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1 LƴǘǊƻŘǳŎǘƛƻƴ 

 

Providing the Faktori Internet program package for clients helps to reduce the cases when direct 

requests required to reach factoring helpdesk via phone or e-mail by the client side.  

 

Clients may create their reports and statements either in Romanian or in English language any time. 

 

Current version of this manual details all the functions, however, optional functions may have 

different behaviour, depending on client type. 
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2 CŀƪǘƻǊƛ ƛƴǘŜǊƴŜǘ ǳǎŜǊ ǎǳǊŦŀŎŜ 

2.1 Compatible browsers 
 

Recommended browser versions to be used on client machines 

¶ Internet Explorer from version 9 

¶ Chrome from version 26 

¶ Firefox from version 23 

¶ Safari from version 9 

 

2.2 Customize browser settings 

 

Open Tools/Compatibility view settings window. Turn off the option αDisplay intranet site in 

Compatibility viewέ. (Internet Explorer version 8 and 9 use it turned on as a default setting.) 

 

  

 

Additionally, deactivate Compatibility view feature. Click either the menu item  
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or on the icon next to the URL field. 
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2.3 Login and logoff procedure 
 

2.3.1 First login to the Faktori Internet system and further login steps  

 

 

To login it is required to add the user name and password. These fields are case sensitive. 

The username is created by the Faktori Helpdesk. During the user creation its initial password is 

being included into an automatic mail message to the client. 

 

Any further passwords (either requested from Faktori Helpdesk or asked via web by using login 

screen function, getting new password) are generated by the system and sent by e-mail to the client, 

too. 

 

Text of the e-mail including the first password: 
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At the first login with the initial password a new password is requested, and the password change is 

effective immediately. 

 

 

After clicking on Login button, the system verifies entered credentials. Following the successful login 

next screen appears.  

 

 

 

 

Available functions might be selected from the drop-down list, by clicking αIƻƳŜέ ŎŀǇǘƛƻƴΦ CǳƴŎǘƛƻƴ 

list might have different items, according to connected partner type in Faktori (Seller or Debtor). 
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2.3.2 Failed login, user lock 

 

After a failed login, next message appears on login window:  

 

Not a valid username or password. 

 

When the internet user details are being updated by Faktori officer, or these details are being 

verified, the user is locked, login is prohibited and next message appears on the login screen: 

 

2.3.3 Logout step 

 

Use the Logout function, located in the upper-right corner of the screen, then the system performs 

logout step automatically. 

2.4 Password handling 
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2.4.1 New password requested by the user 

 

In case of forgetting the user password, a new one may be requested. Use the αbŜǿ ǇŀǎǎǿƻǊŘ 

ǊŜǉǳŜǎǘέ ŦǳƴŎǘƛƻƴ ƻŦ ǘƘŜ ƭƻƎƛƴ ǎŎǊŜŜƴΦ ¢ƘŜ ŎƻǊǊŜŎǘ ǳǎŜǊ ƴŀƳŜ ƛǎ ŀ ƳŀƴŘŀǘƻǊȅ ŦƛŜƭŘΣ ƛŦ ǘƘŀǘ Ƙŀǎ ōŜŜƴ 

input properly, the new password is being sent via an automatic mail immediately. 

 

  

 

 

  

 

 

A new message appears in the login window: 

 

 

After receiving next e-mail with password details, login step may be initiated promptly. 
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If the internet user details are being updated by Faktori officer, or these details are being verified, 

the user is locked, and a new password may not be requested. Next message appears on the άbŜǿ 

ǇŀǎǎǿƻǊŘ ǊŜǉǳŜǎǘέ screen: 

 

 

2.4.2 Password change for the user that has logged in 

 

After having logged in into the website, the user may change its internet user password, using 

ά/ƘŀƴƎŜ tŀǎǎǿƻǊŘέ ŦǳƴŎǘƛƻƴΦ ¢ƘŜ ƴŜǿ ǇŀǎǎǿƻǊŘ ƛǎ ŜŦŦŜŎǘƛǾŜ ƛƳƳediately. 

It is mandatory to change the password after the first login or after getting a new temporary 

password requested by either the Faktori officer or the user. 
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The new password has to comply with next rules: 

¶ The password minimum length is 8 characters 

¶ Number of passwords, that needs to be set before using same password again, is 3  

¶ Complexity rules  

o Should contain at least 1 lowercase characters 

o Should contain at least 1 uppercase characters 

o Should contain at least 2 numerical characters 

o Should contain at least 2 special characters  

¶ The password cannot contain the user name or its detail 

¶ Minimum number of characters, that the previous password and the current password 

should differ on, set to 1 

¶ Password expiry is 500 days 

 

(Applied rules are shown on the password change screen, too.) 

 

The old password is a mandatory field during the password change process. 

If the internet user details are being updated by Faktori officer, or these details are being verified, or 

the user password is locked, password change may not be initiated. The program warns of that after 

the password fields have been filled out. 
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2.5 Upload invoices 
 
 

 
 

This function helps to upload collection of invoices from files. Locate the source file by clicking on 

ά/ƘƻƻǎŜ ŦƛƭŜέ ōǳǘǘƻƴΦ !ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ŦƛƭŜΣ ǳǎŜ ǘƘŜ ά¦ǇƭƻŀŘέ ōǳǘǘƻƴ found in the upper-right 

corner. The system verifies the invoice items and uploads them automatically. 

 

 

During the upload, the file containing the invoice items has to comply with next rules: 

¶ the invoice source file has to contain invoice details as it is described by the input file 

template stored in Faktori system 

¶ invoice items need to be grouped by debtors 

¶ the source file may contain invoices having same currency setting 

¶ the source file cannot contain an empty row between the first and last invoice item 

¶ for a particular seller only those invoice items may be uploaded that belong to a debtor 

having a valid factoring agreement with the seller in the given invoice currency 

¶ the source file cannot contain overdue invoice items 

¶ the source file cannot contain duplicated invoice items 

¶ the source file cannot contain fields filled only with spaces  

¶ The invoice amount needs to specified without separators 

¶ The source file cannot contain an invoice already entered into the system for factoring 

 

In case of any failures, the system warns of all uploading problems and rejects the uploading request: 
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When an unknown Debtor found, use άaŀǘŎƘ ǳƴƛŘŜƴǘƛŦƛŜŘ ŘŜōǘƻǊǎέ ŦǳƴŎǘƛƻƴ ǘƻ ƎŜǘ ǘƘŜ ŘŜōǘƻǊ 

identified and connected to an existing, valid factoring agreement. 
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The result of matching step is saved by the system as an alias name, referring the debtor as the new 

alias name, allowing to upload invoices with the debtor name in the future. 

 

 

 

 

After a successful verification the collection of invoices with its invoice items is stored into Faktori 

system. The program shows an acknowledgement message: 

 

 

 

2.6 Seller reports 
 

 

 

Reports may be created for the Seller partner in HTML format on the screen, or may be downloaded 

in PDF and EXCEL format. 
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It may happen to get more than one page on the screen, while generating html reports. To jump 

between the pages, use the navigation tool above or below the list. 

 

 

 

 

First page, previous page, next page and last page control items of the navigation bar seen below. 

 

 

2.6.1 Statement replacement 

 

All created factoring statements are listed in the grid selector, and after selecting they can be shown 

again on the screen or saved in PDF or Excel format, too. 

At the bottom of grid selector there is a radio button group, controlling the type of the statement. 

Detailed statement contains all the factored invoices with their daily transactions. 

Non-detailed statement shows aggregated daily transaction amounts by vendors.  
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The Seller ƴŀƳŜΣ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎΣ ōǳǎƛƴŜǎǎ ǎƛǘŜΣ ǘŀȄ ƴǳƳōŜǊΣ ǘƘŜ {ŜƭƭŜǊΩǎ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴ ŀƴŘ Ƙƛǎ ŦŀȄ 

number are always in the upper left-hand part of the statement. 

The Factoring House details are in the upper part on the right-hand side, and the period of the 

statement or the date of that, and αSecurity deposit account balanceέ are below that.   
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As agreed by the FaŎǘƻǊƛƴƎ IƻǳǎŜ ŀƴŘ ǘƘŜ {ŜƭƭŜǊΣ ŀ αǎŀŦŜǘȅ ƳŀǊƎƛƴέ Ŏŀƴ ōŜ ƎŜƴŜǊŀǘŜŘ ŜƛǘƘŜǊ ǳǇƻƴ 

advance disbursement or automatically upon settlement, or manually, upon transfer to the Seller. 

The amount retained as described above, will be transferred to a so-ŎŀƭƭŜŘ α{ŜŎǳǊƛǘȅ ŘŜǇƻǎƛǘ ŀŎŎƻǳƴǘέ 

(its current amount is displayed on the statement).  

  

The αCurrent outstanding amountέ ς ƛǘ ƛǎ ǘƘŜ {ŜƭƭŜǊΩǎ ƻǳǘǎǘŀƴŘƛƴƎ ƻǇŜƴ ǊŜŎŜƛǾŀōƭŜǎ ǇƻǊǘŦƻƭƛƻ ƻƴ ǘƘŜ 

last day of the query. 

 

hŦ ǘƘŜ αAccounting / Value dateέ ƛƴ ǘƘŜ ƘŜŀŘƛƴƎ ƻŦ ǘƘŜ ǎǘŀǘŜƳŜƴǘΣ ǘƘŜ α!ŎŎƻǳƴǘƛƴƎέ  date  is the 

ŘŀǘŜΣ ǿƘŜƴ ǘƘŜ ƛǘŜƳǎ ǿŜǊŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ǘǊŀƴǎŦŜǊΣ ŀƴŘ ǘƘŜ ŘŀǘŜ ƻŦ αvalue dateέ ƛǎ ǘƘŜ ŘŀǘŜΣ ǿƘŜƴ 

the item was  created in the system (by background processes  ς e.g.  interest, which are created by 

the automatic background processes during the end-of-day process). 

 

Lƴ ǘƘŜ ŜǾŜƴǘ ƻŦ αInvoice number/pcsέ detailed statement it means the number of the factored 

invoice, and in case of combined statement, it means the number of factored invoices allocated to 

the same transactions (excluding transactions involving capital movement: advance disbursement, 

ǎŜƭƭŜǊΩǎ ƛƴǾƻƛŎŜ ǎŜǘǘƭŜƳŜƴǘΣ ŀŘǾŀƴŎŜ ǿƛǘƘŘǊŀǿŀƭΣ ŜǘŎύΦ hǊ ǿƘŜƴ ŀ 5ŜōǘƻǊ ƛƴǾƻƛŎŜ ƛǎ ǇŀƛŘΣ ǘƘŜ ƛƴvoice 

number is displayed here.  

αDebtorέ, the displayed transaction is related to a factored invoice of the agreement concluded with 

the Seller. 

αDescriptionέ the name of the economic event (transaction). 

αGross invoice amountέ ǘƘŜ ƎǊƻǎǎ ŀƳƻǳƴǘ ƻŦ ǘƘŜ ŦŀŎtored invoice. 

αDebit Net/Grossέ ǘƘŜ ŜŎƻƴƻƳƛŎ ŜǾŜƴǘǎΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ŦŀŎǘƻǊƛƴƎ ŦŜŜΣ ƛƴǾƻƛŎŜ ƳŀƴŀƎŜƳŜƴǘ ŦŜŜΣ 

advance withdrawal, set-off by Debtor, etc, in the currency of charging them, which reduce the 

amount of the items included in the transfer of the Client. 

αCredit Net/Grossέ ǘƘŜ ŜŎƻƴƻƳƛŎ ŜǾŜƴǘǎΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ŀŘǾŀƴŎŜ ŘƛǎōǳǊǎŜƳŜƴǘΣ ŦŀŎǘƻǊƛƴƎ ŦŜŜ 

adjustment, etc, in the currency of charging them, which increase the amount of the items included 

in the transfer of the Client. 

αBalanceέ ǊƻƭƭƻǾŜǊ ōŀƭŀƴŎŜΣ ƛǘ ƛs rolled over from accounting date to accounting date, until the 

transfer is made. The balance should be set to zero after the transfer every day. It may happen that 

due to a decision, the amount of the balance is not zero, but a positive or negative amount.  

αOpening/Closing balanceέ ǘƘŜ ƻǇŜƴƛƴƎ ƻǊ ŎƭƻǎƛƴƎ ōŀƭŀƴŎŜ ƻŦ ǘƘŜ ǎǘŀǘŜƳŜƴǘ ƻƴ ŀ ƎƛǾŜƴ ŀŎŎƻǳƴǘƛƴƎ 

date.  
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αTransfer, then bank account numberέ ƛŦ ŀ ǘǊŀƴǎŦŜǊ όƻǊ ƳƻǊŜ ǘǊŀƴǎŦŜǊǎύ  ƛǎκŀǊŜ  ƳŀŘŜ ƻƴ ǘƘŜ ƎƛǾŜƴ 

date to the Seller, then the amount in the debit or credit column will change the amount of the 

α.ŀƭŀƴŎŜέ ŎƻƭǳƳƴΣ ƴƻǊƳŀƭƭȅ ǘƘŜ ōŀƭŀƴŎŜ ǎƘƻǳƭŘ ōŜ αлέ ŀƳƻǳƴǘ ŀŦǘŜǊ ǘƘŜ ǘǊŀƴǎŦŜǊΦ ¢ƘŜ ōŀƴƪ ŀŎŎƻǳƴǘ 

number is the current account number given by the Seller, where the transfer is directed to.  

 

For payments received, the heading shall be interpreted as follows:  

 

αAccounting/Value dateέ ς the date of payment statement. 

αInvoice/pcsέ ς the number of payment statement. 

αDebtorέ ς the name of Principal. 

αDescriptionέ ς status of processing of payment, date of processing, comment of the statement. 

αGross amountέ ς the amount paid by the Principal, included in the statement. 

 

2.6.2 Period statement 

 

Period statement may be parameterized with any periods, differing from statements generated on 

monthly basis. 

The value of the period statement date fields may be a specified day or a date corresponding to the 

date (from-to) interval required for creating the Factoring statement credits/debits report. 

The statement may be saved in HTML, PDF or Excel format, too, and its type may be chosen as it was 

detailed above, either detailed or non-detailed. 
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All the information of the invoice is displayed. The header contains the Seller and Debtor name, the 
Invoice number and the page number. 

 
 

  
 
 
 

2.6.3 {ŜƭƭŜǊΩǎ ŀƴŘ 5ŜōǘƻǊΩǎ ƭimit utilization 

 

A date must be selected. The content of the report: Seller / Debtor credit line/ factor credit line 

ǳǘƛƭƛȊŀǘƛƻƴ ŘŀǘŀΣ ƻǊ ǘƘŜ ǳǘƛƭƛȊŀǘƛƻƴ Řŀǘŀ ƻŦ 5ŜōǘƻǊ ƭƛƳƛǘ ŀƭƭƻŎŀǘŜŘ ǘƻ ǘƘŜ {ŜƭƭŜǊΩǎ ŀƎǊŜŜƳŜƴǘǎ for the 

given date. 
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2.6.4 Unsettled invoices report - Seller 

 

The report contains the open invoices allocated to a specified date, specified Seller. Items are 

grouped by vendors and ordered by the final maturity date within a group. 
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In the report ς if an invoice is closed today and a report will be viewed tomƻǊǊƻǿ ŦƻǊ ǘƻŘŀȅΩǎ ŘŀǘŜΣ 

then the closed invoice will not be included in that report, because always the end-of-day status is 

displayed in the report.  

The report contains all open invoices allocated to the specified Seller/Debtor transaction, with data 

valid on the specified date. The status of open invoice can be as follows: advanced, waiting for 

payment, or overdue after the collection due date, advance withdrawn or waiting for payment.  

 

αInvoice amount (Gross)έ ŎƻƭǳƳƴ ς the gross amount of the approved invoice. Its total figure shows 

the total amount of the approved, open positive and negative invoices.  

 

αOpen receivables portfolio (Gross)έ ŎƻƭǳƳƴ ς the amount of the approved invoices less allowances 

ŀƴŘ ǇŀǊǘƛŀƭ ǇŀȅƳŜƴǘǎΦ ¢ƘŜ CŀŎǘƻǊƛƴƎ IƻǳǎŜΩǎ ǊŜŎŜƛǾŀōƭŜǎ ƻǳǘǎǘŀƴŘƛƴƎ ŀƎŀƛƴǎǘ ǘƘŜ 5ŜōǘƻǊǎΣ ǿƘƛŎƘ have 

not yet been paid by the Debtor. Its total figure shows the total amount of the approved, open 

positive and negative invoices.  

 

α Portfolio of advance payment (Gross)έ column ς the gross invoice amount of advances accrued for 

the approved invoices. If the invoice cannot be advanced in full amount due to insufficient limit, then 

the gross invoice amount equalling to the partial advance payment amount is displayed in the 

column.  

 

αActual outstanding advanceέ ŎƻƭǳƳƴ ς it contains the actual advance amount given for the invoice. 

If an invoice cannot be advanced in full amount due to partial payment or insufficient limit, then the 

ŀƳƻǳƴǘ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ αOpen ǊŜŎŜƛǾŀōƭŜǎ ǇƻǊǘŦƻƭƛƻ όDǊƻǎǎύέ ŎƻƭǳƳƴ ǿƛƭƭ ōŜ ǘƘŜ ōŀǎƛǎ ƻŦ ǘƘŜ ŀŘǾŀƴŎŜ 

payment.  

 
 

2.6.5 Overdue invoices report ς Seller 

 

The report contains all the overdue invoices allocated to the Seller for the given date or for the 

overdue period (days in overdue status), which meet the set filtering conditions. 
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 Filtering conditions may include advanced or non-advanced invoices (Type), and the query may work 

based on the final maturity date instead of maturity date (Invoice final due date). 

 

αInvoice amountέ ŎƻƭǳƳƴ ςthe gross amount of the approved invoice. The total amount represents 

the amount of the approved, open positive and negative invoices by Debtor.   

 

αOpen receivables portfolio (Gross)έ ŎƻƭǳƳƴ ς the amount of the approved invoices less allowances 

ŀƴŘ ǇŀǊǘƛŀƭ ǇŀȅƳŜƴǘǎΦ ¢ƘŜ CŀŎǘƻǊƛƴƎ IƻǳǎŜΩǎ ǊŜŎŜƛǾŀōƭŜǎ ƻǳǘǎǘŀƴŘƛƴƎ ŀƎŀƛƴǎǘ ǘƘŜ 5ŜōǘƻǊǎΣ ǿƘƛŎƘ ƘŀǾŜ 

not yet been paid by the Debtor. Its total figure shows the total amount of the approved, open 

positive and negative invoices.  

αActual outstanding advanceέ ŎƻƭǳƳƴ ς it contains the actual advance amount given for the invoice, 

at the time of viewing, this amount may be demanded from the Debtor.   

αOverdue daysέ column ς The number of days included here represents the number of days passed 

after the maturity date (final maturity date, if it has been set) of that invoice.  
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αLast advanceέ ŎƻƭǳƳƴ ς the date of the actual disbursement is included in this column. If partial 

advance payment is allowed, then the value date of the last advance disbursement is included in the 

column. If partial advance payment is not allowed, then the value date of advance disbursement is 

included in the column.  

 

  

 

2.6.6 Non-advanced receivables report  

 

The report contains all the invoices of the Seller, which are not financed (considering the total 

advance amount). All the invoices are included here, which have valid disputes allocated to them, 

and which have not been settled yet. Consequently, the invoices where the advances have been 

withdrawn, can also be included here, it depends on the dispute and the payments.  

The report is created by Debtor, in alphabetical order, sorted by invoice number, and it only shows 

the status at the time of viewing that.  
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αInvoice amountέ ŎƻƭǳƳƴ ς the gross amount of the approved invoice. Its total amount shows the 

amount of the approved, open positive and negative invoices per Debtor. Its grand total shows the 

total amount of all approved, open positive and negative invoices. 

αNot advanced, disputed amountέ ŎƻƭǳƳƴ ς that part of the gross amount of the approved invoice is 

displayed in this column, which cannot be financed for any reason.   

The reason for not advancing may be, for example, insufficient limit, dispute, advance withdrawal.  

 

 

2.6.7 Age analysis report 

 

The report contains periods before maturity date and overdue periods of the open invoice portfolio 

amounts by Debtor at the date set in viewing that. 

When some invoices have been prolonged, retrospectively the portfolio amounts is not the same as 

the portfolio amounts calculated before the prolongation. 
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2.6.8 Monthly statistics 

 

The report contains the new invoices approved last 12 months, the credit invoices, payments per 

Debtor broken down by months.  The number and amount of items are also displayed.    

 

  

 

2.7 SCF WEB options 

 
Both partner sides (Seller and Debtor) can access the Faktori web options via secure 
connections. 
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2.7.1 Uploading invoices by the Debtor 

2.7.1.1 Input file structure 

 
Input file describing the invoice details from Debtor needs to be added by the Faktori 
operation team. 

 

 

 

2.7.1.2 Uploading invoices 

 
File selection: 
 

 
 
 
 
 



 Faktori - Internet User Manual ï OTP Romania  

 

2018.02.14.  Oldal | 27 / 31 

 

Faktor
Uploading: 
 

 
 
After approving: 

 

 
 

 

2.7.2 Seller decides on financing 

Selecting invoices to be financed: 

 
Approving:  
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After providing the SMS code, transactions have been verified and the transferred items are 
shown by the next screen: 

 

 
 
 

2.7.3 Both sides are informed about the factoring status on the web 

 

2.7.3.1 Unsettled invoices (Debtor) 

 

 
 
 
 


