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Insert the Factoring Business System disk into the CD drive. If it does not
autoboot, click on Start, Run, then Browse. Select the CD drive letter then
highlight Setup and click Okay. Click Okay again in the Run window. Confirm
the installation when asked. Accept all of the defaults as the installation
progresses.

The installation process will install the BDE ( Borland Database Engine), the
software runtime environment, the Factor executable, and all necessary
supporting files. These instructions are for a single computer installation. For
network installation, please, contact support: support@norio.us.

The Factor icon will be & Login - Factoring Business System

placed on the desktop

during the installation FACTORING
process. After the Business System
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installation process is Norio Sef

complete, double click
the Factor icon on the
desktop. This will initiate
the software. The login
screen will appear. Near ¢
the bottom of the Login
window, click the small
triangle on the right of

the “User Name:” field. UserName: [ <]
The drop down list is the Password :
User Names currently i | cancel ||

setup on the system.
Only the “admin” name
will appear in this list until other users are setup in the system. Select “admin” by
clicking on it in the drop down list. “admin” appears in the User Name field. The
curser will be blinking in the Password field. Enter the password, then click the
“Login” button. Initially, the password for “admin” is “master”. Be aware that user
names and passwords are case sensitive. In other words “W” is not the same as
“w”. One is upper case and one is lower case. In Factor, they are different. To
end the Factor session at this point, click the “Cancel” button rather than the
“Login” button. Note that after three unsuccessful attempts to login in to Factor,
the program will terminate.




Edit Buttons

Edit buttons are used to add

records, chan i ' —

: ge or edit records, __,__.--"'HEH| QI F"I = |ETE1- i
and delete records. There five

buttons on the edit bar: Add, Edit, E[m gm Cm-:el

Save, Cancel and Delete. Each

transaction requires the use of two buttons or one button and a confirmation. For
example: Adding or editing a record requires the “Add” or “Edit” button to be
clicked to begin the transaction and the “Save” or “Cancel” button clicked to
complete a transaction. Deleting a record is done by clicking the “Delete” button
and confirming or canceling the transaction in a pop up window.

Navigation Buttons

Moving or navigating through a data table is iyt Last
accomplished with these buttons. The first ~ Record Record
button moves to the first record in the table. \\‘\H | 4 | b | H'lf
The second button moves to the previous N

record in the table. The third button from g

the left moves to the next record in the data E:g}'r“[;'s Hgar 2

table. And, the fourth button moves to the

last record in the table. Moving through

records in a table can also be done with the arrow keys on the keyboard, and the
Page Up and Page Down keys on the keyboard. The Navigation button provide
a another way to move through records in a table.

The operation of both the Edit buttons and the Navigation buttons are the same
throughout the software.

The user “admin” is initially designated as an administrator by default.
Administrators are the only users that may access the User Maintenance
window. The user “admin” has no rights in the system. The first item is to
change the “admin” permissions. At this time other users may be added to the
system through this window. Each user is governed by an independent set of
permissions. These permissions are administered through the User
Maintenance window.

After successfully entering Factor, the “Quick Access Menu” will appear on the

screen. All of  [EFSEEErFn— @[S9 the access

buttons will be Quick Access Menu grayed out.
At this point, T as mentioned
above user | | | “admin” has
no rights in the | | | | program. To
change that, click on upper
menu File,




ES User Maintenance - Factor __. _ _ AdmInIStratlon, and
User - Maintenance Users on the submenu.

First Name Last Name Login Code/Admin te - . R «
T TEARGEEEE | | This wil open the “User

Maintenance” window.

ﬂ All users are added to

ﬂ—.l . and deleted from the
e - = o e system using this screen.
__Passwoud_| Access rights or
ol ] vl o] w1 permissions are also

managed through this
screen on the
“Permissions” tab. For each user the following information is necessary: First
name, last name, a login name — that can be up to ten characters in length -,
and Administrator designation.

ﬂ\ Users ,{F'ermissiuns f

The user information is added to the system first. Once the user is in the system
a password may be established or changed. To create a password or change a
password, click the “Password” button. A small window will appear on screen.

Enter the new password in the “Password” field.

Confirm it in the second field. Then click “Save” or
“Cancel” to continue. Clicking the Cancel button

disregards any changes made. Clicking the Save Password : [

button, will save the changes, if the Password and Comfim: [
Confirm fields are identical. If they are not

identical an error message will display and the o Save | X Cancel |
password will need to be entered again in both

fields.

Permissions for the user “admin” need to be set. System Administrator should
be the only user in the system, initially. If other users have been added, highlight
the System Administrator record in the top grid by clicking on the record. The
System Administrator’s information should be displayed in the maintenance box
just below the grid. Click the “Permissions” near the bottom of the screen.
Across the bottom, make
certain that there is a
check mark in the

BS User, Maintenance - Factor

User - Maintenance

Factor l Repons] Maintenance] Tools and Letters}

View Change Delete View Change Delete fOIIOWIng boxes “Vlew
Schedules v v v Debtors % K All", “Change All", “Delete
Payments [ i I~ Debtor Group [ W v ” " . ” .
Plew sl e B All", and “Print All".Notice
Cllents @ @ [ System - that when a change is
gol—lnveswls R . ..",,:.n . & 4 d made to permissions, the
ales v I v rocess Invoices [

Process Payments & teXt On the “Save” and

“Cancel” buttons turns
Save Cancel v View All ¥ Change All |+ Delete All
I I : green. In order to move

\Ueore ) Porniesons / off of this tab, the changes




need to be saved or cancelled using one of these buttons. As soon as one of the
buttons is clicked the text reverts to black. Click the “Save” button to save the
changes for the System Administrator. Click the Exit button (with the small door)
near the bottom left screen to close the “User Maintenance” window. Now the
user “admin” can access all parts of the software. And, setup can continue.

Close the “Quick Access Menu”
by clicking on the Exit button in
lower left corner. Open this
window again by clicking on the
top menu Tools, Quick Access
Menu menu options. Now all of
the Quick Access buttons are
available for use.

The company information should be added next. On the top menu click File,
Administration, and System Setup. The System Information window will display.
On the left side near the bottom are four buttons. The top button is an Edit
button. Below the Edit button is the Save button. Next is the Cancel button. The
last button is the window EXxit button.

e System Information = o Update the company

Blusiness Haine = | Bus nzss Factors Company, I sinesode: || information, click the Edit button.
Adess | Enter the information in the fields
0 T il as appropriate. Save the
Stieet Im Main Sireet changes by clicking the Save the
& Ijta:huke Ciy m— button. The bottom box to the
e oo B a0 com right of the control buttons
Phone :  [GETEEZTIR | contains a current view of the
o Investment Funds : [~ 500,000.00 company status. Close the

0T # of Invoices AR/Receivables  Advances  Reserves window by CIiCking the Exit

| Pendime: [o o | om | 0.0 button.
- Unpaid: [ 7 [ 825000 | 485000 | 3,300.00

- Committed Funds: | §.250.00 | 495000 | 4950.00

Uncommitted Investment: [ 755060.00

Factor - Prime Rate

System Prime Rate

The system Prime Rate is set by clicking on
the top menu Tools/Prime Rate. Enter the
default Prime Rate. This information is used
in the system as needed as a default. It may Efiing RRie il 7.000 SN
be adjusted individually for each invoice.

X Cancel ‘

Location codes, Source codes and Expense
fees should be setup at this point. On the top
menu select File, Maintenance, and from the submenu System Maint. The




Maintenance window will display.
Click “Misc. System” on the bottom
tabs. On the top tabs click
“Location”. Click the Add button
then enter a two character code
and a description. Location
represents a location where
payments are received. Some of
the possible locations to track are a
P.O. Box, the company location,
the client’s business, etc.

Next, click on the “Source” tab.
Again, click the Add button on the

edit bar to add a record. Enter the Payment Source Code, and a description. On

the Activity Report are six
collection columns. Five of these
columns will provide separate
totals for a Source code. The sixth
is an “Other” or catch all column.
Up to five different Source codes
may be collected separated for
analysis. The Source code
represents the source of payment.
Some of these sources may be
debtor payments, client rebates,
client advances, etc. If a Source
code is to be accumulated
separately on the Activity Report,
select the display column in the
“Activity Report — Column” field.
Enter a title to identify that column.
Then save the record by clicking
the Save button on the edit bar.

Expense Fees can be setup next.
Click the Add button, enter an
amount, and an expense
description. These fees are
associated with schedules and are
usually deducted from the client’s
proceeds. The amounts and
expense descriptions are guides.
When associating a fee with a
schedule the amount may be



changed and the Expense text
modified. Some of the expenses
may be overnight deliver charges,
document charges, preparation
charges, etc.

Each Debtor record must be
associated with a Market Code.
This facilitates an analysis of
business concentration. What
types of businesses are being
purchased? Market Codes are
also setup in this Maintenance
screen. Click the Market tab on the
screen bottom. Click the Add
button, enter a unique Market Code, enter a Market name, enter a Description,
and click the Save button to save
the information. Repeat the add
process for all Market entries.

Debtor Groups need mentioning
before exiting this screen. Debtor
Groups are managed on the
Maintenance screen. Thisis a
concept which allows various
associated debtors to be group
together. An over all view of the
business for the group can be
viewed and analyzed. For
example, a large debtor company
has several departments that are
dealt with separately. Set up each
department as a Debtor. Create a
Debtor Group. Associate all
departments with the group. Total
business for the Debtor Group can
be evaluated. This association can
be made at any time. Click the Exit
button to close the screen.

All known Co-Investors should be
setup in the system. Co-Investors
are individuals or entities that are
investing with the company. From
the top menu select File,
Maintenance, and Co-Investor.



Click the “New” button near the bottom of the screen. The window will focus on
the bottom “Co-Investor “ tab. Enter the “Co-Investor ID”. This is a unique five
character code that will be used
to identify the investor. Enter all
the information requested on the
form. On the middle of the form,
be certain to fill out the Address,
Misc. Rates and any Notes that need to be kept. Information on the Rates tabs
should be entered as rates not as percentages. If the Basic earnings rate is split
50/50 with the company, enter 0.50 as the rate. When the form is filled in, click
the Save button to save the information in the Co-Investor record.

Upon saving the new Co-Investor
record the Co-Investor Investment
window pops up. Enter the
investment amount in the “Amount”
field. Adjust the Transaction Date,
enter any appropriate information in
the Reference field, then click the
Save button.

Repeat this process for each Co-Investor. If the Company will be investing its
own funds, a Co-Investor record should be created for the Company as well. If a
Co-Investor is an individual without a Company name, enter the first and last
name in the Company field. Close the form by clicking on the Exit button.

Setup Clients in the system by

clicking on the top menu File,

Maintenance, and Client. The

Client Information screen will

display. Click the “New Client”

button near the bottom left of

the screen. Focus will move to

the bottom Client tab. Enter a

unique five character code in

the “Client ID” field. This code

will be used to identify the client

in the system. Fill in the form.

Again, remember to access all

four tabs ( Address, Misc.,

Rates, Notes). The rates

entered on the Rates tab are

entered as rates and not as percentages. For example, it is agreed to advance
60 percent of invoice funds to a client. Enter 0.60 in the Advance field. Click the
Save button to save the information. Repeat this process for each client. Close
the form by clicking on the Exit button.



Debtors are setup next. From
the top menu click File,
Maintenance, Debtor. The
Debtor Information screen will
display. Near the bottom of the

screen click the “Individual” tab.

Adding a Debtor is done by
clicking the Add button on the
edit bar. Fill out the form. In
addition to the Address tab, the
Misc. tab needs to be filled in.
Any notes or comments can be
entered in the Notes tab. Click
the Save button to save the
Debtor information in the
system.

Factor is designed to work with a sales force and track commissions earned
invoice by invoice for each associated sales person. Sales people can be set up

in the system by clicking on the
top menu File, Maintenance,
and Sales Person. The Sales
Person Information screen will
display. Click the New button
near the left bottom of the
screen. Focus will shift to the
bottom Individual tab. Fill out
the form. Click the Save button
when complete. Repeat this
process for each Sales Person.

With all of the installation and
initial setup completed,
Schedules are ready to be
entered in the system.
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To access the Schedule screen, on the top menu click on Operations,
Schedules, Process. Or, click the Schedules button on the Quick Access Menu.

The Schedule screen is composed of various components that provide access to
and information about schedules and associated invoices. It is a tool that allows
access to information entered and processed over time. Additional system
facilities are easily accessible from this screen.

A schedule is created. Invoices are attached to schedule. Invoices are then
selected for processing into the AR or accounts receivable status. Invoices
selected for processing are grouped or processed in a batch. This allows
schedules invoices to be processed at one time or in multiple selections or
batches. For example, a schedule comprised of 20 invoices, ten are selected
and processed into AR. The following business day five more are selected and
processed. The next day the remaining five invoices are selected and
processed. Three batches will be associated with the schedule and displayed on
appropriate screen. The invoices will be grouped by the batch association on the
Batch tab.

An Invoice record entered into Factor will always have a code indicating its
present status. There are four system status codes: Scheduled, pending,
unpaid, and paid. The invoiced status codes are: “S” indicating scheduled, “N”
indicating pending, “U” indicating unpaid, and “F” indicating paid in full. Upon
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entry into the system or data table, an invoice is marked as “S”, scheduled. An
Invoice selected for processing is coded “N”, pending. Processing an invoice
record into AR changes the status to “U”, unpaid. When an invoice payment is
received and processed the invoice record is coded with “F”, paid in full. Ata
glance, invoice status can be easily and readily recognized.

On the top portion of the Schedule screen is the client selection control. Located
under this control is the “New Schedule” button. To the left in this header are the
Print Schedule, Import Schedule, Ageing, and Reports buttons. Below the
header is the Process Date selection control. Also, below the header is the
Invoices/Schedule notebook control. Each of these tabs contains additional
controls that facilitate invoice and schedule management and processing. On
the right side of the screen is a grid that displays a list of all schedules associated
with the selected client.

Header

The header contains the client selection control. All clients available on the
system drop down in an alphabetical list for selection when box on the right end
of the control is clicked. Find and click the desired client name for that name to
be selected and appear in the control. If the list of clients is long, type the first
letter of the client name. The list focus will move to that part of the alphabet.
Upon client selection, notice that all client schedules will be listed in the Client
Schedules grid on the right. As a client is selected, all associated schedules will
appear in the grid for easy lookup and selection.

Under the client

selection control is

the New Schedule

button. Clicking

this button will

create a new schedule record. With the schedule record available, invoices may
be entered into the system.

The Print Schedule button is found on the right side of the header control along
with three other buttons. Clicking this button will print a hardcopy of the schedule
and associated invoices.

Below the Print Schedule button is the Schedule Import button. A prepared text
file containing schedule and invoice information may be imported into Factor with
this facility.

The two buttons on the right will access the Ageing and Reports windows
respectively when clicked.
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Invoice/Schedule - Invoice

Invoice records are added and edited when the Invoices tab of the
Invoices/Schedule notebook control is in focus. Below the Invoices tab are the
edit controls: Add, Edit, Delete, Save, and Cancel. Located just right of the edit
controls are the navigation buttons: First Record, Previous Record, Next Record,
and Last Record.

The Process Schedule button is the next control. All schedule invoices coded as
“N”, pending, will be processed when this button is clicked. The processed
pending invoices will now be

coded as “U”, unpaid.

Below the Process Schedule
button is the Process All
checkbox. Placing a check
mark in this control by
clicking on it will change all
schedule invoice records
coded with “S” to “N”, or
from scheduled to pending.
Removing the check mark
by clicking on the control will
reverse the coding,
changing all “N” to “S” or
pending to scheduled.

The button to the right of the Process Schedule button is the Print Schedule
Ageing. Engaging this control by clicking on it will produce an ageing for the
client schedule in the print preview window.

The remainder of the controls to the right display schedule total information: The
total dollar amount of the schedule, the amount to be advanced, and the number
of invoices that comprise the schedule.

Most of the remainder of this window is covered with the Invoice List/Invoice
Detail notebook control. In the grid showing when the Invoice List tab has focus
is a list of all invoice records that comprise the schedule in focus. The invoice
detail is displayed on the Invoice Detail tab. Information regarding the invoice
record that is highlighted in the Invoice List grid will display in the Invoice Detail
screen when that tab has focus. Either click on the Invoice Detail tab or left
double click on the highlighted record in the invoice grid to view the selected
invoice detail.
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When focus is on
the Invoice Detail
tab, the highlighted
invoice information
is displayed on the
Detail notebook
control. The two
access tabs are
Detail and Notes.
Viewing the Detalil
tab displays the
invoice record
information.
Focusing on the
Notes tab of the

Detail notebook control displays any

associated comments and notes that have

been recorded.

On the right side of the Schedule screen is the

Client Schedules control. Upon selecting a

client in the Client control located in the

header, all associated client schedules will

appear in this control. Schedule records are

ordered by schedule date. The most recent

schedule record appears at the top of the

listing. Click on the Client Schedules tab to

bring focus to this control. Use the down arrow

key to move through the schedule list or click on a desired schedule. As the
schedule record comes into focus, the associated invoice records and schedule
information displays in the controls on left side of the screen.

The Client Schedule grid is comprised of six columns. The schedule id or name
is the first column. Next, the schedule date displays. Items is the number of
invoices associated with the schedule. The next three columns contain
information regarding the current status of the associated invoices. “N” is the
number of pending invoices. “U” is the number of unpaid invoices or the AR
associated with this schedule.

“F" is the number of invoices

paid in full.

Creating A Schedule
After the Schedules screen

appears, click the small triangle
on the right side of the Client
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field located in the top left of the screen. A list of clients will drop down. Select
the client whose schedule of invoices is being entered by clicking on the client
name.

A new schedule is entered in one of three ways: using the New Schedule button,
adding a schedule from the Schedule tab, or importing a schedule text file. The
schedule record must be created first prior to entering invoices. Once the
schedule record is setup, invoices can be entered and associated with that
schedule. Under the client control is a button labeled “New Schedule”. Click this
button to create a schedule in the system. A confirmation window will display to
verify that a new schedule for the selected client is requested. Click Okay to
proceed or Cancel to abandon the transaction.

An alternate method for creating the schedule record is to click on the Schedule
tab that is below the client heading control. There are two tabs on this notebook:
Invoices and Schedule. Be certain that the Schedule tab is in focus. Click the
Add button on the left side of the screen. Check the Entry Date field for the
correct date. Save the created record by clicking the Save button.

The third method is to
import schedule from
a text file. In the top
heading control, click
the Import Schedule
button located below
the Print Schedule
button.

With the schedule

record setup in Factor, invoices are ready to be input. Be certain that the
Invoices tab on the Invoice/Schedule
notebook control is in focus. Directly
under the Invoices tab is the Add
button. To add an invoice record,
click the Add button. If the focus on
the Invoice/Detail notebook control is
on Invoice, automatically, the focus
will change to the Detail tab. When
the Save button is engaged or
clicked to save the new invoice
record, focus will return to the

Invoice tab. In contrast, if the Add button were clicked with the focus on the

Detail tab, when saved the focus will remain on the Detail tab.

In the Add mode, initiated by clicking the Add button, enter the following
information into the invoice record: invoice number, po number, funding date,
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invoice date, amount, and advance. The reserve is calculated based on the
advance rate. Changing the Advance Rate adjusts the Advance and Reserve
amounts. The debtor
is selected and
assigned by clicking on
the right end of the
Debtor control and
selecting the desired
debtor from the drop
down list. Co-investor
selection is the same
as the Debtor selection
using the Co-investor
control. If sales person
is associated with
invoice record, select a person from the Sales Person control drop down list,
enter the sales rate, and select the correct calculation method code. Select the
earnings calculation method. The options are Prime or Basic. Verify the
associated rates.

This invoice record can be marked for processing by placing a check mark in the
Process check box control. This box is located in the Current Status box in the
lower left corner of the screen.

When all information is entered, click the Save button. This button is located
near the top left of the Invoices tab below the Add button.

Repeat this process for each invoice record to be added to the schedule.

A schedule is entered on to the system. This is done by creating the Schedule
record. Then each invoice is entered individually. The status of an invoice
progresses form “S” - scheduled to “N” - pending, to “U” - purchased to “F” —
paid. As invoices are entered they are tagged with a status of “S” - scheduled.
This represents that the invoice has been entered on the system and is available
for purchase. Invoices that are selected for purchase are changed to a “N” —
pending status. These invoices are awaiting processing. Processed invoices are
changed to “U” — purchased or unpaid status (AR). Upon receipt of payment in
full an invoice status is changed to “F” — paid or paid in full.

At any time the schedule may be changed by adding additional invoices or
deleting invoices. All or any portion of a schedule may be processed in a batch.
A schedule may have one batch associated with it. Or, it may have multiple
batches associated with it depending on how the invoices are purchased and
processed. Again, at any point in time, invoices may be added to a schedule.
But, only invoices with an “S” — scheduled status may be deleted.
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Invoice Processing

Once all invoices on the schedule are entered, they may be processed. Invoices
may be selected individually or the entire schedule may be selected. The invoice
selection is done on the Schedule/Invoices/Invoice tab. Schedule invoice
selection is a simple process. Select the invoice records to process, verify the
processing date, and process the invoice records.

Note that prior to processing a batch of pending invoices, an invoice may toggle
between the status of “N” — pending and “S” — scheduled. Once an invoice is
processed or purchased it can’t be deleted from the system. It can only be paid
to remove it from the current ageing.

All unprocessed schedule invoice records may be selected by placing a check
mark in the Process All check box. Clearing or unselecting invoice records for
processing is also done by placing a check mark in this box. The button to the
left of the check box
determines the action
taken. It displays
either Process All or
Clear All text on the
button. To change
the action, click the button. When the appropriate action is selected, click on the
check box initiate the procedure.

If only part of a schedule’s invoice records are to be purchased and selected for
processing, they can be selected individually. Highlight the invoice record to be
processed. With the mouse, right double click the record. The invoice code or
status will toggle from “S” to “N” or from “N” to “S” depending on its initial status.
Invoices with an “N”, pending, status are ready to be processed. Note, that
double clicking with the left mouse button changes focus to the Detail tab to
display the invoice information.

When an invoice is selected for processing, client, cofactor and debtor maximum
limits are checked. When an invoice places the totals over the maximum
associated limits, a message will appear requesting the operator to either
continue or reject the invoice selection.

Enter the desired processing date in the Process Date control. To process the
batch of selected invoices, click on the Process Schedule button located near the
top of the Invoice/Schedule notebook control.

Batch Expense Fees

At the end of the invoice or batch processing, the Batch Expense Fee window
appears. All fees and expenses that are paid from the advance proceeds of this

17



batch are entered and listed in this window. These are costs passed to the
client. Each fee entered will be deducted from the batch proceeds or the client
advance.

The Batch Expense Fees window is also accessed on the Batches tab that

displays when the Schedule tab is in focus. Near the bottom right of the
Detail/Invoices is located a
Fees button. Clicking this
button opens the Batch
Expense Fees window.

Expenses are added by
clicking the Add button.
Enter a description of the
expense and the
associated Amount.
Predefined expenses can
be added to the system
through the Maintenance
screens. These expense
options can be selected from a drop down control list. Once the selection has
been made, the text can be changed or altered to reflect a more precise
description of the expense. On selection of a fee, a default amount shows in the
Amount control. This also can be adjusted to reflect the exact expense. When
the description and amount reflect the expense transaction, click the Save button
to enter the record on the system.

Processing Reports

Once the invoice processing is completed, information is available for clients, co-
investors, and the company. Some of the information reports can be produced
from the Client Schedules window. Other reports are accessed and produced
from the Reports and Ageing windows.

Access to the Schedule and Schedule Ageing reports is available on the Client
Schedule window. A schedule printout is produced by clicking the Print Schedule
button located in the header. The Schedule report lists all associated invoice
records along with the schedule invoice status breakdown: scheduled, pending,
ageing, and paid. The invoice amounts, advances, and a count of invoices
comprise the breakdown information.

An ageing displaying invoice records for the selected schedule is printed by
clicking the Print Schedule Ageing button located near the top of the
Invoices/Schedule notebook control. The button is visible when the Invoices tab
is in focus. This report lists all invoice records associated with the selected
schedule. Unpaid invoices are aged, displaying number of days outstanding
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based on invoice date and funding date along with the average days out. This
average is based on the funding date to the current date and the number of
invoices.

The Schedule Purchase report, the Invoice Purchase Report, and the Co-
Investor Invoice Report are accessed on the Reports window. Click the Report
button located in the header section. The Report window will display on the
screen. These report choices will be located under the Select text on the upper
left side of the window along with some other report selections.

The top box on the Reports window contains the report selection control, the All
or individual
selection
control, a
paging control,
the date
controls (From
and To), and
the Print
Selection
button.
Information is
available over
selective
periods of
time, from day
to a week, a

month, a year, or any chosen period of time. The time period is governed by the

date controls: From and To. Enter the same date in the From and the To date
control fields to produce a report containing transaction information for one day.

For transaction information for other selected time periods, enter the beginning,

From date, and the ending, To date in the appropriate controls.

The All or individual selection list in the center control of the upper box changes
as the report selection changes. A client report will list clients alphabetically in
the middle control. Co-investor report selection will list co-investors
alphabetically.

Upon completion of processing invoices, the three reports that contain the
transaction information are the Invoice Purchase report, the Schedule Purchase
report, and the Co-Investor Assignment report.

The Invoice Purchase report is designed to be used internally or within the
company. Transactions, or co-investor purchases, that fall between the selected
From and To dates are grouped by the client. Invoices are sub-grouped by the
purchase date or the date funded. Dalily totals and report or selected time frame
totals are displayed on the report. For each invoice the current invoice code or
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status, invoice number, invoice date, debtor name, invoice amount, invoice
advance, purchaser or co-investor, and the invoice market code are displayed as
a line item on the report.

The Schedule Purchase report is very similar in display to the Invoice Purchase
report. However, this report is an external report. It is designed to provide
information for a client. Purchase transactions are grouped by client and sub-
grouped by invoice funding date. Daily totals and report totals which reflect
invoice purchases for the selected time frame are displayed on the report. The
current invoice code or status, invoice number, invoice date, debtor name,
invoice amount, invoice advance, adjustments, and the invoice reserve comprise
the invoice information displayed. For each funding date totals summary is
displayed.

Shifting focus to the co-investors is the Co-Investor Assignment report. This
report lists the co-investor’s invoice purchases during the selected period.

Invoice records are grouped by client and sub-grouped by purchase or funding
date. The invoice information that displays is as follows: invoice number, invoice
date, debtor name, invoice amount, invoice advance, client id, batch number and
the associated market. Daily totals and report totals are displayed on the report.

In review, create a schedule record, enter the invoices, select the invoice records
to process, process the invoice batch, and print the associated reports.

Processed invoice records appear on ageing reports. All ageing reports are

printed from the Ageing window. Click the Ageing button to open the ageing
window. Invoice ageings are grouped by clients, co-investors, or by debtors.
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Location and Source Codes

Before entering a payment the “Location” and “Source” codes need to be entered
into the system. A Location code identifies where a payment is made or received.
The Source code identifies the funds being used to make the payment. Click
“File” on the very top menu. From the drop down menu, click on “Maintenance”.
On the submenu click on “System Maint.” The Maintenance window will appear
on screen.

On the bottom tab, click on
“Misc. System.” Near the
middle of the window on the top
are the tabs “Location” and
“Source”. To setup Locations,
click the “Location” tab. The
Location is comprised two
descriptors, Code and
Description. Again, Location
tracks where the payment is
made. Adding a new Location
code is done by clicking the
“Add” button on the edit bar.
Enter a unique code that is one
or two characters in length.
The code needs to be unique to the Location and the Source codes. A unique
Location code cannot be duplicated in the Source codes and visa versa. Enter a
description of the code and what the code represents. Then click the “Save”
button on the edit bar to save the entry. To abandon or cancel the entry, click the
“Cancel” button on the edit bar.

The Source codes are setup and
entered identically to the Location
codes. Click on the “Source” tab
on the top of the screen. Click the
“Add” button on the edit bar, enter
the Payment Source Code, enter
the description of the Source code,
then click “Save” or “Cancel” on the
edit bar.
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Payment Screen

Once the Location and Source codes are in place in the system, payment can be
entered and tracked as needed. Open the payment screen by clicking the
“Operation” menu item on the top menu. Click on the “Payments” menu item.
The Payment Batches window will open. A batch is created or an open batch is
added to, payments are entered into the system, then the Payment Batch is
processed. Processing a batch calculates the earnings for each associated
invoice. When this is completed, the batch is closed, closed meaning that no
additional invoice payments can be added to that payment grouping or batch.

A new batch is created by clicking the “Add” button on the edit bar. The default
date appears in the “Date :” field. If needed, change the batch to the correct
date. Then click “Save” on the edit bar. Near the bottom of the Payment
Batches screen click the payments tab. The invoice payment screen will display.

Payment information is entered on
the bottom portion of the screen.
The top grid displays the invoice
payments included in the batch.
Across near the top are three tabs.
The first is the “Payment” tab and
has just been described. The next is
the “Detail” tab. The “Detail” tab
redisplays invoice information. After
the batch has been processed,
earnings information is displayed.
The third tab is the “Invoice” tab.
Clicking on this tab will display the
invoice detail. It is very similar to the Invoice input screen in the Schedule
module.

An invoice payment entered with an unrecognized
number is treated as an unapplied invoice. For an
unapplied invoice, there is no invoice information on
record. The “Invoice” tab is not accessible for an
unapplied invoice.

Invoice payments are entered on the
screen displayed by clicking the
bottom “Payments” tab and the top
“Payment” tab. To enter a payment
click the “Add” button on the edit bar.
Enter the invoice number in the
“Invoice No” field. Upon entering the
invoice number press the “Enter” or
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“Tab” key on the keyboard. If the invoice number is not found in the existing data
a confirmation box will display. “Invoice number not found! Unapplied Invoice?”
is the message that will display. Select “Yes” to enter an unapplied invoice into
the payment batch or “No” to return and reenter the invoice number.

Entering an invoice number found in the data will display the invoice amount,
invoice date, funding date, the default payment date, and the payment amount.
The payment amount will be the same as the invoice amount. Trade discounts
and adjustments may be entered. Source and Payment Location fields need to
be selected from drop down list in each respective field. Any reference
information may be entered in the reference field. The reference field will hold up
to 15 characters. Click the “Save” button on the edit bar when all information has
been entered to the payment. Repeat the add process described above for each
payment added to the batch. Payments may be added to a batch until it is
processed and closed.

Processing a payment batch is a done by selecting the open batch to process,
enter the “Processing Date”, and click the “Process” button in the lower right
corner of the “Batches” tab screen.

A printed listing of all selected batch invoices including batch totals may be
obtained by selecting the desired batch, clicking the “Print” icon near the bottom
right side of the batch grid, and, again, clicking on the print icon near the bottom
of the report viewer screen.

Additional reports may be viewed and printed through the reports screen.

Reports

From the top menu bar select
“Operations” by clicking on the
word. Click on “Reports” in the
drop down menu list. This will
open the “Reports” window.
Several reports may be printed
from this screen for the
Company, for a Co-investor, or
for a Client. Ageings may also
be accessed from this window.
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From the top box, the

following reports may

be printed: Invoice

Assignment, Invoice

Purchase, Invoice

Collection, and

Projected Earnings.

The “Invoice

Assignment” report is

a Co-Investor

information resource. Upon selecting this report, either a report for all co-
investors or an individual co-investor may be selected. A date range need be
supplied in the “From” and “To” fields. The date range determines the period of
time the report covers. The information contained in the selected report is the
invoices purchased during the selected period of time.

Invoice Purchase Report

Client invoice purchase
information is
contained on the
“Invoice Purchase”
report. Again, this
report may include all
clients or just a single
client. The “From” and
“To” dates must be
entered to select the
date range of the
report. This report displays all the client invoices purchased during the selected
date range.

Invoice Collection Report

The “Invoice Collection” report may be printed for a Client, a Co-Investor, or the
Company. After this selection is made all of the category may be produced on
one report or an individual selection may be printed. A date range must be
selected. Enter the “From” date and the “To” date. All reports are produced by
making the proper selections then clicking the “Print Selection” button located in
the top box.
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Projected Earnings Report

Projected Earnings can be
determined for a Client or a
Co-Investor. From the top
drop down list make this

selection. The field

underneath will display the
individual Client or Co-

Investor for selection. Then enter the “From” and “To” dates to establish a date
range. Click the “Print Selection” button to produce the report.

This report calculates the earnings of each invoice if paid during the specified
date range using the “To” date as the payment date. The potential earnings of a
block of business can be estimated for a Client or for a Co-Investor.

Concentration Report

Concentration
reports may be
produced by
Company, Co-
Investor, or by
Client. Each may
be displayed in
Detail or Summary
format. Selecting
“Detail” option
would list all
invoices in each
section of the
report. The
“Summary” option
will display
concentration
percentage and
totals.
Concentration is a
concept that tracks
the percentage of
total invoices that
are being
purchased in which
markets.
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Market information is setup in the “System Maintenance” window. On the top
menu select “File”. From the drop down list select on “Maintenance”. On the
submenu, click on “System Maint.”. The Maintenance window will display. Near
the bottom of the window click the “Market” tab. The top grid displays all existing
market choices. New Market records are added and existing records are
changed in the box under the display grid. Market concentration totals are also
displayed in this box.

Every Debtor record added is identified with a Market. The Market is selected
from the records setup in the Maintenance window. From this information the
Company’s, the Co-Investor’s or the Client’'s market concentration can be
identified.

Activity Report

This is a business
summary report by
period. Business activity
may be presented by
Client or Co-Investor.
Individual reports or one
report including all
Clients or Co-Investors
may be selected.
Including earnings
information in the report
is optional. The
requested report may be
printed in detail or
summary form.

The Collection area of the
report is comprised of six
columns. Their default
headings are Column 1
through Other. This area
represents the payment
source as indicated on
each payment record.
Without any additional
system setup, all
payments will be
accumulated in “Other”. If
desired the other five
columns may be used to
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track up to five individual payment sources as setup and described on the
system.

This is done through the Maintenance screen. From the top menu select “Files”,
“Maintenance”, and “System Maint.” The Maintenance window will display. On
the bottom tabs, click the “Misc. System” tab. Then click the “Source” tab near
the top of the screen. Payment Source codes are maintained through this
screen. In the maintenance box located just above the edit menu bar, notice the
two fields: “Activity Report — Column” and “Title”. These two fields control the
display in the collection columns on the Activity Report.

For existing Source Code records, select the appropriate record. When selected
it will display in the maintenance box. Click the Edit button on the edit bar, select
the column to be used to for this source item (1 — 5), enter a Title to be used as a
column title on the printed report, then click the save button.

When adding a new Source Code record, click the “Add” button on the edit bar.
Enter the unique code, a description, select the column to be used, enter the
column title, and click Save on the edit bar.

Up to five payment Source Codes may be accumulated and displayed
separately. All other Source Code payments will be accumulated in the Other
column on the Activity Report. The report may be changed as needed.

Ageing Button

Clicking this button will
display the Ageing
window. Either a Current
or a Historical Ageing
can be produced for
Clients, Co-Investors, or
Debtors. Reports may
be aged on Invoice Date
or Funding Date. The
five ageing intervals or
periods may be
determined as needed.
When “All” is displayed in
the Selection field, the Ageing report may be printed as one continuous report or
as individual reports. Each Group member will display on its own page if
“Individual” is selected.
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Ageing

Ageings can be printed or produced on the screen. Screen ageings are
accessed via the AR Management selections. Printed selections are accessed
through the Ageing window.

Ageing Window

The Ageing control window is accessed from a variety of program locations. It
can be opened from the main or top menu, from the Quick Access Menu window,
from the Reports control window, and from the Schedule window.

Invoices may be grouped and aged by
client, debtor, or co-investor association.
Ageing time frames are spread over 5
selectable time periods. Invoices on an
ageing may be displayed by debtor
groups or by invoice numbers. The
ageing basis is selectable. Either the
invoice date or funding date may used.
Invoice notes can be included in the
ageings, if desired. Current and
historical ageings can be produced.

Current ageing selected on the Ageing
control provides a representation of
the invoice status that exists in the
data tables at the time the ageing is
requested and printed. In contrast, a
Historical ageing allow the
presentation of invoices as of a
selected time in the past. Current
ageing represent what is happening now. Historical ageing provide a snapshot
of invoice status as of three days ago, a week ago, or any other selected date.

The basis or beginning point of ageing
calculations can either be the invoice date or
the funding date as selected in Basis control.

Below the Ageing and Basis controls on the

left side of the Ageing window is the period

selection controls. Five consecutive time

periods that represent groupings of days for invoice ageing are selected in this
control. Each period consists of a beginning day, From, and an ending day, To.
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Changing the periods is done by changing the To controls. The period controls
beneath From change as the To controls change. For example, changing the
Period 1,To control from 30 to 35 changes the Period 2, From to 36. The default
period selection can be changed to produce the desired ageing time frame.

The selections on the right side of the Ageing window determine the type of
ageing produced. The Group control provides selection of an ageing for clients,
co-investors, or debtors. The Selection control allows individual ageings to be
produced. If Client is selected in the Group control, then all client names will be
available in the drop down Selection list. Choosing Co-Investor in the Group
control will make available all co-investor names in the drop down Selection
control list. The Debtors names will display in Selection control if selected in the
Group control. In the Selection control list, the very first option appearing at the
top of the list is All. All clients, or all co-investors, or all debtor ageings will be
produced when All is selected.

When all appears in the Selection control, the Paging control is visible. Paging
choices in this control are Continuous or Individual. Selecting Continuous is an
option representing no page break between individual members of the group. In
contrast, selecting Individual produces an ageing with each member of the group
printing at the top of a new page and continuing on until the next member prints
on a new or individual page.

Two ageing formats are available in the By control: Debtor or Invoice. The
Debtor format groups unpaid invoices and subtotals those transaction amounts
for each debtor. Selecting Invoice produces a list of all unpaid invoices ordered
by the invoice number.

Next to the By selection control is the Include Notes checkbox. With a check
mark is placed in this box, the ageing report will display all invoice notes below
the invoice record. When the check box is blank, invoice notes will not appear
on the report.

When the ageing report selection is as desired, click the Ageing button. to
produce the report. As will all

Factor reports, the ageing is

displayed in a preview window for

viewing and then if desired,

printing.

Click the Master Ageing button
located just below period selection
controls to produce a report that
contains both ageing based on
invoice date and funding date. The
Master Ageing report ages and
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displays information based both on the Invoice Date and the Funding date.

This report displays Current Ageing
information only.

Unpaid invoice information is readily available through the use of this ageing tool.
Screen Ageing — AR Management

The AR Management window combines several important facilities. In addition
to screen ageing selections, invoice notes are easily added, and collection letters
can be produced in this window. Invoice notes and collection letters may be
accessed from other locations in Factor. For convenience these tools are
grouped in the AR Management window.

One of the selections in the Quick Access Menu is AR Mgmt or AR Management.
Clicking AR Mgmt button will open the management window. This window may
be opened from the top menu. AR Management is a selection in the Operations
drop down menu list. From either source the window can be displayed.

The Ageing Report tab on the top is in focus upon opening the management
window. The other two tab options are Invoice and Debtor. The bottom third of
the screen contains another notebook control. The other two facilities are
accessed here. The notebook tabs are Ageing Selection, Invoice Notes, and
Collection Letters.
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Invoices are displayed above this notebook. To the right of the invoice

information is displayed ageing totals. Totals can be displayed for all selected
invoices or for a particular debtor by clicking the Invoice/Debtor button below the
ageing totals.

Two top tabs

The other two top tab are Invoice and Debtor. With the Ageing Report tab in
focus and a group of invoices selected and displayed in the ageing grid, the
highlighted invoice record information will be displayed on the Invoice tab. To
view invoice information click the Invoice tab to change screen focus or double
left click on the highlighted record to change to the Invoice tab.

Debtor information is displayed on the Debtor tab. Current debtor data along
with debtor history including a display of all invoices are available when moving
focus to this tab. Just as left double clicking an invoice while on the Ageing
Report tab moves focus to the Invoice tab, right clicking an invoice record moves
focus to the Debtor tab.

Explain bottom controls

Focusing on the Ageing Report tab, below the invoice grid are a set of navigation
buttons. Using these buttons will move through the selected invoice records
displayed in the grid.
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On the bottom one third section of the screen are the ageing selection controls,
the invoice note access, and the collection letter production access.

Ageing Selection

Notice the right most column of ageing invoice grid. The title is Out. It displays
the number of days the invoice record is outstanding based in the Basis
selection, Funding Date or Invoice Date.

Ageings selected can be displayed on the screen or produced for a hard copy
from this window. Basis, Type Group, Selection, and Period controls are used
both in displaying a screen ageing and printing a hard copy report. Engaging the
Apply button by clicking on it changes the screen display to reflect the selections
made on the Ageing Selection tab.

The controls below the Apply button affect hard copies only. One other note,
Historical ageings are available as hard copies only. The All, Include Notes, and
By controls pertain to producing a hard copy ageing. For a hard copy, when all
selections have been made click the printer icon button.

Basis control options are Funding Date and Invoice Date. Ageing Type choices
are Current or Historical. When Historical is selected, an Ageing Date control
appears below the Type controls. Enter the desired date. Selections for the
Group control are Client, Co-Investor, and Debtor.

Choices available in the Selection Control depend upon the Group selection. If
Client is selected in the Group control, then a list of clients will be available to

select from in the Selection drop down list. Selecting Co-Investors in the group
will provide a list of co-investors to choose from. And, Selecting Debtors in the
group control will provide a list of debtors to select from in the Selection control.

Ageing periods are selectable in the Period control. Ageing totals can be divided
into five sections. Changing the time periods defined by days is done by
changing the amounts in the To column. To change period 1 increase or
decrease the To days limit. Upon changing the period 1 To control, the period 2
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From control changes to reflect the changes made in period 1. All periods may
be changed in a like manner.

If a hard copy is desired, using the controls located in the container below the
Apply button will assist in completing desired selections. Place a check mark in
the All check box if all members of a group selection are desired. When a check
mark is placed in the box, a paging selection control appears below it. The
choices are Continuous or Individual. Selecting Individual will begin each
member ageing on a new page. Continuous choice begins the next member
ageing on a page regardless of starting on a new page.

To include invoice notes, place a check mark in the Include Notes check box.
This is done by clicking on the box. To remove the check mark click on the box
again. The check mark display toggles on or off.

Ageing reports may be displayed in one of two ways: Debtor or Invoice.
Selecting Debtor display groups invoices by debtors providing subtotals for
invoice amounts and advances. The Invoice report lists invoice in order by
invoice number.

The Print button sends the ageing to the preview window to view or print as
needed.

Quickly and easily invoice ageing information can be presented to the screen or
printer for evaluation and review.

Invoice Notes

Invoice notes can be easily reviewed, edited or added to from this facility. Click
on the Invoice Notes tab to bring focus to the notes. Edit buttons appear net the
heading tabs. Changing or adding to notes is done by clicking the Edit button,
then making changes in the notes text. When modifications are completed, click
the Save button to save the changes. If for some reason the changes are not
wanted, click the Cancel button. This will reject all changes. The text will appear
as it was prior to the edit.

Collection Letters

Five different letters are produced from this tool. Three letters are collection
letters ( Initial, Concerned, and Demand). One is a default letter. The other is an
audit letter. The type of letter is selected in the Letter control.

The Over control filters all invoices over the selected number of days to appear in
the letter. Below the Over control is the Letter Date control. The date placed
here will appear as the date of the selected letter. The Phone control contains
the company contact phone number.
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The controls in the next column contain the company address information. This
information will be printed in each letter.

The three selection controls on the right are Client, Debtor, and Agent. A client
or a debtor may be selected as the recipient of the selected letters but not both.
Selecting a client will produce letters for all associated debtors. If a single debtor
need notification, select the individual debtor from the Debtor drop down
selection list.

The Agent control should contain the name of the person responsible for sending
the letters. This control allow not only selection from a drop down list, but, an
agent name can be typed directly in the control.

When all information is entered and selections made, click the Print Letter button
to produce the letters.

Schedule Import

A schedule of invoices may be electronically imported into Factor. This is done
by clicking on Operations on the top menu. Highlight Schedules on the drop
down menu and click on Import. The Schedule Import window will open.

First, associate the schedule to the submitting client by the client name in the
drop down client list of the client field. Client default rates will display just below
the client name. Any changes made to the rates prior to importing the schedule
file will apply only to the schedule being imported. Review the rates to be certain
that they apply to the schedule being imported. Change whatever is needed.

Click the small folder icon on the right of the Schedule File field. A file selection
window will display on screen. Select the file to be imported then click Okay.
Clicking the Test View button in the lower right portion of the screen will display a
single record for viewing verification. If all information in the viewing window
appears properly, then the file is ready to import. Click Okay to close the
window.
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The schedule file is imported by clicking the Import button located in the bottom
center of the window. After processing the files, a small message will appear on
screen with a count of the number of invoices processed.

This process sets up the schedule record and the invoices in the system. Two
important information items must be added to each invoice before it can be
processed. A debtor and a co-investor need to be selected for each invoice.
This is done through the Schedule management window. Each invoice is edited
adding a debtor and co-investor, then saved. Once this is done, the invoice can
be processed.

The schedule file containing the invoice information that is imported into Factor
needs to be a text file. The file structure must conform to the following structure
with the following information:

Invoice number, PO number, Invoice Date, Amount, Debtor
12 16 10 40

The numbers beneath the invoice information designate the width of each field in
characters. For example, the Invoice number is 12 characters wide. Each
invoice record in the file must be a fixed width record. Below is an example of a
text file ready to be imported into Factor.

9015-01 t10001 9/15/2006  100.00Karman Mfg
9015-02 t10002 9/15/2006  200.00Karman Mfg
9015-03 t10003 9/15/2006 1,000.00Karman Mfg
9015-04 t10004 9/15/2006 3,000.00Karman Mfg
9015-05 t10005 9/15/2006 2,500.00Karman Mfg
9015-06 t10006 9/15/2006  200.00Jones Industries
9015-07 t10007 9/15/2006  100.00Jones Industries
9015-08 t10008 9/15/2006 1,000.00Jones Industries
9015-09 t10009 9/15/2006 1,200.00Jones Industries
9015-10 t10010 9/15/2006 4,000.00Jones Industries
9015-11 t10011 9/15/2006  500.00Jones Industries
9015-12 t10012 9/15/2006  700.00Bullit Fabrication
9015-13 t10013 9/15/2006 1,000.00Bullit Fabrication
9015-14 t10014 9/15/2006 1,000.00Bullit Fabrication
9015-15 t10015 9/15/2006  200.00Bullit Fabrication
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