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1.1. RRelease Notes for Mekelease Notes for Mekororma 1.0.2.2ma 1.0.2.2
Mekorma 1.0.2.2 was released on February 8, 2023.

FFollow the links below for detailed notes on:ollow the links below for detailed notes on:
• New Features
• Issues Fixed

Last modified: February 14, 2023

If you are a new user, please go directly to: Introduction to Mekorma Electronic
Signatures.*
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1.1.1.1. New FNew Featureatureses
RRelease Notes for Mekelease Notes for Mekororma 1.0.2.2 rma 1.0.2.2 released Feleased February 8, 2022ebruary 8, 2022

RRemit-Temit-To Ao Addrddressess
Microsoft has rolled out a new feature that allows users to assign multiple remit-to addresses to
a vendor. We have tied this functionality into our check printing process, allowing you to now
select a specific remit-to address to print on your checks.

Last modified: February 14, 2023
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1.2.1.2. Issues FIssues Fixixeded
RRelease Notes for Mekelease Notes for Mekororma 1.0.2.2 rma 1.0.2.2 released Feleased February 8, 2022ebruary 8, 2022

SignaturSignature Linese Lines
You are now able to print a single signature on a check without a signature line below it.

Last modified: February 14, 2023
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2.2. IntrIntroduction to Mekoduction to Mekororma Electrma Electroniconic
SignaturSignatureses
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:

To this:

Changing your workflow in this way has several advantages: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.

For assistance with this user guide, review to How to Use This Guide.

Last modified: November 2, 2023
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3.3. RRegistering Yegistering Your Pour Prroductoduct
Mekorma Electronic Signatures for Microsoft Dynamics 365 Business Central is provided as a
free product that requires registration. Registering your product is important for Mekorma to
provide the best customer experience possible and to understand what features customers are
requesting from us.

After installing Mekorma Electronic Signatures from Microsoft AppSource you will complete a
brief set of steps that will get you on your way to using the product.

1. To begin, click on the Click to Register hyperlink on the banner presented below Dynamics
365 Business Central menu options.

2. Proceed to enter your company information on the Customer Registration page. Enter
your company name, street address, city, state, zip code, country, and phone number.
Please ensure this information matches the information you provided to Microsoft when
registering your Dynamics 365 Business Central application.

Registering Electronic Signatures is required even if you have previously
registered.*
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Click NeNextxt to proceed with the registration process.

3. NOTENOTE FORFOR MICROSOFMICROSOFTT DDYNAMICSYNAMICS GPGP CUSTOMERSCUSTOMERS:: You will be asked if you have migrated
from a Microsoft Dynamics GP System. If you are migrating from Microsoft Dynamics GP,
please click YYeses to enter your MSAN – Microsoft Account Number. This will aid the
Mekorma Sales Operations team with linking your free Electronic Signatures product to
your existing Mekorma account.

Mekorma Electronic Signatures is designed to contact Mekorma’s registration
service, please choose the Allow AlwaysAllow Always option to enable the connection
between your Electronic Signatures application and our registration service.
Blocking this connection will prevent successful registration and the use of
Electronic Signatures.

Choose Allow AlwaysAllow Always and click OKOK to continue

*
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If you are a partner assisting your customer with the installation and registration process,
please feel free to contact Mekorma Sales at sales@mekorma.com should you want to
confirm this information prior to completing the registration.

4. Proceed to enter your contact information. Please enter the contact first name, last name,
title, email address, and phone number. We ask that you enter the contact information of
the person associated with the company being registered.

If you are a partner, please enter the contact of the person who you are working with at
the customer site.

5. You are now going to be asked if you have a Microsoft Partner who you are working with.
Please click YYeses to continue if you know your partner’s information.

If you are a Microsoft Partner, please proceed to enter this information. This will assist our
Sales and Support teams to resolve any inquiries you may have on behalf of your
customer. We also encourage you to register as partner through our Mekorma Portal.

6. Enter your Mekorma Partner information.
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Upon completing the data entry, please click FFinishinish to submit all the collected information
to Mekorma. Expect to hear from our team of caring professionals upon registering your
Electronic Signatures product.

7. To see the information previously entered and to check your product registration status,
visit the MekMekororma Rma Registrationegistration page.

Last modified: September 20, 2023
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4.4. PPrior to Configuringrior 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.

PPrior to installing the electrrior to installing the electronic signaturonic signature component there component there are are several things that you shoulde several things that you should
prpreparepare:e:

• Ask these questions of your CFO to understand how to set up Mekorma Electronic
Signatures:

◦ For each Checking account, who are the signers on the account?
◦ What amounts require 1 signature?
◦ What amounts require 2 signatures?
◦ Is 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?
◦ 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.

Last modified: February 13, 2023
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5.5. How to CrHow to Create a Digital Signatureate a Digital Signaturee
Here are the step-by-step instructions, as recommended by Mekorma, to provide the digital
signatures you want to print on your checks:

1. Print out our Template for Gathering Signatures.
2. Ask each check signer to reproduce their signature within a rectangle.
3. Use your scanner equipment to scan each signed sheet of paper into a computer.
4. Open the signatures one at a time in the MicrMicrosofosoft Pt Paintaint application

5. With one of the signatures opened in Paint, click on the SelectSelect drop-down menu and
choose RRectangular selectionectangular selection.

6. Draw the selection box around the signature as closely as possible and then click CrCropop.
The cropped signature should look similar to the example below:
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7. In the RResize and Skesize and Skewew window, click on RResizeesize and choose the PPixixelsels radio button. Be
sure that the Maintain aspect ratioMaintain aspect ratio checkmark is selected. Adjust either the horizontal or
vertical dimensions.

A good choice for use in Microsoft Dynamics 365 Business Central is a signature file with
approximate dimensions of 220 × 50 pixels.

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

9. 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.

Last modified: September 20, 2023
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6.6. Importing SignaturImporting Signatures in Micres in Microsofosoftt
Dynamics 365 Business CentralDynamics 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.

FFollow these steps to import a signaturollow these steps to import a signature file:e file:
1. Choose the Magnifier that opens the TTell Meell Me feature icon and type mek. Select MekMekorormama

SignaturSignatures Listes List from the pages and tasks displayed.

2. In the MekMekororma Signaturma Signatures Listes List page, click on the NewNew button to set up a new signature.

3. In the MekMekororma Signaturma Signature Maintenancee Maintenance page, begin by entering a Signature ID and
Signature Description, as shown below:
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The words SignaturSignature Imagee Image indicate a drop-down menu. Click on the drop-down menu and
select the ImportImport action.

4. Click inside the upload dialogue box or drag and drop your file into the dialogue box to
upload the signature.

Select an image and click the OpenOpen button to continue.
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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.

Last modified: September 20, 2023

Please note that the Open dialog will only show bitmap (.BMP), JPEG (.jpg), or
PNG (.png) files.*
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7.7. Setting Up SignaturSetting Up Signature Thre Thresholdsesholds
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.

PPrior to setting up thrrior to setting up thresholds we resholds we recommend that you gather the following inforecommend that you gather the following information:mation:
• For each Checking account, who are the signers on the account?
• What amounts require 1 signature?
• What amounts require 2 signatures?
• Is 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?

HerHere, we will use this ee, we will use this example:xample:

QuestionQuestion AnswerAnswer

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

Dave, CFO
Ellen, CEO

What amounts require 1 signature? Check payments up to 50,000 only
require Dave’s signature

What amounts require 2 signatures? Checks between 50,000.01 and 200,000
require both Dave’s and Ellen’s signature

Is there an amount above which you want a single
handwritten signature rather than an electronic
signature?

In this case, no

Is there an amount above which you want 2
handwritten signatures?

Yes, checks above 200,000 require 2
handwritten signatures

FFollow these steps to setup a signaturollow these steps to setup a signature thre threshold:eshold:
1. Choose the Magnifier that opens the Tell Me feature icon and type mek. Select MekMekorormama

ThrThresholds Listesholds List from the pages and tasks being displayed.
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2. In the MekMekororma Thrma Thresholds Listesholds List page, click on the NewNew button to set up a new signature
threshold.

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

4. With your cursor positioned on the ThrThresholdeshold or ThrThreshold Descriptioneshold Description field of the row you
want to define, click the DetailsDetails button on the list page to configure your threshold limits.
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5. In the MekMekororma Thrma Threshold Maintenanceeshold Maintenance page, begin by entering the ThrThreshold Feshold Frromom
AmountAmount and ThrThreshold Teshold To Amounto 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 eThe following shows how you would fill it in for our example scenario:xample scenario:

• 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.

6. Click the BackBack button on the MekMekororma Thrma Threshold Maintenanceeshold Maintenance page when finished to
return to the MekMekororma Thrma Threshold Listeshold List page.

7. Repeat steps 3 through 6 to set up additional thresholds.

Last modified: September 20, 2023
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8.8. Apply a ThrApply a Threshold to a Bank Aeshold to a Bank Accountccount
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.

TTo apply a thro apply a threshold to a bank account, follow these steps:eshold to a bank account, follow these steps:
1. Choose the Magnifier icon that opens the TTell Meell Me feature icon and type bank accounts.

Select Bank ABank Accountsccounts from the pages and tasks being displayed.

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

3. In the Bank ABank Account Carccount Cardd 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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4. Click the BackBack button to return to the Bank ABank Accountsccounts list page.

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

Last modified: September 20, 2023
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9.9. Selecting MekSelecting Mekororma Check Fma Check Forormatsmats
Mekorma Electronic Signatures provides 4 check layout formats with support for electronic
signatures.

TTo select one of the 4 supported foro select one of the 4 supported formats, please follow these steps:mats, please follow these steps:
1. Choose the Magnifier that opens the TTell Meell Me feature icon and type report selection bank.

Select RReport Selection – Bank Aeport Selection – Bank Accountccount from the pages and tasks being displayed.

2. In the RReport Selection – Bank Aeport Selection – Bank Accountccount page, choose Check from the UsageUsage drop-down
list.

Type the Report ID for the desired check format. The following are the IDs associated with
the formats provided by Mekorma Electronic Signatures:
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RReport IDeport ID Check FCheck Forormatmat

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.

Last modified: September 21, 2023
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10.10. Selecting the RSelecting the Remittance Aemittance Addrddress toess to
PPrint on the Checkrint on the Check
Mekorma Electronic Signatures provides the flexibility to select the remittance address to print
on the face of the check from between the vendor Purchasing Invoice or the vendor address on
the vendor card.

The following describes how to enable this feature:

1. Choose the Magnifier that opens the TTell Meell Me feature icon, enter Mekorma Electronic
Signatures Setup.

2. Click the PPrint Invoice Arint Invoice Addrddressess toggle button to enable printing the invoice address as the
remittance address on the check.

Last modified: September 20, 2023

If enabled, Print Invoice Address will override all other remit-to address logic. See
Microsoft’s recently updated remit-to address for more information.!
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11.11. PPrrocessing Check Pocessing Check Payments withayments with
ElectrElectronic Signaturonic Signatureses
Mekorma Electronic Signatures rely on Business Central’s 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.

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.

Last modified: September 19, 2023

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.
*

Mekorma Electronic Signatures for Business Central - 1.0.2.2_en

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 25 of 38

https://docs.microsoft.com/en-us/dynamics365/business-central/payables-make-payments
https://docs.microsoft.com/en-us/dynamics365/business-central/payables-make-payments


11.1.11.1. TTo Po Pay a Vay a Vendor Invoice with aendor Invoice with a
Computer CheckComputer Check
The following describes how to pay a vendor by check:The following describes how to pay a vendor by check:

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

2. Fill in the payment journal lines. For more information, see Apply Payments to Related
Documents and Post Them – Business Central | Microsoft Docs.

a. In the AAccount Tccount Typeype field, select Vendor.
b. In the AAccount Numberccount Number field, choose a vendor account number for the vendor you

would like to pay by check.

3. Click on HomeHome from the page menu and select Apply EntriesApply Entries to select the invoices you
would like to apply. In the Apply Vendor Entries screen, select Set Applies-to IDSet 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 OKOK
when done.

4. In the PPayment Method Codeayment Method Code field, select CHECK.

5. In the Bal. ABal. Account Tccount Typeype field, choose Bank Account.
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6. Select your bank account from the Bal. ABal. Account Noccount No.. field.

7. In the Bank PBank Payment Tayment Typeype field, select Computer Check.

8. In the RRemit-to Codeemit-to Code field, select the specific remit-to address to print on the check. If
none is selected, Business Central defaults to the standard vendor address.

Last modified: September 20, 2023
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11.2.11.2. PPrreviewing Signatureviewing Signatures on a Checkes on a Check
Mekorma Electronic Signatures allow you to preview the signatures that will appear on the
check, by selecting the PPrreview Checkeview Check option from the CheckCheck action, when the Bal. ABal. Accountccount
TTypeype field has been set to Bank Account and you have selected a bank account in the Bal.Bal.
AAccount Noccount No.. field.

Click on the Image IDImage ID field of the signature to see the signature image.

Last modified: September 20, 2023
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11.3.11.3. PPrinting a Check with Signaturrinting a Check with Signatureses
Click on the CheckCheck action and select PPrint Check…rint Check….

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.
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If your printer is set up to print checks, choose the PPrintrint button. Otherwise, choose the SendSend
to…to… button, select the PDF Document option, choose the OKOK 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 PPostost action.

For other Business Central check processing procedures, please see Issue, Print, Cancel, and
Void Checks – Business Central | Microsoft Docs

Last modified: September 20, 2023
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12.12. TTemplate for Gathering Signaturemplate for Gathering Signatureses

Last modified: February 13, 2023
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13.13. Assisted Setup WAssisted Setup Wizarizardd
1. Search for Assisted Setup and select the link that displays.

2. In the Assisted Setup page, find MekMekororma Electrma Electronic Signaturonic Signatureses under the Set up your
company category, select to start the setup.

3. ‘Mekorma Electronic Signatures’ welcome page.
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4. Signatures

5. Threshold

6. Bank Account
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7. Report Setup

8. Click on finish to complete the setup.

Last modified: September 20, 2023
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14.14. RRequesting Support, Implementation,equesting Support, Implementation,
or Customizationor Customization
We are here to help!

If you are having a specific issue with your Mekorma products and require assistance from our
Customer Success team, please log in to our online portal and open a new case.

• Technical Support is included with your yearly enhancement plan. Open a support case.
• Implementation Support is available to help you prepare, install, or configure any aspect

of Mekorma Electronic Signatures for Dynamics 365 Business Central.
• Customization Support is available if you want to go beyond the built-in feature set of our

product.

Last modified: October 9, 2023
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15.15. How to Use This GuideHow to Use This Guide
New users can follow step-by-step installation, configuration, and usage instructions delivered
via written content and video demonstrations. Experienced users can review this guide for any
applicable new feature information, or use it as an ongoing reference tool:

• Pull targeted results using the SearSearchch functionality in the top menu bar.
• Use the eexpandable menuxpandable menu on the left sidebar to discover topics of interest.
• Bookmark pages or share links with colleagues, as each page in the guide has its own

unique URL.
• Print individual pages by clicking on the printer iconprinter icon at the top right corner of any page.
• Download/Print the entire user guide by clicking on the Download asDownload as PDFPDF button at the

very bottom of the left-hand menu.
• Contact us with your ideasContact us with your ideas if there are any new features or enhancements you would like

to see in a product, by using the link at the bottom of each page.

If you are looking for a more tailored experience, our dedicated Customer Success team is
ready to support you, guide you through product implementations, and assist you with any
customized build requests. For more information, see Requesting Support, Implementation, or
Customization, or visit us at our website.
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