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This document provides a step-by-step guideto using your
ScotPac Portal.

Please ensure all relevant staff within your organisation read and are familiar with this operating guide as soon
as possible after your account is established. This will help to ensure your facility runs as smoothly as possible in
its earlystages.

NOTE: Your use of the portal is subject to this guide, the Client Services and Procedures Guide which we provide

and the facility agreement which you enter with us. If there is any inconsistency between those documents the

facility agreement prevails to the extent of the inconsistency. Any information which is available on the portal is
provided subject to the

facility agreement and if there is any inconsistency between that information and the facility agreement that agreement
prevails to the extent of the inconsistency.

Sometimes the portal may not be available for use. You must then use other means to operate your account as
outlined in the facility agreement.

We may change this guide from time to time.




» ScotPac

Business Finance

Introduction

The portal is your gateway to ScotPac. It allows you to track, request and view reports, and view movements on
your facility. The portal will give you full control of your invoice finance facility. After reviewing the material in
this guide, you will be able to:

e Successfully navigate through the portal;

e View your current availability, incoming payments and cash flow;

e Request payments;

e View, request and download reports for daily and end of monthreporting;

e Upload new customer details, and open item ledgers.

This document will assist you in understanding where this information can be found. It will also guide you
through the core features of the portal, explaining how to use them, as well as recommendations as to when
to utilise them.

Your dedicated team at ScotPac will also be able to provide you guidance and support, allowing you to
utilise the system to its fullpotential.

Accessing the Portal

To access the portal, first open your internet browser (we suggest Internet Explorer,

Mozilla Firefox or Google Chrome) and in the address bar type https://scotpac.hpdsc.com/

(or click this link) and save to your favourites.
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First Time Login

When logging into the Client Portal for the first time you will be required to reset your password, and once you
have done so you will be taken back to the client login screen to log in for the first time with your newly created
password.

1. Enter the Username and Password which was
assigned to you.

» ScotPac
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FactorONE
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Username

L Testuser|

Password
a amssssrasann s
2. Next you will be required to change yourpassword. Begin
by entering the password, which was assigned to you, then
enter your new password, and then re-enter your new
password. Press ‘Change Password’. Current Password
B esesssnnees

TIP: Passwords expire every 60 Days, must be
New Passwoard

between 6-50 characters long, and can’t be re-
used for the next 2 password changes. Triplicate

characters cannot be accepted (i.e. Re-Enter Password
Password111) but duplicates can be (i.e. g eesessed
Passwordl11)

Change Password
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1. You will then be taken back to the initial loginscreen. Factﬂfﬂ,,'{f

If you are automatically redirected to this screen it means
that the system has accepted your new password. You will
now be required to log in using your newly created
password. Username

4 Testuser|

Password

e ------------ @

Forgot Password?
NOTE: If you are experiencing technical issues when logging in, or if you have forgotten your
password please first select “Forgot Password?”toresetyour password. Ifyou do notreceive
an email prompt to reset this password, contact your dedicated ScotPac team.

NOTE: If additional user accounts have been created for employees using the original
administrator login, and they have forgotten their password, you can reset it for them using
the same function of the portal (‘Administration’, bottom menu option on the left hand side)
in which you would have utilised to create their login.

Portal Alerts

Every time you log in to the portal there will be alerts that appear in the top right-hand corner. You will need to
click through these alerts before operating further in the portal. While some of these will be permanent
reminders, this is where we will inform you of any urgent notifications.

Information
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Agreement Summary

The ‘Agreement Summary’ (essentially your home page) is the one of the first pages to load when logging in to
view your agreement. This area can also be accessed by selecting ‘Agreements’ from the menu on the left-
hand side of the screen.

You have control over the information that is displayed on this screen and can customise it to your needs.
Each area/box on this screen is called a widget, and these can be deleted if you don’t feel the information is
relevant, or alternatively you can add newwidgets.

Adding Widgets:

Place the mouse over an empty widget and right click to view the options available. Simply select the
desired option and the widget will appear.

Deleting Widgets:
Click the ‘X’ in the top right-hand corner of the widget.

TIP: Any changes you make to this screen will be saved and visible the next time
you log into the system.

Request Funds

Select the ‘Agreements’ tab on the left-hand side of your screen. Your Agreements tab should have a
‘Request Funds’ widget. If not, follow the “Adding Widgets” instruction to add the “Request Funds” widget.

Available funds — your current maximum funds available for drawdown.
—using the drop menu select the payment method, e.g. EFT or RTGS.

— this field will be prepopulated with the amount currently available, however, to edit
the amount click the field and type in the desired amount.

Add Payment Details — this button allows
you to type in a reference and instructions Request Funds
for the payment.

IMPORTANT: If an RTGS is requested | Avarlable Funds 454,825.34 AUD
after 4pm (AEST) it will not be

processed until the following day, and Payment Type EFTI31) v
if an overnight (EFT) is requested after Main

6pm (AEST) it will not be processed | Amount Requested 45482534 | AUD

until the following day.

Press the ‘Request Funds’ button to submit ]
Add Payrnent Details Request Funds
the request.
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Customer (debtor) Payments

‘In-Payments’ are your customers (debtors) payments, and through the ‘In-Payment Enquiry’ you can see what
customers have paid on what days.

Customer (debtor) Payment Enquiry:

1. Fromthe ‘Agreements’ menu (first option on the left-hand side) select ‘In-Payment Enquiry’ from the menu bar
at the top of thescreen.

2. The customer payments that automatically load will be what’s been received for thatday. To view historical
days simply select the relevant date from the‘Date Range’.

Out-Payment Enquiry
This feature can be used to check the status of ‘Requested Funds’ or enquire about previous drawdowns.

1. From the ‘Agreements’ menu (first option on the left-hand side) select ‘Out-Payment Enquiry’ from the menu at
the top of thescreen.

2. Use the fields available to complete the search. If looking for a specific payment use the ‘Value Range’ fields,
otherwise it is recommended to simply enter the relevant ‘Date Range’ which will then populate a list of
drawdowns for thatperiod.
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Movements

The ‘Movements’ area allows you to determine what activity has gone on across different areas of your account
over specific periods of time. For example if you have noticed a change in the sales ledger you can use this
feature to determine what transactions have been processed i.e. invoices, credits and debtor payments.

1. First you need to conduct the search by selecting the ‘Account’ area you are enquiring about.
Account

Sales Ledger

¥
k!
.
0

Funding Disapproved

Client balance

Funds in Use

Value Dated Funds in Use

MNew Reserve fund - no FIU & no Client Balance
Close of Day Avdilability

Close of Day Avdilability Excl. Increase Advance

2. Next you need to select the ‘Date Range’ you are enquiring about. Alternatively, you can also simply view the
current month, last 30 days or year to date transactions by selecting the appropriate button.

Date Range
Fom| = 110120 | To/ 221012

As soon as you have entered the criteria the results will automaticallypopulate.

4. Below is an example of what would appear if a search was conducted when searching ‘Funding Disapproved’
from the ‘Account’ drop down menu. Each item is date stamped and indicates the activity i.e. items being
disapproved or reapproved, and whether it has a debit or credit impact on the account.

The transactions that display will vary depending on the ‘Account’ type selected. For example ‘Funds
in Use’ will display fees, customer (debtor) payments, drawdowns etc.

@ DateEntered Type Ne. Txns Debit Credit Balance E
]_."10,-"20 0.00 AUD 0.00 AUD 2,678,883.94 AUD
1of20 Debtor Bank Transfer 22 0.00 AUD 74,080.02 AUD 2,604,803.92 AUD
110/20 Management fee 1 16.02 AUD 0.00 AUD 2,604,819.94 AUD
]_."10,-"20 Out payment 1 200,000.00 0.00 AUD 2,804,819.94 AUD
2/10/20 Debtor Bank Transfer 21 0.00 AUD 160,851.20 AUD 2643,968.74 AUD
2/10/20 Qut payment 1 80,000.00 £ 0.00 AUD 2,723,968 74 AUD

2/10/20 Management fee 1 166.80 AUD 0.00 AUD 272413554 AUD
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Availability

Using the “Breakdown” Widget on the Agreement Summary page, your availability can be broken
down for your better understanding:

Availability = -
Breakdown
Availability Breakdown Disapproved Breakdown
Borrowing Base - Deductions = Availability
173439343 AUD - 91827297 AUD = 81612046 AUD

Borrowing Base 1,734,393.43 AUD

Sales ledger

1,978.459.41 AUD

Maoney In Transit Balance -50.571.30 AUD |
Funding Disaporoved 78430 AUD
Funding Approved Balance 87767511 AUD I
Advance Deduction Rate @ 90%
Deductions 918,272.97 AUD
Funds in Use 915,248 24 AUD
Accrued Fees 0.00 AUD
Accrued Interest 3.02473 AUD
Pending Qut-Payrments 0.00 AUD

Additional Information

Retention on Approved Funding 24328168 AUD

Using the above example:

Funding Approved Balance = Sales Ledger — Funding Disapproved:
Funding Approved Balance = 1,978,459.41 - 784.30=1,977,675.11

= (Funding Approved Balance — Money in Transit) x Advance Deduction Rate:
=(1,977,675.11 -50,571.30) x 90% = 1,734,393.43

=Funds in Use + Accrued Fees + Accrued Interest + Reserve Fund + Pending Outpayments:
=915,248.24 + 0+ 3,024.73 + 0+ 0 =918,272.97

=1,734,393.43 - 918,272.97 = 816,120.46

Availability = -
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There are two methods in which debtors can be loaded into the system, one being an upload using an Excel file which
details out the debtor information, and the second which requires each debtor to be manually keyed into the system.

Debtor Manual Entry

The first method for uploading debtor accounts is through manual entry. This method is most suitable if only a few

debtors are required to be uploaded.

1. Press the ‘Debtors’ tab located on the left-hand side of thescreen.

it

Debtors

2. Select the ‘Debtor Maintenance’ tab from the menu which runs along the top of thescreen.

Debtor Maintenance

3. Here you will be required to complete
the relevant fields with the appropriate
debtor information.

Anything which has a * next to it means
the field is mandatory and must be
completed before you can proceed.

4. Once the data has been entered and
checked, press the ‘Submit Proposal’

button located at the bottom of the screen.

Debtor Details

Country *
Language *
Narme *
Address Line 1*
Address Line 2
Address Line 3
City *

State

Post Code ®

Dial Code/Number
(Work)

Ernail Address *
Contact First Name
Contact Last Name

Dial Code/Number
(Contact)

Contact Email

ABN

Debtor Party Group ID
Legacy System ID
Debtor Currency *

Client's Reference for
Debtor

Debtor's Reference for

Client

Australia ~
English [Australian) L
Test Debtor

1 Example STreet

SYDNEY
NSW

2000

02 9999 9999

debtor@testernail.com

Joe

Eloggs

99 999 998 989

P

EEREEEEEEEEEREEREERER

Australion Dollars s AUD

TESDEB

Submit Proposal
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Debtor File Upload

If multiple debtor accounts are to be uploaded this can be done through the Client Portal. First the excel file will
need to be prepared.

Preparing the Debtor File:

1. The file must contain the following information in the followingorder:
Column A: Client’s Debtor Reference Number Mandatory
Column B: Debtor Name Mandatory
Column C: Address Line 1 Mandatory
Column D: Address Line 2 Optional
Column E: City Mandatory
Column F: State Mandatory
Column G: Postcode Mandatory
Column H: Country Mandatory
Column [: Phone Number Mandatory
Column J: Contact Name Optional
Column K: Email Address Optional
Column L: ABN/NZBN (no spaces) Optional

Below is an example of how the spreadsheet should look:

A B

C D E F G H
1 IDCM Company Lvl5 1TestSt City NSW 2000 Australia 02 9999 9999 John john@test.com.au ABN

I J

K L

2. The file then needs to be saved as a csv. file which can be done by clicking ‘Save As’, selecting the location you
wish to save the file and then selecting ‘CSV (Comma Delimited)’ from the ‘Save As Type’ menu.

File name: Debtor File -

Gave as type: | CSV (Comma delimited) -

Microsoft Excel 2

3. A pop-up message will appear asking you toconfirm you would
like to save the file as a CSV, click ‘Yes’

o Some features in your workbook might be lost if you save it as CSV (Comma delimited).

Do you want to keep using that format?

[N [ Hep |

| Yes |
TIP: It’s recommended to keep the Excel spreadsheet open vx?henl'U'pTO'adlng itthrough
the portal, this ensures that you don’t lose the formatting.
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Client Portal Debtor File Upload:

One the spreadsheet has been prepared and formatted correctly it needs to be uploaded through the Client
Portal.

1. Press the ‘Data Exchange’ tab located on the left-hand side of thescreen. L
Data Exchange

2. Simply drag and drop the relevant file to the ‘Debtor Upload’ area of the screen.

Debtor uplood

Format Mame Debtorss

Format Description  AUDebtors

File Selected
Learning Outcomes jpg

Click here to select files
OR

Drag & Drop the files here

Click the ‘Submit’ button.
4. If successful a message should appear in the top right-handcorner.

Fike Uploaded
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Uploading your Shadow Ledger

Preparing the Schedule File:

Due to the fact accounting software differs from one another, manual manipulation of this data may be required to
ensure the file is compatible for upload. The spreadsheet will require the same formatting each time.

NOTE: The excel file will need to include all open transactions such as Invoices, Debit Adjustments,

Column A: Debtor Number/Code (Maximum | A 8 3 3 =
I 1 ACS 9654 10/04/2018 3568.96 INV

30 characters) | 2 BKN 9656 11/04/2018  -456 CRN

Column B: Document Number (Maximum 15 \ 3 BKN 9655 10/04/2018 5469.85 INV
characters & | 4 |ESS 9657 15/04/2018 6547.39 INV
no number can be duplicated) ’ 5 |GRC 9658 11/04/2018  741.54 INV

Column C: Document Date
(dd/mm/yyyy)

Column D: Document Balance

Column E: Whether the item is an invoice with the

reference INV or a credit note by CRN

(Tip: if your accounting software
doesn’t include INV & CRN use

the formula=IF(D1>0,”INV”,”"CRN”)in
column E to populate this column
with the required reference.)

Credit Notes & Credit Adjustments on your ledger HOWEVER all unallocated payments will need
to be removed from the file. The file name cannot be the same as any file name previously

uploaded or your new upload will fail.
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1. The four columns then need to be formatted in order for the system to accept the file. To format a
column, right click on it and select ‘Format’ from the menu. Select column C to format and chose *
from the category list. In the ’ field type dd/mm/yyyy and then click ‘OK’. If the correct option is
selected, any single digit date will change so that a 0 is in front of it, eg 7/04/2016 should change to
07/04/2016.

2. Thefilethenneedstobesavedasacsv.filewhichcanbedonebyclicking ‘Save As’, selecting the locationyouwish

A R Format Cells ¥ =

7% Cut [ I ]
1 10z '}F - Mumber | Alignment | Font | Border | Fil | Protection |
2 13:- E@ L:pr Categony:
3 105, ‘-El Paste Options: [General - | sample
4 10z o Humber 31/05/2017

Currency
5 102 | Actounting Type:
& " Date

6 10: Paste Special... Time did/mmyyyy

P Percentage hemmess -
7 10". Insert Fraction d/mmyyyyy h:mm
8 93 Scientific menss

;| Delete Tt mmzss.0
9 10: Claar Content Special &

1 Clear Coptents [T T — [h):mmzss
10 10d AL IR AN T IO L]
11 105[';‘ Format Cells... l B et ke I R

: T5% m an0,00_5 - w000 8¢ Ty B E
i f8  Column Width.. T — -
13 5¢ -

| Hide
14 5 _ - | Deete |

{ Unhide
15 L. — e Type the number format code, using one of the existing codes as a starting point.
16 1197 50042 11

[ ex || camea |

tosavethefileandthenselecting ‘CSV (Comma Delimited)’ fromthe ‘Save As Type’ menu. The file name
cannot be the same as a file name previously uploaded or your new upload will fail.

File name: Ledger File -

Save as type: | CSV (Comma delimited) v]
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3. A pop up message will appear asking you to confirm you would like to save the file as a CSV, click ‘Yes’

Microsoft Excel A

0 Some features in your workbook might be last if you save it as C5V [Comma delimited).

Do you want to keep using that format?

o | [Cne ) [ree ]

TIP: Keep the spreadsheet open when following the next steps to ensure the excel file doesn’t
lose its formatting otherwise the upload may fail.

Uploading File through the Portal

Once the spreadsheet has been prepared, formatted correctly and ensuring the file includes all open transactions and
unallocated payments have been removed from the file, it can now be uploaded through the Client Portal.

4. Press the ‘Data Exchange’ tab located on the left-hand side of thescreen.
Simply drag and drop the relevant file to the ‘Shadow Ledger Upload’’ area of the screen.

Format Marme SHADOW LEDER 001

Format Description  Shadow Ledger Upload

File Sedected

Uplood 23102020 cav

Click here to select files
OR

Drag & Dvop the files hera

Frevious Bank Statement Numibes 0000591 (21/10/20)

Latest Bank Statement Number 000502 W 22410/ 20 w

[+] We <<Your Business Namez= , pursuant to the agreement between us,
rransfer 1o you the debits relevant 1o the anached invoicas, and confirm that we have complied with the

terms and conditions of that agreement. We also confirmn that all goods and senices relating to the
debts have been delivered
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6. You will then be required to select an option from ‘Latest Bank Statement Number’ that you have
reconciled to your General Ledger. The Bank Statement selected relates the In-Payments received to the
bank which can be viewed on the In-Payment Enquiry tab.
Payments viewed for today in the In-Payment Enquiry tab are for the prior business day’s banking. If today is
Tuesday and you’ve reconciled today’s payments, select yesterday’s date. If you last reconciled on Monday,
select Friday’s date. This process will be explained further by your Client Relationship Manager/Officer.

Frevious Bank Staterment Numiber 0000581 (21/10/20)
Latest Bank Statement Numiber * 0000592 " 22/10/20 W
The field titled * " will be blank if this is your first ledger upload through the

portal and will not be required, however once you have completed your first upload this field will pre-
populate in future with the Bank Statement selected when you did your last upload.

7. Tick the box to acknowledge the terms and conditions, then click the ‘Submit’button.

(v) we <<Your Business Name>> , pUrsUant to the agreement b

T uransfer to you the debdts relevant 1o the attached invoices, and confirm that we he th
terms and conditions of that agreement. We also confirm that all goods and services relating to the
debts have been delivered

8. If successful in transmitting the file, a message should appear in the top right-hand corner.

9. Depending on the volume of invoices the background process could take time — please
DO NOT reload your ledger. If the following e-mails are not received within 20 minutes, contact your ScotPac
representative for assistance for any of the following problems.

10. Go to the E-Mail Icon in the top right-hand corner and click — this will take you to your Halo In-Box. New E-
mails will appear in BOLD text, to read the e-mail click on the Tick Box sitting on the left-hand side beside it

File Uploaded

Your file 1417889_30_04_18_ aged.csv of format SHADOW.LEDGER.001 has been
submitted for background processing. Please refer to your message inbox for the
result of this process

and the message content will open on the right-hand side.
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If there is a problem with the upload the following message will appear.
Message *

Failed-to-Processed-file-“File-Number-“-for-agreement-xooooo/xxx

[1916])-There-have-been-system-errors-Processing-your-file.--Your:
System-Administrator-may-find-the-following-information-useful-to-
help-resolve-the:problem.9|

(Information-on-the:problem-will-follow)

11. For a successful schedule upload, you will receive two e-mails. The first e-mail received will be
Successfully Processed — the file has reached ScotPac’s system.

Message *

Successfully-processed-file{{Name-of-file )9

For-agreement-xxxxog oo (your-agreement-number)q

12. The second e-mail will be Successfully persisted — the file has been successfully accepted by ScotPac’s system.
If any new debtors have been created since your prior upload —be sure to add these so your schedule can be
posted.

Message *

Successfully-persisted-items-in-file-{Name-of-file)q

For-agreement-xxxxxxx/xxx:(your-agreement-number)9
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The ‘Ledger’ area of the portal allows you to search for ledger items such as invoices and customer payments
(debtor payments), as well as analyse your sales ledger. Our ledger is just a replication of your ledger, so most
information you’ll be looking for will be in your own accounting software.

Ledger Item Search

When going into the ‘Ledger’ area of the portal the first feature to load is ‘Ledger Item Search’ and allows you to
search for an item (invoice, credit note, debtor payment etc.). There are several search fields available, such as:
Item Status:

Allows you to search for an ‘Open’ item (still term Status
outstanding), ‘Closed’ item (in history), or search

‘Both’ to determine that status of an item. 2 — .

Date Range:

There are three areas that you can use the ‘Date N

Date Range
’ 1 .
Range’ to search for a ledger item: S From (& 1o (&
‘ ’ H
1. ‘Doc. Date’ — Invoice Date Sue Date from [ & To &
‘ ’ H
2. ‘Due Date’ — Invoice Due Date Closed Date from (= To =

3. ‘Closed Date’ — The date an item was closed,
eg an invoice paid in full

Document Number: o
Document Number

The ‘Document Number’ is essentially the invoice or
credit note number.

Value Range:

This search is based on value, eg if searching
from $100 to $1,000 it will pull through any

Value Ronge

items within that range including invoices, From
credit notes and customer payments.
TIP: If searching for a specific amount put _

(s}

that exact figure in the ‘From’ and ‘To".
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Once you have found the ledger item you are looking for there are two options:

1. Click on the ‘Debtor Name’ to be taken to the debtor account that item relatesto OR

2. Click on any of the information in any of the other columns and a pop-up window will appear
allowing you to view additional information relating to that specificitem.

Ledger Analysis

The ‘Ledger Analysis’ tool allows you to filter the ledger so that only items that fall under
a category appear. For example, if you wanted to view all unallocated customer payments, or perhaps you want
to view all invoices that are currently disputed, then this is where you would come.

Simply click the ‘Ledger Analysis Tool’ drop down menu and select one of the many options available.
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The ‘Reporting’ function will be an important tool as this is where you will be able to generate reports such as the
Client Summary Report and Advance Notice of Age Disapprovals. Other important reports such as your monthly
invoice and discount invoice can also be viewed here. The feature also allows you to produce reports in different
formats such as PDF and Excel.

Request Report

1. Inthe top left corner of the screen there are a list of ‘Report Types’, simply tick the box next to the
desired report/s.

Request Report

Repart Type* () Schedule acknowledgernent
() Ledger Iterns Report
() Movermnent report
(] Debtor inclex
() Age analysis - debtor account
() Advance notice of age disapprovals
Client Surnmary Report
[ Client Invoice
() QutPayment Advice Letter

Output Strategy * Internet Service v

Date Range * From * To*®
1/09/20 = 30/09/20

As At Daote *

i

30/08/20

Request Report

2. Select the appropriate ‘Output Strategy’ you require i.e. PDF, Excel. By selecting the “Internet Service” option,
the report will generate to the portal and you can view this in “View Reports”.

3. If you have selected one of the many options which contains the ‘Email’ method, additional field will appear.
The fields that will require

completion are: To Email Address v
. Email Address

To Email Address:

If your email has been provided it will Maximum Email Size

have been set-up in our system, o

therefore click the drop () Zip Attachments

down menu to select from the list of

: : Date Range * From * To!
available emails.

£ 22/10/20 £ 22010/20

Email Address:

R est Report
If your email does not appear in the

drop down menu, then use this field to
type in your email.
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Date Range:

This field will only appear for certain reports, however if it does then simply select the date range in which you
would like to produce into the report.

4. Click the ‘Request Report’ button to generate thereport.

If you selected ‘Email’ then the report should then be emailed directly to your mailbox. Alternatively the requested
reports will generate into a queue held in the View Reports Tab. Click on ‘View Reports’, click on the ‘Tick Box’ box
beside the report item required . Go to Report Format and choose the format required and click the * !
button, the report will create for you to view or save in the format of your choice.

Output Strategy Reports Requested Report Format

B C—"C
p— S — —
Open Invoices 31/08/2012.12 Report generated successfully

There are numerous reports available through ‘Request Reports’ and it’s recommended that you become
familiar with these reports to ensure they are utilised to their full potential. Below is brief explanation
regarding the reports available.

Debtor Index:

A listing of all your debtor address details that are on our system.

Advance Notice of Age Disapprovals:

This report provides a list of invoices which will move into recourse (go into 90 days and become disapproved) at the end
of the month.

Client Summary Report:

Provides a summary of the transactions which have occurred across the Sales Ledger and the Funds in Use (current
account). The Sales Ledger portion of the report will display all transactions impacting the ledger such as debtor
payments, invoices and credit notes. Whereas the Funds in Use section of the report will display items such as fees, draw
down of funds, debtor payments etc.
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Viewing Monthly Reports

The system will automatically generate monthly invoice reports, and these reports can be in the ‘View Reports’
area. Similarly, all historically generated reports can also be found here.

1. First you will need to select the ‘Output Strategy’ in which you determine the formatin which the report
will generate, can be left empty if notsure.

2. Select the ’ ’ for when the report would have generated or wasrequested.

NOTE: all automated reports will generate on the last business day of each month.

3. The list of reports will automatically show up as you select appropriatedates.

To ’ "or’ " the report simply click the tick box beside the report required, go to Report
Format select format you wish to view the report in then click Download. Report will produce for
viewing orsaving.

TIP: This is how you produce your monthly Invoice’and Discount Invoice’. These two reports
produce on the last day of the month, therefore when searching set the date range ‘To’

field to a few days in of the new month. NB. The Client Invoice will result in an empty report

if there is no GST charged on your facility.

(Output Strategy Reports Requested Report Format
| from & 301097 |To & =
R — et p—
Discount invoice 2510 30/09/20 2315 Report generated successfully

Report Templates

This feature allows you to create a report template to then generate reports with information you require and in
the desired order. To access this tool, click on ‘Reporting’ from the menu on the left-hand side, and then click on
‘Report Template’ from the menu at the top of the screen.

1. To create a new report, click the ‘Create New’ button.
TIP: Once you have created a report this is where you can come to also ‘Edit’ a report

or Delete’ a report.

2. Enter the name in which you would like to title the report in the ‘Report Name’ field, and then
using the drop down menu under ‘Report Type’ select the type of report you would like to build.
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3. Alist of column titles will appear, and using this information you can begin to customise your report
template. Use the arrows to change the ‘Order’ of the columns by pressing the down button that particular
column will move down a space. You can also untickthe
‘ " box to disable this column and therefore the information won’t be included in your report. Finally
using the ’ option you can select whether or not the information on the report is sorted in ascending or
descending order based on that particularcolumn.

T L Debtor Reference

Tl Client's Reference For Debtor v
T J Debtor Name v

4. Once you are happy with the information selected press the ‘Save Template’ button. If successful you
should receive a pop-up message in the top right-hand corner.

Template saved

5. To then generate a report using your newly created template click ‘Request Report’ from the menu at the
top of the screen (ensuring you are in the ‘Reporting’ section) and direct your focus to the top right hand
corner where the ‘Report Generator’ can befound.

Begin by selecting the report from the ‘Report Type’, the options available here will be based on what you set
up in steps 1-3 using ‘Report Templates’ and select the desired date range from the options available.

Finally, you have the option to produce the report based on specific debtors. This can be done by

clicking on the and entering in the relevant debtor detalls and clicking ’Search' then select the
required debtor and click ‘Select’ and it will then appear in ‘

6. To produce the report, click ‘Generate Report’. Your report can then be accessedfrom the queue in
View Reports.
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Administration

Using the administrator login, which should have been provided to you at settlement, you can create other users
in the system. This feature can be accessed by clicking the ‘Administration’ button on the left-hand side of the
screen.

Create a New User

Select the ‘Create New User’ button.
2. Complete the ‘Profile Details’ are by creating a username and passwordetc.

3. On the far right-hand-side of the screen select the = [+ Client manager
‘Permissions’ for the user. Click the arrow next to ‘Client - '
Manager’ to expand the menu and view the permissions
available. By simply unticking a boxyou are removing access
to that function.

k [E] Agreement Enquiries

. . , + [v] Qut-Payments
In the example on the right we have provided the user with —

access to ‘Out-Payment Enquiry’ so they can see historically
what has been drawn down, but we have not given them
access to ‘Out- . )
Payment Entry’, therefore they cannot request funds. These [#] Out-Payments Enquiry
permissions allow you to customise the user accounts you

create.

(+] Out-Payment Entry

TIP: Press the arrow next to each permission to view
more options.

4. Select the relevant agreement from the bottom of the screen that you would like the user to have access to.
There will only be multiple options if you have multiple agreements with ScotPac.

5. Press the ‘Save Profile’ button.

TIP: If you can’t see the button, scroll to the bottom of the top half of the screen and the

button will appear below the ‘Profile Details’ area.
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