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1. Release Notes for Mekorma Build x87

Mekorma Build x87 was released on Tuesday, June 21, 2022.

* If you are a new user, please go directly to: Introduction to the Mekorma Payment Hub.

Follow the links below for detailed notes on:

PLEASE NOTE

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

Installation in Progress 1 '

Please wait while the required files are being installed.

Error

The specified account already exists.

0K

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

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

Last modified: Jun 20, 2022
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1.1. New Features & Changes

Release Notes for Mekorma Build x87 released Tuesday, June 21, 2022

New Branding

Mekorma products, including our , have changed their branding. Now all products including,
Mekorma Payment Hub, RPS, Mekorma Invoice Capture, and Mekorma Power Approvals will display
the new brand colors, logos, and icons. In addition, Mekorma has centralized all product about
information in Mekorma Product Manager window. To access it, go to About Microsoft Dynamics GP >
Additional > Mekorma Products Manager.

Mekorma Payment Hub
+ Action Board:
> You have more flexibility when printing posting reports. Now the option of printing to
“?’Iscreen/printer/file may be used in GP’s Posting setup because the Action Board will
ignore printer destination settings for “?’/screen/printer/file. The Action Board will generate
posting reports with the new naming convention by taking the filename from posting setup
and adding checkbook ID_YYYYMMDD_HHMMSS to the report name, or by generating the
posting report to the data folder.
o PowerUsers can now set up Printer Redirection through the Ul in Action Board. The Action
Board Setup window provides a new menu option called ‘Redirection’ Setup. This window
will allow activating and setup printer redirection.

PLEASE NOTE

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

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 7 of 334
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Installation in Progress '

Please wait while the required files are being installed.

Ermror

The specified account already exists.

Q0K

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

NEW: Mekorma Invoice Capture x87

We are happy to announce our new solution Mekorma Invoice Capture (first release Build x86)

Reduce the tedious and manual effort of getting invoices into Dynamics GP without the complexity of a
document management system! Using Microsoft Dynamics GP and Mekorma together, you now have a
complete end-to-end AP automation solution from invoices through payments.

For information on how to set up and use Invoice Capture, see the Mekorma Invoice Capture User
Guide.

Last modified: Jun 21, 2022
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1.2. Issues Fixed

Release Notes for Mekorma Build x87 released Tuesday, June 21, 2022

Mekorma Payment Hub
* Now turning off the Mekorma PDF Check Copy feature will no longer interfere with accurate EFT
totals in the Mekorma Audit Log.
* The Mekorma Registration key warning message now identifies the expiring product(s) by name.

Mekorma PowerApprovals
* Now Pre-defined rejection message loads properly

PLEASE NOTE

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

Installation in Progress 1 '

Please wait while the required files are being installed.

Error

The specified account already exists.

0K

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

Last modified: Jun 15, 2022

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 9 of 334



Mekorma Mekorma Products User Guide for GP - Build x87_en

2. Introduction to the Mekorma Payment Hub

Thank you for your interest in Mekorma products.
is a payables solution integrated with Microsoft Dynamics GP®.

The Payment Hub offers:

* The Action Board for Robotic Process Automation (RPA) of your payment process in one unified
window

» A sophisticated payment approval security system

» Check printing and EFT Remittances with the ability to print on blank or pre-printed check stock

+ Automated signature logic

» Check image archiving

» Fraud protection via enhanced security configuration options

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:

. allows designated users to approve and reject payments from a mobile device or
web browser, without being logged in to Dynamics GP.

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

. allows you to outsource your payments, ridding you of the
burden of check processing while paying your vendors by check, ACH, wire transfer or credit card and
paying for your costs with rebates.

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 10 of 334
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2.1. Security and Fraud Prevention

A fundamental reason for Mekorma Payment Hub is its security features. Whether you are processing your
payments by check, EFT or outsourcing through , security is crucial.
Knowing that your workflow is protected is what can give you peace of mind when you print checks with
automatic signatures or send payments out through your outsource provider or bank. It is a way of insuring
that the proper controls are in place for separation of duties and oversight, essential for fraud prevention.

With Mekorma Payment Hub, the same set of security rules apply whether you are processing checks in-
house, creating EFT files to send to the bank, or automating your payments completely with

Mekorma Task-Based Security

As needs have grown, so has the security model, which is rich with capabilities. Our security model is called
Task-Based Security, which was introduced in Mekorma Payment Hub build x76. The fundamentals are
covered:

» Signature logic with encryption.

» Dollar-value ranges (a.k.a., Threshold Levels) for designing your security rules.

+ The Approval Workflow Notification System lets approvers know by email or text when they need to
approve.

» Automatic batch splitting allows payments that are fully approved to go out without waiting for other
payments.

» Approval rules can be configured not only by dollar-value but also by Vendor Classes.

In addition, Mekorma security has been enhanced with the following, all driven by user request:

* You can break your dollar value groupings down as finely as you want for total control. No limit on the
number of levels.

* You can assign any number of approvers to a dollar value group/threshold level.

* Any one approver can be assigned to as many dollar value groups as you need.

* The Mobile approval system option, , built from Microsoft Power Platform, lets
approvers approve on the go.

* Whole payments or even individual vouchers can be rejected when approving.

+ Out-of-Office notification and approval delegation can be configured.

Thinking through what you want to do is an important part of implementing a fully functional approval system
and this guide will help you.

Mekorma Legacy Security
Mekorma is fiercely committed to our existing users, so we have continued to maintain our older security

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 11 of 334
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models, which we call Legacy Security. This is what Mekorma users have employed for builds previous to
x76 and includes security by:

e UserID
e Checkbook ID
» Default GP security

Because Mekorma is fiercely committed to ensuring your payment process is as secure as possible, we
continue to develop features and improvements for our Task-Based Security model. However, Mekorma
Legacy Security (checkbook/user-based) models will be deprecated as of build 84. Moving forward, if your
security is configured by checkbook or User ID, you can continue to use it but as of the March 2022
Payment Hub release, the functionality will no longer be supported. Please continue to watch our
newsletters and website for updates and announcements.

To understand the benefits of Task-Based security, please see this

and how they compare. Our is happy to help with the transition and
implementation to our Task-Based Security model so you can continue to enjoy the peace of mind that
comes with more robust security to your payments.

What is the Default Setting and What Happens When |
Upgrade?

Task-Based security is the default setting. However, please be assured, if you are an existing customer
using Legacy Security, the Mekorma upgrade process honors your Legacy Security settings and you have
time to plan when you want to implement the new security system.

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 12 of 334
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2.2. Remote Payment Services (Outsource
Your Checks)

handles all your vendor payments through this process flow:
1. you send check batches to the service provider.
2. the service provider (AvidXchange or Corpay) will send payments on your behalf.
3. your vendor will get paid the way they want—by check or electronically.
All your processes, building, processing and posting, will still be done within Dynamics GP. In addition, you
will have access to a portal to download additional payment reports, view cleared status and see
remittances.
You maintain control by:
« approving payments in GP before ever issuing them to the service provider
* making vendor exceptions to
+ getting exceptional fraud protection from the service provider.
* being able to approve the payments from wherever you are via Mekorma workflow.
+ keeping everything in your ERP system.
And you save all of this:
» ordering check supplies.
» folding, sealing and mailing checks.

» enrolling your vendors in EFT programs and managing that sensitive data.
» ease of reconciliation.

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 13 of 334
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2.3. Action Board

If your organization can set certain basic policies for how you select your check batches, how often you pay,
which payment discounts you want to capture and what payment methods you want to use, then the
Mekorma Payment Hub provides a way to greatly streamline your processing efforts. This is called the
Payment Hub Action Board and it can save up to 75% of the time you spend in creating and processing

payment batches.
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The Payment Hub Action Board allows Mekorma users to perform the following actions, all in one window:

* Build Payment Batches

* Request Batch Approval

* Process Checks and EFTs

+ Update Remote Payment Services Status
* Post Payments

* Generate EFT files

* Generate SafePay files

You can select multiple checkbooks across all your companies and do each of these actions with one click.


https://www.youtube.com/embed/k19Brfw8Uww?rel=0&start=79&end=157

Mekorma
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|

x

& 2 H e il @0
Process Options | View File Toels | Help Add
- - - ¥ Note
Actions View File Tools Help
Action Huild Payment Batches Process 1D EC ,,O [Drescription | End of Week Payment |
Mark All|| Unmark Al | 28 Redisplay |
Build IB 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$
DUEINT <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$
DUEINT <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$
DUEINT <PENDING-00011> Complete Solutions FIRST BANK Check Z-US$
DUEINT <PENDING-00012> Complete Solutions FIRST BANK EFT  Z-US$
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2.4. Power Approvals

Power Approvals enables your Approver team to review and approve payables batches outside of
Microsoft Dynamics GP from your mobile device.

For more information see
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2.5. MEM Connector

The MEM Connector enables companies who use Binary Stream’s Multi-Entity Management® (MEM)
product to integrate the Mekorma Payment Hub with both payables and payroll.

For more information see
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3. 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, the Action Board,
Remote Payment Services and the MEM Connector for Payables/Payroll. This guide can always be
accessed from

The guide is organized into five topic categories:

. : Learn what you need to know and plan for before installing
and processing payments with the Mekorma Payment Hub.

. : Describes how to install our product or upgrade to the latest
build.

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

. : Demonstrates day to day use of the Mekorma Payment Hub for
Dynamics GP Payables.

. : Demonstrates day to day use of the
Mekorma Payment Hub for Dynamics GP Payroll systems.

. : This section is for existing customers who are getting
ready to upgrade. Read this section prior to upgrade for any important considerations you may have.

. : Explains how the Mekorma Customer

Success team is standing by to help you with whatever you need.

New users can follow step-by-step installation, configuration and usage instructions delivered via written
content and video demonstrations. Experienced users can review this guide for any applicable
, or 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 its 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.
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4. Preparing for the Mekorma Payment Hub

This section of the User Guide walks you through questions to ask yourself and information to gather prior
to implementing the Mekorma Payment Hub.

The first step is to read our and each of the sections there:

1. Determine in advance which of the major components that you want to implement and place them on
a time-line.

2. Use the section to focus on each of these major components

3. Gather the information and supplies you need for the functions you are implementing

* Note that our Customer Success team is standing by with a full discovery and
implementation methodology, if you would like help implementing your system.
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4.1. Questions to Ask Before Install

Gather Information

Here are some of the Discovery items to consider to optimize your AP payment automation:

* Note that our Customer Success team is standing by with a full discovery and
implementation methodology, if you would like help implementing your system.

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 for
payments.

Decide what payment types will be made -outsource all payments? or manage separate
batches of checks, EFTs, credit cards and wire transfers?

2. Review your security model if you want a payment approval process in place.

How many signatures and approvers will you want on each payment depending on its Dollar
Value and its Vendor Class?

Do | want to implement the approval system or just print signatures without an approval
system?

3. Gather Signatures

Do you need signature files for approvers or authorizers?

4. Do you need to Assign Checkbooks to Vouchers or Vendors?

5. Do you want to Outsource some or all of your payments?

6. If not, will you be setting up and processing EFT payments in-house?

a.
b.
C.

Will you want your EFT Remittances to match your check Remittances?

Will you want your EFT Security to mimic your check security?

Will you want Mekorma to email yvour EFT Remittances so that you can avoid setting Microsoft
word templates?

7. Do vou plan to use the Action Board? If so, you will want to review with your AP team their needs:

a
b.
c
d

What are the exact processes and frequencies for building AP batches?

What are their needs around posting reports?

What payment batch types will they be processing—Checks? EFTs? Outsourced payments?
What is the printer configuration?

8. How do you want to store your online check/remittance images?
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9. Do you use Multi-Entity Management (MEM) by Binary Stream? In that case, you may need to
purchase the Mekorma MEM Connector and study how to configure if.

Will You will be Printing Checks?

Most of our users want to print at least some checks in-house even if they send most of them through EFT
or outsourcing. If you want to print in-house, you will need to consider these supply questions:

10. Printers and Supplies
+ Do you have a printer that can do the job? We recommend that you have 2 flat-bed trays—one
for check stock and one of overflows and EFT remittances
» Do you have a Magnetic printer toner?

11. Choose your check stock
» Will you use pre-printed or blank check stock?

=

Blank check stock is highly recommended as it is one of leading efficiencies that the
Payment Hub gives you. If you are using the Action Board for printing from multiple
checkbooks, you will need to use blank stock as the system will print different checking
account information in the check coding as it prints batches.

12. Check Formats
* Mekorma comes with a library of pre-configured check formats that can be customized from
within the Mekorma Payment Hub Configurator. What formats do you need?

13. Gather images to include on your check
* Will you use a company logo?

14. Do you want enable or disable Blank Check Printing?

To use the Mekorma PowerApprovals mobile application

If you want to use a payment approval process, and give Approvers the ability to approve/ reject
transactions remotely, then Mekorma PowerApprovals is for you! Our mobile application allows Approvers to
get the job done without needing to log in to Dynamics GP. Approvers can use a mobile device or a

supported browser.

Please follow this link to get all the details on system requirements and IT considerations.

Last modified: Apr 28, 2022
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4.2. 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
Signature for Use in GP

B
=
I

1. Take a standard 8 2 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.
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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.

Last modified: Apr 28, 2022
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4.3. Recommended Printers and Supplies

Printers for Mekorma Payment Hub 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 overflow 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.

We sometimes get asked whether to purchase a Troy Printer. We have found that Mekorma
is not compatible with the security hardware add-ons or on-board MICR fonts that are found
in Troy Printers. Those features are handled in our product through software, so there is no
need to spend extra for them.

=

Check Printing Supplies

Check printing supplies include:
» Check stock (pre-printed or blank)
* Envelopes

* Magnetic Toner

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

You can also search the Internet using the key words “blank check stock” or “magnetic toner” to locate
vendors. Mekorma Payment Hub will work with both blank and pre-printed check stock of almost any size.

Blank check stock has the following advantages over using pre-printed stock:
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» More secure: Blank stock does not already have the MICR line encoded; it is non-negotiable until your
payments have gone through an approval process and your check printing software generates the
check.

« Cost effective: Pre-printed stock can range from $50-$80 per 250 checks, depending on how
customized your data is. Blank check stock can be purchased in higher-quantity bulk orders, and you
can typically get 1,000 checks within the same price range.

+ Less waste: If your company information changes, you have to get rid of pre-printed stock and order
new stock with the correct information. Blank stock does not have that limitation.

» Convenient: You do not have to switch stock in the printer when printing payments from multiple
companies.

Read our blog on the topic.

* Mekorma Payment Hub does not work with duplicating check stock (NCR) because we
only do laser printing which is not “impact” printing. If you want a self-sealing check stock
option, the Z-fold will work. Mekorma Payment Hub does not work with “C” fold check
designs.

MICR gauge and check alignment

A free MICR gauge can be mailed to you after your Mekorma Payment Hub order is processed. The gauge
will assist you to determine the correct spacing for the MICR font on your checks. If you would like to
receive a gauge, please email our Sales department.

Last modified: Apr 28, 2022
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4.4. PowerApprovals System Requirements

Power Apps subscription

You will need a Power Apps subscription in order to access Mekorma PowerApprovals. The
subscription model offers per-app or per-user licensing.

* To purchase Power Apps for an organization, you must already be an Office 365 Global
or Billing Admin of a tenant, or you must create a tenant.

* Option #1: Run single apps
> This option allows you to run applications around a single business scenario for an
individual user.
o $10 per user/per app/per month.
o Maximum 2 apps and 1 portal.
Here’s an example of a Single App licensing scenario:
Your organization has 3 Approvers that use Mekorma PowerApprovals. 3 x $10 per user/
per app/per month = $30/month. Yearly investment = $360
* Option #2: Run unlimited apps
o This option allows you to run unlimited applications for multiple business scenarios.
o $40 per user/per month.
Here’s an example of an Unlimited Apps licensing scenario:
Your organization has 3 Approvers that use Mekorma PowerApprovals. 3 x $40 per user/
per month = $120/month. Yearly investment = $1440
» For additional licensing information
* In addition to the Power Apps license, a SQL Server premium connector is required:
o This is included with both the single app or unlimited app licensing. PowerApprovals makes
use of the connector in both the app and the triggered flow.
o |t is needed to execute the approval procedures at the database server level.

On-premise Data Gateway

The Data Gateway can be installed on server (any server with line of site to SQL Server).

Deployment

The Data Gateway can be deployed centrally and allows you to manage data connections for multiple
cloud apps so you need to install only one gateway to enable cloud to on-premises data connections.
Once the gateway is installed, it is available in all supported apps and can be used to set up multiple
on-premises data connections.

Installation Requirements

* Windows 10, Windows Server 2012 R2, Windows Server 2008 R2, Windows Server 2012,
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Windows 7, Windows 8, Windows Server 2016, Windows Server 2019
* Net Framework 4.7.2 or greater

Microsoft Dynamics GP

The following requirements must be met in order to run Mekorma PowerApprovals:

* Your organization must possess valid licenses for Microsoft Dynamics GP
* You must have valid licenses for Mekorma Payment Hub
o The Mekorma Action Board is not required
o Task-Based Security must be configured in advance and email settings configured to
match a GP user account with an Azure AD account
* You must have valid licenses for Mekorma PowerApprovals

Supported platforms for running PowerApprovals using the PowerApprovals mobile application
* Android 7 or later

* i0S 12 or later
* Windows 10 (minimum Windows 8.1)
» Power Apps application, downloaded from iOS or Android stores

Supported Browsers

* Google Chrome (latest version)
o Windows 7 SP1, Windows 8.1, and 10
o Android 5 or later
> iOS 8 or later
o> macOS

* Microsoft Edge (Chromium version)
o Windows 10

* Mozilla Firefox (latest version)
o Windows 7 SP1, Windows 8.1, and 10
o Android 5 or later
o iOS 8 or later
o> macOS

* Apple Safari (latest version)
> iOS 8 or later
o> macOS

Once your system has met these requirements, continue to Setup for Remote Approvals. See here for
instructions on how to use the app to approve or reject vendor payments.

o¥s The Mekorma Customer Success team is available for assistance with implementation and
training on PowerApprovals or other Mekorma products.
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5. Installing the Mekorma Payment Hub

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.

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

Last modified: Apr 28, 2022
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5.1. 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. 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
o ofE]
Contents
Index
About This Window F1
Lookup Ctrl+L

Show Required Fields

Printable Manuals
What's New

Documentation and resources on the web

I About Microsoft Dynamics 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 page.
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OK  Options = Additional File Tools | Help
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Actions Additional File Tools | Help

=m Microsoft

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.

If you need to find the build version of Mekorma you are running, please refer to the
Mekorma Products Manager.
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9.2. New Installation or Product Upgrade

Mekorma Payment Hub

Run the Mekorma Installer

1. Log in to Windows as an Administrator. If you are already logged in, make sure to close Dynamics GP
before attempting to install Mekorma.

2. Once the installer has been , launch the executable file. The file will follow this naming
convention: MICR + GP version + Mekorma build version. (ex. MICR2018b082.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
for a first-time install or product upgrade to take effect.
a. Note that if you are also upgrading Mekorma Remote Payment Services (see below) you can
wait to run Table Maintenance until both modules are upgraded.

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

Mekorma PowerApprovals

PowerApprovals functionality is build-specific unless otherwise noted in our product release notes. For
example:

» PowerApprovals build x80 is only compatible with Mekorma Payment Hub build x80
» PowerApprovals build x81 is only compatible with Mekorma Payment Hub build x81

To install or upgrade PowerApprovals, please refer to the

Remote Payment Services Connector

Installation

The Mekorma Professional Services team and your payment outsource provider will handle the initial
installation of the Remote Payment connector. After the initial installation, you can upgrade yourself as
described below.
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Upgrade

When a new build of Mekorma Payment Hub is released, a corresponding MEEP Providers installer will be
available on the Mekorma downloads page for the Remote Payment Connector and must be installed when
upgrading the Payment Hub.

! The Mekorma version numbering of the MEEP Providers must correspond to the version
numbering of the Mekorma Payment Hub. Check your version numbering

1. Download the MEEP Providers Installer.

2. Run the MEEP Providers Installer — this will enable Dynamics GP to connect with either the Corpay
or AvidPay platform.

3. Run Table Maintenance.

4. Enter the appropriate data on the Remote Payment Services Configuration window.

Last modified: Apr 28, 2022
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5.3. 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 anytime you install
or upgrade. You must also run table maintenance after a new company is created in GP. This process
serves to either create tables in the SQL database upon a new install, or to update them when there has
been a software upgrade.

Learn more in the video below:

How to Run
Mekorma Table Maintenance

-

This window below will appear automatically after you install or upgrade:
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Microsoft Dynamics GP

'ﬂ 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 wantto open the Table
Maintenance window now?

o o

! Only the system administrator is prompted to run the table maintenance process, so be sure
to log in as ‘sa’ after installation. This is true whether you are creating tables for the first
time or upgrading.

* To manually access the Table Maintenance window, Login as ‘sa’ and go to the Mekorma
Area Page > Setup > System > Table Maintenance. If you are not a system administrator, a
warning message displays and the window will close.

Requirements

* Individual companies can be upgraded at the same time or separately within the Table Maintenance
window.

* No one should be working on a Mekorma product while the upgrade process is running. For example,
no one should be selecting AP or Payroll batches or processing payments via Print Mekorma
Payments, the Action Board, or Remote Payment Services.

» Registration keys are obtained automatically, so when the table update process is complete, Mekorma
Products should be ready to use. If any registration error occurs, see the section on product
registration for more details.

New Mekorma Installation or Product Upgrade:

1. 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).
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B Mekorma Products Table Maintenance - BB (sa = L X
- i 5 L '1 . ,.:’::
> A /< Il @7
Registration Upgrade] Process & Enable File Tools | Help Add
History | Selected Companies it - *  Note
Actions File Tools Help
Mekoma Procucts | 18020082
Microsoft Dynamics GP 16. 21036 (R2019)
Registered Site Name | Mekoma
Search Compary Mames | s S e e
Campany Statusn_as I"’ Ready éj Meeds Attention M |ncompatible x Dizabled
Company Name Status Database M.. Company ID
+ Balanced Business Meeds Attention (Initialization) BB 1
F Complete Solutions Meeds Attention {Initialization) CS 2
F Fabrikam, Inc. MNeeds Attention {Initialization) TWO -1

3 Companies Selected

2. When the process is finished, close the Mekorma Products Table Maintenance window.
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5.4. 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:
1. enter new registration keys
2. request trial period keys and

3. access our online keys retrieval system

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

The following products require keys:

* Payment Hub

« Payment Hub Action Board (Included with Payment Hub)
* Mekorma US Payroll

* Mekorma Canadian Payroll

*+ MEM Connector Payables

* MEM Connector Payroll

Last modified: Apr 28, 2022
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5.5. Mekorma Products Manager

The Mekorma Products Manager is a helper dictionary that manages table maintenance and product
registration for all Mekorma products. This dictionary 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. You will need this
information in the event you need to open a case with Mekorma Support.

* To access the Mekorma Product Manager window, go to the GP Help menu > About
Microsoft Dynamics GP > Additional > Mekorma Products Manager

To find the version of Mekorma currently installed:
1. Open the Mekorma Products Manager window.
2. Refer to the string of numbers after any of the listed products. The last four digits before the

parenthesis represent the build number referenced in this User Guide. For example, in the screenshot
below, the Mekorma version is 87.03

m About Mekorma Products Manager — >

File Edit Tools Suppot Help sa Fabrikam, Inc, 4/12/2027

R

Mekorma Products Manager

@ Mekorma Action Board |1B.1}4.Uﬂ?.ﬂ3 ICIB'.-' 03.20220530.192918) +PR Mekorma Website
@ Mekorma Assign by Checkbook 18.04.087.03 (087 03.20220530.193023) Product Download
@1 Mekorma Canadian Payroll 18.04.087.03 (0&7  03.20220530.192713) Product Registration
@ Mekorma Invoice Capture 18.04.087.03 (087 03.20220531.1521110) Table Maintenance
(®) Mekorma Payment Hub 18.04.087.03 (087 03.20220603.143754)
@ Mekorma Product Manager 18.04.087.03 (087 03.20220603.145955)
I@l Mekorma Remote Payment Services 18.04.087.03 (087 03.20220530.191550) Product Demonstration
Online Support
Contact Us

() Third Party Matices

Copyright 2022 Al rights rezserved
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5.6. 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:

1. 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.

2. 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.

E Mekorma MICR Web Client Download ... - X

O =i e]

OK File Tools | Help Add

o > *  MNote
Actions  File Tools Help
Download and Install Mekorma MICE ‘Web Client @
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6. Configuring the Mekorma Payment Hub

This section of the User Guide offers instruction on how to configure the Mekorma Payment Hub. It will get
you from O to live in 3 simple steps. Then you can configure the rest of the system:
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6.1. Mekorma Quickstart

The goal of our quickstart is to get you a small win as early as possible and then build on it. Clients
purchase Mekorma Payment Hub for check printing and for overall AP automation. With check printing, you
can get from 0 to live in 4 steps, shown here. For the full payment automation, the rest of the Configuration
guide provides a step by step path to add security, signatures, the Action Board, Outsourcing or EFTs and
further refinements. As you add each of these, you will get more out of your investment.

! We recommend doing this testing in a test environment, using plain paper or a .pdf printer
rather than check stock, and shredding anything printed. Once familiar, implement on
production.

1. Learn how to Navigate to Mekorma Windows.

2. Setup a Checkbook.

3. Setup Dynamics GP Security for Mekorma.

Print Your First Check
To print your first check:
1. Build a batch however you normally do in Dynamics GP

2. Print the Batch. If you are configuring for:
+ Payables, Process a Single Payment Batch.
» US Payroll, Print US Payroll Checks.
* Canadian Payroll, Print Canadian Payroll Checks

3. Return to the next section Configuring Security.

This will get you to a live check printed on blank check stock with a MICR line. It will not be signed. Setting
up security and signatures comes next.

o¥s The Mekorma Customer Success team is available if you need assistance.

Last modified: Apr 28, 2022
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6.2. Navigate 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:

s L
u)
J—
—

* 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
e Cards
* Routines


https://www.youtube.com/embed/_5MN7mP0Ksg?rel=0
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* Reports
+ Setup
+ Utilities
* Inquiry

Last modified: Apr 28, 2022

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 44 of 334



Mekorma Mekorma Products User Guide for GP - Build x87_en

6.3. Setup Dynamics GP Security for Mekorma

There are two steps to getting Dynamics GP security to recognize Mekorma windows and give access just
to the users that should have access:
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6.3.1. Grant Access to Mekorma Windows and
Reports

Mekorma Payment Hub Security Tasks and Roles

As per standard practice for Dynamics GP, your AP team will need to have security access to both the
standard GP windows/reports and the Mekorma windows/reports based on their roles.

Mekorma Payment Hub supports Dynamics GP’s role-based security model by providing pre-configured
security roles that are automatically created when Mekorma Payment Hub is installed. A new user does not
have access to any third-party windows and reports in Dynamics GP unless they are assigned for that
security role. This means that Mekorma Payment Hub is not accessible for a newly created user.

For a non- administrator user to have access to Mekorma Payment Hub windows and reports, a Security
Task containing access to Mekorma Payment Hub windows must be created and eventually assigned to
the user.

To assist users in setting security access to Mekorma Payment Hub windows, 17 roles and 20 security
tasks have been created. Users can select the applicable Mekorma security role (containing the security
tasks) and assign it to the desired user. Each time a user logs into a Dynamics GP company, Mekorma
Payment Hub runs a check for existing Mekorma Payment Hub roles. If any of the six roles are missing,
the program recreates all of the security roles and tasks.

* For information in setting up Dynamics GP security roles and tasks, please refer to
SecurityPlanning.pdf located in the Documentation folder of your Dynamics GP directory.

In Dynamics GP, security tasks are assigned to security roles. Mekorma Payment Hub provides security
tasks containing sets of related Mekorma Payment Hub windows and reports. The Mekorma Payment
Hub security tasks are assigned to a Mekorma Payment Hub security role, and then the role is assigned to
a user.

Reviewing the Mekorma Security Tasks

To view the Mekorma Payment Hub windows associated with a specific Mekorma Payment Hub security
task you can print a standard Dynamics GP report:

1. Open the Security Reports window (Administrative Area Page > Reports > System > Security).
2. Choose the Security Task Setup report and click New.

3. The list of Mekorma security tasks start with the letters MEK. To see a complete list of tasks provided
with the system, insert the range from MEK to N in the report.
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4. Print the report or save it to a file to import into Excel.
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Security Report Options - BB (RYAN) - O X
Save Clear Delete Copy My File Print Tools Help Add
Reports N = ¥  Note
] Actions File Tools Help
Secur‘\ty Reports - BB (RYA
Option: Mekorma Task 1D v Report Security Task Setup
9 -
Clear File Print Include Inactive Users
Actions File
Ranges: Task ID v From: MEK IS
Reports: To: N P
Security Task Setup Restrictions:
[hsert Task ID From MEK Ta N
Dptions:
Remaove
E-mail Options
Destination

MEKORMA MEEP ADMIN
MEKORMA MEEP CLERK
MEKORMA MEEP VCARD INV
MEKORMA MICR ADMIN
MEKORMA MICR BATCH RECOVE
MEKORMA MICR EZADDS SETP
MEKORMA MICR PM APPROVAL
MEKORMA MICR PM BLNK CHK
MEKORMA MICR PM CHK SETP
MEKORMA MICR PM REQUEST
MEKORMA MICR POWER USER
MEKORMA MICR REGISTRATION
MEKORMA MICR SETUP
MEKORMA MICR SIG SETP
MEKORMA MICR SUPPORT REQS
MEKORMA MICR TEST CHECK
MEKORMA MICR UPR BLNK CHK
MEKORMA MICR UPR CHK SETP
MEKORMA REGISTRATION

Copyright © 2022 Mekorma Enterprises. All Rights Reserved.

Here are the names of the security tasks. On the report you will be able to see what windows and reports
are assigned to each task:
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+ MEKORMA TABLE MAINTENANCE
+ MEKORMA_BATCH_AUTHORIZER
+ MEM CONNECTOR PAYABLES

* MICR VENDOR CLASS SECURIT

* MICR_APPROVER1

* MICR_APPROVER2

+ MMM ACTION ADMIN

* MMM ACTION SETUP

* MMM ACTION USER*

You will also see the following Security Tasks—these are used to assign Approval permissions to your users
but not for access to any Dynamics GP or Mekorma Payment Hub windows. For more information about
this, see

- MEKORMA_APROVER_LEVEL_1
- MEKORMA_APROVER_LEVEL_2
- MEKORMA_APROVER_LEVEL_3
- MEKORMA_APROVER_LEVEL_4
- MEKORMA_APROVER_LEVEL_5
- MEKORMA_BATCH_AUTHORIZER

Reviewing the Mekorma Security Roles

To review Mekorma Payment Hub roles, use the same Dynamics window. Simply change the report to
Security Role Setup and choose similar report options.
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Security Report Options - BB (RYAN) - O X
DXL E S me 1| 07
H x I i - i <
Save Clear Delete Copy My File Print Tools Help Add
Reports " ¥  Note
Actions File Tools Help
il Security Reports - BB (RYA
Option: Mekorma Role IDs Report Securty Role Setup
-
File Print Include Inactive Users
Acti Fil
ons - Ranges: Role ID MEK js)
Reports: N )O
|Security Role Setup Restrictions:
Insert Role ID From MEK To N
Options:
Remove
E-mail Options
Destination

Here are the names of the security roles. On the report you will be able to see what tasks are assigned to
each role:
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MEKORMA MEEP ADMIN
MEKORMA MEEP CLERK
MEKORMA MEEP POWER
MEKORMA MEEP VCARD INV
MEKORMA MICR ADMIN
MEKORMA MICR PM APPROVER
MEKORMA MICR PM CLERK
MEKORMA MICR PM MNGR
MEKORMA MICR PM REQUESTER
MEKORMA MICR POWER USER
MEKORMA MICR UPR CLERK
MEKORMA MICR UPR MNGR
MEKORMA PRODUCTS

MEM CONNECTOR PAYABLES
MMM ACTION ADMIN

MMM ACTION SETUP

MMM ACTION USER
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Mekorma has developed Security tasks and roles using our best judgement but it is
important for you to reflect on whether these choices meet your companies policies. Our
Customer Success Team is available to do a policy audit with you and ensure that you use

the correct role settings.

=

Last modified: Apr 28, 2022
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6.3.2. Grant Access to Mekorma Alternate
Windows

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

Setup an Alternate/Modified Forms and Reports ID

The first step to grant security to alternate windows is to set up an Alternate/Modified Forms and Reports
ID that gives access to the Mekorma Windows. If you already have other Alternate/Modified Forms and
Reports, you will want to add this to the existing ID that applies to your AP team. If you also use Mekorma
Payment Hub for US or Canadian Payroll you can add payroll access to the same Alternate/Modified
Forms and Reports ID:

1. Log in to Microsoft Dynamics GP as a system administrator.

2. Open the Alternate/Modified Forms and Reports window (Administration Area Page > Setup >
System > Alternate/Modified Forms and Reports).

3. Select an Alternate/Modified Forms and Reports ID (or create a new one) and enter the following
values in the fields:
* Product: Mekorma MICR
+ Type: Windows
» Series: All

Note that Mekorma MICR was the original product name for the Mekorma Payment Hub and was
retained to avoid disruption to existing users.

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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AIternate/Modified Forms and Reports - CS (RYAN) - O X

H9X 5 p e« il @7

Save Clear Delete Copy View File Print Tools H;Ip Add

24 v e ¥  Note
Actions View File Tools Help
ID: DEFAULTUSER p
Description: Default User
Product: Mekorma MICR v
Type: Windows v
Series: All P
Select: v Change All

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

SREN] Payroll
- ©-E] Brint Pavroll Check
: J@[] Mekorma MICR

fo [ Microsoft Dynamics GP
-1 Purchasing

EJ #| Print Payables Transaction Check
- J@[] Mekorma MICR
: : ]| Microsoft Dynamics GP
EJ #| Print Payments

2] Microsoft Dynamics GP

44> »

* Dynamics GP Role and Task security will still be used to allow or prevent user access to
each window. The Alternate/Modified Forms and Reports ID in effect tells Dynamics GP:
for users that are allowed to use any particular window, use the Mekorma version instead of
the GP version. Since Dynamics GP allows you to assign a single Alternate/Modified
Forms and Reports ID the simplest setup is to create one Alternate/Modified Forms and
Reports ID for everyone and use individual Role and Task assignments to turn the windows
on and off.

Assign Alternate/Modified Forms and Reports ID to Users

The second step is to assign the Alternate/Modified Forms and Reports ID to each of your Payables and
Payroll Users
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Open the User Security Setup window (Administration Area Page > Setup > System > User

Security).

2. For each User/Company combination, ensure that you have designated a Alternate/Modified Forms

and Reports ID that includes the Mekorma windows.
User Security Setup - CS (RYAN)

Save Clear Copy File  Print

Tools Help Add

= ¥  Note
Actions File Tools Help

User: RYAN . Ryan Rose

Company Complele Solutions v
User Type Full

Roles:
[C] Display Selected Roles

Security Role ID Name

[] AA CLERK*

[] AA MANAGER*

[] ACCOUNTING MANAGER*
[] AP CLERK*

[] AR CLERK*

"] BOOKKEEPER*

[] cA AGENT*

[] CA MANAGER*

[] CASTAKEHOLDER*

Analytical Accounting clerk
Analytical Accounting manager
Accounting Manager

Account Payables Clerk
Account Receivables Clerk
Bookkeeper

Contract Agent

Contract Administrator
Contract Stakeholder

,_‘ CCOTICIEN AT NLINTANMT® Cacbibind A crniinband
Alternate/Modified Forms and Reports ID: DEFAULTUSER

AFA Reports
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6.4. Setup a Checkbook

The fundamental steps of your Checkbook setup are to:

1. Configure the MICR line. This is the primary thing needed in order to switch from pre-printed check
stock to blank check stock.

2. Choose a Check Format

The following two steps are OPTIONAL.:

3. Use the Mekorma Payment Hub Configurator to customize your check format.

4. Add a lLogo to your checkface.

* Before setting up your checkbooks for Mekorma Payment Hub 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. Also the Mekorma Customer Success team is available if you need assistance.

Last modified: Apr 28, 2022
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6.4.1. Configure the MICR Line

The MICR line is the coded banking information at the bottom of your check which is printed in the E13B
MICR font. By printing the MICR line, the Mekorma Payment Hub can provide the capability of printing on
blank, rather than pre-printed, checkstock.

The video below gives detailed instructions on how to configure the MICR line.

Note that this MICR line setup is based on the Checkbook, so it is set up the same way whether you are
using Mekorma Payment Hub for your AP, US Payroll and Canadian Payroll checkbooks:

The New Checkbook Setup Window:
MICR Line Configuration

1. Open the Checkbook Setup window. You can do this in 2 ways:

a. from the Dynamics GP Checkbook Maintenance Additional menu (Financial Area Page > Cards
> Financial > Checkbook). Enter a Checkbook ID by using the lookup, then: (Additional >
Mekorma Check Setup).

b. from the Mekorma Area Page (Mekorma Area Page > Setup > Purchasing > Checkbook Setup).
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
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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*
Account Number
Right-most position of the Account Number*

-~ ® 2 0o T

4. Click OK.

5. 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 *

Last modified: Apr 28, 2022
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6.4.2. Choose Check Formats from the Check
Format Library

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

Using and Customizing
Mekorma's Default Check Formats

Formats for Dynamics GP Payables and Dynamics GP Financial > Miscellaneous
Checks

You must select a Primary Check Format and may select up to 6 additional 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.
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* The Check Overflow format and Check Copy Overflow format are used when you want to have a
different format for overflows. For example, you may use 3 part checkstock for your primary format
and print just a short list of invoices on the remittance stub but then overflow to a whole page of blank
paper to maximize the list of invoices on the overflow sheet.

e The 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. However, since EFTs
don’t require the check portion of the format, we recommend full page formats for EFT remittances.

* The Refund Check and Refund Check Overflow formats are used if you will be using the

for printing Microsoft Dynamics GP SOP refunds as checks. This feature allows you to
convey the line items that are being refunded to your customers.

* Note that you will not be able to convey these special refund formats if you are using
Remote Payment Services. In that case you can either print the refund checks locally or
convey that information in a different manner. In this situation, please contact our Customer
Success team for advice.

Formats for Dynamics GP US Payroll

There are two formats available for the US Payroll module:

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

2. 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 employees.

Formats for Dynamics GP Canadian Payroll

There are four formats available for the Canadian Payroll module:

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

2. 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 employees.

3. The Earnings Statement allows you to designate a different format for the earnings statement you
send to your employees.

4. The Earnings Statement Copy allows you to print a physical copy of the earnings statement, and
can be different than the format you send to your employees.

Choose Formats:

* To access the Mekorma Checkbook Setup window, go to the Mekorma Area Page > Setup
> Purchasing > Checkbook Setup
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Open the Checkbook Setup window.
Select the checkbook and the module (Purchasing, US Payroll, Canadian Payroll) that you want to

configure.
m Mekorma MICR Checkbook Setup - TWO (sa) — x
9 l p 'A"I 13
u x e ’ﬁ Tru ‘Q
Save Clear Delete Integrate = Additional File | Tools Help Add
- Ad - hd Note
Actions Additional File Tools Help
IEhed(bunk D FIRST BANK. il
Default Thieshold ID >
MICR Line Setup
Transit [ABA] Mumber
minns
Check Number Pattern €|[*+[=]l -){ Fiouting Mumber Account Number € >

fr+++++ 0 DBAGRRSTAIE BADDSADALL

58 57 56 5554 535251504948 47464544 43 424140 39383736353433 323130292827 262524232221 20 1918 17 16 1514

PLichasing
Threshold ID PD &
Non-Negotiable Word YOoID |
Primaty Check Format AP Check_bottorn_2 Std AP Stubs. stbz P
Check Copy Format Owerflow_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_bottom_2 Std AP Stubs. stbz P
Check Copy Overflow Format | Overflow_full_Std AP Stub.sthz P
EFT Remittance Options |EFT Remittance Format ~ ‘
EFT Remittance Format AP Check_battorn_2 GL Dist Stubs. stbz §o
Refund Check Format | Refund Multiple Document.stbz P
Refund Dverflow Format Refund Multiple Document - Overflow. stbz P

Click on the lookup to the right of Primary Check Format, and choose an appropriate option from
Mekorma'’s library of pre-configured formats (in the Check Format Library). 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: Apr 28, 2022
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6.4.3. Customize Check Formats Using the
Configurator

The Mekorma Payment Hub 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

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.

Using the
Mekorma Configurator

* 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 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.
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» 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.

° LA R
‘ Home ‘ Layout Options. Display Help

Mekorma Configurator

7S -

New | save T 3(, Oty %3 Add Snippet | %, Zoom In

> Open &l save as 43 copy | *_ Add Elements | =, Zoom Out

Recent Files + | 43 Save Snippet SIS P paste| X Delete Fields | Zoom 100%  |v]
File Edit Fields Zoom

Name Type AP Check_bottom_2 Std AP Stubs.stbz [
IR voucher::Outstanding Am...| Multi Currency [ I 1 2 2

Voucher::Discount Taken ... Multi Currency
| CTOTALS: Label

| I Voucher::Transaction Des... Multi Text

i i~ voucher::Enhanced Net C... Multi Currency
“Payment Number™ Label

{ i~ Payment::Payment Number Single Text

- "Date” Label

-Payment::Document Date  Single Date.

Company LocationName ~ Vendor
Vendor Check Name

[Property Valie 1.
Field Type Multi Currency

Field Name Voucher::Outstanding Amount
Left 5.13

Top 115

Width 0.98

Height 2.45

Lines of Text 18

Font Tahoma, 8, Black, Regular

\White on Black O

Alignment OlLeft O Center (®Right

Document Number

O
Backwards O
[l

je When
Suppress Currenc.
Total Line

Lock

O

Company LocationName ~ Vendor
Vendor Check Name

Invoice Number Date Description
Document Date Transaction Description

Vendor ID Payment Number Date Check Number
VendorID Payment Number DocumentDate  Check Number
Amount Discount Paid Amount
utstanding Amount  scount Taken Total Net Check Amount
TOTALS: Total Total Total
Vendor ID Payment Number Date Check Number
Vendor ID Payment Number DocumentDate  Check Number

«¥s Follow this link for a complete list of all check stub fields available in the Configurator.
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6.4.3.1. 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:

; 0 M%) = T Mekorma Configurator
et -
= Home | Layout Options Display Help

- r i
New bl Save i S nd Tt ¥ cut 0 Add Snippet || #, Zoom In

” Open &l save As [1.{_35 Copy _*_ Add Elements =, Zoom Out

Recent Files + | 43 Save Snippet s N paste | X Delete Fields | Zoom 100%  |v|
File Edit Fields Zoom 3

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

* Company Phone 2
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+ 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

» Outstanding Amt
+ Paid Amount

+ Pay

+ PAY

» Pay to the Order of
* Payee

+ Payment Number
* PO Number

« TO THE

+ to the Order of

* US Funds

* Voucher Amount
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* 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
+ Payment Address 2
+ Payment Address 3
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» 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

Voucher Amount Paid
Voucher Credit Amount
Voucher Credit Document Amount
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* 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 (only available with MEM Connector, sold separately)

» 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 (only available with MEM Connector, sold separately)

* Facility ID
» Facility Name
» Facility Company Name
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» 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)

Mekorma Products User Guide for GP - Build x87_en

* 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

* 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)
» Outstanding 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

» Shipping Method

* Tax Amount

* Tax Schedule ID

* Total Document Amount

* Trade Discount Amount

* Transaction Description

* TRX Source
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POP Multiple Lines Per Invoice
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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

Voucher Number
Write Off Amount
Write Off Total

1099 Amount
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* 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)
» Outstanding 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
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* 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

» UD List02

» UD List03

» UD List04

» UD List05

* UD Text01

+ UD Text02

« UD Text03

* UD Text04

* UD Text05

+ UD Text06

* UD Text07

+ UD Text08
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« 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

» 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
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* 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

+ 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
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* Purchases Amount

» Shipping Method

* Tax Amount

» Tax Schedule ID

* Total Document Amount
» Trade Discount Amount
* Transaction Description
» Transaction Long 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

* Item Number

* Markdown Amount

* Misc Amount

* Quantity

» Salesperson ID

+ Sales Territory

» Shipping Method

* Tax Amount

» Trade Discount Amount
« UOfM

» Unit Price

Refund Multiple Documents

« Document Amount
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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

Benef

Check

Copyright © 2022 Mekorma Enterprises. All Rights Reserved.

its

* Benefit Amount Array

+ Benefit Amount YTD Array
+ Benefit Code Array

» Benefit Description

+ Total Benefits

Amount in Words
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
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» 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

* 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
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* 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

* 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
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+ 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

» 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
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* 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

Hours

+ 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
* 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

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 79 of 334



Mekorma

Pay Earnings Array

Pay Hours Array

Pay Hours Array-Blank for Salary
Pay Rate Array

Pay Rate Array-Blank for Salary
Pay Type Array

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

User ID

State Taxes

Copyright © 2022 Mekorma Enterprises. All Rights Reserved.

Additional Allowances

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
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» Federal Tax On Tips YTD

* Federal Tips YTD

* FICA Med Tax On Tips YTD

* FICA Med Tips YTD

*+ FICA SS Tax On Tips YTD

« FICASS 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
« 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
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* 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
* 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
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» 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

» 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
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» 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

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
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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

« El Deducted 18

* El Insurable 24

* Employment Income 14

* Income Tax Deducted 22

* Quebec TP-1015.3-V Base

* Registered Pension 20

+ Taxable Benefits

+ Taxable Income

Last modified: Apr 28, 2022
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6.4.3.2. Adding 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.

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

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 Information
() 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
‘ 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

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.
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6.4.3.3. Configure Refund Check Formats

This feature allows you to convey the line items that are being refunded to your customers. Watch this video

to find out more:

Refund Checks with
Mekorma Payment Hub
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6.4.4. Add aLogo to a Checkbook

A company logo can be associated with individual checkbooks, and used within multiple companies. This
feature is useful if you use one check format in many companies and checkbooks, but you’d like a different
logo for each checkbook. The logo defined for each checkbook will automatically print on any check paid
from that checkbook, as long as the company logo field is included on the check stub.

This feature works for payables and US/ Canadian payroll.

! Toadda logo, a User must have permission to access the Mekorma Logo Library in
addition to the Checkbook Setup window.

1. Open the Checkbook Setup window (Mekorma Area Page > Setup > Purchasing > Checkbook
Setup).

2. Choose a Checkbook ID by using the look-up.

3. Click on the look-up to the right of the Logo field to open the Mekorma Logo Files Lookup window.

Mekorma Checkbook Setup - CS (KEN) — %

=D X e ¥ il @]

Save Clear Delete Integrate  Additional File Tools | Help Add
hd

hd Sl ¥  Note
Actions Additional File Tools Help
Checkbook 1D FIRST BAME. ,f-_
Diefault Thieshold ID 24PPROVERS Pl@ Logo 5]

MICR Line Setup

Transit [AB4] Murnber
111111118

Check Mumber Pattern b il Routing Murmber Account Mumber € >

M++++++ 0 DBA5PASPAIL ABDDSADALL)

53 b7 56565453 52515049 45474645644 43 424140 3938373635634 33 32330202827 262624232221 201918 17 16 15 14

4. Select an existing logo, or add a new one by clicking on New to open the Mekorma Logo Library.

5. Click Import, then choose the correct logo file. _Files can be in the following formats: .bmp, .gif, .jpg
and .png

6. If you would like the logo to be available in more than one company, mark the box next to additional
companies in the Available in Company column.
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m Mekorma Logo Library - CS (KEN) - O x

X d il @0

Import  Delete File Tools | Help Add

- hd *  DNote
Actions File Tools Help
Logo Created By Created Date Available in Company

POWERAPPROVALS ... KEN 3/2/2020 [ Fabrikam, Inc.
Balanced Business
Complete Solutions

7. Select the Logo File you just imported in the Company Logo field, and Save.

8. Please note: In order for the logo to print on the check stub, you need to take the additional step of
adding an element to your checkstub in the Mekorma Configurator. Select Logical Fields > Company
Logo to add the field to the desired check layout, and drag the field to the appropriate location.

Last modified: Apr 28, 2022
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6.4.5. Test Check Layout

Printing test checks help you verify the correctness of your check layouts. 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.

1. Open the Test Check Layout and Security window (Mekorma Area Page > Setup > Purchasing >
Test Layout and Security).
2. Select a Check Type from the drop-down list (Payables, US Payroll or Canadian Payroll).

m Mekorma MICR Test Check Layout and Secu..  — X

“ R Il @]

Print Cancel File Tools Help Add

A - ¥  Note
Actions File Tools Help
Check Type Payables ~
Checkbook ID LIS Payrol
Check Amount Canadian Payroll
Number of Youchers 1

3. Use the look-up on the Checkbook ID field to select a checkbook you have set up for Mekorma
Payment Hub check printing.

4. In the Check Amount field, enter the amount to print in the currency fields on the check or leave it as
a default.

5. 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.

m Mekorma MICR Test Check Layout and Secu.. — X

- R Il @7

Print Cancel File Tools Help Add

bt x ¥  Note
Actions File Tools Help
Check Type Payables ~
Checkbook ID FIRST BANK D
Check Amount $1.00
Murber of Youchers 5

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 91 of 334



Mekorma Mekorma Products User Guide for GP - Build x87_en

6. Click Print.

7. 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.

Mekarma MICR Check Printing
i Bint (2} Preview §§ Cancel [[] Keep window apen after printing to print check capies
Checkboak 1D FIRST BANK [[] Use Copy Printer
MNon-Negatiable Word WoID | Number of Copies 1
MHumber of Checks 1 Copy Options Keep Copies Separate
Primary Check Format AP Check_battom_2 Std AP Stubs.stbz v
Check Printer Bullzip PDF Printer |v Paper Bin [ w
Send To OneNote 2016 [redirected 2/copy 1)
Check Overflow Format Microzoft XPS Document ‘Wiiter [redirected 2/9 ~
. Microzoft Print to PDF [redirected 2/copy 1) .
Print 7 ~
Lserflop Gtk |Far: [redirected 2/copy 1) (oLl |
Send To OneNote 2016
[Microsoft XPS Document ‘Writer
Microzoft Print to PDF

8. Click Print to send the check to the printer and review the check layout.

! 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: Apr 28, 2022
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6.5. Configure and Test Your Signatures

Adding automatic signatures to the system is one of the primary ways of increasing efficiency. Note that it is
optional and not all Mekorma Payment Hub users configure automatic signatures. But we encourage it—it
saves lots of hand cramps or rubber stamping!

You may want to have automatic signatures on most of your checks but not all of them. The Threshold ID
lets you control that with dollar-value thresholds so you decide when your checks print signed and when

they require manual signatures.

This section of the guide and the next, , go together. We
recommend that you do both to optimize security.

This section is an important pre-requisite to using Threshold IDs to create Approvers and Authorizers.
You'll learn how to:

From doing these 3 steps you can be printing automatic signatures on your checks in no time.

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 93 of 334



Mekorma Mekorma Products User Guide for GP - Build x87_en

6.5.1. Assign Signature Files to Users

Before using signatures to , an administrator must first assign signature files to
individual users.

* A signature can be setup in the system even for a user that does not normally use
Dynamics GP. For example, if your checks require the CEQO’s signature but they are not a
Dynamics GP user. In that case, go directly to Import Signatures to the Signature Library to
import their signature and skip the rest of the steps here.

First, gather all needed signatures in a and store them in an accessible folder. Then follow the
steps here to assign them to users.

1. Log in as System Administrator (‘sa’).

2. Navigate to the Signature Assignment window (Mekorma Area Page > Setup > System > Signature
Assignment).

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

* Return to the Signature Assignment window and associate the User Name with the newly
imported signature.

How to Confirm Your Signature

A User can confirm that a signature file has been assigned to their User ID within the Mekorma User
Preferences window.

To access the Mekorma User Preferences window, go to the Microsoft Dynamics GP drop-down > User
Preferences > Additional > Mekorma User Preferences. Verify the correct signature image name is

associated with the User ID.

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
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6.5.1.1. Import Signatures to the Signature

Library

Start by gathering all signatures needed for your security in a

formats: .bmp, .gif, .jpg and .png.

. Files can be the following

1. Open the Mekorma Signature Library window (Mekorma Area Page > Setup > System > Signature

Library).

2. Choose Import.
m Mekorma Signature Library - CS (KEN)

X & i @3

Import |Delete File Tools = Help Add

- - * DNote

Actions File Tools Help

Signature Created By Created Date ™ Available in Company
KEMN.JPG sa 1/30/2018 [] Fabrikam, Inc.
RYAN.JPG sa 1/30/2018 |:| Balanced Business
SAMPLESIGMATURE... sa 1/30/2018 &4 Complete Solutions
SAMPLESIGNATURE.. sa 1/30/2018
SAMPLESIGNATURE.. sa 1/30/2018  ~
<

3. Browse to select the signature image file you wish to use on your checks and click Open. .

m Select a signature file

— v « DemoData > Signatures
Organize ~ New folder
Name
o Quick access
& Debbie,
Il Desktop 4 ,Jpg
= Karen.jpg
¥ Downloads = Kenjpg
|Z Documents * =] Ryan.jpg
[&] Pictures + [#] SampleSignaturel.bmp
Data =] SampleSignature2.bmp

Setup Macros 2018 | SampleSignature3.bmp
[%] SampleSignatured.bmp

|#] SampleSignature5.bmp

Single Company Mi
Windows PS Script
P |=] SampleSignaturet.bmp
[ This PC

|_’ Network <

v O

Date modified

2/29/2016 1:51 PM
12/29/2016 1:51 PM
12/29/2016 1:51 PM
6 1:52 PM
011 2:00 PM
011 2:00 PM
011 2:00 PM
011 2:00 PM
011 2:00 PM
011 2:00 PM

T
[ ]

[

File name: | Karen.jpg

Search Signatures

I |

Type

JPEG image
JPEG image
JPEG image
JPEG image
Bitmap image
Bitmap image
Bitmap image
Bitmap image
Bitmap image

Bitmap image

Cancel

X
p
e

vl Signature File (*.bmp;*.gif:* jpg ~

4. Signature files can then be assigned to one or more companies. In the Available in Company section
of the Signature Library window, simply check the box next to each company that the signature will

be used for:
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a X

Import  Delete File Tools = Help Add

- - *  MNote

Actions File Tools Help

Signature Created By Created Date ™ Available in Company
KEN.JPG sa 1/30/2018 [ Fabrikam, Inc.
RYAN.JPG sa 1/30/2018 |:| Balanced Business
SAMPLESIGNATURE... sa 1/30/2018 isﬁ Complete Solutions
SAMPLESIGNATURE... sa 1/30/2018
SAMPLESIGNATURE.. sa 1/30/2018 W
L4 >
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6.5.2. Configure a Threshold ID for Signatures

Configuring Threshold IDs for Signatures gives you the ability to automatically print signatures using dollar-
value ranges and to print blank lines for handwritten signatures.

Configure One or Two Signatures for all Dollar-Value Amounts

* For testing purposes, use a test company to experiment with your Threshold ID until you
build the scenario that you want and then replicate it in your production environment.

1. Make sure all necessary

to the appropriate User IDs.

2. Open the Threshold Maintenance window (Mekorma Area page > Setup > System > Threshold

Maintenance).

3. Create a new Threshold ID.

4. Add a signature, using the look-up in the Default User/Signature 1 field. This opens the Mekorma

Signatures Files Lookup window.

i m Mekorma Threshold Maintenance - CS (sa) X \
| |
| i I y Tl 4 |
| ﬂ Mekorma Signature Files Lookup - CS (sa) — O
| Save E = l — - |
| = | 7 &
A Il @
| Select New File Tools Help Add |
| - - *  Note ches |
| Thr Actions File Tools Help icks in Threshold Groups when printing
| Ded o ignatures Only for this Threshold 1D
| i‘!. User| i M @ Default Signature with Approver Signature |
| T | UseriD - User Name Signature Pefault Signature if no Approver Signature found ‘
| : T 5 =
| From DEBBIE Debbie Franklin DEBBIE.JPG Task ID . Default User / Signature 1 E: Default User / Signature 2 P $@
DYNSA DYNSA (Not Set) | ] 0~
KAREN Karen Andersen KAREN.JPG O [l
KEN Ken Ventura KEN.JPG O O ‘
RYAN Ryan Rose KAREN.JPG
sa sa SAMPLESIGN... ‘
|
|
|
} bt |
440 M |

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. You may want to
do this, for example, if your CEO is a check-signer but is not a Dynamics GP user. In that case,

you can

select a signature file from the library that 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.
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m Mekorma Signature Files Lookup - C5 (sa) — O x
J % -l @n
u " —
Select MNew File  Tools Help Add
= G ¥  Note
Actions File Tools Help
52, User ID - ®
User ID & User Name Signature
DEBBIE Debbie Franklin DEBBIEJPG
DYNSA DYNSA (Not Set)
KAREN Karen Andersen KAREN.JPG
KEN Ken Ventura KENJPG
RYAN Ryan Rose KARENJPG
sa sa SAMPLESIGN...

Signature File Only

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

X

ks in Thieshold Groups when printing

lignatures nly for this T hreshokd 1D
Default Signature with Approver Signature

etault Signature if no Approver Signature found

Ol
0

. Defauk User/ Signature 10§ Defaut User /Signatwre 22§ (1)
L O

O

]
=]

Al

el

m Mekorma Threshold Maintenance - CS (sa)
I I . AN TR
m Mekorma Signature Files Lookup - CS (sa) ] O
Save = — T
vEaaE il eD
Select New File Tools Help Add
- - *  Note thes
Thr Actions File | Tools Help
E_:l 82 UserID i 6]
T Signatures User Name Signature
Fom | User ID Debbie Frankin DEBBIE.JPG Fask ID
| | | DYNSA DYNSA (Not Set)
| KAREN Karen Andersen KAREN.JPG
| KEN Ken Ventura KENJPG
| RYAN Ryan Rose KARENJPG
| sa sa SAMPLESIGN...
[
44

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

ID.
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Pl Mekorma Threshold Maintenance - CS (sa) X
I I A 7 AN TR
m Mekorma Signature Files Lookup - CS (sa) = X
Save - = ==
=) L&Y
vEE il D
Select New File Tools Help Add
- - *  Note ches
Thr Actions File = Tools Help ks in Thieshold Groups when printing
lignatures Only for this Threshold 1D
Des [Tl Signatue.~ ~ I@ Defauk Signature vath Approver Sinature.
T | signature Created By Created Date etault Signature if no Approver Signature found
IS | oeseie.pG 2 /3072018 FaskiD /- DefaukUser/Signatue 1 ) $ Detak User / Signatue 2 § (1)
KARENJPG s 1/30/2018 @ O 0 A
| KENJPG s 1/30/2018 O O
RYANPG s 1/30/2018 [m] =]
| SAMPLESIGNATURE3.BMP _sa
SAMPLESIGNATURE4.BMP sa
|
\ v|
4 b

5. 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.
m Mekorma Threshold Maintenance - CS (sa) m] X
H -, VW I
ﬂMekorma Signature Files Lookup - CS (sa) O X
RFAICIEN J=
Select New File Tools Help Add
e ae ~  Note Phes
Thr Actions File Tools Help icks in Threshold Groups when printing
D ignatures Only for this Threshold 1D
= %LISE”D M ® Default Signature with Approver Signature
T | UseriD . User Name Signature Pefault Signature if no Approver Signature found
Fiom | | DEBBIE Debbie Frankin DEBBIEJPG FackiD /" Default User / Signature 12 5 Defaut User / Signatue 2 |
DYNSA DYNSA (Not Set) fit, DEBBIE O
KAREN Karen Andersen KARENIPG | m|
KEN Ken Ventura KEN.JPG o
YA [ KAREN.JPG |
sa sa SAMPLESIGN...
440 M
Here the Threshold ID is configured to produce a single signature assigned to all dollar values.
mMekorma Threshold Maintenance - CS (DEBBIE) - m] X
" | &y T8 >
H9XOm il @37
Save Clear Delete Copy File | Tools Help Open Add
A 5 ¥  Note Note
Actions File Tools Help
[] Split Batches
Threshold ID ONESIG ¢O [ Sort Chett:ks in Threshold Grc!ups when printing
Description .DNESIG S [] Enable Signatures Only for this Threshold ID
[] Override Default Signature with Approver Signature
This window's settings apply to Task-Based Security. ® Print Default Signature if no Approver Signature found
From To |47 Approver 1 Task ID £ Approver 2 Task ID O Default User / Signatue 1 [ § Default User / Signatwe 2 /2 § (i
$0.M | $99,999,999,999,999.99 8, KAREN O~
|
v
44> »
6.
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7. Using Edit Vendor Payment make a test batch with a payment of any dollar amount. Print that

payment.

If everything went according to plan, your check will come out signed. Now we’ll enhance that with
Signature lines and different numbers of signatures based on dollar-value ranges.

Adding Conditional Logic based on Dollar-Value Ranges

You can print the signatures conditionally based on dollar-value ranges. In the example below, one
signature will print for the lowest range, 2 will print in the second range and none will print in the top

range—those go for manual signatures.

Mekorma Threshold Maintenance - CS (DEBBIE)

WX M il @37

Save Clear Delete Copy File Tools = Help Open Add

e ¥  Note Note
Actions File Tools Help
Threshold ID | SIGNATURES P
Description SIGNATURES

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

From To % | Approver 1 Task ID
$0.01 $4,939.93
$5,000.00 $49,999.99
$50,000.00 $99,999,999,999,939.93
44>

Adding Signature Lines

O
[] Sort Checks in Threshold Groups when printing

[[] Enable Signatures Only for this Threshold ID

[] Override Default Signature with Approver Signature

Print Default Signature if no Approver Signature found

£ Approver 2 Task ID £ Default User / Signature 1
T KAREN.JPG

2, KAREN

9 5 Default User / Signature 2 2
O
] %, KEN
O

[T}

>

ogo

Finally, signature lines can be added simply by checking a checkbox and are also conditional based on
dollar value ranges and you can have a line with or without a signature. The following configuration prints
one underlined signature in the first range, one underlined signature along with a blank line to be manually
signed in the second range and two blank lines at the top range.
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d9X 0 =

Save Clear Delete Copy File
v

- CS (DEBBIE)

1l @3

Tools Help Open Add
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~ ¥  Note Note
Actions File Tools Help
Threshold ID ‘ SIGNATURES P‘

Description | SIGNATURES

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

[] split Batches

[[] Sort Checks in Threshold Groups when printing
[[] Enable Signatures Only for this Threshold ID
[] Override Default Signature with Approver Signature

Print Default Signature if no Approver Signature found

From To % Approver 1 Task ID 2 approver 2 Task ID 9 Default User / Signatwe 1 /] S [Pefault User / Signature 2 Iﬁ o)
$0.01 $4,933.99 T KAREN.JPG ] |

\ $5,000.00 $49,933.93 8, KAREN [

| 45000000 $99,999,999,999,399.99 E

[

44> P

To test this configuration, create a batch and input 3 payments, for example:

1. $500 — will show just Karen’s signature (underlined)
2. $5500 — will show Karen'’s signature (underlined) and a blank line

3. $60000 — will show two blank lines

But first, Apply your Threshold ID to a Checkbook.
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6.5.3. Apply a Threshold ID to a Checkbook

The final step in setting up signatures is to assign the Threshold ID you created to the checkbooks from
which you will be paying.

1. Open the Mekorma Checkbook Setup window (Mekorma Area Page > Setup > Purchasing >
Mekorma Checkbook Setup).

2. Choose the checkbook to which you want to assign a Threshold ID by clicking on the lookup.

3. Threshold IDs can be assigned to the Purchasing, US Payroll, or Canadian Payroll modules using the
Module dropdown menu.

m Mekorma Checkbook Setup - BB (DEBBIE) - X

w9 X e ¥ 10>

Save Clear Delete Integrate = Additional File Tools = Help Add

" ¥ Note
Actions Additional File = Tools Help
Checkbook ID FIRST BANK i Logo J3)

MICR Line Setup

Transit [ABA] Number
111111118

Check Number Patten € + - > Routing Number Account Number € >

P+ +++ 0 BDBERS2ESTAI AADDSLADILL)

58 57 56 5554 53 52 51 50 494847 464544 43 424140 39383736353433 323130292827 26252423222120191817 161514

ot

Purchasing "
T hreshold U5 Pagrol ASKEXAMPLE1 L@
Mon-NegatiCanadian Payroll 01D

Primary Check Format AP Check_bottom_2 Std AP Stubs.stbz ,,D
Check Copy Farmat Overflow_full_Std AP Stub.stbz P
[[] Use Pre-Printed Check Stock
[] Use Check Format (First page) for overflow pages
Check Overflow Format AP Check_bottom_2 Std AP Stubs.stbz ,}3
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. stbz 2
Refund Check Format Refund Multiple Document. sthz ,j)
Refund Overflow Format Refund Multiple Document - Overflow.stbz P
Comment Line 1 Comment 1
Comment Line 2 Comment 2
Comment Line 3 Comment 3

14 4 » »l Version: 18.03.082

Choose the Threshold ID you want to assign using the lookup next to the Threshold ID field.

4. Save to save the threshold information. The form will clear and a blank form will be displayed.
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6.6. Setup Approvers for Payables

This section of the Mekorma Payment Hub configuration guide assumes that you already have done the
following:

1. and printed your first check

Now we’ll explain how to add an Approval workflow for separation of duties.

There are two basic roles in the Approval Workflow:

1. The Requestor is the person who creates payment batches but they can’t print them until they are
approved.

2. The Approver reviews the payments and can accept or reject a voucher on a payment, a whole
payment or a whole batch

There are options:

1. You can have some payments go through with no approvers—for example
a. payments below a certain dollar amount
b. payments to a certain vendor class that may need oversite because they repeat, such as RENT

2. You can have a second approver on some payments—for example
a. payments about a certain dollar amount
b. payments to a certain vendor class that needs more oversight, such as EMPLOYEE

Setting up the workflow is easy once you understand how the components fit together. To get started, we
have provided an

Note that Approvals and Signatures can be configured independently. For example, you could require
approvers on payments and still have them come out unsigned. In practice, the approval system is what
takes the place of manual signatures and OK’s the payments for release—whether they are checks or
whether they are electronic payments. So you would generally want to configure signatures for any dollar-
value levels with approvers. For more information on signatures, review
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6.6.1. Simple Approval Workflow--All
Payments Must be Approved

A Basic Workflow

Let’s start with a basic workflow: ALL Payments Require One Approver. We'll do it with these 4 steps:

1. Choose one or more Users to be in the Approvers group and assign each of them the Security Role :
MEKORMA_APROVER_LEVEL_1.

2. Configure a Threshold ID using MEKORMA_APROVER_LEVEL_1.
3. Set up email notifications.
4. Test the system

Choose your Approvers and Assign an Approval Security Role to them.

To start, familiarize yourself with the concept of . Then below, we'll
put that info to work.

In our system we are going to refer to these theoretical people. When you are configuring, please
substitute your actual users:

* RYAN : A Requestor—he creates batches and submits them for approval
 KAREN : An Approver
+ DEBBIE : An Approver

In our scenario we will only require one Approver, but we are configuring two potential users who have
that level of authority. Either of them could Approve and once one of them does it, the other does not
need to. We need to designate MEKORMA_APROVER_LEVEL_1 to our Approvers with the following

steps:
1. Open the User Security window (Administration Area Page > Setup > System > User Security)
2. Choose User ID DEBBIE
3. Choose each company that DEBBIE needs to be an Approver
4. Find MEKORMA_APROVER_LEVEL_1 on the list and Check it
5. As you change companies, the system will ask if you want to Save—click Save

Here is an example for just one user and one company showing the MEKORMA_APROVER_LEVEL_1
security level. Set this level for each approver and all of the companies that they need.
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User Security Setup - CS (DEBBIE) - a X

HYD o d« i @7

Save Clear Copy File Print Tools Help Add
v

A Y  Note
Actions File Tools Help

User. DEBBIE /' Debbie Frankiin

Company Complete Solutions v
User Type Full {

Roles:
[~ Display Selected Roles

Security Role ID - Name

ACCOUNTING MANAGER* Accounting Manager

MEKORMA_APROVER_ROLE_LVL1 MEKORMA_APROVER_ROLE_LVL1

< >
Alternate/Modified Forms and Reports ID: DEFAULTUSER v

AFA Reports

Configure a Threshold ID where all Payments Require a Single Approver

Using the same security level, setup a Threshold ID that expects someone with Security level
MEKORMA_APROVER_LEVEL_1 to approve all payments as follows:
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9 X He3aT
== I © 4

Save Clear Delete Copy File Tools Help Open Add
e bt ¥  Note Note

Actions File Tools Help
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Threshold ID  WORKFLOW1_ONE AP p
Description Approval level for 3

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

[ Split Batches
[] Sort Checks in Threshold Groups when printing
[[] Enable Signatures Only for this Threshold ID
[[] Override Default Signature with Approver Signature
Print Default Signature if no Approver Signature found

From To 4| Approver 1 Task ID PApprwetZTask 1D P Default User / Signature 1 P S Default User / Signature 2 P S ®
$0.01 $99,999,999,999,999.93  MEKORMA_APROVER_TASK_LVL1 2, KAREN O a
v
44 » >

Assign that Threshold ID to Your Checkbook

Important: now you need to go to Mekorma Checkbook Setup (Mekorma Area Page > Setup > Payables
> Checkbook Setup) and make sure to assign that Threshold ID to the checkbook you want to use.

Setup Notifications for the Approvers and Requestors

The topic explains how to setup the notification system. Read through to the
section where the Administrator can setup multiple users and setup RYAN, DEBBIE and KAREN to get
email.

Test the system

To test this:

1. Login as RYAN to create a batch using the Checkbook with the Threshold ID you are testing.

2. Go to the Print Payments (Mekorma Area Page > Transactions > Payables > Print Payments)
and pull up the batch.

3. You should see that instead of being able to process the batch, the system makes you Request
Approval.

4. Click Request Approval.

5. Both DEBBIE and KAREN should get email. Find out if they did.

6. Either DEBBIE or KAREN should log in to Dynamics GP and access the Approval window
(Mekorma Area Page > Left Side Bar > Mekorma Approval)

7. Follow the directions in
check the batch and click Approve

8. RYAN should get email. Find out if he did.

9. RYAN should now be able to process the batch.

to approve the batch, or, for testing purposes, just
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6.6.2. Mekorma Security Roles and Tasks

Dynamics GP System Security Roles and Tasks are used to designate groups of Approvers and
Authorizers.

The Difference Between Approvers and Authorizers

The word Approver or Authorizer is used depending on the workflow:

1. Approver is used for individuals with authority to approve payments using the AP workflow. This
workflow includes the ability for a Requestor to select batches and send them for approval. One or
two Approvers can approve from a remote location and send them back. The Approval workflow
includes notifications and out-of-office settings. An optional mobile app, , is also
available.

2. Authorizer is used for individuals with the authority to approve Payroll batches. With Authorization,
there is no notification workflow. The Authorizers approve by typing in their user ID and password at
the time the payroll batches are printed.

Mekorma Task and Role IDs Work in Pairs

Task IDs and Role IDs are used in two different contexts, but there is a one-to-one correspondence
between them:

1. Role IDs are assigned to users.
2. Task IDs are assigned to dollar-value ranges of a Threshold ID in the Mekorma security system

A User can Approve a particular dollar-value range when their Role ID matches that level’s Task ID
assignment.

! Please note, the PowerUser Role is not sufficient to designate a GP User as an Approver or
an Authorizer; PowerUsers must also be assigned a Mekorma Security Role in order to
perform those functions.

Mekorma-Supplied Task and Role IDs Have Generic Names

Mekorma-Supplied Task and Role IDs have generic names as shown here:
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v X || fl

2

Select Cancel File Tools Help Add
" % ¥  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 Payioll Clerk
MEKORMA MICR UPR MNGR Mekorma MICR Payroll Manager
MEKORMA PRODUCTS Mekorma Products Manager

MEKORMA_APROVER_ROLE_LVL1
MEKORMA_APROVER_ROLE_LVL2
MEKORMA_APROVER_ROLE_LVL3
MEKORMA_APROVER_ROLE_LWL4
MEKORMA_APROVER_ROLE_LVLS
MEKORMA_BATCH_AUTHORIZER

MEKDRMA_APROVER_ROLE_LVL1
MEKDRMA_APROVER_ROLE_LVL2
MEKORMA_APROVER_ROLE_LYL3
MEKORMA_APROVER_ROLE_LVL4
MEKDRMA_APROVER_ROLE_LVLS

MEKORMA_BATCH_&UTHORIZER

MEM CONNECTUR PAYABLES
MMM ACTION ADMIN
MMM ACTION SETUP

m Security Task Lookup - CS (sa)

v X &l

MEM Connector for Payables Role

Multi-Batch Management Administration Role

Multi-Batch Management Setup Role

Select Cancel File Tools Help Add

™ o ¥  Note

Actions File Tools Help

Find by Task ID |
w | Wiewr: 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_APROVER_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 Payables Task. System
MICR VENDOR CLASS SECURIT MICR VENDOR CLASS SECURITY Purchasing
MMM ACTION ADMIN Multi-B atch Management Administration Task System
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You could potentially create your own roles and tasks for the security system. For simplicity, the rest of this
guide will assume that you are using the Mekorma-Supplied Task and Role IDs.

Assign the Roles to Users

To assign the Roles to Users:

1. Open the GP User Security window (GP Administration module > Tools > Setup > System > User

Security).

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 dollar-value level in the Threshold ID
for the Approval (Payables) or Authorization (Payroll) system.
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6.6.3. Email/Text Notifications

Setup for individual users

Users assigned to Approver security roles can configure their own email and text notification requirements
for optimal workflow: You must have email functioning in GP for notifications to work.

Email and Text Notifications
for Task-Based Workflows (x78)

E= .
>--="

1. Log in and open the Mekorma User Preferences window (Microsoft Dynamics GP drop-down > User
Preferences > Additional > Mekorma User Preferences)
« (any GP User can do this to configure their own notification preferences).

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

» Checking the box Notify me after others Approve 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.

Mekorma User Preferences ...  — o X

21
It
File Tools

v v

File Tools

Enable Out-Of-Dffice Re-Route of Approval

Delegate User ID KAREN P
StartDate . B/22/2021 :ﬁ
End Date 74172021 H
Signature File KAREN.JPG @
Powerdpp Acct

E-Mail Address karen@balancedbusiness.com
7Text MNumber >
[ Request natification for Approval
MNotify me after others Approve 1st:
User Information
=l- Companies
Fabrikam, Inc.
Balanced Business
Complete Solutions

Administrators: Set up multiple users

System administrators have the power to setup email notifications for any User involved in the
approval process. Approvers can set up their own email/ text notifications in their User Preferences
window (see above), but as an added convenience, an admin user can set it up initially for all
Approvers.

! Please note, the setup in the Approval Email Setup window does not override any
settings as configured by individual users in the Mekorma User Preferences window.

1. Log in as System Administrator (‘sa’).

2. Open the Mekorma Security Maintenance window (Mekorma Area Page > Setup > System >
Security Setup).
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3. Click on Approval Email Setup.

Mekorma Security Maintenance - BB (RYAN)

HX 2|8 | = fl

Save Cancel Quick [ Approval Options File Tools Hglp
Reasons JEmail Setup o b bt =
Actions Options File Tools = Help

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

.. Task-Based Security
[ Disable 'Print Blank Checks' Menu Option
= Purchasing
. EEFT Security
_— Payroll
Authorizers: 0
Authorization Task ID :
Direct Deposit Security
... + Users with Blank Check Access...
-- Complete Solutions
.. Fabrikam, Inc.

4. For each GP User ID you would like to assign an email address to, enter the correct email
address, and check the box in the Email column. This effectively links a GP User ID to an email
address. You must enter a unique email for each User. The following rules will apply:

* An Approver will receive an email when payments falling in the threshold range require

approval.

+ The Requestor will get an email when:
> A batch has been approved and is ready to print.
o An Approver has rejected a payment or voucher.

o An Approver cancels the approval request.

5. Depending on how your threshold levels are configured, some payments may require two
approvals before they can be processed. Mark the box in the column labeled ‘2nd’ if an Approver
only wants to receive notifications after those payments have been taken care of by the first

Approver.
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oK Options File Tocols  Help
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Actions  Options File Tools | Help

Uzer (i E-mai Address Email 2nd
Out-0F-Office Start Date End Date Delegate Q
DEBEIE debbieldicompletesolubions. cor
DvNS4

KAREM kareni@campletesolutions. can
KEM

LESSONUSERT

LESSOMUSERZ

RvAN

=38

6. Adminstrators can expand the rows by clicking on the chevron arrows:
m Approval Email Setup - CS (KAREN) - O X
[0] = ff!- |:6:|
kil u k. *

O_K Options File Tools | Help
-

- b -

Actions | Options File Tools | Help

User (i E-mail Addrezs Ermnail 2nd

Out-0F-Office Start Date End Date Delegate

DEBEIE debbie@completesolutions. com o -
0/0/0000 0/0/0000

DYNSh ] 0
0,/0/0000 0/0/0000

KAREM karent@campletesolutions. con

[Erzznz 1872020 TN |

KEN I 0

0/0/0000 000000

This allows them to view (but not configure) any out-of-office delegations the user has
configured. Each GP user will still need to go to their own User Preferences (as described above)
to configure both and text notifications. Administrators cannot perform
those functions for other users.

7. Click OK to close the window.
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6.6.4. Intermediate Approval Workflows--

Approvals Based on Dollar Amount

An Intermediate Workflow with One Approval Group and Different Range Rules

In an intermediate workflow scenario, you may have the same three theoretical people that you have in a

* RYAN : A Requestor—he creates batches and submits them for approval
« KAREN : An Approver
 DEBBIE : An Approver

However, in this scenario, they want the workflow to handle some of their payments without approval, and

some of the payments require two approvers. This is how it looks:

71l Mekorma Threshold Maintenance - CS (DEBBIE)

H9XOmE fl @37

Save Clear Delete Copy File Tools Help Open Add

b ¥  Note Note
Actions File Tools Help
[ Split Batches
Threshold ID WORKFLOW3_THREE., «,O [ Sort Chel_:ks in Threshold Gn:!ups when printing
Description Thiee approval levels for papm [[] Enable Signatures Only for this Threshold ID
. [ Overide Default Signature with Approver Signature
This window's settings apply to Task-Based Security. @ Print Default Signature if no Approver Signature found
From To 4~ Approver 1 Task ID P Approver 2 Task ID P Default User / Signature 1 P S Default User / Signature 2 P S @
$0.01 $999.99 2, KAREN O -
$1.000.00 $5,000.00 MEKDRMA_APROVER_TASK_LVL1 52, KAREN #%, DEBBIE
$5,000.01 $99,999,999,999,999.99  MEKORMA_APROVER_TASK_LVL1  MEKORMA_APROVER_TASK_LVL1 |8, KAREN 2, DEBEBIE

44> »

In this scenario payments under $1K can be processed without approval. Either KAREN and DEBBIE could
approve payments in the $1K-$5K range by themselves. However, both of them need to approve payments

over $5K.

An Intermediate Workflow with Two Approval Groups and Different Range Rules

Now we’ll introduce different approver levels. Let’s introduce a new user, KEN, with Mekorma Security

Role MEKORMA_APROVER_LEVEL_2. You can review how to do this in

As above, the workflow will handle some of their payments without approval, and some of the payments
require two approvers. However, in this case, once DEBBIE approves the group of payments > $5K,
KAREN can no longer approve them. Payments in that range require one approver at
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MEKORMA_APROVER_LEVEL_1 and another at MEKORMA_APROVER_LEVEL_2. So now we need
KEN to step in to approve them.

Mekorma Threshold Maintenance - CS (DEBBIE) _ O X

H9X0m fl @370
Save Clear Delete Copy File Tools Help Open Add
= o ¥  Note Note

Actions File Tools Help

[ Split Batches
Sort Checks in Threshold Groups when printing

Threshold ID  WORKFLOW3_THREE .
resho T P‘ [[] Enable Signatures Only for this Threshold ID

D ipti Three approval levels for paym X R i X
= [ Overide Default Signature with Approver Signature
This window's settings apply to Task-Based Security. @ [ Print Default Signature if no Approver Signature found
From To 4| Approver 1 Task ID P Approver 2 Task ID O Default User / Signatwe 1 9 S Defaut User / Signatwe 2 9 5 (D)
$0.01 $999.99 2, KAREN M| O -
$1,000.00 $5,000.00 MEKORMA_APROVER_TASK_LVLT | |8, KAREN [ %, DEBBIE [
$5,000.01 $99,999,999,999,999.99  MEKORMA_APROVER_TASK_LVL1 'MEKORMA_APROVER_TASK_LVL2 |8, M ‘% DEBBIE ™M

l l | |

As you can see, there is a lot of flexibility in designating higher approval groups by using ranges and
up-leveling the Mekorma Approver Role.

Last modified: Apr 28, 2022
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6.6.5. Vendor Class Security

The Vendor Class Security feature provides the flexibility to customize Mekorma'’s security settings on a per
Vendor Class basis. 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 and assigned to the vendors that should have different
security rules.
+ Configure a Threshold ID for each vendor class that needs special rules.
o These Threshold IDs would be different than the ones assigned to the underlying checkbook
and will overrule the default rules on that checkbook.
Please see for specific examples of how you could use this.

To assign those Threshold IDs to Vendor Classes:

1. Open the Mekorma Vendor Class Security Setup window (Mekorma Area Page > Setup > Company
> Vendor Class Security). 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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6.6.6. Advanced Approval Workflows--
Approval based on Dollar Amount and Vendor
Class

Advanced Approval Workflows use a combination of Checkbook Threshold ID and Vendor Class Security
Threshold ID to designate powerful rule variations. In some cases, this will save work for the Approvers
when certain payments can be automatically approved. In other cases, this can tighten controls when
certain payments need extra levels of protection.

Here is one specific set of rules that includes both examples:

The basic rule for the company is this:

« payments < $1K are automatically approved
« payments > $1K and < $5K require one approver
« payments > $5K require two approvers

However, let’s say the company wants to make two exceptions:

» For vendors in the EMPLOYEE class (expense reimbursements), they always want to require two
approvers regardless of payment amount and one of them has to be the CFO (i.e. higher level
approver).

* For vendors in the RENT class, they always want the payment to go out automatically without
approval.

For this scenario there are 3 Threshold IDs :
+ BASICRULE is configured and then assigned to the checkbook.
« EMPLOYEE is configured and assigned to the EMPLOYEE vendor class.
* RENT is configured and assigned to the RENT vendor class.

In all cases the checks print with one signature.

BASICRULE

Mekorma Threshold Maintenance - CS (DEBBIE) - o X

D X il @31
== | &

Save Clear Delete Copy File Tools Help Open Add

& s ¥ Note Note

Actions File Tools Help

[ split Batches
p [] Sort Checks in Threshold Groups when printing
¢ [[] Enable Signatures Only for this Threshold ID
[[] Overide Default Signature with Approver Signature

Threshold ID  BASICRULE
Description BASICRULE

This window's settings apply to Task-Based Security. ® Print Default Signature if no Approver Signature found
From To 4 7 Approver 1 Task ID P Approver 2 Task ID P Default User / Signature 1 P S Default User / Signature 2 P s @
$0.01 $999.93 §%, DEBBIE M O a
$1,000.00 $4,999.99 MEKORMA_APROVER_LEVEL_1 %, DEBBIE |
$5,000.00 $99,999,999,999,999.99 MEKORMA_APROVER_LEVEL_1 MEKORMA_APROVER_LEVEL_1 §2, DEBBIE @ O
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EMPLOYEE

mMekorma Threshold Maintenance - CS (DEBBIE) - a X

H9X @ il @39

Save Clear Delete Copy File | Tools Help Open Add
.

I ¥  Note Note
Actions File = Tools l Help
[ Split Batches
Threshold ID EMPLOYEE p [[] Sort Checks in Threshold Groups when printing
D aerings Tl I [ Enable Signatures Only for this Threshold ID
= [[] Overide Default Signature with Approver Signature
This window's settings apply to Task-Based Security. @ Print Default Signature if no Approver Signature found
$0.01 $99,999,999,999,993.99 MEKORMA_APROVER_LEVEL_1 MEKORMA_APROVER_LEVEL_2 %, DEBBIE ™M O A
1
RENT
mMekorma Threshold Maintenance - CS (DEBBIE) = ] X

H9X O ® {l @37

Save Clear Delete Copy‘ File = Tools Help Open Add
& e ¥  Note Note

Actions ‘ File | Tools | Help |

[] Split Batches
Threshold 1D F|ENT—I§] [[] Sort Checks in Threshold Groups when printing
D P RENT l [] Enable Signatures Only for this Threshold 1D
= [] Overide Default Signature with Approver Signature
This window's settings apply to Task-Based Security. @ Print Default Signature if no Approver Signature found

$0.01  $39.399,999.939.399 99 &, DEBBIE i 0 ~

Please see Vendor Class Security for information on how to designate these Threshold IDs to their
respective Vendor Classes.

Last modified: Apr 28, 2022
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6.6.7. Power Approvals: Configure Mobile
Approvals

PowerApprovals is our Microsoft Power Platform-based mobile application for remote payment approval.
PowerApprovals allows any designated company approver within the organization to easily approve
payments from their mobile device, or from any computer using a browser of choice.

Before setting up PowerApprovals, please make sure you have

Requirements

Before an Approver can make use of PowerApprovals, there are a few setup tasks that must be
accomplished.

Administrators

1. Secure Approval Workflow
* Administrators must configure . Any companies still functioning using
Mekorma Legacy security (User ID or Checkbook security) must convert to Task-Based security
to take full advantage of PowerApprovals.

2. Credentials
* In order to use the app, Approvers must have a valid email account associated with their GP
User ID. A valid email account is defined as an Office 365 account or a Azure Active Directory
federated domain account.
» System Administrators can handle the , within the Approval Email
Setup window.

3. Grant Access to PowerApprovals
* An Administrator must share or give access to PowerApprovals for each Approver. For more
information on sharing Power Apps applications, please consult the following Microsoft Docs
documentation:

Approvers

1. Download PowerApps

* Your company must hold valid Power Apps licenses and have an environment to deploy
PowerApprovals.

» A System Administrator must contact Mekorma to obtain a copy of PowerApprovals to be
uploaded and deployed in the PowerApps environment.

» For mobile deployment, Approvers must install Power Apps on their devices. Power Apps can
be obtained from the for Android devices or for iOS devices.

* Once an Administrator has shared PowerApprovals with a User, the application can be
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accessed by opening Power Apps on a mobile device.

Approvers are then ready to use the mobile app to review, reject and approve payments!

Last modified: Apr 28, 2022
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6.6.8. Optional Security Settings

The settings in this section enable you to tune your workflow with various options:
tells the system to split the batches based on Threshold ID Dollar-value ranges. The
purpose of this is that if one range is fully approved it can continue to be processed while other ranges are

awaiting approval.

allows an Approver to designate another Approver of equal or great authority to cover for them
and get notified while they are away.

applies the same rules to electronic payments that apply to check
batches.

allow users to enter frequently used reasons for rejecting a payment or voucher.

explains how the Threshold IDs apply when it comes to
Transaction checks, our recommendations and limitations in this regard.
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6.6.8.1. Enable Split Batches

The Split Batch feature prevents entire batches from being held up when only some of the transactions
require approvals.

+ 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 that do require approvals are split into separate batches according to threshold level and
then go through the configured approval process.

You can split payables batches based on the threshold levels designated in the applied Threshold ID.

1. Open the Mekorma Threshold Maintenance window (Mekorma Area page > Setup > System >
Threshold Maintenance).

2. In the Threshold ID field, or use the
lookup to select an existing Threshold ID.

3. Mark the checkbox labeled Split Batches.

m Mekorma Threshold Maintenance - CS (DEBBIE) — O X

w9 X il @37

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

Actions File Tools Help
Split Batches
Threshold ID TASKEXAMPLE1 p Sort Checks in Threshold Groups when printing

[] Enable Signatures Only for this Threshold ID

D ipti ASKEXAM
SALLLLL [~] Ovenide Default Signature with Approver Signature
This window's settings apply to Task-Based Security. @ Print Default Signature if no Approver Signature found
From To + 7 Approver 1 Task ID - Approver 2 Task ID 4 Default User / Signature 1/ 5 Default User / Signatwe 2 9 § (1)
$0.01 $1.000.00 | T SAMPLESIGNATUREZEMF O a
$1,000.01 $4,999.99  MEKORMA_APROVER_LEVEL_2 '} SAMPLESIGNATURE3.BMF ] O
$5,000.00 $99,999,939,999,993.93  MEKORMA_APROVER_LEVEL_2 MEKORMA_&PROVER_LEVEL_3 82, KAREN [ %, KEN =
v
4 4 »

The split batch functionality will now activate and your batches will split by threshold level if each
threshold level has a different set of approvers.

To see how split batches works when processing payments,
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6.6.8.2. Out-of-Office Feature Setup

If an Approver 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.

Email Notifications for
Task-Based Security Workflows (x76)

[ _
="
-

* 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 on your behalf.
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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
transactions.

P Mekorma Us..  — O >

fl
File Tools

- -

File Tools

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

Delegate Uzer ID DEBEIE p

Start Date 8/9/2019 H

End Date 2Me/209 H
Signature File [:D
E-Mail sddress | ken@abikam. com
Test Mumber | 123456739Evtext. com -

Fiequest naotification for Approval / Authorization
L] Moty me when others Approve £ Authonze!

User Information
=-Companies
Fabrikam, Inc.
§----Balanced 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 setup email notifications in their own Mekorma User
Preferences window.
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6.6.8.3. 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 tree is expanded.

3. Check the box next to EFT Security (Purchasing) and/or Direct Deposit Security (Payroll).

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

o i —~

X = Il @
= IR -

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’ @

Complete Solutions ~
O Task-Based Security

----- @ Legacy Security

Fabrikam, Inc.

@ Task-Based Security

--OSplit Batches

--ODisable 'Print Blank Checks” Menu Option
- % Purchasing

----- Authorizers : 0

- Authorization Task 1D : ™

-~ EFT Security

- Payroll

I Direct Deposit Security I

-- % Financial

%----Authorizers 0

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

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

4. Click Save.
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6.6.8.4. Configure Quick Messages

Quick messages allow users to enter frequently used reasons for rejecting a payment or voucher. The
messages are entered on the Quick Messages window and then become available for selection on the

Reject Reason window when a payment or batch is rejected.

1. Open the Security Setup window.

2. Click on Quick Reasons to open the Quick Reasons window.

Mekorma Security Maintenance - CS (DEBBIE) - O

= K| 2

Save Cancel] Quick
Reasons

Approval Options File Tools Help
mail Setup s ¥ " e

1ons Options File Tools  Help

To continue to use the security models prior to this release, leave the selection to ‘Legacy’ ®

... Task-Based Security
[ Disable 'Print Blank Checks' Menu Option
= Purchasing
. FEFT Security
% Payroll
Authorizers: 0
Authorization Task ID : '"MEKORMA_BATCH_AUTHORIZER'
Direct Deposit Security
3 - + Users with Blank Check Access...
Fabrikam, Inc.

3. Use the drop-down to choose the company in the Company Name field.

4. Type Quick Reject Reasons — an individual company can have up to 10 different saved reasons.
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¥ Quick Reasons - CS (DEBBIE) - ] X

@ 5 &ajl e

OK = Options File = Tools Help
v v v

w

Actions  Options File Tools Help

For Task-Based security, add up to 10 'quick reasons'
to select during Batch / Transaction rejections.

Company Name | Complete Solutions v|@

wrong payment amount A
nat due yet

renegotiating cost

duplicate payment

[« [

5. Click OK to save and close the window.

6. Approvers can then use Quick Reasons during the approval process, when a payment or voucher

rejection reason is needed.
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6.7. Security for Transaction Checks

Recommendation: Separation of Duties = Disable Transaction Checks

Giving access to the same person to enter an invoice into the system and to cut a payment is a security
concern. Best practice recommends separation of duties.

For that reason we recommend withholding access to the alternate window for Mekorma Transaction
Checks. This will effectively disable transaction check printing by making any checks printed unusable. The
system will offer regular GP check printing but since you are printing checks on blank check stock they will
not have the MICR line, signatures, or other necessary features.

Option Two: With Secure Approval Workflow Implemented, Transaction Check
printing is limited to Approvers

Since Transaction checks are printed on-the-fly, we cannot send them through a workflow. However, the
security rules that you have setup still apply. For recommendations about how to setup security with
transaction checks in mind, see If you choose to give access
to transaction checks, they can be printed if the following conditions hold:

1. the GP User entering the transaction and printing is set up as an approver with a security task.
2. the check is within the threshold level that that user is allowed to approve.

3. only one approver is required.

If two approvers are required for the check in question, the invoice will need to be posted and the payment
will need to be submitted through the Approval workflow.

The user who prints the check is recorded as the Approver the audit log.

* Note that if the vendor being paid has a Threshold ID assigned to their Vendor Class, those
rules will override the rules on the checkbook.

Last option: No Security

Finally, if you do not enforce security rules in your setup, for example you use signatures only but no
approvers, you will be able to print a transaction check if the user has Alternate window access.
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6.8. Security for Miscellaneous Checks

Coming soon
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6.9. Setup Authorizers for Payroll

The US and Canadian Payroll systems benefit from Threshold ID security. However, they do not have the
same kind of workflow. The way that Payroll works is that one user must Build, Calculate and Print the
checks and cannot interrupt the flow to send a notification to an Approver.

Instead of going through a workflow, you can designate an Authorizer Task ID on your Payroll system to
impose one or two Authorizers. Anyone that has the Authorizer Task ID assigned to them will be able to put
in the their Dynamics GP User ID and Password right before the payments are generated in order to
authorize. If you configure for 2 Authorizers, then two people will need to put in their credentials. They will
have to be present in person or via a remote desktop session to enter their credentials.

To set this up:

1. Open the Mekorma Security Maintenance window (Mekorma Area Page > Setup > System >
Security Setup).

2. Click the word Authorizers under the Payroll Tree. A form will appear to the right.
3. Change the number of Authorizers to 1 or 2.

4. Choose the Authorization Task ID. Mekorma supplied the ID MEKORMA_BATCH_AUTHORIZER for
this purpose.

5. Click the DD Security checkbox if you want to impose the same Authorization rule on both checks
and Direct Deposits (recommended).

6. Click Save.
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Mekorma Security Maintenance - CS (DEBBIE) - [m]
N - 8 ‘
HEHX 2 & = Il @
Save Cancel Quick  Approval Options File Tools = Help
Reasons Email Setup he b4 he 3
Actions Options File Tools  Help
To continue to use the security models prior to this release, leave the selection to ‘Legacy’ @
- Complete Solutions
- Balanced Business
- Complete Solutions
.. Task-Based Security [[] Disable Print Blank Checks' Menu Option
[ Disable 'Print Blank Checks' Menu Option Purchasing
i-- % Purchasing =
. [AEFT Security
L Payroll
i Authorizers : 1 e .
i Number of Authorizers l 1 v I

Authorization Task ID : '"MEKORMA_BATCH_AUTHORIZER'
. [@ Direct Deposit Security

‘.. + Users with Blank Check Access...

.. Fabrikam, Inc.

Authorization Task ID MEKORMA_BATCH_AUTHORIZER fJ
DD Security

* Double-click a company name to expand the Security tree.
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6.10. Automate the Selection of Printers

There are two options for automating your printer selection so you don’t have to choose a printer every time
a batch is printed:

1. Use the Action Board printing options when printing payments from the Action Board.

2. Configure GP’s Named Printers

Action Board Printer selection

Action Board printer selection allows you to configure, in advance, which printer you are going to use to print
your MICR checks, check copies, overflows and EFT remittances. This prevents the automated actions of
the Action Board from being interrupted by prompts to select your printers.

Please be advised of the following:

o =

* If using the Action Board to print payments, either the Action Board printers or Named
Printers MUST be setup! The Action Board printer configuration will override Named
Printers.

» Named Printers is NOT currently supported by Dynamics GP or Mekorma for Session or
Redirected printing. Action Board printing is recommended in these circumstances.

for instructions on how to set up your Action Board printers.

GP Named Printers

Mekorma leverages Microsoft Dynamics GP’s Named Printers feature to bring 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 and you will not have to choose a printer each time
you process payments.

This is how to automate the selection of printers if you are not using the Action Board

for instructions on how to setup your Named printers.
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6.10.1. Action Board Printer Selection

You can set up print tasks on a system, company, or on a per-user basis for payments printed from the
Action Board. For context, will give you broader overview of the Action Board.

! Note that because of the variety of printer and operating system configurations, especially
with Citrix and Terminal Server environments, this selection needs to be activated by our
Customer Success Team. Please contact Customer Success if you would like to use it and
they will enable it free of charge and make sure it works in your environment.

The Action Board’s automation capabilities require that a printer is pre-defined. Where proper functioning
previously depended on GP’s Named Printers, now users can select/change default printers just prior to
printing. This makes it particularly useful if you use redirected or session printing because printers can be
selected right from the Action Board itself.

» Action Board printer selection overrides Named Printers configuration.

* When the Action Board printer selection is configured, user settings override company settings >
company settings override System/Default printers.

* If you are currently processing payments from the Action Board, and Named Printers is
configured and working effectively, there’s no reason to change your settings to this option.

Admin Printer Selection

To configure default Action Board printers, either for all companies or for specific companies the System
Admin can do this setup in advance:

1. Open the Action Board Setup window (Mekorma Area Page > Setup > System > Action Board
Setup) and click on the Printers button. This will open the Action Board Printer Setup window.
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P Action Board Setup - CS (DEBBIE - x
OX = il @]
LV = i &
OK Cancel Options  File | Tools Help Add | Cards
v N ¥  Note Payables
Actions File Tools Help Financial
EFT
BatchNumber Sufit @ PerCompary (O SystemLevel SafePay
Company Name * EnableforMMM  TestCompany (© BaichNo. Suffix
Fabrikam, Inc. M [ 3 A
| Balanced Business M [ ] 3
Complete Salutions M a 10
m Action Board Printer Setup - CS (DEBBIE) — Od x
= 2 P
0= ie
LY 4 U |
oK File | Tools Help
Actions  File Tools | Help
| Printers set up for: |Genela| v |
Mark A1 Upmark Al =) Select Pinters 2 Redisplay
Company Check Printer  Bin Check Overflow Bin Copy Printer Bin Copies Copy Overflow Bin Copies EFT Remittan
(@3 - [~ System / Default Printers **] ** UNSET **
(] é Balanced Business ** UNSET = = * 1 = 1 "
[ ﬁ Complete Selutions " UNSET ™ - * 1 - 1 -
["] & Fabrikam, Inc. = UNSET ** * * 1 * 1 *

2. Select System/Default printers. To configure default Action Board printers for individual companies
that override the system-level settings, follow the same steps except select a company, or choose
multiple companies that should have the same printer assignments instead of selecting System/

Default printers.

Using the drop-down in the
needed printing task:

Click on the Select Printers button to open the Printer Selection window.

column labeled Printer, choose the printer you'd like to designate for each

* Check Printer—your actual checks.

* Check Overflow—your remittances if you are using overflow pages. You could designate the
same printer as checks but a different printer bin in order to get your checks and overflows to

collate.

» Copy Printer—non-negotiable check copies (but see PDF Check Archive for an electronic way

of doing this).

* Copy Overflow—remittance overflows for copies.

» EFT Remittance—if an EFT remittance needs to be printed you can direct it elsewhere so that it
doesn’t use check stock.

You can also assign a Paper Bin in the second column.
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m Printer Selection - CS (DEBEIE) — Oa *
HX % [l @
u ¢
Save Cancel File = Tools Help
Actions File Tools Help

Printer Selections for General Use

Selected Companies Name(s]  [* System / Default Printers =]

Task Printer Paper Bin Copies
Check Printer Bullzip PDF Printer v v 1A
Check Dverflow Bullzip PDF Printer A o 1

. Fax [redirected 2)
Copy Printes Microsoft Print to PDF ¥ L
Copy Overflow Microsoft Print to POF [redirected 2] hd 1
EFT Remittance Microsoft XPS Document Witer v 1
Microsoft XxPS Document ‘wiiter [redirected
L Onehote [Desktop) R
@ Al Company printers{>end To OneNote 2016 [redirected 2)

5. Save the settings. The default printer setting will then apply to all companies. When processing
payments from the Action Board, checks and EFT remittances for all companies will print from the
System/Default printer.

User-level printer selection
Users can configure their own printers directly from the Action Board itself, which makes it easy to choose

the correct redirected or session printers prior to printing. User-level settings override both company and
system-level settings:

* To open the Action Board, go to the Mekorma Area Page > Transactions > Payables >
Mekorma Action Board.

1. Open the Action Board and click on Options to open the Action Board Options window.
2. In the Options window, click on Printers to open the Action Board Printer Setup window.
3. By default, the User ID of the person currently signed in will populate the Printers set up for. Be sure

that your User ID is selected if you want to configure your own printer settings. It's also possible to
choose ‘General’, which will apply the printer settings to all users.
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m Action Board Printer Setup - CS (DEBBIE) — O X

0 =ie

OK File | Tools | Help
-

- -

Actions  File Tools = Help

Printers set up for. |User DEBBIE’
General

Mark Al | User DEBBIE' 21 2 Redisplay
Company Check Printer  Bin Check Overflow Bin CopyPrinter Bin Copies Copy Overflow Bin Copies EFT Remittan
O ﬁ' [** System / Default Printers **] ** UNSET ** * * 1 * 1 *
[] & Balanced Business = UNSET =* & z 1 : 1 :
0 & Complete Solutions ** UNSET ** - " 1 N 1 *
["] & Fabrikam, Inc. = UNSET = * * 1 * 1 *

4. Choose either System/Default printer to apply your individual settings across all your GP companies.
Or, choose one or multiple companies to customize the printer selection. Click the Select Printers
button to open the Printer Selection window.

5. You can adjust the company selection using the drop-down:

m Printer Selection - CS (DEBBIE) — O x

HX = || @

Save Cancel File Tools = Help
Actions File Tools = Help

Printer Selections for User ID 'DEBBIE"

Selected Companies Namefs) | ** Multiple Companies *
™ Multiple Companies ™

L Piinteip slanced Business Copies 2
S —UNCongiele Soluions v 1A
6. Using the drop-down in the column labeled Printer, choose the printer you'd like to designate for the

selected companies corresponding to each needed printing task (see above explanation).
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I Printer Selection - BB (KEN) O X
w X Il @
Sawve Cancel File Tools | Help
- - -
Actions File Tools | Help
Selected Companies Mame(z) B alanced Business
Tazk Prirter Paper Bin | #
Check Printer = |INSET = |~ A
Check Owverflow v
. Send To OneMaote 20016 [redirected 2]

Copy Printer Microzoft =PS Document Wiiter [redirectec ~
Copy Overflow Fax lrediiected 2) ~
Remittance ricrozaft Print to POF [redirected 2) o

Send To OneMote 2016

ricrozaft PS5 Document 'wWiiter h
@ Check Printer pot sgtdicrozoft Print to PDF b

7. Save the settings. The printers specified will only apply to payments printed by that user, for the
specific tasks configured. User settings will override Company and System/Default printer

settings.

=

This feature only works for Action Board processing! If you print batches on an

individual basis, and want to automate the printer selection, please configure GP Named
Printers instead. If there are no printers setup in this window, it will look to the printers set

up in GP Named Printers.
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6.10.2. Named Printers with Mekorma
Payment Hub

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.

2.

Using Named Printers
with Mekorma
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6.10.2.1. Setup Named Printers

The first step in configuring Named Printers is to name them! Printers must be setup with Printer IDs:

1. Login as an Administrator.
2. Navigate to the Assign Named Printers window (Microsoft Dynamics GP drop-down menu > Setup >
System > Named Printers).
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
O u il @7
0K File Print Tools | Help Add
4 N ~  Note
Actions File Tools Help
User ID sa ‘P}
Company Name Fabrikam, Inc. D Machine|D.  GPFULL20TBUS |
Task Seties: |3ld Party VJ
s ."
]
Mekorma MICA Checks DEFAULT ~
Bullzip PDF Printer
Mekama MICR Checks Copy |system | DEFALLT
Bullzip PDF Printer
Mekorma MICR Checks Dverflow DEFAULT
Bullzip PDF Printer
Mekaorma MICR Checks Copy Overflow System ~ | DEFAULT
Bullzip PDF Printer
Mekorma MICR EFT Remittance DEFAULT
Bullzip PDF Printer )
s |

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
WX S5« [l @7
Save Delete File Print Tools Help Add
s ] ¥  Note
Actions File Tools Help
Machine ID GPFULL2018US
[Printer 1D CHECKS| )
Printer Class |System v|
User ID r'l_ N
Company Name M
Printer Name p
Extra Description
Assign Advanced
4 4 F bl

6. Choose the Printer Class from the drop-down menu options:

Mekorma Products User Guide for GP - Build x87_en

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.

User & Company: Ties printers to individual users on a per-company basis.

m Setup Mamed Printers - TWO (sa) — X
X S il @7
Save Delete File Print | Tools He_lp Add

- o *  Note

Actions File Tools Help
Machine ID GPFULL2018US
Printer 1D CHECKS D
Printer Class
User ID .
Company Name User & Company ;
Printer Name }O
Extra Description
Assign Advanced

44 r p

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
number of copies desired in the ‘Extra Description’ field. Check copies will not print if this
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8. Click Save.

9. Proceed to assign printers to Mekorma Tasks...

Last modified: Apr 28, 2022
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6.10.2.2. 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:

1. Log in as System Administrator (‘sa’).

System > Named Printers).

3. Choose 3rd Party from the Task Series drop-down menu.

m Assign Named Printers - TWO (sa)

O us il @7

QOK File Print Tools @ Help Add

Mekorma MICR Check.

Mekoma MICR Check:

User & Company

i ¥ *  Note
Actions File Tools Help
User ID sa | p:
Company Name Fabrikam, Inc. p. fachine ID:
Task Series: || 3rd Party [V
2 i

> KR

|5yaem
Bullzip PDF Printer
Mekorma MICR Check. . System
Bulep POF Pinter [oreioctung
Mekoma MICR Checks Copy Ovenlow
Bullzip PDF Printer
Mekorma MICR EFT Remittance Spstem

Bullzip PDF Printer

e Jogsau

4. Click on a Mekorma Task Description. Example: Mekorma MICR Checks

5. Select the Printer Class you’d like for that task. Example: System
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oK File Print Tools | Help Add
e ¥ ¥  Note

Actions File Tools Help

UserID 33
Company Mame Fabrikam, Inc.

;Q Machine ID:

Task Series: ‘ 3id Paity

GPFULL20M8US

Task Description
Printer Name
Mekorma MICR Checks

Printer Class

Extra Description

Mekorma MICR Checks Copy
Bullzip PDF Printer

Mekorma MICR Checks Oveiflow
Bullzip PDF Printer

[Printer ID

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

m Named Printers - TWO (sa) X
7 1% il @1
L4 u _*
Select JCancel File Tools Help Add
* ad ¥  Note
Actions File Tools Help
Find By Printer Code ) Mew (& Open
w | View: &ll Printers for GPFULL2018US with Printer Class System; 3 @
Printer ID UserID Company Name

CHECKS
Bullzip PDF 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 the necessary adjustments in User ID and Company Name fields of
the Assigh 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: Apr 28, 2022
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6.11. Configuring Assign by Checkbook

Decide whether to Assign Checkbooks to Vouchers or to
Vendors

Some companies need to ensure that certain invoices are paid from certain checkbooks. This happens
often in the non-profit sector if they have an operating checking account for some payments and another
account for making grant payments. Or perhaps it is a property management company that pays each
invoice out of a specific checkbook based on the property.

You can assign Payables invoices, POP Shipment/Invoices and POP invoices to checkbooks using the
available from the Additional menu on transaction entry screens.

When you assign checkbooks to vendors it is to ensure that ALL the invoices for certain vendors are paid
by a specific checkbook. So, using one of the examples above, it is possible that if you were a non-profit
paying grants, a vendor receiving a grant would never be paid from the operating account. In that case, you
can designate a vendor checkbook right on the GP Vendor Maintenance screen rather than having to

specify checkbooks for each voucher.

Note that trying to Assign Checkbooks by both Vendor and Invoices would lead to unpredictable results. So,
before configuring, choose which method you plan to use.

Enable Assign by Checkbook

For either type of assignment, the feature must be enabled to take effect.

1. Open the Mekorma System Options window (Mekorma Area Page > Setup > System > System
Options).

2. In the Assign by Checkbooks Options section, mark the box next to Enable Assign by
Checkbook.
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H ﬁ Hu T ]
Save | Additional File Tools | Help Add
- - - - Mote
Actions | Additional File Tools Help
PDF File Location and Maming Corvention
Enable PDF Check Copies
Baze Folder C:MEKORMA FILESSPDF Check Copies' B3 @
Use the fields in these Available Fields for Folders Figlds in Folder Path
bowxes to construct the folder | Batch Mumber Compaty (D S
pathz and file names for Date > Checkbook 10
printing POF Check Copies | Check Mumber t
and Emailing Remittances. Yendor ID or Employee D s <
This iz an optional feature T
that may be uzed in -
addition to the Mekorma Available Fields for Filename Fields in Filename
Check Image Archive Company 1D Wendor |0 or Emplopes ID £
feature in the Miciosaft Checkbook D > Batch Mumber
Dynamics GF [nguiry Date Check Number 1
indows.
windows Py $
+
Additional Printing Options
[] Dizable Check Archiving ] Omit $0 checks in Payables
[ Awuta Shaw Inquiry Check Preview [ Prirk POF Mates
[] Keep Print Window Open After Printing @ [] Suppress DD Remittances
Aggign by Checkbooks Options @
Enable Assign by Checkbook
Once this feature is enabled, you can or

during the batch building process.

Setup Default checkbook by Vendor

To set this up, all you need to do is include a Checkbook ID on the Vendor Master screen for each of your
vendors (Mekorma Area Page > Cards > Payables > Vendor > Options).
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H 9 x @ Q = ﬁ Vendor Maintenance Options - CS (sa) - X
Save Clear Delete Write Attach Options Additional {o‘ = m '[rl "e-l j
Letters™ e = v = 1] L - 4
Actions Options =~ Additional OK Options | Additional File Tools Help Add
v B4 > ¥ ¥ Note
Vendor ID ACETRAVEOOD1 [ [ Hold Actions Options = Additional = File = Tools Help
Name A Travel Company
Short Name A Travel Vendor ID ACETRAVEDODT
Check Name A Travel Company Name A Travel Company
Primary Address: Currency ID -5 P TaxD
Address ID PRIMARY PF Rate Type ID AVERAGE ye jstration
Contact Greg Powell Payment Terms Net 30 p I Checkbook 1D FIRST BANK ?OI
Address 123 Riley Street Discount Grace Period Type Dther Expenses
Due Date Grace Period User-Defined 2
Payment Priority 1 Tax Type: I Not a 1099 Vendor v l
City Sydney Minimum Order 1099 Box:
State NSW Tax| Trade Discount FOB: None v
ZIP Code 2086 Shif DBA Language: None v
Country Code | AU - "O Urs One Payment Per: ® Vendor O Invoice
iy Austialia Minimum Payment: ® No Minimum O Percent O Amount $0.00
Masimum Invoice Amt: (® No Maximum O Amount $0.00
i B frencot co el s O No Credit @® Unlimited O Amount $0.00
PuL_hase FRIMARY P ‘Whiteoffs: ® Not Allowed (O Unlimited (O Maximum $0.00
Hemi To PRIMARY p gl Revalue Yendor Post Results To: (® Payables/Discount Acct (O Purchasing Dffset Acct
Ship From PRIMARY D Comment 2
1099 L Maintain History:
Add Calendar Year Transaction
| Fiscal Year Distribution
4 4 » M [byVendor D v]

Setup Default checkbook by Invoice

If you decided to Assign Checkbooks by Invoice, you can designate a checkbook on each and every
voucher. The additional two settings shown here are shortcuts that you may be able to use to default for
most vouchers, depending on how you have divided your workflow between team members or batches. This
can save you data entry keystrokes!

Default checkbook from Invoice Batch

When you start create a voucher batch, you can designate a checkbook with that batch. In general, the
checkbook assigned to the batch will be automatically assigned to all of the vouchers in the batch. So you
will not need to purposely designate a checkbook with each voucher unless you want to override the default.
You could easily create a different batch for each checkbook so that you never have to think about
specifically assigning the checkbooks to each voucher.

Default checkbook from 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 but perhaps
the users are sharing batches. If a user has a default, they can just enter all of their invoices without having
to think about what checkbook to assign them to. Please note: the default checkbook for the user will
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override the default checkbook assigned to a batch.

1. Open the Mekorma Assign by Checkbook window (Mekorma Area Page > Setup > Purchasing >
Mekorma Assign by Checkbook).

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.

Last modified: Apr 28, 2022
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6.12. Setting up Check, Check Remittance
Copies and EFT Remittances

You can store your checks and check remittance copies electronically instead of on paper. There are two
methods to do this and you can use one or both:

1. The Check Image Archive displays images of payments right from the Dynamics GP Inquiry
windows.

2. The PDF Check Archive generates PDF copies of posted checks to a hard drive location.

Why do we have two options and how do EFTs fit in?
The Check Image Archive helps you answer vendor questions on-the-fly. It gives you a quick way to see
the remittances that the vendor received right from the Inquiry windows. You can also reprint the remittance

if you need to send or email it to your vendor.

The PDF Check Archive stores images outside the system and is primarily used when the company has an
external document management system that wants to pull in the check and remittance images. It is also
available if you have users outside of GP that need access to this information.

The PDF Check Archive is also needed when you use Mekorma to email EFT remittances to your vendors.

These are the PDFs that get emailed. So it is important to set up this repository before you set up your EFT
processing.

Setting up the Check Image Archive

The shows the Payment Images automatically by default when you access the
payment inquiry screens.

It is possible to disable either the automatically displayed Image or the entire image archiving feature as
follows:

1. Open the System Options window (Mekorma Area Page > Setup > System > System Options).

2. Under Additional Printing Options, toggle the box labeled Auto Show Inquiry Check Preview to
enable or disable the automatic preview feature.

3. Under Additional Printing Options, toggle the box labeled Disable Check Archiving to enable or
disable the entire feature
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Mekorma System Options - CS (sa)

l |' ~N

™ | Il @]

Save = Additional File Tools Help Add
~ > > ¥ Note

Actions = Additional File Tools Help

PDF File Location and Naming Convention

Enable PDF Check Copies

Base Folder C:AMEKORMA FILES\PDF Check Copies'

Use the fields in these
boxes to construct the folder
paths and file names for
printing PDF Check Copies
and Emailing Remittances.
This is an optional feature
that may be used in
addition to the Mekorma
Check Image Archive
feature in the Microsoft
Dynamics GP Inquiry
windows.

Available Fields for Folders

Batch Number

Date

Check Number

Vendor ID or Employee ID

Available Fields for Filename

Company ID
Checkbook ID
Date

Additional Printing Options

[] Disable Check Archiving
[ Auto Show Inquiry Check Preview

[] Keep Print Window Open After Printing @

Assign by Checkbooks Options @
Enable Assign by Checkbook

=[O
Fields in Folder Path
Company ID z
> Checkbook ID
t
€ +
*
Fields in Filename
Vendor ID or Employee ID z
EY Batch Number
Check Number t
€ +
+

[C] Omit $0 checks in Payables
[T] Print POP Notes
[T] Suppress DD Remittances

Setting up the PDF Check Archive

From the same window, you can enable your PDF Check Archive if you need to store .pdfs out on the hard
drive or you are sending EFT remittances through Mekorma.

1. Click the Enable PDF Check Copies option to enable the automatic Printing Check Copies to PDF

feature.
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Mekorma System Options - CS (sa)

N l f 0) |
H ﬁ [fu 9 ,,]
Save = Additional File Tools Help Add

Actions = Additional File Tools Help

PDF File Location and Naming Convention

Enable PDF Check Copies

Base Folder C:AMEKORMA FILES\PDF Check Copies'

& @

Use the fields in these
boxes to construct the folder
paths and file names for
printing PDF Check Copies
and Emailing Remittances.
This is an optional feature
that may be used in
addition to the Mekorma
Check Image Archive
feature in the Microsoft
Dynamics GP Inquiry
windows.

Additional Printing Options

Available Fields for Folders

Batch Number

Date

Check Number

Vendor ID or Employee ID

Available Fields for Filename

Company ID
Checkbook ID
Date

[] Disable Check Archiving
Auto Show Inquiry Check Preview
[[] Keep Print Window Open After Printing @

Assign by Checkbooks Options @
Enable Assign by Checkbook

Fields in Folder Path

Company ID
> Checkbook ID
s
Fields in Filename
Vendor ID or Employee ID
EY Batch Number
Check Number
€

[] Omit $0 checks in Payables
[T] Print POP Notes
[T] Suppress DD Remittances

4 6 P

4 & P

This window gives you quite a bit of control over how to structure folders and how you structure the
filenames for the .pdf files.

2. 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
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.

3. Choose from the options listed under the Available Fields for Folders section. If you choose one it
will be a sub-folder under the Base Folder field location. If you choose more than one, the system will
create a hierarchy of folders based on your choices.

4. Choose from the options listed under the Available Fields for Filename to name your file. You can

choose as many as you want and the system concatenates them together to form .pdf.
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6.13. Setup for EFT Processing

* Note that this section only applies if you will be configuring in-house processing to generate
EFT files and send them to your bank. If an outsource provider is processing for you, they
will pay your vendors via checks, EFT or credit card, and you don’t have to do any of these
setups. For more information, refer to Remote Payment Services.

This section explains how to setup Dynamics GP EFTs to use the Mekorma Payment Hub’s advanced
remittance features. This section assumes that your checkbook(s) are already configured for EFT
processing in Dynamics GP.

The benefits of processing Dynamics GP through the Mekorma Payment Hub are:

* You can maintain the same remittance fields as you use for your checks

* The remittances are archived in the check copy archive

* You can use special EFT fields on the check stock to void the checks but still print remittances
* The for approving EFT payments can be the same as with your checks

* You can process both check and EFT batches easily in the Action Board

How to Set Up and Use
Mekorma to Process EFTs

[
=
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https://www.youtube.com/embed/-Shy7OwUr5Q?rel=0

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 and Logos for check formats if you want special logos or comments to show
just for EFT payments.

o

Setup for EFT Processing in the Action Board.

Last modified: Apr 28, 2022
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6.13.1. Specify Check or Remit Numbers

* Note that this section only applies if you will be configuring in-house processing to generate
EFT files and send them to your bank. If an outsource provider is processing for you, they
will pay your vendors via checks, EFT or credit card, and you don’t have to do any of these
setups. For more information, refer to Mekorma Remote Payment Services.

This section shows how to configure check numbers instead of the EFT numbering sequence for your EFTs.
This option must be configured in Dynamics GP.

=

The reason you may want to use check numbers for EFTs is if you are printing EFT
remittances instead of emailing them and you have pre-printed check stock. With Mekorma
Payment Hub the best practice is to use EFT numbers and email remittances or print
remittances on blank check stock.

* 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.
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2 Nl

Help Add

Save Clear Delete Additional File Print Tools

Actions Additional File Tools Help
Checkbook ID FIRST BANK PO [ Inactive
Description [First Bank |
Cunency 1D ZUss El0 Curent Checkbook Balance
Payment Rate Type ID BUY }9 Cash Account Balance
Depost Rate Type ID AVERAGE P
Cash Account 000-1100-00 P [} Cash - Operating Account
Next Check Number 100053 Last Reconciled Balance
Next Deposit Number 50000001 Last Reconciled Date 0/0,/0000

Payables Options
Company Address ID INTERNATIONALA O | e
B 111333555 :a" c"'ej“ s
asswon

Bank 1D FIRST BANK s ‘
UserDefined 2 vemaE Ko

[14 4 » »l|Checkbook ID v

EFT Bank

4. Select the Payables Options button to open the Checkbook EFT Payables Options window.

m Checkbook EFT Bank Maintenance - TWO (sa) - X
o ii @7

A S F u -

0K File Tools Help Add

v b ¥  Note

Actions  File Tools Help

Checkbaook D FIRST BANK First Bank

Bank Country/Region Country Code us P

Account Holder

Transit R outing Number
Bank Account Number
IBAN

Tax Registration Number
Bank Identification Number

Bank Company Name
Campany [0 Number
Small Company Name
Reference

Service Class Code

Communication Type;
Application

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

Use Check Numbers

111111118

111222
1112
NY00

200

150 Currency Code usp

Bank Branch 2
Bank Code 3
Bank Branch Code 4
Bank Check Digit 2
Blocking Factor 10
Format Code A
Pricrity Code 0]

E3

Feceivables Options

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

Mekorma Payment Hub and as reports based on the EFT Remittance Option selected.
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 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 Payment Hub or reports based on the EFT Remittance Option selected.

* When using pre-printed check stock, EFTs will print in the same way. We do not recommend using
pre-printed check stock when printing EFT remittances with EFT numbers.

m Checkbook EFT Payables Options - TWO (sa) — *

0 =il @7

oK File Tools | Help Add

bt i ¥  MNote
Actions  File Tools Help
EFT Papment Numbers: File Format:
(O Use Check Numbers @) 0se EFT Numbers! ®) Single Format PFD P>
Next EFT Payment Number EFT000000000004 () Based on Vendor
Business ,f_ r
. Corporate ,,-F £
EFT Payables Dptions: —t
. Personal 2
[[] Payables Prenote Required Foreign 17
Prenate Grace Period 0 - rl-
Default Output Files:
Payables Domestic Payments ‘C:MEKORMA FILES/EFT/FABRIKAM /Payment. tet £3
Payables Foreign Payments :C:MEKORMA FILES/EFT /FABRIKAM /Foreign Payment txt |
Payables Prenotes ‘C:MEKORMA FILES/EFT /FABRIKAMAendor Prenotes. st £

Generate Prenotes

6. Click OK when you are finished and close any open windows.

* 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: Apr 28, 2022
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6.13.2. Setup your Vendor EFT Remit-tos

In Dynamics GP, the way that the system determine whether a vendor’s invoices will be selected for an EFT
batch or a check batch is via the Remit-To address on each invoice. Note that the Remit-To address on the
invoice defaults from the Remit-To address on the Vendor Maintenance card, but you can override it if you

have created multiple Address IDs for that particular vendor.

Hdrayab

bles Transaction Enti cs
e X &S Ty

RYAN

= = A | WY )
Q = f - = L(u e »
Save Delete Post Paste Attach = Options = Additional File Print Print Tools Help
v - v v -
Actions Options ~ Additional File Tools Help
Voucher No. 00000000000000556 ,O u [] Intercompany Batch ID P >
Document Type:  |Invoice v Doc. Date 6/19/2021 H >
Description
Vendor ID ACETRAVEOOO Currency ID ZUS$ )O O«
Name A Travel Company Document Number
Address ID PRIMARY J2) P.0. Number
FlemitTo ID PRIMARY 21 Shipping Method OVERNIGHT D
Payment Tems | Net 30 P> TanSchedule [D P>
Path $0.00 1099 Amount $0.00
Tur: aDs.es $0.00 Cash $0.00 =
Fra- :l iscount m‘on Check $0.00 &
’.EIQ Credit Card $0.00 <
Miscellaneous $0.00 B
Terms Disc Taken $0.00
1 i 0On Account 00
Total $0.00 -

4« » M |byBatchiD

~ ‘

Distributions Print Check

Status  Unsaved

\/endor Maintenance - CS (RYAN)

WX W § =

e

s -]
Save Clear Delete Write Attach Options = Additional =~ All-in-One
Letters™ e v View
Actions Options = Additional
Vendor ID ACETRAVEDOO p (3 O Hold Status:
Name A Travel Company
Short Name A Travel Class ID
Check Name A Travel Company
Primary Address:
Address ID PRIMARY P2
Contact Greg Powell Phone 1
Address 123 Riley Street Phone 2
Phone 3
Fax
City Sydney
State NSW Tax Schedule
ZIP Code 2086 Shipping Method
Countiy Code | AU 2 UPSZone
Country Australia
Address IDs: Vendor Account
Purchase PRIMARY Fz]
Remit To PRIMARY Pl Comment
Ship From T Pd Comment 2
1093
Options Address Accounts
by Vendor ID v

_l<4>>|

A Remit-To address is considered an EFT Remit-To address if the EFT Bank information screen is active as

shown below.
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- X
= (| ®
File Print Tools Help
File ﬂ7 »/
Cr—
AUS-NSW-M P

[298) 555-0101 Ext. 0000
(000) 000-0000 Ext. 0000

[294) 555-0101 Ext. 0000

AUSNSWST+20 P
OVERNIGHT P
E-mail Project
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H9X I S« i @7
Save Clear Delete = Additional File Print = Tools Hglp Add
v 2 A Note
Actions Additional File Tools Help
Vendor ID ACETRAVEDOD P
Name & Travel Company
Address ID 4 FRIMARY O
Contact | Phone 1 [298) 555-0101 Ext. 0000
Address | 123 Riley Street Phone 2 7 [000) D00-0000 Ewxt. 0000
Phone 3 ‘ [000) DO0-0000 Ext. 0OOO
Fax [294) 555-0101 Ext. 0000
City | Sydney
State | NSW
ZIP Code 2086 Tax Schedule AUSNSWST+20 P
Country Code AU /7 ShippingMethod ~ OVERNIGHT P
Country Australia UPS Zone
EFT Bank
4 4 » »
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Save Clear Delete Additional
Actions Additional

Vendor ID ACETRAVEOOM

MName A Travel Company

Address ID PRIMARY

Contact Greg Powell

Address 123 Riley Street

City Sydney

State NSW

ZIP Code 2086

Country Code Al

Country Australia

4 4 » »l

Vendor EFT Bank Maintenance - CS (RYAN)

0K File

A d

-
Print

Actions File

Yendor D
Name
Address ID

Bank Country/Region
Bank Name
Transit Routing Number

Bank Account Number

Building Society Roll No
IBAN

Bank Branch

GIRO Post Type

[] Additional Information

Swift Address

Yendor Country Code
Delivery Country Code
Bank Country Code
Central Bank Code
Regulatory Code 1
Regulatory Code 2

For further information about this topic, please

I | ‘9‘
Tools = Help Add
v ¥  Note

Tools Help

ACETRAVEODD
A Travel Company
PRIMARY

fUnied States MR

Bank of America
111111118
12346

32
Cam

Account Type

File Transfer Method
Currency |D

Bank Code

Bank Branch Code
Bank Check Digit

Termination Date
Date Pre-note Sent

refer to your Microsoft Dynamics GP documentation.

- X
Savings v
Business Account
ZUs$ P
2

3

3

0/0/0000 i)
0/0/0000
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* Note that this section only applies if you will be configuring in-house processing to generate
EFT files and send them to your bank. If an outsource provider is processing for you, they
will email remittances to your vendors for you and you do not have to configure this. For

more information, refer to Remote Payment Services.

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.

mfm' pany E-mail Setup - C. -

- [ ok
O X Il @7
‘\._.f’ 1} k. 4

0K Cancel File Tools | Help Add

- - ¥ DMote

Actions File Tools Help

Select E-mail Dacurent Options

Embed Documents in Message Body
Send Documents as Attachments

File Formats &llowed

DOCK HTHL FOF <PS

Enable E-mail
Sales Senies

Purchasing Series

2. Create a Remittance Message ID in your GP Email Settings. The EFT file is attached to this

message when sent.
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m Message Setup - CS (sa) - O X
w9 X Il @3

Save Clear Delete File Tools | Help Add

= - *  MNote
Actions File Tools Help

Message ID REMITTANCE 1B

Description REMITTANCE |

Message Type Standard e

Series Purchaszing B

Doc. Type Wendor Remittahice ~

Subject EFT Remitance |

Body I Docurment Lines l
H—Flease see attached EFT remittance for payment informaation. ”

Select and Insert Fields

D ocument Fields Field e | | Freert
Workflow Fields [ Addtional 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:

mVendor Address Maintenance - CS (RYAN) - X

HI9X T d« il @7

Save Clear Delete Additional File Print Tools Help Add

Actions Additional File Tools Help
Vendor ID | ACETRAVEQDD! P
Name A Travel Company
Address ID 4 PRIMARY 0 ,CE?
Contact | Greg Powell Phone 1 | (298) 5550101 Ext. 0000
Address | 123 Riley Street Phone 2 (000) 000-0000 Ext. 0000
Phone 3 | (000) 000-0000 Ext. 0000
Fax | (234) 555-0101 Ext. 0000
City [ Sydney
State | NSW '
ZIP Code | 2086 Tax Schedule | AUSNSWST+20 P
Country Code AU 4 ShippingMethod | OVERNIGHT P
Country Australia UPS Zone
' EFT Bark
4 4 » >
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H9X d« [l @7

Save Clear Delete File Print | Tools | Help Add

- - ¥  Note
Actions File Tools Help
Select Information for; Yendors v |
Wendaor [0 ADNANCEDOON p Advanced Dffice Systems
Address (D 4 | PRIMARY 2 f.o E78 Sherwood Park South
E-mail Addreszes
To.. ken@advancedoffice. com
Ce...

Bee...
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6.13.4. Choose EFT Remittance Options

* Note that this section only applies if you will be configuring in-house processing to generate
EFT files and send them to your bank. If an outsource provider is processing for you, they
will email your vendor remittances for you. For more information, refer to Remote Payment

Services.

In order to email EFT remittances to vendors, you must choose an appropriate remittance format.

1. Open the Checkbook Setup window (Mekorma Area Page > Setup > Purchasing > Checkbook

Setup).

2. Select the checkbook you would like to use for your EFT payments by clicking on the look-up 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 - CS (sa) — e
p ! S~
1 |
DX e TF [ 2
Save (Clear Delete Integrate = Additional File Tools | Help Add
- - - ¥  Note
Actions Additional File Tools Help
Checkbook ID FIRST BANK IS
Default Threshold ID £
MICF Line Setup
Tranzit (ABA] Number
111111118
Check Humber Pattern €[+ -2 Fiouting Mumber Account Murmber € >

W+ +++++
58 57 56 55 54 53 52 51 50 40 48 47 46 45 44

LDELSP 2578

AADDSLDLLL

43 424140 393837363534 33 3231 302028 27 26 25 24 23 22 21 20 19 18 17 16 1514

Threshold [0
Mon-Megotiable ‘ord

Primary Check Format
Check Copy Format

Check Dverflow Format
Check Copy Overflow Format
EFT Remittance Options

EFT Remittance Format

Eefund Check Format

I @
WOID
AP Check_battom_2 Std AP Stubs sthe
Overflow_full_Std &F Stub.sthz
[] Use Pre-Frirted Check Stock
[] Use Check Format [First pags) for averflow pages

AP Check_bottom_2 Std AP Stubs. sthz
Ovwerflow_full_Std AP Stub.stbz

EFT Remittance Format ‘ e

Cipnarnics GP Repart witer

Check Face / Overflow Stub

EFT Remittance Format

Eolko)

Qe [Bv

* 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.
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« 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.

! 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 Payment Hub 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: Apr 28, 2022
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6.13.5. Enable EFT Comments and Logos for
Check Formats

* Note that this section only applies if you will be configuring in-house processing to generate
EFT files and send them to your bank. If an outsource provider is processing for you, they
will configure your remittances for both EFT and Virtual Credit Card payments. For more
information, refer to Remote Payment Services.

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.

1. Open the Checkbook Setup window (Mekorma Area Page > Setup > Purchasing > Checkbook
Setup).

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 ML, — X

Xd = il @7

Cancel Save File Tools | Help Add
hd - ¥  Mote

Actions File Tools Help

Checkbook D FIRST BANK

Mark additional feature to be activated.
Llge Expangion Button to enter uger defined options.

“Youcher hote

EFT Comment &5
Purchase Order Secunty

[1' MEM Connector for Payables

5. Click the blue arrow that appears when you check the box. This will open the 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.

7. The EFT Comment is a field that can be placed on the check face or on the header of the remittance

portion. It will only show if the payment is an EFT payment. Once you have activated this feature, you
should go into the and add that field to the format.
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8. Click OK to save or go on to click the right arrow if you want to add an EFT Logo, which also only
prints if the payment is an EFT payment:

¥l options - BB (DEBBIE) - X

|I?) x x ﬂ |

Cancel Delete File Tools Hglp Add

i ~ ¥  Note
Actions File Tools Help
Checkbaook D FIRST BANK Feature EFT Comment

EFT Comment Text ' |

EFT Logo File

se the Expansion Button to import a logo file.

9. 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.
10. Click OK a couple of times to save.

11. Once you have activated this feature, you should go into the Payment Hub Configurator and add that
field to the format.

Last modified: Apr 28, 2022
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6.14. Action Board Setup

Since the Action Board is the heart of the Payment Hub, understanding the Action Board is key. It is the
WAY to process payments, providing a single-window method of managing the entire payment process,
across companies and checkbooks.

The basic concept for setting up the Action Board is to create your Build |Ds and Process |Ds. With these
basics you can start testing your process:

* Create a Build ID
» Create a Process ID

The Action Board mimics the processes that you otherwise would do manually. In order to be a fully
automated process, you have to use various tools to tune the system to your requirements. The Action
Board needs to know how to deal with any dialogs that would pop up asking you questions or choices to be
made during the process. The rest of these steps detail both required and optional settings you can
configure in this regard:

1. Configure Printing and Posting Reports (Required)

2. Automate Printer Selection (Required)

3. Optional:
e Control Your Batch Names

» Results Reports Email Setup

» Options for Building Batches

+ EFT Options for the Action Board

» Check Sorting Options

» Show/Hide Dynamics GP windows during processing

Note that implementing the Action Board is built upon the underlying manual processes. So before you can
embark on this level of automation, it advisable that you have fully configured and tested your check printing
and your EFT processes and that they are working to your satisfaction. Then, with those building blocks in
hand, you can fully automate your process.

Last modified: Apr 28, 2022
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6.14.1. Create a Build ID

ABuild ID allows you to save rules for selecting your batches. You then assign the Build IDs to
to build numerous batches with different criteria.

The function of Build IDs is to select the filters and sorts for the batches> However, these rules are not yet
linked to any particular company or checkbook. are then used to assign these rules to
companies and checkbooks in any number of combinations to create your fully automated process.

1.

Open the Build Maintenance window (Mekorma Area page > Setup > System > Action Board Build
Maintenance).

Act\'on Board Build Maintenance - CS (sa) - O
= X9 Il @]
u L * 4
Save Delete Clear File Tools Help Add
% » ¥  Note
Actions File Tools Help
Build ID UTILITIES /D
Description UTILITIES duein 7 by vendor cb
Select: Due Date/Discount Date Cutoff v |
Due Date Cutoff: () None ®) DueDate uD:0cD
Discount Date Cutoft. (@) None O al (O Discount Date
Bestictions: Date Offset Codes - ... — X

Class 1D: from UTILITY To UTILITY I

Insert >> 'O' ’[“ (6}

OK File Tools = Help
Remove - - -

Actions  File Tools | Help

(One Check Per: IUSE Vendor Op ~ l I Select By Vendor Checkbook. I [] Select ByVoucher|  Base Date IUSEI Date (UD) v l
; it o Offset By = 7| + |Calendar Days [CD] ~
Automatically Apply Existing L.Jnapplled. W] e i | l
frayments el Retums [ Pay Only Minimum Date Offset Code | UD:0CD ®
(® Functional Currency Only (O &l Currencies Apply Date uD:0 Example 6/15/2021
(® Batch Currency Only (O Batch and Functional Currency
Remittance:
List Documents: * Company Default v @ Print Previously Applied Documents
Sort Documents By: Date v lUse Due Date Cutaff
4 4 » >l

Type in the name of your new Build ID and an optional description.

The Action Board builds using Dynamics GP’s Build Payment Batch window and the selections mimic
that window. Select build criteria using any of these options from the Select: drop-down menu.
Multiple selections can be inserted:

* Vendor ID

* Vendor Name
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* 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 to automate the batch
building process.

The Action Board provides these additions to the normal selections:

+ The Due Date and Discount Date cutoffs are calculated fields. They are calculated when you build,
using your Dynamics User Date. So you can set up a rule such as “Pay everything due in 7 days” or
“Pay everything whose Discount Date is prior to the end of the month”.

» The Payment Hub provides the ability to Assign Checkbooks to Vendors so you can choose to build
for only vendors assigned to this checkbook.

» The Payment Hub provides the ability to Assign Checkbooks to Vouchers so you can choose to build
for only vouchers assigned to this checkbook.

You can mix and match build criteria. For example, the Build ID above is being set up to do 3 things:

1. Only paying the UTILITIES Vendor Class

2. The user is in process of adding a Due date calculation to pay everything due in 7 days.

3. The Assign Checkbooks feature is being used to indicate only vendors from the Build checkbook

should be included in the batch
* Note that the build checkbook will be specified when they define the Process ID in the next
configuration step.

Another example of how customers use this is Payment Priority, which they use to divide up their batches

so that each batch relates to a specific payment priority. By mixing and matching the filtering criteria in
combination with different checkbooks, you can get quite clever.
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6.14.2. Create a Process ID

A Process ID allows you to specify all of the batches that you want to build. You assign to specific
checkbooks so you can filter what vendors and vouchers to pay in each batch. The Process ID lets you list
these sequentially so that one batch after the other is built each time, without error and without intervention.

Basic

There are two forms of the Process ID Maintenance window. This section describes the Basic form of the
window and below we describe an Advanced form of this window. The Advanced form is handy if you have a
lot of checkbooks and companies, but we suggest you start with the Basic window to get the hang of it.

1. Open the Action Board Process Maintenance window (Mekorma Area Page > Setup > System >
Action Board Process Maintenance).

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
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.

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 172 of 334



Mekorma Mekorma Products User Guide for GP - Build x87_en

1] Action Board Process Maintenance - CS (sa) - O x

X il @7

Save Clear Delete Advanced File Tools Help Add

v bt ¥  Note
Actions File Tools Help
Process ID MONTHLY P
Description MONTHLY Payments
I@ Company Name | Complete Solutions D I
Checkbook ID o | BANK ,O Payment Type Checks EFTs
Credit Card IS
Buid ID UTILITIES £ Currency ID ZUsg ye

Linked Checkbooks & Build IDs

ED Copy Build ID Company Checkbook ID Payment Currency ID
UTILITIES Balanced Business FIRST BANK Check Z-UsS
UTILITIES Balanced Business FIRST BANK EFT Z-UsS

= |nsert

7= Rt

4 € » p

6. Save after adding desired criteria.

In the example above, the user is creating a monthly process for utility payments. They have some vendors
setup for check payments and some for EFT so they are inserting both types of payments. They have
already created the UTILITIES to limit the selection of vendors to the UTILITY vendor class and
have added batches for their Balanced Business company. And the screen shows that they are about to add
batches for their Complete Solutions company to this process. In their scenario, they could also create
another for monthly processing, such as RENT payments, and add it to this Process ID for both
companies.

Advanced

The Advanced form of the Process ID Maintenance Window allows you to apply a single Build ID to any
number of companies and checkbooks while minimizing your button clicks. Here we’ll learn how to create
the Process ID above for more companies with fewer clicks.
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1. From the Action Board Process Maintenance window, click on Advanced in the top menu bar.

Action Board Advanced Process Maintenance - CS (sa)

a9 X

Save Clear Delete Basic

il

File Tools
., A ., A
File

Actions Tools

2

Help Add

¥  Note
Help

MONTHLY
MONTHLY Payments

Process ID
Description

® Checkbooks (O CreditCard (O Copy

o

Company - Checkbook
Balanced Business  FLEX BENEFITS
PAYROLL
PETTY CASH
Balanced Business UPTOWN TRUST
Complete Solutions FLEX BENEFITS
Complete Solutions PAYROLL
Complete Solutions PETTY CASH
Complete Solutions UPTOWN TRUST
Fabrikam, Inc. FLEX BENEFITS
PAYROLL
PETTY CASH
UPTOWN TRUST

Balanced Business

Balanced Business

Fabrikam, Inc.
Fabrikam, Inc.
Fabrikam, Inc.

(® BuildIDs () Currencies

Build ID Description

DEFAULT  Default criteria

DUEIN7 Pay everything due in 7 days
EMPLOYEE EMPLOYEE

SELECTCK1 SELECTCKI

UTILITIES  UTILITIES duein 7 by vendor cb

Linked Checkbooks & Build IDs

ga  Checks

4= Remove

4 4> »

BuiI’aID Company Checkbook ID Payment Currency ID

No Records

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. First, in the upper right quadrant, choose the Build ID that you want to use. Here we have selected
UTILITIES and it is showing in grey instead of blue to indicate it is selected.

4. Next, in the left column, when the Checkbooks radio button is selected, all available companies and
their associated checkbooks will be listed. Hold down the control key and click each company/
checkbook you want to use. Here we have selected Balanced Business, Complete Solutions and

Fabrikam, Inc.

5. Click on the Checks and/or EFTs button, depending on which payments types you want to include.
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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. You can see the result of this example
below:
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WA9X7 | il

Save Clear Delete Basic File = Tools Add
¥ b Note
Actions File Tools Help
Process ID MONTHLY
Description | MONTHLY Payments
v (®) Checkbooks (O CreditCard (O Copy (® BuidIDs (O Curencies
Company - Checkbook Build ID Description 2
Balanced Business  FIRST BANK DEFAULT  Default criteria
Balanced Business  FLEX BENEFITS DUEIN7 Pay everything due in 7 days
Balanced Business  PAYROLL EMPLOYEE EMPLOYEE
Balanced Business  PETTY CASH SELECTCK1 SELECTCK1
Balanced Business UPTOWN TRUST UTILITIES  UTILITIES duein 7 by vendor cb ~,
Complete Solutions FIRST BANK
Complete Solutions FLEX BENEFITS ol ST D
Complete Solutions PAYROLL Build ID Company Checkbook ID  Payment Curre
Complete Solutions PETTY CASH DEFAULT Balanced Business ~ FIRST BANK Check Z-Us!
Complete Solutions UPTOWN TRUST g Checks DEFAULT Balanced Business ~ FIRSTBANK  EFT Z-Us!
Fabrikam, Inc. FIRST BANK !;h EFTs DEFAULT Complete Solutions FIRST BANK Check Z-US!
Fabrikam, Inc. FLEX BENEFITS DEFAULT Complete Solutions FIRST BANK EFT Z-US| =
Fabrikam, Inc. PAYROLL & Remove DEFAULT Fabrikam, Inc. FIRST BANK Check Z-Us! .
Fabrikam, Inc. PETTY CASH DEFAULT Fabrikam, Inc. FIRST BANK EET Z-Us!
Fabrikam, Inc. UPTOWN TRUST
< >

44> »

6. Repeat this process until the Process ID contains all checkbooks, payment types and Build IDs you

want to include.

7. Save and close the window.

Other Currencies

When you click the Checks or EFTs button, all of the lines in the Process ID default to the functional
currency. After you have inserted them, you can change their currencies.

1. Select Currencies in the upper right quadrant to see your currency list.

2. Using the control key, click on each line in your Linked Chekbooks & Build IDs list that you want in a

different currency.

3. Click the currency you want to change to.
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Credit Card Batches

Note that in the left column, you can also list credit cards that you have configured for paying vendors.
Choose companies and credit cards and link them to a Build IDs to create credit card batches, similarly to
the above.

Copying From Another Process ID

Lastly, the left column may be used to copy all or some of the lines from another Process ID.
1. Choose Copy
2. Alist of Process IDs will appear, choose the one you want to copy from.

3. The whole Process ID will show as a list in the left column. You may select all or some of the lines
that you want to copy from that list using control click.

4. Click Copy to copy the selected items over to the Linked Checkbooks & Build IDs list.

Last modified: Apr 28, 2022
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6.14.3. Configure Printing and Posting
Reports

There are certain settings that need to be in place to ensure the Action Board’s automated processes are
not interrupted. The following steps are required for the Action Board to perform as intended:

Automate Printer Selection

Automating the printer selection will ensure that checks and EFT remittances can print without interrupting
the process — you must or

Define Paths for Reports/Lists

Posting Reports and edit lists should be set up so they can be generated without interfering with the Action
Board’s automated processes.

1. Open the Posting Setup window (Administration > Setup > Posting > Posting)
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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m Posting Setup - TWO (sa) — =

Od = il @7

Save File  Print | Toocls  Help Add

| hd hd *  Mote
Actions File Tools Help
ISeriES: |F'urchasing e I Origir: |E0mputer Checks w
— Create a Journal Entry Per:
Post to General Ledger (®) Tranzaction
[ Post Through General Ledger Files | () Batch |Jze Account Settings
Allowy Tranzaction Posting Posting Date From: (®) Batch () Transaction
Fost Through Gereral Ledger Files [F Existing Batch: () Append (@) Create Mew
[ Include Multicurrency Info
[ “erify Number af Trs ] Require Batch Approval
[ “erify Batch Amounts Approval Passward

| Makl | Unmak Al

Fieports: Send Ta: File

[ |Check Register

] | Checkbook Posting Joumal ||:| |:|||:||| Text file W |.-’-‘«|3penc| w |

O | Cornp Chi Distribution D etail T Test file “ |.-’-‘«|:upend w |

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:

Feports: Send To: File

[] | Comp Chk Distribution Summary

[] | Computer Check Posting Jaurmal |||:|||:|||:|| Text file o |.-'1‘-.|:||:|enu:| o
ZAMEEDRKA FILE ShPosting JoumalzhComputer Checkos. bt
|| Fayrment Heaqizter HiININ ¢ | Append B
W

* In standard functioning, if you posted multiple checkbooks in the same company, it would
overwrite your posting journal each time. However, the Action Board 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.
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6.14.4. Control Your Batch Names

Mekorma Action Board ‘Build Batch’ requires unique batch numbers. A suffix is added to your batch
numbers when you build and is automatically incremented. The batch name format will be -### based on

the current date.

We have reserved only 3 characters for the unique suffix and have used a 3-character Alpha-Numeric value,
from ‘001’ up to ‘ZZZ’ for this sequence. Although we try to avoid being overly cryptic, batch names in
Microsoft Dynamics GP are limited to 15 characters. The Mekorma Payment Hub uses some of them when it
splits a batch and for other significant third-party products that require batch naming conventions (e.g. Multi-
Entity Management from Binary Stream). So, we have come up with this convention to create unique batch
names while using limited characters.

Without configuration, the daily start suffixes will always start at 1 for all companies and batches will just be
named in sequence as they are created. The Daily Start option allows you to start the suffix sequence at
different starting points for each company. If you do this, then all the batches from one company will be
grouped together when they are sorted.

To set this up:

1. Open the Action Board Setup window (Mekorma Area Page > Setup > System > Action Board
Setup).

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 300. If you have 36 companies or less, we recommend just using the most
significant digit like we have done in this example, going from 100, 200, ... to A00, BOO, ... Z0O0.
However, if you have more than 36 companies, you will want to use 2 digits such as 050, 100, 150,
etc. The third digit will be used to name the batch from within the company. This second example
double the number of company starting points to 72 and leaves up to 50 unique batches per day per
company before there is a duplicate batch name. Most of the time in a large multi-company situation
only a handful of batches are created each day and this naming convention supplies ample room for
unique names.

m Action Board Setup - CS (sa) — X

OX = il @]

OK Cancel Options File Tools = Help Add

= ¥  Note
Actions File Tools Help
Printers y)
Company Name ~ Enable for &ction Board  Test Company G| Daily Start Gl Mext Sulfix
Fabrikam, Inc. ™M 100 A
Balanced Business | 200
Complete Solutions M O 300
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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 Mekorma Action Board - CS (DEBBIE) — O X

% 5 & »aflen

Process Options Print View File Tools | Help Add

Alignment o ¥ e ¥ Note
Actions View File Tools Help
Action IF‘mcess Checks and EFTs v I
Show Batches: (@ All (O ReadytoProcess (O With Enors Mark Al Unmark Al | 3 Redisplay

 Company - Al - 8] Checkbook D £} Papment 2} Check Date £] GLPostDate £l #Tw  BachTotd  2](¥)
Balanced Business FIRST BANK Check 0/0/0000 ]| 81172021 ] 10 $30673.27 A
Complete Solutions FIRST BANK Check 0/0/0000 i) | B/11/2021 & 10 $33.783.04
Fabrikam, Inc. FIRST BANK EFT 0/0/0000 | 4n2/2027 i 2 $10,928.84
Fabrikam, Inc. FIRST BANK EFT 0/0/0000 £ | 412/2027 it 1 $1.101.64
Fabrikam, Inc. FIRST BANK Check 0/0/0000 | 4n2/2027 = 2 $6,613.96
Fabrikam, Inc. FIRST BANK EFT 0/0/0000 5| 4n2/2027 = 4 $6.334.64

4. The Batch No. Suffix can be changed at any time within the Action Board Setup window.

5. Click OK.

Last modified: Apr 28, 2022
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6.14.5. Results Reports Email Setup

After batches are built in the Action Board, a is generated.

After processing checks and EFTs in the Action Board, the Print Process Results Report is generated.
After posting checks and EFTs in the Action Board, the Posting Results Report is generated.

By default, these reports are created/displayed immediately after the corresponding process is completed.
You can choose to send them to a chosen email address instead. For example, you can send the Build

Results Report to Approvers when using the approval workflow to notify them with a single report, rather
than having them notified with every batch that is built.

Configure Email Settings for Results Reports

1. Open the Action Board Options window (Mekorma Area Page > Setup > System > Action Board
Setup > Options)

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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Save Cancel Printers File Tools = Help Add
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Actions File Tools Help

User ID sa p

Build Payment Batches (3

(® Mo Edit Lists or Approvals
(C) Request &pprovals
() Print Edit Lists

Edit List Destination
Printer
File
Type
Path

EFT & Safe Pay @
EFT Remittance Options
[] Print Document
Send Document in Email [Print if emall cannot be sent)
Posting Options
Post EFT immediately after Print or Send
Generate EFT after Posting
[] Generate Safe Pay files after Posting (D

Sart Checks By

* Company Default v

All Actions @
Email Report After Processing
Email Address

bethi@mekorma.com|

Show Dynamics GP windows

4. Click Save.
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6.14.6. Options for Building Batches

Automated approval requests/edit lists

When building payment batches using the Action Board, you have the choice to automate approval
requests, print edit lists, or disable those options.

1. Open the Action Board Options window (Mekorma Area Page > Setup > System > Action Board
Setup > Options).

2. In the Build Payment Batches section, 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 as each batch is built.
» 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. The Action Board will give them unique file
names to help you identify them.
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Edit List Destination

[] Printer

File
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EFT & Safe Pay @
EFT Remittance Options
[] Piint Document
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Posting Options
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6.14.7. EFTs in the Action Board

When you use the Action Board, your system can select both your checks and EFT batches in one process.
As you saw, you use a to set your rules for what invoices to include and a to tell the
system what checkbook to use and whether to build checks, EFTs or both.

The EFT Options enhance the workflow of EFTs compared to that of checks. This what the workflow for

Checks looks like:
4
hast

Build Batches / e el Process Safe Pay Package and Mail
Request Approval and Sure There Were Post Files Checks
EFTs No Printer Jams

This is one way the EFT workflow could look with the optional automation that the Action Board can do for

you:
-
1)

A 4

Build Batches /
Request Approval

This is because with EFTs, further automation is possible:

Process Checks
and EFTs

Upload files to
bank

1. You can post automatically instead of checking for printer jams
2. You have the option of having the process generate the EFT files automatically.

Note that in both cases, can be done automatically as you build batches or as a separate
step.

Choose Automation Options

1. Open the Action Board Options window (Mekorma Area Page > Transactions > Payables > Payment
Hub Action Board > Options).

2. Choose options in the EFT & Safepay section:
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Posting Options

+ Post EFT immediately after Print or Send: This option ensures 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.

If you do not mark Post EFTs Immediately after Print or Send option, you will post the EFTs 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.

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 generate
the EFT files.

* You need to change the Transmission Date or Settlement Date in the ACH file. By default, the
transmission date will be set to the Dynamics GP User Date.

EFT Remittance Options

In addition to the above automation options, there are switches you can use to select the EFT remittance
processing flags, so that the process can mimic what you would normally choose in your EFT process:

» 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 — if the vendor
does not have an email address or internet access is not available, the remittance will print instead of
being emailed.

=

You cannot use GP Report Writer when processing EFTs with the Action Board. 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.

Last modified: Apr 28, 2022
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6.14.8. Check Sorting Options

You can choose how to sort your checks during the Action Board printing process. Note that this sort only

applies within a batch, not across batches.

1.

Hub Action Board > Options).

Open the Action Board Options window (Mekorma Area Page > Transactions > Payables > Payment

2. Use the drop-down next to the Sort Checks By field to choose from the options as shown below:

mAdion Board Options - CS (RYAN) —

= K =

Save Cancel Printers File

-

Actions File

Il @]
Tools Help Add
o ¥  Note

Tools Help

O

X

User ID RYaN

Build Payment Batches @

(O) Mo Edit Lists or Approvals
(®) Request Approvals
() Print Edit Lists
Edit List Destination
Printer
File
Type
Path

EFT & Safe Pay @
EFT Remittance Options
Print Document

D

[[] Send Document in Email (Print if email cannat be sent)

Posting Options

Post EFT immediately after Print or Send

[ Generate EFT after Posting

[[] Generate Safe Pay files after Posting (D

Sort Checks By * Company Default

All Actions @ gtaa'::. City

"] Email Report After FZIP Code

Fayment Number

Email Address oucher Number

* Company Default

User Interface Automation Control
Show Dynamics GP windows

Note that Company Default defers to the default value from the Payables Management Setup

window.

3. Click Save.
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6.14.9. Show/Hide Dynamics GP Windows

While the Action Board is processing, it will display the windows that it is processing so that you can see
what it’s doing. It is designed so that you can also continue to use your computer while the Action Board is
processing as long as you don’t try to use anything in GP. This options allows you to hide the windows if the
window flashing is disruptive.

1. Open the Action Board Options window (Mekorma Area Page > Transactions > Payables >
Mekorma Action Board > Options).

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.

Al Actions (D)
[ ] Email Fiepart After Processing
Email Addres:

Idzer Interface Automation Contral

Show Dynamics GF windows

3. Click Save.

! Evenif you choose to hide window flashing, unfortunately this option will not be able to hide
the login window that shows as the system changes through companies.
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6.14.10. Exclude a Company from the Action
Board

When you install Mekorma Payment Hub, all of your companies can be used with the Action Board.
Likewise, if you create a new company, it is automatically enabled for the Action Board. Generally, there is
no disadvantage to this because you are not required to select any of your companies when you create your

However, if you would like to limit the list of companies you see when setting up , you can
choose to exclude a company from using the Action Board.

1. Open the Action Board Setup window (Mekorma Area Page > Setup > System > Action Board
Setup).

i Action Board Setup - CS (sa) - K

OK Cancel Options File Tools = Help Add

v ¥  Note
Actions File Tools Help
Printers vl
=
Company Name = Enable for Action Board  Test Company (@ Daiy Sttt ®  Next Suffix _
Fabrikam, Inc. % om oo PN
Balanced Business | | 001 001
Complete Solutions ¥ O 0o 001

2. To exclude a company from using the Action Board, unmark the box in the column labeled Enable for
Action Board for that company.

3. Click OK.
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6.14.11. Testing the Action Board

If you would like to test the Action Board payment process in a test environment or even a single test
company, but you want to avoid actually generating any transactions, you can do so by designating your
companies as test companies. By doing this, you render all the checks and EFTs generated by the testing
processes to be unusable.

» Checks will print without a MICR line or signatures
» EFT files will be in a test format that is not usable by the bank.

Note that this option is provided for testing and learning, but it is not required for implementation.

1. Open the Action Board Setup window (Mekorma Area Page > Setup > System > Action Board
Setup).

2. Mark the box in the column labeled Test Company.

3. Click OK.

The following companies will always be marked as test companies in both production and test
environments:

* Microsoft Dynamics GP sample company, Fabrikam, Inc.

« Companies with “ in the name
» Companies with “ in the name
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6.15. Remote Payment Services Configuration

Mekorma and your payment outsource provider will handle the initial implementation and configuration of
the Remote Payment connector in Dynamics GP. This is necessary as Mekorma needs to implement and
test the authentication to the provider’s portal. However, once the system is up and running, you should be
able to apply updates yourself.

Remote Payment Services Configuration

Once Table Maintenance has been run in a given company, the Remote Payment Services Configuration
window defines how that particular company is configured for payment outsourcing.

* To open the Remote Payment Services Configuration window, go to the Mekorma Area
Page > Setup > Purchasing > Remote Payment Services Configuration

Enhanced ePayment Configuration - CS (sa) - m} X

= e | @0

Save File = Tools Help Add
- v

¥ Note
Actions  File Tools Help

Check printing location

Credit Card ID Outsourced Is

Send Zero Value Checks

=

Integration Base Folder C:A\Users\Administrator\D ocumentsePayments', a3

Checkbook ID P Description Bank Acc No Inactive Remote Bank Account  Account Type Credit Limit

FIRST BANK First Bank 111333555 AvidXchange v Pre-Funded $0.00 A

UPTOWN TRUST Uptown Trust 555777888 AvidXchange ~ Pre-Funded $0.00
v $0.00

Enroll Vendors

+ The Check printing location field determines whether your payments are processed with the Remote
Payment service (Outsourced), or printed and processed in-house (Locally).

* The Credit Card ID field is only required when the Remote Payment connector supports bulk funding
(Corpay customers only)- meaning a set of GP payments are funded with a single withdrawal from the
client’s bank account (see below).

» The Integration base folder is configured to store the files sent to and received from the outsource
provider. The system will automatically create the following subfolders if they do not exist:

o QutPayments: Will store payment files sent to the outsource provider
o |InPayments: Will store processed payment (response) files received from the outsource
provider

» All checkbooks that have been configured for outsourcing are listed in the Checkbook ID area. You
will see the following information:

o Checkbook ID and description
o Bank account number as configured in Dynamics GP
o Remote Bank Account: This field lists the name of your outsource provider (AvidXchange or
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Corpay) and the funding method ( )

o Account Type: Displays whether the checkbook is configured using the pre-funded or credit
model; this refers to the method the outsource provider uses to fund your vendor payments.
Only a pre-funded model is currently available — this means the outsource provider will withdraw
funds from your company’s bank account before generating and sending payments to vendors.

Choosing a Funding Method

Before the outsource provider can send payment to your vendors, they will withdraw the funds to cover the
full amount of the payments. There are two ways this can be done:

+ Transaction funding: Every GP payment corresponds to a withdrawal from your company’s
checkbook. The withdrawals are treated like checks and each individual payment clears the
checkbook.

« Daily funding: All payments for the day for each checkbook are funded by a single withdrawal. Daily
Funding simplifies the number of banking transactions for funding. This can reduce costs and benefit
your reconciliation processes. However, this method creates some complexity in the AP setup by
using a pseudo Credit Card vendor as a holding tank to net out those funding transactions.

, our implementation team will work with you to determine the best funding method for
your situation.

Corpay customers: For Transaction Funding, choose Corpay and for Daily Funding choose Corpay (Bulk).
AvidXchange customers: Transaction Funding is the only Funding method so no choices will show.
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6.15.1. Add Checkbooks for Remote

Payments

The Remote Payment Services Configuration window is used to configure checkbooks for outsourcing.

Step 1: Checkbook is configured in the ePayment Portal

You will need to contact your provider (AvidXchange or Corpay) and fill out the necessary paperwork. The
first checkbooks are included as quoted in your original implementation and additional checkbooks can be
added for a fee.The provider will then configure the checkbook within their payment portal.

Step 2: Add the Checkbook in the Remote Payment Services Configuration window (Mekorma Area
Page > Setup > Purchasing > Remote Payment Services Configuration.)

The new checkbook must then be added in Dynamics GP.

1. Log in to Dynamics GP and open the Remote Payment Services Configuration window.
2. 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.

Enhanced ePayment Configuration - CS (sa)

e il e

Save File Tools | Help Add
4 A% ¥  Note
Actions  File Tools Help
Check printing location v
Credit Card D MEEP CARD p
Send Zera Value Checks
Integration Base Folder CAMEKORMA FILESA\MEEPY 2

Bank Acc No
111333555
555777939

Checkbook 1D}~ Description
FIRST BANK First Bank

UPTOWN TRUST Uptown Trust

Account Type
~  Pre-Funded

Inactive Femote Bank Account
Nvoicepay [Bulk]

Credit Limit
$0.00 A
$0.00

Enroll Vendors

3. Match the GP checkbook with the correct provider by using the drop-down menu under the Remote

Bank Account column.

» For AvidXchange customers, there will only be one choice (AvidXchange)
* For Corpay customers, you must choose between Corpay and Corpay — Bulk. This refers to

—there is a choice of funding each payment

individually or funding all your payments once daily.
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4. Click Save to close the window, and from that point on the checkbook can be used to pay vendors
remotely.

Step 3: Ensure your Check Numbers are Unique.

1. Go to each Checkbook (Financial Area Page > Cards > Checkbook)

2. Please make sure that all check numbers sent to the outsource provider are unique by unmarking the

Duplicate Check Number and Override Check Number settings in the lower right corner of this
window.

Payables Options
Max Check Amount $0.00
Password

[] Duplicate Check Numbers

[] Overide Check Number

EFT Bank Direct Deposit
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6.15.2. Enrolling Vendors

With Remote Payment Services, your vendors get to choose their payment type of check, virtual credit card
or ACH.

When first implementing the system, the vendors are enrolled by communicating the vendor information to
the outsourced provider as follows:

1. Follow the procedures in
2. Reopen the Remote Payment Services Configuration window (Mekorma Area Page > Setup >
Purchasing > Remote Payment Services Configuration) and click the Enroll Vendors button.

You will click Enroll Vendors at initial implementation. Running Enroll Vendors changes any vendors with
no record showing that they are Enrolled or Excluded to set them as Enrolled. There is no harm in clicking
this button at any time because it will not change anyone who already has a status set.

All active vendors are enrolled when you click Enroll Vendors in this window. for information
about Ongoing Enrollment.

I enhanced ePayment Configuration - BB (RYAN) - O X

= | @7

Save File Tools Help Add

% g ¥  Note
Actions  File Tools Help
Check printing location Outsourced
Credit Card ID ,D
Send Zero Value Checks )
Integration Base Folder CAMEKORMA FILES\MEEP 2
-g;hgckguuk 1D P Description Bank Acc Mo Inactive Remote Bank Account  Account Type Credit Limit
FIRST BANK First Bank 111333555 Nvoicepay ~  Pre-Funded $0.00 A
UPTOWN TRUST Uptown Trust 555777999 Nvoicepay ~ Pre-Funded $0.00

~ $0.00

v

* Note that if you want to make exceptions and process some vendors locally, you can do so.
See Local Printing Options.

Ongoing Enroliment

Once Mekorma Remote Payment Services is installed, and when you add a new vendor to the system, it will
automatically enroll the vendor into outsourced processing. If you do not enter an address for the vendor,
the enroliment status remains as ‘Pending’ enroliment but not actually enrolled until it has an address
because otherwise the outsource provider won’t know where to send the check.
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Communication with Outsource Provider

This information is communicated between Dynamics GP and the Outsource Provider so that they can pay
on your behalf:

Vendor Records Address Records
Vendor ID Vendor ID

Vendor Name (Check Name) Address ID

GP Status Address Lines 1to 3
Is 1099 State/Province
Payment Terms ID Postal Code

Main Address ID Country

Remit-to Address ID Contact Name
Class ID Phone Number

Tax ID 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: Apr 28, 2022
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6.15.3. Local Printing Options

There may be circumstances in which you need to print checks/payments locally that are normally sent to
the outsource provider for processing. You can do this by changing a vendor, payment, checkbook, or
company'’s status.

Change an individual vendor’s status to Excluded

This setting allows you to exclude a vendor from the outsourcing service; all payments to that vendor will be

processed locally.

1. Open the Vendor Maintenance window and select a Vendor ID using the look-up (Mekorma Area
Page > Cards > Payables > Vendor).

2. Click on Additional > RPS Status to open the Remote Payment Services Status window. In this
example, Allenson is currently enrolled as a vendor who receives payment from the outsource
provider.

mVendor Maintenance - TWO (sa) - X m Enhanced ePayment Status - T. - X
= ) - 5 5
=9 X W ] & (W fl @0 il
Save Clear Delete Write Options | | Additional || All-in-One File Print Tools | Help Add File Tools
Letters™ b View 5 A ¥  Note - -
Actions Options All Vendor Statuses Tools Help File Tools

VendorlD | ALLENSONOODT = (e crmentsone | e - VendonID SLLENSONT
isne EMECIA (B wiie Leties 4 Current Status: Enrolled Check
Shart Name U115+ Class ID US&LIS-M =
Check Mams  US&-USHM Change to
Primary Address: .
Address ID PRIMARY O i e lose
Contact Doug Allen Phone 1 [312] 555-0103 Ext. 0000
Address 543 Washington Phane 2 [000) 000-0000 Ext. 0000

Phaone 3

Fax [000) 000-0000° Ext. 0000
City Chicago
State IL Tax Schedule USAUSSTCITY+D Is]
ZIP Code EOE0S Shipping Methad = =
Country Code ‘;O UPS Zone >
Coutry USa em

pany
Addiess IDs Wendor Account hasing
Purchase PRIMARY 2 il
Feerit Ta PRIMARY Isl Comment 1
Ship From PRIM&RY 2 Comment 2
1093 I~
Dptiahs Address Accounts E-mail Project

4 4 » »l|byp¥endor D v

3. Use the drop-down menu in the Remote Payment Services Status window to change the status to
Excluded.
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File Tools
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Current Status: Enrolled
Change to:
E xcluded
Apply Discard
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4. Click Apply; then Save in the Vendor Maintenance window.

There are three possible Enroliment Statuses for your GP vendors:

1. Excluded: This vendor’s information is not sent to the outsource provider, and payments to this

vendor are processed locally.

2. Enrolled: Payments to this vendor are sent to the outsource service for processing, unless another
type of local processing exception has been set up (see Exceptions for Remote Payments).

3. Pending: This vendor was not automatically enrolled for outsource processing and will be processed
locally. This happens if a vendor does not have a Remit-To address. In this case, the system cannot
send them to the outsource provider since they would not know where to send the payment if the

vendor chooses to receive a paper check.

The status of your vendors’ enroliment can be viewed in the Vendor Enroliment Inquiry window (Mekorma
Area Page > Inquiry > Payables > Remote Payment Services Enroliment Status).

Copyright © 2022 Mekorma Enterprises. All Rights Reserved.

Page 200 of 334



Mekorma

Mekorma Products User Guide for GP - Build x87_en

m Enhanced ePayment Vendor Enrollment Inquiry - CS (sa) — O X
02 =il@
W I <&
OK  Redisplay File Tools = Help
Actions File Tools  Help
Name like |
w | View by Vendor Name
VendorlD  ~  Vendor Name ~ Checkbook ID Enroliment Status Vendor Status @
Check Name ~ Hold Enolment Date  ~ Class )
ACETRAVEDDDT A Travel Company FIRST BANK Enrolled Active )
ADVANCEDDOD1  Advanced Dffice Systems FIRST BANK Enrolled Active
ALLENSONODDT  Allenson Properties Enrolled Active
AMERICANDDOT  AmericaCharge Enrolled Active
ASSOCIATOO01  Associated Insurance Inc. Active
UTIL_ATT ATET FIRST BANK Enolled Active
ATTRACTIOO0OT  Attractive Telephone Co. lled tive
AUSTRALIA AUSTRALLA “ h
AUTOFINADDOT  Auto Financing Enrolled Active
BEAUMONTO001  Beaumont Construction Enolled Active
BERGEROMNOOO1 | Bergeron Communications Sol. Enrolled Active
EMP_BJOMES Bill Jones FIRST BANK Enrolled Actlive
EMP_XJONES Bill Jones FIRST BANK Enrolled Active
BLOOMINGOODO1  Bloomington County Enrolled Active
BURNETTTOO01  Bumett Travel Associates Enrolled Active
BUSIMESS0001  Business Equipment Center Enrolled Aclive
BUSIMESS MAG  Business Magazine Pending Temporary
CAPITALPOODOT Capital Printed Circuits Enrolled Active
CARLSONSOD01 | Carlson Specialties Enrolled Active
CENTRALCOO01  Central Cellular, Inc. Enrolled Active
CHICAGOCO001T  Chicago City Tax Dept. Enrolled Active
CHICAGOROOOT [ Chicago Rent-all Enrolled Active v

Change an individual payment’s settings to Locally

This is a one-time action that allows you to exclude a particular payment in a batch from being sent to the
outsource provider. You access this from the Print Mekorma Payments window.

1. Open the Print Payments window (Mekorma Area page > Transactions > Payables > Print
Payments).

2. Select a batch that contains a payment you want to switch to Local Processing.
3. Click Additional > Payment Processing Options to open the Payment Processing Options

window.
4. Select the payment you want to print locally.
5. In the Process Type column, use the drop-down to choose Locally and click OK to apply the change.
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m Print Mekorma Payments - BB (RYAN) - X
9®m 5 Ml 00
= E I '@
Clear Options  Additional File Print Tools Help Add
b ¥ hd bd ¥  Note
Actions Options ~ Additional File Tools Help
Batch 1D 2021-05-30
Batch Total $30673.27 m Enhanced ePayment Payment Process - BB (RYAN) — O X
©2 a@
Check Number 100003 LV 4 L 4 i
Check Date 06082021 = OK  Redisplay File Tools = Help
Check Comment M hi i
Actions File Tools = Help
Sort Checks By: Payment Number v] BatchNumber | 2021-0530 Batch Total $30673.27
Checkbook 1D UPTOWN TRUS1 Mo fo Trz 10
Wendor Name like
44 > »l
Wendor 1D Payment Number Date Amount  Should Send Process Type @
Wendor Name Enrollment Status Youcher Number PO Number
ACETRAVENOOT | 00000000000000501 £/8/2021 $4.194.20 Default v A
ADVANCEDOOD1 | 00000000000000502 6/8/2021 $5.685.08 Default v
ALLENSONOOOT | 00000000000000503 £/8/2021 $4.249.41 v
AMERICANODDT | 00000000000000504 6/8/2021 $534.90 Default v
ASSOCIATO001 | 00000000000000505 £/8/2021 $2.36455 Default v
BEAUMONTOO001 | 00000000000000506 6/8/2021 $514.66 Default v
FMP RINNFS | NNNNNNNNNNNNNNSAT £/8/9071 111 Ra Nafal s

Notice that all the rest of the payments will be processed with their Default setting. So if the vendor is set up
for Local processing, they will process locally and if the vendor is Enrolled in outsourcing they will be sent

out.

Disable a checkbook that has been configured for outsourcing

1. Open the Remote Payment Services Configuration window (Mekorma Area Page > Setup >
Purchasing > Remote Payment Services Configuration).

Checkbook ID and associated data.

Right-click on the row for the checkbook you want to disable and choose Delete Row. Delete the

m Enhanced ePayment Configuration - BB (RYAN) - O K
= il 07
I |
Save File Tools Help Add
= " ¥  Note
Actions  File Tools Help
Check printing location
Credit Card ID P
Send Zero Value Checks| pgicrocoft Dynamics GP
Integration Base Fold 3
— Are you sure you want to delete this record? —
Checkbook 1D P D Account Type Credit Limit
FIRST BANK F Pre-Funded $0.00 A~
UPTOWN TRUST U Pre-Funded $0.00
$0.00
v
Enroll Vendors
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3. Save the changes.
Any payments from the checkbook will be processed locally.

To add the checkbook back to the Remote Payment Services configuration, add the checkbook back.

Change an entire company’s printing location

This action disables the Remote Payment Services Connector for a particular company. No payment files
from this company will be sent to the outsource provider.

Enhanced ePayment Configuration - CS (sa) - [m] X

IR N b

Save | File | Tools | Help Add

s = ¥  Note
Actions  File Tools Help
Check printing location
Credit Card 1D Outsourced p
Send Zero Value Checks
Integration Base Folder C:A\Users\Administrator\D ocuments'ePayments' (&
Checkbook 1D P Description Bank Acc No Inactive Remote Bank Account  Account Type Credit Limit
FIRST BANK First Bank 111333555 AvidXchange ~ Pre-Funded $0.00 A~
UPTOWN TRUST | Uptown Trust 555777888 Avid¥change ~ Pre-Funded $0.00
v $0.00
N v
Enroll Vendors

1. Open the Remote Payment Services Configuration window. (Mekorma Area Page > Setup >
Purchasing > Remote Payment Services Configuration)
2. In the Check printing location field, use the drop-down to choose Locally and Save.

Last modified: Apr 28, 2022
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6.16. 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.
MEM also uses the term facility interchangeably with entity or company. 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 providing several functions:

1. If you are printing checks, the facility information can be printed on payables checks. The software
uses SQL scripts to access Binary Stream tables to retrieve the necessary information.

2. If you are sending payments to outsourcing, the facility information can also be printed on your
remittances. This works for MEM Decentralized processing only, where each facility has its own
designated checkbook(s).

3. If you are selecting your batches using the Payment Hub Action Board, the connector supports the
ability to create MEM batches.

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 Decentralized:

A Decentralized process uses a dedicated checkbook to pay each facility. Only one facility is reported per
check. The Facility Name, ID and Address will be printed in the header area of the
Configuring this way provides an advantage because it paves the way to

and have the correct entity reported on each payment.

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.
You can also choose to group your vouchers by facility and show sub-totals. 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

! Note that MEM Centralized processing is not support when you send your payments
through an outsource service provider. If you want to outsource your MEM payments, each
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facility must have its own checkbook.

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).

Last modified: Apr 28, 2022

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 205 of 334



Mekorma Mekorma Products User Guide for GP - Build x87_en

6.16.1. 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

1. Open the Mekorma Checkbook Setup window (Mekorma Area Page > Setup > Purchasing >
Checkbook Setup).

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 = il @7

Cancel Save File Tools | Help Add

- - *  Note

Actions File Tools Help

Checkbaook 1D FIRST BANK

M ark additional feature to be activated.
Usze Expanzion Button to enter user defined options.

[ Woucher Mote
[ EFT Comment
Purchase Order SECLLitf

Et Connector for Payables I

5. Click Save to close the window.

6. Repeat these steps for any additional checkbooks you would like to configure.

Payroll

1. Open the Mekorma Checkbook Setup window (Mekorma Checkbook Setup* window, go to the
Mekorma Area Page > Setup > Payroll > Checkbook Setup).

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.
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m Mekorma .. — X

X | jl @7
Cancel Save File Tools | Help Add

- - ¥  Mote
Actions File Tools Help

Checkbook 1D FIRST BANE

MER Connector for Pagroll I

Activate Payroll Sort Feature

Sort by Location

Sort Direct Deposits o End

5. Click Save to close the window.

6. Repeat these steps for any additional checkbooks you would like to configure.

Last modified: Apr 28, 2022

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 207 of 334



Mekorma Mekorma Products User Guide for GP - Build x87_en

6.16.2. MEM Connector for Payables

The Mekorma 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 Payment Hub
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.

m MEM Connector for Payables Setup - C5 (sa) - >

HX = [| @3

Save Cancel File Tools | Help Add Open

- - * DNote Note
Actions File Tools Help
Payables - Centralized or Decentralized Payables - Centralized DOnly
Facility Check or Stub Sorting O ptions Facility Check Stub Subtatal Options

®) MoVoucher Subtotals
() Subtotal Wouchers by Faciliy 1D
() Subtatal Youchers by Facility Mame

() Sort by Facility 1D
(T Sort by Facility Mame

For Centralized, sorts wouchers 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 (Mekorma Area Page > Setup > Purchasing
> Mekorma MEM for Connector for Payables Setup).

2. Select an option in the first section to define Facility Check Sorting:
* No Facility Sorting
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.
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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 1D
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: Apr 28, 2022
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6.16.3. Configure 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 - O X
Categories and Fields Type Product [~
[=}- MEM Centralized Label
- Fadility ID Multi Text PAYABLES
- Faclity Name Multi Text PAYABLES I Line
- Fadility Company Name Multi Text PAYABLES ] |T
- Document Number Multi Text PAYABLES
- Transaction Description Multi Text PAYABLES | Picture
i+ Discount Taken Amount Multi Currency PAYABLES
i~ Purchase Order Number Multi Text PAYABLES
- Net Paid Amount Multi Currency PAYABLES &]
New Amount Paid (Tech Knowle... Multi Currency PAYABLES i |W|
i~ Document Date Multi Date PAYABLES —_—
i-- Voucher Number Multi Text PAYABLES | AddBox |
- Voucher Date Multi Date PAYABLES | addPicture |
i Document Amount Multi Currency PAYABLES
- Internet User Defined 1 Single Text  PAYABLES
‘.. Internet User Defined 2 Sngle Text  PAYABLES |m
[} MEM Decentralized _
i-. Fadiity ID SngeText  PAYABLES | | AddStbRegion |
- Facility Name Single Text ~ PAYABLES
> Fadility Company Name Single Text PAYABLES —_—m—m—
... Fadiity Address MultiText  PAYABLES | Add Blements |
- Internet User Defined 1 Single Text PAYABLES
L. Internet User Defined 2 single Text ~ PAYABLES

Centralized Payables

+ 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: Apr 28, 2022
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6.16.4. 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 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.

1. Open the Mekorma Password and Signature Setup window (Microsoft Dynamics GP > Tools >
Setup > Payroll > Mekorma US Payroll > Facility Signature ID).

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
the signatures should be printed.

1. Open the Mekorma 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.
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3. Click the look-up next to Payroll Signature ID.

4. Choose the desired Signature ID.

5. Repeat for all payroll checkbooks.

Last modified: Apr 28, 2022
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The following fields are provided for placement on the stub layout and can be added

B Add Elements - PAYROLL

| Categories and Fields

Type Product

G check |

- Amount in Words
- Amount in Words with Word Wr...
- Check Amount with **=
i... Check Date
- Check Date-D1
- Check Date-D2
i~ Check Date-M1
- Check Date-M2
- Check Date-Y1
- Check Date-Y2
- Check Date-Y3
i Check Date-Y4
- Check Number

Multi Text Re... PAYROLL
Multi Text Re... PAYROLL
Single Text PAYROLL
Single Date PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL

- Fadlity Name

- Fadility Stub String

- Fadility Check String

- Fadiity ID

- Fadlity Company Name

- Fadility Address

-- Internet User Defined 1
- Internet User Defined 2

Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Multi Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL

- Net Wages/Pay Run

Single Currency PAYROLL

|
|
x

ine

X

I

. AddLabel ;I

[ addune |

|: Add Box |

; Add Picture |

Add Check Region ;I

: 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

facility.
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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: Apr 28, 2022
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6.17. Dynamics GP Web Client

Mekorma products are compatible with the Dynamics GP web client. You can easily from a
browser of your choice, although Mekorma

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.

Introduction to Using Mekorma
with the Dynamics GP Web Client

Before printing payments using the Dynamics GP web client, be sure you have completed the following
installation and configuration tasks:
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=

A limitation of the Dynamics GP Web Client is that it will not work with the Payment Hub
Action Board. If you are in a Dynamics GP Web Client environment and you would like to

use the Action Board, please log in to our online portal and open a new case with the
Mekorma Customer Success team.

Last modified: Apr 28, 2022
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6.17.1. 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.

Introduction to Using Mekorma
with the Dynamics GP Web Client

- e
— =

* 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.
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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 -

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. Printa in Web Client. You will see an .mcp file type in the lower left of the

browser.

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.
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6.17.2. 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.

Introduction to Using Mekorma
with the Dynamics GP Web Client

- e
— =

1. Log in to Dynamics GP as a System Administrator or Power User.

2. Open the Web Client Security Access window (Mekorma Area page > Setup > System > Web Client
Security Access).

3. Designate the ability to print over the GP web client by marking the box next to a User’s name.
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P vekormamic.. — O X
O = il @7
QK File Tocls | Help Add
- - *  DMote
Actions | File Tools Help
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6.18. 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 is fully applied to an invoice and zero dollars is left on the payment, and you do not
want the check to print.

1. Log in to Dynamics GP as an Admin or Power User.

2. Open the Mekorma System Options window (Mekorma Area Page > Setup > System > Mekorma
System Options).

3. In the section labeled Additional Printing Options, check the box next to Omit $0 checks in
Payables:

Mekorma System Options - CS (sa) — b4

) s
(™ e Il @7

u k. 4
Save | Additional File Tools | Help Add

- - - - Mote

Actions | Additional File Tools Help

PDF File Location and Maming Convention

Enable PDF Check Copies
Base Folder CHMEKORMA FILESSPDF Check Copies', £a @

Use the fields in these

bowxes to construct the folder | Batch Mumber Compaty (D S

pathz and file names for Date Checkboak 1D

printing FDF Check Copies Check Murnber t

and Emailing Remittances. Wendor ID or Emplayee 1D £

This iz an optional feature t

that may be uged in -

addition to the Mekorma Available Fields for Filename Fields in Filename

Check Image Archive Compary 1D Wendor ID or Employes 1D £

feature in the Microsoft Checkbook 1D B atch Mumber

Dynamics GF [nguiry Date Check Number 1

windows, I
:

Additional Printing Options

Available Fields for Folders

Figlds in Folder Path

mit $0 checks in Payables I
[] Prirt FOF Motes
[] Suppress DD Remittances

[] Dizable Check Archiving
[ Awuta Show Inquing Check Preview
[] Keep Frint window Open After Printing @

Using Flow + Powerappsfor natifications emails

Azzigh by Checkboaok s Optiohs @
Enable Assign by Checkbook

4. Click Save before closing the window.
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6.19. Disable Print Blank Checks

On occasion, you might want to print a Blank Check for making a handwritten payment, such as if you need
a check to take off-site.

Some companies consider this to be a security risk. If you would like to deny users access to the Print Blank
Checks option from the Mekorma Payment Hub Payables, US Payroll and Canadian Payroll menus, the
Print Blank Checks Menu Option can be disabled.

1. Open the Mekorma Security Setup window (Mekorma Area Page > Setup > System > Security
Setup).

2. With the Task-Based tree expanded, check the box next to Disable ‘Print Blank Checks’ Menu
Option.
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Mekorma Security Maintenance - CS (RYAN)

HX 7 8 =

Save Cancel Quick Approval Options
Reasons Email Setup b

Actions Options

Tools Hglp

Tools =~ Help

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

.. Balanced Business

& Complete Solutions

% Purchasing

- EEFT Security

_ Payroll

Authorizers: 0

Authorization Task ID : "

Direct Deposit Security

.. + Users with Blank Check Access...
.. Fabrikam, Inc.

.[@ Disable 'Print Blank Checks' Menu Option I

* Double-click a company name to expand the Security tree.
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6.20. Bypassing Mekorma and Printing
through Dynamics GP

From time to time, some users want to use Mekorma Payment Hub in some companies or with some
checkbooks and use Dynamics GP’s native functionality (bypass Mekorma) with other.

Within the same company, a single user cannot process payments both using Mekorma Payment Hub and
with native Microsoft Dynamics GP. If you need to do this, you will need to configure both a second
Microsoft Dynamics GP user and a second launch folder that launches Dynamics GP without Mekorma
Payment Hub.
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7. Using the Mekorma Payment Hub for
Payables

This section of the User Guide will explain, guide and demonstrate how to use the Mekorma Payment Hub.
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7.1. Build Batches

Use to Build All your Batches at Once

The method of choice for building your payment batches and processing payments is to use the Mekorma
Payment Hub Action Board. The roboticizes your standard GP procedures by giving you the
power to define and store batch-building rules. It then applies those rules when you’re ready to build
batches.

Before you can build batches using the Action Board, you need to create at least one and use it to
create a . Then you are ready to . See for
more information.

Building Batches for Payment Outsourcing (Mekorma Remote Payment Services)

Batches intended to be processed as remote payments by one of the Mekorma outsourcing providers can
be created using the Action Board or by using Dynamics GP with manual procedures. This is one of the
slickest ways of automating your payments—set up your rules, push a few buttons and you’re done—no
checks to fold, seal and mail.

When you build for remote payments—ijust select the batches as if they are check batches — Mekorma and
your outsource provider will do the rest.

Building Batches Manually

Of course, you can still use the standard Microsoft Dynamics GP manually to create your batches and then
pay the through the Payment Hub. Use this method if you are not able to identify any repeatable rules for
pulling invoices into your batches. The following windows can be used to manually build a payment batch:

* Build Payment Batch
+ Edit Payment Batch
+ Edit Vendor Payment

Assigning Checkbooks before Building Payment Batches

Mekorma Payment Hub gives you the ability to designate checkbooks for certain vendors or for certain
vouchers as an enhancement to the Batch Building process. If you would like to do that, you will want to
before building your payment batches.
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7.1.1. Action Board: Build All Your Batches at
Once

The Action Board allows you to build all of your batches across companies with one click of a button. Refer

to

prior to building batches from the Action Board.

1. Open the Mekorma Action Board (Mekorma Area Page > Transactions > Payables > Mekorma 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
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.

The system will list all associated

that make up the Process

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.

m Mekorma Action Board - CS (sa)

£ | W i

"3a

Process Options | View File Tools | Help Add
- - - - MNote
Actions View File Tools Help

Action Build Paument Batches Process |0 Edw 19 Description End of wesk Payment

Mark all | Unmark Al = Redizplay

Build IB Batch Number Company Checkbook Type Currency Reason Batch will not be created
uTiLTY <PENDING-00001> Fabrikam, Inc. FIRSTBANK EFT  Z-US$
EMPLOYEE <PENDING-00002> Fabrikam, Inc. FIRST BANK EFT  Z-US$
DUEINT <PENDING-00003> Fabrikam, Inc. FIRST BANK Check Z-US$
DUEIN7 <PENDING-00004> Fabrikam, Inc. FIRST BANK EFT  Z-US$
uTiuTy <PENDING-00005> Balanced Business  FIRST BANK EFT  Z-US$
EMPLOYEE <PENDING-00006> Balanced Business  FIRST BANK EFT  Z-US$
DUEINT <PENDING-00007> Balanced Business  FIRST BANK Check Z-US$
DUEIN7 <PENDING-00008> Balanced Business  FIRST BANK EFT  Z-US$
uTiuTyY <PENDING-00009> Complete Solutions FIRST BANK EFT  Z-US$
EMPLOYEE <PENDING-00010> Complete Solutions FIRST BANK EFT  Z-US$
DUEINT <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 the Action Board changes through
companies. You can choose to show or hide other windows.
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* 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... — m Processing, pleas.. —

. . ol
File Edit Tools Help g/12/2019 =~ File Edit Tools Help 8/12/2019

Resuming processing... Atternpting Approwal 13081 2-00005

Previouzsly Processed: 270471 2-00007 Previously Processed: & | 190812-00008 : BB

270412-00008 Currently Processing: 13021 2-00005

Currently Proceszsing:
EFT: FIRST BaME. / EMPLOYEE

Mext to Process: EFT: FIRST BAME. # EMPLOYEE Mext to Process:
() Pause Finsh () Resume

Action Board Build Results Report

6. When all batches have been built, the 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
so the Results Report is emailed instead, in which case this window will not display:

Report Destination

Report Infarmation

I amne; tdbdb Build Rezults Report

Option:

Destination

Report Type: Standard

[] Screen
1 Frinter

File
Filz Marme: B

File: Format: | ~ |

(® 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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&b Piint

=] SendTa ﬂ Madify Completed 1 Page

Complete Sclutions

Batch Number # of Trx Checkbook/CC Payment Build ID Batch Total
[REMOVD-0008] 0 FIRST BANK EFT UTILITY $0.00
[REMOVD-0009] 0 FIRST BANK EFT EMPLOYEE $0.00
[REMOVD-011] FIEST BANEK EFT DUEINT $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 BANEK EFT UTILITY $5,464.42
270412-00002 1 FIRST BANK EFT EMPLOYEE $550.82
270412-00003 2 FIRST BANK Check DUEIN7 56,613.96
270412-00004 4 FIRST BANK EFT DUEIN7 $3,167.32
$15,7%6.52
[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 the Action Board, you can build

batches for Centralized and Decentralized processes at the same time.
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7.1.2. Build Remote Batches

One of the advantages of Mekorma Remote Payment Services is that all standard GP procedures for
building batches can be used to build remote batches and all payment types can be combined in a single
batch. The batches are built as standard check batches, yet the vendors will be paid by their choice of

payment method.
As a review, here are the methods for building batches from most to least automated:

* Mekorma Payment Hub Action Board (Mekorma Area Page > Transactions > Payables > Mekorma
Action Board)

» Build Payment Batch (Mekorma Area Page > Transactions > Payables > Build Payment Batch)

« Edit Payment Batch (Mekorma Area Page > Transactions > Payables > Edit Payment Batch)

» Edit Vendor Payment (Mekorma Area Page > Transactions > Payables > Edit Vendor Payment)

When creating a batch for payment outsourcing:

» Choose Check as the payment method. Payments sent for outsourcing must originate as a Computer
Check batch. Please note that manual payments and payments entered as Transaction Payments in
a voucher will not be processed by Remote services.

» Select a checkbook that is configured for Remote Payment Services.

» Build your batch by selecting the desired payments/ payment criteria.

When batches contain payments for vendors Excluded from the service — those payments will NOT be sent
electronically. Mekorma Remote Payment Services will automatically split the batch when processing and
print those vendor payments locally as checks.

* Please note, if your company has multiple checkbooks with some checkbooks not
configured for remote payments, those payments would not be processed using Remote
Payment Services even if they are made to vendors who are enrolled in the service. And for
those checkbooks, batch creation rules would fall back to standard GP functionality where
EFT and check payments cannot be combined in the same batch.

Last modified: Apr 28, 2022
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7.1.3. Using the Action Board with Multi-Entity
Management

Before processing payments using Binary Stream’s Multi-Entity Management (MEM) with the Action Board,
the following steps must be taken:

+ MEM must be activated for all entities you want to process with the Action Board.

» All users must have a default entity assigned. That entity ID will be pulled by default from the
Payables Batch Entry window when the Action Board 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 Action Board
processes, you will be notified through a warning message.

Multi-Batch Management for
Binary Stream's MEM Users

When using the Action Board, you can your process when you are building a

Build Batches

1. Open the Mekorma Process Maintenance window (Mekorma Area Page > Setup > System >


https://www.youtube.com/embed/0S48R6wKMv0?rel=0
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Mekorma Process Maintenance).

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.

7. Click OK to close the window.

8. On the Action Board, select the Process ID that contains the Centralized and/ or Decentralized build
criteria.

9. 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.

10. 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:
11. When running a Decentralized process:
» One batch is built for each entity, resulting in multiple total batches. See the Build Results
Report:

12. Continue with the next steps in the Action Board to process and post your batches.

Last modified: Apr 28, 2022
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7.1.4. Assign Checkbooks for Invoice
Selection

Mekorma’s Assign by Checkbook enables you to indicate that each invoice or each vendor should be paid
by a specific checkbook. There is more extensive information about this feature on the page Enable Assign
by Checkbook page to help you decide if you want to use this feature and help you get started.

Follow these links for instructions on how to assign checkbooks to:

¢ Individual invoices

« Pavyment batches

e Purchase orders

 Vendors

! 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.

After assigning checkbooks, you can use the feature to select invoices by vendor or voucher when building
batches. This process can be also be automated into your Action Board process when you create a build ID.

Last modified: Apr 28, 2022
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7.1.4.1. Assign a Checkbook to an Invoice

You can assign a checkbook to each invoice when you enter it in the system. This is the method you should
use if you have a group of invoices that are each paid by different checkbooks.
explains why you might want to do that.

Building Batches:

* When you build your batches with the Mekorma Action Board, you will want to include Select by
Voucher Checkbook on your

* When you build your batches with Dynamics GP Build Payment Batch, you will need to check the
option . If you do not, the vouchers from the vendor will
be included in a check batch from any checkbook.

+ If you use a manual method for creating your payment batches, the Vendor checkbook will not be
enforced.

To assign a checkbook to a Voucher:

Assigning Vouchers by
Vendor Checkbook ID (GP 2018)

>--=

1. Open the Payables Transaction Entry window (Mekorma Area Page > Transactions > Payables >
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Transaction Entry).
2. Create a new payment or use the look-up to 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) - X
EHX&ak 5 dazs il @0
) o | Raleml S = u k. ©

Save Delete Post Optiens | | Additicnal File Print Print | Teecls Help Add

- - - - *  DMote

Actions Options Payables Transaction Language | Help
Voucher No. | 000DD00000DD00457 Ges gl Hisd fomft YABLES BATCH |0
Document Type: Invaoice Doc. Date | 4/21/2027 |
Degcription Phd
Yendor 1D ACETRAVEDDD [ Currency 1D Z-U5s% PO
Mame A Travel Company Document Number DOCUMENT 1
Address 1D PRIMARY D P.0. Nurmber
Remit-To ID ‘D Shipping Method OWVERMIGHT ‘D
Payment Terms Met 30 2 T Schedule |0 COMPANYPUR P
Purchazes $50.00 1093 Armount $0.00 ¢
Trade Discount $0.00 Cash $0.00 | =
Freight $0.00 Check $0.00 | =
Mizcellaneous $0.00 Credit Card $0.00 | =p
Tax $0.00 | = Terms Dizc Taken $0.00
Total $50.00 On Account $50.00
[ Digtributions Frint Checl,

4 4 » ¥ |byBachID B Statuz | Unposted

* If you don’t see the Assign by Checkbook window option, please enable the feature.

4. Use the look-up in the Checkbook ID field to select the checkbook you want to assign this specific
payment to.

Assign by Checkbook Entry - ... — bt

|?| x Tf& 'e' -:l

Cancel File Tools Help Add

hd hd ¥  Note
Actions File Tools Help
Woucher Humber 00000000000000457
Yendor 1D ACETR&VE DM
Wendor Name
Checkbook 1D UPTT T TRUS TIPS
Checkbook Name Uptown Trust
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5. Click OK to save.

Posted Invoice Assignments

Mekorma Products User Guide for GP - Build x87_en

If you have already posted an invoice but haven’t paid it yet, the checkbook assignment can be changed.

1.

Open the Payables Transaction Inquiry by Vendor window or the Payables Transaction Inquiry
by Document window (Mekorma Area Page > Inquiry > Payables > Transaction by Vendor or
Transaction by Document).

Select the payment you want to reassign and open the Additional menu > Assign by Checkbook to
open the Assign by Checkbook Inquiry window.

m Payables Transaction Inquiry - Vendor - CS (sa) - O X

T 200 2 « [| @7

O_K Redisplay = View | Additional | All-in-One File Print | Tools | Help Add
o

hd View - hd ¥  Note
Actions View Assign By Checkbook |e Tools Help
I
endor |0 ACETRAVEDDN p
Mame A Travel Company
Documehts: |h}I Document Hurmber v |© &l ) From:
Tao
Sort by: |D0c:ument Mumber ~ |Asc:ending w

Include: wiark, Open Hiztory

Origin IC Document Mumber Type Doc. Date Original Amount Unapplied Arnoint -
Woucher/Payrent Murmber Diue Date Dizc. Date Tranzaction Description Currency 1D
"""""""" 1z 7 1 87 I

OFEMN 00000000000000473 IMNY - 1/27/2018 $330.23 $330.23

OFEN 1000 INY | B/26/2023 $E57.68 $57.68
HIST 1000.3 PMT | 8/1/2023 $600.00 $0.00
OPEM 100 MY | 74842023 $553.81 $153.81
HIST 1001.3 PMT | 8/415/2023 $400.00 $0.00
HIST 1002 INY | 8/20/2023 $43072 $0.00
HIST 10022 PMT | 9/26/2023 $200.00 $0.00 »
14 4 » M |by'endorID 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.
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m Assign by Checkbook Inguiry -.. — X

Cancel File Tools | Help Add

v - *  MNote
Actions File Tools Help
Yaucher Mumber 00000000a000000489
Wendor 1D ACETRAVEDDD
Wendor Mame A Travel Company
Checkbaok ID [FRST EANK] 2

Checkbook Mame First B atik.

4. Click OK to close this window.

5. Click OK on the Payables Transaction Inquiry by Vendor or Payables Transaction Inquiry by
Document window to save.
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7.1.4.2. 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 before any assignments can be made.

Assigning Vouchers by
Vendor Checkbook ID (GP 2018)

- I _
="

1. Open the Payables Batch Entry window (Mekorma Area Page > Transactions > Payables >
Batches).

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

=D X & T = {l

Save Clear Delete Post Additional File Pnnt | Tools

- - -
Actions Additional File Tools
Batch ID PaAYABLES BATCH p | Origin: Papables T Entry
Comment :
Frequency: Single Uze e | Pasting Date /21,2027 H
Uz lagt day of the manth Check Date 0A0/0000
Fecuring Pasting 0 Checkbook ID | UPTOWH TRUST o
Draps ko lncrement 0 Currency 101

Lazt Date Posted
Timesz Posted

Control Actual
Tranzactions 2
Batch Tatal $0.00 $125.00
Uzer D Approval Date
Approved Transactions
4 4 »F M

4. Click Save.
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7.1.4.3. 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 before any assignments can be made.

Assigning Vouchers by
Vendor Checkbook ID (GP 2018)

CE _
="

1. Open the Purchase Order Entry window (Mekorma Area Page > Transactions > Purchasing >
Purchase Order Entry).

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.
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m Purchase Order Entry - TWO (sa) — ] X
= a . = . 3
ERIEE =R =

— a | = |

Save Actions Options | View | | Additional File Print E-mail Tools Help Add

= Z = b 4 = SR
Actions Options = View Assign By Checkbook | Tools Help
J

Type: DropShip - Hold Vendor D ADVANCEDDOD! Fob

PO Number | POD997 PD Name | Advanced Dffice Systems 7

Buyer ID | 20 Curency ID Zuss O

Date T @

[] Allow Document Commitments

Pioject Number 0 CostCatin O ltem T @P0O+ucM O QuantyOrdered 0=6

Line Unit Cost Site ID [ Queniity Canceled Extended Cost ®

PHON-ATT-538K Each 1A
1 $30.25 WAREHDUSE 0 $30.25
| ] 0.00
0 $0.00 000 $0.00
v
Subtotal $9025
Remaining PO Subtotal $90.25 Trade Discount $0.00
Freight $0.00 |=»
Miscellaneous $0.00 |=»

Tax Schedule ID 1 {

Tax Schedule ID 2w Tar $000

Comment ID D= Toal $3025

[14 « » »I PO Number v PO Status | New Revision 0

4. Use the look-up to choose the appropriate Checkbook ID.

5. Click OK.

6. Click Save on the Purchase Order Entry window.

A checkbook assignment can also be made when you receive the shipment by following the exact same

steps in this window:
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m Receivings Transaction Entry - TWO (sa) — ] X
= LT — = = 7 . (]
WX 84 2 @8 2 BNCH e
Save Delete Void Post Auto-Rev Feporic A0 | Options  View | | Additional |  File ‘Tools ‘ Help
- - -
Actions Options \ View ‘ Assign By Checkbook
Type: Shipment v Vendor ID FABRIKAMOODT FICF
Receipt No. RCT1161 20 Name Fabricam, Inc.
Vendor Doc. No. | ekl Cuency ID Z-Uss D
Date 4/21/2027 |
Baich ID RECEIVING ENTRY PO

PO1002 PHON-GTE-5043 "
2 $81.25 | Each | WAREHOUSE | 0
0 $162.50) 10/ 10
0.00 slum[ | | [ 000
0.00 $0.00 0.00 0m «
1089 Amount $0.00 Sublotal $16250
Payment Terms '3 Df | Trade Discount $0.00
Landed Cost Func. Total $0.00 < Freight $000F
Amourt Received | 3000 Miscellaneous $0.00}F
Taw $0.00
Prepayment $0.00)"
Tax Schedule 1D | ' Total $162.50

| LandedCost | Distpulions | UserDefiped

[14 4« » » [Receipt Mumber ]

Or you can assign it when you match the invoice:

m Purchasing Invoice Entry - TWO (sa) — O X
=) = 2 = = 7

WX =2d @ Bk g9 20 e il @0

Save Delete Void Post Auto-lnvoice Feporc A4 Options = View | | Additional File Print Tools = Help Add
- A4 v hd - - Nm

Actions Options I View Assign By Checkbook Help

Receipt Number RCT1160 en Vendor ID ADVANCEDOOO! Fo-

Vendor Doc. Number 254 Vendor Name Advanced Office Systems

Invoice Date 472172027 = | Currency [D Z5% o=

BatchID ENTERMATCH [

(1 Poo3ss ACCS-CRD-12wWH A
0 1 $329 | Each RCT1009 $3.28
[ Poogss ANSW-PAN-1450
0 2 45025 Each RCT1009 $10050
=]
] 0.00 $0.00 $0.00 v
1093 Amount $0.007 Sublotal $103.79
Pavment Tems Met 30 PO-» Trade Discount $0.00
Freight $0.00 |
Amount Received [ $0.00|| Miscell $0.00
Tax $0.00 =
Pr $0.00 77
Puich Addr Tax Sched [ 20 Total $103.79
Distrbutions

14 4 » »l |Receipt Number ~

Last modified: Apr 28, 2022
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7.1.4.4. Assign a Checkbook to a Vendor

You can assign a specific checkbook to a Dynamics GP vendor. explains
why you might want to do that.

Building Batches:

* When you build your batches with the Mekorma Action Board, you will want to include Select by
Vendor Checkbook on your
* When you build your batches with Dynamics GP Build Payment Batch, you will need to check the

option . If you do not, the vouchers from the vendor will
be included in a check batch from any checkbook.

* If you use a manual method for creating your payment batches, the Vendor checkbook will not be
enforced.

To assign a vendor to a checkbook:

1. Open the Vendor Maintenance window (Mekorma Area Page > Cards > Payables > Vendor).
2. Click on Options at the bottom of the window to open the Vendor Maintenance Options window.

3. Select the appropriate Checkbook ID.
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. \ - —
B —
I | =
& —

Bl

[0]4 Options | Additional File
- - -

Actions | Options | Additional File

Wendor D ACETRAVEDDDT

M arne A Travel Company

Currency 1D SRNEF:

Bate Tupe [0 AVERAGE

Paymnent T ems Met 30

Dizcount Grace Period

Due D ate Grace Period

Payment Friority 1

P inirmurm Order

Trade Dizcount

One Payment Per: (® “endor

MiniriLm Payrment: (® Mo Minimum

b awirmum Trvoice Ak (® Mo Masimum

Credit Lirnit: () Mo Credit

Writeoffs: (® Mot Allowed

Revalue Vendor

b ainkain Histan:
Calendar Year
Fizzal Year

Post Fesults To:

Transaction
Distrbution

Tools

()=

Tools

Help Add
w*  Note
Help
20O TaiD
P jstration
}e | Checkbook |D FIRST BANK ISl |
Type Other Expenzes
User-Defined 2
Tax Type: Mot a 1099 Vendar e |
1033 Box:
FOB: MHane B
Language: MHane B
) Invoice
) Percent () Amount $0.00
O Amount $0.00
® Unlimited (T Amount $0.00
) Unlimited () Masimum $0.00

(® Payables/Discount Acct

4. Click OK to save and return to the Vendor Maintenance window.

() Purchasing Offset Acct
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7.1.4.5. 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.

Once a checkbook has been , 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 Vendor
Checkbook ID (For GP 2013-2016)
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Video tutorial for GP2018

Assigning Vouchers by
Vendor Checkbook ID (GP 2018)

e |
— o

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 vendors assigned
to this Checkbook ID will be selected.

Last modified: Apr 28, 2022
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7.1.4.6. 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 , 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 Voucher
Checkbook ID (For GP 2013-2016)

e
- =
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Video tutorial for GP2018

Assigning Vouchers by
Voucher Checkbook ID (GP 2018)

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.

* 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
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this Checkbook ID will be selected.

Last modified: Apr 28, 2022
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7.1.4.7. Select Vouchers Using the Action
Board

To use the Assign by Checkbooks feature when automating the batch building process in the Action Board,
you can Select Vouchers by Vendor or Voucher Checkbook ID when you create a Build ID.

1. with either 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 . 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 and
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7.2. Approve with Secure Approval Workflow

After building a batch of payments, the batch can be locked before printing. Configure an approval workflow
to notify designated users (Mekorma Approvers) that there are transaction payments needing their approval.

Workflow must first be configured by by and

The experience for Approvers 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.
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7.2.1. Request Approval for a Single Payment
Batch

After batches are built, a user must request approval for each batch to initiate the workflow.

Automate Approval Requests

When using the Action Board to build payment batches, approval requests can be sent automatically as the
batches are built. This completely eliminates the need to manually request approval. for how to
enable automatic approval requests.

Manually Request Approvals

1. After using standard GP procedures, Requestors can alert the appropriate
users that their approval or authorization is needed. Navigate to Mekorma Area Page >
Transactions > Payables. The Request Approval button can be selected from any one of these
options:

* Build Payment Batch (under Additional)
« Edit Payment Batch (under Additional)
+ Edit Payments (under Additional)

» Print Payments (replaces Print button)
+ Mekorma Payment Batch Status List

P Build Payment Batch - TWO (sa) — O P

59 5 M« | 0

Addto Clear | Options | Additional File Print | Tocls | Help Add

Batch hd b - - *  Mote
Actions Options Set Minimum Check Armount Help
Batch 1D QARG [Reavstipprova ] Checkbook D | UPTOWN TRUST
Batch Tatal $16.867.71 Currency 1D Z-US% rr
Payment Option 1D P < D escription
Select: |Vend0r D w
® &l O From: p
T P
Restrictions:
Inzert >
Renove

One Payment Per: Use Yendor Option ~

Automatically &pplp Existing Unapplied: [ Take Mon-Gualifwing Discounts

Payments Credit Memos Retums [ Pay Only Mirirmum

@ Functional Currency Only O Al Currencies Apply Date ane027 H
Remittance: Print Payments

List Documents: All Documents e PFrint Previously Applied D ocuments Edit Payment Eatch
Sort Documents by: Date N Use Due Date Cutoff

EditYendor Payments
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Mekorma

m Microsoft Dynamics GP

GCV)' Home » Mekorma » Mekorma Payment Batch Status List
Transactions « Inquiry - Reports ~ Cards ~  [B] Microsoft Dynamics GP ~

Mekorma J Q\ a ltd

M aym...
ekotma B ‘ Request Reports = Go To
b Mekorma Trans... Approval

Actions

§757,560.29

Mekorma MICR Check Batch Status (read only)
& Status 4 Status History

I” Batch ID
OPEN FOR EDITING

] WEEKLY

2. An email or text message will be sent to all eligible Approvers that they have transactions needing

their review, according to each Approver’s notification settings.

* To configure notifications, go to the Mekorma Preferences window.
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7.2.2. Cancel Approval Request

Once a request for approval has been sent for a particular batch, that batch will be locked and can no longer
be edited. To unlock the batch for editing purposes, the request itself can be canceled.

Go to the Mekorma Payment Batch Status List (Mekorma Area Page > click on Mekorma Payment
Batch Status List in the left Navigation pane).

2. Check the box next to the batch(es) you would like to unlock.

3. Click Cancel Request.

4. Choose OK to confirm cancellation or Close if you do not want to cancel.

m Microsoft Dynamics GP

. —
@L‘J' Home » Mekomma » Mekorma Payment Batch Status List

Transactions - Inquiry - Reports - Cards - HEl Microsoft Dynamics GP -
Mekorma J ©| E‘

Mekarma Payment Batch Status List

Request | Cancel | Reports  GoTo

Mekorma Approval Approval | Requeste

Act)
Cancel 'Approval Request' for selected batches?
Mekd s (read only) -
11/8 Flose ded: 0 failed.
” BatchID Status Status Historv Submitted Bv Total # Transa... Total Batch A...
[ 270412-00001 PENDING APP... KEN 1 $2,325.90
NOV2019 PENDING APP... RYAN 11 $101,735.07

5. The batch(es) can now be edited as needed.
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7.2.3. What Makes Batches Split when you
Request Approval?

The idea behind Split Batch is that different dollar-value levels may have different people approving them.
By splitting the batches into these threshold levels, a batch can go on to be processed once it is fully
approved and even if another batch with higher dollar-value levels is still awaiting approval.

Split batches are enabled on a Threshold ID which is then assigned to a checkbook. When a batch goes
through the approval workflow and approvals are requested, the batches will be split based on the
Threshold ID logic applied to the checkbook.

When the batches are split, the naming convention changes and the original batch name is appended to
include “_01,” “_02”, and so forth, depending on configured threshold logic included within the Threshold ID.

Example of Split Batch Feature in Action

In the example below, the Threshold ID named “TASKEXAMPLE1” is configured with 3 different threshold
levels:

m Mekorma Threshold Maintenance - TWO (DEBBIE) — O X

H9X0 @il @37
==5 | &

Save Clear Delete Copy File Tools Help Open Add

o o ¥  Note Note

Actions File | Tools Help

[ Split Batches
Threshold ID TASKEXAMPLE ] p [ Sart Checks in Threshold Groups when printing

Descrintion TASKEXAMPLET [] Enable Signatures Only for this Threshold 1D
= [ Overide Default Signature with Approver Signature

This window’s settings apply to Task-Based Security. @ [~ Print Default Signature if no Approver Signature found
$0.01 $1.000.00 !! SAMPLESIGNATURE 3.BMF (/] O~
$1,000.01 $4,999.99 MEKORMA_APROVER_LEVEL_2 T SAMPLESIGNATURE 3 BMF I~ I
$5.000.00 $99,999,939,999.933.99 MEKORMA_APROVER_LEVEL_2 MEKORMA_APROVER_LEVEL_3 2, KAREN &, KEN ™
v
144 » »

When approvals are requested for a batch with this Threshold ID, the batches are split like this:
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B Microsoft Dynamics GP - | x
@U' Home » Mekorma » Mekorma Batch Status [ O @
[P Microsoft Dynamics GP ~| Transactions ~ Inquiry ~ Reports + Cards ~

Mekorma W4 = @

Mekorma Batch Stat -
ekorma Batch Status re— e
Mekorma Approval

Mekorma Rejected Payments Actions

Mekorma Batch Status (read only) - Type tofilter | Hide Options (A)
Show results

& Add Filter ~

[£] 11/6/2020; Request Approval action completed. 3 succeeded: Dfaed. Pirt | | Delete | | Refresh

[~ Batch ID +Status . Status History Submitted By Total # Transactions Total Batch Amount Pay Method
(] ApBATCH FULLY APPROVED 1 $890.23 Check
(] APBATCH 01 PENDING APPROVAL DEBBIE 1 §1,43567 Check
(] APBATCH_ 02 PENDING APPROVAL DEBBIE 1 521,542.23 Check

G® Home

ilﬂekorma

5 Financial
ﬂi‘ Sales 0of 3records selected.

- APBATCH
AN BT W o Ay | A
4/12/2027 Fabrikam, Inc. DEBBIE

 Transactions in the first Threshold Level (from $0.01 to $1,000.00) remain in the first batch with the
name “APBATCH?”. Notice that they are automatically FULLY APPROVED because at this threshold
level the Threshold ID did not require approvers.

« Transactions in the second Threshold Level (from $1,000.01 to $4,999.99) are split into the next batch
named “APBATCH_01.” In this batch, anyone with MEKORMA_APROVER_LEVEL_2 security access
can approve and then the batch will be ready to process.

+ Transactions in the third Threshold Level (from $5,000.00 to $999, 999, 999, 999, 999.99) are split
into the next batch named “APBATCH_02.” This batch will need two people to approve, one with
MEKORMA_APROVER_LEVEL_2 security access and one with MEKORMA_APROVER_LEVEL_3
security access before it can be processed.

This pattern continues depending on the number of threshold levels you have in your Threshold ID logic.

Splitting batches with Vendor Class and Checkbook Security

Threshold IDs can be applied to a Vendor Class as well as a Checkbook. If you have Vendor Class security
configured, then the “Split Batch” setting on Vendor Class Threshold will determine how your batches split
as follows:

1. If the Vendor Class is assigned a Threshold ID with split batches enabled:
Any payments associated with this Vendor class will be split from the original batch regardless of

whether the Checkbook’s Threshold ID has Split Batch enabled.

2. If the Vendor Class is assigned a Threshold ID that does not have Split Batches enabled:
Payments associated with that vendor class will split based on the Checkbook’s Threshold ID.
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Split Batch Naming

When the batches are split, either an “A1” or an “A2” is appended to the original batch name, depending on
the number of approvers required. So for example, a batch named “AP JUNE” may become “AP JUNE-A1"
and “AP JUNE-A2”. For that reason, your original batch name is limited to 12 characters or less once you
enable the Split Batch feature.

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: Apr 28, 2022
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7.2.4. Review and Approve

If the approval workflow has been configured, Mekorma Approvers must approve transactions within their
designated threshold levels before checks/ EFTs can be printed and processed.

Mekorma Payment Hub
Demo

>- =

Review Payment Transactions

1. To complete approval tasks, Approvers must navigate to the Mekorma Approval List (Mekorma Area
Page > click on Mekorma Approval in the upper left-hand menu).

2. 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 the user has permissions to approve, grouped together by
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batch.

3. Review payments by clicking the box next to a payment, then on the Payment Vouchers button. This
will display all vouchers that make up that vendor payment in the bottom section of the drop-down
window. Please note, when the Payment Vouchers window is open, all payments by vendor for that
batch are listed in the top section; clicking on a payment will display all vouchers that make up that
vendor payment in the bottom section.

m Microsoft Dynamics GP

% —
@'L._d" Home » Mekorma » Mekorma Approval

Transactions - Inquiry - Reports - Cards - M Microsoft Dynamics GP -

Mekerma 4=, Unapprove ?
Mekorma Paym... | & Threshold Information™

| Approve Reect My Specific
Mekerma Appr... ‘ PP J' [ Payment Vouchersv Tra:;apct\ons'

Batch Humber A NOV2019

T Mekorn Payment Vendor D Amount | d 0I‘1|y) N

o ' XNl 0000000000500 BEAUMONTO00T $25,257.33

. 0000000000501 EMP BJONES $550.82 Vv
4 Add Filte | ¢ >
w hucher Number  Document Number Amount | |A... Pavee ID Pavee Name Status
O NOV2 0000000000472 00000000000000472 $257.33 97 AMERICAN... Ameﬂ.cacharqe AWa\tlnq Approval
L NOV2||\jnn0000000484 666333 52500000  [-00 BUSINESSO.. Business Equipme.. Awaiting Approval
NOV2 /.33 BEAUMON... Beaumont Constr... = Awaiting Approval
< >

= Double-click on a Payment or Youcher line to Zoom x

4. Double-click on the desired payment in the upper section of the window. This will open the Mekorma
Approval Batch Drill Down window.

5. In the Vendors section, click on a vendor payment and a list of vouchers included in that payment will
display on the right-hand side.
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.@u < | o = Tl '9' "]

0K Redisplay = Additional File Print | Toels Help Add
b

- hd *  DMNote

Actions Additional File Tools Help
Batch I WOW2019 Checkbook, [0 FIRST BaME.
Currency [D Z-5% Checkbaok Currency (D Z-5%
Batch Tatal $101.735.07 Balance before Papments [$1.303.338.94)
Apply D ate 422027 Balance after Papments [$1.405,724.01)
Wendors [T Calumns Select the documents you would ke to pay for vendor [l Colurns

Yendor ID Total Amount Paid BEAUMOMTOODT  Beaumant Construction
ACETRAVEDDD 42 097.10 | ~ Woucher Murber [ive Date Amaunt Rermaining  Amaount Paid
ADNAMCEDOOO $2.84254 00000000000000472 | 4/9/2027 $0.00 $257.33 ~
ALLEMSOMOOOT $4.243.41 00000000000000484 | 51252027 $0.00 $25.000.00
AMERICAN000 $17.099.97
ASSOCIATOO0 $2,364.55

BEAUMOMTOOO $25,257.33

BERGEROMOOOT $3.874.84
BUSINESS0001 $39.200.00
EtP_BJOMES $580.82
EtP_EJOMES $1.099.93
UTIL_ATT $2.13852

W W

E Indicates that & credit document iz applisd.

6. Double-click on any individual voucher to open the Payables Transaction Entry Zoom window. 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 by selecting the note for a voucher, the relevant image, then
Preview.

7. You can or once reviewed.



Mekorma Mekorma Products User Guide for GP - Build x87_en

7.2.4.1. Approve or Reject Vendor Payments

1. 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
Approver performs this same action.

2. Ifinstead 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.

3. Type in a reason for the rejection if desired, or choose a pre-determined rejection reason by clicking
on the drop-down by the Insert a ‘Quick’ Reason field. to learn how to set up your
Quick Reasons.

m Mekorma Approval Batch Drill Down - TWO (KEN - [ X
A " s 1 et
OK  Redisplay = Additional File Print | Tools | Help Add
- - - w  Note
Actions Additional File Tools Help
Eatch D WOY2019 Checkbook D FIRST BAME
Currency 1D ZU5% Checkbook Currency 1D Z-U5%
Batch Tatal $101.735.07 Balance before Papments [$1.303.985.94]
Apply Date 41202027 Balance after Payments [$1.405.724.01)
Yendars Eﬂ] Columns Select the docul Reason for Rejection X
7 endor D # Tatal Amount Paid BERGEROMOD =
ACETRAYEDODN $2097.10| A | [7 Woucher N ﬁ)[ '0'
ADVANCEDOONT $2.542 54 000000000 L4
ALLENSONOODT $4.242.01 oooooopog  Fle Tools | Help
AMERICAND0DT $17.052.97 000000000 .
ASS0CIATO001 $2,364.55 File Took | Help
BEAUMONTOOOT $25,257.33 Reason for Rejection
[] | BERGEROMOOD $3.874.84 ~
BUSIMESS 0001 $39,200.00
EMP_BJOMES $560.82
EMP_EJOMES $1.033.93
UTIL_ATT $3,138.52

& Indicates

w

Ingert ‘Duick’ Reason s J ok
oucher enlry enmor

! Please note, when a payment is rejected from a batch, it isn’t deleted from the system, but
simply moved to the MICR Reject Batch for further handling. You can view all rejected
payments in the Mekorma Rejections navigation list.

4. The user who requested approval will be notified by email or text of the approvals and rejections that
occurred once completed, as long as are configured properly. All payment
batches that have been approved can then be printed/ processed and once the payments have been
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posted, they’ll automatically be available in the Mekorma Audit Log Report.

Last modified: Apr 28, 2022
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7.2.4.2. Approve or Reject Vouchers

Approvers have the ability to reject specific vouchers in the same way that vendors may be selected for
rejection. Approvers no longer have to reject the entire vendor payment if only one of the invoices should
not be included.

The following steps outline how a designated Approver can reject a payment voucher:
1. Navigate to the Mekorma Approval list.
2. Check the box next to the batch you’d like to review.
3. Select the drop-down next to Payment Vouchers (in top menu bar). This will open a window that lists

the batch’s vendor payments in the top pane. When you click on any particular vendor payment, the
bottom pane will list the vouchers that make up that payment.

m Microsoft Dynamics GP
@@' Home » Mekorma » Mekorma Approval

Transactions -+ Inquiry ~ Reports - Cards - Hl Microsoft Dynamics GP ~

Mekorma ’_&7 4=, Unapprove .(

Mekorma Payment Bat... Threshold Information™
Approve Reject| My Specific
~ [ =] Payment Vouchers™ Transactions
—_— Batch Number | 202003024P
T Mekorn Payment Vendor ID Amount
(NaTe\ A =171 /Af C0000000000000502 BERGEROMO0O01 $2,080.25
. 00000000000000503  BUSINESS0001 $578.85
<+ Add Filte
00000000000000504 INTERMATO002 $1,494.42
r Batch Pavee Name Status
20200 . Bergeron Commu... Awaiting Approval
Voucher Number  Document Number Amount
00000000000000477 00000000000000477 $321.66
00000000000000480 00000000000000480 $1,758.59
* Double-click on a Payment or Youcher line to Zoom Ok

4. Double-click a vendor payment in the top pane to open the Mekorma Approval Batch Drill Down
window. This window will list all vendor payments on the left-hand side. By clicking on a vendor
payment, you will see a list of the vouchers contained in that payment on the right-hand side.
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m Mekorma Approval Batch Drill Down - CS (KEN) — O x
P i 5 3y - .
I‘@J : I.* ‘;’}f H}Lll k. j
0K Redisplay = Additional File Print = Tools | Help Add
- - - - Mote
Actions Additional File Tools Help
Batch 1D 2020030248F Checkbook ID FIRST BANK
Currency ID ZAI5% Checkbaook Currency 1D 25§
Batch Tatal $4.15352 Balance before Payments [$1.311 556.45]
Apply Date /972020 Balance after Payments [$1,315,709.97)
Wendors [ Columng Select the documents you would like to pay for vendor: [ Columns
Wendar 1D Tatal Amount Paid BERGEROMOO01 Bergeran Cammunications Sal.
BERGEROMODO1 $2.080.25 Waucher Humber Die Date Amaunt Rermaining  Amaount Paid
BIISINESS0001 $578.85 00000000000000477 | 1/23/2018 $0.00 $321.66 ~
IMTERMATOODZ $1,494.42 00000000000000480 | 1/13/2018 $0.00 $1.758.59

5. Toremove a voucher from the batch, unmark the box next to that voucher. The Reason for Rejection
window will open. You can type in a reason, or insert a Quick Reason (if
for the company you are working in.)

! Please note, the voucher rejection will not appear on the Payment Batch Rejection report.

Bl Mekorma Approval Batch Drill Do CS (KE - O X
- ~ o 7| & i >
O ¢ T « (| @
4 OK Redisplay = Additional File Print Tools | Help Add
- - - *  Mote
| Actions Additional File Tools Help
Batch D 202003024P Checkbook 1D FIRST BAME
Currency |0 Z-U5% Checkbook Currency 1D Z-U5%
Batch Total $4.15352 Ealance before Payments [$1.311.556.45]
i Apply Date 3/9/2020 Balance after Papments [$1.215,709.97)
! Status
[ wendars [ Columns Select the documents vouwl Reason far Rejection X
Wendor [0 Total Amount Paid BERGEROMOO0T  Eergerol
= a—
BERGERONOOD1 $2.080.25 A Youcher Mumnber UL ‘:0'
BUSINES50001 $578.85 [] 00000000000000477 ) | =
INTERMAT 0002 $1.484.42 ooooppoonoopoossy | Fle  Tesls | Help
File Tools | Help
Reason for Rejection
~
v
E Indicates that a credit
v
Insert 'Quick' Reason w J ok

ong payment amount

ot due et
renegotiating cost
inc i

duplicate payment
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6. Click OK on the Reason for Rejection window, then OK on the Mekorma Batch Drill Down window
to save.

7. Rejecting a voucher will result in:
* The rejection reason will be attached to the note of the voucher (invoice) and the voucher will
return to an Open state.
* The user who originally requested approval on the batch will receive an email notification.
* When reviewing the voucher, if there are notes on both the Voucher and the Voucher Reject
table, two separate notes windows will appear when the Voucher Notes window is opened.

Last modified: Apr 28, 2022
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7.2.4.3. Review, Edit and Move Rejected
Payments

The navigation list allows you to see all the payments that were rejected during the approval process (and
subsequently placed in the MICR_REJECT batch). The Mekorma Rejected Payments navigation list allows
authorized users to work with rejected payments in the following ways:

1. Review all rejected payments: drill into payment details and reasons for rejection.

2. Dirill into an individual payment by choosing the Edit Payment option: delete it entirely from the
MICR_REJECT batch, sending the payment vouchers back to Open status.

3. Move individual rejected payments into a new batch by choosing the Move Payment option.

m Microsoft Dynamics GP
@u' Home » Mekorma » Mekorma Rejected Payments

[P Microsoft Dynamics GP ~ | Transactions ~ Inquiry = Reports ~ Cards +

Mekorma - L |
Mekorma Batch Status - =] Payment Vouchers ¥
Reports
Mekorma Approval
| Mekorma Rejected Payments | R

Mekorma Rejected Payments (read only) ~ Type tc

Show results

% Add Filter

[~ Original Batch Number Payment Number Payment Amount Vendor ID Vendor Name Vendor Pay Method ~ Status
:D 200623-00006 00000000000000527 §550.82 EMP_BJONES Bill Jones EFT

[ 200623-00007 00000000000000532 $5,000.00 BUSINESS0001 Business Equipment Center Check

[ 200623-00007 100000000000000537 §1,000.00 CRUGEREN0001 Cruger Engineering Company | Check

Review Rejected Payments

To view the reason a payment was rejected:

1. On the navigation list, check the box next to a payment.

2. Click on Show Rejection Notes.
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[P Microsoft Dynamics GP »  Transactions » Inquiry ~ Reports ~ Cards =

e j‘r gShD‘w Rejection Nutes'] ﬁ
Mekorma Batch Status - Papment Number | 00000000000000523

Edit Move — :
Mekorma Approval Payment Payments™ Puplicate payment ~
Mekorma Rejected Payments Ad

Mekorma Rejected

Show results

% Add Filter

™ Original Batch Numi
[ 200623-00007
[ 200623-00008
[] 200623-00008

To view payment / voucher details:
1. On the navigation list, check the box next to a payment.

2. Click on Payment Vouchers. A window will open to display all listed payments (top section). By
clicking on a payment, vouchers included in that payment will display in the lower section.

3. Double-click on a voucher to open the Payables Transaction Entry Zoom window for more details.

[ Microsoft Dynamics GP +  Transactions ~ Inquiry + Reports = Cards ~

Mok j/r = 3 Show Rejection Notes ™ Q
Mekorma Batch Status £ - [B Payment VOUChETS"]
Edit Move
Mekorma Approval Payment Payments™
Mekorma Rejected Payments Ad | Original Batch # Payment Vendor ID Amount
| ) 200623-00007 00000000000000529 EMP_BJONES $550.82
| Mekorma Rejected 200623-00008 0534  BUSINESS0001 $5,000.00
Show results 200623-00008 00000000000000539 CRUGEREN0OD1 $1,000.00
= Add Filter ~

I Original Batch Numi

[] 200623-00007 |
200623-00008 Voucher Number Document Number Amount
||:| 200623-00008 00000000000000492 947463 £5,000.00

Edit Payments

You can open the GP Edit Payments window to view the rejected payment. You have the option to delete
the payment from the MICR_REJECT batch.

1. Select a payment and click Edit Payment. The Edit Payment window will open.
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li(msDﬂDynamicsGP ~ Transactions - Inquiry ~ Reports ~ Cards ~

Mekorma f.r ] Show Rejection Notes™ g
Mekorma Batch Status = ] Payment Vouchers ™

Edit Move Reports
Mekorma Approval Payment |Payments~
Mekorma Rejected Payments Actions

Mekorma Rejected Payments (read only) =

Show results

< Add Filter ~
I [~ Original Batch Number Payment Number Payment Amount Vendor ID Vendor Name Vender Pay Method ~ Status
I 200707-00006 00000000DD0000528 $2,325.90 UTIL_VERIZON Verizon EFT
O 200707-00008 00000000000000530 §2,842,54 ALLENSONO001 Allenson Properties Check
[ 200707-00009 00000000000000549 $§267.45 AMERICANO0O1 AmericaCharge EFT

2. Click Delete to remove the payment from the MICR_REJECT batch and all vouchers will be returned
to Open status.

Move Payments

From the Rejection navigation list, you can select one or more payments and move them out of the MICR
reject batch to existing payment batches for further processing.

Depending on the original payment method of each payment, you can move them to an EFT and/or a check
batch.

« Payments that were EFTs in the original (but rejected) batch can be moved to either a check or an
EFT batch. You will see a blue arrow icon on the Move Payments button to indicate the payments
being moved are all EFTs; both check and EFT batches will be available on the batch drop-down
menu.

m Microsoft Dynamics GP

@w' ‘ Home » Mekorma » Mekorma Rejected Payments

HM?crnsnﬁDynamicsGP ~ Transactions + Inquiry * Reports + Cards ~

Mekorma }19 ‘:l Show Rejection Notes~ a8
Mekorma Batch Status o Payment Vouchers ¥
Edit Move Reports
Mekorma Approval Payment | Payments™ )
Mekorma Rejected Payments
Move to Batch Number:
Mekormy DEMOBATCHS

Show resy [ Check Batches ITASKBTESTING
[TESTBATCH

& Add Fi [“] EFT Batches

[r Original Batch Number Payment Number Payment Amount Vendor ID Vendor Name Vendor Pay Method
[41 200623-00007 00000000000000529 §550.82  EMP_BJONES Bill Jones EFT

[J 200623-00008 00000000000000534 §5,000.00 BUSINESS0001 Business Equipment Center Check

[J 200623-00008 00000000000000539 §1,000.00 CRUGEREN00O1 Cruger Engineering Company ~ Check

+ Checks can only be moved to a check batch, because the associated vendors may not be set up in
GP for EFT processing. If you choose check payments from the list, or a combination of check and
EFT payments, you will see a red information warning on the Move Payments button. The batch drop-
down will only display available check batches.
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m Microsoft Dynamics GP
G@' | Home » Mekorma » Mekorma Rejected Payments
[ Microsoft Dynamics GP ~ Transactions ~ Inquiry = Reports + Cards -

Mekorma g

Mek h
ekorma Batch Status Edit e

Mekorma Approval Payment | Payments™
Mekorma Rejected Payments

Z] Show Rejection Notes~
[£] Payment Vouchers ™

==

Reports

Maove to Bateh Number: |v
Mekorn DEMOBATCHI

Show res [ Check Batches TASKBTESTING
[TESTBATCH
4 Add Fi EFT Batches 3

[~ Original Batch Number Payment Number Payment Amount  Vendor ID Vendor Name Vendor Pay Method
O 200623-00007 00000D00000000529 §550.82 EMP_BJONES Bill Jones EFT

4 200623-00008 00000000000000534 $5,000.00 BUSINESS0001 Business Equipment Center Check

[] 200623-00008 00000000000000539 ... 5100000 CRUGERENO0OOT Cruger Engineering Company ~ Check

+ When a MEM payment has been rejected, those payments can only be moved to a batch associated
with the same entity. If the selected Payments have different Entity IDs, you will see an “X” icon on
the Move Payments button, and an error message will display.

o
Gt’;ﬁl' [IEl Home » Mekorma » Mekorma Rejected Payments
Debug Transactions = |nquiry = Reporis = Cards = Mucromh Dynamecs GF =
Mekorrma -4 o
Mekorma Batch 5t...
Mekarma Approval
| Mekorma Rejected..| =
Mekaorma-Raeisctad Paumantc frazd cnlul
Show resul Micreseft Dynamics GP
4 Add Fi
L / Entity ID's must be the same In orderto move payments to anew |
|~ ongina .& batch. Vendar Name Vendor Pay Method  Entity 1D
[0 &4 i A Travel Company Check 300
ACCT n Burnett Travel Associstes Check 200
1O acer n Multinstional Commmunicati..  Check 200
| comp Beavmont Construction Check 100
[ oemo A Travel Company Check 100
[ oemo DODO0CO0D0NNC04SS ! 57493264 ADVANCEDOOO! Advanced Office Systems Check 100
[ pemo 00000C000000004ST §9,935.30  BUSINESSO001 Business Equipment Center Check 100
[] REGIGN OO0000000000G0459 $86,016.41 ATTRACTIONNOT Astractive Telephane Co. Check 300
| ] REGION COO00000D00N04E0 $3,815.01 DOLECKICOOM Dolecki Catering Check 300

Last modified: Apr 28, 2022
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7.2.5. Mobile Approvals with PowerApprovals
App

Approvers can perform their tasks outside of Dynamics GP using the PowerApprovals application. After the
have been met, and the has been completed, designated Users can
perform approvals in the following way:

1. Open the PowerApprovals application on a mobile device.

MEKORNMA

Power
Approvals

N/

Version 1.2.0001.0004
Mekorma All Rights Reserved 2019

2. Once the home screen loads, click Pending Approvals.
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Mekorma Payment Hub

PowerApprovals

3. Payments pending approval will display, based on the Threshold assignments as configured with the
. Approvers will only be able to see payments they have the authority to approve, in
the companies they have access to. Using the drop-down menu, you can choose to view payments for
All Companies, or on an individual company basis.

o Approvals V]

*All Companies** v O

Py “All Companies
Balanced Business
Con| Complete Solutions

ACH Fabrikam, Inc

[] resm

Complete Solutions

ALLENSON0001 $1,406.87

[] eerer 0000000000000050°

Balanced Business

ALLENSONO0001 $2,842.54

|:| uT12 00000000000000503

Balanced Business

ALLENSONO001 $1,406.87

[ csum

Complete Solutions

ALLENSONO0001 $2,842.54

Mark transactions for processing

4. Click on the filter icon in the top right-hand of the screen to customize your view:
* Group By Transaction or Batch.
» Sort By Batch Number, Vendor ID, Amount or Transaction Number.
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5. Drill in to see payment detail by clicking on the drop-down for an individual payment:

o Approvals Y

**All Companies**

MO

ACETRAVE0001

$1,206.87

Complete Solutions

00000000000000498 \/

ACETRAVE0001

$890.23

Complete Solutions

00000000000000503 \/

ACETRAVE0001

$800.00

Complete Solutions

0000000000000050

ADVANCEDO0001

$1,435.67

Fabrikam, Inc.

00000000000000503 \/

ADVANCEDO0001

$2,842.54

Balanced Business

00000000000000497 \/

ALLENSON0001

$1,406.87

Mark transactions for processing

6. The payment detail screen will list all vouchers that make up that payment. If a voucher has an
invoice attached to it, that can be viewed by clicking on the attachment icon if they are linked in GP
with Doc attach. Please note, invoices in PDF and image formats will be accessible in the

PowerApprovals app.
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* If your invoices are linked with an external Document Management system, contact our
Customer Success team if you would like a customization quote for integrating your invoice
images to Power Approvals.

Approvals - Detail ~

Complete Solutions
ACETRAVEQ001
ATravel Company

Voucher Document  Applied Amount

&  00000000000000485

|:] 00000000000000507 $800.00

7. To view the attachment, use the drop-down to choose the correct file from the list of all available
invoices.
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8. Todrill into an individual voucher, click on a hyperlinked voucher number to open the Voucher Detail

screen:

Voucher Number
Document Type
Description

Batch ID
Doc Date

Vendor ID
Vendor Name

Payment Terms

Currency ID
Document Number
Shipping Method
Tax Schedule ID

Purchases
Trade Discount
Freight
Miscellaneous
Tax

Total

Total Payments
Terms Disc Taken
On Account

(<)  Voucher Detail

00000000000000016
Invoice
MEALS/ENT-SERVICE

DEC UTILS
08/19/2023

ACETRAVE0001
A Travel Company

Net 30

Z-Uss$

1002
OVERNIGHT
COMPANYPUR

9. Once back on the detail screen, check the box at the bottom of the screen. This will mark that
payment so you can take further action, just as you would on the Mekorma Approval list in Dynamics
GP. You will automatically be brought back to the Approval list to either reject or approve.
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Approvals - Detail

Complete Solutions

ACETRAVEQ001
A Travel Company

Voucher Document  Applied Amount

&  00000000000000485

10. Back on the list of transactions, click Reject or Approve at the bottom of the screen. Dynamics GP

will be updated in real-time, and approval Requestors will receive notifications so the batches can go
on to be processed.

n Approvals

[ON -~ All Companies™

ACETRAVEO001 $1,206.87

[¥] csum )0000000000000498

Complete Solutions

ALLENSONO0001 $1,406.87

BBFB1 000000000000

Balanced Business

ALLENSON0001 $2,842.54

uT12 00000000000000503 \/

Balanced Business

ALLENSONO0001 $1,406.87

csuT1

Complete Solutions

ALLENSON0001 $2,842.54

FB11 00000000000000492 \/

Complete Solutions

ASSOCIAT0001 $1,206.87

—

Reject Approve

11. Please note, you are not required to drill into the payment details. You can select multiple payments,

or Mark All / Unmark All on the approval list to reject or approve as needed.
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o Approvals Y

** All Companies ** v O

Mark All 0000000000000044

Unmark All $6,501.78 >
and Classical Offshore

Cancel CHinge

BURNETTT0001 00000000000000439

[] Acer $10,697.38 ,

Universal Export and Classical Offshore
Procurement Receivings

MULTINAT0001 00000000000000440

[ Acer $11,536.00 3,

Universal Export and Classical Offshore
Procurement Receivings

Mark transactions for processing
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7.3. Process Payments

! Before processing payments—note that any change to your operating system, server, or
printer could cause printing variations. Please retest the formatting of your checks and the
MICR line before processing if you have altered your system configuration or peripherals in
any way.

Payables Batches

After Creating Payment Baiches and getting them Approved, the next step in the process is to Process
Payments. This could entail:

» Printing checks.
» Creating and sending EFT remittances.
+ Sending your batches to an outsource provider.

Essentially it is the process of conveying payment instructions through one of these methods.

As part of your implementation process, start with Processing a Single Batich. This is important as a first
step to getting to know your system and testing that payments are working properly.

One single batches are flowing well, move into the Action Board, where you can process all your batches at
once instead of one by one.

Other Payment Situations

In addition to supporting Payables Batch payments, the Mekorma Payment Hub also supports

» Payables Transaction Checks
» EFT Remittance Processing

» US Payroll Checks

» Canadian Payroll Checks

» Miscellaneous Checks

On occasion, you might also want to print a Blank Check for making a handwritten payment, such as if you
need a check to take off-site.

Last modified: Apr 28, 2022
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7.3.1. Process a Single Payment Batch

Processing a single AP payment batch within Mekorma Payment Hub is accomplished with the same steps
you would use for printing standard Dynamics GP payables batch checks. Mekorma has modified the
standard window to enhance the functionality using a Dynamics feature called an Alternate Window. This

Alternate window must be printing payables batch checks in the company, using the
Dynamics GP security system.

Once your batch is and

1. Open the Print Mekorma Payments window (Mekorma Area page > Transactions > Payables > Print
Payments).

* Print Payments also shows up as a shortcut within the Build Payment Batch or Edit
Payment Batch windows

2. Verify that the title of the window includes the words Mekorma. If not, abort the procedure and setup
security to the window.

3. Use the look-up to select the desired batch.

! If you see the Request Approval as in the below, the batch must be approved before you
can process it.

I Print Mekorma MICR Payables Checks - TWO (KEN) - X

Ao b ¥ o

G9m 2 0 = | @

= | |
Request JClear Optiens | Additional File Tocls | Help Add
Approval hd A - hd * Note
Actions Qptiens | Additional File Tools Help

Batch ID WEEKLY ‘,O Checkbook D UPTOWN TRUST
Batch Total $16.867.71 Currency 1D Z5% 4
Check Number 100003
Check Date U4122021] i
Check Comment
Sort Checks By |F'a_l,lment Murmber W |
4 4 » p

4. Once approved or authorized, the batch can be printed by clicking on Print. If you are not using the
and you have more than one approval threshold set for a batch,
each sub-batch will need to be printed separately.

5. If you have set up your system to ask you for a print at run-time, the Mekorma MICR Check Printing
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screen is displayed. Click Print to print checks. If you have setup automatic selection of printers, it will

simply print.

6. Once the checks have printed, you will be prompted to post, reprint or void the payments. Verify the
payments processed correctly before posting. For more information, refer to the Microsoft Dynamics
GP User Guide.

Outsourced Payments

If you are outsourcing your payments, the system will help you verify that the payments made it to the
outsource provider. See Processing an Outsourced Payments Batch for information.

Action Board Printing

Once you have your setup working for Processing a Single Payment Batch, the next step is to automate
all of your batches with the Mekorma Payment Hub Action Board.

Last modified: Apr 28, 2022
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7.3.2. Process an Outsourced Payments
Batch

Procedures for Process an Outsourced Payments Batch start just like processing any other single
payment batch. This topic provides additional information for outsourced payments.

Document numbering for Outsourced Payments

Each payment is processed in Dynamics GP as it normally is when printing checks or processing EFT
payments. A Document Number (“Check Number”) is assigned to each payment. The Document Number will
be the identifying Payment ID in your outsource provider portal, and will serve as a Reference Number when
the provider prints a physical check.

The Importance of the Security Approval Workflow

We highly recommend that you configure the secure approval workflow before sending to the outsource
provider. Just like you would want approvals before printing checks with automatic signatures—you would
want to make sure the payments have been approved before sending them electronically.

Verifying your Batch

After you click Print on the Print Mekorma MICR Payables Checks window, the Remote Payment
Services Batch Status window will open to display the batch status. Initially the status will read Batch
Check in Progress. GP is fully accessible while the system is processing.

When the provider has completed processing, the Remote Payment Services Response Check Status
window will show “Batch is available to Post”. This verification is important—it completes the “handshake”
with the service provider to read a results file that shows that all the payment instructions were received
intact. It’s like making sure that none of the checks jammed in the printer before posting.

] Enhanced ePa R

yment Response Check Status - CS (sa)
O~ 29w ie

OK Actions Redisplay Clear File  Tools Help
b - v hd

Actions File Tools = Help

10232 | 85354AM Batchis availsbletopost : s
| Processed 10/23/2020 | 85340 AM
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Batch Splitting for Local Printing

If the original batch contained a blend of payments for vendors enrolled with the outsource provider, along
with vendors you have , the Remote Payment Services batch will be split. An
underscore is added to the original batch name for the payments sent to the outsource provider. Local
payments will remain in the original batch. For example, in the screenshot above, the original batch name
was 10232. The payments sent to the outsource provider are now contained in a batch named 10232_.

Batch Splitting for Bulk Funding

+ If the Remote Payment Services batch contains individually funded payments, it is released for
posting. The batch status description updates to Batch is available to post, and the status displays
as Processed.

+ If the Remote Payment Servicesbatch contains bulk funded payments (available with Corpay), the
batches will be split and processed in this way:

o Payments are moved to a new Credit Card batch — the associated in
the Remote Payment Services configuration window.

o This Batch ID will be the original batch name with a *_V’ suffix.

> |n addition, a new payment is added to the original batch to pay the outsource provider.

o Batch_V is then released for further processing, and the batch status description updates to
Batch is available to post, and the status displays as Processed.

=

The above is true if you are running GP2016+. If you are running GP2015, payments are
moved to a Manual Payments batch. The Batch ID will be the original Batch ID with a *_V’
suffix.

Posting the Batches

1. Batches can then be posted by highlighting each batch and clicking on the Actions menu > Post in
the Remote Payment Services Response Check Status window.

Enhanced ePayment Response Check Status - CS (sa) - O X

EREERE

OK | Actions | Redisplay Clear File  Teols Help
v b 4 v b 4

Post I File  Tools = Help _
[

BalchNumber  LastUpdate Status Description @

Integration Files Status StatDate  Start Time

10232_ 8:53:54 AM Batch is available to post )
Processed 10/23/2020 853:40 AM

85352 AM Batch has been Processed Batch is avalsble to post

Processed 1072372020 8:48:36 AM

2. If the original batch included payments for vendors not enrolled or set to Local Processing, those
payments will remain in the original batch and continue on to print from your local printer. The Post
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Payments window will automatically open and you can post those payments immediately, or at a later

time.

Post Payments - CS (sa) X
Clear Options File Tools Help Add
Actio... Options File Tools Help
Batch 1D 10232 P Chequeboock D UPTOWN TRUST
'Posting Date 102320208 )| Name Uptown Trust
Process: Post Payments v|  CurencylD ZUss .
Payment Date 10/23/2020
Void or Reprint Range: o) All ) Frome (r
To: i3

Starting Payment Number f75?011

[ Process ][ Prgcess Later

* To process multiple batches at once using the automation functionality of the Payment Hub
Action Board, see Action Board: Processing All Your Batches at Once.
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7.3.3. Action Board: Process All Your Batches

at Once

The Action Board provides an ability to automate the printing and posting of payables batches across

multiple companies and checkbooks. Refer to

prior to processing from the Action Board.

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.

1. Open the Mekorma Action Board (Mekorma Area page > Transactions > Payables > Mekorma Action

Board).

2. Select the action Process Checks and EFTs from the drop-down menu. This will display all batches

ready to be processed.

3. 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.

4. Click Process.

[Pl Mekorma Action Board - CS (RYAN)

) =) b £) i &) ©E ¥

- | W N [t (2] g |

Process Options Print View File  Tools Help Open Add
Alignment A A N ¥  Note Note

Actions View File Tools Help

PO I rocess Checks

Show Batches: (@) All (O ReadytoProcess (O With Errors

Batch ID * Company - All v #| CheckbockID £} Payment £ Check Date
Status Description

[7] 210617-001 Balanced Business FIRST BANK Check 0/0/0000
/. 210617-001 Complete Solutions FIRST BANK Check 0/0/0000
[7] 270412-001 Fabrikam, Inc. FIRST BANK EFT 0/0/0000
[T 270412-002 Fabrikam, Inc. FIRST BANK EFT 0/0/0000
[7] 270412-003 Fabrikam, Inc. FIRST BANK Check 0/0/0000
[7] 270412-004 Fabrikam, Inc. FIRST BANK EFT 0/0/0000
/4, DEMOBATCH1 Complete Solutions FIRST BANK Check 0/0/0000
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2| GLPostDate

B B B BB E

6/17/2021
6/17/2021
412742027
412/2027
41272027
41242027
11/10/2020

v

Mark Al

Al #Tw

Unmark All z Redisplay

10
10

LS R RS

BatchTotal 2} ()

$30673.27 A
$33,783.04
$10,928.84
$1.101.64
$6.613.96
$6,334.64
$22,600.00
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7.3.4. Action Board: Process Remote Payment

Batches

1. Open the Action Board (Mekorma Area page > Transactions > Payables > Mekorma Action Board).

2. Choose Process Checks and EFTs from the Action drop-down menu.

Mekorma Action Board - CS (sa)

& - il @7

Process Options Print View File Tools | Help Add

Alignment . % % ¥  Note
Actions View File Tools Help
Action F'n:u:es& Checks and EFTs v ]
| Show Batches: (@) Al O ReadytoProcess (O With Errors Mark All | Unmark Al | &3 Redisplay
Batch ID * Company - All v #| Checkbook ID 4] Payment 2] Check Date 4] GLPostDate %] #Twm  BachTotal  2](%)
Status Description
[7] DOCNOS Complete Solutions UPTOWN TRUST  Check 0/0/0000 | 10/26/2020 i 4 $2,880.00 A

3. Select one or more fully approved batches and click Process. You can process batches that contain
payments for vendors enrolled in payment outsourcing, in addition to those not included in the
service. In the example above, batch DOCNOS contains 3 transactions for enrolled vendors, and 1

transaction for an Excluded vendor.

4. The Action Board will then generate payment files (1 per batch) and send them to the outsource
provider, and those payments designated as local processing will print on your printer.

5. When all selected batches have finished processing — ie., outsourced payment files sent to the
provider platform and local payments printed — the Results Report will be available:

Screen Output - MMM Print Process Results Report

File Edit Tools MILLEN Help

- ] X

sa Complete Solutions 10/26/2020

Sh Pint (=] SendTo ] Modify | | Completed 1 Page Page 1
~
10/26/2020 Action Board Print Process Results Report Page: 1
3:51:58 PM

Complete Solutions

Multicurrency Information

Batch Number No. of Trx Batch Total Currency Amount Comment

DOCNO5 1 $430.00Z-US$ $2,880.00

DOCNO5_ 3 $2,450.00Z-US$ $2,450.00 ePayment: Processed
Total Batches: 2 2.880.00

* Indicates batch was posted during this operation
* Indicates batch was in use or was not processed by MMM

Total Batches: 2 $2,880.00
Action Date Time
Start  10/26/2020 3:50:09 PM
End 10/26/2020 3:50:27 PM
18 Seconds
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As you can see, payments will be split into two separate batches: all locally processed payments
remain in the original batch; outsourced payments will move to a new batch that retains the original
name of the batch with an added underscore. In our example, DOCNOOQO5_ is labeled ePayment:
Processed. If a batch only contains payments for enrolled vendors, the batch will not be split and the
remote payments will remain in the original batch.

6. The Remote Payment Services Batch Status window will also open to indicate the results as the
outsource portal communicates with Dynamics GP. When batches have completed processing on the
provider portal, the window response will update:

Enhanced ePayment Response Check Status - CS (sa) - o X

OF 29 mil@

O—K Actions Redisplay Clear File Tools Help

-

Actions File Tools Help

Batch Mumber Last Update Status Description
|ntegration Files Status Start Date  Start Time
DOCHNDS_ 3:50:45 PM ' Batch has been Processed Batch iz available to post

Processed 10/26/2020 | 3:50:10 PM
DOCNOOD4 3:50:43 PM Batch has been Processed Batch is available to post

Processed 10/26/2020 12:40:25 P
DOCNOO3 3:50:42 PM | Batch has been Processed Batch is available to post

Processed 10/26/2020  12:39:44 FI
2010275P_ 3:50:40 PM W alidation Failed on this Batch, please try again Batch failed validation. Ck

Validation Failed 10/26/2020 12:3%:55PI

+ If the Remote Payment Services batch contains individually funded payments, it is released for
posting. The batch status description updates to Batch is available to post, and the status displays
as Processed.

+ If the Remote Payment Services batch contains bulk funded payments (only available if processing
with Corpay), the batches will be split and processed in this way:

o If you are running GP2015, payments are moved to a local Payments batch. The Batch ID will
be the original Batch ID with a *_V’ suffix.
o If you’re running GP2016+, payments are moved to a new Credit Card batch — the associated
in the Remote Payment Services configuration window.
= This Batch ID will be the original batch name with a *_V’ suffix.
= |n addition, a new payment is added to the original batch to pay the outsource provider.
= Batch_V is then released for further processing, and the batch status description updates
to Batch is available to post, and the status displays as Processed.

7. After processing completes, the payment provider will analyze the batches and get them ready to pay
after the daily cutoff time. That process can be seen similarly to the process of printing checks in the
sense that you want to be sure that it completed successfully before posting. The Action Board blocks
posting until this verification process is complete. That gives you a chance to intervene for any errors
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occurred during that validation process before you post. Wait a few minutes and then use the “Update
Remote Payment Services Status” action. The Action Board will go to each company that processed
batches to confirm that the validation completed successfully before you post.

8. Both Remote Payment Services and locally processed batches can then be posted simultaneously by
choosing the Post Batches option on the Action Board.

mMekorma Action Board - CS (sa)

- a X

& 25 [ Ha il @31

Process Options = View File | Tools Help Open Add
b X N ¥ Note Note
Actions View File Tools Help
ot
Show Batches: @) Al O ReadytoProcess (O With Emors Unmark Al | &3 Redisplay

'BatchID ~ Company - Al -4 o ID 4} Payment#) CheckDate %) GLPostDate @ %} #Tm  BatchTota  £}(%)
 Status Description B
» 10264P | Complete Solutions UPTOWN TRUST | Check 1072672020 ] 10/26/2020 iz | 1 $800.00 A
2010254P Complete Solutions UPTOWN TRUST  Check 1072572020 = | 10/25/2020 iz 4 $23,900.00
20102588 | Balanced Business UPTOWN TRUST  Check 10/25/2020 £ 10/25/2020 H 2 $1.400.00
2010264P Complete Solutions UPTOWN TRUST  Check 10/26/2020 ] 10/26/2020 s 1 $400.00
2010274P Complete Solutions UPTOWN TRUST | Check 10/26/2020 | 10/26/2020 i 1 $350.00
DOCNOO3 | Complete Solutions UPTOWN TRUST  Check 0/0/0000 ] 10/26/2020 A 1 $100.00
DOCNOD4 Complete Solutions UPTOWN TRUST | Check 0/0/0000 iz | | 10/26/2020 iz 2 $2,200.00
DOCNOS Complete Solutions UPTOWN TRUST  Check 10/26/2020 = | 10/26/2020 it 1 $430.00
DOCNOS_ Complete Solutions UPTOWN TRUST  Check 0/0/0000 £ 10/26/2020 = 3 $2.450.00

Last modified: Apr 28, 2022
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7.3.5. Action Board with Pre-Printed Check
Stock

Action Board is designed to work without interruptions. Using pre-printed check stock would require
automated printing to stop between check runs for different companies, so that the correct starting check
number could be adjusted in GP. While we recommend using blank check stock as a best AP practice, this
feature will be useful for those of you who want efficient processing with Action Board automation but have
large amounts of pre-printed check stock to use up before transitioning to blank stock.

To use this feature for one or more companies, enable the ‘Use pre-printed check stock’ setting in the
Mekorma checkbook setup window. But don’t check Print Separate Remittances. Pre-printed check stock
with Print Separate Remittances cannot be used with the Action Board.

[ Mekarma Checkbook Setup - BB (KEN) = *

WD X e ¥ Il 7]

Sove Clear Delete Integrate  Additional File  Teols Help Add

- *  Mote
Actions Addtional  File Tools Help
Checkbook 1D UPTOWN TRUST F Looo o
MICA Lire= Setup
i AL
111111118
Eheck Humber Patiem | +|=]* Fiouting Humber Acround Humber Ll

fr+s+rssoyt OBASERS57AR BBODSADALL

5 HT 666 A GIGZS1 G049 4B 4T 4645 44 43 424140 I IT W IH M I 2 M 0 2 I8 2T 26 25 24 33 22 11 20 19 18 17 16 15 14

Modue |TEERETIN -

The I 2D -
Horrlsgotisbles Weid TEST

Primasy Check Fomsal AP Check_bottom_24hads GF AP Shub.sthz o

LChoc: Coges Femnat P

B Use PrePrinked Chasck Stock
[C] Print sepacats remittances for overflows

Eheck Overtow Fommat AP Check_boltom_2 GF AF Stubs sthz Iz
Chascd: Cioprs Divaifions Fosmat ¥
EFT Remitance Dptions | Check Face / Dverlkow Stub ~

Biehund Chasck Foamat Fiefiund Mudipls Document sthe 13
By O veifions Fosmst I+
Cownrmant Lire 1 Cesnmert 1

Commert Lirne 2 Coemimerk 2

Cownmant Lirw 3 Cesninert 3

4 4 ¢ » Version 1903086

Indicators

The Action Board will identify batches that are to print on pre-printed stock with a yellow indicator. When it's
time to print each of these batches, the Action Board will stop, and you will be prompted to enter the correct
check number. Once the check number is verified, the batch will print.
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Batch Selection Differences

When using pre-printed check stock, only batches from the same checking account may be printed together
in order to keep the check number synchronized between Dynamics GP and the check stock. These special
rules apply to the batch selection on the Action Board:

1. ‘Mark All' only auto marks all the batches which do not use preprinted check stock.
2. ‘Unmark Al works as normal.
3. Check batches using pre-printed stock must be selected manually. Once a batch is marked, it will

auto disable selection for

» Check batches using blank stock

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 290 of 334



Mekorma Mekorma Products User Guide for GP - Build x87_en

* EFT batches
» Batches using pre-printed stock on different checkbooks and other companies.

Process Differences

After clicking the Process button, a Check Number Setup window will open to confirm the next check
number. If ‘Over Check Number’ option is marked in GP Checkbook Maintenance, it allows to reset next
check number. Otherwise, the next check number field will be locked.

Then the regular action board process runs until it is completed.

T AP — 0 =

% 5 o« HpaEfl

Peocers  Optices: L] Vi Fite Tocls  Help Add
- - -

= Hete
Actiorn View  File | Took Help
dickion |Proceds Checks and EFT: v
Show Batcher (@1 A1 ) Flasdeis Process () ‘Wilh Emoes | Sl et 40 ; Fledinly

D : T -8 o 8P 1 o mmmﬂﬁkmﬁw « BB (MEM) = m] x
samonc X = il @
b N2 Comnpisie Sohifnd UPTiPwM TALST | Check e — u
A4 10 Complete Soliont UPTOWN TRUST |Check |4 Canced | File | Tooh | Help
4 185 Complate Sohsion: UPTORWM TRUST  Chack |04
4, 20052603000 Connplote Sekutiar: ARST BANE EFT qm) Adions | Fle | Took Help |
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Note that on the Check Number Setup, the Next Check Number cannot be changed unless Override Check
Number is selected on the GP Checkbook Maintenance window for that checkbook.

Mekorma Check Number Setup - BB (KEN) - ] X

X e i e

Cancel File Tools Help

-

Actions  File Tools Help

The checks will be printed on pre-printed check stock.
Please validate the next check number and adjust as needed.

Compary Name Balanced Busmness
Checkbook ID UPTOWN TRUST

oSt T ; [ ] Duplicate Check Numbers
X Override Check Number

Last modified: May 03, 2022
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7.3.6. Print Payables Transaction Checks

Transaction Check Printing Security Concerns

For transaction checks, our recommendation is that you don’t allow transaction check printing because
giving access to the same person to enter an invoice into the system and to cut a payment is a security
concern. Best practice recommends separation of duties. However, if you decide to allow it, the Security
Workflow rules still apply. For more information, see

If you do allow printing of transaction checks and have setup , then only a user with Approval
permission for that checks payment amount will be able to print it and only if the check requires a single
approvers or no approvers. If the check requires two approvers, it cannot be printed. The invoice must be

posted and added to a regular payment batch to go through the approval workflow.

Lastly, you will need to to print transaction checks.

To print a transaction check:

1. Open the Transaction Entry window and enter the invoice information.

2. To pay by check, click the arrow to the right of the Check Amount field. This will open the standard
GP Payables Check Entry window.

3. Choose the checkbook ID you want and click Actions > OK to close.

P Payables Transaction Entry - TWO (sa X

5 O ESs | @0 |

Save | Delete Post Options | Additional File Print Print | Tools | Help Add |
- - - - - Mote |
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 ID PRIMARY D B Pay
Remit-To D PRIMARY e @ 5 s I P
Payment Tems | Net 30 P - = 3 =Y
Actions = Options | Additional File | Tools
Purchases £2.400.36 - - = S = E d
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,
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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. Verify that the title of the window includes the words Mekorma. If not, abort the procedure and setup
security to the Alternate Print Mekorma MICR Transaction Check window.

7. If you have setup your system to ask you for a print at run-time, the Mekorma MICR Check Printing
screen is displayed. Click Print to print checks. If you have setup automatic selection of printers it will

simply print.

Last modified: Apr 28, 2022
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7.3.7. Print or Email EFT Remittances

If you are printing EFT remittances, you can select the format for printing the remittances by entering an
option in the 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

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).

. for each checkbook from which you will be printing EFT remittances.
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 (Mekorma Area Page > Transactions > Payables >

Process Remittance).

2. Verify that Remittance Form is selected.

m Process Payables Remittance - CS (sa) — x

Options File Tools | Help Add

- - - - Mote
Options File Teols Help
Batch 1D 2019101 3EFT B
Comment
Process:
() Remitance &lignment Form () Post
Destination
Print Document [] Send Dacument in E-mail [Print if mail cannat be sent ]
Process Process Later

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.
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7.3.8. 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 Payment Hub uses the Dynamics GP Miscellaneous Check screen, but
intercepts the check printing process and prints the checks using the Mekorma Payment Hub 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 Payment Hub and no security settings are available. If
Mekorma Payment Hub is installed and registered, Miscellaneous Checks print using Mekorma Payment
Hub. However, the Miscellaneous Checks will not come out signed.

If you do not want to use Mekorma Payment Hub to print Miscellaneous Checks, you can turn off this
feature by checking the “Payables” box on the Mekorma Payment Hub Suppress Warnings screen.

To print a Miscellaneous Check:

1. Open the Miscellaneous Check window (Mekorma Area Page > Transactions > Financial >
Miscellaneous Check).

2. Enter values in all required fields.

3. Click Print Check and Post.

m Miscellaneous Check - C5 (sa) - x

| = ™ il @7

Print Check JPost  Print Alignment  Additional File Tools | Help Add

and Post Form - hd - ¥ Mote
Actions Additional File Tools Help
Checkbook 1D: FIRST BANE. p | Balance Befare Check: [$1.300,076.79)
Balance After Check: [$1.300,526.79)
Check Mo. 100051
Date: 9/4/2019 i
Pay to: John Smith $450.00
Fore Heanhod St Dolians andf GF Eani

Address 123 Main 5t

Denver o [ 20242
ema
Account 5—7 [ =» Description Debit Credit
Distribution Reference:
000 -1100-00 Caszh - Operating Account $0.00 $450.00 ~
000 -6780 -00 Mizcellaneous Expenze $450.00 $0.00
$0.00 $0.00
v
Total $450.00 $450.00
Difference $0.00
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4. After entering any required User IDs and/or Passwords, the Mekorma Payment Hub Check Printing
window will open.

5. Click Print.

Last modified: Apr 28, 2022
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7.4. Miscellaneous Processing Scenarios

The topics in this section highlight specific optional features of the Mekorma Payment Hub:

+ The Payment Hub supports printing special remittance formats for Refund checks arising from the
Dynamics GP SOP module.

* You can use the PDF Check Archive to continually export PDF copies of your checks to a hard drive
location, for example for inclusion in an external document management system.

+ If you are using the Multi-Entity Management (MEM) module from Binary Stream, you can use
Mekorma MEM Connector to include MEM fields on your check.

» If you are setup for remote processing through one of our outsource service providers, you can still
make exceptions and print some checks yourself.

+ if you are using the Dynamics GP Web client, there are some special procedures to follow when you
process.

* On occasion, you may also need to reprint a batch.

* Finally, vou have the option to use the MICR functionality to print a check that you can fill in by hand if you

need to—we call these “.

Last modified: Apr 28, 2022
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7.4.1. Print Refund Checks

To print a refund check with Mekorma Payment Hub, follow the standard GP processes to create the
return(s). If you need help configuring refund check formats, please

1. Opent the Mekorma Payment Hub Payables Checks window (Mekorma Area page > Transactions >
Payables > Print Payments) and bring up the refund check batch.

2. Click Print from the Print Mekorma Payments window.
3. If your system is configured to request a printer at print time, this will open the Mekorma Check
Printing window. Note that the Refund Check Stub format will not be displayed in the Check Stub field

but the system will replace the format with the refund format when you print (or preview) checks.

4. Click Print to print checks or Preview to preview the checks before printing. After printing, the Post
Payments window will open.

5. Click Process to post the checks.
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7.4.2. Print Check Copies to PDF

Some Mekorma customers like to feed PDF check copies into their external document management system.
If you have this feature configured, automatic check copies will be generated on your hard-drive when you
print. PDF Check Copies follow the standard Mekorma Payment Hub check copy rules, which is that they
do NOT display the MICR line, signatures or signature lines.

Check copies will be generated whereever the Payment Hubs generates payments:

+ Payables Batch Checks

» Payables Transaction Checks
« US Payroll Checks

+ Canadian Payroll Checks

* Miscellaneous Checks

o¥s Read Setting up Check, Check Remittance Copies and EFT Remittances to learn more
about this feature and learn how to configure it.

To view PDFs:

1. After posting, if you would like to see the check copies, navigate to the folder location defined for the
PDF check copies on the Mekorma System Options screen.

2. Open the PDF file.
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7.4.3. 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

effect the results as follows:

Setup Options

No Sort, No
Subtotal

No Sort, No
Subtotal

Sort by ID, No
Subtotal

Sort by ID, No
Subtotal

Sort by Name,
No Subtotal

Sort by Name,
No Subtotal

Subtotal By ID,
No Sort

Subtotal By ID,
No Sort

Subtotal By
Name, No Sort

Subtotal By
Name, No Sort

Subtotal By
Name, Sort by
Name

Subtotal By
Name, Sort by
Name

Subtotal By ID,
Sort by ID
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Print
Category

Decentralized

Centralized

Decentralized

Centralized

Decentralized

Centralized

Decentralized

Centralized

Decentralized

Centralized

Decentralized

Centralized

Decentralized

the process. The configuration for options will

Print Results

Prints one line only for ID and name; prints facility address; no check sorting

No MEM fields print, no sorting

Sorts checks by Facility ID, no Facility fields print

Sorts vouchers on stub by Facility ID; sorts checks by Facility ID; Facility ID
and Name print on the stub

Sorts checks by Facility Name; no Facility fields print; no subtotal line
Sorts vouchers on stub by Facility Name; sorts checks by Facility Name,

Facility ID and Name print on the stub; no subtotal line

One subtotal line prints since only one facility is on the check; checks are
not sorted

Vouchers are sorted on the stub by Facility ID with a subtotal line at the end
of each Facility group; checks are not sorted

One subtotal line prints since only one facility is on the check; checks are
not sorted

Vouchers are sorted on the stub by Facility Name with a subtotal line at the
end of each Facility group; checks are not sorted

One subtotal line prints since only one facility is on the check; checks are
sorted by Facility Name

Vouchers are sorted on the stub by Facility Name with a subtotal line at the
end of each Facility group; checks are sorted by Facility Name

One subtotal line prints since only one facility is on the check; checks are
sorted by Facility ID
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Subtotal By ID, Centralized Vouchers are sorted on the stub by Facility ID with a subtotal line at the end
iz
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.

! 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: Apr 28, 2022
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7.4.4. Exceptions for Remote Payments--Local
Printing Options

When using Mekorma Remote Payment Services to send your payments to a service provider, there may be
times when you want to override the system to process certain payments locally.

The following topics explain the configuration settings for making exceptions:

. explains how the company and checkbooks get set up initially
for sending to a remote payment service.

. explains how vendors get enrolled in outsourcing initially and ongoing.

. explains how you can make exceptions on a vendor or payment level or turn off

a company or a checkbook
In addition, some payments are always processed locally:

» If you use Transaction Check printing (from the Payables Transaction Entry window), which is also
called “Check on the fly,” these checks will print locally. This must be done at the point of invoice

entry and before it is posted.
* If you create an EFT or Credit Card batch in Dynamics GP Payables, those batches will be processed

locally.
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7.4.5. Print Payments Using the Web Client

These instructions apply to printing within the Dynamics GP Web Client, assuming the
has been installed and the user who needs to print has been to the Web Client.

Introduction to Using Mekorma
with the Dynamics GP Web Client

e
— =

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 ).

5. The Mekorma Print Client allows you to preview and print check files in the same way that you would
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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).

Last modified: Apr 28, 2022
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7.4.6. 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 (Mekorma Area Page > Transactions > Payables > Post
Payments).

2. Set the Process field drop-down list to Reprint Payments.

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.
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7.4.7. Print Blank Checks

On occasion, you might want to print a Blank Check for making a handwritten payment, such as if you need
a check to take off-site.

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.

! Some clients consider this a security risk. This feature can be disabled.

1. Open the Print Blank Checks window (Mekorma Area Page > Transactions > Payables > Print Blank
Checks).

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

=X & [l @7

Print Cancel File Tools | Help Add

hd - *  Dlote
Actions File Tools Help
Checkbook 1D FIRST BAME p
Murnber of Checks 3
Starting Check Murber 100051

Murber af Signature Lines on checks:

() Mone @ One () Twa

4. Click Print. After entering any required User IDs and/or Passwords, the Mekorma MICR Check
Printing window will open.
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5. Enter your print settings and click Print when you are ready to print checks.

Last modified: Apr 28, 2022
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7.5. Inquiries and Routines

There are a number of ways to make inquiries on payments/batches processed by the outsource provider.
Additionally, depending on the status, certain actions will be available to further or complete processing if an
issue arises.

Some common inquiries will need to be made in the outsource provider’s portal; certain actions (like
) must be done in both the payment portal and within Dynamics GP.
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7.5.1. 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

The Check Image Archive archives using the format specified in the Copy Stub field of the Mekorma
Payment Hub 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.

For security, check copy images do not display the MICR Line, Signatures, or Signature Lines. They also
contain the word VOID.

! Note that transactions processed before Mekorma was installed will not have images
available.

Access the Check Image Archive from Dynamics GP inquiry windows

1. From the Mekorma Area Page, go to Inquiry > Payables > Transaction by Vendor or Transaction
by Document.
a. If selecting Transaction by Vendor, enter a vendor ID in the field or choose one from the
dropdown menu by clicking on the magnifying glass icon, then choose Select.
b. If selecting Transaction by Document, enter a range of document numbers in the “From” and
“To” fields, then click Redisplay. Clicking Redisplay without entering a range of document
numbers will display all documents.

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. The Zoom window will display with the check image automatically located to the right. Or, if automatic
display is disabled, select Additional > Show Inquiry Check Preview to display the check/
remittance image.

* For instructions on how to disable this feature or change the auto-display the check
preview setting, see Setting up Check, Check Remittance Copies and EFT Remittances.
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4. 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.

1. Open the Mekorma Audit Log (Mekorma Area Page > Inquiry > System > Audit Log).

Mekorma Products User Guide for GP - Build x87_en

e

m Payables Payments Zoom - TWO (sa) — X
@ » ¢ 1l @7
A ) =] u R
0K View | Additional File Email Tools Help Add
Actions  View Payment Document Zoom
PagpmentNo, || Show Inquiry Check Preview Batch ID 27041200002
Date 412/2027 -»> Date Voided 0/0/0000
‘endor ID ACETRAVEDDO1 b Currency ID ZJS$
Check Name A Travel Company
Payment Method: Check Credit Card
Cash EFT Electronic
Checkbook D FIRST BANK Amount
Document No. EFT0O00000000001 napplied $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

Distribution Re-create Check Stub

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. As above, the Zoom window will display with the check image automatically located to the right. Or, if
automatic display is disabled, select Additional > Show Inquiry Check Preview to display the check/
remittance image.
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7.5.2. 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.

Mekorma Payment Hub
Demo

=

1. Open the Mekorma MICR Audit Log Report window (Mekorma Area Page > Inquiry > System >
Audit Log).

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
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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.

Last modified: Apr 28, 2022
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7.5.3. Payment Inquiry

You can view all payments that have been processed by the outsource service within the Remote Payment
Services Payments window.

1. Open the Remote Payment Services Payments window (Mekorma Area Page > Routines >
Payables > Remote Payment Services Payments) to view all posted payments that have been
processed by the outsource provider. Use the filters in the upper section of the window to create a
customized view. Filters include: Checkbook ID; Payment Date; Vendor ID; Expiration Date;
Remaining Balance; Payment Method; and Card Status.

2. The following information displays:

+ Payment Method: Shows the method the outsource provider used to pay the vendor. For the
most accurate and up-to-date information, please refer to the payment information in the
provider portal.

+ Payment Amount: this is the amount received by the outsource provider portal (equals the
amount processed in GP).

The additional columns support a legacy version of Mekorma Remote Payment Services.

P Enhanced ePayment Payments - €S (sa) - o X
@] 2 * - || @
OK | Actions | Redisplay Hew File Prnt  Tools Help {
> Payments = Gl T |
| | View Payment File Tools Help |
]
Chacky___ | "iew Vendor l T 1o U Pagment Method ) Check Covd Statuses 2 Issud
Pagreent Date @ Al (O Feom 000000 To Q0000 B EfT ] Used
VendorID @M O Fom ] 10 I B Vead [ Disred
EgugonDate  |(@ A1 O From | 0/0/0000 To (V00000 Reenote Statuses [ Expied [ Wosded
Rem Balance ® Al () Feom £0.00 To 000 [] Canceled
Panment Nurber Payement Date Vendo 1D Methed Pagement Amount Amourt Used Wirbe-off Amounk Aamounk Pad Status Flemobe Stabus @
Mol ExpistionDate  CheckbookID Verdos Name Message
DO0OOOOOOO0O0N4S3 BT ASSOCIATOON | Chack $267.45 $0.00 £0.00 | A
BAEA00 EMP_EJONES | Check $1.0%53 $000 $0.00 $590.00
Q22N ADVANCEDDOD | Check $4.04254 $0000 $0.00 e
i el v ASSOCIATOON | Check $2.057.10 $0.00 000 $2,087.10
plpelrinil AUTOFINADDD  Check $5.000.00 $0.00 $0.00 $5,000.00
W23A020 ALLENSONOON | Check $254254 $0.00 000 $2E4254 |

3. Click on a payment and then use the Actions drop-down menu to get a list of actions that are
available to perform on that payment. For any payment listed, you will have the ability to View by
Payment or View by Vendor, which will take you to the standard Dynamics GP inquiry windows.
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7.5.4. Batch Inquiry

Any batch that has been created and sent to the outsource provider can be accessed from the Remote

Payment Services Batches (Batch Maintenance) window. From this window, you can filter your view based

on the status of the batch, Batch Number, Remote Batch ID (found in the provider’s portal) and Created
Date.

Depending on the batch’s status, certain actions can be performed.

Enhanced ePayment Batch Maintenance - CS (sa) - a X

.\@. s il &

OK Redisplay = File | Tools Help

A d

Actions File Tools = Help
File Status O &l @ Specific  |Posted v
Batch Number @® al O From greated To
ent

Remote BatchID @ &l (O From To 0

Processed
Created Date @® Al O From N alidation Failed To  0/0/0000

Posted
BatchNumber  Checkbook D File Dfy o™ eBatchID  File ID Noof Pt Status
20200322BETH | FIRSTBANK sa  [Sending Failed 410,787 2.000 2 Posted ~
20200923BETH  UPTOWN TRUST sa 10735 2,001 1 Posted
20200923BETH2 | UPTOWN TRUST  sa 41079 2.002 1/ Posted

Batch Status

Batches can have the following File Status:

Created: when the Print button (on the Print Payments window) or Process button (on the Action
Board) is first clicked to send a batch, a local record is created; you will probably never see a batch in
this status as it is sent to the outsource provider platform almost immediately.

Sent: The batch has been created and sent to the provider for processing; the provider has not yet
sent a response back to Dynamics GP.

Processed: The batch has been sent to the outsource provider portal and the portal has
communicated back to Dynamics GP; Mekorma has created all associated records in GP.

Posted: Finish the process in GP, batch will be posted

Validation Failed: The batch could not be sent to the portal because of missing or incorrect
information, or it was rejected by the outsource provider; you can resend the file for processing using
the Action menu.

Abandoned: The batch has been deleted out of GP; this would be a very rare circumstance.

Voided: The batch has been voided in Dynamics GP; you must confirm it has also been voided in the
outsource provider portal.

Sending Failed: In this case, you can send the batch again and the system will try to call the API
again; this may be necessary if internet was unavailable on the first send.
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Batch Actions

When you click on an individual batch, it will show the status and give you actions that can be performed on
that batch in the Actions drop-down menu

» Void: If a batch is in Sent status, but it doesn’t work in the portal or didn’t reach the portal, you can
come here to void the batch. Only batches in a Sent status can be voided — be sure to first void the
batch in the outsource provider portal.

* Reprocess

* Resend

* Post

Last modified: Apr 28, 2022

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 316 of 334



Mekorma Mekorma Products User Guide for GP - Build x87_en

7.5.5. Handling Stop-Pays and Voids for
Outsourced Payments

Overview

From time to time, errors occur and you may want to do a “Stop-Pay” on a payment sent out through MEEP.
This guide was written to help you determine how to handle those void payments both with our outsource
provider and within Dynamics GP.

Note that this guide only pertains to cases where you are in contact with the Vendor and want to correct an
error on the Vendor account. This is not a situation of unclaimed funds but rather an error situations. We

have a different guide that you should use when a vendor doesn’t cash their payment and doesn’t respond
to repeated contacts. Please see

Void Scenarios

Voiding payment because of the invoice
1. Accidentally double enter and double pay an invoice
2. Accidentally enter wrong information on an invoice
3. Entered invoice on wrong vendor id

Voiding payment because of the payment
1. Payment is stale
2. Wanted different payment method

3. Incorrect spelling on payee name

Accounting for Void Scenarios

1. Vendor account accurately reflects their total invoice amounts less return amounts and you can
always see their total number of transactions and accurate transaction volume

2. Vendor account accurately reflects their balance of outstanding amounts due or credits
3. GL accurately reflects on the AP and cash accounts

4. Bank rec accurately reflects the payment funding transactions and any returned payment funds
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Voiding Payments with MEEP

Voiding Payments in GP is needed if you have had to issue a “Stop-Pay” on an uncashed payment and you
want to reissue, or correct an error and then reissue. The process is as follows:

1. Register a “Stop-Pay” with the outsource provider
2. Receive the Refund from the outsource provider
3. Account for the incoming cash for the returned payment

4. Correct the error and reissue

Register a “Stop-Pay” with the Outsource Provider

Contact your outsource provider using their designated customer services procedures to request a Stop-
Pay. Once you have received confirmation that the Stop-Pay was successful, it is safe to proceed with the
additional procedures here.

Once you have confirmed the stop-pay, you would also want to account for the Stop-Pay on the GP side.

Account for the incoming cash for the returned payment

You cannot use standard void procedures when you receive your refund. This is because the original
payment was funded to the outsource provider and it cleared your bank. If you were to void it, it would wreck
havoc on your bank reconciliation.

The way to handle this situation is similar to a situation where you paid a vendor by check, they cashed the
check and then discovered an error and refunded it to you. This article on

written by ACE Microtechnology explains what to do if you encounter this scenario. This is standard
Dynamics GP use and does not vary based on the payment funding method.
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7.5.6. Handling Returned Payments When the
Vendor Won’t Respond

Overview

From time to time, vendors do not cash their checks. This was written to help a client determine how to
handle these returned payments and the differences of handling them in Dynamics GP with and without
MEEP.

* Note that this guide pertains to cases where the vendor is non-responsive and you need to
treat this as an unclaimed payment. We have a different guide that you should when you
are in contact with the vendor and need to Stop-Pay on a payment and void to correct and
error and reissue. Please see Handling Stop-Pays and Voids for Outsourced Payments.

Uncashed Payments and Vendor Doesn’t Respond

If your service provider cannot get in touch with the vendor to clear the payment within a certain amount of
time (varies by service provider), the payment amount will be returned with a notification to your AP
department of the vendor, payment date, payment reference (i.e. check number) and payment amount.

As you may know, states require diligence in getting your payments to your vendors. Most have passed
“Unclaimed Property” laws. This process is called escheatment which is defined as follows:

* When money lies dormant in a deposit account or appears to be abandoned, the bank or other
organizations with which the money was deposited aren’t necessarily allowed to just keep that money
for their own use. After a period of time, they’re required to turn it over to the state. This is called
escheatment.

From the Journal of Accountancy:

+ WITH MORE STATES CONDUCTING AUDITS, CPAs need to encourage companies to pay greater
attention to their unclaimed property liability. This includes both reporting unclaimed assets to the
right state and making sure the company properly reflects the liability on its balance sheet.

* UNCLAIMED PROPERTY HOLDERS MUST exhaust all options to locate the property’s rightful owner
before determining to which state they should report the assets. Companies should have policies and
procedures in place to track potential unclaimed property and comply with the applicable state
reporting requirements.

For more information, see
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AP Processes for Unclaimed Payments When You are Paying them Yourself

In the AP department, the most common reasons that unclaimed properly can occur is from uncashed
checks or returned ACHs. Most accounting departments will find out about these when they do their bank
reconciliation. There will be an outstanding check in Dynamics GP that does not show cleared by the bank.

Seeing the outstanding check is the normal trigger for contacting the vendor to find out if their contact
information has changed and trying to get them their payment.

How to Track Returned Payments When You are Sending Payments Thru a
Service Provider (Outsourcing)

The difference when you have a service provider pay on your behalf is that the payments all clear the bank
the day they are funded. So you will never see a payment that didn’t clear. The service provider will be the
one that notices on their bank statement if something doesn’t clear.

The service provider will repeatedly attempt to contact the vendor, however, after a certain number of
attempts and time elapses, they will return the payment amount to you with identifying information. This is
the key difference. Instead of seeing the outstanding checks on your bank statement, you will use these
notifications to trigger your contact to the vendor.

In addition to contacting the vendor, the question remains: how should these returned payments be tracked
in the accounting system? These amounts should be booked by JE to a GL account set aside for
“Unclaimed Funds”. The JE should reference back to the original vendor and transaction that was returned.
You should then contact the vendor and try to resolve it. Once you know what the vendor wants to do, you
can void and resubmit payment and JE the money for that payment from “Unclaimed Funds” back into cash

with a reference to the resolution.

You will need to maintain a ledger of transactions in the “Unclaimed Funds” GL account so you can identify
transactions that have never been actually sent to your vendors. This ledger will serve 2 purposes:

1. Continuing to make a good faith effort to communicate with your vendors.
2. Once the transactions pass a certain state-specific time period (anywhere from 1-5 years), you will

need to submit this money to the state. When you are ready to do that, you will transfer the liability to
cash to clear it from your “Unclaimed Funds” account and pay the state to clear it out of cash.

References

These articles have additional information and advice for how to handle these issues.
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7.5.7. Void Remote Payment Batches for a
Processing Error

On occasion, a batch may not have successfully processed on the outsource provider’s portal, and will need
to be voided.

The batch must FIRST be voided in the provider’s portal, then in Dynamics GP.

Step 1: Void in your outsource provider’s portal

Please login to your outsource provider portal (AvidXchange (AvidPay) or Corpay portal), locate the batch
and Void.

! Be sure you are voiding the entire batch, and NOT an individual payment. Mekorma
currently only supports voiding outsourced payments at the batch level.

Step 2: Void in Dynamics GP

1. Open the Remote Payment Services Batch Maintenance window (Mekorma Area Page > Routines
> Payabales > Remote Payment Services Batches).

2. Use the drop-down menu to view batches with a status of Sent, or by searching for the GP Batch
Number/ Remote Batch ID.

3. Click on the batch you want to void.

4. Choose Action > Void.

Enhanced ePayment Batch Maintenance - CS (sa) — O X

]| & il @

OK | Actions | Redisplay File Tools | Help
- -

-

Void File Tools | Help

File Status O &l @iSpecific;  [Sent e

Batch Mumber ® Al O From To

Remote Batch 1D @) &l () From 0 Ta 0

Created D ate ® &l ) From 0040000 To | 0/0/0000

b ark. Batch Mumber Checkbook ID File Dwner Remate Batch 1D File [D Moof Pmt Status
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7.5.8. Change status of a virtual credit card
payment

In rare cases, a payment made by virtual credit card may be unresponsive or “stuck” in the provider’s portal.
In that instance, a GP user assigned with the Mekorma MEEP Admin security role can change the
status of that virtual card payment within Dynamics GP.

Please note: this action does not handle any adjustments that need to be made from an accounting
perspective.

1.

Open the Enhanced ePayment Payments window (Mekorma Area page > Routines > Payables >
Enhanced ePayment Payments).

Select the virtual card payment you want to change. Set the Payment Method filter to Vecard to display
only those payments.

Click on Actions > Change Status to open the Enhanced ePayment Vcard Status Maintenance

window.
Enhanced ePayment Payments - CS (sa) - u} ®
' | »  * -
O~ ¢ « | @
OK | Actions | Redisplay New File Print Tools Help
~ Payments i i b

_ File Tools  Help

Checkt | View Payment IET 1o ] Payment Method & Check Card Statuses ] Issued

Payer View Vendor 0/0/0000 To 0/0/0000 4 EFT ] Used

Vendot ID @ a1 O From 1 To s & Veard ] Drsined
ExpiationDate (@ Al (O From 0/0/0000 To | 0/0/0000 Remote Statuses [] Espired [ Voided

Rem Balance @ a1 O From $0.00 To $0.00 D Canceled

Pavment Number PaymertDate  Vendor 1D Method PagmentAmourt  Amount Used Wite-off Amount  Amount Paid Status Rernote Status ()
Model Expiation Date  Checkbaok ID Vendor Name Message
00000000000000493 | 8/17/2020 ASSOCIATO001 | Check $267.45 $0.00 $0.00 $817.02 ~

8/18/2020 EMP_EJONES | Check $1,093.99 $0.00 $0.00 $937.00
8/18/2020 ACETRAVEOOD! $2.75000

9/22/2020 ADVANCEDOOOT | Check $4.842.54 $0.00 $0.00 $4.84254
9/22/2020 ASSOCIATO001 | Check $2,097.10 $0.00 $0.00 $2,097.10

4. Use the New Status drop-down to select the appropriate status:
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| Enhanced ePayment Vcard Status Maintenance

Update Ycard Status

Payment Number | 00000000000000435
Payment Date 8/18/2020
Current Status

New Status v
Issued

[ S2ve e |
Y€ Drained =

Noided

Options are:

* 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.

5. Confirm your choice and the new status will appear in the Status column.

Last modified: Apr 28, 2022
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8. Using Mekorma Payment Hub for US and
Canadian Payroll
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8.1. Authorize Payroll Batches

If Authorization has been configured for Payroll, a Mekorma Authorizer(s) must be designated to Build,
Calculate and Print Payroll Checks. No one will be able to do this unless they have been assigned the Batch
Authorizer Task ID.
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8.2. Print US Payroll Checks and Direct
Deposit Remittance

You are ready to print US Payroll checks after the following steps have been completed:

Create a US payroll batch using the standard Microsoft Dynamics GP procedures.

Build and calculate your checks.

To Print:

1.

o =

Open the Print Mekorma US Payroll window (Mekorma Area page > Transactions > Payroll > Print
Checks).

. Verify that the title of the window includes the words Mekorma. If not, abort the procedure and set up

security to the 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 US Payroll 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.
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8.3. 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.

3. Open the Payroll Cheque Reports — Canada dialog box (Mekorma Area page > Reports > Payroll —
Canada > Transactions > Cheque Reports).

4. Enter any required User IDs and /or passwords.

5. 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.

6. Click the Print to print checks.
7. 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 Checkbook

Setup (Payroll — Canada) screen.

8. Click Print to print Direct Deposits.
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8.4. Inquiry and Routines for Payroll
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9. Requesting Support, Implementation or
Customization

We are here to help!

If you are having a specific issue with your Mekorma products and require assistance from our Customer

Success Team, please log in to our and open a new case.
. is included with your yearly enhancement plan (for users on a supported version of
Dynamics GP). .
. is available to help you prepare, install or configure any aspect of Mekorma
Payment Hub.
. is available if you want to go beyond the built-in feature set of our product.
. is available through our Power Platform support team.
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10. Appendix: About This Window

This “About This Window” section is activated when a user chooses “About This Window” on a Mekorma
window in the Microsoft Dynamics GP help system. Each of the pages in this appendix gives an overview of
the use and fields of each of the Mekorma windows.
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10.1. Mekorma Signature Assignment

Mekorma Signature Assignment - CS (RYAN)  — O X

O =

OK | File | Tools | Help

b v

Actions = File Tools = Help

These settings apply to Task-Based security @

IJser Mame Signature File Mame x P
Debbie Franklin DEBBIE.JPG
DYMNSA [Mo Signature]
Karen Andersen KAREN.JPG
Ken Ventura KEN.JPG
LESSONUSER1 [Mo Signature]
LESSONUSERZ [Mo Signature]
Ryan Rose KAREN.JPG
sa SAMPLESIGNATURET.BMP

Click on the User Name of an Approver to highlight a row. Use the magnifying glass icon to choose a
signature from the library.

fully explains the use of this window.

Fields

Field Name Use of Field
User Name Identifies all the users in the system.

Signature File Name Identifies a signature file, if any was assigned to this Approver.

Additional Resources

For more information about how signatures are used in Mekorma as part of the setup,
see:
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Apply a Threshold ID to a Checkbook

Last modified: Apr 28, 2022
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10.2. Test Check Layout

m Mekorma MICR Test Check Layout and Secu.. — X

= R Il @7

Print Cancel File Tools Help Add

= > ¥  Note
Actions File Tools Help
Check Type Papables ~
Checkbook ID LIS Payroll
Check Amount Canadian Payroll
Nurmber of Youchers 1

This window helps you make sure your checks will print correctly.

fully explains the use of this window.

Fields

Field Name Use of Field
Check Type Specifies whether the checks are for payables or for US or Canadian payroll.

Use the magnifying glass to select the correct checkbook from which to make the
Checkbook ID

payments.
Check Amount Enter the value of the check.
Number of . . :

Enter the number of remittance lines to print on the check stub.
Vouchers

Additional Resources

For more information about how to configure and test check printing in Mekorma, see:
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