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1. Release Notes for Mekorma Build x91

Mekorma Build x91 was released on Tuesday, June 20, 2023.

* Mekorma Build x91 is compatible with Microsoft Dynamics GP 18.4 and 18.5.

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

If you upgrade from Mekorma build 90 or an earlier build, and you are using Invoice Capture, you should be
sure the following processes are complete before the upgrade.

* All invoices listed in the Invoice Capture Validation window are processed.
» Stop sending invoices to the invoice email.

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

Please wait while the required files are being inctalled.

Error

The specified account already exists.

Q0K

«¥» You can always download the most recent version of Mekorma Payment Hub from our
website. Thank you!
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* 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 19, 2023
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1.1. New Features & Changes

Release Notes for Mekorma Build x91 released Tuesday, June 20, 2023.

Mekorma Payment Hub

Users can choose to for only the batches for which they have requested approval.

Mekorma Enhanced ePayments
If you're using Corpay, the existing fields Customer Account and Invoice Comments . The
data in GP tables can be mapped to these two fields and printed on the Corpay remittance. A customized

function is needed to support the mapping. Please reach out to Mekorma Customer Success team at
support@mekorma.com to discuss your needs.

Mekorma MEM Integration
» Users assigned to Approver security roles for workflow can

* The Entity ID column can be viewed in the Mekorma Batch Status, , and
lists.

Power Approvals

If MEM is installed and enabled, the Entity ID will appear on the main screen of . Users can
filter the payments by entering Entity ID in the search box.

Invoice Capture Announcement

If you upgrade from Mekorma build x90 or an earlier build, be sure that all invoices listed in the Invoice
Capture Validation window are processed.

Do NOT send invoices to the dedicated Invoice Capture email address while upgrade is in progress.

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,

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 9 of 379
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please contact the Customer Success Team and open a support case for assistance:

Installation in Progress '

Please wait while the required files are being installed.

Error

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.

Last modified: Jun 20, 2023
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1.2. Issues Fixed

Release Notes for Mekorma x91 released Tuesday, June 20, 2023.
Mekorma Payment Hub

* When the PDF copy feature is disabled and checks are reprinted, the audit log displays the
correct value for all payments.

* When using a GP web client with MFA-enabled authentication, there are no unexpected
Exchange login authentication window pop-ups.

* When upgrading from a previous version of Mekorma, the registration window displays the
correct version.

+ Batches with at least one of the following criteria can move to fully approved without issues.
o Batches with the same ID used across different companies.
> Both $0 and non-$0 payments included within a batch.
> |dentical payment numbers used across different companies.
o Batches in “pending approval” status while approving another batch with the same batch ID
from a different company.

» For those not using Power Approvals and GP Document Attach, approval request times have
improved for batches with large amounts of transactions.

* When requesting approval for batches with large amounts of transactions, but not using
PowerApprovals and the GP Document Attach feature, performance is improved.

* When using Multi-Entity Management by Binary Stream, the split batches by threshold feature,
and a different checkbook currency than the company’s functional currency, both the original and

the split batch(es) are displayed in the Mekorma Batch Status list in the checkbook currency.

* When out-of-office delegates have overlapping dates, you can navigate to other fields in that field
group without continuously receiving a message about the overlapping dates.

Mekorma Invoice Capture

* Invoices attach to the intended PDF when a batch is processed from the Invoice Capture
Validation window, and no invoices will be incorrectly attached to the next batch.

* When the Email Body Action field in the Invoice Capture Setup window is set to Store, the email
body PDF is attached to the invoice.

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 11 of 379
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+ The Create New Invoice menu option in the Invoice Validation window will be available for all
invoice attachments, including when there is only one attachment on an invoice.

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 '

Flease wait while the required files are being installed.

Error

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.

Last modified: Jun 19, 2023
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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 13 of 379
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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 14 of 379
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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.
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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.
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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

m Mekorma Action Board - C5 (sa)

—
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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 Installing

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 you will not outsource any payments, 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 EET Security to mimic your check security?
Will you want Mekorma to email your EFT Remittances so that you can avoid setting Microsoft
word templates?

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

e o0 oo

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?
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8. How do you want to store your online check/remittance images?

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 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?

Will you 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: May 16, 2023
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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: May 16, 2023
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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: May 16, 2023
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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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4.4.1. Connecting a Third Party Document
System

If you use a 3rd-party document management system, you may want to consider having the
create a connector to your invoice documents using our document bridge.

This will enable your users to drill down into scanned invoice documents during the payment approval
process.
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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: May 16, 2023
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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 as administrator 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: May 16, 2023
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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: May 16, 2023
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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: May 16, 2023
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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: May 16, 2023
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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: May 16, 2023
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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*

[] CA STAKEHOLDER*

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: May 16, 2023
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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: May 16, 2023
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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

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 62 of 379



Mekorma

1.
2.

3.

=

Copyright © 2022 Mekorma Enterprises. All Rights Reserved.

Mekorma Products User Guide for GP - Build x91_en

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: May 16, 2023
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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 x91_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

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 81 of 379



Mekorma Mekorma Products User Guide for GP - Build x91_en

+ 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
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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
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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

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 86 of 379



Mekorma Mekorma Products User Guide for GP - Build x91_en

» 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: May 16, 2023
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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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|
|
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.

Copyright © 2022 Mekorma Enterprises. All Rights Reserved.

Last modified: May 16, 2023

Page 91 of 379



Mekorma Mekorma Products User Guide for GP - Build x91_en

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: May 16, 2023
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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
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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
ﬂ. ?! Print Ek Preview * Cancel [7] Keep window open after printing to print check copies
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
Check Printer Bullzip PDF Printer |v Paper Bin [
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.

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:

Configure the MICR Line

Choose Check Formats from the Check Format Library
Mekorma Fields for Check Stubs

Adding Elements to Check Formats
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Configure Refund Check Formats
Add a Logo to a Checkbook

Last modified: May 16, 2023
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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.
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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

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 99 of 379



Mekorma Mekorma Products User Guide for GP - Build x91_en

Last modified: May 16, 2023

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 100 of 379



Mekorma

Mekorma Products User Guide for GP - Build x91_en

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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6.5.1.2. 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: May 16, 2023
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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. To override a default signature with an approver signature at the individual threshold level, click on
the icon next to the Signature Line check box.

. i’ Checkmark: The default signature entered in the field will be printed for the payments in a
particular threshold level.

_iiil Two people icon: The approver signature will overwrite the default signature selected and
will be printed for the payment in a particular threshold level.

m Mekorma Threshold Maintenance - BB (DEBBIE) - O X
=D X Il @37 .
1] o
Save Clear Delete Copy File Tools Help Open Add
V7 " ¥  Note Note
Actions File Tools Help
Threshold ID  WORKFLOW3_THREE. [ [ Split Batches
Description Three approval levels for paym Sort Checks in Threshold Groups when printing
This window's settings apply to Task-Based Security. @ [] Enable Signatures Only for this Threshold 1D
From To ¥ ¥ Approver 1 Task ID P Approver 2 Task ID P Default User / Signature 1 ,P S Default User / Signature 2 P S @
$0.01 $993.99 2, KAREN O A
$1.,000.00 $5,000.00 MEKORMA_APROVER_TASK_LVL1 ver! i O
$5,000.01 $99,999.999,933,993.99 MEKORMA_APROVER_TASK_LVL2 MEKORMA_APROVER_TASK_LVL1 % |
v
4 4 » »l Legend: M Use Approvers Signature

5. Add a signature, using the look-up in the Default User/Signature 1 field. This opens the Mekorma
Signatures Files Lookup window.
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m Mekorma Threshold Maintenance - BB (sa) - O X
I I - N 21 AN TR
m Mekorma Signature Files Lookup - BB (sa) - O
Save :
v B E il
Select New File Teols Help Add
Thr ) ' M ¥ Note ches
De Actions File | Teols Help ks in Threshold Groups when printing
- a!. User ID - @ ignatures Only for this Threshold ID
A .
From UserID User Name Signature Task ID ‘P Default User / Signature 1 S Default User / Signature 2 ‘P S @
DEBBIE Debbie Franklin DEBBIEJPG Onw
DYNSA DYNSA
KAREN Karen Andersen KAREN.JPG
KEN Ken Ventura KEN.JPG
RYAN Ryan Rose KARENJPG
sa sa SAMPLESIGN...
v
4 4 » »l Legend: ‘v | Use Default Signature

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 Import Signatures directly to the Signature Library and then follow the steps below to

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 sighature assigned to a User ID.

m Mekorma Signature Files Lookup - BB (sa) - O X
AN J=
Select New File Tools | Help Add
i hd ¥  Note
Actions File Tools Help
82, User ID v @
User ID User Name Signature
DEBBIE Debbie Franklin DEBBIEJPG
DYNSA DYNSA
KAREN Karen Andersen KAREN.JPG
KEN Ken Ventura KEN.JPG
RYAN Ryan Rose KAREN.JPG
sa sa SAMPLESIGN...

Signature File Only
To change the view to Signature Files, click the dropdown and select Signatures.
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P Mekorma Threshold Maintenance - BB (sa) - ] X
=D x il & =
Save m Mekorma Signature Files Lookup - BB (sa) - O X
vEafleT
Select New File | Tools Help Add
Thre v v ¥  Note es
Desc Actions File Tools Help ks in Threshold Groups when printing
o gnatures Only for this Threshald ID
From User Name Signature ask ID IP Default User / Signature 1 P{ S | Default User / Signature 2 L{D S @
Debbie Franklin DEBBIEIPG o (W
DYNSA
Karen Andersen KAREN.JPG
Ken Ventura KEN.JPG
Ryan Rose KAREN.JPG
sa sa SAMPLESIGN...
v
44 Legend: ¥ | Use Default Signature

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

ID.
mMekorma Threshold Maintenance - BB (sa) - O X
™ e il &= M
Save m Mekorma Signature Files Lookup - BB (sa) - O X
;;;(. N | 3
vEdaflleo
Select New File | Tools Help Add
Thre v v ¥  Note es
Desc Actions File Tools Help ks in Threshold Groups when printing
o GSigr\aluvaI . ® gnatures Only for this Threshald ID
From Signature Created By Created Date ask ID IP Default User / Signature 1 P‘ﬁ 'Delal.llUserJSiglature 2 ‘P S @
DEBBIEJPG sa 1/30/2018 O WK
KAREN.JPG sa 1/30/2018
KEN.JPG sa 1/30/2018
RVAN.JPG sa 1/30/2018
SAMPLESIGNATURET.BMP  sa 1/30/2018
sa 1 |
v
IN 4 Legend: ¥ | Use Default Signature
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 - BB (sa) — O X

7l &% TE 4

d B X

44> »l
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Save m Mekorma Signature Files Lookup - BB (sa) - O X
vEa e
Select New File = Tools Help Add
Thre: - v ¥  Note nes
Desc Actions File Tools Help ks in Threshold Groups when printing
™ % User 1D - @ ghatures Only for this Threshald 1D
From User ID - User Name Signature ask 1D ‘P Default User / Signature 1 Pl 5} [ Default User / Signature 2 MQ @
||| DEBBIE Debbie Franklin DEBBIE.JPG ~
DYNSA DYNSA
Karen Andersen KAREN.JPG
L || KEN Ken Ventura KEN.JPG
L || RYAN Ryan Rose KAREN.JPG
sa sa SAMPLESIGN...
o v

Legend: (¥ | Use Default Signature
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Here the Threshold ID is configured to produce a single signature assigned to all dollar values.

m Mekorma Threshold Maintenance - BB (sa)

- O X
= P >
w9 X il @327
1 v
Save Clear Delete Copy File Tools Help Open Add
" he ¥  Note Note
Actions File Tools Help
Threshold ID | ONESIG 2 [] Split Batches
Description OMESIG [] Sort Checks in Threshold Groups when printing
This window’s settings apply to Task-Based Security. ® [] Enable Signatures Only for this Threshold ID
From To ¥ " Approver 1 Task ID P Approver 2 Task ID P Default User / Signature 1 P S Default User / Signature 2 P 5| @
$0.01 $99,999,399,939,939.99 2, KAREN O a
v
4 4» » Legend: ¥ Use Default Signature

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

8. 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.

m Mekorma Threshold Maintenance - BB (sa) - O X
™ B I Il @37
u b ¢ 4
Save Clear Delete Copy File Tools Help Open Add
v v ¥  Note Note
Actions File Tools Help
Thieshold ID | SIGNATURES e [ Split Batches
Description SIGNATURES [] Sort Checks in Threshold Groups when printing
This window's setiings apply to Task-Based Securty. ® [ Enable Signatures Only for this Threshold 1D
From To % - Approver 1 Task ID /K— Approver 2 Task ID /K_ Default User / Signature 1 P S Default User / Signature 2 P ol @
$0.01 $4,993.99 Tk KAREN.IPG O )
$5,000.00 $49,999.99 8, KAREN [/, KEN
$50,000.00 $99,999,999,999,999.99 O
v
IR Legend: | ¥ | Use Default Signature
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Adding Signature Lines

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.

m Mekorma Threshold Maintenance - BB (sa) — O X

) X Il @37

Save Clear Delete Copy File Tools Help Open Add

N ¥  Note Note
Actions File Tools Help
Threshold ID SIGNATURES P 1 5plit Batches
Description SIGNATURES [[] Sort Checks in Threshold Groups when printing

This window's settings apply to Task-Based Security. ® [ Enable Signatures Only for this Threshold 1D

From To 4 Approver 1 Task D ;_ Approver 2 Task ID f Default User / Signature 1|5 Default User / Signature 2 @
$0.01 $4,999.99 {} KAREN.JPG ] -~
$5,000.00 $49,993.93 2, KAREN L1188, KEN
$50,000.00 $99,999,999,999,939.99 ~
v
44> » Legend: ¥ | Use Default Signature

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 vour Threshold ID to a Checkbook.

Last modified: May 16, 2023
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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.

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 110 of 379



Mekorma Mekorma Products User Guide for GP - Build x91_en

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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m Mekorma Threshold Maintenance - BB (sa) — [} s

X it @370

Save Clear Delete Copy File Tools H;Ip Open Add

N7 ¥  Note Note
Actions File Tools Help
Threshold ID ‘WORKFLOW1_ONE AP p [ Spiit Batches
Description One Approval level for all [] Sort Checks in Threshold Groups when printing

This window's settings apply to Task-Based Security. ® [[] Enable Signatures Only for this Threshold ID

From To 4 Approver 1 Task ID P Approver 2 Task D P Default User / Signature 1 P S Default User / Signature 2 P s @
30.01 $99,999,999,999,999.99 MEKORMaA_4PROVER_TASK_LVL1 8, KAREN N}EI Oa
v
44y Legend: ¥ Use Default Signature

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 Email/Text Notification 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 Review and Approve to approve the batch, or, for testing purposes, just
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.

Last modified: Jun 19, 2023
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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:

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 115 of 379



Mekorma

m Security Role Lookup - CS (sa)

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.

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.

71l Mekorma User Preferences ... — O X

o) L
Il
File Tools

- -

File Tools

Enable Out-0f-Office Fe-Route of Approval
Delegate User ID | KEN

Start Date B/23/2023 M=
End Date £/30/20232 H
Signature File KAREM.JPG (D)
Powerdpp Acct
E-Mail &ddress karen@balancedbusiness. com
Text Murmber

E R 2

Motification Events | 1st. 2nd. Reg

Uzer Infarmation

=~ Companies
Fabrikam, Inc.
é----EaIanced Business
?....Cgmplete Solutions

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@yvtext.com)

4. Click the Naotification Events arrow button to open the Threshold Email Notifications window.
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71l Threshold Email Notifications - BB (KAREN) - O X
i'| e
i il @
Save Cancel File Tools | Help
Actions File Tools | Help
Uzer (D KAREM

Motification Azsignment

- All Cemnpanies

[+ Fabrikam, Inc.

= Balanced Business

Code: 1st, 2nd, Req

E\@ Motify first approver when payment is...

[ Below approver's threshold range

.4 Within approver's thresheld range

-[[] Mot approvable - notification only

(&) Motify second approver when payment is...
-[] Below approver's threshold range

-[] Within approver's threshold range

. Mot approvable - notification only

-4 Motify when...

% Only my requested batch statuses change
@ Batch has been canceled

. Batch has been fully approved

-4 All payments in a batch have been rejected
- A payment pending approval has been rejected

@A voucher within a payment pending approval has been rejected

[#- Complete Solutions

StateClick: 31100000, Rale : zME_TB_MSG_YR

5. If there are multiple companies, and the same notification is required for all companies, you can click
All Companies and select the type of notification required. Otherwise, click the company to set email
notifications for and select the type of notification required.

A notification event that has a green circle with a white check mark indicates that all options below are
marked. A notification event that has a green check mark in a white circle indicates that at least one,
but not all, options are marked.

6. Select the type of notification required.
* Notify first approver when payment is... — This is the first approval notification when AP sends
requests.
o Below approver’s threshold range — If you are an approver, you can choose to receive
email notification for the payments that are below your threshold range.
o Within approver’s threshold range — If you are an approver, you can choose to receive
email notification for the payments that are within your own threshold range.
> Not approvable — notification only — If you are not an approver, you can choose to be
notified when payment approvals are created.
» Notify second approver when payment is... — The second approval notification after the
payments are approved by the first approver.
o Below approver’s threshold range — If you are an approver, you can choose to receive
email notification for the payments that are below your threshold range.
o Within approver’s threshold range — If you are an approver, you can choose to receive
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email notification for the payments that are within your own threshold range.
> Not approvable — notification only — If you are not an approver, you can choose to be
notified when payment approvals are created.

» Notify when... — A notification when the approve, reject, or cancel action has taken place.
Typically, an AP clerk who sends approval requests will want to get email notifications on all the
events.

> Only my requested batch statuses change — If you are a requestor, you can choose to
receive email notifications for only the batches for which you have requested approval. If
you select this option, you also must select one or more options below to receive email
notifications for the indicated batch status changes.

o Batch has been canceled

o Batch has been fully approved

o All payments in a batch have been rejected

o A payment pending approval has been rejected

o A voucher within a payment pending approval has been rejected

If Multi-Entity Management is installed and enabled, you can select an email notification per entity.
Users can only view the entities to which they have access.

mThreshold Email Notifications - BB (KEN) — O X
d X =
u k. ®
Save Cancel File Tools | Help
Actions File Tools | Help
User IO KAREN D

Matification Assignment

[ All Companies
Fabrikarn, Inc.
E| Balanced Business
. Code: 1st”, 2nd*, Req
@ MNaotify first approver when payment is...
@ Motify second approver when payment is...
EI@ MNotify when...
'@' Only my requested batch statuses change
9@ Batch has been canceled
_.[]100
{5 200
..[[1] 500
..[[] 600
-] 999
-4 Batch has been fully approved
G4 All payments in a batch have been rejected
£
£

]--@A payment pending approval has been rejected

o A voucher within a payment pending approval has been rejected
- Complete Solutions

Won-Farent: 0, Raole :
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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).

3. Click on Approval Email Setup.

Mekorma Security Maintenance - BB (sa) — O

WX 7 & &

Save Cancel Quick  Approval
Reasons Email Setup

Actions

- -

il @

Options File Tools | Help

Options File Tools | Help

X

To continue to use the security models prior to this release leave the selection to "Legacy’ [:D

- Balanced Business
. Task-Based Security
. Disable 'Print Blank Checks' Menu Option
= Purchasing
LEEFT Security
Lo Payroll
Authorizers: 0
. Authorization Task 1D : "
-[# Direct Deposit Security
.. + Users with Blank Check Access...

- Complete Solutions

.. Fabrikam, Inc.

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

4. For each GP User ID you would like to assign an email address to, enter the correct email address.
This effectively links a GP User ID to an email address. You must enter a unique email for each User

ID.
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P Approval Email Setup - BB (sa) - O X
N o 5 l o
|_@_| E UU |@|
QK Options File Tools | Help
Actions | Options File Tools  Help
Uszer @ FPaowertpp Account
E-mail Address Muohification Events @
Out-0F-Office Delegate Start Date End Date
DEBBIE ~
debbie@balancedbusiness. com [ALL] 1t
DM S
[ALL] [Urzet]
FAREM
karen@balancedbusines . com [&LL] Reqg®
KEM
ken@balancedbuzinesss. com [&LL] 2nd*, Reg*
LESSOMUSERT
[&BLL] [Unzet]
LESSOMUSERZ
[ALL] [Unset] ¥
Powerdpproval Web Link: https:/Apowerapps.microsoft. comden-us/portals

5. Adminstrators can expand the rows by clicking on the chevron arrows:

Y

/ . =
=

I | g

k- 2 L

¥l Approval Email Setup - BB (sa) - O X

I @

Powerdpproval Web Link:

O_K Options File Tools | Help
| Actions | Options File Tools | Help
User @ Fowerdpp Account
E-mail Address Matification Events
Out-0f-Office Delegate Start Date EndDate
DEBBIE A
debbiet@balancedbuziness. com [ALL] 1st*, 2nd®, Re
0/0,/0000 0/0,/0000
OGS
[&LL] [Unzet]
00,0000 0/0,/0000
KAREM
karen@balancedbusiness.com [ALL] 1st*, 2nd®, Re
KEMN 542472023 B/18/2023
]

hittps: //powerapps. microsoft, comden-us/portals
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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
for other users.

and text notifications. Administrators cannot perform those functions
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6. Click the Notification Events field for a specific user to indicate the events for which a notification
should be sent.

¥ Approval Email Setup - BB (sa) - O X
. 0 5 !. ;f._-.\-.
| | 2 | |
oK Options File Tools | Help
| Actions  Options File Tools | Help
Uger @ Powerdpp Account
E-mail &ddress taotific-ation Events
Out-0f-Office Delegate Start Date EndDate
CDEBEIE A
debbie@balancedbusiness. com SLL] Teb, 2nd®. Re
00,0000 0400000
OGS
PO
(0/0,/0000 /00000
KAREM
karent@balancedbusiness.com
KEM 5/24/2023 6/15/2023
]
FPowerdpproval web Link: hitps: //powerapps. microsoft, comden-us/portals

7. If there are multiple companies, select the company to set specific notification events for, and then
select the type of notification needed. Refer to step 6 in the
for details about the notification types.

section above
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Threshold Email Notifications - BB (KAREN) - O X
HX = i @
IR ©
Save Cancel File Tools | Help
Actions File Tools | Help
User ID DEBBIE D

Matification Azzignment

=- All Companies
.. Code: [ALL] 1st, 2nd, Req®
9@ Maotify first approver when payment is...
@ Below approver's threshold range
i@ Within approver's threshold range
[ Mot apprevable - notification only
[—j@ Motify second approver when payment is...
.[] Below approver's threshold range
[ Within approver's threshold range
i@ Mot approvable - notification only
B--@ Maotify when...
.[] Only my requested batch statuses change
.. Batch has been canceled
i@ Batch has been fully approved
-[] All payments in a batch have been rejected
@A payment pending approval has been rejected
@ A voucher within a payment pending approval has been rejected
[+)- Fabrikam, Inc.
[+~ Balanced Business
[#- Complete Selutions

StateClick: 22100000, Role : zME_TB_MSG_ER

If Multi-Entity Management is installed and enabled, you can select an email notification per entity.
Users can only view the entities to which they have access.
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= Il @
- >
Save Cancel File Tools | Help
Actions File Tools | Help
User ID KAREN B

Matification Assignment
Gl All Companies
- Fabrikam, Inc.
= Balanced Business
Code: 1st*, 2nd™, Req
@ Motify first approver when payment is...
@ Naotify second approver when payment is...
B@ Motify when...
@ Cnly my requested batch statuses change
E|® Batch has been canceled
-[[]100
. 200
-] 500
-] 999
[j—-@ Batch has been fully approved
[]—-@AII payments in a batch have been rejected
[]—-@A payment pending approval has been rejected
[j—-@ﬁ. voucher within a payment pending approval has been rejected
[+~ Complete Solutions

StateClick: 20700300, Role : 2ME_TB_MSG_BC

8. Click OK to close the window.

Example: Notification Assignment Options

When a user requests approval for a batch, their user ID is attached to that batch
Requestor. The user who approves the batch is called the Approver.

Suppose you have the following users:
* Requestor A
* Requestor B
* Requestor C
» Approver S
The following batch approvals are requested:
* Requestor A requests approval for ‘BATCH-A’

* Requestor B requests approval for ‘BATCH-B’
* Requestor C requests approval for ‘BATCH-C’
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. We call this user the
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The following Notification Assignment Options are selected:

» All requestors and approvers have ALL of the batch status checkboxes marked.

* Only Requestor A has ‘My batch status ONLY has changed’ marked so he will receive email
notification about only the batches for which he has requested approval.

* Requestors B and C have ‘My batch status ONLY has changed’ unmarked so they will receive
email notifications about all batch status updates.

» Approver S has ‘My batch status ONLY has changed’ unmarked.

When BATCH-A is fully approved, the following users receive the email notification:

* Requestor A
* Requestor B
* Requestor C
» Approver S

When BATCH-B or BATCH-C are fully approved, the following users receive the email notification:
* Requestor B

* Requestor C
* Approver S

Requestor A DOES NOT get the email notification because he did not request approval for the batch
and his user ID is not attached to the batch.

Last modified: Jun 19, 2023
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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:

Mekorma Threshold Maintenance - BB (sa) - O X
w9 X le317
u &
Save Clear Delete Copy File Tools Help Open Add
et it ¥ Note Note
Actions File Tools Help
Threshold ID WORKFLOWS3_THREE. P [ Spiit Batches
Description Three approval levels for paym [] Sort Checks in Threshold Groups when printing
This window's satiings apply to Task-Based Securly. ® [C] Enable Signatures Only for this Threshold 1D
From To % - Approver 1 Task ID ,,D Approver 2 Task ID p Default User / Signature 1 P S Default User / Signature 2 P 5] @
$0.01 $999.99 2, KAREN O A
$1,000.00 $5,000.00 MEKORMA_APROVER_TASK_LVL1 2, KAREN ¥ [] %, DEBBIE |
$5,000.01 $99,999,999,999,999.99 MEKORMA_APROVER_TASK_LVL2 MEKORMA_APROVER_TASK_LVL1 8, KAREN 4[] 8, DEEBIE |

44> » Legend: M Use Approvers Signature

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.

m Mekorma Threshold Maintenance - BB (sa

H9X 0 E il @37

Save Clear Delete Copy

O X
File Tools Help Open Add
D M ¥  Note Note
Actions File Tools Help
Threshold ID  WORKFLOW3_THREE. IP [ Split Batches
D ipti Thiee approval levels for paym |
This window's settings apply to Task-Based Security. (i)

From

[ Sort Checks in Threshold Groups when printing

["] Enable Signatures Only for this Threshold ID
To MADDIWH 1TaskID IP Approver 2 Task ID {P Default User / Signature 1 {P‘ S Default User / Signature 2 ]P 5 @
$0.01 $999.99 2, KAREN ™ O~
$1.000.00 | $5,000.00 MEKORMA_APROVER_TASK_LVL1 | ‘% KAREN 4[4 %, DEBBIE M
$5,000.01|  $99,999,999.999,393.93 MEKORMA_APROVER_TASK_LYL2 MEKORMA_APROVER_TASK_LYL2 .% KAREN R[Zl a2, KEN 5T

4r »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.
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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.
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RENT
m Mekorma Threshold Maintenance - BB (sa) - O X
HEH9X | §l @317
Save Clear Delete Copy File Tools Help Open Add
b ha ¥  Note Note
Actions File  Tools Help
Threshold ID  RENT Is) [] Split Batches
D ipti RENT | [] Sort Checks in Threshold Groups when printing
This window’s setfings apply to Task-Based Securly. @ [[] Enable Signatures Only for this Threshold ID
From To |4+ Approver 1 Task ID |9 Approver 2 Task ID |9/ Default User / Signatwre 1 |9 S | Default User / Signature 2 |9/ 5 (@)
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v
4> Legend; Use Default Signature

Please see Vendor Class Security for information on how to designate these Threshold IDs to their
respective Vendor Classes.
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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: May 16, 2023

Copyright © 2022 Mekorma Enterprises. All Rights Reserved. Page 135 of 379



Mekorma Mekorma Products User Guide for GP - Build x91_en

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 - BB (sa) - O X

=D X il @37

Save Clear Delete Copy File Tools Help Open Add
v b ¥ Note Note

Actions File Tools Help
Threshold ID TASKEXAMPLET P B4 Split Batches
Description [TASKEXAMPLE ] Sort Checks in Threshold Groups when printing
This window’s settings apply to Task-Based Security. (i) [] Enable Signatures Orly for this Threshold 1D
From To ¥ " Approver 1 Task ID P Approver 2 Task ID P Default User / Signature 1 P S Default User / Signature 2 P S @
$0.01 $1,000.00 } SAMPLESIGNATURESE O s
$1.000.01 $4,999.99 MEKDRMA_APROVER_LEVEL_2 3 SAMPLESIGNATURE3E B[] O
$5,000.00 $99,999,999,999,999.99 MEKORMA_APROVER_LEVEL_2 MEKORMA_APROVER_LEVEL_3 2, KAREN 8[| 8, KEN ke
v
440 »l Legend: ¥ Use Default Signature

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.

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

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

2. Open the Mekorma User Preferences window.

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

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.

5. Choose the Start Date and End Date for which you would like the Delegate to approve on your
behalf.

ﬂ Mekorma User Preferences ... — O X

il

File Tools

File Tools

[ Enable Out-0f-Office Ae-Foute of Approval

Delegate User 1D KEN D
Start Date 4/3/2023 sti]
EndDate 4/3/2023 iszi|
Signature File DEBBIE.JPG @
Powerdpp Acct
E-Mail Address debbie@completesolutions.com
Text Number

¥ ¥

Notification Events | 1st. 2nd, Reg

User Information
= Companies
Fabrikam, Inc.
Balanced Business
Complete Solutions

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

Last modified: May 16, 2023
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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 Mekaorma Security Setup - CS (sa) —

o i —~

X = Il @
= IR -

Save Cancel | Options File Tools | Help
- -

- -

Actions Options File Tools | Help

| et

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

-Complete Solutions

- Task-Based Security
-@ Legacy Security

(8 Fabrikam, Inc.
@ Task-Based Security

--OSplit Batches

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

----- Authorizers : 0

- Authorization Task 1D : ™

-~ EFT Security

- Payroll
- Authorizers : 0

- Authorization Task 1D @ "

I Direct Deposit Security I

-- % Financial

----- Authorizers : 0

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

* 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
rejection reason is needed.
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6.6.9. 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. 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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6.7. Security for Miscellaneous Checks

Coming soon
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6.8. 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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Save Cancel Quick  Approval Options File Tools = Help
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Actions Options File Tools  Help
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- 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
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.. Fabrikam, Inc.

Authorization Task ID MEKORMA_BATCH_AUTHORIZER fJ
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* Double-click a company name to expand the Security tree.
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6.9. 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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6.9.1. 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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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 *
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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
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@ 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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6.9.2. 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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6.9.2.1. 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 x91_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: May 16, 2023
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6.9.2.2. Assigh 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

Copyright © 2022 Mekorma Enterprises. All Rights Reserved.

Setup

Navigate to the Assign Named Printers window (Microsoft Dynamics GP drop-down menu > Setup >

Page 157 of 379



m Assign Named Printers - TWO (sa)
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O v« @

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: May 16, 2023
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6.10. 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: May 16, 2023
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6.11. 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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6.12. 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: May 16, 2023
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6.12.1. 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) — *

9= i e

oK File Tools | Help Add

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 ,}_ r
Corporate o
EFT Payables Dptians: 227
. Persanal - I
[] Payables Prencte Required - ——
X Foreign e f.
Prencte Grace Period 0
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.
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6.12.2. 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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4. This is where you enter the email address:

m Internet Information - CS (sa) — O

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...




Mekorma

Mekorma Products User Guide for GP - Build x91_en

6.12.4. 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: May 16, 2023
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6.12.5. 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: May 16, 2023
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6.13. 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: May 16, 2023
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6.13.1. 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 Hel