B Mekorma Products
User Guide

Build x78 — Last update: Jan 14, 2021

Mekorma

Copyright © 2019 Mekorma Enterprises. All Rights Reserved.



Table of Contents

1. HOW tO USE ThisS GUIE....cceeiieeiiiiiiiiiiisrr s ras s s s s s s s s sn s s rn s rm s rna s e na s e m s s enansennssennnssnnsssnnnsennnsnnnnns 4
2. Release Notes for Mekorma Build X78 .........coieiiieiiiieiiiiii e s s s s s e s e e s s s s s e s s e s s e s sennesnnnnns 5
2.0 NEW FRAIUIES ...t e et 6
A =T UL E N o b =T SO SP 11

3. Introduction t0 MEKOIMA........ccveuiiieiiiei e s s s s s s s s s s s s ra s rm s s rns s rnsssrnassennssensssennsssnnnsennnsrnnnns 15
T R o (oY= To [ U L LT (= PPN 16
3.2. Recommended Printers and SUPPIIES ... ... 18
3.3. Security MOAEl OPIONS ...t e e e e e et aaan e 20
3.3.1. Task-Based Security MOAEl .........oo e eeeans 22

3.3.2. Legacy SeCUNity IMOGEI........ouuiiiiiiii e e e e e e e e a e 25

3.3.3. Signatures Only with Standard GP SeCUIItY .......coooiiiiiii e 27

3.4. How to Create a Digital Signature ............cooouiiiiiii e 28
3.5. Vendor Qualification for Enhanced Electronic Payments .............cccooiiiiiiiiiiii e 29
3.6. Virtual Card Processing: Pre-funded or Credit Model ... 31

L B 1 o3 =Y | = 4 e Y o S 32
4.1. Find Your DYNamiCs GP VEISION .. ...uiiiiiiii ettt e e e e et e e e e e e e eeas 33
4.2. New Installation or Product Upgrade ..........coooeiiiiiiiii et e e e e e e e 35
4.3. RUN Table MaiNtEBNaNCE ........oiiiiiii e e e e e e e eans 37
4.4, Products RegiStration ... ... it e e e e 39
4.5. Mekorma ProducCtS ManNAgET ... ... iiiiiiiiiee et e e e e e e e e e e e e e e e e aaan 40
4.6. Print Client for GP Web ClIENt ... ..o e 41

LT 07 o 43 T 1T o= 4 oY S 42
5.1. Navigating to MeKorma WINAOWS .........oiiiiiiiieii et e e e e e e e eennes 43
5.2. MeKorma QUICKSTAT ...... ..o e e 44
5.3. Set Up @ CheCKDOOK ... et e e e e e et eeeean e 45
5.3.1. Configure a Checkbook's MICR LiN€..........iiiiiiiiiiiiie e e s 46

5.3.2. Choose Check Formats from the Check Format Library ............ccooiiiiiiiiiiiii e 47

5.3.3. Customize Check Formats Using the Configurator............c.oiiiiiiiiiiiiii e 49
5.3.3.1. Mekorma Fields for Check StUDS .........c.iiiiiii e 51

5.3.3.2. Add Elements to Check FOrmats........c..i i 76

5.3.3.3. Configure Refund ChecCk FOrmMats .......cc.uiiiiiiiii e 78

5.3.3.4. MEM Connector: Payables Check FOrmats .........ccoooiiiiiiiiiiii e 79

5.3.3.5. MEM Connector: Payroll Check FOrmats ...........ooiiiiiiiii e 81

5.4. Grant Security Access to Mekorma Alternate Windows .........ccooiiiiiiiiiiiiii e 83
5.5. Import Signatures to the Signature Library ... 85
5.6. Configure SeCUrity MOAEI ... e e e e e e e e e e e ennn s 87
5.6.1. TasK-Bas@d SE@CUITY .....oiieiiiieii ettt e e e e e e e e eeeeen e e eeeens 90

5.6.1.1. Assign Mekorma Security Tasks/ ROIES .......ccouuiiiiiiiiii e 91



5.6.1.2. Assign Signature Files t0 USErs .........oiiiiiiiiiii e 93

5.6.1.3. Email/ Text NotifiCatioNSs ........u i e 94
5.6.1.4. Out-of-Office Feature Set Up ... e 96
5.6.1.5. Signatures with Approval WOrkflow ... e 98
5.6.1.6. Signatures with Batch Authorization..............cooiiiii i 104
5.6.1.7. Configure Signature LogiC ONIY ... e 108
5.6.1.8. Apply a Threshold ID t0 @ CheCKbOOK .........iiiiiiiiiiie e 111
5.6.1.9. Vendor Class SECUITY .....uiiiii e et e e e e aees 115
5.6.1.10. Enable EFT/ Direct Deposit SECUITY ......ccuuiiiiiiiiee e 117
5.6.1.11. Disable Print Blank CheCKS ...........iiiiiiiiiiii e 118

LT I =Y = To VRS = o U 4 ) PP 119
5.6.2.1. Setup Signatures/ Approvals by UsSer ID ........ccooiiiiiiiiiii e 120
5.6.2.1.1. Assign a Signature to @ User ID.........cooiiiiiiiiiie e 122

5.6.2.1.2. Activate Secure Approval Workflow ...........ccoiiiiiiii i 124

5.6.2.2. Security by CheCKbDOOK D .......ciiiii e e e e e e eeenns 126
5.6.2.3. Signatures Only with Standard GP SeCurity ..o, 128
5.6.2.4. Vendor Class SECUITY ...uiiuiii it e e e e e e e eens 130
5.6.2.5. Enable EFT/ Direct Deposit SECUILY ....c.uiiiiiiiiieeie e 133
5.6.2.6. Disable Print Blank CheCKS ......c.c.uiiiiiiieee e 134

5.7. Setup for EFT Processing with MeKorma .............o oo 135
5.7.1. Specify Check or Remit NUMDEIS.........oiiiiiii e 136
5.7.2. Configure Email SettiNGS ....c.uiiiiiiiiiii s 139
5.7.3. Choose EFT Remittance OPtioNS .......ccoiiiiiiiiiei e e e e e 141
5.7.4. Enable EFT Comments for Check Formats ..o, 143
5.7.5. Add EFT Logos t0 REMIIANCES .. ...uuiiiiiii e e 145
5.7.6. EFTs with Multi-Batch Management ...... ..o e 146
5.8. Multi-Batch Management SEIUP.......coeiiiiiii e e e e 148
5.8.1. Test and Enable Multi-Batch Processing .........coooeuiiiiiiiiiii e 149
5.8.2. Configure Printing and Posting REPOIS .........oiiiiiiiiiii e 151
5.8.3. Results Reports Email SEIUP ...oouiinii e 154
5.8.4. Options for Building Multiple BatChes .........coouuiiiiiii e 156
5.8.5. Create @ BUIl ID ... e e e 159
5.8.6. Create @ ProCess ID ... . 160
5.8.7. ChecCk Sorting OPlIONS ...ouuiii e e e e e e ean s 164
5.8.8. Show/ Hide Dynamics GP WINUOWS .........iiiiiiieeiiii e e e e e e e e e e eeen e eeees 166
5.9. EleCtronic Payment ProCESSING ... ..ottt e e e et e e 167
5.9.1. Add a Checkbook for ePayment ProCesSSiNg.........ccouiiiiiiiiiiiii e 169
5.9.2. Manage Vendor SatUS .....coouuiiii e 172
5.9.3. Vendor Master File Management ...... ..o e 176
5.10. MEM CONNECION SEIUP ...t e e et e et e e et e e e eea e eeeennes 178
5.10.1. Enable MEM Connector for Individual Checkbooks ..............coiiiiiiiiii e, 179

5.10.2. MEM Connector fOr Payables. ... ..o e 181



5.10.3. MEM Connector fOr PAyroll .......coouiiiii e e e e 183

5.11. Dynamics GP Web Client ..ot e e e e e e e eeas 185
LS I O I = 1 oYY =Y S 7= 1] o R 186
5.11.2. WeED CliENt SECUIITY ..t et e e e e e e e aan e eees 188

5.12. Enable Split BatChes .. ..o e 189

5.13. Enable Assign by Checkbook Feature ..o e 192

5.14. Test Check Layout @nd SECUILY ....ciieiiiiiii e e e e et e e e e 194

5.15. Automate the Selection Of Printers ....... ..o e 197
5.15.1. Set Up NamMed PriNeIS . ... e 198
5.15.2. Assign Named Printers to Mekorma TasKs ...........oiiiiiiiiiiiiiiii e 201

5.16. Enable Automatic PDF CheCk COPIES....ccuuuiiiiiiiii e 204

5.17. Check Image Archive Printing OptioNS ... 206

5.18. Omit Zero DOllar ChECKS ... e ettt eeeaan s 208

6. ProCess PaymMeNts........cooo i e e e e e i e e e e e e e e e e e m e e e e e e enan e reemnaeeennnerennnneernnnaaeennn 210

6.1. Build Batches With MEKOIMA ... .....i i e e 211
6.1.1. Build Multiple Batches at ONCe .......c..iieiii e 212
6.1.2. Using Multi-Batch Management with Multi-Entity Management................ccooiiiiiiins 216

6.2. Assign Checkbooks for INVOiCe SeleCtioN ...........oi i 218
6.2.1. Assign @ Checkbook t0 @an INVOICE .......coouiiiiiiii e 219
6.2.2. Assign a Checkbook to a Payment BatCh ... 222
6.2.3. Assign a Checkbook t0 @ Purchase Order.............oov oo 224
6.2.4. Assign a Checkbook t0 @ VENAOr ... e 227
6.2.5. Select Vouchers by Vendor CheckbooK ID .........ccoouiiiiiiiiii e 229
6.2.6. Select Vouchers by Voucher Checkbook ID ..o 231
6.2.7. Select Vouchers Using Multi-Batch Management ..., 233

6.3. Approvals with Secure Approval WOrKfIOW......... oo e 234
6.3.1. Request Approval or AUthorization ... 235
6.3.2. Approve/ Reject Payments with Legacy SeCUrity..........ooiviiiiiiiiiii e 238
6.3.3. Approve or Authorize with Task-Based WOrkflOw .............ccoiiiiiiiiiiiiiiii e, 240

6.4. Processing Batches with Split Batches Enabled ... 242

Lo LN Ol =17/ 4 =Y 0 € 244
6.5.1. Print Payables Transaction CheCKS...........ooviiiiiii e 245
6.5.2. Print Payables BatCh CheCKS .......ooiuiiiiii e e e e ees 247
6.5.3. Print Multiple Batches at One Time .. ..o e 249
6.5.4. Print EFT ReMIttaNCES .. .ooue e e e 251
6.5.5. Print US Payroll CRECKS ... .coue e e e 253
6.5.6. Print Canadian Payroll CheCKS..........i i 254
6.5.7. Print Miscellaneous ChECKS ...... oo it e e 255
6.5.8. Print Blank CRECKS ... ...t et 257
6.5.9. Print RefUNd CRECKS ...t e 258
6.5.10. Print Check Copies 10 PDF ... e e e e e e e e e e e e eeees 259

6.5.11. REPIINt ChECKS ..o e et e e e e e e eaea e 260



6.5.12. Print Using the MEM CONNECION ... .couiiiici e 261

6.5.13. Print Payments ElectroniCally .........coouiiiii e 263
6.5.14. Pay a Vendor Manually When Using ePayments .............coooiiiiiiiiiiii e 264
6.5.15. Print Payments Using the Web Client...... ... 265
6.5.16. Sort Checks WHhen Printing ... e 266
6.6. Process Payments EIeCtroniCally....... oo e 267
6.6.1. Receive and Send Vendor Master Data .........coooviiiiiiiiiicei e 268
6.6.2. Build ePayment BatChes ... e 269
6.6.3. Send Batches for ePayment ProCessing ........oovoviiiiiiiiii e 270
6.6.4. Manage Virtual Card Payments.........co.iiiiiiiiii e e 274
6.6.4.1. Pre-Funded Virtual Cards ........coouuiiiiiiii e e 276
6.6.4.2. Credit Model Virtual CardsS .........o.u i 278
6.6.4.3. Void Virtual Card PaymMents .........oiiiiiiiiiie e 281
6.6.4.4. Void ePayment BatChes ... ... 282
6.6.4.5. Write-Off Unused Virtual Card BalanCe ..........cc.uieiiiiiiiiiiie e 283

6.7. Use the Check IMage ArChiVve ...... .o e 285

6.8. Track Payment History with the Audit Log Report........cooiiiiiiii e 288



Mekorma Mekorma Products User Guide - Build x78

1. How to Use This Guide

Welcome to Mekorma’s online user guide, designed to equip you with the knowledge needed to install,

configure and run payment processes using Mekorma Payment Hub for Payables/ Payroll, Multi-Batch
Management, Enhanced Electronic Payments and the MEM Connector for Payables/ Payroll. This guide can
always be accessed from our website.

The guide is organized into four topic categories:

* Introduction: Learn what you need to know and plan for before installing and processing payments
with Mekorma products.

+ Installation: Describes how to install our products or upgrade to the latest build.

» Configuration: This section shows how to enable various Mekorma features and set up your Dynamics
GP environment for success.

* Process Payments: Demonstrates how to process payments using Mekorma products and features,

once they have been installed and configured.

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 utilize 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.

« Each page in the Guide has it's own unique URL, so individual pages can be bookmarked or links
shared with colleagues.

« 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 end of
the left-hand menu.

+ At the bottom of each page you will find a general feedback form: please fill out and submit if you
require more information on any particular topic.

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

Last modified: Nov 04, 2019
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2. Release Notes for Mekorma Build x78

Mekorma Build x78 was originally released in June 2019. Watch the video below for an overview of
significant changes and new features in Mekorma Build x78 RTM:

Mekorma Redease Notes:
June 2015

Follow the links below for detailed notes on:

« New Features
» |ssues Fixed

A hotfix was issued in September 2019 for Mekorma versions compatible with GP2013,
2015, 2016, 2018. A version compatible with Dynamics GP October 2019 release (18.2)
was released in October 2019. See our downloads page for the most recent builds.

=

* To access release notes for previous versions of Mekorma, follow this link.

Last modified: Oct 31, 2019
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2.1. New Features

* Expand each section by clicking +. Collapse each section by clicking -

Mekorma Payment Hub (compatible with GP2013, 2015, 2016, 2018)

* Improved performance as the system no longer automatically retrieves registration keys during
GP startup and no longer validates keys when printing.

+ After Mekorma installation, it is recommended to login as user sa or a user with database
sysadmin rights to run table upgrade. The table upgrade message will only prompt for user
‘sa’ or system administrator if an upgrade is needed.

« Ifiinvalid, expired or all empty keys are detected upon logging in to GP, the registration error
message will only display for user ‘sa’ (system administrator.)

* Optimized Table Maintenance to improve performance during login, switching companies and
opening the Table Maintenance window.

* Payment Hub expanded integration with Binary Stream Multi-Entity Management for centralized
and decentralized payments.

* Payment Inquiry Zoom function was added for Payroll, Canadian Payroll, Transaction Check and
Miscellaneous Check in the Audit Detail Log.

» Added an explanation on how to correct the issue when receiving the following warning message:
‘Check number length does not match MICR setup.’

* Added an explanation of how to switch from Task-Based to Legacy Security on the Mekorma
Security Setup window.

» The option to opt out of Mekorma Miscellaneous Checks has been moved. Go to the Mekorma
Area Page > Setup > System > MICR System Options window > Additional > Mekorma
MICR — MISC Chks OptOut. This opens a new window that allows you to opt out by company.

* In the Mekorma Approval navigation list a new section, Payment Voucher, has been created.
The window will show the Payment, Vendor and Amount in one list. A second list shows all
vouchers that make up the payment.

* The Mekorma minor build number is now shown in the About window.

» Added an info icon on the Mekorma User Preferences, to the right of the Signature File field.

» Task-based security changes:

o The Mekorma Security Setup window opens with the companies collapsed — Users can
expand/collapse by double-clicking on the company’s name. This process is explained at
the bottom of the window.

> Added warning message ‘Not all required fields have been entered’ when attempting to
save incomplete configuration in the Mekorma Security Setup window.

> Added instructions on how to switch to Legacy Security in the Legacy V. Task ID Security
information box.

o Added the disable ‘Print Blank Checks’ option to the Security Setup window.

> When switching security models to either Task-Based or Legacy when a company has
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incomplete workflow transactions, users will get a message asking if workflow records
should be removed. The records will not be removed until the user clicks on ‘Save.’
Removed the Look-Up and Delete buttons from the signature file in the Mekorma User
Preferences window (found in GP User Preferences > Additional).

Changed message when using Legacy security to ‘Mekorma User Preferences is only
available under the Task-Based Security model.” (found in User Preferences > Additional >
Mekorma User Preferences)

Default signature now prints on split batches that require approval.

When using Vendor Class Security with threshold, approval is based on transaction. For
each transaction, it first looks to the threshold assigned to vendor class. If not assigned, it
uses the threshold assigned to the checkbook.

Authorization complete email is sent to requestor if the request is canceled from the
Mekorma Batch Status List and then re-requested. Please verify the Mekorma User
Preferences are set for the requestor to receive the email.

Resolved issues with Authorization Password Validation for User2 field.

Added text notifications option for batch approval process.

Threshold Maintenance allows selection of either a User ID signature or a Signature file
(not assigned to a User ID). The Signature Lookup has been modified to allow Users or
Signatures to be selected in the Threshold Lookup window.

Added the ability to import a signature to the Signature Library by clicking on the ‘New’
button in the Signature Assignment window.

The ‘By Batch’ view on the Mekorma Approval List is now supported.

Rejection reason is shown in the MICR Reject report when: the batch is rejected using the
drill down in the Mekorma Status list; the rejection is made in the Mekorma Approval List.
Modified the label in Threshold Maintenance from ‘Enable Signatures Only for this
Threshold’ to ‘Enable Signatures Only for this Threshold ID’ for clarification.

Modified the Default Signatures label to reflect that signatures can be set up for thresholds
or users.

The size of the Signature field was increased to accommodate 45 characters in the
Threshold Maintenance window.

Added a Task Reminder when launching GP for pending approvals. NOTE: Reminders
must be enabled in Microsoft Dynamics GP.

When using the split batch feature with MEM integration, the split batch is assigned the
same entity as its original batch.

Mekorma Payment Hub for Dynamics GP October 2019 release (18.2)

» Transaction Long Description supported.

Mekorma Enhanced Electronic Payments

* Mekorma has introduced the ePayment credit model.
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* The Enhanced ePayment Vcard Management window allows the user to see the status and the
current balance of all the virtual cards issued.

o Filters allow the user to narrow down the list by status (Issued, Used, Drained and
Voided), by Checkbook ID, Payment Date, Vendor ID, Expiration Date and Remaining
Balance.

o Total Amount, Total Outstanding and Total Pending (card swipes that have been settled
but not yet pulled by the virtual card company) are shown at the bottom of the screen for all
the cards displayed, along with the amount of the Credit Line. With each card, the user will
be able to zoom to the Payment Number to see the invoices that were paid with this virtual
card and, when appropriate, to the MEEP Vendor Payment when the card settled.

o The user can Void a newly issued card, before it has been used, by highlighting it and
clicking on Actions > Void. Voiding a card in the credit model voids the corresponding
Vendor Payment and MEEP vendor voucher. Only unused cards can be voided. The Void
action cancels the virtual card.

o The Amount Used column will reflect the dollar amount that has been used of the original
amount. If an outstanding amount will not be used by the vendor, it can be written off and
that amount credited back. This is done by highlighting the card with a partial amount used,
clicking on Actions > Writeoff. The user will be prompted to select an existing or create a
new batch in the Enhanced ePayment Vcard Remainder Writeoff window, process, then
post the batch. This generates a credit memo to the MEEP Vendor.

o New Payments need to be entered at the end of the credit period by clicking on the ‘New

Payments’ button at the top of the Enhanced ePayment Vcard Management screen (A
reminder may be added to the GP reminders, or an automatic email may be sent by a
scheduled task). The user will be prompted to select an existing or create a new Payment
Batch and process it. A payment transaction will be created for the total amount of the
virtual cards that have settled during the period and apply records will be created for each
virtual card. This will link the payment to the Voucher created against the MEEP Vendor
when that virtual card was processed. The user will then be prompted to Post the payment
batch, if that option is selected on the New Payment window.

+ If a batch fails to send to transmit, user now receives the message ‘An unexpected error occurred
when sending batch for electronic processing, please confirm status on the portal. One or more
errors occurred.’

+ Added the ability to process Positive Pay files for ePayment checks.

* Added ePayment status message to the MMM Post Process Results Report.

» Added the ability to support multiple checkbooks within a single GP database. Checkbooks can
be setup in the Enhanced ePayment Configuration window.

» User is no longer prompted to print the remittance before posting an ePayment batch for virtual
cards.

» Users can now void a virtual card payment (if the payment has not been posted) from within the
Enhanced ePayment Vcard Management window.

+ Added message ‘This bank account has already been assigned to different checkbook’ when
attempting to change the Remote Bank Account to one that is already assigned in the Enhanced
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ePayment Configuration window.
In the Enhanced ePayment Configuration window, the subdomain name is now read only; the
ePayment Access Key has been truncated; and the Remote Bank Account field automatically
pulls from the ePayments portal, but can also be manually edited.
When a virtual card is written off in the Enhanced ePayment Vcard Management window, a credit
memo is created to the MEEP Vendor. This credit memo is applied to the invoice generated to
the MEEP vendor for the virtual card.
Virtual card status changes display in the Enhanced ePayment Vcard Management window when
it is manually refreshed.
‘Vendor Default Checkbooks’ section was added to the Enhanced ePayment Configuration
window, allowing users to assign a default checkbook for specific payment methods (check, EFT
and virtual card payments). This can be integrated with the Mekorma Assign by Checkbook
feature, allowing you to build batches by selecting payments by vendor checkbook.
The option ‘Send Zero Value Checks’ was added in the ePayment Configuration window. By
default, it will remain deselected so that $0 checks will be printed locally (as a remittance) by
Mekorma or GP, rather than through ePayment process.
Changed the Multi-Batch Management Action Board Post Results Report to show the status of
‘Failed’ if an ePayment failed to send to the electronic payments service.
In the Multi-Batch Management Action Board, added the ability to drill down to view the ACH or
Positive Pay file by selecting the batch and clicking on the Status Description link.
Batches that include an ePayment are shown separately as a split batch in the Mekorma Audit
Log.
Integration with Multi Entity Management
o ePayment split batch or virtual card batch is granted with the same entity as the original
batch.
o The Enhanced ePayment Batch Maintenance window only shows the batches that the user
has access to in the batch entity.
o The Enhanced ePayment File Owner Maintenance window allows to change file owner only
if the new owner has access to the entity to which the file is tied.
Two new windows have been created on the Mekorma Area Page > Routines > Payables
o Enhanced ePayment Batches: Within this window, users can view batch statuses by the
following categories:
= Created (integration files have been created in SQL)
= Sent (integration files have been transmitted)
= User can void the batch by clicking Action > Void. This applies to the batches
that have been transmitted but are getting a process error in the portal. In this
case, user will need to discard the payment on the portal, then also delete the
batch in GP.
= The user needs to ensure that the batch was not processed in the portal
before voiding a batch.
= Processed (sent payments have been processed and returned to GP)
* Processed files will allow the user to drill into the batches and post.
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= Failed (batch fails to transmit for any reason)
= A failed batch can be voided in GP by clicking Action > Void.
= Posted (ePayment batch posted)
= For a virtual card batch, the original batch will automatically be posted after the
Vcard batch is posted
= Abandoned (the batch will be removed from GP)
o Enhanced ePayment File Owner Maintenance: The main purpose of this window is to
assign batches that are in ‘Sent’ status to other GP users, to be processed when the batch
owner is away or on PTO.

Multi-Batch Management (MMM)

» Added Payment Method, Sub Total and Status fields to the Multi-Batch Management Post
Process Results report.

* Added the ability to see the next check number in Multi-Batch Management Action Board Process
Checks and EFTs area, by selecting the batch then clicking on the info button next to the
Checkbook ID.

* When ‘Generate EFT Files’ is chosen in MMM Action Board, only checkbooks with EFT
transactions will be displayed. Checkbooks showing a $0 batch total will not be listed.

* In the Multi-Batch Management Action Board, added the ability to set or change the dates on a
range of EFTs or SafePay files before generating.

«¥s To access release notes for previous versions of Mekorma, follow this link.

Last modified: Nov 05, 2019
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2.2. Issues Fixed

* Expand each section by clicking +. Collapse each section by clicking -

Issues Fixed in September 2019 release (x78.10)

Mekorma Payment Hub (MICR)

+ lIdentified and fixed an issue by which an intermittent network disconnection from SQL Server
database server may cause session ID to change, causing errors in Table Maintenance or
application registration errors.

* Fixed Payment Hub issue that allowed transactions to be added to approved MEM decentralized
batches. Payment Hub will now test decentralized entities to evaluate the batch availability. If the
batch is not available, the entity is unmarked and a warning is presented.

+ Fixed an issue causing Table Maintenance to display companies as requiring upgrade, even after
all table upgrades have been completed.

» Fixed the following issue: when Blank Checks were printed and set to more than 1 check,
subsequent checks were not printing.

* When using the Task-Based security model, in the Approve ‘By Batch’ view, all batches that have
transactions needing approval will now appear.

* When using Legacy User Based Security (legacy), the Batch Number now appears in the
message ‘Batch xxx Approval request processed’.

+ On the Mekorma Approval List, users are now able to sort transactions by Status as long as
System Table Upgrade has been run.

Mekorma Enhanced Electronic Payments (MEEP)

+ The MEEP Vendor is now excluded from available vendors when creating a check payment batch
within the Build Payment Batch window. The MEEP vendor is paid via electronic funds transfer so
should not be included in a check batch.

+ Fixed an issue that caused the first check number to skip by 1 when using Payment Hub in
combination with Enhanced Electronic Payments.

» Vendor enrollment status has been clarified in the Vendor Enrollment Status window. A vendor
can have one of the three following enrollment statuses:

o Enrolled: The vendor’s information is sent and maintained by the ePayment service.
Payments are processed by the service unless the processing type is set to Local.

o Pending: The vendor’s information will be sent to the ePayment system either overnight, or
next time the Send Vendor Master button in the Utilities module is clicked. Payments to this
vendor are processed locally using GP or MICR functionality until the vendor information
has been updated.

o Excluded: The vendor’s information is not sent to the ePayment service, and payments to
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this vendor are processed locally.
* The processing type is also indicated for each vendor:
o Local: Payments are processed locally using standard Dynamics GP/ Mekorma MICR
functionality. Payment information is not sent to the ePayment service.
o Vcard: The vendor will be paid by a virtual credit card issued by the MEEP Vendor.
o Check: The vendor will be paid with a check generated and mailed by the ePayment
service.
o EFT: The vendor will be paid by an EFT (ACH) emailed by the ePayment service.
+ Payments made by Enhanced Electronic Payments will be excluded from the Positive Pay files
generated by Dynamics GP.
+ ACH and Positive Pay files generated by the ePayment service will be placed in subfolders
organized by checkbook within the ePayment Integration Base folder.
» A customizable Comment Line and User Defined fields have been added to the headers for
payment information sent to the ePayment service. Allows users to adjust the payment
information sent to the service.

Product Manager

+ Table Upgrade will now skip any company whose database does not exist on the server.
» Fixed performance issue upon login or switching companies; no longer checks for stubs
migration/upgrade each time. Removed double execution of Startup_After in MEP dictionary.

Mekorma Payment Hub (MICR)

» Users will no longer receive the error message ‘MMM does not support checkbooks with EFT
Remittance Option set to use Report Writer’ when ‘Omit $0 checks in Payables’ is marked in
Mekorma MICR System and the checkbook is set up to use Report Writer remittance.

+ Fixed the error ‘The user does not have the Purchasing Task ID assigned’ message when
printing blank checks with security set to Legacy > User Based.

* With MEM Decentralized Payroll, PDF copies now print all entities processed.

« Payroll employee ID and name will print even if the HR component is not installed.

« Can now re-request authorization for batch previously cancelled after being authorized.

» Print_Cfg_Paytoll_Checks_to_File procedure will no longer point to old table ME_Check_Setup,
preventing MEM from displaying the MICR line; now directs to new ME_Pay_Check_Setup table.

» Fixed “No checks to print” error when running Payroll containing direct deposit transactions.

» All approved transactions now display in approval emails.

» Fields have been adjusted to not appear in the Mekorma Security Setup window if it is stretched
too large.

* Moving the check number string in the Mekorma MICR Checkbook Setup window by using the
shift left and shift right buttons was not saving.

* Rejection reason was not showing in the MICR Reject report when rejecting the payment in the
Mekorma Status List by opening the drill down window, selecting a vendor and clicking reject,
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when using Task-Based Security.

Email notification was not sent out when rejecting one or more transactions from the Mekorma
Approval List when using Task Based Security.

The Enhanced Net Check Amount field now prints the actual amount of the voucher being paid by
the check. The field subtracts terms discounts and write-offs from the voucher amount and shows
credit memos as negatives.

GP Shortcuts now directing to new Mekorma windows.

Authorization password validation issues fixed.

Comments now print on Blank Checks.

In the Mekorma Checkbook Maintenance window, when the MOD 9 check digit feature is used a
leading zero is no longer added to the GP next check number.

EFT payments using EFT numbers no longer print with unexpected leading zeros.

Fixed the error ‘Mekorma MICR can’t run until you create tables...” when opening MICR windows,
even though the company has been upgraded.

If two approvers are assigned using Task-Based security, the first approver is no longer able to
approve the batch a second time in the Batch Approval window.

User with proper security role permissions can access the Mekorma Registration page, instead of
only those with admin role.

Mekorma Enhanced Electronic Payments (MEEP)

When a virtual card batch is returned from the electronic payment process, it will now show in the
Post Batches area of the Multi-Batch Management Action Board

Making changes to the Remit To or Primary Address fields in Vendor Maintenance for a company
that is not configured with MEEP does not cause the changes to be written to the
MEEP_Vendor_Changes_Pending table for that company.

No longer receiving duplicate key error when making changes in the Vendor Combiner and
Modifier window, after changing either the Remit to or Primary Address fields in Vendor
Maintenance.

Fixed unhandled script exception error when posting a payables batch in the Series Post window,
in a company not configured for MEEP.

ePayments that were unable to transmit because the system was offline are no longer shown as
available to post.

Removed ePayment table error, received when a check was printed using GP in a company that
had disabled Mekorma printing.

Modified the batch number creation process when using Multi-Entity Management with Multi-
Batch Management to correct the issue of not having enough character length in a batch name.
User with AP Clerk, MEEP clerk and MICR clerk roles are now able to print/transmit an
ePayment.

ePayment check numbers now match those in GP after the ePayment has been submitted.
Clicking on a vendor when creating a batch in the Edit Payables Cheque Batch window no longer
gives an error.
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Multi-Batch Management (MMM)

* When a batch was deselected on the MMM Action Board, additional information was not being
shown

+ MMM company setup table is now created when Table Maintenance is run.

» User with AP Clerk, MEEP clerk and MICR clerk roles were not able to print/transmit an
ePayment.

* When using split batch and building EFT batches using MMM, they no longer print with check
number instead of EFT number.

MEM Integration

* The Internet User Defined 1 and 2 fields will now populate for either the MEM Centralized or
MEM Decentralized categories.

* MICR split batch is now assigned with MEM Entity ID.

* Resolved inability to access MICR_REJECT batch because it was not assigned a MEM entity.

* Modified the batch number creation process when using MEM Decentralized process with MMM,
to correct the issue of not having enough character length in a batch name.

» Fixed issue with applied credit memos in History. The Facility Name field now contains the
correct legal name for the credit memo.

GP Web Client Integration

+ Task-Based fields no longer overlap if the screen is expanded and then contracted.

* To access release notes for previous versions of Mekorma, follow this link.

Last modified: Nov 18, 2019
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3. Introduction to Mekorma

Thank you for your interest in Mekorma products. Mekorma Payment Hub is a payables solution integrated

with Microsoft Dynamics GP®. The Payment Hub offers MICR check printing and the ability to print on blank
or pre-printed check stock; automated signature logic; check image archiving; and enhanced security
configuration options among the many available features. Mekorma works with Accounts Payable, U.S.
Payroll, Canadian Payroll, and is compatible with the Dynamics GP Web Client.

Mekorma also offers fully integrated add-on products/ services to optimize the payment process even
further:

Multi-Batch Management (MMM) will build and process payment batches across multiple companies and
checkbooks. MMM can be configured to the level of automation you desire. All processing actions can be
accomplished within one window.

Enhanced Electronic Payments (MEEP) allows you to pay vendors by check, EFT, or Virtual Credit Card.
MICR check printing can still be processed in-house or handled by the service. Mekorma will handle the
onboarding process to transition your vendors to electronic payments.

MEM Connector integrates with Binary Stream’s Multi-Entity Management® product to provide access to
facility information for vouchers printed on Mekorma check stubs.

How to Use This Guide

Last modified: Oct 16, 2019
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3.1. Prerequisites

There are several items to consider, and information you must have on hand to ensure your Mekorma
installation and implementation are successful:

Mekarma Payment Hub
Prerequisites

_@_i_@_

For All Mekorma Users

1. Gather bank account information

+ From what companies and checkbooks will you be making payments?

* You will need the routing number and account information for each checkbook used to print
MICR checks.

* What payment types will be made?

2. Choose a security model

+ Task-Based Security
» Legacy Security

For Mekorma Users Printing Checks In-House

3. Printers and Supplies

* Do you have a printer that can do the job?
* Do you have the correct printer toner?

4. Choose your check stock

* Pre-printed or blank?
» Blank check stock is recommended, and REQUIRED when using Multi-Batch Management to
print checks.

5. Check Formats
+ Mekorma comes with a library of pre-configured check formats that are customizable from

within the Mekorma MICR Configurator. What formats do you need?

6. Gather images to include on your check

* Will you use a company logo?
» Do you need signature files for approvers or authorizers?
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For Mekorma Users Transitioning to Electronic Payments

7. Vendor Qualification

* Any user wishing to implement Enhanced Electronic Payments must first have a conversation
with Mekorma Sales, then complete the vendor qualification process. This will allow Mekorma to
determine whether your company is a good fit, by reviewing annual AP spend.

Last modified: Aug 05, 2019
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3.2. Recommended Printers and Supplies

Printers for MICR Check Printing

We recommend that you print Mekorma checks to a dedicated medium — higher quality check printer using
blank check stock. The printer should have the following capabilities:

» Speed of 45 ppm and up

+ Two-tray capacity

+ Recommended monthly printing volume of 5,000 pages and up
» OQutput capacity of 400 sheets and up

Recommended models

The HP M607 series printers combine exceptional performance and energy efficiency with professional-
quality documents to use as dedicated check printers.

This printer series has a speed rating of 55 ppm. The 2-tray option makes it a perfect choice to print checks
on one tray and overflows and remittances on the second. It has a recommended monthly volume of 5,000
to 20,000 pages and input / output capacity of 650 sheets / 500 sheets.

Mekorma in-house testing has been performed successfully on the HP M607dn model.

! Mekorma is not compatible with security hardware add-ons or on-board MICR fonts as are
found in Troy Printers, so there is no need spending extra for features we handle at the
software level.

MICR Check Printing Supplies

MICR check printing supplies include:

» Check stock (pre-printed or blank)
* Envelopes

* Magnetic Toner

MICR Gauge

You can order supplies by contacting Mekorma’s recommended vendor, Altec. Altec can be reached by
calling 877-201-2005 (Reference — Mekorma) or email. See more infomation on ALTEC'’s flyer.

You can also search the Internet using the key words “blank check stock” or “magnetic toner” to locate
vendors. Mekorma MICR will work with both blank and pre-printed check stock of almost any size. Mekorma
MICR does not work with duplicating check stock (NCR) or “C” fold.
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A free MICR gauge can be mailed to you after your Mekorma Payment Hub order is processed. If you would
like to receive a gauge, please email our Sales department. The gauge will assist you to determine the

correct spacing for the MICR font on your checks.

Last modified: Jul 31, 2020

Page 19 of 288


mailto:Sales@Mekorma.com

Mekorma Mekorma Products User Guide - Build x78

3.3. Security Model Options

Mekorma users can choose between two working security models, if more than the standard GP option is
desired. In addition to the below descriptions, please see here for a detailed list of features and how they
compare.

Mekorma Task-Based Security

Available in build x76 and later, Task-Based security offers more flexibility in threshold level configurations
than our historical Legacy model. Task-Based security integrates with the existing Microsoft Dynamics GP
security model by allowing administrators to manage multi-level approval thresholds with standard
application security tasks and roles. This model provides two ways to handle payment batch approvals,
depending on the level of detail you want to see within Dynamics GP:

» Secure Approval Workflow

* Authorization

« Signature Logic only can also be configured, allowing default signatures to print based on customized
threshold levels. Approval workflow or Authorization does not need to be configured in that case.

* Task-Based security includes an Out-of-Office feature that is not available in our Legacy
Model configuration.

Mekorma Legacy Security

Legacy security is the model Mekorma users have employed for builds previous to x76. It is still an option
for all users and offers security by:

* UserID
e Checkbook ID
+ Default GP security

! Existing Mekorma customers will inherit their Legacy settings upon upgrade to build x76 or
later. For first-time installations of Mekorma build x76 or later, Task-Based security will be
the default setting. However, it is possible to choose either model from within the Security
Setup window.

! Please note that for Enhanced Electronic Payments customers who want to use Mekorma

security, you MUST configure secure approval workflow in either the Legacy or Task-Based
models so that payments are approved before sending to the ePayment service. If you have
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Legacy Checkbook ID or Task-Based Authorizations set up, payments can be sent for
processing to the ePayment service without going through an approval process.

Last modified: Jan 13, 2020
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3.3.1. Task-Based Security Model

Task-Based security allows you to configure a secure approval workflow or batch authorization process for

payables batches.

This video gives an overview of Task-Based security and how it works:

Intraduction to Task-Based
Sequrity Workflows

You will want to decide whether to configure secure approval workflow or batch authorization, depending on
the level of detail you would like included in the process. In both cases, Threshold IDs are configured and
saved at the system level, then applied to checkbooks. A Threshold ID allows you to save a series of
threshold ranges, associated with users’ Task IDs and default signatures in the way that works best for your
company.

Secure Approval Workflow

* For Mekorma Users familiar with Legacy Security settings, this option incorporates all the
features of User ID-based Security, plus additional threshold options.

Secure Approval Workflow allows one or more designated user(s) to approve payment transactions
before check/ EFT batches can be printed and processed. Approvers are assigned transactions within a
particular threshold range, and those threshold ranges can also be associated with default signatures as
determined by your settings. This type of workflow allows Approvers a detailed view of each payment within
their assigned threshold range, and the ability to approve or reject as needed:

1. A designated GP user creates a payment batch.
2. The user must then Request Approval on that batch to start the workflow process. This can be done
from the following GP windows:
« Edit Payment Batch
+ Edit Vendor Payment
* Build Payment Batch
* Print Payments
* Approvals can also be requested on all created batches from the Mekorma Payment Batch
Status List.
3. Approvers will receive email and/ or text notification that payment batches need approval (within their

assigned threshold range).
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4. Approvers can access GP from any location. Payments are listed by Vendor in the Mekorma Approval
List, and it is possible to view all vouchers that have been applied to each payment. If you have a
document management system that integrates with GP and provides you with access to scanned
invoices from this screen, that information will also be available.

5. Payments at the Vendor level can be rejected and removed from the batch. Approvers can provide a
detailed message back to the requester as to why those payment should not be processed and how to
proceed.

6. Once approval has been given, the Requester will be notified via email that the batch can be
processed.

7. The Mekorma Audit Log keeps a record of all payments and which GP user approved them.

Authorization

* For Mekorma Users familiar with Legacy Security settings, this option is very similar to
Checkbook-based security and is now referred to as Authorization.

Authorization happens at the batch level. 1 — 2 users (Mekorma Batch Authorizers) can be assigned to
authorize any payment batch before it is able to be printed/ processed. This type of configuration provides
less detailed drill-in capabilities. Authorizers simply view the batch total and decide whether to authorize the
entire batch for printing/ processing. Signatures can be associated with customized threshold ranges.

1. An authorized user creates a payment batch.
2. The user must then Request Authorization on the batch. This can be done from the following GP
windows:
+ Edit Payment Batch
+ Edit Vendor Payment
* Build Payment Batch
* Print Payments
» Authorization can also be requested on all batches created at the company level, from the
Mekorma Payment Batch Status List.
3. Designated Authorizers will receive email and/ or text notification that payment batches need

authorization.

4. From the Mekorma Payment Batch Status list, authorizers can access GP to review details about the
number of transactions in the batch and the total dollar amount.

5. Once the authorization has been given, email notices go back to the Requester and the batch can
then be processed.

6. The Mekorma Audit Log keeps a record of all batches and which GP user authorized them

Follow this link for complete instructions on how to configure Task-Based security once you have installed
Mekorma.
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=

Please note that for Enhanced Electronic Payments customers who want to use Mekorma
security, you MUST configure secure approval workflow in either the Legacy or Task-Based
models so that payments are approved before sending to the ePayment service. If you have
Legacy Checkbook ID or Task-Based Authorizations set up, payments can be sent for
processing to the ePayment service without going through an approval process.

Last modified: Dec 12, 2019
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3.3.2. Legacy Security Model

Mekorma Legacy Security

Legacy is Mekorma’s original security model and includes the options to set security by:

 UserID
e Checkbook ID
+ Default GP security

User ID

Security by User ID uses the Microsoft Dynamics GP User ID and password as your check printing
password. In addition, with this option, you can view an Audit Log report that records the approvers/signers

for each check batch.

With this option you can:

» Select which users are allowed to print checks.

» Select which checkbook each user can print from.

» Print a different signature for each user, share signatures between users, or print with no signatures
at all and lines for hand signing.

+ Set the maximum approval amount for each user.

« Define when passwords are required and how many are required based on the dollar amount.

» Works with Vendor Class Security.

Checkbook ID

The security by Checkbook option associates signature and password logic with a specific Microsoft
Dynamics GP Checkbook. The signature and password logic is contained in the Signature ID that is
assigned to the checkbook.

» Allows different passwords for each checkbook.
» Allows for both lower and higher threshold logic.

No Security

* No additional security added beyond standard GP security

! Please note that for Enhanced Electronic Payments customers who want to use Mekorma
security, you MUST configure secure approval workflow in either the Legacy or Task-Based

Page 25 of 288



Mekorma Mekorma Products User Guide - Build x78

models so that payments are approved before sending to the ePayment service. If you have
Legacy Checkbook ID or Task-Based Authorizations set up, payments can be sent for
processing to the ePayment service without going through an approval process.

Last modified: Oct 23, 2019
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3.3.3. Signatures Only with Standard GP
Security

Payments can also be processed without configuring Mekorma security. In that case, standard Dynamics
GP security will apply.

Even if you choose not to configure passwords, thresholds, or secure approval workflow using Mekorma
security, it is possible to apply Mekorma signature logic to your check printing.

If you only make payments from one checkbook, or if the same signature logic can be applied to multiple
checkbooks within the same company, please use this method.

Mekorma recommends configuring your system in this way if you need varying signature logic for multiple
checkbooks.

Last modified: Aug 05, 2019
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3.4. How to Create a Digital Signature

If you will be using signatures as part of your security settings in Mekorma, you will need to gather all
needed signatures and transform them into a digital format. Please watch the video below to view step-by-
step instructions, as recommended by Mekorma:

How to Create a Digital
Slgnature for Use In GP

1. Take a standard 8 7z x 11 sheet of paper and draw a rectangle that represents the average signature
field.

2. Print (or make) as many copies as there are signers. For example, if six different signatures are
needed, print six copies of the sheet with the empty box.

3. Ask each signer to sign their name within the rectangle. There should be no more than one signature
per page.

4. Scan each sheet into a computer.

5. Open the signatures one at a time in the Microsoft Paint application

6. With one of the signatures opened in Paint, click on the Select drop-down menu and choose
Rectangular selection. Draw the selection box around the signature as closely as possible and then
click Crop.

7. Click on Resize and choose the Pixels button in the Resize and Skew window. Be sure that Maintain
aspect ratio is checked, and adjust either the horizontal or vertical dimensions. A good choice for use
in GP is a signature file with approximate dimensions of 220 x 50 pixels.

8. Save your signature as a 16 color bitmap.

9. Repeat the same procedure for all needed signatures, and store in a location accessible to an
administrator for use in GP.

+ If additional sizing is needed, you can always adjust within the Mekorma Configurator.
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3.5. Vendor Qualification for Enhanced
Electronic Payments

Mekorma Enhanced Electronic Payments (MEEP) requires that all potential customers complete the vendor
qualification process. This process will generate the necessary data needed to review eligibility, including
the annual AP spend of each company being considered.

If you want to know more about transitioning your vendors to accept electronic payments, the first step is to
schedule a meeting with Mekorma Sales.

There are two recommended methods for completing the vendor qualification process, outlined in the videos
below.

For current Mekorma customers on Build x75 or later:

Vendor Qualification
[Build x75) for MEEP

==
_@_-._ﬂ_

* To access the Enhanced ePayment Qualification window, go to the Mekorma Area page >
Setup > System > Enhanced ePayment Qualification

The qualification process will generate an Excel spreadsheet that displays annual AP spend information for
all included companies. This spreadsheet must be submitted to Mekorma for review.

Install Mekorma Build x76 or later.

2. Navigate to the ‘Mekorma Enhanced ePayment Qualification’ window.

3. lItis possible to exclude specific vendors from the process. To do so, right-click on the company(ies)
you will be submitting and choose Exclude Vendors to open the ‘Enhanced ePayment Qualification
Exclusion’ window. Check the box next to each vendor you want to exclude. Press OK to save.

4. Double-click on a company to open the ‘Enhanced ePayment Company Data’ window. Enter a
Subdomain Name and Administrator email address. Click Save.

5. Once you have entered this data for each company you will be submitting for review, check the box to
the left of each company and click Process. Please note — if the Email to: checkbox has been
selected, the Excel spreadsheet generated when you click Process will automatically be emailed to
Mekorma. If it has been deselected, you will have to manually email the generated file(s) to
gualification@mekorma.com.

6. Once the vendor file has been received and reviewed for qualification, a meeting will be setup with the
appropriate contact person to discuss our findings and whether or not your company has qualified for
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the program.

If you do not have Mekorma installed or would prefer to use a
SQL query:

Vendor Qualification
{using SQL) for MEEP

If you have not yet upgraded to Mekorma Build x75 or later, you will need to gather data from your SQL
server and generate the necessary information within a spreadsheet template, provided to you by Mekorma
Sales. Full instructions can be found on the first worksheet of the spreadsheet.

Once the fields are populated, the spreadsheet must be emailed to qualification@mekorma.com.

Sales will then be able to determine if your company is a good candidate for Mekorma Enhanced Electronic
Payments.
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3.6. Virtual Card Processing: Pre-funded or
Credit Model

Mekorma Enhanced Electronic Payments service can pay your vendors via checks, EFT, or by virtual credit

cards (Vcard). What is a virtual credit card? Rather than swiping a physical, plastic card, your vendors will

be emailed a 16-digit virtual card that is only good for that particular transaction.

If you are an Enhanced ePayment customer, you have a choice as to how you will reimburse the virtual card
company for vendor payments made with Vcards: by pre-funding the Vcards, or by taking advantage of our
credit model. You must decide which model you will use when setting up the original ePayment checkbook,
or when adding an additional checkbook for ePayment processing.

Pre-Funded Model

If using the pre-funded (or debit) model, payment batches from GP batches are submitted to the ePayment
service, and you are then required to provide funds to the virtual card company for the total amount of all
issued Vcards.

The ePayment service automatically generates an ACH file that contains the Vcard total of the batch, and
you must send this to your bank so the funds can be transferred to the virtual card company. Upon receipt of
the funds, the Vcard payments are emailed to your vendors.

Credit Model

When using the credit model, the virtual card company offers a no-cost line of credit. After batches are sent
for processing, you will not be immediately charged for issued cards. Instead, the virtual card company will
automatically transfer payments from your company’s account on a regularly scheduled basis, and you will
only pay for the card amounts that have been “swiped” by vendors during that credit period. This has the
advantage of allowing cash to float in your account for more time.

All checkbooks processing electronic payments can be viewed within the Enhanced ePayment Configuration
window. Refer to the checkbook fields of this window to confirm which model is being used for each

ePayment checkbook.

Last modified: Nov 22, 2019
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4. Installation

* Please note, you must install Mekorma on every workstation that performs operations
requiring the use of Mekorma features.

Preparation

1. Determine your Microsoft Dynamics GP version before downloading your Mekorma product(s).

2. Download the product installer that corresponds with your GP version from the Mekorma downloads
page.

3. Follow the installation/ upgrade procedures.

Last modified: Dec 17, 2019
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4.1. Find Your Dynamics GP Version

What version of Dynamics GP are you running?

Before downloading Mekorma, you need to know what version of Dynamics GP is running so you can
choose the correct Mekorma installer. If you are downloading Mekorma to multiple workstations, it is
important to know the GP version for each one. Here’s how to check:

1. Log in to Dynamics GP.

2. Click on the GP Help ? icon in the top right-hand corner of your screen.

- X
gl o
Contents
Index
About This Window F1
Leokup Ctrl+L

Show Required Fields

Printable Manuals

What's New

Documentation and resources on the web

I About Microsoft Dynarmics GP... I

3. Select About Microsoft Dynamics GP...

4. In the example below, the major version is displayed in the title box: Microsoft Dynamics GP 2018.
(More specific version information will be listed under the Version Information column.) This means
that the Mekorma installer corresponding to GP2018 must be chosen from the downloads page.
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V) | fl

Help

0K Options = Additional File Tools
b b b b
Actions Additional File Tools | Help

Microsoft Dynamics

GP 2018

Session Information

Version Information

Current: Total Registered Microsoft Dynamics GP 18.00.0628 (R2)

Users 1 69 Dexterity 15.00.0015.000
Employees 56 Unlimited SmartList 18.00.0628
Site Iekorma Databaze SQL Server
Language-Country English-US System Windows Server 2012
Server GP ODBC Driver Manager 03.80.0000
Session ID 1 ODBC Driver 11.00.6518
Size G42MB Wicrosoft SQL Server 2016 (SP1-GDR) (KB4458842) - 13
Human Resources 18.00.0628

Software License Terms

Third Party Motices
& 2018 Microsoft Corporztion. All rights razarved.

Bortions copyright 1082-2002 FairCom Corporation. Al rights reserved.
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4.2. New Installation or Product Upgrade

Run the Mekorma Installer

1. Log in to Windows as an Administrator.

2. Once the installer has been downloaded, launch the executable file. The file will follow this naming
convention: MICR + GP version + Mekorma build version. (ex. MICR2018b078.exe) — right-click and
select the option to Run as Admin.

3. Select the appropriate GP instance from the drop-down menu. If you only have one GP instance
available, that option will automatically be selected.

4. After following all prompts, click Finish and close the Installer.

5. After you install Mekorma, launch Dynamics GP and log in as the ‘sa’ user. The system will ask if you
want to upgrade tables now or later. Upon agreement, you must run the Table Maintenance procedure

for a first-time install or product upgrade to take effect.

6. The Mekorma Products Manager will automatically retrieve registration keys for all installed Mekorma
Products if you are connected to the Internet. If Internet access is not available, please contact
Mekorma Sales.

Install Mekorma Enhanced Electronic Payments (MEEP)
Utilities
! MEEP utilities are necessary to install only for Mekorma Enhanced Electronic Payments

customers. If you are interested in qualifying for this add-on service, please complete the
Vendor Qualification process.

Installing MEEP utilities automates the process of synchronizing the vendor master file (when changes are
made in Microsoft Dynamics GP or by the Enhanced Electronic Payments service). The Utilities installer
should be installed in a single computer (preferably, but not necessarily, the SQL server) and does not need
GP to be installed in that computer.

Download the MEEP Utilities Installer

Your Implementation Consultant will walk you though the following steps:

1. Log in to Windows as an Administrator.
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2. Launch the MEEPUtilities.exe.

3. Follow the prompts to accept the license.

4. Choose the desired Installation folder.

5. Select whether you’d like to use Windows or Server authentication and enter necessary data.

6. On the Set up scheduled task window, please choose the time you would like Microsoft Dynamics
GP and the Enhanced Electronic Payment system to synchronize. You can run this task as the current
user or assign it to another Windows user.

7. Click Finish to close the Installer.

Last modified: Dec 12, 2019
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4.3. Run Table Maintenance

As third-party products are not included in the Dynamics GP upgrade process, Mekorma provides its own
unified table upgrade system for all your GP companies. Table Maintenance must be run after installing
Mekorma for the first time, or after upgrading to a more current version. Individual companies can be
upgraded at the same time or separately within the Table Maintenance window.

! Only the system administrator is prompted to run the process in both circumstances, so be
sure to log in as ‘sa’ after installation.

Microsoft Dynamics GP

|0 Mekorma tables need to be upgraded for this company. Before

. you can use Mekorma products, you must upgrade this company
in the Table Maintenance window. Do you want to open the Table
Maintenance window now?

Yes Ma, Later

You must also run table maintenance after a new company is created in GP. Learn more in the video below:

Howi £ Rien
Mekarma Table Maintenance

i =

o¥s To manually access the Table Maintenance window, go to the Mekorma Area Page >
Setup > System > Table Maintenance

Requirements

* A system administrator user is needed to perform table maintenance. If you are not a system
administrator, a warning message displays and the window will close.

* Itis imperative that no one is working on a Mekorma product while the upgrade process is running.
For example, no one should be printing checks via MICR, Multi-Batch Management, or Enhanced
Electronic Payments.

» Verify that you have posted all your batches before upgrading Mekorma products.

» If any registration error occurs, see the section on product registration for more details.
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New Mekorma Installation or Product Upgrade:

1. Whether you are creating tables for the first time or upgrading, the process of running table
maintenance is the same. The option to run Table Maintenance will only be prompted for the System
Administrator (‘sa’) so the user ‘sa’ must log in after a new install or upgrade.

2. Select the companies that need tables created or updated, and click Process & Enable Selected
Companies. (You do not need to update all companies at the same time). Registration keys are
obtained automatically, so when the table update process is complete, Mekorma Products are ready

to use.
m Mekorma Products Table Maintenance - BE (sa) — [l *
= A I L
Registration Upgrade| Process & Enable File Tools | Help Add
History | Selected Companies by > * Note
Actions File Tools Help
MekomaProgucts 18020082
__M ilcr_u:usu:uft D_I,_I_r'ua!'giu:s GF . ‘l _8. 21 DSE_[H 2019]
RegisteredSiteName | Mekoma

Search Company Mames

Company Statuses v Feady ¢ Needsattertion [ & Incompatile ] % Disabled

Company Name Status Database MN.. Company 1D
& Balanced Business Meeds Attention (Initialization) BB 1
# Complete Solutions Meeds Attention (Initialization) CS 2
& Fabrikam, Inc. Meeds Attention (Initialization) TWO -1

3 Companies Selected

3. When the process is finished, close the Mekorma Products Table Maintenance window.
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4.4. Products Registration

Upon installation or upgrade, Mekorma keys are automatically retrieved by the system (although keys can
be entered manually if needed). In order to retrieve keys, an internet connection is required (allowing access
to our Mekorma Registration Web Service).

! For best results, create an inbound and inbound rule in your firewall to allow access to our
web service. Allow IP address 64.74.139.46.

The Mekorma Products Registration window provides the ability to enter new registration keys; request trial
period keys; and access to our online keys retrieval system. To learn more about actions you may need to
take in the Products Registration window, please see the video below:

UEil‘lg, Melarma’s
Product Key Registration

* To access the Mekorma Products Registration window, go to the Mekorma Area Page >
Setup > System > Registration

The following products require keys:

* Mekorma MICR Payables

* Mekorma MICR US Payroll

* Mekorma MICR Canadian Payroll
* Multi-Batch Management

« MEM Connector for Payables

*« MEM Connector for US Payroll
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4.5. Mekorma Products Manager

The Mekorma Products Manager is a helper dictionary that manages table maintenance and product
registration for all Mekorma products. This product is installed with Mekorma Payment Hub. It is a required
component necessary to run all Mekorma products.

The Products Manager window will tell you what version of Mekorma you are running and includes links to
the following:

m About Mekorma Products Manager - x

File Edit Tools Help sa Fabrikarn, Inc. 4/12/2027

Mekorma Products Manager

Build: 18.00.0078.078.09 [078.09.20190718.2017) Version: 18.00.0078

Mekorma Website
Product Download
Product Registration
Table Maintenance

Online Support
Contact Us

Copyright 2079 All rights reserved

* To access the Mekorma Product Manager, go to the GP Help menu > About Microsoft
Dynamics GP > Additional > Mekorma Products Manager
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4.6. Print Client for GP Web Client

To print Mekorma checks out of the Dynamics GP Web Client, it is necessary to install the Mekorma Print
Client (MICRPrintClient.exe) on each workstation intended for Mekorma check printing from a Web Client
session. There are two methods for accomplishing this:

Install from the GP root folder

1. Open the Dynamics GP desktop root folder where you have installed Mekorma.
2. Go to the Mekorma MICR folder > Webclient folder to access the MICRPrintClient exe file.

3. Copy this file and install it on your desktop or network as administrator.

Install from within Mekorma software

* To open the Mekorma Web Client Download and Installation window, go to the Mekorma
Area Page > Setup > System > Web Client Installation

1. Open the Mekorma Web Client Download and Installation window.

2. Click on the link to download and install the MICRPrintClient.exe file.

m Mekorma MICR Web Client Download ... - x

s i@

0K File Tools | Help Add

o - ¥ MNote
Actions  File Tools Help
Download and Install Mekorma MICH ‘Web Client l:D

Last modified: Oct 11, 2019
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5. Configuration

This section of the User Guide offers instruction on where to find the configuration settings for Mekorma

features and functionality.

Last modified: Oct 11, 2019
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5.1. Navigating to Mekorma Windows

Mekorma has its own Area Page within Dynamics GP, so that all Mekorma related windows can be
accessed from one screen. Traditional Mekorma navigation via Dynamics GP menus remains in effect.

You can configure GP’s Navigation Pane to make the Mekorma Area Page easily accessible. Watch (screen
action only) below:

&

o¥s Throughout the Mekorma User Guide, navigation paths to Mekorma windows can be found
within these blue information boxes.

Once on the Mekorma Area Page, you will find seven different panes that contain all Mekorma-related
windows:

» Transactions
* Cards

* Routines

* Reports

* Setup

+ Utilities

* Inquiry
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5.2. Mekorma Quickstart

The video below will walk you through the necessary steps to get Mekorma functioning, so that you can
assess your payment processes and ensure that you are ready to move on to production.

Mekorma Payment Hub
Quick-Start

_@_i___

1. Login as ‘sa’.

2. Select the company that you want to use.

3. Run the Table Maintenance procedure.

4. Address security settings: navigate to the Security Setup window determine which security model is

selected. You can turn off Mekorma security for testing purposes:
+ If the Mekorma Legacy Security model is chosen, navigate to the Security Maintenance window and
choose ‘None’ in the in the “Set Passwords By...” field.

» If Task-Based Security is selected, leave the default settings as is.

5. Configure a checkbook use in the Checkbook Setup window.

6. Open the Test Check Layout and Security window to test that checkbook’s printing.
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5.3. Set Up a Checkbook

Before setting up your checkbooks for Mekorma MICR check printing, please be sure you have already

created the necessary Checkbook ID(s) within the Dynamics GP Checkbook Maintenance window. Consult
your GP documentation if you need assistance with this step.

Mekorma will attempt to create check copies in the specified folder.

If we cannot access this folder or the folder becomes unavailable, we will create the check copies in the
Data subfolder of your Microsoft Dynamics GP installation folder.

If you need information on how to set up additional checkbooks for Enhanced Electronic Payments
processing, please see this page.

Last modified: Aug 27, 2019
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5.3.1. Configure a Checkbook’s MICR Line

Watch the video below for detailed instructions on how to configure the MICR line for your AP, US Payroll

and Canadian Payroll checkbooks:

The Mew Checkbook Setup Window;
MICR Lina Con i garation

b

Configure the MICR Line

* To access the Mekorma Checkbook Setup window, go to the Mekorma Area Page > Setup
> Purchasing > Checkbook Setup

In the Checkbook Setup window, enter a Checkbook ID by using the lookup.

2. Open the MICR Line Quick Entry window by clicking on any of the hyperlinks within the MICR Line
Setup field.

3. Add any information that has not been automatically pulled in from the GP Checkbook Maintenance
window:

a. Number of Check Digits

Right-most position of Check Digits*

Routing Number

Region Code*

© 2 0 T

Account Number
f. Right-most position of the Account Number*

4. Click OK

5. Please note, the Transit (ABA) Number will automatically be calculated and entered for you upon
entry of the correct routing number/ region code.

6. If you need to make edits to the information, you can either open the MICR Line Quick Entry window
and make changes there, or edit directly on the graphical interface by clicking on a value and scrolling
through the options.

Please ask your bank for this information *
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5.3.2. Choose Check Formats from the Check
Format Library

Mekorma’s Checkbook Setup window allows you to select pre-configured check formats for the Purchasing,
US Payroll and Canadian Payroll modules.

Usirg and Customizing
Mighorma's Dafault Check Formats

ST

You can select up to 7 different formats for the different purposes used by Dynamics GP. The selected
formats do not have to be unique; the same format can be used for multiple purposes:

+ The Primary Check Format is the main check that is sent to your vendors. This is the only format you
are required to designate.

+ The Check Copy Format allows you to print a physical copy of the primary check, and can be
different than the format you send to your vendors.

* The Check Overflow format and Check Copy Overflow format are used when you want to have a
different format for overflows.

+ The EFT Remittance Options defaults to Check Face/Overflow Stub. If you leave this default then
Mekorma will use the exact same formats for EFTs as it does for your checks. Since EFTs don’t
require the check portion of the format, different formats can be selected.

* The Refund Check and Refund Check Overflow formats are used if you will be using the Refund
Checks feature in Microsoft Dynamics GP.

Choose Formats:

* To access the Mekorma Checkbook Setup window, go to the Mekorma Area Page > Setup
> Purchasing > Checkbook Setup

1. Go to the Checkbook Setup window.

2. Select the checkbook and the module (Purchasing, US Payroll, Canadian Payroll) that you want to
configure.
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m Mekorma MICR Checkbook Setup - TWO (sa) — X

WD X e % il @7

Save Clear Delete Integrate = Additional File | Tools Help Add
- - -

¥  Note
Actions Additional File Tools Help
| checkbook D FIRST BANK Ell
Default Thieshold ID P
MICR Line Setup
Transit [ABA] Mumber
111111118
Check Number Pattern hail I el { Fiouting Number Account Number €|

58 57 565554 535251 504943 47464544 43 424140 39383736353433 323130292827262524232221 20191817 16 1514

e+ ssret RDEASPESTALR BADDSADLLL

PLichasing
Thieshold ID P ~
Non-Negotiable Word YoID |
Primary Check Format AP Check_bottom_2 Std AP Stubs. stbz P
Check Copy Format Overflow_full_Std &P Stub.stbz P
[7] Use Pre-Printed Check Stock
[] Use Check Format [First page) for overflow pages
Check Overflow Format AP Check_bottorn_2 Std AP Stubs, stbz P
Check Copy Overflow Format | Overflow_full_Std &P Stub, sthz D
EFT Remittance Options |EFT Remittance Format v ‘
EFT Remittance Format | AP Check_bottom_2 GL Dist Stubs. stz P
Refund Check Format | Refund Multiple Document. sthz P
Refund Dverflow Formnat Refund Multiple Document - Overflow. stbz p
3. Click on the lookup to the right of Primary Check Format, and choose an appropriate option from

o=

Mekorma'’s library of pre-configured formats. The name of each format file indicates key information

included on that format.

If you want to customize your chosen format, open the Mekorma Configurator by clicking on the
Primary Check Format link. You can then edit within the Configurator. This process can be repeated
for any additional format selections.

Within the same company, you cannot print some checks using Mekorma and others using
Microsoft Dynamics GP, unless you have a second Microsoft Dynamics GP user configured
through the Alternate Security to print checks. It is important to note that any change to your
operating system, server, or printer could cause printing variations. Always retest the
formatting of your checks and the MICR line if you have altered your system configuration
or peripherals in any way.

Last modified: Nov 19, 2019
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5.3.3. Customize Check Formats Using the
Configurator

The Mekorma MICR Configurator is a report editing tool that allows you to modify Mekorma-generated
checks and stubs. The Configurator handles any size paper and any system font.

Use the Configurator in conjunction with the pre-prepared stub files provided in the Mekorma Check Format

Library to create check stub formats designed specifically for your company’s check printing needs. The
Configurator is a feature-rich, easy-to-use editing tool with drag-and-drop functionality, multiple windows,
menus, and toolbars.

Uging the
Mekarma Configuratar

* To open the Mekorma Configurator, click on any of the check format links from within the
Mekorma Checkbook Setup window.

+ To add fields, labels, lines and images/ logos, use the Add Elements button. The element will be
added to the upper left corner of the format. It can then be moved to the check or stub of your choice.

» For quicker alignment of fields, use the Alignment tools on the Layout tab at the top of the
Configurator window.

* Use the Zoom In and Zoom Out buttons to see more of the page or get a closer look at a field.

» Select entire regions to move or delete the region and all fields. A region will appear as blue when
selected. To de-select a region, click on white space or any unselected element.

+ Use the mouse to select fields to move, re-size or delete. You can use the control key to select
multiple fields.

« For finer manipulation, to change font, for alignment and other adjustments, select a field and use the
Properties box in the lower left of the Configurator window.

* You can select and copy entire regions to make duplicate remittance stubs.

+ For any Amount field on a check stub, you can choose to hide it when there is no value populating
the field. Click on the field itself, and use the Properties pan to check the box next to Hide When
Empty.
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e L N Mekorma Configurater
Home | layout | Options | Display | Hep
Y | 1 . |
| Mew |d Save [ b Save and st *m 0 s =% Add Snppet | #, Zoom In
Topen el savens <. Add Bements | =, Zoom Out
mﬂ-v‘g‘qmmhm 1) pase| ® X Delete Fiekls | Zoom 100% |~
L Fie L e | Feks | Zom -
[ %6 Chedk_bottom_2 5t AP Stubs.stbz (3|
an [ p 2 T 3 T T 5 . T T
Woucher::Transaction Des... Mul Text
| Woucher::Enhanced Net C... Multi Currency
| |- “Payment Number* Label
| - Payment::Payment Number Sngle Text
| D" Label |
| - Payment:Doasment Date  Sngle Date
Property |u. ] Company Vendor Vendor ID Payment Number Date Check Number
Faeic Type Mult Currency Vendor Check Name WendorID Payment Number DocumentDate  Check Number
Fiskd Mame: Voucher::Outstanding Anount
Left 513 Tnvoice Number Date Description Amount Discount Paid Amount
Top 115 utstanding Amount scount Taken Total  Met Check Amaunt
Width 0.98
Height 245
Lines of Text 18
Font Tahoma, 8, Black, Regular
White on Black O
Abgrment Oiieft O Center (=) Right
Upside Down (]
Backwards O
Total Line = N
Lock O TOTALS: Total Total Totsl
Company Vendor ‘Vendor ID Payment Number Date Check Number
Vendor Check Name Vender ID Payment Number DocumentDate  Check Number

«¥s Follow this link for a complete list of all check stub fields available in the Configurator.

Last modified: Nov 19, 2019
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5.3.3.1. Mekorma Fields for Check Stubs

All available check stub fields within the Mekorma Configurator are listed below by section. Any of these

fields can be added by clicking on the Add Elements button once the Mekorma Configurator has been
opened:

W) Mo o= T Mekorma Configurator
/| Home || Layout | Options | Display | Hep |
New HSa\re ¥ Add
open |kl saveas ; £y copy -+ Add Elements | = Zoom Out
Dele

Recent Files v | %3 Save Snippet
File Edit Fields Zoom

These fields are available for Payables, US Payroll and Canadian Payroll check
stubs:

General Information

* Approver 1

» Approver 2

» Bank Account Number
+ Bank Address

« Bank Branch

* Bank Fax Number
 Bank ID

* Bank Master Transit Number
+ Bank Name

* Bank Phone 1

* Bank Phone 2

+ Bank Phone 3

* Check Comment 1

* Check Comment 2

* Check Comment 3

» Checkbook Description
* Checkbook ID

* CM User Defined 1

* CM User Defined 2

+ Company Address

+ Company Contact

* Company Fax Number
* Company Location Name
+ Company Name

+ Company Phone 1
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« Company Phone 2
* Company Phone 3
* GL Posting Date

* Printed By

* Requester

* Transit Number

* UserID

Commonly Used Labels

« AMOUNT

* Amount

» Canadian Funds
* Check Date

+ CHECK NO

+ Cheque Date

+ CHEQUE NO

+ Date

« DATE

« DDMMYYYY

« Description

» Description Reference
* Discount Taken
* Dollars

* GL Account Number
* Invoice Date

* Invoice Number
« MMDDYYYY

* Net Check Amt
* Net Cheque Amt
* Net Paid Amount
* Net Paid Amt

« ORDER OF

* Qutstanding Amt
+ Paid Amount

* Pay

« PAY

» Pay to the Order of
+ Payee

* Payment Number
* PO Number

« TO THE

+ to the Order of
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* US Funds

* Voucher Amount
* Voucher Number
* Write Off

* YYYYMMDD

Logical Fields

+ EFT Comment

« EFT Logo

« EFT Non-Negotiable

« EFT VOID

» Facility Signature 1

» Facility Signature 2

* Line 1

* Line 2

» Continued

« Signature File 1

+ Signature File 2

» Signature File 1 Based on PO Number
» Signature File 2 Based on PO Number
» Signature Line 1 Based on PO Number
» Signature Line 2 Based on PO Number

Payables

Detailed Addresses for Payables

+ Bank Address 1

* Bank Address 2

* Bank Address 3

+ Bank City-State-Zip
* Bank Country

* Company Address 1
* Company Address 2
+ Company Address 3
+ Company City-State-Zip
* Company Country

+ Payment Address 1
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+ Payment Address 2

+ Payment Address 3

* Payment Address ID

* Payment City-State-Zip
+ Payment Contact

* Payment Country

* Payment Zip

* Vendor Main Address 1
* Vendor Main Address 2
* Vendor Main Address 3
* Vendor Main City-State-Zip
* Vendor Main Country

GL Distribution

* 1099 Amount

* Account Alias

* Account Description

* Account Number

* Account User Defined 1

* Account User Defined 2

* Credit Amount

* Debit Amount

+ Distribution Reference

* Document Type

+ Enhanced Net Check Amount

* Freight Amount

* Intercompany ID

* Misc Charges Amount

* Multi-Currency Debit Minus Credit Amount
* New Amount Paid (Tech Knowledge 18381)
* New Document Amount (Tech Knowledge 18381)
» Originating Credit Amount

+ Originating Debit Amount

+ Payment Terms ID

* Posting Date

» Purchase Order Number

* Purchases Amount

» Shipping Method

* Tax Amount

» Tax Schedule ID

* Trade Discount Amount

+ TRX Source
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* Voucher Amount Paid

* Voucher Credit Amount

* Voucher Credit Document Amount
* Voucher Discount Date

* Voucher Discount Taken Amount
* Voucher Discount Taken Total

* Voucher Document Amount

* Voucher Document Date

* Voucher Document Number

* Voucher GST Discount Amount

* Voucher Net Check Amount

* Voucher Net Paid Amount

* Voucher Outstanding Amount

* Voucher Paid Total

* Voucher PPS Amount Deducted
* Voucher Total Document Amount
* Voucher Transaction Description
* Voucher Voucher Number

* Voucher Write Off Amount

* Voucher Write Off Total

MEM Centralized

» Facility ID

* Facility Name

» Facility Company Name
* Document Number

* Transaction Description
* Discount Taken Amount
* Purchase Order Number
* Net Paid Amount

* New Amount Paid (Tech Knowledge 18381)
* Document Date

* Voucher Number

* Voucher Date

* Document Amount

* Internet User Defined 1

* Internet User Defined 2

MEM Decentralized
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» Facility ID

« Facility Name

+ Facility Company Name
+ Facility Address

* Internet User Defined 1

* Internet User Defined 2

Payment

* Amount in Words

* Amount in Words with Word Wrapping

* Amount in Words (Techknowledge 857824)

* Amount in Words (Techknowledge 857824) with Word Wrapping
* Check Comment

* Check Amount with ***

* Check Number

* Check Total

* Document Date

» Document Date-D1

* Document Date-D2

* Document Date-M1

* Document Date-M2

* Document Date-Y1

* Document Date-Y2

* Document Date-Y3

* Document Date-Y4

« EFT or Regular Check Total

+ Payment Comment (from Edit Payables Checks)
+ Payment Number

POP Single Line Per Invoice

* 1099 Amount

* Amount Paid

* Credit Amount

* Credit Document Amount
» Discount Date

» Discount Taken Amount
* Discount Taken Total

Mekorma Products User Guide - Build x78
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* Document Amount

* Document Date

* Document Number

* Document Type

* Due Date

+ Enhanced Net Check Amount

* Freight Amount

* GST Discount Amount

* Misc Charges Amount

* Net Check Amount

* Net Paid Amount

* New Amount Paid (Tech Knowledge 18381)
* New Document Amount (Tech Knowledge 18381)
* Qutstanding Amount

» Paid Total

 Payment Terms ID

+ POP Extended Cost

* POP Item Description

» POP Item Description or Voucher Description
* POP Item Number

* POP or Voucher PO Number

« POP QTY Invoiced

+ POP Receipt Date or Voucher Date

* POP Receipt Number or Voucher Number
* POP Reference or Voucher Description
+ POP Unit Cost

* POP Unit of Measure

+ POP Vendor Document Number

» Posting Date

* PPS Amount Deducted

* Project Contract Name

* Project Contract Customer

* Project Contract Number

* Project Contract ID

* Project Cost

* Project Customer Number

* Project Number

* Project Purchase Order Number

* Project User Defined1 Contract

* Project User Defined2 Contract

* Purchase Order Number

* Purchases Amount
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» Shipping Method
* Tax Amount

* Tax Schedule ID
* Total Document Amount
* Trade Discount Amount
* Transaction Description
* TRX Source

+ UD Date01

« UD Date02

+ UD Date03

+ UD Date04

« UD Date05

« UD Date06

« UD Date07

« UD Date08

« UD Date09

« UD Date10

« UD Date11

+ UD Date12

« UD Date13

« UD Date14

« UD Date15
 UD Date16

« UD Date17

« UD Date18

« UD Date19

+ UD Date20

« UD List01

« UD List02

» UD List03

« UD List04

« UD List05

» UD Text01

* UD Text02

* UD Text03

« UD Text04

* UD Text05

* UD Text06

+ UD Text07

« UD Text08

« UD Text09

* UD Text10
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* Voucher Number
e Write Off Amount
* Write Off Total

POP Multiple Lines Per Invoice

* 1099 Amount

* Amount Paid

* Credit Amount

+ Credit Document Amount

» Discount Date

» Discount Taken Amount

* Discount Taken Total

* Document Amount

* Document Date

* Document Number

* Document Type

* Due Date

+ Enhanced Net Check Amount

* Freight Amount

+ GST Discount Amount

* Misc Charges Amount

* Net Check Amount

* Net Paid Amount

* New Amount Paid (Tech Knowledge 18381)
* New Document Amount (Tech Knowledge 18381)
* Qutstanding Amount

» Paid Total

 Payment Terms ID

+ POP Extended Cost

* POP Item Description

» POP Item Description or Voucher Description
* POP Item Number

* POP or Voucher PO Number

« POP QTY Invoiced

* POP Receipt Date or Voucher Date

* POP Receipt Number or Voucher Number
* POP Reference or Voucher Description

+ POP Unit Cost

* POP Unit of Measure

* POP Vendor Document Number
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» Posting Date

* PPS Amount Deducted

* Project Contract Name

* Project Contract Customer
* Project Contract Number
* Project Contract ID

* Project Cost

* Project Customer Number
* Project Number

* Project Purchase Order Number
* Project User Defined1 Contract
* Project User Defined2 Contract
* Purchase Order Number

* Purchases Amount

* Shipping Method

* Tax Amount

* Tax Schedule ID

* Total Document Amount
* Trade Discount Amount

« Transaction Description

+ TRX Source

+ UD Date01

+ UD Date02

» UD Date03

« UD Date04

« UD Date05

+ UD Date06

» UD Date07

« UD Date08

« UD Date09

« UD Date10

« UD Date11

« UD Date12

« UD Date13

+ UD Date14

» UD Date15

« UD Date16

« UD Date17

« UD Date18

+ UD Date19

« UD Date20

» UD List01
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« UD List02

» UD List03

« UD List04

« UD List05

» UD Text01

* UD Text02

* UD Text03

« UD Text04

* UD Text05

* UD Text06

+ UD Text07

« UD Text08

» UD Text09

* UD Text10

* Voucher Number
* Write Off Amount
+ Write Off Total

UK Cheques

+ UK Cheque Amount

+ UK Vendor Name Only

+ UK Vendor Name*

* UK Vendor Name

* UK Document Date

+ UK Amount in Words with Word Wrapping

Vendor

* 1099 Amount YTD

* 1099 Type

* Account Number With Vendor
* Account Type

* Bank Account Number

+ Bank Name

* Bank Transit Number

+ Contact Name

* Fax Number

* Governmental Corporate ID
* Governmental Individual ID
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» Parent Vendor ID

+ Payment Address

+ Payment Address with Country
* Payment Priority

+ Payment Terms ID

* Phone 3

* Phone Number 1

* Phone Number 2

» Shipping Method

* Tax ID Number

* Tax Registration Number

* Vendor Address with Contact Name
* Vendor Check Name

* Vendor Check Name — SAFE PAY
* Vendor Class ID

* Vendor Comment 1

* Vendor Comment 2

* Vendor Contact

* Vendor ID

* Vendor Main Address

* Vendor Name

* Vendor Name — SAFE PAY

* Vendor Note

* Vendor Short Name

* Vendor User Defined 1

* Vendor User Defined 2

Voucher

* 1099 Amount

* Amount Paid

* Credit Amount

* Credit Document Amount
» Discount Date

» Discount Taken Amount
* Discount Taken Total

* Document Amount

* Document Date

* Document Number

* Document Type

* Due Date
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+ Enhanced Net Check Amount
* Freight Amount

* GST Discount Amount

* Misc Charges Amount

* Net Check Amount

* Net Paid Amount

* New Amount Paid (Tech Knowledge 18381)
* New Document Amount (Tech Knowledge 18381)
* Qutstanding Amount

+ Paid Total

* Payment Terms ID

* Posting Date

* PPS Amount Deducted

* Purchase Order Number

* Purchases Amount

» Shipping Method

* Tax Amount

* Tax Schedule ID

* Total Document Amount

* Trade Discount Amount

» Transaction Description

+ TRX Source

* Voucher Number

* Write Off Amount

+ Write Off Total

Refund Single Document

* Document Amount

* Document Date

* Document Description
* Document Number

* Document Type

* Customer Name

* Customer Number

* Customer PO Number
» Extended Price

* Freight Amount

* Item Description

e Item Number

* Markdown Amount
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* Misc Amount

* Quantity

« Salesperson ID

« Sales Territory

» Shipping Method

* Tax Amount

* Trade Discount Amount
« UOfM

» Unit Price

Refund Multiple Documents

* Document Amount

* Document Date

* Document Description
* Document Number

* Document Type

* Customer Name

* Customer Number

* Customer PO Number
* Misc Amount

» Salesperson ID

+ Sales Territory

* Shipping Method

* Tax Amount

* Trade Discount Amount

US Payroll

Benefits

+ Benefit Amount Array

+ Benefit Amount YTD Array
+ Benefit Code Array

» Benefit Description

» Total Benefits

Check

e Amount in Words
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* Amount in Words with Word Wrapping
* Check Amount with ***
» Check Date

* Check Date-D1

* Check Date-D2

* Check Date-M1

* Check Date-M2

* Check Date-Y1

* Check Date-Y2

* Check Date-Y3

* Check Date-Y4

* Check Number

+ Facility Name

» Facility Stub String

» Facility Check String

* Facility ID

» Facility Company Name
+ Facility Address

* Internet User Defined 1
* Internet User Defined 2
* Net Wages Pay Run

* Check Direct Deposit Amount

Deductions

+ Deduction Amount Array

» Deduction Amount YTD Array
* Deduction Code Array

* Deduction Description

» Total Deductions

Detailed Addresses

» Bank Address 1

+ Bank Address 2

+ Bank Address 3

« Bank City-State-Zip
* Bank Country

* Company Address 1
* Company Address 2
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+ Company Address 3

+ Company City-State-Zip

« Company Country

* Employee Address 1

+ Employee Address 2

+ Employee Address 3

« Employee City-State-Zip

* Employee Country

+ Employee Country Code

* Employee County

+ Employee Fax

+ Employee Foreign Postal Code
+ Employee Foreign State Province
+ Employee Phone 1

* Employee Phone 2

* Employee Phone 3

+ Employee Zip

» First Name

+ Last Name

* Middle Name

Direct Deposit

* DD Array12 Account Number

» DD Array12 Amount

* DD Array12 Transaction Code

* DD Array12 Transit Number

* DD Number of Accounts

* Net Wages Pay Run (Stub Only)

Earnings

* Business Expense Earnings
* Charged Tips Earnings

+ Commission Earnings

* Double Time Earnings

» EIC Earnings

* Holiday Earnings

* Min Wage Bal Earnings

» Overtime Earnings
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* Pension Earnings

* Piecework Earnings

» Piecework Units

* Regular Earnings

* Reported Tips Earnings
« Sick Time Earnings

» Special Earnings

* Total Earnings

* Vacation Earnings

Employee

« Alternate Name

» Class Description

* Department

» Department Additional Description
* Department Description

* Division Address 1

» Division Address 2
 Division City-State-Zip

+ Division Code

» Division Name

+ Employee Address

* Employee Class

+ Employee Full Name — SAFE PAY
+ Employee ID

* Employee Name

» Employee Name with Suffix
+ Employee Note

+ Employee Suffix

* Employee User Defined 1

» Employee User Defined 2

» Federal Classification Code
» First Name

* Job Title

» Job Title Description

« Last Name

* Location ID

* Middle Name

* NickName

+ Rate Class

Page 67 of 288



Mekorma Mekorma Products User Guide - Build x78

» Social Security Number

» Social Security Number-MASKED
» Supervisor Code

» Type of Employment

» Union Code

Federal Taxes

* Federal Additional Withholding

+ Federal Filing Status

» Federal Withholding Exemptions

» Federal Withholding YTD

* Federal Withholding Pay Run

+ FICA Withholding YTD

* FICA Medicare Withholding YTD

* FICA Medicare Withholding Pay Run

» FICA Social Security Withholding YTD
» FICA Social Security Withholding Pay Run
» Total FICA Tax Withheld

* Uncollected FICA Med Tax Pay Run

* Uncollected FICA SS Tax Pay Run

* Employer ID Number

* Days Worked YTD

* Double Time Hours

» Holiday Hours

* Hours Worked YTD

» Overtime Hours

* Regular Hours

+ Sick Time Available
» Sick Time Hours

+ Time Available Array
* Time Code Array

* Time Code Description Array
» Total Hours

* Vacation Available

» Vacation Hours

* Weeks Worked YTD

Page 68 of 288



Mekorma Mekorma Products User Guide - Build x78

 Work Hours Per Year

Local Taxes

* Local Tax Array

* Local Tax Description

* Local Tax Withholding Array
* Local Tax YTD

* Local Withholding YTD

Pay Data

« Pay Code Array

» Pay Code Description

+ Pay Earnings Array

* Pay Hours Array

* Pay Hours Array-Blank for Salary
+ Pay Rate Array

+ Pay Rate Array-Blank for Salary
« Pay YTD Array

« Total YTD Pay Code Earnings

Pay Stub Information

* End Pay Period

* Federal Wages Pay Run

» Gross Wages YTD

* Gross Wages Pay Run

* Net Wages YTD

* Payment Adjustment Number
« Start Pay Period

+ Total Taxes

* Total Taxes YTD

* UserID

State Taxes

« Additional Allowances
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State Additional Withholding
State Filing Status

State Name

State Number of Dependents
State Tax Array

State Tax Withholding Array
State Tax YTD

State Withholding YTD

Allocated Tips YTD

Charged Receipts YTD
Charged Tips YTD

Federal Tax On Tips YTD
Federal Tips YTD

FICA Med Tax On Tips YTD
FICA Med Tips YTD

FICA SS Tax On Tips YTD
FICA SS Tips YTD

Reported Receipts YTD
Reported Tips YTD
Uncollected FICA Med Tax YTD
Uncollected FICA SS Tax YTD

Canadian Payroll

Detailed Addresses

+ Bank Address 1

* Bank Address 2

+ Bank Address 3

+ Bank City-State-Zip

+ Bank Country

+ City

* Company Address 1

* Company Address 2

* Company Address 3

* Company City-State-Zip

Mekorma Products User Guide - Build x78
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* Company Country

* Country

* Employee Address 1
* Employee Address 2
» Employee City-Province-Postal Code
* First Name

+ Last Name

+ Middle Name

* Phone

+ Postal Code

* Province

Detailed Advice

* Income Pay Code

* Income Description
* Income Rate

* Income Units

* Income Current $

* Income YTD Units

* Income YTD Dollars

Employee

* Address

» Birth Date

+ City

* Class ID

* Country

* Department
+ Employee ID
+ First Name
* Full Name

+ Last Name
+ Middle Name
* Phone

» Position

» Postal Code
* Province

+ SIN

» Start Date

» Taxable Province
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* User Defined 1
* User Defined 2
 UserID

Payment Details

* Deduction Description

» Deduction Employee Share
» Deduction Employer Share
» Deduction Paycode

* Deduction Rate

» Deduction Taxable Benefit Amount
* Deduction Units

+ Earnings Amount

* Earnings Dept

» Earnings Description

« Earnings Paycode

+ Earnings Rate

« Earnings Transaction Date
« Earnings Units

Summary Advice

* Income Pay Code

* Income Description
* Income Rate

* Income Units

* Income Current $

* Income YTD Units

* Income YTD Dollars
+ Benefit Pay Code

» Benefit Description
+ Benefit Rate

+ Benefit Units

« Benefit Current $

* Benefit YTD Units

» Benefit YTD Dollars
* Deduction Pay Code
* Deduction Description
* Deduction Rate
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» Deduction Units

« Deduction Current $

* Deduction YTD Units

* Deduction YTD Dollars

Payment Summary

* Accumulated Days

» Accumulated Overtime Hours
* Accumulated Regular Hours
* Accumulated User1

* Accumulated User2

* Accumulated User3

* Accumulated User4

* Advance Amount Drawn
* Advance Amount Reclaim
* Arrears Amount Created
* Arrears Amount Reclaim
+ Batch Number

* Bonus Income

+ Cheque Amount with ***
* Cheque Date

* Cheque Date-D1

* Cheque Date-D2

* Cheque Date-M1

* Cheque Date-M2

* Cheque Date-Y1

* Cheque Date-Y2

* Cheque Date-Y3

* Cheque Date-Y4

* Cheque Number

* End Date

* Net Pay

* Net Pay Words

* Net Pay Words Numbers
* Overtime Income

* Payment Method

* Regular Income

* Retroactive Income

» Start Date

« Total Withholdings
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Vacation

* Accrual Amount

* Accrual Units

* Accrual Unpaid Units

* Accruing Amount

* Accruing Available After Date
* Accruing Units

* Accruing Unpaid Units

* Available Amount

+ Available Payout After Date
* Available Units

* Available Unpaid Units

* Opening Balance

* YTD Accrued Vacation

YTD Tax Return

» Basic Personal Amount — AB
+ Basic Personal Amount — BC
» Basic Personal Amount — Federal
* Basic Personal Amount — MB
» Basic Personal Amount — NB
» Basic Personal Amount — NL
+ Basic Personal Amount — NS
» Basic Personal Amount — NT
» Basic Personal Amount — NU
* Basic Personal Amount — ON
+ Basic Personal Amount — PE
« Basic Personal Amount — SK
» Basic Personal Amount — YT
* CPP Deducted 16

+ CPP Pensionable 26

* EIl Deducted 18

* El Insurable 24

* Employment Income 14

* Income Tax Deducted 22

* Quebec TP-1015.3-V Base

* Registered Pension 20

+ Taxable Benefits
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e Taxable Income

Last modified: Oct 29, 2019
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5.3.3.2. Add Elements to Check Formats

Our existing check formats can be customized by adding elements using the Mekorma Configurator. Fields

can be added to any of our check formats, and can be easily placed or re-located with the Configurator’'s
drag-and-drop interface.

1. Open the the Checkbook Setup window and use the look-up to select a Checkbook ID.

2. Select the module for which you want to configure a check stub: Purchasing, US Payroll or
Canadian Payroll

3. Be sure a primary check format is selected, then click on the Primary Check Format hyperlink. This
will open the Configurator to display the selected format.

4. Click the button Add Elements to open the Add Elements window. The available elements will differ
depending on which module you are working with.

5. Expand any of the the listed categories by clicking on the + sign. This will display available fields
within each category.
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= Add Elements - PAYABLES
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|
|
X

Categories and Fields
General Informaton
() Commonly Used Labels
E_} Logical Fields

- EFT Comment
- EFT Logo
- EFT Non-Negotiable
- EFT VOID
- Fadlity Signature 1
-- Fadlity Signature 2
- Line 1
- Continued
- Signature File 1
- Signature File 2
-- Signature File 1Based on PO Number
- Signature File 2 Based on PO Number
- Signature Line 1 Based on PO Number
- Signature Line 2 Based on PO Number
[} Detailed Addresses
- GL Distribution

[+} MEM Centralized

[+ MEM Decentralized

[+}- Payment

[+]- POP Single Line Per Invoice
- POP Multiple Lines Per Invoice
EJ‘ UK Cheques

(i} Vendor

- Voucher

Refund Single Document

[+]- Refund Multiple Documents

6. Choose the desired field to add to your check stub.

7. Click Add Elements.

Single Text
Picture Field
Single Text
Single Text
Picture Field
Picture Field
Signature Line
Signature Line
Overflow
Picture Field
Picture Field
Picture Field
Picture Field
Signature Line
Signature Line

Global
Global
Global

Global

Global
Global
Global
Global
Global
Global
Global
Global
Global

8. The field will automatically be placed at the top-left of the format. You can change the field’s location

as desired by dragging and dropping it, or by adjusting its location according to its place on the X and

Y axis.

Last modified: Nov 19, 2019
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5.3.3.3. Configure Refund Check Formats
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5.3.3.4. MEM Connector: Payables Check

Formats

Depending on which version of Multi-Entity Management is set up for your organization, you will find the

facility fields in either the MEM Decentralized Payables category, or the MEM Centralized Payables

category.

! The MEM Connector must be enabled in order to print MEM fields on checks and stubs.

The following fields are provided for placement on the stub layout and can be added using the Mekorma

Configurator:

= Add Elements - PAYABLES

Categories and Fields Type Product
[£}- MEM Centralized

- Fadiity ID Multi Text PAYABLES
- Fadlity Name Multi Text PAYABLES
- Fadlity Company Name Multi Text PAYABLES (]
i~ Document Number Multi Text PAYABLES
i Transaction Description Multi Text PAYABLES
- Discount Taken Amount Multi Currency PAYABLES
- Purchase Order Number Multi Text PAYABLES
i Net Paid Amount Multi Currency  PAYABLES
i- New Amount Paid (Tech Knowle... Multi Currency PAYABLES |
- Document Date Multi Date PAYABLES 1
- Voucher Number Multi Text PAYABLES
i... Voucher Date MuliDate  PAYABLES
- Document Amount Multi Currency PAYABLES
- Internet User Defined 1 Single Text PAYABLES
L Internet User Defined 2 Single Text PAYABLES

[=} MEM Decentralized
- Faciity ID Sngle Text  PAYABLES
- Fadlity Name Single Text PAYABLES
- Fadility Company Name Single Text PAYABLES
- Fadility Address Multi Text PAYABLES
- Internet User Defined 1 Single Text PAYABLES
- Internet User Defined 2 Single Text PAYABLES

Centralized Payables

|
d
x

» Facility ID, Facility Name, and Facility Company Name are multi-line fields (to print on each

voucher line).

* Internet User Defined 1 and Internet User Defined 2 are single-line fields in both Centralized and

Decentralized categories.
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Decentralized Payables

« Facility ID, Facility Name, and Facility Company Name are single-line fields (to print in the header).

* Internet User Defined 1 and Internet User Defined 2 are single-line fields in both Centralized and
Decentralized categories.

+ Facility Address is a multi-line field which contains one line each for Address 1, 2, and 3 (if they are
populated) and a final line containing city, state, and zip code. This field is only available for
Decentralized Payables.

Setup options for payables Sorting and Subtotals can be configured.

! Please note, MEM Connector fields will not be displayed on a test check. You must print an
actual check in order to test.

Last modified: Oct 07, 2019
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5.3.3.5. MEM Connector: Payroll Check
Formats
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The following fields are provided for placement on the stub layout and can be added using the Mekorma
Configurator:

B Add Elements - PAYROLL

[ Categories and Fields

Type Product [~]

C}Check |

s Amount in Words
- Amount in Words with Word Wr...

Multi Text Re... PAYROLL
Multi Text Re... PAYROLL

Chedck Amount with === Single Text PAYROLL
£.. Check Date SngleDate  PAYROLL
- Check Date-D1 Single Text PAYROLL
Check Date-D2 Single Text PAYROLL
Check Date-M1 Single Text PAYROLL
- Check Date-M2 Single Text PAYROLL
3= Check Date-Y1 Single Text PAYROLL
Chedk Date-Y2 Single Text PAYROLL
- Check Date-Y3 Single Text PAYROLL
i~ Check Date-Y4 Single Text PAYROLL
i-.. Chedk Number Single Text _ PAYROLL
- Fadility Name Single Text PAYROLL
- Fadility Stub String Single Text PAYROLL
-- Fadility Check String Single Text PAYROLL
- Fadlity ID Single Text PAYROLL
-- Fadlity Company Name Single Text PAYROLL
- Fadlity Address Multi Text PAYROLL
-- Internet User Defined 1 Single Text PAYROLL
- Internet User Defined 2 Single Text PAYROLL

-- Net Wages/Pay Run

Single Currency PAYROLL

|
|
X

Line

X

I

[ Addiabel |

[_ Add Picture |

|jAddChed(Reg‘on]

|: Add Stub Region |

| AddEements |

! All payroll checkbooks should be set up with the same stub layout file. Only one layout is
used when printing payroll checks.

These fields are available when the Checkbook Security window is set to the US Payroll module, and the

Configurator is opened to display a Payroll check format.

Facility Name: The description field in the GL Segment Description Setup table where the Segment

Number = 1 and the Segment ID is the Facility ID.

Facility Stub String: A concatenated field consisting of the Facility ID, Division Code (from the

Employee Master table), and the Employee ID. This field is separated by hyphens.

Facility Check String: A concatenated field consisting of the Facility ID, Division Code (from the

Employee Master table), Employee ID, and Employee Class ID. This field is separated by hyphens.

Facility Address: A multi-line field that will contain the street address, city, state, and zip code for the
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facility.

Internet User Defined 1: From the Company Internet Information window.

Internet User Defined 2: From the Company Internet Information window.

=

The MEM Connector must be enabled in order to print MEM fields on checks and stubs.

Last modified: Oct 07, 2019
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5.4. Grant Security Access to Mekorma
Alternate Windows

Mekorma Payment Hub uses alternate Microsoft Dynamics GP windows for printing payables transaction
checks, payables batch checks and US payroll checks. Security must be granted to these alternate windows
for each user printing checks.

Before setting up security roles and tasks, you must change the default security setting for the alternate
windows from Microsoft Dynamics GP to Mekorma.

! Youmust grant access to the standard Dynamics GP window before access can be granted
to the alternate version of the window. Alternate windows will not appear in the access list
until security has been granted.

* To access the Alternate/ Modified Forms window, go to the Microsoft Dynamics GP drop-
down menu > Tools > Setup > System > Alternate/Modified Forms and Reports

To grant security to alternate windows, complete the following steps:
1. Log on to Microsoft Dynamics GP as a system administrator.
2. Open the Alternate/Modified Forms and Reports window.
3. Select an Alternate/Modified Forms and Reports ID and enter the following values in the fields:

e Product: Mekorma MICR
+ Type: Windows

4. In the Alternate /Modified Forms and Reports List, open the folders (by clicking the + sign) and verify
that Mekorma MICR is selected.
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m Alternate/Modified Forms and Reports - CS (sa)

O X
L2
II.

5 . p
y L 1
u D x ==3] 49 -7 (Eu
Save Clear Delete Copy @ View File Print Tools Help Add
- - - - Note
Actions View File Tools Help
ID: DEFAULTUSER P
Description: Default User
Product: Mekorma MICR ~v
Tupe: Windows w
Series: All v
Select | ~| | Changedl |

Alternate/Modified Forms and Reports List:
[] Display Selected

®

-
. =3 Print Payroll Checks
@[] Mekorma MICR

| O[] Microsoft Dynamics GP
=1-(_1 Purchasing

|j ] Print Payables Transaction Check
- @[ Mekorma MICR
- O[] Microsoft Dynamics GP
=-F Print Payments

@[] Mekorma MICR

44 » ¢

5. Repeat Step 3 for each user ID you wish to grant access to.

Mekorma Products User Guide - Build x78

Last modified: Aug 05, 2019
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5.5. Import Signatures to the Signature
Library

Before it can be used in your company’s security settings, each signature image file must be imported into
the Signature Library. You must have all signatures needed for your security saved in a digital format. Files
can be the following formats: .bmp, .gif, .jpg and .png

Signatures can be imported in the manner described here for use with either security model — Legacy or
Task-Based.

* To access the Signature Library, go to the Mekorma Area Page > Setup > Company >
Signature Library

1. Choose Import on the Mekorma MICR Signature Library window

m Mekorma MICR Signature Library - TWO (sa) — O x

H[¥ & 1l @1

Import [Delete | File  Tools Help Add
Actions File Tools Help

' DEBBIEJPG lag 1/30/2018 A

KAREN JPG ca 1/30/2018
KEM.JPG : sa 1/30/2018
AYAN.JPG ' sa 1/30/2018
SAMPLESIGNATURE1 BMP | sa 11/30/2018

SAMPLESIGNATUREZ.BMP 34 1/30/2018

2. Browse to select the signature image file you wish to use on your checks and click Open.
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m Select a signature file

« v « DemoData » Signatures
Organize « New folder
Name B
o Quick access -
Debbie.j
Il Desktop - eaneIrg
[&] Karen.jpg
* Downloads b =] Kenjpg
|| Documents » = Ryan.jpg
[&] Pictures #  [=] SampleSignaturel.bmp
Data =] SampleSignature2.bmp

Setup Macros 2018 [#] SampleSignature3.bmp
[%] SampleSignatured.bmp
=] SampleSignatures.bmp
|=] SampleSignaturet.bmp

Single Company M;
Windows PS Script

[ This PC

¥ Network (

X
v O Search Signatures yel

v @ @
Date modified Type
12/26/2016 1:51 PM  JPEG image
12/29/2016 1:51PM  JPEG image
12/29/2016 1:51 PM  JPEG image
12/29/2016 1:52 PM  JPEG image
1/12/2011 2:00 PM Bitmap image
1/12/2011 2:00 PM Bitmap image
1/12/2011 2:00 PM Bitmap image
1/12/2011 2:00 PM Bitmap image
1/12/2011 2:00PM  Bitmap image
1/12/2011 2:00 PM Bitmap image

File name: |Karen.jpg

v| |s|gnature File (~.bmp;".gif:* jpg ~

| Open I ‘ Cancel |

Mekorma Products User Guide - Build x78

3. Repeat steps 1 — 2 in each company for each image to be used in that company

! Please note, if you are using the Task-Based security model, signatures can be imported
while assigning signatures to users.

Last modified: Dec 16, 2019

Page 86 of 288



Mekorma Mekorma Products User Guide - Build x78

5.6. Configure Security Model

Once you’ve determined which security model you will be using, you must select the appropriate choice in

the Security Setup window.

Y For first-time installation of Mekorma build x76 or later, Task-Based Security will be set as
the default. Existing Mekorma customers will inherit their Legacy settings upon upgrade to
build x76 or later.

Select Security Model in the Security Setup Window

* To access the Security Setup Window, go to the Mekorma Area Page > Setup > System >
Security Setup

1. Open the Security Setup window.
2. Double-click on the company you would like to configure. This will expand the list of options.

3. Select Task-Based Security or Legacy Security by clicking on the corresponding radio button.
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m Mekorma Security Setup - TWO (sa) — O >

X il @

Save Cancel Options File = Tools = Help

-

Actions Options File Tools | Help

To continue to use the security models prior to this release leave the selection to "Legacy’ @

- Balanced Business
- 1.0 Task-Based Security
. .@® Legacy Security
Complete Solutions
- O Task-Based Security
. L.@® Legacy Security
.- ® Task-Based Security
| ..ESplit Batches
= Purchasing
- Authorizers: 0
- Authorization Task 1D :
- [A EFT Security
.. % Payroll
- Authorizers: 0
- Authorization Task ID :
- [ Direct Deposit Security
.. % Financial
-Authorizers: 0
i . Authorization Task ID:
L. Legacy Security

Mekorma Products User Guide - Build x78

» If Legacy Security is selected, clicking on the Legacy Security hyperlink will open the security
configuration window, allowing you to set Passwords by User ID, Checkbook or Standard GP Security

(‘None’).

» If Task-Based Security is chosen, clicking on the Task-Based Security hyperlink will take you to the
Threshold Maintenance window, where you can configure the Threshold IDs that will later be applied

to checkbooks.

4. Click Save. When switching security models, you must log out of Dynamics GP, then log back in for

the changes to take effect.

* Please note, if Task-Based Security is selected for all listed GP companies, and you want to
switch to Legacy, click Options and then choose Enable Legacy Security Selection from

the drop-down.
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m Mekorma Security Setup - TWO (sa) — Oa >

w X

Save Cancel File = Tools @ Help

-

Actions Enable Legacy Security Selection

To continue to use the security models prior to this release, leave the selection to "Legacy’ @

- Balanced Business
- Complete Solutions
‘. Task-Based Security
- [# Split Batches
- = Purchasing
Authorizers : 0
. Authorization Task ID :
L.EEFT Security
- % Payroll
Authorizers : 0
. Authorization Task ID : "
".[# Direct Deposit Security
“... % Financial
Authorizers : 0
... Authorization Task ID :

Mekorma Products User Guide - Build x78

Last modified: Nov 22, 2019
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5.6.1. Task-Based Security

This video will guide you through the steps necessary to fully set up approval workflow, authorization and
signature logic using the Task-Based Security model:

Task-Based Security
Configuration (Bulld x76)

Follow these steps to set up Task-Based Security:

1. Choose Task-Based Security in the Security Setup window

2. Assign Mekorma Security Roles and Tasks

3. Assiagn Signature Files to Users

4. Approvers / Authorizers / Requestors set up their email/ text notifications

5. Set up Threshold IDs. The way a Threshold ID is configured will define whether secure approval

workflow, batch authorization, or signature logic only is applied to the payment process.

6. Assign Threshold IDs to checkbooks

Last modified: Dec 12, 2019
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5.6.1.1. Assign Mekorma Security Tasks/

Roles

Task-Based Security utilizes Dynamics GP System Security. Administrators must assign users the ability to

authorize and/ or approve payments by adding the appropriate Security Roles and Task IDs to an
individual’'s GP User Security settings.

Task-Based Security
Configuration (Bulld x76)

For your convenience, Mekorma has created six security Role IDs that are tied by default to their
corresponding Task IDs. You are not required to use the Mekorma Security Roles/ Task IDs, but it creates
one less step if you choose to do so. Otherwise, you must also assign the Task ID you will be using for

security setup to a Security Role, which then is assigned to an Approver / Authorizer.

! Please note, the PowerUser Role is not sufficient to designate a GP User as an Approver/

Authorizer; PowerUsers must also be assigned a Mekorma Security Role in order to perform
those functions.

Mekorma Approver Roles Level 1 -5

Mekorma Batch Authorizer Role

m Security Role Lookup - CS (sa)

v X & fl

Select Cancel File Tools = Help Add
i i ¥  Note
Actions File Tools Help
Find by Role ID
w | View: Security Roles; by Role ID
Role ID Name

MEKORMA MICR UPR CLERK
MEKORMA MICR UPR MNGR
MEKORMA PRODUCTS

Mekorma MICR Payroll Clerk
Mekorma MICR Paproll Manager
Mekorma Products Manager

MEKORMA_APROVER_ROLE_LVL1
MEKORMA_APROVER_ROLE_LVL2
MEKORMA_APROVER_ROLE_LVL3
MEKORMA_APROVER_ROLE_LvL4
MEKDORMA_APROVER_ROLE_LVLS
MEKORMA_BATCH_AUTHORIZER

MEKDRMA_APROVER_ROLE_LVL1
MEKDRMA_APROVER_ROLE_LVL2
MEKORMA_APROVER_ROLE_LYL3
MEKDRMA_APROVER_ROLE_LVL4
MEKORMA_APROVER_ROLE_LYLS
MEKDRMA_BATCH_AUTHORIZER

MEM CONNECTOR PAYABLES MEM Connector for Payables Role
MMM ACTION ADMIN Multi-Batch Management Administration Role
MMM ACTION SETUP Multi-Batch Management Setup Role
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Mekorma Approver Task Level 1 -5

Mekorma Batch Authorizer Task

m Security Task Lookup - CS (sa)

v X & fl

-}a
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Select Cancel File Tools Help Add

™ o ¥  Note

Actions File Tools Help

Find by Task D |
w | Viewr All Security Tasks; by Task ID
Task ID MHame Category
MEKORMA MICR UPR CHK SETP Mekorma MICR Paproll Checks Setup Task Payrol
MEKORMA REGISTRATION Mekorma Products Manager Registration System
MEKORMA TAELE MAINTENAEEE Mekorma Products Manager T able Maintenance System
MEKORMA_APROVER_TASK_LVL1  MEKORMA_APROVER_TASK_LVL1 System
MEKORMA_APROVER_TASK_LVL2  MEKORMA_APROVER_TASK_LVL2 System
MEKORMA_APROVER_TASK_LVL3 MEKORMA_4PROVER_TASK_LVL3 System
MEKORMA_APROVER_TASK_LVL4 MEKORMA_APROVER_TASK_LVL4 System
MEKORMA_APROVER_TASK_LVLS MEKORMA_APROVER_TASK_LVLS System
MEKORMA_BATCH_AUTHORIZER | MEKORMA_BATCH_aUTHORIZER System
MEM CONNECTOR PAYABLES MEM Connector for Papables Task. Systemn
MICR VENDOR CLASS SECURIT MICR VENDOR CLASS SECURITY Purchasing
MMM ACTION ADMIN Multi-B atch Management Administration Task System v

* To assign the Roles, access the GP User Security window by following this path: GP
Administration module > Setup > System > User Security

1. Open the GP User Security window

2. Choose the User, the appropriate company (Fabrikam), and the correct Role ID to ensure that the
user is able to perform the corresponding security task.

3. The associated Task IDs can be used to configure the desired authorization or approval workflow.

Last modified: Aug 05, 2019
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5.6.1.2. Assign Signature Files to Users

In Task-Based security, before using signatures to set up Threshold IDs, an administrator must first assign
signature files to individual users. Be sure that all needed signatures are in a digital format and stored in an

accessible folder.

Haw b AsSign 5
Fikes to U nd later)

_[j_-__@_

* To access the Signature Assignment window, go to the Mekorma Area Page > Setup >
System > Signature Assignment

1. Login as ‘sa.’
2. Navigate to the Signature Assignment window.
3. Click on the User Name for which you’d like to assign a signature.
4. Use the lookup to find the correct signature file.
« If the file has already been imported into the system, simply choose the file to complete the
assignment.
+ To import a new signature file, click ‘New’ from within the Mekorma Signature Files Lookup window.

This will open the Signature Library, and you can then import the correct signature file.
* Return to the Signature Assignment window and associate the User Name with the newly imported

signature.

«¥s A User can confirm that a signature file has been assigned to their User ID within the
Mekorma User Preferences window. Signature files cannot be added or removed from this
window by the User. Only Administrators can perform this function in the manner described
on this page.

To remove a signature assignment, click on the User Name and select the ‘X’. This will not
remove the signature file from the Signature Library, but does remove the association with
the User Name.

=

Last modified: Aug 05, 2019
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5.6.1.3. Email/ Text Notifications

Users assigned to Approver or Authorizer security roles can set up email and text notifications for optimal
workflow within the Mekorma Preferences window:

Ernail and Text Motifications
For Task-Based Waorkfows (xTA)

_@_i___

Set Up Email and Text Notifications

* To access the Mekorma User Preferences window, go to the Microsoft Dynamics GP drop-
down > User Preferences > Additional > Mekorma User Preferences

1. Login and navigate to the Mekorma User Preferences window (any GP User can do this).
2. Enter a valid email address in the E-mail Address field.
3. Enter a valid text number in the Text Number field.

* The number must be in the following format: phonenumber@provider.xxx. Please check with your
mobile provider to verify the correct format for sending texts via email or computer. (ex.
1234567899@vtext.com)

4. Select the type of notification needed

» Check the box Request Notification for Approval if you want to be notified that your approval or
authorization has been requested.

» Checking the box Notify me after others Approve/Authorize will ensure that if you are the second
Approver for a threshold level, you will be notified after the first Approver has approved the
transaction.
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m Mekorma Us.. — O X

fl
i
File Tools

- -

File Tools

Enable Out-0f-Office Re-Route of Approval

Delegate Uszer ID DEEEIE p

Start Date 8/9/2019 )

End Date 8/16/2019 i
Signature File _ @
E-Mail Addiess | ken@fabikamn. com
Test Mumber | 123456789 vtext. cam -

Request notification for Approval ¢ Authorization
[ Matify me when others &pprove 7 Suthonize:

Llzer Information

=-Companies

E Fabrikam, Inc.
Balanced Business
- Complete Solutions
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5.6.1.4. Out-of-Office Feature Set Up

If an Approver or Authorizer needs to delegate another GP user to take over their duties for a period of time,

they can do so in the Mekorma User Preferences window. The delegate must have access to the Mekorma
Navigation lists.

Emall Motifications for
Task-Bazed Sacurity Workflc

* To access the Mekorma User Preferences window, go to the Microsoft Dynamics GP drop-
down > User Preferences > Additional > Mekorma User Preferences

1. Login and navigate to the Mekorma User Preferences window (any GP User can do this).

1. Open the Mekorma User Preferences window.

2. Check the box Enable Out-of-Office Re-Route of Approval.

3. Choose the date range for which you would like the Delegate to approve or authorize on your behalf.
4. Use the look-up to select the desired Delegate. All GP users will be listed, but you must choose a

User with access to the Mekorma Approval or Batch Status List so they are able to approve or
authorize transactions.
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m Mekorma Us.. — O X

fl
File Tools

- -

File Tools

Enable Out-0f-Office Re-Route of Approval

Delegate Uszer ID DEEEIE p

Start Date 8/9/2019 H

End Date 8/16/2019 H
Signature File [:D
E-Mail Address | ken@fabikam.com
Text Mumber | 123456789 text. com —

Request notification for Approval ¢ Authorization
[ Matify me when others &pprove 7 Suthonize:

Llzer Information
=-Companies
Fabrikam, Inc.
g----BaIanced Business
Complete Solutions

5. Click OK on the GP User Preferences window and the delegation will go into effect.

! Please note, if the Delegate wishes to be notified that their approval is needed during the
specified time period, they must set up email notifications in their own Mekorma User
Preferences window.
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9.6.1.5. Signatures with Approval Workflow

Once you have chosen Task-Based Security in the Security Setup window, and assigned Security Roles
and Tasks to the desired Approvers, one or more Threshold IDs must be created and then assigned to a
checkbook — this will enable a secure workflow process.

Watch the video below for an example of two Threshold IDs that enable secure approval workflow with
signatures:

Task-Based Security
Configuration (Bulld x76)

A Threshold ID allows you to save a series of threshold ranges, associated with User Task IDs and default
signatures in the way that works best for your company. Threshold IDs are stored at the system-level, and
can be assigned to checkbooks for cross-company use. Threshold IDs hold the logic that enables secure
approval workflow to be applied to payment processes.

* To access the Mekorma Threshold Maintenance window, go to the Mekorma Area page >
Setup > System > Threshold Maintenance

Example of a Threshold ID that enables secure approval workflow:

1. Enter a name that identifies your configuration in the Threshold ID field (ex. AP_APPROVAL). Adding
a description is *optional.

2. Tab off the Threshold ID name. The From and To amount fields automatically populate from 0.01 to
the maximum dollar amount.
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[l Mekorma Threshold Maintenance - TWO (sa)

WX m®m il @37

Save Clear Delete Copy File Tools = Help Open Add
= ot ¥  Note Note

Actions File Tools Help
[[] Soit Checks in Threshold Groups when printing
Thieshold ID  AP_APPROVAL 2 . [ Enable Signatures nly for this threshold
Description | Payables Process| [] Overide Default Signature with Approver Signature

This wi 10 Task-B s . @ . Pririt D efault Signature if no Approver Signature found

Fom Mo A cApoveTakiD  Désover2Taskld O Defauk UserSignawe 1 1D § Defouk User Sgnahre 2 ) S i)
O O

$0.0 $39,999,939,999,393.99

| | [ [ [
l l [ ] ]

| [ | ] ]
| | | | | .

44 » M

3. Create the first threshold by typing the upper limit in the To field. In the example below, the first
threshold range is $0.01 — $500.00.

m Mekorma Threshold Maintenance - TWO (sa) e [m] x
H92X5O e il @310
Save Clear Delete Copy File Tools Help Open Add
. b ¥ Note Note
Actions File Tools Help
_ [[] Soit Checks in Threshold Groups when printing
Thieshold ID  AP_APPROVAL LQ [] Enable Signaturas Only for this threshold
Description | Payables Process | ] Override Default Signature with Approver Signature
Thia window's io TaskB s ' ® Print Default Signature if no Approver Signature found
i
$0.01 $500.00 |:|_ m

| l [
[ [ l [

] ] [ [
| | | I v

440 M

4. ltis possible to choose none, one, or two Approvers for each threshold range. Use the look-up to

select the correct Approver Task ID.

5. Continue to tab to the Default User Signature 1 field and use the look-up to choose the desired
signature file for checks printed within that threshold range. This will open the Mekorma Signatures

Files Lookup window.
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Mekorma
m Mekorma Threshold Maintenance - TWO (sa) = O
| I S N p— 21 N TR 4
# Mekorma Signature Files Lookup - TWO (sa) - O X
Save
v % |l @D
Select N; File Tools Help Add
» > ¥  Note cks in Threshold Groups when printing
Thy Actions File = Tools Help ignatures Only for this Threshold 1D
Des 2 User 1D i @ Default Signature with Approver Signature
This wi Defaul Signature if o Approvet Signature found
W9 | UseriD User Name Signature B
JFiemll | oesie Debbie Franklin DEBBIEJPG kD ) DetsUser/Signawe 1 [D]5 Detoukuser /Signatwe2 05 (i)
DYNSA DYNSA  (Not Set) _ O O~
[ KAREN Katen Andessen KARENJPG | [
LESSONUSER1 LESSONUSER1 | |
[ RVAN Ruan Rnce YT | |
b
- | I v
R

If you want a signature line to be printed in addition to or instead of a signature file, check the

Signature Line box.

m Mekorma Threshold Maintenance - TWO (sa) e [m] *
X 5 i 3T
Save Clear Delete Copy Tnols Help Open Add
¥  Note Note
Actions File = Tools Help
[ Sort Checks in Threshold Groups when printing
Thieshold ID  AP_APPROVAL 5] [ Enable Signatures Only for this thieshold
Description | Payables Process | [] Dveride Defauit Signature with Approver Signature
This window? by t0 Task-8 s iy, @ Print Default Signature if no Approver Signature found
$0.01 $500.00 KEN O N

I

.

l
[

[
[

I

I

.N(lbl

a. There are two ways to add a signature: Signature assigned to a User ID, or a signature file that
has been imported to the signature library but is not associated with a User ID.

Signature Assigned to a User ID

In the User ID view, select a signhature assigned to a User ID.
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m Mekorma Signature Files Lookup - TWO (sa) = O x
v * L2 N
Select MNew File  Tools Help Add
g o - Mote
Actions File Tools Help
52 User ID - @
User ID & User Name Signature A
DEEBIE Debbie Franklin DEEBIEJPG
KAREN Karen Andersen KARENJPG
Ken Ventura KENJPG
LESSONUSER1 LESSUNUSER? (Not Set_]
RVAN Ruan Rnee KAREN IDA E
< >

Signature File Only

To change the view to Slgnature Files, click the dropdown and select Signatures.

M N = D1 A TN =

s'[ el

- O

H Mekorma Signature Files Lookup - TWO (sa) = ] x
viEafleD
Select New File Tools Help Add
» ¥ ~  Note fcks in Threshold Groups when printing
Thal Actions File | Tools Help Oy fot this Theshold ID
Des 52, User ID £ G) Default Signature: with Approver Signature
This wi — Pefaull Signatuse if no Approver Signature found
- Signatures User Name Signature ~
B | useo Debbie Frankiin DEBBIEJPG o DefaubUser/Signatue | ) S Delak User/Signatwe 2 1) 5 (7
DVNSA DYNSA (Not Set) | O
KAREM Karen Andersen KARENJPG
KEN Ken Ventura KENJPG
LESSONUSER1 LESSONUSER1 (Not Set)
LESSONUSER2 LESSONUSER2 (Not Set)
RVAN Ruan Rnea KARFN DG o
< >
HA»

Now you can select a signature file from the signature library that is not associated with a User

ID.
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| 0
|
| | I : -, Tl 4
| f1il Mekorma Signature Files Lookup - TWO (sa) = ] x
Save = —
2 am fl @7
| Select New  File  Tools Help Add
e - *  Note icks in Thieshold Groups when printing
That Actions File Tools Help A Oriy for this Threshold ID
Des 195@“, = I(D Defauk Signature with Approver Signature
This wi - P efault Signature if no Approver Signaturs found
Signature Created By Created Date
G | Deseie e = 173072018 ko [ DefoutUser/ Signatue | [ § Delout User /Signatue 2 () 5111
| KARENIPG s 1/30/2018 | ]| O al|
| KENUPG sa 1/30/2018 | | |
| RVANJPG @ 13072018 | | |
| SAMPLESIGNATURELBMP sa 1/30/2018 |
SAMPLESIGNATUREZ.BMP sa 1/30/2018
|
| .

IR |

6. When tabbing to the next line, the threshold will automatically readjust to the next possible monetary
increment, so that there is never a dollar amount left out of your security configuration. In our
example, for the second threshold, one Approver is needed along with her signature and a signature
line. Karen is assigned as a Mekorma Approver Level 1 and her appropriate Task ID was chosen

using the look-up:
m Mekorma Threshold Maintenance - TWO (sa) = O o

) X il @37

Save Clear Delete Copy File | Tools Help Open Add
x5 > ¥ Note Note

Actions File  Tools Help
[ Sort Checks in Threshold Groups when printing
Threshold ID  AP_APPROVAL P [ Enable Signatures Dnly for this threshold
Description Payables Process [[] Overiide Default Signature with Approver Signature

Print Default Signature i no Approver Signature found

This window's settings apply to Task-Based Security. @

3001 $500.00 KEN 0O »
l $500.01 $20,000.00 MEKORMA_APROVER_TASK_LVL1 KAREN

44p M

7. By tabbing to the next line in the window, the final threshold range is configured. This threshold goes
up to the maximum amount. Mekorma Approver Level 2 is assigned by using the look-up; Ryan’s
signature has been selected to print on checks within this final range; and, an additional signature line
will printed for a handwritten signature by checking the Signature Line box only for Default User
Signature 2.
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¥l Mekorma Threshald Maintenance - TWO (sa)

HO9X% sl @37

Save Clear Delete Copy File Tools Help Open Add
4 i ¥ Note Note

Actions File  Tools Help
; : [] Sort Checks in Threshold Groups when printing
Thieshold ID AP_APPROVAL P [] Enable Signatures Only for this threshold
Description | Payables Process | ] Overiide Default Signature with Approver Signature

This window's. 10 Task-Based S ; @ Print Default Signature if no Approver Signature found

Fom  To ¢ -ApoveiTekD  [JAppover2TaskiD S Defauk UserSignatue 1 () S Defou User Signatre 2 U S (i
KEN || [~

$0.M - Sﬁl]llIl_
$500.01 $20.000.00 MEKORMA APROVER_TASK LVL1 _KAREN A 1
$20000.01  $99,399,393,999,339 53 MEKORMA_APROVER_TASK_LVL2 RYAN E “|

| | | | |
] i | l ]
| | | | .

| 44 b ¥

Please note, a Threshold ID must be applied to a specific checkbook in order for the
workflow and signature settings to take effect.

o=

Last modified: Dec 29, 2020

Page 103 of 288



Mekorma Mekorma Products User Guide - Build x78

5.6.1.6. Signatures with Batch Authorization

Once you have chosen Task-Based Security in the Security Setup window, and assigned Security Roles
and Tasks to the desired Authorizers, a Threshold ID must be created to enable Authorizers to authorize
batches when requested.

Watch the video below for an example of a Threshold ID that enables authorization with signatures:

Task-Based Security
Configuration (Bulld x76)

Before configuring your Authorization Threshold ID, you must assign the number of Authorizers (up to two)
and the Authorization Task ID within the Security Setup window.

* Please note, this is only necessary for configuring batch authorization. These fields can
remain blank when configuring secure approval workflow

1. Click on any of the text in the box below, as they become hyperlinks when hovered over and will
expand the window:

m Mekorma Security Setup - TWO (sa) — [} X

w X il e

Save Cancel Options File = Tools Help

Actions Options File Tools Help
To continue to use the securtty models prior o this release leave the selection to ‘Legacy’ (i)
5 Fabrikam, Inc.
Balanced Business
O Task-Based Security [ Spit Batches
@® Legacy Security Purchasing
Complete Solutions Number of Authorizers  EEERERRGEGEGGGEGEG——
© Task-Based Security Authorization Task ID J5)
@® Legacy Security [ EFT Secuiy
' Fabrikam, Inc.
@® Task-Based Security
(= Split Batches [ 3
= Purchasing Wi nl e ‘0 - ‘
. Authorization Task ID
Authorizers : 0 -
- Authorization Task ID: * B DD Secuy
[E EFT Security
= Payroll )
Authorizers : 0 Fi
Authorization Task ID: Number of Authorizets |0 = ‘
[ Direct Deposit Security Authorization Task ID »
# Financial
Authorizers : 0
Authorization Task ID :
O Legacy Security

2. In the expanded window area, decide which module(s) will need authorization assigned —
Purchasing, Payroll, and/ or Financial (Miscellaneous Checks). Use the drop-down menu to choose
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the Number of Authorizers, and the look-up to define the appropriate Authorization Task ID. You
can use the designated Mekorma Batch Authorizer Task ID designed for this purpose, as long as the
corresponding Security Role has been assigned to the authorized users:

m Mekorma Security Setup - TWO (sa) = [m] X
wl X = Il @
: U
Save Cancel Options File Tools = Help
. - - -
Actions Options File Tools Help
To continue to use the security models prior to this release,leave the selection to ‘Legacy’ (i
Fabnkam, Inc.
+~ Balanced Business
O Task-Based Security [ Spiit Batches
@ Legacy Security Purchasing
- Complete Solutions Number of Authorizers |2 v]
O Task-Based Security Authorzation Task ID  MEKORMA_BATCH_AUTHORIZER |9
@ Legacy Security [ EFT Secuity
Fabrikam, Inc.
o o
Dzrchasing B ‘1 - |
Authorizers : 2 Autharization Task 1D MEKORMA_BATCH_AUTHORIZER (I
Authorization Task ID : 'MEKORMA_BATCH_AUTHORIZER' [] DD Secuity
B EFT Security
=+ Payroll . 8
Authorizers : 1 Financial
Authorization Task ID : ‘MEKORMA_BATCH_AUTHORIZER' Number of Authorizers | RN -
[ Direct Deposit Security Authorization Task ID 2
= Financial
Authorizers: 0
Authorization Task ID :
O Legacy Security

3. Save these settings.

4. Create a Threshold ID.

Example of a Threshold ID that enables batch authorization:

A Threshold ID allows you to save a series of threshold ranges, associated with default signatures, in the
way that works best for your company. Threshold IDs are stored at the system-level, and can be assigned to
checkbooks for cross-company use. Threshold IDs hold the logic that enables batch authorization to be
applied to payment processes, and must be assigned to a checkbook in order to take effect.

* To access the Threshold ID window, go to the Mekorma Area page > Setup > System >
Threshold ID Maintenance

1. Enter a name that identifies your configuration in the Threshold ID field (ex. AP_AUTHORIZATION).
Adding a description is *optional.

2. Tab off the Threshold ID name. The From and To amount fields automatically populate from 0.01 to

the maximum dollar amount.

3. Select Enable Signatures Only for this Threshold. This will disable the Approver Task ID fields,
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m Mekorma Threshold Maintenance - TWO (sa) - m] >
9 X @37
Save Clear Delete Copy File = Tools H;Ip Open Add
& o ¥  Note Note
Actions File Tools Help
[1 Sort Checks in Threshold Groups when printing

Thieshold ID | AP_AUTHORIZATION P 4] Enable 5 Cinky for this threshold

Description AP_AUTHORIZATION nature with Appraver Signature
This wi . 10 Task-B 3 ® Print Default Signature i no Approver Signature found

oA M ) .
[

$001 $99,999 939 939 933 93

H4r M

4. Create the first threshold for your signature logic by typing the upper limit in the To field on the first

line.

5. Tab to the Default User Signature 1 field and use the look-up to choose the desired signature file for
checks printed within that threshold range. If you want a signature line to be printed in addition to or
instead of a signature file, check the Signature Line box.

m Mekorma Threshold Maintenance - TWO (sa) o (] X
H?X0E fl @317
Save Clear Delete Ct;w File Tools H;Ip Open Add
o o ¥  Note Note
Actions File Tools Help
[] Sort Checks in Thieshold Groups when printing
Thieshold ID  AP_AUTHORIZATION £ 4] Enable Signatures Only for this threshold
Description AP_AUTHORIZATION Ovemide Default Signature with Approver Signature
This window's — T B s iy. @ Print Default Signature if no Approver Signature found
$0.m $500.00 KEN i
hod 1
44 » M

6. When tabbing to the next line, the threshold will automatically readjust to the next possible monetary
increment, so that there is never a dollar amount left out of your security configuration. In our
example, for the second and final threshold, a different signature file will print on checks printed within

this higher threshold range.
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[l Mekorma Threshold Maintenance - TWO (sa)

. a X
Save Clear Delete Copy File  Tools Help Open Add
= » ¥  Note Note
Actions File  Tools Help
[ Sort Checks in Threshold Groups when printing
Theeshold ID | AP_AUTHORIZATION [ Enable Signatures Only for this threshold
Description AP_AUTHORIZATION Overide Default Signature with Approver Signature
This window's et by Thak Haned Secutly. @ Prirt Default Signature if no Approver Signature found
$0.01 $500,00 KEN ~
$50001  $39,393.999993.99993 | KAREN 0

| l I [
| [ | ]

| | I I v
e w

Last modified: Dec 12, 2019
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5.6.1.7. Configure Signature Logic Only

It is possible to configure your settings so that signature logic only is applied to your check printing. This
includes the ability to print blank lines for hand written signatures.

* To access the Mekorma Threshold Maintenance window, go to the Mekorma Area page >
Setup > System > Threshold Maintenance

1. Make sure all necessary signature files have been imported to the Signature Library, and that

signatures have been assigned to the appropriate User IDs.

2. Choose Task-Based Security in the Security Setup window.

3. Open the Threshold Maintenance window and type in the desired name in the Threshold ID field.
Tab off to create the new Threshold ID.

4. Check the box next to Enable Signatures Only for This Threshold ID. This will disable workflow and
ensure that the assigned signatures print according to the configured logic.

m Mekorma Threshold Maintenance - CS (sa) =] [m] b4
=X @31
u -
Save Clear Delete Copy File Tools Help Open Add
= i ¥  Note Note
Actions File Tools Help
i [] Sort Checks in Thieshold Groups when printing
Thieshold ID AP P | A Enable Signatures Oriy for this Thieshold 1D |
Description AP Override D efault Signature with Approves Signature
This window’s settings apply 1o T . Securty @ Prirt Default Signature it no Approver Signature found
From Te 4| Approver 1 Task ID " Appiover 2 Task D . DefauUser /Signatue 1 ) S Defauk User / Signatwe 2 0 § (i)
$0.01 $1,000.00 ] Ll
$1.000.00 $3999.99 | O [:I
$1000000  §39.993999.999.999.99 | ) [
i v
R

5. To add a signature, use the look-up in the Default User/Signature 1 field. This will open the
Mekorma Signatures Files Lookup window.
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LE
WE

- N 21 &A% T dr—
H Mekorma Signature Files Lookup - CS (sa) = ] x
D : |
Y il @7 |
| Select New File Tools Help Add
» *  Note icks in Thieshold Groups when printing
| Thd Actions File | Tools Help f Only for this Thieshold ID
| Des gleD - (D Drefault Signatusre with Approver Signature
[1ome % Defauk Signature it no Approver Signature found
| Thie Wi | yseriD User Name Signature o ) ‘
| [Fiom kip [ Detauk User /Sigratae 1 [D)5 |Delauk User / Signatwe 2 0.5 () |
DYNSA DYNSA (Not Set) l O O A
KAREN Karen Andersen KAREN.JPG Ol 0
KEN Ken Ventura KENJPG O O
RYAN Ryan Rose KAREN.JPG |
sa 52 SAMPLESIGN... | | ‘
Hear |
a. There are two ways to add a signature: Signature assigned to a User ID, or a signature file that

has been imported to the signature library but is not associated with a User ID.

Signature Assigned to a User ID
In the User ID view, select a signature assigned to a User ID.

m Mekorma Signature Files Lookup - C5S (sa) = O =

v Tl 1l @

Select MNew File  Tools Help Add

= 2 ¥  Note

Actions File Tools Help
52 User ID - ®
User ID i User Name Signature
DEBBIE Debbie Franklin DEBBIEJPG
DYNSA DYNSA {(Not Set)
KAREN Karen Andersen KAREMN.JPG
KEN Ken Ventura KENJPG
RYAN Ryan Rose KAREN.JPG
sa sa SAMPLESIGN...

Signature File Only
To change the view to Signature Files, click the dropdown and select Signatures.
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| I & ~ W ]
m Mekorma Signature Files Lookup - CS (sa) = O *
Save

viEaE T
Select New | File | Tools | Help Add
e - *  Note cks in Thieshold Groups when printing
Th(  Acticns File | Tools Help e Oniy for this Theeshold ID
Default Signature with Approver Signature

Default Signatute if no Approver Signature found

User Name Signature
Debbie Frankiin DEBBIEJPG
DYNSA (Not Set)
Karen Andersen KARENJPG
Ken Ventura KENJPG

Ryan Rose KARENJPG

52 SAMPLESIGN..,

Now you can select a signature file from the signature library that is not associated with a User

m Mekorma Threshold Maintenance - C5S (sa = (|
| I S N 21 % TR 4
m Mekorma Signature Files Lookup - CS (sa) = m] x
Save
vauaiel
Select New | File Tools Help
» it Nme ks in Thieshold Groups when printing
The{  Actions File | Tools Help igr Oriy for this Threshold ID
Des ]D Epest e |(D Defauk Signature wih Approver Signahure
This wif | = Default Signature if no Approver Signature found
W | signature Created By Created Date
(Fiom | | DEBBIEJPG sa 1/30/2018 Signature 1 . Defouk User / Signatwe 2 JJ 5 (i)
KARENJPG sa 1/30/2018 | O O a
| KENJPG sa 1/3072018 | (m]| 0
i RYANJPG s 1/30/2018 O ]
| SAMPLESIGNATURE3.BMP sa 1/30/2018
v
RN

6. If you want two signatures to print, perform the same action in the Default User/Signature 2 field.
This will again open the Mekorma Signatures Files Lookup window.

orma Threshold Maing

m Mekorma Signature Files Lookup - CS (sa) =~ a X

v i Efl 0D

Select New File | Tools Help Add

LE < |
;Hj\v = 9l &% T e !
| swe

- - Ehes
T Actions File Tools Help ks in Thieshold Groups when printing
fignatures Only for this Threshold 1D
D'-' gUu D v @ Default Signature with Approver Signatuee
T | UseriD o User Name Signature Default Signature if no Approver Signature found
.'M | | DEBBIE Debbie Franklin DEBBIEJPG faskiD "
DYNSA DYNSA (Not Set) |
KAREN Karen Andersen KARENJPG
KEN Ken Ventura KENJPG

H4r M

7. Assign the Threshold ID to the checkbook to which you would like to apply these signatures.

Last modified: Dec 29, 2020
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9.6.1.8. Apply a Threshold ID to a Checkbook

The final step in setting up Task-Based security is to assign Threshold IDs to the checkbooks from which
you will be paying. You can assign different Threshold IDs to the Payables, US Payroll and Canadian
Payroll modules from within the Checkbook Setup window.

Task-Based Security
Configuration (Bulld x76)

* To access the Checkbook Setup window, go to the Mekorma Area Page > Setup >
Purchasing > Mekorma MICR Checkbook Setup

1. Open the Mekorma MICR Checkbook Setup window.
2. Choose the checkbook to which you want to assign a Threshold ID by clicking on the lookup.

3. Use the look-up menu to select the desired Default Threshold ID. To review details of the selected
Threshold ID, click on the Information button to the right of the look-up:
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m Mekorma MICR Checkbook Setup - TWO (sa) — X

=9 X e % il @7

Save Clear Delete Integrate Additional File Tools Help Add
- -

ad ¥  Note
Actions Additional File Tools Help
Checkbook ID FIRST BANK. I
Defaull Theshold D | AP_APPROVAL LD
MICR Line Setup
Transit [ABA] Mumber
LRRRRRARE:]
Check Number Pattetn €|*|=? Routing Number Account Number € >

f++++++0  0BAGARG7PAIE BBDDSADALL

58 57 56 555453 6525150494847464544 43 424140 393837363563433 323130292827 262524232221 20191817 16 15 14

otde

Threshold ID | P D ~
MNon-Negotiable ‘Word ValiD

Primaty Check Format AP Check_bottorn_2 Std AP Stubs.stbz P

Check Copy Format Owerflow_full_Std AP Stub. stbz P

[7] Use Pre-Printed Check Stock
[] Use Check Format [First page) for overflow pages

Check Dverflow Format AP Check_bottom_2 Std AP Stubs. stbz ‘,O
heck rtlow For Overflow_full_Std AP Stub.stbz p
EFT Remittance Options |EFT Remittance Format v ‘

EFT Remittance Format AP Check_bottom_2 GL Dist Stubs. stbz P
Refund Check Format Refund Multiple Document.stbz P
Refund D verflow Format Refund Multiple Document - Overflow. stbz P
Comment Line 1 Comment 1
Comment Line 2 Comment 2
Comment Line 3 Comment 3

14 4 » »lVersion: 18.00.076

4. If you want a different Threshold ID to apply to one or more of the individual modules (Purchasing, US
Payroll, Canadian Payroll), use the drop-down menu to select that module:
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m Mekorma MICR Checkbook Setup - TWO (sa)

- X

D X e T il @7
Save Clear Delete Integrate Additional File | Tools Help Add

- - - - Nota

Actions Additional File Tools Help
Checkbook D FIRST BANK v
Default Theshold ID AP_APPROVAL I2lo)]
MICR Line Setup
Transit [ABA] Number
11111118

Check Number Pattern €+ -_.-){ Routing Mumber Account Number € >

Me+++++8 10BASERS7AL BADDSaDALL -

58 57 56 5554 53 52 51504948 47 464544 43 424140 39383736353433 323130292827 262524232221 20191817 161514

LIS Paproll
Canadian Payroll

ID |
Primary Check Format AP Check_bottor_2 Std AP Stubs. stbz P
Check Copy Format | Overflow_full_Std AP Stub.stbz B
[7] Use Pre-Printed Check Stock
[] Use Check Format [First page) for overflow pages
Check Overflow Format AP Check_bottom_2 Std AP Stubs stbz P
Check Copy Overflow Format | Overflow_full_Std AP Stub.stbz p
EFT Remittance Options |EFT Remittance Format v |
EFT Remittance Format AP Check_bottom_2 GL Dist Stubs sthz E
Refund Check Farmat Refund Multiple Document.sthz P
Refund Overflow Format Refund Multiple Document - Dverflow.sthz D
Comment Line 1 Comment 1
Comment Line 2 | Comment 2
Comment Line 3 | Comment 3

14 4 » Ml Version 18.00.076

5. Choose the Threshold ID you want to assign using the look-up. This will over-ride the Default
Threshold assigned above.
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m Mekorma MICR Checkbook Setup - TWO (sa)

W'D X e T (100 2
Save Clear Delete Integrate Additional File | Tools Help Add

i ¥  Note
Actions Additional File Tools Help
Checkbook ID FIRST BANK ]
Default Thisshold D~ AP_APPROVAL PD
MICR Line Setup
Transit [ABA] Number
111111118
Check Number Pattern Ll l Bouting Number Account Number € >

M++++++ 0 2DBASEAS57AIE BRADDSADALL

58 57 56 555453 525150494847 464544 43 424140 39383736353433 323130292827 262524 232221201918 17 16 1514

Module |US Paprol ~
| Threshold ID PAYROLL P® | "

NorrNegatiable Word | voID \

Primary Check Format US Payroll Check_bottom_2 Stubs (Baoxes] stbz

US Payroll Check_bottom_2 Stubs (Boxes].stbz
0 Use ock]

Check Copy Format

Nk,

Comment Line 1
Comment Line 2
Comment Line 3

14 4 » pl Version 18.00.076

6. Be sure to assign all checkbooks with a Threshold ID in order for Mekorma security to take effect.

Last modified: Aug 05, 2019
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5.6.1.9. Vendor Class Security

The Vendor Class Security feature provides the flexibility to customize Mekorma'’s security settings on a per
Vendor Class basis. This feature is supported under Mekorma Legacy Security by Checkbook ID and User
ID, as well as Task-Based secure approval workflow.

The rules configured for vendor security override the basic security model that you have setup.
! Before setting up Vendor Class Security, please make sure of the following:

* Vendor Classes are set up in Dynamics GP.
+ Mekorma task-based security has been configured.
* You have set up one or more Threshold |IDs that define the workflow(s) to be applied to each vendor

class. Please remember that the Threshold ID must be assigned to a checkbook in order to take
effect.

* To open the Mekorma Vendor Class Security Setup window, go to the Mekorma Area Page
> Setup > Company > Vendor Class Security

1. Open the Mekorma Vendor Class Security Setup window. Each of your existing vendor classes will be
displayed.

2. Click to the right of a vendor class to which you want to apply security rules, in the column marked
Threshold ID.

3. Click the look-up next to Threshold ID to open the Threshold ID look-up window. Choose the
Threshold ID that defines the correct security rules.

4. Click OK to close the window.
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oK File Teocls  Help Add
- - *  DMote

Actions | File Tools Help

Clazz 1D Threshold D wescriptinn

AUSHSW-M
CaN-ALL-C

CAN-ALL

CAN-ALL-M

EMPLOYEE

NEW/-C

NE'W-M

OTHER
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USA-US
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9.6.1.10. Enable EFT/ Direct Deposit Security

The same security settings that are applied to your MICR check printing process can be enabled for EFT
and Direct Deposit processing.

* To open the Mekorma Security Setup window, go to the Mekorma Area Page > Setup >
System > Security Setup.

1. Open the Mekorma Security Setup window.
2. Make sure the Task-Based Security radio button is selected.
3. Check the box next to EFT Security (Purchasing) and/or Direct Deposit Security (Payroll).

m Mekorma Security Setup - CS (sa) — O X

=X = il @

Save (Cancel | Options File Tools | Help
v b i b

Actions Options File Tools | Help

To continue to use the security models prior to this release leave the selection to "Legacy” @

Complete Sclutions ~
O Task-Based Security

. @ Legacy Security

--® Task-Based Security

--OSplit Batches

--ODisable Print Blank Checks” Menu Option

- % Purchasing

----- Authorizers : 0

.. Authorization Task ID : *

-EEFT Security

-P Payroll
- Authorizers : 0

- Authorization Task [D : ~
-F Direct Deposit Security I
'P Financial

----- Authorizers : 0

----- Authorization Task ID :
- Legacy Security v

= Double-click a company name to expand the Security tree.

4. Click Save.
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5.6.1.11. Disable Print Blank Checks

If you would like to to hide the Print Blank Checks menu command on the Mekorma MICR Payables, US
Payroll and Canadian Payroll menus, the Print Blank Checks Menu Option can be disabled.

* To open the Mekorma Security Setup window, go to the Mekorma Area Page > Setup >
System > Security Setup

1. Open the Mekorma Security Setup window.

2. With the Task-Based Security radio button selected, check the box next to Disable ‘Print Blank
Checks’ Menu Option.

m Mekorma Security Setup - TWO (sa) — O .

=X = il @

Save Cancel | Options File Tools | Help

- - - -

Actions Options File Tools | Help

To continue to use the security models prior to this releaze leave the selection to "Legacy’ @

-~ Balanced Business

Complete Solutions

- @® Task-Based Security

- 5plit Batches

- Disable "Print Blank Checks’ Menu Option |
- % Purchasing

- Authorizers: 0

- Authorization Task ID 2 ™
- EFT Security

- %+ Payroll

- Authorizers: 0

- Authorization Task ID 2 ™
- Direct Deposit Security
- %+ Financial

- Authorizers: 0

- Authorization Task 1D ™

3. This will deny users access to Print Blank Checks from the Purchasing menu.
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9.6.2. Legacy Security

Legacy Security allows you to configure security by User ID, which includes the Payables Approval
Workflow, or by Checkbook ID. You can also configure ONLY signatures using this model.

Setting Up Signatures/Approvals by User ID

Security by Checkbook ID

Signatures Only with Standard GP Security

Last modified: Sep 25, 2019
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5.6.2.1. Setup Signatures/ Approvals by User
ID

To set up signatures and approvals by User ID, please complete the following steps:

* To access the Security Maintenance Window, go to the Mekorma Area Page > Setup >
Company > Security Maintenance

m Mekorma MICR Security Setup - TWO (sa) = >

AX 0 (@]

Save Cancel Auditleg — Additional File Tools | Help Add

Report hd hd hd ¥  MNote

Actions | Additional | File Tools | Help
SetPasswords By Payables Approval Workflow ———————— additional Security Options

zer D Activate Workfl
® ] cwa.e Bt [] Dizable 'Print Blank Checks' Menu Option
() Checkbook [ split Batches & EFTS i
() Mone [#] 2nd &pproval Reminders ecu.n_l,l

[] Batch Completed Motifications £ DD Secuity

~ Pazzword/Signature Threshold

When to Require Passwords | &lways One “ Paypables $0.00
when to Print Signatures Mo Sighatures w US Payrall $0.00
Canadian Payrall $0.00
Add/Modity User | Delete User 2 Makal H Unmakal  Show (A v
il || Delete ser | 5 Markall | = Unma
P A
W v

Add Users and Signatures
1. Open the Security Maintenance window.
2. Add a user by clicking Add/Modify User and entering the appropriate information in the User

Signature Entry window. Users that are not approving the batches but are part of the workflow
should be added with a zero Max. Authorized Amount and no signature.
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3. Add a signature to the user. You can also import a signature.

o¥s The Max. Authorized Amount is not the tied to the Password/Signature Threshold field
and is only used to control the users’ maximum payment approval amount.

Email/ Text Notifications for Approvers

1. In the User Signature Entry window, enter the user’s email address in the field provided.

2. If the user would like to receive approval email notifications on their cell phone, enter the applicable
cell phone number and SMS information (EX: 8886356762VERIZON) in the Text Phone Number

field.

Setting Up Password and Signature Rules

1. Back on the Mekorma MICR Security Setup window, choose the number of passwords you want by
clicking on the When to Require Passwords drop-down. When the workflow is activated, the

passwords become Approvers.

2. Choose the number of signatures you want by clicking on the When to Print Signatures drop-down.

Last modified: Oct 15, 2019

Page 121 of 288



Mekorma Mekorma Products User Guide - Build x78

5.6.2.1.1. Assign a Signature to a User ID

* To access the Security Maintenance window (for use with Legacy Security options), go to
the Mekorma Area page > Setup > Company > Security Maintenance

1. Open the Security Maintenance window.

2. Use the Add/ Modify User button to add the Dynamics GP User who will be signing checks.

3. Use the look-up to select the desired User ID.

4. Use the lookup to select a Signature Image ID from the Signature Library and save the record. If the

user’s signature file is not listed as an option, please import the correct signature file into the
Signature Library.

5. Repeat for each user that will sign checks in that company.

See screen action only here (no sound):

|
E
Default Signatures

The Default Signature feature on the Mekorma Security Maintenance window allows you to assign up to two
signature that will print on every payment regardless of the user that approves the batch. Go to Additional
> Default Signatures.

m Mekorma MICR Default Signatures - TWO (sa) — >

. —,

O =@
I J [ |
\V A .
0K Additional File Tools | Help

- - -

Actions | Additional File Tools | Help

Diataglt Sighatire 1 SAMPLESIGMATLURET BMP ®xD
Default Signature 2 | SAMPLESIGHMATUREZ BMP x‘jo
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1. Click the Lookup icon and select a signature from the Signature Library.
2. Save your changes.

Using Default Signatures with Standard GP Security
Last modified: Oct 15, 2019
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5.6.2.1.2. Activate Secure Approval Workflow

Mekorma Payables Secure Approval Workflow allows users to review and approve payment batches (EFTs /
Checks). Email notifications and Navigation lists replace the password prompts.

Users receive emails that a batch requires approval and can then review and approve the batch using the
Mekorma Navigation lists on the Purchasing pane in GP. The Payables Approval Workflow uses the email
functionality that is configured for Microsoft Dynamics GP. It does not require a separate email configuration
or client.

Please note, Secure Approval Workflow is only supported for the Payables module in GP and for payment
batches (not for single payments created using the Payables Transaction Entry window).

* To access the Mekorma MICR Security Setup window, go to the Mekorma Area page >
Setup > Company > Security Maintenance. Please note this window is only available if
Legacy Security is selected within the Security Setup window.

1. Open the Mekorma MICR Security Setup window.

2. Mark the Activate Workflow checkbox within the Payables Approval Workflow area.

3. Highlight the User ID in the list on the lower left pane and then check the box next to the Checkbook
ID that you want the user to approve or request payments for.
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HX 8§ T I @]

Save Cancel Auditlog | Additional File Tools | Help Add

Report T A T T  MNote
Acticns Additional File Tools Help
Set Passwards By Papables Spproval Workflow Additional 5ecurity Option:
Uszer 1D | Activate Workfl
® c:wa_e A [] Dizable 'Print Blank Checks' Menu Option
() Checkboak, [ split Batches BETiS i
() More [ 2nd &pproval Reminders el

[] Batch Completed Matifications LR ol

Fazsword/Signature Threshold

When to Bequire Passwords  [Slwaws One o Papables $10.000.00
“When ta Print Signatures One Signature When Under Threshold; Mone if Ower e S Payrall $0.00
Canadian Payroll $0.00
add/Modity User | Delete User Mark Al | = Unmak sl Show Al v
Select a uzer to azsigh checkbooks Authorized checkbooks for zelected users:
Uszer D Signature File 2nd | Unlimited | Max. Authorized Amount | | A | Checkbook (D Checkbook Dezcription
CEBBIE DEBBIE.JPG 49 9 CaMaDa, Canada Checkbook -
DS SAMPLESIGHMATUREZ B $39.939.999.999,994. FIRST BARE, Firt Bank.
FAREM FAREM.JPG ] O $50,000.00 FLEX BEMEFITS | Flex Benefits-Lakes Bank
KEM KEM JPG il [l $100,000.00 FayROLL Payrall - Lakes Bank
LESSOMUSERT [l Ol $0.00 PETTY CASH Petty Cash-Uptown Trust
RYar [:] Il $0.00 UPTOWM TRUST | Uptavn Trust
za SAMPSIG.EMP [l $39.999.999,939.994.

4. If you are using thresholds, mark the Split Batches box to automatically split payments batches into

groups by number of Approvers and signatures.

5. Check Second Approval Notifications to receive emails notifications if you are a second approver
and the Batch Completed Notification to receive an email when the batch has been approved.
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5.6.2.2. Securitz by Checkbook ID

To Configure Security by Checkbook:

* To open the Mekorma MICR Security Setup window, be sure you have chosen Legacy
Security in the Security Setup window. Then go the the Mekorma Area page > Setup >
Company > Security Maintenance

1. On the Mekorma MICR Security screen, select the Checkbook option under the ‘Set Security By’
section.

2. Click the lookup next to the Signature ID hyperlink and then click ‘New’ to display the Mekorma MICR
Password and Signature Setup screen.

3. Enter a Signature ID and a Description if desired.

4. If you are using dollar amount thresholds enter a Lower Threshold amount and if desired, a Higher
Threshold amount. Thresholds can be used to determine when signatures and signature lines should
print and when passwords are required. Please see Using Thresholds When Printing for more
information on thresholds.

5. Leave the Sort Checks in Threshold Groups when printing option unchecked if you would like the
checks to print in check number order instead of being sorted by threshold groups.

6. Determine when you want the signatures to print for the Signature 1 and/or Signature 2 fields. You
can print signatures Always, Never, or based on the threshold dollar amounts.

7. Enter the path to each signature image file in the File Location field.

8. Determine when you want the signatures lines to print for the Signature Line 1 and/or Signature Line 2
fields. These are the lines upon which the signature is printed or manually signed. You can print
signature lines Always, Never, or based on thresholds.

9. If you will require passwords, enter them in the Password 1 and/or Password 2 fields. You may
require one, two or no passwords. You can set up a password to be required Always, Never, or based
on thresholds. Click Save when you are finished configuring your Signature ID.

* In addition to setting up a Signature ID, the logical signature fields must be present on the
.stbx format. You will find in the .stbx formats in our format library we have included all of
these logical fields.
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Checkbook Security and Using Thresholds

When you print checks in threshold groups, you get a stack of checks with checks above the higher
threshold sorted to the top of the stack, checks between the thresholds to the middle of the stack and
checks below the lower threshold to the bottom of the stack.

If you want to print using threshold groups, check the Sort Checks in Threshold Groups when printing
option. This is useful when manually signing higher dollar checks. Some important conditions to note when
printing in threshold groups and using signatures and passwords:

* When you select the Amount Below (the lower or higher) Threshold option for Signatures,
Signature Lines and Passwords the exact amount of the threshold value is considered part of the
threshold.

* When you select the Amount Above (the lower or higher) Threshold option for Signatures,
Signature Lines and Passwords any amount greater than the threshold value is considered part of the
threshold.

* When you select the Amount Between Thresholds option for Signatures, Signature Lines, and
Passwords, any amount greater than the lower threshold and less than or equal to the higher
threshold is considered part of the threshold.

* When the Sort Check in Threshold Groups when printing option is checked, the program always
looks for an amount greater than the value of threshold. For example, if the higher threshold is $1000,
all checks with a value of $1001 are sorted to the top.

+ When printing a batch of invoices, if only one invoice requires a password, you must enter the correct
password in order to print all the invoices.
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5.6.2.3. Signatures Only with Standard GP

Security

When using the Legacy Security model, it is possible to set up very simple signature logic, allowing you to

automatically print signatures on checks without configuring passwords or workflow.

The setup steps described below will apply the same signature logic to every checkbook within a company.
If you have more than one checkbook and want different signatures applied to different checkbooks, please

use Legacy Checkbook Security, or this method.

1. Open the Mekorma MICR Security Setup window.

2. Choose None in the Set Passwords By area.

3. Select when signatures should print: Always One Signature or Always Two Signatures. You will not

be configuring thresholds so the additional options do not apply.

ﬂ Mekorma MICR Security Setup - CS (sa) = X

HX B T il e

Save Cancel Auditlog Additional File = Tools Help Add

Report Bt = it ¥  Note
Actions | Additional | File | Tools | Help |
Set Passwords By Additional Secunty Options

O User ID

O Checkbook [ Disable 'Print Blank Checks' Menu Option

® None

Password/Signature Threshold
Payables $2,000,000.00
‘When to Print Signatures Always One Signature ~ US Payroll $4.,000.00

Canadian Payroll $0.00

ne Signature When Under | hreshold; None if Uver
IOne Signature When Under Threshold; Two if Over
e P b Au Lo R

T. e Tl ik

4. Click Additional > Default Signatures to open the Mekorma Default Signatures window.

m Mekorma MICR Security Setup - CS (sa) o X

HX & | fl @7

Save Cancel Auditlog [ Additional File Tools Help Add

Report B3 - s ¥  Note
Actions Print Payables Blank Checks
Set Passwords By Print Payroll Blank Checks (US) Additional Security Dptions
O UserlD Print Payroll Blank Checks (Canadian)
(O Checkbook

[] Disable Print Blank Checks' Menu Dption

Default Signatures

Password/Signature Threshold
Payables $2.000,000 00
‘When to Print Signatures Always One Signature v| US Payroll $4.000.00
Canadian Pagroll $0.00

Page 128 of 288



Mekorma

Mekorma Products User Guide - Build x78

5. Use the Look-up to choose one or two Default Signatures, corresponding with your choice in Step 3.

If the signatures files are not in the Mekorma MICR Signature Files Lookup window, follow these
steps.

m Mekorma MICR Default Signatures - CS (sa)

O & ai e
oK Additional File Tools  Help

- - -

Actions Additional File | Tools Help

Default Signature 1 ' Ryanipg X0
Default Signature 2 |

BP

! This method of configuring signature logic only offers limited possibilities. We recommend

switching to Task-Based Security model and configuring signature logic by creating a
Threshold ID.

Last modified: Aug 05, 2019
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5.6.2.4. Vendor Class Security

The Vendor Class Security feature provides the flexibility to customize Mekorma'’s security settings on a per

Vendor Class basis. This feature is supported under Mekorma Legacy Security by Checkbook ID and User
ID.

The rules configured for vendor security override the basic security model that you have setup. For
example, if security is set to Checkbook ID, Vendor Class Security settings override the checkbook’s
Signature ID settings.

! Before setting up Vendor Class Security, please make sure you have setup Vendor Classes
within Dynamics GP, and that your Mekorma Security settings have been configured.

Vendor Class Security configured with Legacy User ID

* To open the Mekorma MICR Vendor Class Security Setup window, go to the Mekorma Area
Page > Setup > Company > Vendor Class Security

1. Open the Mekorma MICR Vendor Class Security Setup window. Each of your existing vendor classes
will be displayed.

2. The Default Security option is taken from the current configuration on the Mekorma MICR Security
screen for User ID security. To select a different security configuration, click the drop-down arrows
next to When to Require Passwords and When to Require Signatures.

3. To set a threshold value, enter an amount in the Payables Threshold column. For example:
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m Mekorma MICR Vendor Class Security Setup ..  — O

O = il e

OK File Tools | Help Add

- - *  Note
Actions | File Tools Help
Class 1D Payables Threshold Description
USA-USH $0.00

w'hen to Require Passwards:

Ww'hen to Print Signatures:
USA-US-H

‘wihen to Require Passwords:

w'hen ta Print Signatures:

Default Secunty

Default Security

$0.00

Default Security

Default Secunty

UTILITY

wihen to Print Signatures:

$500.00]

when to Reguire Pazswords:

Alwayz One

One Signature YWhen Under Threshald: Two if Owver
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Vendor Class Security configured with Legacy Checkbook ID

If you are using Security by Checkbook ID, the Vendor Class Security settings only influence what

signatures print, and not what passwords are required. Password settings are always pulled from the

Signature ID associated with the checkbook.

1. Open the Mekorma MICR Vendor Class Security Setup window. Each of your existing Vendor Class

IDs will be displayed.

2. Click in the Signature ID column next to the Class ID you want to associate the signature logic with.
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p— = o
© =i 07
. u k. ®

oK File Tools | Help Add

hd - *  Note

Actions | File Toals Help

Clasz ID ISignature 1D pbescription

AUS-NSW-C KEN ADamMS ~
ALS-MEW-M

CaM-aLL-C |

CaN-aLLA

CaM-aLL-M

EMPLOYEE

MEW-C

ME -1

OTHER

U5A-U5-C

5A-U5-

LSA-LIS-M ]

3. Click the lookup icon next to the Signature ID link to open the Signature Setup Lookup screen.
4. Select an existing Signature ID or click New to create a new ID.

m Signature Setup Lookup (Payables, US and Canad.. — X

7 > Y S 2 l 0
iy W £ [
\é} L 4 E Uu k. °
Select Find Redisplay | New JZcom File Tools  Help Add
hd hd ¥  Mote

Actions File Tools Help

Signature 1D Drescription Threshald 1 Threshald 2
S $500.00 +5.000.00 |28

5. The Signature ID is now associated with the Class ID. Click OK to close the Mekorma MICR Vendor
Class Security Setup screen.

6. The Signature ID security configuration is applied to all vendors associated with the specified Class
ID.
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9.6.2.5. Enable EFT/ Direct Deposit Security

The same security settings that are applied to your MICR check printing process can be enabled for EFT

and Direct Deposit processing.

* To open the Mekorma Security Maintanance window, go to the Mekorma Area page > Setup
> Company > Security Maintenance. Please note this window is only available if you have
chosen Legacy Security within the Mekorma Security Setup window.

1. Open the Security Maintenance window.
2. In the Additional Security Options area, check the box next to EFT Security and/ or DD Security.
Pl - csea - X

wl X il @1

Save Cancel Auditlog | Additional File Tocls | Help Add

Report - - o ¥  Note
Actions Additional File Tools Help
Set P ids By Payables Approval Workflow Additional Security Options
o
@ - - Act\vat.e il [] Disable Print Blank Checks' Menu Option
(O Checkbook Split Batches -
. EFT Security
) None [ 2nd Appreval Reminders )
[ Batch Completed Motifications LD ey
Password/Signature Threshold
‘w'hen to Require Passwords | One Password if Over Threshold; None if Under ~ Payables $2,000,000.00
‘wihen ta Print Signatures Always One Signature ~ US Payrall $4.,000.00
Canadian Payroll $0.00
3. Click Save.
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5.6.2.6. Disable Print Blank Checks

If you would like to to hide the Print Blank Checks menu command on the Mekorma MICR Payables, US

Payroll and Canadian Payroll menus, the Print Blank Checks Menu Option can be disabled.

* To open the Mekorma MICR Security Setup window, go to the Mekorma Area Page > Setup
> Company > Security Maintenance

1. Open the Mekorma MICR Security Setup window.

2. Under Additional Security Options, check the box next to Disable ‘Print Blank Checks’ Menu
Option.

m Mekorma MICR Security Setup - C5 (sa) — X

= X il @7

Save Cancel Auditlog | Additional File Tools | Help Add
A

Report 57 7 ¥  Note
Actions Additional File Tools Help
Set Passwords By Payables Approval Workflow Additional Security Options
] Activate Warkfl
c:|va.e oretion Dizable 'Print Blank Checks' Menu Option
(O Checkbook Split Batches EFT Somut
O None [ 2nd Appioval Reminders g

[] Batch Completed Notifications DD Security

Pazzword/Signature T hreshold

‘When to Require Passwords | One Password if Over Threshold; Mone if Under w Payables $2.000,000.00
‘when ta Print Signatures Alwayz One Signature w US Paprall $4.000.00
Canadian Payrol $0.00

Add/Modiy User| | Delete User Mark Al | H Unmark &1 Show |4l v
Select a user ta assign checkbooks Autharized checkbooks for selected users:
User D Signature File 2nd  Unlimited Max. Authorized Amount. A Checkbook ID Checkbaook Description
DEBBIE DEBBIE.JPG O $93.993,399.339.933 A ~
KAREN KAREM.JPG [l | $12.000.00
KEM KEN.JPG O $99.999,999.959.999
RvaN RYAN.JPG ] ] $0.00

W W

3. This will deny users access to Print Blank Checks from the Purchasing menu.
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9.7. Setup for EFT Processing with Mekorma

This section will demonstrate how to set up your GP system to process EFTs using Mekorma. You must be
sure your checkbook(s) are already configured for EFT processing in Dynamics GP, which is essential for
the MICR process to go smoothly.

Henw o Set Up and Lse
Mekorma to Process EFTs

ST

Follow these steps:

1. Specify Check or Remit Numbers.

2. Configure email settings for sending remittances.

3. Choose EFT remittance options in the Checkbook Maintenance window.

4. Enable EFT Comments for check formats.

5. Add EFT logos to remittances.

6. Set up for multi-batch EFT processing.

Last modified: Oct 15, 2019
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9.7.1. Specify Check or Remit Numbers
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If you want to use check numbers instead of the EFT numbering sequence with Mekorma, that option must

be configured in Dynamics GP.

* To open the Checkbook Maintenance window, go to the Mekorma Area Page > Cards >
Financial > Checkbook

1. Open the Checkbook Maintenance window.

2. Select a Checkbook ID.

3. Click the EFT Bank option to open the Checkbook EFT Bank Maintenance window.

m Checkbook Maintenance - TWO (sa) x
WX [ 6o« il @7

Save Clear Delete Additional File Print | Tools Help Add

Actions Additional File Tools Help

Checkbook ID FIRST BANK p [ [ Inactive

Description

Cunency ID Z-Uss [ L] Cunent Checkbook Balance ($1.303,988.94)
Payment Fiate Type ID BLY P Cash Account Balance $1,525,703.96
Depost Rate Type ID AVERAGE o)

Cash Account 000-1100-00 P [} < Cash - Dperating Account

Nest Check Number 100053 Last Reconciled Balance $0.00
Next Deposit Number 50000001 Last Reconciled Date 0/0,/0000 &

Payables Opti
Company Address ID INTERNATIONALA P [ e TR 000
BN ASEak 111333555 ra" U'e:‘ SAmou :
At sWOL

Bank ID FIRST BANK. IS ‘

UserDafinad 1 El Duphcl:ale Check Numbers

UserDefined 2 Ovenide Check Mumbes

EFT Bank Direct Depasit

[14 4 » » [Checkbook ID -

4. Select the Payables Options button to open the Checkbook EFT Payables Options window.
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m Checkbook EFT Bank Maintenance - TWO (sa) - X
O =ie]
o [ - 4
0K File Tools Help Add
- - - Note
Actions  File Tools Help
Checkbaook D FIRST BANK First Bank
Bank Country/Region Country Code us P
SO Cunrency Code usp
Account Holder Bank Branch 2
Transit R outing Number 111111118 Bank Code 3
Bank Accaunt Number 111222 Bank Branch Code 4
IBAN 1112 Bank Check Digit 2
Tax Registration Number NY001
Bank Identification Number
Bank Company Name Blocking Factor 10
Company |D Number Format Code A
Small Company Name Priority Code m
Reference
Service Class Code 200
Comicaon Ty

Apoplication

5. Select an EFT Payment Number option based on the following:

Use Check Numbers

ta

Payables Options || Receivables Options
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* When using blank check stock, EFTs will print with check numbers as non-negotiable checks using

Mekorma MICR and as reports based on the EFT Remittance Option selected.

» If using pre-printed check stock, EFTs will print in the same way. However, be advised that you must

select Microsoft Dynamics GP Report Writer as the EFT Remittance option.

Use EFT Numbers

* When using blank check stock, EFTs will print with remittance numbers as non-negotiable checks

using Mekorma MICR or reports based on the EFT Remittance Option selected.

* When using pre-printed check stock, EFTs will print in the same way. We recommend using regular

paper when printing EFT remittances.
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m Checkbook EFT Payables Options - TWO (sa)

— . P
0% i 07
L= 4 u -

oK File Tools | Help Add

Actions  File Tools Help
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X

EFT Papment Numbers:

O Use Check Numbers  (® [Use EFT Numbers

MNext EFT Payment Number EFT000000000004

EFT Payables Options:
[] Payables Prencte Required
Prencte Grace Period 0 _

Default Output Files:
Payables Domestic Payments
Payables Foreign Payments
Payables Prenotes

6. Click OK when you are finished and close any open windows.

File Format:

® Single Format

(C) Based onVendar
Business
Corporate
Persanal
Foreign

{CMEKDRMA FILES/EFT/FABRIKAM/Payment. tst
:C:MEKORMA FILES/EFT /FABRIKAM/Foreign Payment.txt
{C:MEKORMA FILES/EFT/FABRIKAM AYendor Prenctes.tt

FPD

Generate Prenotes

* If your checkbook is configured for EFT and you print check copies to PDF, the check
copies will use EFT numbers for the naming convention instead of check numbers.

Last modified: Oct 11, 2019
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Email settings must be configured within Dynamics GP to ensure that vendors will receive EFT remittances.

1. In the GP Company Email Setup window, check the box labeled PDF, otherwise Mekorma cannot

generate EFT files.

mfcrr pany E-mail Setup - C. -

OX = il @7
LY 4 I
OK  Cancel File Tools = Help Add

A v ¥  Note
Actions File Tools Help

Select E-mail D ocument Options
Embed Documents in Mezzage Body

Send Documents 55 Attachments

File Farmats Allowed

DOCK HTML FDF #P3

Enable E-mail
Sales Senes
Purchasing Series

2. Create a Remittance Message ID in your GP Email Settings. The EFT file is attached to this

message when sent.

Page 139 of 288
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w9 X il @7

Save Clear Delete File Tools | Help Add
= - *  MNote
Actions File Tools Help
Message ID REMITTANCE ;D
Description REMITTANCE
Message Type Standard e
Series Purchaszing “
Doc. Type Wendar Remittatice
Subject EFT Remitance
Body I Document Lines l W alidate
Flease see attached EFT remittance for payment informaation. ”
w

Select and Insert Fields

Document Fields Field
Wworkflaw Fields [ additional fields

Have Replies Sent to Select Mames

3. For each vendor who accepts EFT payments, enter the appropriate email address so the system

knows where to send your EFT remittances. Go to the Vendor Address Maintenance window >
Internet Information window:

mlnternet Information - CS (sa) — O >

W9 X o i @7

Save Clear Delete File Print  Tecls Help Add

- - *  Mote
Actions File Tools Help
Select Infarmation far: Yendors v |
Wendor 1D ALNAMCEDION p Advanced Office Systems
Addreszs (D 4 | FRIMARY b p B78 Shenwood Park South
E-mail Addresses
To.. keni@advancedaffice. com

Cec...

Bee...




Mekorma

5.7.3. Choose EFT Remittance Options

Mekorma Products User Guide - Build x78

In order to email EFT remittances to vendors, you must choose an appropriate remittance format.

* To open the Checkbook Setup window, go to the Mekorma Area Page > Setup >

Purchasing > Checkbook Setup

1. Open the Checkbook Setup window.

2. Select the checkbook you would like to use for your EFT payments by clicking on the lookup to the

right of Checkbook ID. Mekorma allows you to process both checks and EFTs using the same

checkbook, but the formats are handled differently.

3. Using the drop-down, choose one of the options found in the EFT Remittance Options field.

Mekorma MICR Checkbook Setup - C5 (sa)

=D X e

B il @0

Save Clear Delete Integrate = Additional File Tools  Help Add
-

- - *  Note
Actions Additional File Tools Help
Checkbook ID FIRST BAMK I
Diefault Thieshold ID I
MICR Line Setup
Transit [AB4] Mumber
LRRRARARE
Check Mumber Pattern €|+l Routing Murnber Account Nurnber

4+ s+ e+ EDELEE °57AIL

58 57 56 55 54 53 52 b1 50 49 45 47 46 45 44

Threshold 10
Man-Negotiable ‘Waord

Primary Check Format
Check Copy Format

Check Overflow Format
Check Copy Overflow Format
EFT Remittance Options

EFT Remittance Format

Befund Check Format

1@

WOID

AP Check_bottom_2 Std AP Stubs. stbz
Owerflow_full_Std AP Stub. sthz

[ Use Pre-Printed Check Stack

[] Use Check Format [First page) for overflow pages
AP Check_battom_2 Std AP Stubs.stbz
Owerflow_full_Std AP Stub sthz

EFT Remittance Format ‘ R

Dvnamics: GP Report \Writer
Check Face / Overflow Stub

EFT Remittance Format

ARADDSAD AL,

424140 3938 37 36 356 34 33 3231302928 27 26 25 24 23 22 21 20 19 18 17 16 15 14

ivlko)

Blfe oo

* Dynamics GP Report Writer: This option only allows you to use GP’s Word templates. Do NOT

choose this option if you’d like access to Mekorma'’s full library of PDF formats for your EFTs.

» Check Face/Overflow Stub: If selected, the Overflow format you have configured will be chosen first.

If you do not have an Overflow Format selected, the Primary Check format will be used instead.

« EFT Remittance Format allows you to choose from any of Mekorma’s formats by using the look-up

next to the EFT Remittance Format field.
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! Please note: In newer GP builds, you cannot process EFTs using Mekorma AND choose
the Print Separate Remittances for Overflows feature in GP for the same checkbook.
This feature requires that GP Report Writer be selected for the EFT Remittance Option.

EFT Remittance Format

Any Mekorma MICR format used to generate EFTs will differ from check formats in the following ways:

* The MICR line will not appear.
* The signature lines will not have any signatures. Instead, logical fields EFT non-negotiable and EFT

Void will print.
» EFT non-negotiable will print instead of a check value amount.

Last modified: Oct 09, 2019
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5.7.4. Enable EFT Comments for Check
Formats

The EFT Comment field prints a comment if the format is being used for an EFT transaction. EFT comments
configurations are stored on a per-checkbook basis.

* To open the Checkbook Setup window, go to the Mekorma Area Page > Setup >
Purchasing > Checkbook Setup

1. Open the Checkbook Setup window.

2. Use the look-up to select a Checkbook ID.

3. Open the Additional menu > Additional Features.

4. |n the Additional Features window, check the box for EFT comment to activate EFT comments.
P Mekorma M. — X

X il @7

Cancel Save File Tools  Help Add

- hd w  Note

Actions File Tools Help

Checkbook D FIRST BANK

Mark additional feature to be activated.
Use Expangion Button to enter user defined options.

[ ] “oucher Mote

EFT Comment '}I

Purchase Order Security
[1' MEM Connectaor for Payables

5. Click the blue arrow that appears when you check the box. This will open the Mekorma MICR
Additional Features Options window.

6. Type in content that you would like to populate the EFT comment fields for the checkbook that you’ve
selected. When the EFT comment field is added to a layout in the Configurator, the information saved
here will be used to populate that field upon printing.
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m Mekorma MICR Additional Features Options - CS (sa) — e

OXX =il @7

Cancel Delete File Tools | Help Add

| - - ¥ Note
Actions File Tools Help
Checkbook 1D | FIRST BANK Feste  EFT Comment |
EFT Comment Text | EFT comment for Checkbook FIRST BAME]
EFT Laga File | £3

Use the Expansion Button to import a logo file

7. Click OK to save.

Last modified: Oct 11, 2019
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5.7.5. Add EFT Logos to Remittances

The EFT Logo field allows users to insert a logo onto a check stub. EFT logo configurations are stored by

checkbook.

* To open the Checkbook Setup window, go to the Mekorma Area Page > Setup >
Purchasing > Checkbook Setup

1. Open the Checkbook Setup window.

2. Follow the steps to enable EFT comments.

3. Within the Mekorma MICR Additional Features Options window, click on the blue arrow next to the
EFT Logo File field.

m Mekorma MICR Additional Features Options - C5 (sa) - X

OX X u il @3
LY 4 i '
0K  Cancel Delete File Tools | Help Add

hd - ¥ Note
Actions File Tools Help

Checkbook 1D FIRST BANK Feature EFT Comment

EFT Comment Text EFT comment for Checkbaok FIRST BANK

[ e toge i |

Use the Expansion Buttan ta impart & logo file.

4. Navigate to the location where the desired logo is stored, and select the logo. When the EFT logo
field is added to a layout in the Configurator, the information saved here will be used to populate that
field upon printing.

5. Click OK to save.
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5.7.6. EFTs with Multi-Batch Management

All previous set up steps for processing EFTs with Mekorma must be in place. This page addresses settings

that are specific to processing EFTs (ACH) with Multi-Batch Management.

! You cannot use GP Report Writer when processing EFTs with MMM. The settings for EFT
Remittance options (as configured in the Mekorma Checkbook Setup window) must be set
to Check Face/ Overflow Stub or a Mekorma EFT Remittance Format.

Choose Automation Options

* To open the Multi-Batch Management Options window, go to the Mekorma Area Page >
Transactions > Payables > Multi-Batch Management Action Board > Options

1. Open the Multi-Batch Management Options window.

2. Choose options in the EFT & Safepay section:

EFT Remittance Options

» Print Document: The remittance will be sent to the printer specified by Named Printers configuration.
* Send Document in Email: The vendor will receive an email containing the remittance after — if for
some reason internet access is not available, the remittance will print instead of being emailed.

Posting Options

* Post EFT immediately after Print or Send: This option ensure that EFTs are posted immediately
after printing or emailing remittances.

* Generate EFT after Posting: This option automatically generates the EFT file (to be sent to your
bank) immediately after posting.

With both these options checked, EFTs become a simple three-step process:

1. Create EFT payments using the Build Payments action

2. Generate and send EFT remittances, post the EFT batch and create the EFT file for your bank, all
with the Process Checks and EFTs action.

3. Transmit your EFT file to your bank.
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You may choose not to post the EFTs automatically and / or not generate the EFT file for the bank
automatically for any of these reasons:

* You want to combine more than one batch from the same checkbook in the same company into a
single ACH file.

* Your organization has a separation of duties that requires different users to post EFTs and send them
to the bank.

* You need to change the Transmission Date or Settlement Date in the ACH file. By default, the
transmission date will be set to the GP user date.

If you do not mark Post EFTs Immediately after Print or Send option, you will post the EFT Remittances
along with your checks using the Post action on the Action Board.

If you do not mark Generate EFT File after Post, you will generate your EFT file using the Generate EFT
File action on the Action Board.
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9.8. Multi-Batch Management Setup

Multi-Batch Management (MMM) allows Mekorma users to build and process payment batches, for multiple
companies and checkbooks, using one centralized action board. There are a number of setup options that
allow you to automate the payment process in various ways. You can choose which processes are
automated, and which are manually performed within the Action Board.

The video will guide you through the complete process of setting up MMM for optimal performance:

Please review the following pages for complete instructions on how to set up Multi-Batch Management:

1. Test/ Enable MMM

2. Configure Printing and Posting Reports

3. Results Reports Email Setup

4. Options for Building Multiple Batches

5. Set Up EFT Options for Multi-Batch Processing

6. How to Create a Build ID

7. How to Create a Process ID

8. Check Sorting Options

9. Show/ Hide Dynamics GP windows during processing

Last modified: Nov 13, 2019
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5.8.1. Test and Enable Multi-Batch Processing

* To open the Multi-Batch Management Setup window, go to the Mekorma Area Page > Setup
> System > Multi-Batch Management Setup

Test Multi-Batch Management (MMM)

If you would like to try Multi-Batch Management before ordering, you can do so by designating one or more
companies as an MMM test company.

1. Open the Multi-Batch Management Setup window.
2. Mark the box in the column labeled Test Company.

3. Click OK.

* When testing MMM in this way, MICR checks will come out without a MICR line or
signatures; EFT files will be in a test format that is not usable by the bank. If you would like
to try MMM in your production environment, you can contact Mekorma Sales to receive
30-day temporary keys, allowing you to run your payment processes for free, for 30 days.

Enable/ Disable MMM per company

Once you have purchased MMM and have valid registration keys, you can choose to enable or exclude a
company from using Multi-Batch Management.

1. Open the Multi-Batch Management Setup window.

m Multi-Batch Management Setup - C5 (sa) — x>

OX = it @
\._./l i L =
OK  Cancel Options Billing File Tools | Help Add

Activity > - * Note

Actions File Tools Help

Batch Mumber Suffis; (®) Per Company () Spstem-Level

Compary M ame v Enable for WM Test Comparw (2 Batch Mo Suffis
Fabrikam, nc. [l 1 "
Balanced Business ] 2

Complete Salutions | 3
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2. To enable a company to use MMM, mark the box in the column labeled Enable for MMM for that
company. Unmark the box to disable.

3. Click OK.

Last modified: Nov 22, 2019
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9.8.2. Configure Printing and Posting Reports

There are certain setting that need to be in place to ensure that Multi-Batch Management’s automated
processes are not interrupted. Therefore, the following requirements must be met in order for MMM to
perform as intended:

Configure Named Printers

Automating the printer selection will ensure that checks and EFT remittances can print without interrupting
the process — set up Named Printers.

Define Paths for Reports/ Lists

Posting Reports and edit lists should be set up so they can be generated without interfering with Multi-Batch
Managements automated processes.

* To open GP’s Posting Setup window, go to Administration > Setup > Posting > Posting

1. Open the Posting Setup window.
2. Use the drop-down to set the Series as Purchasing.
3. Use the drop-down to set the Origin as Computer Checks.

4. For each report that you want to generate, assign it to a file and not to a query, monitor or toa
printer by checking the box in the file column and unchecking the other boxes in the Send To column.
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Allowy Tranzaction Posting Posting Date From: (®) Batch () Transaction
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[ Include Multicurrency Info
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[ “erify Batch Amounts Approval Passward
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5. You can assign a destination for each individual posting journal type as needed. Click on the Path
field directly underneath a particular posting journal, then on the folder icon under Append/Replace.

6. Choose the file where you would like this posting journal to be sent. The file path will display:

Reports: Send To: File

Frint  Feport I ||E|||E|IE_LI Tyvpe Append/Feplace

Path ]
[] | Comp Chk Distribution Summary 1] |:|| o |.-“-‘-.|:||:|en|:| |
[ ]  Caomputer Check Pasting Journal 1] |:|| Text file o |.-’-'-.|:||:|enu:| o

ZAMEEDRRA FILE ShPosting JoumalztComputer Checkos. st

ET pa_l,lment Heglster AL | Append w

* In standard functioning, if you posted multiple checkbooks in the same company it would
overwrite your posting journal each time. However, MMM will capture the path name and
insertthis phrase: (Checkbook id _ YYMMDD_HHMMSS ) between the names of the folder
and the file in orderto create a unique name. The Posting setup is done on a per company
basis in Dynamics GP. Therefore you can setup each company to point to its own path if
you want to separate your posting journals on a per company basis.



Mekorma Mekorma Products User Guide - Build x78

Last modified: Nov 08, 2019

Page 153 of 288



Mekorma Mekorma Products User Guide - Build x78

5.8.3. Results Reports Email Setup

After batches are built in the Multi-Batch Management Action Board, a Build Results Report is generated.

After processing checks and EFTs in the Action Board, an MMM Print Process Results Report is
generated.

After posting checks and EFTs in the Action Board, a Posting Results Report is generated.
By default, these reports are created/ displayed immediately after the corresponding process had
completed. You can choose to send them to a chosen email address instead. For example, it can be very

useful to send the MMM Build Results Report to Approvers if you are using Mekorma’s Secure Approval
workflow. That way, a single report is sent rather than having them notified with every batch that is built.

Configure Email Settings for Results Reports

* To open the Multi-Batch Options window, go to the Mekorma Area Page > Setup > System
> Multi-Batch Management Setup > Options

1. Open the Multi-Batch Options window.
2. In the All Actions section, check the box next to Email Report After Processing.

3. Enter the correct email address in the Email Address field.
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() Print Edit Lists
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File
Type
Path

EFT & Safe Pay @
EFT Remittance Options

(1 Print Document

Send Document in Email [Print if email cannot be zent)
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Pozt EFT immediately after Print or Send
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4. Click Save.
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9.8.4. Options for Building Multiple Batches

When building payment batches using Mekorma Multi-Batch Management (MMM), you can configure
settings in the one of three ways.

* To open the Multi-Batch Options window, go to the Mekorma Area Page > Setup > System
> Multi-Batch Management Setup > Options

1. Open the Multi-Batch Options window.
2. Within the Build Payment Batches area, choose one of these options:

* No Edit Lists or Approvals: This will disable edit lists and approval requests entirely.
+ Request Approvals: This will automatically send approval requests during the process.
* Print Edit Lists
o |If you generate Edit Lists, you can print them or send them to a folder:
= Printer: send to a printer
= File: Saved as a text, tab-delimited, comma-delimited or HTML file type and stored in a
file location of your choosing. MMM will give them unique file names to help you identify
them.
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Create uniquely numbered batches
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A suffix can be added to your batch numbers, either per company or at the system level. The suffix ensures
that batches from within different companies are numbered uniquely when batch numbers are assigned

during the build process.

* To open the Multi-Batch Management Setup window, go to the Mekorma Area Page > Setup

> System > Multi-Batch Management Setup
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1. Open the Multi-Batch Management Setup window.

2. Add the desired suffix in the column labeled Batch No. Suffix for every company you want to
differentiate. In our example, Fabrikam’s batch suffix was set to 100, Balanced Business is 200, and
Complete Solutions is 500.

3. After running a batch-building process in the Action Board, the appropriate suffix is added to the end
of each batch number according to the suffix assignment. The suffix increases by one increment for

each batch:

m Multi-Batch Management Action Board - TWO (KAREN) — O *

Process Options Print View File Tools | Help Open Add

Alignment hd hd hd *  DNote MNote
Actions View File Tools Help
Action |Process Checks and EFTs ~ |
= .
| Show Batches: (@) &l () Readwto Process () “With Enmors | % teark é"” Unmark Al | 1"- Riedisplay |

191107-00200 Balanced Business FIRST BANK EFT 07070000 | 1172ma i) 2 $5.464.42 A~
191107-00201 Balanced Business FIRST BANK EFT 07040000 & 1172019 H 1 $550.82
191107-00202 Balanced Busingss FIRST BANEK Check. 04040000 [ 11/7/2018 i 3 $7.713.95
191107-00203 Balanced Business FIRST BANE EFT 0/0/0000 A 11472019 H 4 $5.464.42
191107-00502 Complete 5 olutions FIRST BANK Check 04040000 H 1172ma i) 10 $19,193.61
A J270412-00100 Fabrikam, Inc. FIRST BANK EFT 04040000 A anzszozy i) 2 $5.464.42
Ab J270412-00102 Fabrikam, Inc. FIRST BANK Check 07070000 T | anzs20z7 i) 1 $2,364.55
2 Zfodz.00103 Fabrikam, Inc. FIRST BANK EFT 07040000 H | 41272027 H 1 $267.45

4. The Batch No. Suffix can be changed at any time within the MMM Setup window.

5. Click OK.

Last modified: Nov 08, 2019
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5.8.5. Create a Build ID

ABuild ID allows you to save your payment voucher selection criteria so you don’t have to recreate it each

time you build payment batches.

To save the build criteria, Multi-Batch Management uses a window based on Dynamics GP’s Build Payment
Batch window. However, there are a few differences, as the selection criteria entered in the Build
Maintenance window will be saved so it can be applied repeatedly to different checkbooks, across
companies, over time.

To access the Build Maintenance window, go to the Mekorma Area Page > Setup > System
> Multi-Batch Management Build Maintenance

1. Open the Build Maintenance window.
2. Type in the name and description (optional) of your new Build.
3. Select build criteria using the drop-down menu. Multiple selections can be inserted:

* Vendor ID

* Vendor Name

* Class ID

* Payment Priority

* Voucher Number

* Document Number

+ Payment Number

* Due Date / Discount Date Cutoff
* Document Currency

4. Use the look-up to define the parameters of chosen criteria.
5. Click Insert to add selected criteria.

6. Save your Build ID. This set of criteria can now be added to a Process ID to automate the batch

building process.

Last modified: Nov 12, 2019
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5.8.6. Create a Process ID

A Process ID allows you to save build criteria for multiple companies and checkbooks. When a Process ID is
run in the Action Board, batches are built according to all the build parameters you have saved within that
ID.

* To open the Multi-Batch Management Process Maintenance window, go to the Mekorma
Area Page > Setup > System > Multi-Batch Management Process Maintenance

Basic

To create a Process ID that will be used to generate batches in a single company with one checkbook,
proceed as follows:

1. Open the Multi-Batch Management Process Maintenance window.

2. To create a new Process ID, type the desired name in the Process ID field. Or, use the look-up to
bring up an existing Process ID for editing.

3. Using the look-up next to each corresponding field, choose a company, a checkbook, and a Build ID
that contains the desired build criteria.

4. Choose the payment types you would like to include by checking the boxes next to Checks and/ or
EFTs.

5. Press Insert.
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m Multi-Batch Management Process Maintenance - CS(sa) — O >
- 5 P
=9 X Il @]
2 - u k. * 4
Save | Clear Delete Advanced File Tools | Help  Add
- - *  DMote
Actions File Toals Help
Process ID MOMTHLY J=
D escription MONTHLY
Cormpany MName Complete Solutions ;O
Checkbook 10 FIRST BANE ,»O Pavment Type Checks EFTs:
Credit Card §e
Build I UTILITY 4 Currency ID ZU5$ D

Linked Checkbooks & Build [Ds

) Cop BuildID  Company

Checkbook ID Payment Currer

%UTILIT\’ Complete Solutions FIRST BANK Check Z-1S9
UTILITY Complete Solutions FIRST BANK Z-Usy
= Inzert
<A Remove
< >

6. Save after adding desired criteria.

Advanced

If you want to create a Process ID that applies multiple Build IDs to multiple companies and checkbooks,

using the Advanced option is an efficient way to do so.

1. Open the Multi-Batch Management Process Maintenance window.

2. Click on Advanced in the top menu bar.
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m Multi-Batch Management Process Maintenance - C5(sa) — O e

9 X[ 7= 1 @0

Sawe Clear Delete] Advanced File Tools  Help Add

v v *  Note
Actions File Tools Help
Process ID | J&
Description
(@ Company Mame }3

3. To create a new Process ID, type the desired name in the Process ID field. Or, use the look-up to
bring up an existing Process ID for editing.

4. When the Checkbooks radio button is selected, all available companies and their associated
checkbooks will be listed. Use control + click shortcut to select all companies/ checkbooks to which
you want to apply a particular Build ID.

5. Click on the Checks and/ or EFTs button, depending on which payments types you want to include.
This will add the information to the Linked Checkbooks and Build IDs section on the right-hand side
of the window. The applied Build ID will be listed as DEFAULT.

6. Again using the control + click shortcut, choose all checkbooks to which you want to apply a particular
Build ID, the choose the desired Build ID to apply it to those checkbooks:
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- (| Pt

Save Clear Delete Basic File Tools | Help Add
- - ¥ MNote
Actions File Tools Help
Process ID MONTHLY P
Diezcription MONTHLY
® Checkbooks () Credit Card () Copy (® BuildIDs () Cunencies

Company - Checkbook Build ID Description
Balanced Business  FIRST BANK @ DEFAULT  Default criteria
Balanced Business FLEX BEMEFITS (=) DUEIN7  Pay everything due in 7 days
Balanced Business PAYROLL ©) EMPLOYEE EMPLOYEE
Balanced Business PETTY CASH = UTILITY UTILITY
Balanced Business UPTOWN TRUST Linked Checkbooks & Build IDs
Complete Solutions FIRST BANK Build ID Company/\ Checkbook ID
Complete Solutions FLEX BENEFITS DEFAULT Balanced Business  FIRST BANK
e e e S Dhecks DEFAULT Balanced Business  FLEX BENEFITS
Complete Solutions PETTY CASH o EFTs DEFAULT Balanced Business  FIRST BANK N
e e DEFAULT Balanced Business  FLEX BENEFITS
sl =T e UTILITY  Complete Solutions FIRST BANK *
Fabrikam, Inc. FLEX BENEFITS UTILTY Complete Solutions FIRST BANK
Fabrikam, Inc. PAYROLL DEFAULT Fabrikam, Inc. FIRST BANK
S LD S DEFAULT Fabrikam, Inc. UPTOWN TRUST
a0 LD Sl DEFAULT Fabrikam, Inc. FIRST BANK

 (DEFAULT Fabrikam, Inc UPTOWN TRUST v

7. Repeat this process until the Process ID contains all checkbooks, payment types and Build IDs you

want to include.

8. Save and close the window.

o¥s See how a Process ID can be run in the Action Board to build batches in one or more

companies/ checkbooks.
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9.8.7. Check Sorting Options

You can choose how to sort your checks during the multi-batch printing process. The following options are

available:

* To open the Multi-Batch Options window, go to the Mekorma Area Page > Transactions >
Payables > Multi-Batch Management Action Board > Options

1. Open the Multi-Batch Options window.
2. Use the drop-down next to the Sort Checks By field to choose from the following options:

* Payment Number

+ Name

« State — City

» ZIP Code

* Voucher Number

+ Company Default: This will defer to the default value from the Payables Management Setup window.
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3. Click Save.
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5.8.8. Show/ Hide Dynamics GP Windows

While Multi-Batch Management is processing, you will always see each company login window as the
system changes through companies. You can choose to show or hide the other GP windows according to
your preference.

* To open the Multi-Batch Options window, go to the Mekorma Area Page > Transactions >
Payables > Multi-Batch Management Action Board > Options

1. Open the Multi-Batch Options window.

2. In the All Actions > User Interface Automation Control section, check the box next to Show Dynamics
GP windows if you would like to view all windows as the system processes. If not, unmark the box.

All Actions (D)
[ ] Email Report After Processing
Email Address

dzer Interface Automation Contral

Shiow Dynarics GP windows

3. Click Save.
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5.9. Electronic Payment Processing

If you have gualified to use Mekorma Enhanced Electronic Payments, your Dynamics GP system will need
to be configured with the assistance of your Project Manager. For more information on Enhanced
Electronic Payments and how to qualify, please email Mekorma Sales.

Watch the video below for a brief overview of the steps you will be guided through for optimal electronic
payments processing:

Mekorma Enhancsd Electronic
Payments: Configuration

—
© MO

After having upgraded to Mekorma Build x78 or later, and installing the MEEP Utility file, your Project

Manager will continue the ePayment set up in the following way:

Run the Configuration Wizard

To activate an approved company for ePayment processing, the Enhanced ePayment configuration wizard

must be run. The wizard will import the company’s sub-domain name, encryption key, Checkbook ID, Bank

Account ID and the administrator’s email address from the Mekorma web service. The wizard will guide you
through the rest of the required configuration:

Step 1

+ Choose whether you would like the ePayment service to print your vendor’s checks (off-site), or print
them locally (on-premise).

Step 2

+ Create a MEEP Vendor ID account that represents the credit card company that issues the virtual
credit cards (this field will default to MEEP Vendor by default). If the vendor does not exist, it will be
automatically created. If you select an existing vendor, check the box labeled Exists.

* Associate the MEEP Vendor with an Accounts Payable GL account by using the look-up. This field
is only available when creating a new vendor.

Step 3

* Choose the Card Name to be used for ePayments. This field will default to MEEP Card. If the card
does not exist in GP, it will be automatically created. Or choose an existing credit card using the look-
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up, and mark the box labeled Exists.

Step 4

+ Select an Integration Base folder. This folder will store all files sent and received between your
company and the ePayment system. It will need to be accessible to all computers processing
ePayments. Mekorma recommends a network folder for this reason. The system will automatically
create the following subfolders within the base folder:

o QutVendors: This folder contains vendor files sent from Dynamics GP to the ePayment service.

> InVendors: This folder contains vendor update files received from the ePayment service.

o QutPayments: This folder contains payment files sent from Dynamics GP to the ePayment
service.

o InPayments: This folder contains processed payment (response) files received from the
ePayment service.

o AchFiles: This folder contains ACH files received from the ePayment service.

Step 5

» Click Process to export the Vendor Master file so that all necessary vendor information is sent to the
system for accurate payment processing. Vendors that have been excluded will NOT be sent to the
ePayment service.

After the configuration wizard has been run successfully, ePayment settings can be managed from within
the Enhanced ePayment Configuration window.
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5.9.1. Add a Checkbook for ePayment
Processing

After the Enhanced ePayment Configuration Wizard has been run, additional checkbooks can be added for

ePayment processing. This is a two-step process, as additional checkbooks must be added in the Enhanced
ePayment portal, then within the ePayment Configuration window in Dynamics GP.

Step 1: Add the new checkbook in the ePayment Portal

1. The ePayment administrator must first log in to the ePayment portal. Portal access was granted
during the initial implementation of Enhanced Electronic Payments, and the administrator should have
created login credentials.

2. From the Home page, go to Master Data > Bank Accounts.

3. Click + to create a new bank account:

= Bank Accounts n— F a 3

Q

W= Bank of Amenca UsD 0

T 2890 260 Cakloma, Lang Beach. Caktora 9809, USA

W= Bank of Amenca 2 usn E (7]
T 2850 E 26t Stwet Cakfomia Long Beach, Calfoma. Cakfomia 30712, USA BOFA g

B FLEX BENEFITS usD
3000 E 208 Sweed | Long Basch, CA, USA M50 E Zoth St
Calfomi

iy e 1 day afie processing date

Uptown Trust cp Long Beach Cailarmis 00806 "
USD g

48120 M Sireet, Bostne, Msssachust 02100, US

129080354

nnnnnnnnnnnn gy Waraical
123456789

4. Fill out all required fields. Mekorma recommends that the you make the Bank Name in the ePayment
portal the same name as the Checkbook ID in Dynamics GP:
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Bank Information Positive Pay [ ]

Flex Benafits ] B_anif Nc_oul:ﬂ_?‘atu_s i
13150 .signed to this account.

Bank Account Information

© USD-US Dollar-§

Bank Address Bank Nama
Courtry * Flex Benefits
USA - United States

S 123456789 130420525
123 Main 5t

1750

121345

Barnk Contact

=
050

i : Zp Code®
California - CA 90052
10150 5120

Long Beach

CANCEL

5. Click Create to save the new account.

Step 2: Add the Checkbook in the Enhanced ePayment
Configuration window

* To open the Enhanced ePayment Configuration window, navigate to the Mekorma Area
Page > Setup > Purchasing > Enhanced ePayment Configuration.

6. Log in to Dynamics GP and open the Enhanced ePayment Configuration window.

7. Click on the next available line in in the checkbook fields at the bottom of the window. Use the look-up
to choose the Checkbook ID of the checkbook you want to add. This will pull in the GP account
description and bank account number.

8. Match the GP checkbook with the correct account in the ePayment portal by using the drop-down

menu under the Remote Bank Account column. From that point on, the checkbook can be used to
pay vendors remotely via check or EFT.
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Subdormait M ame

Access Key

Administration Email Address
Check printing location
Credit Card 1D

Send Zero Value Checks
Integration Base Folder

Vendor default checkbooks

Check payments
EFT payments
Weard payments

mekormacustbua

Smu...Bk4
bethi@mekorma. com

MEEP CARD o

|
WWEPFULLZ01 BR 2%ePayments

Aol

Chequebook |0
UPTOwMN TRUST

FLE BEMEFITS

P Description
Uptowar Trust
Flex Benefits-Lakes Bank

Bank &ce Mo
555777999
5034033034

Inactive Femote Bank Account
UPTOWwWM TRUST |~
FLE> BEMEFITS

Account Type
Pre-Funded
Fre-Funded

Credit Limit

$100.000.00 ~
$100.000.00

Send Yendor Master

* To enable the use of the checkbook for virtual card payments, you will need to have
complete the necessary paperwork to get the account set up properly. Upon approval the
Bank ID will be enabled for Vcard payments, processed using either the pre-funded or the
credit model.
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9.9.2. Manage Vendor Status

Mekorma Enhancsd Electronic
Payments: Configuration

If you are an Enhanced Electronic Payments customer, the status of your vendors’ enrollment can be
viewed in the Vendor Enrollment Inquiry window. Filters can be applied that include or exclude vendors of
a particular status. You can also view according to Vendor ID, Vendor Name, Check Name or Enrollment
Date:

m Enhanced ePayment Vendor Enrollment Inquiry - C5S (sa) — O X

.;@;. et ]ful '9'
(o]8

Redisplay File Tools | Help
-

w w
Actions File Tools | Help
Mame like
| + | ¥iew by Yendor Name |
« Include: Excluded for Marme * Checkbocok ID Enrcllment Statuz  Processing Type
e - Hold Wendor Statuz Enrollment Date - @
¥ Include: Enrolled EFT FIRST BANK | Ervclled EFT "
+~ Include: Enrolled VCARD FIRST BAME Erralled EFT
+ Include: Enrolled Check Pending Local
B Include: Local UPTOWM TRUST Enrolled EFT
Erralled Check

by Vendor Id FIRST BAME. Enrolled EFT

o by Vendor Name Errolled Check,
Errolled Check

by Check Name UPTOWN TRUST Erralled EFT

by Enrollment Date Erolled Check
EMP_BJOMES Bill Jones FIRST BAME, Enrall=d EFT
EMP_=JOMES Bill Jones FIRST BAME, Enrall=d Check,
BLOOMIMNGODOT | Bloomington County Errollied Check
BURMETTTOOI | Burkett Travel Associates Erralled Check
BUSIMESS0001 | Business Equipment Center Errolled Check
CAPITALPOOO Capital Printed Circuits Enrolled Check
CARLSOMS0001 | Carlzon Specialties Ermolled Check
CEMTRALCOOD | Central Cellular, Inc. Errolled Check
CHICAGOCO001 | Chicago City Tax Dept. Errolled Check
CHICAGORO0D | Chicago Rent-All Enrolled Check
CIRCUITDOOM Circuit Distributing ezt Enrolled Check
COMMETEMOOOT | Comnet Enterprises, Inc Enrolled Check ]

* To open the Vendor Enroliment Inquiry window, navigate to the Mekorma Area Page >
Inquiry > Enhanced ePayment Enrollment Status
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Enrollment Status

There are three possible Enroliment Status for your GP vendors:

» Pending: This vendor’s information will be sent to the ePayment system either overnight, or next time
the Send Vendor Master button is clicked. Until that time payments to this vendor are processed

locally using GP or MICR functionality.

+ Excluded: This vendor’s information is not sent to the ePayment service, and payments to this vendor
are processed locally.

« Enrolled: This vendor’s information is sent to the ePayment system, and their payments are
processed by whatever payment type is listed in the processing type column.

Processing Type

There are four possible processing types for your GP vendors:
+ Check: The ePayment service processes payments to this vendor by printing and mailing checks.
 EFT: The ePayment service processes payments to this vendor as EFT payments.

« VCARD: The ePayment service processes payments to this vendor by issuing virtual credit cards via
email.

* Local: Payments to this vendor are processed locally. However, if enrolled, this vendor’s information
is sent to the ePayment service. The service will work on your behalf to convert the vendor to accept
virtual credit cards.

How to Change Vendor Status

A vendor’s status can also be viewed and even changed within the Vendor Maintenance window. Depending
on the current status, you can apply one of the following changes to the vendor status:

* From Enrolled Check/ EFT/ Vcard to Excluded or Local Processing.
* From Excluded to Enrolled or Local Processing.
* From Local Payment Processing to Enrolled or Excluded.

Please note that while the transition to Excluded or Local Processing is immediate, the transition to Enrolled
is only effective after the most up-to-date vendor information has been sent to the ePayment system, and a
status update has been received by Dynamics GP. Until the updates have been transmitted, the Vendor’s
status will be listed as Pending Enroliment.
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* To open the Vendor Maintenance window, navigate to the Mekorma Area Page > Cards >

Payables > Vendor

1. Select a Vendor ID using the look-up.

2. Click on Additional > Enhanced ePayment Status to open the Enhanced ePayment Status window.
In this example, Allenson is currently enrolled as a vendor that accepts checks printed off-site.

m Vendor Maintenance - TWO (sa) - x
HWI29X® 5|0 2 W il @O
Save Clear Delete Wnte Options | Additional | All-in-One File Print Tools | Help Add
Lettersw = o View o - *  Note
Actions Options | AllVendor Statuses Tools | Help
Wendor ID ALLENSONDODT B tive ~]
Mame lenson Froperte:s W Write Letters b
ShartName | US&USM Clazs 1D USALS M 2
Check Name  US&USH
Primary Address:
Address D FRIMARY P
Contact Doug Allen Phone 1 (312) 5550103 Ext. 0000
Address 543 Washington Phone 2 (000) D00-D000° Ext. 0000
Phone 3
Fax (000 000-0000° Ext, 0000
Cily Chicsgo
State IL Tax Schedule USAUSSTCITY+0 P
ZIP Code E0E08 Shipping Method I=]
Couritry Code D UPsZone
Countiy 1S
Address Ds: Vendar Account
Puchase PRIMARY P
Remit To PRIMARY Iz Cornment 1
Ship From PRIMARY D Comment 2
1099 ¥
Options Address Accounts E-mal Froject
4 4 ¢ M |byVende D o

il

File = Tocls
- -

File Tocls

Wendor ID
Curent Status:

Change to

tup
em
pany
hasing
oll

ALLENSONDDOT
Enrolled Check

Close

3. Use the drop-down menu in the Enhanced ePayment Status window to change to the desired status.
In this case, the vendor can be switched to Excluded or Local Processing.

m Enhanced ePayment Status - T.. - X
il
File Tools
- -
File Tools
YWendor 1D ALLENSOMNOO001
Current Status: Etrolled Check
Change to: %
Ercluded
Local Processing Discard Close

-

Vendor Status Change Shortcut

Please note, this same task can be accomplished with a shortcut:

1. Right-click anywhere within the Vendor Maintenance window, once your Vendor ID has been selected.
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2. The vendor’s current status will be displayed. Click on the arrow to the right of the status to display

other options.

m Vendor Maintenance -

TWO (sa)

- X

rds
RWD9X ™ 5 8 2 mefl @ o
Save Clear Delete Write Options = Additional =~ All-in-One File Print | Tools Help Add ‘endor
Letterse = - View hd - ¥  Note Addresses
Actions Options =~ Additienal File Tools Help ncial
Wendor D ALLENSONO0OT S0 O Hed Status: Active ~ Pey
Mame Sllenson Froperties
Shait Name Uga-Us-M Class ID UsAUSH B
Check Name USA-US-M
Primary Address Exclude from Enhanced ePayment
Addisss |0 PRIMARY P Change to Local Processing
Contact Doug Allen Phone 1 [312) 535-0T03 Ext D000
Address 543 W ashington Phone 2 [000] 000-0000 Ext. 0000
Fhone 3
Fax [000] 000-0000 Ext. 0000
City Chicago
State IL TaxSchedule USALSSTCITY+0 s
ZIF Code 60508 Shipping Method Isl =
Countrw Code: ‘;0 UPS Zone £
Country Usa fem
pany
Address |Ds: Wendar Account hasing
Purchase PRIMARY D all
Femit Ta PRIMARY D Comment 1
Ship Fram PRIMARY D Comment 2
1093 I3
Options Address Accounts E-mail Project
W4 r M [pvendoriD

3. Choose the desired status.

Any changes in Vendor Status get updated every day so that the Vendor Master file in Dynamics GP and in
the ePayment system are in sync.
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5.9.3. Vendor Master File Management

As part of the Enhanced Electronic Payments service, we will contact your vendors to convert them to some
form of electronic payment type (virtual credit card or EFT).

On a daily basis, according to the schedule configured during installation of the MEEP utility file, the Vendor
Master file within Dynamics GP will automatically synchronize with the Enhanced Electronic Payments

system. As vendors change payment types in response to our outreach, or if you have made changes to a
vendor’s status within GP, the Vendor Master file will be updated accordingly.

You can always send an updated Vendor Master prior to the scheduled update:

* To open the Enhanced ePayment Configuration window, go to the Mekorma Area Page >
Setup > Purchasing > Enhanced ePayment Configuration

1. Open the Enhanced ePayment Configuration window.
2. Click the Send Vendor Master button.
m Enhanced ePayment Configuration - CS (sa) — Oa *

HE il @0

Save File Tools | Help Add

&7 7 ¥  Note
Actions | File Tools Help
Subdormain M ame mekormacustbua
Access Key
Adminizstration Email Address ik
Check printing location Off-zite w
LCredit Card |0 MEEP CARD P
Send Zero Value Checks O
Integration Baze Folder WWEPFULL2018R 2\ePayments £3

Yendor default checkbooks

Check payments
EFT payments

Te®

Weard payments

Cheguebaook [T ,;O [ escription Bank Acc Mo Inactive Remate Bank Account  Account Type Credit Lirnit

FLE* BEMEFITS Flex Benefits-Lakes Bank 5034033034 FLE= BEMEFITS ~ | Pre-Funded $100.000.00 ~
UPTOWM TRUST | Uptawn Trust 555777999 UPTOWMN TRUST  »~ Pre-Funded $100,000.00

w $0.00

'

Send Vendor M aster

! Mekorma recommends manually updating the outgoing and incoming vendor information
before processing electronic payments. Follow this link for instructions.
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This lists all the information that is communicated between Dynamics GP and the ePayment system:

Vendor Records

Vendor ID

Vendor Name (Check Name)

GP Status

Is 1099

Payment Terms ID
Main Address ID
Remit-to Address ID
Class ID

Tax ID Number

Address Records
Vendor ID

Address ID

Address Lines 1to 3
State/Province
Postal Code
Country

Contact Name
Phone Number
Email-to Address

Email-cc Address

Payment Method (0:Check, 1:EFT)

Check Name

Bank Account Name

Bank Account Number

Bank Routing Number

Bank Account Type (CHECKING or SAVINGS)

Last modified: Nov 21, 2019
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5.10. MEM Connector Setup

MEM stands for Multi-Entity Management®, a product written for Dynamics GP by Binary Stream Software.

This product allows organizations to manage multiple legal entities (companies) in one single database. The
facility is assigned as payables transactions are entered or batches created.

What does the MEM Connector do?

The MEM connector provides an interface between MEM and Mekorma so that facility information can be
printed on payables checks. The software uses SQL scripts to access Binary Stream tables to retrieve the
necessary information.

Depending on which version of Multi-Entity Management is set up for your company, you will find the facility
(entity) fields for payables in either the MEM Centralized category, or the MEM Decentralized category.
Payroll can only use the Decentralized category.

MEM Centralized: A Centralized process uses one checkbook to pay multiple entities. Transactions for
multiple entities can appear on one payables check. In this case, the Facility Name or ID will be printed on
each voucher line. Facility Address is generally not used in this setup. For correct alignment of columns on
the check stub if using subtotals, the connector provides common voucher line fields which must be used
with the Facility ID or Name when creating the stub layout.

MEM Decentralized: A Decentralized process uses multiple checkbooks to pay multiple entities. Only one
facility is reported per check. The Facility Name, ID and Address will be printed in the header area of the
check or stub.

Please note: Binary Stream has changed the process for entering and storing a legal name for entities when
using MEM for Payables in Decentralized mode. The Facility Company Name should now be retrieved from
the BSSIEntityLegalName column of table B3900400 starting from the MEM version listed in the table
below.That is, entity description will be printed with entity legal name.

A1 GP Version MEM Version
2013 N/A N/A

2015 14.00.1079 506s11 (and later)
2016 16.00.0404 601s05 (and later)
2018 All Builds All Builds

All prior versions should use the former process, which retrieves the entity name from the GL Segment table
(GL40200).
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5.10.1. Enable MEM Connector for Individual
Checkbooks

The MEM Connector must be enabled on a per checkbook basis for both Payables and US Payroll. This will

enable the MEM integration buttons to display on the necessary windows.

Payables

* To open the Mekorma MICR Checkbook Setup window, go to the Mekorma Area Page >
Setup > Purchasing > Checkbook Setup

1. Open The Mekorma MICR Checkbook Setup window.
2. Choose the checkbook you want to be used with the MEM Connector.
3. Click on Additional > Additional Features.
4. Check the box next to MEM Connector for Payables.
P Mekorma MI..  — X

X s il @7

Cancel Save File | Tools @ Help Add
v v ¥  Note

Actions File Tools Help

Checkbook. ID FIRST BANK

Mark additional feature to be activated.
Use Expansion Button to enter user defined options.

[ Youcher Mote
[ EFT Comment
Purchase Order SecuLity

5. Click Save to close the window.

6. Repeat these steps for any additional checkbooks you would like to configure.

Payroll

* To open the Mekorma MICR Checkbook Setup window, go to the Mekorma Area Page >
Setup > Payroll > Checkbook Setup
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1. Open The Mekorma MICR Checkbook Setup window.

2. Choose the checkbook you want to be used with the MEM Connector.

3. Click on Additional > Additional Features.

4. Check the box next to MEM Connector for Payroll.

Mekorma ... — *
i

X m il @0

Cancel Save File Tools | Help Add

- A *  Mote
Actions File Tools Help

Checkboak ID FIRST BANK

Activate Payroll Sort Feature

Sort by Location
Sort Direct Deposits to End

5. Click Save to close the window.

6. Repeat these steps for any additional checkbooks you would like to configure.

Mekorma Products User Guide - Build x78

! No passwords are allowed for payroll checkbooks when MEM is installed with Mekorma. If

you have Legacy User ID or Checkbook ID security configured, you must turn off
passwords. Signature can be applied.

Last modified: Sep 26, 2019
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5.10.2. MEM Connector for Payables

The Mekorma MICR MEM Payables Connector module integrates with Binary Stream’s Multi-Entity
Management® product to provide access to facility (entity) information for vouchers printed on Mekorma
MICR check stubs. The MEM Connector for Payables requires a separate registration key.

There are two setup options available for the MEM Connector: Sorting and Subtotals.

* To open the MEM Connector for Payables Setup window, go to Microsoft Dynamics GP >
Tools > Setup > Purchasing > Mekorma MEM for Connector for Payables Setup

m MEM Connector for Payables Setup - CS (sa) — e

WX @ il @01

Save Cancel File Tools | Help Add Open

- - *  DNote MNote
Actions File Tools Help
Payables - Centralized or Decentralized Payables - Centralized Only
Facility Check or Stub Sorting Dptions Facility Check Stub Subtotal Options

(® Mo Youcher Subtotals
() Subtotal Youchers by Facility 1D
() Subtaotal Wouchers by Facility Mame

() Sort by Facility Mame

For Centralized, sorts vouchers on stub by Facility

! Please note, to populate the setup tables, this window must be opened and the OK Button
clicked even if no options are selected.

Facility Check Sorting Options

Sorting options are available for both Centralized and Decentralized. For Centralized, checks are sorted by
the Facility ID or Name of the first voucher on the check. For Decentralized, checks print in Facility ID or

Name order.
1. Open the MEM Connector for Payables Setup window.
2. Select an option in the first section to define Facility Check Sorting:

* No Facility Sorting
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o The Decentralized category is used to print the Facility ID or Facility Name and Address on the
header.
» Sort by Facility ID
o For MEM Centralized, the Centralized category is used to print vouchers on the stub in Facility
ID order and checks in Facility ID order.
o For MEM Decentralized, checks print in Facility ID order.
+ Sort by Facility Name
o For MEM Centralized, this option uses the Centralized category to print vouchers on the stub in
Facility Name order and checks in Facility Name order.
o For MEM Decentralized, checks are printed in Facility ID order.

3. Click Save to save your changes.

Facility Check Stub Subtotal Options

This option is available for Centralized only. Vouchers are grouped and subtotaled on the stub by Facility ID
or Facility Name. If this option is selected, all fields on the voucher line must be from the MEM Centralized
category or they will not align properly.

1. Open the MEM Connector for Payables Setup window.
2. Select an option in the second section to define Facility Check Stub Subtotal Options:

* No Facility Subtotals
o Uses Centralized category to print vouchers on the stub with no subtotal line
» Subtotal by Facility ID
o Sorts and groups vouchers by facility ID and prints a subtotal line after each group.
+ Subtotal by Facility Name
o Sorts and groups vouchers by facility name and prints a subtotal line after each group.

See here for a detailed list of how sorting and subtotal options effect the printing results.

* For correct alignment of columns on the stub when using the subtotal options, all normal
voucher line fields should be replaced with fields from the MEM Centralized Payables
category of the Configurator.

Last modified: Sep 26, 2019
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5.10.3. MEM Connector for Payroll

When Binary Stream’s Multi-Entity Management is installed, each employee is assigned to a facility, and

each facility is assigned to a payroll checkbook. When payroll is processed, multiple checkbooks may be
accessed.

Check numbers are assigned according to the checkbook associated with the employee’s facility. The MEM
Connector for Payroll requires separate registration keys.

The MEM Connector for US Payroll provides the following custom sort order for payroll checks:

» Facility ID

» Division Code

* Class ID

* Last Name of Employee
» First Name of Employee

Setting Up Facility Signature IDs

In standard MICR payroll processing when security is by checkbook, a default Signature ID is assigned for
all payroll checks. With the MEM Connector for Decentralized Payroll, a Signature ID needs to be defined
for each payroll checkbook. This setup is used to determine which signatures print on the checks and when
the signatures should be printed.

* To open the Mekorma MICR Password and Signature Setup window, go to Microsoft
Dynamics GP > Tools > Setup > Payroll > Mekorma MICR US Payroll > Facility Signature
ID

1. Open the Mekorma MICR Password and Signature Setup window.

2. Enter information to define a Signature ID for each payroll checkbook. Please note, the Signature ID
must match the payroll Checkbook ID.

Signature 1 and Signature 2 will print in the Facility Signature 1 and Facility Signature 2 fields on the
check layout. Detailed instructions for defining Signature ID’s can be found in the Signatures & Passwords
by Checkbook section.

Setting Up Payroll Signature IDs

In standard MICR payroll processing when security is by checkbook, a default Signature ID is assigned for
all payroll checks. With the MEM Connector for Decentralized Payroll, a Signature ID needs to be defined
for each payroll checkbook. This setup is used to determine which signatures print on the checks and when
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the signatures should be printed.

1. Open the Mekorma MICR Security Setup window. This configuration applies to security by
Checkbook, so be sure that the Checkbook radio button is marked in the Set Passwords By section.

2. Click on the Checkbook ID to which you want to assign a Signature ID.

3. Click the look-up next to Payroll Signature ID.

4. Choose the desired Signature ID.

5. Repeat for all payroll checkbooks.

Last modified: Sep 25, 2019
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9.11. Dynamics GP Web Client

As of Mekorma Build x70, Mekorma products are compatible with the Dynamics GP web client. You can

easily print payments from a browser of your choice, although Mekorma recommends using Google Chrome.

When doing so, you will have access to all Mekorma features with a few exceptions. The following actions
cannot be done in the web client and must be performed on a Microsoft Dynamics GP desktop client:

« Edit Mekorma check formats within the Configurator.
* Import or edit signature files, check formats and company logo files.

bbroduction ko Using kekorma
wilth the Dynamics GF Welh Client

S

Before printing payments using the Dynamics GP web client, be sure you have completed the following
installation and configuration tasks:

1. Install the Mekorma Print Client.

2. Configure your browser settings.

3. Grant appropriate users security access to the Web Client.

Last modified: Oct 11, 2019
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5.11.1. Browser Settings

In order to print checks using Mekorma on the Dynamics GP Web Client, there are a few browser settings
that will make the process run more smoothly.

bbroduction ko Using kekorma
with the Dynamics GF Wek Client

* Mekorma recommends Google Chrome, as Chrome allows you to bypass manually opening
the .mcp (Mekorma Check Print) file at print time. If you are using any other browser, you
will have to choose to open the Mekorma Print Client by selecting to open the .mcp file each
time it is generated.

Settings for .mcp (Mekorma Check Print) Downloads

1. Open Google Chrome and type in the following URL: chrome://settings.
2. Scroll and open Advanced.

3. Scroll to Downloads. Choose the folder location path where the encrypted Mekorma Check Print file
(.mcp) will be written at print time.

4. Turn off Ask where to save each file before downloading.

Downloads

Change

Ask where to save each file before downloading o

Open certain file types automatically after downloading

* This feature is available with all major browsers. Please consult your browser
documentation for specific steps to enable this feature.

To prevent further browser dialogs when using Chrome

1. Print a Mekorma MICR test check in Web Client. You will see an .mcp file type in the lower left of the

browser.
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2. Click the down-arrow and mark Always open files of this type. When printing a test check for the
first time, you will additionally need to click on the .mcp file to manually launch the Mekorma MICR
Print Client.

Last modified: Oct 11, 2019
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5.11.2. Web Client Security

Once your browser settings are configured, you are ready to provide Web Client print access to your

Accounts Payable users as needed.

bbroduction ko Using kekorma
wilth the Dynamics GF Welh Client

=

* To open the Web Client Security Access window, go to the Mekorma Area page > Setup >
System > Web Client Security Access

1. Log in to Dynamics GP as a System Administrator or Power User.
2. Open the Web Client Security Access window.

3. Designate the ability to print over the GP web client by marking the box next to a User’s name.

P Mekormamic.. — O X

O =i e]

oK File Tocols | Help Add

hd b *  Mote
Actions | File Tools Help
UsaD o Weblient
DEEBIE A
DS, []
KAREN
KEM ]
LESSOMUSERT ]
LESSOMLSERZ ]
RvaN ]
sa ]
v

Last modified: Oct 11, 2019
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5.12. Enable Split Batches

The Split Batch feature enables transactions within a workflow process to be split, according to the

threshold level and approval requirements of that threshold. If transactions within a certain threshold range
do not need to be approved, those transactions can be placed into their own batch to continue through the
workflow. Transactions of greater amounts that do require approvals are put in another batch and then go

through the configured approval process.

The Split Batch feature prevents entire batches from being held up when only some of the transactions
require approvals.

How to Enable Split Batches with the Task-Based Security Model

When Task-Based Security is configured, you can split payables batches based on the threshold levels
designated in the applied Threshold ID.

* To access the Mekorma Security Setup window, go to the Mekorma Area page >
Setup > System > Security Setup.

1. Go to the Mekorma Security Setup window.
2. Under the Task-Based Security radio button selection, check the box next to Split Batches.
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m Mekorma Security Setup - CS (sa) — O 4

X il @

Save Cancel Options File | Tools Help

Actions Options File Tools = Help

To continue to use the security models prior to this release leave the selection to "Legacy’ @

.-- Balanced Business
1 Task-Based Security
@ Legacy Security

Complete Solutions

O Task-Based Security

.® Legacy Securi

-..(® Task-Based Security
. .[ASplit Batches
- = Purchasing
. Authorizers : 0
Authorization Task 1D :
" FIEFT Security
. % Payroll
. Authorizers : 0
. Authorization Task ID:
.. [F Direct Deposit Security
... % Financial
- Authorizers: 0
i ‘.. Authorization Task 1D : "
1O Legacy Security
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How to Enable Split Batches with the Legacy Security Model

! Please note, with Legacy Security the split batch feature is enabled automatically when you
choose to activate workflow. See below for instructions on how to enable/ disable.

When Legacy Security is configured, you can split payables batches based on the option selected in the

When to Require Passwords field under User ID security.

* To access the Security Maintenance window, go to the Mekorma Area page >
Setup > Company > Security Maintenance. This window is only used to configure Legacy

security options.

1. Go the the Security Maintenance window.

2. Be sure you have chosen to Set Passwords By: User ID

3. In the Payables Approval Workflow fields, check the box next to Activate Workflow. Split Batches will

automatically be enabled. If you want workflow without the split batch feature enabled, simply uncheck

the box next to Split Batches.
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- X
Save Cancel Auditlog Additional  File | Tools Help Add
Report ¥ Note
Actions Additional  File = Tools Help
SetF ds By |- Payables Approval Workflow — Additional Security Options
®iUser D} [ Activate Workflow § : ¥ %
0o B St Batches % rs):;hsleﬁusmum Menu Option
O None [ 2nd Approval Reminders LEt
[ Batch Completed Noifications k] DD Secuiy
P d/Signature Threshold
‘When to Require Passwords |One Password if Over Theeshold: None if Under Payables $2,000,000.00
‘When to Print Si Always One Signature US Payrol $4,000.00
Canadian Payroll $0.00
Add/Modiy User Delete Lser | ] Makan| | ] Unmagk Al Show  |Al ~
BETH BETH.JPG a
DEBBIE DEBBIE.JPG |

KAREN KAREN.JPG
KEN KEN.JPG
RYAN RYAN.JPG

Last modified: Aug 05, 2019
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9.13. Enable Assign by Checkbook Feature

You can assign Payables invoices, POP Shipment/Invoices and POP invoices to checkbooks using the
Assign by Checkbook option available from the Additional menu on transaction entry screens.

The feature must be enabled to take effect.

* To open the Mekorma MICR System Options, go to the Mekorma Area Page > Setup >
System > System Options

1. Open the Mekorma MICR System Options window.

2. In the Assign by Checkbooks Options section, mark the box next to Enable Assign by
Checkbook.

Mekorma MICR System Options - CS (sa) - X

a -

w (LR >
u k. *

Save | Additional File Tools | Help Add

- - - - Mote

Actions | Additional File Tools Help

PDF File Location and Maming Convention

Enable PDF Check Copies
EBaze Folder CAMEKORMA FILESSWPDF Check Copies's 3 @

Usze the fields in these Available Fields for Folders Fields in Folder Path

baues ko construct the folder | Batch Mumber Campaty 1D x

paths and file names for Date > Checkbook 1D

printing PDF Check. Copies Check Hurnber t

and Emailing Remittances. Yendor 1D or Employee D (_ £

This iz an optional feature .

that may be used in -

addtion to the Mekarma Available Fields for Filename Figlds in Filename

Check Image Archive Carmnpary |0 Yendar ID or Employes 10 s

feature in the Microsoft Checkbook 1D > Batch Mumber

Dynamics GP Inguiny Date Check Murnber t

windows. Py I
+

Additional Printing Options

[] Dizable Check Archiving ] Omit $0 checks in Payables
[ Awuta Show Inquing Check Preview [] Prirt FOF Motes
[] Keep Frint window Open After Printing @ [] Suppress DD Remittances

—
Azzigh by Checkboaok s Optiohs @
Enable Assign by Checkbook

Enable Default Checkbooks for Users

There is an optional setup feature for Assign by checkbook that allows default checkbooks to be assigned
on a per-user basis. This is useful if you have different users designated for each checkbook.
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Please note: the default checkbook for the user will override the default checkbook assigned to a batch.

* To open the Mekorma Assign by Checkbook window, go to the Mekorma Area Page >
Setup > Purchasing > Mekorma Assign by Checkbook window

1. Open the Mekorma Assign by Checkbook window.
2. Click into the Default ID field for a user.

3. Use the look-up to select the appropriate checkbook.

m Assign by Chec.. — O X

OX = il @
L~ 4 :
0K Cancel File Tools | Help Add

- hd * Note
Actions File Tools Help

Default Checkbooks by Uzer:

User ID Default Checkbook o
DEEBIE FIRST BANK n
DYNSA |
KAREN

KEN
LESSOMUSERT
LESSONUSERZ
RYAN

a

4. Repeat this step for all users needing default checkbook assignments.

5. Click OK to save.

Once this feature is enabled, you can select your vouchers based on checkbook assignments during the
batch building process.

Last modified: Dec 09, 2019
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5.14. Test Check Layout and Security

Printing test checks help you verify the correctness of your check layouts and confirm the approver,
password and signature options you have configured. Print the test checks from the same workstation and

printer you will be using for live checks.

Differences in printers and operating systems can lead to size and placement variations on the printed page.
The Test Check Layout is used for primary check regions, stubs, and overflow stubs. Use the MICR Gauge
to confirm the placement of the MICR line.

* To access the Test Check Layout and Security feature, go to the Mekorma Area Page >
Setup > Purchasing > Test Layout and Security

1. Select a Check Type from the drop-down list (Payables, US Payroll or Canadian Payroll).

m Mekorma MICR Test Check Layout and Secu.. — X

Print Cancel File Tools Help Add

s > ¥  Note
Actions File Tools Help
Check Type Papables ~
Checkbook ID LIS Payroll
Check Amount Canadian Payroll
Nurmber of Youchers 1

2. Use the lookup on the Checkbook ID field to select a checkbook you have set up for Mekorma MICR
check printing.

3. In the Check Amount field, enter the amount to print in the currency fields on the check. You can
enter different amounts to test your password and signature logic.

4. In the Number of Vouchers field, enter the number of remittance lines to print on the stub. For
example, if you want to see a stub that is paying five invoices, enter “5”. If you are using an overflow
format, enter a number large enough to force the stub information to overflow to the next page.
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m Mekorma MICR Test Check Layout and Secu..

- R il

Print Cancel File = Tools Help Add
= > ¥  Note
Actions File Tools Help
Check Type Payables v
Checkbook ID FIRST BANE. P
Check Amount $1.00

Number of Youchers

8
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5. Click Print. If you are using the Legacy security model, and User IDs and/or Passwords are required
for the checkbook and check amount, you will see the Check Password screen.

6. Enter the User ID and Password and click OK.

Check Password (Payables)

@ ok 3R Cancel

User 1 |
User 2

Paszsword

Password

If the applicable approver(s) has access to the checkbook, is authorized for the check amount, and

the correct password is entered, the Mekorma MICR Check Printing window will open.

On the Mekorma MICR Check Printing screen, confirm that the Check Printer is the printer you will

be using for checks. If not, select the check printer from the drop-down list of printers.

Mekorma MICR Check Printing
ﬂ) Print HEQ Preview x

Checkbook ID
MNon-Negatiable Word
MNumber of Checks

Prirmary Check Format
Check Printer

Check Overflow Format
Overflow Printer

Cancel
FIRST BANK [[] Use Copy Printer
VoID Number of Copies
1 Copy Options

[[] Keep window open after printing to print check copies

1
Keep Copies Separate

AP Check_bottom_2 Std AP Stubs. stbz

[v

Bullzip PDF Printer
Send To OneMote 2016 [redirected 2/copy 1)

Paper Bin [

Microsoft XPS Document Wiiter [redirected 2/

Microzoft Print to PDF [redirected 2/copy 1)
|Fax [redirected 2/copy 1)

Paper Bin |

Send To OneNote 2016
[Microsoft XP'S Document Writer
Microsoft Print to PDF

9. Click Print to send the check to the printer and review the check layout.
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Last modified: Sep 25, 2019
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5.15. Automate the Selection of Printers

Mekorma leverages Microsoft Dynamics GP’s Named Printers feature to bring even more convenience and
security to the in-house check printing process. Named Printers can save you time and eliminate printing
errors by allowing you to configure, in advance, which printer you are going to use to print your MICR
checks, check copies, overflows and EFT remittances.

This means you will NOT have to choose a printer each time you process payments.

The video below will walk you through the steps necessary to configure Named Printers; or follow the written
instructions on the following pages, in the following order:

1. Set Up Named Printers
2. Assign Named Printers to Mekorma Tasks

Using Mamed Printers
with Mekarma

c T

! Please be advised of the following:

* Named Printers MUST be setup if you are processing payments using Multi-Batch Management!
* Named Printers is NOT currently supported by Dynamics GP or Mekorma for Session or Redirected

printing.
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5.15.1. Set Up Named Printers

* To access the Assign Named Printers window, go to the Microsoft Dynamics GP drop-down
menu > Setup > System > Named Printers

The first step in configuring Named Printers is to name them! Printers must be set up with Printer IDs:

1. Login as an adminstrator.
2. Navigate to the Assign Named Printers window.
3. Confirm that a Machine ID is entered, and that a default printer has been assigned in Dynamics GP.
4. Click on Setup to open the ‘Setup Named Printers’ window.
mAssign Named Printers - TWO (sa) — X

OK File Print Tools Help Add

r b ¥  Note
Actions File Tools Help
User ID sa JH_Q‘
Company Name Fabiikam, Inc. s MachineID:  GPFULL2018US |
Task Series: 3id Party ~ ‘

Mekorma MICR Checks
Bullzip PDF Printer

Mekoma MICR Checks Copy |Spstem ~ | DEFAULT

Bullzip PDF Printer

Mekoima MICR Checks Dverflow DEFAULT

Bullzip PDF Frinter

Mekoma MICR Checks Copy Overflow System ~ DEFAULT

Bullzip PDF Printer

Mekorma MICR EFT Remittance System + | DEFALLT

Bullzip PDF Printer )

i |

5. Create a new Printer ID by typing the desired name in the Printer ID field.
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m Setup Named Printers - TWO (sa) — et
mWX e (| @7
Save Delete File Print @ Tools Help Add

- o ¥  Note

Actions File Tools Help
Machine ID GPFULL2018US
| Printer 1D CHECKS| )
Printer Class |System v|
User ID H -
Company Name I ;
Printer Name }J
Estra Description
Assign Advanced

4 4 F bl

6. Choose the Printer Class from the drop-down menu options:
a. System: Applies the same designated printer across companies and for every GP user.

b. User: Allows each individual user to be assigned a unique printer, applied to every company the
user prints from.

c. Company: Gives the option to assign a printer on a per-company basis, no matter which user is
printing in that company.

d. User & Company: Ties printers to individual users on a per-company basis.

m Setup Named Printers - TWO (sa) — >

dl « | @]

Save Delete File Print Tools Help Add

B ¥ ¥  Note

Actions File Tools Help
Machine ID GPFULL2018US
Printes 1D CHECKS D
Printer Class
User ID B
Company MName User & Company ,r
Printer Name }J

Extra Description
Aszign Advanced

44 » »

7. Fill in the rest of the fields as required by the Printer Class; a Printer Name must be selected by using
the lookup.

! When setting up a printer for check copies, you must enter the integer value (1, 2, 3) for the
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number of copies desired in the ‘Extra Description’ field. Check copies will not print if this
field is left blank.

8. Click Save.
9. Proceed to assign printers to Mekorma Tasks...

Last modified: Aug 05, 2019
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5.15.2. Assign Named Printers to Mekorma

Tasks

Once Named Printers have been set up, you can now assign different printers for MICR checks, check

copies, overflows and EFT remittances in the Assign Named Printers window:

* To access the Assign Named Printers window, go to the Microsoft Dynamics GP drop-down

menu > Setup > System > Named Printers

1. Login as ‘sa’.
2. Navigate to the Assign Named Printers window.

3. Choose 3rd Party from the Task Series drop-down menu.

m Assign Named Printers - TWO (sa) —

O v« i @7

QK File Print Tools Help Add
* bd ¥  Note
Actions File Tools Help
User ID |sa 'Pi ‘
Company Name | Fabrika, Inc: 2| Machine ID:  GPFULL2018US

Task Series: || 3rd Party

s

Mekorma MICR Check

User & Company

v

Mekorma MICR Check: |SMm v ]DEFA.ULT
Bullzip PDF Printer
Mekorma MICR Check DEFAULT
Bullzip PDF Printer
Mekorma MICR Checks Copy Ovenow System ~ | DEFAULT
Bullzip PDF Printer
Mekorma MICR EFT Remittance Spstem ~ | DEFAULT
Bullzip PDF Printer
| Rediplay | Sewp

4. Click on a Mekorma Task Description. Example: Mekorma MICR Checks
5. Select the Printer Class you’d like for that task. Example: System

Page 201 of 288



11l Assign Named Printers - TWO (sa) - X

O i<l 7]

oK File Print Tools | Help Add

s > ¥  Note
Actions File Tools Help

UserID 33 ,;-)

Company Name Fabrikam, Inc. ;Q Machine 1D; GPFULL2018US

Task Series: 3id Paity W ‘

Task Description Prinker Class Frinter ID 0E
Printer Mame Extra Description
Mekoima MICR Checks A

Mekorma MICR Checks Copy
Bullzip PDF Printer

Mekorma MICR Checks Oveiflow
Bullzip PDF Printer

DEFALULT

DEFAULT

6. The Named Printers window will open, listing available printers within the System Printer Class — click
on the desired printer, then Select. Example: CHECKS

MNamed Printers - TWO (sa) — X

/X = il @9

Select JCancel File Tools Help Add

T ad ¥  Note

Actions File Tools Help
Find By Printer Code 19 MNew (& Open
w | View: All Printers for GPFULL2018US with Printer Class System; 3 @)
Printer 1D User ID Company Name
CHECKS

Bullzip FDF Printer
DEFAULT

Bullzip PDF Printer
EFT

Microsoft Print to PDF

7. The Named Printer has now been assigned to that particular Task.
! Please Make Note of the Following:

You must make to necessary adjustments in User ID and Company Name fields of the Assign Named
Printers window, depending on the Printer Class you want to assign.

If | want to use a printer that is designated with the User & Company Printer Class, | must choose the
correct User ID and Company Name in the fields at the top of the window. Example: The APFABRIKAM
Printer ID assigned to Debbie in Fabrikam:
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m Assign Named Printers - TWO (sa) — X

@igfﬂ (2

File Print | Tools | Help Add

¥ Note
Actions File | Tools Help |
UserID DEBBIE P
Company Name Fabrikam, Inc. ) Machine ID: | GPFULL2018US |
Task Series: 3rd Party v|

Mekorma MICR Checks
Bullzip PDF Printer
Mekorma MICR Checks Copy
Bullzip PDF Printer

Last modified: Aug 05, 2019
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5.16. Enable Automatic PDF Check Copies

Mekorma provides the option to email EFTs to vendors in PDF format, as well as generate automatic PDF

copies of posted checks. Both of these options include the ability to specify the folder location and naming
convention of the PDF.

* To access the System Options window, go to the Mekorma Area page > Setup > System >
System Options

1. Open the System Options window.

2. Click the Enable PDF Check Copies option to enable the automatic Printing Check Copies to PDF
feature.

m Mekorma MICR System Options - TWO (sa) — X

t I @7

Save = Additional File Tools Help Add
Actions  Additional File Tools Help

PDF File Location and Maming Convention

[] Enable PDF Check Copies
MWGPFULL2018USAPDF Check Copiesh

=(O)

Base Folder

Use the fields in these Available Fields for Folders Fields in Folder Path

boxes to construct the folder | Batch Number Company [D S

paths and file names for Date EY Checkbook ID

printing PDF Check Copies | Check Number t

and Emailing Remittances. Wendor ID o Employes 1D ¢ +

This is an optional feature $

that may be used in

addition to the Mekorma Available Fields for Filename Fields in Filename

Check Image Archive Company 1D endor ID or Employee 1D t

feature in the Microsoft Checkbook 1D 3 Batch Number

Dynamics GP Inquiry Date Check Murmber t

windows. e £
+

Additional Printing Options

[] Disable Check Archiving
[ Auto Show Inquiry Check Preview
[] Keep Print Window Open After Printing ®

Assign by Checkbooks Options ®

[T Omit $0 checks in Payables
[] Print POP Notes
[7] Suppress DD Remittances

[+] Enable Assign by Checkbook

3. Define the path of the Base Folder to store the PDFs. If the Base Folder field was populated prior to
upgrading, the Enable PDF Check Copies option is automatically checked. Mekorma recommends
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designating a UNC folder. If this folder cannot be accessed for any reason, the check copies will be
created in the Data subfolder of your Microsoft Dynamics GP installation folder.

4. Choose from the options listed under the Available Fields for Folders section. Each folder path you
select is created as a sub-folder under the Base Folder field location.

«¥s You can add subfolders using the options in the Fields in Folder Path section. The PDF is
given the file naming convention specified in the Available Fields for File Name section.

Last modified: Oct 11, 2019

Page 205 of 288



Mekorma Mekorma Products User Guide - Build x78

9.17. Check Image Archive Printing Options

If you would like to view and print check copies or EFT remittances, you may do so by using the check
image archive feature. Check Archiving is enabled by default upon installing the Mekorma Payment Hub.

* To access the System Options window, go to the Mekorma Area Page > Setup > System >
System Options

Disable Check Archiving

1. Open the System Options window.

2. Under Additional Printing Options, check the box labeled Disable Check Archiving.

m Mekorma MICR System Options - TWO (sa) — *

2 l I_.' |
Save = Additional File Tools  Help Add

Actions Additional File Tools Help

PDF File Location and Maming Corvention

[] Enable PDF Check Copies

Base Folder CAMEKORMA FILES\PDF Check Copies = (6]

Use the fields in these Available Fields for Folders Fields in Folder Path

boxes to construct the folder | Batch Number Company 1D 3
paths and file names for Date EY Checkbook D -
printing PDF Check Copies | Check Number t
and Emailing Remittances. Vendor 1D or Employee 1D P $
Thiz is an optional feature $
that may be used in

addition to the Mekoma  Availlble Fields for Filename Fields in Filename

Check Image Archive Company 1D Wendor ID or Employee 1D %
feature in the Microsoft Checkbook ID > Batch Number

Dynamics GP Ingquiry Date Check Murmber t

indows.
windows e <
+
Additional Printing Options
{/f Disable Check Archiving [ Omit $0 checks in Payables

Auto Show Inquiny Check Preview

[] Keep Print Window Open After Printing ®

Assign by Checkbooks Options ®
[] Enable Assign by Checkbook

[] Print POP Motes
[7] Suppress DD Remittances
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Auto Display Check Preview

The check copy or EFT remittance can be displayed automatically when the Payables Payment Zoom
window is opened within the Mekorma Audit Log.

1. Open the System Options Window.
2. Under Additional Printing Options, check the box labeled Auto Show Inquiry Check Preview.

m Mekorma MICR System Options - TWO (sa) — *

i il @7
Save  Additional File | Tools Help Add

Actions Additional File Tools Help

PDF File Location and Maming Convention

[] Enable PDF Check Copies

Base Folder CAMEKORMA FILES\PDF Check Copiest &@

Use the fields in these Available Fields for Folders Fields in Folder Path

bowxes to construct the folder | Batch Number Compary 1D 3

paths and file names for Date Checkbook ID

printing PDF Check Copies | Check Number t

and Emailing Remittances. Vendor 1D or Employee 1D $

Thiz is an optional feature

that may be used in *

addition to the Mekorma Awailable Fields for Filename Fields in Filename

Check Image Archive Company ID Vendor ID or Employee 1D %

feature in the Microsoft Checkbook 1D B atch Number

Dynamics GP Inquiry Date Check Murmber t

windows. e <
*

Additional Printing Options
[] Disable Check Archiving

{i] Auto Show Inquiry Check Preview
[[] Keep Print Window Open After Printing ®

[T] Omit $0 checks in Payables
[7] Print POP Notes
[7] Suppress DD Remittances

Assign by Checkbooks Options ®
[+] Enable Assign by Checkbook

Page 207 of 288



Mekorma Mekorma Products User Guide - Build x78

5.18. Omit Zero Dollar Checks

Enable this feature if you do NOT want to print a $0 checks when you process batches using Mekorma
functionality.

Example: a credit memo fully is applied to a payment and zero dollars is left on invoice, and you do not want
the check to print.

* To open the Mekorma System Options window, go to the Mekorma Area Page > Setup >
System > Mekorma System Options

1. Log in to Dynamics GP as an Admin or Power User.
2. Open the Mekorma System Options window.

3. In the section labeled Additional Printing Options, check the box next to Omit $0 checks in
Payables:

Mekarma System Options - CS (sa) — b

e
AN 3=

U |
Save | Additional File Tools | Help Add

hd - - - Mote

Actions | Additional File Tools Help

PDF File Location and Maming Corvention

Enable POF Check Copies
B ase Folder CAMEKDORMA FILESWPDF Check Copies’ 3 @

Use the figlds in these

boxes to construct the folder | Batch Mumber Company 1D £

paths and file names far Date Checkbook 1D

printing FOF Check Copies Check Number t

and Emailing Femittances. Yendor 1D or Employee D ¥

This iz an optional feature r

that may be used in -

addtion to the Mekorma Available Fields for Filename Figlds in Filehame

Check Image Archive Company 1D Yendor D or Employes 1D I

feature in the Microzsoft Checkbook 1D Batch Mumber

Dwrarnics GF [nguiry Date Check Murnber t

windaws. i
+

Additional Printing Options

Available Fields for Folders

Fields in Folder Path

Omit $0 checks in Payables I
[ Prirt POF Mates

[] Dizable Check Archiving

[ Awuta Shaw Inquiry Check Preview
[ K.eep Print Window Open After Printing @ [] Suppress DD Remittances
Uszing Flow + Powerappsfor notifications emails
Azszign by Checkbook s Options @
Enable Assign by Checkbook
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4. Click Save before closing the window.

Last modified: Feb 29, 2020
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6. Process Payments

This section of the User Guide will explain, guide and demonstrate the payment process when using
Mekorma products.

Last modified: Oct 23, 2019

Page 210 of 288



Mekorma Mekorma Products User Guide - Build x78

6.1. Build Batches with Mekorma

Payment batches can be created using the standard Microsoft Dynamics GP procedures on a per company

basis. The following windows can be used:

* Build Payment Batch (Select Checks)
+ Edit Payment Batch (Edit Checks)

Multi-Batch Management can be used in place of these procedures, and will allow you to build batches
across companies using multiple checkbooks.

Last modified: Nov 12, 2019
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6.1.1. Build Multiple Batches at Once

* To open the Action Board, go to the Mekorma Area Page > Transactions > Payables >
Multi-Batch Management Action Board

1. Open the Multi-Batch Management Action Board.

2. Click on the Action drop-down menu and select Build Payment Batches (this is the default selection
upon first opening the action board).

3. Choose the desired Process ID. The system will list all associated Build IDs that make up the Process
ID, in addition to pending Batch Numbers (this number will change after batches have actually been
built), company, checkbook, type of payment included in the batch, and the currency used. If there are
any issues preventing a particular batch from being built, this will display in the column Reason Batch
will not be created.

4. Once you have confirmed there are no errors, click Process. The system will build batches using the

saved build criteria stored within the Process ID. Any vouchers that meet the criteria will be pulled into
the appropriate batch.
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m Multi-Batch Management Action Board - TWO (KEN) — O *

Process Options | View File Tools  Help Open Add
- - hd ¥  Note MNote

Actions View File Tools Help

Process IO EQw End of ‘Week Payment

P D escription

Action Euild Payment Batches

Mark All | Unmark All z Fiedizplay
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Build Iﬁ Batch Number Company Checkbook Type Currency Reason Batch will not be created
UTILITY <PENDING-00001> Fabrikam, Inc. FIRST BANK EFT  Z-US$
EMPLOYEE <PENDING-00002> Fabrikam, Inc. FIRST BANK EFT  Z-US$
DUEIN7 <PENDING-00003> Fabrikam, Inc. FIRST BANK Check Z-US$
DUEIN7 <PENDING-00004> Fabrikam, Inc. FIRST BANK EFT  Z-US$
UTILITY <PENDING-00005> Balanced Business  FIRST BANK EFT  Z-US$
EMPLOYEE <PENDING-00006> Balanced Business FIRST BANK EFT  Z-US$
DUEIN7 <PENDING-00007> Balanced Business  FIRST BANK Check Z-US$
DUEIN7 <PENDING-00008> Balanced Business  FIRST BANK EFT  Z-US$
UTILITY <PENDING-00009> Complete Solutions FIRST BANK EFT  Z-US$
EMPLOYEE <PENDING-00010> Complete Solutions FIRST BANK EFT  Z-US$
DUEIN7 <PENDING-00011> Complete Solutions FIRST BANK Check Z-US$
DUEIN7 <PENDING-00012> Complete Solutions FIRST BANK EFT  Z-US$

5. During the process, each company login window will display as Multi-Batch Management changes

through companies. You can choose to show or hide other windows.

* If you need to access Dynamics GP while batches are being built, it is possible to pause the
process by clicking Pause, then Resume when ready. If you do not want to complete the
process after pausing, click Finish.

m Processing, pleas...

File

Edit

Tools  Help

Rezuming processing...

Previouzly Processed:
Currently Processing:

M ewt to Process:

270412-00007
270412-00008
EFT: FIRST BAMEK. # EMPLOYEE

8/12/2019

ol

ﬂF’ause
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m Processing, pleas.. -

File Edit Tools Help 8122019 ~

Altermnpting Approsval 19087 2-00005

Previously Processed: A | 190812-00008 : BB

Currently Processing: 13031 2-00005
Mest to Process: EFT: FIRST BAME. / EMPLOYEE

Finish ' Resume

MMM Build Results Report

6. When all batches have been built, the MMM Build Results Report is generated and can be displayed
on the screen, printed, or saved as a file in a location of your choice. You may prefer to set up your
options so the Results Report is emailed instead, in which case this window will not display:

Report Destination

Report Information
M ame: tAbdbd Build Fesultz Report

Option:

Destination

Feport Type:

[] Screen

] Frinter

File
File: Marne: £

File: Farmnat: | e |

® Append (") Replace

Example:
The Report will show you:

+ Batches that were built because there were payments that met the criteria of the designated Build ID.
« Batches that were not built or REMOVED because no transactions were found to meet the applied

build criteria.
 How much time it took to build all the batches.
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I Screen Output - MMM Build Results Report

File Edit Toels Find Help

&b Pt =] SendTo 4] Modiy v |Completed1Pega

Complete Solutions

Batch Number # of Trx Checkbook/CC Payment Build ID Batch Total
[REMOVD—-0008] 0 FIRST BANK EFT UTILITY S0.00
[REMOVD-0009] 0 FIRST BANEK EFT EMPLOYEE $0.00
[REMOVD-011] 0 FIRST BANEK EFT DUEIN7 $0.00
191111-00003 10 FIRST BANK Check DUEIN7 $19,193.61
$19,193.61

Fabrikam, Inc.

Batch Number # of Trx Checkbook/CC Payment Build ID Batch Total

270412-00001 2 FIRST BANK EFT UTILITY $5,464.42
270412-00002 1 FIRST BANK EFT EMPLOYEE $550.82
270412-00003 2 FIRST BANK Check DUEIN7 $6,613.96
270412-00004 4 FIRST BANK EFT DUEIN7 $3,167.32

$15,796.52

[1 Batch removed by Multi-Batch Management

Action Date Time $54,183.74
Start 11/11/2019 3:33:06 PM
End 11/11/2019 3:34:58 PM

1 Minute 52 Seconds

If you are using the MEM Connector in conjunction with Multi-Batch Management, you can
build batches for Centralized and Decentralized processes at the same time.

Last modified: Nov 12, 2019
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6.1.2. Using Multi-Batch Management with
Multi-Entity Management

Before processing payments using Binary Stream’s Multi-Entity Management (MEM) with Multi-Batch
Management (MMM), the following steps must be taken:

+ MEM must be activated for all entities you want to process with MMM.

« All users must have a default entity assigned. That entity ID will be pulled by default from the
Payables Batch Entry window when Multi-Batch Management goes through the automated build
process. If you do not have an entity ID set up for a company that is going to be included in your
MMM processes, you will be notified through a warning message on the MMM Action Board.

Multl-Batch Manageament for
Binary Stream's MEM Users

When using Multi-Batch Management, you can Centralize or Decentralize your process when you are

building a Process ID.

Build Batches

* To open the Multi-Batch Management Process Maintenance window, go to the Mekorma
Area Page > Setup > System > Multi-Batch Management Process Maintenance

1. Open the Multi-Batch Management Process Maintenance window.

2. Type in the name of a new or existing Process ID. If creating a new one, select a combination of a
company, checkbook, Build ID, and payment type to add to the Process ID.

3. Click Insert.
4. Select the build parameter you would like to Centralize or Decentralize.

5. Click on the MEM button at the top of the window to open the Multi-Entity Management Settings
window.

6. Select a Centralized or Decentralized processing type. One or both processing types can be
included within a Process ID.
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10.

11.

12.

Click OK to close the window.

On the Action Board, select the Process ID that contains the Centralized and/ or Decentralized build
criteria.

Check the box next to each batch you would like to build, and click Process. Centralized and
Decentralized processes can be built simultaneously, or one at a time.

When building batches for a Centralized process:

The system will build one batch from all invoices that meet the selected build criteria from each of the
child entities within the designated parent entity. See the Build Results Report:

When running a Decentralized process:

One batch is built for each entity, resulting in multiple total batches. See the Build Results Report:

Continue with the next steps in the Action Board to process and post your batches as is standard with
the Multi-Batch Management service.
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6.2. Assign Checkbooks for Invoice Selection

Mekorma’s Assign by Checkbook feature allows payables invoices to be assigned to a specific checkbook.
You can assign each invoice to a checkbook individually, or assign groups of invoices to a single checkbook
in a batch process. This feature works with payables invoices, POP shipment/invoices and POP invoices.

In addition, each vendor can be assigned to a specific Checkbook ID. If this option is activated when checks
are built, only those vendors who have been assigned to the checkbook for the check batch are paid during
that check run.

The Assign by Checkbook feature must be enabled before any assignments can be made.

! Please note, credit memos and returns cannot be assigned to checkbooks. Instead they
must be applied to the appropriate invoices to be credited to the specified checking account.

Follow these links for instructions on how to assign checkbooks to:

* |ndividual invoices

- Payment batches

e Purchase orders

* Vendors

After assigning checkbooks, you can use the feature to select invoices by vendor or voucher when building

batches. This process can be automated by integrating the feature into your Multi-Batch Management

process.

Last modified: Nov 27, 2019
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6.2.1. Assign a Checkbook to an Invoice

You can assign a checkbook to each invoice upon entry. This is effective if you are handling a group of
invoices that are each paid by different checkbooks.

The Assign by Checkbook feature must be enabled before any assignments can be made.

Assigning Vouchers by
Vendor Checkbook I0{GP J01E)

* To open the Transaction Entry window, go to the Mekorma Area Page > Transactions >
Payables > Transaction Entry

1. Open the Payables Transaction Entry window.
2. Create a new payment or use the look-up open an existing voucher.

3. Click on Additional and select Assign by Checkbook to open the Assign by Checkbook Entry

window.
m Payables Transaction Entry - CS (sa) - ped
=" @ pat ﬁ =5 bl IT ok
= a i= = s (
W X & 2 5 S il @7
Save Delete Post Optiens | | Additicnal File Print Print | Tecls Help Add
- - - - - Mote
Actions Options Payables Transaction Language | Help
Voucher No. | 00000000000000457 g EyChecIbunk YABLES BATCH | O]
Document Type: Ireoice Doc. Date | 4/21/2027 H +»
Description P4
Yendor |D ACETRAVEDDOT F Currency 1D Z-US% p D -
Harme & Travel Company Document Number DOCUMENT 1
Address D PRIMARY D P.0. Number
Bemit-Ta 1D p Shipping Methad OWERMIGHT ‘,O
Pavment Tems Met 30 D Tax Schedule |0 COMPANYPUR Pl
Purchases $50.00 1099 Arnourt $0.00 7
Trade Dizcount $0.00 Cash $0.00 =9
Freight $0.00 Check $0.00 <9
Miscellansous $0.00 Credit Card $0.00 | =4
Taw $0.00 | = Terms Dize Taken $0.00
Total $50.00 On Account $50.00
Al Diistributions Frint Check
14 4 » pl |byBatchID R Statuz | Unposted
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4. Use the look-up in the Checkbook ID field to select the checkbook you want to assign this specific
payment to.

m Assign by Checkbook Entry - ... — *

OX = il @7

Cancel File Tools  Help Add

hd - *  Note
Actions File Tools Help
Yaucher Murmber 00000000000000457
Yendar 1D ACETRAVEDDD
Yendar Mame
Checkbook 1D O TR TS
Checkbook MName U pbant Trust

5. Click OK to save.

Posted Invoice Assignments

If you have already posted an invoice but haven’t paid it yet, the checkbook assignment can be changed.

* To open the Transaction Inquiry by Vendor or Transaction Inquiry by Document windows,

go to the Mekorma Area Page > Inquiry > Payables > Transaction by Vendor or Transaction
by Document

1. Open the Transaction Inquiry by Vendor window or the Transaction Inquiry by Document window.

2. Select the payment you want to reassign and open the Additional menu > Assign by Checkbook to
open the Assign by Checkbook Inquiry window.
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m Payables Transaction Inquiry - Vendor - CS (sa) - O #

‘9 e @20 = « [| @

Redisplay | View | Additional [ All-in-One File Print | Tools | Help Add

- WView b h7 *  MNote
Actions View Assign By Checkbook |e Tools Help
I
Vendor ID ACETRAVEDDD D
Marme A Travel Company
Diacuments: |b_l,l Document Mumber ~ |@ all ) From:
To
Sort by |D0cument Wurnber R |.-’-'n.$c:ending ~
Inciude: Wwhork, Open History
Origin IC Document Mumber Type Doc Date Original Aot Unapplied Amount -5 @
Waoucher/Payment Mumber Due Date Dizc. Date Tranzaction Description Currency (D @
OPEM : ]
OPEM 0000000000000047:3 IMY 12772018 $290.23 $290.23
OPEM 1000 IMY | B/2B/2023 $607.68 30768
HIST 10003 PMT | 8/1/2023 $600.00 $0.00
OPEM 1001 IMY | 7972023 $553.81 $153.81
HIST 1001.3 PMT | 8A15/2023 $400.00 $0.00
HIST 1002 IMY | 82072023 $430.72 $0.00
HIST 10022 PMT | 9/26/2023 $200.00 $0.00
14 4 » » |byVendor D v

3. Using the look-up, select the Checkbook ID you’d like to assign this payment to. Please note: posted
invoices that have already been paid cannot be reassigned.

m Assign by Checkbook Inguiry -... — X

O X T«

0K Cancel File Tools H;Ip Add

hd hd ¥  Note
Actions File Tools Help
Waucher Hurmber 000000000000a0483
Wendor 1D ACETRAVEDDD
‘Wendor Hame A Travel Compary
Checkbaok ID RS TEANK] I
Checkboak Marme Firgt Bank.

4. Click OK to close this window.

5. Click OK on the Transaction Inquiry by Vendor or Transaction Inquiry by Document window to save.
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6.2.2. Assign a Checkbook to a Payment
Batch

Assigning a checkbook to an entire batch works well if you have a group of invoices that should all be paid
by the same checkbook.

The Assign by Checkbook feature must be enabled before any assignments can be made.

Assigning Vouchers by
Wendor Chechbook ID{GP 2018)

_@__i___

* To open the Payables Batch Entry window, go to the Mekorma Area Page > Transactions >
Payables > Batches

1. Open the Payables Batch Entry window.
2. Select the batch you want to assign using the look-up next to Batch ID, or create a new batch.

3. Use the look-up to choose the appropriate checkbook.
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m Payables Batch Entry - €S (sa) — e
' i e x == TT /Tl &
Eﬁ | a o W k. * 4
Save Clear Delete Post | Additional File Print = Tools | Help Add
- - - *  DMote
Actions Additional File Tools Help
Batch ID PaAYABLES BATCH p | Origin: Papables T Entry
Caomrment 'auables [nvoice
Frequency: Single Uze e | Pasting Date /21,2027 H
Uz lagt day of the manth Check Date 0A0/0000
Recuring Posting Checkbook ID | UPTOWH TRUST P
Drays to Increment Lurrency I
Lazt Date Posted
Timesz Posted
Control Actual
Tranzactions 2
Batch Tatal $0.00 $125.00
Uzer D Approval Date
Approved Transactions
4 4 » P

4. Click Save.
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6.2.3. Assign a Checkbook to a Purchase
Order

The Assign by Checkbook feature can also be applied to the Purchase Order (PO) system. A checkbook
can be assigned to the original Purchase Order, and that assignment will be carried through to the invoice.

The Assign by Checkbook feature must be enabled before any assignments can be made.

Assigning Vouchers by
Wendor Chechbook ID{GP 2018)

_@__i___

* To open the Purchase Order Entry window, go to the Mekorma Area Page > Transactions >
Purchasing > Purchase Order Entry

1. Open the Purchase Order Entry window.
2. Use the look-up to pull up an existing PO, or create a new one.

3. Click on the Additional menu > Assign by Checkbook to open the Assign by Checkbook Entry

window.

m Purchase Order Entry - TWO (sa) — O X
- " = B —ﬁ . 7 & j
| d = 4 =" i ( ) T
H E’ 2 ::_| E ¢ = __’J Hu ‘9
Save Actions QOptions | View | Additional File Print E-mail | Tools Help Add
Actions Options | View Assign By Checkbook | Tools Help
||
Type: Diop-Ship v Hold Vendor ID ADVANCEDOOD1 I
PO Number PO0997 PO Name Advanced Office Systems
Buyer ID P Curiency ID ZUss ¢ O
Date L4100 i -
[] Alow Document Commitments
Proiect Number ) CostCat 1D 9 Jtem C 0P UM 9 Quantity Ordered O=®
Line | Urit Cost SitelD [ Quantity Canceled Extended Cost ®
PHON-ATT-53BK Each 1A
1 $90.26 WAREHOUSE o $90.25
0.00
0 $0.00 0.00 $0.00
W
Subtatal $90.25
Remaining PO Subtotal $90.25 Trade Discount $0.00
Freight $0.00 |-
Miscellaneous $0.00 =
Tax Schedule ID L0 Tax $0.00 |9
Comment 1D P> Total $90.25
4 4 ¥ M |PONumber | PO Status | New Revision| 0
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Mekorma
4. Use the look-up to choose the appropriate Checkbook ID.
5. Click OK.

6. Click Save on the Purchase Order Entry window.
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A checkbook assignment can also be made when you receive the shipment by following the exact same

steps in this window:

H Receivings Transaction Entry - TWO (sa) = O X

QXEQQ_E'E:EQ -« [0 ®

Save Delete Void Post Auto-Rov Ophons \ﬁew Additional | File Tools Help

Actions Options  View Assign By Checkbook

Type: Shipment v Vendor 1D FABRIKAMODO1 FDE
Receipt No. RCT1161 20 Name Fabricarm, Inc.

Vendor Doc. No.  EElE Currency ID ZUss ()3
Date 4/21/2027 =

Baich ID RECEIVING ENTRY PO

PO1002 PHON-GTE 5043 P
2 $81.25| Each |WAREHDUSE | 0
0 $16250 10 10
000 $0.00 [ [ 000
0.00 $0.00 0.00 00 v
1099 Amount $0.00F" Subtotal $162.50
Payment Terms W~ DH | Trade Discount $0.00
Landed Cost Func. Total $0.00 Freight $0.00F"
e e | $0.00 ‘.)l Miscellaneous 3000F"
Tax $0.00°
Prepayment $0.00)
Tax Schedule 10 [ FIo Total $162.50
| LandedCost = Distibutions | UserDefined

4 4 b ¥ |Receipt Number |

Or you can assign it when you match the invoice:
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m Purchasing Invoice Entry - TWO (sa)

O X

WX5d 2

o e

e il @7

Save Delete Void Post Auto-Invoice [cporic Optlons Vew Additional File Print Tools Help Add
- - - ~  Note
Actions Options \ View ‘ Assign By Checkbook Help
Rieceipt Number RCTT1ED PO Vendor 1D ADVANCEDDOD! o>
Yendor Doc. Mumber |24 Vendor Name Advanced Office Systems
Invoice Date 4/21/2027 Currency ID ZUss L{ [DI"
Batch ID ENTER/MATCH L=

[ pongas ACCS-CAD-12wH ~
] 1 $3.29 | Each RCT1003 $329
[ Poossg ANSW-PAN-1450
0 2 $50.25 | Each ACT1009 $10050
m]
] 0.00 $0.00 | $0.00
1093 Amount $000f Sublatal $103.79
Payment Terms Net30 PO Trade Discount $0.00
Freight $0.00 |
Amount Received [ $0.00| Miscellaneous $0.00 5
Tax $0.00 <5
Prepayment $0.00
Puch Addr Tax Sched [ 20 Total $103.79
Distributions

4 4 » b Receipt Number ~
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You can assign a specific checkbook to a Dynamics GP vendor. Assigning a checkbook to a vendor allows

you to automatically exclude that vendor from check batches associated with other checkbooks.

The option to exclude vendors can be activated when each check batch is built. Even if a checkbook has

been assigned to a vendor, if the option to automatically exclude is not selected at the time a check batch is

built, the vouchers from the vendor can be included in a check batch from any checkbook.

The Assign by Checkbook feature must be enabled before any assignments can be made.

To assign a vendor to a checkbook:

1. Open the Vendor Maintenance window.

2. Click on Options at the bottom of the window to open the Vendor Maintenance Options window.

3. Select the appropriate Checkbook ID.

Vendor Maintenance Options - C5 (sa) — *
e = 5 1 g
0K Options | Additional File Tools | Help Add

- - - - - Mote

Actions | Options | Additional File Tools Help
Wendor 10 ACETRAVEDOOM
N ame A Travel Compary
Currency [0 -5 PO TaxiD
Rate Type (D &YERAGE p j=tration
Paprnent T ermns Met 30 ,D I Checkbook |0 FIRST BANE, pl
Dizcount Grace Period Type Other Expenzes
Due Date Grace Period User-Defined 2
Payment Priority 1 Tax Type: Mot a 1099 Wendoar o |
binirnum Order 1099 Bow:
Trade Dizcount FOEB: MHone ~

Language: MHore “

One Payment Per: (@) Vendor ) Invoice
Mirirmum Payrment; (@ Mo Minimum () Parcent (1 &mount $0.00
M axiriurm [rvaice Amt: (@) Mo Masimum (1 &mount $0.00
Credit Limnit; () Mo Credit @ Unlimited (1 &mournt $0.00
Wiiteoffs; (@ Mot Allowed ) Unlimited () Masimum $0.00

Rewvalue Vendar

I aintair Histary:

Calendar Year
Fizzal Year

Post Results To: (@) Pavables/Discount Scct () Purchasing Offset Acct

Tranzaction
Diistribution
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4. Click OK to save and return to the Vendor Maintenance window.

Last modified: Nov 27, 2019
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6.2.5. Select Vouchers by Vendor Checkbook
ID

Assigning a payment by vendor Checkbook ID is most useful when you want to pay a certain type of vendor
from a particular checkbook.

Examples:

* You are paying grants, and the grant vendors can only be paid by the grant checkbook and not your
operating checkbook.
* You manage properties and each property has its own checkbook to pay the bills.

Once a checkbook has been assigned to a vendor, you can build check batches using the Assign by
Checkbooks feature in the Build Payment Batch (Select Payables Checks) window. The Assign by
Checkbooks feature cannot be used with the Edit Payment Batch (Edit Payables Checks) functionality.

Video tutorial for GP2013-2016

Assigning Youchers by Vendor
Chackbook Il [For GF D013-T00E)

Video tutorial for GP2018

Assigning Vouchers by
Wendor Checkbook ID{GP 2018)

1. Create a new batch in the Build Payment Batch (Select Checks) window.
2. Choose Computer Checks in the origin field.
3. Select the Checkbook ID that you want to build payments for and Save the batch.

4. You willthen be back on the Build Payment Batch window. Click the box next to Select Vouchers by
Vendor Checkbook ID on the Assign by Checkbook window (which should already be open). Clicking
this box activates the feature — only payments to vendors that have been assigned to the checkbook
that you’re building payments from will be pulled. Please note that if this box is not checked, then
the assign by checkbook feature will not work when you build your payment batch.
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* In GP 2018, you have the ability to create a Payment Option ID that can be applied to any
of your batches. This ID will store selected settings from the Build Payment Batch window,
including your choice for checkbook assignments.

5. Fill out any additional selection criteria you wish to use to build your batch. Only invoices assigned to
this Checkbook ID will be selected.

Last modified: Oct 09, 2019
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6.2.6. Select Vouchers by Voucher Checkbook
ID

Assigning a payment by voucher checkbook ID is most useful when you want to pay a certain type of

voucher from a particular checkbook.
Examples:

* You are paying grants, and the grant vouchers can only be paid by the grant checkbook and not your
operating checkbook.
* You manage properties and each property has its own checkbook to pay the bills.

Once a checkbook has been assigned to an invoice, you can build check batches using the Assign by
Checkbooks feature in the Build Payment Batch (Select Payables Checks) window. The Assign by
Checkbooks feature cannot be used with the Edit Payment Batch (Edit Payables Checks) functionality.

Video tutorial for GP2013-2016

Assigning Vouchers by

Vouscher Checkbook 1D {GP 2015)

1. Create a new batch in the Build Payment Batch window.
2. Choose Computer Checks in the origin field.
3. Select the Checkbook ID that you want to build payments for and Save the batch.

4. You willthen be back on the Build Payment Batch window. Click the box next to Select Vouchers by
Voucher Checkbook ID on the Assign by Checkbook window (which should already be open).
Clicking this box activates the feature — only payments that have been assigned to the checkbook that
you're building payments from will be pulled. Please note that if this box is not checked, then the
assign by checkbook feature will not work when you build your payment batch.
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* In GP 2018, you have the ability to create a Payment Option ID that can be applied to any
of your batches. This ID will store selected settings from the Build Payment Batch window,
including your choice for checkbook assignments.

5. Fill out any additional selection criteria you wish to use to build your batch. Only invoices assigned to
this Checkbook ID will be selected.

Last modified: Oct 09, 2019

Page 232 of 288



Mekorma Mekorma Products User Guide - Build x78

6.2.7. Select Vouchers Using Multi-Batch
Management

To use the Assign by Checkbooks feature when automating the batch building process with Mekorma Multi-
Batch Management, you can Select Vouchers by Vendor or Voucher Checkbook ID when you create a
Process ID.

Watch the video excerpt below demonstrating how to select vouchers by vendor checkbook ID. The steps to
select voucher checkbook IDs are the same, except you must mark the corresponding box when creating
your Build ID:

Assigning Vouchers by
Vendor Checkbook I0{GF 201E]

_@__i___

1. Create a Build ID with Select by Vendor Checkbook ID or Select by Voucher Checkbook ID
marked. This feature will work with both check and EFT batches.

2. Add any other filter you want to include in your batch build process. (Ex. Due Date, Discount Date,
Payment Priority, etc.)

3. Use this Build ID in your Process ID. Please note that you need to repeat the use of this Build ID for
each of your checkbooks to be sure that all of your invoices get selected.

Follow the hyperlinks for more detailed instructions on how to create Build IDs and Process IDs.
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6.3. Approvals with Secure Approval
Workflow

After building a batch of payments, the batch can be locked before printing. An approval workflow can be

configured to notify designated users (Mekorma Approvers) that there are transaction payments needing
their approval.

Workflow must first be configured by activating workflow if using Mekorma Legacy security, or by configuring
Threshold IDs and applying them to checkbooks under the Task-Based security model.

Additionally, users assigned to authorize entire batches (Mekorma Batch Authorizers) can be notified that
they have pending batches to authorize.

The experience for Approvers/ Authorizers will vary, depending on which security model has been
configured. In order to complete the workflow task, Approvers/ Authorizers must navigate to the appropriate
Mekorma Navigation List where transactions/ batches can be reviewed and approved/ authorized.

Last modified: Oct 15, 2019
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6.3.1. Request Approval or Authorization

Request Approval

Regardless of the security model you have configured (Task-Based approvals or Legacy Security by User

ID), approval requests can be accomplished in the following way:

1. After building a payment batch, the Request Approval button can be selected on one of these

windows:

* Build Payment Batch (under Additional)
« Edit Payment Batch (under Additonal)

» Edit Payments (under Additional)

* Print Payments (replaces Print button)
+ Mekorma Payment Batch Status List

I Build Payment Batch - TWO (sa) - O X

59 2 [ me il 057

Addto Clear Options | | Additional File Print | Tools Help Add

Batch - hd S S ¥  DMote
Actions Options Set Minimum Check Amount Help
Balch 1D FEER T I CheckbookD | UPTOWN TRUST
Batch Tatal $16.867.71 Currency D Z-US% K
Payment Option 1D P > D ezcription
Select: ['vendor ID “
@ &l ) From: p
To: p
Restrictions:
Inzert >
Remove

One Payment Par: Usze Wendor Option

Automatically Apply Existing Unapplied: [ Take Mor-Qualifying Discourts

Papments Credit Memos Retums [ Pay Only Mirimum
@ Functional Currency Only O All Currencies Apply Date N2y H
Fiemittance: Print Payments
List Documents: &l Documents e Frint Previously &pplied Documents Edit Papment Batch
Sart Documnents by: Date e Usze Due Diate Cutoff

Edit Vendor Papments
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[ Microsoft Dynamics GP

@Q' |[T] Home » Mekorma » Mekorma Payment Batch Status List

Transactions = Inguiry = Reports « Cands « licm;nﬂ Dynamics GP =

Mekarma J ° ﬁ E

Mekarma Paym...
2 Request Reports GoTo
Mekarma Trans... Approval

Actions

Mekorma MICR Check Batch Status (read only) -

[ I BatchID ~ Status = Status History Submitted By Total # Transactions Total Batch Amount
ERETY OPEN FOR EDITING

12 §787, 56009

2. An email or text message will be sent to all eligible Approvers that they have transactions needing
their review.

Request Authorization

1. After building a payment batch, the Request Authorization button can be selected on one of these
windows:

* Build Payment Batch (under Additional)
« Edit Payment Batch (under Additonal)

+ Edit Payments (under Additional)

» Print Payments (replaces Print button)
+ Mekorma Payment Batch Status List

I Print Mekorma MICR Payables Checks - TWO (DEBBIE) - X
§ 9® =5 &l @
Request Clear Options | Additional File Tocls | Help Add
| Authorization | - A A hd ¥  MNote
Actions Options | Additional File Tools Help
Batch ID DPERATING 3] Checkbook D FIRST BANK
Batch Total $10.517.84 Curtency ID ZU5$ I
Check Number 100051 |
Check Date D120 |
Check Comment

Sort Checks By: |F'ayment Mumber ' |

1 Micmsoft Cynamics G2

o ®
GU' [5 Home & Mekoma + Mekams Pryment Brtch St Lot [4 D ®
Transactions - Inquiry - Reports - Cards - M Microsoft Dynamics GP -
7 =
e V. OGN 0 °
b Mekomna Appr. ﬂmmol\ -
Actiona
Mekorma MICR Check Batch Status (read only) - Tune to filter =, Mare Options (v
T Batch ID Status Status Histore Submitted Bv  Total # Transa.. Total Batch A..,
[ OPERATING OPEN FOR EDI... 4 $10,517.84
B} WEEKLY OFEN FOR EDI... 2 $4,46165 |

2. An email or text message will be sent to all eligible Authorizers that they have transactions needing
their review.
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* Notifications are configured differently depending on the security model you are using: if
processing with the Legacy Security model, go to the Mekorma MICR Security Maintenance
window. If using Task-Based security, go to the Mekorma Preferences window.

Last modified: Oct 15, 2019
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6.3.2. Approve/ Reject Payments with Legacy
Security

Review and Approve/ Reject Payments with Legacy Security

1. After receiving notification of payments pending approval, Approvers can open the Mekorma
Payment Batches Pending Approval navigation list.

2. To review the payments in a batch, select the batch and choose Go To > Mekorma Batch Drill-
Down. You will be able to see all transactions in the batch. You cannot add or
modify any payment, but you can review or reject.

¥s GP FULL 2018 R2 US ADDS - B78 on LAPTOP-07 - Virtual Machine Connection

File Action Media View Help
O@WmE@O np o> g

I Microsoft Dynamics GP

@U. E Home » Mekorma » Mekorma Payment Batches Pending Approval

Transactions - Inquiry - Reports - Cards - Bl Microsoft Dynamics GP -

F—1
Mekorma Tj x ]

Mekorma Payment Batch Status L.ISt Approve Reject | Reports [KRRIE
Mekorma Payment Batches Pending A...

Actions - -

) -

Mekorma MICE.& Mekorma Approval Baltclh Drill Down

Show results

< Add Filter ~
r Batch ID Status Submitted Bv Total # Transa.. Total Batch A... |
M 20191014AP-A1 PENDING APP.. sa 2 $5,598.96 |
0 MONTHLY-A1 PENDING APP... sa 2 $3,395.85

3. Toreview the details of a transaction, select the vendor payment on the left then double-click the
specific transaction on the right. This will open the Payment Transaction Entry Zoom window.

4. If you want to reject a transaction that it is included within a particular vendor payment, you must
reject the entire vendor payment. To do so, return to the Mekorma Approval Batch Drill-Down window
and check the box next to that payment. Click Reject. You can type in a reason for rejecting if
desired.
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'-.— korma Approval Batch CS (DEBBIE
O‘K Reject F|I= Print Tools Help Add
-
Actions File Tools H!Ip
Batch I 2910481 Checkbook D UPTOWN TRUST
Cunency ID ZUSE Checkbook Cumency D ZUS§
Batch Total | $5.598.96 Balance before checks $39.770.80
Apply Date 10M15/2019 Balance after checks $34.179.84
Vendars [T Cobmns  Sedect the documents you would ke bo pay for vendor: [ Cobmn: B
[/ Wendor D Total Amount Paid ACETRAVEDDN A Travel Company 5
'E ACETRAVE DO $2.756.42 A Woucher Number  DueDate  Amount Remaining  Amount Paid
ju_wmuznoom | $2.84254 Q00000000000004 | 1/15/2018 $000 $1.208 87 A~
0000000000004 | 2/26/2018 5000 0723
000000000000004 | 11/7/2019 | $0.00 $EEa 32
| Reason far Rejection
> Vendor Name | A Travel Company | PaymentDale 101472019 ]
= Woucher # Various [3 payments) | Payment Amourit $2.756.42
@l Indicates that a credit document i apphad, N
A
v
< >
(7] 0K Cancel

5. After reviewing and/or rejecting transactions in the batch, select OK to close the window.
6. To approve payments in the navigation list, mark the payment and choose Approve.

7. When all needed approvals are obtained, a notice will be sent to the user who requested approval to
inform them the payments are ready to be printed.

Last modified: Nov 07, 2019
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6.3.3. Approve or Authorize with Task-Based
Workflow

Mekorma Approvers must approve transactions within their designated threshold levels before checks/ EFTs

can be printed and processed; Mekorma Batch Authorizers must authorize pending batches before the
batches can be printed/ processed.

Approve Payment Transactions

Mekarma Payment Hub
Dema

1. To complete approval tasks, Approvers must navigate to the Mekorma Approval List.

2. When using Task-Based security, transactions can be viewed using the following filters:

« All Transactions: displays all transactions needing approval whether they are in the user’s threshold
range or not. The user will not be able to approve transactions of a greater amount than their
assigned threshold level.

+ Approvable Transactions: displays payment transactions within or below the user’s assigned
threshold range, all of which that user has the ability to approve.

* My Specific Transactions: displays the transactions specifically assigned to the user (those
transactions within her designated threshold range).

« By Batch: displays all transactions within the user’s threshold level grouped together by batch.

3. Individual vouchers can be reviewed by clicking the box next to a payment, then on the Payment
Vouchers button. This will display a list of all vouchers contained within that payment transaction,
along with the document number and amount.

4. To zoom in on payment details, double-click on the voucher to open the Payment Transaction Entry
Zoom window.

5. If using docattach or a similar 3rd party plug-in that integrates with the inquiry window, the image of
the corresponding invoice can be accessed within the Entry Zoom window. Select the note for a
voucher, the relevant image, then click Preview.

6. Return to the approval window to approve transactions by marking the check boxes next to each

payment and clicking on Approve. If a transaction requires a second approval, the Status will display
as Pending 2nd Approval and will only be available for printing/ processing once the second
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Approver performs this same action.

7. If instead you want to reject a payment, select the vendor payment that contains the incorrect
payment, and choose Reject. A window will open to allow the entry of a reason for the rejection.

! Please note, when a payment is rejected from a batch, it isn’'t deleted from the system, but
simply moved.

8. The user who requested approval will be notified by email or text of the approvals and rejections that
occurred once completed, as long as email/ text notifications are configured properly. All payment
batches that have been approved can then be printed/ processed and once the payments have been
posted, they’ll automatically be available in the Mekorma Audit Log Report.

Authorize Batches

1. After receiving notification of batches pending authorization, Authorizers must navigate to the
Mekorma Batch Status List.

Bl sicrosott Dynamics GP [=] b

6U' |55 Home » Mekomma » Mdecama Paymest Baich Stabus List

Transactions - Inquiry - Reports - Cards - B Microsoft Dynamics GP -
[ree— f ] <] -

i
Mekperma Payrm.| | % N
e ——— ';_'IT:‘.‘ Putloirs | Repods | GoTo
Actiona

Mekorma MICR Check Batch Status (read only) - Twne to filter 2 More Options (w)

T Batch Il Status Status Historv Submitted Bv  Total # Transa.. Total Batch A,

EIOPERATING __ PENDINGAUY. DEBBIE | 4 31051784

|E WEEKLY PEMDING AUT... DEBBIE 2 $4,461.65 |

2. After reviewing the list, mark the check boxes next to each batch and click Authorize to allow for
continued processing.

Last modified: Nov 07, 2019
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6.4. Processing Batches with Split Batches
Enabled

Processing Split Batches Using Task-Based Security with Approvals

If the split batch feature is enabled, batches are split during the workflow process based on the Threshold ID
logic:

* Transactions that do not require approval will remain in the original batch, which is immediately
available for printing.

» Transactions that require one approver are transferred to the A1 batch. The A1 batch is submitted into
the workflow for approval.

« Transactions that require two approvers are transferred to the A2 batch. The A2 batch is submitted
into the workflow for approval.

When the batches are split, the naming convention changes and the original batch name is appended to
include either an “A1” or an “A2”, depending on the number of approvers required. So for example, a batch
named “AP JUNE” becomes either “AP JUNE-A1" or “AP JUNE-A2”. The batch name is limited to 12
characters or less.

Processing Split Batches Using Legacy Security By User ID

If the split batch feature is enabled, batches are split during the workflow process based on the following
logic: If the When to Require Passwords field is set to:

« Always One: all transactions are transferred to the A1 batch which requires one approver and the
original batch is removed. The A1 batch is submitted into the workflow for approval.

« Always Two: all transactions are transferred to the A2 batch which requires two approvers and the
original batch is removed. The A2 batch is submitted into the workflow for approval.

 One Password if Over Threshold; None if Under: all transactions with amounts over the threshold
are transferred to the A1 batch which requires one approver and the original batch is available for
printing without approval. The A1 batch is submitted into the workflow for approval.

 Two Passwords if Over Threshold; One if Under: the batch is split into A1 and A2 and all
transactions with amounts over the threshold are transferred to the A2 batch which requires two
approvers and remaining transactions are transferred to A1 which requires one approvers. Both
batches are submitted into the workflow for approval and the original batch is deleted.
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When the batches are split, the naming convention changes and the original batch name is appended to
include either an “A1” or an “A2”, depending on the number of approvers required. So for example, a batch
named “AP JUNE” becomes either “AP JUNE-A1" or “AP JUNE-A2”. The batch name is limited to 12

characters or less.

o=

If you use the same batch name multiple times while the split batches (A1 and/or A2) are
still in the approval process, the system generates B1 and B2 batches, and the letter
continues to increase up to Z1 and Z2 until all batches have been cleared from the pending
approval queue. After the “Z” batches, the system can no longer split the batches, causing
the entire original batch to enter the approval process.

Last modified: Oct 13, 2019
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6.5. Print Payments

Printing Checks with Mekorma Payment Hub
Mekorma MICR integrates fully with Microsoft Dynamics GP and gives you the ability to:

* Print on blank or pre-printed check stock

» Print signatures based on the dollar amount of the check

* Add secure approval workflow or batch authorization to the check printing process
* Reprint checks

» Print check copies for your files

Within the same company, you cannot print some checks using Mekorma MICR and others
using Microsoft Dynamics GP. Unless you have a second Microsoft Dynamics GP user
configured through the Alternate Security to print checks. It is important to note that any
change to your operating system, server, or printer could cause printing variations. Always
retest the formatting of your checks and the MICR line if you have altered your system
configuration or peripherals in any way.

=

Last modified: Aug 14, 2019
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6.5.1. Print Payables Transaction Checks

The process for printing payables transaction checks with Mekorma follows the same steps as printing
standard Dynamics GP payables transaction checks with one exception: The alternate Print Mekorma
MICR Payables Transaction Checks window is used, rather than the standard Dynamics GP Print
Payables Transaction Checks screen.

Dynamics GP security must be set to the Mekorma MICR alternate windows for each user printing payables
transaction checks in the company.

To print a payables transaction check:
1. Open the Transaction Entry window and enter the applicable information.

2. To select the appropriate Checkbook ID, click the arrow to the right of the Check Amount field. This
will open the standard GP Payables Check Entry window.

3. Choose the correct checkbook ID as needed and click Actions > OK to close.

m Payables Transaction Entry - TWO (sa) - X

HX &k & ™ a2 il @1 |

Save | Delete Post Options | Additional File Print Print | Tools | Help Add |
e A

- hd ¥ Note |
Actions Options | Additional File Tools Help
|
Voucher Mo. 00000000000000509 0 O Intercompany Batch D D=
Document Type: Doc. Date | 4/12/2027 EH\ =
Description
Vendar 1D ACETRAVEDDDT [ Cunency 1D ZA5¢ PO+
Mame A Travel Company
Payables ... - X
Addiess D PRIMARY D i Py
Remit-To D PRIMARY e @ 5 s I P
= L5 E
Payment Tems et 30 P D
Actions = Options | Additional File | Tools
Purchases £2.400.36 - - = S = E K
Trade Discount 3000 9 o | h
LEeLECeu FIRST BANK e |
A $0.00 Check Number GARREE pl>
Miscellaneous $0.00 Dat ] 0= |
i $0.00 | Payment Humber P |
Total $2.400.36 B |
|
eck |
|
14 4 b »|byBachlD B Status | Unsaved

4. Back on the Payables Transaction Entry window, make certain all necessary transaction information

has been entered and click Print Check at the bottom of the window.

5. The Print Mekorma MICR Transaction Check window will open. Click Print.

6. After entering any required User IDs and/or Passwords, the Mekorma MICR Check Printing screen is
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displayed.

7. Click Print to print checks. If you want to print check copies, click the Use Copy Printer option to
display the check copy fields (see Printing Check Copies for more information).

Last modified: Aug 12, 2019
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6.5.2. Print Payables Batch Checks

Printing payables check batches can be done in several different ways:

Mekorma Payment Hub MICR Check Printing

Using the Mekorma Payment Hub core MICR functionality, payables batches can be printed one batch at-a-
time, on a per-company basis. This is accomplished by following the same steps as printing standard
Dynamics GP payables batch checks, except the alternate Print Mekorma MICR Payables Checks window
will be used, rather than the standard Dynamics GP Print Payables Checks screen.

Dynamics GP security must be set to the Mekorma MICR alternate windows for each user printing payables
batch checks in the company.

* To open the Print Mekorma MICR Payables Checks window, go to the Mekorma Area
page > Transactions > Payables > Print Payments

1. Build the check batch using regular Microsoft Dynamics GP procedures.

2. Open the Print Mekorma MICR Payables Checks window. This can be done by clicking Print
Payments from within the Build Payment Batch or Edit Payment Batch windows, or by directly
opening the Print Payments window.

3. Use the look-up to select the desired batch. Please note, if using Mekorma secure approval workflow
or authorization based security, the batch will need to go through the required approval process
before it can be printed. Approvals/ Authorizations can be requested from this window by clicking on
Request Approval or Request Authorization.

I Print Mekorma MICR Payables Checks - TWO (KEN) - X
G |9m = il @7
Request JClear Optiens | Additional File Tocls | Help Add
Approval A A - - * DNote
Actions Qptiens | Additional File Tools Help
Batch ID WEEKLY ‘,O Checkbook D UPTOWN TRUST
Batch Total $16.867.71 Currency 1D Z5% r
Check Mumber 100003
Check Date U412202 1] i
Check Comment
Sart Checks By |F'a_l,lment Murmber s |
14 4 » p
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4. Choose how you would like to sort your checks when printing, if needed.

5. Click Print.

Multi-Batch Management

Within the Multi-Batch Management Action Board, check batches from multiple companies being paid with
multiple checkbooks can be printed all at once. Follow this link for instructions.

Enhanced Electronic Payments

If you are a qualified Enhanced Electronic Payments customer, you have the option to print checks locally
using either Mekorma check printing functionality or Multi-Batch Management.

You may instead choose to have the ePayment service print checks for you, removing the need to print any
checks on-premise unless you choose to do so. Follow this link for more information on how to process
payments using the Enhanced Electronic Payments service.

Last modified: Nov 18, 2019
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6.5.3. Print Multiple Batches at One Time

Mekorma Multi-Batch Management (MMM) provides an ability to automate the printing and posting of

payables batches across multiple companies and checkbooks. Checks and EFTs can be printed and
processed from within the Multi-Batch Management Action Board, whether the batches were created
manually or through the automated MMM process.

Instead of needing to log in to each company separately, all batches can be viewed and selected for
processing within one window. Batches are further filtered out by the user’s access level. This means users
can only view and select batches from companies to which they have access.

* To open the Action Board, go the the Mekorma Area page > Transactions > Payables >
Multi-Batch Management Action Board

1. Open the Multi-Batch Management Action Board.

2. Select the action Process Checks and EFTs from the drop-down menu. This will display all batches
ready to be processed.

Multi-Batch Management Action Board - BB (KEN) — O ot
. ) B 7 l N
e B W | M I & ]
Process Options Print View File Tools  Help Add
Alignment o hd v ¥  Note
Actions View File Tools Help
Action Process Checks and EFTs R
Build Payment B atches -
Show B sl kzand EFTz Frocess (L) With Erors Mark &l | Unmark Al = Redisplay
Post Batches
Batch|D [HenerateEFTs |81 Checkbook 1D |2]| Payment/% ]| Check Date 41/ GLPostDate  |2)/#Tw  |BatchToa 2l
= |Generate SafePay

3. If a batch has an error icon, click on the icon. The line items will expand to display the Status
Description field, which explains the reason for the error. For example, if batches are required to be
authorized before being processed, but the Authorizer(s) have not yet performed that task, the
following results would display:

Page 249 of 288


https://www.youtube.com/embed/p79YFJkErrQ?rel=0&start=242&end=300
https://www.youtube.com/embed/p79YFJkErrQ?rel=0&start=75&end=240
https://www.youtube.com/embed/p79YFJkErrQ?rel=0&start=75&end=240

Mekorma Mekorma Products User Guide - Build x78

m Multi-Batch Management Action Board - BB (KEN) — O X
= 7 N = !- .
b = : ( |
Process Options Print View File Tools | Help Add
Alignment v v A ¥  Note
Actions View File Tools Help
Action |F'rocess Checks and EFTs e |
. | Mark &l | U k Al Redizpl
Show Batches: (@ Al () Readyto Process | O With Erors g L] z SRl
Batch 1D © .Compary - &l < %l Checkbook ID @ %l Payrnent %l Check Date El GL Post Date %l BT Batch Total El@
Statuz Description
A 191106-00002 Balanced Business FIRST BAME. EFT 0/0/0000 & | 11/82019 = 1 $2.325.90 A~
Reguirez Authorization
A 191106-00004 Balanced Business FIRST BAME. Check {N[aZa TaTATuTN & | 11/6/2019 = 1 $2.364.55
Reguirez Authorization
A 191106-00005 Balanced Business FIRST BAME. EFT 0/0/0000 & | 1182019 i) 1 $267.45

Reguirez Authorization

Please note, you can display only those batches that have errors by clicking on the radio button With
Errors.

4. Choose the batches you would like to print/ process by checking the box next to each batch. You can
choose to Mark All or Unmark All, or select each batch individually.

5. Click Process.

! Named Printers must be set up so that the Print Mekorma MICR Payables Checks window
does not interfere with the printing process as the system automatically switches between
companies.
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6.5.4. Print EFT Remittances

If you are printing EFT remittances, you can select the format for printing the remittances by entering an
option in the EFT Remittance Options field. The selected format is displayed in the Mekorma MICR Check
Printing screen when you print the remittances.

The same security parameters applied to your checks can also be applied to your EFT Remittances by
marking the EFT Security option whether you are using the Legacy or Task-Based security model.

Before printing EFT remittances, verify that you have completed the following processes:

« Enable EFT in Microsoft Dynamics GP.

» Configure a Checkbook for EFT.

+ Set up pre-notes (if applicable).

» Configure a vendor for EFT (please see your Microsoft Dynamics GP documentation for more
information).

« Select a remittance format for each checkbook from which you will be printing EFT remittances.

* To open the Process Payables Remittance window, go to the Mekorma Area Page >
Transactions > Payables > Process Remittance

To print EFT remittances after you have created an EFT batch:

1. Click the Process or the Print button in the Print Mekorma MICR Payables Checks window or open
the Process Payables Remittance window.

2. Verify that Remittance Form is selected.

m Process Payables Remittance - (S (sa) - e

il @7

Options File Tools | Help Add

- - hd *  Note
Options File Tools Help
Batch ID 2M31013EFT p
Carnrrett

Process:

() Remittance Alighment Form () Post

Drestination

Frint Document [ send Document in E-mail [Print if mail cannot be sent.]
Process Process Later
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3. Click the desired Destination option — either Print Document or Send Document in E-mail.

4. Click Process. If sending the remittance via email fails for any reason, the remittance will be printed
instead.

Last modified: Oct 14, 2019
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6.5.5. Print US Payroll Checks

You are ready to print US Payroll checks after the following steps have been completed:

1.
2.

Create a US payroll batch using the standard Microsoft Dynamics GP procedures.
Build and calculate your checks.

* To open the Print Mekorma MICR US Payroll Checks window, go to the Mekorma Area

page > Transactions > Payroll > Print Checks

To Print:

1.

=

Open the Print Mekorma MICR US Payroll Checks window.

Verify that the title of the window includes the words Mekorma MICR. If not, abort the procedure and

set up security to the Alternate Mekorma MICR Print Payables Checks window.

For Direct Deposit, select the Calculate Employee Deposits option for the Process field.

Click Process to process the Direct Deposits. After calculating the Direct Deposits or if you are not
running Direct Deposits, from the Print Mekorma MICR US Payroll Checks screen, select a sort order
using the Sort Checks By drop-down list.

If desired, change the Starting Check Number and Check Date. To change the Starting Check
Number, the Override Check Number option on the Checkbook Maintenance screen must be
selected.

. Verify the Print field is set to Checks and click Print.

Click Print to proceed. After entering any required User IDs and/or Passwords, you see the Mekorma
MICR Check Printing screen.

Define your print settings and click Print when you are ready to print checks.

Checks will be numbered after being sorted in the order specified in the drop-down list.
However, if checks are being printed in threshold groups, they will be grouped after being
numbered so the checks will not print sequentially by number. For this reason, threshold
group sorting cannot be used with pre-printed checks.

Last modified: Sep 03, 2019
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6.5.6. Print Canadian Payroll Checks

* The check numbering system for Canadian Payroll checks is configured on the Payroll
Control Setup — Canada screen, not the Checkbook Maintenance screen.

You are ready to print Canadian Payroll checks after the following steps have been completed:

1. Create a Canadian payroll batch using the standard Microsoft Dynamics GP procedures.
2. Build and calculate your checks.

* To open the Payroll Cheque Reports — Canada window, go to the Mekorma Area page >
Reports > Payroll — Canada > Transactions > Cheque Reports.

1. Open the Payroll Cheque Reports — Canada dialog box.
2. Enter any required User IDs and /or passwords.

3. On the Mekorma MICR Check Printing screen, confirm that the Check Printer is the printer you want
to use. If not, select another printer from the drop-down list.

4. Click the Print to print checks.
5. Click OK to proceed. The Mekorma MICR Check Printing screen is displayed again with the Check
Stub defaulting to the stub you entered in the Earnings Statement field on the Mekorma MICR Setup

(Payroll — Canada) screen.

6. Click Print to print Direct Deposits.

Last modified: Sep 04, 2019

Page 254 of 288



Mekorma Mekorma Products User Guide - Build x78

6.5.7. Print Miscellaneous Checks

The Dynamics GP Miscellaneous Check feature allows you to print a check to any entity without creating the
entity as a vendor. Mekorma MICR uses the Dynamics GP Miscellaneous Check screen, but intercepts the
check printing process and prints the checks using the Mekorma MICR check format assigned to the
checkbook.

Unlike payables batch checks, payables transaction checks and payroll checks, there is no alternate window
for Miscellaneous Checks when using Mekorma MICR and no security settings to configure. If Mekorma

MICR is installed and registered, Miscellaneous Checks print using Mekorma MICR.

If you do not want to use Mekorma MICR to print Miscellaneous Checks, you can turn off this feature by
checking the “Payables” box on the Mekorma MICR Suppress Warnings screen.

* To open the Miscellaneous Check window, go to the Mekorma Area Page > Transactions >
Financial > Miscellaneous Check

To print a Miscellaneous Check:
1. Open the Miscellaneous Check window.
2. Enter values in all required fields.

3. Click Print Check and Post.
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X
= == & l —
=, =i - [ |
> [ = ¥ Il @]
Print Check JPost  Print Alignment  Additional File Tools | Help Add
and Post Form A v A * Note
Actions Additional File Toels Help
Checkbook ID: FIRST BANE. p D Balance Before Check: [$1.300,076.79)
Balance After Check: [$1.300,526.79)
Check No. 100051
Date: 3/4/2M19 iz
Pay to: John Smith $450.00
Fowr Heanded At Dol e (BT Cani
Address 122 Main 5t
Derwer o [s0242
Mema
Accourt p [1=» Desciption Debit Credit @
Distribution Reference
000 -1100-00 Cash - Operating Account $0.00 $450.00 ~
000-6780-00 Miscellaneous Expense $450.00 $0.00
$0.00 $0.00
v
Total $450.00 $450.00
Difference $0.00

4. After entering any required User IDs and/or Passwords, the Mekorma MICR Check Printing window
will open.

5. Click Print.
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6.5.8. Print Blank Checks

Blank checks are not posted to the General Ledger when they are printed. To record them, they must be

entered later as manual payments. Though the blank checks are not recorded at the time of printing, if the
default starting check number is used, the Next Check Number field for the checkbook will be advanced by
the number of checks printed. This can lead to missing check numbers if one or more of the blank checks
are never entered as manual payments.

To avoid this, change the starting check number for the blank check batch. This prevents the Next Check
Number from advancing. When printing blank checks, only one check Approver is required, but the approver

must be assigned to the checkbook you are printing the blank checks from.

To open the Print Blank Checks window, go to the Mekorma Area Page > Transactions > Payables > Print
Blank Checks

1. Open the Print Blank Checks window.

2. Enter the Checkbook ID and the Number of Checks you would like to print. If desired, enter a
different Starting Check Number for the batch of blank checks you plan on printing.

3. Select the number of Signature lines to print on each check. Signature lines are blank lines upon
which a signature can be written.

P print Blank Che..  — X

& R Il @

Print Cancel File Tools | Help Add

hd - *  Dlote
Actions File Tools Help
Checkbook |0 FIRST BAME P
MNurnber of Checks 3
Starting Check Mumber 100051

Mumber of Signature Lines on checks:

() Mone ® One ) Two

4. Click Print. After entering any required User IDs and/or Passwords, the Mekorma MICR Check
Printing window will open.

5. Enter your print settings and click Print when you are ready to print checks.

Page 257 of 288



Mekorma Mekorma Products User Guide - Build x78

6.5.9. Print Refund Checks

To print a refund check with Mekorma MICR, follow the standard GP processes to create the return(s). If

you need help configuring Mekorma refund check formats, please see this page.

* To access the Print Mekorma MICR Payables Checks window, go to the Mekorma Area
page > Transactions > Payables > Print Payments

1. Click Print from the Print Mekorma MICR Payables Check window and enter any applicable
passwords and approvers. This will open the Mekorma MICR Check Printing window.

2. The Refund Check Stub format will not be displayed in the Check Stub field. When you print (or
preview) checks, the system replaces the displayed check stub format with the refund stub format
selected on the Mekorma MICR Setup (Payables) window.

3. Click Print to print checks or Preview to preview the checks before printing. After printing, the Post
Payments window will open.

4. Click Process to post the checks.

Last modified: Oct 14, 2019
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6.5.10. Print Check Copies to PDF

This feature automatically generates PDF copies of each individual check or EFT, once they have been

printed and/ or posted. Check copies are stored in a location defined on the System Options screen.

Automatic check copies are generated when you print:

Payables Batch Checks
Payables Transaction Checks
US Payroll Checks

Canadian Payroll Checks
Miscellaneous Checks

To view PDFs:

1.

2.

!

After posting, navigate to the folder location defined for the PDF check copies on the Mekorma MICR
System Options screen.

Open the PDF file to view the check copy:

PDF Check Copies follow the standard Mekorma MICR check copy rules and do NOT
display the MICR line, signatures or signature lines.

Last modified: Oct 14, 2019
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6.5.11. Reprint Checks

The Microsoft Dynamics Post Payments window is used to reprint checks. You can reprint all checks or a

selected range of checks.

1. Open the Post Payments window.

2. Set the Process field drop-down list to Reprint Checks.

3. Select a range for reprinting checks. Click the lookup icon on the From option to display a list of
checks.

4. Enter a check range and click Process to reprint the checks.

Last modified: Aug 05, 2019
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6.5.12. Print Using the MEM Connector

You can print batches using the MEM Connector from GP’s Build Payment window, where you can select

whether to Centralize or Decentralize the process. The configuration for Sorting and Subtotal options will

effect the results as follows:

. Print .
Setup Options Category Print Results
ng?c?trat’l No Decentralized Prints one line only for ID and name; prints facility address; no check sorting
No Sort, No . ) . .
Subtotal Centralized No MEM fields print, no sorting
Sort by ID, No . . v g .
Subtotal Decentralized Sorts checks by Facility ID, no Facility fields print
Sort by ID, No . Sorts vouchers on stub by Facility ID; sorts checks by Facility ID; Facility ID
Centralized .
Subtotal and Name print on the stub
Sort by Name, Decentralized Sorts checks by Facility Name; no Facility fields print; no subtotal line
No Subtotal ’ ’
Sort by Name, Centralized Sorts vouchers on stub by Facility Name; sorts checks by Facility Name,
No Subtotal Facility ID and Name print on the stub; no subtotal line

Subtotal By ID,

Decentralized

One subtotal line prints since only one facility is on the check; checks are

No Sort not sorted
Subtotal By ID, . Vouchers are sorted on the stub by Facility ID with a subtotal line at the end
Centralized . .
No Sort of each Facility group; checks are not sorted
Subtotal By . One subtotal line prints since only one facility is on the check; checks are
Decentralized
Name, No Sort not sorted
Subtotal By Centralized Vouchers are sorted on the stub by Facility Name with a subtotal line at the
Name, No Sort end of each Facility group; checks are not sorted
Subtotal By . One subtotal line prints since only one facility is on the check; checks are
Name, Sort by Decentralized o
sorted by Facility Name
Name
Subtotal By . Vouchers are sorted on the stub by Facility Name with a subtotal line at the
Name, Sort by Centralized f . ) .
Name end of each Facility group; checks are sorted by Facility Name
Subtotal By ID, Decentralized One subtotal line prints since only one facility is on the check; checks are
Sort by ID sorted by Facility ID
Subtotal By ID, Centralized Vouchers are sorted on the stub by Facility ID with a subtotal line at the end
Sort by ID of each Facility group; checks are sorted by Facility ID

Batches configured using the MEM Connector can also be printed and processed from the Multi-Batch
Action Board.
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6.5.13. Print Payments Electronically

When implementing the Enhanced Electronic Payments service, you have two options for printing check
batches:

Print checks locally using Payment Hub functionality or Multi-Batch Management.

2. Let the service handle the printing and mailing of your vendor checks. Once batches have been built
using the Payment Hub or Multi-Batch Management, at the time of printing, the payment information is
sent to the ePayment service.

See here for more information on the electronic payment process.

Last modified: Sep 10, 2019
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6.5.14. Pay a Vendor Manually When Using
ePayments

When using Mekorma Enhanced Electronic Payments, if you have selected to have the ePayment service
print your vendor checks off-site, there may be times when you need to print a check manually using
Mekorma MICR. There are two ways to accomplish this task:

1. Change the vendor’s status to Local Processing.

2. Pay the vendor with a checkbook that is NOT configured for ePayments.

Last modified: Oct 11, 2019
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6.5.15. Print Payments Using the Web Client

These instructions apply to printing within the Dynamics GP Web Client, assuming the Mekorma Print Client

has been installed and the user who needs to print has been granted security access to the Web Client.

bbroduction ko Using kekorma
wilth the Dynamics GF Welh Client

_@_i__@_

1. Open the Print Payments window.

2. Use the look-up to select a batch.

3. The Mekorma MICR Web Client Print Job Preparation window will open. From within this window,
you can change your check or remittance format for check printing as needed.

4. Click the Prepare and Download button to open the Mekorma Print Client. (this assumes you have
configured your browser to automatically launch the downloaded mcp file).

5. The Mekorma Print Client allows you to preview and print check files in the same way that you would
handle them through the GP desktop application. You can:

» Select whether you would like to print check copies.

+ Choose to navigate to the next check batch. If you select to navigate to the next batch, you will be
prompted with a question asking if you want to delete the Mekorma Check Print (or .mcp) file that
accords to the batch that you are currently on. To print the batch that you’ve skipped at a later date,
generate another .mcp through the print process.

+ Select to print to any local printer, or any remote printer (if you are connected to your network through
a VPN).
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6.5.16. Sort Checks when Printing

Checks and EFTs can be sorted into groups when printing a batch from the Print Mekorma MICR Payables
Checks window.

Sorting options include the following:
+ Payment Number
*+ Name
» State — City
» Zip Code
* Voucher Number
1. Open the Print Mekorma MICR Payables Checks window.

2. Use the look-up to select a Payables Batch that is ready to be printed.

3. Use the drop-down list to display options for Sort Checks By:

I print Mekorma MICR Payables Checks - BB (sa) - X
A ) | P o
9m 5 o ams il @7
1= = u k. °
Clear Optiens | Additicnal File Print | Toels @ Help Add
- - - - - Mote
Actions Optiens | Additienal File Tools Help
Batch 1D MNOW_AP ‘,O Checkbook 1D UFTOWM TRUST
Batch Total $2632.00 Currency 1D 2454 "
Check Number 100005
Check Date 111842013 H

Check Comment

Sort Checks By:

Payment Murnber

X F F

4. Print when ready.
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6.6. Process Payments Electronically

The Mekorma Enhanced Electronic Payments service is designed to handle all your vendor payments —
virtual credit card, check and EFT (ACH) payments can all be sent in the same batch. You can choose to
print checks locally or let the service print and mail checks on your behalf.

See here for an overview of the Enhanced Electronic Payments service:

Enhanced Electromic
Fayments

Once you have gualified to use the ePayment service and it has been configured within your Dynamics GP
work environment, you are ready to process payments electronically.
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6.6.1. Receive and Send Vendor Master Data

Mekorma recommends using the Enhanced ePayment Utilities before beginning to process your batches

electronically. If you have installed and configured the MEEP Utility file, vendor data is automatically
synchronized between Dynamics GP and the ePayment service every 24 hours, but you can add an extra
measure of certainty by performing the following tasks:

1. Go to the Mekorma Area Page > Utilities > Enhanced ePayment.

2. In most cases, you will only need to send or receive information that has been updated/ changed
since the last automatic update. Click on the actions in this order, as you will want to be sure to
receive updates from the portal before sending GP updates:

+ Get Changed Vendor Info
* Send Vendor Updates

3. You will receive a confirmation message once the action has been completed:

Microsoft Dynamics GP I§ utiities
4 Utilities
4 Vendor master updated 4 Enhanced ePayment
A : Send Vendor Master
Send Vendor Updates
Get Changed Vendor Info
Get All Vendor Detail

The additional utility options should only be used on occasion, if there have been many changes made to
vendor payment methods. Again, be sure the get the data from the ePayment system before sending the
vendor master from GP:

» Get All Vendor Detail — Please run this before the first time you process payments using the
Enhanced Electronic Payments service
+ Send Vendor Master

* Follow this link to review all the information communicated between Dynamics GP and the
Enhanced Electronic Payments service.

Last modified: Oct 24, 2019
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6.6.2. Build ePayment Batches

In standard GP processing, separate batches must be built for each payment type. One of the benefits the
Enhanced Electronic Payments service offers is the ability to include all payment types in a single batch.

ePayment batches can be created in the following windows using standard GP procedures:

+ Edit Payment Batch
* Build Payment Batch
e Or use the Multi-Batch Action Board

When creating the batch:

* Choose Check as the payment method.

» Select a checkbook that is configured for Enhanced Electronic Payments.

» Build your batch by selecting the desired payments/ payment criteria. Batches can contain payments
for vendors excluded from the service — those payments will NOT be sent electronically, but will be

processed using GP or Mekorma MICR functionality.

* Please note, if your company has multiple checkbooks it is still possible to pay enrolled
vendors with checkbooks not configured for ePayments, but in that case, those payments
would not be processed using the Enhanced ePayments service. Batch creation rules would
fall back to standard GP functionality therefore, EFT and check payments cannot be
combined in the same batch.

Last modified: Sep 11, 2019
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6.6.3. Send Batches for ePayment Processing

Once necessary approvals have been completed (if Mekorma security has been configured for this
company), an ePayment batch can be sent for processing in the GP Print Payments window, or from within
the Multi-Batch action board.

! Please note that for Enhanced Electronic Payments customers who would like to use
Mekorma security, you MUST configure secure approval workflow in either the Legacy or
Task-Based models so that payments are approved before sending to the ePayment
service. DO NOT configure Legacy Checkbook ID or Task-Based Authorization, as
payments can be sent for processing to the ePayment service without going through an
approval process.

* To open the Print Payments window, go to the Mekorma Area Page > Transactions >
Payables > Print Payments

1. Open the Print Payments window.

2. Use the look-up to select an ePayment batch (ie., a batch that is tied to a checkbook configured for
ePayments, that also contains transactions for vendors enrolled in the service).

3. Click Print.

4. A window will open indicating that the batch was sent for electronic processing. Electronic payments
are split from the original batch; the new batch is named after the original batch with an underscore
(Batch Name_). Click OK to close.

Microsoft Dynamics GP

F 'I_: Batch WEEKLY_ was sent for electronic processing

5. The Enhanced ePayment Response Check Status window will also open to display the batch
status. The ePayment service will generally respond in under a minute. Initially the status will read
Batch Check in Progress. GP is fully accessible while the system is processing.

6. When the ePayment service has completed processing, the following response will be sent back to
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the Enhanced ePayment Response Check Status window:

« All EFT and check payments processed by the service will be placed in a batch with the original name
plus underscore (Batch_); in addition, a new payment is added to Batch_ to pay the Enhanced
Electronic Payments credit card vendor, if virtual card payments have been issued using the pre-
funded model.

« If the original batch contained virtual card payments, those payments will be placed in another batch
named Batch V.

* The batch status updates to Batch is available to post.

m Enhanced ePayment Response Check Status - CS — O X
©z92u1@
& = . -

0K Redisplay Clear File Tools | Help

- - -
Actions File Teols | Help

Batch Mumber Last Update  Status Description
Inteqration Files Start Date  Start Time
WEEKLY DEX07 AM | Batch iz available to post ~
ACH File Positive Pay file 9/9/2019 3:60:49 AM
WEEKLY Y 98306 Ak | Batch iz available to post
ACH File Pasitive Pay file 9/9/2019 | 9.53:06 &M

7. Additionally, an ACH file is returned to GP containing the details of all EFT or pre-funded virtual card
payments. If you use Positive Pay, a corresponding file is also generated. Both files can be accessed
from the Enhanced ePayment Response Check Status window by clicking first on the Integration
Files hyperlink, which opens the Enhanced ePayment Integration Files window.

8. Click the ACH File Name or the Positive Pay File Name hyperlink to access.

Enhanced ePayment Integration Files

File Edit Tools Help sa Complete Solutions 8/9/2019
Batch Mumber WEEKLY_ Remote Batch 1D 12
Checkbaak ID UPTOWM TRUST File 1D
File Owner 24 Statuz Proceszsed
ALCH File M amme ACH_20180309115116 bt

Pogitive Pay File Marme

WhellsF argo-Fileld11-201303091 65129 bt

3
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* The ACH and Positive Pay files can also be accessed at any time within the Enhanced
ePayment Batch Maintenance window, (Mekorma Area Page > Routines > Payables >
Enhanced ePayment Batches) by choosing a batch with a status of Processed and clicking

on the File ID link. The files are also automatically stored in the base folder that contains
your ePayment communications.

9. Both batches can be posted by clicking on the Batch Number hyperlink in the Enhanced ePayment
Response Check Status window. For the EFT/ check batch, the Post Payments window will be

accessed.

m Post Payments - CS (sa) —

Clear = Options File Tools | Help Add
-

- - *  Note
Actio...| Options File Tools Help
Batch ID WEEKLY_ p Checkboak D UPTOWH TRUST
Posting Date ENRENGE i) MName Uptawn Trust
Process: Post Payments R | Curency D Z-Us%
Payment D ate 00,0000

Waoid or Reprint B ange: All Frarn: (r_

—

To: b
Starting Payment Number 100070
Process Process Later

10. For the virtual credit card batch, you will be brought to the Process Payables Remittance window
where you have the option to print the remittance locally. Post the batch when ready.

m Process Payables Remittance - (S (sa) - e

il @7

Options File Teols  Help Add
- - - *  MNote
Options File Tools Help
[ Baichi WEEKLY Izl
Lormrment
Process:

() Remitance Alignment Form

Destination

Frint Document

11.

() Remittance Form

Send Document in E-mail [Print if mail cannot be sent.]

Priess Process Later

If the original batch included payments for vendors with a status of Excluded or Local Processing,

those payments will remain in the original batch and continue on to print from your local printer. The
Post Payments window will automatically open and you can post those payments immediately, or at a
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m Post Payments - CS (sa)

? il @

]

Add

Clear = Options File Tools | Help
- - hd ¥  Note
Actio... | Options File Tools Help
I Batch 1D WEEKLY H Checkboaok ID UPTOWMN TRUST
Posting D ate A0 Mame Uptown Trust
Process: Post Payments R | Currency 1D Zs%
Payment [ ate 9/9/2019
“oid or Reprint Range: Al Frarm:
T
Starting Payment Humber 100010
Process Process Later
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6.6.4. Manage Virtual Card Payments

All virtual cards, whether processed through the pre-funded or credit model, can be managed within the

Enhanced ePayment Vcard Management window. This window displays all virtual card payments, the status
of each card, and current balance. This information is automatically pulled in from the ePayment portal.

Additionally, there are a number of actions that can be accomplished to reconcile your virtual card payments
within Dynamics GP.

* To open the Enhanced ePayment Vcard Management window, go to the Mekorma Area
Page > Routines > Payables > Enhanced ePayment Vcards

Virtual Card Payment Status

The status of virtual cards that have changed during the day (typically cards swiped by your vendors) will be
reported on a nightly basis. Cards can be displayed in any of the following status:

* Issued: This means the card has been issued by the virtual card company and sent to the vendor, but
the vendor has not yet “swiped” it.

» Used: A used card signifies that the vendor has received and “swiped” the card, but not for the fully
issued amount.

+ Drained: means the virtual card has been used by the vendor for its fully issued amount, or the
vendor has used a partial amount and the remainder has been written off.

+ Voided indicates a card that has been voided and is no longer active.

Filter your view by card status:

1. Click on the desired status or use control + click to select multiple status
2. Select Redisplay.
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m Enhanced ePayment Vcard Management - TWO (sa) - O X
T ~ | % C
O~ e @
OK  Actions | Redisplay New File Tools = Help
- Payments - - -
Actions File Tools = Help
Checkbock D @ &1 () From T 10 U | cad statusee Show ol Remote Statuses | Enired
PawmentDate @ Al O From 04040000 To 0/0/0000 Cancelled
Vendor D ® Al O From Flte 3
Expralion Date (@) Al () From 0400000 To  0/0/0000
AemBalance @ Al (O From $0.00 To $0.00
Payment Number Payment Date Vendor 1D Payment Amount Amount Used ‘Wiite-off Amount Amount Paid Status FRemote Status @
Model Expiration Date Checkbook D Wendor M ame Message
000000000000004592 4122027 MNORTHERNOOO 48,128.03 $0.00 $0.00 4812803 Issued A
000000000000004598 4122027 DISTANTIDOM $848.93 $0.00 $0.00 $848.93 | |ssued
00000000000000457 anzz0z7 ELECTRONOOO1 $536.66 $0.00 $0.00 353666 | |ssued
00000000000000453 412/2027 ELECTRONOOO $1.461.25 $000 $0.00 $0.00 |ssued
00000000000000500 41122027 MNORTHERNOOO $15.291.49 $0.00 $0.00 3000 |ssued
00000000000000501 4N2/2027 DISTANTI000 $649.15 $0.00 $0.00 3000 |ssued
v
Tatals $26,315.51 $0.00 $0.00 $9513.62 Remaining $28.91551

You can also use the radio buttons to filter by Checkbook ID, Payment Date, Vendor ID, Expiration Date
and Remaining Balance.

The various columns in this window give important information related to card balances and usage.

* The Payment Amount column indicates the original amount of the payment for which the virtual card
was issued.

+ Amount Used displays whether the vendor has “swiped” the card, and how much it was swiped for. In
most cases, the full amount of the issued payment will appear here once used by the vendor.

* The Write-Off Amount shows the value of an unused amount that has been written off. Learn how to
write-off a remaining balance here.

« Amount Paid displays the dollar amount that has been paid to the virtual card company for cards that
have been issued to your vendors. When using the credit model, this amount will change as you
create new payments to the MEEP vendor at the end of each credit period.
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6.6.4.1. Pre-Funded Virtual Cards

When processing virtual card payments with the pre-funded model, batches are sent to the ePayment service
and you are then required to provide funds to the virtual card company for all cards being issued.

How to pre-fund your virtual card payments

1. After an ePayment batch has been processed, the ePayment service sends a response to the
Enhanced ePayment Integration Batch Status window.

2. If the batch was processed successfully and contains pre-funded virtual card payments, an ACH file
that includes the sum total of all virtual cards payments within that batch will be accessible, by clicking
on the Integration Files hyperlink.

3. This opens the Enhanced ePayment Integration Files window. Click the ACH File Name hyperlink.

Enhanced ePayment Integration Files

File Edit Tools Help sa Complete Solutions 8/9/2019
Batch Mumber WEEKLY_ Remote Batch 1D 12

Checkbaak ID UPTOWM TRUST File 1D 1

File Owner 24 Statuz Processed

ALCH File M ame ACH_20190909115116. kst

Positive Pay File Marmme | WellsFargo-Fileld11-201309091 65129 txt

3

«¥s All historical ACH files can also be accessed within the Enhanced ePayment Batch
Maintenance window, (Mekorma Area Page > Routines > Payables > Enhanced ePayment
Batches) by choosing a batch with a status of Processed and clicking on the File ID link.
The files are also automatically stored in the base folder that contains your ePayment
communications.

4. Retrieve this file and send it to your bank. Your bank will then transfer the funds to the virtual card
vendor, to cover the sum total of all virtual card payments contained within the batch.

5. When the virtual card vendor receives the funds, the cards are considered fully funded and your
vendors will then receive payment via email.

! Please note, if a pre-funded card is voided or unused by your vendor, the virtual card
vendor will return the funds to your company’s account.
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6.6.4.2. Credit Model Virtual Cards

When processing virtual card payments using the credit model, you are extended a no-cost line of credit by

the virtual card company. After batches are sent for processing, you will not be immediately charged for
issued cards (as you are when using the pre-funded model).

Instead, the virtual card company will automatically transfer payments from your company’s account on a
regularly scheduled basis, and you will only pay for the card amounts that have been “swiped” by vendors
during that credit period. This has the advantage of allowing cash to float in your account for more time.

Watch the video below to see how credit-model virtual cards are managed:

How to Manage Vintual Cards
using MEEF {Credit Madel)

—
© M a2

Add New Payments

Adding new payments for the virtual card vendor is an action that must be repeated on a regular basis to
reflect the automatic withdrawals the virtual card vendor makes from your account. Mekorma recommends
adding a reminder to GP reminders, or set up a scheduled task so that an automatic email is sent to the
appropriate user.

To open the Enhanced ePayment Vcard Management window, go to the Mekorma Area Page > Routines >
Payables > Enhanced ePayment Vcards

1. Open the Enhanced ePayment Vcard Management window.
2. Click on New Payments.

3. If no virtual cards have been used within the current credit period, you will receive a message that no
new payments are required.
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e ‘4 RS L
O |7 il @

OK  Actions Redisplay| New File Tools | Help

- Payments ¥ s o
Actions File Tools | Help

Checkbook!D @ A1 O From KT 10 " Card Statuses Show oy Remole Statuses | Expired
Fapment D ate ® A1 (O From 0/0/0000 To 0/0/0000 Cancelled
Vendor D @Al O From T Te
Expiration Date (@ Al ) From 0/0/0000 To  0/0/0000
Fiem Balance @ a1 ) From 3000 To $0.00
Pavment Mumber Payment Date Yendor ID Payment &mount Amount Used Winke-off Amount Amount Paid Status Remote Status @
Model Expiration Date Checkbook ID Wendor Name Message @
00000000000000492 41272027 NORTHERNDDOT $8,12803 $0.00 $0.00 §B 12800 |ssued A
00000000000000436  4/12/2027 DISTANTIOOOT $848.93 $0.00) Microsoft Dynamics GP
00000000000000497 441242027 ELECTRONOO0T $536. 66 $0.00
00000000000000433 441242027 ELECTRONOOO $1.461.25 $0.0
00000000000000S00 41272027 MORTHERNOOM $15,291.49 $0.00) No new Enhanced ePayments Veard payments required
00000000000000S00 441272027 DISTANTI0001 $643.15 $0.00 ; Iﬁ

4. If there are new payments, the Enhanced ePayment Vcard Payment window will open. A payment
transaction is created for the combined amount of all virtual cards that have been used for that period,
paid from the checkbook designated in the Control Checkbook ID field.

m Enhanced ePayment Vcard Payment - TW.. — x

% ¢ Xmi e

Process Redisplay Cancel Film Tools  Help
s - -

Actions File Tools = Help
Batch Number | | /2 Control Checkbook ID | FIRST BANEK
Commet
MHumber of payments 1
Payment Taotal $600.00 Prarnpt o post

Please select or create a batch

5. Assign the payment to an existing batch by using the look-up for the Batch Number field, or create a
new batch, making sure it is associated with the same checkbook ID that appears in the Control
Checkbook ID field of the Vcard payment window.

6. Note that you have the option to check the box Prompt to Post on the Enhanced ePayment Vcard
Payment window. If you check this box, you will be prompted to post the batch after processing. New
Payment batches are never available for printing, as the virtual card vendor has already automatically
withdrawn the funds.

7. Click Process.

8. Confirm that you want to create the new payment.

9. Choose whether to post the batch now. If yes, the Post Payments window will open and you can click
Process to post.
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6.6.4.3. Void Virtual Card Payments

When processing payments using Enhanced Electronic Payments, a virtual card can be voided if the card

has a status of Issued (meaning it has not yet used by the vendor.)

* To open the Enhanced ePayment Vcard Management window, go to the Mekorma Area
page > Routines > Payables > Enhanced ePayment Vcards

1. Open the Enhanced ePayment Vcard Management window.

2. Find the card you want to void by using the Issued card status filter and/ or any additional filters
available in this window.

3. Click on Actions to open the drop-down menu, then select Void:

m Enhanced ePayment Vcard Management - TWO (KEN) o a X
) Y e 2 &
O~ ¢ T Il @

OK | Actions | Redisplay ~ New File | Tools Help
Payments - - -

File Tools | Help

Checkt ViaRiPayment FT 10 | Cord Statuses Show orly Remote Statuses | Expired
Paymer | View Vendor 0/0/0000 To | 0/0/0000 | Canceted
Vendor ID @4l O Fem F1 1o r
ExpirsionDate @ &l (O From 0/0/0000 To | 0/0/0000
Rem Balance ® &l O From $0.00 To $0.00
Pavment Number Payment Date Wendor D Payment Amount Amount Used ‘Wiite-off Amount Amount Paid Status Remote Status @
odel Ewpiration Date Checkbook 1D Vendar Mame Message @
00000000000D004S2 | 4/12/2027 NORTHERNDOO1 $8,128.03 $0.00 $0.00 $8128.03 lssued ~
00000000000000436 412/2027 DISTANTIONDT 048 93 $0.00
00000000000000437 | 4/12/2027 ELECTRONDOOT $535 65 $0.00 $0.00 $536.66 Issusd
00000000000000S00 | 4/12/2027 NORTHERNDOO1 $15,291.49 $0.00 $0.00 $0.00 Issusd
00000000000D0CS01 471272027 DISTANTIOOO! $649.15 $0.00 $0.00 $0.00 Issusd
00000000000DOC513 | 4/12/2027 DISTANTIO0D! $823.24 $0.00 $0.00 $823.24 Issusd
0D000000000DOCS14 4/12/2027 NORTHERNDOO1 7,405 25 $0.00 $0.00 $7A05.26 Issusd
000000000000O0S19  4/12/2027 NORTHERNDOO1 $3.780.25 $0.00 $0.00 $3.780.25 lssued
00000000000000520 | 4/12/2027 DISTANTIO0D! $1,117.90 $0.00 $0.00 $1.117.90 Issued
v
Totals $38,560.91 $0.00 $0.00 $2264027  Femaining $36,580.91

* Please note, after a virtual card payment has been voided in Dynamics GP, the payment
number will display a * suffix in the Vcard Management window.
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On occasion, GP may be prevented from receiving a response from the ePayment service once a batch has

been sent. For example, if GP is not connected to the internet, the batch cannot be processed.

' Only ePayment batches with a status of Sent can be voided. Before voiding you should
confirm that the batch has definitely NOT been processed by the ePayment service by
logging in to the ePayment portal and viewing the status there.

* To open the Enhanced ePayment Batch Maintenance window, go to the Mekorma Area
Page > Routines > Payabales > Enhanced ePayment Batches

4.

Open the Enhanced ePayment Batch Maintenance window.

Use the drop-down menu to view batches with a status of Sent, or by searching for the GP Batch

Number/ Remote Batch ID.

Click on the batch you want to void.

Choose Action > Void.

m Enhanced ePayment Batch Maintenance - C5 (sa)

File: Status ) &l (®)iSpecific; | Sent o

B atch Mumber ® Al O From To

Remote Batch 1D @ & () From 0 Ta

Created Date ® &l () From 0040000 To | 0/0/0000

IGETS Batch Mumber Checkbook ID File Owner Remate Batch 1D File [D

< il @
L 4 L * 4
Actions | Redisplay File Tools | Help

- -

-

Void File Tools | Help

Moof Pmt  Status

Last modified: Oct 23, 2019

Page 282 of 288



Mekorma Mekorma Products User Guide - Build x78

6.6.4.5. Write-Off Unused Virtual Card Balance

Although rare, there may be an instance when a vendor paid via virtual card does not use the entire amount
of the issued card. In that case, you can write-off the remaining balance so your account is credited with the

unused portion.

* To open the Enhanced ePayment Vcard Management window, go to the Mekorma Area
Page > Routines > Payables > Enhanced ePayment Vcards

1. Open the Enhanced ePayment Vcard Management window.
2. Filter your view by the Used status to display virtual cards have not been fully used.

3. Select the correct payment.

4. Click Actions > Writeoff. When you agree to continue, the Enhanced ePayment Vcard Remainder

Writeoff window will open.

m Enhanced ePayment Vcard Management - TWO (sa)

= - Y E lfJ ‘_
0|~ ¢ | | @
OK | Actions | Redisplay MNej File Tools  Help

- - -

Paympnts | ¥
File Tools  Help

e Vie Poyment I T I EodEm Show any Remole Statuses | Expired
Paymer View Vendor 0/0/0000 & (/040000 | Canceled

Vendor ID ® Al O From FT 10

Expiration Date @ &l (O From 0/0/0000 To | 0/0/0000

Rem Balance @ Al () From §0.00 To $0.00

Payment Mumber Payment Date “endor |0 Papment Amount Amount Used “wirike-off Amount Amourt Paid Statug Remote Status @

b ode| Expiration D ate Checkbook D “Yendor Hame Message
3000 Used

00000000000000435 412/2027 ELECTROMODOOT $3.000.00

Totals $3.004.91 $3.000.00 $0.00 $0.00 R emaining $4.91

5. A credit memo to the virtual card company will be generated, and you must assign it to an existing
batch by using the look-up, or enter the name of a new batch and create it. Be sure to associate the
batch with the checkbook from which the original card was issued.
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Process Cancel File Tocols | Help
- - -
Actions File Tools | Help

Choose a batch for the wiiteoff Credit Memo document

Batch Mumber 201908300 p -
Comment
wériteaff Armount $4.91

6. Click Process.

7. Post the batch. The writeoff amount will then display in the writeoff amount column of the Vcard
Management window.
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6.7. Use the Check Image Archive

The Check Image Archive feature allows you to view and print an image of a posted check/ EFT remittance

from the following Payables, US Payroll and Canadian Payroll windows:

» Payables Payments Zoom

» Payroll Check Inquiry

+ Payroll Transaction Inquiry

+ Canadian Payroll Inquiry

» Miscellaneous Check Inquiry

For instructions on how to disable or auto-display the check preview, see this page.

The Check Image Archive uses the format specified in the Copy Stub field of the Mekorma MICR Check
Printing screen at the time the check was printed. If no format was specified in the Copy Stub field, the
format in the Check Stub field will be used.

Payables check images follow the rules of Mekorma MICR check copies and do not display the MICR Line,
Signatures, or Signature Lines. They also contain the word VOID.

Access the Check Image Archive from Dynamics GP inquiry windows

1. From the Mekorma Area Page, go to Inquiry > Transaction by Vendor or Transaction by
Document.

2. Choose the applicable vendor, highlight the check number you want to zoom to, and click the
Voucher/Payment Number or Document Number hyperlinks.

3. If the Auto Show Check Inquiry Preview option is checked on the System Options screen, the

Payables Payment Zoom window will display with the check image located to the right.

4. If the Auto Show Check Inquiry Preview option is disabled, select Additional > Show Inquiry Check

Preview to display the check/ remittance image.
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m Payables Payments Zoom - TWO (sa) — X
®@ » T 1l @7
A ) = u b >
QK View | Additional File Email Tools Help Add
Actions  View Payment Document Zoom Help
PagpmentNo, || Show Inquiry Check Preview Batch ID 27041200002
Date 412/2027 -»> Date Voided 0/0/0000
‘endor ID ACETRAVEDDO1 b Curency ID ZJS$
Check Name A Travel Company
Payment Method: Check Credit Card
Cash EFT Electronic
Checkbook D FIRST BANK Amount
Document No. EFT0O00000000001 Urnapplied $0.00
Amount $6.,501.78 Applied $6.501.78
Comment Total $6.6501.78
Terms Discount Taken $0.00 Wwiiteoff $0.00
Terms Discount Available $0.00
Apply Distrbution | Re-create Check Stub
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5. To print the check/ remittance image, click the Print icon on the toolbar.

Access the Check Image Archive from the Mekorma Audit Log

The Check Image Archive can also be accessed directly from the Mekorma Audit Log window.

* To access the Mekorma Audit Log, go to the Mekorma Area Page > Inquiry > System >
Audit Log

1. Open the Mekorma Audit Log.

2. Select the appropriate batch, using the filters as needed.

3. Click on the Number of Checks link.

4. Select the check or EFT payment you would like to view, and click on the Payment Number link.

5. If you have already set up your System Options to Auto Display Check Image Preview, the archived

document will automatically open to the right. Otherwise, you can open the Additional drop-down

menu and choose Show Inquiry Check Preview. This will display the check or EFT remittance.
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m Payables Payments Zoom - TWO (sa) — X
V:ew Addmoml File  Email Tools Help Add

N ¥  Note
Actions  View Payment Document Zoom Help
PaymentNo. | Show Inquiry Check Preview Batch ID 270412-00002
Date | an2r2027 >/ Date Voided | 0/0/0000
Vendor ID ACETRAVE00D! = CurencyD | Z5$ F]
Check Name A Tiavel Company |
Payment Method: Check Credit Card

Cash EFT Electronic

Checkbook ID | FIRST BANK Amount
Document No. EFTO000000000001 Unapplied $0.00
Amaount $6.501.78 Applied $6.501.78
Comment | To $6,501.78
Terms Discount Taken $0.00 Witeolf | $0.00
Terms Discount Available $0.00

[ Bevaluaton |  Applk  Distibuion | Re-create Check Stub
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6.8. Track Payment History with the Audit Log
Report

The Audit Log report records the details of posted check/ EFT batches, including the Approvers/
Authorizers of each batch. This feature provides an added layer of security when processing payments with

Mekorma.

Mekarma Payment Hub

Demao

* To open the Mekorma MICR Audit Log Report window, go to the Mekorma Area Page >
Inquiry > System > Audit Log

1. Open the Mekorma MICR Audit Log Report window.
2. From here, you can filter your results in the following way:

» Use the Sort By drop-down list options to filter the list, then click Redisplay to view the new sort
order.

» Use the radio buttons at the top of the screen to filter on Checkbook ID, Batch ID, or Posting Date.

» Click the Print button to view the Check Audit Log Summary report.

« To drill down to check batch detail, highlight a line item and click on the No. Checks column
hyperlink. This will open the Mekorma MICR Audit Detail Log window and the details from the
selected check batch are displayed. Click the Print button to select the Check Audit Log Detail report.
Only batches currently selected are displayed on the report.

* Please note, reprinted checks will display as zero dollar checks.
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