How to...

Obtain/create a report

1. Sign into your account. Q Close Brothers
If you have one agreement with us, once you have Agreements Selected Client
signed in you will be taken to your availability page. Apresment Selecte
rom any ofherpage, eleion fhe Agreements feon o= e
Agreement Agreement Reference
Dehtors EFG GROUP 0012345001 GBP
Aggregalion
ﬁ EFG L Ed N1 7345/001 GGHP
2. If you have a group of agreements, select the Ledger Donfiscourag CHioxs
account from the list that you wish to view by clicking A0 0012343/001 GEF
Mon Recourse CHOCS
on the name. 1
Data Exchange GHI Lrd 0012345001 GBP
Mon Recourse CHOCS
3. vouu fi Kz
= You will then be taken to the Agreement Summary n .3 Close Brothers
page.
Selected Client
& A Client Ltd
Agreements Agreement Type: Recourse Facloring
“' Agreement Summary Movements In-Payment Enquiry Out-Payment Enquiry Ageing Statistics Snapshot
Debtors Request Funds Rreakdown
Available Funds 6,136.69 GBP Availability Breakdown  Disapproved Breakdown
L? Borrowing Base - Deductions = Availability
LT Payment Type CHAPS GBP it 149,9/2.34 GBP - 143,835.65 GBP = ©,130.69 GBP
‘ Payment Recipient Main Account
— Borrowing Base 149,972.34 GBP
Dota Exchange Amount Requested 6,136.69 | GBP
Priority payment requests received by Sales Ledger 181,250.83 GBP
. 10:00 are sent before 11:00 and come with Funding Disacoroved 4812.78 GBP
% an additional charge. Same day payments SEg e Boe
Reportng (CHAPS) Or BACS can be requested up to Funding Approved Balance §i6438.05 GEY
15:30. All payments are subject to Prepayment Percentage @ 85%
approval. "
Deductions 143,835.65 GBP

&

Adrministration 143.835.65 GBP
Request Funds '

0.00 GBP

Loncentration Ketention 0.00 GBP

Qul-Payments Today
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4. From here, click on the Reporting icon. |_EL|

) Close Brothers

Choose the report type by checking the tickbox next Reporting
to it, select Internet Service from the Output Strategy -
drop down menu and click Request Report. Selected Client

A Client Ltd

Agreement Type: Non Recourse Factoring

Agreements

Request Report Report Templates View Reports

i

Debtors Request Report

Report Type * () Legal Charges Report

Please note: Some reports (such as Client Statements) () Payment Terms And Debtor Exceptions

will require date range input.

|

(_J In Payment Allocation
(U) Sales Ledger Statement
() Close Brothers Contacts

Output Strategy * _.Inter‘net Service i Data Exhange () Client Statement
Date Range From |2 p2/11/20 | To (v) Funding and Bad Debt Limit PDF
s WY, B Dispute Resbt
a (C) Movement Report

Reporting

() items Reassigned
(*) items Disapproved
'ﬁg (0) Bad Debt Limit Notification

Administration () Advance Notice of Invoices to be
Disapproved

(7) Creditor Position Report

() Copy Invoices Required

(C) Debtor Statement

(O) Client Schedule Notification Form C/N

() Client Schedule Notification Form
Invoices

() Aged Debtor Analysis Item Detail

Output Strategy * | Internet Service| v

Request Report
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5. A pop-up screen will confirm the report submission [— ® — . . . .
and message will also appear in your notifications. ( :l Ose N e‘t Notifications this session -

Click on the bell icon to view confirmation.

& a.user i Reportsubmitted 15:31 K
“ Logout

P =

Report was submitted for creation

6. To access the report select the View Reports tab. € Close Brothers
Check the tickbox next to it, choose your required e stlected Debior
format (for example pdf, xIs) and download. Ry o R PO

Request Report Report Templates

w | From | & To @

Funding and Bad Delbst Limit POF 6520 2912201531 Report generated successfully

Reporting

o

7- You may see the following pop-up — choose Open, | | Do yosa weae i open of sarve Fumding and Bad Debt Limit POF.pdf from ust-squariu test closebrothercom? Open Seve v || Coecel |
then print or save as required.

) Ciose Brothers s

168 Dyke load
2

Ho
East Sussex DN 1UY

Client Number Client Name

ooo1234 A Glient Lid
Agreement 001/ GBP

Debtor Debtor Name Acc Sales Ledger Funding  Funding Bad Debt Bad Debt Reason

MNumber Mo Balance Disapproved Limh Disapproved Limit

0000123456 Debtor 123 Lid 001 0.00 000  10,000.00 0.00  10,000.00 Bad Debt limit approved in full
[EVTEENV] Debtor 456 Lid 001 29471 0.00  10,000.00 0.00  10.000.00 Bad Debt limit approved In full
0000234567 Debstor 789 Ltd 0ot A758 40 3018 40 74000 4,758 40 000 Please reapply when account up to date
00UoBS1011 Debstar 101 Lid 001 4.608.40 0.00 1100000 000  10.000.00 Bad Debt imit approved In full
0000234567 Debtor 234 Lid 0ot 145530 000 1500000 000 1000000 Rad Nebt limit approved in ful
0000891011 Debtor 567 Lid 001 0.00 000  20,000.00 000 700000 Maximum Bad Debt limit

0000234567 Debstor 891 Ltd 0ot 76,753 77 000 29500000 000 226500000 Rad Neht limit approved in ful
000081011 Debtor 011 Ltd 001 0.00 000 12,000.00 000 2000000 Bad Debl linil approved in ful
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Bespoke reporting

8. To create bespoke reports and templates, select
the Report Templates tab and click the Create New
button.

Next select the Report Type. For example: In-payment
Report.

Request Report View Reports

Report Templates
Existing Reports

Report Hame

Croare New

Reporting

9. Select the columns you wish to include (Enabled)
and amend the Order they are displayed in using the
up and down arrows.

Fill in the Report Name box and select As Default
if you plan to use this report regularly.

Then click Save Template.

&

1 O. Return to the Request Report tab. Using the
Report Generator, select the report you have just
created, add the date range and click Generate Report.

To access it, go to the View Reports tab and follow
steps 6-7 on page 3.

View Reports

Reguest Report Report Templates

Request Report

Template Creator
Report Name *
Report Type * | In-Payment Repart
(] As Default

(] Deselect £ Select All

Select fields to include

Enabled Column

L @ Debtor Reference
+ 4 =

¥ = Debtor Name
T4 ] Document Number
+ o+ ] Document Type
T4 ) Document Date
T4 = Due Date

t+ 4+ 5 Document Amount
+ 4 [+ Balance

Client's Reference For Debtor e

Report Type * () Legal Charges Report

() Payment 1erms And Debtor Exceptions
(O In Payment Allocation

() Sales Ledger Statement

[ ] Close Brothers Contacts

(T Client Statement
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(0) Funding and Bad Debit Limil PDF
() nispute Report

() Movement Report

() items Reassigned

(_] items Disapproved

(C) Bad Debt Limit Notification

[0) Advance Notice of Invoices Lo be
Disapproved

(0) creditor Positinn Repart

(0) Copy Invoices Required

(C) Debtor Statement

(_] Client Schedule Notification Form C/N

(7] Client Schedule Notification Form
Invoices

() aged nebrar Analysis Item Derall

Output strategy * w

Reporl Generator

Report Type
In-Payment Report (In-Payment Reporl)
Repuort Dale Range
(&) Last 30 Days
(O Current Month
() Lustom Date Range

From To

2 02/11/20 B2 30/11/20

Return top debtors

Select Debtor Accounts to include in Report

B incuded pebtors

0 items in total

Generdle Repuorl




11. in Report Generator you can further tailor your Report Generator
reports to include specific debtor accounts only.
This could be useful for a large sales ledger where PEPOTAIRE " BEEHI CHp e on
allocation duties are divided within your accounts In-Payment Report (In-Fayment Report) W |
team members.
Report Date Range Select Debtor Accounts to include in Report
Choose your Report Type, Report Date Range and
click the search icon within the field Select Debtor (©) Last 30 Days ( ﬂ
Accounts to include in Report. O Current Month
(O Custom Date Range o e

From To
; . Included Debtors

& 01/11/20 B 30/11/20

1 2. Start typing the name into the resulting Debtor | Debtor Search )(

Search box (or the Debtor Number if you have it). If
you have only typed part of the name add an * and Dehtor Mame .
click on the Search button. | Deb

Debtor Number

Address Line 1

City

PostCode

Search
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Debtor Search b'e

13, » debtor st il appear ick on the name o
highlight it and press the Select button.

—— 001234/001 GBP-0000123450/001 GBP Debtor 123 Ltd

1 item selected

BACK TO SEARCH

1 4 . Report Generator
= The chosen debtor is now shown under
Included Debtors in the Report Generator. BenorLiype L
|_ In-Payment Report (In-Payment Repaort) v | |
Once all reqUIred debtors have been added’ click the Report Date Range Select Debtor Accounts to include in Report
Generate Report button, then go to the View Bepons s g | -
tab and follow steps 6-7 on page 3 to access it. @ st Manit

(O Custom Date Range

From . To ) E Included Debtors

|8 20112720 | |2 29/12/20 |
' ' [[]  Debtor123 Ltd

1item in total

Generate Report
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