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Release Notes for Mekorma Invoice Capture
Build 94

Mekorma Build x94 was released on Tuesday, April 23, 2024.

 Mekorma Build x94 is compatible with Microsoft Dynamics GP 18.5 and 18.6.

* If you are a new user, please go directly to: Introduction to Mekorma Invoice
Capture.

If you upgrade from Mekorma build x90 or an earlier build, and you are using
Invoice Capture, be sure that all invoices listed in the Invoice Capture Validation
window are processed. To prevent processing invoices during upgrade, turn off
the flow that monitors the inbox. For information on turning off a flow, please

refer to https://learn.microsoft.com/en-us/power-automate/disable-flow #turn-off-
a-flow.

o=

Follow the links below for detailed notes on:

* New Features & Changes
e |ssues Fixed

PLEASE NOTE

o =

If you upgrade from Mekorma build x80, and you receive the error message
shown in the screenshot below, please run the installer again. If this error
message persists, please contact the Customer Success Team and open a
support case for assistance:
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Installation in Progress

Flease wait while the required files are being installed.

Error

The specified account already exists.

Q0K

«¥s You can always download the most recent version of Mekorma Payment Hub
from our website. Thank you!

* IMPORTANT: If you are running a Mekorma customization for a version prior
to your current Microsoft Dynamics GP release, please contact Mekorma'’s
Customer Success Team before upgrading to ensure compatibility with the
new version.

New Features & Changes

Release Notes for Mekorma Build x94 released Tuesday, April 23, 2024.

Announcements and Changes

* If you upgrade from Mekorma build x90 or an earlier build, and you are using Invoice
Capture, be sure that all invoices listed in the Invoice Capture Validation window are
processed. To prevent processing invoices during upgrade, turn off the flow that monitors
the inbox. For information on turning off a flow, please refer to

New Features

* You can use Invoice Capture to capture purchase order invoices and then create
purchasing invoices from the Mekorma Invoice Capture Validation window. For more
information, refer to
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e The Mekorma Invoice Capture Validation window offers an additional option to
automatically open the Payables Transaction Entry Distribution window when creating a
payables transaction from an invoice. For more information, refer to

Issues Fixed

Release Notes for Mekorma x94 released Tuesday, April 23, 2024.

* During the Invoice Capture process, large email attachments cause the Email Extraction
flow to fail. The email attachments are then not scanned or attached to invoices through
Mekorma Invoice Capture. This issue has been fixed where the Email Extraction flow does
not fail and the email attachments are scanned, although not attached to invoices
automatically. We recommend attachments be smaller than 2 MB.

* When you delete a batch that contains a payables transaction which was created from the

Mekorma Invoice Capture window, the invoice does not appear in the Mekorma Invoice
Capture Validation window to reprocess. This issue has been fixed.
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Introduction to Mekorma Invoice Capture

Mekorma Invoice Capture allows you to reduce the tedious and manual effort of getting
invoices into Dynamics GP without the complexity of a document management system!
Supporting documents are interpreted with Microsoft Al Builder and attached to invoices
automatically with DocAttach. This is a simple and streamlined system for automating invoice
data entry, voucher creation, and approvals.

Using Microsoft Dynamics GP and Mekorma together, you now have a complete end-to-end AP
automation solution:

&n G <

Receive Capture Validate Approve Pay
Set up a dedicated email inbox Al reads invoice content and AP staff review, adjust, and Save invoice to a batch and Generate payment with
for vendor invoices pushes the data into Dynamics confirm invoice details send through Dynamics GP Mekorma Payment Hub or your
GP approval workflow preferred payment solution

Once your invoices are in the GP system, approved, and posted, they are ready to be paid.
Invoice Capture is a stand-alone product, which means you can use it with or without Mekorma
Payment Hub solutions.

From the moment you have a new vendor to the day payment is sent, Mekorma and Microsoft
Dynamics GP make your AP process easier.

For assistance with this user guide, review

How Does Mekorma Invoice Capture Work?

Mekorma Invoice Capture integrates with Outlook email, Microsoft Power Platform with Al
Builder, and Microsoft Dynamics GP. The system receives invoices through email and uses
Power Platform and Al Builder to interpret them behind the scenes. We then give you an easy-
to-use window in GP to validate the invoice data before converting it to an AP Voucher. The
invoice and any supporting documents will be automatically attached to your vouchers through
Dynamics GP DocAttach.

Watch this video for a quick overview of how Mekorma Invoice Capture works!
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project folder Dynamics GP
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AP staff validates GP approval Post invoice Pay
workflow

After the AP staff converts invoices to AP vouchers, they can be approved through the GP
workflow, posted, and paid.


https://www.youtube.com/embed/AqClbuAipqg?rel=0
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Why Mekorma Invoice Capture?

* Mekorma Invoice Capture provides a simplified product for companies that don’t need a
full-fledged document management system.

* AP needs relief: too much paper!

* Approvers need to see original documentation before approving invoices or payments.
* Getting rid of paper makes it easier to work in remote locations.

* Manual entry is time-consuming, and mistakes are easy to make.

* When used with Mekorma Payment Hub, GP users can have an end-to-end automation
solution.
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Preparing for Mekorma Invoice Capture

The Mekorma Invoice Capture Solution will be installed for you by the Mekorma Customer
Success Team. We work hand in hand with you, your Dynamics partner, and IT team to ensure
the most successful installation possible.

The Stakeholder Team

These are the people you will need on your team for a successful implementation:
* |IT team: The IT team will provision the Microsoft licenses, create email accounts, manage
security, and work with the Mekorma team on the install of Microsoft Power Platform and

Mekorma Invoice Capture.

e External IT: Please include your Hosting IT partner or Microsoft partner if they maintain
your systems.

e Controller or AP Manager: This person will advise on your company’s invoice notifications,
approval rules, and provide oversight.

* AP Specialist(s): These specialists will be guided in the daily use and best practices.

AP Specialist Work Station

The AP Specialists on your team will now be monitoring invoices on computer screens rather
than on paper. For this, they will need monitors large enough to view the invoices legibly and
have the data entry window to the side of the invoice view window so that they can see the
invoice and see the data entry at the same time.

* For this purpose, we recommend a minimum monitor size of 25” and HD resolution (this is
recommended but not required).

You will probably still get some invoices on paper and will need a scanner. The Fujitsu ScanSnap
series works very well for low-cost, low-volume scanning.

The Stakeholder Team

These are the people you will need on your team for a successful implementation:

* |IT team: The IT team will provision the Microsoft licenses, create email accounts, manage
security, and work with the Mekorma team on the install of Microsoft Power Platform and
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Mekorma Invoice Capture.

* External IT: Please include your Hosting IT partner or Microsoft partner if they maintain
your systems.

e Controller or AP Manager: This person will advise on your company’s invoice notifications,
approval rules and provide oversight.

* AP Specialist(s): These specialists will be guided in the daily use and best practices.

AP Specialist Work Station

The AP Specialists on your team will now be monitoring invoices on computer screens rather
than on paper. For this, they will need monitors large enough to view the invoices legibly and
have the data entry window to the side of the invoice view window so that they can see the
invoice and see the data entry at the same time.

* For this purpose, we recommend a minimum monitor size of 25” and HD resolution (this is
recommended but not required).

You will probably still get some invoices on paper and will need a scanner. The Fujitsu ScanSnap
series works very well for low-cost, low-volume scanning.

IT Preparation

Your IT department needs to make some decisions before we can proceed:

* Determine your Microsoft licensing requirements for Microsoft Power Platform and Al
Builder.

* Purchase required licenses.

«%s For lower licensing costs, consider using an extended trial license.

* Specify what email address you will use for receiving invoices.

* |If your users want to be notified about incoming emails, specify who you will notify for
each company.
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The Mekorma Invoice Capture setup screen is available on the Mekorma Area Page under Setup
> System > Invoice Capture Setup. It allows you to setup an email address used to monitor the
system, the addresses your vendors should use to email invoices, and individuals to be notified
when the system gets new invoices:

P Mekorma Invoice Capture Setup - BB (sa) — O et

W e X Il @

Save Redisplay Cancel File Tools | Help

- -

Actions File Tools | Help
Sustem User Email 12E ] e OIS, SO @ Mazimum Scan-To Page 5 @ Extensions
Onelrive Base Path Irrvoice Capture ) Ermail Body Action Store & Process ~ | (7)
Compary Narme Invaoice Email Address @ Jgé, Uzer To Motify @
F abrik.amn, [ne. michaely+TW 0 @mekarma.com michael@mekoma. com ~
Balanced Business michaelv+BE &mekorma. com michael@mek.oma. com
Complete Solutions michaely+C5@mekorma. com michael@rmek.omna. com

Your Mekorma implementer will walk you through the considerations for setting up your Power
Automate environments and coordinating them with your email setups. These setups will

depend a lot on whether you have one or many companies and whether you have independent
AP departments or shared services environments.

The sections below give you an advanced view of these considerations.

Power Automate Environments and Email
Setup Requirements

Email setup and the number of Power Automate environments (and licenses) depend on the
number of companies you manage and whether they share services and domain names.

1. If you administer 1 company, you need 1 license

2. If you administer multiple companies and you segregate invoice data out of security
concerns, you will need a separate Power Automate environment for each one.

3. If you administer multiple companies with a centralized AP department, you may be able
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4. Even if you have a centralized AP department that shares data, if you want your
companies to have distinct email addresses for your vendors to send their invoices, you
will need different Power Automate environments.

5. If you are using the MEM Connector for Payables, you must have a separate invoice email

per entity.

The Details

This chart shows these 4 cases in more detail and describes its setup:

Separate
Data P . Number of
email
access . Power
GP domain
. allowed . Automate
companies required .
between environments
. for each
companies? needed
company?
11 N/A N/A 1
2 Multiple N Y Multiple
3 Multiple Y N 1
4 Multiple N Y Multiple

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Email(s) associated

with Power Automate

environment

APInvoice@xxx.com

APInvoice@xxx.com,
APInvoice@yyy.com,

APInvoice@zzz.com...

APInvoice@xxx.com

APInvoice@xxx.com,
APInvoice@yyy.com,

APInvoice@zzz.com...

Company Invoice
Email

APInvoice@xxx.com

APInvoice@xxx.com
for company A;
APInvoice@yyy.com
for company B;
APInvoice@zzz.com
for company C...

There are two
options for setting
up the email. One
is using Microsoft
plus addressing.
The other is using
Email aliases.
Please see below
for more details.

APInvoice@xxx.com
for company A;
APInvoice@yyy.com
for company B;
APInvoice@zzz.com
for company C...
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Configuring for Multiple Companies to Share One Power Automate
Environment

There are two ways of configuring email so that individual companies can each have their own
AP address but all the emails get forwarded through one Power Automate flow:

1. Microsoft Plus addressing
2. Email aliases

Microsoft Plus addressing (Case 3 recommended option)

With Microsoft , using the following format will allow you to
receive the invoice in a mailbox that the user desires:

Company invoice email address followed by a plus sign (+) and the company database name
as shown in the example: APInvoice+TWO@xxx.com.

Email aliases (Case 3 alternative)

If Microsoft Plus addressing is not possible, the alternative is to create email aliases to make
incoming invoices go to the right company. They all need to use the same domain:

* APInvoicel@xxx.com for company A
* APInvoice2@xxx.com for company B...

We recommend Microsoft Plus method become in some customer’s systems, the alias email
does not work properly when an email is sent from the same domain.

Why Are We Making This So Complicated?

Note that when you have multiple companies, the setup suggested in cases 2 and 4 is more
straight-forward. So why do we support case 37

Case 3 saves you money by lowering the number of Power Automate environments you need to
license. It has the disadvantage of having to use the same domain name for email across all
your companies and may lead to difficulty communicating with vendors who are servicing
multiple companies.
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Sharing an Email Address Used for Other
Purposes

We recommend that you dedicate an email address for receiving AP invoices. However, if you
have considerations that make you want to use the email address for other purposes, such as
monitoring a more general AP queue, it can be done, with the caveat that senders will need to
put a specific moniker in the subject line. The main use for this is in a testing scenario when
you are first getting to know the product. It could also be used in very low volume situations.

In that case, you can designate a moniker, such as (INV) that goes at the beginning of each
subject line. You can use Outlook with a rule to move any incoming email with that moniker to a
sub-folder in your outlook. Any invoices moved to sub-folder will trigger the Al flow.

If you are using this on an ongoing basis, it is unlikely that vendors will put (INV) in their
subject lines. The individual monitoring the email address will have to sift invoice emails and
move them to that sub-folder.

‘User to Notify’ Email Address

You have the option to designate a user who will be notified whenever an invoice email is ready
to verify in Dynamics GP. This can be a separate user for each Dynamics GP company or you
can designate the same user for more than one of the companies. You can designate only one
notification email address—if you need multiple people to be notified you will have to set up an
email group in Active Directory.

The system will notify the user once an invoice email has been fully processed by the Power
Automate flow and is ready to be verified in Dynamics GP.

Note that the User to Notify Email address cannot be the same as any Company Invoice Email
or email associated with the Power Automate Environment.

If you do not wish to receive notifications for each invoice that is received, this field is not
required.

Controlling the Page Count in Al Builder

«%s For lower licensing costs, consider using an extended trial license.
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Microsoft charges based on number of pages/month scanned by Power Automate Al Builder.
The number of pages scanned might be of concern to you if you are processing over 500
invoices a month. These configuration options help save on your page count.

I Mekarma Invoice Capture Setup - BE (DEEBIE) - d *

2 X il @
* 1] -
Save Redisplay Cancel File Tools | Help

* *

Actions File Tools | Help
Sustemn User Email michaelEmekorma.com @ b auimum Scan-To Page 5 @ Extensions
Onelrive Base Path Invoice Capture () Erniail Body Action Store & Process |v i)
Compary M are Invoice Email Address @
Fabrik.amn, [ne. michaely+TW 0 E@mekoma, com . A
Balanced Business michaely+BE@mekorma. com michaek@mekorma. com
Complete Saolutions michaely+C5S@mekorma. com rmichaeky@mekarma. com

To navigate here: Mekorma home page > Setup > System > Invoice Capture Setup

Maximum Scan-To Page
The Maximum Scan-To Page option limits the number of pages scanned in a single document.

* By default, this will be set up to 5 pages.
* If set to less than 1, it will error and re-set to 1.
* |f set to greater than 10, it will error and re-set to 10.

Maximum Scan-To Page page is per document. It treats each document (email body or
attachment) as a single invoice.

Email Body Action

Sometimes, a vendor may include pertinent invoice-related information in an email, along with
the invoice attachment. With Build 90, Mekorma has updated Microsoft Al Builder’s receiving
and scanning process for emails. To give you more control over how your email bodies are
captured, there are three actions available: Ignore, Store, and Store & Process. Use the Email
Body Action drop-down to determine how you want Invoice Capture to handle your email
bodies.

* If you set Email Body Action to Ignore, Mekorma Invoice Capture will not scan the email
body.

* If you set Email Body Action to Store, the system will store the email body only, but won't
scan it unless there are no other attachments to process.
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e To scan the email body for attachments and attach any PDFs to the invoice, set Email
Body Action to Store & Process.

Add business rules to exclude scan files by file type

Mekorma Invoice Capture includes a feature to limit the number of pages scanned by Power
Automate Al Builder to avoid exceeding more than 500 credits/2000 pages per month. This will
help in reducing unnecessary scans. In the Mekorma Invoice Capture Setup window, you will
find the Extensions button. By clicking it, you can select or deselect the extensions you would
like to exclude. Extensions supported are:

« JFIF
. JPE
. JPEG
. JPG
. .PDF
- .PNG

By default, all the file types are marked. If none are marked, PDF will default.
Note: JPEG family includes: .JPEG, .JPG, .JPE

Determining Your Microsoft Power Platform
Infrastructure and License Requirements

* Only a single Microsoft Power Automate “per user” license is needed to run the Mekorma
Invoice Capture flow in a single or multi-company Microsoft Dynamics GP scenario,
regardless of the number of users you have.

* If you have multiple companies which run different Power Platform environments for each
company, and you are going to deploy Invoice Capture in each environment, you must
acquire a Power Automate “per user” license for each environment.

* Even if your company runs a single Power Platform environment to support multiple AP
departments (i.e. shared services), we recommend deploying an Invoice Capture solution
for each department so that each department uses its own domain name email address.
Please contact our Professional Services team for further assistance. One Microsoft Al
Builder license may be shared and assigned to each Power Platform environment.

* Note that you will not need a license for each user in your AP department, but rather an

individual license for the entire department. We recommend assigning the license to an
account associated to the email account for your AP department.
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Estimate Your Invoice Credits

Estimating the Number of Invoices You Process per Month

* The base Microsoft Al Builder license provides 1 million credits, which includes the ability
to process up to 2000 pages per billing cycle.

e If you have more than one Power Platform environment for which you will be deploying
Mekorma Invoice Capture, your Al Builder credits need to be split and assigned to each
environment.

* If you need to process a greater volume you will need to purchase additional packs of
pages per month.

Estimating the Number of Pages per Invoice

The Invoice Capture product will send the email body and any attachments through the Al
engine with the assumption that each of those documents could be an invoice.

* For a single email, the lowest number of invoice pages would be 1. That would be for an
email body that contains the invoice itself and is short.

* For the case where the email also has an attachment, the lowest number of invoice pages
used will be 2.

By default, the system will cap the number of pages it processes in a single email body or
attachment to 5. You can ask your Mekorma implementer to raise or lower that cap.

For more information about Microsoft Power Platform licensing costs, read

. The Mekorma Customer Success
team is available to help you figure out exactly what you need for your scenario.

% For lower licensing costs, consider using an extended trial license.

Try Before You Buy

As of Q3 2022, Microsoft offers extended trials of their Power Platform Al Builder component. At
this time, customers can take advantage of this offer for a period of up to 2 years at Microsoft’s
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discretion. After the trial period, customers must purchase Al Builder capacity at Microsoft
published prices - $500 per Al Builder unit per month, as of this writing.

Last modified: November 2, 2023
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Using Mekorma Invoice Capture

After you've installed and set up Invoice Capture, you are ready to use it.

First you need to get your vendors to email invoices, and then you can use the Invoice Capture
Validation window to complete the following tasks:

e Review the invoice data

* Choose a vendor

¢ Handle the attachments

e Create a GP voucher

e Process multiple invoices

* Invoice attachments larger than 2 MB might not be able to be attached to
invoices through Mekorma Invoice Capture. Attach the invoice manually in the
Payables Transaction Entry window or the Purchasing Invoice Entry window.

For more information, refer to Manually Attaching Invoices.

Last modified: April 22, 2024

Getting Vendors to Email Invoices

There are 4 different ways that vendors can send invoices:
* Email to a specific address monitored by Mekorma Invoice Capture
* Email through an existing AP address
e Paper mail

* In a portal that you must download from

* Invoice attachments larger than 2 MB might not be able to be attached to
invoices through Mekorma Invoice Capture. Attach the invoice manually in the
Payables Transaction Entry window or the Purchasing Invoice Entry window.
For more information, refer to Manually Attaching Invoices.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 20 of 70



Mekorma Mekorma Invoice Capture User Manual - Build x94_en

Email direct to capture

The easiest flow is to direct your vendors to email their invoices to you to an email address that
is monitored by Mekorma Invoice Capture. If you have multiple companies, vendors should use
the email address for the company they are billing.

Email through AP

When first installing, you may want to monitor the invoices more closely while you get
comfortable with the system. You can continue to use an email address that vendors are
already sending to. IT can create a temp email for the capture system, and you can forward
invoices to it when you get them.

When you feel confident, you can reconfigure the system to use your official email address
simply by changing the email address on the setup screen.

Dealing with snail mail Invoices

Scan any paper invoices to a folder on your local drive. You can then email them to your
Invoice Capture email address. You can attach multiple invoices to the same email if they all
belong to one of your companies.

Downloading invoices from a portal
Vendors commonly have online portals for you to pull your invoices from.

Try to convince your vendors to include invoices as attachments. It is inconvenient for you to
log into the vendor portal and download each invoice.

If you must, download the files to a folder on your local drive, attach to an email, and send it to

your Invoice Capture email address. You can attach multiple invoices to the same email if they
all belong to one of your companies.

The Invoice Capture Validation Window

After the invoice data has been extracted by artificial intelligence (Al) and submitted to GP, it
will be pushed to the Mekorma Invoice Capture Validation window for further processing. This is
a Mekorma work table with all the captured invoices listed. To sort the invoice data by
individual column, click on the column header. You can validate the transaction data accuracy,
adjust the entry as needed, and instruct the system to create a transaction - either a payables
transaction, or a purchasing invoice transaction.

To open the Mekorma Invoice Capture Validation window go to: Mekorma area page >
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Transaction > Payables > Mekorma Invoice Capture Validation

¥l Mekorma Invoice Capture Validation - BB (sa) — a X

V) 2 | B il @7

OK  Actions Redisplay  Options File Tools  Help Add | Debug

> ¥  Note £
Actions Options File Tools Help Debug
Papables Tranzaction  *| Batch D | |PI Range |a&l w

Sender Mame Vendor ID Docurment Mumber Amount  Document Date Due Date  Invoice Process Date

[ Allensen Properties ALLENSOMNODOT 52144 62,452.50 11272024
A AmeriCharge AMERICANODOT 2044333316 487.25 1/23/2024
. 4 Carlton Specialties CARLSONS0001  INVES125 354.84 1/15/2024
. _# Creative Media CREATIVEDDO 157712 8,944.00 1/5/2024 2/5/2024
. 4 Dolecki Catering DOLECKICDODT 425734 3.483.67 1/13/2024
/0 4 Prairie Winds PRAIRIEDOODT 74993 19,139.00 1/10/2024

Attached Documents

File Mame

Allenson Properties invoice pdf
Email_Body.pdf

If you are creating a payables transaction, follow this validation checklist:

Review the Invoice Data
Handle the Attachments
Create a GP Voucher
Delete Bogus Invoices

B whe

If you are creating an invoice for a purchase order, follow this validation checklist:

Review the Invoice Data

Handle the Attachments

Create a Purchase Order Invoice
Delete Bogus Invoices

il L

In addition to the information about the process flow, we have 3 videos explaining more
information about how the Al Engine process invoices:

1. How Al processes multiple invoices in one email from one vendor.
2. How Al processes multiple invoices in one email from different vendors.
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3. How Al processes an invoice in the email body.

If you're using Binary Stream’s Multi-Entity Management
(MEM)®

If you're using MEM, the Entity ID field is displayed. Users can only view invoices for the entity
to which they have access.

Mekorma Invoice Capture Validation - BB (sa) — O X

@@= 2 = il @0

0K Actions Redisplay | Options File Tools | Help Add | Debug

T ¥  Note T
Actions Options File Tools Help Debug
Papables Transaction v Batch D | ‘,p’ Fange |AII ~

Papables Tranzactions

-~
Sender Name Vendor ID Document Mumber Entity ID Amount  Document Date Due Date  Invoice Process Date

[\ Allenson Properties ALLENSONOOO1 62,452.50 1/12/2024

A AmeriCharge AMERICANDDDT 2044353316 0m 487.25 1/25/2024
_ Carlton Specialties CARLSOMNS0001  INVE8125 00 3534.84 1/15/2024
_ Creative Media CREATIVEDDOT 157712 00 8,944,00 1/5/2024 2/5/2024
_# Dolecki Catering DOLECKICO00T 425734 0 3,488.67 1/15/2024
_ Prairie Winds PRAIRIEOODO1 74993 oM 19,139.00 1/10/2024

Attached Documents

File Name

Allenson Properties invoice.pdf
Email_Body.pdf

If you are processing multiple invoices together, any lines that do not have the same entity as
the batch entity will not be able to be marked.

Available Options

The following table explains the options available from the View menu in the Mekorma Invoice
Capture Validation window for both transactions and attached documents. The options that are
available depend on what is selected.

Menu Option Description

Payables
Transaction or
Purchasing
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Invoice list

Open
Processing
Window

Discard
Mark All
Mark None

Update Entity
ID

Attached
Documents list

Open

Create New
Invoice

Discard
Attachment

Select this
Document to
move or copy

Mekorma Invoice Capture User Manual - Build x94_en

If Payables Transaction is selected, opens the Mekorma Create PM Transaction
window. If Purchasing Invoice is selected, opens the Mekorma Create POP
Invoice Entry window. You can update or add information for the transaction.

Deletes the transaction from the window.
Marks all the transactions.
Unmarks all the transactions.

Opens the MEM Entity Lookup window where you can select a different entity for
the transaction.

Opens the selected attachment.

Creates a line item that you can use to create a new transaction.

Deletes the selected attachment from the window.

Selects the document to move or copy. For more information about this option,
refer to

Options Button

The following table explains the options available from the Options button in the Mekorma
Invoice Capture Validation window.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.
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Mekorma Invoice Capture Validation - BB (sa) — O X

0= 2 (9= il @7

OK  Actions Redisplay || Options File Tools | Help Add | Debug

- A T  Note -
Actions Auto-Open Attachments Debug
PR N Open Multiple Attachments FeRER

Auto-Open PM Distributions

Sender Mame Vendor ID Document Number Entity D Amount Document Date Due Date Invoice F

FI= 2 Allenson Properties ALLENSOMO0O1 62,452.50 1/12/2024

41 AmeriCharge AMERICAMNDDDT 2044353316 [l 487.25 1/25/2024
1 Carlton Specialties CARLSOMNSDD0T  INVES125 00 354.84 1/15/2024
4 Creative Media CREATIVEDDDT 157712 oo 8,944.00 1/5/2024 2/5/2024
4 Dolecki Catering DOLECKICODOT 425734 [l 3,488.67 1/15/2024
1. 4 Prairie Winds PRAIRIEODDOT 74893 o 19,139.00 1/10/2024
< >

Aftached Documents

File Name

Allenson Properties invoice.pdf
Email_Body.pdf

Options

Description
Button P

Auto-Open  Automatically opens the attachment when you double-click on an invoice line, or
Attachments right-click the invoice and select > Open Processing Window.

Open Automatically opens all of the attachments when you double-click on an invoice
Multiple line, or right-click the invoice and select > Open Processing Window. Each
Attachments attachment is displayed in a different tab.

Auto-Open  Automatically opens the Payables Transaction Entry Distribution window below the
PM Payables Transaction Entry window after you click Process in the Mekorma Create
Distributions Payables Transaction window. This option is saved per user.

Last modified: April 22, 2024

Review the Invoice Data

To open the imported invoice and review the data before you create a transaction with the
imported data, select a row in the Mekorma Invoice Capture Validation window and then select
Payables Transaction or Purchasing Invoice.
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Mekorma Invoice Capture Validation - BB (sa)

O ¢ = |

OK  Actions Redisplay | Options File T

Actions Options File T

FPayables Transaction v| Batch 1D

Payables ?ransaction _
Purchasing Invoice Vendor ID
L _ Allenson Properties ALLENSOI
A AmeriCharge AMERICA

* To create a payables transaction, select Payables Transaction. This opens the Mekorma
Create Payable Transaction window.

Mekorma Create Payables Transaction — X
File Edit Tools Options Help Debug 172472024 7
Vendor 1D ALLENSONOODT D ZE]  OpenAttachment .,
Wendor Mame Allenson Propertiss
Document Number 52144
Document Date 141252024 =
P.0. Mumber
Dezcription
Total $62.452.50
Payment Terms Met 30
;::'}‘ @ Papables Transaction hd Process

» To create a purchasing invoice transaction, select Purchasing Invoice. This opens the
Mekorma Create Purchasing Invoice window.

Mekorma Create Purchasing Invoice - X

File Edit Tools Options Help Debug 172472024 7
Vendor 1D ALLENSONOODT D (ZE]  OpenAttachment ,
Wendaor Mame Allenzon Properties

Yendar Daoc Mo 2144

Imvoice Date 11242024 =

F.O. Murnber

Papment Terms Met 30
;‘:} @ @F‘umhasinglnvuice et Process

The invoice data captured by the import process displays the following fields, if they can be
determined from the attachment in the email.
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* Vendor ID: If the vendor can be identified and matched to a vendor in GP, the vendor ID
displays. This is the most important field to verify and change, if it is not correct.

* Vendor Name: Under some conditions, the sender email address is displayed instead of
the name. (See .)

e Document Number/Vendor Doc No/Document Date/Invoice Date/P.O. Number/Total: If
these amounts are identifiable from the attachment, they are displayed. Otherwise, you
can enter them manually.

* Due Date/Payment Terms: Due Date is displayed when the date is present on the invoice
and payment terms are not specified for a vendor. Payment Terms is displayed when a
vendor has payment terms specified in the Dynamics GP vendor master. If a due date is
captured from the invoice, but the vendor has payment terms specified, those payment
terms are displayed and used to calculate the invoice date, overriding the due date from
the invoice document. To use the due date from the invoice for a vendor with payment
terms, you must override it in the transaction entry window.

After you have reviewed the data, you can create the payables transaction or purchasing
invoice. To change the type of transaction you create, use the option to change the transaction
window.

Mekorma Create Payables Transaction — X

File Edit Tools Options Help sa Balanced Business 1/24/2024
Vendor ID ALLENSONOODT D (ZE] Open Attachment .,
Yendor Mame Allenzon Properties

Docurment Murnber 52144

Document D ate 11242024 =

F.0. Murnber

Description

Tatal $0.00

Payment Terms Met 30
{':} @ Payables Transaction - Process

Payables Transaction

Purchasing Invoice

For more information refer to or

If you're using Binary Stream’s Multi-Entity Management
(MEM)®

If you're using MEM, the Entity ID field will be displayed in the Mekorma Create Payables
Transaction window and the Mekorma Create Purchasing Invoice window. Users can only view
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invoices for the entities to which they have access.

Mekorma Create Payables Transaction - X

File Edit Tools Options Help Debug 1/24/2024 7
Vendor D ALLEMSONDOO B f[%ﬁ Open Attachment .
Yendor Mame Allenzon Properties

Document Mumber | 52144 Entity |0 0o }3
Document D ate 112/2024 H

P.O. Mumber

Dezcription

Tatal $62.452.50

Payrment Termsz Met 30

r @ Papables Transaction - Process

Mekorma Create Purchasing Invoice - X
File Edit Tools Options Help Debug 1/24/2024 7
Wendar ID ALLENSONODDT J=) (ZE)]  Open Attachment
Yendaor Mame Allenzon Properties

Yendor Doc Mo 52144 Entity ID 0 553
Imvoice Date 1M2/2024 H

P.0. Mumber

Payrnent Termns Met 30

Iy @ zPurchasing Invaice - Frocess

Why is Sender Sometimes an Email
Address?

The system will only display a vendor name when the Al can identify something it perceives as
a vendor name. Secondly, it needs to be able to identify something it perceives as an invoice
number. When it cannot, it enters the sender email address instead of guessing the vendor
name.

Sometimes this is because the email in not actually an invoice. See
for how to examine and handle these lines.

If the email is an invoice, you will be able to easily choose the correct vendor and you may only
need to provide your own version of an invoice number to post this in Dynamics GP.
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Choosing a Vendor

If the Al finds a vendor name that it has seen before, it will default in the vendor ID.
Sometimes, there are vendors with similar names so you should always verify the vendor ID.

Every time you match a vendor name with a vendor ID, the system will store that for future
use. This means that if you have two vendors with the same name, there will be two vendor IDs
associated to that name. There are three possible scenarios:

1. Vendor name not found.
* You need to add a new vendor. Be sure to follow best practices. See

2. Vendor name matched one vendor ID.
* To verify that this is the correct vendor, click the lookup button next to the vendor ID
and then click the Show Details icon to verify the vendor’s address.

3. Vendor name matched multiple vendor IDs.
* The system will guess at one of your prior vendor IDs based on which has been used
most often. An icon will appear next to the lookup button. If you click it, you will see
a list of all of the vendor IDs that have been used with that vendor name, and you
can select one from the list.

What if the Vendor is Not in the System?

What if you are processing an invoice and you find that there is no vendor? You should have a
process for approving a new vendor into your system.

Best practices for new vendor setup include:

* Separation of Duties—Dynamics GP security should be set up so that the person entering
or modifying the vendor maintenance file is not the same person that enters invoices or
pays bills.

* Steps that are needed for setting up new vendors include:
o TIN matching for IRS—you need to get a W9 and validate official vendor company
tax info for 1099s
o Office of Foreign Assets Control (OFAC) screening
o Double verification for Remit-to address and banking information

* Vendor Approval workflow—Microsoft Dynamics GP can be configured with a Vendor
Approval workflow. When we discuss your needs, we will generally recommend that you
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include an approval workflow as part of your solution. A vendor approver will be a second
set of eyes that ensures that the checklist steps are followed and approves the new
vendor to the system.

The Mekorma Customer Success team is standing by to assist you with defining any of these
policies and procedures to ensure a safe, auditable AP process.

Last modified: April 22, 2024

Handle the Attachments

Review each of the attached documents to make sure that only one of them is an invoice and
that all of them are related to the invoice you are reviewing.

«¥» In addition to the information about the process flow, we have 3 videos
explaining more information about how the Artificial Intelligence (Al) Engine
processes invoices:

How Al processes multiple invoices in one email from one vendor
How Al processes multiple invoices in one email from different vendors
How Al processes an invoice in the email body

When you double-click on any of the attached documents, the corresponding default file viewer
automatically opens. For instance, if you're trying to open a .pdf file, it will open with the
default .pdf viewer that you have set on your computer. You can then compare the data in the
Mekorma Create Payables Transaction window with the original document. The file types
supported by Microsoft Al Builder are: .pdf, .bmp, .jpg, .jpeg, .gif, .png, .tif, .tiff.

Mekorma Invoice Capture uses Al to decide what to do with emails that have multiple
attachments. There are several scenarios:

* An email with just a body, no attachments:
o The email body is converted to a .pdf and the invoice processing system tries to
process it as an invoice. When you review, if it is not an invoice, you can discard it
as a bogus invoice (see ).

* An email with one attachment:

o This is typically an email body with a courtesy note or additional information and an
attached invoice.

o The invoice processing system converts the email body to a .pdf file as supporting
documentation.

o The invoice line displays two attachments: the email body and the invoice.

o |If you review the attachments and find either of them bogus, you can right click and
discard it.

o If you review the attachments and find that they are two different invoices, you can
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The

right-click one of them and choose “Create New Invoice”. It is unlikely in this case,
but this ability exists for emails with multiple invoices attached to an email.

For an email with multiple attachments, the invoice processing system chooses between a
number of scenarios:
o One attached invoice and supporting documentation
o An assortment of attached invoices - This capability is useful if AP wants to forward
a batch of invoices through the workflow. For more information, see Dealing with
Snail Mail Invoices. See Moving or Copying an Attachment from One Invoice to
Another for an example.
o Multiple attached invoices with some supporting documentation

First, the invoice processing system uses Al to make a decision about each attachment to
detect if it is an invoice or not. Its goal is to automatically separate invoices into separate
lines so that when you use Mekorma Invoice Capture Validation window, you don’t have to
do that manually.

Then, the invoice processing system processes EACH of the attachments through the Al. It
finds the invoice, and any documents that it doesn’t recognize are attached as supporting
documents.

If the invoice processing system recognizes two or more attachments as invoices, it creates
a separate invoice line for each invoice. Each of these will also contain the body of the
email as supporting documentation.

Another scenario is when none of the attachments are recognized as invoices. If that
happens, the email is probably junk. The invoice processing system groups them together
for easy review. It creates one “invoice” line but instead of a vendor name it shows the
sender’'s email address. That line will contain all the attachments for you to review.

The most complex case is when there are multiple invoices and supporting documents. The
invoice processing system creates a separate invoice line for each invoice and groups all
the unrecognized documents on a different line using the sender’s email address. The
system will not try to match them to specific invoices, you have to review these manually
to move them to the correct invoices before processing them to GP invoices or purchase
order invoices. See Create a GP Voucher and Create a Purchase Order Invoice for more
information.

following sections explain how to clean things up by deleting bogus sender lines or moving

attachments between sender lines.

Deleting Bogus Sender Lines

Moving or Copying an Attachment from One Invoice to Another
Attaching the Same Attachment to Multiple Invoices

Deleting Bogus Attachments

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 31 of 70



Mekorma Mekorma Invoice Capture User Manual - Build x94_en

Deleting Bogus Sender Lines

Mekorma Invoice Capture can receive an email that is not an invoice. If this happens, review
the attachments to verify if they are bogus.

To remove them:

1. Right click on Sender Name in the Mekorma Invoice Capture Validation window.

2. Choose Discard.

Mekorma Invoice Capture Validation - BB (sa) — 0 X

014

Actions Redisplay | Options File Tools | Help Add | Debug

* ¥  Note =
Actions Options File Tools Help Debug
Payables Transaction | Batch 1D [ P Fange

Payables Transactions
=
Sender Name Vendor ID Document Number Entity ID Arnount Document Date Due Date  Invoice Process Date

_2 Allenson Properties ALLEMSOMNODO0 32144 00 171272024

31 AmeriCharge AMERICAMOODT 2044353316 0 43725 1/25/2024
I8 Cariton Specialties CARLSONSOD01  INV6B125 v a— 1/15/2024
1 Creative Media CREATIVEODD! 157712 Open Processing Window 1/5/2024 27572024

2 lesliewagner@live.com BEAUMONTODO1 123456 Dimr% 1/22/2024
/i 2 Prairie Winds PRAIRIEDDODT 74993 Mark Al 1/10/2024

Mark Nane

Update Entity ID

Attached Documents

File Mame

Carlson Specialties.pdf
Email_Body.pdf

Moving or Copying an Attachment from
One Invoice to Another

When reviewing attachments, there are two cases when you might want to move an
attachment to another invoice line:
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1. An attachment is a supporting document for an invoice on another line.
2. An attachment is an independent invoice.

To move or copy a supporting document into another invoice:

1. Right click on the supporting document in the Attached Documents list in the lower part
of the window and choose Select this Document to move or copy.

Mekorma Invoice Capture Validation - BB (sa)

|Q| z = ﬂ @’ 2

0K Actions Redisplay = Options File Tools  Help Add | Debug

v ¥ MNote b
Actions Options File Tools Help Debug
I(‘EIPurchasing Invoice ¥ | BatchID ‘,D‘ Range &l ~
Sender Name . Vendor ID Vendor Doc No Invoice Date Due Date Entity ID
Q _ Allenson Properties ALLENSOMNODD1 52144 1/12/2024 00
() 1 Carlton Specialties CARLSONS00D1  INV68125 1/15/2024 00
() 1 Creative Media CREATIVEQDD1 157712 1/5/2024 2/5/2024 01
) # Dolecki Catering DOLECKICDDD1 425734 1/15/2024 01
) Prairie Winds PRAIRIEO0DD1 74993 1/10/2024 o

Aftached Documents

File Name

olecki Catering invoice.| 2
Email_Body.pdf

Open
Create New Invoice

Discard Attachment

Select this Document to move or copy

2. In the upper part of the window, right click on the line to which you want to move the
invoice and choose Move File Here or Copy File Here.
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D= & =

0K Actions Redisplay | Options

®

Actions Options

Mekorma Invoice Capture Validation -

BB (sa)

ﬁa 7> g
|
u L * 4
File Tools  Help Add | Debug
- - - Note -

File Tools Help Debug

‘&]F‘urchasing Invoice ¥ BatchID

Purchasing Invoice Transactions
~

Sender Name

) 1 Allenson Properties
) Carlton Specialties
) 1 Creative Media
[@F: 7 Dolecki Catering
) Prairie Winds

B e

Vendor ID Vendor Doc No
ALLENSONODOT 52144
CARLSONS0001  INV68125
CREATIVEDDD1 157712

Open Processing Window
Discard
Move File Dolecki Catering invoice.pdf Here

Copy File Dolecki Catering invoice.pdf Here

Update Entity ID

Invoice Date Due Date Entity ID
1/12/2024 00
1/15/2024 00

1/5/2024 2/5/2024 01
1/15/2024
1/10/2024 1l

Attached Documents

File Name

[Z] Dolecki Catering invoice.pdf
Email_Body.pdf

To move a supporting document to its own independent invoice line:

1. Right click on the supporting document in the Attached Documents list in the lower part

of the window and choose Create New Invoice.

2. In the upper part of the window, a new line is created with that attachment and you can
process it as an independent invoice.

Last modified: April 22, 2024

Attaching the Same Attachment to Multiple

Invoices

You may get one invoice document that you want to create in GP as multiple vouchers. For
example, the invoice may have sections that need to be approved by different approvers.

In this case, when you are reviewing the attachment the first time, you can download it. Then
email it back to the system for each split that you need to create. You will then adjust the total
on each voucher you create for just the part of the invoice you want to pay. You will also want
to adjust the document number to make it unique for each voucher.
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Deleting Bogus Attachments

You may not need all the attachments on an invoice.
To remove them:

1. Right click on the supporting document in the Attached Documents list in the lower part
of the window.

2. Choose Discard Attachment.

Manually Attaching Invoices

When a file is too large to be attached through Mekorma Invoice Capture, typically files greater
than 2 MB, you will receive a message. The data from the file is still extracted but is not
attached automatically. Use the Payables Transaction Entry window or the Purchasing Invoice
Entry window to attach the file manually.

If you're using Multi-Entity Management (MEM), the Entity ID field will be displayed. Users can
only view invoices for the entity to which they have access.

For more information about attaching documents to transactions, refer to the Using the

Document Attachment Management window in the Microsoft Dynamics GP help documentation.
To access this help, open the Document Attachment Management window and press F1.

Attaching files in the Payables Transaction Entry window

To attach a file in the Payables Transaction Entry window:

1. From the Mekorma Invoice Capture Validation window, select the transaction.
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Mekorma Invoice Capture Validation - BB (sa) — O

@ | A | 2D *[fﬂ o

| i = i

9 v | E | @]

0K Actions Redisplay = Options File Tools | Help Add | Debug
- - - - - Note -

Actions Options File Tools Help Debug

[ Papables Transaction ~| BatchlD [ P Fange |4l v

Payables Trans.

Sender Mame - Vendor ID Document Mumber Amount Document Date Due Date  Invoice Process Date
JIOW- Allenson Properties ALLENSOMNODO1 62,452.50 1/12/2024

4 ArmeriCharge AMERICANDODT 2044353316 487.25 1/25/2024

- Carlton Specialties CARLSOMNSDD0T1  INVES125 354.84 1/15/2024

y 2 Creative Media CREATIVEDDOT 157712 8,944.00 1/5/2024 2/5/2024

2 Dolecki Catering DOLECKICODO01 425734 3,488.67 1/15/2024

A 4 Prairie Winds PRAIRIEDO0D1 74993 19,139.00 1/10/2024

Attached Documents

File Mame

Allenson Properties invoice.pdf
Ernail_Body.pdf

2. Select Payables Transaction, and click Actions > Process.

Mekorma Create Payables Transaction — X
File Edit Tools Options Help Debug 172472024 7
Vendor D |ALLENSONOO01 Iz (3] OpenAttachment
Wendor Mame | Bllenson Properties
Docurment Mumber 52144
Document D ate 1112/2024 H
P.0. Mumber
Description | ,
Total $62.452.50
Payment Terms Met 30
:_’:) @ iF'a_l.JabIes Tranzaction v Process

3. From the Mekorma Create Payables Transaction window, be sure that the vendor ID,
document number, and document date are entered. If you are using MEM, an entity ID
must also be displayed.

4. Click Process. The Payables Transaction Entry window opens.

5. If the Batch ID field is empty, enter or select a batch ID.
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6. Click Attach.
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m Payables Transaction Entry - BB (sa)

D escription

e ' Wy =5 = B S —
BEdxa e o
Save Post AP Attach § Options | Additio
Replicator b x
Actions Options | Additic
E ntity |D 00 o Batch
Description Organization Doc.
Voucher No. 00000000000000776 49 [ ] drtercompany: Alloc
Document Type: | Invoice Bridge

7. In the Document Attachment Management window, click the Attach button and select the
document to attach.
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m Document Attachment Management - BB (DEBBIE) - X

V) Il @

|

(VN

oK File | Tools | Help | Debug

- -

Actions | File Tools | Help ‘ Debug
Document Type: Payables Tranzactions |nvoice
Document Mumnber: 0000000000000y 30

File Attachments:

Active |Dele1ed |

| | | D |File M arne |Date |'}|Time dzer Origit | E’ | Bt
[Drezcriphion =

> WE

- =

8. You can enter a description for the file.

9. Click OK.

Attaching files in the Purchasing Invoice Entry window
To attach a file in the Purchasing Invoice Entry window:

1. From the Mekorma Invoice Capture Validation window, select the transaction.
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Mekorma Invoice Capture Validation -

=
oK

BB (sa)

2 2 &l @7

= O X

Purch a:z:iﬂg Inwoice Trans
s

Vendor ID
ALLENSOMNODDT

Sender Mame

f:} F<] Allenson Properties

Vendor Doc Mo
52144

Actions Redisplay = Options File Tools | Help Add | Debug
- - - - - Mote -
Actions Options File Tools Help Debug
@Purchasing |nvioice ~ | BatchID }j Range |4l w

Invoice Date Due Date Entity ID

1/12/2024
) AmeriCharge AMERICANODDT 2044333316 1/25/2024 01
) B Carlson Specialities CARLSOMNSDOO1 2020 9/10/2023 00
) Creative Media CREATIVEDDO1 157712 1/5/2024 2/5/2024 03
) Dolecki Catering DOLECKICODDT 425734 1/15/2024 01

Attached Docurnents

File Mame

Allenson Properties invoice pdf
Email_Body.pdf

2. Select Purchasing Invoice and click Actions > Process.

Mekorma Create Purchasing Invoice
File Edit Tools Options Help Debug
Yendor ID | ALLENSONDO0T I’z
Wendaor Mame Allenzon Properties
YWendar Dac Mo 2144

lrrvaice Date 11242024 ﬁ‘

_P.0. Humber '

Paymertt Terms (Met 30

e :@Furchasing Irvoice -

172472024 7

ﬂ% Open Attachment

Process Cancel

X

3. In the Mekorma Create Purchasing Invoice window, be sure that the vendor ID, vendor
document number, and invoice date are entered. If you are using MEM, an entity ID must

also be displayed.

4. Click Process. The Purchasing Invoice Entry window opens.

5. If the Batch ID field is empty, enter or select a batch ID.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Page 39 of 70



Mekorma Mekorma Invoice Capture User Manual - Build x94_en

6. Click the right chevron button and select Attach.

mpurchasing Invoice Entry - BB (sa)

HX 2 & @ a 2l (2] |

Save Delete Void Post  Auto-lnvoice

Options | View §|| Add

Actions l['] Attach
Receipt Humber RCT1175 |,>D|D Yendor 1D
Vendor Doc. Humber E54321 ‘Vendor N:
Invoice Date 04040000 | =» Cumrency |
Batch ID S0

7. In the Document Attachment Management window, click the Attach button and select the

document to attach.
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m Document Attachment Management - BB (DEBBIE) - X
)
I._ |
Nl
Ok File Tools | Help | Debug
- - - b
Actions | File ‘ Tools | Help | Debug
Document Type: Payables Tranzactions |nvoice
Document Mumnber: 0000000000000y 30
Filz Attachments:
Active  |Deleted |
| I | B |File M arme |Date |'}|Time ser Origir | = | B
Description = @
~
Y]
o [Caveen]]

8. You can enter a description for the file.

9. Click OK.

Create a GP Voucher

Last modified: April 22, 2024

To create a GP voucher from the Mekorma Invoice Capture Validation window, enter or select a
Batch ID, select a line, then select Payables Transaction and click Actions > Process.
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Mekorma Invoice Capture Validation - BB (sa) - m} X
@ o = T"r, Y F
O e | @]
@ E *' -— l k. * 4
OK  Actions Redisplay = Options File Tools | Help Add @ Debug
- - - - - Note -
Actions Options File Tools Help Debug
_____ 4] Range
Purchasing Inveice Vender ID Document Mumber Amount Document Date Due Date Invoice Process
7 Allensen Properties ALLENSONOODT 52144 62 452.50 1/12/2024
1 AmeriCharge AMERICANDDDT 2044353316 48725 1/25/2024
1 Carlton Specialties CARLSONSODDT  INVEB125 354.84 1/15/2024
1 Creative Media CREATIVEDDO1 157712 8,944.00 1/5/2024 2/5/2024
1 Dolecki Catering DOLECKICDDDT 425734 3,488.67 1/15/2024
A Prairie Winds PRAIRIEDDOOT 744993 19,139.00 1/10/2024

Attached Documents

File Mame

Allenson Properties invoice,pdf
Email_Body.pdf

This opens the Mekorma Create Payables Transactions window.

Mekorma Create Payables Transaction - X
File Edit Tools Options Help Debug 172472024 7
Vendor ID | ALLENSONDOOT B FE| OpenAttachment
Yendor Mame Allenson Properties
Document Mumber 52144
Document D ate 112/2024 H
P.O. Mumber
Dezcription
Total $62.452.50
Payrment Termsz | Met 30
g:) @ ‘F'a_l,lables Tranzaction - Pracess |

After you finish organizing your attachments onto the correct invoices and reviewing the data
in the Mekorma Create Payables Transaction window, click Process. This opens the Payables
Transaction Entry window. You can then verify your general ledger distributions, payment
terms, remit-to address, and other information, before saving the invoice to a batch, posting it,
or submitting it for approval.

When an invoice is saved to a batch, posted, or submitted for approval directly from the
Payables Transaction Entry, the invoice documents are attached automatically to the invoice. If
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you are using Multi-Entity Management (MEM) integration with accounts payables, the entity ID
will be associated with each payables invoice.

Note that due dates and terms discount dates are calculated with the vendor’s default payment
terms when you process the invoice line to Dynamics GP. Even if the invoice has a specific due
date, the vendor’s default payment terms take precedence when the voucher is created in
Dynamics GP. If the payment terms are not specified for the vendor, the due date on the
invoice is used.

If you're using Multi-Entity Management (MEM) by Binary
Stream®
When you're using MEM, the Entity ID field will be displayed in the Invoice Capture Validation

window and the Mekorma Create Payables Transaction window. Users can only view invoices for
the entity to which they have access.

Mekorma Create Payables Transaction - X

File Edit Tools Options Help Debug 172472024 7
Vendor 1D ALLENSON D001 D [ZE] Open&ttachment
Yendor Mame Allenzon Properties

Document Murmber | 52144 Entity |0 0a 33
Document Date 11242024 H

F.O. Murnber

Description

Total $62 452 50

Papment Terms Met 30

Payables Transaction - e,

If a batch is selected, any invoice lines that do not have the same entity of the batch entity are
unable to be marked.

Create a Purchase Order Invoice

If an invoice has been associated with a purchase order (PO), you should generate a PO invoice
to keep the integrity of the PO process. To create a purchasing invoice in GP from the Mekorma
Invoice Capture Validation window, select Purchasing Invoice, enter or select a batch ID, then
select a line and click Actions > Process.
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Mekorma Invoice Capture Validation - BB (sa) o= O X

. » 0. ﬁ Il . m;” e
[ | |um S i | CQ'] ¥
-\‘___/’ $ *’ i U k. * 2 ‘Z
0K Actions Redisplay = Options File Tools  Help Add | Debug
- - - - - NCFtE -

Actions Options File Tools Help Debug

@F‘urcha&ing Ihvoice

P Range |Al

Payables Transaction

Vendor ID

Vendor Doc Mo

Due Date

Purchasing Invoice % Invoice Date

ALLENSOMNODOT 52144 1/12/2024
ol AmenCharge AMERICAMNDO0T 2044353316 1/25/2024
i) Carlton Specialties CARLSOMSODDT  INVBE125 1/15/2024
L 2 Creative Media CREATIVEDDO 157712 1/5/2024 2/5/2024
s lesliewagner@live.com BEAUMONTOO0.., 123456 1/22/2024
3 Prairie Winds PRAIRIEQOOOT 74993 1/10/2024

Attached Documents

File Mame

Allenson Properties invoice.pdf
Email_Body.pdf

This opens the Mekorma Create Purchasing Invoice window.

Mekorma Create Purchasing Invoice — X
File Edit Tools Options Help Debug 1/24/2024 7
Vendor ID | ALLENSONDOOT 0 (E] Open Attachment .
Yendaor Mame Allenzon Properties
Wendor Doc Na 52144
Imvoice Date 1M2/2024 H
P.0O. Number
Payrnent Terms Met 30
4_":) @ _@F‘urchasinglnvuice > Process ]

After you finish verifying or entering the data in the Mekorma Create Purchasing Invoice
window, click Process on that window. This opens the Purchasing Invoice Entry window.

When an invoice is saved to a batch, posted, or submitted for approval directly from the
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Purchasing Invoice Entry, the invoice documents are attached automatically to the invoice. If
you are using Multi-Entity Management (MEM) integration with PO processing, the entity ID will
be associated with each purchasing invoice.

! if the invoice is saved, posted, or submitted for approval without a PO line
entered, the invoice documents are not attached.

Note that due dates and terms discount dates will be calculated with the vendor’s default
payment terms when you process the invoice line to Dynamics GP. Even if the invoice has a
specific due date, the vendor’s default payment terms take precedence when the PO invoice is
created in Dynamics GP. If the payment terms are not specified for the vendor, the due date on
the invoice is used.

* You can only process one purchase order invoice at a time.

If you're using Multi-Entity Management (MEM) by Binary
Stream®
When you’'re using MEM, the Entity ID field will be displayed in the Mekorma Invoice Capture

Validation window and Mekorma Create Purchasing Invoice window. Users can only view
invoices for the entity to which they have access.

Mekorma Create Payables Transaction - X

File Edit Tools Options Help Debug 172472024 7
Vendor 1D ALLENSONOODT D ZE]  DpenAttachment
Yendor Mame Allenzon Properties

Document Murmber | 52144 Entity |0 0a ,?3
Documnent Date 11242024 H

P.O. Mumber

Description

Total $62 452 50

Payment Terms Met 30
;::) @ Payables Tramsaction - Process

If a batch is selected, any invoice lines that do not have the same entity of the batch entity are
unable to be marked.
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Process Multiple Invoices

Mekorma Invoice Capture has the capability to process multiple payables invoices
simultaneously. Purchasing invoices must be processed individually. To select the desired
invoices, click to the left of the Sender Name field or hold down the Ctrl or Shift key while
clicking the specific invoices. Right-click to open the context menu and perform the necessary

action.

A green checkmark indicates that the invoice contains the necessary information and can be
included in a multiple-invoice process. Conversely, a yellow alert icon signifies that the invoice
cannot be selected for a multiple-invoice process.

* Invoices with an alert can still be processed individually.

¥l Mekorma Invoice Capture Validation - BB (sa) - O X

O+~ ¢ = il @7

0K Actions Redisplay = Options File Tools | Help Add | Debug

it ¥  Mote i
Actions Options File Tools Help Debug
T Fapables Transaction = Batch D P Range |Al w
Payables Trar

Sender Mame Vendor 1D Document Mumber Amount Document Date Due Date Invoice Process Date
v" F5 Allenson Properties ALLENSOMNODDT 52144 62,452.50 1/127202 2/29/2024
y"' fsd AmeriCharge AMERICANODDT 20443533316 487.25 1/25/2024 2/15/2024
y"' 4 Carlton Specialties CARLSONSDO0T  INVEB123 354.84 1/15/2024 3/15/2024
L A Creative Media CREATIVEDDD1 157712 8,944.00 1/3/2024 2/5/2024
y"' fsd Dolecki Catering DOLECKICO001 1/15/2024 3/5/2024
/b Prairie Winds PRAIRIEDODOT 74993 19,139.00 1/10/2024

Attached Documents

File Mame
Allenson Properties invoice,pdf

Ermnail_Body.pdf

Once you have selected and marked the desired invoices, enter a batch ID to create a Payables
batch entry. After saving the batch entry, process the batch by clicking Actions > Process. Once
the process is complete, the Payables Transaction Edit List will print.
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If an invoice is marked with a yellow alert icon, click the icon to review any issues. This may be
due to the following:

* Vendor ID is set with non-functional currency

* Vendor ID, Document Number, Amount, Document Date, or Due Date is empty or
incomplete

e Vendor status is on hold

i Unselectable Entry - BB (DEEBIE) — O ht

® il &
LY 4 u R * &
oK File Tools | Help

- -

Actions | File Tools | Help

Unselectable Entry

[Thiz line may not be Marked to process, az it is incomplete.
It may still be proceszed individually,

To process a line, it must have:
+ Yendor (D
* Yendor ot On Hold
* Document Muriber
* Amount > $0.00
* Document Date
* Due Date

If you're using Multi-Entity Management (MEM) by Binary
Stream®

When you're using MEM, the Entity ID field will be displayed in the Invoice Capture Validation
window. Users can only view invoices for the entity to which they have access. If a batch is
selected, all lines that do not have the entity of the batch are unable to be marked.

An invoice without an entity ID, but all other information (Vendor ID, Document Number,
Amount, Document Date, and Due date) cannot be marked for multi-processing.
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m Mekorma Invoice Capture Validation - BB (sa)

@ AR il @7

0K  Actions Redisplay = Options File Tools | Help Add | Debug

¥  Note v
Actions Options File Tools Help Debug
lF‘ayabIes Tranzaction q Batch 1D I L”O, Range

Entity ID Amount Document Date Due Date Invoice F

Sender Name Vendor D Document Number
‘f Fx | Allenson Properties ALLEMSONODDT 52144 62,452.50 2/29/2024
y“ fo 2 AmeriCharge AMERICAMODDT 2044353316 437.25

00 354.84

CARLSONSDDOT  INVE2125
00 8,944.00 1/5/2024 2/5/2024

Vf 2 Carlton Specialties
CREATIVEDDO1 157712
1/15/2024 3/5/2024

A\ Creative Media

1,“ f2 ] Dolecki Catering DOLECKICODDT 425734
PRAIRIEODDO1 74993 00 19,139.00 1/10/2024

L _# Prairie Winds

d Docurments

File Name
Allenson Properties invoice.pdf
Email_Body.pdf

Last modified: April 22, 2024

Filter Invoices

Filters are useful when you need to narrow down results more effectively. Using the Range
drop-down, you can filter invoices alphabetically by Vendor ID or numerically by Document

Amount.
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Mekorma Invoice Capture Validation - BB (sa)

V) 2 | B il @7

0K  Actions Redisplay = Options File Tools | Help Add | Debug
. - - - hd Note -

Actions Options File Tools Help Debug

Papables Transaction ¥ BatchlD

B Range |4l -

all
By endor ID

m By Document Amount I

~
Sender Mame

Vendor 1D Document Number] Document Date Due Date Invoice Process Date
) 71 Allenson Properties ALLENSONOOD1 52144 00 62,452.50 1/12/2024 2/29/2024
) AmeriCharge AMERICANDODT 2044353316 o 487.25 1/25/2024 2/15/2024
) _x Carlton Specialties CARLSOMS0001  INVEB125 00 354.84 1/15/2024 3/15/2024
A s Creative Media CREATIVEQDO1 157712 00 8,944.00 1/5/2024 2/5/2024
) = Dolecki Catering DOLECKICO00T 425734 o 3,488.67 1/15/2024 3/5/2024
A o Prairie Winds PRAIRIEODDO1 74593 00 19,139.00 1/10/2024

Attached D ocuments

File Name

Allenson Properties invoice.pdf
Email_Body.pdf

Last modified: April 22, 2024

Tips and Tricks

This section contains the following tips and tricks:

e Dealing with Snail Mail Invoices

e Modifying Email Addresses

* How Al Processes Multiple Invoices in One Email, from One Vendor

e How Al Processes Multiple Invoices in One Email, from Different Vendors

e How Al Processes Invoices in the Email Body

Last modified: April 22, 2024

Dealing with Snail Mail Invoices

If you still receive invoices by postal mail, you can scan all the invoices to a folder. Then email
all of the invoices in a single email to your AP email address. The Al processing system can see
that they are all independent invoices and automatically split them into different invoice lines.
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Modifying Email Addresses

You may want to change who gets notified about new invoices captured in the system. You can
make changes in the Mekorma Invoice Capture Setup window.

Mekorma Invoice Capture Setup - BB (sa) = O X

2 X =il @

Save Redisplay Cancel File Tools = Help

- -

Actions File Tools | Help
Systern ser Email | invoice@mycormpany. com @ Mazimurm Scan-Ta Page 5 @ Extersions
OneDrive Base Path | Invoice Capture (i Email Body Action | Store & Piocess | (i) '
Comparny MNarme Entity 1D E:D Irvoice Email Address ED 33, Uzer To Motify @ |
Fabrikam, [ne. fabrik.am_invoice@mycampany. com zallpl@mypcompariy. com ~
Balanced Business bb_invoice@mypcompany. com debbie@mycompany.com
Complete Solutions CE_invoice@impconmpany. com keni@rmpcornpany. corm|

Note that you should only change the User To Notify column. If you want to use a different
email address for your vendors, you will need to coordinate that with your Power Platform
environment. In that case, contact the Mekorma Customer Success team for assistance.

If you're using Binary Stream’s Multi-Entity Management
(MEM)®

If you’re using MEM, there will be multiple entity lines for each GP company that uses MEM. You
must enter a different invoice email per entity. When MEM is either not installed, or installed

but disabled, the Entity ID column will be displayed, but the column will be empty. One row will
be displayed for each GP company.
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W e X

Save Redisplay Cancel File Tools
Actions% File Tools

Mekorma Invoice Capture Setup - BB (sa)

I @

Help

Help

Debug

Debug

O X

Syztem User Email zal@gpoompanies. com

Ornelrive Base Path Imwoice Capture
Compary Mame
Fabrikam, [nc.
Balanced Business
Balanced Business
Balanced Business
Balanced Business
Balanced Business
Balanced Business
Balanced Business
Balanced Business

Complete Solutions

Entity 1D @ Invaoice Emall Address

noa
100
200
300
400
500
E00
939

@ Masimum Scan-To Page 5
@ Email Body Action

ivoices+ W0 @fabrikam. com
irrnices+B B @balahcedbusiness. com
ivoices+BB100@balancedbusiness.com
invoices+B B 200@balancedbusiness.com
ivoices+B B 300@balancedbusiness.com
invoices+BB400@balancedbusingss.com
invoices+BB500@balancedbusiness. com
invoices+BBE0DEbalancedbusings:z. com
invoices+BB333&@balancedbusiness. com

imvnices+CS @ Completesolutions com

(D 3{ Uszer To Maotify

zal@gpCompanies. com
zal@gpCompaties. com
ral@gpoompanies. com
zal@gpoompanies. com
zal@gpoompanies. com
zal@gpoompanies. com
zal@gpoompanies. com
zal@gpCompanies. com
zal@gpCompanies. com

zal@gpCompaties. com

':D Eutenszionz
®

@

L)

How Al Processes Multiple Invoices in One
Email, from One Vendor

* Invoice attachments larger than 2 MB might not be able to be attached to

invoices through Mekorma Invoice Capture. Attach the invoice manually in the
Payables Transaction Entry window or the Purchasing Invoice Entry window.
For more information, refer to Manually Attaching Invoices.

Mekorma Invoice Capture uses artificial intelligence (Al) to read, capture, and enter invoice
data into Microsoft Dynamics GP. This video shows how Invoice Capture processes multiple
invoices in one email, from one vendor.
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Invoice Capture

How Al Processes Multiple Invoices in One
Email, from Different Vendors

* Invoice attachments larger than 2 MB might not be able to be attached to
invoices through Mekorma Invoice Capture. Attach the invoice manually in the
Payables Transaction Entry window or the Purchasing Invoice Entry window.
For more information, refer to Manually Attaching Invoices.

Mekorma Invoice Capture uses artificial intelligence (Al) to read, capture, and enter invoice
data into Microsoft Dynamics GP. This video shows how Invoice Capture processes multiple
invoices in one email, from different vendors.


https://www.youtube.com/embed/ebe-KBK134U?rel=0

MEKORMA

Invoice Capture

How Al Processes Invoices in the Email

Body

* Invoice attachments larger than 2 MB might not be able to be attached to
invoices through Mekorma Invoice Capture. Attach the invoice manually in the
Payables Transaction Entry window or the Purchasing Invoice Entry window.
For more information, refer to Manually Attaching Invoices.

Mekorma Invoice Capture uses artificial intelligence (Al) to read, capture, and enter invoice
data into Microsoft Dynamics GP. This video shows how Invoice Capture handles invoices that
arrive to you as part of the body of an email.


https://www.youtube.com/embed/wFe0JPR3Ffo?rel=0

_
MEKORMA

Invoice Capture



https://www.youtube.com/embed/zBjMrescTBQ?rel=0
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Next Steps: Approving, Posting, and Paying

The next steps in your process are to:

1. Route your invoices through the Microsoft Dynamics GP Workflow for Approval
When we discuss your needs, we generally recommend that you include an approval
workflow as part of your solution. The Mekorma Customer Success team is standing by to
assist you with defining your approval rules and setting them up.

2. Postinvoices
Once the invoices are approved, the batch will be ready for posting.

3. Pay

Refer to for more information on
Mekorma Payment Hub.
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IT Responsibilities and Troubleshooting

Mekorma Invoice Capture is based on Microsoft Power Platform. Microsoft Power Platform
provides tools for monitoring its activities to detect kinks in the system.

The IT department may monitor the for errors.

AP Mailbox Monitoring Workflow

The AP Mailbox Monitoring workflow receives emails via the AP departmental mailbox and
saves the email bodies and their attachments to a project file folder. Vendor invoices can be
submitted in PDF, in image formats (JPEG, JPG, TIFF, BMP, etc.), or embedded in the body of the
email.

The AP Mailbox Monitoring workflow convert the email body to a PDF document and saved in a
project file folder on OneDrive. Sometimes the email is the invoice itself but most often it
serves as supporting documentation.

WHEN AN EMAIL IS RECEIVED

=

ap@someproject.com

Save Attachments

YES

Project Folder

NO

Convert body of
email to PDF
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Upgrading Mekorma Invoice Capture

Before You Start
The upgrade process assumes that you have an existing Invoice Capture installation and that
you are upgrading to a newer version. If you are doing a new installation, do not proceed with

these instructions. Please contact our for assistance.

Mekorma Invoice Capture is composed of two parts that both must be installed and setup.

The following instructions will walk you through the process to install and setup both parts.

Installing the Dynamics GP Component for
an Upgrade

The first part of the installation includes the Dynamics GP component. After that component is
installed, you need to run Mekorma table maintenance.

Installing Mekorma Invoice Capture

Use these directions to install the Dynamics GP Component of Invoice Capture.
1. Acquire the Invoice Capture installer from your Mekorma contact person.
2. Be sure that all users are out of Dynamics GP.

3. Locate the installation file and run it in administrator mode and click Yes to continue.
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] = Manage Build 28 - O W
Home Share View Application Tools 7]
1 n o Cut = x -I, h_‘_.‘..._, \/ ] Open = + Select ali
= | w= Copy path * = ~ Edit Select none
Fin to Quick Copy Paste Move Copy  Delete Fename  Hew Properties
ACORSS |L| Paste shortout to~ to = folder S &) History o3 Invert selection
Clipboard Organize Mew Open Seledt
— w Ao ¥ Sdup » Buld2d » o o Search Build 83
‘. Downloads . Hame - Date modified Type Saoe
Jl M“’sﬂ: G Mma |Mit\¢cﬂplll‘¢ mjm‘#r ABCRE CRANS B NS B A Aol onni e, c}"'l Kﬂ-
&= Pictures | Mekorma Invoice Capture bOE3. 1001 = Dpen 10,151 KB
[ Videos ) Run ac administrator
5 Floppy Disk Drive {J ) Share with Skype
Troubl t tibili
i Local Disk () LTI
) i £ Scan with Microsoft Defender...
L OVD Diive (D:) SIS
- L= Share
r Libraries
o Network Grve access to >
B techent Restore previous versions
I WIN10BASIC Send to >
ED Contrel Panel Cut
ol Recycle Bin Copy
Setup Create shortcut
Buald 87 Dlete
Build 88 A Rename _ >
Zitems 1 ibem selected 10.1 MB Properties . ;;J -

4. Be sure that you are installing the correct build. For example, in the next 3 steps, we are
installing Invoice Capture build x88. Click Next.

) Mekorma Invoice Capture - =

Welcome to the instal for Mekorma Invoice Capture
buid 088,

Ant-Virus software may interfere with instalation and
should be turned off prior to continuing.

WARNING: Thes program i5 protected by copymght imw and
niernabonal reabes. Uhautharined reprodiction or detribubon
off thés program, or any porbon ol if, may result in severs ol
and criminal penalties, and will be prossouted iy e maamum

extert possble under iaw,
conce

MEKQORMA

5. Accept the License Agreement and click Next.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 58 of 70



Mekorma Mekorma Invoice Capture User Manual - Build x94_en

) Mekorma Invoice Capture - =

License Agreement

Please read and understand the Software License Agreement. By accepting the
License Agresment, you are agreaing to the terms and conditions stated herein.
You must accept the terms to continue with the setup.
. Services. Mekorma is engaged in the business of designing and =~
developing computer-related software and has created this
software package (“Software”). By downloading or mnstalling or
registering or using this Software, Subscrber agrees to be bound
by this End User License Agreement ("Agreement”) in its entirety.
If Subscriber does not agree with the terms of this Agresment,
Mekomma 15 unwilling to icense the software to the Subscriber and
Subscriber must mmediately, as apphcable, umnstall, not use, and o

B 1 accept the terms of the License Agreement.

[oee | [ oo

6. Review the installation path. If you have multiple instances of Microsoft Dynamics GP
installed, be sure the correct path is used. Click Next to continue.

) Mekorma Invoice Capture - b

Select Microsoft Dynamics GP Instance

=

7. After the installation is complete, click Finish.
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) Mekorma Invoice Capture - =

Mekorma Invoice Capture installation is complete.

Click the Finish to exit the installer.

Processing Table Maintenance

Use these directions to process table maintenance after upgrading the Invoice Capture
component for Dynamics GP.

1. Start Dynamics GP and log in as ‘sa’. The following message will be displayed.

Microsoft Cynamacs GP
Mekorma tables need to be upgraded for this company. Before
you can usa Mekorma produds, you must upgrade this company

in the Table Maintenance window, Do you want to open the Table
Maintenance window now?

o, Later

2. Click Yes.

3. When the Mekorma Product Table Maintenance window opens, mark all your companies.
Alternatively, you can mark only the companies where you’ll be using Invoice Capture.
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P Mekorma Preducts Table Maintensnee - TESTI (sa) - ] x
o y Ty - S
b 4 ﬁh_ x W g
Registration Upgrade | Process & Enable | Dizable Salected File  Tesk | Help Add
History |Selected Companies| Companies “ *  HNote
Actions | File | Help
Mekcama Pr Busd: 1804 08810 (D88
Micrazofh D ot GP 18, 41384 [R2021)
Fiagit e Hams Mekoma
Seach Hames
rr— Ey Ready B f Meedstmenion [ £ Incompatile [+ X Disabled
pany Name Status Database Mame Company ID
|Fabrikarn, Ine. Ready WO -1
B ¢ Live Company 1 Feady LIVE1 1
B ¢ Test Company 1 Ready TESTH 2
3 Companies Selected

4. Click Process & Enable Selected Companies to create/update tables.

5. Once the process is complete, restart Dynamics GP.

Last modified: April 22, 2024

Power Platform Solution

The Mekorma Invoice Capture upgrade will be using the following components that you’'ve
already setup from the previous installation. You do not need to recreate them.

SQL Server Connector

Office 365 Outlook Connector
OneDrive for Business Connector
Microsoft Dataverse Connector

il S

Follow instructions below to finish the upgrade.
1. Acquire the Invoice Capture solution from your Mekorma contact person. This is a zip file

that you must not unzip. It is typically named like the following:
* MekormalnvoiceCapture_1 0088.2209_1248.zip
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2. Log into https://make.powerapps.com with the service account user credentials.

3. Make sure that you are in the right environment. The name is on the purple bar at the top

middle-right.

4. Confirm that all 4 connections are still available as shown below.

B | @ Powerdpn: x |+ = x
“— G‘ ﬁ https/fmakepowerappioomenvirgnments/abToed 13-5533 -daab-a0ch-fo 1 5aTd 3 [ u % i :
Power Apps
B Data - =+ Mew connection S Search
Tabiles Connections in Mekorma Demo 3
Chaices i
& Camvas
Dataflows
Azure Synapse Link Namse Modified Status
| [ ] gpymssosam o
Custam Connectors BounBmeko -
B s oueok 4minage Conveted
Gateways
boun@mekomma.com
o Flows u hiacrpaodt Datserse 1 i 5y Lannected
@ Chatbots W boun@mekadma.com
. :ﬁ:‘.—ft flar Bugingss o 21 st b Connacted
o Al Builder L ¥
E Solutions
5. Click on Solutions and then click Import solution.
n t Power Apps | Solutions 4 + - 1] *
<« c' ()  nitpsy/makepowerapps.com/environments/a5Teed13-5533-4a36... AM & 6 % :I: =-
B Apps - Mew solution] + Import solution [ Open AppSournce L2 Search
- Create
Dataverse b
® Fulblishers History
o Flows
@ Chatbots Display name Mame Created | Viersion
(B A Bulder Mekormma Invoice Capture hsloormmairroice 1 mirwte aga 108722053156
g Cards (preview Powir Apps Checker Base P madyn_PowsrAp., 8 manths g0 20198
l B Solutions - Ponwer Apps Chacker msdyn_PowerAp.. & months ago 1138
= Ask avirtual agent Contextual Help Base P mahyn_Contextu 8 months aga
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6. Browse and select the Invoice Capture solution zip file.

@ Power Apps | Solutions »

« ©

BF Cards (preview)

| @ solutions

&, Ask avirtual agent

() https//make powerapps.com/environments/aSTced13-55334a6.. A* & (3 @ L1 @& -

BN oo

- - [rvronment
B apps b Mew solution + Imj Mgorma Demas
| Create . Select a file
Solutions i .
Browse for the solution file to import.
() Averse g
Out Solutions Publishers i
- Fl | MekormalnvowceCapture_1_0088_230%_1248.5p
S R - |
B Al Builder e Bekorma Invoice Cag

Bower Apps Checker
Power Apps Checker

Contextual Help Basa

7. Click Next. You can see the screen below where it tells you that you are importing an
upgraded version of the solution.

=, Ask avirtual agent

“— N ) hitps//makepowerapps.com/environments/a5Tced13-55334a06.. A* B {3 @& L § -
PN oo solen
Emironment
= f- Mewsolution +— Impor] Kesicorma Cema 3
(D) This solution package containg an update for & solution that is aineady instalied,
{nt Home .
Solutions
a N Dretails
e Soluthons Publishers
Mame
B apps hekomalmoiceCapture
{ Create Display name Type
.: Unmanaged
@ Dataverse W Mekorma Invoice Caf o e
| !
Default Publisher for orgDefcfa0s
=" Flows Power Apps Checker) I
Cuarent version installed
@ Chatbots hd Power Apps Checker,  1.0B7.2206.3156
(B Al Builder e Contextual Help Base e
1.088.2300.1248
EZ Cards (preview) B Contextual Help Patch
) No
I A solutions Common Data Senig
Default Solution Advanced settings

x |

-

8. Click Import to proceed.
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9. The import process will start. Do not do anything until the process is done. You can see a
progress indicator at the top.

D ‘- Power Apps ®x |+
] https://make powerapps.com,/envirenments/asToed13-5533-4aa6...
« ] ) httpsy/makep PP ' 57ced13-553
i Power Apps 2 search
= =+ Mew solution
{3y Home (1) Currently importing solution "Mekarma Invoice Capture”,
@ Learn Solutions

10. Once the import is done, the status displays green.

D | & Powerdpps x |+

“— () (51  https//make.powerapps.com/environmentsfa5Toed13-5533 -4aak...
Power Apps

= : ~+ Mew solution

{3 Home @ Solubion "Mekomma Immosce Capture”™ imported successfully.

[ Learn Solutions

11. Review the Created and Version columns to confirm that the latest build has been

installed.
n ﬁ Power &pps | Solutions x | =+ = u] x
— ) 1  hutpsy/make powerapps.com/emvironments/a5Toed13-5533-4aa6.. A . 1§ ri-} 4 =
Power Apps
= {- Mew solution *+= Import solution n wrce [ Publish all customizations == K Search
pe Open AppSo

G (%) Salution “Mekamma imeaite Capbure” impornted suctesetuly.

o Solutions

= Solutions  Publishers  History

|

Display name Mame Created | Version Managed Publi:
]
- Mekaring Ivdice Caplure H Makormalmenice 11 minutes & 108822091248 Mo Dt
=
-
& Power Apps Checker Base msdyn_PowerAp.. 8 montis ago 12005 s Dyman
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At this point, Invoice Capture has been upgraded; however, you need to confirm that the
Flow is still running.

12. Click the back arrow (° ) on the top left to go back to the previous window.

13. Go to the Flow section and then click the ellipsis (...) for Email Extraction. If the Flow is

off, select Turn On. Wait a few seconds for it to finish. If the flow is already on, there is

nothing to do.

[ @ Power Apps | Flows x| 4+ = a E
« G 1 httpsy//make.powerapps.com/environments/asToed13-5533-4aa6-2 fc1 & % & z
Efreifonment
Power Apps B pekorma Demao 3
= t Mew fow & Edt O3 share B Save As £ Search
& Edit
SR Flows
4 Share
L
@ Leam Cloud flows Desktop flows Busingss process flows shared with me -
—_— B e s
B apps .
[y Send a copy
| Create T i~ Export '3
@ Dataverse W %) Run history
-] Emaill Extraction 9 & L) ..
I +° Flows & Turn on
@ Chatbots e E hekorma_ApprovedndEmail € [l Repair tips on b
[ Celete
(R a1 Ruilcdar W T
&= Ask avirtual agent @ Details
14. Click the pencil icon to edit the flow.
[ & Pover dpps | Flows x |+ - (m] X
{;— —} C:I t hitpss/imake powerapps.comemaronmentsfasfoed13-5533 daab-acc 5 f=) ] % i :-
Frraemet
Power Apps MAckonma Demo 3
£ B Ao L Saarch
- Create
@ Dataverse ~ Flows
l #* Flows _Clu:lud flows| Desidopflows  Business process flows  Shared with me
& Chatbots b
Ed :
(D & Builder A Marmi Modifeed Type
EZ Cards [preview) ) m Email Extraction & - W & i b Atge
(A Solutions -
ﬂ Mekomma_agprovedndemail 9 Jdago nEtan
~microsoftcom/.. . 2f00e332-0816-4bfb-Oced-B5e5an55e...

15. Click the topmost blue bar to expand downward.
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B | # Poweripps|Flows x = - o =
« &) (3  hitpsy//make.powerapps.com/environments/a57oed13-5533-4aa6-acc5-fol A B 1§ @ i !
Erironsram -
Power Apps 88 Mekorma Demo 3
B & Email Extraction 7 Unda D comments B Save Y5 Flowchecker [ Test
f- Create
@ Dataverse v | when a new email arrives in a shared mailbox (v2) Click blue bar
I = Flows rOrignal Maibes

T
& Chatbots " weoe@ryesmparyzer  ENtEr this email address

Foitar
(B &l Builder b e
EF Cards (preview] Show advanced options

A solutions . ‘L
= Ask avirtual agent m
i 3l By sue -

16. Confirm that the email address is correct. If it is reset, enter the invoice capture email
address for your company.

17. Click Save and wait a few seconds for it to finish.

18. At this point, you can proceed to the next section to confirm the Invoice Capture setup in
Dynamics GP.

Invoice Capture Setup

Even though this is an upgrade only, it is still good practice to validate your existing setup. Go
through the following sections to confirm that all setup information is still correct.

Invoice Capture Setup Window

1. Start Dynamics GP.

2. Open the Invoice Capture Setup window. (Mekorma Area Page >> System >> Invoice
Capture Setup)
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Mekorma Invoice Capture Setup - BB (sa) — O X

-~ * Tj) I- |"/-- --\.I
*‘ u k. ¢
Save | Redisplay Cancel File Tools | Help

- -

Actions File Toels | Help
Systern Uzer Ermail ite@f abrik am. com @ Maximum Scan-To Page o @ Extensions
OneDrive Baze Path Irwvoice Capture D Email Body Action Store & Process ~ | (3
Company Mame Invaice Email Address @ .‘?@, dzer To Motify @
F abrik.am, Inc. inwoices(@fabrikam. com kareni@ifabrikam.com ~
Balanced Busingss invoices(@balancedbiz. com man(@balancedbiz. com
Complete Saolutions invoices@completesalutions. com debbie@completesolutions. com

3. Verify the following information.

* System User Email: If the process cannot be complete, the system will send an email to
this user. This is an optional field and you can leave it blank.

* OneDrive Base Path: Invoice capture will use this OneDrive folder for the Invoice Capture
service account user to organize emails/invoices that are received. Subfolders will be
created automatically for each company within this folder.

* Invoice Email Address: This is the alias email address assigned to this company. For
example, all emails going to live_invoice@mycompany.com will be captured and sent for
review in the Live company. Each company must have a unique email alias.

* User to Notify: This is the email of the person that should be notified when an invoice has
been captured and ready to be reviewed. You may have the same or different person for
each company.

4. Click Save.

Invoice Capture Window

1. Open the Mekorma Invoice Capture Validation window. (Mekorma Area Page >>
Transactions >> Payables >> Mekorma Invoice Capture Validation)
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m Mekorma Invoice Capture Validation -

BB (sa)

@ FYE il @
< v | E 0]
0K Actions Redisplay = Options File Tools | Help Add | Debug
S e £ £ 2 Mote S
Actions Options File Tools Help Debug
Papahles Tranzaction Batch D | !90| Range |All ~

Sender Mame

W= Allenson Properties
. A AmeriCharge

. 4 Carlton Specialties
. 4 Creative Media

. 4 Dolecki Catering

. 2 Prairie Winds

Vendor ID
ALLENSOMNODO1

AMERICANDDD
CARLSOMS0001
CREATIVEDDO1
DOLECKIC0001
PRAIRIEDODOT

Document Mumber Amount

32144 62,432.50
2044353316 487.25
INVEE125 334.84
15712 8,544.00
425734 3,488.67
74933 19,139.00

Document Date Due Date  Invoice Process Date

1/12/2024
1/25/2024
1/13/2024

1/5/2024
1/15/2024
1/10/2024

2/5/2024

Attached Documents

File Mame

Ernail_Body.pdf

Allenson Properties invoice.pdf

2. Confirm that data is being populated in this window.
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Requesting Support, Implementation or
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 and open a new case.

. is included with your yearly enhancement plan (for users on a
supported version of Dynamics GP).

. is available to help you prepare, install, or configure any aspect
of Mekorma Invoice Capture.

. is available if you want to go beyond the built-in feature set of our
product.

. is available through our Power Platform support team.
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How 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 , or use it as an ongoing reference tool:

* Pull targeted results using the Search functionality in the top menu bar.
* Use the expandable 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 icon at the top right corner of any page.

* Download/Print the entire user guide by clicking on the Download as PDF button at the
very bottom of the left-hand menu.

e Contact 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

, or visit us at our
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