Mekorma Products
User Guide for
Dynamics 365
Business Central

0.5 — Last update: May 04, 2021



Table of Contents

1. Introduction to Mekorma Electronic Signatures ... s 1
2. Prior t0 CoNfigUIING ...ocieeiiiiei e e e e e e m s e e e s e e na s e er e s eeran e s ermns s eermnsseemnnnsnermnnnsennnnnres 2
3. How to Create a Digital Signature ... s e s s ra s s r s r s r s 3
4. Importing Signatures in Microsoft Dynamics 365 Business Central ........cccccoeciiieiiiieciiiec e iennseeaees 6
5. Setting Up Signature ThreSholds ... n e e e e e e e e s 9
6. Apply a Threshold to @ Bank ACCOUNL ... s s e e e e 12
7. Selecting Mekorma Check FOrmMats.......cc.oiveiiiiiiiiiiii s s s s s s s s s s s e na s r e s e nannenn 14
8. Processing Check Payments with Electronic Signatures ...........cccoiveoiiieeiiiiiiiin e e 15

8.1. To Pay a Vendor Invoice with a Computer ChecK...........ooiiiiiii e 16

8.2. Previewing Signatures 0N @ CheCK ... e e e 19

8.3. Printing @ Check With SIgNatures ...... ... e 20

9. Template for Gathering SigNatUres .........ccou i r e s s e e e s e e rmn s e e e s e ennnnnes 22



Mekorma Mekorma Products User Guide for Dynamics 365 Business Central - 0.5

1. Introduction to Mekorma Electronic
Signatures

Mekorma Electronic Signatures work in conjunction with Microsoft Dynamics 365 Business Central Payment
Approval workflow to keep organizations from having to manually sign checks. It helps your company to
change your check printing workflow from this:

Print checks Manually :.approve
and sign

To this:

= o

» a R

Mail to vendors

[ _-___-" Q

DAvid Santos -

+ 0+

Approv.e.payments Print signed checks Mail to vendors
digitally

Changing your workflow in this way has several advantages:

1. Your approvers (check signers) do not need to be physically present to sign as they can approve the
payments remotely.

2. The approval workflow applies to all payments, so your electronic payments also get approved, not
just your checks.

3. You free your executives from the labor of hand-signing payments.
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2. Prior to Configuring

This guide explains how to configure the signature portion of this solution. Please refer to Business Central
documentation for configuration of the payment approval process or contact Mekorma Professional Services
for assistance.

Prior to installing the electronic signature component there are several things that you should prepare:

+ Ask these questions of your CFO to understand how to set up Mekorma Electronic Signatures:
o For each Checking account, who are the signers on the account?
o What amounts require 1 signature?
o What amounts require 2 signatures?
> |s there an amount above which you want a handwritten signature rather than an electronic
signature?
o |s there an amount above which you want 2 handwritten signatures?
> You can see how this information is used in the section Setting up Signature Thresholds

« Gather signatures from your approvers. The section How to Create a Digital Signature explains the

guidelines for gathering and digitizing your signatures.
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3. How to Create a Digital Signature

Here are the step-by-step instructions, as recommended by Mekorma, to provide the digital signatures you
want to print on your checks:

Print out our Template for Gathering Signatures.

Ask each check signer to reproduce their signature within a rectangle.
Use your scanner equipment to scan each signed sheet of paper into a computer.

R A

Open the signatures one at a time in the Microsoft Paint application
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5. With one of the signatures opened in Paint, click on the Select drop-down menu and choose
Rectangular selection.
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6. Draw the selection box around the signature as closely as possible and then click Crop. The cropped
signature should look similar to the example below:
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7. In the Resize and Skew window, click on Resize and choose the Pixels radio button. Be sure that
the Maintain aspect ratio checkmark is selected. Adjust either the horizontal or vertical dimensions.
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A good choice for use in Microsoft Dynamics 365 Business Central is a signature file with approximate
dimensions of 220 x 50 pixels.

Click on the File menu option, then select Save to save your signature as a JPEG (jpg) or 16 Color
Bitmap (bmp) file. These file formats produce the best results for check printing.

Repeat the same procedure for all needed signatures, and store in a location accessible to an
administrator for use within Microsoft Dynamics 365 Business Central.
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4. Importing Signatures in Microsoft
Dynamics 365 Business Central

The next step is to import your signatures into your Microsoft Dynamics 365 Business Central application so
that Mekorma Electronic Signatures can use them.

Follow these steps to import a signature file:

1. Choose the Magnifier that opens the Tell Me feature icon and type mek. Select Mekorma Signatures
List from the pages and tasks being displayed.

Dhynamics 365 Butiness Central

CRONUS USA, Ine. | Fins o ; s % o
st =1 KO
e -“4 o3 o Paget s Taskn
Good maorningl] - v e - B
Activities

$1,906 $63,800  $49422 0

2. In the Mekorma Signatures List page, click on the New button to set up a new signature.

Dynaeecs 365 Burireis Cenanal

CROMUS USA, Inc.

Good mu ' ..

$1.906

3. Inthe Mekorma Signature Maintenance page, begin by entering a Signature ID and Signature
Description, as shown below:
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The words Signature Image indicate a drop-down menu. Click on the drop-down menu and select the

Import action.

Chmarnics 365 Business Central
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4. Click the Choose... button.
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Select a picture and click the Open button to continue.
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* Please note that the Open dialog will only show bitmap (BMP) or JPEG (jpg) files.

The signature file is now imported, and the signature record is automatically saved.

5. Repeat the above steps for each signature you would like to import. Mekorma Electronic Signatures
allow you to import an unlimited number of signatures to be used with your Microsoft Dynamics 365

Business Central application.
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9. Setting Up Signature Thresholds

Signature Thresholds are used to set up signature rules based on your organization’s policies. They ensure
the correct signature appears on the check at print time, based on your rules. You can also control whether
signature lines are printed or not depending on whether you are using one or two signatures and you can
turn off lines entirely if you are using pre-preprinted checks.

Prior to setting up thresholds we recommend that you gather the following information:

» For each Checking account, who are the signers on the account?

* What amounts require 1 signature?

« What amounts require 2 signatures?

* |s there an amount above which you want a handwritten signature rather than an electronic signature?
* Is there an amount above which you want 2 handwritten signatures?

Here, we will use this example:

Question Answer
For each Checking account, who are the signers on the Dave, CFO
account? Ellen, CEO

Check payments up to 50,000 only require

What amounts require 1 signature? o
Dave’s signature

Checks between 50,000.01 and 200,000

. . N
What amounts require 2 signatures? require both Dave’s and Ellen’s signature

Is there an amount above which you want a single handwritten

. Co In this case, no
signature rather than an electronic signature?

Is there an amount above which you want 2 handwritten Yes, checks above 200,000 require 2
signatures? handwritten signatures

Follow these steps to setup a signature threshold:

1. Choose the Magnifier that opens the Tell Me feature icon and type mek. Select Mekorma Thresholds
List from the pages and tasks being displayed.
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2. In the Mekorma Thresholds List page, click on the New button to set up a new signature threshold.

Dymarmics 365 Business Central

CROMNUS USA, Inc.

= Thed o b ialeviliose i

Your top epor
of Fine A

Actinties

$1,906

3. Begin by entering a Threshold Id and a Threshold Description, as shown below:

Cryreamiecs 155 Business Central

CRONUS U3A, Inc

TR0 5 b LS e,

"

Your top I B~
of Fine A

Activities

$1,906

4. With your cursor positioned on the Threshold or Threshold Description field of the row you want to
define, click the Details button on the list page to configure your threshold limits.
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5.

Dymamice 18% Buineas Central
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$1,906
In the Mekorma Threshold Maintenance page, begin by entering the Threshold From Amount and
Threshold To Amount values. Based on your check signature rules, you can determine whether you

will need no signatures, 1 signature, or 2 signatures and establish which signatures appear at what
threshold level.

The following shows how you would fill it in for our example scenario:

Eyramics 38 Buminew Central

—<
o~ <
%]

]

H Reperts

Note that in the above scenario, check payments between $0.01 and $50,000 only require Dave, the
CFO’s signature. A signature line will also be printed.

Check payments between $50,000.01 and $200,000 will carry both Dave, the CFO, and Ellen, the
CEO’s signature. Signature lines will also be generated for each signer.

Check payments above $200,000 will only print the signature lines. These checks will require two
handwritten signatures.

Click the Back button 5 on the Mekorma Threshold Maintenance page when finished to return to
the Mekorma Threshold List page.

7. Repeat steps 3 through 6 to set up additional thresholds.
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6. Apply a Threshold to a Bank Account

You can now apply a specific threshold to each of your bank accounts. In many cases, you may have
different check signing rules in your organization based on your different bank accounts.

To apply a threshold to a bank account, follow these steps:

1. Choose the Magnifier icon that opens the Tell Me feature icon and type bank accounts. Select Bank

Accounts from the pages and tasks being displayed.

1  Dynamics 365 Business Central

CRONUS USA, Inc. Finance~  Cash Managemen 7 X
Customers  Vendors tems Bank Accounts  Chart of Accounts! ‘

X Your extended trial period will expire in 9 days. If it expires you can subsuq ] | =
Headline T e ks n

. . New » Setup
Good morning, Mariang - et '
Gomez!
Go to Reports and Analysis

.
Activities

$1,906 $63,800 | "t

2. In the Bank Accounts list page, click on the bank account you would like to add signatures to.

Dynamics 365 Business Central

CROMUS USA, Inc Finance Cash Management Sales Purchasir

Bank Asesunti: All LY Sahreh T Mew Delate Fracedd Pisgrery [T T Mrngate m Dpstn 1 Eaedl

¥ Thet page contang pernstive busingdd dma. You can set up & notificateon to alert you when data changes Erabls Field Maonitadnng | Dea' show thin sgae,

EHECKING : Il\'ﬁlld Wl Bank Graent Culbartian

Warld Wide Bank Grant Culbertson

3. In the Bank Account Card page, scroll down to the Mekorma Settings section. Select the threshold
ID you would like to apply to the selected bank account from the threshold drop-down list.
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Drynamics 165 Business Conviral

CHECKING - World Wide Bank

Nates -+

Tranifer

Mekorma Settings

4. Click the Back button = to return to the Bank Accounts list page.

5. Repeat steps 2 through 4 for each bank account you would like to add signatures to.

Copyright © 2021 Mekorma Enterprises. All Rights Reserved. Page 13 of 22



Mekorma Mekorma Products User Guide for Dynamics 365 Business Central - 0.5

7. Selecting Mekorma Check Formats

Mekorma Electronic Signatures provides 4 check layout formats with support for electronic signatures.

To select one of the 4 supported formats, please follow these steps:

1. Choose the Magnifier that opens the Tell Me feature icon and type report selection bank. Select
Report Selection — Bank Account from the pages and tasks being displayed.

Dynamicy 3% Bonireu Contral
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2. In the Report Selection — Bank Account page, choose Check from the Usage drop-down list.
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Type the Report ID for the desired check format. The following are the IDs associated with the
formats provided by Mekorma Electronic Signatures:

70819575 Mekorma Check

70819576 Mekorma Check (Stub/Stub/Check)
70819577 Mekorma Check (Stub/Check/Stub)
70819578 Mekorma Check (Check/Stub/Stub)

For additional information on selecting a check layout and working with MICR security fonts, see
Specify the Layout of a Check — Business Central | Microsoft Docs.
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8. Processing Check Payments with
Electronic Signatures

Mekorma Electronic Signatures rely on Business Central Payment Journal feature to process payments and
display electronic signatures. See Overview of Tasks to Manage Payments to Vendors — Business Central |

Microsoft Docs.

You can issue electronic checks in Business Central. This method uses the payment journal to issue checks
to vendors. You can also void checks and view check ledger entries.

The following procedure shows how to pay a vendor with a computer check by applying the payment to the
relevant vendor invoice, printing the check, and then posting the payment as paid. This results in positive
vendor ledger entries, applied to negative bank ledger entries, and physical checks for processing in the
bank.

* Your printer must be correctly set up with the check forms, and you must define which
check layout to use. For more information, see Selecting Mekorma Check Formats above.
Alternatively, you can send the check as a PDF file, for example.

With Business Central, check stubs are limited to 10 invoices per page. If a check applies to more than 10
invoices, Business Central will print remittance-only pages until it expends all the invoices. The check
portion of each page will contain the word VOID. Business Central will print the actual check portion on the
final page.
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8.1. To Pay a Vendor Invoice with a Computer
Check

The following describes how to pay a vendor by check:

1. Choose the Magnifier that opens the Tell Me feature icon, enter Payment Journals, and then choose
the related link.

Dynarricy 36% Buunmee Conaral

CROMUS USA, Inc. Finance o 1 : | S M [Eght @
= To
Gl Vi Pt sl Taridin
] | —— " e

Hi! -
Repars

-

ductivities

2. Fill in the payment journal lines. For more information, see Apply Payments to Related Documents

and Post Them — Business Central | Microsoft Docs.

a. Inthe Account Type field, select Vendor.
b. In the Account Number field, choose a vendor account number for the vendor you would like to
pay by check.

Dynamics 365 Business Central

CASH

Manage  Process  Bank  Prepare  PostPrint Line  Account  Check D8 Open in Bace Actiors  Pelated

:  Payment GO0 |'.¢"c:' |i:':‘:'3 | Meod Publshers

c. Click on Process on the page menu and select Apply Entries to select the invoices you would
like to apply. Select the ellipses next to the Vendor Name field, then click on Process and Set
Applies-to ID to apply the payment.
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This action will calculate the payment total based on the selected vouchers. Click on OK when
done.

3. In the Payment Method Code field, select CHECK.

Journal Line Details

4. In the Bal. Account Type field, choose Bank Account.

i Dynamics 365 Business Central

Journal Line Details

‘‘‘‘‘‘‘‘‘‘

5. Select your bank account from the Bal. Account No. field.
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6. In the Bank Payment Type field, select Computer Check.
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8.2. Previewing Signatures on a Check

Mekorma Electronic Signatures allow you to preview the signatures that will appear on the check, by
selecting the Preview Check option from the Check action, when the Bal. Account Type field has been set

to Bank Account and you have selected a bank account in the Bal. Account No. field.

G04001 Nod Publishers
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You can choose to drill-down on the signature to further see the signature image
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8.3. Printing a Check with Signatures

Click on the Check action and select Print Checks.

On the check page, fill in the fields as necessary. You must at least select a Bank Account to print your
checks. Hover over a field to read a short description.

Drynasmics 365 Business Central

Mekaorma Check (Stub/Stub/Check) P 4

Pricites Haruligd by the brownier)

Qptions

Jeuirna

-

33T 202

Filter: Gen. Journal Line
Ircmi

Sl 10 Frint P Cancel

If your printer is set up to print checks, choose the Print button. Otherwise, choose the Send to... button,
select the PDF Document option, choose the OK button, and then print the PDF document.
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The physical checks can now be sent to the vendors for processing. Proceed to post the payment as applied

to the vendor and thereby paid in the system.

Choose the Post action.

:  Dynamics 365 Business Central

& Payment Journals | Work Date: 4/12/2021

17.273.87 Bank Account CHECKING

= 4/12/2021 : MNod Publishers

Account

Account

Gene

and Void Checks

For other Business Central check processing procedures, please see Issue, Print, Cancel,

— Business Central | Microsoft Docs
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9. Template for Gathering Signatures

Template for Gathering Signatures
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