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Chapter 1 - Tips and Techniques
Shortcut Keys

Pull Down Boxes

Record Navigation

Find Box

First, let's spend some time in the Window's environment, if you are unfamiliar with it.  One of the most important skills used in this program is the <Tab> and the <Shift>-<Tab> key sequence.  These keys will help you move through the program with much more ease.  If you press the <Tab> key you will move to the next field on the screen and the <Shift>-<Tab> will move you back one field.  This is most important when editing information already entered.  
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Short cut keys allow the user to keep their hands on the keyboard instead of using the mouse to click a button.  On the button to the left you can see the P is underlined.  This means the user can hold down the ALT key and press P to activate the button instead of clicking on it with the mouse.
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On many screens (Advances, Clients, Customers, and Terms) it is sometimes required to move between records.  For example, in the Clients Screen, you can move from one Client to another.  To do this, use the <Page Down> key to move to the next record or the <Page Up> key to move to the previous record.
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You can also use the mouse and click on the left and right arrows in the lower left corner of the screen, as shown above.  The left arrow without a vertical line moves you to the previous record and the right arrow without a vertical line moves you to the next record.  The left arrow with the vertical line moves you to the very first record and the right arrow with a vertical line moves you to the very last record.

You can also move through records by using the Find box.  To access the find box, you select Edit, then Find (or Ctrl-F) and the box above will appear.  It is best to use the "Any Part of Field" search option to give you more flexibility when you search.  This will search for whatever you type in the "Find What:" section and only in the field you are currently in.

This comes in handy when searching a for a client in the client screen where you do not know the exact spelling of their name.  It also works well in the Invoice Finder screen to locate a specific invoice.
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Above is a typical pull down box.  A nice feature about pull down boxes is that if you already know an item listed, you can type the first few letters of that item and the rest will automatically follow.  As an example, lets use the one above.  The person typed "rig" and Win!Factor pulled up "RightWay Telecommunications".  Also, you can press the <Alt> key along with the down arrow to see a list of items to choose from; to select an item you simply move up and down with the arrows and press the <Enter> key on the one you would like to select.

Chapter 2 - Screens
*Client Entry

*Customer Entry

*Broker Entry

*Terms

*Advances

*Receipts

*Pay Rebates

*Co-Factors

*Reports

*View Receipts

*View Rebates

*Verification

Client Entry
The Client Entry screen is where you create and maintain client information.  

Client ID:  This number is automatically assigned to each new client.  It cannot be changed, but you can click in the field and search for a specific Client ID.  See Chapter 1, Tips and Techniques, to learn how to search for a specific client.

Organization Name:  Here you enter the Company name, address, etc.  You can also search on these fields.

Contact  Name:  For your reference only, the contact's name and position can be entered here.

Phone/Fax Number:  Again, for your reference only.  This field automatically adds the parenthesis and dashes between the numbers.  You simply type the numbers.

Terms and Credit Tab:

This is where you tell Win!Factor what types of fees you want to charge this client.  There are 3 types of fees Win!Factor can charge:

1) Terms:  This is a time based fee, usually a percentage for a period of time.  These fees stop accruing when the invoice pays.  The fee can be based on the invoice or advance amount.  These fees are normally collect from the advance reserve during the rebate process.

2) Transaction Charges:  These are taken directly from the advance and can be taken from the invoice or diluted invoice amount.  For example: say a $100 invoice with a 80% advance and a 1% transactional charge is entered.  The client would receive $79, have a $20 reserve and a $1 fee revenue would be posted to the system.

3) Interest Charges:  This is mostly used for a Receivables based line of credit (or asset based lending)  Here the client is charges a percentage rate based on their daily outstanding balance.

Terms:  This is where you assign the default terms for a client.  The system can have as many terms as you like.  When creating a new advance schedule, the term you enter here will be defaulted for that single advance schedule.  You then have the option of overriding that default on that single advance schedule.  Since most clients use the same set of terms for all advances, this default functionality serves as a time saver.

Advance Percent:  This is the default percentage you normally advance to a client.  It works the same way the default terms do.  When you create a new advance schedule and assign a client to it, this advance percentage will be assigned to that schedule by default.  You can then override it for that single advance if you like.

Dilution Percentage:  This is used mostly in medical receivables.  The face amount of the invoice is recorded, but the diluted amount is used for advance calculations.  An example would be a $100 invoice where the insurance company will pay 80% and the patient will pay 20%.  You do not want to factor the patients part, so you dilute the invoice by 80%.  The advance would then be based on a percentage of $80 not $100.

Credit Limit:  Both clients and customers can have credit limits.  When entering new advances, if the invoice amount pushes a client over their credit limit, the system will warn you immediately.  There is also a Credit Compliance report that will show all clients, their total outstanding invoices and their credit limit.  This report will immediately identify any client over their credit limit.  Enter $0.00 for no credit limit.

Agreement Date:  This is the date you started doing business with the client.  It is for your reference only.

Active:  For historical purposes, you should never delete a client.  In fact, the system will not allow you to delete a client if any advances have been made to them.  If you have stopped doing business with a client, just click on the box next to "Active".  An "X" means they are active (by default, all new clients are active).  A blank means they are inactive.

Verify:  The system will allow you to specify which invoices should be verified.  If you want all invoices over $10,000 to be verified, put an "X" next to Verify and enter $10,000 as the minimum amount.  Then as every new invoice is entered, if it belongs to that client and is over $10,000, it will be marked for verification.  To verify all invoices, put an "X" next to Verify and enter $0.00 as the minimum.  To verify no invoices for that client, remove the "X" next to Verify by clicking on it.

Transaction Fee:  This tells Win!Factor to take out a percentage directly from the advance as a fee.  It can be based on the Invoice Amount or Diluted Invoice amount.  It can also have a minimum amount.

Cash Reserve:  This tells Win!Factor how much of a clients cash you want to hold back during the rebate process.  Say the client has $10,000 in rebates due and $50,000 in outstanding receivables, you can tell Win!Factor to hold back 5% of that balance ($2,500) and rebate the balance ($7,500) to the client.  Not that this reserve is a cash one and is not the same as a advance reserve.

Outstanding Balance Percentage:  This allows you to charge the client a percentage of their daily outstanding balance.  This is calculated on the Generate Interest screen.

Customers:  This is a list of all customers that belong to this client.  You can add an existing customer to the list by clicking in the field with the "*" next to it, pulling down the list box  (see Chapter 1, List boxes) and selecting a customer.  You can add a new from the customers screen.  To delete the relationship, click in the gray square next to the customer's name and press the <Delete> key.  This will not delete the customer from Win!Factor, just the fact that this client no longer does business with that customer.  See Chapter 3, Features and Functions, Client-Customer relationships for a better understanding.

Client Notes:  Here you can keep unlimited notes about a client. These can also be seen on the collections screen.

Contacts:  Here you can enter all of the people you deal with at a customers including their position, phone numbers and misc. notes.

New Button:  Click on or press <Alt>N to enter a new client.

Close Button:  Click on or press <Alt>C to close the Client Entry screen and return to the main menu.

Delete Button:  Click on or press <Alt>D to delete a client.  The system will not allow you to delete a Client that has any advances.  Instead, simply make the client inactive by removing the "X" next to Active.

Customer Entry
The Customer Entry screen is where you create and maintain Customer information.  

Customer ID:  This number is automatically assigned to each new customer.  It cannot be changed, but you can click in the field and search for a specific Customer ID.  See Chapter 1, Tips and Techniques, to learn how to search for a specific customer.

Organization Name:  Here you enter the Company name, address, etc.  You can also search in these fields.

Contact  Name:  For your reference only, the contacts name and position can be entered here.

Phone/Fax Number:  Again, for your reference only.  This field automatically adds the parenthesis and dashes between the numbers.  You simply type the numbers.

Credit Limit:  Both clients and customers can have credit limits.  When entering new advances, if the invoice amount pushes a customer over their credit limit, the system will warn you immediately.  There is also a Credit Compliance report that will show all customers, their total outstanding invoices and their credit limit.  This report will identify any customers over their credit limit.  Enter $0.00 for no credit limit.

Verify:  The system will allow you to specify which invoices should be verified.  If you want all invoices over $10,000 to be verified, put an "X" next to Verify and enter $10,000 as the minimum amount.  Then, as every new invoice is entered, if it belongs to that customer and is over $10,000, it will be marked for verification.  To verify all invoices, put an "X" next to verify and enter $0.00 as the minimum.  To verify no invoices for that customer, remove the "X" next to verify by clicking on it.

Active:  For historical purposes, you should never delete a customer.  In fact, the system will not allow you to delete a customer if any advances have been made to them.  If you have stopped doing business with a customer, just click on the box next to "Active".  An "X" means they are active (by default, all new customers are active).  A blank means they are inactive.

Clients:  This is a list of all clients that belong to this customer.  You can add an existing client to the list by clicking in the field with the "*" next to it, pulling down the list box  (see Chapter 1, List boxes) and selecting a client.  You can add a new client to Win!Factor and to this customer by selecting Add Client on the Fly (see the F Button below), or you can delete the relationship between that customer and a client.  To delete the relationship, click in the gray square next to the client name and press the <Delete> key.  This will not delete the client from 

Win!Factor, just the fact that this customer no longer does business with that client.  See Chapter 3, Features and Functions, Client-Customer relationships for a better understanding.

F Button:  Add Client on the Fly.  If you want to add a new client for this customer, and you do not want to close out and go to the Client Entry screen, click on the F button and add one right away.

New Button:  Click on or press <Alt>N  to enter a new customer.

Close Button:  Click on or press <Alt>C to close the Customer Entry screen and return to the main menu.

Delete Button:  Click on or press <Alt>D  to delete a customer.  The system will not allow you to delete a customer that has any advances.  Instead, simply make the customer inactive by removing the "X" next to Active.

Broker Entry
The Broker Entry Screen is where you create and maintain broker information.

Broker ID:  This number is automatically assigned to each new broker.  It cannot be changed, but you can click in the field and search for a specific Broker ID.  See Chapter 1, Tips and Techniques, to learn how to search for a specific Customer.

Broker Name:  Here you enter the Broker name, address, etc.  You can also search in these fields.

Contact  Name:  For your reference only, the contact's name can be entered here.

Phone/Fax Number:  Again, for your reference only.  This field automatically adds the parenthesis and dashes between the numbers.  You simply type the numbers.

F Button:  Add Client on the Fly.  If you want to add a new client for this broker, and you do not want to close out and go to the Client Entry screen, click in the F button and add one right away.

Default Client Percentages:  Enter a client and either a "Fee" or "Advance" percentage and every new advance created for that client will automatically have this broker assigned to it with the default percentages.  You can have as many clients assigned to a broker as you like.  You can also have as many brokers assigned to a client as you like.

Once the default information has been attached to an advance schedule, you can alter the terms for that broker, add others or delete currently attached ones.  From this information, Win!Factor will print out Broker Statements for commissions due for both advances and fees.

New Button:  Click on or press <Alt>N to enter a new broker.

Close Button:  Click on or press <Alt>C to close the Broker Entry screen and return to the main menu.

Terms
The Terms screen is where you enter new terms or revise existing ones.

Terms ID:  This number is automatically assigned to each new term.  It cannot be changed, but you can click in the field and search for a specific Term ID.  See Chapter 1, Tips and Techniques, to learn how to search for a specific term.

Terms Description:  A brief description of the term.  You may want to include client information, if the term is specific to one client, or you may want to describe the brackets and rates (i.e. "Terms for Fat Tire Bicycle, Ltd" or "4% for first 30 days, 6% next 30".  

Prorate:  Win!Factor will prorate the fee percentage between the "from" and "to" days.  This could be a selling point when competing with another Factor.  With a check mark, Win!Factor prorates, without the check it uses the flat percentage.

Minimum Days to Charge.  This is only applicable when prorating a percentage.  Set it to 10, for example, and even if the invoice gets paid after 5 days, Win!Factor will calculate a fee based on 10 days.

Fee Basis:  The fee can be based on the invoice amount, advance amount or diluted invoice amount.

Step Down Method:  This tells Win!Factor how to reduce fees when a partial payment is received but the invoices stays outstanding.

1) None tell the system to continue collecting fees on the full invoice or advance amount.

2) Method 1: Steps down the balance of the invoice by the amount received.  The fees from that point on are then calculated on this reduced amount.

3) Method 2: Steps down the balance based on a ratio of the amount received divided by the total invoice amount. The fees from that point on are then calculated on this reduced amount.

Recourse Days.  If in your agreement with your client you will automatically sell an invoice back once it gets over a certain age, this feature will come in very handy.  Enter a recourse days amount greater than zero and when that invoice gets beyond that day, Win!Factor will remind you to sell the invoice back to the Client.  (This occurs during the Pay Rebates process.)

From, To and Rate:   This is where you specify your fee schedule.  Make certain not to leave out any days or overlap days.  Carry the "to" days out as far as you charge.  You may want the last line to have a "to" day of 999.

Print Button:  This will print a schedule of fees out to 120 days.

New Button:  Click on or press <Alt>N to enter a new set of terms.

Close Button:  Click on or press <Alt>C close the Terms Entry screen and return to the main menu.

Advance Screen
The Advance screen is where you enter the purchase of new invoices, as well as look up and edit existing Advance Schedules.

Advance:  This number is automatically assigned to each new Advance.  It cannot be changed, but you can click in the field and search for a specific Advance.  See Chapter 1, Tips and Techniques, to learn how to search for a specific Advance.

Client:  This the Client you are buying invoices from.

Terms:  This field will default from the client profile.  You can then change it to any terms setup in Win!Factor.  Changing the Terms only affects this single Advance.

Advance %:  This also defaults from the client profile screen.  You can override it as well.  Changing the Advance percentage only affects this single Advance.

Advance Date:  This is the date you issue the money to your client.  This is when the clock starts ticking for fees and other aging calculations.

Check Number:
Here you enter the check number of  payment received simply for your accounting purposes.

F Button:  Add Customer on the Fly.  If you want to add a new customer for this client, and you do not want to Close and go to the Customer Entry screen, click the F button and add one right away.

Customer:  Pick the customer your client issued the invoice to.  Notice customers listed are only whose that have a relationship with the customer, not all the customers in the system.

Store:  This is for your reference only, some big customers have multiple sites and a store number is useful when the invoice gets paid.

Invoice:  This is your client's invoice number.

Date:  This is the date the invoice was issued.

Due date:  This is the date the invoice is due or expected.

Amount:  This is the invoice amount.

Advances:  This is the amount advanced on this invoice.

V:  This is the verify flag.  It is set automatically according the client and customer profiles.  It indicates the invoice will need to be verified.  You can manually override this setting if 

you like.

P:  This is the paid flag.  It indicates if the invoice is paid. It cannot be changed on this screen.  It is only for history when you view old advances.

CoFactor:  If you have cofactored this advance with somebody, you can record their percentage in the fee or advance.  With this information, Win!Factor will generate CoFactor commission statements for both Fees and Advances.

Brokers:  Every new advance created will check to see if any brokers are assigned to the client.  If so, those brokers will  be assigned to the new advance.  You can have as many brokers assigned to a client as you like.  

Once the default information has been attached to an advance schedule, you can alter the terms for that broker, add others or delete currently attached ones.  From this information, Win!Factor will print out Broker Statements for commissions due for both advances and fees.

Print:  This will print a simple Advance Schedule.

New :  This allows you to enter a new advance.

Verify:  This will spawn Microsoft Word (if you have it, and automatically generate letters of verification).  The letter is a mail merge document in Word, so you can edit it to your liking.

Close:  This will close the Advance Entry screen and return to the main menu.

Delete:  This will delete the advance only if none of  the invoices have had cash receipts posted to them.

Receipts Screen

Here you post payments from customers to invoices purchased.  The Receipts screen has two parts. First you enter the information about the check you are posting.  Enter the customer, the client whose invoices they are paying, the date you received the check, the check number and the amount.  Click on Get Invoices to see a listing of all unpaid invoices for that Client/Customer relationship.

There are only two fields you can enter here, the Apply field and the Mark Paid field.  At the bottom you can see the amount of the check you are posting.  Here you must apply that amount to the invoices listed.  Normally you receive full payment on all invoices.

The Invoices represent all unpaid invoices in Win!Factor for that client/customer combination.  You can post either partial or full payment to an invoice.  If the amount you apply matches the outstanding amount, Win!Factor will automatically mark the invoice as paid by putting an "X" under "Mark Paid".  If you apply an amount less than the outstanding amount and know that is all you will get paid on that invoice, you can manually mark it as paid by clicking on "Mark Paid".  This is necessary if the customer made an adjustment to the invoice for early pay, damaged goods, etc.  

If you apply a partial payment to an invoice but do not mark it as paid, it will show up again next time you post payments for that client/customer combination.  Only this time, it will have a balance in the previous payments field and the outstanding amount will be the difference of the invoice amount and the partial payments.

If you receive payment for an invoice you did not factor, click on Add, enter the invoice information and Win!Factor will add the invoice into the system with $0 advanced.  You can receive money towards this unfactored invoice and Win!Factor will rebate the full amount during the pay rebates process.

Click on the Process button to post the payments or Cancel to quit.

Tips and Shortcuts:

Double Click on an applied box and Win!Factor will fill in the outstanding balance for that invoice as well as marking the invoice as paid.

If you have made several selections and need to save your work without processing the receipt, click on the Save button.  Next time you return, click on Load and your previous selections will be recalled.

Use the Auto button to select all invoices show, unselect all invoices shown or select invoices by a specific date.

Pay Rebates Screen

This screen is used to pay rebates to clients who have invoices due for rebate.  It also allows you to post charges against a rebate as well as sell bad invoices back to the client.  You start by clicking on Pay Rebates.  An invoice will show up on this screen for two reasons: if any receipts have been posted to it or if it has gone beyond its recourse date.  (Recourse days are setup on the terms screen.)  In addition, if you know an invoice in the system needs to be sold back to the client but has not meet either of these two requirements, you can add them to the rebate by clicking on Insert Invoice.

Each invoice has a check mark next to it.  Use this check box to select which invoices you want to include on the rebate.  This flexibility allows you to rebate on one clients invoices at a particular time, or to pick and choose which invoices to rebate.  (Some factors will not rebate on an invoice unless all invoices on that schedule.  This selection process enables that as well).

Win!Factor automatically calculates the fee due, but allows you to override this amount if you want.  The date used for fee calculations is based on the last date a receipt was posted to that invoice.   You can adjust the date to allow for out of state checks, etc.  Win!Factor will recalculate the fee if you adjust the date.

If you have added any additional charges into the system (Fed Ex, Credit Checks, etc.).  They will show up and can be selected to be deduced from the rebate as well.

Auto Select allows you to quickly pick all invoices for a single client or for a specific cut off date.  IF you only rebate when a schedule is completely paid, use the "Complete Advance Schedules button.

The Worksheet shows all invoices grouped by client with detailed info on each invoice.  This is for internal use to assist in determining which invoices to rebate.  Statements are based on the invoices you selected.  It breaks each page for each client and is intended for viewing by the client.

When you have selected all invoices for rebate, click on "Pay Selected Rebates" to process the rebate.

Co-Factors Screen

If you use Co-Factors, enter their info here.  How much a cofactor is participating in a sigle deal is setup on the Advances screen.

Reports Screen

With over 150 reports, Win!Factor can give you a detailed financial picture of how your business is doing.  The reports a broken down into 4 categories:

Aging:  There are several varieties of Aging reports available.  All can have the aging date based on either the advance date, invoice date or invoice due date.  Most do not reflect partial payments unless they say so in the title.  Many can be run for a single client so you can send the report straight to the client.  Using a windows based faxing program like WinFax of Microsoft Fax you can fax the reports straight from Win!Factor to your client.

Financials:  Here you can keep a pulse on your business' profitability.  Concentration reports show you where you money is by Client or Customer.  Gross purchases show you how much you have advanced, rebates show detail rebate history and receipts show how much money has been received.

Return on Investment compares how profitable each client is while fees accrued give you an accrual perspective on fees earned.

History:  There reports are based on the advance date and show all activity for a period of time and the current status of each invoice that orginated during the period of time.

Other Reports:  Here you will find Broker and CoFactor statements, TO Do list, client listings, etc.

View Receipts Screen

This screen allows you to pull up past receipts posted into the system and reverse them if necessary. (Say a bounced check, incorrect posting, etc.)  Bear in mind that before an invoices receipts can be reversed, the rebate must be undone if one has already been issued.  Win!Factor will inform you if this is the case.

View Rebates Screen

This screen allows you to pull up past rebates processed in the system and reverse them if necessary. 

Verification Screen

Verification logic allows you to set a profile for each client and customer.  If a single invoice meets this profile, it will be marked for verification.  This occurs during the advance process.  Once an invoice is marked for verification, it shows up here.  Clicking on the customers name on the left shows all invoice under that customer that are in need of verification.  The phone number is show as well.  After you verify the invoice, you can enter notes about the invoice and mark it as verified.  Once marked, it will not show up on this screen again.  So the screen becomes a to do list for verification.

QuickBooks Interface

Win!Factor 3.0 can export all accounting related transaction into QuickBooks V6.0.  Win!Factor creates 5 different .iif files (quickbooks import files) based on what type of transaction you are exporting.  The 5 transactions are:

	Transaction
	Name of .iif file

	Advance
	Advance.iif

	Additional Advance
	Addadv.iif

	Deposit
	Deposit.iif

	Settlement
	Settle.iif

	Rebate
	Rebate.iif


To setup Win!Factor to export these transaction you must tell it the names of 6 accounts in QuickBooks.  Go to Tables, Company Info and click on the QuickBooks tab.  There should be 6 account description listed:

Checking Account:  This is the account you issue advances from.

Receivable Account:  This is the asset account the invoice receivables go into.  You should set this account type as other current asset in QuickBooks, not Accounts Receivable.  Otherwise it will not allow you to import transactions into that account.

Reserve Account:  This is also an asset account that the reserve held back from the advance is placed.

Trans Revenue Account:  This is one of two separate revenue accounts that Win!Factor will drop fees into.  All fees from transactional charges will go to this account.  This should be a Revenue Account.

Rebate Account: This is the cash account that rebates go into when you settle an invoice and come out of when you issue a rebate.  It’s type should be other current asset.

Fee Revenue Account:  Where all other fees go to in Win!Factor.  Can be the same revenue account as Trans Revenue Account.

The first step is to setup these 6 (or five) accounts in QuickBooks.  Then enter them into the Accounts screen. (Tables, Accounts from the main menu.)  Use any account numbers you like, and be sure the QuickBooks Account Name is spelled exactly like the account name in QuickBooks.  Finally on the Company Info:QuickBooks screen, using the pulldown box, tell Win!Factor which account matches the 6 described above.

Now you are ready to start exporting transactions.  From Posting Screen, select the type of transaction you want to export.  Next, you will be presented with a list of all transactions that have not been exported before.  Select the ones you want to export by putting a check mark next to each one (or use autoselect).  Then click on create iif file.  Win!Factor will create the iif file and put it in the directory you have specified under company info as your quick books export directory.  Then start QuickBooks, select file, import and select the file just created (ie advance.iif) then click on OK.  QuickBooks will import the contents of the file.  After you have verified that everything went into QuickBooks, switch back to Win!Factor and click on ‘Mark as Exported’.  That will mark all items selected as exported.  

The first few times you import transactions, you should make a backup copy of your QuickBooks file in case something is not setup correctly.  An example is if you misspelled an account name in Win!Factor, when it gets imported, QuickBooks will not recognize the account so it adds it and post the transactions to this new account.  The problem is that after items have been posted to an account, you can not change its type.

If you select to use account numbers in QuickBooks, do not include those numbers in the Account Name in Win!Factor.

Technical Support:

Each year you lease Win!Factor entitles you to 5 free technical support incidents per year.  After that a charge of $1.95 per minute applies for phone support.  Support via e-mail is always free. (support@kingham.com)
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