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Accessing the Web Portal 
To access the FactorSoft Web Portal, type in https://portal.momentumcapitalfunding.com/ 
 in the web address bar. 
 

1. On the Web Portal landing page, click Sign In. 

 

 

https://portal.momentumcapitalfunding.com/
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Sign up for Web Portal access 
One of the great features of the Web Portal is the user-friendly sign-up process. 

Sign Up Now 
1. On the Web Portal sign-in screen, click the Sign up now link. 

 
 

2. Enter your email address. This must be the email address that Momentum 
Capital Funding has listed in their system of record. 
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3. Click Send Verification Code. 

4. Open your email to find the verification code and enter it in the form. 

 
5. Enter a password and reenter it to confirm. 

6. Enter a display name to display at the top of your Web Portal user interface. 

7. Click Create. 
 
NOTE 
If you did not get the email, please check your junk/spam folder. 
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What to do when unable to log into the Web Portal 
If an error occurs logging into the Web Portal, please reach out to your Account 
Executive to update your contact information. <insert pic> 
 

 

How to sign in as a Web Portal Administrator 
Momentum Capital Funding will create one Administrator for each client. This will 
allow the Administrator to create user login for each authorized staff member. 
 

 

How to create a Web Portal user 
The Web Portal Administration link allows the administrator to create and manage 
each authorized staff member sign-in capabilities. 
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To add a new user:  

1. Click the Administration link. 

2. Click Users. 

3. Click New User button at the bottom of the screen. 

 

4. Complete the user information fields. 

5. Select the appropriate access rights for the user. 

6. Enter notes if applicable. 
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7. Click Save. 

How to customize what a Web Portal user can see and do 
Web Portal Users can be set up with specific access rights to view information and 
perform certain tasks. 
 
To customize settings for a user:  

1. Click the Administration link. 

2. Click Users. 

3. In the Users list, click a name. 

 

 
 

4. Toggle the Dashboard Widgets on or off for the user. 

5. Toggle the Screens on or off for the user. If the screen name is in blue text, you 
can click it to toggle certain fields in that screen on or off. 

6. Click on the blue hyper link to toggle on or off additional features. 
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User screen 
The Users screen allows the Administrator to easily monitor user access and who has 
custom settings. 

 

 

How to reset your password 
If a user forgets their password, they can simply click the Forgot Password link on the 
sign-in screen and repeat the verification process. 
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Optimize Your Device 
For the best experience: 

• View the Web Portal from the latest version of Google Chrome. 

• For mobile devices, go to the Web Portal > Install App and follow the 
instructions to download the application. This allows you to quickly access the 
Web Portal on your mobile device. 

 

How to sign off 
To sign out of the Web Portal, click on the ‘Sign out’ link located in the top right corner 
of the screen or on the bottom of the left navigation menu. 

 

Navigating the Web Portal 

Dashboard View 
The Web Portal features a dashboard view that allows you to easily review 
information, recent activity, and perform tasks. 

NOTE  

All values are converted to the client currency. 
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Quick Task Buttons 
Use the Quick Task buttons to easily perform certain tasks. These buttons are based 
on the signed-in user’s access rights and can vary across your association’s users. 
 

 

Widgets 
The interactive widgets displayed on the Dashboard provide easy access to critical 
information, such as, alerts from your financial institution, documentation, and recent 
activity. 

Need help understanding a widget? 

Use the help icon  to access online help for more details. 

Credit Requests 
If you have a new debtor that you would like the Ocean Bank to approve prior to 
purchasing the invoices, you can submit a credit request via the Web Portal. 

How to submit a credit request 
1. Click the Request Credit quick task button on the Dashboard to enter one 

manually. 
a. Complete the Credit Request form and click Submit. 
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Facility List 
Facility List information includes portfolio client/member relationships: 
 

 

Factoring 

• A/R Balance – balance as of the current processing date. 

• Cash Reserves – the client's cash reserve amount. 

• Recourse/Ineligible – the dollar amount of invoices available for recourse and 
invoices in dispute. 

• Funds Employed – amount calculated by subtracting cash reserves, 
settlement amounts, simple interest loans, amortized loans, P.O. financed 
amounts, and held funds from the Advance Balance. * 

• Available for Release – the total remainder of Adjusted Reserves minus 
required reserves and float. 

• Detailed Availability – click on the blue hyperlink to see the calculation of the 
Gross Available amount. 

• Disbursement – Submit a request for disbursement from the Cash Reserves 
account.  

*Calculations are based on the lender’s specific preferences. Contact the lender for 
more information about how balances are calculated. 
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Purchases 

How to view purchases status? 

Purchases Screen 

 
1. In the Purchases screen, you can see the status of each batch. 

Data Submission 
The Web Portal allows you to upload the Purchase Import excel file and copy of the 
invoices. The images need to be in either tiff, jpg or pdf format.   

How to submit invoices 
1. There are two ways to access the Add File window: 

a. Click the Import Purchases quick task button on the Dashboard. 

 

 
 

b. Click Purchases on the left side navigation menu and then click New 
Batch button at the bottom of the Purchases screen to select Import 
File. 
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2. Select the file type to import. 

3. Browse for the file or use the drag-and-drop functionality. 

4. Click Add Image to add the image file or use the drag-and-drop functionality. 

5. Click Submit. 
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How to use the Purchase Import spreadsheet 
The purchase import file has four fields that are required which are identified in red.  
The other fields are optional but are strong recommended to facilitate matching and 
updating of records during the import process. 
 

 
REFNO = This is the client reference number which is in the Debtor Detail Drawer. 

 
DTR_NAME = Debtor’s name. 
INVNO = Invoice Number 
PO_NO = Purchase Order number 
INVAMT = Invoice Amount 
INVDATE = Invoice Date 
Due_Date = Invoice Due Date 

How to request a disbursement 
1. There are two ways to access the Disbursement Request window: 

a. Click the Request Disbursement Quick Task button on the Dashboard. 

b. Click Facility List on the left side navigation menu and then click the 
Submit button at the bottom of the Facility List screen to select 
Disbursement. 
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Search 

How to search for a debtor 
If you need to know if a debtor exists or need additional information on them, you 
can go to the Debtor Search screen to view the debtor’s name, debtor number, 
address, motor carrier number and credit rating. 

1. On the left side navigation menu, click Debtors in the Search section. 

2. In the Debtor Search Criteria window, define your search.  

NOTE – If you want to go straight to the Debtor Search screen, leave the fields 
blank and click Search. However, it will only display the top 1,000 debtors. 
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3. The Debtor Search screen opens. 

 
4. Use the column headings to sort the columns or use the filters fields to narrow 

down the search.  

5. Click a debtor name to open the Debtor Detail drawer for additional details. 
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How to check credit availability on a debtor? 
1. Find the debtor using the Debtor search functionality. 
2. In the Debtor Search screen, click the debtor’s name to open the Debtor 

drawer. 
3. The credit availability information appears at the top of the screen for the 

selected debtor. 
 

 

Reports 

How to request reports?  
If you need to view any reports that have been made available in the Web Portal, you 
can go to the Dashboard and request the reports. 

1. On the Dashboard, use the Request Report quick task button to request a 
report.  
 

 
 

2. Select a report from the list and click Request. 
 



 
 

20 | P a g e  
 

  
 

3. When available, the report appears in the Reports widget on the 
Dashboard and in the Reports screen. 

4. Click on the Available blue hyperlink to select the report to view. 
 

 
 

 Aging Report 
This report displays open invoice details by debtors. 

 

Aging Report – Summary 
This report displays summary aging by debtors. 
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Buyout Calculation 
This report provides a buyout summary of open invoices.  The summary includes 
invoice dates, aging amount, balances, escrow (rebate), fees, and a total buyout 
amount. 

 

Carrier Payments Report 
This report displays carrier payment created for a carrier by a date range. 
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Chargeback Report 
This report provides a tool to review chargebacks currently open. 

 

Client Reserve – XLS Web 
This report displays transactions that impacted the cash reserve balances with a 
subtotal of reserve balance in an excel file. 
 

 

Client Reserve Report 
This report displays transactions that impacted the cash reserve balances with a 
subtotal of reserve balance. 
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Client Summary and Ineligibility Report 
This report lists Funds employed, Collateral and Reserves for a the selected time 
period. 

 

Debtor Aging Report 
This report lists receivables by debtor. 
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Debtor Aging Report (per client/debtor) 
This report lists receivables by debtor. 

 

Debtor Aging Report (per debtor) 
This report lists receivables by debtor. 
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Partial Payment Report 
This report provides a tool to review any partial payment currently open. 

 

Purchase Summary Report w/o fees 
This report displays invoices that were purchased without the fees that are 
associated with them. 
 

 



 
 

26 | P a g e  
 

How to search for an invoice 
If you need to know the status of an invoice, you can go to the Invoice Summary 
screen to view the transaction history and any images attached to it. 

1. On the left side navigation menu, click Invoices in the Search section. 

 

2. In the Invoice Search Criteria window, define your search.  
NOTE 
If you want to view all invoices, leave the fields blank and click Search.  However, it 
will only display the top 1,000 records. 

 
3. The Invoice Search screen opens. 
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4. Use the column headings to sort the columns or use the filter fields to 

narrow down your search.  

5. Use the circular arrow icon to expand a row to view additional information. 

 
 
Click the Invoice # to open the Invoice Detail drawer for additional details. 

 

 

How to view cash posting received today? 

Payments 
You can also view payment history in the Payments screen. 

1. Click Payments on the side navigation menu. 

 

 
 

2. If you want to search for all payments, leave the Payment Search Criteria fields 
blank and click Search. 
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3. In the Payments Search screen, you can click on the blue hyperlink to see the 
detail of the check. 
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How to view transactions processed today? 
1. Click Transactions on the left navigation bar. 

 

 
 

2. Enter the date range. 
3. Click Search 

 

 

Help 
If you need additional information or assistance on the Web Portal, you have two 
options: 

 
1. Click Help to drill into Online Help. 

2. Click the Contact Us to contact your Account Executive. 

 

How to read a Client Summary? 
 
Funds Employed: This section details the Accounts Receivable, the gross purchases and collections of those 
receivables, the money you have ‘out the door’, or ‘funds in use’. It is the sum of the cash you’ve been advanced less 
the cash that have received.  
 

A/R Balance: The Accounts Receivable balance outstanding based on the invoices that has been 
purchased by the FI as of the ending date. 
Fee Escrow: This represents fee deducted from the advance and placed into an escrow account until the 
invoice has been paid. 
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Reserve Escrow: This represents the rebate portion of the A/R Balance (unpaid invoices).  For example, if 
you’re advance 80% then the 20% goes into Reserve Escrow. 
Advanced Balance: This represent the balance that has been advanced by the FI for the ‘date(s) selected’ 
Cash Reserves: This represent the outstanding balance of the rebate portion of the A/R that has been paid 
in full by the customers. 
Settlement: This represents the amount of funds awaiting settlement as of the ending date.  For example, if 
funds were advanced prior to invoices purchased such as PO financing.  Then when the invoices are 
purchased, the funds are settled out of the settlement account. 
Total Funds Employed: This is the ‘funds in use’ balance as of the ending date. 
Beginning A/R Balance: The Accounts Receivable balance outstanding based on the invoices that has been 
purchased by the FI as of the ‘Starting Date’ selected. 
Purchases: This is the total amount of new invoices purchased by the FI for the ‘date(s) selected’. 
Collections: This is the amount of total payments and chargebacks (which reduces the A/R Balance) for the 
‘date(s) selected’. 
Recourse: This is the total amount that were bought back by you via the purchases of new invoices for the 
‘date(s) selected’. 
Charge backs:  This is the total amount that were deducted from Cash Reserve to pay down the invoices for 
the ‘date(s) selected’. 
Give backs: This is the amount of payments received that were not for invoices purchased by the FI for the 
‘date(s) selected’.  
Write Offs: This is the amount that has been charged back to invoices as a loss to the FI not to the client for 
the ‘date(s) selected’. 
Ending A/R Balance: The Accounts Receivable balance outstanding on the invoices that has been 
purchased by the FI as of the ‘Ending Date’ selected. 
A/R Turn: The average number of days to pay (Beginning Balance/Collections * Days). 
1 – 30 days: The aging balance of invoices purchased by FI as of the ‘Ending’ Date’ selected and based on 
invoice/due/purchase date. 
31 – 60 days: The aging balance of invoices purchased by FI as of the ‘Ending’ Date’ selected and based on 
invoice/due/purchase date. 
61 – 90 days: The aging balance of invoices purchased by FI as of the ‘Ending’ Date’ selected and based on 
invoice/due/purchase date. 
91 – 120 days: The aging balance of invoices purchased by FI as of the ‘Ending’ Date’ selected and based on 
invoice/due/purchase date. 
Over 120 days: The aging balance of invoices purchased by FI as of the ‘Ending’ Date’ selected and based 
on invoice/due/purchase date. 

 
Collateral: These are your open invoices purchased by First Business Bank. 
 

A/R Balance: The Accounts Receivable balance outstanding based on the invoices that has been 
purchased by the FI as of the ending date. 
Invoice in Dispute:  The outstanding amount on invoices that have been flagged as disputed. 
Invoices Available for Recourse: The outstanding amount for invoices in which the FI will return non-
performing, unpaid or partial paid invoices to the client. 
Ineligible Set Asides: The amount set aside as ineligible for Asset Based Lending collateral. 
Ineligible Invoices: The outstanding amount on invoices that have been flagged as ineligible. 
Cross Ineligibility: The outstanding amount on invoices that have been flagged as cross ineligibility.  Cross 
ineligibility occurs when one ineligible invoice makes all invoice ineligible. 
Available Collateral:  The remainder of A/R Balance plus Paid in Float minus all dilution, dispute, recourse, 
and ineligibility. 

 
Reserves: This report list the calculation to the Reserve account. 
 

Available Collateral:  The remainder of A/R Balance plus Paid in Float minus all dilution, dispute, recourse, 
and ineligibility. 
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 X Maximum Advance Rate: The percentage of the invoice amount that is advanced to you. 
 Gross Available: This is the amount based on the available collateral times the advance rate. 

- Funds Employed: This the ending balance of the money you have ‘out the door’, or ‘funds in use’.  It is the 
sum of all cash you’ve been disbursed less all the cash you’ve received plus all earned fees and reserve 
charges. 

 Available Reserves: This is the amount based on the Gross Available minus the Fund Employed balance. 
- Accrued Fees: This is the amount of fees earned to date on your open invoices. 
Available For Release: This the remainder amount of the Adjusted Reserves minus required reserves and 
float. 
Cash Reserves: This represent the outstanding balance of the rebate portion of the A/R that has been paid 
in full by the customers. 
+ Escrowed Reserves: This represents the rebate portion of the A/R (unpaid invoices).  For example, if you 
advance 80%, 20% goes into the Escrowed Reserves. 

 Total Reserves: Total amount of Cash Reserves and the Escrowed Reserves. 
- Recourse/Ineligible: The outstanding amount on invoices that have been flagged as recourse and 
ineligible. 

 - Accrued Invoice Fees: This is the amount of fees earned to date on your open invoices. 
 - Accrued Interest: This is the amount of fees earned on the net funds employed balance 
 Adjusted Reserves: This is the amount of total Reserves minus recourse, fees, and interest. 
 Additional Reserves Req’d: This is additional amount that the FI has set aside as required reserve. 

Float Ineligibility Variance: This the amount of your reserve escrow less fees earned.  It is held against 
reserves as ineligible for disbursement. 
Available For Release:  This the remainder amount of the Adjusted Reserves minus required reserves and 
float. 
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