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ABOUT CASH FLOW OPTIMIZER FOR QUICKBOOKS- WINDOWS VERSION

Cash Flow Optimizer (CFO) for QuickBooks is a Windows Application that connects to your
company’s QuickBooks software running in your computer to create a useful interface to:

¢ Manage and submit assignment schedules to your factor
e Manage invoice purchase and collection status, and

e Automatically perform journal entries in QuickBooks related to factoring transactions.

APPLICATION STRUCTURE

The application consists of six different areas (or pages).

[ 7_ ptimizer - .

( Fo #1 #2 #3 #4 w5 "0

' @ _l FacTOReD || Non-FacTOReD || meserve || serrngs |
SELL INVOICES Filter Change Status ta

Show A8 b b Review/Submit
Aszsignment Schedule

[ Search | [ Refresh Invoice List
Invoice # or debtor g
~
-

W 20155 Target 03022015
| |2015-40 Test Customer 03/16/2015 0.00 | Add to Schadule

1 [2015-9 Walmart 03/19/2015 2,223.10 fending

1. Sell Invoices Area:
In this area you can pick invoices from your QuickBooks account to add to assignment
schedules, upload supporting documentation to include in your schedules and electronically
submit schedules to your factoring company for processing. You can also change the
factoring status of your invoices whenever the factoring company lets you know an invoice
has been purchased or not.

2. Factored Invoices Area
In this area you can see, download, and print a list and an aging report of all the invoices
you have marked as purchased by the factoring company in the Sell Invoices page. Here
you can also change the collection status of a factored invoice whenever the factoring
company lets you know that it has been collected or charged back.

3. Non-Factored Invoices Area
In this area you can see, download, and print a list and an aging report of all the invoices
that have not yet been factored. Here you can also change the collection status of a non-
factored invoice whenever the factoring company lets you know that it has been collected.
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4. Factoring Reserve Area

In this area you can see all the transactions you have posted to the factoring reserve
account in QuickBooks, and input factoring account expenses and administrative fees. You
can also record the transfer of funds from your QuickBooks’ reserve account to your bank
account whenever the factoring company lets you know that reserve amounts have been
released. This area is only available if you are letting the CFO application record your
factoring transactions in QuickBooks using the Accounting Module. (See details later in this
document).

Custom Settings Area

In this area you have to define your accounting module (enabled or not), your accounting
treatment for factoring advances and other factoring account settings. You can also set
your display preferences for the Sell Invoices, Factored, Non-Factored and Reserve Pages.

Online Support Area

Here you can get help with the application from our support staff, read answers to
frequently asked questions and download useful documents to learn about the application.
The “Accounting Module for CFO for QuickBooks Guide” can be downloaded in this area.

RECORDING FACTORING TRANSACTIONS IN QUICKBOOKS — THE ACCOUNTING MODULE OPTION

The CFO Application for QuickBooks offers a very valuable tool to facilitate the recording of your
company’s factoring transactions in QuickBooks. This optional feature needs to be enabled in the
application’s Custom Settings Area to work. When enabled, the system automatically records in
your company’s QuickBooks account the following transactions when the required information is

provided:
e Journal and QuickBooks entries required when invoices are sold to the factoring company.
¢ Recording of factored and non-factored invoice collections.
e Recording of factored and non-factored invoices charge-backs/uncollectible debt.
e Recording of factored and non-factored invoices debt write-off.
¢ Recording of factoring fees and discounts.
¢ Recording of transfers of funds from your factoring reserve account to your bank account.
e If you are Factoring with Recourse, recording of your company’s factoring liability estimate.

Please read the following “Accounting Module for CFO for QuickBooks Guides” available to
download in the support area to learn how you can take advantage of this feature:

e Treating advances from the factor as payments for the sale of receivables - Recourse Factoring

e Treating advances from the factor as payments for the sale of receivables - Non-Recourse
Factoring

e Treating advances from the factor as loans -Recourse and Non-Recourse Factoring
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INSTALLING THE APPLICATION

Your factoring company will provide your company an executable file containing the software and
an authorization code for you to install and run the CFO application in a company’s windows PC
where QuickBooks is installed and running.

IMPORTANT REQUIREMENT: You need to have internet connection to be able to
install and run the application.

To install the application in your company’s PC you need to follow these steps:

1- Download the application executable file (cfoforquickbooks.exe) to a place where you can
easily find it.

2- Be sure your QuickBooks software is open/running and the company file opened is the
one from the company you are factoring.(in case you keep the accounting of more than
one company in your QuickBooks)

3- Click on the executable file provided and run it.

IMPORTANT NOTE: If you have anti-virus software or a firewall running in your PC you
need be sure to allow installing the file in your computer.

For example this is an alert triggered by Symantec. Your antivirus may trigger a different
alert. Be sure to allow /authorize to run the file. This file is safe and 100% virus free.

Symerecs rcpont Frotecion I

Download Insight

. Our Information on this file Is inconclusive.

K/ We reconvrend 0at csng 1us fle unless you know i safe

setup v1.4.7.exe

Remove ths th Hrom my computer I

Alow the fie J

U Unproven #  Very Few Users I Very ew

There & et encogh nformation  Ths fle has been seen by fewer  Symdntec has known about e
about thes fle 1o tecommend 1t Tt § Symeariec users fiw approsamately 7 daye

v Symantec
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4- The CFO application requires several complementary programs to run. The installation
wizard will check your PC to see if those programs already exist in your computer.

Welcome to Cash Flow Optimizer Installation #
Process

In order for Cash Flow Optimizer to run
correctly, the following software applications
need to be installed in your PC:

1. SAP Crystal Reports runtime engine
for .NET

Microsoft SQL Server Compact 3.5 SP2
ENU

3. QuickBooks Foundation Class
4. .NetFramework 4.5

This installation wizard will check your PC to
see if the programs are already downloaded

N
;,

e

ENU
3. QuickBooks Foundation Class
4. .NetFramework 4.5

This installation wizard will check your PC to
see if the programs are already downloaded
and running in your computer. If not, in the
next screen you'll see a mark next to the
program name and the text “Download” or
“Install” as a suggested action.

Please follow the installation steps for each
one of the software applications to proceed to
install them. All these applications are safe to
install and run in your computer.

To continue please click on “Next”

Finish

5- After checking if the required programs exist or not, the wizard will show you a screen with
the recommended actions (install, download or skip). Click on “next” to begin
downloading/installing those that are needed.
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Prerequisites
These programs are needed for the application to run. Click on the check box
next to a prerequisite to select it for install or to skip it.

Name Version Action

QBFC 12.0 Required: 12.0 or higher. Found.., Install
Microsoft SQL Server Compact 3.5... Required: 3.5.8080.0 or higher.... Ins
SAP Crystal Reports runtime engin... Required: 13.0.15,1840 or high...  DowrifSad

Press the Next button to download the prerequisites,

Finish

6- The required software applications will install one by one, and you need to follow the
installation steps (e.g. click on “next”, “install”, and accept terms and conditions) to
complete the installation of all these programs. (see below sample screens of some of the
required programs)

Preparing to Install...

QBFC 12,0 Setup is preparing the InstallShield Wizard, which
will quide you through the program setup process. Please
wait,

Decompressing: QBFC 12.0.msi

B —
O
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License Agreement

Please read the following license agreement carefully, You must accept the license
agreement before continuing forward.

third party Internet sites, or third party programs; and

claims for breach of contract, breach of warranty, guarantee or
condition, strict liability, negligence, or other tort to the extent
permitted by applicable law.

It also applies even if Microsoft knew or should have known about the
possibility of the damages. The above limitation or exclusion may not
apply to you because your country may not allow the exclusion or limitation
of incidental, consequential or other damages.

(W1 zccept the terms in the license agreement
W do not accept the terms in the license agreement

7- After all the required programs are installed, the first CFO application installation screen will
open. Click on “Next”.

('1 Cash Flow Opﬁl;uTZEA' Setup X

Welcome to Cash Flow Optimizer Setup Advanced Installer

Welcome to the Wizard for Cash Flow Optimizer Setup.
Collecting information
Preparing installation

Installin The Setup Wizard will install Cash Flow Optimizer on your computer. Please dick
0 "Next” to continue.

Finalizing installation

8- Below is the second CFO installation screen. You need to decide in which folder the
application will be installed. You may:

¢ Use the folder suggested by the system (Recommended option)
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e Browse for your preferred folder

When done choosing your installation folder, click on “Next”.

| . Casn Flow gt Setun

Lnstallation Foldar

Thi i the folder where Cash Now (ptomizer safl be matalied

@  Corectmg idumatinn
. Pregarmg wistallaon

® ving
U st o D iy, (M Next” Ta hatal Yo 9 Offer
Wowse”

@ rnedieg natatoton

Ci'Cagh Faw Cpawaer|

Use suggested or browse
for your preforrod folder

9- Below is the third CFO installation screen. Click on “Install”.

l | Comtt How Cpavaw leto

Ready to Install

The Setep Wizard o ready to bege the Cesh Fow Optanaes sstalinbon
o Callrctmg miormation

@ Freporng mstalatun
[

@ Finsiicing mstaiatioe

10- Below is the last installation screen. Mark the “Launch Cash Flow Optimizer” box and then
click on “Finish”.
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@ Cash Flow Optimizer Setup =

Cash Flow Optimizer Setup Complete Advanced Installer

Click the "Finish" button to exit the Setup Wizard.
o Collecting information

o Preparing installation
o Installing

® Finalizing installation Launch Cash Flow Optimizer

11- If the application does not automatically run, click on the “CFO” icon in your desktop to run
it. Be sure to have the file for the company you are factoring opened in QuickBooks.

Cash Flow
Optimizet)

The system will open a pop-up window requesting your Authorization Key. Insert in the box
your Authorization Key provided by your factor. Then click on “CFO Install”.
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Please enter your SAS Authonza

tion Key.
1- Insert key
Key: ODBEZPE-838-SD|/ provided

| CFOInstal | | Cancel

2- Click to run

If the key inserted is valid the following pop-up will show up. If not, please contact your
factoring company. The CFO application will show you the system use terms and
conditions. You need to read and accept the conditions to be able to finish the installation.

Terms and Conditions.

Software Service Terms and Conditions for Clients

Please scroll down and read all of the following terms and conditions of this agreament carefully before
clicking an “| agree with these terms and conditions” or similar button or installing or using the software
services (defined below). This agreement is a legally binding contract between you (the "Customer™) Factor
Me, Inc.("Our Company”) and sets forth the terms and conditions that govern your use of the software
services.

By clicking an *| agree with these terms and conditions" or similar button or by using the software services,
you accept and agree to abide by these terms and conditions as presented to you — any changes, additions

or deletions by you fo these terms and conditions will not be pted by Our Company and will not be

a part of this agreement.

Qur Company has plete di jon to update and change the software services agreement from time to
time and to change the scope or features of the software services from time to time. Our Company may
makesuch changes without notice. If you continue to use the software services after any such changes, with

or without notice, you will be considered to have d to them.

DEFINITIONS

*Agreement” means these Terms and Conditions and all materials referred or linked to in here.

wd accept these terms and conditions

Once you have accepted the terms and conditions, a pop-up will let you know that the
Authorization Key Status has been updated. You application is now installed.
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Cash Flow Optimizer for QuickBo.., (IS
: .

12- When you run the application for the first time the CFO application will connect to your

QuickBooks software. To allow this connection QuickBooks will request that you to follow
these steps:

QuickB

s - Application with No Certificate

An application without a certificate is requesting access to the following
QuickBocks company file:

AnaLLC

Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface.

THE APPLICATION CALLS ITSELF
Cash Flow Optimizer for QuickBooks

CERTIFICATE INFORMATION

This application does not have a certificate. QuickBooks cannot
verify the developer's identity.

QUICKBOOKS SOLUTIONS MARKETPLACE

7 Learn about applications that integrate with QuickBooks

Do you want to allow this application to read and modify this company file?

2 No

) Yes, prompt each time

7 Yes, whenever this QuickBooks company file is open

@ Yes, always; allow access even if QuickBooks is not running

e 2- Click on “Continue”

- Allow this application to access personal data such as Soci Numbers and

~ customer credit card information. Tell me more

Continue... Cancel Help
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Access Confirmation

You have chosen to grant the application
Cash Flow Optimizer for QuickBooks

access to the QuickBooks company file
AnaLLC

any time, even if QuickBooks is not running.

Access rights:
- Read and modify QuickBooks data
(NOT including personal data)

- Enhance the QuickBooks user interface 4-Click on
‘Done”
| Done Go Back

13- After you click on “Done”,

14- the CFO Application will open in the “Settings” Page. You need to define your custom

settings to get access to other areas of the program.
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THE SETTINGS AREA - DEFINING THE APPLICATION SETTINGS

The first screen that will automatically open the first time you run the CFO application is the
“Custom Settings” area. Here you need to define your company’s preferences. Be sure to click on
the “Save” button when you are done.

There are five types of settings:

#1 Accounting Module settings

#2 Accounting Treatment of Factoring Advances settings

#3 CFO Application Display settings: for invoice and reserve lists

#4 Account Settings: required only if the Accounting Module (setting #1) is set to yes

#5 Chart of Accounts settings: also required only if the Accounting Module (setting #1) is set to
yes

I Cazh Flow Optimizer for QuickBooks V2040 A
E -
- ' d Eﬁ [ sew ][ actoreo |[ won-racroreo |[ reserve | [ISCHRNGEIN
|
CUSTOM SETTINGS
Accounting Module Enabled? #1 CHART OF ACCOUNTS #5
Treat advance as a loan? E #2 Let us know what accounts you use for:
Bad Debts Expense
DISPLAY SETTINGS #3 < e '
Sales Discounts Sales Duscounts -
List Range
Bank Checking Account Bank Corp Checking Account -
Sell 1nvoice List 60 days — —
Accounts 2 Yy
3 z
actored Invoice Ust 60 days OIS R wwenice for 5orl Dates =
Non-Factored Invoice List 60 days
Factoring Reserve Factoring Helding Account -
Reserve Statament 30 days q
Factoring Discount Fee Factonng Discount -
ACCOUNT SETTINGS #4 Factoning Administrative Fees Factoring Admin Fees -
| — e -
Amounts Due From Factor >
Advance Rate (%) 80) Change
Rate Effective Date 03/29/2017 Factoring Advance Factoring Advance -
Factoring With Recourse Change Factoring Liability
Status Effective Date 03/31/2017

Allowance for Bsd Debts Method When done with all settings Pm
u bl (%) B click to save them
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SETTING #1 — ACCOUNTING MODULE

Regarding the Accounting Module

The CFO Application for QuickBooks offers the user a very convenient feature for those who prefer
not to do the bookkeeping for accounting transactions manually. This optional feature, if enabled,
automatically records your factoring transactions in QuickBooks.

The transactions the system automatically records when the user changes the invoices status and
inserts the information required at the CFO Application include:

Purchase of invoices by the factoring company
Invoice collections, charge-backs and debt write-offs
Factoring fees

Factoring expenses

Reserve releases

To learn more about this feature please read the “Accounting Module for CFO for QuickBooks”
Guides.

How to Enable/Disable the Accounting Module

To enable or disable the accounting module click on the Yes/No box.

Click to change
Accounting Module Enabled? | YES ‘_YES/NO :

IMPORTANT DISCLAIMER: The accounting module is a very valuable feature if it is used and set up
correctly. We strongly recommend you consult with your accountant or bookkeeper and review the
“Accounting Module for CFO for QuickBooks (for companies Treating Factoring Advances as Payments for
the Sale of Receivables, and for companies Treating Factoring Advances as Loans) Guides” before deciding
whether to enable this module or not. In no event shall Cash Flow Optimizer for QuickBooks, LLC be
responsible or liable, directly or indirectly, for any damage or loss caused or alleged to be caused by or in
connection with the use of this accounting module. Cash Flow Optimizer for QuickBooks, LLC will not be
liable for any errors or omissions, losses, or damages that may arise from the use of this feature.
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SETTING #2 — ACCOUNTING TREATMENT OF FACTORING ADVANCES

When the accounting module is enabled the CFO Application for QuickBooks offers the user two
different options to record factoring advances. Your company can pick between two accounting
treatments:

e Treating advances from the factor as payments for the sale of receivables
e Treating advances from the factor as loans

Note: You should consult your accountant before deciding the right setting for your company.
While the second treatment seems to be the most commonly used by users, factoring companies
recommend the first option because by definition factoring is not a loan but the sale of receivables
to a factor.

To learn more about these options please read all the “Accounting Module for CFO for QuickBooks
Guides” to see the journal entries the system performs in each case. These guides are available
for download at the Support Area.

How to Change The Accounting Treatment for Advances Settings

By default the accounting module will record factoring advances as payments for the sale of
receivables. If you prefer to record the advances a loans change the “Treat advance as a loan”
setting to “YES”.

Click to change
YES/NO

Treat advance as a loan? YES
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SETTING #3 — CFO DISPLAY SETTINGS

This setting lets you define the number of days transactions and invoices are shown in the lists or
statements included in the “Sell Invoices”, “Factored”, “Non-Factored” and “Reserve” pages.

DISPLAY SETTINGS
Liquidate Invoice List 60 days (A)
Factored Invoice List 60 days (B)
Non-Factored Invoice List 60 days (C)
Reserve Statement 30 days (D)

(A) Sell Invoice List - Number of calendar days (beginning on the current day and going
backwards) to show invoices created in QuickBooks in the “Sell Invoices” page. Days are
counted from Invoice Date.

(B) Factored Invoice List - Number of calendar days (beginning on the current day and going
backwards) to show invoice in the “Factored Page”. These are the invoices marked as
“Purchased” in the “Sell Invoices” page. Days are counted from Invoice Date.

(C) Non-Factored Invoice List - Number of calendar days (beginning on the current day and
going backwards) to show invoices in the “Non-Factored Page”. These are the invoices that
have not been marked as “Purchased” in the “Sell Invoices page”. Days are counted from
Invoice Date.

(D) Reserve Statement- Number of days (beginning on the current day and going backwards) to
show transactions posted to your factoring reserve account. This setting is for the statement
shown in “Reserve” page. This setting is only active if the Accounting Module is set to “Yes”.
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SETTING #4 — ACCOUNT SETTINGS FOR QUICKBOOKS ACCOUNTING RECORDING

| You need to define this setting only if the Accounting Module setting is enabled (set to “YES”) \

ACCOUNT SETTINGS

Advance Rate (%)
Rate Effective Date

Factoring With Recourse
Status Effective Date

Allowance for Bad Debts Method

Uncollectible Receivables Estimate (%)

e Advance rate (%): the percentage of advance on invoice purchases which you have
agreed upon with your factoring company and the date that advance rate becomes

effective.

Click to change rate & date

‘ 0| Change

Please define

Shange { status & date

Please define

Click to change
= vesino

5 fe==Input %

Click to
change

G ot —i s

05/25/2016 | [G=

NEW ADVANCE RATE

4 May, 2016

Sun Mon Tue Wed Thu
24 25 26 2 28
I 2 3 @& 3
g8 9 10 11 12
15 16 17 18 19
2 23 4 26
29 3 31 A 2

3

] [ Today: 5/25/2016

70.00

\ Input you

Pick your rate agreement
“__ y g

date

rate

Click on save =={

Save

J

Cancel |
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o Factoring With Recourse: If you are factoring with recourse set it to “YES”. If you are

factoring without recourse set it to “NO”. You also need to include the date that your

factoring status (recourse or non-recourse) becomes effective.

& recrors o - <

NEW FACTORING STATUS

05/25/2016 |[Gx]

4

24 25

May, 2016

Sun Mon Tue Wed Thu Fri

% 27 8 2
3 4 5 6
10 11 12 13
17 18 19
24 %6 27
A 1 2
[ Today: 5/25/2016

= w ¥
S8y

=B R

= I& Click to change

date

YES/NO

: Pick your agreement

Click on Save ==y V¢

] [ Caneel

e Allowance for Bad Debts Method: If you use allowance for bad debts method, set it to

“YES”; if you use Direct Write-off of Debt Method set it to “NO”.

¢ Uncollectible Receivables Estimate (%): the percentage of sales you estimate will not be

collected.
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SETTING #5 — CHART OF ACCOUNTS DEFINITION FOR QUICKBOOKS ACCOUNTING RECORDING

You need to define this setting only if the Accounting Module setting is enabled (set to “YES”)

In this setting area you need to define the QuickBooks accounts you want the system to use to
record the factoring transactions. You need to pick an account (from a defined account type) from
the list of accounts you have already created in QuickBooks. The list of accounts available for each
account type is shown in the drop-down options. In some cases, if the account does not exist, you
can ask the system to create one in QuickBooks. .

To let the system know what accounts to use to record transactions, click on the drop-down menu
and pick an account from the list or click on “Please Create One”.

CHART OF ACCOUNTS
Let us know what accounts you use for:

Bad Debts Expense E] Pick one
Please Create One

Sales Discounts Advertising and Promotion from the
Automobile Expense list or

Bank Checking Account
Bank Service Charges create a

Computer and Internet Expenses
Depreciation Expense

Factoring Admin Fees

Factoring Discount

Factoring Expenses

Accounts Receivable new one

Allowance for Bad Debts

Factoring Reserve Insurance Expense
Interest Expense
Factoring Discount Fee Meals and Entertainment

Office Supplies
Payroll Expenses

Factoring Administrative Fees Professional Fees
Rent Expense
Factoring General Expenses Repairs and Maintenance

Telephone Expense
Travel Expense

If you select “Please Create One”, the following pop-up will open. In some cases the system will
suggest an account name. Insert your preferred name for the account and then click on “Save”.
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| @ CREATE ACCOUNT e o e

Create new Bad Debts Expense account. Insert a name

for your
account
Account Name

Depending on the accounting treatment for factoring advances and on your company’s recourse or
non-recourse factoring status, you will be required to define several of the accounts detailed below:

e Bad Debts Expense (Type: Expense Account)
This is the account where uncollectible debt is written off.

e Sales Discounts (Type: Income )
This is the account from where sales discounts are deducted.

o Bank Checking Account (Type: Bank Account)
This is the bank account where you receive the deposits from the factoring company.

e Accounts Receivable (Type: Current Assets)
This is your QuickBooks receivable account.

e Allowance for Bad Debts (Type: Current Assets) — ONLY if Allowance for Bad Debts
Method is used.
Contra current assets account associated with accounts receivable used when your
company uses the Allowance for Bad Debts Method to write off debt.

o Factoring Reserve (Type: Bank Account)
This is the account that keeps track of amounts held at the factoring company’s reserve

account.

o Factoring Discount Fees (Type: Expense Account)
This is the account where the discount fees paid to your factoring company are recorded.

o Factoring Administrative Fees (Type: Expense Account)
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This is the account where the administrative fees paid to the factoring company are
recorded.

e Factoring General Expenses (Type: Expense Account)
This is the account where general factoring expenses such as wire fees and mailing fees
are recorded.

e Amounts Due From Factor (Type: Other Current Assets) — ONLY if you are treating
advances as payments for the sale of receivables.
This is the temporary account that holds the balance due by your factoring company for
invoices sold pending debtor payment.

e Factoring Advance (Type: Other Current Liability) ONLY if you are treating factoring
advances as a loan
This is the temporary account that holds the balance of factoring advances received when
you treat those amounts as loans instead of as payments for the sale of receivables.

o Factoring Liability (Type: Other Current Liability) - ONLY if you are treating advances as
payments for the sale of receivables, and factoring with recourse.

e This is the account that records the recourse obligation estimate for uncollectible invoices
sold to the factoring company.

CREATING THE FACTOR CODE CUSTOM FIELD IN QUICKBOOKS

Sometimes factoring companies provide their customers specific factor codes for debtor accounts.
If this is the case with your factor you need to create a Custom Field in QuickBooks to insert the
Factor Code into each Customer profile. This code will be included in the assignment schedules
you’ll submit to your factor using the CFO application.

You'll need to:
1- Create a custom field in QuickBooks for the Factor Code.
2- Insert the factor codes provided by your factoring company into each debtor profile in
QuickBooks.
How to Create the Factor Code Custom Field

e Open your QuickBooks software and click on the “Customers” menu.
e On the customers list click on any customer name.
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Customer Center: Carro

My Shortcuts gb New Customer & Job ¥ New Transactions ¥ éi:y Print ¥ Excel ¥ Word

A Home | Customers & Jobs Customer Ina

&® My company Active Customers - >
Company Name Carrotinc

A‘ Income Tracker p Full Name

Terms Net 60
BilTo Carrotinc

Calendar

|+ Broke Corp 10,020.00 <

@ Snapshots
- Carrotinc 1,017,988.00
® -~ .
@ Customers + Catherine Yu 090N\ Open|flf | ™"e"e IS

FILTER BY

siow  |All Trans... «
E oo + Charles Inc 69.00 one
+ Delicious LLC 11,215.20 TYEE

Employees & Eﬁ Iﬂ | 9 34 g]z Qﬂ lovaica

1- On the customer’s profile click on the “Additional Info” menu.
2- Click on “Define Fields” and a “Set up Custom Fields for Names” pop-up will open.

= Carrotnc
= 1.017,583 00 How 80 Set up Custom Fielgs for Names
Use for
o 7 Label Cust Vend Empl “
S A
Parment Battings m "T } Caingel
P = » Hel h
Sates Jax Sefings 5. Click on the
Adsitons ol 4- Insert the 1en31 Cust box
“Factor Code :
e 6- Click on Ok
1-Go to
Additional Info
3- This pop-up opens
B |
L]
. " Define Fields
2- Click on Defing Fields e 0
Cuatomer is inacive 7- Click on OK __.——) “ Cancel Medp
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3- In the “Label” column insert the term “Factor Code”.

4- In the “Cust” column click the box to select it.

5- Click on “OK”.

6- Back on the “Additional Info” screen click on “OK”. Your custom code field is not set up.

How to Insert Factor Codes in the Customers’ Profiles

1- Go to your customer’s list.

2- Click on the customer’s name.

3- When the customer’s profile opens, click on the “Additional Info” menu.

4- Insert the code provided by the factoring company for this client in the “Factor Code” field.
5- Click on “Save”. Your factor code for this client is now saved.

6- Go to every client you factor and follow the same steps.

srouER Nave Carrot Inc

CURRENT BALANCE 1,017,988.00 How do | agjust the current balance?

Address Info CUSTOM FIELDS

Payment Settings § OR CODE 1222233

Sales Tax Seftings g [

Additional Info é

Job Info & Go to each one of the clients

you are factoring and insert
the Factor Code provided by the
factoring company in this field

Define Fields

customerisinactve  Click on Ok to save code A “ Cancel Help
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THE SELL INVOICES AREA

REGARDING THE SELL INVOICES PAGE

In this page you can view all the invoices created in your QuickBooks software during the time
range you have defined in the Display Settings and:

¢ Upload invoice supporting documents

¢ Submit assignment schedules to your factoring company

e Mark an invoice as purchased by the factoring company

¢ Mark an invoice purchase as declined by your factoring company

[ Cosh Flow Optimizer for QuickBooks V20407

F< N\ (2]
c % _( FACTORED || NON-FACTORED ||  Reserve ||  sermines |

SELL INVOICES Filter Change Status to
Show Al . D e
Assignment Schedule
[(Search | [ Refresh Invoice List '
Invaice = or debtor g ~
2015-71 Carrot Inc 06/16/2016 999,995.00 A hadyl 2 222233 Uplead / View {0)
I 12015-112 | Broke Corp 'ouzs/zoxs ' 333,33;00' Add 1o Schedule ' ' - 12345 Wm_m
7 |2015-89 Walmart voms/zam I :oo,ooo.oo‘ Add to Schedule , . Purchased  ° 04/27/2017 43232 Upload / \iew (3]
i [aisiior |Walmen [ormsraois | 10000000 Addta schadte | [Trorased~ jodaaots Lesmz | and/vien @
! |2015-9 Walmart (")3/1.9!’2915 [ 2,223,10 Panding [ A4 43232 Upload / View (01
1201520 |Tim 3 Hoter '07/01/2015 ' soo.ool Add to Schadule ' | Parchases "wzmon 44344 'w
71 | 2018-106 | Tom Tom .07119/:016 ' 200.00| Add to Schedulg ' ' Y 22122 ‘W

UPLOADING SUPPORTING DOCUMENTATION

If you need to send your factor additional documentation regarding an invoice transaction, such as
contracts, delivery confirmations, etc., you can upload those documents here.

Most documents in image, excel, adobe acrobat (pdf) and word formats are accepted.

You don’t need to upload the invoice. The invoice document created by QuickBooks when the
invoice was originally entered will be automatically added to your schedule documents. You don’t

need to attach your own unless it has additional information included (e.g. signatures, hand-written
notes, etc.).
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To upload documents click on the “Upload/View” link on the “Documents” column for the invoice
selected.

A0 1o Schedule ¥ S Review/Submit
Assignment Schadule

[ Search | | Refresh Invosce List |

Invoice = or debtor g ~
Il 1201547  |Broke Corp |03/16/2016 £,666.00 Add to Schedule 12345 Upload / View (0)
71201548 | Camotine 03/16/2016 999,988.00 Add to Schaduls [ 222233 Unlaad / View (01
Djaosso  (Fesduc  [0ae/2016 | 777.00| AddioSchedis | i (7es6 | umoad/view Q)
I 12015-51 | Gateway Commercial ... |03/16/2016 30,000.00 | Add to Schedule 55565 Upload / View (0]
[ 201552 1180 Grocery 03/16/2016 | 800.00| Add to Schedule | | [ l8965¢ | ugload / View (0}
[ 12015-54  John Smith 03/16/2016 1,000.00  Add to Schaduls . Upload / View (0)
170 1201556 Marco Inc 03/16/2016 | 2,000.00 | Add to Schedule pload | Upload / View (3)
n |2015-57 | Target 03/16/2016 100,000.00 | Add to Schedule supmnln.gsys Upload / View (9)
laossommson onoaons | so000] astio ot | 1 documentation | ws/ves
171 {2015-58 | Tim J Hotel |03/16/2016 7,000.00 | Add to Schedule 44344 Upload / View (0)
Dl [omtam  fovisaos | 100000.00] adtto scoaduls | [ [ 22| koad ) ven o)

5- Close to finish upload
Invoice #2015-48

Debtor: Carrot Inc

1- Click on browse and pick documents from your P(

H Browse J_g Upload ]

UPLOADED FILES 2- Click to upload ==

test.docx Delete
test.pdf f~~ 3- Review document list

4- Delete if uploaded by mistake

1- Click on “Browse”, look for the folder where your files are stored and then click on the file
name.
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2-

3-
4-
5-

Click on upload and the file will show in the “Uploaded Files” box. Repeat the process with
any additional file you want to upload.
Review the document list to be sure that all the files you want to submit are uploaded.
Delete those that were uploaded by mistake.
When done click on the “X” box at the top right corner to close the pop-up. Your files are
now uploaded and ready to be attached to your invoice when the schedule is submitted.

SUBMITTING ASSIGNMENT SCHEDULES: ADDING INVOICES TO A SCHEDULE

Here you can pick invoices to include in an assignment schedule and electronically submit them to
your factoring company for processing.

To pick invoices to be submitted with your assignment schedule, go to the “Submission Status”
column and click on the “Add to Schedule” link on the invoice line. The status will then change to
“Pending”.

If you click on the link by mistake or change your mind, click on the “Pending” link and your invoice
status will go back to “Add to Schedule”.

| Search Refresh Inwoce List

Invocs & o deltar

Z015-48 Carrot Inc DW16/2016
2015-00 ."a"! Tem o4/19/2010
2045-55 rantPey Corp Uy 16/20LE
0195 Tirm 1 Moted swviesote
201547 .aron Cotp vJ.’,.'x(:f;Cl: .
2015-56 Marco Inc ONVIWI016
2013-54 3chn Smth oVie/aele
..‘015-52 'm Grocery 10371642016 |
2015-50 Froud LLC ONVIGI016
F035-58 The Boys nyis/aonn
2015-5§3 Charles Ine .:!.‘.'LEA‘E\Z:E
2015-43 Delincos LULC DV16/7016

955,588.00
lUﬂ.DOﬂ,m.
10,000.00
7,000.00
6,666 ‘JJ‘
2,000.00
1.nna,:-:‘
BDO.OOI
777.00
100.00
69/.!3‘

0.00

Show Al

and submit schedule

Secdin3 Click 1b change status to pending |

Click to review all Pending /

2221

212
28754
44

1245

0S54

s

Revew/Subme
Assgnment Schecule

[T

| miged [ van (0]
Lo / Veaw (03
Loloas [ Vew {0)
Melond e (0)

plond / Vaaw (0)
Sploag ) eew (0)

After you are done picking the invoices you want to include in your schedule, click on the
“Review/Submit Assignment Schedule” button to continue with the process.
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REVIEWING & SUBMITTING A SCHEDULE

After clicking on the “Review/Submit Assignment Schedule” button, a pop-up window will open.

Pop-up opens

~
< ule 3
REVIEW/SUBMIT ASIGNMENT SCHEDULE g - ‘
W035-58 KartPay Corp 0316/2016 10,000.00 |Oaiste|

2015-53  Tim J Hotel 03/16/2018 -o-) Oelete |

Review and delete those included

by mistake
Ciick to s@ schedule TOTAL AMOUNT 17,000.00
l Submit Schadule Add Mare Invosces

This window shows a list of all the invoices you have picked to be included in the schedule. Review
the list and delete those included by mistake. You may click on the “Add More Invoices” button or
close the pop-up (click on the “X” on the top right corner) to go back to the invoice list and add
more invoices to the schedule. You may also download or print the list.

When you are done reviewing your assignment schedule and are ready to submit it to your factor,
click on “Submit Schedule”. The list of invoices included in the schedule together with the
supporting documents you have uploaded will be electronically sent to your factoring company.

Important Note: Depending on the size and quantity of documents attached to a schedule and
also on your internet connection speed, it can take several minutes for the system to upload the
entire schedule information and documents attached to it. Please wait until the confirmation
screen shows up.
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A pop-up confirming the submission and including a schedule number will show up.

2015-55

2015-59 TimJH "‘

TOTAL AMOUNT 17,000.00

[ Submit Schedule ] l Add More Invoices ]

After you press on “ok” you'll go back to the invoice list where the invoices submitted now have a
“Submitted” status including the schedule number in which they were included.

Show All - - R ISubmit
.‘,
[Search | [ Refresh invoice List ]

Invoice # or debtor ~
7] 2015-48  Carrot Inc |03/16/2016 999,988.00 Add to Schedule 222233 | Upload / View (0}
7] 201560 TomTom {04/15/2016 100,000.00 Add to Schadule | ] 22122 Upload / View ()
1201559 Tim 1 Hotel {03/16/2016 | 7.000.00  Submited 0425161~ \\| [usu ,W
1 [2015-47 8roke Corp 103/16/2016 6,666.00  Add to Schedule ‘ 12348 Upload / View (0}
71201556 |Marco Inc 03/16/2015 | 2,000.00| Add to Schedula | '\ | [ | \pload / View (9
I7| |2015-54 John Smith 03/16/2016 1,000.00 Add to Schaduls % 9 Uplpad / View (0)
Bllaoisse st ___jenwasie | imesl diseis | __gchedule subniitted | | et (0
Cljzorss2’ |38 Grocsty, joviezoie | (800.00) addtoSchedule | & ber . d (89884 | Uolosd/View (0)
:’ 2015~59 wuc ;03/{?2016 77720 Aﬂ_{g_wub num rass' ne 78966 w
llansss Thesoys lox/iea0s | 100.00| - Addto Schedule | ] i 577 | welead s view (@)
[ 12015-53 Charles Inc 103/16/2016 69.00  Add to Scheduls Upload / View (0}
1 ]201549  Delickus UC lo316r2016 | 0.00 Addto Schedule | | | les7s6 | uplosd / view (0)
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CHANGING AN INVOICE PURCHASE STATUS

After an assignment schedule has been submitted your factor will process it and let you know
which invoices they have purchased. You can then mark the invoice as purchased for your
records. If you have your accounting module enabled the CFO application will automatically
perform the journal entries related to the factoring of the invoice in QuickBooks.

Important Note: if you have been factoring invoices before the CFO application was first installed
you may likely have several invoices in the list that have already been purchased and recorded in
QuickBooks. You may mark those invoices as “Pre-Recorded” for your records in order to avoid
duplication of transactions or submissions.

How to Mark an Invoice Purchase as Pre-recorded

1- Click on the “down” arrow on the “Purchase Status” column for the invoice selected, and a
drop-down menu will show up.

€ o o s VAT e T I s

C| cg _[ eactoren || now-sactomeo || meserve || serrmnes |
SELL INVOICES Fiker Change Stetus to
Show A - - Revien/S
| Sesccn Rafresh lvvoce Lst
Invonce = or debtor g ~
01548 MartPay Comp or/18/2016
2015105 - KantPay Corp 07/19/2016

2- Click on the “Pre-Recorded” option.
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Shaw Al §2 b Review/Submit

Assignment Schedule

[‘Search | [ Refresh invoice List |
Invoice = or debtor ~

| carrot 1nc |06/16/2016 999,599.00 |

| Lucas Hopke |07/19/2016 | 555,555.00
| |2015-112 | Broke Corp |07/25/2016 333,333,00
201585 | Walmert l07/1812016 200,000.00)  Submitted ]1sz~oam7m .| Purchased - |03/24/2017

100,000.00

2015101 | Walmart lo7/19/2016 100,000,080
1|201560  |Tom Tom |04/15/2016 100,000.00

3- The status of your invoice at the “Purchase Status” column will then change to “Pre-
Recorded”.

How to Mark an Invoice as Purchased (Factored)

1- Click on the “down” arrow on the “Purchase Status” column for the invoice selected, and a
drop-down menu will show up.

S [ racroseo | [ wow-ractomeo ||

Changa Status to

O/ 18/20t6
lo719/2016

2- Click on the “Purchased” option.
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[ Search | [ Refresh Invoice List |
Invoice = or debtor =

2015-71 }Camx Ine |06/16/2016 999,999.00 { 222233

720!5-96 {mm Hopke i07ll912016 ifii 555,555.00 i Ehusoodo i
2015-112 ;Bmke Corp 107l‘25{?0!767 3}3.}3330
;0:5—89 art {07} 18/2016 200,000,00

2016

B RIE] =

el w

|

W!SJ!OLE

Apnl, 2016

‘.
Pick purchase datg ) Sun Mon Tue Wed The  Fr

]
B
15

4- Click on the “Enter Purchase Date” drop-down and pick the purchase date.

5- Click on “Save”.

6- Your invoice will show now as “Purchased” on your invoice list. In addition the application
will perform the recording of the transaction if your accounting module is enabled.
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How to Mark an Invoice Purchase as Factoring Declined

Your factor may also inform you that they have decided not to buy your invoice. In this case you
can mark the purchase as “Declined” for your records.

1- Click on the “down” arrow on the “Purchase Status” column for the invoice selected, and a
drop-down menu will show up.

G_wn“ Ope for QuickBiooks VA620,

_[ FACTORED || NON-FacTOReD || meserve || sermines |

SELL INVOICES Fiter Changa Status t

Show At - - Review/Sibmit |
Lasiznmert Schedie [

[-Seacch | [ Ralresh Invoce Lt |
Inverce = or debtor

I015.80
[12015-105 . KantPay Comp

Xarthyy Corp oY/ 18/2016 74,00 ASaro Schedyle

Q71972046

2- Click on the “Declined” option.

Show Al - -

Review/Submit
i Schedy

[_search | [ Refresh Invoice List |
Inveoice = or debtor

1 |2015-71
] |zoxs-9§
[l | 2015-112
& Izoxs@e

| carrot 1ne |06/16/2016 | 999,999.00| Add to Schedule | | 1222233 | Upload / View (0) ]
| Lucas Hopke 07/19/2016 | 555,555.00 Addto Schaduls | =1 lucascode | Wpload / View (0} |
|Broke Corp 07/25/2016 333,333.00| Add to Schedule |
Iw.lmm }07/13/2015 | 200,000.00

100,000.00

% 12345
143232

E]Jzoxs-:m iw;lmati
[7] |2015-60 Tom Tom

|07/19/2016 | 100,000.00
04/15/2016 100,000.00

3- The status of your invoice at the “Purchase Status” column will then change to “Declined”.
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REVERSING PRE-RECORDED, PURCHASED OR DECLINED STATUS

If for any reason you need to reverse the Pre-Recorded, Purchased or Declined status of an
invoice to its original “Not Marked” status, you may do so at any time by clicking on the “Pre-
Recorded”, “Purchased” or “Declined” text.

A window will open to confirm that you want to reverse the transaction. Click on “Yes”.

_———— | Rewview/Submit
| Assignment Schedule l
. Search | [ Refresh invoice List |
invoice = or debtor g iy
71 |2015-47 Broke Corp 03/16/2016 6,666.00  Add to Schedule e " 12345 Upload / View (0)
O oisascamtine Joanaaois | swmseace| sssmsceass | CHOK O transaction toreversg.., | oy /venin
1 201545 | Delicious LLC lo3/er2008 | 0.00 add 1o Schedule | | [ ‘89756 | unload 7 view (@)
& :\zoxs-so ;muduc ;omams 777.oo: Add to Schaduls :75955 '

1 2018-51 Gateway Commercial .., |03/16/2016 30,000.00 | Add to Schedule

i fzoxs-sz ) Grocery lo3re/2016 | 800,00 m_m_smmua

[0 201553 |charies Inc |03/16/2016 | 69.00| Addto Schedule | Bl Are you suire yors went to reverse this transaction?
[l |20155¢ |30hn Smith |03/16/2016 1,000.00  Submitted  |042516-2 Click on Yes

[ |201555 | kantpay Corp lo3nsizots | 1000000  Submitted | 042516-1

0 726157-7567 u-reolnc ; Eos/xrsrlzorxs i;obo'.oo‘ Submitted :oizsis-é

1 201557 Target |03/16/2016 xoo,ow.oo: 2dd to Schedule

2dd to Schedule |

Submitted

| The Boys

Tim J Hotel

1 |2015-58

|03/16/2016

03/1672016

0428161 04/25/2016

Purchased

EERERS

IF YOU USE THE ACCOUNTING MODULE: Note that if you are reversing the status of a
purchased invoice and you have the accounting module enabled, the journal entries previously
posted by this CFO Application to QuickBooks will also be cancelled.
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BULK ACTIONS
You can use bulk actions if you want to include several invoices at a time in a schedule or mark
several as purchased, declined or pre-recorded.

To perform a bulk action:

cer for QuickBooks V2040

_[ FACTORED || NON-FACTORED ||  RESERVE
SELL INVOICES Filter Change Status to
5 A W

| Search | | Refrash Jnvoice List | Declined
Invoice 2 or debtar Pre-Recorded

¥ |2015-71 Carrot Inc |osr16/2016 | $99,999.00 | 222233
i) [zms-uz Broke Corp 07/25/2016 333,333.00 112345
I 201588 Walmart |o7r18r2016 | 200,000.00 | ‘ 43232

Add to Scheduls

I 20159 Walmart 03/19/2015 2,223.10 Banging 43232

1- Pick the invoices to include in the action using the first column on the list.
2- Choose an action in the drop down menu “Change Status to”.
3- The action selected will be performed on all the invoices you have picked.
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THE FACTORED AREA

REGARDING THE FACTORED INVOICES PAGE

In this page you can view all the invoices you have marked as purchased by your factoring
company during the time range you have defined in the Display Settings and:

Mark when an invoice has been collected, including collection amounts and factoring
discount fees charged.

Mark when an invoice has been charged back by your factoring company and include any
factoring discount fee charged by your factor.

View, print, and download an aging report for factored invoices.

[ ) ORI [ o o || [ seres |

FACTORED INVOICES Filter Change Status to
Pu.rchased invoices ‘ P Ao - =
[-Search | aging report _’

Invoices purchased

tnvoice = or debtor

W 201571 Carrot Inc 06/16/2016 999,999.00

07/18/2016

[] |2015-89

VIEWING YOUR FACTORED INVOICES AGING REPORT

To view your factored invoices aging report, click on the “View Aging Report “button. You may also
download and print the report by clicking on the “Green Arrow Down” or the “Printer” icons on the
top right corner of the report.

AR Aging Details »
s of Apeil 25, 2016 B~

Date Num PO# Name Terms Due Date Aging Open Balance

03/16/2016 | 201556 | | Mareo Inc 03/16/2016 | 40 200000
Total 1-60 12,000.00
TOTAL 12.000.00
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CHANGING THE COLLECTIONS STATUS OF FACTORED INVOICES

When your factoring company informs you that an invoice has been collected or charged back, you
can then mark the invoice as collected or charged back for your records. If you have your
accounting module enabled, the CFO application will automatically perform the journal entries
related to the change in collections status in QuickBooks.

Important Note: if you have been factoring invoices before the CFO application was first installed,

you may likely have several invoices in the list that have already been collected/charged-back and

recorded in QuickBooks. You may mark those invoices as “Pre-Recorded” for your records in order
to avoid duplication of transactions.

How to Mark an Invoice Collection Status as Pre-recorded

1- Click on the “down” arrow on the “Collection Status” column for the invoice selected, and a
drop-down menu will show up.

[ RO o rvcron | s |[svves ]

FACTORED INVOICES ritar Change Status to
Show Al - -

View AGING REPORT

[ Soarch |
Emvosce 2 or debtor

2- Click on the “Pre-Recorded” option.

FACTORED INVOICES Filter Change Status to
| Show All -
| View AGING REPORT o
Search \

Invoice = or debtor

B \2015—40 | Test Customer 1,03/16/2015 100.00, Partially Collected ~ 03/24/2017

W 201557 03/16/2016 100,000.00

| Collacted f
[} | 2015-80 | Walmart |07/18/2016 200,000

= ; |
{1 |2015-108 {Tom Tom |07/19/2016 200.00 | Uncollectible '
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3- The status of your invoice at the “Collection Status” column will then change to “Pre-
Recorded”.

How to Mark an Invoice as Collected

1- Click on the “down” arrow on the “Collections Status” column for the invoice selected, and a
drop-down menu will show up.

(s | I [ wow-ractoneo || wiserve ||

Piter
Shaw Al

——

2- Click on the “Collected” option.

FACTORED INVOICES Filter Change Status to

Show All -
View AGING REPORT

Invoice # or debtor

Text Customer

: ted
|03/16/2016 100,000.08 '5re.Recorded

|07/18/2016 ‘ 200,000.00 | Charged-Back
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3- A pop-up window will open.

& Mark Collected

MARK COLLECTED Insert amount collected Insert discount fee paid

2015-40 Test Customer 03/24/2017| : l 36.00

‘ March, 2017 >
Sun Mon Tue Wed Thu Fn Sat
% 27 28 1 2 3 4 ; ;
s 6 7 8 9 10 1 Check if you don't
Biek i iocii i 12 13 14 15 16 1-7 18 want uncollectible debt
ick the collections date 19 20 21 2 2[H] 25 -
—’ s 33 2% 2 33 1 to be wn?ten off
2 3 4 5 6 1 8 (accounting module)

[ Today: 3/24/2017

8-
O-

Click on save = [ save | [ cancel |

Click on the “Enter Collections Date” drop-down menu and pick the collections date.

Insert the (total or partial) amount collected in the “Enter Collections Amount” field.

Insert the discount fee charged by your factoring company for the factoring of this invoice in
the “Enter Discount Fee” field.

If you have the accounting module enabled only: if the collection amount is less than the
invoice amount, the system by default records the difference as a debt write-off. If you don’t
want the system to write off the debts, mark this box. If you don’t have the accounting
module enabled, ignore this box.

Click on “Save”.

Your invoice status will now change to “Collected” on the Factored Invoices list.

10- If you have your accounting module enabled, the application will automatically perform all

the journal entries related to the collection of the invoice.

How to Mark an Invoice as Charged-Back

Whenever your factor informs you that an invoice has not been collected, you can mark it as
charged-back. In the special case in which you are factoring without recourse and the accounting
module is enabled, you can mark it as uncollectible instead (see next section).

1- Click on the “down” arrow on the “Collections Status” column for the invoice selected, and a

drop-down menu will show up.
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O s V140

[ IR [ o aconeo | [ s

FACTORED INVOICES Piter

| Shaw AR
!

[ search | Ry

2- Click on the “Charged-Back” option.

FACTORED INVOICES Filter Change Status to
Show Al < -

View AGING REPORT

invoice # or debtor

| Test Customer 03/16/2015 100.00| Partially Collected  ~ |03/24/2017

w
1

A pop-up window will open.
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CHARGE BACKS Insert discount fee paid

2015-89 Walmart 03/24/2017I i: ]

4 March, 2017

Sun Mon Tue Wed Thu Fri . .
% 27 28 1 2 3 Check if you don't

5 8 9 10 want uncollectible deb
12 14 15 16 17 to be written-off

Pick the charge-back date —. ;g g ;g (accounting module)

2 - 5 6 7
[ Today: 3/24/2017

Click On save e [ save | [ cancel |

1- Click on the “Enter Charge Back Date” drop-down menu and pick the charged-back date.

2- Insert the discount fee charged by your factoring company for the factoring of this invoice in
the “Enter Discount Fee” field.

3- If you have the accounting module enabled only: the system by default records the
charged-back amount as a debt write-off. If you don’t want the system to write off the debts,
mark this box. If you don’t have the accounting module enabled, ignore this box.

4- Click on “Save”.

5- Your invoice status will now change to “Charged Back” on the Factored Invoices list.

6- If you have your accounting module enabled, the application will automatically perform all
the journal entries related to the charge back of the invoice.

How to Mark an Invoice as Uncollectible

IMPORTANT NOTE: this option only shows, instead of the charge-back option, if the accounting
module is enabled and your company is factoring non-recourse.

1- Click on the “down” arrow on the “Collections Status” column for the invoice selected, and a
drop-down menu will show up.
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¢ for QuickBocks VAAL0

[ IR [ o rcrones | s ][seves ]

Piter Change Status to
Show A8

2- Click on the “Uncollectible” option.

FACTORED INVOICES Filter Change Status to
Show All - - =

Invoice # or debtor
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3- A pop-up window will open.

Check if yu don't want uncollectible debt
| UNCOLLECTIBLE to be written-off (accounting module)

2015-96 Lucas Hopke 03/24/2017I g l

4 March, 2017

Sun Mon Tue Wed Thu Fri

26 27 28 1 2 3

5 6 7 8 9 10 11
12 13 14 15 16 17

18
Pick the uncollectible date—-’ ;2 ;‘7) 22}3 g g zf

2 3 N 5 6 7 8

[ Today: 3/24/2017
Click ON Save memm——) [ save | [ cancel |

4- Click on the “Enter Uncollectible Date” drop-down menu and pick the charged-back date.

5- If you have the accounting module enabled only: the system by default records the
uncollectible amount as a debt write-off. If you don’t want the system to write off the debts,
mark this box. If you don’t have the accounting module enabled, ignore this box.

6- Click on “Save”.

7- Your invoice status will now change to “Uncollectible” on the Factored Invoices list.

8- If you have your accounting module enabled, the application will automatically perform all
the journal entries related to the uncollectible invoice.
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REVERSING COLLECTIONS & CHARGE-BACKS/UNCOLLECTIBLE DEBT

If for any reason you need to reverse the Collected or Charged-Back status of an invoice to its
original “Not Marked” status, you may do so at any time by clicking on the “Collected” or “Charged-
back” text.

A window will open to confirm that you want to reverse the transaction. Click on “Yes”.

FACTORED INVOICES Filter Change Status to
] showal - -
(Sasa] I ——— Click on transaction to reverse
Invoice 2 or debtor "
=~

1 |2015-55 KantPay Corp 03/16/2016 10,000.00 Collected 04/26/2016

W 201555 Marco Inc 03/16/2016 2,000,00 Charged-Back 04/25/2016
1 {2015-59 Tim J Hotel 03/16/2016 7,000.00

Are you sure you want to reverse this transaction?

Click on Yes

IF YOU USE THE ACCOUNTING MODULE: Note that if you are reversing the status of a collected
or charged-back invoice and you have the accounting module enabled, the journal entries
previously posted by this CFO application to QuickBooks will also be cancelled.
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BULK ACTIONS

You can use bulk actions if you want to mark several invoices at a time as pre-recorded, collected
or uncollectible.

To perform a bulk action:

FACTORED INVOICES Filter Change Status to
View AGING REPORT
Charged-Back

. Uncollectible
1 Invoice # or debtor Pre-Recorded

[Test Customer |03/16/2015
VT | BT r
| Target 103/16/2016
Wwalmart 07/18/2016 200,000.00

[l |2015-106 | Tom Tom |07/19/2016

1- Pick the invoices to include in the action using the first column on the list.
2- Choose an action in the drop down menu “Change Status to”.
3- The action selected will be performed on all the invoices you have picked.
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THE NON-FACTORED AREA

REGARDING THE NON-FACTORED INVOICES PAGE

In this page you can view all the invoices that have not been sold to your factoring company during
the time range you have defined in the Display Settings and:

e Mark when an invoice has been collected.
¢ Mark when you decide that an invoice is uncollectible.
e View, print, and download an aging report for non-factored invoices.

CF@ [ s [ vacroneo | [ ONBRRGHORERN | wesewve ][ serivcs

NON-FACTORED INVOICES Filter Change Status to
Non-factored

“Search invoices aging . £ y

Invoice = or debtor —l Non-factored invoice list

Show all - -
4 View AGING REPORT

8~

| |2015-101 walmart 07/19/2016 100,000.00  Uncollectible ~ 105/02/2017
| |2015-5 |walmart 03/19/2015 2,223.10

7| |2015-20 Tim ) Motel 07/01/2015 £00.00 Collected v 105/02/2017
i1 |2015-106 | Tom Tom 07/19/2016 200.00 v

VIEWING YOUR NON-FACTORED INVOICES AGING REPORT

To view an aging report of all the invoices that have not been sold to the factoring company, click
on the “View Aging Report” button. You may also download and print the report by clicking on the
“Green Arrow Down” or the “Printer” icons on the top right corner of the report.
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AR Aging Details
2o ol sl 25, 2016 (=

Dute [ PON Messe: ) - Due Dute Adrg Open Babarce
WA 201557 Tapst it 55 08152016 P 50,00 03
AN S0 | Toaton it 48 16142016 W %0/006 00
wwamEe  asm | “Gatewey Commeril Frence Tt 50 A6 o 3200800
WA mise Brcha Cop Pt 82 5182006 & T
WA ass | . 1162016 ) 100800
B sm | Pt LT Tt 58 s al ™|
BoUNN 085 The Beye ok 3 EAS016 @ 1020
ot s | Oraes e [ s @ s
DoLaE  xises | Deless LLT Pt 82 =156 « om
Totat 1- €0 1,258,660 00
TOTAL 1.238,600 00

CHANGING THE COLLECTIONS STATUS OF NON-FACTORED INVOICES

Whenever your factor informs you that a non-factored invoice has been collected, you can then
mark the invoice as collected for your records. Also if you realize that a non-factored invoice will
not be paid by your customer, you can mark it as uncollectible.

How to Mark an Invoice Collection Status as Pre-recorded

1- Click on the “down” arrow on the “Collection Status” column for the invoice selected, and a
drop-down menu will show up.

CFQ [ s [ sactomso | [HONNRGIONRRY | mesexve  |[ senves |

NON-FACTORED INVOICES rirer Change Status te

[ searen | e el
[avonce # o debtor

2045-70 Gonzales Speed Inc 08/16/2016 222.00
L 1201573 Carret inc 06/16/2018 $99,999.00 ™

2- Click on the “Pre-Recorded” option.

Page | 48



Cash Flow Optimizer for QuickBooks for Windows — User’s Guide

I\nummcmr

Invoice # or debtor

[l {2015-71 |carrot 1nc |06/16/2015 999,999.00 |
—t t |

[7] [2015-98 {07/19/2016

u 2

Fl }zoxHo |04/15/2016
" |2015.82 i |07/18/2016

3- The status of your invoice at the “Collection Status” column will then change to “Pre-
Recorded”.

How to Mark an Invoice as Collected

1- Click on the "down” arrow on the “Collections Status” column for the invoice selected, and a
drop-down menu will show up.

(% Caih Flow Cptimaer Sox Queckiiooks VEBAS
CFR =
"\ [ o | I e ][ e )
NON-FACTORED INVOICES rirer Change Status te
[ | s - -
P — | View AGING REPORT
[ Searcn | [ ———

2 1201570 Gonzales Speed Inc 06/16/2016 222,00 -
s | Carret Inc 08/16/2016 | $99,999.00 =1

2- Click on the “Collected” option.
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5-
6-

View AGING REPORT
it

Invoice # or debtor

|07/19/2016 =.
0772572016 333,333.00 | Pre-Recorded

MARK COLLECTED Insert amount collected

2015-71 Carrot Inc 03/24/2017 | x| 800,000.00 F

4 March, 2017 4 T

Sun Mon Tue Wed Thu Fri Sat
% 27 28 1 2 3 4 Check if you don't

5 6 7 8 9 10 11 want uncollectible debt

12 13 1 15 16 17 18 | tg be written-off
9 & a 2 A 5 | (accounting module)

Pick the collections date =) | 2 27 2 2 3 3 1

[ Today: 3/24/2017

Click On Save mmmmmm [ save | [ cancel |

Click on the “Enter Collections Date” drop-down menu and pick the collections date.

Insert the amount collected in the “Enter Collections Amount” field.

If you have the accounting module enabled only: if the collection amount is less than the
invoice amount, the system by default records the difference as a debt write-off. If you don’t
want the system to write off the debts, mark this box. If you don’t have the accounting module
enabled, ignore this box.

Click on “Save”.

Your invoice status will now change to “Collected” on the Non-Factored Invoices list.

If you have your accounting module enabled, the application will automatically perform all the
journal entries related to the collection of the invoice.
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How to Mark an Invoice as Uncollectible

If you realize that a non-factored invoice will not be paid by your customer, you can mark it as
uncollectible (Bad debt) for your records. To do so:

1- Click on the “down” arrow on the “Collections Status” column for the invoice selected, and a
drop-down menu will show up.

s ‘ | s || racromso | [ONNRGIONRRY | mesemve || senves |
NON-FACTORED INVOICES rirer Change Status te
[ | s - -
— | View AGING REPORT |
| Search | |

! 12045-70 Gonzales Speed Inc 06/16/2016 222,00 -
L ia0s-n | Carret Inc 08/16/2016 | 599,599.00 -]

2- Click on the “Uncollectible” option.

View AGING REPORT
_Search

Invoice # or debtor

I |2015-71 |carrot 1nc |os/15/2018 999,999.00 |

Lucas Hopke 07/%

| Broke Corp |07/25/2018

ITOm Tom

3- A pop-up window will open.
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Check if y don’t want uncollectible debt
UNCOLLECTIBLE to be written-off (accounting module)

2015-96 Lucas Hopke 03/24/2017 'Eu

4 March, 2017

Sun Mon Tue Wed Thu Fri
26 271 28 1 2 3
5 6 7 8 9 10 11
12 13 14 15 16 17 18

Pick the uncollectible date wmme | = 2 2 2 Z L1 5

2 3 4 5 6 7 8
[ Today: 3/24/2017

Click on Save memm) [ save | [ cancel |

4- Click on the “Enter Uncollectible Date” drop-down menu and pick the transaction date.

5- If you have the accounting module enabled only: the system by default records the
uncollectible amounts as a debt write-off. If you don’t want the system to write off the debts,
mark this box. If you don’t have the accounting module enabled, ignore this box.

6- The status of your invoice will now change to “Uncollectible”

7- If you have your accounting module enabled, the application will automatically perform all the
journal entries related to the uncollectible invoice.

REVERSING COLLECTION STATUS OF NON-FACTORED INVOICES

If for any reason you need to reverse the Collected or Uncollectible status of an invoice to its
original “Not Marked” status, you may do so at any time by clicking on the “Collected” or
“Uncollectible” text.

A window will open to confirm that you want to reverse the transaction. Click on “Yes”.

| View AGING REPORT

[ Search | Transaction to reverse

Invoice = or debtor

6,666.00 Uncollectible 04/25/2016

Broke Corp.

[] | 2015-a8 Carrot Ine 103/16/2016 ‘ 999,988.00|  Partialy Collected | 04/27/2016

7 | 2015-49 Delicious LLC 03/16/2016
[71 | 2015-50 Freud LLC |03/16/2016 LT
[T |2015-51 Gateway Commercial Financa 03/16/2016 l ‘Areyow siire you wank o reverse this bsnsscion?
El |2015-52 1380 Grocery ioa{xs(zoxs | [ Click on Yes
| | 2015-53 Charlas Inc 03/16/2016

"1 2015-54 ‘3ohn Smith |03/16/2016

] | 2015-57 03/16/2016
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BULK ACTIONS

You can use bulk actions if you want to mark several invoices at a time as pre-recorded, collected
or uncollectible (bad debt).

To perform a bulk action:

CF@ [ sew ][ eactomeo | [[NONNAGIOREDN | meserve || sermines

NON-FACTORED INVOICES Fiter Change Status to
T \
p—— 2 4
Search |

1 tnvoice = or debtor

Walman -07/19/2016 Uncollectible * 105/02/2017

| Walmart 103/19/2015 | 2|
Tim 3 Hotel 07/01/2015 * | 08/02/2017
|7om Tom 07/19/2016

Top Taste

107/01/2015

1- Pick the invoices to include in the action using the first column on the list.
2- Choose an action in the drop down menu “Change Status to”.
3- The action selected will be performed on all the invoices you have picked.
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THE RESERVE AREA

REGARDING THE FACTORING RESERVE PAGE

| This page is available only if the Accounting Module is enabled.

In this page you can view all the movements of your QuickBooks accounts where the factoring
reserve transactions are posted during the time range you have defined in the Display Settings. In
this page you can also:

¢ Record factoring administrative fees.
Record factoring general expenses (such as wire and mailing fees).

o Transfer funds from your factoring reserve account to your bank account when reserve
amounts are released by your factor.

¢ Download and print reserve statements.

G Vo O ot Qoo

cFO‘ [ Sl || ractomso || mow-FacTORED ]_E '

FACTORING RESERVE Download/Print Statement
Transfer reserve amounts

llo bank account

Cutrent Roserve Balance:  $89,251.%0

Record expenses

60w
(132.00)
(2,890.20)
(0.59)
(4.30) &
13,000.00)
LR SR

Encer Admwrests ative Fees

Reverse Record Factoring
Recording Administrative Fees
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RECORDING FACTORING EXPENSES & RELEASING RESERVE FUNDS

How to Record Factoring General Expenses
1- Click on the “Enter Account Expenses” button.

2- A pop-up window will open.

{(G: ACCOUNT EXPENSES.

ACCOUNT EXPENSES

04/26/2016 [E~ 22

Pick expense date Insert expense amount

Click to save

3- Click on the “Enter Release date” drop-down and pick the expense date.

4- Enter the expense amount in the “Enter Expense Amount” field.
5- Click on “Save”.

Page | 55



Cash Flow Optimizer for QuickBooks for Windows — User’s Guide
How to Record Factoring Administrative Fees

1- Click on the “Enter Administrative Fees” button.
2- A pop-up window will open.

[ ADMINISTRATIVE FEES >

} ADMINISTRATIVE FEES

042572016 G~
Pick fee date Insert admin fee amount
o Click to save
Losde ][ Comed ]

3- Click on the “Enter Fee Date” drop-down and pick the fee date.
4- Enter the fee amount in the “Enter Fee Amount” field.
5- Click on “Save”.
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How to Record the Transfer Funds from Your Reserve Account to your Bank
Account (Reserve Releases)

1- Click on the “Release Reserve” button.
2- A pop-up window will open.

'*,\‘ . N

RELEASE RESERVES

04/24/2016 @~ 5000
Pick release date Insert amount released
Click to save
[ save [ Cancel |

3- Click on the “Enter Release Date” drop-down and pick the release date.
4- Enter the amount released in the “Enter Release Amount” field.
5- Click on “Save”.

REVERSING POSTS TO THE RESERVE ACCOUNT

How to Reverse Account Expenses, Administrative Fees or Reserve Release
Entries:

1- Click on the entry’s “Reverse” blue link.

2- A pop-up window will open.

3- Pick the box for the transaction you want to reverse.
4- Click on the “Reverse” button.
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Release 5.000.00

Click to reverse === Revese ][ Cancel |

ONLINE SUPPORT AREA

ACCESSING THE SUPPORT AREA

The online support area offers the CFO Application user guides and other documentation, answers
to frequently asked questions and an area to submit support tickets.

To go to the Support Area, click on the question mark symbol on the top right corner of any
screen.

1) X
Go to online support —’ [2)

|| ractoren ]_| RESERVE || sETTinGs |
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