .nI1 nose e  n ma the lI . At-"d the return to the Sue. . B d neon menu. 

Well donel 

You have adjusted the stock on hand in your Individual Stork Unit. 
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TIORTZON SYSTEM Mh nd g ishg the Horizon S sten Re1: PATtV143/002 

Section 2: Declare Stamps (Indivxidual Stock Unit) 
tanrx a 

With the stock now adjusted to reflect the actual stark held, the t%o declarations for stamps and 

cash can be made. The first of these as ill he the declaration on of all pox afer stamps tby. volumrh 

with the exception of First and Second fl ass stamps (these  are cla ed as dock anal were 
adjuskd as part oft stock, refer to page ta 1). A3 th is point t yen 'a mild count the quantity of 

all the restage stamps held in the Stock l,'nit. Once you have completed this, you can declare 
the ;stomps on the Horizon system 

Note: 
The Cash declaration MUST he made last, as the adjustment of stock and the declaration 
of stamps will. automatically y adjust the cash ti ur°e. 

In the following example you have counted. the volume of stamp: held in the Stock Unit aa.a d 

wish to declare the following total: 

I p stamps 179 39p stamps 42 
2p stamps 1 85 43p stamps 115 
4p stamps 109 44p stamps 95 

$p stamps 4.10 50p stamps 8 
by .'stamps 88 63p stamps '78 
7p stamps 74 64 p stamps 59 

lap stamps 93 £100 stamps 97 
2ttp stamps 112 :1.50 stamps 82 
3Op stamps 79 £2.0 stamps 103 
31p stamps 64 £100 stamps 84 
37p stamps 72 £500 stamps 73 
38p stamps 58 

From the Desktop: 

1. Touch the Stock Balancing icon, or Press F4 on ttae lie..vhoard. 

r e` t 3_ls t hinning mena is ispl;ay d. 
9 d.: . ..... 'hc a, tv o is ons for the tleclatrattion 

E « of Stamps and Cash that can be used 
with Individual Stock Moats. 

k k^:' xq, `s.: be rY -.w°3e a. 

.• 
Sao >., 

y 

w 

.e '; 

I 7.wc '~lw Dccl Staar p icon, 3 or ress F2 on tare k:e bo rd, 
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HORIZON SYSTEM 3alanci g using the or izon System 

,Section 2 Declare Stamps (Individual Stock 
U

nit), continued 

Ref ATHJ43/(O2 
Dates 29/97194 

(:sues 2.0 

Th . l Declare Stamps on Hand screen is 
isp:lay'ed. The volume (quantity) of 

each value st€iY" m held can now be 

declared. 

J: Type in the i i e t s hit. t c4 l p st srrtp€s lh :id, 

Check the quantity entered is correct before cot3linui r? , 

4. .Press TiN FIR on the t.ev o ard, or Tøuch the green .b K n n , is g E €€ r€ rt r die :,;str hpa€i . 

5. Repeai steps 3 and 4 fu y- all stamps hell in ie Stock Lob, i to€:l , jrt aiic 6:4: 

6. Touch the Finish green dr i. it,mn,. or .Pre s Fl on the i < ;i o t€=6. 

i 

1 fig. Rn&iy?':: .z• ,£3R 

l.ie€ Coot urn Loss/Gairr semen is ill he 

displayed if the total value of oh 
postage stamps (excluding First and 
Second Class) disagrees with the syste n 
derived tootai. The rt3u~.sage dispk r d 

indicates that a discrepancy exists. 

:: ntinuing will present a bIoi e.1 
discrepancies for rriirt,lah:an, 

Not: 
If there is no loss or gain associated with the declaration, the system goes to the Produce se 
Report sneer_• Follow the inns€ruetions from step 9. 

Note: 
Any discrepancy identified during this process will result in a toss or gain transaction 
being recorded by the system. The total of all the loss and gain tr•ansa,Oonm will he shown. 
separately at the top of the Trial and FInal iiala:tace reports. ':the. NM—Tv r ue of the 
discrepancies will be shower in the Payments Table of the Cash Account Report 
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HORIZON  Y STEM Bahrndig u ing tires. Horizon System 

Section t Dcdare Stamps (individual Stock nit.), c ntinued 

Re.f PAT /'4: J . 
Dam 29/O7/9 

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

The Discrepancies screen will indicate 
€ the size of the discrepancy. 

th,€s "[d e you anus' akn. vedge the 
discae p € c by :Touching the C n.f rm 
green uek t; ' . 

.

Note: 
if you are ant happy to accept the 
discrepancy the process must he 
completed. Yu can then Investigate 
the cause of the discrepancy and 

e-dcclaare the stamps held. r

8. Thuch the Confirm green tick icon. or Press E1 on the keyboard. 

y9h t•`"  d A . 

ax°~ai i xi `

Pr

4

.a~..w 

9. much the Print icon, or Press F4 on the keyboard. 

The Produce Report screen is displayed. 

Its always worth printing a report ,so 
tza a ,€ cE a he used to help tnve U,. 'ate 
pus . bk: ' e t.repancies. 

The :sport wib m y be produced from the count er l a ha' i u. ii' I $:k _ " 

f ft °t.. WOk .1 O .OK 10 
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Ift)RZON SYSTEM Balancing axing the Horizon S"tcwt R0 PV d 43!O ' 

Section Z-. :Declar , StampsQ.ndividuai Stock Unix), conthrned

,£•etthan .?s;s.s O tare ~y9 FAD: 1123456X 
18.52 rc ;i t, : CAR' ..f I BP-M SU: B 
Stamps H,1 

DESCRIPTION AMOUNT T 

lea I ,`7h 
2p 3,7O 
4p
5p 

6p
'7p 5, t 8 

201,

3t 
f . :4 

35p 72.04 
39p 04...: 
4%p 40.45 
44p ..fl . y4 

5£P 

64p
£LOO 97.00 
£1.50 t 234y~8)) 
£2,00 206.00 

25200 

T

£5.003 of 

5,

00 
UO AI [.. ̀ 50 6 .5.0 

t . Iuch 1d1c, &.< rtt"td ictc gret€ .oe k. i OrL orPress { v n tie Le , h: rd. 

Note: 
If n want tO re-de€.dere the stmps on d nd., refer to page 7L 

Well d aae! 

You have td stared the (non 6irst and Second dass) postage stamps held in your 
Individual Stock I in it, 
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Ma

HORIZON SYSTEM at r:gc g € Nin the raraxon System 

Section 2: Declare Cnh (Individual StockUnit) 

&.f p; "t• %43'Otr2 

t saw: 2.E# 

The final stage of the declaration process is to r1 . l the Cash on Hand. This Mt 1ST he 

declared last. as the declarations 4 stmv sari crack v'i11 ion wcr1ie aliv, diu t the cash figure. 
any adjustments or discre al'wie,, arc `:cc pied it a decl r'x tion reduce• the n€:c hu of stanip,<s 

you hold, your cash will be c itcf acc c din yr 

1n the followinc cxarnn!c you have counted, and wish to declare the following Cash an Hand; 

Coins Ip £l443 
Cu 2p H$2.26 
t." 3 €:; , I t .1 

p

5 
Cobs ltip 

t
ff 3.1t. 

Cons 20p
p

F(t.00 
\bl i:a ;SOT' 

.ice

1 ( :S.O 

CO £' )t W 7 

N ?t L_. 
t£3 
£2St'0.Ot. 

;^~ tiotc s C 10 5 t t:1t._3 

bats x:20 + t' Ot_1 
Notes {(SO 4Ot7.00 

'bytes .£ 00

horn the Desktop: 

. ouch the Stock .Balancing icon, or Precs "4 on the keehe,rrd. 

-ayme

.'.~ CY
RA ~: 

8 

2 auc the 0eu1 (ash a ^cst 

11:c Stock- tSa1aaoni. wean s displayed. 
'hare arc; taco icons I.;r the decl ation. 
car 5t nj= and Cash mat can d 
with l tali iAltt t( S tuck Units. 

3r. Press Fl on the keyboard. 

R
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)RIZON SYST1M ti taratit ", using th Sv= 9:e 

Section 2- Declare Cash (individual Stock Uuifl, continued 

nett PATH/33/002 
Sate , 4/O71 

The :Declare Cash on Hand n~cnu
displayed. The procedure f<a declaring 

the Cash on Hand is similar in t a, ii.v 
Cash Declaration fuact 

3 1Pe  the dash d ~.i<ai">iti€, ; i 1: C. ti iu pgc 7, {.hcrk .hc amount entered and fe.s i.J 1 :^.R. 

t:ttE the key heard a w.l Cacil cffl rv, 

€° ote: 

#f an incorrect multiple le h entered e 2 .1:ti of 50 coins, the .H r'iaon. : ystem will display 
an error message, Acl4nawle gr the message and r°emeuter the correct an.lonot. 

On unm k€ion€ of ail the cash declaration ,,: 

4. Touch the :Finish green tick icon, or Press El or, the keyboard, 

The Confirm Loss/Gain scan :v w#11 be 
displayed if the t c=teal value at of

cash disagrees w i th the system derived 
total. The message displayed indiiE aces 
that a. discrepancy exists. 

Continuing will present a :list of 
discrepancies for confirmation. 

Nnte 
If there is no loss r grain associatedwith the declaration, the system goes to the Produce 
Report screen. Folka the instructions from step 7. 

5. Touch rk, CK giucn nik Lan. or Press ENTER an the keyboard, 

'WORKJO() K 10 
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HORIZON YST M Mthg using the Horizon syster 

Section 2: Declare Cash (Individual Stock Unit), continued 

.d". .PATII/43/O02 
Date: 29,07199 

Issue: 2.0 

Note: 
Any discrepancy identified during this process will result in a loss or gain transaction 
heing, recorded by the system. The total of all the loss and gain transactions will be shown 

separately at the top of the Trial and Final Balance reports. The NF.T'vaalnc of the 
discrepancies  will he shown in the .Payments Table of the (rash Ascc aai t Report. 

The1)t ;.r€p4€. i , r v .ta wild ;nd bcate 
tat:'.' sere of the de.crepncy. 

At. this stage you must acknowledge the 
d ccrepancv by mueh:ing the Confirm 
green tick icon, 

Note: 

if you are not happy to accept  the 
diserep,ancv, the procedure must be 
completed. You can then investigate 
the cause of the discrepancy and 
redeclare the cash held. 

6. Touch the Confirm green tick icon, or Press Fl on the k v b( all, 

4:• 

. u F 

lx€sw th uduce Rcpol '..u.uc .h   aye s 

on the choice $$ 

.lY0,1 en € .e printer or p f :: < 3' u one 

7. Touch the .Print con, or Press F4 on the keyboard. 

,nie rgx.)rP will now be produced from the counter printer and will look similar to the one 
nhu € 3 ;;" 'it. t', 

• tt. 't i ll HOOK. l ll 
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HORIZON SYSTEM B tedg tsitsg this Hofrm System Refe PATH/43,1001, 

Section 2 Declare Ca (Individual Stock it), fmi u '1 
tDa 2910 

hater 0 

.4F.1thorn Post Omo FAD; 123456 
191)5 16/0:511999 CAN) BP001 SU: W 
Decfam-d Cash 

DESCRIPTION AMOUNT 

Coins 1p 4,43 
Coins 2p 22.2:6 
Coins Sp 10. 15 

Coins lOp  ?,:ii:= 
Coins 2I a ,€:t 
Coins 50p t. ,r 

Coins £` 41) €0 
Notes £5 zh€0.00 

Notes £10 35201)0 
Notas £20 212UKt 
Notes £50 4001)0 
Notes £100 2001X) 

TOTAL ; 9999A4 

END Of REfOeT

S. 7roc° the   to reen tic icon, or Press FIÔ on the keyboard. 

tt yt a want to re-£tec re the Ca_ h On Hand, refer to page 7t. 

Wel.1 done! 

'lfi'a: it k a veder-laved t r, rash held in your Stuck Unit, 
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HORIZON SYSTEM t d gag using the itasot=.en System 

Section 2: Redechire Stamps or (ash on !Ilan t;ludivia ual 
Stock h nit) 

Rd`: ;`t`: 1431002 
t tte 29ft 7i 

issue.' 2.p 

During the declaration s f the Stamps on Fiend or the Cush on Hand, tcat.t may vIew a 
ddiscwp 8ncv! on the system that von are net happy to accept. If this is the case, once Me 
declaration has been completed, you can ins ---,6g. ac the d Tcve: r t r. 

I` you then find that. the 
damps or cash were declared ncc r"r.ectl they can he... re declared. The Horizon l system i 
remember the volume or  values of the , r<.,t.r 4 er cash F?€b"i toude declared. allowing you to 
over4wote the esrs'dnu declaration on the svteto, 

In the follow  log example the stamps declared earlier were incorrect. orrect, Y u haves. rr;Rcounte :i the 
stamps 

in the Stock 1 A and Found that a sheet of 3srp `tamps were, not included 
irr the original 

tier 

hen 

 ton. Therefore 

re the 

total 

of . 

rt,,Sp 

stain .p. need to 

be 

increased 

to 242. 

.. 

Prom the 

Desktop 

menu: 

I. 

hue the 

Stock Balancing 

icon, or Press F4 on 

the keyboard. 

2. 

Th uch the Dcc:l 

Stamps icon, 

or 

Pr 

F2 

on the 

keyboard. 

The Declare SIaunm on Hand screen is 
crisp vd,, 1. ft , stamps declared earlier 
can be seen on screen. 

To edit the 39p stamps deekred von 
nro,t move e to page 3 oi the list. 

3 

Th uch the Down 

green arrow icon twice, 

or Press 

PAGE DOWN 

twice 

on the 

keyboard. 

The 

39p 

stamps 

declared earlier can 

now 

be 

overwritten 

with 

th e correct 

quantity field.'.. 

4_ 

. 

ekrdr 

the 

correct 

stamp 

Value to he , 

dlitsal 

by. 

Touching the 

'vamp 

value on 

screen, 

or 

iv'ssing 

th e 

ENTER 

key try £i! 

thy. 

corny 

t.€€r€r nlee 

is 

l-€'y 

t ileltud„ 

A  

ICT 
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HORIZON S~'S'F M't BkrneOgwing Hie ,Axon System 

ectl€a a '2s e de Aare Stamps or "ash on Hand (Individual 
Stork LTra:it< c ard 

5, ipe 242 €fh <= tual qu<€€st ty of 39l ,.x rr€p held). 

6. Touch the Finish green tick icon.. or Press El on the keyboard. 

i9 .
ie (3,`s N gsaa as &~3t ?* $htA £Np.:. .A FSE. 

& ef: PATH/43/%2 

Dsate- 29iO7tf9 
Issue: 2.0 

Y fi e". ('ontk.rrrr (l ..€r7€ f e '<i, i. 'r3 wll iar 

li l l: f7 .-. 
Y 
tl + ." . tt• . tIiae;rte . 

a d5cr l I11L 5r'

7. Touch the OK green tick icon, or PTY' ENTER on the keyboard. 

The :Discrepandes screen will lr~adi ate. 

the size of the discrepancy. 

to t k example the discrepancy has 
red:ltaa ed from u £77.74 loss to a gain of 

.26 Th.. corresponds to the increase. 
of "90 : 39 l stamps (;;`8). 

discreparax. rhra the emr procedure 
can be carried rut, 

8. Towh the Confirm green :ick icon, or.Press l on thekeyboard. 

The Produce Report screen is displayed. 

9. Touch the Print icon, or Pre :F4 on the keyboard. 

The report a. ill he produced from vile counter tar inter and reflects the additional '200 .s. 

Stamps. 

10. ° ouch dur € a,; €al pi rue rue : tick €w=ar, o Prex Fl 0 on tlx: k v oanA 

Well done! 

You have re-declared the stamps held in your Stock Unit. 
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HORIZON d f S Balancing€ tin the ortzor System 

Section 2: Produce a Balance Report (ndividu t Stock Unit) and 
roll over the Stock Unit 

Ref PATU1431002 
mate: 29/07199 

Issue. : I 

With all the declarations hrrng been made and the di.scrcpa e es accepted. you are now ready 
to produce a `trim liaian.e e repor; thr the S.te:e k Unit. 

From the estop menu,. 

I.ThrcI the Stock Balancing tncir icon, or.Press F4 on thei e yhoard , 

M.Thwh the Bal Report icon, or .Press F6 on the key

the V ttt v N nav perform € ,.€€€c :t chc'k €t<tc,€:: wic, lIYFv. F a e, ixnpE ° 

Have. €d .i ;xi:t W eiC.[ rrn x a£r€ been t ke:n" If me the H i. n 
vv 

ecr€ i . E°'; €€ii 

.haze

,

€e`I:Ain'tt' not yet produced:_ 

th ere 

any n'fy,i3t€Z'e ;t<wk itcrn in th e stock I_ i 3ai_. Tad s4 o d genera. H 
f 

iia<.ithate- 

a 

In 
£ r., 

I eei In that had nut been 'a etef en the sastem€. 

Arc them zero RI) Chequer. POCL C° Im ,, or Vonchers in the Stock .,snit! "These 
sIa }edd 

be 

moved 

into 

the 

Sea pease Account .and the ctcrr£ adjusted to zero trr th e. 

Stuck 

U nit. 

Aria° 

t,hcre 

a an' 

di 

crepance'" 

£€E a 

cStock 

Unit'! ;: 

In th:s 

uxa;r: pale r.€il sn1:n i 

s 

lava been t 

ken and th ere 

acre 

no 

negeuse stu :k ilc" is of MM 

UIreeiraa , i=`UCL Cheques or Vuuehats €.rr the Stock l.. rnit. However i€r  ss stem has Ia rd a 
minor discrepancy which had been accepted earlier. 

TI re

 

( 

orr'rrnn I 

, 

£ 

ia1,n 

€:'a'£ 'a 

[ 

m ::Fa'  

: 

l_ i€eratti at" 

4a; 

not 

match 

the 

system derived figures. 

3, 

Teach the OK green trek icon. 

or Pre ii 

ENTER on th e keyboard, 

t) 

tCL 
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HO IZON SV'ST M Balancing Using; the Horizon System 

Senoras 2 Produce a Ba ce Report Individu l Stith . n t) and 
roil over the Stock Uaait„ continued 

Red": PA' `lh/4310 2 

Late : 29I87I 

Th,. ) crepande list i"e lis t ivev , If 

S s4w,,n; and .a<h IeJe ;}fio the 

discrepancies sshew s e•€.iS<2 e4 i rfLet the 

actual tete cf the S k t.'mn - Ir€ vhwh€ 
case he 

nal 
R,. nee €- CIF. r ~hceJ .[ he 

-.ce.. , .. .< .. ! {z,-,, n show the actual 

3.7i: of €hr  Pa .>931[, 

n h b .n.n:Trk. %t_i-.i the 

mine: I : 'en L. _ ,  it'. . 

4. ` ch the OK green tick iceea en .Pro hi i on the i cyb en d:,. 

ffk 
d: ~. `~"~" "• > b R 12. JY F

I
N 

~~  y .°~' 1% ~ k'1

x, d

~jii'

i r ti ei 

`A•

A 
A 

. 

: .31<% 13 

Note. 

The system will €n )w commit the 
discrepancies anti after a short delay, the 
Produce Report screen is displayed. 

Before the S  t nit cnn he relied 
over into the

, 

nc xi t- Alt or BP the report
}must either be p anted or hr v iew ti t on 

Screen 

Cash Account PerIod (CAP) denotes which accounting week you are in during the 
current financial year

Balance Period (BP) a portion of a CAR In periods of high turnover there maybe to 
balance periods during a single Cash Account Period. 

5.. Touch he: Print P en, of Pr ,r,  hi  en  ice

The Trial Eteiancc Report o li: i:o pouted 4 ci the t;UWAe.E' i7n' inter. . 

You must clwch th e end:€i°er on the report to ennErrii.c het `v cc cc I uppb s% th it. 

If you are unhappy with the figures  on the report, you can activate the Complete k csi F I in end 
then adjust the stock holdings and re-declare the Staatnn s and Cash from the Stock Balancing 
Menu. 
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HORIZON SYSTEM  €ho: tkthrn Syte.m 

Section 2: Produce a Balance Report (lndividua Stock Unit) and 
roll over the Stock (Jait, continued 

Ret. PAT13143/002 
Date. 2/7/9 

In this example, you are happy with the report and wish to roll the Stock Unit over into the next 
Cash Account Period. 

6. ?neh the Rofl O -cr or .Press F12 c i the keg, hoard, 

The system cc. H now ask whether you 
wish to roll over the Stock Unit into 
the next C. .:P or the next BR 

In this example you are required to roll 
over the Stock Unit into the next CAR 

7, ouch the Next CAP icun,  or Pre ENTER on tll. lesbocrd. 

The vsicm will now cans out various checks and prof. c i€ €€., € :.er arc re.'gwr:,i to roll over the 
S€rwk Unit into the next Cash Account Period., 

k will €al€ ,.{ thori a rio of tin~, at the end of which the Final Balance o,.' Report w i'1 be 

prnduced on the county€'. i"t€.met. 

This must t be signed and &errnmped and retainerl in the office. 

Well done! 

You have balanced and rolled over an Individual Stock Unit into the next

WORKBOOK Ill 
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HORIZON I1ORtZON SYSTEM Balancing a ti hg .ttxe Horizon System Bet:: PATRt43? M 2 

Section 2: Shared Stock Unit decla,ratio s state: 29r`ti ',~99 

'tss Its 

With a Shared Stock hnit the declaration process is slightly different from that of the Individual 
Stock Unit.. Witty the flexibility that the Shared Stock Unit offers ie a number of individuals 
I€C:aa .. .;< '3,. ``:Zs:.". at Vie <:ame time., a Shared Stock Unit can be balatnced in one i,1 t'a zv aelc 

h 
Irk. Saatrnrtp., end (ashh Can be declared in one go, similar to the individual Stock ktn h, '.nth 

sinLle Dedern{ion t e titv number, The stock can be adjusted ether then deck ed. 

- The Stock, Stamps and Cash can be dccfi ;fed. in several portions ie the contents of the safe 
can be ..€`e;lare t ceda €€ the ,tevk, '4' itxl the stock and a ua,eia in €I.=rt <a3 the. counter 

declared a,. mu. It coumer poshimt : v andrawn. Each portion of Stock, Sf ,, wirp' eu,nd Cash 

must he dcxkwn d with A th eaa,at D. clanition Identity number. 

If the first. raae.ahe 1 < to lie need a I < Ianea:. Snapshot. can ar;:a.in he used €ta the Iaalratuce proa esL to 
help in the pl€racaa.'; check A:d ad stuck held in the Stuck  UL A stock adjuetuten.l can then ha 

aided out on the system Lu ettecuc that the system teaiects the actual contents of the Swwk.. 

I_'aaat. 

'Ike to t as ad antage of tite second method is that the balance process can be stis.E.ii 1 a.i ine 

gttimv pea iods of the day, 'Pie come as el the safe (bulk) may be declared early in the day w ei"a 

a L)cdtlatation Identity number unique to the safe, for example 10. The counter may be 
operating with two small portions of stock and cash. One of these may be withdrawn in 
rn:id-alwr noon and the Stock. Stamps and Cash declared welt a different 1. eiaratinn Llentity 
number, for example 11. This would then leave only a small proportion of Stock, S aar aps and 

Cash to be declared at close of business with a different Dec <ra ation Identity aaurnbc -, for 
example 1.2. When the Balance Report. is ready to be produced the sy srtnr will then ark! 
togcthm P at ,flealare£is ass for St .k, Stamps and Cash 

{  declared c., th e IL, thestamp %35: L:iik1 ~'ir'L4 with 3,A 3£ 3.iiL%3 Ei.33,y' 

numbers 10 + I I ~ 12 would equal the Stock Unit he tdata s of Stock, Stamps and Cash. 

A mixture of the two methods can also be employed, with a single adtus=.ttaent of stock earned 
out at the clone of business, with the Stamps and Cash declared, (with different Declaration 
ken rite n uruberdi. at. various points throughout the day. 
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HORIZON SYSTEM HSYSTItM  i the Ha id on S tem 

Section P Declare Stock (Shared Stock Unit) 

Ref , f.' 00.2 

t ss € e: 2.0 

In the following example the contents of the safe Lbuck) will be declared using the Declaration 
Identity number 10, Later in the day the cledarations for other portions of the Stock Unit 
would fie rude with different Oeddaration€ Identity numbers. 

Note 
ff you prefer to carry out a trek adjustment refer to page 4a 

From the Desktop: 

I . Touch the Stock Balancing icon, or Press F4 on the keyyboard, 

2. Touch the D€ d Stxk ie on, 

The Stc,(::k Bai atnci m menu is displayed, 
There are a arious icons for the: 
declaration of Stamps. Stack and Cash 
for the Stu :k Unit. 

or Press F3 on the keyboard. 

The 1. ;:la€ U€s3€:a; p€.. U.,li tt is displayed. 
The sytenu i dieatc mat no other 
deda at uns t 'e let been made for this 
Stock fan. 

Once nthc:r IE is aeons have been made 
they can be edged by. selecting the 
derlw'aton from the picklist. Refer €wa 
page )2. 

In this example a new dedaration will 
he made. 

. Touch the OK green tick icon, or Prexa FL on the keyboard., 
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HORt O T SYSTEM ah<a a t ag uh the =cf irt Sy km r Reft P,,Tf ,,4VM)2 

Section 2: Declare Stock (Shared Stock nit), cia trnued 

The system will now display a message 
saa x crag that the Stock on Hand list is 
hei.a wnicrored. 

Aft .(t a dwt it' a . f c Declare Strc k 

on Hand menu i i pl:£yi~d. The 
quantity and £ t; 3 :c< 'i t s> 
held. in t}Ed lt.-,oi'tion o f thi dock Iii; 

can ClO.> tan ca c larid on t;i. i

4. h'i g tin: E>> }, if twa a lJ and I wn k' 1 Orui a €C .P E:. Sdcv h. wan t IL" iI'to-dtu l h,,r U m. 
t,i> >ts 1> it'a 

of 

ta m Stunk 

i_>niat., 

5 

Tape 

€ 

i 

t'4 , ai> 

t4° 

or 

value of 

th e 

etc 

t a 

t, 

i:i ; ita. 

Cheek the quantity entered is correct e.fore continuing , 

(a, 

F ` 

e:s ENTER ot8 :..m 

ka a hew S to 

tl,wve 

o 

. to dt ,

..  

neat 

a 

. E$;.; 

tt .cat Etic 

t

asu; 

<ita.)ie., 

to 

..c3i i."s own 

of 

a  

ne w  

[3a id 

in 

this 

l 

€hltnm 

of the 33g=( U nit. 

s:

.i.`:i aki tiOrL 

7. mich the Firaids'a 

arean 

ta ut 

ion, 

or 

Press 

Fl 

on the 

ke 

hoard. 

The Identity screen fa .ire ,  . 

dv', 

paaa€ 

t 

VOt1 must r i th e 

De;lucza?io,a t 

€ t , tit

, . 

aauiaaner 

For this 

poirth 

uti of the St 

ark 

U 

no 

in 

this naamp.tm 

the L)octitration 

Identity 

mass€ber

.  

is 

10. 

Note- 

If 

the 

Stock 

Unit has 

been 

divided into several 

pnrtinns, 

then 

the Stock 

on 

11 iu  in cash 

portion 

of the Stock 

Unit 

MUST 

be declared with 

a different 

fl ed 

aren't 

icknti nra nher, 
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HORIZON  SYSTEM Balancing using the I nrizon System Ref, PATIL'43; an 

Section 2„ Iec lace Stock (Shared Stock Unit). continued
t aa4az. £) t9 

l^~s€ae 2.#) 

1) e the identity number 10. 

Check  the identity number entered is correct before 
continuing-

Thuch the green tick icon, or Press ENTER or the ke boar'd. 

I@. 1s4,~ ti > df:.i. Lnt~ w .Ek. 

In this example a printed report i ; r , 

required. 
f 8 d .i'YS Aq ~9b dt {{ Y 6 '.ye-.yam. ~ k'Sfe 8 N ~. 8.~ E X$ 8 

k ~1Xg 9t SaNyX h Y W 6 • ilkfS A z: 

R~adRea Y a ,¢xa "k a a >L ' k N'EXA 6. a• 
r4Map ~y :  3~o' '...~T.,^'¢~`'s : a 

'~xtg'ttP a r ~ '. .. 

i R 
AJ ' ax . 

.. 
R 

` M. kax X $ 
¢ 

X °~.. ~StJ it

~n a 

IE u~~ ~s''~1 a #¢ A 'k ~`~_ ~°s ~"~4rz m̂ow ax _ s ;ts3Y i?. 

alX a T "!c x k k'

10. Touch the Print icon, or Press F4 on the keyboard. 

The report % i II now ' n produced from the counter printer, The figures that appear on tt : nort 
will € a 9 : }s 3 yc to rh": p~ £ d ctt declared. The report will look 'om iar to the one ho a hl ow 

Felthttr Past Ot'fke FAD: 12345€:X 
1836l.Mf£)6/iy ? CAP:U .BP;O.. SU:AA
S k on Hand 

e CASil£)1 1)i.k.1 Iat rt til: 10.

DESCRIPTION AMOUNT 

Game Oluc a. ") 

Game aiealers 100 

Game green 4410 

Came :keepers 4 (10 
TV strap .2 5000 

TV stmp £5 12': 00 
1st class sun..p 20000 
2nd class sinp 190 00 
/gram pet p k

A/gram sngle t 916 
€e ainpck :300g 

;:0;%l :k 500g 7.1}£:) 
5.41) 
995 

a); $ 
END OF l l'UR~T
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HORIZON YST Balancing u g the Hrzn Sytm PAT J43140 2 

Section 2; Declare Stock (Shared Stock Unit), continued at 29/O7199 
Issue: 2.0 

LL .. . Touch the C z pl.ete green tick. icon , or Press [' 16 on the keyboard S 

Note- 

This procedure would then be duplicatedfor each portion of the Stock Unit with a 
different Declaration .1deotl.t number. 

Well done! 

You have declared the stock held in this portion of the Shared Stock . Unitw 

VORIJlOOK 10
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HORIZON SYSTEM Bala ingzestrtg the I ro izen System Ref; PA111431 O2 

Section .2x Declare Stamps ( are (S1ared Stoek Unit Date: 19107199 
sue; 2O 

hi the previous example the contents of the safe (bulk) was declared early in the day with the 
Declaration Identity number, 10. Any stamps or cash held in the safe can also be declared at the 
same time. 

in the l'ollowin : es amrp e you have counted the stamps in the safe and wish to declare the 
I£?il£e ? iw: , ;'z. 1inst the identifier 10; 

I p stamps 84 39p stamps 150. 

2p stamps 74  ,ramps 73 
4p stamps 00 lop stamps 67 
5p stamps tit: l:tl rranps 98 
6p stamps 14 93t $9 
7p stamps 54 IA a stamps 71. 

l0p stamps 113 £100  stamps  77 
20p stamps 132 £120  oatt ps 62 
30p stamps 7£ £2,00 't arrps 90 
31p stamps 84 E3,00o a €cps 120 
37p stamps 62 £5 X oaps 1.00 
38p stamps 53 

Now 
First and second class stamps are treated as stock itertms. 

From the Desktop: 

1. T ch the Srock Balancing icon, or Press F4 on the keyboard, 

r The Stock Balancing menu is displayed. at. ~k 
3 

i+4 i

r  There are various icons for the 
declaration of stamps, stock and cash 
for the StockUmt, 

Aw r 
f 

p
pa a. 

2. ouch the T eel : tamp icon, `' or Pr ss on the k yb ard, .N: 

tet, 
WORKBOOK 10 
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HO ,t. ON SYSTEM tt~ is nct a ; t n the Horti n System 

Section 2: Declare Stamps (Shared Stock Unit) continued 

.e `e PAT Hf33/ 002 
b;aaa<. 1-91'07119 

'2 

Tlie Declarations pie.klist is dl.spl.a.ye .l. 
The system indicates that no other 
de lar ttior s have yet been made for this 

Onk: . other do c'iar'ati pus have been aam...' 
thoen he edhedby selecting the 
decta:aa' nio8ri :`rorr the picklist. l cE'r n 
page U2, 

in the example a n dec ration wfI 
be rsa:ad.. 

3. Tmch the OK green €: ia, k icon,. or Press Fl on the key hoard_ 

'':. ~ rte• 
;t~~(: ,t ;ka !. The Declare Stamps on :hand screen is 

displayed. The total value of each of 
the stamps held can now e declared. 

4 7ty x the quantities ot oornps held. listed on page 81. check the quantity entered and Press 
t. ER on the keyboard ar rlt entry. t i "I,w. Edit icon can .at, s : ne turd 1, a 11a n hur keypad 
then appears on s re' L ntr cash dcclaratio si 

#...arr completion: 

5, 'ouch the Finish green tick Icon, or .Press 1 .1 on the ke Y'IAaar:F a. 

itt 

PAg to 
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HORIZON SYSTEM  ;d ncin ; rtsh g the Hrzon System 

Section 2: .Declare Stamps (Shred Stock Unit),, continued 

Reb tO t t 5 trt µ 

t r. ; 2U7t 9 3 

fsxt > 2 i 

The. identity screen is displayed. At 
thit point von most enter a de atation 

icier tit number. 

In this example the Deci ur,at s i idcntit 
number is 10. 

Note: 
it' the Stock Em it has Wen divided into several portions, the stamps on herd in each 
portion of the Stock Unit MUST be declared with a different Declaration Identity numbers 

6. kips the Declaration Identity number .10 

(heck the identity namber entered is correct 3 fore continuing. 

"oust the green tick icon, or Press :EN :l"FR on the i board, 

8. Touch the Print icon, or Presx P4 on the keyboard. 

,ttt~t a 'hwt d 1, , the Pto ,du ,e Report 
screen is displayed. 

In this example printed report is 
required. 

tot: WORKBOOK 10 
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HORIZON YSTE M lancing toh ll izHorizon Syht.Ern Red: PATtl;43r'002. 

Sectirn 2; Declare Stamps (Shared Stock U< t), continued 
l`ra t 21 r t7,a g 

The Tue r or1 will now be produced from the touter printer and will look similar zlar to the one 

l.~:o 5 n be3ow 

teal n Port Office FAD 23 X 
1&26 7f0&.999 CAP 13 :P:0lSUAA . 
S£arnps'. ., t, Hand 

t~ -rr: e tS M t?ec1 aka(,n :tr), 10 

r r prror AMOU .I' 
I p 0.84 
"l3 t.48 
tl 3.84 
P 465 

op 4.861 
7p 3,7g 

l 030 
20p .40 
30p 3,70 
31p gi;tg4 
37p ,94

38p 10.l4 
39p
43p I ,3 
44p
SOp _ 00)0 

03p

£1.00 77.00 
:1.50 93.00 
2.0 t80.00 

£3.00 60.0 
£ 5.00 50000 

,TO 1L . .1629.85 

* END OF P1'P RT **, 

9. Touth the Complete green tick icon, or .Press F16 on the keyboard. 

Well done,{ 

You have declared the postage stamps held in this portion the Shared Storm, Unit. 

t f, WORKBOOK 1.0 
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HORIZON SYSTEM na i~cing wring t c q~r€zz£sr ;s a,Iasa 

Section 2a Declare .lare Cash (Shared Stock Unit) 

B s:l-, PA t' I43,'OO2 
I) e: 2f7/4 

1' u 2. 

Innn t h,.. 1,rc . ious two . ,1 .4 i13e took and stmlip n the safe (bulk) have heen declared s,<€0
3n tt o day w 1t'€ i1 c Peek  ti n Identityru.nib,,,r 11). The cash held in the saf€e. will now also be 
d ec ('dry k 1. 

III l e foflc d i 1ns ;; €€wa a. .1 t:i~ !. Fh; :m: il"e 1'; llodd r€ : cn. l; en hand in: 

as: Opp L ) j 

( 4u1s 5P 

iT
} 3~ 1 

t 

_Fs 5ues 1 0 )
ppN Noes T20 ~.~2 l' 

)

"€'' 

 $$,)

1.100 T

From the esktop-

1, Touch the Stock' Balancing icon, or Pre F4 on

sscc,,

2,Touch the :Mel Cash icon, 

'The Sux : Balancing menu is displayed. 
There are various icons for the 
declaration of Stamps, Stcxk and gash 
for the Stock Unit 

S%O B .OK 10 

'd t 8 



POL00090452 
POL00090452 

ORIZON S"# S'1`t M sing the Horizon syg"u Ref; f<" F11/43. 2 

ir as 2 11 k dare Cash (SharedStock l:rait e t: t tit twd 
ls%9 ' 

e, ", itt { « °, ft <.€t c:: other 
$ on ̀: 3 mn e 3 m ade for thus 

b]£,' Lamncr deciar tions have 1'£` n hake ( 

Et S 'v c be edited by se-k.G'vin : is 
from, the picktisL Redo =:R 

hg gg 
,I

i i.k21. .an wL 3 .v Z ¢_: ,t A ei ̀: aS

be m ade. 

3. Touch the OK green tick icon, or Press Fl on the keyboard. 

The Declare Cash on Hand menu is 
displayed. 

4. .7jnm the cash declarations listed on page 5, check the amount entered anti Press ENTER. 

on the key bouid after each entr y_ 

Note: 
H an ira c c°rt't.t. multiple is entered a:lti of 0p col n, the horizon system will display 

an rr-or c cssa e Acknowledge the message andneuter the correct as o nt. 

(me Lompnaion: 

the Rnish omen tick eon. or .Press:Ed on the keyboard. . 

11. WORKi OO Ill 
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HORIZON SYSTEM T ala~a ci Ling the Horizon System 

Section 2x Declare Cash (Shared Stock Unit),  continued 

leer: PAT H/43/002 2 
Date 9/O7ii39 

issue: A) 

The Identity screen is, displayed. At 
this point 4`on nnist c ter a : v.clarat3.o 

In this s satnnp c asp{. LMc1 rnti €. ldcntin: 

nurnbtnis1.0. 

Note: 
11 the Stock Unit has been divided into several portions the Cash on Hand in each 
p rti a of the Stock md MUST be declared with a different identity number, 

Ipe the Declaration identity number 1.f). 

Check the identity number entered is correct before continuing. 

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

After a short delay, the Produce R ic,€ . 
sca c°.e 5 i ; €:1.iSiyhlyed. 

in this example le a printed report is 

8. Touch the Print icon, or .Press F4 on the keyboard. 

WORKBOOK 1 
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HOIIIZON SYSTEM Bdichag m"I the H arUce S °tee 1e0 PAT1•Ii4: /002 

Section 2z Declare Cash (Shared Stock Unit), continned ate: 29!07/99 
Issue: 2.0 

The report o will now he produced from the counter printer and will look similar to the one 
shown below. 

I1 kItham Post Office FAD: 123456X 
l ;52 16106/1999 CAP:11 R,01 SU:AA
Declared Cash. 

User: CASOO1 .D. e laradon.T.1D. 10 

DESCRIPTION  AMOUNT 

1000 
>000 

Coins 1:Op
Ceins 20p 5t .€ ) 
Cons 50p 114

it)In £t 2000: ,

Coins £2 200.00 

Notes £5 1500,00 
Notes £ 10 3500.00 
Notes £20 2000.00 
Notes £50 500.00 

Notes £100 11)0.00 

TOTAL 828.00 

° = END Syr raza :r -m. 

9. Toiwh the Complete green tick icon, or Press F 16 on the keyboard. 

Well tr y.' 

`'de havr deehrred the cn~ t held in row' portion of the Stock Unit, 

1 : E, WORKBOOK 11 
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HORIZON SYSTEM  rtla €etng, tr tng the orimtan System 

Section 20 Shared Stock Unit new declaration 

.et. PATIV 3/OO2 
Drat iO7a99 

tv tta~a 2.t0 

to the three previous examples the contents of the safe were declared early in the day anainat 
the I) duration identity number 10, t:.lne of the two counter  it€ow- hat now been ithdre € 
from serving the c stomer. The contents of the Stock, Stamps and Cash can now he dam ared. 

this time with the i)emlat'>tirstn 1&m't"i nit'r€1s< : ". 

1n the 1;: 1lttak€`€' ew uoiile -ou have: counted the cash in this ponion of the Stock [hit and will 
declare the cash against the. Declaration Identity number 

.
11. :. 

Coh 1 , £2.41. 
Cnir : 2p ; °5 

:""t3iFa f £845
tl;ode. 1011 £14..40 
Coins dbtf £26.20 
t;.:`,0,iXI,, SO1,f £34.50 

Cnit £1 
Cows ' —1160' '(A) 

c:5t s £875.00 
' 3tea Lb <, _£1320.00 
.sotea.f2ti £1460.00 

:°
y

.
,{

£200.4€ ip.3ia;; 
y~, ~~(

0

Notes 80 £ I00..00 

0 ot` € the Desktop; 

1. . Touch the tcK: k balancing icon., or Pre :o £4 on the keyboard. 

The Stock Balancing menu is displayed. 

'_. Touch the Den Cash icon, or .Frew F! on the keyboard. 

The Declarations pteklita is € .isplayed. 
The sestet ind.w ate s thn one other 
declaration has =even made with the. 

Declaration n Identity rt}€rra nem 10. 

Once other declarations have been made 
they can be edited by selecting the 
declaration. from the pickli.at. Re  t:O 
Page 92. 

In this example a new declaration will 
be made. 

3. Touch the OK green tick icon, or . rocs Fl on the keyboard. 

St tc'L WORKBOOK 1..0 
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HORIZON SYSTEM t3aInbg using the Hori o a Systeni R.tfr t?' riv43 UU2 

Seetio  Shared Stock Unit new declarat on otued t sai war rAr 

~' Dech t• Cash on Hand menu is 
d. The process for decladng 

the " v h on Hand is, similar to the Daily 

4. Tpe in the cad 1 sn 1stcd on page 89, check the amount ount entered end Th ess ` d'  w 
on he e:, heard alit e r-h r.t .,J. 

If an Incorrect rrittlti l :. i €.rst ;r5d e I' Step coins,, the Horienu s tem all dip ley 

'an error message Ac. rrr 'r ledge the message and reenter the cor'r'ect ar i:r mnt> 

5. Tueh the Finish green tick icon, or Ness F1 an the keyboard, 

The Identity s . 'A :rr is displayed. At 
this point ens enter a declaration 
identity number. 

In this exa p.k e dw. :S<sr i  lde €irt 

rrrt.rnbtr is I i. ,, 

6. )pe the :€ e arrtion ld rr ,t rrrr, @ tO, t I 

Check the i d ii  rmlml'+.::, cetc e.d n ;& i> 4,, b se endnwg.

7. Thueh the green t.r~l. '..OU, re ER on the scytnnrd.. 

After a short delay, the Produce Report screen is displayed. 

e ,issue a pi edr  s , nquired. 

1t W.I. WORKBOOK Ito 
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HORIZON SYSTEM fldandng using the H ri en System 

Section26 Shared St k Unit new de ht ration condoned 

7. Thiich the Print icon, or Press F4 an the keyboard. 

8. Thuch the Complete green tick icon, or Press F16 on the keyboard. 

Well done! 

Ref PASTE` 3` 0 
.tea r , 1 get Q"ri ̀E9 

issue;. 2.€) 

`o€r have made a second declaration n of the cash held in this portion of the Shired Stock 
Unit. 

WORKBOOK10 
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HORIZON SYSTEM Bala cing Using the Ha riza~n System Ref. ATaaf43/OI) . 

Section 2: Edh a Shared toc Unit clar ti n . ate 2WO7i91~ 
t*ie" 2.0 

O caaionaily you may need to edit a previous declaration made in a Shared Stock I i n = F

may happen if you, ho 'e declared lar d. the contents OR the safe car h T aod ,5 o n w  ','o,  enove 

some toes from tho cafe so that it can be sold at the cower. It may atso be the re odt o' .;rn 

,I7a career declaration and after  investigating a discrepancy. vu "€3 l?o be realu3.red to c _lit 

In the following e am l<e. tt c stock declaration made against the identity number 1 :l will be; 
exited to amend i 'v3 s rai ii'; declaration of First Class stamps. 

Fn ru the Desktop: 

1, :arch the Stock Bahtncin~;. icon, or Press P4 on the keyboard. 

2. Touch the Deci Stack icon. or Press P3 on the keyboard. 

The Deciaraliona menu is displayed. 
The system indicates which stock 
declarations have already been made 
and offers you the option of .makine a 

hi this er.an:iple the rterlaraiion made 
era her v. ith the [.)eelar ation Identity 
number I I will be edited. 

: . Select the Declaration Identity number 11 

4. Touch the OK green tick icon, or Press P.1 on the keyboard. 

After a short delay the Stock on Hand 
menu is displayed with the previous 
declarations made against Declaration 
Identity number 1 1. 

S. Se/ 'er the hem to be edited and pe the € i(t nt,t'' a F v';.duc of tIn adtr;,;'t. 

TI i uazavcieclh cv wmnn: the ,re;iou,, quantity or val e .€ l €.€gip-,rir.aat€., tl;{: ncv 

tt: t.: WORKBOOK.il 
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HORIZON SYSTEM Balancingusing the Horizon System of: PTWWW43/O 2 

Section . Edit a Shared Stock Unit declaration, continued Issas,- €S 

On completion of all changes: 

5. `t wig the Finish green tick icon, or Press Fl on the keyboard, 

The o item dispays the Produce Report screen. 

6, Touch the Print is s:7 t, or Press F4 }n the keyboard. 

7. Touch the Complete gt ee u nd coi,or Press F!6 on the keyboard. 

Well done! 

ou have. successfully edited a Shared Stock Unit declaration. 
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HORtZON SYSTEM Balanctug s w at € ht, l l;~ azts a Syst * 

Section h Shared Stock Unit adjust stock on hand 

Ref Th 4iOO2 
Date -,

li vini prefer. You can make an adjust men f<` =.,t'A iy n S _€ re_d Stock Unit, The process for 

d i so is identical to that describer`. on pa.es el £;2 for ;:;n LOLIO ';.dual reek Unit. 

check ck of all stock held (including First and Second Class stamps must be cards 
out and e i ed to tine system-zle>i end  e ee . -h,, can Ix c gar #:a<in=. :B.e Balance na, , . t. 

ra.Y it C P% €?<...1 e , J' i nd can then be amr ,nded on th:', Ra<i<l€@:'ti Snaapshaa and the stock t on he 

y don the ti ' on system to reflect the actual sock held, 

€ ne L)c J.topt 

l . Touch the Stork Balancing icon, or Press F4 on the keyboard. 

The Stack Balancing menu us displayed. 

k. Touch the Adjust just Stock icon, or Prevs P4 on the keyboard. 

gg c
& :~e '~ {L,I at i iI  Ei,i lay a

I. ?} .;e >. S?{ti l>. .N ? Mind list is being 

pee pared 

Afea a short {i 4 ; , the Adjiot Stock on 

Hand menu ; i d. The 
qusantit ! ota8 .1J coca .;te,.j; stem ,,n 

).0.o be Li1V€spo t..+... wok the t4. €.f.A 

fi£
5

.̀E
3

.Ss an as jl& .ie 
P. 

'epun i.l to 

reflect th e actual stock. s, ..k E3°i{7 :

3. Co* pare the stock on hand against the, system and .. just as necessary, 

The Adjust Stock on Hand screen is displayed. 

4. Type the actual quantity of First Class stamps held. 

Check the quantity held is correct before continuing. 

S. Press ENTER on the keyboard, or Touch the r cii tick, icon (if using the touchpad), 

The s .te 1 will automatically trove to the ne:Xi st d k seen on the list. On completion of all 
stockadjustments: 

ti. Touch °li f'te kkh tows tP k ices or Pors Fl 5 nn ';he he che ed, 

Note: 
When the Finish '<con is activated, the system secants a. balancing transaction against 
(ash far each item adjusted. 

WORKBOOK fi t 
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RORIZON SYSTEM Ba ncin a sing the rtron Syst n Its L PA.I'kt 4 /*G2 

Secdm 2 Sbred Stock U It adjust stock on hand hmw ,0 

The system w.ffl now commit the list and then return to the Stock Balancing enu. 

Well done! 

You have adjusted the Stock on Hand n a Shared Stock Unit. 

WORKBth)W 10 
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HORIZONSYSTEM Bala ring * ng the i-,thho ystem 

Section 2 Check Shared Stock Unit declarations 

Ref PATMi43 tt22 
Date: 29107199 

b ue 2.0 

Before you produce a Balance Report for the Stock Unit, you should check that < ll portions of 
hie Stock, Unit have he ;rr i nred, €a ,.h:t ,e a decilarat ions of Stamps, Stock and C ash for each 
portion of the Stock UniJ s c., 'c1 dl f useful if a namher t€ ' staff have a rwpon hditv fur 
declaring the portion of the Sock Unit they are using. Yon can then check to etccnee 3'n ar

or mace;' rl r ,, dle ` irrtoons is .r ' the Stock I nit .is balanced. 

::.ote, 

the declara€ion of stock is not mandatory, it may he carried out as an adjustment. 

From the Desktop: 

I. Tvuth the Stock Balancing icon, or .Press F4 on the keyboard, 

.. Touch the Declarations icon, or Press F9 on the kevboard. 

After tt short delay, the Declarations 
screen k rhsfl ts.ed. All the 

declarre on, tuade fee Stamps, Smock 

and Cash., for this Shared S e k: Con n we, 

The lwa..i : i .lis tr % ho made the 
cl ;l`ri mamma u, when hem' awme made and 
on s

q

s aarc h ssyts Ltelr'~: 

irr 
the post office 

(n de LtlL. hey F were .made, 

3. Touch the, OK green tick. icon, or .Press Fl on t:he, keyboard. 

Well done e! 

You have checked the declarations made so far in this Stock Unit, 

3 ;, tt.L 'OR ila. BOOK . 1 t1 
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HORIZON SYSTEM Balancing ntng, ttr Horizon System 

Section 2: Produce a Balance Report (Shared Stock Unit) and roll 
over the Stock Unit 

R : PA' ' L`$ t 1OO2 
Date; 2 )ny7fg9 

With an the necessary declarations made, you are now ready to produce a Balance reywwi for 
the Stock t..Sut. 

4L other users attached to the Shared. Stock Unit MUSThC logged uff 

From tao 1. o'rktup rnenm 

I. Thrnrh the Stoc r Hadmcinr, icon, or Press t=4 on the keyboard. 

2. Iiuch the: Brd Repast icon, or Free% .F6 on the keyboard. 

The Confirmeclaar coons « .r rn is 
d p €y eLi. The system 

is. Owl-- riurr to 
; nrt #"e that .dl other L#.tip'$ z a ta..; °hcd. tt 

e S nod S3 ii Unit are l aded

Yon are rtko rrC;armed that .dl r r faire 
S'h„i rr t.4'fi.n hn r heer4 t ti&r rl t C and 
ont€a rao w Fist t :n for

i.r.rld :rtoattiou. 

:.. Touch the OK green tick icon, or Press ELATE . on the keyboard. 

The Declarations screen is dis la c:di 
showing the declarations made s3 fu r

for Stamps, Stock and Cash. 

The cea ails indicate ha rondo titr> 
dn.rI rrumn when they mo main in am '. 
n n nich t `r?"# in the p r€i W",

(itadet th ra err made. 

WORKBOOK 10 
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}IO I7:ON SYSTEM HOSVSTtM s the Hsirtz Syste 

e itea 2; ProduProduce a f alan e Report t;` hared Stock. Unit) and roll 
over the Stock ' nit. continued 

4. Thuch the O.K green tick .icon, or Press Ft on the key board. 

Ref: P.NTH/43/Ott". 

The system will now check to see if, 
based on the declarations, there are any 
discrepancies in the Stock Unit. 

If any discrepancies are fun i'd. the 
Confirm Loss/Gain screen is di:~pla =.a . 
The system indicates that discrepancies 
have been found. Continuing will 
present a list of them for con.t:i.ri matio b, 

If there are NO discrepancies, the. 
Produce Report screen is displayed,. 
(continue the procedure from step 7). 

5. Touch the OK reen tick icon, or Press ENTER on the keyboard. 

The Discrepancies are nov fisted 

At this poi t. yen Can ac i  pt ?1 e 
discr+.l1 €€.d  `s .t€'3. po.tuce he Balance 

l ' it s (id't`s€ti €,r3 €f a' O _'€'e.en. tick 

However if you do i t ,vi CE.? a ci::p..t 

the 

dRiposte 
.u . thee S 

..}u 

can %.t . °, ate 

the Riposte ee and r edec U(, Sta ep4. 

stuck or Cash  ~RI 'E FJRF F

Note: 

The discrepancies are recorded as loss or gain transaction and the total of each is shown 

at the top of the Trial and FinalBalance reports. ".lire NET vatue of the discrepancies will 

be shown in the Payments Table of the Cash Account Report, 

6. Touch the OK green tick icon, or Press F I on the keyboard. 

E ICL WORK ROOK 10 
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HOR.IZOr SYSTEM 11 l €sa~t:t S stem 

Section 2a Produce a Balance Report iShhared Stock Unit) and roll 
over the Stock Unit, continued 

7. Jintch the Print icon, or .Press P4 on the keyboard. 

Refs PATH/4'3/ 02 
Date: 29/07/99 

issue: LO 

The system will now cortirt.it the 
discrepancies and nftei a 4iorl: delity the. 
Produce Report c rc e n is displayed. 

l efof e the Stock 
y

t nit 
S

can be

3

 rolle . 
p .¢ 

a vk' mtc* the next CAP or S th3,. re port 
ri Nt ! )~e either pr'j € cd or previewed. on

cc

The Trial l3alance Report will be primed on the counter printer. You th ould now check th e
entries on the report to ensure that you are happy with it. Even after r reducing the report, you 
o:aan still re:-  declare taam s, Stock and Cash by activating the Complete icon. 

in tins exam le, you are going to roll over the Stock Unit into the next. CAR 

ti Food: the Roll Over icon, or Press P3 on the keyboard. 

The system will now ask you whether 
Rh q yea 'ks Rhto H1. ovt r tni :: `at;)ck Unit. 

into the. next CAP Of the nest BR 

9. Thuch the Next CAP icon, or Prmo LN .1 ER on the keyboard. 

The system will now carry nut dir irious chi , l,s and procedure; th:o are € larir`. .i i=s r4 ever 
the Stock Unit into tho a s t Uxh Accou t Period This will take a short period ,.ni time and 
the. irial Balance Report will be produced on thee counter printer. 

Well done! 

\Eu have prethwed a Balance Report and railed over the Stock "ILL t. 

4 OyR: tOVii: 19 
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HORIZON SYSTEM Balancing as ing the Horizon system Rd: PATH/43I 02 
D to 29/O7199 

Issue: 2.0 

Acrivi  Sheet 2 Workbook 10 

It' thara are eVly qua ,uo :€, you rev unsure W', read Ioik.lxrek 10 SectOm 2 again. Al; a1' €OeM 

quesu%Ms are p3 <.ac he al and rec tra e , ou to use the, Horizon system. 

Note: 

If yon are completing these exercises in the post Office, ensure that the 'lortr to system is 

in 'l. r t a.ing Mode. 

I. Produce a .Balaance, Snapshot report for Stock. Unit B13. 

2. You have received the following error notice, National Savings Withdrawal. Amoum 

£.45.00. Process it. 

1. Declare the following stamps for Stock Unit BB; 

I p stamps £ 1
.78 

39n stamps £32.76 
2p stumps £4.64 4 ̀,'o e mc u40.42 
4p stamps £4.3 Up stamps £53.50
3p stamps £5,25 63p s aa:a s £45.3 
€ p stamps £5.34 x100 stamps £87.00

1 i §p stamps £8S0 £ 1..50 stamps £1141.00

Oamps £23.10 ( stamps P432.00
o ;tams £l,z.02 £3.00 vamps 0420.00 

'p <LId€l:'r.`z £,:.`.. t.. £5.00 stamps 0 £400.00 

4. Adjust the 15 it Class stamps holding on Stock:_ I nitEB to 1500. 

3, Declare the following aash for Stack thth B: B: 

(aim i°m 3 p £15.00 Notes .i £230000 00 
(%M- 

.:1) 
£20.00 Notes £1

j
0 £3'00S .00 

, _' tdv' 5p 35,0. J Notes ..20 2ift,9.0.00 

Coins 

.op go.00 

Notes £50 £100.00 

coi 

20P £150.00 

Notes 

t(X) 

£100411) 

co. to i 

Sup 

£200.00 

Ca 

r 

s 

Cl 

£450.00 

Co ,, 

. 

t,2 ,  

11 

Y

50.00 

0. 8 .." ., 
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HOR1JZO4 SYSTEM Balancingusi g the Horizon 8ystSystem ReP PAT 43/002 

Section ; Cash Account u r% Dater »91417149 
Issue: 2.0 

Cash Account procedure breakdown 

Balance rdl ;r€:} ; :t:; 
Pages 61 75 ido'iducd Stork Units), 

76 -' 9 'hag € i. d Stock, 1 t it . } 

Roil over an inicove Stock Unit 
(not required in riogle Stock Unit offices) 

Page 1% 

Print Office Snapshot

;Y4 1 

}'r at the } lye sat`€iL reports 

(comet are araturt I ri iii Cash Aeon at) 
Page 1 

.................. ................... . 
Produce Jred Olaire 

Cash Ac4 3uz7r, t .13i t. 

Page 113 

Create a correction Stock Unit & roll over 
into next CAP (if required) 

Praae. 115 

Produce Final al Office 
.. W . 

Cash Account: report 
Page 113 

One ths. S;nS ! a Lie  in the office h ti' '.$£, K,"CSl b xaLm-Ced,
$

f the Cash L tL t

f

t`'.i, can be prodneed.
Y"T" .'. j tc,. f.;'..xw ¢?f~1f a+">_ ~?'>._i:sSk the steps ;.E €i:, aced o 1> 31^,_L°£~i i "t S:'S, ,.i a the Cash 1~ L.,.f f.;I , , 013.e 

cairn ipier. sthwe in section ii re iii:; flr bar k d,, r.:iit how each 'l ts: p carried on

information is required refer to the. Horizoa System User Guide. 

c. `:.. WORK-BOOK10 
05 



POL00090452 
POL00090452 

HORIZON SYSTEM Balancing using the Ifortznr Systerrr 

Section A Roll over i n thhe Stock Units -i to the rye t Call 
Account Period 

Ret PATP43I 2 
hate; 29107194 

Issue; 2.0 

Occasionally during the Stock Unit and office Balance procedure,  you may be required to roll 

over a Stock Unit that has not been used at all =enng the current accounting week. Sirc:e d

Stock Units have remained inactive since th lest balance, they can be rolled ove rl,e 

previous week's balance :figures,. 

Before the , atl over can take dace, you must ensure that no-one is attachvd to the Stock 
Unit or the roll over will fail... 

From the l e: M gip menu: 

1 `ouch the Office Balancing l :on, 

N ;k: 

~ 

3
}

C

ski KF`:ttib'N':A~ 

2. Touch the meet. SU Roll :con, 

or Press F8 on the keyboard. 

The Office Balancing menu is 
displayed There is also an ieee for 
rolling o °er an Inactive to k lie t. 

co , ° °.s; ' F sa ea the keyboard. 

The dz 1 °- 'r ; dt~,;° , t tail t roll as 
€actwe screen is €l rlai edi. The 

system prompts von to :meet the 
inactive Stock Unit that will be: rolled 
over. 

in tl temple Steak Unit t 'C.YC hn not 

bear al sad du one, the '.1:
pp

l"rmi'l recountu n€, 

weak, so it can h„ al ., €.',9 <sc an 

inareva Stock lnil 

WORKBOOK 10 
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IIOI2. ZON S%ST1M eal:gg the Hxn1on System 

Section 3 Roll over Inactive s tock. Units, i tth the next Cash 
Account Period, confirmed 

3. Select Stock Unit CC, 

4 Taneh the Select green tick icon, or . Press FL on the keyboard,. 

Ref PAT11/43/002 
Date: 29/07 

tst 2,0 

The I1,=r <;;?r cstem will Check to c rc there are no users currently uttachtd to the Stuck.. 
m t, if r,o -•n :  is att.,'Acd to Stool: : T1nht CC, the screen will now indicate that the Stock Unit is 

f0ll Y4;, €. 

once the system has completed the roll over pmcedure. the system returns to the Office 
1a. ocrtg menu. 

Well done! 

You have rolled. over an Inactive Stock Unit using the ItorIonsystem, 

WORKBOOK l0 
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HORIZON SYSTEM I3a  m' the ffiwizml '~ lv% l 

Section a Produce an Office Snapshot : epos 

ef. M: H/43002 

Once a l Stock Units in tho post office have been successfully rolled over into the next rash 
cnoun Penod, the Office 'nr•.l nhot Report a: € e produced. It cai. be used to check. against. 

th e Huice. weekly teports, althuh 0,e 1" ,.f! t :,h . ort can also he used for this purpose. 
-, r w :" optional repo. 

From the Desktop menu: 

I. Touch the Office Balancing icon, 

f ~ € 

9 'A

2. Touch the Office Snpshot icon, 

or Pts s P9 on he keyboard. 

The Office Balancing menu is 
displayed. There is an Icon 1r 

producing an Office Snapshot Report. 

or Press Fl on the h.e t o:::rd-

he system will now prepare, the Office 

Snapshot <.:° s€ €. After a delay. the 
Produce Report screen is displayed. 
The t; ,tion,-, available are simi Jar to all 
other Prod ore Report screens. 

In this example a printed coy, of the 
Snapshot is required.. 

3. Thwch the Print icon, or Pr F4 on the keyboard. 

WORK ROOK "1 0 
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HORIZON SYSTEM .tl~sla n dig„ ii aetg the Horizon System Reh PATH/4302 

Section 3: Produce n Office Snapshot .Report continued lit ter 29637/" 
issue: 2.0 

The Office S  ? int Ref~ort x ill now he printed eu the counter printer. The report totals the 
n: hoI%f n! of St mph.  Snv;k and ash. for .A LL

{

t k Unit; its the office. Tile 
g

Snap heI. h~`lw +"3rm"'" thL. 'tart rf ii epic Office Snaps,Siot,. 

tthattn Post € :16i e T'Al
1 t:37 16/O6/}99
office Snapshot 

"' Discrepandes in thtJ 3V ii2t4t" 

*Diserepincv 0WIR 7,#41. 
Discrepancy UNDER 2..16 

*To wl dtt;er°epaa.iicy 5.65 'r 

Value Sux k e: MOP Vokune ahl 

Cash 61440.522 
cash 6144052 

Cheque 0,00 
Ch iae 

C1 Cheque to CT~;U 
0.00 

15.76 
Non Chec OT3 Cheque* 15.76 

MOP 61455.28 
Metro TV Fee 470 14335.00 

Mono 14335,00 
Colour TV Fee 468 42122.00 

Colour 42822.00 
TV 

.F 57157,00 
Bt TV Simp £1 1160 360.00 

.BC TV Licence Sttnp 3€00.00 
Phil Other 45.76 
Fart Day Coy 30 9_1il 
Pres Pack 35.00 
4d aM Stemp Cairn 15 3.45 

?UILATEIJC TTEM:S 92.31 
1st Class Stamp 3612 939,12 

etc etc etc 

4. Touch the Complete green tick icon or Pies F16 on the keyboard. 

Well done! 

You have produced an Office Snapshot .Report Usi.ig the fItrizon system. 

it1. WO O 10 
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HO'RZO4 SYSTEM tag t th g Using the €arlresca System 

ction. i Office Veck1y reports 

Ref P: t't.T'4. ;(tfl' 
1 U1. surf)-; 9n1 

Orneew n1. the htoek t,Jnjts have hen nance.d and let over i to the next Cash Account 
l<ericxI he Offi e.c <Veeklty report. s nn be tee as :il. 

in ti, ."9E-plc ihe.. Pt A P h k 1\i,:`3e3t f?f f f he j C3 (,E ¢ .:,E. 3..{ the M.>``.. t3S 3. > ¢Z€Ec r;'.. 

Pre rr the ":)es .ro menu: 

l ,Thuch the Reports icon. or Frye,s P2 on the keyboard. 

I., Touch the Office Weekly icon. 

3. Touch the P+A P23 1 MA  icon, 

or Press P6 on the keyboard. 

The.Office Weekly Repot n tnu l 

displayed. 

The as s u rc of the business wedueted in 
the whet r. urin the eccountine week. 

or Press 1:5 on the keyboard. 

I he h } da_ee heport screen Is displayed 

for the Report. 
.. 

IC , ` R .BOO:. l t't 
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HORIZON SIIORtZON SYSTEM Balancing using the }U rtzo t Sysr. 4n Rer. P. 'I11'41,002 

Section I; Office Veeth reportst continued Date 2W07i9 

4. Touch the Print icon, or Press F'4 on the kcyboard, 

Screen messages es li l be displayed for a few seconds, inforrnin y-c'£ t that the reup art is being 
prepared and then ,tinted, The ,epon will he dueed on the A4 report pS.SRmm %'he report 
reproduced low shows the Pensiofl and A.I k s ar<ee benefits paid durini. die current Cash 
Account Period. It :t: ds c.:acO P&A ~,,oup and s,unu ari%es the total number of benefits paid 

y

d 

be volume nc and iota. 

PENSIONS AN!) ALLOWANCES 

OFFICE NAME; ltt3tii ik si O'1`i'e. OFFICE CODE: 133456X 
ADDRESS: 

C/A WEE1C NO: II 

sr•.ua FNolsts ntl.in/i999 

TIME: 1 510 

This 5Wfllfl&y should be dispatched with the CASH ,1CCOUNTr. 

GROUP NUMBER OF ORDERS TOTAL AMO t 3I 
NO FP37/PS57 F'1" ISICt'S ALLOWANCE'S £ p 

\Ii) 4 015 1 3 i25 Xi

1 ?t 1 "£u le:r~,~ 2 €g 001)

MOD A11 3 3 270,00 

4 0 000 

C"hrl rie Pare 5 76 1456E.75 
1t , Pensioe 6 12 457.4 

Ms Livi.rzg; All 7 0 € ,01) 

Family Credit S 55 2657,00 

1, C3,II, 9 0 000 

1 erasion tnc Supp 10 731 9942.90 

l otne Support. I 1 1:21 :3519.01 

Ind lnj/Death Benefit 12 5 1034.00 

Ret Pees un/All. 13 65 1373 (0 

.14 12 .i. .> 

Reserved 15 0 ,'00 

I ~r 16 0 ii.+..<E 

.F ~i.3wre 17 (11

tlse .,8 0 0.3?0 

VYI Al : 1) 437 119 20516.70 

MILK TOKENS 57 

SIGNATU E . ......... ......... ..., ..... 

.....y...((........... gg pq~~ y y g g 
OFFICE' SI. 0MARH. P1.111MA .ee. 
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HO.fUZON SVSTXM i g t e Sytn Rf. PATft4OO2 

Section x Office Weekh report s@ continued

5. Touch the Complete. green t c s icon, or Pr&cs F6 of the key board. 

The Horizon system returns to the Office, Weekly Reports rnenu. 

Well done! 

Vrw have produced an Office Weekly repoit 

WORKBOOK .1 
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HORIZONSYSTEM  irrg the Hor zon Sy.tem 

Sectton 3: Prothce the Cash. Account report 

to .A W43/GP's, 
s te: 29/97/99 

issuer 20 

Once the OfFice Weekly reports have been produced, the Trial Cash Account can be taken. 

Fromm the Desktop menu: 

1. Touch the: Office Balancine i, n , 

2 Towh the CA Report icon, 

or Preys Fl on the ke vhoard. 

.3ancu g menu ~S 

a~fiR 

Y 

R 

or Press F6 on th e 1 M ksu r .. 

The system will m v prepare the offices 
cash account. After a delay, the 
Produce Reperl { rc u will be 
displayed 

3 Touch the Print icon, or Press :14 on the keyboard, 

WORKBOOK K 19 
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HO. IZON SYSTEM ift sImAn:„ a'an'Lr the l r n ai km 

Section 3 Produce the (ash ,•cron at r"eptrrt.. continued 

ks,t, 41taa 

The Trial as : : gar r ' , t ? as .fl r 5w be printed on the A4 report printer. The system will 

then return to the T=, '  Ia_:e kehz r• . rat ra. 

The Office Wee.kh cac mice be checked  against `<Ii. Fr .. g d h Account, Lf you are happy 
to accept the ,s Qln the Eoli F "v : 'don can e activated . e,d thee of-ice will roll. over into he 
next  Cash Act true 1k dud. .. 

If during this check r edur'r you find a transaction that hits not been carried out on the 

hmd'ue seieem then a Cm €..cOuc St sti,k. U cit can he tied, red i. _P he procedure . on °am 
i .. $i ace t..I ,_ Correction StUck I..hct has been balanced and 1i skC d }kc" into the next 

r.cm. the t red t  i t Account must .x, reproduced. 

4, , ff mc' a the Roll O r" icon, _. e," 
t.: on _In' keyboard. 

The Confirm Rollover screen is 
d.isplayed, The Warning message 
prompts , k+k .€ r   hat, all Office 
AccowitiaF acR it ; ' have taken  1 dace. 

Continuing will result in the office 
rolling over into the next Cash Account 
Period and the final Cash Account 
report being roduced. 

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

After a short delay, 2 copies of the Final Cash Account report are produced from the A4 printer, 

Both react he signed 

and 

datestatnpcd, one is retained 

in the post eto 

e 

tot 

3 ' 

sti" , 

Cs 

t 

Inca 

-'a , 

cached 

to 

Chesterfield. 

Well 

Done! 

You have 

produced the Office 

Cash Account 

report, 

It 

t. 

W(.)RK 

OOK: tlI 
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BORIZON SYSTEM SVST.FM a au the Horizon System 

Section 3: Create a Correction Stock Unit to old errors in the 
Office Balance 

Ref's PATH/4310n2 
Date. 2&5t7' 9 

to arro 20 

L)t,iring the Office Balance procedure. a member of stall may have r iled over their Stock U. g 
Ir<t nc accepted at it ie a rrr y. if the discrepancy is found a.fte E the Stock Unit i., r(Akd ow :: r 
t ut be hre the Cash Account is prud 7s,ed'> the Stock tart ranam be amended, as the y c icc 
kave been accepted by the If+arizon `'tt' :. tent Stet this `t'wrepancy has been found, a new 
Stock dna can he created hold the di >t.re.pnncy so that it can be aacamn ted for in the elf-de 
('ash h Acc t, thereby allnw4-inee the aff noe to balance. The rtrs;. €rfj<xwy can then be Vans he tae€ 
back into the .a:rigi tel .Sto k z.hth € i noinpictien of the C%wh Aea.;a: ,=

Its a MOrrb'£:tlon StCsk Unit is erected ut this sw€'a'y, the outlet ail <age oust t ueke W; ss'r'att t note ;-.4' 
when and why the Stuck  Unit 'a a; created. The creation o1 a€ coraecttion Stock Unit is e:mcdy 
the same as the creation of an liuividual or Shared StuD s U it described in \ fa'rk book 9, 

In the led wag esenaple, a Green €.7 ro has beini pied out. to the custOi lea- but nut carried oil an 
the systeat;. the cash wa,s taken out of the Stock Unit causing a discrepane of £3U at the end 
of the pack, The S .eLLJnit was balanced  and rolled use into the next t°AP with the:: 
discrepancy, lioweecs the inir take has nome Bonn € oi1 cd. A Correction Stuck Unit GYM €;. E now be 
crewed st ton the Dino 4q i"t he a ',I'ue'e.d with he Horizon system, creating a pusihw. 
discrepancy to a. fset the original tie. 

From Be Desktop menu: 

1 Touchthe Administration icon, or Pre °..P7 on the keyboard. 

?, Touch the Stock Unit icon, or Press Fl on the keyboard. 

3. Teach the €esa tenon, or Press Fl ora the keyboard. 

In this 
example an Individual Stock Unit will be created to carry cut. 

the 

Dim transaction. 

Correction Stock 

Units 

should. always be et gated 

with an identifier 

at the opposite 

end of the 

alphabet. 

to avo d confusion. :In th is example LZZ will 

be used. 

ypeZZZ 

5. 

:hush 

th e 

green 

tick icon, or 

Press ENTER. an the keyboard. 

6. 

Th uth the individual icon, 

or Press F2 on the keyboard.. 

.A message will nuss appearindicating; that the Stock Unit has been s.€ .. . ,tc t , created. 

. 

Th

uch 

the 

O 

_ Free tick 

icon, 

r„' Press 

ENTER 

an th e keyboard. 

'I'm 

Sros:k t,nit has 

ra€sw 

been 

created, How 

.e'er, before 

the trailse 

tiara 

can 

b e : 

carried 

out, 

you 

must 

t attach yourself to 

it 

5, 

Touch the Ana, 

 Is 

€. cii, 5 ii 

P,res.t 

F? us€ 

tine 

fccbo's 

il. 

9, Touch Stock 

Unit ZZZ, 

10. Touch 

the Select green tick icon, or Press 

F1 on the keyboard. 

1) JCL 
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Benin 3a .r <, t ">irrec°tion Stock Unit to hold errors in the 
tc 29/07j 

Office Balance. e til o'. 

The Select a user to attach to stock Unit ZZZ screen is displayed. 

1. Select your user name iron, ; hr, picklist. 

12. Touch the E 
:'; t c t.. is con, or Press Fl on the keyboard.. 

The rya€ t; ; i;w°e. 001 - nicer  L indicating that you are now attached to Stock Emit ZZZ. 

13. Thuch the OK. green t ck icon, or Preis ENTER on the keyboard. 

i4. Toonh the Riposte [.)es .top icon, or Press HOME on the keyboard.. 

The °a .,t ,£;.:zE,E can non be ompktd to Stock Unit ZZZ. 

l5 Tooth the Transactions icon, or Press El on the keyboard.. 

16. Touch the Serve Customer icon, or Press Fl on the keyboard. 

17. Touch the Green giro icon, or Pre.tc F12 on the keyboard. 

1t \e 53; 1 

Check the amount is correct before continuing, 

19. Thu  the green tick icon. or Press ENTER on the keyboard, 

1 . Touch the Cash icon, or Press F15 on the keyboard. 

21. Touch the Riposte Desktop icon, or Press 14O on the keyboard. . 

The Greer _iii h n none: been completed on Or 1li"rl cn 'rv:s,ern, The Stock l..`nr.t wino pv. be 
balanced. The it e.n 

Giros 

Weckl 

Rol 

e rt 

Cal i  

tai. 

r 

elreced, 

22, 

Produce 

the 

(rOCn 

Gircn 

Counter Weekly 

report and 

apply 

the 

cut-o'ff, 

The €.nrre:f't€ n 'n00. _ 1 Th u can now be balanced. There is no stock or cash in the Stock i nn. 
£ 

n evera 

dcek£n' 

tit 

n 

of 

t£ 

awl cash is 

required. 

It. 

Touch 

the 

Sant Bnl.ana r£ 

i non. 

or 

Press 

F4 on the 

keyboard. 

24. Touch 

the tDccl Stamp icon, or 

Press F2 on th e 

keyboard 

°$. Touch he 

1 w'<sh 

th

ree 

to th icon, or Press Ft on the keyboard, 

JO Touch 9r 

Cenp 

rn 

erern 

0ck 

kmn, w #va. 

10 

<t the ' .4E;r 

r <

. <. 

20. oc 

W [20.1 Cash icon.  

, 

Prnsc 

Fl 

on the 

keyboard, 

«.LCL WORKBOOK .BOOil 
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HORIZON SVSTE 1 tta8a+say.€a g u rg th T Th rixarn Syshn Rrf FAT 3'Ot&2 

Section t Crete a Correction Stock Unit to hold errors in the arc 9114,1 191) 
Issue: Z0 

Office alance, continued 

28. Touch the Finish green tick icon, or. Press El on the keyboard. 

The Confirm Loss/Gain screen is displayed. 

29, Touch the O.K green tick icon, or Pres5 FNTFR on the 1kc hoard. 

The Discrepancies screen is displayed. 

30. Touch the t:'c.r rr~r.n g,, , a k k i on. . or Press Fl on yhrrnd. 

31, Touch the C. irlete gree n net to rrr, or. Press :t 16 on 1 ke.yf>h 
ard. 

32, ieuh the Bal Report la:F?ti, or Prex F on the kc hoarc., 

The Confirm Loss/Gai n screen is displayed. 

33. Touch the OKgr=ccn tick icon, or Press ENTER un the I 
s v b o crd. 

I he t) cfe1r M, Ile Screen is disphryed. 

34. Touch the Conflrm green tick icon, or Press Fl on the keyboard. 

35. Touch the Print icon, or Press F4 on the keyboard, 

lb. Touch the Rollover icon, or Press F12 en the keyboard, 

37. Touch the Next: CAP green tick icon, or Press ENTER on the keyboard. 

'the Final Balance report for the Correction Stock Unit will he nInt el on toe counter printer, 

This completes the pros ,,, f ?' c ur e ctiog the office bae,_c ace, 

'the Fr ial and l al t" k h A,- c:aunt 
nut 

rra

 he reproduced #refer to page 113 - 114 . 

Once 

the 

office 

La o r

,i 

La

d 

over Into 

dc n=csr: 

Cash 

Account 

Period, 

50 cash can 

be 

transferred 

from the Stock t: r _ z r<a the discrepa . into Stock Unit. ZZo This will cancel the original 

discrepancy 

Stock I, nit ZZZ can 

then: 

be 

balanced and 

deleted, 

Well l)o e! 

You have 

created 

and balanced a 

Correction Stock 

Unit 

to 

hold 

errors foamed 

in 

the 

Office Balance 

using the Horizon system. 

0 

ICL 
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