Factoring Portal user guide CITADELE
Effective date: 01.11.2022 FACTORING

This user guide is intended to assist you during first experience within Factoring portal. It describes main functionality - how to
log in, set new users, find main information and upload/enter information about invoices for financing.
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1. How to log in in Factoring Portal?

Link to Factoring Portal: www.citadele.lt/factoringportal
Username format your NameSurname
Password to Factoring Portal administrator (first user, indicated in the factoring Agreement Special Conditions) is provided by

us. Other users are created by Factoring Portal administrator (refer to: How to create and maintain Factoring Portal users?)
e Enter Username and Password
e Press “Login”
- . ITADELE
e  Enter Authentication code (You will ClTADEl_E E EACTORlNG
receive it in your mailbox from FACTORING

faktorings@citadele.lv)

Authentication code will be required o
each time you log in. Login Usamame
e During first login, you will be required L VardsUzvardy
to Change Password. After entering Username Password
Current and New Password, return to ) B e *
Login page and repeat Login steps. N Authentication code
e If you do not remember password, =

« " 6 @
use “Forgot Password”?

Code is sent to your email
Login

Forgot Password?

Forgot Password?

2. Factoring Agreements

In main page concluded agreements will be displayed by types (Recourse, Factoring with insurance etc.) Monthly fees and
interest amount (if not deducted from first monthly disbursement) will be reflected on agreement Transferred Client Fees
account).

Selected Client & VardsUzvards
No Agreement Selected +  Logout
® F ®
Agreement Agreement Reference @ Availability @ _Lunding Disapproved Agreement Start Date
= p—
Agreements Klients SIA 0000050/001 EUR 2991,89 EUR 3501,00 EUR 11.08.2020
Baltic Factoring with Insurance ILF
Liﬁ Klients SIA 0000050/002 EUR -100,00 EUR 0,00 EUR 17.12.2020
edger Baltic_Transffered Client Fees account V3
13

— Klients SIA 0000050/003 EUR -441,73 EUR 0,00 EUR 27.06.2022
Data Exchange Baltic Factoring with Insurance ILF

= Klients SIA 0000050/004 EUR -427,18 EUR 0,00 EUR 25.07.2022
Reporting Factoring Recourse ILF
Q Klients SIA 0000050/005 EUR -12 302,50 EUR 0,00 EUR 29.07.2022

Factoring Recourse ILF

Administration

1. “Availability” reflects amount to be paid by you (negative amount (Fees, credit note, reassignment)) or to be disbursed if
positive amount (reserve release, advance payment)
2. “Funding Disapproved” shows total disapproved invoice amount (100%) (refer to: Ledger to find disapproval reason)
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To see more data, choose required Agreement.

Under “Agreement Summary” you can find:

1.1. “Facility limit” - the maximum amount of the Factoring Advance granted by the Factor to the Client.
1.2. “Expiry Date” - the last day on which the Factor accepts the documents for the approval of the Invoice and
disbursement of the Factoring Advance.

& vardsUzvards

Selected Client
< | Kiients SIA - 0000050/005 EUR v | Logout
Agreement Type: Factoring Resaurse ILF ® F 0=
Agreement Summ, Movements  Ageing  Stalistcs  Snapshot
-
sgreemensf] | Limits Main Balances Breakdown
Facilty fimit Avaiable Funds 1230250 EUR || avaiabirty Breakdown  Disapproved Breakdown
L] Tt 100.000,00 ur Y | Saies Ledoer 3800000 EUR B 5orrouing Base Dedustions = Avatpity
Debtars Date Set 20.07.2022 [l | Retention Account 500000 EUR  f§ D.00EUR - 1230250EUR = -1230250 EUR
Expiry Date 31.122022 48 [ Funding Disaparoved 0,00 EUR
S Funds in Use 4530250 EUR || Borrowing Base 0.00 EUR
Ledger
o Lmit o00eur | Accuedtess o00eur | Pending Finance Account 0,00 EUR
Date Set 20.07.2022 |§  Accrued inferest 000€uR | Eunding Disaporoved 0.00EUR
5 Funding Approved Balance 38.000,00 EUR
— Sefiement Account 12302,50 EUR
Data Exchange | Out-Payments Today Advance Deduction Rate @90%
None Close of Day Available Funds 302,50 EUR

Reporting

&

Administration

2.1.
2.2.
23.
2.4.
2.5.

“Funds in use” - utilised limit.
“Settlement Account” — amount to be

3. Debtors

Deductions

Movements This Month Pending Out-Payments

Out-Payments 4312662 EUR  Seftiement Account ILF

Last Out-Payment 43126,62 EUR
12.08.2022

0,00 EUR

Additional Information
Last Out-Payment Date
Retention Account

Pending Out-Payments
Disputed Financed Account

Assignments 4280000 EUR  goontion on Approved Funding
Last Assignment -6000,00 EUR
Last Assignment Date 16.08.2022
Pending Assignments 0,00 EUR
In-Payments 35600,00 EUR
LastIn-Payment 2000,00 EUR
LastIn-Payment Date 05.08.2022

“Sales Ledger” - total accepted invoice amount.
“Retention Account” — accumulated reserve based on financed and not repaid invoices
“Funding disapproved” — total disapproved invoice amount (refer to: Ledger to find disapproval reason)

paid by you.

1230250 EUR

0.00 EUR
1230250 EUR

-5000,00 EUR
0,00 EUR
5000,00 EUR

To find information about specific Buyer “Select Debtor”. Limit, approved and Not approved amounts are displayed, if Buyer limit

has expiry date it's set here. Each Buyer limit is

displayed in “Debtor Summary”.

1.1. “Funding limit” - the maximum amount of the Monetary Claims (total amounts of the Invoices) set by the Factor for the
particular Buyer in exchange for which the Factor intends to grant financing. Indicated for each specific Buyer.

Selected Client

Selected Debtor

& vardsUzvards

< | Kiients SIA- 0000050001 EUR v | < | Svece SIA - 0000050/001 EUR-0000000055/001 EUR v | Legout
Agresment Type: Baltic Factoring with Insurance ILF 2 3 @@=
Deblor Summary  DeblorMovements  DeblorLedger  DeblorAgeing  Deblor Tumover  Credit Request  Debtor Details & Notes  Debtor Maintenance
R\e4
agreemenss | Limits Ageing Graph Debtor Details
20k
Automatic funding limit based on credit limit Deptor Name Suece SIA
i O e e foeseren
Devtors . Adress Line 2
Limit 5000000 EUR 15K
Address Line 3
= city Riga
Not Approved 3s0100ewR |
Ledger Ok Post Code Lv1000
Date Set 11.08.2020
Gountry Lavia
1 Fixed Margin o Dial Code 71
et Exchang o ' Telaphons Number
Lo Debtor's Reference for Client
% W Approved 0,00 EUR 0 Client's Reference for Debtor
Not Vet Due  0-30Days 30-60Days 60-90Days  30-12
Reportng | Date Set 11.08.2020 Days
e Siate Doc. Daie Curency
o EEl -~ rfom = wosa2 | To = 16082022 Tris Morin || Last 390ays | [ Euro v
0000029 Invoice 7423851 16.08.2022 31.08.2022 1001,00 EUR 1001,00 EUR 1001,00 EUR Verification required/High value 31.08.2022
0000028 Invoice 12365479 16.08.2022 31.08.2022 888,00 EUR 888,00 EUR 888,00 EUR 31.08.2022
0000027 Invoice 3629784 16.08.2022 31.08.2022 999,00 EUR 999,00 EUR 999,00 EUR 31.08.2022
0000026 Invoice 10002364 16.08.2022 31082022 100,00 EUR 000,00 EUR 000,00 EUR Verification required/High value 31.08.2022
0000025 Invoice 753621450 16.08.2022 31.08.2022 1500,00 EUR 500,00 EUR 1500,00 EUR Verfication required/High value 31.082022

4. Ledger

To find information about specific Item (Invoice, Credit note, In-payment) go to “Ledger Item Search” and in Item Status apply
status Open, Close or Both, specific invoice Number can be specified or date range (Doc.date, due date, close date) or value

range.
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Selected Client

< Kiients SIA - 0000050/001 EUR
Agres it Factoring with Insurance LF
earch Ledger Analysis

Sehedule Entry

Selected Debtor

v < | Svece SIA- 0000050/001 EUR-0000000055/001 EUR

& VardsUzvards
+  Logout
[ S

=]
Agresments |  Search
e status Dsta Range Valve Range
th Bx - Doc.Dale v | From & To = From To
Deblors
=)
L%: ) oobior Name Document Number Document Type Amourt Bolance  Colection Stafus Do Date Due Date TR = | . |
O swecesia 1 Invoice 500000 EUR 250000EUR  Automatic collections/Automatic reminders 20052022 30052022
£ O swecesia 2222 Invoice 500000 EUR 250000EUR  Automatic collections/Automatic reminders 20052022 30.05.2022
prreenIe | ) svecesia 3333 Invoice 5 000,00 EUR 250000 EUR  Automatic collections/Automatic reminders 24052022 30052022
O svetesia prens Invoice 500000 EUR 250000EUR  Automatic eollections/Automatic reminders 24052022 30.05.2022
m%m O swcesin 5555 Invoice 500000 EUR 500000EUR  Automatic collections/Automatic reminders 20052022 30.05.2022
O swecesia 753621459 Invoice 150000 EUR 150000 EUR  Verfication required/High value 16.08 2022 31.08.2022
o3 O swecesia 10002364 Invoice 100000 EUR 100000 EUR  Verfication required/High value 16.08.2022 31082022
naminisraton | () Svece SIA 3620724 Invoice 990,00 EUR 999,00 EUR 16.08.2022 31.08.2022
O Svecesia 12365475 Invoice 283,00 EUR 238,00 EUR 16.08.2022 31.08.2022
O swecesia 7423651 Invoice 100100 EUR 100100 EUR  Verffication required/High valug 16.08 2022 31.08.2022

At “Ledger Analysis” information about disapproved and not financed invoices can be found by applying filter “All funding
disapproved invoices”. Disapproval reason is indicated at Funding Status, most often invoices are not financed due to exceeded
Buyer limit “Status: Funding Limit exceeded”, Buyer exceeds max allowed overdue days “Status: Debtor account blanket
disapproval” or Invoice is requiring additional confirmation from Buyer side “Funding Status: Verification High value” +
“Collection Status: Verification required/ high value”. If Invoice is in overdue and has “Collection Status: Automatic
collections/Automatic reminders” it means, we have sent reminder letter or made a call to Buyer. Each agreement type has
specific reminder cycle.

©)

Klients SIA - 0000050/001 EUR

Selected Client Selected Deblor & VardsUzvards
Logout

> 3 0=

v v

Ledger item Search  Ledger A Schedule Entry
el
Agreements | Analysis Category
Ledger Analysis Tools
i Allfunding diszpproved invoices v

Debtars

® ©

Ledger O oeoraccaunt DebtorReferonce | DeblorName | DocumentNumber | DocumentType | Doc.Dae | DusDate Amount Gatsncs  isggea Amount | Funaing Status rectt status Coliscion Status
() 0000000055/001 EUR Svece SIA 753621450 Invoice 16082022 31082022 150000 EUR 500,00 EUR 1500,00 EUR [ Veriication High Vaive  verifcation igh Vaiue | Verfication requirediHigh value
1 () 0000000055001 EUR Svece SIA 10002364 Invoice 16082022 31.08.2022 100000 EUR 100,00 EUR 1000,00 EUR [f Veriication High vaive  [fverification High Value [ Verfication requirediHigh value
DataBxchange | (7] p0p000085/001 EUR Svece SIA 7423851 Invoice 16082022 31082022 1 001,00 EUR 4.001,00 EUR 1001,00 EUR [ Verification High Value ferification High Value ] Verification requirediHigh value

5. How to enter or submit information about invoices for financing?

Information about invoices can be presented manually or electronically by csv file upload.

To enter information manually go to “Schedule Entry”

¢ Indicate Batch Type - Invoice, Credit Notes or Invoice &Credit Note Batch

e Currency — your Agreement currency

e Batch Reference - unique number/text, for example today’s date (If information can not be submitted through Factoring
Portal, List of Invoices must be prepared, signed by representative of the company and set to Factor’'s mailbox)

e Press “Create Schedule Header”

Selected Client 4
€  Klients SIA - 0000050/001 EUR v £

Agreement Type: Baltic Factoring with Insurance ILF

C

Ledger Item Search Ledger Analysis Schedule Entry

S0

Agreements

Batch Reference

29/07/22

Batch Type Currency

Invoice w | Euro v

Create Schedule Header

Pick from Debtor Name list Buyer to whom Invoice is issued
Enter Document Number

Enter Due date (can choose from Calendar)

Enter Document date (can choose from Calendar)

Document amount (to reflect decimals, use “,” from keyboard

e With items can be removed or added

e To finalize press “Submit Schedule”
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Selected Client Selected Debtor & VardsUzvards
< Kiients SIA-0000050/001 EUR v v | Logout
Agreement Type: Balt Factoring wih Insurance ILF. ® 3 O=
Ledger Item Search Ledger Analysis Schedule Entry

<>
Baten Type Currenzy Baten Reference
Agreements
p—
i} Type Debtor Name Doc. No. Order No. Due Date Doc. Date Doc. Amount Actions
Debters Invoice Svece SIA INV0012345 31.082022 16.08.2022 1500,15 EUR X
& Invoice v | svecesia v mvoosears 2 31.08.2022 B2 10.08.2022 100024 EUR +
Ledger —
Data Exchange
Reparting
items in total 2 250038 EUR

Confirm Batch Submit

Schedule Reference 301072022

Batch Type Invoice

Total Amount 250039 EUR

[tems

e After your confirmation, schedule will be submitted for our review
To upload information electronically go to “Data Exchange”

e  We will provide file example in excel
e Fill information accordingly to column description
e  File must be converted to csv format (File -> Save As -> format CSV (Comma delimited) (*.csv) before upload
e Drag file or browse and press “Submit”
File Upload
@
Agreements Schedules
Format Name YYYY-MM-DD Schedule Upload
200
== Format Description YYYY-MM-DD Schedule Upload
Debtors
DE Click here to select files
Ledger
OR
l' Drag & Drop the files here
Data Exchange
[ sunit
Reporting
Administration
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6. Reports

In the section “View Reports” you can find following reports, these reports will be generated with frequency shown below. In the
same section you will find also all the history - reports about the previous periods.

Reports No 1-7 can be requested ad-hoc as needed in “Request Report”. After report is requested it's available at “View Report”.

No Report Frequency Output strategy

1 Client Summary Report Monthly Internet Service*

2 Debtor payment reconciliation Monthly Internet Service

3 Debtor statement Monthly Internet Service

4 Items Disapproved Daily Internet Service

5 Items Reassigned Monthly Internet Service

6 Ledger Items Report Daily Internet Service

7 Ledger Items Spreadsheet Report Daily Excel

8 Monthly Invoice At EOM PDF and email

9 Invoice for additional services Ad-hoc PDF and email

10 Schedule acknowledgement At EOM Internet Service

12 Client advance interest invoice At EOM Internet Service

13 Payment detail report After each payment execution Excel and email
*Internet Service — report is available in Factoring Portal and can be downloaded to your personal desktop.

Request Report View Reports
@
Agreements Request Report
Agreement Reports * C] Client Summary Report

500
a=n

Debtors

]

Ledger

) o

Data Exchange

Reporting

&

Administration

Debtor payment reconciliations
() Debtor statement

(O Items Disapproved

() tems Reassigned

[_) Ledger Items Report

(T Ledger ltems Spreadsheet Report
(O Schedule acknowledgement

Output Strategy * Internet Service v
Date Range * From * To*
B 2022.10.02 2 2022.10.02

Request Report

Monthly invoices, additional service invoices and payment detail report will be sent to your indicated email address, but at the
same time these reports are available in Factoring Portal as well, to find needed report apply “From” - “To” dates and press

“ ”
Refresh”.
Request Report View Reports
5|
Agreements Output Strategy Reports Requested
v | From E 2022.10.01 To E 2022.10.08
500
ah
Debtors o R
i oe
o O Report Name Report Number Request Timestamp Request Status Output Strategy
B
Ledger D Ledger ltems Report 2555 2022.10.08 12:15 Report generated successfully Internet Service
D Ledger ltems Spreadsheet Report 2556 2022.10.08 12:15 Report generated successfully Internet Service
i d Items Disapproved 2576 2022.10.08 12:15 Report generated successfully Internet Service

Factoring Portal Administrator can be created only by us. Other Factoring Portal users are created by Factoring Portal

Administ

rator of your company.

e To create new user go to “Administration” and press “Create New User”
¢ Sign On Name format — person NameSurname (do not use specific language letters in Sign on Name)
e Password must consist:

A.
B.
C.
D.
E.

minimum of 12 characters

at least 1 UPPERCASE letter

at least 1 lowercase letter

at least 1 number

at least 1 special character (\"*%'()+,-./;<=>?[1*_{}~") (# and & cannot be used)

e Authority level pick from list “Citadele Standard”
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Indicate Country, Language and email (mail where Authentication code is sent), other information is not mandatory
Access can be granted to whole Client Agreements or for specific ones

Whole range or specific functions can be assigned to user

And press “Save User Account”

C

e

User Account

Security Maintenance

Agreements
Active or Inactive Users Active Inactive m Inactive Reason v
Ledger q
9 Sign On Name User Name
VardsUzvards Vards Uzvards

Data Exchange

=

Reporting

%

Administration

1 user selected @

Create New User Edit User

& VardsUzvards

Logout

@ 3 0=
User Accoun

e

Profile Details Profile Status Contact Information
Agreements
—
Basic Dotails Last Sign On Never Country * Latvia o
Incorrect Attempts 0 Language”
= Sign On Name * Vards2Uzvards2 guag Latvian v
Ledger User Created By Email (Work)* Vards2.Uzvards2@epasts |
. /s 2. Uzvards2@epasts Iy
User Name Vards2 Uzvards2 Effective Date Never o
X v
1 Initals w End Date Never
= Address Line 1
Data Exchange | ] Authority Level Citadele Standard v
Address Line 2
Delegated Administra Inactive Reason -
B Address Line 3
Comment
Reporiing assword city
Password* Siate
e G? . Re-enter Password * Fost Code
Password Last Changed New user must change password at next login o
— Dial Code/Number (Work)
@
Portfolio Restrictions Permissions

earch

mmmmm 5 E°<

e
8
Kiients SIA 0000050/001 EUR Baltic Factoring with Insurance ILF @ Sl

@

O

O wentssia 0000050/002 EUR Baltic_Transfiered Client Fees account V3
O wentssia 0000050/003 EUR Baltic Factoring with Insurance ILF

) wentssia 0000050/004 EUR Factoring Recourse ILF

) wenssia 0000050/005 EUR Factoring Recourse ILF

Factoring Portal Administrator holds all information about company’s Factoring Portal users, can change user details and
deactivate them by unticking “Account is active” and indicating “Inactive reason” and saving the data.
If user is deactivated, Login failed error appears.




Factoring Portal user guide C CITADELE
Effective date: 01.11.2022 FACTORING

c CITADELE
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1 vards2Uzvards2

Password

B rereneeens -

I Login failed: Invalid username or password. I

Forgot Password?

Factoring Portal users has access only to personal data and can only change Password by clicking “Edit user” -> “Change
Password”.



