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1. Release Notes for Mekorma Build x92

Mekorma Build x92 was released on Tuesday, October 24, 2023.

* Mekorma Build x92 is compatible with Microsoft Dynamics GP 18.4, 18.5, and 18.6.

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

=

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

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

a-flow.

Follow the links below for detailed notes on:

* New Features
e |ssues Fixed

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”.

Installation in Progress '

Please wait while the required files are being inctalled.

Error

The specified account already exists.

Q0K

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 7 of 392
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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: November 2, 2023
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1.1. New Features & Changes

Release Notes for Mekorma Build x92 released Tuesday, October 24, 2023.
Announcements and Changes
Invoice Capture

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

Payment Hub

* The Text Number field in the Mekorma User Preferences window will be deprecated for
both Legacy Security and Task-Based Security users in a future release.

Integration with Binary Stream Multi-Entity Management (MEM)

¢ When you are using MEM and have process IDs created before you upgrade, the
entity ID field will remain empty in the Action Board Process Maintenance window. You
can continue to create batches using those process IDs and can add an entity ID at
any time.

e MEM Centralized and Decentralized process changes have occurred.

o Centralized process - If the entity has been set up as a parent entity (MEM page
> Setup > Company > Purchasing > Centralized AP), it will call MEM centralized
process. The batch will be created including all the invoices from its child
entities.

o Decentralized process - If the entity has not been set up as a parent entity, the
process is considered a decentralized process and will create one batch per
entity based on the Process ID setup.

* Data migration after the upgrade:

o When you are using MEM and upgrade Invoice Capture from x91 or earlier, the
Invoice Capture Setup window will display the company email invoice and the
entire list of entities. Users can enter an invoice email for each entity.

o If the centralized process is used, the Entity ID field will be blank in the Action

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 9 of 392
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Board Process Maintenance window. You will need to add the entity ID to each
process ID.

o |If the decentralized process is used, the proper entity for each invoice will be
displayed in the Entity ID field in the Action Board Process Maintenance window.

Mekorma Support Diagnostic Tool (SDT)

e The , available from the About Mekorma Products
Manager window (About GP window > Additional button > Mekorma Products Manager
> select Support from the menu > Mekorma Support Tool), collects the Mekorma
System Option setting to provide the current configuration to support when needed.

What’'s New

Integration with Multi-Entity Management by Binary Stream®

* You can select an entity ID when you create a process ID. Only checkbooks assigned

to that entity ID will be displayed when you click the lookup button for the Checkbook
ID field.

* You can for the following
actions:

o Request Approval
o Process Checks and EFTs
o Post Batches

* When the MEM Connector for Payables is registered and enabled you can include the
entity ID on the check stub for a payables transaction check.

Mekorma Invoice Capture

* Mekorma Invoice Capture supports processing invoices by entity when you’'re using
MEM. Users will be able to view only the entities to which they have access.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 10 of 392
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Mekorma Payment Hub

* We improved the refresh rate for the data in the Mekorma Signature Library window.

Mekorma Power Approvals

* You can view the entity for a transaction with Mekorma Power Approvals. Users will be
able to view only the transactions for the entities to which they have access.

PLEASE NOTE

o =

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

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: October 30, 2023
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1.2. Issues Fixed

Release Notes for Mekorma x92 released Tuesday, October 24, 2023.
Mekorma Payment Hub

e All transactions in a batch are automatically approved when the batch requestor is
also the first approver for any threshold.

e EFT numbers will no longer be skipped when you have selected to sort checks in
threshold groups. This applies to both Legacy Security and Task-Based Security.

* When generating the Corpay outstanding payment report for a date range of over 90
days, a helpful message is displayed.

* You can choose to view SafePay batches with a zero total in the Mekorma Action
Board. To do this, select the action, Generate SafePay, and click on the View menu.
Select Display $0 batches.

e When you open Payment Voucher from the Mekorma Approval navigation list, you can
sort multiple payments or multiple vouchers applied to a payment by clicking on the

Amount column header.

* The Email Extraction flow used for sending email notifications with Invoice Capture is
compatible with Microsoft SQL Server version 2016 and later.

e Batches in the Action Board now display the correct status when using a Dynamics GP
named system database other than DYNAMICS.

* The date entered in the GL Post Date field in the Action Board header now sets the
posting date for all transactions in the batch during the posting process.

Mekorma Invoice Capture

* The Email Extraction flow used for sending email notifications with Invoice Capture is
compatible with Microsoft SQL Server version 2016 and later.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 12 of 392
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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:

o=

Installation in Progress '

Please wait while the required files are being inctalled.

Error

The specified account already exists.

0K

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

Last modified: October 30, 2023
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2. Introduction to the Mekorma Payment
Hub

Welcome to Mekorma’s online user guide, designed to equip you with the knowledge needed to
install, configure, and run payment processes using for Payables/
Payroll, the Action Board, Remote Payment Services, and the MEM Connector for Payables/
Payroll. This guide can always be accessed from

Primary Features

Mekorma Payment Hub is a payables solution integrated with Microsoft Dynamics GP® and
offers:

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

* A sophisticated payment approval security system

e 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

* Compatibility with the Dynamics GP Web Client

Additional Products

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.

Guide Structure
The user guide is organized into seven topic categories:
. : 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.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 14 of 392
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e Preparing for the Mekorma Payment Hub: Learn what you need to know and plan for
before installing and processing payments with the Mekorma Payment Hub.

e Installing the Mekorma Payment Hub: Describes how to install our product or upgrade to
the latest build.

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

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

e Using Mekorma Payment Hub for US and Canadian Payroll: Demonstrates day-to-day use
of the Mekorma Payment Hub for Dynamics GP Payroll systems.

* Reguesting Support, Implementation or Customization: Explains how the Mekorma
Customer Success team is standing by to help you with whatever you need.

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

Last modified: November 2, 2023
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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.

* Qut-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.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 16 of 392
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Mekorma Legacy Security

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

Selecting a Security Model

Mekorma lets users decide which security model to use, and you can readily switch between
Task-Based Security and Legacy Security.

For those that use Legacy Security, there are scenarios in which you may need to reenable
Legacy Security. For example, if you upgrade to a newer Mekorma build, any new company you
add will, by default, have its security model set to Task-Based Security. You will need to set the
security model to Legacy Security for these new companies. All existing companies under
Legacy Security will remain with that security model in place.
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Y For first-time installation of Mekorma build x76 or later, Task-Based Security will
be set as the default. Existing Mekorma customers will inherit their Legacy
settings upon upgrade to build x76 or later.

To select the security model you want to use, access the Security Setup window (Mekorma Area
Page > Setup > System > Security Setup).

1. In the Security Setup window, double-click on the company you would like to configure.
This will expand the list of options.

2. In the Options menu, select Enable Legacy Security Selection.
mMekorma Security Maintenance - CS (sa) — O X

HX 7 R

Save Cancel Quick  Approval
Reasons Email Setup

Actions Enable Legacy Security Selection *

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

Balanced Business
Complete Solutions
Task-Based Security
[ Disable 'Print Blank Checks' Menu Option
= Purchasing
EFT Security
= Payroll
Authorizers: 0
Authorization Task ID : "
Direct Deposit Security
+ Users with Blank Check Access...

* Double-click a name to d the S ity tree.

3. Task-Based Security is selected by default with new builds. Enable Legacy Security by
clicking on the corresponding radio button.
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m Mekorma Security Maintenance - CS (sa) O X

AX 7 & 2 &1 @

Save Cancel Quick  Approval Options File Tools = Help
Reasons Email Setup x > > b

Actions Options ~ File | Tools Help

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

Balanced Business
Complete Sclutions
@ Task-Based Security
[ Disable ‘Print Blank Checks' Menu Option
= Purchasing
EFT Security
= Payroll
Authorizers: 0
Authorization Task ID : "
Direct Deposit Security
+ Users with Blank Check Access...
| O Legacy Security |

* Double-click a name to d the S ity tree.

* |If Legacy Security is selected, clicking on the Legacy Security hyperlink will open the
security configuration window, allowing you to set passwords by user ID, Checkbook, or
Standard GP Security (‘None’).

* |f Task-Based Security is chosen, clicking on the Task-Based Security hyperlink will take
you to the Threshold Maintenance window, where you can configure the Threshold IDs
that will later be applied to checkbooks.

4. Selecting Legacy Security will warn you that this is a ‘no passwords’ security model. Click
OK to continue.

5. Click Save. When switching security models, you must log out of Dynamics GP, then log
back in for the changes to take effect.

Last modified: October 23, 2023

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 19 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

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:

e 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


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

Mekorma

Mekorma Products User Guide for GP - Build x92_en

You can select multiple checkbooks across all your companies and do each of these actions

with one click.

m Mekorma Action Board - C5 (sa)

& 2 B

e

Process Options | View File Tools  Help Add
- A4 - ¥  DMNote
Actions View File Teools Help
Action Build Payrent B Frocess 1D EOw 7 Description | End of week Payment |
Mark All|| Upmark Al | 58 Redisplay |
Build Iﬁ Batch Number Company Checkbook Type Currency Reason Batch will not be created
UTILITY <PENDING-00001> Fabrikam, Inc. FIRST BANK EFT  Z-US$
EMPLOYEE <PENDING-00002> Fabrikam, Inc. FIRST BANK EFT  Z-US$
DUEINT <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$
DUEINT <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$

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Last modified: October 23, 2023

Page 22 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

2.3.1. Using the Action Board

Different functionality is available in the Mekorma Action Board. Icons and options are
displayed depending on the selection in the Action field and the type of batch selected.

Mark vs. Select

In the Action Board, “mark” means to put a check in the checkbox and “select” means to
highlight the row. In the example below, batch numbers ACE100 and ADV100 are “marked” and
batch number CAD is “selected”. Different options are available depending on whether you
mark or select a row.

1l Mekorma Action Board - BB (sa)

& 2 % 2 2Eflen
wy =] W e | Y | &
Process Opticns Print Refresh | View File Tools | Help Add
Alignment = bt ¥ ¥  MNote
Actions View File Tools Help
Action | Process Checks and EFTs ~ Check Date

[

Balanced Business

CAD CEID

Batch Mumber Company Checkbook Prepay
. @ oe Balanced Business BB FIRST BAMK Check
|:| & 4790 Balanced Business BB FIRST BAME Check
& ACE100 Balanced Business BB UPTOWM TRUST Check
& ADv100 Balanced Business BB UPTOWM TRUST Check
A, @ ADV200 Balanced Business EE FIRST BAMK Check
|:| BEAL Balanced Business WESTBAME Check

o CADM Balanced Business CAD CBID Check
A NEW Balanced Business WESTBAMNE Check
A NEW2 Balanced Business WESTBAME Check
L & NEW Balanced Business BE FIRST BAMEK Check
1. @ RETEST Balanced Business EE FIRST BAMK Check
|:| SPCCHECE Balanced Business WESTBAME Check
|:| & TESTEATCH Balanced Business BB UPTOWMN TRUST  Check

O Legend

Icons

The following table describes the icons that can be displayed in the Mekorma Action Board.
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‘ Indicates the batch contains transactions for pre-printed check stock and must be printed

separately from remitances.

View Menu Options

1% Indicates the batch requires approval before further processing.

The following table explains the options available from the View menu in the Mekorma Action
Board. The options that are available depend on the row selected.

Mekorma Action Board - BB (sa)

e g H‘ o
wy | W e | | H

Process Options Print Refresh | View File Help Add
Alignment = b ¥  MNote
Actions View File Help
Achion |F'ru:u:ess Checks and EFTz o | Check Date
Mext Check Murnber Checkbook Prepay
Mark Al Lsiness BE FIRST BAME Check
LSIness BB FIRST BAME Check
Gl Usiness BB UPTOWN TRUST Check
Refrech LIsiness BE UPTOWM TRUST Check
LSINEss BB FIRST BAME Check
show Batches > lusiness WESTBANK Check
Company Filter *
- USiness caD CBID Check
MEW Balanced Business WESTBAMEK Check
A MEW2 Balanced Business WESTBAMNE Check
A @ NEWA Balanced Business BE FIRST BAMEK Check
. @ RETEST Balanced Business BE FIRST BAMEK Check
|:| SPCCHECK Balanced Business WESTBAME Check
|:| @ TESTBATCH Balanced Business BB UPTOWM TRUST Check
<
O Legend
Menu -
. Description
Option
Next Displays the company, bank ID, and next check number that will be used for the

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.
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Check transactions in the selected batch. This option is available only for the Process
Number Checks and EFTs action.

Displays a message that you can’t print separate remittances for a checkbook that
Preprinted uses pre-printed check stock. This option is available only for the Process Checks and
Checks EFTs action and when you have selected a batch of pre-printed check stock
transactions.

Mark All Marks all of the batches in the Mekorma Action Board.

Unmark All Unmarks all of the batches in the Mekorma Action Board.

Mark
Marks all of the batches that are selected in the Mekorma Action Board.
Selected
Unmark . .
Unmarks all of the batches that are selected in the Mekorma Action Board.
Selected
Refresh Refreshes and redisplays the data in the action board.
Show Displays the all batches, batches that are ready to process, or batches that contain
Batches errors.
Companies _, . . .
to Show Displays either all your companies or the current company that you are logged into.

Last modified: October 23, 2023
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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.

Watch this video for a quick overview of how Mekorma Power Approvals works.

DEMO

s o Py o v

MEKQRMA

. Microsoft

! A1 Dynamics GP

FOR

For more information see


https://www.youtube.com/embed/xcTrXxKe2RM?rel=0
https://www.mekorma.com/products/powerapprovals.aspx
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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.

When the MEM Connector for Payables is registered and enabled for a checkbook, you can
select to print the entity ID on a voucher remittance for a payables transaction check.

For more information see
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3. 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 Introduction 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 Questions to Ask Before Install 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.

Last modified: June 19, 2023
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3.1. 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 vour 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. Will you want your EFT Remittances to match your check Remittances?
b. Will you want your EFT Security to mimic your check security?
c. Will you want Mekorma to email vour EFT Remittances so that you can avoid setting
Microsoft word templates?

7. Do vou plan to use the Action Board? If so, you will want to review with your AP team their
needs:
a. What are the exact processes and frequencies for building AP batches?
b. What are their needs around posting reports?
c. What payment batch types will they be processing—Checks? EFTs? Outsourced
payments?
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d. What is the printer configuration?

8. How do vou want to store yvour 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 it.

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 Power Approvals mobile
application?

If you want to use a payment approval process and give approvers the ability to approve/reject
transactions remotely, then Mekorma Power Approvals 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
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mobile device or a supported browser.

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

Last modified: October 23, 2023
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3.2. 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 Y2 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: June 19, 2023
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3.3. 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
* Qutput 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:

e 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.
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Blank check stock has the following advantages over using pre-printed stock:

* 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: June 19, 2023
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3.4. Power Approvals System Requirements

Power Apps subscription

You will need a Power Apps subscription in order to access Mekorma Power Approvals. 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
o 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 two apps and one portal.
Here’s an example of a single app licensing scenario:
Your organization has three approvers that use Mekorma Power Approvals. 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 three approvers that use Mekorma Power Approvals. 3 x
$40 per user/per month = $120/month. Yearly investment = $1440
e For additional licensing information
* |n 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. Power
Approvals makes use of the connector in both the app and the triggered flow.
o Itis 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
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¢ Windows 10, Windows Server 2012 R2, Windows Server 2008 R2, Windows Server
2012, 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 Power Approvals:

e 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
° 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 Power Approvals

Supported platforms for running Power Approvals using the Power Approvals mobile application
e Android 7 or later
e i0S 12 or later
e 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
o i0OS 8 or later
o macQOS

* Microsoft Edge (Chromium version)
o Windows 10

e Mozilla Firefox (latest version)
o Windows 7 SP1, Windows 8.1, and 10
o Android 5 or later
o i0S 8 or later
° macOS

¢ Apple Safari (latest version)
o i0S 8 or later
° macOS

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

ot» The Mekorma Customer Success team is available for assistance with
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implementation and training on Power Approvals or other Mekorma products.

Last modified: October 23, 2023
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3.4.1. 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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4. 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: June 19, 2023
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4.1. Find Your Dynamics GP Version

What version of Dynamics GP are you running?

Before downloading Mekorma, you need to know what version of Dynamics GP is running so
you can choose the correct Mekorma installer. 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
el o
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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o =

m About Microsoft Dynamics GP - CS (sa)

= e —
® = T Il @
- o= u L
OK  Options = Additional File Tools | Help

- hd - -

Actions Additional File Tools | Help

Microsoft Dynamics GP 2018

Session Information Version Information

=m Microsoft

18.00.0628 (R2)

Current: Total Registered Microsoft Dynamics GP

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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4.2. 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 Power Approvals

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

* Power Approvals build x80 is only compatible with Mekorma Payment Hub build x80
* Power Approvals build x81 is only compatible with Mekorma Payment Hub build x81

To install or upgrade Power Approvals, please refer to the

Remote Payment Services Connector

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

Upgrade

When a new build of Mekorma Payment Hub is released, a corresponding Remote Payment
Services 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 Remote Payment Services Providers must
correspond to the version numbering of the Mekorma Payment Hub. Check your
version numberin

1. Download the Remote Payment Services Providers Installer.

2. Run the Remote Payment Services 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: October 23, 2023
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4.3. 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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Bl Mekorma Products Table Maintenance - BB (sa) = 0 X
- i 5 L '1 . ,.:’::
» N < Il @7
Registration Upgrade] Process & Enable File Tools | Help Add
History | Selected Companies it - *  Note
Actions File Tools Help
MekomsProducts 18020082
Microsoft Dynamics GP 16. 21036 (R2019)
Betseed s e Hleion

_Search Company Mames

Campany Statusn_as I"’ Fle.ad_.l,l éj Meeds .-'-‘-.tt.entic.un fﬁ In.cc;mpa.til:ule IX-D-iéa.hiE.d.

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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4.4. Products Registration

Upon installation or upgrade, Mekorma registration 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 to allow 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.

You can complete the following tasks in the Mekorma Products Registration window:
1. Enter new registration keys.
2. Request trial period keys.

3. Access the Mekorma online keys retrieval system.

o¥s 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

e MEM Connector Payroll

Generate new registration keys or fix registration key issues:
Before contacting Mekorma for assistance with keys, please follow these steps below:

1. Open the Mekorma Product Registration Window (Microsoft Dynamics GP > Tools > Setup
> System > Mekorma Products Registration).

2. To update or verify your registration keys, clear the keys that are currently being
displayed, then click the Update Keys button.

3. Keys for products you do not own may populate and display this message: “Key not valid
for this build” or “Get Temporary Keys”. Delete the keys for products you do not own.
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4. If you are unable to generate keys using this process, please email sales@mekorma.com.

Last modified: October 23, 2023
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4.5. Mekorma Products Manager

The Mekorma Products Manager is a helper dictionary that manages table maintenance and
product registration for all Mekorma products. This 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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4.6. Print Client for GP Web Client

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

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

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

1. Open the Mekorma Web Client Download and Installation window.
2. Click on the link to download and install the MICRPrintClient.exe file.

m Mekorma MICR Web Client Download ... - pd

0 =il @

OK | File | Tools | Help Add

hd S ¥  DNote
Actions  File Tools Help
Dovnload and Irnstall Mekorma MICR web Cliett @
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5. 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 0 to live in 3 simple steps. Then you can configure the rest of the
system:
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5.1. 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.
e 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.

ot The Mekorma Customer Success team is available if you need assistance.

Last modified: June 19, 2023
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5.2. 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:

K

7’{ 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:

e Transactions
e Cards


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

o Utilities
* Inquiry

Last modified: June 19, 2023
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5.3. 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:

1.

2.
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5.3.1. 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).
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Choose the Security Task Setup report and click New.

. 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.

Print the report or save it to a file to import into Excel.

Security Report Options - BB (RYAN) - O X
H9XOE S me il 07
== = U .
Save Clear Delete Copy My File Print Tools Help Add
Reports N N ¥  Note
] Actions File Tools Help
Secur\ty Reports - BB (RYA
Option: Mekorma Task 1D v Report Security Task Setup
7 -7
Clear File Print Include Inactive Users
Actions File
Ranges: Task ID “|  From: MEK. Js
Reports: To: N p
Security Task Setup Restrictions:
Insert Task ID From MEK Ta N
Options:
Remove
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
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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 MICR SUPPORT REQS
* MEKORMA MICR TEST CHECK

* MEKORMA MICR UPR BLNK CHK
« MEKORMA MICR UPR CHK SETP
« MEKORMA REGISTRATION

» MEKORMA TABLE MAINTENANCE
« MEKORMA_BATCH_AUTHORIZER
« MEM CONNECTOR PAYABLES
 MICR VENDOR CLASS SECURIT
« MICR_APPROVER1

e MICR_APPROVER2

e MMM ACTION ADMIN

e MMM ACTION SETUP

e 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
OXLE S me | 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
Clear File Print Include Inactive Users
Acti Fil
ons - Ranges: Role ID v 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:

* MEKORMA MEEP ADMIN

e MEKORMA MEEP CLERK

e MEKORMA MEEP POWER

* MEKORMA MEEP VCARD INV

* MEKORMA MICR ADMIN

e MEKORMA MICR PM APPROVER
e MEKORMA MICR PM CLERK

e MEKORMA MICR PM MNGR

e MEKORMA MICR PM REQUESTER
¢ MEKORMA MICR POWER USER
* MEKORMA MICR UPR CLERK

* MEKORMA MICR UPR MNGR

* MEKORMA PRODUCTS

« MEM CONNECTOR PAYABLES

e MMM ACTION ADMIN

e MMM ACTION SETUP

e 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: June 19, 2023
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5.3.2. 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.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 63 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

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

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

et v e ¥  Note
Actions View File Tools Help
1D: DEFAULTUSER p
Description: Default User
Product: Mekorma MICR v
Type: Windows v
Series: All w
Select: v Change All

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

SREN] Payroll
EJ I Print Pavro heck
: J@[] Mekorma MICR

fond ]| Microsoft Dynamics GP
&[0 Purchasing
g #| Print Payables Transaction Check

J@ L] Mekorma MICR
P L] Microsoft Dynamics GP
= 3] Print Payments

@] Mekerma MICR

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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1. Open the User Security Setup window (Administration Area Page > Setup > System >

User Security).

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

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

Save Clear Copy File  Print

Tools Help Add

= ¥  Note
Actions File Tools Help

User: RYAN » Ryan Rose

Company Complele Solutions v
User Type Full

Roles:
[C] Display Selected Roles

Security Role ID Name

[] AA CLERK*

[] AA MANAGER*

[] ACCOUNTING MANAGER*
[] AP CLERK*

[] AR CLERK*

"] BOOKKEEPER*

[] cA AGENT*

[] CA MANAGER*

[] CASTAKEHOLDER*

Analytical Accounting clerk
Analytical Accounting manager
Accounting Manager

Account Payables Clerk
Account Receivables Clerk
Bookkeeper

Contract Agent

Contract Administrator
Contract Stakeholder

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

AFA Reports
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5.4. 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 Logo 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: June 19, 2023
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5.4.1. 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
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MICR Line Setup field.

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

a.

-~ 0 9 0 T

Number of Check Digits

Right-most position of Check Digits*
Routing Number

Region Code*

Account Number

Right-most position of the Account Number*

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: June 19, 2023
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5.4.2. 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.

* 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.
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Choose Formats:

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

3.

o=

> Setup > Purchasing > Checkbook Setup

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

W)X e % il @7

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

¥  Note
Actions Additional File Tools Help
| checkbook D FIRST BANK ]
Default Thieshold ID >
MICH Line Setup
Transit [ABA] Mumber
111111118
Check Number Pattern €+[=2> Biouting Number Account Nurber €|

fe++++e 0 R0OBASERSTAL BADDSLDLLL

58 57 56 5554 53 52 51 504948 47464544 43 424140 39383736353433 323130292827262524232221 20191817 16 1514

Threshold ID P ~

Non-Negotiable ‘word YOID
Primaty Check Format AP Check_battom_2 5td AP Stubs.stbz P
Check Copy Format 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_bottorn_2 Std AP Stubs. stbz ,D
Check Copy Overflow Format | Overflow_full_Std AP Stub. sthz D
EFT Remittance Options |EFT Remittance Fomat |

EFT Remittance Format 4P Check_bottom_2 GL Dist Stubs. stbz =
Refund Check Format Refund Multiple Document. stbz P
Refund Dverflow Formnat 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.
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5.4.3. 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
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will be added to the upper left corner of the format. It can then be moved to the check or
stub of your choice.

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

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

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

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

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

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

For any Amount field on a check stub, you can choose to hide it when there is no value
populating the field. Click on the field itself, and use the Properties pan to check the box
next to Hide When Empty.

a 0 s T Mekorma Configurator
[ Home || Layout Options Display Help
S =
New |rd Save T g g(, cut 0 undo %2 Add Snippet | %, Zoom In
7 Open Bl save As 43 copy | 2 Add Elements | =, Zoom Out
RecentFies « | &% save snippet | °< B “pastel ™ X pekteFds | Zoom 100% [
File Edit Fields Zoom

Name Type [ 4P Check_bottom_2 std AP stubs.stbz [
IR voucher: :Outstanding Am. .. |Multi Currency [ 2 ]

Voucher::Discount Taken ... Multi Currency
{ - "TOTALS: * Label
i - Voucher::Transaction Des... Multi Text
-Voucher: Enhanced Net C... Multi Currency 3
“Payment Number® Label
~Payment::Payment Number Single Text

i i~ Date” Label .

| ~PaymentiDocument Date  Single Date
[property Value 11 Company LocationName ~ Vendor Vendor ID Payment Number Date Check Number
Field Type Multi Currency Vendor Check Name VendorID Payment Number DocumentDate  Check Number
Field Name Voutcher::Outstanding Amount
Left 5.13 : Invoice Number Date Description Amount Discount Paid Amount
Top 115 Document Number Document Date Transaction Description utstanding Amount  scount Taken Total Net Check Amount
Width 0.98
Height 2.45
Lines of Text 18
Font Tahoma, 8, Black, Regular
White on Black O
Alignment Oleft (O center (®)Right
Total Line:
Lock O TOTALS: Total Total Total

Company LocationName ~ Vendor Vendor ID Payment Number Date Check Number
Vendor Check Name VendorID Payment Number DocumentDate  Check Number

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

Last modified: June 19, 2023
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5.4.3.1. 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

e I —
\alt/ Home | Layout Options Display Help

T r :
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 d

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

General Information

* Approver 1

* Approver 2

* Bank Account Number
* Bank Address

e Bank Branch

* Bank Fax Number

e Bank ID

¢ Bank Master Transit Number
e Bank Name

e Bank Phone 1

e Bank Phone 2

e Bank Phone 3

e Check Comment 1

e Check Comment 2

¢ Check Comment 3

¢ Checkbook Description
e Checkbook ID

e CM User Defined 1

e CM User Defined 2

e Company Address

e Company Contact

e Company Fax Number
¢ Company Location Name
e Company Name

e Company Phone 1

e Company Phone 2
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e Company Phone 3
¢ GL Posting Date

* Printed By

* Requester

e Transit Number

e UserID

Commonly Used Labels

e AMOUNT

e Amount

* Canadian Funds
* Check Date

» CHECK NO

* Cheque Date

* CHEQUE NO

* Date

 DATE

e DDMMYYYY

* Description

* Description Reference
* Discount Taken

* Dollars

* GL Account Number
* Invoice Date

* Invoice Number
e MMDDYYYY

* Net Check Amt

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

» ORDER OF

e Qutstanding Amt
* Paid Amount

* Pay

o PAY

* Pay to the Order of
* Payee

* Payment Number
* PO Number

e TO THE

* to the Order of

e US Funds

* Voucher Amount
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¢ Voucher Number
e Write Off
e YYYYMMDD

Logical Fields

e EFT Comment

e EFT Logo

* EFT Non-Negotiable

« EFT VOID

* Facility Signature 1

* Facility Signature 2

* Linel

 Line 2

e Continued

* Signature File 1

e 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

e Company Address 1
e Company Address 2
e Company Address 3
e Company City-State-Zip
e Company Country

e Payment Address 1
¢ Payment Address 2
e 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

e 1099 Amount

e Account Alias

* Account Description

* Account Number

* Account User Defined 1

e Account User Defined 2

* Credit Amount

* Debit Amount

* Distribution Reference

e Document Type

* Enhanced Net Check Amount

* Freight Amount

* Intercompany ID

* Misc Charges Amount

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

* Originating Debit Amount

* Payment Terms ID

* Posting Date

* Purchase Order Number

* Purchases Amount

* Shipping Method

e 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

e |Internet User Defined 1
e |nternet User Defined 2

Payment

e Amount in Words

* Amount in Words with Word Wrapping
e Amount in Words (Techknowledge 857824)
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* Amount in Words (Techknowledge 857824) with Word Wrapping

e Check Comment

* Check Amount with ***
* Check Number

* Check Total

* Document Date

e Document Date-D1

e Document Date-D2

e Document Date-M1

e Document Date-M2

* Document Date-Y1

* Document Date-Y2

e Document Date-Y3

* Document Date-Y4

* EFT or Regular Check Total

* Payment Comment (from Edit Payables Checks)

* Payment Number

POP Single Line Per Invoice

e 1099 Amount

e Amount Paid

* Credit Amount

* Credit Document Amount
* Discount Date

* Discount Taken Amount
* Discount Taken Total

e Document Amount

e Document Date

* Document Number

e Document Type

e Due Date
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* Enhanced Net Check Amount

* Freight Amount

e GST Discount Amount

* Misc Charges Amount

* Net Check Amount

* Net Paid Amount

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

* Paid Total

* Payment Terms ID

* POP Extended Cost

* POP Item Description

* POP Item Description or Voucher Description
* POP Item Number

* POP or Voucher PO Number

« POP QTY Invoiced

* POP Receipt Date or Voucher Date

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

* POP Unit of Measure

* POP Vendor Document Number

* Posting Date

* PPS Amount Deducted

* Project Contract Name

* Project Contract Customer

* Project Contract Number

* Project Contract ID

* Project Cost

* Project Customer Number

* Project Number

* Project Purchase Order Number

* Project User Definedl Contract

* Project User Defined2 Contract

* Purchase Order Number

* Purchases Amount

* Shipping Method

* Tax Amount

* Tax Schedule ID

e Total Document Amount

* Trade Discount Amount

* Transaction Description

* TRX Source
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UD Date0O1
UD Date02
UD Date03
UD Date04
UD Date05
UD Date06
UD Date07
UD Date08
UD Date09
UD DatelO
UD Datell
UD Datel2
UD Datel3
UD Datel4d
UD Datel5
UD Datel6
UD Datel7
UD Datel8
UD Datel9
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 TextlO0

Voucher Number
Write Off Amount
Write Off Total

1099 Amount
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e Amount Paid

e Credit Amount

e Credit Document Amount

e Discount Date

* Discount Taken Amount

* Discount Taken Total

* Document Amount

e Document Date

* Document Number

e Document Type

* Due Date

* Enhanced Net Check Amount

* Freight Amount

e GST Discount Amount

* Misc Charges Amount

* Net Check Amount

* Net Paid Amount

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

* Paid Total

* Payment Terms ID

* POP Extended Cost

* POP Item Description

* POP Item Description or Voucher Description
* POP Item Number

* POP or Voucher PO Number

« POP QTY Invoiced

* POP Receipt Date or Voucher Date

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

* POP Unit of Measure

* POP Vendor Document Number

* Posting Date

* PPS Amount Deducted

* Project Contract Name

* Project Contract Customer

* Project Contract Number

* Project Contract ID

* Project Cost

* Project Customer Number

* Project Number

* Project Purchase Order Number
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* Project User Definedl Contract
* Project User Defined2 Contract
* Purchase Order Number
* Purchases Amount

* Shipping Method

e Tax Amount

* Tax Schedule ID

* Total Document Amount
e Trade Discount Amount
* Transaction Description
e TRX Source

 UD Date0O1

e UD Date02

* UD Date03

 UD Date04

e UD Date05

* UD Date06

e UD Date07

e UD Date08

 UD Date09

e UD DatelO

e UD Datell

* UD Datel2

e UD Datel3

e UD Datel4d

e UD Datel5

 UD Datel6

e UD Datel7?

e UD Datel8

* UD Datel9

* UD Date20

e UD List01

* UD List02

e UD List03

* UD List04

e UD List05

* UD Text01

e UD Text02

 UD Text03

* UD Text04

* UD Text05

* UD Text06

e UD Text07

 UD Text08
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e UD Text09

 UD Textl0

* Voucher Number
e Write Off Amount
* Write Off Total

UK Cheques

* UK Cheque Amount

* UK Vendor Name Only

* UK Vendor Name*

* UK Vendor Name

e UK Document Date

* UK Amount in Words with Word Wrapping

Vendor

e 1099 Amount YTD

e 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

e 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

e 1099 Amount

* Amount Paid

* Credit Amount

e Credit Document Amount

* Discount Date

* Discount Taken Amount

* Discount Taken Total

e Document Amount

* Document Date

* Document Number

* Document Type

* Due Date

* Enhanced Net Check Amount
* Freight Amount

e 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

e Purchase Order Number
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* Purchases Amount

* Shipping Method

e Tax Amount

* Tax Schedule ID

* Total Document Amount
* Trade Discount Amount
* Transaction Description
* Transaction Long Description
* TRX Source

* Voucher Number

e Write Off Amount

* Write Off Total

Refund Single Document

e Document Amount

* Document Date

* Document Description
* Document Number

e Document Type

* Customer Name

e Customer Number

e Customer PO Number
* Extended Price

* Freight Amount

* |Item Description

e |tem Number

* Markdown Amount

* Misc Amount

* Quantity

* Salesperson ID

* Sales Territory

* Shipping Method

e Tax Amount

* Trade Discount Amount
 UOFfM

* Unit Price

Refund Multiple Documents

¢ Document Amount
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* Document Date

* Document Description
* Document Number

e Document Type

* Customer Name

e Customer Number

e Customer PO Number
* Misc Amount

* Salesperson ID

* Sales Territory

* Shipping Method

e Tax Amount

* Trade Discount Amount

US Payroll

Benefits

¢ Benefit Amount Array

* Benefit Amount YTD Array
¢ Benefit Code Array

* Benefit Description

* Total Benefits

Check

* 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

e 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

e Company Address 1

e Company Address 2

» Company Address 3

* Company City-State-Zip
e 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

e Employee Phone 2
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* Employee Phone 3
* Employee Zip

* First Name

* Last Name

* Middle Name

Direct Deposit

* DD Arrayl2 Account Number

e DD Arrayl2 Amount

DD Arrayl2 Transaction Code

* DD Arrayl2 Transit Number

* DD Number of Accounts

* Net Wages Pay Run (Stub Only)

Earnings

* Business Expense Earnings
* Charged Tips Earnings
e Commission Earnings

* Double Time Earnings
* EIC Earnings

* Holiday Earnings

* Min Wage Bal Earnings
* Overtime Earnings

e Pension Earnings

* Piecework Earnings

* Piecework Units

* Regular Earnings

* Reported Tips Earnings
* Sick Time Earnings

* Special Earnings

» Total Earnings

* Vacation Earnings

Employee

e Alternate Name
* Class Description
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* Department

* Department Additional Description
* Department Description

* Division Address 1

* Division Address 2

* Division City-State-Zip

* Division Code

e Division Name

e Employee Address

* Employee Class

* Employee Full Name - SAFE PAY
e Employee ID

* Employee Name

* Employee Name with Suffix
* Employee Note

* Employee Suffix

* Employee User Defined 1

* Employee User Defined 2

* Federal Classification Code
e First Name

* Job Title

* Job Title Description

* Last Name

* Location ID

* Middle Name

* NickName

* Rate Class

e Social Security Number

* Social Security Number-MASKED
e 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
e 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

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Additional Allowances

State Additional Withholding
State Filing Status

State Name

State Number of Dependents
State Tax Array

State Tax Withholding Array
State Tax YTD

State Withholding YTD

Allocated Tips YTD
Charged Receipts YTD
Charged Tips YTD
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* Federal Tax On Tips YTD

* Federal Tips YTD

* FICA Med Tax On Tips YTD

* FICA Med Tips YTD

* FICA SS Tax On Tips YTD

* FICA SS Tips YTD

* Reported Receipts YTD

* Reported Tips YTD

* Uncollected FICA Med Tax YTD
* Uncollected FICA SS Tax YTD

Canadian Payroll
Detailed Addresses

e Bank Address 1

* Bank Address 2

* Bank Address 3

¢ Bank City-State-Zip
* Bank Country

e City

e Company Address 1
e Company Address 2
e Company Address 3
e Company City-State-Zip
e Company Country

e Country

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

e Last Name

* Middle Name

* Phone

* Postal Code

e Province

Detailed Advice

* Income Pay Code
* Income Description
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* Income Rate

* Income Units

e Income Current $

* Income YTD Units

* Income YTD Dollars

Employee

e Address

* Birth Date

* City

* Class ID

* Country

* Department

* Employee ID

* First Name

* Full Name

* Last Name

* Middle Name

* Phone

* Position

* Postal Code

* Province

* SIN

e Start Date

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

Payment Details

* Deduction Description

e Deduction Employee Share

* Deduction Employer Share

* Deduction Paycode

* Deduction Rate

* Deduction Taxable Benefit Amount
* Deduction Units

* Earnings Amount

e Earnings Dept
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* Earnings Description

* Earnings Paycode

* Earnings Rate

e Earnings Transaction Date
* Earnings Units

Summary Advice

* Income Pay Code

* Income Description
* Income Rate

* Income Units

e |Income Current $

* Income YTD Units

* Income YTD Dollars
* Benefit Pay Code

* Benefit Description

* Benefit Rate

e Benefit Units

e Benefit Current $

* Benefit YTD Units

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

* Deduction Units

e Deduction Current $
e Deduction YTD Units
* Deduction YTD Dollars

Payment Summary

* Accumulated Days

* Accumulated Overtime Hours
* Accumulated Regular Hours

* Accumulated Userl

* Accumulated User2

* Accumulated User3

* Accumulated User4

* Advance Amount Drawn

* Advance Amount Reclaim
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* Arrears Amount Created
e Arrears Amount Reclaim
* Batch Number

* Bonus Income

* Cheque Amount with ***
* Cheque Date

e Cheque Date-D1

* Cheque Date-D2

e 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

e Start Date

* Total Withholdings

Vacation

* Accrual Amount

e Accrual Units

* Accrual Unpaid Units

e Accruing Amount

e Accruing Available After Date
* Accruing Units

e 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

e Basic Personal Amount - AB
e Basic Personal Amount - BC
* Basic Personal Amount - Federal
e Basic Personal Amount - MB
* Basic Personal Amount - NB
* Basic Personal Amount - NL
e Basic Personal Amount - NS
e Basic Personal Amount - NT
e Basic Personal Amount - NU
e Basic Personal Amount - ON
* Basic Personal Amount - PE
e Basic Personal Amount - SK
e Basic Personal Amount - YT
* CPP Deducted 16

* CPP Pensionable 26

* El Deducted 18

* El Insurable 24

e Employment Income 14

* Income Tax Deducted 22

* Quebec TP-1015.3-V Base

* Registered Pension 20

* Taxable Benefits

* Taxable Income

Last modified: June 19, 2023
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5.4.3.2. Adding Elements to Check Formats

Our existing check formats can be customized by adding elements using the Mekorma
Configurator. Fields can be added to any of our check formats, and can be easily placed or re-
located with the Configurator’s drag-and-drop interface.

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

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

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

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

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

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

Categories and Fields
¥ General Informaton
- Commonly Used Labels
E} Logical Fields

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

[} MEM Centralized

[+ MEM Decentralized

- Payment

(+}- POP Single Line Per Invoice
- POP Multiple Lines Per Invoice
‘ UK Cheques

(i} Vendor

- Voucher

Refund Single Document

[+]- Refund Multiple Documents

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

7. Click Add Elements.

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

8. The field will automatically be placed at the top-left of the format. You can change the
field’s location as desired by dragging and dropping it, or by adjusting its location

according to its place on the X and Y axis.
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5.4.3.3. 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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5.4.4. Add a Logo 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) — W

=D X e ¥ il @]

Save Clear Delete Integrate  Additional File Tools | Help Add
b

b i ¥  Note
Actions Additional File Tools Help
Checkbook 1D FIRST BAMEK I
Default Threshald ID 24PPROVERS FE Logo =]

MICR Line Setup

Trangit [AB4] Murnber
111111118

Check Mumber Pattern b il Routing Murmber Account Mumber € >

m++++++ 0 RDEASERSPAIR BABDDSLIDLLL

53 BT 56 55 54 535251504943 47 464544 43 424140 393837 36353433 32313029238 27 26 25 24 23 22 21 20 19 18 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 | il @0

Impert 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: June 19, 2023
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5.4.5. Test Check Layout
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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

h i ¥  Note
Actions File Tools Help
Check Type Payables v
Checkbook ID FIRST BANK ~
Check Amount $1.00
Number of Youchers 5l

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Page 104 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

6. Click Print.

7. On the Mekorma MICR Check Printing screen, confirm that the Check Printer is the printer
you will be using for checks. If not, select the check printer from the drop-down list of

printers.
Mekorma MICR Check Printing

ﬂ) Print Ek Preview * Cancel [7] Keep window open after printing to print check copies
Checkbook |D FIRST BANK [[] Use Copy Printer
MNon-Negatiable ‘#/ord WVoID Number of Copies 1
MHumber of Checks 1 Copy Options Keep Copies Separate
Primary Check Format AP Check_bottom_2 Std AP Stubs.stbz v
Check Printer Bullzip PDF Printer Iv Paper Bin [ w

Send To OneMote 2016 [redirected 2/copy 1)
Check Overflow Format Microzoft XPS Document ‘Wiiter [redirected 2/9 v
. Microsoft Print to PDF [redirected 2/copy 1) P
Print 7 v

Lserflop Gtk |Fa:-: [redirected 2/copy 1) (oLl |

Send To OneNote 2016
[Microsoft XPS Document ‘Writer
Microsoft 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

Checkbook ID
the payments.

Check Amount Enter the value of the check.

Number of

Enter the number of remittance lines to print on the check stub.
Vouchers

Additional Resources

For more information about how to configure and test check printing in Mekorma, see:
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Adding Elements t heck Format

Configure Refund Check Formats
Add a Logo to a Checkbook

Last modified: June 19, 2023
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5.5. 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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5.5.1. 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 CEQ’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

e 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 assighed 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.
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! Toremovea signature assignment, click on the User Name and select the ‘X'.
This will not remove the signature file from the Signature Library, but does
remove the association with the User Name.

Last modified: June 19, 2023
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5.5.1.1. Import Signatures to the Signature

Library

Start by gathering all signatures needed for your security in a
following formats: .bmp, .gif, .jpg and .png.

. Files can be the

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

2. Choose Import.

m Mekorma Signature Library - CS (KEN)

11

Import |Delete File

(L > 2

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

Setup Macros 2018
Single Company Mi
Windows PS Script

[ This PC

|_j Network <

[%] SampleSignature3.bmp
[%] SampleSignatured.bmp
|#] SampleSignature5.bmp

|=] SampleSignaturet.bmp

[J]

Search Signatures
=z« [ o
Date modified Type
2016 1:51 PM  JPEG image
016 1:51 PM  JPEG image
:51PM  JPEG image
JPEG image
00 PM

2:00 PM
2:00 PM
2:00 PM
2:00 PM
0 PM

File name: | Karen.jpg

Bitmap image
Bitmap image
Bitmap image
Bitmap image
Bitmap image

Bitmap image

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

Cancel

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.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Page 110 of 392



Mekorma

m Mekorma Signature Library - C5 (KEN)

X a il @0
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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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5.5.1.2. Mekorma Signature Assignment

Mekorma Signature Assignment - CS (RYAN)  — O X

O & i
oy u b ®
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: October 24, 2023
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5.5.2. 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 Signhature Line check box.

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

o ‘_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

DX Il @37 :

Save Clear Delete Copy File Tools Help Open Add
N7 N7 ¥  Note Note

Actions File Tools Help
Threshold ID WORKFLOW3_THREE . }3 [A Split Batches
Description Three appraval levels for paym Sort Checks in Threshold Groups when printing

This window's setiings apply o Task-Basad Sacurly. ® [] Enable Signatures Only for this Threshold ID

From To % ¥ Approver 1 Task ID 40 Approver 2 Task ID P Default User / Signature 1 P S | Default User / Signature 2 P S @
$0.01 $999.99 2, KAREN O~
$1,000.00 $5,000.00 MEKORMA_APROVER_TASK_LVL1 teil I ]
$5,000.01 $99,999.999,993,993.99 MEKORMA_APROVER_TASK_LVL2  MEKORMA_APROVER_TASK_LVL1 ] b
v
44 » pl Legend: h.) Use Approvers Signature
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5. Add a signature, using the look-up in the Default User/Signature 1 field. This opens the
Mekorma Signatures Files Lookup window.

ches

m Mekorma Threshold Maintenance - BB (sa)
III\V 21 A T
m Mekorma Signature Files Lookup - BB (sa) - [}
Save -
| @1
v il @
Select New File Tools Help Add
Thr v hd ¥ Note
De Actions File Tools Help
7 & UserlD * @
From User ID . User Name Signature
DEBBIE Debbie Franklin DEBBIE.JPG
DYNSA DYNSA
KAREN Karen Andersen KAREN.JPG
KEN Ken Ventura KEN.JPG
RYAN Ryan Rose KAREN.JPG
sa sa SAMPLESIGN...
4 4P »l

Task ID

icks in Threshold Groups when printing
ignatures Only for this Threshold ID

\P Default User / Signature 1 %Dehdl User / Signatwe 2 9 S @

(RS

Legend: ¥ | 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 Assignhed to a User ID
In the User ID view, select a signature assigned to a User ID.

m Mekorma Signature Files Lookup - BB (sa) - O X
v dE fl @0

Select New File Tools Help Add

i N ¥  Note
Actions File Tools Help

82, User ID * @

User ID User Name Signature
DEBBIE Debbie Franklin DEBBIE.JPG
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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mMekorma Threshold Maintenance - BB (sa)

— O X
HDX 2 - 1 amn
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 ‘P s @
I Debbie Franklin DEBBIEPG O WK
DYNSA
Karen Andersen KAREN.JPG
I 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
WD X o= e
Save m Mekorma Signature Files Lookup - BB (sa) - O X
vEaafleT
Select New File | Tools Help Add
Thre v v ¥  Note es
Desc Actions File Tools Help ks in Threshold Groups when printing
. tures Only for this Threshold 1D
Th GSlgnaluve I > @ pral
From Signature Created By Created Date ask ID IP Default User / Signature 1 P{ S | Default User / Signature 2 ‘P S @
|| oeBBIESPG sa 1/30/2018 O WK
KAREN.JPG sa 1/30/2018
KEN.JPG sa 1/30/2018
| | RYANJPG sa 1/30/2018
| | SAMPLESIGNATURE1.BMP sa 1/30/2018
sa 1 |
v
I 44 Legend: ¥ | Use Default Signature

6. If you want two signatures to print, perform the same action in the Default User/Signature
2 field. This will again open the Mekorma Signatures Files Lookup window.
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m Mekorma Threshold Maintenance - BB (sa) — O X
W DX > YoEm
Save m Mekorma Signature Files Lookup - BB (sa) - O X
viEa il e
Select New File = Tools Help Add
Thre: - v ¥  Note nes
Desc Actions File Tools Help ks in Threshold Groups when printing
o % User 1D . @ gnatures Only for this Threshold 1D
From User ID - User Name Signature ask 1D ‘P Default User / Signature 1 Pl & -Defal.ll User / Signature 2 Mﬁ @
||| 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...
v
44> » Legend: ‘v | 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~ 2
DX il @37
U R °_
Save Clear Delete Copy File Tools Help Open Add
v v v Note Note
Actions File Tools Help
Threshold ID | OMESIG 2 [] Spit Batches
Description ONESIG [] 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 9~ Approver 1 Task ID P Approver 2 Task ID P Default User / Signature 1 P S | Default User / Signature 2 P i @
$0.01 $99,993,999.999,999.93 2, KAREN O~
v
44 »l 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.
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m Mekorma Threshold Maintenance - BB (sa) - O X

Hd9X5Hm | @37

Save Clear Delete Copy File Tools Help Open Add

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 |4~ Approver 1 Task ID //_ Approver 2 Task ID /K_ Default User / Signature 1 P S Default User / Signature 2 P S @
$0.01 $4,993.99 '} KAREN.JPG O )
$5,000.00 $439,393.99 8, KAREN []/8, KEN Il
$50,000.00 $99,999,999,999,999.99 O

IR Legend: | ¥ | Use Default Signature

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

HA9X5Hm i @37

Save Clear Delete Copy File Tools Help Open Add

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 //_ Approver 2 Task ID /K_ Default User / Signature 1/ Default User / Signature 2 @
$0.01 $4,939.99 Tk KAREN.IPG ¥ A
$5,000.00 $439,993.99 8, KAREN [~118, KEN
$50,000.00 $99,999,999,999,999.99 ~

IR 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
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But first, Apply vour Threshold ID to a Checkbook.

Last modified: June 19, 2023

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 119 of 392



Mekorma

Mekorma Products User Guide for GP - Build x92_en

5.5.3. 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)

=9 X 0 ¥

Save Clear Delete Integrate = Additional File
-

il @7

Tools Help Add

h++++++ 0 BDBLSPRSTAL

58 57 56 5554 5352 5150 494847 464544 43 424140 39383736353433 323130292827 26252423 222120191817 161514

Purchasing
Thieshold B Foprol ASKEX&MPLE1 1216)
Mon-NegatiCanadian Payroll 01D
Primary Check Format AP Check_bottom_2 Std AP Stubs. stbz
Check Copy Format Overflow_full_Std AP Stub. stbz

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

14 4 » »l Version: 18.03.082

Check Overflow Format AP Check_bottom_2 5td AP Stubs.stbz

Check Copy Overflow Farmat Overflow_full_Std AP Stub. stbz

EFT Remittance Options ‘ EFT Remittance Format v ‘
EFT Remittance Format AP Check_bottom_2 GL Dist Stubs. sthz

Refund Check Format Refund Multiple Document. stbz

Refund Overflow Format Refund Multiple Document - Overflow. stbz

Comment Line 1 Comment 1

Comment Line 2 Comment 2

Comment Line 3 Comment 3

ABDD530LLL

Aoke)

e (e

N ¥ Note
Actions Additional File = Tools Help
Checkbook ID FIRST BANK IS Lodo P
MICR Line Setup
Transit [ABA) Number
111111118
Check Number Patten €[+ -]? Routing Number Account Number € >

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

field.

4. Save to save the threshold information. The form will clear and a blank form will be

displayed.
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5.6. 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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5.6.1. 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
e KAREN : An Approver
e 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)

Choose User ID DEBBIE

Choose each company that DEBBIE needs to be an Approver

Find MEKORMA_APROVER_LEVEL_1 on the list and Check it

As you change companies, the system will ask if you want to Save—click Save

u b~ W N

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) - O X
> — "
=9 X il @@=
I &
Save Clear Delete Copy File Tools Help Open Add
b A v 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 Securly. ® [C] 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 $99,999,999,999,999.99 MEKORMA_APROVER_TASK_LVL1 8, KAREN ke O~
v
AR L] 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 Emalil/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.
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5.6.2. Mekorma Security Roles and Tasks

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

The Difference Between Approvers and Authorizers

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

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

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

Mekorma Task and Role IDs Work in Pairs

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

1. Role IDs are assigned to users.

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

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

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

Mekorma-Supplied Task and Role IDs Have Generic Names

Mekorma-Supplied Task and Role IDs have generic names as shown here:
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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 UPR MNGR
MEKORMA PRODUCTS

Mekorma MICR Payioll Clerk
Mekorma MICR Payroll Manager
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
MEKDRMA_BATCH_AUTHORIZER

MEM CONNECTOR PAYABLES MEM Connector for Payables Role
MMM ACTION ADMIN Multi-Batch Management Administration Role
MMM ACTION SETUP Multi-Batch Management Setup Role

m Security Task Lookup - CS (sa)

v X &l

Select Cancel File Tools Help Add

™ o ¥  Note

Actions File Tools Help

Find by Task ID |
w | Wiew: All Security Tasks; by Task ID
Task ID MHame Category
MEKORMA MICR UPR CHK SETP Mekorma MICR Paproll Checks Setup Task Payrol
MEKORMA REGISTRATION Mekorma Products Manager Registration System
MEKORMA TAELE MAINTENAEEE Mekorma Products Manager T able Maintenance System
MEKORMA_APROVER_TASK_LVL1  MEKORMA_APROVER_TASK_LVL1 System
MEKORMA_APROVER_TASK_LVL2 | MEKORMA_APROVER_TASK_LVL2 System
MEKORMA_APROVER_TASK_LVL3 MEKORMA_4PROVER_TASK_LVL3 System
MEKORMA_APROVER_TASK_LVL4 MEKORMA_APROVER_TASK_LVL4 System
MEKORMA_APROVER_TASK_LVLS MEKORMA_APROVER_TASK_LVLS System
MEKORMA_BATCH_AUTHORIZER | MEKORMA_BATCH_AUTHORIZER System
MEM CONNECTOR PAYABLES MEM Connector for 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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5.6.3. 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.

Mekorma User Preferences ... — O X

fl
i
File Tools

- -

File Tools

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

Start Date B/23/2023 =H
EndDate E/30/2023 =
Signature File KAREM.JPG @
Powerdpp Acct
E-tail Address karen@balancedbusines:s. com
Text Murmber

E R 2

Maotifization Events | 1st, 2nd, Req

User Information

- Companies
Fabrikam, Inc.
g----EaIanced Business
5----Comp|ete Solutions

2. Enter a valid email address in the E-Mail Address field.

3. Enter a valid text number in the Text Number field. This field is supported only for Legacy
Security users and will be deprecated for both Legacy Security and Task-Based Security
users in the future.

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

4. Click the Notification 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.

o 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
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receive email notification for the payments that are below your threshold
range.

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 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.

Batch has been canceled

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

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.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 131 of 392



Mekorma

11l Threshold Email Notifications - BB (KEN)

HX @ i @

Save Cancel File Tools | Help
Actions File Tools | Help
User ID KAREN Js

Natification Assignment

- All Companies
-- Fabrikam, Inc.
E| Balanced Business
- Code: 1st*, 2nd*, Reqg

EI@ MNotify when...

9@ Batch has been canceled

..[[] 100

4% 200

..[[] 500

..[[1] 600

.-[]999

- Batch has been fully approved

[#- Complete Solutions

@ Motify first approver when payment is...
@ MNotify second approver when payment is...

@ Only my requested batch statuses change

£

[ @AII payments in a batch have been rejected

[-4@ A payment pending approval has been rejected

G- A voucher within a payment pending approval has been rejected

Won-Parent: 0, Rale :

Administrators: Set up multiple users
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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

>

3. Click on Approval Email Setup.
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Mekorma Security Maintenance - BB (sa)

HEHX 7 & =

Save Cancel Quick  Approval Options File
Reasons Email Setup - ol

Actions Options File

- O X
2 e~
il &
.. - 4
Tools | Help
Tools | Help

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

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

. Fabrikam, Inc.

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

¥ Approval Email Setup - BB (sa) - O X
. o S l —
[ | = | |
0K Options File Tools | Help
Actions  Options File Tools  Help
Usger @ Powerdpp Account
E-mail Address Muotification Events @
Qut-0f-Office Delegate Start D ate End Date
DEBEIE ~
debbie@balancedbusiness. com [ALL] Tt
DM S,
[&BLL] [Unzet]
FAREM
karen@balancedbusiness.com [ALL] Reg®
KEM
ken@balancedbuzinesss. com [ALL] 2nd*, Reqg®
LESSOMUSERT
[ALL] [Urzet]
LESSOMUSERZ
[ALL] [Unset] ]
Powerdypproseal Wb Link: https:/fpowerapps. microzoft. com.en-us /portals

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

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Page 133 of 392



Mekorma

¥ Approval Email Setup - BB (sa) - O X
S 5 a—
[ | 2= Ul- I'O]
k.~ =— | 1] k. °
oK Options File Tools | Help
| Actions | Options File Tools | Help
User @ Fowerdpp Account
E-mail Address Matification Events
Out-0F-Office Delegate Start Date End Date
CDEBBIE ~
debbiet@balancedbuziness. com [ALL] 1st*, 2nd®, Re
0/0,/0000 0/0,/0000
LM S
[&LL] [Unzet]
00,0000 0/0,/0000
KAREM
karen@balancedbusiness.com [&LL] 1st*, 2nd*, Re
KEMN 542472023 B/18/2023
]
Powerdpproval Web Link: https: //powerapps. microgoft. comen-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

cannot perform those functions for other users.

and text notifications. Administrators

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
e & P~
@ = Il @
L. 4 =] u k.
QK Cptions File Tools | Help
| Actions | Options File Tools | Help
User @ Fowerdpp Account
E-mail Address M otification Events @
Out-0F-Office Delegate Start Date End Date
CDEBBIE ~
debbiz@balancedbusiness. com ALL] 1st, 2nd” He
(0/0,/0000 040./0000
LM S
00,0000 0400000
KAREM
karen@balancedbusiness.com
KEMN 542472023 B/18/2023
]
Powerdpproval web Link: https: #//powerapps. microzoft. com/en-us/portals
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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
section above for details about the notification types.

mThreshold Email Notifications - BB (KAREN) - O X
X = il @
. =
Save Cancel File Tools | Help
| Actions File Tools | Help
Usger D DEBEIE p

Matification Assignment

= All Companies
.. Code: [ALL] 1st, 2nd, Req*
B@ MNaotify first approver when payment is...
i@ Below approver's threshold range
----@Within approver's thresheld range
[ Mot approvable - notification only
(&) Notify second approver when payment is...
[ Below approver's threshold range
[ Within approver's threshold range
.8 Mot approvable - notification only
- Notify when...
[] Only my requested batch statuses change
@ Batch has been canceled
.48 Batch has been fully approved
[C] 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 : z2ME_TE_MSG_BER

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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71| Threshold Email Notifications - BB (sa) - O X
= 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

--[E1100

. 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. We call
this user the Requestor. The user who approves the batch is called the Approver.

Suppose you have the following users:
* Requestor A
* Requestor B
* Requestor C
e 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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The following Notification Assignment Options are selected:

e 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: October 23, 2023
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5.6.4. 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:

Il Mekorma Threshold Maintenance - BB (sa) - [} X

)X le37

Save Clear Delete Copy File Tools Help Open Add
-

v Y  Note Note
Actions File Tools Help
Threshold ID WORKFLOW3_THREE. p [ Split Batches
Description Thiee 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 D

From To # | Approver 1 Task ID ,,O Approver 2 Task ID ,,0 Default User / Signature 1 P S Default User / Signature 2 P s @
$0.01 $393.99 2, KAREN O~
$1.000.00 $5.000.00 MEKORMA_APROVER_TASK_LVL1 iit, KAREN ¥ [, DEBBIE d
$5.000.01 $99,933,939,933,933.99 MEKORMA_APROVER_TASK_LVL2 MEKDRMA_APROVER_TASK_LVL1 82, KAREN 4[] 5, DEBBIE L]
v
l 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
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group of payments > $5K, KAREN can no longer approve them. Payments in that range
require one approver at 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) - O x
H9XOm {l @37
Save Clear Delete Copy File Tools Help Open Add
d A ¥  Note Note
Actions File = Tools Help
Threshold ID WDHKFLEIWS_THHEE.IP [ Spiit Batches
D ipti Three appraval levels for paym | Sort Checks in Threshold Groups when printing
This window’s sattings apply to Task-B 1 Securly. ® [T] Enable Signatures Only for this Threshold ID
From .Tu [jﬂApplwa1 Task ID ]P Appraver 2 Task ID {P Default User / Signature 1 {P{ 5 [Defal.ll User / Signature 2 ]P 2 @
$0.01 $999.99 8, KAREN [ Oa
$1.000.00 | $5.000.00 MEKORMA_APROVER_TASK_LVLT | % KAREN Lol {% DEBBIE ]
$5.000.01  $93.993,999.999,993.93 MEKORMA_APROVER_TASK_LVL2  MEKORMA_APROVER_TASK_LVL2 8, KAREN M@ 2, KEN a7
v
4 4P » Legend: | ¥ | Use Defaul Signature

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

Last modified: June 19, 2023
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5.6.5. 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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O

>

O =i @

OK File

-

Actions File

Teocls  Help Add

- -

Mote

Tools Help

Clazz D

Threszhold [0

mescriptinn

ALS-MHSW M

CAN-ALL-C

CaM-aLLA

CAM-2LL-M

EMPLOYEE

MEW-C

M E -

OTHER

USA-US-C
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USA-US-M

LTILITY
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5.6.6. 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
e 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).
e 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.
e 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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H9X @ il @37

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

Save Clear Delete Copy File Tools Help Open Add
b ha ¥  Note Note
Actions File  Tools Help
Threshold ID  BASICRULE P [[] Spiit Batches
DesCinis BASICRULE| |

[] Sort Checks in Threshold Groups when printing
[[] 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 (@)
$0.01 $999.99 %, DEBBIE A
$1,000.00 $4.993.93 | MEKORM&_APROVER_LEVEL 1 2, DEBBIE ¥4 O
$5,000.00 $99,999,999,999,999.99 MEKORMA_4PROVER_LEVEL 1 MEKORMA_&PROVER_LEVEL_1 2, DEBBIE ¥ 4 ¥
v
4> Legend; Use Default Signature
EMPLOYEE
mMekorma Threshold Maintenance - BB (sa) O X
H9X = {l @37
Save Clear Delete Copy File Tools = Help ‘Open Add
i b ¥ | Note  Note
Actions File | Tools Help
Threshold ID  EMPLOYE Is) [] Split Batches
Descripti EMPLOYE |

This window’s settings apply to Task-Based Securty. (i)

To HﬁApprwa 1Task ID

From
$0.01

[] Enable Signatures Only for this Thieshold ID

|/ Approver 2 Task ID

$99,999,999.939,999.99  MEKORMA_APROVER_LEVEL 1

lP Default User / Signature 1 [P[ g
v

Default User / Signatwe 2 |2 5 (@)
%, DEBBIE

d O~

44> >

Legend: Use Default Signature

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Page 143 of 392



Mekorma

RENT

Mekorma Products User Guide for GP - Build x92_en

m Mekorma Threshold Maintenance -

WX | fl @37

BB (sa)

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

Save Clear Delete Copy File Tools Help Open Add
i b ¥  Note Note
Actions File | Tools Help
Threshold ID  RENT o [] Split Batches
D ipti RENT | [] Sort Checks in Threshold Groups when printing

[[] 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 (@)
$001  $99.999999.999.993.99 | i, DEBBIE 0~
v

44> » Legend: ¥ | Use Defaul Signature

Please see Vendor Class Security for information on how to designate these Threshold IDs to

their respective Vendor Classes.
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5.6.7. Power Approvals: Configure Mobile
Approvals

Power Approvals is our Microsoft Power Platform-based mobile application for remote payment
approval. Power Approvals 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 Power Approvals, please make sure you have

Requirements

Before an approver can make use of Power Approvals, 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 Power Approvals.

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 Power Approvals
* An administrator must share or give access to Power Approvals for each approver.
For more information on sharing Power Apps applications, please consult the
following Microsoft Docs documentation:

Approvers

1. Download Power Apps
* Your company must hold valid Power Apps licenses and have an environment to
deploy Power Approvals.
* A System Administrator must contact Mekorma to obtain a copy of Power Approvals
to be uploaded and deployed in the Power Apps environment.
* For mobile deployment, approvers must install Power Apps on their devices. Power
Apps can be obtained from the for Android devices or
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for iOS devices.
* Once an administrator has shared Power Approvals with a user, the application can
be 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: October 23, 2023
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5.6.8. 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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5.6.8.1. 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.

Mekorma Threshold Maintenance - BB (sa)

) X il @37

Save Clear Delete Copy File Tools Help Open Add
7 e N Note Note

Actions File Tools Help
Threshold ID | TASKEXAMPLE1 2 4 Split Batches
Description [TASKEXAMPLET] 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 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~
$1,000.01 $4,993.99 MEKORMA_APROVER_LEVEL_2 i3 SAMPLESIGNATURE3.E B[] [l
$5,000.00 $99,999,999,999,999.99 MEKORMA_APROVER_LEVEL_2 MEKORMA_APROVER_LEVEL_3 8, KAREN 8[|, KEN ke
v
4 4» ) 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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5.6.8.2. 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 Re-Floute of Approvak
Delegate User ID KEN

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.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 149 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

! 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: June 19, 2023
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5.6.8.3. Enable EFT/ Direct Deposit Security

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

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

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

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

o i —~

X = Il @
= IR -

Save Cancel | Options File Tools | Help
- -

- -

Actions Options File Tools | Help

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

- Complete Solutions ~
- 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 v

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

4. Click Save.
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5.6.8.4. 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 X

= K| 2

Save Cancel] Quick
Reasons

1ons Options File Tools  Help

Approval Options File Tools Help
mail Setup s ¥ " e

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

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

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

4. Type Quick Reject Reasons - an individual company can have up to 10 different saved

reasons.
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¥ Quick Reasons - CS (DEBBIE) - ] X

@ 5 &ajl e

OK = Options File = Tools Help
v v v

w

Actions  Options File Tools Help

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

Company Name | Complete Solutions v|@

wrong payment amount A
nat due yet

renegotiating cost

duplicate payment

[« [

5. Click OK to save and close the window.

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

voucher rejection reason is needed.

Last modified: June 19, 2023
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5.6.9. 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 set up 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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5.7. 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 enter their Dynamics GP user ID and password right before the payments
are generated in order to authorize. If you configure for two 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 Authorizers under the payroll tree. A form will appear to the right.
3. Change the number of Authorizers to one or two.

4. Choose the Authorization Task ID. Mekorma supplies the ID
MEKORMA BATCH_AUTHORIZER for this purpose.

5. Click the DD Security checkbox if you want to impose the same authorization rule on both
checks and direct deposits (recommended).

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

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

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

.. Fabrikam, Inc.

Authorization Task ID MEKORMA_BATCH_AUTHORIZER fJ
DD Security

* Double-click a company name to expand the Security tree.
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5.8. 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:

=

* 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.

If you are not using the Action Board, for instructions on how to set up your
named printers.
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5.8.1. 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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E - X
O X = I @ il
LY 4 — u . *
OK Cancel Options = File | Tools | Help Add | Cards
v N ¥  Note Payables
Actions File Tools Help Financial
EFT
BatchNumber Sufit @ PerCompary (O SystemLevel SafePay
Company Mame v EnsbleforMMM  TestCompany (@  Batch No. Suffix
Fabrikam, Inc. M [ 3 A
| Balanced Business % O | 3
Complete Salutions M a 10
m Action Board Printer Setup - CS (DEBBIE) — Od x
= 2 =
\'01 if!l I@r
E* 4 o | ¥
oK File | Tools Help
Actions  File Tools Help
Printers set up for. |Genela| v |
Mark A1 Upmark Al =) Select Pinters 2 Redisplay
Company Check Printer  Bin Check Overflow Bin Copy Printer Bin Copies Copy Overflow Bin Copies EFT Remittan
(@3 - [~ System / Default Printers **] ** UNSET ** .
(] g' Balanced Business ** UNSET = = * 1 = 1 "
[ 5 Complete Selutions " UNSET ™ - * 1 - 1 -
["] & Fabrikam, Inc. = UNSET ** * * 1 * 1 *

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

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

4. Using the drop-down in the column labeled Printer, choose the printer you’'d like to
designate for each needed printing task:

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

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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CS (DEBBIE) — O X
w X Il @
u ¢
Save Cancel File = Tools Help
Actions File Tools Help
Printer Selections for General Use
Selected Companies Name(s]  [* System / Default Printers =]
Task Printer Paper Bin Copies
Check Printer Bullzip PDF Printer v v 1A
Check Dverflow Bullzip PDF Printer A o 1
. Fax [redirected 2)
Copy Peintes Microsoft Print to FDF e L
Copy Overflow Microsoft Print to POF [redirected 2] hd 1
1

EFT Remittance

@ Al Company printers{>end To OneNote 2016 [redirected 2)

Microsoft XPS Document Wiiter

Microsoft XxPS Document ‘wiiter [redirected

Onehote [Desktop)

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 drop-down menu. 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 menu:

m Printer Selection - CS (DEBBIE) — O x
u A L 4
Save Cancel File Tools = Help
Actions File Tools = Help

Printer Selections for User ID 'DEBBIE"

Task

Selected Companies Namefs] | ** Multiple Companies *
e Multiple Companies ™

. Printe Balanced Business

Cheot e - UNICorgiele Soions v] 1A

Copies 2

6. Using the drop-down menu 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 A v
. Send To OneMaote 20016 [redirected 2]
Copy Printer Microzoft =PS Document Wiiter [redirectec ~
Copy Overflow Fax lrediiected 2) ~
Remittance Microzoft Print to PDF [redirected 2] I
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.

Last modified: August 7, 2023
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5.8.2. 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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5.8.2.1. Set Up Named Printers

The first step in configuring Named Printers is to name them! Printers must be set up with
printer IDs:

1. Log in 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.

m Assign Named Printers - TWO (sa) - o
O =il ®7

(;K File Print Tools Help Add

= b ¥  Note

Actions File Tools Help

User ID sa ‘P}

Company Name Fabrikam, Inc. 2 Machine ID:  GPFULL2018US |
Task Series: |3|d Party VJ

- ot @
Mekoma MICR Checks System ~ | DEFAULT A
Bullzip PDF Printer
Mekoma MICR Checks Copy |Syctem v J DEFALLT
Bullzip PDF Printer
Mekoima MICR Checks Overflow DEFAULT
Bullzip PDF Printer
Mekoma MICR Checks Copy Overflow System ~ DERAULT
Bullzip PDF Printer
Mekorma MICR EFT Remittance DEFAULT
Bullzip PDF Printer )
o |

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 S @7

Save Delete File Print @ Tools Help Add

v Y ¥  Note
Actions File Tools Help
Machine ID GPFULL2018US
| Printer 1D CHECKS| )
Printer Class |System v|

User ID £
Company Name ;

Printer Name }-)
Estra Description

Assign Advanced

4 4 » »l

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

a. System: Applies the same designated printer across companies and for every GP
user.

b. User: Allows each individual user to be assigned a unique printer, applied to every
company the user prints from.

c. Company: Gives the option to assign a printer on a per-company basis, no matter
which user is printing in that company.

d. User & Company: Ties printers to individual users on a per-company basis.
mSetup MNamed Printers - TWO (sa) — X

o « | @]

Save Delete File Print Tools Help Add

9 N ¥  Note
Actions File Tools Help
Machine ID GPFULL2018US
Printer ID CHECKS D
Printer Class System v

User ID

LCaompany Name User & Company /
Printer Name: AD
Extra Description

Aggign Advanced

4 4 » »l

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,
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2, 3) for the number of copies desired in the ‘Extra Description’ field. Check
copies will not print if this field is left blank.

8. Click Save.

9. Proceed to assign printers to Mekorma Tasks.

Last modified: August 7, 2023
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5.8.2.2. Assignh 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’).

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

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

m Assign Named Printers - TWO (sa)

- X

@ IK -},

VIR (L °

OK File Print Tools @ Help Add
= > ¥  Note

Actions File Tools Help

User ID sa P:

Company Name Fabrikam, Inc. p: Machine |D: GPFULL2018US

Task Series: || 3rd Party [V

i o)

Mekorma MICR Check A
Mekoma MICR Check |Spstem ~ |DEFALLT

Bullzip PDF Printer

Mekorma MICR Check. Meractun System ~ | DEFAULT

Bulzip FOF Piinter [ 2o

Mekoma MICR Checks Copy Ovenlow Spstem « DEFAULT

Bullzip PDF Printer

Mekorma MICR EFT Remittance Spstem ~ | DEFAULT

Bullzip PDF Printer v

Redisplay Setup

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

5. Select the Printer Class you'd like for that task. Example: System
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VIE PR ke

oK File Print Tools | Help Add

GPFULL20M8US

s > ¥  Note
Actions File Tools Help
UserID 33 fo
Company Mame Fabrikam. Inc. IS Machine ID;
Task Series: ‘ 3id Paity W ‘
Task Description Printer Class
Printer Mame Extra Description

Mekorma MICR Checks

Mekorma MICR Checks Copy
Bullzip PDF Printer

Mekorma MICR Checks Oveiflow
Bullzip PDF Printer

[Printer ID

DEFALULT

DEFAULT

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)

v |R

Actions File Tools

Il @7

Select JCancel File Tools Help Add

- - -

Find By Printer Code

w | View: All Printers for GPFULL2018US with Printer Class System;
Company Name

Printer 1D User ID
CHECKS
Bullzip PDF Printer
DEFAULT

Bullzip PDF Printer
EFT

Microsoft Print to PDF

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 Assign Named Printers window, depending on the Printer Class

you want to assign.

For example, 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: August 7, 2023
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5.9. 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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during the batch building process.

Set Up 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
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Add Calendar Year Transaction
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Set Up Default Checkbook by Invoice

If you decide 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 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 enter
all of their invoices without having to think about what checkbook to assign them to. Please
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note: the default checkbook for the user will 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 s

OX = (| @7
"l '
QK Cancel File Tools | Help Add

- - *  DNote
Actions File Tools Help

Default Checkbooks by User:

User ID Default Checkbook P
DEEEIE FIRST BANK n
DYMSA |
KAREN

KEN
LESSOMUSERT
LESSOMUSERZ
FvAN

a

4. Repeat this step for all users needing default checkbook assignments.

5. Click OK to save.

Last modified: August 8, 2023
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5.10. 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) - X

™ | 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 FILESAPDF Check Copies' ca @

Use the fields in these

Available Fields for Folders

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

Fields in Folder Path

boxes to construct the folder | Batch Number Company ID z

paths and file names for Date EY Checkbook 1D

printing PDF Check Copies | Check Number t

and Emailing Remittances. Wendor ID or Employee 1D € +

This is an optional feature i

that may be used in =

addition to the Mekorma Available Fields for Filename Fields in Filename

Check Image Archive Company ID Yendor ID or Employee 1D S

feature in the Microsoft Checkbook 1D > Batch Number

Dynamics GP Inquiry Date Check Number t

windows. P $
*

[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 on
your 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.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Page 175 of 392



Mekorma

Mekorma Products User Guide for GP - Build x92_en

™ |

v v

Mekorma System Options -

Save  Additional File

Actions  Additional File

CS (sa)

1 l 0‘ |

[fu R * 4 J

Tools Help Add
i ¥  Note

Tools Help

Base Folder

PDF File Location and Naming Convention

Enable PDF Check Copies
CAMEKORMA FILESA\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

Fields in Folder Path

Company ID
Checkbook ID

4 6 P

Fields in Filename

Vendor ID or Employee ID
Batch Number
Check Number

4 & P

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

[[] Keep Print Window Open After Printing @

Assign by Checkbooks Options @
Enable Assign by Checkbook

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.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Page 176 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

5.11. Set Up 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 set up 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 security system 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
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How to Set Up and Use
Mekorma to Process EFTs

Follow these steps:

1.

2. for sending remittances.

3. in the Checkbook Maintenance window.

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

5. Set up for
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5.11.1. 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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m Checkbook Maintenance - TWO (sa) - >

H9X ™ @il @7

Save Clear Delete = Additional File Print Tools Help Add
- -

x ¥  Note

Actions Additional File Tools Help
Checkbook ID FIRST BANK PO [ Inactive
Description [First Bank |
Cunency 1D ZAIs$ El0 Current Checkbook Balance [$1,303,988.94)
Payment Rate Type ID BUY p Cash Account Balance $1,525,703.96
Deposit Rate Tupe ID AVERAGE P
Cash Account 000-1100-00 P [} Cash - Operating Account
Next Check Number 100053 Last Reconciled Balance $0.00
Nest Deposit Number 50000001 Last Reconciled Date 0/0/0000 izt

Payables Options

Compar Address 1D INTERNATIONALA P [T o
Bank Account 111333555 :ax Check Amount .
Bank ID FIRST BANK 3] G

] Duplicate Check Numbers
Override Check Number

User-Defined 1
UserDefined 2

EFT Bank Direct Deposit

[14 4 » »l|Checkbook ID v

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

m Checkbook EFT Bank Maintenance - TWO (sa) - X

0=ie’

OK File Tools Help Add
-

b ¥  Note
Actions  File Tools Help
Checkbook D FIRST BANK First Bank
Bank Country/Region Country Code us P
150 Currency Code usp
Aocount Holder Bank Branch 2
Transit R outing Number 111111118 Bank Code 3
Bank Account Number 111222 Bank Branch Code 4
IBAN 1112 Bank Check Digit 2
Tax Registration Number NY001
Bank Identification Number
Bank Company Name Blocking Factor 10
Campany [0 Number Format Cade A
Small Company Name Priority Code 0]
Reference
Service Class Code 200
Conmmicatn T
Application |

Feceivables Options

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

Use Check Numbers

* 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
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selected.

If using pre-printed check stock, EFTs will print in the same way. However, be advised that
you must select Microsoft Dynamics GP Report Writer as the EFT Remittance option.

Use EFT Numbers

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

checks using Mekorma 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) — *

=i e

oK File Tools | Help Add

Actions  File Tools Help
EFT Papment Numbers: File Format:

() Use Check Numbers

® Single Format PFD P>
(C) Based on Vendar

Business r.

Corporate [® ’r
EFT Payables Dptians: 227
. Persanal - I
[] Papables Prenote Required : =
) Foreign ¢
Prencte Grace Periad 0
Default Output Files:
Payables Domestic Payments C:MEKORMA FILES/EFT /FABRIKAM/Payment. txt £a
Payables Foreign Payments :C:MEKORMA FILES/EFT /FABRIKAM /Foreign Payment. bt 3
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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5.11.2. Set Up Your Vendor EFT Remit-Tos

In Dynamics GP, the way that the system determines 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.

Vendor Maintenance - CS (RYAN) - X
B Payables Transaction Entry - CS (RYAN - - - =
- I = /3 (7]
AX&a@E 0 O S - H9X™ § 59 7% 2 o [l €
* a = L - u ¥ ,| Save Clear Delete Write Attach Options Additional = All-in-One = File Print Tools = Help
Save Delete Post Paste Attach =~ Options  Additional File Print Print Tools = Help Letters™ v v View v bé
v v B hf e Actions Options = Additional File Tools
Actions Options ~ Additional File Tools = Help i )
Vendor ID | ACETRAVEOOD! P00 Hed Stalus:
VYoucher No. 00000000000000556 P [ [ Intercompany Batch ID P" Name A Travel Company
Document Type: Doc. Date | £/13/2021 i) 4 Shot Name | A Travel Class ID AUSNSW-M I
Description Check Name A Travel Company
¢ Primary Address:
VYendor ID ACETRAVEOODT Currency 1D Z-U5$ p )«
Address ID PRIMARY PE?
Name A Travel Company Document Number
by ™ o
- v ; treet : t
RemitTo ID PRIMARY 2] Shipping Method OVERNIGHT DI et ley Shiee E:"""i (000 "
Payment Terms Net 30 b d Tax Schedule ID > e
P a1 Schedule 2 = (2945550101 Ext. 0000
City Sydney
1099 Armaunt $0.00 State NSW Tax Schedule AUSNSWST+20 ‘Q
huc ey $0.00 o 000 | | 2P Code 208 Sl OVERNIGHT Js
TesdeDeoount sg gg Check $0.00 <» | CountwCode |AU £ UPsZone
F'.e'gh' § Credit Card $0.00 =p | County Australia
Miscellaneous $0.00 h
$0.00 Terms Disc Taken $0.00
Ta 2 On Account Y00 Address IDs: ‘Vendor Account
Total $0.00 Purchase PRIMARY I3
Distributions Print Check I Bemit To PRIMARY ,Q I Comment 1
Ship From PTIMATT Fad Comment 2
144 » ¥ [byBaichiD v] Status | Unsaved 1093

Options Address Accounts E-mail Project
14 4 » ¥ |byVendor ID v

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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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

File

-
Print

Actions

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

i @]
Tools | Help Add
~ ¥  Note
Tools Help
ACETRAVEDOOT
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

Address

For further information about this topic, please 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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5.11.3. Configure Email Settings

* 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.

ml.fm' pany E-mail Setup - C..  — X

. I e
OX = il @2
LY 4 U |
0K Cancel File Tools | Help Add
- - *  MNote

Actions File Tools Help

Select E-mail Document Options

Embed Documents in Message Body
Send Documents as Attachments

File Farmats fllowed

DOCK HTML POF WPS

Enable E-mail
Sales Senes

Purchasing Series

2. Create a Remittance Message ID in your GP Email Settings. The EFT file is attached to this
message when sent.
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O X

Save Clear Delete File Tools | Help Add
= - *  MNote
Actions File Teols Help
Message ID REMITTANCE |P|
Description REMITTANCE
Message Type Standard e
Series Purchaszing B
Doc. Type Wendor Remittahice ~
Subject EFT Remittance |
Body I Document Lines l W alidate

H—Flease see attached EFT remittance for payment informaation.

~

Select and Insert Fields

D ocument Fields Field

v]

Workflow Fields

[ additional fields

| Freert

Have Replies Sent to |

| Select Hames |

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:

Vendor Address Maintenance - CS (RYAN)

— X
7| 9 PN 3
Save Clear Delete Additional File Print Tools Help Add
A b ¥. ¥  Note
Actions Additional File Tools Help
Vendor ID | ACETRAVEOOD! 2]
Name A Travel Company
Address ID | 4 PRIMARY 0 ;ﬁ? v
Contact | Greg Powell Phone 1 | (298)555-0101 Ext. 0000
Address 123 Riley Street Phone 2 (000) 000-0000 Ext. 0000
Phone 3 (000) 000-0000 Ext. 0000
| Fax (294) 555-0101 Ext. 0000
City | Sydney
State ANSW v '
ZIP Code | 2086 | TaxSchedule | AUSNSWST+20 P
CountryCode AU 42 ShippingMethod | OVERNIGHT ysl
Country Australia UPS Zone
EFT Bank
4 4 » >l

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Page 186 of 392



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...
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5.11.4. 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) — X
3 ! S~
1 |
DX e fF Il @
Save Clear Delete Integrate = Additional File Tools = Help Add
- - A4 - Mote
Actions Additional File Tools Help
Checkbook ID FIRST BANK IS
Default Threshold ID £
MICH Line Setup
Transit (ABA] Number
111111118
Check Humber Pattern €[+ -2 Bouting Murber Account Murnber € >

W+ +++++
58 57 56 55 54 53 52 51 50 49 45 47 46 45 44

EDELSE 257hn

Threshold |0
Man-Megotiable 'word

Primary Check Format
Check Copy Format

Check Overflow Format
Check Copy Overflow Format
EFT Remittance Options

EFT Remittance Format

Befund Check Format

f @

WoID

AP Check_bottom_2 Std AP Stubs. sthz
Owerflow_full_Std AP Stub. sthz
[ Use Pre-Printed Check Stack
[] Use Check Format [First page] for averflow pages
AP Check_bottom_2 Std AP Stubs. stbz
Owerflow_full_Std AP Stub. sthz

EFT Remittance Format ‘ w

Dynamics GP Report Wiiter

Check Face / Overflow Stub

EFT Remittance Format

AADDSLDLLL "

Kvlke)

Be o

424140 3938 37 36 356 34 33 3231302928 27 26 25 24 23 22 21 20 19 18 17 16 15 14

* 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.
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* Check Face/Overflow Stub: If selected, the Overflow format you have configured will be
chosen first. If you do not have an Overflow Format selected, the Primary Check format
will be used instead.

* EFT Remittance Format allows you to choose from any of Mekorma’s formats by using the
look-up next to the EFT Remittance Format field.

=

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: June 19, 2023
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5.11.5. 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. In the Additional Features window, check the box for EFT comment to activate EFT
comments.

m Mekorma MI.. — X

Xd | ji @7

Cancel Save File Tools | Help Add

- - ¥ Note

Actions File Tools Help

Checkbook ID FIRST BANK

Mark additional feature to be activated.
Lse Expansion Button to enter uzer defined options.

[ ] “oucher Note

EFT Comment '}I

Purchase Order Security
[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
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10.

11.

remittance portion. It will only show if the payment is an EFT payment. Once you have
activated this feature, you should go into the Payment Hub Configurator and add that
field to the format.

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:

¥ options - BB (DEBBIE) _ «

12941 x x ﬂ °%

Cancel Delete File Tools H;Ip Add

¥ N ¥  Note
Actions File Tools Help
Checkbook D _ FIRST BANK Feature _ EFT Comment

EFT Comment Text |
EFT Logo File

Use the Expansion Button to import a logo file.

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.

Click OK a couple of times to save.

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

Last modified: June 19, 2023
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5.12. 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 IDs and Process |Ds.
With these basics, you can start testing your process:

e 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: October 23, 2023
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5.12.1. 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

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Board Build Maintenance).

Pl Action Board Build Maintenance - CS (sa) - O
= XD Il @7
u L 4
Save Delete Clear File Tools Help Add
% h ¥  Note
Actions File Tools Help
Build ID UTILITIES p
Description UTILITIES duein 7 by vendor cb
Select: Due Date/Discount D ate Cutoff v I
Due Date Cutoff: () None (® DueDate uD:0CD
Discount Date Cutoff: (@) None O Al (O Discount Date
Restrictions: Date Offset Codes - ... — X
Class [D: from UTILITY To UTILITY I - ,:.,l -
Insert >» 'o' uu “9"
OK File Tools = Help
Remove v - v
Actions  File Tools | Help
(One Check Per: IUSE Vendor Op ~ l I Select By Vendor Checkbook. I [] Select ByVoucher|  Base Date IUSEI Date (UD) v l
; it o Offset By = 7| + |Calendar Days [CD] ~
Automatically Apply Existing L.Jnapplled. W e o | l
Payments 1] CiedtMemos 4] Retums [ Pay Only Minimum Date Offset Code | UID:0CD ®
(® Functional Currency Only (O &l Currencies Apply Date uUD:0 Example 6/15/2021
(® Batch Currency Only (O Batch and Functional Currency
Remittance:
List Documents: * Company Default v @ Print Previously Applied Documents
Sort Documents By: Date v Use Due Date Cutoff

44 » »l

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

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

* Vendor ID

Page 193 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

* Vendor Name

* Class ID

* Payment Priority

* Voucher Number

* Document Number

* Payment Number

* Due Date / Discount Date Cutoff
e Document Currency

4. Use the look-up to define the parameters of chosen criteria.
5. Click Insert to add selected criteria.

6. Save your Build ID. This set of criteria can now be added to a to automate the
batch building process.

The Action Board provides these additions to the normal selections:

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

* The Payment Hub provides the ability to assign checkbooks to vendors so you can choose
to build for only vendors assigned to this checkbook.

* The Payment Hub provides the ability to assign checkbooks to vouchers so you can
choose to build for only vouchers assigned to this checkbook.

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

1. Only paying the UTILITIES Vendor Class

2. The useris in process of adding a due date calculation to pay everything due in seven
days.

3. The Assign Checkbooks feature is being used to indicate only vendors from the Build
Checkbook should be included in the batch
* Note that the Build Checkbook will be specified when they define the process ID in
the next configuration step.

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

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

A Process ID allows you to specify all of the batches that you want to build. You assign

to specific checkbooks so you can filter what vendors and vouchers to pay in each batch. The
Process ID lets you list these sequentially so that one batch after the other is built each time,
without error and without intervention.

Basic

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

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

2. To create a new process ID, type the desired name in the Process ID field or use the look-
up to bring up an existing process ID for editing.

3. Select a company to build a process ID for.

4. If the company that you select is using Multi-Entity Management (MEM) by Binary
Stream®, the Entity ID field will be displayed, and you can select an entity ID. Only
checkbooks assigned to that entity ID will be displayed when you click the lookup button
for the Checkbook ID field.

5. Select a checkbook ID, a credit card, and a that contains the desired build
criteria.

6. Choose the payment types you would like to include by checking the boxes next to
Checks and/ or EFTs.

7. By default, EFT batches will be processed using the Domestic format. If you need to
create an EFT batch using a different format then select the EFT format for this batch.

8. Press Insert.
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Action Board Process Maintenance - BB (KAREN)

=X 7

Save Clear Delete Advanced File Tools | Help Add  Debug

il @7

L—D Copy

= Ingert

4a Remove

4 4 » »

Linked Check

: and Build [0z
Build ID Company

UTILITY Balanced Business
UTILITY Balanced Business

- - - Note -
Actions File Tools Help Debug
Process ID UTILITY o
Description UTILITY
(@ Company Mame | Balanced Business p
Enity ID 200 o
Checkbook 1D EE FIRST BAMNEK p Payment Type Checks EFTs
Credit Card P EFT File Format |Domestic v|
Build 1T DEFALLT P Currency |D Z-US5E P

Checkbook I Payment Currency ID EFT Format
BE FIRST BANK  Check  Z-USS
BE FIRST BANK  EFT Z-Uss Domestic

Entity ID
100

9. Save after adding desired criteria.

Advanced

The Advanced form of the Process ID Maintenance Window allows you to apply a single Build ID
to any number of companies and checkbooks while minimizing your button clicks. Here we’ll

learn how to create the Process ID above for more companies with fewer clicks.

1. From the Action Board Process Maintenance window, click on Advanced in the top menu

bar.
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Action Board Advanced Process Maintenance - BB (KAREN) O X
9 X7 il @
. I ©
Save Clear Delete Basic File Tools | Help Add | Debug
3 3 ¥  Note h
Actions File Tools Help Debug
Process D UTILITY 2
Description UTILITY
® Checkbooks () Credit Card ) Copy (® Build IDs () Curencies () Entity IDs
Company - Checkbook Build ID Description Q
Balanced Business BB FIRST BANK CLASSIDT  CLASSIDT
Balanced Business BB FLEX BEMEFIT DEFAULT  Default criteria
Balanced Business BB PAYROLL DUEINT Pay everything due in 7 days
Balanced Business BB PETTY CASH EMPLOYEE EMPLOYEE
Balanced Business BB UPTOWN TRUST SELECTCK1 SELECTCK1 ™
Balanced Business CAD CBID
Balanced Business PETTY CASH Lir.Een:I Checkbooks and Build IDs
Balanced Business WESTEBANK Build ID Company Checkbook ID Payment Currency D EFT Format  Entity
Complete Solutions CS FIRST BANK (UTILITY  Balanced Business BB FIRST BANK Check Z-U55 100
Complete Solutions C5 FLEX BENEFIT EE! Checks UTILITY  Balanced Business BB FIRST BANK EFT Z-Us5 Domestic 100
Complete Solutions C5 PAYROLL
Complete Solutions CSPETTY CASH EE] A t
Complete Solutions C5 UPTOWN TRUST
Fabrikam, Inc. FIRST BANK @ Remove <
Fabrikam, Inc. FLEX BENEFITS
Fabrikam, Inc. PAYROLL
Fabrikam, Inc. PETTY CASH
Fabrikam, Inc. UPTOWN TRUST
< >
44 F #

2. To create a new process ID, type the desired name in the Process ID field. Or, use the
look-up to bring up an existing process ID for editing.

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

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

5. Click on the Checks and/or EFTs button, depending on which payments types you want to
include. This will add the information to the Linked Checkbooks and Build IDs section on
the right-hand side of the window. The applied Build ID will be listed as DEFAULT.

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

! Note that the Advanced Setup window only supports the default EFT format,
which is Domestic. If you use EFT using Foreign format, you can set that up using
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the Basic setup window.

7. Save and close the window.

Other Currencies

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

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

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

3. Click the currency you want to change to.

Credit Card Batches

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

Copying From Another Process ID

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

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

4. Click Copy to copy the selected items over to the Linked Checkbooks & Build IDs list.
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5.12.3. Configure Printing and Posting
Reports

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

Automate Printer Selection

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

Define Paths for Reports/Lists

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

1. Open the Posting Setup window (Administration > Setup > Posting > Posting)

2. Use the drop-down to set the Series as Purchasing.

3. Use the drop-down to set the Origin as Computer Checks.

4. For each report that you want to generate, use the Send To column to assign it to a file,

monitor, or printer by checking the box in the file column and ensuring the other
checkboxes are unmarked. Note: Do not assign the report to a query.
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Save File  Print | Toocls  Help Add

- - *  Mote
Actions File Tools Help
ISeries: |F'urchasing e I Origir: |E0mputer Checks w
Create a Jourmal Entry Per:
Post to General Ledger (®) Tranzaction
[ Post Through General Ledger Files () Batch |Jze Account Settings
Allowy Tranzaction Posting Posting Date From: (®) Batch () Transaction
Post Through General Ledger Files IF Existing Batch: () Append (@) Create Mew
[ Include Multicurency Infio
[ “erify Number af Trs ] Require Batch Approval
[ “erify Batch Amounts Approval Passward
b ark. Al Unmark All
Fieports: Send Ta: File
Frint  Report ? ||@|ﬁl Type Append/Replace @
Path £
[ |Check Register 0 | Text file w |.-’-‘«|:upend w |A
[] | Checkbook Faosting Joumal O] | Text file W |.-’-‘«|3penc| w ]
] | Comp Chik Distribution D etail IO Test file “ |.-’-‘«|:upend w |

5. You can assign a destination for each individual posting journal type as needed. Click on
the Path field directly underneath a particular posting journal, then on the folder icon
under Append/Replace.

6. Choose the file where you would like this posting journal to be sent. The file path will
display:

R eports: Send Taor File

Frint  Report ? ||§||@|IE_LI Type Append/Replace

Path EB
[] | Comp Chk Distibution Summany 1] |:|| o |.-’-'-.|:||:|en|:| | A
[]  Computer Check Pasting Journal 1] |:|| Text file e |.-’-'-.|:||:|en|:| e

ZAMEEDRRA FILE ShPosting JoumalstComputer Checkos. bt
L] ETT Fayment Hegister AL ~ |Append w

* In standard functioning, if you posted multiple checkbooks in the same company,
it would overwrite your posting journal each time. However, the Action Board will
capture the path name and insertthis phrase: (Checkbook id _
YYMMDD_HHMMSS ) between the names of the folder and the filein orderto
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create a unique name. The Posting set up is done on a per company basis in
Dynamics GP. Therefore, you can set up each company to point to its own path if
you want to separate your posting journals on a per company basis.

Last modified: October 23, 2023
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5.12.4. Control Your Batch Names

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

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

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

To set this up:

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

2. Add the desired suffix in the column labeled Batch No. Suffix for every company you want
to differentiate. In our example, Fabrikam’s batch suffix was set to 100, Balanced
Business is 200, and Complete Solutions is 300. If you have 36 companies or less, we
recommend just using the most significant digit like we have done in this example, going
from 100, 200, ... to A0O, BOO, ... Z00. However, if you have more than 36 companies, you
will want to use 2 digits such as 050, 100, 150, etc. The third digit will be used to name
the batch from within the company. This second example double the number of company
starting points to 72 and leaves up to 50 unique batches per day per company before
there is a duplicate batch name. Most of the time in a large multi-company situation, only
a handful of batches are created each day and this naming convention supplies ample
room for unique names.
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[P Action Board Setup - CS (sa) — X

OK Cancel Options File Tools Help Add
- -

¥  Note
Actions File Tools Help
Printers %)
-
Company Nams ~ Enable for Action Board  Test Company Gl Daily Stat (' Nest Suffix
Fabrikam, Inc. M ™M 100 A
Balanced Business M | 200
Complete Solutions ] O 300

3. After running a batch-building process in the Action Board, the appropriate suffix is added
to the end of each batch number according to the suffix assignment. The suffix increases
by one increment for each batch:

m Mekorma Action Board - CS (DEBBIE) = O X

& 5 & Halfl e

Process Options Print View File Tools | Help Add

Alignment ~ % > ¥  Note
Actions View File Tools Help
Action [Pml:ess Checks and EFTs v I
Show Batches: @) All O ReadytoProcess (O With Errors Mark Al | Unmark Al | & Redisplay

* Company - All v 8| CheckbookID 2] Payment £} CheckDate 4] GLPostDate £ #Tm  BatchTota  2](¥)
Balanced Business ~ FIRSTBANK | Check  0/0/0000 @ enze @ 10 $30673.27 A
Complete Solutions FIRST BANK Check. 0/0/0000 | sr11/2021 i ] 10 $33,783.04
Fabrikam, Inc. FIRST BANK EFT 0/0/0000 & | 41202027 ] 2 10,928 84
Fabrikam, Inc. FIRST BANK EFT 0/0/0000 i | 412/2027 i 1 $1,101.64
Fabrikam, Inc. FIRST BANK Check. 0/0/0000 i | 4n2/2027 m 2 $6,613.95
Fabrikam, Inc. FIRST BANK EFT 0/0/0000 & | 4n2/2027 i 4 $6,334.64

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

5. Click OK.

Last modified: August 9, 2023
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5.12.5. Results Reports Email Setup

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

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

After posting checks and EFTs in the Action Board, the Posting Results Report is generated.
By default, these reports are created/displayed immediately after the corresponding process is
completed. You can choose to send them to a chosen email address instead. For example, you

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

Configure Email Settings for Results Reports

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

2. In the All Actions section, check the box next to Email Report After Processing.

3. Enter the correct email address in the Email Address field.
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Save Cancel Printers File Tools = Help Add
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Actions File Tools Help

User ID sa p

Build Payment Batches (3

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

Edit List Destination
Printer
File
Type
Path

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

Sart Checks By

* Company Default v

All Actions @
Email Report After Processing
Email Address

bethi@mekorma.com|

Show Dynamics GP windows

4. Click Save.
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5.12.6. Options for Building Batches

Automated approval requests/edit lists

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

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

2. In the Build Payment Batches section, choose one of these options:
* No Edit Lists or Approvals: This will disable edit lists and approval requests entirely.
* Request Approvals: This will automatically send approval requests as each batch is
built.
e Print Edit Lists
o If you generate Edit Lists, you can print them or send them to a folder:
m Printer: Send to a printer
m File: Saved as a text, tab-delimited, comma-delimited or HTML file type
and stored in a file location of your choosing. The Action Board will give
them unique file names to help you identify them.
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Actions File Tools Help
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Build Payment Batches (@

() No Edit Lists or Approvals
() Request Approvals
(® Print Edit Lists

Edit List Destination

[] Printer

File

Type |Te:-:l file v

Path rrogram Files [xEb\Microsott Dynamics

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

Sort Checks By * Company Default v

All Actions @
Email Report After Processing
Email Address
beth@mekorma.com

User Interface Automation Control

Show Dynamics GP windows
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5.12.7. EFTs in the Action Board

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

both.

The EFT options enhance the workflow of EFTs compared to that of checks. This what the
workflow for checks looks like:

Build Batches / oot il i Ll Process Safe Pay Package and Mail
Request Approval and Sure There Were Post il Check
EFTs No Printer Jams fies COKS

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

can do for you:
> m
£y
Build Batches / Process Checks Upload files to
Request Approval and EFTs bank

With EFTs, further automation is possible:

\4

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

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

Choose Automation Options

1. Open the Action Board Options window (Mekorma Area Page > Transactions > Payables >
Payment Hub Action Board > Options).
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2. Choose options in the EFT & Safepay section:

Posting Options

* Post EFT immediately after Print or Send: This option ensures that EFTs are posted
immediately after printing or emailing remittances.

* Generate EFT after Posting: This option automatically generates the EFT file (to be sent to
your bank) immediately after posting.

If you do not mark Post EFTs Immediately after Print or Send option, you will post the EFTs
along with your checks using the Post action on the Action Board.

If you do not mark Generate EFT File after Post, you will generate your EFT file using the
Generate EFT File action on the Action Board.

You may choose not to post the EFTs automatically and/or not generate the EFT file for the
bank automatically for any of these reasons:

* You want to combine more than one batch from the same checkbook in the same
company into a single ACH file.

* Your organization has a separation of duties that requires different users to post EFTs and
generate the EFT files.

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

EFT Remittance Options

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

* Print Document: The remittance will be sent to the printer specified by Named Printers
configuration.

* Send Document in Email: The vendor will receive an email containing the remittance - if
the vendor does not have an email address or internet access is not available, the
remittance will print instead of being emailed.

=

You cannot use GP Report Writer when processing EFTs with the Action Board.
The settings for EFT Remittance options (as configured in the Mekorma
Checkbook Setup window) must be set to Check Face/Overflow Stub or a
Mekorma EFT Remittance Format.

Last modified: October 23, 2023
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You can choose how to sort your checks during the Action Board printing process. Note that this
sort only applies within a batch, not across batches.

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

Payment Hub Action Board > Options).

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

below:

EAction Board Options - CS (RYAN)

= K = il

0]

O

x

Save Cancel Printers File Tools = Help Add
b “d ¥  Note
Actions File Tools Help
User ID RyaN P

Build Payment Batches (@

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

EFT & Safe Pay @
EFT Remittance Options
Print Document

[[] Send Dacument in Email (Print if email cannot be sent)

Posting Options

Post EFT immediately after Print or Send

[ Generate EFT after Pasting

[[] Generate Safe Pay files after Posting (@D

Sort Checks By * Company Default

Payment Number
Name
State - City
["] Email Repart After FZIP Code
Email Address aucher Nurber

All Actions @

User Interface Automation Control
Show Dynamics GP windows

* Company Default

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

Setup window.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Page 210 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

3. Click Save.

Last modified: June 19, 2023
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5.12.9. Show/Hide Dynamics GP Windows

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

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

2. In the All Actions > User Interface Automation Control section, check the box next to
Show Dynamics GP windows if you would like to view all windows as the system
processes. If not, unmark the box.

All Actions (D)
[ ] Email Report After Processing
Email Address

dzer Interface Automation Contral

Shiow Dynarics GP windows

3. Click Save.

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

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

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

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

i Action Board Setup - CS (sa) - K

OK Cancel Options File Tools = Help Add

5l 5l ¥  Note
Actions File Tools Help
Printers .
=
Compary Name - Enable for Action Board  Test Company (D Daily Stat ® Neut Suffix _
Fabrikam, Inc. % om 001 -
Balanced Business | | 001 001
Complete Solutions ¥ O 0o 001

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

3. Click OK.
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5.12.11. Testing the Action Board

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

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

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

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

2. Mark the box in the column labeled Test Company.
3. Click OK.

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

* Microsoft Dynamics GP sample company, Fabrikam, Inc.

e Companies with “ in the name
e Companies with ** in the name
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5.13. Remote Payment Services
Configuration

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

Watch this video for a quick overview of how Remote Payment Services for GP works.

DEMO

MEKQRMA
REMOTE PAYMENT
SERVICES
B

!_ FOR 4 Microsoft

! Dynamics GP

If you're using Corpay, the existing fields Customer Account and Invoice Comments are
customizable. Data in GP tables can be mapped to these two fields and printed on Corpay
remittance. A customized function is needed to support the mapping. Please reach out
Mekorma Customer Success team at support@mekorma.com to discuss your needs.


https://www.youtube.com/embed/FeZ5AY3Zg_M?rel=0
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Remote Payment Services Configuration

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

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

Remote Payment Services Configuration - BB (sa) — a X

=W il @0

Save File Tools | Help  Add

A - ¥  Mote
Actions | File Tools Help
Check printing location Outzourced ~
Credit Card ID P
Send Zero Value Checks
Integration Base Folder C:\Program Files [#86]4Microzaft Dynamics\GPY0 atah 3
Checkbool: [0 90 Degcription Bark Acc Ho Inactive | Remote Bank Account | Account Type Credit Limit
BE UPTOWwWM TRUST| Uptown Trust BRR7T7I99 Corpay ~ | Pre-Funded $0.00 ~

I w $0.00

Enrall Yendors

* The Check printing location field determines whether your payments are processed with
the Remote Payment service (Outsourced), or printed and processed in-house (Locally).
* The Integration base folder is configured to store the files sent to and received from the
outsource provider. The system will automatically create the following subfolders if they
do not exist:
o QutPayments: Will store payment files sent to the outsource provider
o InPayments: Will store processed payment (response) files received from the
outsource provider
* All checkbooks that have been configured for outsourcing are listed in the Checkbook ID
area. You will see the following information:
o Checkbook ID and description
o Bank account number as configured in Dynamics GP
o Remote Bank Account: This field lists the name of your outsource provider
(AvidXchange or Corpay) and the funding method ( )
o Account Type: Displays whether the checkbook is configured using the pre-funded or

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 216 of 392


%7BTOPIC-LINK+payment-outsourcing-configuration#method%7D

Mekorma Mekorma Products User Guide for GP - Build x92_en

credit model; this refers to the method the outsource provider uses to fund your
vendor payments. Only a pre-funded model is currently available - this means the
outsource provider will withdraw funds from your company’s bank account before
generating and sending payments to vendors.

Choosing a Funding Method

Before the outsource provider can send payment to your vendors, they will withdraw the funds
to cover the full amount of the payments.

* Transaction funding: We recommend this method, where every GP payment corresponds
to a withdrawal from your company’s checkbook. The withdrawals are treated like checks
and each individual payment clears the checkbook.

* Bulk funding: All payments for the day for each checkbook are funded by a single
withdrawal. Bulk Funding simplifies the number of banking transactions for funding. This
can reduce costs and benefit your reconciliation processes. However, this method creates
some complexity in the AP setup by using a pseudo Credit Card vendor as a holding tank
to net out those funding transactions. , our implementation
team will work with you to determine the best funding method for your situation.

Corpay customers: Choose Corpay.

AvidXchange customers: Transaction Funding is the only Funding method so no choices will
show.
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The Remote Payment Services Configuration window is used to configure checkbooks for
outsourcing.

Step 1: Checkbook is configured in the ePayment Portal

You will need to contact your provider (AvidXchange or Corpay) and fill out the necessary

paperwork. The first checkbooks are included as quoted in your original implementation and
additional checkbooks can be added for a fee. The provider will then configure the checkbook

within their payment portal.

Step 2: Add the Checkbook in the Remote Payment Services Configuration window (Mekorma

Area Page > Setup > Purchasing > Remote Payment Services Configuration.)

The new checkbook must then be added in Dynamics GP.

Log in to Dynamics GP and open the Remote Payment Services Configuration window.
Click on the next available line in in the checkbook fields at the bottom of the window.
Use the look-up to choose the Checkbook ID of the checkbook you want to add. This will

pull in the GP account description and bank account number.

Remote Payment Services Configuration -

o .,-'_'-\. .
A [1RL > 2l
u L *
Save File Tools | Help Add
- A T  Note

Help

BB (sa)

Actions  File Tools

Check printing location Outzourced
Credit Card 1D
Send Zero Walue Checks

Integration Base Folder

P

C:\Program Files [#26)\Mizrozsoft Dynamics\GPAD ata' =]

[ Ihactive I Femote Bank Account I Account Type
Corpay Pre-Funded

[Bank Acc No
BEE7Y7I99

Checkbaock [0 ',53' Description
BB UPTOWHM TRIJST | Uptowr Trust

L

[ Credit Limit

0001~

$0.00

Etrall Wendars

3. Match the GP checkbook with the correct provider by using the drop-down menu under

the Remote Bank Account column.
* For AvidXchange customers, there will only be one choice (AvidXchange)

* For Corpay customers, choose Corpay. This funds each payment individually, by
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transaction.

4. Click Save to close the window, and from that point on the checkbook can be used to pay
vendors remotely.

Step 3: Ensure your Check Numbers are Unique.

1. Go to each Checkbook (Financial Area Page > Cards > Checkbook)

2. Please make sure that all check numbers sent to the outsource provider are unique by
unmarking the Duplicate Check Number and Override Check Number settings in the lower
right corner of this window.

Payables Options

Max Check Amount $0.00
Password
[] Duplicate Check Numbers
[] Ovenide Check Number

EFT Bank Direct Deposit
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5.13.2. Enrolling Vendors

With Remote Payment Services, your vendors get to choose their payment type of check,
virtual credit card or ACH.

When first implementing the system, the vendors are enrolled by communicating the vendor
information to the outsourced provider as follows:

1. Follow the procedures in

2. Reopen the Remote Payment Services Configuration window (Mekorma Area Page > Setup
> Purchasing > Remote Payment Services Configuration) and click the Enroll Vendors
button.

Click Enroll Vendors at initial implementation. Running Enroll Vendors changes any vendor with
no record showing that they are Enrolled or Excluded to set them as Enrolled. There is no harm
in clicking this button at any time because it will not change anyone who already has a status
set.

All active vendors are enrolled when you click Enroll Vendors in this window. for
information about Ongoing Enroliment.

Remote Payment Services Configuration - BB (sa) - d X

= E [l @7

Save File Tools | Help Add

o w7 ¥  MNote
Actions  File Tools Help
Check printing location Outzourced ~
Credit Card D B
Send ZeroWalue Checks
Integration Base Folder C:\Proarar Files [#86)\Microzoft Dynamicz\GPYData' =
Checkboal [0 ,D Description Bank Acc Ho Inactive | Remote Bank Account | Account Type Credit Limit
BE UPTOWM TRUST| Uptawn Trust BR&TTTI99 Corpay ~ | Pre-Funded $0.00 A

I ~ $0.00

W

Errall Vendors

* Note that if you want to make exceptions and process some vendors locally, you
can do so. See Local Printing Options.
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Ongoing Enroliment

Once Mekorma Remote Payment Services is installed, and you add a new vendor to the system,
that vendor will automatically be enrolled and set as ‘Outsourced Processing.’ If you do not
enter an address for the vendor, the enroliment status remains ‘Pending.’” A vendor address is
required for enrollment, as that is where the outsource provider will send the check.

Communication with Outsource Provider

This information is communicated between Dynamics GP and the outsource provider so that
they can pay on your behalf:

Vendor Records Address Records
Vendor ID Vendor ID

Vendor Name (Check Name) Address ID

GP Status Address Lines 1 to 3
Is 1099 State/Province
Payment Terms ID Postal Code

Main Address ID Country

Remit-to Address ID Contact Name
Class ID Phone Number

Tax ID Number Email-to Address

Email-cc Address

Payment Method (0:Check, 1:EFT)
Check Name

Bank Account Name

Bank Account Number

Bank Routing Number

Bank Account Type (CHECKING or SAVINGS)

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 221 of 392



Mekorma

Mekorma Products User Guide for GP - Build x92_en

5.13.3. Local Printing Options

There may be circumstances in which you need to print checks/payments locally that are
normally sent to the outsource provider for processing. You can do this by changing a vendor,
payment, checkbook, or company’s status.

Change an individual vendor’s status to Excluded

This setting allows you to exclude a vendor from the outsourcing service; all payments to that

vendor will be processed locally.

1. Open the Vendor Maintenance window and select a Vendor ID using the look-up (Mekorma
Area Page > Cards > Payables > Vendor).

2. Click on Additional > RPS Status to open the Remote Payment Services Status window. In
this example, Allenson is currently enrolled as a vendor who receives payment from the
outsource provider.
mVendor Maintenance - TWO (sa) - X m Enhanced ePayment Status - T. - X
9 X W E = « {| @] fl

Save Clear Delete Write Options | | Additional || All-in-One File Print Tools | Help Add File Tools
Letters™ g - View > - ¥  MNote - -
Actions Options All Vendor Statuses Tools Help File Tools
VendorlD | ALLENSONOODT = (e crmentsone | e - VendonID SLLENSONT
e £lensan Liope @ Write Letters i Current Status: Errolled Check
ShotName  USALISM Class 1D USA-4IS-H =
Check Name USa-US-+ BiEnrels
Primary Address; .
Addrezs i} PRIMARY O i e Dlose
Contact Doug Allen Phone 1 1312) 5550103 Ext. 0000
Address 543 Washington Phane 2 [000) 000-0000 Ext. 0000
Phone 3
Fax 000} 000-0000 Et. 0000
City Chicago
State L Tax Schedule USAUSSTCITYD Iz
ZIP Code EOE0S Shipping Methad = =
Country Code ‘;D UPS Zone >
Caurtry Usa [em
pany

Addiess IDs Wendor Account hasing
Purchase PRIM&RY 2 oll
Feerit Ta PRIMARY Isl Comment 1
Ship From PRIM&RY 2 Comment 2
1099 Iy

Dptions Address Accounts E-mail Project
14 4 » ¥ |bp¥endor D i

3. Use the drop-down menu in the Remote Payment Services Status window to change the
status to Excluded.
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Mekorma
m Enhanced ePayment Status - BB (RYAN) — X
¥o 1
I
File Tools
File Tools
endor ID ALLENSONDOO1
Current Status: Enrolled
Change to:
E xcluded
Apply Discard

4. Click Apply; then Save in the Vendor Maintenance window.

There are three possible Enroliment Statuses for your GP vendors:

1. Excluded: This vendor’s information is not sent to the outsource provider, and payments
to this vendor are processed locally.

2. Enrolled: Payments to this vendor are sent to the outsource service for processing, unless
another type of local processing exception has been set up (see Exceptions for Remote

Payments).

3. Pending: This vendor was not automatically enrolled for outsource processing and will be
processed locally. This happens if a vendor does not have a Remit-To address. In this case,
the system cannot send them to the outsource provider since they would not know where
to send the payment if the vendor chooses to receive a paper check.

The status of your vendors’ enrollment can be viewed in the Vendor Enrollment Inquiry window
(Mekorma Area Page > Inquiry > Payables > Remote Payment Services Enrollment Status).
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m Enhanced ePayment Vendor Enrollment Inquiry - CS (sa) — O X
02 =il@
W I <&
OK  Redisplay File Tools = Help
Actions File Tools  Help
Name like |
w | View by Vendor Name
VendorlD  ~  Vendor Name ~ Checkbook ID Enroliment Status Vendor Status @
Check Name ~ Hold Enolment Date  ~ Class )
ACETRAVEDDDT A Travel Company FIRST BANK Enrolled Active )
ADVANCEDDOD1  Advanced Dffice Systems FIRST BANK Enrolled Active
ALLENSONODDT  Allenson Properties Enrolled Active
AMERICANDDOT  AmericaCharge Enrolled Active
ASSOCIATOO01  Associated Insurance Inc. Active
UTIL_ATT ATET FIRST BANK Enolled Active
ATTRACTIOO0OT  Attractive Telephone Co. lled tive
AUSTRALIA AUSTRALLA “ h
AUTOFINADDOT  Auto Financing Enrolled Active
BEAUMONTO001  Beaumont Construction Enolled Active
BERGEROMNOOO1 | Bergeron Communications Sol. Enrolled Active
EMP_BJOMES Bill Jones FIRST BANK Enrolled Actlive
EMP_XJONES Bill Jones FIRST BANK Enrolled Active
BLOOMINGOODO1  Bloomington County Enrolled Active
BURNETTTOO01  Bumett Travel Associates Enrolled Active
BUSIMESS0001  Business Equipment Center Enrolled Aclive
BUSIMESS MAG  Business Magazine Pending Temporary
CAPITALPOODOT Capital Printed Circuits Enrolled Active
CARLSONSOD01 | Carlson Specialties Enrolled Active
CENTRALCOO01  Central Cellular, Inc. Enrolled Active
CHICAGOCO001T  Chicago City Tax Dept. Enrolled Active
CHICAGOROOOT [ Chicago Rent-all Enrolled Active v

Change an individual payment’s settings to Locally

This is a one-time action that allows you to exclude a particular payment in a batch from being
sent to the outsource provider. You access this from the Print Mekorma Payments window.

1. Open the Print Payments window (Mekorma Area page > Transactions > Payables > Print
Payments).

2. Select a batch that contains a payment you want to switch to Local Processing.

3. Click Additional > Payment Processing Options to open the Payment Processing Options
window.

4. Select the payment you want to print locally.

5. In the Process Type column, use the drop-down to choose Locally and click OK to apply
the change.
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m Print Mekorma Payments - BB (RYAN) X
9®m 5 Ml 00
= E I '@
Clear Options  Additional File Print Tools Help Add
b ¥ hd bd ¥  Note
Actions Options ~ Additional File Tools Help
Batch 1D 2021-05-30
Batch Total $30673.27 m Enhanced ePayment Payment Process - BB (RYAN) — O X
©2 a@
Check Number 100003 LV 4 L 4 i
Check Date 06082021 = OK  Redisplay File Tools = Help
Check Comment M hi i
Actions File Tools = Help
Sort Checks By: Payment Number v] BatchNumber | 2021-0530 Batch Total $30673.27
Checkbook 1D UPTOWN TRUS1 Mo fo Trz 10
Wendor Name like
44 > »l
Wendor 1D Payment Number Date Amount  Should Send Process Type @
Wendor Name Enrollment Status Youcher Number PO Number
ACETRAVENOOT | 00000000000000501 £/8/2021 $4.194.20 Default v A
ADVANCEDOOD1 | 00000000000000502 6/8/2021 $5.685.08 Default v
ALLENSONOOOT | 00000000000000503 £/8/2021 $4.249.41 v
AMERICANODDT | 00000000000000504 6/8/2021 $534.90 Default v
ASSOCIATO001 | 00000000000000505 £/8/2021 $2.36455 Default v
BEAUMONTOO001 | 00000000000000506 6/8/2021 $514.66 Default v
FMP RINNFS | NNNNNNNNNNNNNNSAT £/8/9071 111 Ra Nafal s

Notice that all the rest of the payments will be processed with their default setting. So if the
vendor is set up for local processing, they will process locally and if the vendor is enrolled in
outsourcing, they will be sent out.

Disable a checkbook that has been configured for outsourcing

1.

Purchasing > Remote Payment Services Configuration).

Delete the Checkbook ID and associated data.

Open the Remote Payment Services Configuration window (Mekorma Area Page > Setup >

Right-click on the row for the checkbook you want to disable and choose Delete Row.

m Enhanced ePayment Configuration - BB (RYAN) - O X
- Il @]
IR -
Save File Tools Help Add
= " ¥  Note
Actions  File Tools Help
Check printing location
Credit Card ID P
Send Zero Value Checks| pgicrocoft Dynamics GP
Integration Base Fold ]
— Are you sure you want to delete this record? —
Checkbook 1D P D Account Type Credit Limit
FIRST BAMK F Pre-Funded $0.00 A~
UPTOWN TRUST U Pre-Funded $0.00
$0.00
v

Enroll Vendors
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3. Save the changes.

Any payments from the checkbook will be processed locally.

To add the checkbook back to the Remote Payment Services configuration, add the checkbook

back.

Change an entire company'’s printing location

This action disables the Remote Payment Services Connector for a particular company. No
payment files from this company will be sent to the outsource provider.

Enhanced ePayment Configuration - CS (sa)

- [m] X
= 1 @7
| -
Save File Tools = Help Add
N A ¥ Note
Actions  File Tools Help
Check printing location
Credit Card ID Dutsourced D
Localy |
Send Zero Value Checks cally
Integration Base Folder C:A\Users\administrator\DocumentsePayments' 23
Checkbook ID P Description Bank Acc No Inactive Remote Bank Account  Account Type Credit Limit
FIRST BANK First Bank 111333555 Avid{change ~ Pre-Funded $0.00 A
UPTOWN TRUST VUplownﬂusl - 75557777883 B2 Avid{change ~ Pre-Funded $0.00
v $0.00
v
Envoll Vendors

1. Open the Remote Payment Services Configuration window. (Mekorma Area Page > Setup
> Purchasing > Remote Payment Services Configuration)
2. In the Check printing location field, use the drop-down to choose Locally and Save.
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5.14. MEM Connector Setup

MEM stands for Multi-Entity Management®, a product written for Dynamics GP by Binary
Stream Software. This product allows organizations to manage multiple legal entities
(companies) in one single database. MEM also uses the term facility interchangeably with
entity or company. The facility is assigned as payables transactions are entered or batches
created.

What does the MEM Connector do?

The MEM connector provides an interface between MEM and Mekorma providing several
functions:

1. If you are printing checks, the facility information can be printed on payables checks. The
software uses SQL scripts to access Binary Stream tables to retrieve the necessary
information.

2. If you are sending payments to outsourcing, the facility information can also be printed on
your remittances. This works for MEM Decentralized processing only, where each facility
has its own designated checkbook(s).

3. If you are selecting your batches using the Payment Hub Action Board, the connector
supports the ability to create MEM batches.

Depending on which version of Multi-Entity Management is set up for your company, you will
find the facility (entity) fields for payables in either the MEM Centralized category, or the MEM
Decentralized category. Payroll can only use the Decentralized category.

MEM Decentralized:

A Decentralized process uses a dedicated checkbook to pay each facility. Only one facility is
reported per check. The Facility Name, ID and Address will be printed in the header area of the
. Configuring this way provides an advantage because it paves the way to
and have the correct entity reported on each payment.

MEM Centralized:

A Centralized process uses one checkbook to pay multiple entities. Transactions for multiple
entities can appear on one payables check. In this case, the Facility Name or ID will be printed
on each voucher line. You can also choose to group your vouchers by facility and show sub-
totals. Facility Address is generally not used in this setup. For correct alignment of columns on
the check stub if using subtotals, the connector provides common voucher line fields which
must be used with the Facility ID or Name when
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! Note that MEM Centralized processing is not supported when you send your
payments through an outsource service provider. If you want to outsource your
MEM payments, each facility must have its own checkbook.

Please note: Binary Stream has changed the process for entering and storing a legal name for
entities when using MEM for Payables in Decentralized mode. The Facility Company Name
should now be retrieved from the BSSIEntityLegalName column of table B3900400 starting
from the MEM version listed in the table below.That is, entity description will be printed with
entity legal name.

Al GP Version MEM Version
2013 N/A N/A

2015 14.00.1079 506s11 (and later)
2016 16.00.0404 601s05 (and later)

2018 All Builds  All Builds

All prior versions should use the former process, which retrieves the entity name from the GL
Segment table (GL40200).

Last modified: October 23, 2023
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5.14.1. Enable MEM Connector for
Individual Checkbooks

The MEM Connector must be enabled on a per checkbook basis for both Payables and US
Payroll. This will enable the MEM integration buttons to display on the necessary windows.

Payables

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

2. Choose the checkbook you want to be used with the MEM Connector.
3. Click on Additional > Additional Features.
4. Check the box next to MEM Connector for Payables.

P Mekorma MI..  — X

X | il @7

Cancel Save File Tools | Help Add

- - *  Note

Actions File Tools Help

Checkbaook 1D FIRST BANK

M ark additional feature to be activated.
Usze Expanzion Button to enter user defined options.

[ Woucher Mote
[ EFT Comment
Purchase Order SECLLitf

5. Click Save to close the window.

6. Repeat these steps for any additional checkbooks you would like to configure.

Payroll

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

2. Choose the checkbook you want to be used with the MEM Connector.
3. Click on Additional > Additional Features.

4. Check the box next to MEM Connector for Payroll.
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m Mekorma.. —

XEd s il @7

Cancel Save File Tools | Help Add

- b4 b4

Actions File Tools

Checkbook 1D FIRST BANE

Etd Connector for Pagroll I

Activate Payroll Sort Feature

Sort by Location

Sort Direct Deposits o End

5. Click Save to close the window.

6. Repeat these steps for any additional checkbooks you would like to configure.
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5.14.2. MEM Connector for Payables

The Mekorma MEM Payables Connector module integrates with Binary Stream’s Multi-Entity
Management® product to provide access to facility (entity) information for vouchers printed on
Mekorma Payment Hub check stubs. The MEM Connector for Payables requires a separate

registration key.

There are two setup options available for the MEM Connector: Sorting and Subtotals.

MEM Connector for Payables Setup - BB (KEN)

_ o
dX = 0| @7
| u k.
Save (Cancel File Tools | Help Add

X b ¥  Note

Actions File Tools Help

X

Payables - Centralized or Decentralized

Facility Check or Stub Sorting Options

() Mo Facility Sorting

.............................................

Payables - Centralized Only
Facility Check Stub Subtotal Options -
() Mooucher Subtotals
(® SubtotalVouchers by Facility 1D
() Subtatal Vouchers by Facility Mame

() Sort by Facility Mame

Faor Centralized, sorts vouchers on stub by Facility

] Print Grand Total

! Please note, to populate the setup tables, this window must be opened and the
OK button clicked, even if no options are selected.

Facility Check or Stub Sorting Options

Sorting options are available for both centralized and decentralized. For centralized, checks are
sorted by the facility ID or name of the first voucher on the check. For decentralized, checks
print in facility ID or name order.

1. Open the MEM Connector for Payables Setup window (Mekorma Area Page > Setup >
Purchasing > Mekorma MEM for Connector for Payables Setup).

2. Select an option in the first section to define facility check sorting:
* No Facility Sorting
o The decentralized category is used to print the facility ID or facility name and
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address on the header.
* Sort by Facility ID
o For MEM centralized, the centralized category is used to print vouchers on the
stub in facility ID order and checks in facility ID order.
o For MEM decentralized, checks print in facility ID order.
* Sort by Facility Name
o For MEM centralized, this option uses the centralized category to print
vouchers on the stub in facility name order and checks in facility name order.
o For MEM decentralized, checks are printed in facility ID order.

3. Click Save to save your changes.

Facility Check Stub Subtotal Options

This option is available for centralized only. Vouchers are grouped and subtotaled on the stub
by facility ID or facility name. If this option is selected, all fields on the voucher line must be
from the MEM Centralized category or they will not align properly.

1. Open the MEM Connector for Payables Setup window.

2. Select an option in the second section to define Facility Check Stub Subtotal Options:
* No Voucher Subtotals
o Uses Centralized category to print vouchers on the stub with no subtotal line.
* Subtotal Vouchers by Facility ID
o Sorts and groups vouchers by facility ID and prints a subtotal line after each
group.
* Subtotal Vouchers by Facility Name
o Sorts and groups vouchers by facility name and prints a subtotal line after
each group.

for a detailed list of how sorting and subtotal options affect the printing results.
3. Mark Print Grand Total to print the sum of all facilities.
4. Click Save to save your changes.
p(banner tip). For correct alignment of columns on the stub when using the subtotal

options, all normal voucher line fields should be replaced with fields from the
of the Configurator.
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5.14.3. Configure MEM Connector Payables
and Transaction Check Formats

Depending on which version of Multi-Entity Management is set up for your organization, you
will find the facility fields in either the MEM Decentralized Payables category, or the MEM
Centralized Payables category. For transaction checks, you can print entity information on the
invoice header or invoice line by selecting Facility ID, Facility Name, or Facility Company Name
from the MEM Centralized category.

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

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

B Add Elements - PAYABLES - | e
Categories and Fields Type Product [~]
[£}- MEM Centralized Label
- Fadlity ID Multi Text PAYABLES
- Fadlity Name Multi Text PAYABLES | Line
- Facility Company Name Multi Text PAYABLES | | |T
i~ Document Number Multi Text PAYABLES
i Transaction Description Multi Text PAYABLES | Picture
- Discount Taken Amount Multi Currency PAYABLES
- Purchase Order Number Multi Text PAYABLES ———
i Net Paid Amount Multi Currency  PAYABLES ==
- New Amount Paid (Tech Knowle... MultiCurency PAYABLES | | [ addline |
- Document Date Multi Date PAYABLES —_—
i-- Voucher Number Mult Text ~ PAYABLES L AddBox |
- Voucher Date MultiDate  PAYABLES | AddPicture |
- Document Amount Multi Currency PAYABLES
- Internet User Defined 1 Single Text PAYABLES
- Internet User Defined 2 Sngle Text  PAYABLES |'M]
[=}- MEM Decentralized ———
- Faciity ID SngeText  PAYABLES | | AddStbRegon |
- Fadlity Name Single Text  PAYABLES
- Faclity Company Name Single Text  PAYABLES —
- Fadlity Address MuliText  PAYABLES | AddElements |
- Internet User Defined 1 Single Text PAYABLES
- Internet User Defined 2 Single Text PAYABLES

Centralized Payables

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

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

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

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

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

Setup options for payables Sorting and Subtotals can be configured.

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

Last modified: October 25, 2023
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5.14.4. MEM Connector for Payroll

When Binary Stream’s Multi-Entity Management is installed, each employee is assigned to a
facility, and each facility is assigned to a payroll checkbook. When payroll is processed,
multiple checkbooks may be accessed.

Check numbers are assigned according to the checkbook associated with the employee’s
facility.

The MEM Connector for US Payroll provides the following custom sort order for payroll checks:

* Facility ID

* Division Code

e Class ID

* Last Name of Employee
* First Name of Employee

Setting Up Facility Signature IDs

In standard MICR payroll processing when security is by checkbook, a default Signature ID is
assigned for all payroll checks. With the MEM Connector for Decentralized Payroll, a Signature
ID needs to be defined for each payroll checkbook. This setup is used to determine which
signatures print on the checks and when the signatures should be printed.

1. Open the Mekorma Password and Signature Setup window (Microsoft Dynamics GP > Tools
> Setup > Payroll > Mekorma US Payroll > Facility Signature ID).

2. Enter information to define a Signature ID for each payroll checkbook. Please note, the
Signature ID must match the payroll Checkbook ID.

Signature 1 and Signature 2 will print in the Facility Signature 1 and Facility Signature 2 fields
on the check layout. Detailed instructions for defining Signature IDs can be found in the
Signatures & Passwords by Checkbook section.

Setting Up Payroll Signature IDs

In standard MICR payroll processing when security is by checkbook, a default Signature ID is
assigned for all payroll checks. With the MEM Connector for Decentralized Payroll, a Signature
ID needs to be defined for each payroll checkbook. This setup is used to determine which
signatures print on the checks and when the signhatures should be printed.

1. Open the Mekorma Security Setup window. This configuration applies to security by

Checkbook, so be sure that the Checkbook radio button is marked in the Set Passwords By
section.
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2. Click on the Checkbook ID to which you want to assign a Signature ID.
3. Click the look-up next to Payroll Signature ID.
4. Choose the desired Signature ID.
5. Repeat for all payroll checkbooks.

Last modified: August 15, 2023
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The following fields are provided for placement on the stub layout and can be added

B Add Elements - PAYROLL

| Categories and Fields

Type Product

C}Check |
3w Amount in Words
- Amount in Words with Word Wr...
- Check Amount with **=
i... Check Date
- Check Date-D1
- Check Date-D2
i Check Date-M1
- Check Date-M2
- Check Date-Y1
- Check Date-Y2
- Check Date-Y3
i Check Date-Y4
- Check Number

Multi Text Re... PAYROLL
Multi Text Re... PAYROLL
Single Text PAYROLL
Single Date PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL

- Fadlity Name

- Fadility Stub String

- Fadility Check String

- Fadiity ID

- Fadlity Company Name

- Fadility Address

-- Internet User Defined 1
- Internet User Defined 2

Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL
Multi Text PAYROLL
Single Text PAYROLL
Single Text PAYROLL

- Net Wages/Pay Run

Single Currency PAYROLL

|
|
x

;‘
L

Line

X

E%

. AddLabel ;I

[ addune |

|: Add Box |

; Add Picture |

Add Check Region ;I

: Add Stub Region |

| AddEements |

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

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

and the Configurator is opened to display a Payroll check format.

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

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

Facility Stub String: A concatenated field consisting of the Facility ID, Division Code (from
the Employee Master table), and the Employee ID. This field is separated by hyphens.
Facility Check String: A concatenated field consisting of the Facility ID, Division Code
(from the Employee Master table), Employee ID, and Employee Class ID. This field is
separated by hyphens.
Facility Address: A multi-line field that will contain the street address, city, state, and zip
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code for the facility.
Internet User Defined 1: From the Company Internet Information window.
Internet User Defined 2: From the Company Internet Information window.

o=

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

Last modified: June 19, 2023
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5.15. Dynamics GP Web Client

Mekorma products are compatible with the Dynamics GP web client. You can easily
from a browser of your choice, although Mekorma

When doing so, you will have access to all Mekorma features with a few exceptions. The
following actions cannot be done in the web client and must be performed on a Microsoft
Dynamics GP desktop client:

* Edit Mekorma check formats within the Configurator.
* Import or edit signature files, check formats and company logo files.

Introduction to Using Mekorma
with the Dynamics GP Web Client

Before printing payments using the Dynamics GP web client, be sure you have completed the
following installation and configuration tasks:
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3. Grant appropriate users security access to the Web Client.

' A limitation of the Dynamics GP Web Client is that it will not work with the
Payment Hub Action Board. If you are in a Dynamics GP Web Client environment

and you would like to use the Action Board, please log in to our online portal and
open a new case with the Mekorma Customer Success team.

Last modified: June 19, 2023
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5.15.1. Browser Settings

In order to print checks using Mekorma on the Dynamics GP Web Client, there are a few
browser settings that will make the process run more smoothly.

Introduction to Using Mekorma
with the Dynamics GP Web Client

- e
— =

* Mekorma recommends Google Chrome, as Chrome allows you to bypass
manually opening the .mcp (Mekorma Check Print) file at print time. If you are
using any other browser, you will have to choose to open the Mekorma Print
Client by selecting to open the .mcp file each time it is generated.

Settings for .mcp (Mekorma Check Print) Downloads

1. Open Google Chrome and type in the following URL: chrome://settings.

2. Scroll and open Advanced.
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3. Scroll to Downloads. Choose the folder location path where the encrypted Mekorma Check
Print file (.mcp) will be written at print time.

4. Turn off Ask where to save each file before downloading.

Downloads

Change

Ask where to save each file before downloading

Open certain file types automatically after downloading

* This feature is available with all major browsers. Please consult your browser
documentation for specific steps to enable this feature.

To prevent further browser dialogs when using Chrome

1. Printa

in Web Client. You will see an .mcp file type in the lower left of
the browser.

Click the down-arrow and mark Always open files of this type. When printing a test check

for the first time, you will additionally need to click on the .mcp file to manually launch
the Mekorma MICR Print Client.
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5.15.2. Web Client Security

Once your browser settings are configured, you are ready to provide Web Client print access to
your Accounts Payable users as needed.

Introduction to Using Mekorma
with the Dynamics GP Web Client

- e
— =

1. Log in to Dynamics GP as a System Administrator or Power User.

2. Open the Web Client Security Access window (Mekorma Area page > Setup > System >
Web Client Security Access).

3. Designate the ability to print over the GP web client by marking the box next to a User’s
name.
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P vekormamic.. — O X
O = il @7
QK File Tocls | Help Add
- - *  DMote
Actions | File Tools Help
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Last modified: June 19, 2023
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5.16. Omit Zero-Dollar Checks

Enable this feature if you do NOT want to print a $0 check when you process batches using
Mekorma functionality. Zero-dollar payments will be assigned a remit number in GP. Mekorma
does not modify that behavior. For more information, refer to the topic

Example: a credit memo is fully applied to an invoice and zero dollars is left on the payment,
and you do not want the check to print.

1. Log in to Dynamics GP as an Admin or Power User.

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

3. In the section labeled Additional Printing Options, check the box next to Omit $0 checks in
Payables:

Mekarma System Options - CS (sa) — *

i b
>~ I Il

u k. *
Save | Additional File Tools | Help Add

- - - - Mote

Actions | Additional File Tools Help

PDF File Location and Maming Corvention

Enable POF Check Copies
EBaze Folder CAMEKORMA FILESAPDF Check Copies' 3 @

Use the fields in these
bioxes to construct the folder

paths and file names for Date Checkbook ID t
printing PDF Check. Copies Check Hurnber t
and Emailing Remittances. Yendor 1D or Employee D £
This iz an optional feature .
that may be used in -
addition to the Mekorms Available Fields for Filename Fields in Filename
Check Image Archive Compary 1D Yendar ID or Employes 10 s
feature in the Microsoft Checkbaak 1D Batch Murnber
Dynamicz GF [nguiry Date Check Murmber t
windows. I
+

Additional Printing Options

Available Fields for Folders

B atch Mumber

Figlds in Folder Path

Compaty 1D

Omit $0 checks in Payables I
[] Frint FOF Notes

[] Dizable Check Archiving
|:| Auto Show Inguiry Check Preview
[ K.eep Print Window Open After Printing @

[] Suppress DD Remittances

Using Flow + Powerappzfor notifications emails

Asszign by Checkbook s Options @
Enable Azsign by Checkboak

4. Click Save before closing the window.
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5.17. Disable Print Blank Checks

On occasion, you might want to print a Blank Check for making a handwritten payment, such
as if you need a check to take off-site.

Some companies consider this to be a security risk. If you would like to deny users access to
the Print Blank Checks option from the Mekorma Payment Hub Payables, US Payroll and
Canadian Payroll menus, the Print Blank Checks Menu Option can be disabled.

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

2. With the Task-Based tree expanded, check the box next to Disable ‘Print Blank Checks’
Menu Option.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 247 of 392



Mekorma Products User Guide for GP - Build x92_en

Mekorma

Mekorma Security Maintenance - CS (RYAN)

HX 7 & = &l @

Save Cancel Quick Approval Options
Reasons Email Setup > b bt
Actions Options File Tools =~ Help

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

.. Balanced Business

& Complete Solutions

- % Purchasing
. @EFT Security
_ Payroll

Authorizers: 0
Authorization Task ID : "

Direct Deposit Security
+ Users with Blank Check Access...

.. Fabrikam, Inc.

* Double-click a company name to expand the Security tree
Last modified: June 19, 2023

Page 248 of 392

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.



Mekorma Mekorma Products User Guide for GP - Build x92_en

5.18. Bypassing Mekorma and Printing
through Dynamics GP

From time to time, some users want to use Mekorma Payment Hub in some companies or with
some checkbooks and use Dynamics GP’s native functionality (bypass Mekorma) with others.

Within the same company, a single user cannot process payments using both Mekorma
Payment Hub and the native Microsoft Dynamics GP. If you need to do this, you need to
configure a second Microsoft Dynamics GP user and a second launch folder that launches
Dynamics GP without Mekorma Payment Hub.
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6. Using the Mekorma Payment Hub for
Payables

This section of the User Guide will explain, guide and demonstrate how to use the Mekorma
Payment Hub.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 250 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

6.1. Build Batches

Use to Build All your Batches at Once

The method of choice for building your payment batches and processing payments is to use the
Mekorma Payment Hub Action Board. The roboticizes your standard GP procedures
by giving you the power to define and store batch-building rules. It then applies those rules
when you're ready to build batches.

Before you can build batches using the Action Board, you need to create at least one
and use it to create a . Then you are ready to . See
for more information.

Building Batches for Payment Outsourcing (Mekorma Remote Payment
Services)

Batches intended to be processed as remote payments by one of the Mekorma outsourcing
providers can be created using the Action Board or by using Dynamics GP with manual
procedures. This is one of the slickest ways of automating your payments—set up your rules,
push a few buttons and you’'re done—no checks to fold, seal and mail.

When you build for remote payments—just select the batches as if they are check batches —
Mekorma and your outsource provider will do the rest.

Building Batches Manually

Of course, you can still use the standard Microsoft Dynamics GP manually to create your
batches and then pay them through the Payment Hub. Use this method if you are not able to
identify any repeatable rules for pulling invoices into your batches. The following windows can
be used to manually build a payment batch:

* Build Payment Batch
* Edit Payment Batch
* Edit Vendor Payment

Assigning Checkbooks before Building Payment Batches

Mekorma Payment Hub gives you the ability to designate checkbooks for certain vendors or for
certain vouchers as an enhancement to the Batch Building process. If you would like to do that,
you will want to before building your payment batches.
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6.1.1. Action Board: Build All Your Batches

at Once

The Action Board allows you to build all of your batches across companies with one click of a
button. Refer to

prior to building batches from the Action Board.

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

Mekorma Action Board).

Click on the Action drop-down menu and select Build Payment Batches (this is the default
selection upon first opening the action board).

Choose the desired The system will list all associated that make up
the Process ID, in addition to pending Batch Numbers (this number will change after
batches have actually been built), company, checkbook, type of payment included in the
batch, and the currency used. If there are any issues preventing a particular batch from
being built, this will display in the column Reason Batch will not be created.

Once you have confirmed there are no errors, click Process. The system will build batches
using the saved build criteria stored within the Process ID. Any vouchers that meet the
criteria will be pulled into the appropriate batch.

m Mekorma Action Board - CS (sa) — O X
.—h A > l N
L = :: (i ™
& £l e
Process Options | View File Tools | Help Add
- - - * Note
Actions View File Tools Help

Action Build Paument Batches Process |0 Edw 19 Description End of wesk Payment

Mark all | Unmark Al = Redizplay

Build IB Batch Number Company Checkbook Type Currency Reason Batch will not be created
uTiLTY <PENDING-00001> Fabrikam, Inc. FIRSTBANK EFT  Z-US$
EMPLOYEE <PENDING-00002> Fabrikam, Inc. FIRST BANK EFT  Z-US$
DUEINT <PENDING-00003> Fabrikam, Inc. FIRST BANK Check Z-US$
DUEIN7 <PENDING-00004> Fabrikam, Inc. FIRST BANK EFT  Z-US$
uTiuTy <PENDING-00005> Balanced Business  FIRST BANK EFT  Z-US$
EMPLOYEE <PENDING-00006> Balanced Business  FIRST BANK EFT  Z-US$
DUEINT <PENDING-00007> Balanced Business  FIRST BANK Check Z-US$
DUEIN7 <PENDING-00008> Balanced Business  FIRST BANK EFT  Z-US$
uTiuTyY <PENDING-00009> Complete Solutions FIRST BANK EFT  Z-US$
EMPLOYEE <PENDING-00010> Complete Solutions FIRST BANK EFT  Z-US$
DUEINT <PENDING-00011> Complete Solutions FIRST BANK Check Z-US$
DUEIN7 <PENDING-00012> Complete Solutions FIRST BANK EFT  Z-US$

5. During the process, each company login window will display as the Action Board changes

through companies. You can choose to show or hide other windows.
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* If you need to access Dynamics GP while batches are being built, it is possible to
pause the process by clicking Pause, then Resume when ready. If you do not
want to complete the process after pausing, click Finish.

m Processing, pleas... — m Processing, pleas.. —

. . ol
File Edit Tools Help g/12/2019 =~ File Edit Tools Help 8/12/2019

Resuming processing... Atternpting Approwal 13081 2-00005

Previouzsly Processed: 270471 2-00007 Previously Processed: & | 190812-00008 : BB

Currently Processing: 27041 2-00008 Currently Processing: 13081 2-00005

Mext to Process: EFT: FIRST BAME / EMPLOYEE Mewt to Process: EFT: FIRST BAME. / EMPLOYEE
() Pause Finsh () Resume

Action Board Build Results Report

6. When all batches have been built, the Build Results Report is generated and can be
displayed on the screen, printed, or saved as a file in a location of your choice. You may
prefer to so the Results Report is emailed instead, in which case this

window will not display:

Report Destination

Repoit Information
Marme: ttM Build Results Report

Option:

Destination

Report Type: S kandard

1 Screen
] Printer

File
File: Marne: e |

Filz Farmat: | ~ |

(@) Append () Replace

Example:
The Report will show you:

* Batches that were built because there were payments that met the criteria of the

designated Build ID.
e Batches that were not built or REMOVED because no transactions were found to meet the

applied build criteria.
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&9 Piint

=] SendTa ﬂ M odify

Completed 1 Page

Complete Solutions

Batch Number # of Trx Checkbook/CC Payment Build ID Batch Total
[REMOVD-0008] 0 FIRST BANK EFT UTILITY $0.00
[REMOVD-0009] 0 FIRST BANK EFT EMPLOYEE $0.00
[REMOVD—-011] 0 FIRST BANK EFT DUEINT $0.00
191111-00003 10 FIRST BANK Check DUEINT $19,193.61
$19,193.¢61
Fabrikam, Inc.
Batch Number # of Trx Checkbook/CC Payment Build ID Batch Total
270412-00001 2 FIRST BANK EFT UTILITY 55,464 .42
270412-00002 1 FIRST BANK EFT EMFPFLOYEE $550.82
270412-00003 2 FIRST BANK Check DUEINT7 $6,613.96
270412-00004 4 FIRST BANE EFT DUEINT £3,167.32
$15,7%6.52
[] Batch removed by Multi-Batch Management
Action Date Time $54,183.74
Start 11/11/2019% 3:33:06 PM
End 11/11/2019 3:34:58 PM

1 Minute 52 Seconds

If you are using the MEM Connector in conjunction with the Action Board, you can

build batches for Centralized and Decentralized processes at the same time.
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6.1.2. Build Remote Batches

One of the advantages of Mekorma Remote Payment Services is that all standard GP
procedures for building batches can be used to build remote batches and all payment types
can be combined in a single batch. The batches are built as standard check batches, yet the
vendors will be paid by their choice of payment method.

As a review, here are the methods for building batches from most to least automated:

 Mekorma Payment Hub Action Board (Mekorma Area Page > Transactions > Payables >
Mekorma Action Board)

* Build Payment Batch (Mekorma Area Page > Transactions > Payables > Build Payment
Batch)

* Edit Payment Batch (Mekorma Area Page > Transactions > Payables > Edit Payment
Batch)

* Edit Vendor Payment (Mekorma Area Page > Transactions > Payables > Edit Vendor
Payment)

When creating a batch for payment outsourcing:

* Choose Check as the payment method. Payments sent for outsourcing must originate as a
Computer Check batch. Please note that manual payments and payments entered as
Transaction Payments in a voucher will not be processed by Remote services.

* Select a checkbook that is configured for Remote Payment Services.

* Build your batch by selecting the desired payments/ payment criteria.

When batches contain payments for vendors Excluded from the service - those payments will
NOT be sent electronically. Mekorma Remote Payment Services will automatically split the
batch when processing and print those vendor payments locally as checks.

* Please note, if your company has multiple checkbooks with some checkbooks not
configured for remote payments, those payments would not be processed using
Remote Payment Services even if they are made to vendors who are enrolled in
the service. And for those checkbooks, batch creation rules would fall back to
standard GP functionality where EFT and check payments cannot be combined in
the same batch.

Last modified: June 19, 2023
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6.1.3. Using the Action Board with Multi-
Entity Management

Before processing payments using Multi-Entity Management (MEM) by Binary Stream® with the
Action Board, the following steps must be taken:

MEM must be activated for all entities you want to process with the Action Board.

e All users must have a default entity assigned in the User Entity Setup window. That entity

ID will be pulled by default from the Payables Batch Entry window when the Action Board
goes through the automated build process. If you do not have an entity ID set up for a
company that is going to be included in your Action Board processes, you will be notified
through a warning message.

Build Batches

1.

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

. Type in the name of a new or existing Process ID. If creating a new one, select a

combination of a company, checkbook, build ID, and payment type to add to the process
ID.

Click Insert.
Open the Mekorma Action Board and select the process ID.

If the entity has been set up as a parent entity (Multi-Entity Management page > Setup >
Company > Purchasing > Centralize AP), it will call the MEM centralized process. The
batch will be created including all the invoices from its child entities. If the entity has not
been set up as a parent entity, the process is considered a decentralized process and will
create one batch per entity based on the process ID setup.

Check the box next to each batch you would like to build, and click Process. Centralized
and decentralized processes can be built simultaneously, or one at a time.

When building batches for a centralized process:
* The system will build one batch from all invoices that meet the selected build
criteria from each of the child entities within the designated parent entity. See the
Build Results Report.

When running a decentralized process:
* One batch is built for each entity, resulting in multiple total batches. See the Build
Results Report.
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8. Continue with the next steps in the Action Board to process and post your batches.

Last modified: October 26, 2023
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6.1.4. Assign Checkbooks for Invoice
Selection

Mekorma’'s Assigh by Checkbook enables you to indicate that each invoice or each vendor
should be paid by a specific checkbook. There is more extensive information about this feature
on the page Enable Assign by Checkbook page to help you decide if you want to use this
feature and help you get started.

Follow these links for instructions on how to assign checkbooks to:

* Individual invoices
* Payment batches
* Purchase orders

* Vendors

=

Please note, credit memos and returns cannot be assigned to checkbooks.
Instead they must be applied to the appropriate invoices to be credited to the
specified checking account.

After assigning checkbooks, you can use the feature to select invoices by “vendor” or voucher
when building batches. This process can be also be automated into your Action Board process
when you create a build ID.

Last modified: June 19, 2023
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6.1.4.1. Assign a Checkbook to an Invoice

You can assign a checkbook to each invoice when you enter it in the system. This is the method
you should use if you have a group of invoices that are each paid by different checkbooks.
explains why you might want to do that.

Building Batches:

* When you build your batches with the Mekorma Action Board, you will want to include
Select by Voucher Checkbook on your

* When you build your batches with Dynamics GP Build Payment Batch, you will need to
check the option . If you do not, the vouchers
from the vendor will be included in a check batch from any checkbook.

* If you use a manual method for creating your payment batches, the Vendor checkbook
will not be enforced.

To assign a checkbook to a Voucher:

Assigning Vouchers by
Vendor Checkbook ID (GP 2018)

>--=

1. Open the Payables Transaction Entry window (Mekorma Area Page > Transactions >
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Payables > Transaction Entry).
2. Create a new payment or use the look-up to open an existing voucher.

3. Click on Additional and select Assign by Checkbook to open the Assign by Checkbook
Entry window.

m Payables Transaction Entry - CS (sa) - X
= @ .. ﬁ — i TT!‘ N 3

E e 1l @5
H ?( IEn"-?_| a ;| = = i |-
Save Delete Post Optiens | | Additicnal File Print Print | Teecls Help Add

- - - - *  DMote
Actions Options Payables Transaction Language | Help
Voucher No. | 000DD00000DD00457 Ges gl Hisd fomft YABLES BATCH |0
Document Type: Ireeoice Doc. Date | 4/21/2027 H <+
Degcription Phd
Yendor 1D ACETRAVEDDDT [ Currency 1D ZU5% PO
Mame A Travel Company Document Number DOCUMENT 1
Address 1D PRIMARY D P.0. Nurmber
Remit-To ID ,D Shipping Method OWVERMIGHT p
Payment Terms Met 30 2 Taw Scheduls | COMPANYPUR P
Purchazes $50.00 1093 Armount $0.00 ¢
Trade Discount $0.00 Cash $0.00 <3
Freight $0.00 Check $0.00 =
Mizcellaneous $0.00 Credit Card $0.00 |<p
Tax $0.00 | Terms Dizc Taken $0.00
Total $50.00 On Account $50.00
[ Digtributions Frint Checl,

4 4 » ¥ |byBachID B Statuz | Unposted

* If you don’t see the Assign by Checkbook window option, please enable the
feature.

4. Use the look-up in the Checkbook ID field to select the checkbook you want to assign this
specific payment to.
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Assign by Checkbook Entry - ... —

Cancel File Tools  Help Add

hd A *  Note
Actions File Tools Help
Yaucher Murmber 00000000000000457
Wendor 1D ACETRAVEDDO
Yendar Mame
Checkback ID UFTOWH TRD: TIPS
Checkbook MName U pbant Trust

5. Click OK to save.

Posted Invoice Assignments

If you have already posted an invoice but haven’t paid it yet, the checkbook assignment can be

changed.

1. Open the Payables Transaction Inquiry by Vendor window or the Payables Transaction
Inquiry by Document window (Mekorma Area Page > Inquiry > Payables > Transaction by

Vendor or Transaction by Document).

2. Select the payment you want to reassign and open the Additional menu > Assign by
Checkbook to open the Assign by Checkbook Inquiry window.

m Payables Transaction Inguiry - Vendor - CS (sa)

© < b M

OK  Redisplay | View | Additional | All-in-One File
- hd View N

Tools

X

Actions View Assign By Checkbook Tools
Yendor (D ACETRAVEDDD p
MName A Travel Company
D ocuments: ||3_l,I Diocument Murmber w |© All
Sort by: |D0c:ument Mumber o |Asc:ending R

Include: ‘whork Open Hiztary

Origin IC Document Mumber Type Doc Date
Youcher/Payment Murmber Due Date

OPEM 00000000000000473 1MW

OPEM 1000 INY | B/26/2023
HIST 10003 PMT | 8/41/2023
OPEMN 1001 IMV | 7/9/2023
HIST 1001.3 PMT | 8415/2023
HIST 1002 IMNY | 8/20/2023
HIST 1002.2 PMT | 9/26/2023

14 4 ¢ M |byVendor D v

Tranzaction Description

$330.23
$657.68
$600.00
466381
$400.00
$430.72
$200.00

$330.23
$57.68
$0.00
415381
$0.00
$0.00
$0.00
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3. Using the look-up, select the Checkbook ID you’d like to assign this payment to.
Please note: posted invoices that have already been paid cannot be reassigned.

m Assign by Checkbook Inguiry -.. — X

OX = i @7

Ok Cancel File Tools | Help Add

b hd *  MNote
Actions File Tools Help
Yaucher Mumber 00000000a000aa0489
Wendar ID ACETRAWVEDDD1
Wendor Mame A Travel Company
Checkbook ID MRS T BANK] 2
Checkbook, Mame Firgt Bank.

4. Click OK to close this window.

5. Click OK on the Payables Transaction Inquiry by Vendor or Payables Transaction Inquiry by
Document window to save.
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6.1.4.2. Assignh a Checkbook to a Payment
Batch

Assigning a checkbook to an entire batch works well if you have a group of invoices that should
all be paid by the same checkbook.

The Assign by Checkbook feature before any assignments can be made.

Assigning Vouchers by
Vendor Checkbook ID (GP 2018)

- I _
="

1. Open the Payables Batch Entry window (Mekorma Area Page > Transactions > Payables >
Batches).

2. Select the batch you want to assign using the look-up next to Batch ID, or create a new
batch.

3. Use the look-up to choose the appropriate checkbook.
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m Payables Batch Entry - €S (sa) — e

=D X & T = {l

Save Clear Delete Post Additional File Pnnt | Tools

- - -
Actions Additional File Tools
Batch ID PaAYABLES BATCH p | Origin: Papables T Entry
Comment :
Frequency: Single Uze e | Pasting Date /21,2027 H
Uz lagt day of the manth Check Date 0A0/0000
Fecuring Pasting 0 Checkbook ID | UPTOWH TRUST o
Draps ko lncrement 0 Currency 101

Lazt Date Posted
Timesz Posted

Control Actual
Tranzactions 2
Batch Tatal $0.00 $125.00
Uzer D Approval Date
Approved Transactions
4 4 »F M

4. Click Save.
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6.1.4.3. Assign a Checkbook to a Purchase
Order

The Assign by Checkbook feature can also be applied to the Purchase Order (PO) system. A
checkbook can be assigned to the original Purchase Order, and that assignment will be carried
through to the invoice.

The Assign by Checkbook feature before any assignments can be made.

Assigning Vouchers by
Vendor Checkbook ID (GP 2018)

=

1. Open the Purchase Order Entry window (Mekorma Area Page > Transactions > Purchasing
> Purchase Order Entry).

2. Use the look-up to pull up an existing PO, or create a new one.

3. Click on the Additional menu > Assign by Checkbook to open the Assign by Checkbook
Entry window.
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m Purchase Order Entry - TWO (sa) X

dSEh B 3(E s 100

et Achons AL Optlons Vlew Additional Flle Print E-mail Took Help Add
- - Nm
Actions Options | View | Assngn By Checkbook ! Tools | Help
Type: Drop-Ship v Hold Vendor ID ADVANCEDOOD! D]
PO Number PO0337 oD Name Advanced Difice Systems
Buyer D P10 Cunency ID ZUs$ F 0=
Date [DITT202Y |

[] Allows Document Commitments

Sublotal $30.25
Remaining PO Subtotal $90.25 Trade Discount $0.00

Freight 3000

Miscellaneous $0.00 =»
Tax Schedue D | 20 o 3000
Comment ID I S0+ Total $30.25
[l € » i [PONumber V] POStatus [ New | Revison| 0]

4. Use the look-up to choose the appropriate Checkbook ID.
5. Click OK.
6. Click Save on the Purchase Order Entry window.

A checkbook assignment can also be made when you receive the shipment by following the
exact same steps in this window:
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m Receivings Transaction Entry - TWO (sa) — ] X
“[n o

X882 Q2@

Save Delete Void Post Auto-Rev Feporis A4 Options ~ View || Additional | File ‘Tools ‘ Help
- - -

Actions Options l View ‘ Assign By Checkbook
Type: Shipment v Vendor ID FABRIKAMDOD1 FICF
Receipt No. RCT1161 20 Name Fabricam, Inc.
Vendor Doc. No. | ekl Cuency ID Z-Uss D
Date 472172027 o>
Baich ID RECEIVING ENTRY PO

PO1002 PHON-GTE-5043 "
2 $81.25 | Each | WAREHOUSE | 0
0 $162.50) 10/ 10
0.00 slum[ | | [ 000
0.00 $0.00 0.00 0m «
1089 Amount $0.00 Sublotal $16250
Payment Terms '3 Df | Trade Discount $0.00
Landed Cost Func. Total $0.00 < Freight $000F
Amourt Received | 3000 Miscellaneous $0.00}F
Taw $0.00
Prepayment $0.00)"
Tax Schedule 1D | ' Total $162.50

| LandedCost | Distpulions | UserDefiped

[14 4« » » [Receipt Mumber ]

Or you can assign it when you match the invoice:

m Purchasing Invoice Entry - TWO (sa)

WX EE o

m} X

2 »M me 1l @7

.t

Save Delete Void Post Auto-Invoice Fopor Options = View | | Additional File Print Tools = Help Add
- A4 v hd - - Nm
Actions Options I View Assign By Checkbook Help
Receipt Number RCT1160 en Vendor ID ADVANCEDOOOT o=
Wendor Doc. Number 254 Vendor Name Advanced Dffice Systems
Irwvaice Date 42172027 = 9| Cuency D ZUss IS
BatchID ENTERMATCH [

(1 Poo3ss ACCS-CRD-12WH ~
0 1 $329 | Each RCT1009 $3.28
[ Poogss ANSW-PAN-1450
0 2 45025 | Each RCT1009 $10050
=]
] 0.00 $0.00 $0.00 v
1093 Amount $0.00 Sublotal $103.79
Pavment Tems Met 30 PO-» Trade Discount $0.00
Freight $0.00 |
Amount Received [ $0.00|| Miscell $0.00
Tax $0.00 =
P $0.00
Puich Addr Tax Sched [ 20 Total $103.79
Distrbutions

14 4 » »l |Receipt Number ~

Last modified: June 19, 2023
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6.1.4.4. Assign a Checkbook to a Vendor

You can assign a specific checkbook to a Dynamics GP vendor.
explains why you might want to do that.

Building Batches:

When you build your batches with the Mekorma Action Board, you will want to include
Select by Vendor Checkbook on your

When you build your batches with Dynamics GP Build Payment Batch, you will need to

check the option . If you do not, the vouchers
from the vendor will be included in a check batch from any checkbook.

If you use a manual method for creating your payment batches, the Vendor checkbook
will not be enforced.
To assign a vendor to a checkbook:

1. Open the Vendor Maintenance window (Mekorma Area Page > Cards > Payables >

Vendor).

Click on Options at the bottom of the window to open the Vendor Maintenance Options
window.

3. Select the appropriate Checkbook ID.
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. \ - —
B —
I | =
& —

Bl

[0]4 Options | Additional File
- - -

Actions | Options | Additional File

Wendor D ACETRAVEDDDT

M arne A Travel Company

Currency 1D SRNEF:

Bate Tupe [0 AVERAGE

Paymnent T ems Met 30

Dizcount Grace Period

Due D ate Grace Period

Payment Friority 1

P inirmurm Order

Trade Dizcount

One Payment Per: (® “endor

MiniriLm Payrment: (® Mo Minimum

b awirmum Trvoice Ak (® Mo Masimum

Credit Lirnit: () Mo Credit

Writeoffs: (® Mot Allowed

Revalue Vendor

b ainkain Histan:
Calendar Year
Fizzal Year

Post Fesults To:

Transaction
Distrbution

Tools

()=

Tools

Help Add
w*  Note
Help
20O TaiD
P jstration
}e | Checkbook |D FIRST BANK ISl |
Type Other Expenzes
User-Defined 2
Tax Type: Mot a 1099 Vendar e |
1033 Box:
FOB: MHane B
Language: MHane B
) Invoice
) Percent () Amount $0.00
O Amount $0.00
® Unlimited (T Amount $0.00
) Unlimited () Masimum $0.00

(® Payables/Discount Acct

4. Click OK to save and return to the Vendor Maintenance window.

() Purchasing Offset Acct
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6.1.4.5. Select Vouchers by Vendor
Checkbook ID

Assigning a payment by vendor Checkbook ID is most useful when you want to pay a certain
type of vendor from a particular checkbook.

Examples:

* You are paying grants, and the grant vendors can only be paid by the grant checkbook
and not your operating checkbook.

Once a checkbook has been , You can build check batches using the
Assign by Checkbooks feature in the Build Payment Batch (Select Payables Checks) window.
The Assign by Checkbooks feature cannot be used with the Edit Payment Batch (Edit Payables
Checks) functionality.

Video tutorial for GP2018

Assigning Vouchers by
Vendor Checkbook ID (GP 2018)

>--=
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1. Create a new batch in the Build Payment Batch (Select Checks) window.
2. Choose Computer Checks in the origin field.
3. Select the Checkbook ID that you want to build payments for and Save the batch.

4. You willthen be back on the Build Payment Batch window. Click the box next to Select
Vouchers by Vendor Checkbook ID on the Assign by Checkbook window (which should
already be open). Clicking this box activates the feature - only payments to vendors that
have been assigned to the checkbook that you’'re building payments from will be pulled.

! Please note that if this box is not checked, then the assign by checkbook
feature will not work when you build your payment batch.

* In GP 2018, you have the ability to create a Payment Option ID that can be
applied to any of your batches. This ID will store selected settings from the
Build Payment Batch window, including your choice for checkbook
assignments.

5. Fill out any additional selection criteria you wish to use to build your batch. Only
vendors assigned to this Checkbook ID will be selected.

Last modified: June 19, 2023
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6.1.4.6. Select Vouchers by Voucher
Checkbook ID

Assigning a payment by voucher checkbook ID is most useful when you want to pay a certain
type of voucher from a particular checkbook.

Examples:

* You are paying grants, and the grant vouchers can only be paid by the grant checkbook
and not your operating checkbook.
* You manage properties and each property has its own checkbook to pay the bills.

Once a checkbook has been , you can build check batches using the
Assign by Checkbooks feature in the Build Payment Batch (Select Payables Checks) window.
The Assign by Checkbooks feature cannot be used with the Edit Payment Batch (Edit Payables
Checks) functionality.

Video tutorial for GP2013-2016

Assigning Vouchers by Voucher
Checkbook ID (For GP 2013-2016)

- S
==
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Video tutorial for GP2018

Assigning Vouchers by
Voucher Checkbook ID (GP 2018)

1. Create a new batch in the Build Payment Batch window.
2. Choose Computer Checks in the origin field.
3. Select the Checkbook ID that you want to build payments for and Save the batch.

4. You willthen be back on the Build Payment Batch window. Click the box next to Select
Vouchers by Voucher Checkbook ID on the Assign by Checkbook window (which should
already be open). Clicking this box activates the feature - only payments that have been
assighed to the checkbook that you're building payments from will be pulled. Please note
that if this box is not checked, then the assign by checkbook feature will not work when
you build your payment batch.

* In GP 2018, you have the ability to create a Payment Option ID that can be
applied to any of your batches. This ID will store selected settings from the Build
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Payment Batch window, including your choice for checkbook assignments.

5. Fill out any additional selection criteria you wish to use to build your batch. Only invoices
assigned to this Checkbook ID will be selected.

Last modified: June 19, 2023
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6.1.4.7. Select Vouchers Using the Action
Board

To use the Assign by Checkbooks feature when automating the batch building process in the
Action Board, you can Select Vouchers by Vendor or Voucher Checkbook ID when you create a
Build ID.

1. with either Select by Vendor Checkbook ID or Select by Voucher
Checkbook ID marked. This feature will work with both check and EFT batches.

2. Add any other filter you want to include in your batch build process (Ex. Due Date,
Discount Date, Payment Priority, etc.).

3. Use this Build ID in your . Please note that you need to repeat the use of this
Build ID for each of your checkbooks to be sure that all of your invoices get selected.

Follow the hyperlinks for more detailed instructions on how to create and
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6.2. Approve with Secure Approval
Workflow

After building a batch of payments, the batch can be locked before printing. Configure an
approval workflow to notify designated users (Mekorma Approvers) that there are transaction
payments needing their approval.

Workflow must first be configured by by and

The experience for approvers will vary, depending on which security model has been
configured. In order to complete the workflow task, approvers/authorizers must navigate to the
appropriate Mekorma navigation list where transactions/batches can be reviewed and
approved/authorized.
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6.2.1. Request Approval for a Single
Payment Batch

After batches are built, a user must request approval for each batch to initiate the workflow.

Automate Approval Requests

When using the Action Board to build payment batches, approval requests can be sent
automatically as the batches are built. This completely eliminates the need to manually

request approval.

Manually Request Approvals

1. After

for how to enable automatic approval requests.

using standard GP procedures, requestors can alert the
appropriate users that their approval or authorization is needed. Navigate to Mekorma
Area Page > Transactions > Payables. The Request Approval button can be selected from
any one of these options:

Build Payment Batch (under Additional)
Edit Payment Batch (under Additional)
Edit Payments (under Additional)

Print Payments (replaces Print button)
Mekorma Payment Batch Status List

P Build Payment Batch - TWO (sa)

59 5 M« | 0

Addto Clear | Options | Additional File Print | Tocls | Help Add

Batch hd - Ev - ¥  MNote
Actions Options Set Minimum Check Armount Help

Batch D [VEERTT [Fea=topo] Checkbook 1D

Batch Tatal $16.867.71 Currency D

Payment Option 1D

|Vend0rID

@ al ) From:
T

P 4 D escription
s

Select:

Restrictions:

UPTOWN TRUST
ZUS¢ e

Koo}

Inzert >

Renove

Use Yendor Option ~

Automatically Apply Existing Unapplied:

One Payment Per:

Payments Credit Memos Fetums
®) Functional Currency Only (O All Currencies Apply Date
Remittance:
List Documents: Al Documents e Print Previously Applied D ocuments
Sort Documents by: Date N Use Due Date Cutoff
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[ Pay Only Mirimum
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Print Payments
E dit Payment Batch

EditYendor Payments
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m Microsoft Dynamics GP

GCV)' Home » Mekorma » Mekorma Payment Batch Status List
Transactions « Inquiry - Reports ~ Cards ~  [B] Microsoft Dynamics GP ~

Mekorma J Q\ a ltd

Reports = Go To

Mekorma Paym...| Request
b Mekorma Trans... Approval
Actions
Mekorma MICR Check Batch Status (read only)
I~ BatchID & Status 4 Status History Submitted By Total # Transactions Total Batch Amount
] WEEKLY OPEN FOR EDITING 12 5787, SGO,E;

2. An email or text message will be sent to all eligible approvers that they have transactions

needing their review, according to each approver’s notification settings.

* To configure notifications, go to the Mekorma Preferences window.
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6.2.2. Cancel Approval Request

Once a request for approval has been sent for a particular batch, that batch will be locked and
can no longer be edited. To unlock the batch for editing purposes, the request itself can be

canceled.

1. Go to the Mekorma Payment Batch Status List (Mekorma Area Page > click on Mekorma
Payment Batch Status List in the left Navigation pane).

2. Check the box next to the batch(es) you would like to unlock.

3. Click Cancel Request.

4. Choose OK to confirm cancellation or Close if you do not want to cancel.

H Microsoft Dynamics GP

@\yv Home » Mekorma » Mekorma Payment Batch Status List

Transactions - Inquiry - Reports - Cards -

Mekarma J ©| L
Mekorma Payment Batch Status List el

Request | Cancel Reports | Ge To
Mekorma Approval Approval | Requestr

P Microsoft Dynamics GP ~

Act
Cancel ‘Approval Request for selected batches?
Mekq s (read only) -
11/6 k) ucceeded; 0 failed.
™ BatchID Status Status Historv Submitted Bv Total # Transa... Total Batch A...
[0 270412-00001 PENDING APP... KEN 1 $2,325.90
NOV2019 PENDING APP... RYAN 1 $101,735.07

5. The batch(es) can now be edited as needed.
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6.2.3. What Makes Batches Split when you
Request Approval?

The idea behind Split Batch is that different dollar-value levels may have different people
approving them. By splitting the batches into these threshold levels, a batch can go on to be
processed once it is fully approved and even if another batch with higher dollar-value levels is
still awaiting approval.

Split batches are on a Threshold ID which is then . When a
batch goes through the approval workflow and approvals are requested, the batches will be
split based on the Threshold ID logic applied to the checkbook.

When the batches are split, the naming convention changes and the original batch name is
appended to include “_01,” “_02", and so forth, depending on configured threshold logic
included within the Threshold ID.

Example of Split Batch Feature in Action

In the example below, the Threshold ID named “TASKEXAMPLE1” is configured with 3 different
threshold levels:

Mekorma Threshold Maintenance - BB (sa) - O X

9 X Il @37
u b * 4

Save Clear Delete Copy File Tools Help Open Add

et et ¥  Note Note

Actions File Tools Help

Thieshold ID  TASKEXAMPLE1 e [ Split Batches
ASKEASMP Sort Checks in Threshold Groups when printing
[C] Enable Signatures Only for this Threshold 1D

Description

This window’s settings apply to Task-Based Securty. (i)

From To % Approver 1 Task ID ,,D Approver 2 Task ID ,,O Default User / Signature 1 P S Default User / Signature 2 P S @
$0.01 $1.,000.00 3 SAMPLESIGNATURE3E Oa
$1.000.01 $4,999.99 MEKORMA_APROVER_LEVEL_2 23 SAMPLESIGNATURE 3 E[7] Il
$5,000.00 $99,993,999,999,999.99 MEKORMA_APROVER_LEVEL_2 MEKORMA_APROVER_LEVEL_3 8, KAREN ] &, KEN e
v
LR Legend: | ¥ | Use Default Signature

When approvals are requested for a batch with this Threshold ID, the batches are split like this:
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- [m] X

crosoft
G- Home » Mekorma

» Mekorma Batch Status

[ O @

[P Microsoft Dynamics GP ~| Transactions

Mekorma

Mekorma Batch Status
Mekorma Approval
Mekorma Rejected Payments

- Inquiry + Reports = Cards ~
= Q @
&

Reports | GoTo

Actions

Mekorma Batch Status (read only) - Type tofilter | Hide Options (A)

Show results

& Add Filter ~

[£] 11/6/2020; Request Approval action completed. 3 succeeded: Dfaed.
[~ Batch ID +Status . Status History Submitted By Total # Transactions Total Batch Amount Pay Method
(] ApBATCH FULLY APPROVED 1 $890.23 Check
(] APBATCH 01 PENDING APPROVAL DEBBIE 1
(] APBATCH_ 02 PENDING APPROVAL DEBBIE 1

Print Delete Refresh

§1,43567 Check
§21,342.23 Check

G® Home

B Mekorma

5 Financial

ﬂi‘ Sales 0of 3records selected.

- APBATCH
AN BT W o Ay | A
4/12/2027 Fabrikam, Inc. DEBBIE

e Transactions in the first Threshold Level (from $0.01 to $1,000.00) remain in the first
batch with the name “APBATCH”. Notice that they are automatically FULLY APPROVED
because at this threshold level the Threshold ID did not require approvers.

* Transactions in the second Threshold Level (from $1,000.01 to $4,999.99) are split into
the next batch named “APBATCH_01.” In this batch, anyone with
MEKORMA_APROVER_LEVEL_2 security access can approve and then the batch will be
ready to process.

e Transactions in the third Threshold Level (from $5,000.00 to $999, 999, 999, 999, 999.99)
are split into the next batch named “APBATCH_02.” This batch will need two people to
approve, one with MEKORMA_APROVER_LEVEL_2 security access and one with
MEKORMA_APROVER_LEVEL_3 security access before it can be processed.

This pattern continues depending on the number of threshold levels you have in your Threshold
ID logic.

Splitting batches with Vendor Class and Checkbook Security

Threshold IDs can be applied to a Vendor Class as well as a Checkbook. If you have Vendor
Class security configured, then the “Split Batch” setting on Vendor Class Threshold will
determine how your batches split as follows:

1. If the Vendor Class is assigned a Threshold ID with split batches enabled:
Any payments associated with this Vendor class will be split from the original batch
regardless of whether the Checkbook’s Threshold ID has Split Batch enabled.

2. If the Vendor Class is assigned a Threshold ID that does not have Split Batches enabled:
Payments associated with that vendor class will split based on the Checkbook’s Threshold
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ID.

Split Batch Naming

When the batches are split, either an “A1” or an “A2” is appended to the original batch name,
depending on the number of approvers required. So for example, a batch named “AP JUNE”
may become “AP JUNE-A1” and “AP JUNE-A2". For that reason, your original batch name is
limited to 12 characters or less once you enable the Split Batch feature.

If you use the same batch name multiple times while the split batches (A1 and/or
A2) are still in the approval process, the system generates B1 and B2 batches,
and the letter continues to increase up to Z1 and Z2 until all batches have been
cleared from the pending approval queue. After the “Z” batches, the system can
no longer split the batches, causing the entire original batch to enter the
approval process.

=

Last modified: June 19, 2023
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6.2.4. Review and Approve

If the approval workflow has been configured, Mekorma Approvers must approve transactions
within their designated threshold levels before checks/ EFTs can be printed and processed.

MEKORMA

How to Approve Vendor Payments
with Mekorma Payment Hub

Review Payment Transactions

1. To complete approval tasks, approvers must navigate to the Mekorma Approval Area Page
(Mekorma Area Page > click on Mekorma Approval in the upper left-hand menu).

If Multi-Entity Management (MEM) by Binary Stream®, is installed and enabled, the Entity

ID column can be viewed in the results list. Only the pending approval payments in an
entity to which the user has access will be displayed.


https://www.youtube.com/embed/lNQYmDLGg6Y?rel=0

Mekorma

Microsoft Dynamics GP

Mekorma Products User Guide for GP - Build x92_en

‘f,w" Home » Mekorma » Mekorma Approval
&) P

mMicrosoﬂDynamics GP ~ Transactions ~ Inquiry =~ Reports ~ Cards -

Entity:
Mekorma %7 x ,e, 4 Unapprove -!
Mekorma Batch Status - & Threshold Information ™
T T Approve Reject  Cancel . . All
iMekorma Approval | ¥ Request™ Payment Vouchers Transactions™
Mekorma Rejected Payments Actions Restrictions

¥ Mekorma Approval (read only) ~
Show results

¢ Add Filter ¥

5/30/2023; Cancel Approval action completed. 2 succeeded; 0 failed

2. Transactions can be viewed using the following filters:

™ Batch Number Entity Batch Total Payment Number Payment Amount PaymentD..  PayeelD Payee Name Status v
0524CHECK 000 $18,717.04 - 00000000000000507 §16,210.50 5/24/2023 CIRCUITDO00T - Circuit Distributing West Pending Approver
[ 0524CHECK 000 $18,717.04 = 0DOOD00DOOOD00508 $673.54 5/24/2023 BLOOMINGO001 = Bloomington County Pending Approver
[ 0524CHECK 000 $18,717.04 = 000ODOOODODOODO509 $1,833.00 5/24/2023 BEAUMONTO001 Beaument Construction Pending Approver
[ 0605CHECK 300 $10,595.58 = 0DDDDOOOOOOD00S12 $822.97 6/7/2023 COMPUTER0Q001 = Computer Training Systems Pending Approver
[ 0605CHECK 300 $10,595.58|  0DDDDOO0000000513 $397.61 6/7/2023 CARLSONSD001  Carlson Specialties Pending Approver
[ 0605CHECK 300 $10,595.58 = 000ODOOODODO000514 $9,375.00 6/7/2023 BERGERONOD01 = Bergeron Communications Sel.  Pending Approver
[ 0607CHECK 300 $3,866.81  000D0000000000510 $666.81 6/7/2023 INTEGRATO00T  Integrated Systems Pending Approver
[ 0607CHECK 300 $3,866.81  00000000DODOD0511 $3,200.00 6/7/2023 ELECTRONO003  Hill's Brokerage Service Pending Approver
[0 cap 300 §562.50 = 0DOOOODDODDOD0S06 $562.50 5/23/2023 ELECTRONOO01 | Electronic Services Pending Approver

* All Transactions: displays all transactions needing approval whether they are in the
user’s threshold range or not. The user will not be able to approve transactions of a
greater amount than their assigned threshold level.

* Approvable Transactions: displays payment transactions within or below the user’s
assigned threshold range, all of which that user has the ability to approve.

* My Specific Transactions: displays the transactions specifically assigned to the user
(those transactions within their designated threshold range).

* By Batch: displays all transactions the user has permission to approve, grouped

together by batch.

3. Review payments by clicking the box next to a payment, then on the Payment Vouchers

button. This will display all vouchers that make up that vendor payment in the bottom
section of the drop-down window. Please note, when the Payment Vouchers window is
open, all payments by vendor for that batch are listed in the top section; clicking on a
payment will display all vouchers that make up that vendor payment in the bottom

section.
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@U' Home » Mekorma » Mekorma Approval

[P Microsoft Dynamics GP + Transactions = Inquiry ~ Reports + Cards ~

Entity:
Mekorma J x [l 4 | Unapprove qr
Mekorma Batch Status : st 2 Threshold Information~
Approve Reject Cancel = My Specific
Mekorma Approval b Request™ [ Payment Vouchers ¥ Transactions™.
Mekorma Rejected Payments Acti Batch Number | 0524CHECK
Mekorma Approval (
TN PP : Payment Vendor ID Amount
Show results 000DDDO0DODD0OS06 ADVANCEDOOOT $735.50
= Add Filter ~ 0D0DODDOD00DO0507 BERGERONODD1 §9,375.00
[ 5/22/2023; Approve Transa
™ Batch Number A Payee ID Payee Name Status
0524CHECK ADVANCEDDOOT Advanced Office Systems Pending Approver
[ 0524CHECK Voucher Number Document Number Amount | | BERGERONODO1 Bergeron Communications Sol.  Pending Approver
[ cap 00000000000000531 56753 §735.50 | | ELECTRONOOOT Electronic Services Pending Approver
* Double-click on a Payment or Youcher line to Zoom oK

Double-click on the desired payment in the upper section of the window. This will open
the Mekorma Approval Batch Drill Down window.

In the Vendors section, click on a vendor payment and a list of vouchers included in that
payment will display on the right-hand side.

Mekorma Approval Batch Drill Down - TWO (KEN) - | X
A e 5 i o
@ ™ i (| @7
0K Redisplay = Additional File Print | Tools Help Add
- - - - Mote
Actions Additional File Tools Help
Batch ID WOW2019 Checkbaak [ FIRST BANEK
Curency [0 Z-U5% Checkbook Curency 1D Z-U54
Batch Tatal $101.735.07 Balance before Payments [$1.303.988.54)
Apply Date 41252027 Balance after Payments [$1.405,.724.01]
Wendors [T Caolumns Select the documents vou would like to pay for vendar: T Columns
Wendor D Total Amaount Paid BEAUMONTOOD1 Beaumant Construction
ACETRAVEDDDT $2,09710 | A Youcher Mumber [ue Date Amount Remaining  Amount Paid
ADVAMCED 00O $2.842.54 00000000000000472 | 4/9/2027 $0.00 $257.33 ~
ALLENSONODD $4.249.41 00000000000000484 | 5/12/2027 $0.00 $25.000.00
AMERICANDODT $17.059.97
ASSOCIATOO0M $2,364.55
BEAUMOMTOOO $25,257.33
BERGEROMNOOM $3.874.84
BUSINESSOO01 $39,200.00
EMP_BJOMES $550.82
EMP_EJOMES $1,099.99
UTIL_ATT $3.13852
v v

£| Indicates that a credit document iz applied.

Double-click on any individual voucher to open the Payables Transaction Entry Zoom

window. If using DocAttach or a similar 3rd party plug-in that integrates with the inquiry
window, the image of the corresponding invoice can be accessed by selecting the note for
a voucher, the relevant image, then Preview.
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7. You can reject vendor payments, or reject individual vouchers once reviewed.

Last modified: October 26, 2023

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 286 of 392



Mekorma

6.2.4.1. Approve or Reject Vendor

Payments

Mekorma Products User Guide for GP - Build x92_en

1. Return to the approval window to approve transactions by marking the check boxes next
to each payment and clicking on Approve. If a transaction requires a second approval, the
status will display as Pending 2nd Approval and will only be available for printing/

processing once the second approver performs this same action.

2. If you want to reject a payment, select the vendor payment that contains the incorrect
payment, and choose Reject. A window will open to allow the entry of a reason for the

rejection.

3. Type in a reason for the rejection, if desired, or choose a pre-determined rejection reason

. . . . , .
by clicking on the drop-down by the Insert a ‘Quick’ Reason field. to learn
how to set up your Quick Reasons.
m Mekorma Approval Batch Drill Down - TWO (KEN
® < [ = [l @7
0K  Redisplay = Additicnal File Print Tools | Help Add
hd hd hd ¥  Note
Actions Additional File Tools Help
Batch D WOW2019 Checkbaook (L
Currency 1D 25§ Checkbook Currency 1D
Batch Taotal $101,735.07 Balance before Payments
Lipply Date 41 2/2027 Balance after Payments
Wendors [0l Colmns  Selectthedocyl Reason for Rejection %
[ “endor D 7 Total Amount Paid BERGEROMOD
= =
ACETRAVEDOM $209710| | [7 WoucherN <UJ1 &>y
ADVANCEDOOO $2.84254 000000000 u 4
ALLENSONONT 44,243 41 000000000 F‘v'e T°v°" Hj'P
AMERICANOOO0T $17.089.97 000000000 File Tools | Help
ASSOCIATOO01 $2,364.55
BEAUMONTOO01 $25,257.33 Reaszon for Rejection
[ | BERGEROMOOM $3.874.54 =
BUSIMES S 0001 $39,200.00
EmMP_BJOMES $560.82
EMP_EJOMES $1.093.99
UTIL_ATT $3,138.52

@ Indicates

W

Inzert ‘Quick’ Reasan ~ o 0K
oucher entry error

! Please note, when a payment is rejected from a batch, it isn’t deleted from the
system, but simply moved to the MICR Reject Batch for further handling. You can

view all rejected payments in the Mekorma Rejections navigation list.
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4. The user who requested approval will be notified by email or text of the approvals and
rejections that occurred once completed, as long as email/text notifications are configured
properly. All payment batches that have been approved can then be printed/processed

and once the payments have been posted, they are automatically available in the
Mekorma Audit Log Report.

Last modified: August 22, 2023
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6.2.4.2. Approve or Reject Vouchers

Approvers have the ability to reject specific vouchers in the same way that vendors may be
selected for rejection. Approvers no longer have to reject the entire vendor payment if only one
of the invoices should not be included. When Multi-Entity Management (MEM) by Binary
Stream® is installed and enabled, users can only review the pending approval payments in an
entity to which they have access.

The following steps outline how a designated approver can reject a payment voucher:
1. Navigate to the Mekorma Approval list.
2. Check the box next to the batch you'd like to review.
3. Select the drop-down next to Payment Vouchers (in top menu bar). This will open a
window that lists the batch’s vendor payments in the top pane. When you click on any

particular vendor payment, the bottom pane will list the vouchers that make up that
payment.

m Microsoft Dynamics GP
’_ e =] Home » Mekorma » Mekorma Approval
&) PP

Transactions - Inquiry - Reports - Cards - Hl Microsoft Dynamics GP -~

Mekorma J &, Unapprove .(
Mekorma Payment Bat... Threshold Information™
Approve Reject| My Specific
o T e
—_— Batch Number | 20200302AP
T Mekorn Payment Vendor 1D Amount
(NaTe\ A =171 /Af C0000000000000502 BERGEROMO0O01 $2,080.25
. 00000000000000503  BUSINESS0001 $578.85
<+ Add Filte
00000000000000504  INTERNAT0002 $1,494.42
r Batch Pavee Name Status
20200 . Bergeron Commu... Awaiting Approval
Voucher Number  Document Number Amount
00000000000000477 00000000000000477 $321.66
00000000000000480 00000000000000480 $1,758.59
* Double-click on a Payment or Youcher line to Zoom Ok

4. Double-click a vendor payment in the top pane to open the Mekorma Approval Batch Drill
Down window. This window will list all vendor payments on the left-hand side. By clicking
on a vendor payment, you will see a list of the vouchers contained in that payment on the
right-hand side.
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] Mekorma Approval Batch Drill Down - CS (KEN) - O X
I ; . b
W ~ St | ey j
I-g-l *’ I. w Lll I"\. .. .f'l =

0K Redisplay = Additional File Print = Tools | Help Add

- - - - Mote
Actions Additional File Tools Help

Batch 1D 2020030248F Checkbook ID FIRST BANK
Currency ID ZAI5% Checkbaook Currency 1D 25§
Batch Tatal $4,153.52 Balance before Payments [$1.311,556.45)
Apply Date /972020 Balance after Payments [$1,315,709.97)
Wendors [ Columng Select the documents you would like to pay for vendor: [ Columns
[/ Wendar ID 4 Total Amount Paid BERGEROMOO01 Bergeran Cammunications Sal.
BERGEROMODO1 $2.080.25 7 Woucher Humber ¢+ [Due Date Amaunt Rermaining  Amaount Paid
BIISINESS0001 $578.85 00000000000000477 | 1/23/2018 $0.00 $321.66 ~
IMTERMATOODZ $1,494.42 00000000000000480 | 1/13/2018 $0.00 $1.758.59

5. To remove a voucher from the batch, unmark the box next to that voucher. The Reason for

Rejection window will open. You can type

in a reason, or insert a Quick Reason (if

for the company you are working in.)

! Please note, the voucher rejection will not appear on the Payment Batch

Rejection report.
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Mekorma
P Mekorma Approval Batch Drill Down - CS (KEN - O X
A ] | .
i ~ T C7 |l
OK  Redisplay = Additional File Print | Tools | Help Add
- - - -  MNote
{
Actions Additional File Tools Help
Batch D 202002024P Checkboaok |0 FIRST BAMK
Currency [0 Z-U5% Checkbook Currency 1D Z-U5%
Batch Total $4.153.52 Balance befare Payments [$1.311,556.45)
[ Apely Date 3/9/2020 Balance after Papments [$1.215,709.97] | |
E Wendors [ Columns Select the documents vouwl Reason for Rejection X
[ Wendor D # Total Amount Paid BERGEROMOO01 Bergerol =
BERGERONOOOT $2080.25 | |/ Voucher Number ﬂ’\ &
BUSIMESS0001 $578.85 [] 00000000000000477 u -
INTERNAT 0002 $1.434.42 oooooooocoooppdeg | PR Tegls Help
File Toocls | Help
Reason for Rejection
~
v
ﬁ Indicates that a credit
W
Ingert 'Quick' Reason J kK

ong payrment amout

ot due et
renegatiating cost
i vendor information

duplicate pavment

6. Click OK on the Reason for Rejection window, then OK on the Mekorma Batch Drill Down

window to save.

7. Rejecting a voucher will result in:
* The rejection reason will be attached to the note of the voucher (invoice) and the

voucher will return to an Open state.

* The user who originally requested approval on the batch will receive an email

notification.
* When reviewing the voucher, if there are notes on both the Voucher and the Voucher

Reject table, two separate notes windows will appear when the Voucher Notes

window is opened.
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6.2.4.3. Review, Edit, and Move Rejected
Payments

The navigation list allows you to see all the payments that were rejected during the approval
process (and subsequently placed in the MICR_REJECT batch). When Multi-Entity Management
(MEM) by Binary Stream® is installed and enabled, users can only review the pending approval
payments in an entity to which they have access.

The Mekorma Rejected Payments navigation list allows authorized users to work with rejected
payments in the following ways:

1. Review all rejected payments: drill into payment details and reasons for rejection.

2. Drill into an individual payment by choosing the Edit Payment option: delete it entirely
from the MICR_REJECT batch, sending the payment vouchers back to Open status.

3. Move individual rejected payments into a new batch by choosing the Move Payment
option.

m Microsoft Dynamics GP
@u' Home » Mekorma » Mekorma Rejected Payments

[P Microsoft Dynamics GP ~ | Transactions ~ Inquiry = Reports ~ Cards +

Reports

Mekorma
Mekorma Batch Status
Mekorma Approval

| Mekorma Rejected Payments | frm

=P ) Payment Vouchers™

Mekorma Rejected Payments (read only) ~ Type tc
Show results

% Add Filter

[~ Original Batch Number Payment Number Payment Amount Vendor ID Vendor Name Vendor Pay Method ~ Status
:D 200623-00006 00000000000000527 §550.82 EMP_BJONES Bill Jones EFT

[ 200623-00007 00000000000000532 $5,000.00 BUSINESS0001 Business Equipment Center Check

[ 200623-00007 100000000000000537 §1,000.00 CRUGEREN0001 Cruger Engineering Company | Check

Review Rejected Payments

To view the reason a payment was rejected:
1. On the navigation list, check the box next to a payment.

2. Click on Show Rejection Notes.
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[P Microsoft Dynamics GP »  Transactions » Inquiry ~ Reports ~ Cards =

e é‘/‘r gShD‘w Rejection Nutes'] ﬁ
Mekorma Batch Status - Papment Number | 00000000000000523
Edit Move —
Mekorma Approval Payment Payments™ Puplicate payment ~
Mekorma Rejected Payments Ad

Mekorma Rejected

Show results

% Add Filter

™ Original Batch Numi
[ 200623-00007
[ 200623-00008
[] 200623-00008

To view payment / voucher details:
1. On the navigation list, check the box next to a payment.

2. Click on Payment Vouchers. A window will open to display all listed payments (top
section). By clicking on a payment, vouchers included in that payment will display in the

lower section.

3. Double-click on a voucher to open the Payables Transaction Entry Zoom window for more
details.

i Microsoft Dynamics GP +  Transactions ~ Inquiry + Reports = Cards ~

Mepors j/r =" 7] Show Rejection Notes~ a
Mekorma Batch Status e [B Payment VOUChE’S"'J
Edit Move

Mekorma Approval Payment Payments™

Mekorma Rejected Payments Ad | Original Batch # Payment Vendor ID Amount
| ) 200623-00007 0000D000D00000529  EMP_BJONES $550.82
| Mekorma Rejected 200623-00008 00 -. BUSINESS0001 $5,000.00

Show results 200623-00008 000000D0000000539 CRUGERENDOD1 $1,000.00

< Add Filter ~

I Original Batch Numi

[ 200623-00007 \
E 200623-00008 Voucher Number Document Number Amount
|I:| 200623-00008 00000000000000492 947463 $5,000.00

Edit Payments

You can open the GP Edit Payments window to view the rejected payment. You have the option
to delete the payment from the MICR_REJECT batch.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 293 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

1. Select a payment and click Edit Payment. The Edit Payment window will open.

mMi:rnsDﬂDynamicsGP ~ Transactions ~ Inquiry ~ Reports ~ Cards ~

Mekorma /,r j Show Rejection Notes~ -]
Mekorma Batch Status = (] Payment Vouchers ™

Edit Move Reports
Mekorma Approval PeUiment | Payments™
Mekorma Rejected Payments Actions

Mekorma Rejected Payments (read only) ~

Show results

S Add Filter ~
I [~ Original Batch Number Payment Number Payment Amount Vendor ID Vendor Name Vendor Pay Method ~ Status
I 200707-00006 000000O00D000D528 $2,325.80 UTIL_VERIZON Verizon EFT
O 200707-00008 00000000000000530 §2,842.54 ALLENSONO0O1 Allenson Properties Check
[J 200707-00009 00000000000000549 $§267.45 AMERICANODO1 AmericaCharge EFT

2. Click Delete to remove the payment from the MICR_REJECT batch and all vouchers will be
returned to Open status.

Move Payments

From the Rejection navigation list, you can select one or more payments and move them out of
the MICR reject batch to existing payment batches for further processing.

Depending on the original payment method of each payment, you can move them to an EFT
and/or a check batch.

* Payments that were EFTs in the original (but rejected) batch can be moved to either a
check or an EFT batch. You will see a blue arrow icon on the Move Payments button to
indicate the payments being moved are all EFTs; both check and EFT batches will be

available on the batch drop-down menu.

m Microsoft Dynamics GP

@u)' ‘ Home » Mekorma » Mekorma Rejected Payments

HMTcrnsoﬁDynamicsGP ~ Transactions ~ Inquiry ~ Reports ~ Cards ~

Mekorma !/r T Show Rejection Notes™ g
Mekorma Batch Status e Payment Vouchers ¥

Edit Move Reports
Mekorma Approval Payment | Payments™ :

Mekorma Rejected Payments

Move to Batch Number: .
Mekorni SEMOBATC

Show resy [ Check Batches
4 AddFi [ EFT Batches

[r Original Batch Number Payment Number Payment Amount Vendor ID Vendor Name Vendor Pay Method
[ 200623-00007 00000000000000529 §550.82  EMP_BJONES Bill Jones EFT

[ 200623-00008 00000000000000534 §5,000.00 BUSINESS0001 Business Equipment Center Check

[J 200623-00008 00000000000000539 §1,000.00 CRUGEREMO0D1 Cruger Engineering Company  Check

* Checks can only be moved to a check batch, because the associated vendors may not be
set up in GP for EFT processing. If you choose check payments from the list, or a
combination of check and EFT payments, you will see a red information warning on the
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Move Payments button. The batch drop-down will only display available check batches.
m Microsoft Dynamics GP

%' | Home » Mekorma » Mekorma Rejected Payments
[P Microsoft Dynamics GP ~  Transactions ~

Inquiry + Reports = Cards ~

(o ? 3 Show Rejection Notes~ g
Mekorma Batch Status : (] Payment Vouchers
Edit Reports
Mekorma Approval Payment
Mekorma Rejected Payments
Mave to Batch Number: |v
Mekormy DEMOBATCHT
Show resy  [] Check Batches TASKBTESTING
[TESTBATCH

& AddFi EFT Batches i

™ Original Batch Number Payment Number Payment Amount  Vendor ID Vendor Name Vendor Pay Method

[ 200623-00007 00000000000000529 $530.82 EMP_BJONES Bill Jenes EFT

[ 200623-00008 0000000D000000534 §5,000.00 BUSINESS0001 Business Equipment Center Check

[] 200623-00008 00000D00000000339 . 51,000.00 CRUGERENCOO1 Cruger Engineering Company ~ Check

* When a MEM payment has been rejected, those payments can only be moved to a batch
associated with the same entity. If the selected payments have different Entity IDs, you
will see an “X” icon on the Move Payments button, and an error message will display.

@@v [ Home » Mekorma » Mekorma Rejected Payments

Debug Transactions = |nquiry = Reports = Cards = m Micresoft Dynamacs GP =
Mekorria H
Mekorma Batch 5t...
Mekorma Approval
Mekorra Rejected ... -
Mekorma-Reisctad Paumentc raad anlul
Show resul Microseft Dynamics GP
< AddFi
| Entity ID's must be the same In order to move payments to 3 new
[T- Grigil_'u! 4& bafch. P Vendor Name \Elnd:_u“cyh'cﬂ'llud Eﬂ'n;,- 1o}
[ aass I £ Trawel Company Check 300
ACCT i Burnett Travel Associstes Check 200
1O acer n Multinational Commmunicati..  Check 200
|21 comel I Beaumont Construction Check 100
O nmoll F A Travel Company Check 100
[ oemo DODODCO0DDON004SS §74938.64 ADVANCEDOOO! Advanced Office Systems Check 100
[ oemo DOO00CO000OO004ST $9,935.30  BUSINESSHO001 Business Equipment Center Check 100
[ REGIGN CO000000000000459 $86,016.41 ATTRACTIO00ON Attractive Telephone Co. Check 300
| ] REGION CO0O00000D0000450 $3815.01 DOLECKICOOM Dolecki Catening Check 300

Last modified: October 26, 2023
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6.2.5. Mobile Approvals with Power
Approvals App

Approvers can perform their tasks outside of Dynamics GP using the Power Approvals
application. After the system requirements have been met, and the necessary setup has been
completed, designated users can perform approvals in Power Approvals.

If you haven’t downloaded the Power Approvals app yet, read Install Power Approvals on Your
Mobile Device to install it.

These sections explain the daily use of Power Approvals:

Start the Power Approvals App
Sort and Filter the Payment List
View Payment Details

Reject or Approve Payments

B wh e

Last modified: October 23, 2023
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6.2.5.1. Install Power Approvals on Your
Mobile device

For the approver user on the go, Power Apps offers a mobile client app which acts as a
container for shared Power Apps apps. Mekorma Power Approvals runs within the context of the
Power Apps mobile client. Each approver user must install the Power Apps mobile client in
order to be able to access Power Approvals from their mobile devices.

Prerequisites

None. However, it is recommended that the Power Apps environment administrator shares the
Power Approvals app with each approver user prior to the installation of the Power Apps mobile
client.

Steps

1. On your phone, download Power Apps from the Apple App Store or Google Play onto an
iPhone, iPad, or Android device running a

2. Open Power Apps on your mobile device and sign in by using your Azure Active Directory
credentials.
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Mekorma

Hello

Sign in to start using Power Apps

Sign in with your work or school email aceount

Mew to Power Apps? Explore plans

Y

Terms of service | Privacy statement

@]
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3. You should see Mekorma Power Approvals listed as an app being shared with you.

134 MO B oo »

!‘ __r Apps

Looking for more? Go to All apps

To run the app, simply tap on it.
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6.2.5.2. Start the Power Approvals App

From your Mobile Device

MEKORMA

Power
Approvals

Version 1.2.0001.0004
Mekorma All Rights Reserved 2019

Once the home screen loads, click Pending Approvals.

Mekorma Payment Hub
PowerApprovals
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Browser access

You can also launch from a browser. In this case you will be able to launch this directly from
your Power Approvers email notification. You can also bookmark the site for future access.

Last modified: October 23, 2023

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 301 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

6.2.5.3. Sort and Filter the Payment List

Payments pending approval will display, based on the Threshold assignments as configured
with the . Depending on , approvers will be able to see
approvable transactions or all transactions in the companies they have access to.

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

Using the drop-down menu, you can choose to view payments for all companies, or on an
individual company basis.
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6.2.5.4. View Payment Details

Please note, viewing payment details is optional. You can approve or reject payments without
drilling into them. If you would like to see the voucher details or the attached invoice images,
follow the steps below.

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

First, click on the drop-down for an individual payment:

o Approvals Y

**All Companies** v O

ACETRAVEQ001 $1,206.87
00000000000000498 \v/

Complete Solutions

ACETRAVE0001 $890.23
00000000000000503 \v

Complete Solutions

ACETRAVE0001 $800.00
0000000000000050

Complete Solutions

ADVANCEDO0001 $1,435.67
00000000000000503 N/

Fabrikam, Inc.

ADVANCED0001 $2,842.54
00000000000000497 N/

Balanced Business

ALLENSONO0001 $1,406.87

Mark transactions for processing

The payment detail screen will list all vouchers that make up that payment. In this example
there is only one voucher for this payment.
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Approvals - Detail ~

Complete Solutions

ACETRAVEQ001
ATravel Company

Voucher Document  Applied Amount

&  00000000000000485

|:] 00000000000000507 $800.00

If you'd like to see the transaction detail typed in Dynamics GP for an individual voucher, click
on a hyperlinked voucher number to open the Voucher Detail screen:

(<)  Voucher Detail

Voucher Number 00000000000000016
Document Type Invoice
Description MEALS/ENT-SERVICE

Batch ID DEC UTILS
Doc Date  08/19/2023

Vendor ID ACETRAVE0001
Vendor Name A Travel Company

Payment Terms  Net 30

Currency ID  Z-US$
Document Number 1002
Shipping Method OVERNIGHT
Tax Schedule ID  COMPANYPUR

Purchases
Trade Discount
Freight
Miscellaneous
Tax

Total

Total Payments
Terms Disc Taken
On Account

If a voucher has an invoice attached to it, that can be viewed by clicking on the attachment
icon. Please note, invoices in PDF and image formats will be accessible in the Power Approvals
app. For optimal performance, please limit file attachments to 5mb or less. Larger files may
cause disruptions and should be avoided.
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* In addition to GP DocAttach, we currently support five additional external
Document Management systems. Contact our Customer Success team if you
would like a quote for integrating your invoice images to Power Approvals.

Notice on the screen below, there is a drop-down list that shows the name of the attachment
you are viewing. If your transaction has multiple attachments, you can shift from one to the
other using the drop-down list.

Invoice 94374-Fabrikam.pdf

Once you have looked at what you want and are back on the detail screen, you decide whether
to select for approval or rejection, or just go back to the payment list. If you check the box at
the bottom of the screen, it mark that payment and automatically bring you back to the
approval list to either reject or approve.
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Approvals - Detail

Complete Solutions

ACETRAVEQ001
A Travel Company
Voucher Document  Applied Amount

&  00000000000000485
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6.2.5.5. Reject or Approve Payments

From the transaction list, check the transactions you want to Reject or Approve. Then, click
Reject or Approve at the bottom of the screen. Dynamics GP will be updated in real-time, and
approval Requestors will receive notifications so the batches can go on to be processed.

) Approvals

**All Companies**

ACETRAVE0001 $1,206.87
1000 p

csuT1

Complete Solutions

ALLENSON0001 $1,406.87

BBFB1 000000000000 5\

Balanced Business

ALLENSONO0001 $2,842.54

[¥] um2 00000000000000503 \/

Balanced Business

ALLENSON0001 $1,406.87
csuT1 00000000000000499 \/

Complete Solutions

ALLENSONO0001 $2,842.54

FE11 00000000000000492 \/

Complete Solutions

ASSOCIAT0001 $1,206.87

—

Reject Approve

You can select multiple payments, or Mark All / Unmark All on the approval list to reject or
approve as needed.

mw Approvals Y

** All Companies ** v

Mark Al 0000000000000044

Unmark All $6,501.78 5
and Classical Offshore
Cancel eivings

BURNETTT0001

[] Acer $10,697.38 ,

Universal Export and Classical Offshore
Procurement Receivings

MULTINAT0001 00000000000000440
[] Acer $11,536.00 3,

Universal Export and Classical Offshore
Procurement Receivings

Mark transactions for processing
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6.3. Process Payments

o=

Before processing payments—note that any change to your operating system,
server, or printer could cause printing variations. Please retest the formatting of
your checks and the MICR line before processing if you have altered your system
configuration or peripherals in any way.

Payables Batches

After Creating Payment Batches and getting them Approved, the next step in the process is to
Process Payments. This could entail:

* Printing checks.
* Creating and sending EFT remittances.
* Sending your batches to an outsource provider.

Essentially it is the process of conveying payment instructions through one of these methods.

As part of your implementation process, start with Processing a Single Batch. This is important
as a first step to getting to know your system and testing that payments are working properly.

Once single batches are flowing well, move into the Action Board, where you can process all
your batches at once instead of one by one.

Other Payment Situations

In addition to supporting Payables Batch payments, the Mekorma Payment Hub also supports

* Payables Transaction Checks
e EFT Remittance Processing

* US Payroll Checks

e Canadian Payroll Checks

* Miscellaneous Checks

On occasion, you might also want to print a Blank Check for making a handwritten payment,
such as if you need a check to take off-site.

Last modified: June 19, 2023
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6.3.1. Process a Single Payment Batch

Processing a single AP payment batch within Mekorma Payment Hub is accomplished with the
same steps you would use for printing standard Dynamics GP payables batch checks. Mekorma
has modified the standard window to enhance the functionality using a Dynamics feature called
an Alternate Window. This Alternate window must be printing payables
batch checks in the company, using the Dynamics GP security system.

Once your batch is and

1. Open the Print Mekorma Payments window (Mekorma Area page > Transactions >
Payables > Print Payments).

* Print Payments also shows up as a shortcut within the Build Payment Batch or
Edit Payment Batch windows

2. Verify that the title of the window includes the words Mekorma. If not, abort the procedure
and setup security to the window.

3. Use the look-up to select the desired batch.

! if you see the Request Approval as in the below, the batch must be approved
before you can process it.

m Print Mekorma MICR Payables Checks - TWO (KEN) — b4
QP®m 5 = & fl @7
Request JClear Optiens | Additional File Tocls | Help Add
Approval hd A - hd * Note
Actions Qptiens | Additional File Tools Help
Batch ID WEEKLY p Checkbook D UPTOWN TRUST
Batch Total $16.867.71 Currency 1D Z5% 4
Check Mumber 100003
Check Date U4122021] i
Check Comment
Sort Checks By |F'a_l,lment Murmber W |
4 4 » p
4. Once approved or authorized, the batch can be printed by clicking on Print. If you are not
using the and you have more than one approval

threshold set for a batch, each sub-batch will need to be printed separately.

5. If you have set up your system to ask you for a print at run-time, the Mekorma MICR
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Check Printing screen is displayed. Click Print to print checks. If you have setup automatic
selection of printers, it will simply print.

6. Once the checks have printed, you will be prompted to post, reprint or void the payments.
Verify the payments processed correctly before posting. For more information, refer to the
Microsoft Dynamics GP User Guide.

Outsourced Payments

If you are outsourcing your payments, the system will help you verify that the payments made
it to the outsource provider. See Processing an Outsourced Payments Batch for information.

Action Board Printing

Once you have your setup working for Processing a Single Payment Batch, the next step is to
automate all of your batches with the Mekorma Payment Hub Action Board.

Last modified: August 24, 2023
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6.3.2. Process an Outsourced Payments
Batch

Processing an outsourced payments batch starts just like
. This topic provides additional information for outsourced payments.

Document numbering for Outsourced Payments

Each payment is processed in Dynamics GP as it normally is when printing checks or
processing EFT payments. A Document Number (“Check Number”) is assigned to each
payment. The Document Number will be the identifying Payment ID in your outsource provider
portal, and will serve as a reference number when the provider prints a physical check.

The Importance of the Security Approval Workflow

We highly recommend that you configure the secure approval workflow before sending to the
outsource provider. Just like you would want approvals before printing checks with automatic
signatures—you would want to make sure the payments have been approved before sending
them electronically.

Verifying your Batch

After you click Print on the Print Mekorma MICR Payables Checks window, the Remote Payment
Services Batch Status window will open to display the batch status. Initially the status will read
Batch Check in Progress. GP is fully accessible while the system is processing.

When the provider has completed processing, the Remote Payment Services Batch Status
window will show “Batch is available to Post”. This verification is important—it completes the
“handshake” with the service provider to read a results file that shows that all the payment
instructions were received intact. It’s like making sure that none of the checks jammed in the
printer before posting.
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Remote Payment Services Batch Status - BB (sa) — O X
l,/o-----x.] -~ 9 @ r"g-".
k.~ 4 * u . ® 4
0K Redisplay Clear File Tools | Help
- - -
Actions File Tools | Help
'
B atch Mumber Lazt Update | Status Description @
Inteqration Files Status Start Date | Start Time
TESTBATCH 111257 Ak | Batch is availlable to post 4
Proceszed BAAS2023 | 11:11:32 8l
5
]
£ >

Batch Splitting for Local Printing

If the original batch contained a blend of payments for vendors enrolled with the outsource
provider, along with vendors you have , the Remote Payment
Services batch will be split. An underscore is added to the original batch name for the
payments sent to the outsource provider. Local payments will remain in the original batch. For
example, in the screenshot above, the original batch name was 10232. The payments sent to
the outsource provider are now contained in a batch named 10232 _.

Batch Splitting for Bulk Funding

* |If the Remote Payment Services batch contains individually funded payments, it is
released for posting. The batch status description updates to Batch is available to post,
and the status displays as Processed.

* |If the Remote Payment Services batch contains bulk funded payments (available with
Corpay), the batches will be split and process in this way:

o Payments are moved to a new Credit Card batch - the associated
in the Remote Payment Services configuration window.
o This Batch ID will be the original batch name with a *_V’ suffix.
° |In addition, a new payment is added to the original batch to pay the outsource
provider.
o Batch_Vis then released for further processing, and the batch status description
updates to Batch is available to post, and the status displays as Processed.
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Posting the Batches

1. Batches can be posted by highlighting each batch and clicking on the Actions menu >
Post in the Remote Payment Services Response Check Status window.

Enhanced ePayment Response Check Status - CS (sa) = O X

O 2z29uil@

OK | Actions | Redisplay Clear File Teols | Help
- v b4

File . Tpols | Help |

[
BatchNumber  LastUpdate Status Description ®
Integeation Files Status StatDate  StatTime
10232_ 25354 AM Batch is available to post A
Processed 10/23/2020 85340 AM

85352 AM Batch has been Processed Batch is avadsble to po:

2. If the original batch included payments for vendors either not enrolled or set to Local
Processing, those payments will remain in the original batch and continue on to print from
your local printer. The Post Payments window will automatically open, and you can post
those payments immediately, or at a later time.

Post Payments - CS (sa) - X

JEIC 3=

Clear  Options File = Tools Help Add
hd v h 4

¥  Note
Actio... Options = File Tools Help
Batch ID 10232 /) ChequebookID  UPTOWN TRUST
Posting Date  LIekl E? Name Uptown Trust
Process: [Poﬂ Payments v| Cutiency ID ZUS$ I.
Pagment Date 10/23/2020

Void or Reprint Renge: All From ,./_

To >
Starting Payment Number 757011

Process Prgcess Later

* To process multiple batches at once using the automation functionality of the
Payment Hub Action Board, see Action Board: Processing All Your Batches at
Once.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 316 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

6.3.3. Action Board: Process All Your
Batches at Once

The Action Board provides an ability to automate the printing and posting of payables batches
across multiple companies and checkbooks. Refer to prior to processing
from the Action Board.

Instead of needing to log in to each company separately, all batches can be viewed and
selected for processing within one window. Batches are further filtered out by the user’s access
level. This means users can only view and select batches from companies to which they have

access.

When the MEM Connector for Payables is registered and enabled for a checkbook, you can view
the entity ID for a company for the following actions:

* Request Approval
e Process Checks and EFTs
e Post Batches

You also can sort the rows by entity ID.

1. Open the Mekorma Action Board (Mekorma Area page > Transactions > Payables >
Mekorma Action Board).

2. Select the action Process Checks and EFTs from the drop-down menu. This will display all
batches ready to be processed.

3. Choose the batches you would like to print/process by checking the box next to each
batch. You can choose to Mark All or Unmark All, or select each batch individually.

4. Click Process.
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Mekorma Action Board - BB (sa)

o~ D fl @7

Process Options Print View File Tocls | Help Add

amos

Alignment >. > hed Mote
Actions View File Tools Help
Achion |Process Checks and EFT= - | Check Date 0/0/0000 @ GLPost Date 0/0/0000
Shaow Batches: () &l ® ReadytoProcess () With Enors Mark All || Unmark &ll z Fedizplay
Batch Mumber Compan; Checkbook Prep.. CheckDate GLPost.. #Tm Batch Total Entity Status
[ ineo6CHECK Balanced Business 'WESTBANK Check 8/4/2023  8/4/2023 3 §57,904.07 500 Ready to Print: Manually Entered Batch :
] 0623CHECKS 01 Balanced Business BB FIRST BANK Check 0/0/0000 6/23/2023 1 $6,500.00 200 Ready to Print : Manually Entered Batch
] 0625CHECKS 01 Balanced Business BB FIRST BANK Check 0/0/0000 &/23/2023 1 $24,000.00 200 Ready te Print : Manually Entered Batch
I:l 0687 Balanced Business BB FIRST BAMNK Check 0/0/0000  8/3/2023 3 §9,026.73 200 Ready te Print : Manually Entered Batch
[ apvico Balanced Business BB UPTOWN TRUST  Check 0/0/0000  8/3/2023 1 §100.00 100 Ready to Print : Manually Entered Batch
[[1 apvzoo Balanced Business BB FIRST BANK Check 0/0/0000  8/3/2023 1 §7,565.52 200 Ready to Print : Manually Entered Batch
[ BEAU Balanced Business 'WESTBANK Check 0/0/0000  8/3/2023 1 $30.00 100 Ready to Print : Manually Entered Batch
[] spccHECK Balanced Business 'WESTBANK Check 0/0/0000 6/23/2023 1 §15,000.00 100 Ready te Print : Manually Entered Batch
[ TESTRATCH Balanced Business BB UPTOWN TRUST Check 0/0/0000 3/23/2022 2 §2,534.67 000 Ready to Print : Manually Entered Batch
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6.3.4. Action Board: Process Remote
Payment Batches

1. Open the Action Board (Mekorma Area page > Transactions > Payables > Mekorma Action

Board).

2. Choose Process Checks and EFTs from the Action drop-down menu.

Mekorma Action Board - CS (sa) - O X

() H / £ & &y /

“ 5 « paEll @7

Process Options Print View File Tools = Help Add
Alignment b >é >é ¥ Note

Actions View File Tools Help

il

| Show Batches: (@) All (O ReadytoProcess (O With Errors Mark Al Unmark All 3 Redisplay
Batch ID  Company - All v #| Checkbook ID £ Payment 2] Check Date 2] GLPostDate 2] #Twm  BachTotal  2](%)
Status Description
[*] DOCNDS Complete Solutions UPTOWN TRUST | Check 0/0/0000 | 10/26/2020 ] 4 $2,880.00 A

Select one or more fully approved batches and click Process. You can process batches that
contain payments for vendors enrolled in payment outsourcing, in addition to those not
included in the service. In the example above, batch DOCNO5 contains 3 transactions for
enrolled vendors, and 1 transaction for an excluded vendor.

The Action Board will then generate payment files (1 per batch) and send them to the
outsource provider, and those payments designated as local processing will print on your
printer.

When all selected batches have finished processing - ie., outsourced payment files sent to
the provider platform and local payments printed - the Results Report will be available:
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6.

Screen Output - MMM Print Process Results Report - m} X
File Edit Tools MZLLE Help sa Complete Solutions 10/26/2020
Sp Pint =] SendTo &] Modify ~ | | Completed 1 Page v Page 1
A
;ogsﬁ{golg& Action Board Print Process Results Report Page: 1

Complete Solutions

Multicurrency Information

Batch Number No. of Trx Batch Total Currency Amount Comment

DOCNO5 1 $430.00Z-US$ $2,880.00

DOCNO5_ 3 $2,450.00Z-US$ $2,450.00 ePayment: Processed
Total Batches: 2 2.880.00

Indicates batch was posted during this operation
* Indicates batch was in use or was not processed by MMM

Total Batches: 2 $2,880.00
Action Date Time
Start  10/26/2020 3:50:09 PM
End  10/26/2020 3:50:27 PM

18 Seconds

As you can see, payments will be split into two separate batches: all locally processed
payments remain in the original batch; outsourced payments will move to a new batch
that retains the original name of the batch with an added underscore. In our example,
DOCNOO5_ is labeled ePayment: Processed. If a batch only contains payments for enrolled
vendors, the batch will not be split and the remote payments will remain in the original
batch.

The Remote Payment Services Batch Status window will also open to indicate the results
as the outsource portal communicates with Dynamics GP. When batches have completed
processing on the provider portal, the window response will update:

Enhanced ePayment Response Check Status - CS (sa) - a X

OF 29 @il @

OK  Actions Redisplay Clear File Tools = Help

Actions File Tools | Help

Batch Number Last Update Status Description
|nteqration Files Status Start Date  Start Time
DOCNOS_ 3:50:45 PM | Batch has been Processed Batch is available to post

Processed 10/26/2020 | 3:50:10 PM
DOCNOOD4 3:50:43 PM Batch has been Processed Batch is available to post

Processed 10/26/2020 12:40:25 P
DOCNOO3 3:50:42 PM | Batch has been Processed Batch is available to post

Processed 10/26/2020  12:39:44 P
2010275P_ 3:50:40 PM W alidation Failed on this Batch, please try again Batch failed validation. Ck

Validation Failed 10/26/2020 12:33:55PI

If the Remote Payment Services batch contains individually funded payments, it is
released for posting. The batch status description updates to Batch is available to post,
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and the status displays as Processed.
* If the Remote Payment Services batch contains bulk funded payments (only available if
processing with Corpay), the batches will be split and processed in this way:

o If you are running GP2015, payments are moved to a local Payments batch. The
Batch ID will be the original Batch ID with a * V' suffix.

o If you're running GP2016+, payments are moved to a new Credit Card batch - the
associated in the Remote Payment Services configuration
window.

m This Batch ID will be the original batch name with a ‘_V’ suffix.

m In addition, a new payment is added to the original batch to pay the outsource
provider.

m Batch V is then released for further processing, and the batch status
description updates to Batch is available to post, and the status displays as
Processed.

7. After processing completes, the payment provider will analyze the batches and get them
ready to pay after the daily cutoff time. That process can be seen similarly to the process
of printing checks in the sense that you want to be sure that it completed successfully
before posting. The Action Board blocks posting until this verification process is complete.
That gives you a chance to intervene for any errors occurred during that validation
process before you post. Wait a few minutes and then use the “Update Remote Payment
Services Status” action. The Action Board will go to each company that processed batches
to confirm that the validation completed successfully before you post.

8. Both Remote Payment Services and locally processed batches can then be posted
simultaneously by choosing the Post Batches option on the Action Board.

P Mekorma Action Board - CS (sa) - o X

& 2 B il O3

Process Options = View File Tools Help Open Add
= N = Y Note Note

Actions View File Tools Help

Acion

ShowBatches: @ Al () ReadytoProcess () With Errors Unmark Al | 2 Redisplay
Batch D * _Company - Al ~ 4] Checkbook D %) Payment #} Check Date 4] GLPostDate @ #)#T  BachTotal 2] (%)
Status Description
10264P Complete Solutions UPTOWN TRUST | Check 10/26/2020 | 10/26/2020 ] 1 $800.00 A
2010254P Complete Solutions UPTOWN TRUST | Check 10/25/2020 | 10/25/2020 &= 4 $23,300.00
20102588 Balanced Business UPTOWN TRUST | Check 10/25/2020 | 10/25/2020 ] 2 $1,400.00
2010264P Complete Solutions UPTOWN TRUST | Check 10/26/2020 | 10/26/2020 &= 1 $400.00
2010274P Complete Solutions UPTOWN TRUST | Check 10/26/2020 [ | 10/26/2020 ] 1 $350.00
DOCNDO3 Complete Solutions UPTOWN TRUST | Check 0/0/0000 | 10/26/2020 & 1 $100.00
DOCNO04 Complete Solutions UPTOWN TRUST | Check 0/0/0000 | 10/26/2020 ] 2 $2,200.00
DOCNOS Complete Solutions UPTOWN TRUST | Check 10/26/2020 | 10/26/2020 iz 1 $430.00
DOCNDS_ Complete Solutions UPTOWN TRUST | Check 0/0/0000 | 10/26/2020 ] 3 $2,450.00
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6.3.5. Action Board with Pre-Printed Check
Stock

Action Board is designhed to work without interruptions. Using pre-printed check stock would
require automated printing to stop between check runs for different companies, so that the
correct starting check number could be adjusted in GP. While we recommend using blank check
stock as a best AP practice, this feature will be useful for those of you who want efficient
processing with Action Board automation, but have large amounts of pre-printed check stock to
use up before transitioning to blank stock.

To use this feature for one or more companies, enable the Use Pre-Printed Check Stock setting
in the Mekorma Checkbook Setup window, and do not check Print separate remittances for
overflows. You cannot used pre-printed check stock in Action Board when Print separate
remittances for overflows is enabled.

Mekorma Checkbook Setup - BB (sa) - X

=D X e T il @3

Save Clear Delete Integrate = Additional File Tools | Help Add

he > ¥  Note
Actions Additional File Tools Help
Checkbook 1D BE FIRST BAMK Logo P
MICF Line Setup
Transit [ABA] Mumber
111111118
Check Nurber Pattemn €+t =]* B outing Murnber Account Murber € >

m++++++ 0 RDERSERS7PAIL BABDOSLDILL

58 57 56 55 54 53 52 51 50 49 43 47 46 45 44 43 424140 39 38 37 36 35 34 33 3231 30 29 28 27 26 25 24 23 22 21 20 19 13 17 16 15 14

tMadule |Purchasing R |
Threshold |0 D@ 2
Mon-Megotiable ‘wiord YOID
Primary Check Format MEM TR CHECK_ Entity on the header. stbz p
Check Copy Format Ovwertlow_full_Std AP Stub.stbz p
7] {sE Fre inted Chack Siock:
[ Print separate remittances far averflows
Check Overflow Format AP Check_bottomn_2 Std AP Stubs. sthz p
Check Copy Overflow Farmat Ovwerflowe_full_Std AP Stub.sthz P
EFT Remittance Options |EFT Remittance Format ~
EFT Remittance Format AP Check_bottom_2 GL Dist Stubs. sthe p
Fefund Check Format Refund Multiple Document. stbz p
Befund Overflow Format Refund Multiple Docurment - Overflow. sthz p
Comment Line 1 Comment 1
Comment Line 2 Comment 2
Cornment Line 3 Comment 3

4 4 » B Mersior: 1805032

Indicators
The Action Board will identify batches that are to print on pre-printed stock with a yellow
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indicator. When it’s time to print each of these batches, the Action Board will prompt you to
enter the correct check number. Once the check number is verified, the batch will print.

[P
e =2l M
“ 2 « HaEfl @0
Procels Optasad Pt View File  Tooh Help Add
Abgrwent | N e T Mot [ Pesprnted Chack Batch - BB (KEN) - o *
Acteng View Fle Took: Hiele
dotion | Prooeds Chexiis anflEFTa - 0 - ill a
Tnnh Help
Show Batcher (%) &0 () ReadyloPaocess ) ‘with Enans
Actions  File | Took | Halp
Batch il © |Compary - A = b} Crechbook 10 8] Payment 8] Chck e~ (8]
Shatun Macrption Proprinted Check Baich
:}I]IBZ Conghele Solufedis UPTOWH TRUST Cheach, (DVLOD00 =K
[ = Cowvglede 5ol UPTOWH TRUST ek AL =1 This hatch wies 3 checkbook using Preprnled dheck sinck
=] 11085 Complete Sohsions UPTCWH TRUST | Check LA = |4 * Pracewbid batches man b marked ki procesamng, bul
| z0usaemm C 5 FIRST BANE, BT Lo & intecadhon during Adiion Bodasd peocessing is nequined.
7] 2005280300 Corrghids Sokfong FIRGT BLAKE EFT DALDDD 3 * Preprinted check shock cannol B4 pracessed along
jm Cornpiele 5ol FIRST BARE (DALD00 1 | Wil Balchad using Blank chach §85Ck, ol chetkBaoks
7] zmm Basnced Evore UPTOWH TRUST i [T = O W (egs COMPANHEE,
] 2mixE Dodanced Busrmss UPTOWH TRUST i Dheck | VILAGDD =/ = M W a7 et g e o kB e
O] s Comglete Gnbtont UFTOWH TRUST | Check QAL @l Cornpey A ABGWES 10 B DrocREEed 3 3 ime,
£ B0 Balanc e B UFTOWH TRUGT i) Check | G/L0000 an « Mtk Al will ooty ack batchas wheih 8o ot
_: EIGRATI Bulareced Busrmey MMTHLET#M (OVALAICH0 o T ik 100
=] ENGRATZ Babsnced Buermn UPTOWH TRUST ) Dheck. | QVILDEOD m B
] CERGEATT Complete Solions UPTOWN TRUST | Check (VLGN = ¥ou will be peompled bo validate andiol anter the comed
] CSRIGRATZ Complete Sohsons UPTOWH TRUST | Check | CVLAOND 3 starting check number afl cicking ha Process buion.
| I
% 2 = Hdafl e
Process Optiors  Print View  File Tm Help Add
hﬁwn - v v v
Actions View | File | Tools u.apm P reprted Check Batch - B8 (KEN) - o =
o | Process Cheschs and EFT: | 0 - ﬂ a
Shew Bsiches  (8) A2 ) ResdpioProcess () WithEsars Tm e
Bach D ¥ | Compary - Al = 81 Chockbook 10 D21 Paymrsrt $1] Chick Dy Actions rie_| e Help
Stshus Dresciphion
7l M7 Compleon Solions UPTOWH TRUST  Cheet, | 0VIV0000 EIBERENAS LR el
] M8 Compiste S ohufions UPTOWH TRUST | Check. A0
7] M3 Ciormpiets 5 ohutiors UPTONN TRUST | Check T ::':,'m'n“m';:'&“mmmm —ERE
] MOl Compihe S okuiions UPTOWH TRUST | Check. A0
7] MULTIATTACH Balanced Butress UPTORN TRUST WL
& PO Balanced Butres PETTY CASH &’K (W00
] POROTR Balanced Buiress UPTOH TRUST i) Check. LT
] POZTS Eslanced Butress UPTERN TRUST i) Check. 00
rl 5% Balancad Burress | UPTONH TRUST i) Chack: LT
7] TEST1 Bslanced Butre | UPTEPWH TRUST i) Check 00
] TESTN Balanced Butress UFTIWH TRUST ) Check. T
] TESTZ Balancad Busirmss | UPTEH TRUST i) Creck. (0000
] UT-ZERD Balanced Butress UPTH TRUST ) Check. A0
] wrs Balancad Busirmss UPTOWH TRUST i) Check, 00000

Batch Selection Differences

When using pre-printed check stock, only batches from the same checking account may be
printed together in order to keep the check number synchronized between Dynamics GP and

the check stock. These special rules apply to the batch selection on the Action Board:

1. ‘Mark All’ only auto marks all the batches which do not use preprinted check stock.
2. ‘Unmark All"’ works as normal.
3. Check batches using pre-printed stock must be selected manually. Once a batch is
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marked, it will auto disable selection for:

* Check batches using blank stock
* EFT batches

* Batches using pre-printed stock on different checkbooks and other companies.

Process Differences

After clicking Process, the Check Number Setup window opens to confirm the next check
number. If the Override Check Number option is marked in GP Checkbook Maintenance, the
next check number can be reset. Otherwise, the next check number field will be locked and the
regular action board process runs until complete.

—— —
& 2D o« 2ufl O]
Peocers  Opfices Pk Viga File Tools Help Add
Algrenent - - - = HWote
Actised View  Filg | Tech Help
Bction, [Process Chacks and EFT: v
Show Batcher ) &) () Flosdets Process () 'wilth Emor Upmad 80 o Fedieply
D : T -8 o 8P 1 mLWm{MkHMS-HW - BB (MEH) m] o
semsei X = il @
£ 112 Conpet e & ohunond LPTPwN TALST Chsck O — ill
b T Complste Sohiion UPTOWN TRUST | Check |0y Cancel  File  Tock  Help
4 1055 Cornplets Sobuions UPTOWM TRUST  Check DA
S, F0RIE03000 Comglele Sohution: RRGT BANK EFT ol Actiom | Fle | Tock  Help
i, AR Ciommpiste Sphiion FIRST BANK EFT W The checks will be pembed on pe-prnted check, shock.
b FNER00E Complete Sohiion FIFGT BANK EFT 0L
¥ [T — LPTOWN TRESTIR ek | /0 | e WalS U Faat chach M 2 Buit 58 eeced
o ZEN132 Balarwed B LPTOWM TRLIST ) Check e
Balared Buireds
& 501 Complete Eohsiony UPTEOWR TALST | Check | B w““ “”'"':" bnduig insntn
BEFEZ_M Bsdarcend Bissrr s UPTOW TRUST I Check | 5 5500
BIGRATI Balareed Busrat LIPTIP™ TRUET ) Chask s
BIGRAT 2 Balanced Busnen UPTERWH TRALST i) Check | 0
o CSBAGRATY Compiete Sohuiony UPTOPWH TRAUST  Check | VM =
4, CSWGBATZ Cemmglete Sokuiont (UPTOWN TRUST | Chack | 0V [Certinus

Note that in Check Number Setup, the next check number cannot be changed unless Override
Check Number is selected on the GP Checkbook Maintenance window for that checkbook.

Mekorma Check Number Setup - BB (KEN)

X wie

Cancel File Tools Help

Actions  File Tools Help

- 0O X

The checks will be printed on pre-printed check stock.
Please validate the next check number and adjust as needed.

Company Name Balanced Business
Checkbook 1D UPTOWN TRUST
Next Check Number 10880366
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[ ] Duplicate Check Numbers
X Override Check Number

Last modified: October 24, 2023
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6.3.6. Print or Email EFT Remittances

If you are printing EFT remittances, you can select the format for printing the remittances by
entering an option in the field. The selected format is displayed in the
Mekorma MICR Check Printing screen when you print the remittances.

The same security parameters applied to your checks can also be applied to your EFT
Remittances by marking the

Before printing EFT remittances, verify that you have completed the following processes:

e Enable EFT in Microsoft Dynamics GP.
* Configure a Checkbook for EFT.
* Set up pre-notes (if applicable).

* Configure a vendor for EFT (please see your Microsoft Dynamics GP documentation for
more information).

. for each checkbook from which you will be printing EFT
remittances.
To print EFT remittances after you have created an EFT batch:
1. Click the Process or the Print button in the Print Mekorma MICR Payables Checks window
or open the Process Payables Remittance window (Mekorma Area Page > Transactions >

Payables > Process Remittance).

2. Verify that Remittance Form is selected.

m Process Payables Remittance - (S (sa) - e

Options File Tools | Help Add

- - A4 *  DNote
Options File Tools Help
Batch ID 20M31013EFT JD
Carnrrett

Process:

() Remittance Alighment Form () Post

Destination

Frint Document [ send Document in E-mail [Print if mail cannot be sent.]
Process Process Later

3. Click the desired Destination option - either Print Document or Send Document in E-mail.

4. Click Process. If sending the remittance via email fails for any reason, the remittance will
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Last modified: June 19, 2023
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6.3.7. Changing your Check Date or GL
Posting Date

You can easily change the check date or General Ledger posting date for transactions in a
batch when you are in the Action Board window.

1. Open the Action Board (Mekorma Area page > Transactions > Payables > Mekorma Action
Board).

2. Choose Process Checks and EFTs from the Action drop-down menu.

3. Select a row to update the date information for that batch.

Enter or select either a check date, a General Ledger posting date, or both. The Check

Date and/or GL Post Date in the selected row will be updated with the information that
you entered.

Mekorma Action Board - BB (sa) - O X
= = N “Hr-X.
w E| o | F H)u @ ‘;l
Process Options Print View File Tools | Help Add
Alignment bt bt het ¥  Note
Actions View File Tools Help

fiction | Process Checks and EFTs w | lEheck Date 04040000 i) |® IGL Post Date 0/0/0000 £ |

Show Batches: (@) Al () Readyto Process () "With Erars / / Wark &l Unmark &1 z Redisplay

@

Batch NU?ﬂbEI’ Company Checkbook Prep.. |Check Date| |GL PostDate | # Trx  Batch Total E.. Status
0606CHECK Balanced Business WESTBANK Check 8/4/2023 8/4/2023 3 §57,904.07 500 Ready to Print: Manually Entered Batch
/. DBOTCHECK Balanced Business BB UPTOWN TRUST Check 0/0/0000 6/7/2023 1 §3,200.00 300 This batch is already marked for processing by sa.
I:‘ 0B23CHECKS 01 Balanced Business BB FIRST BANK Check 0/0,/0000 B/23/2023 1 S6,500.00 200 Ready to Print: Manually Entered Batch
[] 06825CHECKS 01 Balanced Business BB FIRST BANK Check 0/0/0000 6/23/2023 1 §24,000.00 200 Ready to Print: Manually Entered Batch
[ os87 Balanced Business BB FIRST BANK Check 0/0/0000 8/3/2023 3 §9,026.73 200 Ready to Print: Manually Entered Batch
/b, ACE100 Balanced Business BB UPTOWN TRUST Check 0/0/0000 8/3/2023 1 §33.00 100 This batch is already marked for processing by sa.
[ ADvi0D Balanced Business BB UPTOWN TRUST Check 0/0/0000 8/3/2023 1 5100.00 100 Ready to Print: Manually Entered Batch
I:‘ ADV200 Balanced Business BB FIRST BANE Check 0/0,/0000 87372023 1 £7,565.52 200 Ready to Print: Manually Entered Batch
[T BEAU Balanced Business WESTBANK Check 0/0/0000 8/3/2023 1 §80.00 100 Ready to Print: Manually Entered Batch

, CAD Balanced Business CAD CBID Check 0/0/0000 5/23/2023 1 §562.50 300 Requires Approver(s)

. CAD_01 Balanced Business CAD CBID Check 0/0/0000 5/23/2023 1 §$15,623.00 300 Requires Approver(s)

, NEW Balanced Business WESTBANK Check 0/0/0000 6/22/2023 1 §75.00 100 Requires Approver(s)
A NEW2 Balanced Business WESTBAMK Check 0/0,/0000 6/22/2023 1 $4.600.00 100 Requires Approver(s)
[ SPCCHECK Balanced Business WESTBANK Check 0/0/0000 6/23/2023 1 §15,000.00 100 Ready to Print: Manually Entered Batch
[7] TESTBATCH Balanced Business BB UPTOWMN TRUST  Check 0/0/0000 3/23/2022 2 £2,554.67 000 Readyto Print: Manually Entered Batch
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6.4. Miscellaneous Processing Scenarios

The topics in this section highlight specific optional features of the Mekorma Payment Hub:

 The Payment Hub supports printing special remittance formats for Refund checks arising
from the Dynamics GP SOP module.

* You can use the PDF Check Archive to continually export PDF copies of your checks to a
hard drive location, for example for inclusion in an external document management
system.

* If you are using the Multi-Entity Management (MEM) module from Binary Stream, you can
use Mekorma MEM Connector to include MEM fields on your check.

* If you are setup for remote processing through one of our outsource service providers,
you can still make exceptions and print some checks yourself.

* if you are using the Dynamics GP Web client, there are some special procedures to follow
when you process.

* On occasion, you may also need to reprint a batch.

* Finally, you have the option to use the MICR functionality to print a check that you can fill in
by hand if you need to—we call these “.

Last modified: June 19, 2023
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6.4.1. Print Payables Transaction Checks

Transaction Check Printing Security Concerns

For transaction checks, our recommendation is that you don’t allow transaction check printing
because giving access to the same person to enter an invoice into the system and to cut a
payment is a security concern. Best practice recommends separation of duties. However, if you
decide to allow it, the Security Workflow rules still apply. For more information, see

, then only a user
with Approval permission for that checks payment amount will be able to print it and only if the
check requires a single approver or no approvers. If the check requires two approvers, it cannot
be printed. The invoice must be posted and added to a regular payment batch to go through
the approval workflow.

Lastly, you will need to to print transaction checks.

To print a transaction check:

1. Open the Transaction Entry window and enter the invoice information.

2. To pay by check, click the arrow to the right of the Check Amount field. This will open the
standard GP Payables Check Entry window.

3. Choose the checkbook ID you want and click Actions > OK to close.

m Payables Transaction Entry - TWO (sa - X
= &2 e St = / IT: ey | |
X & f g == | @]
Save | Delete Post Opticns | Additional File Print Print | Teocls Help Add |
- - - - - Mote |
Actions Options | Additional File Tools Help |
Voucher Mo, 00000000000000509 SO0 O Intercompany Batch D Dl '
Document Type: Doc. Date | 412/2027 EH\ -+
Description
Yendr 1D ACETRAVEDDDT IS Currency D ZUs$ P>
Mame A Travel Company
Payables ... - bad
Addiess 1D PRIMARY =) I 7=y
Remit-Ta ID PRIMARY P @ i it || E
Payment Terms Met 30 P - = - D
Actions | Opticns | Additional File | Tools
Purchases $2.400.36 — d
Trate Discount $0.00 @ o | n
ra. e Dizcoun - FIRST BAME. 90 |
ACE $0.00 Chack Number EARREE s
Miscellaneous $0.00 Date = 0= |
Ta $0.00 | Payrent Mumber p |
Total $2,400.36 B |
|
eck |
|
14 4 » » |byBatchlD e Statuz | Unzaved
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4. Back on the Payables Transaction Entry window, make certain all necessary transaction
information has been entered and click Print Check at the bottom of the window.

5. The Print Mekorma MICR Transaction Check window will open. Click Print.

6. Verify that the title of the window includes the words Mekorma. If not, abort the procedure
and setup security to the Alternate Print Mekorma MICR Transaction Check window.

7. If you have setup your system to ask you for a print at run-time, the Mekorma MICR Check
Printing screen is displayed. Click Print to print checks. If you have setup automatic
selection of printers it will simply print.

Last modified: October 26, 2023
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6.4.2. Print Miscellaneous Checks

The Dynamics GP Miscellaneous Check feature allows you to print a check to any entity without
creating the entity as a vendor. Mekorma Payment Hub uses the Dynamics GP Miscellaneous
Check screen, but intercepts the check printing process and prints the checks using the
Mekorma Payment Hub check format assigned to the checkbook.

Unlike payables batch checks, payables transaction checks and payroll checks, there is no
alternate window for Miscellaneous Checks when using Mekorma Payment Hub and no security
settings are available. If Mekorma Payment Hub is installed and registered, Miscellaneous
Checks print using Mekorma Payment Hub. However, the Miscellaneous Checks will not come
out signed.

If you do not want to use Mekorma Payment Hub to print Miscellaneous Checks, you can turn
off this feature by checking the “Payables” box on the Mekorma Payment Hub Suppress
Warnings screen.

To print a Miscellaneous Check:

1. Open the Miscellaneous Check window (Mekorma Area Page > Transactions > Financial >
Miscellaneous Check).

2. Enter values in all required fields.

3. Click Print Check and Post.
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— X
= == & l P
= ] 1| i
- # - ﬁ' ]fu Q
Print Check JPost  Print Alignment  Additional File Tools | Help Add
and Post Form A v A * Note
Actions Additional File Toels Help
Checkbook ID: FIRST BANE. p D Balance Before Check: [$1.300,076.79)
Balance After Check: [$1.300,526.79)
Check No. 100051
Date: 3/4/2M19 iz
Pay to: John Smith $450.00
Fowr Heanded At Dol e (BT Cani
Address 122 Main 5t
Derwer o [s0242
Mema
Accourt p [1=» Desciption Debit Credit @
Distribution Reference
000 -1100-00 Cash - Operating Account $0.00 $450.00 ~
000-6780-00 Miscellaneous Expense $450.00 $0.00
$0.00 $0.00
v
Total $450.00 $450.00
Difference $0.00

After entering any required User IDs and/or Passwords, the Mekorma Payment Hub Check
Printing window will open.

Click Print.
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6.4.3. Print Refund Checks

To print a refund check with Mekorma Payment Hub, follow the standard GP processes to create
the return(s). If you need help configuring refund check formats, please

1. Open the Mekorma Payment Hub Payables Checks window (Mekorma Area page >
Transactions > Payables > Print Payments) and bring up the refund check batch.

2. Click Print from the Print Mekorma Payments window.

3. If your system is configured to request a printer at print time, this will open the Mekorma
Check Printing window. Note that the Refund Check Stub format will not be displayed in
the Check Stub field but the system will replace the format with the refund format when

you print (or preview) checks.

4. Click Print to print checks or Preview to preview the checks before printing. After printing,
the Post Payments window will open.

5. Click Process to post the checks.
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6.4.4. Print Check Copies to PDF

Some Mekorma customers like to feed PDF check copies into their external document
management system. If you have this feature configured, automatic check copies generate on
your hard-drive when you print. PDF Check Copies follow the standard Mekorma Payment Hub
check copy rules, which is that they do not display the MICR line, signatures, or signature lines.

Check copies generate wherever the Payment Hub generates payments:

* Payables Batch Checks

* Payables Transaction Checks
e US Payroll Checks

* Canadian Payroll Checks

* Miscellaneous Checks

* Read Setting up Check, Check Remittance Copies and EFT Remittances to learn
more about this feature and learn how to configure it.

To view PDFs:

1. After posting, navigate to the folder location defined for the PDF check copies on the
Mekorma System Options screen.

2. Open the PDF file.

Last modified: August 24, 2023
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6.4.5. Print Using the MEM Connector

You can print batches using the MEM Connector from GP’s Build Payment window, where you
can select whether to the process. The configuration for

Mekorma Products User Guide for GP - Build x92_en

options will effect the results as follows:

Setup Options
No Sort, No
Subtotal

No Sort, No
Subtotal

Sort by ID, No
Subtotal

Sort by ID, No
Subtotal

Sort by Name,
No Subtotal

Sort by Name,
No Subtotal

Subtotal By ID,

No Sort

Subtotal By ID,

No Sort

Subtotal By
Name, No Sort

Subtotal By
Name, No Sort

Subtotal By
Name, Sort by
Name

Subtotal By
Name, Sort by
Name

Subtotal By ID,

Sort by ID

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

Print
Category

Decentralized

Centralized

Decentralized

Centralized

Decentralized

Centralized

Decentralized

Centralized

Decentralized

Centralized

Decentralized

Centralized

Decentralized

Print Results

Prints one line only for ID and name; prints facility address; no
check sorting

No MEM fields print, no sorting

Sorts checks by Facility ID, no Facility fields print
Sorts vouchers on stub by Facility ID; sorts checks by Facility ID;
Facility ID and Name print on the stub

Sorts checks by Facility Name; no Facility fields print; no subtotal
line

Sorts vouchers on stub by Facility Name; sorts checks by Facility
Name, Facility ID and Name print on the stub; no subtotal line

One subtotal line prints since only one facility is on the check;
checks are not sorted

Vouchers are sorted on the stub by Facility ID with a subtotal line
at the end of each Facility group; checks are not sorted

One subtotal line prints since only one facility is on the check;
checks are not sorted

Vouchers are sorted on the stub by Facility Name with a subtotal

line at the end of each Facility group; checks are not sorted

One subtotal line prints since only one facility is on the check;
checks are sorted by Facility Name

Vouchers are sorted on the stub by Facility Name with a subtotal
line at the end of each Facility group; checks are sorted by Facility
Name

One subtotal line prints since only one facility is on the check;
checks are sorted by Facility ID
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Subtotal By ID, Centralized Vouchers are sorted on the stub by Facility ID with a subtotal line
Sort by ID at the end of each Facility group; checks are sorted by Facility ID

Batches configured using the MEM Connector can also be printed and processed from the Multi-
Batch Action Board.

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

Last modified: June 19, 2023

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 336 of 392



Mekorma Mekorma Products User Guide for GP - Build x92_en

6.4.6. Exceptions for Remote Payments--
Local Printing Options

When using Mekorma Remote Payment Services to send your payments to a service provider,
there may be times when you want to override the system to process certain payments locally.

The following topics explain the configuration settings for making exceptions:

. explains how the company and checkbooks get set
up initially for sending to a remote payment service.

. explains how vendors get enrolled in outsourcing initially and ongoing.

o explains how you can make exceptions on a vendor or payment

level or turn off a company or a checkbook
In addition, some payments are always processed locally:

* If you use Transaction Check printing (from the Payables Transaction Entry window), which
is also called “Check on the fly,” these checks will print locally. This must be done at the
point of invoice entry and before it is posted.

* If you create an EFT or Credit Card batch in Dynamics GP Payables, those batches will be
processed locally.
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6.4.7. Print Payments Using the Web Client

These instructions apply to printing within the Dynamics GP Web Client, assuming the
has been installed and the user who needs to print has been
to the Web Client.

Introduction to Using Mekorma
with the Dynamics GP Web Client

1. Open the Print Payments window.
2. Use the look-up to select a batch.

3. The Mekorma MICR Web Client Print Job Preparation window will open. From within this
window, you can change your check or remittance format for check printing as needed.

4. Click the Prepare and Download button to open the Mekorma Print Client. (this assumes
you have configured your browser to ).
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5. The Mekorma Print Client allows you to preview and print check files in the same way that
you would handle them through the GP desktop application. You can:

* Select whether you would like to print check copies.

* Choose to navigate to the next check batch. If you select to navigate to the next
batch, you will be prompted with a question asking if you want to delete the
Mekorma Check Print (or .mcp) file that accords to the batch that you are currently
on. To print the batch that you’'ve skipped at a later date, generate another .mcp
through the print process.

* Select to print to any local printer, or any remote printer (if you are connected to
your network through a VPN).

Last modified: June 19, 2023
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6.4.8. Reprint Checks

The Microsoft Dynamics Post Payments window is used to reprint checks. You can reprint all
checks or a selected range of checks.

1. Open the Post Payments window (Mekorma Area Page > Transactions > Payables > Post
Payments).

2. Set the Process field drop-down list to Reprint Payments.

3. Select a range for reprinting checks. Click the lookup icon on the From option to display a
list of checks.

4. Enter a check range and click Process to reprint the checks.
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6.4.9. Print Blank Checks

On occasion, you might want to print a blank check for making a handwritten payment, such as
if you need a check to take off-site.

Blank checks are not posted to the General Ledger when they are printed. To record them, they
must be entered later as manual payments. Though the blank checks are not recorded at the
time of printing, if the default starting check number is used, the Next Check Number field for
the checkbook will be advanced by the number of checks printed. This can lead to missing
check numbers if one or more of the blank checks are never entered as manual payments.

To avoid this, change the starting check number for the blank check batch. This prevents the
Next Check Number from advancing. When printing blank checks, only one check approver is
required, but the approver must be assigned to the checkbook you are printing the blank
checks from.

! Some clients consider this a security risk. This feature can be disabled.

1. Open the Print Blank Checks window (Mekorma Area Page > Transactions > Payables >
Print Blank Checks).

2. Enter the Checkbook ID and the Number of Checks you would like to print. If desired,
enter a different Starting Check Number for the batch of blank checks you plan on
printing.

3. Select the number of signature lines to print on each check. Signature lines are blank
lines upon which a signature can be written.

P print Blank Che..  — X

+X @ | @7

Print Cancel File Tools | Help Add

hd b *  Plote
Actions File Tools Help
Checkbook D FIRST BAME, P
Murmber of Checks 3l
Starting Check. Murber 100051

Mumber of Signature Lines on checks:

() Mone ® One () Two
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4. Click Print. After entering any required user IDs and/or passwords, the Mekorma MICR
Check Printing window will open.

5. Enter your print settings and click Print when you are ready to print checks.

Last modified: August 28, 2023
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6.5. Inquiries and Routines

There are a number of ways to make inquiries on payments/batches processed by the
outsource provider. Additionally, depending on the status, certain actions will be available to
further or complete processing if an issue arises.

Some common inquiries will need to be made in the outsource provider’s portal; certain actions
(like ) must be done in both the payment portal and within Dynamics GP.
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6.5.1. The Check Image Archive

The Check Image Archive feature allows you to view and print an image of a posted check/EFT
remittance from the following Payables, US Payroll and Canadian Payroll windows:

* Payables Payments Zoom

* Payroll Check Inquiry

* Payroll Transaction Inquiry

e Canadian Payroll Inquiry

* Miscellaneous Check Inquiry

The Check Image Archive archives using the format specified in the Copy Stub field of the
Mekorma Payment Hub Check Printing screen at the time the check was printed. If no format
was specified in the Copy Stub field, the format in the Check Stub field will be used.

For security, check copy images do not display the MICR Line, Signatures, or Signature Lines.
They also contain the word VOID.

! Note that transactions processed before Mekorma was installed will not have
images available.

Access the Check Image Archive from Dynamics GP inquiry windows

1. From the Mekorma Area Page, go to Inquiry > Payables > Transaction by Vendor or
Transaction by Document.
a. If selecting Transaction by Vendor, enter a vendor ID in the field or choose one from
the dropdown menu by clicking on the magnifying glass icon, then choose Select.
b. If selecting Transaction by Document, enter a range of document numbers in the
“From” and “To” fields, then click Redisplay. Clicking Redisplay without entering a
range of document numbers will display all documents.

2. Choose the applicable vendor, highlight the check number you want to zoom to, and click
the Voucher/Payment Number or Document Number hyperlinks.

3. The Zoom window will display with the check image automatically located to the right. If
automatic display is disabled, select Additional > Show Inquiry Check Preview to display
the check/ remittance image.

* For instructions on how to disable this feature or change the auto-display the
check preview setting, see Setting up Check, Check Remittance Copies and EFT
Remittances.
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m Payables Payments Zoom - TWO (sa) — X

® »

T || fl @0

0K View | Additional File Email Tools Help Add
Actions  View Payment Document Zoom Help
PagpmentNo, || Show Inquiry Check Preview Batch ID 27041200002
Date 412/2027 -»> Date Voided 0/0/0000
‘endor ID ACETRAVEDDO1 b Currency ID ZJS$
Check Name A Travel Company
Payment Method: Check Credit Card
Cash EFT Electronic
Checkbook D FIRST BANK Amount
Document No. EFT0O00000000001 napplied $0.00
Amount $6.,501.78 Applied $6.501.78
Comment Total $6.6501.78
Terms Discount Taken $0.00 Wwiiteoff $0.00
Terms Discount Available $0.00

Apply Distibution | | Re-create Check Stub

4. To print the check/ remittance image, click the Print icon on the toolbar.

Access the Check Image Archive from the Mekorma Audit Log

The Check Image Archive can also be accessed directly from the Mekorma Audit Log.
1. Open the Mekorma Audit Log (Mekorma Area Page > Inquiry > System > Audit Log).
2. Select the appropriate batch, using the filters as needed.
3. Click on the Number of Checks link.

4. Select the check or EFT payment you would like to view, and click on the Payment
Number link.

5. As above, the Zoom window will display with the check image automatically located to

the right. Or, if automatic display is disabled, select Additional > Show Inquiry Check
Preview to display the check/remittance image.
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6.5.2. Track Payment History with the Audit
Log Report

The Audit Log report records the details of posted check/ EFT batches, including the approvers/
authorizers of each batch. This feature provides an added layer of security when processing
payments with Mekorma.

Mekorma Payment Hub
Demo

=

1. Open the Mekorma MICR Audit Log Report window (Mekorma Area Page > Inquiry >
System > Audit Log).

2. From here, you can filter your results in the following way:

* Use the Sort By drop-down list options to filter the list, then click Redisplay to view the
new sort order.

* Use the radio buttons at the top of the screen to filter on Checkbook ID, Batch ID, or
Posting Date.

* Click the Print button to view the Check Audit Log Summary report.

* To drill down to check batch detail, highlight a line item and click on the No. Checks
column hyperlink. This opens the Mekorma MICR Audit Detail Log window and the details
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from the selected check batch are displayed. Click the Print button to select the Check
Audit Log Detail report. Only batches currently selected are displayed on the report.

* Please note, reprinted checks display as zero dollar checks.

Last modified: August 28, 2023
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6.5.3. Payment Inquiry

You can view all payments that have been processed by the outsource service within the
Remote Payment Services Payments window.

1. Open the Remote Payment Services Payments window (Mekorma Area Page > Routines >
Payables > Remote Payment Services Payments) to view all posted payments that have
been processed by the outsource provider. Use the filters in the upper section of the
window to create a customized view. Filters include: Checkbook ID; Payment Date; Vendor
ID; Expiration Date; Remaining Balance; Payment Method; and Card Status.

2. The following information displays:
* Payment Method: Shows the method the outsource provider used to pay the vendor.
For the most accurate and up-to-date information, please refer to the payment
information in the provider portal.
* Payment Amount: This is the amount received by the outsource provider portal
(equals the amount processed in GP).
The additional columns support a legacy version of Mekorma Remote Payment

Services.
m Enhanced ePayment Payments - 5 (5a) - o =
| ~, ¥ 7 4
KV - - || @
OK | Actions | Redisplay ~ New File Print Tools Help |
¥, Payments bd ™ s |
| | View Payment File Teals  Help |
oo Ve = - |
View Vendor FT 1o I Paymert Method ] Check Caed Statuses B Issud
Pagroent Date: @ Al O Feom 00000 To Q00000 B3 EFT ) Used
Vendor ID @M O Fiom T 10 F & Vead ] Dusined
EpastionDate @ A1 O Fiem OAAD000 To  0/0/0000 Remote Statuzes [J Expred [ Wosded
Fem Bolance ® a1 O Fiom $0.00 To $0000 [ Canceled
Pativtns Muribas Papetork Dater Wienedor ID Method Puagrnont Ardurt Asmourt Used Wibe-olf Asmount Asniiark Pasd Status Remobe Status @
Model Expeation Diate Checkbook. D! WVendo Name Mezzage
QOOO0O0O000000433 BATA0 ASSOCIATOON | Check $267.45 $0.00 $0.00 81702 ~

EMP_EJONES | Check $1.03393 $0.00 $0.00 $597.00

| 0000000000004 | 81182020

: 00000000000000533 | /2272020 ADVANCEDODD | Check $4,84254 $0.00 £0.00 $4.84254

0000000000005 34 SI22FA20 ASSOCIATOO0 | Check $2.097.10 $0.00 $0.00 $2.097.10
000000000053 Sr23020 AUTOFINADDDT | Check $5.000.00 $0.00 $0.00 $5,000.00
OO0000000000005ST | S a0z ALLENSONOOI | Check $284254 $000 $0.00 S2B42%4 J

3. Click on a payment and then use the Actions drop-down menu to get a list of actions that
are available to perform on that payment. For any payment listed, you will have the
ability to View by Payment or View by Vendor, which will take you to the standard
Dynamics GP inquiry windows.
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6.5.4. Batch Inquiry

Any batch that has been created and sent to the outsource provider can be accessed from the
Remote Payment Services Batches (Batch Maintenance) window. From this window, you can
filter your view based on the status of the batch, Batch Number, Remote Batch ID (found in the
provider’s portal) and Created Date.

Depending on the batch’s status, certain actions can be performed.

Enhanced ePayment Batch Maintenance - CS (sa) - a X

02 ai@

OK Redisplay = File | Tools Help

A d

Actions File Tools = Help
File Status O Al @ Specific  |Posted v
Batch Number @ Al (O From greated To
ent
Remote BatchID @ &l (O From Processed To 0
Created Date ® &l O From N alidation Failed To  0/0/0000
Posted
. Abandoned .
Batch Number Checkbook ID File O hoided e Batch|D File ID No of Pmt  Status
20200322BETH | FIRST BANK sa  [Sending Failed 410,787 2,000 2 Posted ~
20200923BETH  UPTOWN TRUST sa 410,795 2,00 1 Posted
20200923BETH2 | UPTOWN TRUST  za 410,796 2,002 1 Posted

Batch Status

Batches can have the following File Status:

* Created: When the Print button (on the Print Payments window) or Process button (on the
Action Board) is first clicked to send a batch, a local record is created; you will probably
never see a batch in this status as it is sent to the outsource provider platform almost
immediately.

* Sent: The batch has been created and sent to the provider for processing; the provider
has not yet sent a response back to Dynamics GP.

* Processed: The batch has been sent to the outsource provider portal and the portal has
communicated back to Dynamics GP; Mekorma has created all associated records in GP.

» Validation Failed: The batch could not be sent to the portal because of missing or
incorrect information, or it was rejected by the outsource provider; you can resend the file
for processing using the Action menu.

* Posted: Finish the process in GP, and the batch will be posted.

* Abandoned: The batch has been deleted out of GP; this would be a very rare
circumstance.

* Voided: The batch has been voided in Dynamics GP; you must confirm it has also been
voided in the outsource provider portal.

* Sending Failed: In this case, you can send the batch again and the system will try to call
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the APl again; this may be necessary if internet was unavailable on the first send.

Batch Actions

When you click on an individual batch, it will show the status and give you actions that can be
performed on that batch in the Actions drop-down menu

* Void: If a batch is in Sent status, but it doesn’t work in the portal or didn’t reach the
portal, you can come here to void the batch. Only batches in a Sent status can be voided
- be sure to first void the batch in the outsource provider portal.

* Reprocess

* Resend

* Post

Last modified: August 28, 2023
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6.5.5. Handling Stop-Pays and Voids for
Outsourced Payments

Overview

From time to time, errors occur and you may want to do a “Stop-Pay” on a payment sent out
through Remote Payment Services. This guide was written to help you determine how to handle
those void payments both with our outsource provider and within Dynamics GP.

Note that this guide only pertains to cases where you are in contact with the vendor and want
to correct an error on the vendor account. This is not a situation of unclaimed funds but rather

an error situations. We have a different guide that you should use when a vendor doesn’t cash
their payment and doesn’t respond to repeated contacts. Please see

Void Scenarios

Voiding payment because of the invoice
1. Accidentally double enter and double pay an invoice
2. Accidentally enter wrong information on an invoice
3. Entered invoice on wrong vendor ID

Voiding payment because of the payment
1. Payment is stale
2. Wanted different payment method

3. Incorrect spelling on payee name

Accounting for Void Scenarios

1. Vendor account accurately reflects their total invoice amounts less return amounts and
you can always see their total number of transactions and accurate transaction volume

2. Vendor account accurately reflects their balance of outstanding amounts due or credits
3. GL accurately reflects on the AP and cash accounts

4. Bank rec accurately reflects the payment funding transactions and any returned payment
funds
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Voiding Payments with Remote Payment Services

Voiding payments in GP is needed if you have had to issue a “Stop-Pay” on an uncashed
payment and you want to reissue, or correct an error, and then reissue. The process is as
follows:

1. Register a “Stop-Pay” with the outsource provider
2. Receive the refund from the outsource provider
3. Account for the incoming cash for the returned payment

4. Correct the error and reissue

Register a “Stop-Pay” with the Outsource Provider

Contact your outsource provider using their designated customer services procedures to
request a Stop-Pay. Once you have received confirmation that the Stop-Pay was successful, it is
safe to proceed with the additional procedures here.

Once you have confirmed the Stop-Pay, you would also want to account for the Stop-Pay on the
GP side.

Account for the incoming cash for the returned payment

You cannot use standard void procedures when you receive your refund. This is because the
original payment was funded to the outsource provider and it cleared your bank. Voiding the
payment may create issues with your bank reconciliation.

Handle this situation similar to a situation where you paid a vendor by check, they cashed the
check, and then discovered an error and refunded it to you. This article on

written by ACE Microtechnology explains what to do if you encounter this scenario.
This is standard Dynamics GP use and does not vary based on the payment funding method.
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6.5.6. Handling Returned Payments When
the Vendor Won't Respond

Overview

From time to time, vendors do not cash their checks. This was written to help a client
determine how to handle these returned payments and the differences of handling them in
Dynamics GP with and without Remote Payment Services.

* Note that this guide pertains to cases where the vendor is non-responsive and
you need to treat this as an unclaimed payment. We have a different guide for
when you are in contact with the vendor and need to Stop-Pay a payment and
void to correct and error and reissue. Please see Handling Stop-Pays and Voids
for Outsourced Payments.

Uncashed Payments and Vendor Doesn’t Respond

If your service provider cannot get in touch with the vendor to clear the payment within a
certain amount of time (varies by service provider), the payment amount will be returned with
a notification to your AP department of the vendor, payment date, payment reference (i.e.
check number) and payment amount.

As you may know, states require diligence in getting your payments to your vendors. Most
have passed “Unclaimed Property” laws. This process is called escheatment which is defined as
follows:

* When money lies dormant in a deposit account or appears to be abandoned, the bank or
other organizations with which the money was deposited aren’t necessarily allowed to
just keep that money for their own use. After a period of time, they’re required to turn it
over to the state. This is called escheatment.

From the Journal of Accountancy:

e WITH MORE STATES CONDUCTING AUDITS, CPAs need to encourage companies to pay
greater attention to their unclaimed property liability. This includes both reporting
unclaimed assets to the right state and making sure the company properly reflects the
liability on its balance sheet.

e UNCLAIMED PROPERTY HOLDERS MUST exhaust all options to locate the property’s
rightful owner before determining to which state they should report the assets.
Companies should have policies and procedures in place to track potential unclaimed
property and comply with the applicable state reporting requirements.
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For more information, see

AP Processes for Unclaimed Payments When You are Paying them Yourself

In the AP department, the most common reasons that unclaimed properly can occur is from
uncashed checks or returned ACHs. Most accounting departments will find out about these
when they do their bank reconciliation. There will be an outstanding check in Dynamics GP that
does not show cleared by the bank.

Seeing the outstanding check is the normal trigger for contacting the vendor to find out if their
contact information has changed and trying to get them their payment.

How to Track Returned Payments When You are Sending Payments Thru a
Service Provider (Outsourcing)

The difference when you have a service provider pay on your behalf is that the payments all
clear the bank the day they are funded. So you will never see a payment that didn’t clear. The
service provider will be the one that notices on their bank statement if something doesn’t clear.

The service provider will repeatedly attempt to contact the vendor, however, after a certain
number of attempts and time elapses, they will return the payment amount to you with
identifying information. This is the key difference. Instead of seeing the outstanding checks on
your bank statement, you will use these notifications to trigger your contact to the vendor.

In addition to contacting the vendor, the question remains: how should these returned
payments be tracked in the accounting system? These amounts should be booked by JE to a GL
account set aside for “Unclaimed Funds”. The JE should reference back to the original vendor
and transaction that was returned.

You should then contact the vendor and try to resolve it. Once you know what the vendor wants
to do, you can void and resubmit payment and JE the money for that payment from “Unclaimed
Funds” back into cash with a reference to the resolution.

You will need to maintain a ledger of transactions in the “Unclaimed Funds” GL account so you
can identify transactions that have never been actually sent to your vendors. This ledger will
serve 2 purposes:

1. Continuing to make a good faith effort to communicate with your vendors.
2. Once the transactions pass a certain state-specific time period (anywhere from 1-5
years), you will need to submit this money to the state. When you are ready to do that,

you will transfer the liability to cash to clear it from your “Unclaimed Funds” account and
pay the state to clear it out of cash.

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 354 of 392


https://www.journalofaccountancy.com/issues/2004/feb/unclaimedproperty.html

Mekorma Mekorma Products User Guide for GP - Build x92_en

References

These articles have additional information and advice for how to handle these issues.

Weekly Dynamic: Escheat/Unclaimed Property in Dynamics GP - DynamicAccounting.net
Escheatment and unclaimed property procedures in Microsoft Dynamics GP | RSM Technology
Blog

Last modified: August 29, 2023
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6.5.7. Void Remote Payment Batches for a
Processing Error

On occasion, a batch may not have successfully processed on the outsource provider’s portal,
and will need to be voided.

The batch must FIRST be voided in the provider’s portal, then in Dynamics GP.

Step 1: Void in your outsource provider’s portal

Please login to your outsource provider portal (AvidXchange (AvidPay) or Corpay portal), locate
the batch and Void.

' Be sure you are voiding the entire batch, and NOT an individual payment.

Mekorma currently only supports voiding outsourced payments at the batch
level.

Step 2: Void in Dynamics GP

1.

Open the Remote Payment Services Batch Maintenance window (Mekorma Area Page >
Routines > Payabales > Remote Payment Services Batches).

Use the drop-down menu to view batches with a status of Sent, or by searching for the GP
Batch Number/Remote Batch ID.

Click on the batch you want to void.

Choose Action > Void.

Enhanced ePayment Batch Maintenance - CS (sa) - (I X
]| & il @

OK | Actions | Redisplay File Tools | Help
-

- -

Void File Tools | Help

File Status (O Al (@ :Specific Sent ~

B atch Mumber ® Al O From To

Remote Batch 1D @ & () From 0 Ta 0

Created Date ® &l () From 0040000 To | 0/0/0000

IGETS Batch Mumber Checkbook ID File Owner Remate Batch 1D File [D Moof Pmt  Status
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6.5.8. Change Status of a Virtual Credit
Card Payment

In rare cases, a payment made by virtual credit card may be unresponsive or “stuck” in the
provider’s portal. In that instance, a GP user assigned with the Mekorma Remote Payment
Services Admin security role can change the status of that virtual card payment within
Dynamics GP.

Please note: This action does not handle any adjustments that need to be made from an
accounting perspective.

1. Open the Remote Payment Services Payments window (Mekorma Area page > Routines >
Payables > Remote Payment Services Payments).

2. Select the virtual card payment you want to change. Set the Payment Method filter to
Vcard to display only those payments.

3. Click on Actions > Change Status to open the Remote Payment Services Vcard Status
Maintenance window.

Enhanced ePayment Payments - CS (sa) - u} ®
/ | = ¢ 7 1l &

O~ ¢ « (| @

OK | Actions | Redisplay New File Print Tecls Help

Payments i

File Tools | Help

Checkt | ViewPayment IFT 7o | Payment Method [ Check Card Statuses [] lssued
Paymet View Vendor 0/0/0000 To 0/0/0000 [ EFT [ Used
‘endor 1D @ a1 O From 1 To IS & Veard ] Drained
Expiration Date (@ a1 () From 04040000 To | 0/0/0000 Remote Statuses [ Expired O Voided
RemBalance (@ Al (O From $0.00 To $0.00 [ Canceled
Payment Number Payment Date Vendor 1D Method Payment Amount  Amount Used Wike-off Amount  Amount Paid Status Rernote Status ()
Model Expiration Date  Checkbaok ID Vendor Name Message
000000000000004S3 | 8/17/2020 ASSOCIATOON! | Check $267.45 $0.00 $0.00 $817.02 A
8/18/2020 EMP_EJONES  Check $1,093.93 $0.00 $0.00 $997.00
£ 020 ACE 0001 $2.750.00
9/22/2020 ADVANCEDOOO1 | Check $4,84254 $0.00 $0.00 $4.842.54
9/22/2020 ASSOCIATO001 | Check $2,097.10 $0.00 $0.00 $2,097.10

4. Use the New Status drop-down to select the appropriate status:
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| Enhanced ePayment Vcard Status Maintenance

Payment Number | 00000000000000435
Payment Date 8/18/2020

cel

Options are:
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* Issued: This means the card has been issued by the virtual card company and sent
to the vendor, but the vendor has not yet “swiped” it.
* Used: A used card signifies that the vendor has received and “swiped” the card, but

not for the fully issued amount.

* Drained: Means the virtual card has been used by the vendor for its fully issued
amount, or the vendor has used a partial amount and the remainder has been

written off.

* Voided: Indicates a card that has been voided and is no longer active.

5. Confirm your choice and the new status will appear in the Status column.
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7. Using Mekorma Payment Hub for US and
Canadian Payroll
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/.1. Authorize Payroll Batches

If Authorization has been configured for Payroll, a Mekorma Authorizer(s) must be designated to
Build, Calculate and Print Payroll Checks. No one will be able to do this unless they have been
assigned the Batch Authorizer Task ID.
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7.2. Print US Payroll Checks and Direct
Deposit Remittance

You are ready to print US Payroll checks after the following steps have been completed:

1. Create a US payroll batch using the standard Microsoft Dynamics GP procedures.
2. Build and calculate your checks.
To Print:

1. Open the Print Mekorma US Payroll window (Mekorma Area page > Transactions > Payroll
> Print Checks).

2. Verify that the title of the window includes the words Mekorma. If not, abort the procedure
and set up security to the window.

3. For Direct Deposit, select the Calculate Employee Deposits option for the Process field.

4. Click Process to process the Direct Deposits. After calculating the Direct Deposits or if you
are not running Direct Deposits, from the Print Mekorma US Payroll screen, select a sort
order using the Sort Checks By drop-down list.

5. If desired, change the Starting Check Number and Check Date. To change the Starting
Check Number, the Override Check Number option on the Checkbook Maintenance screen
must be selected.

6. Verify the Print field is set to Checks and click Print.

7. Click Print to proceed. After entering any required User IDs and/or Passwords, you see the
Mekorma MICR Check Printing screen.

8. Define your print settings and click Print when you are ready to print checks.

! Checks will be numbered after being sorted in the order specified in the drop-

down list. However, if checks are being printed in threshold groups, they will be
grouped after being numbered so the checks will not print sequentially by
number. For this reason, threshold group sorting cannot be used with pre-printed
checks.
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/.3. Print Canadian Payroll Checks

* The check numbering system for Canadian Payroll checks is configured on the
Payroll Control Setup - Canada screen, not the Checkbook Maintenance screen.

You are ready to print Canadian Payroll checks after the following steps have been completed:
1. Create a Canadian payroll batch using the standard Microsoft Dynamics GP procedures.
2. Build and calculate your checks.

3. Open the Payroll Cheque Reports - Canada dialog box (Mekorma Area page > Reports >
Payroll - Canada > Transactions > Cheque Reports).

4. Enter any required User IDs and /or passwords.

5. On the Mekorma MICR Check Printing screen, confirm that the Check Printer is the printer
you want to use. If not, select another printer from the drop-down list.

6. Click the Print to print checks.
7. Click OK to proceed. The Mekorma MICR Check Printing screen is displayed again with the
Check Stub defaulting to the stub you entered in the Earnings Statement field on the

Mekorma Checkbook Setup (Payroll - Canada) screen.

8. Click Print to print Direct Deposits.
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8. Requesting Support, Implementation, or
Customization

We are here to help!

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

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

. is available to help you prepare, install, or configure any aspect
of Mekorma Payment Hub.

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

. is available through our Power Platform support team.
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9. How to Use This Guide

New users can follow step-by-step installation, configuration, and usage instructions delivered
via written content and video demonstrations. Experienced users can review this guide for any
applicable , or use it as an ongoing reference tool:

* Pull targeted results using the Search functionality in the top menu bar.

* Use the expandable menu on the left sidebar to discover topics of interest.

* Bookmark pages or share links with colleagues, as each page in the guide has its own
unique URL.

* Print individual pages by clicking on the printer icon at the top right corner of any page.

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

* Contact us with your ideas if there are any new features or enhancements you would like
to see in a product, by using the link at the bottom of each page.

If you are looking for a more tailored experience, our dedicated Customer Success team is
ready to support you, guide you through product implementations, and assist you with any
customized build requests. For more information, see

, or visit us at our

Copyright © 2023 Mekorma Enterprises. All Rights Reserved. Page 364 of 392


https://mekorma.com/services/overview

Mekorma Mekorma Products User Guide for GP - Build x92_en

10. Appendix: About This Window

About This Window is activated when a user chooses About This Window on a Mekorma window
in the Microsoft Dynamics GP help system. Each page in the appendix provides an overview of
the use and fields for each of the Mekorma windows.
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10.1. Mekorma Configurator Fields

This appendix lists all the fields available in the Mekorma Configurator.

Legend:

ST: single text field

SC: single currency field
MT: multi-lined field
MD: multi-date field
MN: multi-number

LB: label

PF: logical field

OV: overflow

MC: multi-currency
MTR: multi-amount in words

SIG: signature

CATEGORY: General Information

Approver 1 ST Width= 100 Align= L
Approver 2 ST Width= 100 Align= L

Bank Account Number ST Width= 100 Align= L
Bank Address MT Width= 100 Align= L

Bank Branch ST Width= 100 Align= L

Bank Fax Number ST Width= 100 Align= L

Bank ID ST Width= 100 Align= L

Bank Master Transit Number ST Width= 100 Align= L
Bank Name ST Width= 100 Align= L

Bank Phone 1 ST Width= 100 Align= L

Bank Phone 2 ST Width= 100 Align= L

Bank Phone 3 ST Width= 100 Align= L

Check Comment 1 ST Width= 100 Align= L

Check Comment 2 ST Width= 100 Align= L

Check Comment 3 ST Width= 100 Align= L
Checkbook Description ST Width= 100 Align= L
Checkbook ID ST Width= 100 Align= L

CM User Defined 1 ST Width= 100 Align= L
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CM User Defined 2 ST Width= 100 Align= L
Company Address MT Width= 100 Align= L
Company Contact ST Width= 100 Align= L
Company Fax Number ST Width= 100 Align= L
Company Location Name ST Width= 100 Align= L
Company Name ST Width= 100 Align= L
Company Phone 1 ST Width= 100 Align= L
Company Phone 2 ST Width= 100 Align= L
Company Phone 3 ST Width= 100 Align= L

GL Posting Date SD Width= 100 Align= L
Printed By ST Width= 100 Align= L
Requester ST Width= 100 Align= L

Transit Number ST Width= 100 Align= L
User ID ST Width= 100 Align= L

CATEGORY: Commonly Used Labels

AMOUNT LB Width= 0 Align= L

Amount LB Width= 0 Align= L

Canadian Funds LB Width= 0 Align= L
Check Date LB Width= 0 Align= L
CHECK NO LB Width= 0 Align= L

Cheque Date LB Width= 0 Align= L
CHEQUE NO LB Width= 0 Align= L

Date LB Width= 0 Align= L

DATE LB Width= 0 Align= L

DDMMYYYY LB Width= 0 Align= L
Description LB Width= 0 Align= L
Description Reference LB Width= 0 Align= L
Discount Taken LB Width= 0 Align= L
Dollars LB Width= 0 Align= L

GL Account Number LB Width= 0 Align= L
Invoice Date LB Width= 0 Align= L
Invoice Number LB Width= 0 Align= L
MMDDYYYY LB Width= 0 Align= L

Net Check Amt LB Width= 0 Align= L
Net Cheque Amt LB Width= 0 Align= L
Net Paid Amount LB Width= 0 Align= L
Net Paid Amt LB Width= 0 Align= L
ORDER OF LB Width= 0 Align= L
Outstanding Amt LB Width= 0 Align= L
Paid Amount LB Width= 0 Align= L

Pay LB Width= 0 Align= L
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Mekorma
PAY LB Width= 0 Align= L
Pay to the Order of LB Width= 0 Align= L
Payee LB Width= 0 Align= L
Payment Number LB Width= 0 Align= L
PO Number LB Width= 0 Align= L
TO THE LB Width= 0 Align= L
to the Order of LB Width= 0 Align= L
US Funds LB Width= 0 Align= L
Voucher Amount LB Width= 0 Align= L
Voucher Number LB Width= 0 Align= L
Write Off LB Width= 0 Align= L
YYYYMMDD LB Width= 0 Align= L
CATEGORY: Logical Fields
EFT Comment ST Width= 100 Align= L
EFT Logo PF Width= 100 Align= L
EFT Non-Negotiable ST Width= 100 Align= L
EFT VOID ST Width= 100 Align= L
Facility Signature 1 PF Width= 100 Align= L
Facility Signature 2 PF Width= 100 Align= L
Line 1 SIG Width= 100 Align= L
Line 2 SIG Width= 100 Align= L
Continued OV Width= 0 Align= L
Signature File 1 PF Width= 100 Align= L
Signature File 2 PF Width= 100 Align= L
Signature File 1 Based on PO Number PF Width= 100
Signature File 2 Based on PO Number PF Width= 100
Signature Line 1 Based on PO Number SIG Width= 100
Signature Line 2 Based on PO Number SIG Width= 100
Company Logo PF Width= 100 Align= L
MEKORMA PAYABLES
CATEGORY: Detailed Addresses
Bank Address 1 ST Width= 100 Align= L
Bank Address 2 ST Width= 100 Align= L
Bank Address 3 ST Width= 100 Align= L
Bank City-State-Zip ST Width= 100 Align= L

Align= L
Align= L
Align= L
Align= L
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Bank Country ST Width= 100 Align= L

Company Address 1 ST Width= 100 Align= L
Company Address 2 ST Width= 100 Align= L
Company Address 3 ST Width= 100 Align= L
Company City-State-Zip ST Width= 100 Align= L
Company Country ST Width= 100 Align= L
Payment Address 1 ST Width= 100 Align= L
Payment Address 2 ST Width= 100 Align= L
Payment Address 3 ST Width= 100 Align= L
Payment Address ID ST Width= 100 Align= L
Payment City-State-Zip ST Width= 100 Align= L
Payment Contact ST Width= 100 Align= L
Payment Country ST Width= 100 Align= L
Payment Zip ST Width= 100 Align= L

Vendor Main Address 1 ST Width= 100 Align= L
Vendor Main Address 2 ST Width= 100 Align= L
Vendor Main Address 3 ST Width= 100 Align= L
Vendor Main City-State-Zip ST Width= 100 Align= L
Vendor Main Country ST Width= 100 Align= L

CATEGORY: General Information

Number Of TRX ST Width= 100 Align= R
Batch Comment ST Width= 100 Align= L
Batch Number ST Width= 100 Align= L
Batch Total SC Width= 100 Align= R

CATEGORY: GL Distribution

1099 Amount MC Width= 100 Align= R

Account Alias MT Width= 100 Align= L

Account Description MT Width= 100 Align= L
Account Number MT Width= 100 Align= L

Account User Defined 1 MT Width= 100 Align= L
Account User Defined 2 MT Width= 100 Align= L
Credit Amount MC Width= 100 Align= R

Debit Amount MC Width= 100 Align= R
Distribution Reference MT Width= 100 Align= L
Document Type MT Width= 100 Align= L

Enhanced Net Check Amount MC Width= 100 Align= R
Freight Amount MC Width= 100 Align= R
Intercompany ID MT Width= 100 Align= L

Misc Charges Amount MC Width= 100 Align= R
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Multi-Currency Debit Minus Credit Amount MC Width= 100 Align= R
New Amount Paid (Tech Knowledge 18381) MC Width= 100 Align= R
New Document Amount (Tech Knowledge 18381) MC Width= 100 Align= R
Originating Credit Amount MC Width= 100 Align= R
Originating Debit Amount MC Width= 100 Align= R
Payment Terms ID MT Width= 100 Align= L

Posting Date MD Width= 100 Align= L

Purchase Order Number MT Width= 100 Align= L

Purchases Amount MC Width= 100 Align= R

Shipping Method MT Width= 100 Align= L

Tax Amount MC Width= 100 Align= R

Tax Schedule ID MT Width= 100 Align= L

Trade Discount Amount MC Width= 100 Align= R

TRX Source MT Width= 100 Align= L

Voucher Amount Paid MC Width= 100 Align= R

Voucher Credit Amount MC Width= 100 Align= R

Voucher Credit Document Amount MC Width= 100 Align= R
Voucher Discount Date MD Width= 100 Align= L

Voucher Discount Taken Amount MC Width= 100 Align= R
Voucher Discount Taken Total MC Width= 100 Align= R
Voucher Document Amount MC Width= 100 Align= R

Voucher Document Date MD Width= 100 Align= L

Voucher Document Number MT Width= 100 Align= L

Voucher GST Discount Amount MC Width= 100 Align= R
Voucher Net Check Amount MC Width= 100 Align= R
Voucher Net Paid Amount MC Width= 100 Align= R

Voucher Outstanding Amount MC Width= 100 Align= R
Voucher Paid Total MC Width= 100 Align= R

Voucher PPS Amount Deducted MC Width= 100 Align= R
Voucher Total Document Amount MC Width= 100 Align= R
Voucher Transaction Description MT Width= 100 Align= L
Voucher Voucher Number MT Width= 100 Align= L

Voucher Write Off Amount MC Width= 100 Align= R
Voucher Write Off Total MC Width= 100 Align= R

CATEGORY: MEM Centralized DexName= MEM Centralized

Facility ID MT Width= 100 Align= L

Facility Name MT Width= 100 Align= L

Facility Company Name MT Width= 100 Align= L
Document Number MT Width= 100 Align= L
Transaction Description MT Width= 100 Align= L
Discount Taken Amount MC Width= 100 Align= R
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Purchase Order Number
Net Paid Amount

New Amount Paid

Document Date

Voucher Number

Voucher Date

Document Amount

Original Document Amount
Internet User Defined 1

Internet User Defined 2

MT Width= 100

MC Width= 100
(Tech Knowledge 18381)
MD Width= 100

MT Width= 100

MD Width= 100
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Align= L

Align= R

MC Width= 100 Ali

CATEGORY: MEM Decentralized DexName= MEM Decentralized

Facility

Facility

Facility

Facility

Internet

Internet

CATEGORY:

Amount
Amount
Amount
Amount

ign= L

Pa

in
in
in

in

ID ST

Name

Address

User Defined 1
User Defined 2

yment

Words
Words
Words
Words

Check Comment

Check Amount with ***

Check Number
Check Total

Document

Document

Document

Document

Document

Document

Document

Document

Document

EFT or Regular Check Total

Date

Date-D1
Date-D2
Date-M1
Date-M2
Date-Y1
Date-Y2
Date-Y3
Date-Y4

Payment Comment

Payment Number

Width= 100

ST Width= 100

Company Name

MT

Align= L
Align= L
Align= L
MC Width= 100 Align= R
MC Width= 100 Align=
MT Width= 200 Align= L
MT Width= 200 Align= L
Align= L
Align= L
ST Width= 100 Align= L
Width= 100 Align= L
ST Width= 200 Align= L
ST Width= 200 Align= L
MTR Width= 300 Align= L

with Word Wrapping

(Techknowledge 857824)

(Techknowledge 857824)

ST Width= 100

ST Width= 100
SC Width= 100

SD Width= 100

ST
ST
ST
ST
ST
ST
ST
ST

MTR Width= 300

R

MTR Width= 300 Al

Align= L
ST Width= 100 Align= R
Align= L
Align= R
Align= C
Width= 20 Align= C
Width= 20 Align= C
Width= 20 Align= C
Width= 20 Align= C
Width= 20 Align= C
Width= 20 Align= C
Width= 20 Align= C
Width= 20 Align= C

SC Width= 100 Align
(from Edit Payables Checks) ST
ST Width= 100

Align= L
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with Word Wrapping

= R
Width= 100

gn= R

Align= L

ign= L

MTR Width= 300 Al

Align= L
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CATEGORY: POP Single Line Per Invoice

1099 Amount MC Width= 100 Align= R

Amount Paid MC Width= 100 Align= R

Credit Amount MC Width= 100 Align= R

Credit Document Amount MC Width= 100 Align= R

Discount Date MD Width= 100 Align= L

Discount Taken Amount MC Width= 100 Align= R

Discount Taken Total MC Width= 100 Align= R

Document Amount MC Width= 100 Align= R

Document Date MD Width= 100 Align= L

Document Number MT Width= 100 Align= L

Document Type MT Width= 100 Align= L

Due Date MD Width= 100 Align= L

Enhanced Net Check Amount MC Width= 100 Align= R

Freight Amount MC Width= 100 Align= R

GST Discount Amount MC Width= 100 Align= R

Misc Charges Amount MC Width= 100 Align= R

Net Check Amount MC Width= 100 Align= R

Net Paid Amount MC Width= 100 Align= R

New Amount Paid (Tech Knowledge 18381) MC Width= 100 Align= R
New Document Amount (Tech Knowledge 18381) MC Width= 100 Align= R
Outstanding Amount MC Width= 100 Align= R

Paid Total MC Width= 100 Align= R

Payment Terms ID MT Width= 100 Align= L

POP Extended Cost MC Width= 100 Align= L

POP Item Description MT Width= 100 Align= L

POP Item Description or Voucher Description MT Width= 100 Align= L
POP Item Number MT Width= 100 Align= L

POP or Voucher PO Number MT Width= 100 Align= L

POP QTY Invoiced MN Width= 100 Align= L

POP Receipt Date or Voucher Date MD Width= 100 Align= L

POP Receipt Number or Voucher Number MT Width= 100 Align= L
POP Reference or Voucher Description MT Width= 100 Align= L
POP Unit Cost MC Width= 100 Align= L

POP Unit of Measure MT Width= 100 Align= L

POP Vendor Document Number MT Width= 100 Align= L

Posting Date MD Width= 100 Align= L

PPS Amount Deducted MC Width= 100 Align= R

Project Contract Name MT Width= 100 Align= L

Project Contract Customer MT Width= 100 Align= L

Project Contract Number MT Width= 100 Align= L

Project Contract ID MT Width= 100 Align= L

Project Cost Category Name MT Width= 100 Align= L
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Project
Project
Project
Project

Project

Number
Purchase Order Number MT Width= 100 Align= L
User Definedl Contract MT Width= 100 Align= L
User Defined2 Contract MT Width= 100 Align= L
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Customer Number MT Width= 100 Align= L

MT Width= 100 Align= L

Purchase Order Number MT Width= 100 Align= L

Purchases Amount
Shipping Method
Tax Amount
Tax Schedule ID

MC Width= 100 Align= R
MT Width= 100 Align= L

MC Width= 100 Align= R

MT Width= 100 Align= L

Total Document Amount MC Width= 100 Align= R
Trade Discount Amount MC Width= 100 Align= R

Transaction Description MT Width= 100 Align= L
MT Width= 100 Align= L

TRX Source

UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD

DateO1l
Date(02
Date03
Date(04
Date05
Date06
Date(07
Date08
Date09
DatelO
Datell
Datel?2
Datel3
Datel4
Datel5
Datel6
Datel?
Datel8
Datel9
Date20
List01
List02
List03
List04
List05
Text01
Text02
Text03
Text04
Text05

MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MD
MT
MT
MT
MT
MT
MT
MT
MT
MT
MT

Width= 100 Align= L
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=
Width= 100 Align=

= =2 2 B e 2 PR PR PER PR
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UD
UD
UD
UD
UD

Text06
Text07
Text08
Text09
Textl0

100
100
100

MT
MT
MT
MT
MT

Width=
Width=
Width=
Width= 100
Width= 100
MT Width= 100
MC Width= 100
MC Width= 100

Align=
Align=
Align=
Align=
Align=
Voucher Number Align= L
Write Off Amount

Write Off Total Align= R

CATEGORY: POP Multiple Lines Per Invoice

1099 Amount
Amount Paid
Credit Amount

MC Width= 100
MC Width= 100 Align= R
MC Width= 100 Align= R
Credit Document Amount MC Width= 100
MD Width= 100 Align= L
Taken Amount MC Width= 100
Taken Total MC Width= 100
MC Width= 100
MD Width= 100
MT Width= 100 Align= L
Type MT Width= 100 Align= L
Due Date MD Width= 100 Align= L
Enhanced Net Check Amount MC Width= 100
MC Width= 100 Align= R
MC Width= 100
MC Width= 100
MC Width= 100
MC Width= 100 Align= R
(Tech Knowledge 18381) MC
(Tech Knowledge 18381)
MC Width= 100
MC Width= 100 Align= R
MT Width= 100 Align= L
MC Width= 100 Align=
MT Width= 100 Alig
Item Description or Voucher Description
MT Width= 100 Align= L
or Voucher PO Number MT Width= 100
QTY Invoiced MN Width= 100 Align= L
Receipt Date or Voucher Date MD Widt
MT
MT

Align= R

Al
Discount Date
Discount Ali
Discount
Amount

Date

Document Align= R

Document Align= L
Document Number

Document

Freight Amount
GST Discount Amount Align
Misc Charges Amount
Net Check Amount

Net Paid Amount

Align

New Amount Paid
New Document Amount
Outstanding Amount
Paid Total

Align=

Payment Terms ID
POP Extended Cost
POP
POP
POP
POP
POP
POP
POP
POP

Item Description

Item Number

Receipt Number or Voucher Number

Reference or Voucher Description
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Align= R

ign= R

gn= R

Align= R

Align= R

= R
= R

Align= R

Width= 100 Align= R
MC Width= 100 Align= R
R

L
n= L

MT Width= 100 Align= L
Align= L

h= 100 Align= L
Width= 100 Align= L
Width= 100 Align= L
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POP
POP
POP

Posting Date

Unit Cost

MC Wi

Unit of Measure
Vendor Document Number MT Width= 100 Align= L

PPS Amount Deducted

Pro
Pro
Pro
Pro
Pro
Pro
Pro
Pro
Pro

Pro

ject Contract Name
ject Contract Customer MT Width= 100 Align= L
ject Contract Number MT Width= 100 Align= L

ject Contract ID
ject Cost Category Name MT Width= 100 Align= L
ject Customer Number MT Width= 100 Align= L

ject Number
ject Purchase Order Number MT Width= 100 Align= L

ject User Definedl Contract MT Width= 100 Align= L
ject User Defined2 Contract MT Width= 100 Align= L

MT W

Purchase Order Number

Purchases Amount
Shipping Method
Tax Amount
Tax Schedule ID

MC
MT
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dth= 100 Align= L
MT Width= 100 Align= L

MD Width= 100 Align= L

MC Width= 100 Align= R
MT Width= 100 Align= L

MT Width= 100 Align= L

idth= 100 Align= L

MT Width= 100 Align= L
Width= 100 Align= R
Width= 100 Align= L

MC Width= 100 Align= R

MT

Total Document Amount

Trade Discount Amount

Width= 100 Align= L
MC Width= 100 Align= R
MC Width= 100 Align= R

Transaction Description MT Width= 100 Align= L
MT Width= 100 Align= L

TRX Source

UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD

DateO1l
Date02
Date03
Date(04
Date05
Date06
Date07
Date(8
Date09
DatelO
Datell
Datel2
Datel3
Dateld
Datel5
Datel6
Datel?
Datel8
Datel9
Date20

MD
MD
MD

Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=

100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
100 Align= L
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UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD
UD

List01
List02
List03
List04
List05
Text01
Text02
Text03
Text04
Text05
Text06
Text07
Text08
Text09
Textl0

MT

Voucher Number

Write Off Amount
Write Off Total

Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=
Width=

100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
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Align=
Align=
Align=
Align=
Align=
Align=
Align=
Align=
Align=
Align=
Align=
Align=
Align=

o e e o = T = = B = N = R = = I N

Align=
Align= L

MT Width= 100 Align= L
MC Width= 100 Align= R
MC Width= 100 Align= R

CATEGORY: UK Cheques

UK
UK
UK
UK
UK
UK

Cheque
Vendor
Vendor

Vendor

Document Date

CATEGORY: Vendor

1099 Amount YTD

1099 Type

Account Number With Vendor

Account Type ST

ST

Amount ST
Name Only

Name* ST
Name= ST

Width= 100 Align= L
ST
Width= 100 Align= L
Width= 100 Align= L

Width= 100 Align= L

SD Width= 100 Align= L
Amount in Words with Word Wrapping MTR Width= 300 Align= L

SC Width= 100 Align= R

Width=

Bank Account Number

Bank Name

ST

Width=

Bank Transit Number

Contact Name

Fax Number

100

100

ST
ST Width= 100 Align= L

Align= L
ST Width= 100 Align= L

Width= 100 Align= L
ST

Width= 100 Align= L
Align= L
Width= 100 Align= L

ST Width= 100 Align= L

Governmental Corporate ID

Governmental Individual ID
Parent Vendor ID
Payment Address

ST
MT

ST Width= 100 Align= L
ST Width= 100 Align= L

Width= 100 Align= L
Width= 100 Align= L
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Payment Address with Country MT Width= 100
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Payment Priority ST Width= 100 Align= L
Payment Terms ID ST Width= 100 Align= L

Phone 3

S

T Width= 100 Align= L

Phone Number 1 ST Width= 100 Align= L
Phone Number 2 ST Width= 100 Align= L
Shipping Method ST Width= 100 Align= L
Tax ID Number ST Width= 100 Align=
Tax Registration Number ST Width= 1

Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor

Vendor

DBA ST

Addr
Chec
Chec
Clas
Comm
Comm
Cont
ID

Main
Name
Name
Note
Shor
User

User

ess with Contact Name MT
k Name ST Width= 100 Al
k Name - SAFE PAY ST Wid

L
00 Align= L

Width= 100 Align= L

ign= L

th= 100 Align= L

s ID ST Width= 100 Align= L
ent 1 ST Width= 100 Align= L
ent 2 ST Width= 100 Align= L
act ST Width= 100 Align= L

ST Width= 100 Align= L

Address MT Width= 100 Align= L

ST Width= 100 Align= L

- SAFE PAY ST Width= 10

MT Width= 100 Align= L

t Name ST Width= 100 Al
Defined 1 ST Width= 100

Defined 2 ST Width= 100

Width= 100 Align= L

CATEGORY: Voucher

1099 Amount

Amount Paid

MC Width= 100 Align= R
MC Width= 100 Align= R

Credit Amount MC Width= 100 Align=
Credit Document Amount MC Width= 10

Discount Da

Discount
Discount
Document
Document
Document

Document

Due Date
Enhanced Net Check Amount MC Width=
Freight Amount MC Width= 100 Align
GST Discount Amount MC Width= 100

te MD Width= 100 Align=

Taken Amount MC Width= 100
Taken Total MC Width= 100

Amount MC Width= 100 Alig
Date MD Width= 100 Align=
Number MT Width= 100 Alig
Type MT Width= 100 Align=

MD Width= 100 Align= L

Copyright © 2023 Mekorma Enterprises. All Rights Reserved.

0 Align= L

ign= L
Align= L
Align= L

R
0 Align= R
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n= R
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Align= L
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Misc Charges Amount MC Width= 100 Align= R

Net Check Amount MC Width= 100 Align= R

Net Paid Amount MC Width= 100 Align= R

New Amount Paid (Tech Knowledge 18381) MC Width= 100 Align= R
New Document Amount (Tech Knowledge 18381) MC Width= 100 Align= R
Outstanding Amount MC Width= 100 Align= R

Paid Total MC Width= 100 Align= R

Payment Terms ID MT Width= 100 Align= L
Posting Date MD Width= 100 Align= L

PPS Amount Deducted MC Width= 100 Align= R
Purchase Order Number MT Width= 100 Align= L
Purchases Amount MC Width= 100 Align= R
Shipping Method MT Width= 100 Align= L

Tax Amount MC Width= 100 Align= R

Tax Schedule ID MT Width= 100 Align= L

Total Document Amount MC Width= 100 Align= R
Trade Discount Amount MC Width= 100 Align= R
Transaction Description MT Width= 100 Align= L
TRX Source MT Width= 100 Align= L

Voucher Number MT Width= 100 Align= L

Write Off Amount MC Width= 100 Align= R

Write Off Total MC Width= 100 Align= R

CATEGORY: Refund Single Document

Document Amount SC Width= 100 Align= R
Document Date SD Width= 100 Align= L
Document Description ST Width= 100 Align= L
Document Number ST Width= 100 Align= L
Document Type ST Width= 100 Align= L
Customer Name ST Width= 100 Align= L
Customer Number ST Width= 100 Align= L
Customer PO Number ST Width= 100 Align= L
Extended Price MC Width= 100 Align= R
Freight Amount SC  Width= 100 Align= R
Item Description MT Width= 100 Align= L
Item Number MT Width= 100 Align= L
Markdown Amount MC Width= 100 Align= R
Misc Amount SC Width= 100 Align= R
Quantity MT Width= 100 Align= L
Salesperson ID ST Width= 100 Align= L
Sales Territory ST Width= 100 Align= L
Shipping Method ST Width= 100 Align= L
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Tax Amount SC  Width= 100 Align= R

Trade Discount Amount SC Width= 100 Align= R
U Of M MT Width= 100 Align= L

Unit Price MC Width= 100 Align= R

CATEGORY: Refund Multiple Documents

Document Amount MC Width= 100 Align= R
Document Date MD Width= 100 Align= L
Document Description MT Width= 100 Align= L
Document Number MT Width= 100 Align= L
Document Type MT Width= 100 Align= L
Customer Name MT Width= 100 Align= L
Customer Number MT Width= 100 Align= L
Customer PO Number MT Width= 100 Align= L
Misc Amount MC Width= 100 Align= R
Salesperson ID MT Width= 100 Align= L

Sales Territory MT Width= 100 Align= L
Shipping Method MT Width= 100 Align= L

Tax Amount MC Width= 100 Align= R

Trade Discount Amount MC Width= 100 Align= R

MEKORMA USA PAYROLL

CATEGORY: Benefits

Benefit Amount Array MC Width= 100 Align= R
Benefit Amount YTD Array MC Width= 100 Align= R
Benefit Code Array MT Width= 100 Align= C
Benefit Description MT Width= 100 Align= C
Total Benefits SC Width= 100 Align= R

CATEGORY: Check

Amount in Words MTR Width= 300 Align= L

Amount in Words with Word Wrapping MTR Width= 300 Align= L
Check Amount with *** ST Width= 100 Align= R

Check Date SD Width= 100 Align= C

Check Date-D1 ST Width= 20 Align= C

Check Date-D2 ST Width= 20 Align= C
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Check Date-Ml1 ST Width= 20 Align=
Check Date-M2 ST Width= 20 Align=
Check Date-Y1 ST Width= 20 Align=
Check Date-Y2 ST Width= 20 Align=
Check Date-Y3 ST Width= 20 Align=
Check Date-Y4 ST Width= 20 Align=
Check Number ST Width= 100 Align=
Facility Name ST Width= 100 Align= L

Facility Stub String ST Width= 100 Align= L
Facility Check String ST Width= 100 Align= L
Facility ID ST Width= 100 Align= L

Facility Company Name ST Width= 100 Align= L
Facility Address MT Width= 100 Align= L

Internet User Defined 1 ST Width= 200 Align= L
Internet User Defined 2 ST Width= 200 Align= L
Net WagesPay Run SC Width= 100 Align= R
CheckDirect Deposit Amount SC  Width= 100 Align= R

Q QO Q Q QO  Q

CATEGORY: Deductions

Deduction Amount Array MC Width= 100 Align= R
Deduction Amount YTD Array MC Width= 100 Align= R
Deduction Code Array MT Width= 100 Align= C
Deduction Description MT Width= 100 Align= C
Total Deductions SC Width= 100 Align= R

CATEGORY: Detailed Addresses

Bank Address 1 ST Width= 100 Align= L

Bank Address 2 ST Width= 100 Align= L

Bank Address 3 ST Width= 100 Align= L

Bank City-State-Zip ST Width= 100 Align= L
Bank Country ST Width= 100 Align= L

Company Address 1 ST Width= 100 Align= L
Company Address 2 ST Width= 100 Align= L
Company Address 3 ST Width= 100 Align= L
Company City-State-Zip ST Width= 100 Align= L
Company Country ST Width= 100 Align= L
Employee Address 1 ST Width= 100 Align= C
Employee Address 2 ST Width= 100 Align= C
Employee Address 3 ST Width= 100 Align= C
Employee City-State-Zip ST Width= 100 Align= C
Employee Country ST Width= 100 Align= C
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Employee Country Code ST Width= 100 Align= C
Employee County ST Width= 100 Align= C

Employee Fax ST Width= 100 Align= C

Employee Foreign Postal Code ST Width= 100 Align= C
Employee Foreign StateProvince ST Width= 100 Align= C
Employee Phone 1 ST Width= 100 Align= C

Employee Phone 2 ST Width= 100 Align= C

Employee Phone 3 ST Width= 100 Align= C

Employee Zip ST Width= 100 Align= C

First Name ST Width= 100 Align= C

Last Name ST Width= 100 Align= C

Middle Name ST Width= 100 Align= C

CATEGORY: Direct Deposit

DD Arrayl2 Account Number MT Width= 100 Align= C

DD Arrayl?2 Amount MC Width= 100 Align= R

DD Arrayl2 Transaction Code MT Width= 100 Align= C
DD Arrayl2 Transit Number MT Width= 100 Align= C

DD Number of Accounts ST Width= 100 Align= R

Net WagesPay Run (Stub Only) SC Width= 100 Align= R

CATEGORY: Earnings

Business Expense Earnings SC Width= 100 Align= R
Charged Tips Earnings SC Width= 100 Align= R
Commission Earnings SC Width= 100 Align= R
Double Time Earnings SC Width= 100 Align= R
EIC Earnings SC  Width= 100 Align= R

Holiday Earnings SC Width= 100 Align= R

Min Wage Bal Earnings SC Width= 100 Align= R
Overtime Earnings SC Width= 100 Align= R
Pension Earnings SC Width= 100 Align= R
Piecework Earnings SC Width= 100 Align= R
Piecework Units ST Width= 100 Align= R
Regular Earnings SC Width= 100 Align= R
Reported Tips Earnings SC  Width= 100 Align= R
Sick Time Earnings SC Width= 100 Align= R
Special Earnings SC Width= 100 Align= R

Total Earnings SC Width= 100 Align= R
Vacation Earnings SC Width= 100 Align= R
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CATEGORY: Employee

Alternate Name ST Width= 100 Align= C

Class Description ST Width= 100 Align= C
Department ST Width= 100 Align= C

Department Additional Description ST Width= 100 Align= C
Department Description ST Width= 100 Align= C
Division Address 1 ST Width= 100 Align= C

Division Address 2 ST Width= 100 Align= C

Division City-State-Zip ST Width= 100 Align= C
Division Code ST Width= 100 Align= C

Division Name ST Width= 100 Align= C

Employee Address MT Width= 100 Align= L

Employee Class ST Width= 100 Align= C

Employee Full Name - SAFE PAY ST Width= 100 Align= C
Employee ID ST Width= 100 Align= C

Employee Name ST Width= 100 Align= C

Employee Name with Suffix ST Width= 100 Align= C
Employee Note MT Width= 100 Align= L

Employee Suffix ST Width= 40 Align= L

Employee User Defined 1 ST Width= 100 Align= C
Employee User Defined 2 ST Width= 100 Align= C
Federal Classification Code ST Width= 100 Align= C
First Name ST Width= 100 Align= C

Job Title ST Width= 100 Align= C

Job Title Description ST Width= 100 Align= C

Last Name ST Width= 100 Align= C

Location ID ST Width= 100 Align= C

Middle Name ST Width= 100 Align= C

NickName ST Width= 100 Align= C

Rate Class ST Width= 100 Align= C

Social Security Number ST Width= 100 Align= C
Social Security Number-MASKED ST Width= 100 Align= C
Supervisor Code ST Width= 100 Align= C

Type of Employment ST Width= 100 Align= C

Union Code ST Width= 100 Align= C

CATEGORY: Federal Taxes

Dependent Claim Amount SC  Width= 100 Align= R
Estimated Federal Withholding SC Width= 100 Align= R
Federal Additional Withholding SC Width= 100 Align= R
Federal Filing Status ST Width= 100 Align= C
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Federal Withholding Exemptions ST Width= 100 Align= R
Federal Withholding YTD SC  Width= 100 Align= R

Federal WithholdingPay Run SC  Width= 100 Align= R

FICA Withholding YTD SC Width= 100 Align= R

FICAMedicare Withholding YTD SC Width= 100 Align= R
FICAMedicare WithholdingPay Run SC Width= 100 Align= R
FICASocial Security Withholding YTD SC Width= 100 Align= R
FICASocial Security WithholdingPay Run SC Width= 100 Align= R
Total FICA Tax Withheld SC Width= 100 Align= R

Uncollected FICAMed TaxPay Run SC  Width= 100 Align= R
Uncollected FICASS TaxPay Run SC Width= 100 Align= R
Employer ID Number ST Width= 9 Align= R

CATEGORY: Hours

Days Worked YTD ST Width= 100 Align= R
Double Time Hours ST Width= 100 Align= R
Holiday Hours ST Width= 100 Align= R

Hours Worked YTD ST Width= 100 Align= R
Overtime Hours ST Width= 100 Align= R
Regular Hours ST Width= 100 Align= R

Sick Time Available ST Width= 100 Align= R
Sick Time Hours ST Width= 100 Align= R

Time Available Array MN Width= 100 Align= R
Time Code Array MT Width= 100 Align= C

Time Code Description Array MT Width= 100 Align= C
Total Hours ST Width= 100 Align= R

Vacation Available ST Width= 100 Align= R
Vacation Hours ST Width= 100 Align= R

Weeks Worked YTD ST Width= 100 Align= R
Work Hours Per Year ST Width= 100 Align= R

CATEGORY: Local Taxes

Local Tax Array MT Width= 100 Align= C

Local Tax Description MT Width= 100 Align= C

Local Tax Withholding Array MC Width= 100 Align= R
Local Tax YTD MC Width= 100 Align= R

Local Withholding YTD SC Width= 100 Align= R
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CATEGORY: Pay Data

Pay Code Array MT Width= 100 Align= C

Pay Code Description MT Width= 100 Align= C

Pay Earnings Array MC Width= 100 Align= R

Pay Hours Array MN Width= 100 Align= R

Pay Hours Array-Blank for Salary MN Width= 100 Align= R
Pay Rate Array MC Width= 100 Align= R

Pay Rate Array-Blank for Salary MC Width= 100 Align= R
Pay Type Array MT Width= 100 Align= C

Pay Type Array-Short MT Width= 100 Align= C

Pay Type Description ST Width= 100 Align= R

Pay Type Description-Short ST Width= 100 Align= R

Pay YTD Array MC Width= 100 Align= R

Total YTD Pay Code Earnings SC Width= 100 Align= R

CATEGORY: Pay Stub Information

End Pay Period SD Width= 100 Align= C

Federal WagesPay Run SC Width= 100 Align= R
Gross Wages YTD SC Width= 100 Align= R

Gross WagesPay Run SC Width= 100 Align= R

Net Wages YTD SC Width= 100 Align= R
PaymentAdjustment Number ST Width= 100 Align= R
Start Pay Period SD  Width= 100 Align= C

Total Taxes SC Width= 100 Align= R

Total Taxes YTD SC Width= 100 Align= R

User ID ST Width= 100 Align= C

CATEGORY: State Taxes

Additional Allowances MT Width= 100 Align= R

State Additional Withholding MC Width= 100 Align= R
State Filing Status MT Width= 100 Align= C

State Name ST Width= 100 Align= C

State Number of Dependents MT Width= 100 Align= R
State Tax Array MT Width= 100 Align= C

State Tax Withholding Array MC Width= 100 Align= R
State Tax YTD MC Width= 100 Align= R

State Withholding YTD SC Width= 100 Align= R
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CATEGORY: Tips

Allocated Tips YTD SC  Width= 100 Align= R

Charged Receipts YTD SC Width= 100 Align= R
Charged Tips YTD SC  Width= 100 Align= R

Federal Tax On Tips YTD SC Width= 100 Align= R
Federal Tips YTD SC Width= 100 Align= R

FICAMed Tax On Tips YTD SC Width= 100 Align= R
FICAMed Tips YTD SC Width= 100 Align= R

FICASS Tax On Tips YTD SC Width= 100 Align= R
FICASS Tips YTD SC Width= 100 Align= R

Reported Receipts YTD SC Width= 100 Align= R
Reported Tips YTD SC Width= 100 Align= R
Uncollected FICAMed Tax YTD SC Width= 100 Align= R
Uncollected FICASS Tax YTD SC Width= 100 Align= R

CATEGORY: Payroll Custom DexName= Payroll Custom

Hours Array MN Width= 100 Align= R

MEKORMA CANADIAN PAYROLL

CATEGORY: Detailed Addresses

Bank Address 1 ST Width= 100 Align= L

Bank Address 2 ST Width= 100 Align= L

Bank Address 3 ST Width= 100 Align= L

Bank City-State-Zip ST Width= 100 Align= L
Bank Country ST Width= 100 Align= L

City ST Width= 100 Align= L

Company Address 1 ST Width= 100 Align= L
Company Address 2 ST Width= 100 Align= L
Company Address 3 ST Width= 100 Align= L
Company City-State-Zip ST Width= 100 Align= L
Company Country ST Width= 100 Align= L
Country ST Width= 100 Align= L

Employee Address 1 ST Width= 100 Align= L
Employee Address 2 ST Width= 100 Align= L
Employee City-Province-Postal Code ST Width= 100 Align= L
First Name ST Width= 100 Align= L

Last Name ST Width= 100 Align= L
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Middle Name ST Width= 100 Align= L
Phone ST Width= 100 Align= L
Postal Code ST Width= 100 Align= L
Province ST Width= 100 Align= L

CATEGORY: Detailed Advice

Income Pay Code MT Width= 100 Align= L
Income Description MT Width= 100 Align= L
Income Rate MC Width= 100 Align= R

Income Units MN Width= 100 Align= R
Income Current $ MC Width= 100 Align= R
Income YTD Units MN Width= 100 Align= R
Income YTD Dollars MC Width= 100 Align= R

CATEGORY: Employee

Address MT Width= 100 Align= L

Birth Date SD Width= 100 Align= L
City ST Width= 100 Align= L

Class ID ST Width= 100 Align= L
Country ST Width= 100 Align= L
Department ST Width= 100 Align= L
Employee ID ST Width= 100 Align= L
First Name ST Width= 100 Align= L
Full Name ST Width= 100 Align= L

Last Name ST Width= 100 Align= L
Middle Name ST Width= 100 Align= L
Phone ST Width= 100 Align= L

Position ST Width= 100 Align= L
Postal Code ST Width= 100 Align= L
Province ST Width= 100 Align= L

SIN ST Width= 100 Align= L

Start Date SD Width= 100 Align= L
Taxable Province ST Width= 100 Align= L
User Defined 1 ST Width= 100 Align= L
User Defined 2 ST Width= 100 Align= L
User ID ST Width= 100 Align= L

CATEGORY: Payment Details

Deduction Description MT Width= 100 Align= L
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Deduction
Deduction
Deduction
Deduction
Deduction

Deduction

FEarnings Amount
Dept MT

Earnings
Earnings
FEarnings
Earnings
Earnings

Earnings

Units

Employee Share
Employer Share

Paycode
Rate

MT

MC Wi
MC Wi
Width= 10

MC Width= 100

Taxable Benefit Amount

Units

Paycode
Rate

Description

MT

MC Width= 100
Transaction Date
MN Width= 100

MN Width= 100
MC Width= 100
Width= 100

MT Width=
Width= 100

dth= 100
dth= 100
0 Align=
Align= R
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Align= R
Align= R
L

MC Width= 100

Align= R
Align= R

Align= L
Align= L
Align= L
Align= R
MD Width= 100

100

Align= R

Align=

CATEGORY: Summary Advice

Income
Income
Income
Income
Income
Income
Income
Benefit
Benefit
Benefit
Benefit

Pay Code

Descriptio
Rate
Units
Current $
YTD Units

YTD Dollars

Pay Code
Descriptio
Rate

Units

MT Width= 100

n MT Width= 100
MC Width= 100
MN Width= 100

Ali

MC Width= 100
MN Width= 100

MT

n

MC Width= 100

Width= 100

MT Width= 100
MC Width= 100
MN Width= 100

Align= L

gn= R
Align= R
Align= R

Align= L

Align= L
Align= R

Align= R

Align= L
Align= R

Align= R

Benefit
Benefit

Current $
YTD Units

Benefit YTD Dollars

Deduction
Deduction
Deduction
Deduction
Deduction
Deduction

Deduction

Pay Code
Descripti
Rate
Units
Current $
YTD Units

MC Width= 100
MN Width= 100
MC Width= 100

on

YTD Dollars

Accumulated Days

ST

Align= R
Align= R

MT Width= 100

MT

MC Width= 100
MN Width= 100

Width= 100

MC Width= 100
MN Width= 100

MC

CATEGORY: Payment Summary

Width= 100

Width= 100

Ali
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Accumulated Overtime Hours ST Width= 100 Align= R
Accumulated Regular Hours ST Width= 100 Align= R
Accumulated Userl ST Width= 100 Align= R
Accumulated User2 ST Width= 100 Align= R
Accumulated User3 ST Width= 100 Align= R
Accumulated User4 ST Width= 100 Align= R

Advance Amount Drawn SC Width= 100 Align= R
Advance Amount Reclaim SC Width= 100 Align= R
Arrears Amount Created SC  Width= 100 Align= R
Arrears Amount Reclaim SC  Width= 100 Align= R
Batch Number ST Width= 100 Align= L

Bonus Income SC Width= 100 Align= R

Cheque Amount with *** ST Width= 100 Align= R
Cheque Date SD Width= 100 Align= C
Cheque Date-D1 ST Width= 100 Align=
Cheque Date-D2 ST Width= 100 Align=
Cheque Date-M1 ST Width= 100 Align=
Cheque Date-M2 ST Width= 100 Align=
Cheque Date-Y1 ST Width= 100 Align=
Cheque Date-Y2 ST Width= 100 Align=
Cheque Date-Y3 ST Width= 100 Align=
Cheque Date-Y4 ST Width= 100 Align=
Cheque Number ST Width= 100 Align= L
End Date SD  Width= 100 Align= L

Net Pay SC Width= 100 Align= R

Net Pay Words MTR Width= 300 Align= L

Net Pay Words Numbers MTR Width= 300 Align= L
Overtime Income SC Width= 100 Align= R
Payment Method ST Width= 100 Align= L
Regular Income SC  Width= 100 Align= R
Retroactive Income SC Width= 100 Align= R
Start Date SD Width= 100 Align= L

Total Withholdings SC  Width= 100 Align= R

w W w W w w w w

CATEGORY: Vacation

Accrual Amount SC Width= 100 Align= R

Accrual Units ST Width= 100 Align= R

Accrual Unpaid Units ST Width= 100 Align= R
Accruing Amount SC Width= 100 Align= R

Accruing Available After Date SD Width= 100 Align= L
Accruing Units ST Width= 100 Align= R
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Accruing Unpaid Units ST Width= 100 Align= R

Available Amount SC Width= 100 Align= R

Available Payout After Date SD Width= 100 Align= L

Available Units ST Width= 100 Align= R

Available Unpaid Units ST Width= 100 Align= R

Opening Balance SC Width= 100 Align= R

YTD Accrued Vacation SC Width= 100 Align= R
CATEGORY: YTD Tax Return

Basic Personal Amount - AB SC  Width= 100 Align= R

Basic Personal Amount - BC SC Width= 100 Align= R

Basic Personal Amount - Federal SC Width= 100 Align= R

Basic Personal Amount - MB SC Width= 100 Align= R

Basic Personal Amount - NB SC Width= 100 Align= R

Basic Personal Amount - NL SC  Width= 100 Align= R

Basic Personal Amount - NS SC Width= 100 Align= R

Basic Personal Amount - NT SC Width= 100 Align= R

Basic Personal Amount - NU SC  Width= 100 Align= R

Basic Personal Amount - ON SC Width= 100 Align= R

Basic Personal Amount - PE SC Width= 100 Align= R

Basic Personal Amount - SK SC Width= 100 Align= R

Basic Personal Amount - YT SC Width= 100 Align= R

CPP Deducted 16 SC Width= 100 Align= R

CPP Pensionable 26 SC Width= 100 Align= R

EI Deducted 18 SC Width= 100 Align= R

EI Insurable 24 SC Width= 100 Align= R

Employment Income 14 SC Width= 100 Align= R

Income Tax Deducted 22 SC Width= 100 Align= R

Quebec TP-1015.3-V Base SC Width= 100 Align= R

Registered Pension 20 SC Width= 100 Align= R

Taxable Benefits SC Width= 100 Align= R

Taxable Income SC Width= 100 Align= R
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10.2. Mekorma Support Tool

Mekorma has created the Mekorma Support Tool within Payment Hub. For most support cases,
the support technician will ask you to provide your current configurations, i.e., security and
checkbook setup, based on the request. The support tool saves you time in sharing your

Mekorma configuration data with our support team.

To access the Mekorma Support Tool, navigate to About GP > Additional > Mekorma Products

Manager.

Here, you can see all Mekorma products installed, along with the version. Open the Mekorma
Support Tool window from the menu. Select Support and then Mekorma Support Tool.

m About Mekorma Products Manager — >
File Edit Tools Help  Debug DEBBIE Balanced Business 10/12/2022

Mekorma Support Tool

Mekorma Products Manager

(3) Mekorma Action Board 18.03.088.07 (088  07.20221011.141501) +PR.
(®) Mekorma Assign by Checkbook 18.03.088.07 (038 07.20221011.142028)
@ Mekorma Canadian Payroll 18.03.088.07 (028 0O7.20221011.141626)
@3 Mekorma Invoice Capture 18.03.088.07 (088 07.20221011.140032)
(%) Mekorma Payment Hub 18.03.088.07 (038 07.20221011.141325)
@ Mekorma Product Manager 18.03.088.07 (088 07.20221011.140307)
C@l Mekorma Rernote Payment Services 18.03.088.07 (022 07.20221011.135636)

Mekorma Website
Product Download
Product Registration

Table Maintenance

Product Demonstration
Online Support
Contact Us

ey T P T
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Mekorma Support Tool

File About

Mekorma Log Information - Mekorma

Log Information Case Number 095532 | =

.- CaseNumber : 095532

GP UserID  |DEBBIE \ - LoggerEmail : debbie@mekorma.com
About - Logger : DEBBIE
Email Address | debbie@mekorma.com | __ GPEnvironment
- GPSysteminformation
Company Name -- Companyinformation
] Fabrikam. Inc_ - AdditionalFiles

[] Balanced Business
[] Complete Solutions
O NEW

In the right column, the last item is the Additional Files:

To add additional files (such as Dynamics.set and Dex.ini), right click Additional Files and select
the Attach Files option.

Run a report

To run a new diagnostic report:

1. Add the case number provided by Mekorma Support. If you do not have one, leave this
field blank.

2. GP User ID is defaulted with the current logged in user (Note: This field is read-only).

3. Enter your email address.

4. Select the companies that are experiencing support issues.

To send your file:
1. Click on File > Save.
2. Browse to the desired location to save the report. The file name defaults to
Mekorma_Support _yymmdd_hhmmss.gz. The file is a compressed gz file.
Once the report file has been saved, attach the file to your case in the Mekorma Portal.
You may also review the configuration data in the right column by expanding Document. This

displays the report information in a hierarchical manner. All information to be sent to support
will be within this area for your review.
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Create New Reports
To clear selections and create a new report:

1. click on File > New.

This clears existing selections and fields and lets the user generate another report with
different selections.

Review Old Reports

To review an old report, you need to know where you stored the generated json file. If you have
access to the json file:

1. Access Mekorma Support Tool
2. Select File > Open

3. Browse to existing report and select it

Last modified: October 9, 2023
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