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Copyright

© 2010, Mekorma Enterprises. All Rights Reserved. Your right to copy this documentation is limited by
copyright law and the terms of the software license agreement. As the software licensee, you may make a
reasonable number of copies or printouts for your own use. Making unauthorized copies, adaptations,
compilations, or derivative works for commercial distribution is prohibited and constitutes a punishable
violation of the law. Unless otherwise noted, all names of companies, products, street addresses, and
persons contained herein are fictitious and are used solely to document the use of this product.

Warranty

Mekorma disclaims any warranty regarding the sample code contained in this documentation, including the
warranties of merchantability and fitness for a particular purpose.

Limitation of Liability

The content of this documentation is furnished for informational use only, is subject to change without
notice, and should not be construed as a commitment by Mekorma. Mekorma assumes no responsibility or
liability for any errors or inaccuracies that may appear in this documentation.

Neither Mekorma nor anyone else who has been involved in the creation, production or delivery of this
documentation shall be liable for any indirect, incidental, special, exemplary or consequential damages,
including but not limited to any loss of anticipated profit or benefits, resulting from the use of this
documentation or sample code.

License Agreement

Use of this product is covered by a license agreement provided by Mekorma, Inc., with the software
product. If you have any questions, please call the Mekorma Sales Department at 888-MEKORMA
(635-6762).

Company Address

Mekorma is located at 8265 West Sunset Boulevard, Suite 207B, West Hollywood, CA 90046. Office
Telephone: 888-MEKORMA (635-6762), Office Fax: 888-635-6765 (US & Canada).
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Introduction

This section provides information on the following topics:
> Introduction

» Documentation Conventions

> System Requirements

> Mekorma MICR Compatibility Information

> Submitting an Online Support Request

Introduction

Welcome, and thank you for purchasing our product. Mekorma MICR is a check
printing enhancement for Microsoft Dynamics GP that makes managing multiple
checking accounts secure and easy and adds convenience to your check signing
processes.

Mekorma MICR also adds sorting and configuration capabilities, as well as a
password and signature options, to address common and unusual check printing
needs. Mekorma MICR works with Purchasing, U.S. Payroll, Canadian Payroll
and Miscellaneous Checks.

This user guide is designed to help you install and configure Mekorma MICR
Version 10.0 for Microsoft Dynamics GP Version 10.0. New users can follow step-
by-step instructions designed to guide them through the key processes, from
installation to check printing. Experienced users can review this guide for any

applicable new feature information, or just utilize it as an ongoing reference tool.

Additional sections cover specialized topics such as using Mekorma MICR with
EFT for Payables Management, Mekorma MICR easyAdds, Configuring Check
Digit Calculations, and Creating a Digital Signature, just to mention a few.

About Mekorma

Mekorma was founded in 1990 as a software development consulting company.
In 1993, Mekorma starting creating custom software based on what was then
called Great Plains Dynamics. Starting in 1997, Mekorma offered packaged
software add-on modules to companies using Great Plains Dynamics.
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Throughout the next few years, Mekorma has achieved several distinctions,
including Great Plains Inner Circle 11 years running, Partners Choice Developer
of the Year twice and Global Developer of the year once. Mekorma is currently a
Microsoft Gold Certified ISV. Over 4,000 clients use the Mekorma MICR package
and over 100 clients use custom-developed Mekorma products.

Documentation Conventions

Throughout this guide, we use formatting and style conventions to highlight
program functionality and explain specific processes. Following is a list of our
documentation conventions and how they are used:

Field Names and Options: Blue bolded text is used to indicate we are referring
to a field name or a checkbox option on a program screen or window.

Example: Enter a value in the Voucher No. field. Check the Security option to
activate security features for the selected company.

Field Example: |".F'nu-::her Mo. 00000000000000519| | Option Example: | Security

Command Buttons and Column Names: Bolded text is used to indicate we are
referring to a command button or a column name.

Example: Click the Build Batch button to generate the batch. The Company
Name column lists the names of all your Microsoft Dynamics GP companies.

"7 BuidBatch

Command Button Example:

Italicized Text: Italicized text is used to refer to additional documentation
guides.

Example: For more information, please refer to the Mekorma MICR Configuring
Check Layouts.pdf.

Notes: Notes are distinguished by a NOTE banner heading, italicized text, and
are indented from the surrounding text. Notes contain additional instructions
and information and refer back to the text directly preceding the note.

Example:
NOTE

We recommend that you do NOT use recycled or re-furbished toner cartridges when
printing checks using Mekorma MICR.
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Tips: Tips are distinguished by a TIP banner heading with the “RB~"symbol,
bolded, and indented from the surrounding text. Tips usually refer to helpful
recommendations or suggestions on maximizing Mekorma MICR or
streamlining a task or process.

Example:

B TIP

For increased security, you can store the signature image on removable media such
as a CD or floppy disk.

Menu Commands: All of our menu commands are bolded and separated by the
“@&“symbol.

Example: To set up Mekorma MICR, select Microsoft Dynamics GP < Tools <
Setup €« Purchasing ® Mekorma MICR Payables = Mekorma MICR Setup.

Keyboard Commands: All of our keyboard commands are capitalized and
bolded.

Example: Press the TAB key or use your mouse to move between fields. Hold
down the SHIFT key to capitalize text.

Important Messages: Important messages are set apart using a banner and
bolded red text to indicate the information presented should be read and
understood.

Example:
% IMPORTANT

Before upgrading, verify that any unprocessed batches are posted and
processed.

We welcome your feedback and comments concerning our end-user
documentation. It is our goal is to provide you with the right tools to effortlessly
and effectively use our products. Please email any suggestions to
documentation@mekorma.com.
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The following tables contain the minimum recommended hardware and
software requirements for running Mekorma MICR Version 10.0 with Microsoft®
Dynamics GP Version 10.0.

For Mekorma MICR

The following components are required to run Mekorma MICR Version 10.0:

Item Requirements Notes
Software Microsoft Dynamics GP 10.0 The Payables module (for GP version
10.0) is required for MICR. To run
payroll, the Payroll module (for GP
version 10.0) is required.
Processor Pentium IV 2.4 GHz or greater

Available Hard Disk Space

20 MB

Recommended Supplies

Magnetic Toner

.bmp images for signatures and
logos (if using these features)
MICR Gauge (recommended, but
not required)

Minimum Available RAM | 512 MB (or greater)
Printer HP Laser]et series 3000, 4000, 5000, Recommendation: The HP3010 series
8000 or 9000 printers are good printer to use as a dedicated
check printer. These include the
3015d, 3015dn, and 3015x.
IMPORTANT: The HP P1000 and
P2000 Series printers are NOT
compatible with Mekorma MICR
check printing software.
Operating System Microsoft Windows Vista Business Please Refer to the Microsoft web site
Edition (32-bit and 64-bit) for more information on support for
Microsoft Windows Vista Ultimate 64-bit operating systems and review
Edition (32-bit and 64-bit) the NOTE following this table.
Microsoft Windows Vista Enterprise
Edition w/SP2 (32-bit 64-bit)
Microsoft Windows XP Professional
SP 2 (32-bit and 64-bit)
Required and Blank or pre-printed check stock We recommend that you do NOT use

recycled or re-furbished toner
cartridges for printing checks using
Mekorma MICR. To achieve the
required quality on the printed
output (checks), use new toner
cartridges when replacing toner.

Database

Microsoft SQL Server 2008
Microsoft® SQL Server 2005
Microsoft® SQL Server 2000 w/SP4
or higher




Version 10.0

NOTE

When installing Mekorma MICR in a 64-bit environment your installation directory
must point to Dynamics GP, which should be “C:\ Program Files (x86)\ Microsoft
Dynamics\GP\". Please change the directory in the Mekorma MICR installer to the
same target directory and follow the onscreen instructions.

For Microsoft® Dynamics GP

The following tables contain the minimum hardware/software requirements
supported by Microsoft Dynamics GP. The recommendations are intended as
guidelines and not absolutes. Users may need to modify these requirements due
to environmental factors to achieve individual performance expectations.

Client Requirements

Minimum requirements for the client components are:

Item Requirements Notes
Operating System Microsoft Windows Vista Business Refer to the Microsoft web site for
Edition (32-bit and 64-bit) more information on support for
Microsoft Windows Vista Ultimate 64-bit operating systems.

Edition (32-bit and 64-bit)
Microsoft Windows Vista Enterprise
Edition (32-bit 64-bit)

Microsoft Windows XP Professional
SP 2 (32-bit and 64-bit)

Processor Intel Pentium IV 2.4 GHz or higher

Available Hard Disk Space | 800 MB or more on the system root

Minimum Available RAM | 512 MB (1 GB Recommended)

Network Card 100 MB Full Duplex or 1 GB Ethernet
Microsoft Office Microsoft Office XP Microsoft Office Outlook is
Microsoft Office 2003 required for the Outlook area to
Microsoft Office 2007 display on the home page and
Microsoft Office Web
Components are required for the
home page metrics. You must
install the Microsoft Office 2003
Web Components if you are using
Microsoft Office 2007. Click the
links below to install the
components:
Microsoft Office XP
Microsoft Office 2003
Internet Explorer IE 6.0 SP 1 or later, IE 7.0
Adobe Adobe 6.0, Adobe 7.0, Adobe 8.0

10
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To determine what profile best fits your needs, please contact your partner or
Microsoft Dynamics technical support. Microsoft highly recommends using two
separate servers, one dedicated Terminal/Citrix server and one dedicated SQL
Server to avoid possible performance losses.

Iltem Requirements Notes
Operating System Microsoft Windows Server 2008 x64 Standard Refer to the Microsoft web site for
Edition (Dynamics GP 10.0 SP 2 required) more information on support for
Microsoft Windows Server 2008 Standard 64-bit operating systems.
Edition (Dynamics GP 10.0 SP 2 required)
Microsoft Windows Server 2003 x64 Standard
SP 2 or x64 Enterprise Edition SP 2
Microsoft Windows Server 2003 R2 x64
Standard SP 2 or R2 x64 Enterprise Edition SP 2
Microsoft Windows Server 2003 Standard
Edition SP 2 or Enterprise Edition SP 2
Microsoft Windows Server 2003 R2 Standard
Edition or R2 Enterprise Edition
Citrix (Optional) Citrix Presentation Server 3.0 If accessing Citrix, the hardware
Citrix Presentation Server 4.0 and software must be supported
according to the Citrix
configuration requirements.
Processors 1 Dual Core or 2 Single Core Processors Verify processors can be

upgraded to 4 processors for
Standard Edition or 8 processors
for Enterprise Edition.

Disk Configuration
(2 disks)

RAID 1 for operating system and applications

RAM 2 GB or more

The amount of RAM needed
depends on the # of concurrent
users per Terminal Server.

Network Card

100 MB Full Duplex or 1 GB Ethernet

Recommend no more than 25
users per 100 Base T network
card, unless a Fiber NIC is
installed. If a Fiber NIC is
installed, the SQL Server should
also have a Fiber NIC installed for
optimal network performance.
Verify switch is capable of
handling network traffic.

Users

and Processor speed)

Based on 15-20 users per Terminal Server
(Increased user count may require greater RAM

Users utilizing FRx or Crystal
reporting via Terminal Services
may require increased hardware
to increase performance.

11
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You can view the Microsoft Dynamics GP system requirements by clicking this
link or going to http://go.microsoft.com/fwlink/?LinkId=82118.

% IMPORTANT

Recommended system requirements depend on the number of users
and transactions. If there will be many users performing concurrent
tasks, such as depreciation, posting, or heavy reporting, enhancing your
hardware and system software improves performance.

NOTE

Implementation of Dynamics GP in a 64-bit environment requires a directory change to
"C:\Program Files (x86)\ Microsoft Dynamics\GP\” from the default "C:\ Program
Files\ Microsoft Dynamics\GP\ " (see Dynamics GP KB article 918983). The Mekorma
MICR installation directory must point to Dynamics GP, which should be “C:\ Program
Files (x86)\ Microsoft Dynamics\GP\". Please change the directory in the Mekorma
MICR installer to the same target directory and follow the onscreen instructions.

Mekorma MICR Compatibility Information

To the best of our knowledge, Mekorma MICR (all versions) is compatible with
Microsoft Dynamics GP Service Packs except when specifically noted. All of our
builds are tested with the current GP service pack and any applicable hotfixes
that are reported to affect Mekorma MICR functionality.

NOTE
Mekorma MICR is not compatible with Dynamics GP 8.0 if Service Pack 3 is installed.
Mekorma MICR Builds and GP Service Packs

The following table lists Mekorma MICR Builds and the compatible Dynamics
GP Version 10.0 Service Pack (for example, if you are on Mekorma MICR Version
10.0 B34, you should be on Dynamics GP Service Pack 2):

Mekorma MICR Build Dynamics GP Service Pack

10.0 B50+ Sr4
10.0 B38+ SpP3
10.0 B34 SP2
10.0 B31 SP1
10.0 B11 RTM

+ Indicates any future build can be compatible with the same GP Service Pack shown if it is the latest GP
Service Pack.
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Microsoft Dynamics GP US Payroll Tax Updates

Mekorma MICR is compatible with the Microsoft Dynamics GP US Payroll Tax
Updates. To see what Dynamics GP tax update you are currently running, go to
Microsoft Dynamics GP® Tools® Setup® System@ Payroll Tax.

SQL Server Compatibility

Mekorma MICR has been tested and is compatible with the following SQL Server
versions:

e SQL Server 2008 with SP1
e SQL Server 2005 with SP3
e SQL Server 2000 with SP4
Mekorma MICR and Windows Operating Systems

Following is a list of Windows operating systems compatible with Mekorma
MICR:

e Windows 7

e  Windows 2000

e Windows XP

e Windows Vista

e  Windows Server 2003

e Windows Server 2008

13
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Installing Mekorma MICR

This section provides information on the following topics:

» Installing and Upgrading Mekorma MICR, following

» Backup and Restore Procedures

> Creating or Upgrading Mekorma MICR Tables

> Registering Mekorma MICR

> The Configurator Global Setup Dialog Box

Installing and Upgrading Mekorma MICR

You must complete the following steps to install or upgrade Mekorma MICR:

1.
2.

4.

Install Mekorma MICR and the Check Format Library files (if applicable).

Install any additional components, such as Canadian Payroll or easyAdds.

Create or upgrade Mekorma MICR tables for each company (from one
workstation only).

Enter new registration keys, if needed.

Mekorma MICR Version 10.0 is available for download from our website. Please
go to www.mekorma.com and select Mekorma MICR & Download from the
navigation menu. Under the Payables and US Payroll section, click the
Download link below Version: 10.0 B** (where ** is the current build number).

Download Mekorma MICR

When you download Mekorma MICR version 9.0 or 10.0, in addition to the

product and documentation files, you can install the format library and any of Version: 10.0 B49

our available Mekorma MICR easyAdds. Updated: Wednesday, June 18, 2009
Download Size: 30.7 MB

Download the version number that matches your version of Microsoft Documentation

Dynamics GP.
Version: 9.0 B42

If you are adding a machine to an existing Mekorma MICR installation, be Updated: Thursday, April 09, 2009

sure the build number of the new installation matches the build number of Download Size: 27.4 MB

Mekorma MICR on your existing machines. If you install a more recent build B Download @ Documentation

on your new machine, you will need to upgrade your existing builds to the

more recent build. If you need an installation file for an earlier build, please Version: 8.0 B12

contact our Support team. Updated: Friday, December 02, 2005
Download Size: 9.3 MB

This download can be used on an unlimited basis within Fabrikam, Inc. O Download @ Documentation

Payables and US Payroll

Follow the instructions to download the installation file and then proceed to the
next section for specific installation instructions.
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NOTE

You can also install Mekorma MICR easyAdd products during the installation process or
from our website at www.mekorma.com. Please see Installing Mekorma easyAdds for
more information.

Upgrading Mekorma MICR

You can upgrade Mekorma MICR across versions of Dynamics GP (for example,
upgrading from Version 9.0 to Version 10.0) or between versions of Mekorma
MICR (such as upgrading from Version 10.00B34 to Version 10.00B45). If you are
upgrading across versions, new Mekorma registration keys are required. You can
upgrade Mekorma MICR from any previous version of Dynamics GP.

NOTE

You must install the Mekorma MICR upgrade on all workstations that print checks
using Mekorma MICR.

% IMPORTANT

Before upgrading, verify that any unprocessed batches are posted and
processed.

If you are upgrading from Mekorma MICR Version 9.0 to Version 10.0, please
follow the instructions in the Running the Installation Wizard section. Upgrading
across versions is treated as a “fresh” install of Mekorma MICR and not as

another instance. We recommend that you uninstall Mekorma MICR Version 9.0
before upgrading to Version 10.0.

B TIP

Please see our Mekorma MICR Uninstall Guide.pdflocated in the Mekorma MICR
folder of your GP directory for instruction on uninstalling Mekorma MICR.

If you are upgrading within Version 10.0 and installing a new build of Mekorma
MICR, please use the following steps:

1. Run the Mekorma_MICR_10.00b*.exe (where “b*” represents the build
number) and complete the following steps:

a. When the Install Another Instance screen is displayed, select the option
to Modify the existing instance: X (where “X” is the current instance
name, such as “GP10”). Proceed with the onscreen instructions,
beginning with Step #2.
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b. On the Select Components screen, verify that the Mekorma MICR and
Documentation components are selected and select any additional
components that you want to install. Please see Step #6 in the Running
the Installation Wizard section for more information on
selecting/deselecting components.

c. On the Select an Instance screen, enter the name of your GP instance
(for example, GP10). Proceed with the onscreen instructions.

d. Proceed with the remaining onscreen instructions.

2. After you install Mekorma MICR, launch GP and accept the new code.

3. When Dynamics GP opens, you see the Mekorma MICR Table
Maintenance screen. Following the instructions in the Creating/Upgrading
Mekorma MICR Tables section of this guide.

NOTE

After upgrading, we recommend running some test checks and comparing the new test
checks to your existing checks. You can use a MICR Gauge to verify that your check
layout is accurate. See Printing Test Checks for more information about test checks.

Running the Installation Wizard

You must install Mekorma MICR on each workstation that you want to print
Mekorma MICR checks on. Mekorma MICR is installed from the
Mekorma_MICR_v.00.0b*.exe (where “v” represents the version number and
“b*” represents the build number).

This is the only supported way to install Mekorma MICR. You cannot install the
program by copying the dictionary or .chk file; you must install from the
executable.

The following instructions apply to first time installations of Mekorma MICR
and to upgrades of existing installations. To add another instance, please see
Adding or Modifying Mekorma MICR Instances.

B TIP

To successfully install Mekorma MICR on a workstation, you must log in to the
workstation with operating system Administrator privileges.
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NOTE

If you already installed Mekorma MICR on your system, and you want to modify or add
another instance, please see Adding or Modifying Mekorma MICR Instances.

To install Mekorma MICR, complete the following steps:

1. Run the Mekorma MICR 10.00.0b.exe file (where b is the build number). You
see the Welcome screen:

B Mekorma MICR 10.0 - InstallAware Wizard [=] = &=

Welcome to the Mekorma Installer. This wizard will
install Mekorma MICR 10.0 version 10.00.049.00 on
your computer.

It is strongly recommended that you exit all Windows
programs before running this Setup Wizard.

Click Mext to continue or Cancel to quit Setup.

WARMING: This program is protected by copyright law and
international treaties.

Unautharized reproduction or distribution of this program, or
any portion of it, may result in severe cvil and criminal
penalties, and will be prosecuted to the maximum extent
possible under law.

| et | [ Cancel l

2. Read the Welcome screen and click Next to continue. You see the License
Agreement dialog box:

Mekorma MICR 10.0 - InstallAware Wizard = = | 22

License Agreement

Please read and understand the Software License Agreement. By accepting the
License Agreement, you are agreeing to the terms and conditions stated herein.
You must accept the terms to continue with the setup.

Software License Agreement

Mekorma is willing to license the enclosed software to licensee only on the
condition that licensee accepts all of the following terms. Licensee must
read the terms of this agreement carefully.

By accepting below, by making productive use of the software or by
registering the software, licensee agrees to be bound by this agreement. f -

I accept the terms of the License Agreement..

e e—
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3. Read the license agreement. To accept, check I accept the terms of the
License Agreement. You must accept the License Agreement to continue
with the installation. When you click Next, you see the Release Notes dialog
box:

Mekorma MICR 10.0 - InstallAware Wizard =] = | £

Release Notes

We recommend reviewing the Release Notes before installing Mekorma MICR
10.0. You can download the Release Notes from our website at
wwwi.mekorma.com.

To preview the documentation before installing Mekorma MICR, select only the
"Documentation” component on the Select Components window of the installer.
This installs the documentation on your system without installing the product.

After installation, the Mekorma MICR. Release Motes.pdf document will be available
in the documentation folder or through the Start>Programs menu shortcut.

| Back |[ Next ] [ Cancel ]

B TIP

You can also view the current version release notes at www.mekorma.com by
selecting Mekorma MICR @ Latest Release Notes from the navigation menu.

4. Click Next to continue. You see the Select Components dialog box:

51 Mekorma MICR 10.0 - InstallAware Wizard [=] = | &=

Select Components

Please select the program components you would like to install.
- Mekorma MICR

Documentation

Mekorma Configurator

Mekorma Configurator Format Library

Mekorma MICR Canadian Payroll

Mekarma MICR. easyAdds

- ¥ | Sort Payroll by Location

- | Assign Checkbocks

oo W w | Print Vendor Notes i

| »

m

Description:

Mekorma MICR. base component. This is required for all installations unless you are instaling the
documentation only.

—
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5. Choose the components that you would like to install. By default, Mekorma
MICR, Documentation, Mekorma Configurator, and the Mekorma
Configurator Format Library are selected for installation. The Mekorma
Configurator is a check layout tool and the Mekorma Configurator Format
Library contains the pre-configured checks and stubs provided by Mekorma.

NOTE

Once the Mekorma Configurator Format Library is installed, it can only be uninstalled
manually. For more information on uninstalling, please refer to the Mekorma MICR
Uninstall Guide.pdf located in the Mekorma MICR folder of your GP directory.

6. To change the installation status of a component, click the [+ drop-down
arrow next to the component. You see the following menu:

g (50 7 | Mekorma MICR it
b (=0 | Documentation
W vl Molorems Canfioueator

m

......... w + = Will be installed on local hard drive

- ¥ + =8 Entire feature will be installed on local hard drive

X Entire feature will be unavailable

--------- ¥ - | Assign Chedkbooks
--------- »® - | Print Vendor Motes

Select

Will be installed on local hard drive to install the selected component on
your local drive.

Entire feature will be installed on local hard drive to install the selected
component and any associated child components on your local drive.

Entire feature will be unavailable if you do NOT want to install the
component. A red X is displayed to the left of a component that is not
being installed.

NOTE

If you decide to install an optional component (such as an easyAdd or the Mekorma
Check Format Library) after you have completed the installation process, just launch the
Mekorma MICR installer and select the appropriate component to install it. For
information on installing Mekorma MICR easyAdds, please see the Installing Mekorma
MICR easyAdds section.
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% IMPORTANT

If you elect to install ALL of the available components, you see the
following warning message:

Mekorma MICR 10.0 Setup Error (3w

I.-f"_"“-.l IMPORTANT INFORMATION ABOUT MEKORMA MICR OPTIOMAL
‘N SOFTWARE

You have selected ALL of the optional Mekorma MICR easyAdds in
addition to Mekorma MICR.
These options are NOT intended to be used this way.

Please review the following important information:

1} Review the features of all the easyAdds and determine which ones
you want to use before installing.

Some of these modules are mutually exclusive--for example there are
two different sorting options

available for Payroll and you cannot use both,

2] The easyAdd options require additional configuration and setup, so
please read the installation guide

for each easyAdd that you install. If you install these easyfdds and do
not perform the required setup,

you WILL encounter errors when using the product.

Thank you for selecting Mekeorma and Mekorma MICR!

Click OK to close the dialog box. On the Select Components screen,
deselect the components that are not applicable in order to proceed with
the installation.

% IMPORTANT

If you elect to install components that require additional configuration
steps, you see the following warning message:
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Mekarma MICR 10.0 Setup MNote [

’ | Please Note:

The following optional components you have selected require
additional configuration and setup:
Canadian Payroll

Please read the installation guide for each of the opticnal components
that you install.

If you install these optional components and do not perform the
required setup, you WILL

encounter errars when using the product.

Thank you for selecting Mekorma and Mekaorma MICR!

Click OK to close the dialog box and proceed with the installation.

When you are finished selecting (or deselecting) components, click Next to
continue. You see the Select an Instance dialog box:

5 Mekorma MICR 10.0 - InstallAware Wizard (=l = || =

Select an Instance ‘

Please enter the name of the Microsoft Dynamics GP instance to install Mekorma
MICR. 10.0 in.
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8. This is the name of the Microsoft Dynamics GP instance (installation). For
example, if your Dynamics GP instance is named C:\Program
Files\Microsoft Dynamics\ GP$TEST, you would enter “TEST” in this field. If
you leave the “DEFAULT” value, the installation program assumes the
Dynamics GP default instance name.

9. C(lick Next to continue. You see the Destination Folders for Mekorma MICR
10.0 dialog box:

5 Mekorma MICR 10.0 for GP10 - InstallAware Wizard =] = | £2

Destination Folders for Mekorma MICR 10.0

Microsoft Dynamics GP Launch Folder

C:\Program Files\Microsoft Dynamics\GP $GF 10

Documentation Folder

C:\Program Files\Microsoft Dynamics\GP SGP 10\Mekorma MICRY

Check Format Library Folder
C:'Program Files\Microsoft Dynamics\GPSGP 10 Mekorma MICR \Configurator \Stubli

Mote: If you are installing the check format library on a network drive, you only need to install
the library once.

] (el

10. Accept the default path for the Microsoft Dynamics GP Launch Folder if it
displays the correct location, or click Browse to navigate to your Dynamics
GP folder. Accept the default location for the Documentation Folder and the
Check Format Library Folder or click Browse to change the location(s).

NOTE

The Documentation and Check Format Library folder paths are optional and do not
display if the associated component is not selected for installation.

% IMPORTANT

The folder containing the Check Format Library files should be a shared
network folder that all applicable users have access to. Create a backup
of the Stub Library files so that you can restore the pre-configured check
formats if necessary.
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NOTE

The program will only function properly if installed to your Dynamics GP folder. To
locate the correct folder, use the shortcut that launches Dynamics GP:

44
1. Right-click on the GP shortcut and select Properties. On the Shortcut tab of
the Properties dialog box, select Find Target.

2. The Dynamics GP folder should open in a browser window. Look at the address
field at the top of the browser window for the path to the folder.

10. After entering the correct destination folder(s), click Next to continue. You see
the Ready to Install dialog box.

51 Mekorma MICR 10.0 for GP10 - InstallAware Wizard = = | 2=

|
Ready to Install q

————

The Setup wizard is ready to install the selected components:

Mekorma MICR 10.0

Documentation

Mekorma Configurator

Mekorma Configurator Format Library

Click Next to continue or Back to change your selections.

(it i) (o)
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11. Verify that you are installing the correct components and click Next to
continue. When the files are successfully installed , you see the following
dialog box:

Mekorma MICR 10,0 for GP10 - InstallAware Wizard == | £2

Mekorma MICR 10.0 for GP10 setup is complete.

Miew Mekorma MICR Documentation!

A PDF reader is required to view the
documentation. You can download one from
Adobe for free (wwnwr.Adobe.com).

Click the Finish button to exit.

12. Uncheck the View Mekorma MICR Documentation option if you do not
want to display the folder containing the documentation.

13. Click Finish to close the dialog box.
Adding or Modifying Mekorma MICR Instances

If Mekorma MICR is already installed on the workstation, when you launch the
installation setup wizard, you see the Install another Instance dialog box. You
can install a new instance of Mekorma MICR or modify the default instance.

% IMPORTANT

You can only modify the default instance of Mekorma MICR 10.00.031
(or higher). To modify another instance, you must first manually delete
the instance and then launch the installation wizard to re-install it.
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1. When you launch the Mekorma MICR 10.00.0b.exe (where “b” is the build
number) file, you see the first screen of the Mekorma MICR installation
wizard. When you click Next, you see the Install Another Instance dialog box:

Install Another Instance

Mekerma MICR 10.0 is already installed on this computer.

Would you like to install a new instance of Mekorma MICR 10.0:

() Modify the existing instance: GP10

To modify an instance other than GP10, delete the instance and then
re-install it.

Click Next to continue or Cancel to exit.

Mekorma MICR 10.0 - InstallAware Wizard =)= | 22

e

2. Select the Install a new instance option. When you click Next, you see the

Select Components dialog box:

Select Components

Flease select the program compenents you would like to install.

Mekorma MICR 10.0 - InstallAware Wizard = = | 23

Mekorma MICR

Documentation

Mekorma Configurator

Mekorma Configurator Format Library
Mekorma MICR. Canadian Payroll
Mekorma MICR. easyAdds

- ¥~ | Sort Payroll by Location
- ¥ | Assign Checkbooks

-t 3w | Print Vendor Motes

| »

m

Description:

documentation anly.

Mekorma MICR. base component. This is required for all installations unless you are installing the

—
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3. Select the components that you would like to install. For more information on
selecting/deselecting components, please see Steps 5-6 of the Installing
Mekorma MICR section.

4. When you click Next to continue, you see the Select an Instance dialog box:

Mekorma MICR 10.0 - InstallAware Wizard = & | =

e | |
Select an Instance

T——

Please enter the name of the Microsoft Dynamics GP instance to install Mekorma
MICR. 10.0 in.

5. Enter a unique name for the new instance of Mekorma MICR you are
installing (for example, if your Dynamics GP instance is named C:\Program
Files\ Microsoft Dynamics\ GP$TEST, you would enter “TEST”) and click
Next to continue.

6. Follow the onscreen instructions to complete the remaining installation steps
(for more details, see Steps 9 - 14 in the Installing Mekorma MICR section).

Modifying the Existing Instance
To modify the existing default instance of Mekorma MICR:

1. Launch the Mekorma MICR 10.00.0b.exe (where b is the build number) file.
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2. Click Next on the Welcome screen. You see the Install Another Instance
dialog box:

E Mekorma MICR 10.0 - InstallAware Wizard

Install Another Instance

Mekorma MICR 10.0 is already installed on this computer.
Would you like to install @ new instance of Mekorma MICR 10.0:

(7 Install a new instance

@ Modify the existing instance: GP10

To modify an instance other than GP10, delete the instance and then
re-install it.

Click Mext to continue or Cancel to exit.

| Mext | l Cancel l

3. Click the Modify the existing instance: option. When you click Next, you see
the Select Components dialog box:

B Mekorma MICR 10.0 - InstallAware Wizard = = | &2

Select Components

Please select the program components you would like to install.

Mekorma MICR -

Documentation

Mekorma Configurator

Mekorma Configurator Format Library

Mekorma MICR. Canadian Payroll

Mekorma MICR. easyAdds

--------- - ¥_~| Sort Payroll by Location
Assign Checkbooks

Print Vendor Notes

m

Description:
Mekorma MICR. base component. This is required for all installations unless you are installing the
documentation only.

—

4. Select the components you want to add to your existing installation. Any
component that is not selected will be uninstalled (so if you previously
installed the Documentation component and do not select it here, it will be
removed from your installation).
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NOTE

See Steps #5-6 in the Installing Mekorma MICR section for information on selecting and
deselecting components.

5. Click Next to continue. You see the Destination Folders for Mekorma MICR
10.0 dialog box:

Mekorma MICR 10.0 for GP10 - InstallAware Wizard = = || 2

Destination Folders for Mekorma MICR 10.0

Microsoft Dynamics GP Launch Folder

C:\Program Files\Microsoft Dynamics \GPSGP 10

Documentation Folder

C:\Program Files\Microsoft Dynamics\GPSGP 10 Mekorma MICRY

Check Format Library Folder
C:\Program Files\Microsoft Dynamics\GPSGP 10WMekorma MICR\ConfiguratoriStubli

Mote: If you are installing the check format library on a network drive, you only need to install
the library once.

(e (e

6. Verify the location of the Microsoft Dynamics GP Launch Folder, or click
Browse to navigate to your Dynamics GP folder.

NOTE

If you are installing the Documentation or Mekorma Format Configurator Library,
additional paths are displayed.
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7. Click Next to continue. You see the Ready to Install dialog box:

5 Mekorma MICR 10.0 for GP10 - InstallAware Wizard = = | 22 |
Ready to Install

The Setup wizard is ready to install the selected components:

Mekorma MICR 10,0

Documentation

Mekorma Configurator

Mekorma Configurator Format Library

Click Next to continue or Back to change your selections.

(o] [t

8. Click Next to continue. If the files are successfully installed, you see the
following dialog box:

B Mekorma MICR 10,0 for GP10 - InstallAware Wizard =l = | &2 |

Mekorma MICR 10.0 for GP10 setup is complete.

Miew Mekorma MICR Documentation:

A PDF reader is required to view the
documentation. You can download one from
Adobe for free (www.Adobe.com).

Click the Finish button to exit.

9. Click Finish to close the dialog box.
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Manually Installing the MICR Font

The setup program automatically installs the MICRe13b.ttf font in your
Dynamics GP directory. To manually install the MICRe13b font, please complete
the following steps:

1. Go to Start = Settings @ Control Panel. Open the Fonts folder and select
File = Install New Font. You see the Add Fonts dialog box:

7| Add Fonts

=]
List of fonts:
-
n n"
Folders:
. gpSgp10 Drives:
[== Hc: -

[ PROGRAM FILES |:|
[== MICROSCOFT DYH ™
i GPSGP10

£ Addins
Ii:l ?EIC}‘:EI“:'U”':I - Copy fonts to Forts folder

2. Navigate to the Microsoft Dynamics launch folder where you installed
Mekorma MICR and in the List of Fonts section, select “MICRe13b (True

Type)”.
3. Verity that the Copy fonts to Fonts folder option is checked and click Install.
4. Close the Add Fonts dialog box when finished.
Installing Mekorma MICR easyAdds

When you are installing Mekorma MICR, you have the option of installing the
Mekorma MICR easyAdds during the installation process.

% IMPORTANT

A quick note about compatibility between Mekorma MICR easyAdds:
In general, you can run multiple easyAdds at the same time; however
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there are exceptions. For example, you cannot use "Direct Deposits after
Checks” with “Sort Payroll by Location" because it will cause a conflict
in the sorting preferences. Please review the applicable easyAdd User
Guide documentation when installing a Mekorma MICR easyAdd.

To install easyAdds:

1. In the installation setup wizard, when you click Next on the Release Notes
dialog box, you see the Select Components dialog box:

E Mekorrma MICR 10.0 - InstallAware Wizard

Select Components

E=RICRE

Please select the program components you would like to install.

=-

Mekorma Configurator Format Library
Mekorma MICR. Canadian Payroll

Mekorma MICR. easyAdds ]

.
.
.l
.

Sort Payroll by Location
Assign Checkbooks

Print Vendor Notes

Print Voucher Notes

Direct Deposits after Checks

m

- ¥ = Print EFT Comments

Description:

easyAdds for Mekorma MICR 10.0. Selecting the "Entire feature will be installed on local hard
drive” option for this component can cause errors. Please review the features of each easyadd
and then decide which easyAdds you need for your system.

e [l pe—

2. Located under the Mekorma MICR easyAdds folder are the following

easyAdds:

4 ¥ LI Mekorma MICR. easyAdds

Sort Payroll by Location

Assign Checkbooks

Print Vendor Motes

Print Voucher Notes

Direct Depasits after Chedks
Print EFT Comments

Print Employee Motes
Purchase Order Security
Vendor Class Security
Mamed Printer

Project Series and POF Fields
LK Cheques
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3. Click the [=3+] drop-down arrow next to the main Mekorma MICR easyAdds
component to display the following menu:

X
4

Mekorma MICR
Documentation

=-

- g -

- = = | Mekorma Configurator
=-

Mekorma Configurator Format Library
Mekorma MICR. Canadian Payroll

LY P P BATO e A A

|3

m

Will be installed on local hard drive
=J8 Entire feature will be installed on local hard drive
X Entire feature will be unavailable
Jescrintion:

4. Select the Will be installed to local hard drive option to install a Mekorma
MICR easyAdd product. A component that is NOT being installed will be
marked with a red X next to it.

Sort Payroll by Location
Assign Checkbooks
Print Yendor Notes

Mekorma MICR. Canadian Payroll
Mekorma MICR. easyAdds

Print Youcher Motes

Direct Dep fter Checks
Print EFT Commen
Print Employee Motes

Selected to be installed

Mot selected for installation

5. By default, Mekorma MICR easyAdds are not installed, so you must select
the easyAdd(s) you want to install. You can also download easyAdds from
our website using this link.

6. If you elect to install ALL of the easyAdd options, when you click Next, you
see the following warning message:

Mekorma MICR 10.0 Setup Error

./.-_
|
_

N IMPORTAMT INFORMATIOM ABOUT MEKORMA MICR OPTIOMNAL

¥ soFTWARE

You have selected ALL of the optional Mekorma MICR easyAdds in
addition to Mekorma MICR.
These options are NOT intended to be used this way.

Please review the foellowing important information:

1) Review the features of all the easyAdds and determine which ones
you want to use before installing.

Some of these modules are mutually exclusive--for example there are
two different sorting options

available for Payroll and you cannot use both.

2]} The easyAdd options require additional configuration and setup, so
please read the installation guide

for each easyAdd that you install. If you install these easyAdds and do
not perform the required setup,

you WILL encounter errors when using the product.

Thank you for selecting Mekorma and Mekorma MICR!
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7. Click OK to close the dialog box and deselect the easyAdd options that are
not applicable to you in order to proceed with the installation.

NOTE

For information about easyAdd functionality, please see the Mekorma MICR easyAdds
section of this guide. The Mekorma MICR easyAdds require additional installation steps
that are documented in the individual user guides provided with each easyAdd.

8. After selecting the easyAdd(s) that you would like to install, click Next and
follow the instructions for Steps 8-14 in the Installing Mekorma MICR section.

Including the New Code

After running the Mekorma MICR installation program, when you launch
Dynamics GP, you will be prompted to include the new code:

Dexterity Runtime
e Mew code must be included in the :C:Program Files/Microsoft
'0' Dynamics/GPEGP10/0ynamics set dictionary. Do you wish to
- include new code now?
ez ] | Mo
Click Yes.

Backup and Restore Procedures

For restoring and backing up your MS SQL Server data, please follow Microsoft’s
Database Backup and Restore Technology Guide for Microsoft Business Solutions—Great
Plains on Microsoft SQL Server. Click here to access the Microsoft Dynamics
partner website and view/download the guide.

Backing Up the Mekorma Stub Library Files

In addition to backing up your data, please make a copy of your library of check
stub files. These are the pre-configured stub files provided with Mekorma MICR,
and any additional files you may have added or modified to fit your check
printing needs. If you accepted the default location of the library, the files were
installed to a folder called stublib (for example, C:\Program Files\ Microsoft
Dynamics\ GP$GP10\ Mekorma MICR\ StubLib).
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Creating/Upgrading Mekorma MICR Tables

After Mekorma MICR is installed or upgraded, you must update the Mekorma
MICR tables. The updates are only performed from one workstation. On all other
workstations, you only need to run the Mekorma MICR 10.00.0b**.exe
installation file (for example Mekorma MICR 10.00.050.exe).

If this is the first workstation on which you are installing or upgrading Mekorma
MICR, create or upgrade the Mekorma MICR tables for those companies that will
be using the new build and then repeat the installation steps for each
workstation that will use Mekorma MICR. Before creating/upgrading tables,
verify that no users are currently printing checks or modifying any tables.

% IMPORTANT

After the MICR code has been upgraded on a workstation, that
workstation will only be able to use and access Mekorma MICR for
companies whose Mekorma MICR tables have been upgraded to the
matching build.

NOTE

If you are upgrading Mekorma MICR on a test workstation, only upgrade those
companies you wish to test. Upgrade the production companies only when you are ready
to upgrade the production workstations.

% IMPORTANT

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

If this is a new install or an upgrade, the Mekorma MICR Create or Upgrade
Tables screen automatically appears when a user with system administrator
privileges logs into Dynamics GP. If this is an upgrade, the routines will bring
the existing data forward and create any tables that have been added since the
previously installed version.

The routines will also add the Mekorma MICR items to the Microsoft Dynamics
GP menu (if they are not already there.) The user is not required to perform any
additional steps to upgrade.

If the Mekorma MICR Create or Upgrade Tables window does not automatically
appear, you can access it using the following steps:
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1. Open the About Dynamics GP window by clicking the Help € icon in the
upper right corner of the screen and selecting About Microsoft Dynamics
GP.

2. You see the About Microsoft Dynamics GP dialog box:

= 4 About Microsoft Dynamics GP ][ E ]
File Edit Tools Additional Help =a Fabrikam, Inc. 4/12/2017

i i"Michsoft Dynamics'cr 10.0

Session Information Version Information

Current: Total Registered Microsoft Dynamics GP Standard 10.00.0774
Users 1 20 Dexterity 10.0.183.0
Employees 28 500 SmartList 10.00.0774
Site Wekorma Database SOL Server
Language-Country English-US System Windows Vista
Server Dynamics GP10 ODBC Driver Manager 03.52.0000
Session ID 1 ODBC Driver 09.00.4035
Size 445MB Last Tax Updated !

S 2005 Microzoft Corporation. All rights reserved.
SmartHasp memory manaser Copyrisht (@ 1901-1002 Arthor D. Applezate All Rishtz B d -
Portions copyright 1992-2002 FairCom Codporation. All rights resenved. ’ Options ] [ Ok i

3. Select Additional = About Mekorma MICR. You see the About Mekorma
MICR dialog box:

= 4] About Mekorma MICR ===
File  Edit Tools Extras  Help sa Fabrikam, Inc. 4/12/2017

P
Product Mame WVersion Registered
Product Redistiation ‘Mekorma MICR for Payables 10.00.061 Yes |
Table Maintenance Mekorma MICR for Payroll 10.00.061 Yes
VYoucher Note 10.00.002 Yes

P — Using Print Engine 2.3.2.0 3/1£/2010

e Mekorma Enterprises

DOrlie Support 8265 W. Sunset Bivd. Suite 2078
West Hellywood, CA, 90045

1-888-MEKORMA, (635-5762)

Coprrright 2007 All rights reservad.
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See The About Mekorma MICR Screen section for more information about this screen.

4. C(Click the Table Maintenance link. You see the Mekorma MICR Table

Maintenance dialog box:

» ‘ Mekorma MICR Table Maintenance
File Edit Tools Help
% Process | FRegistration

Company

DE Name Company D Last Build Installed
System

Fabrikam, Inc.

Test Company

[E=0{ = S|
sa Fabrikam, Inc. 4/12/2017
Wersion: 10.00.052

ark Al Unmark, Al
Status b ark. S
Last Build Attempted Usger ¥

Mews Installation
Mew Installation
Mew Installation

m

5. Click Mark All to check all companies or select the companies whose tables
you would like to create or upgrade and click Process. You see the following

dialog box:

Microsoft Dynamics GP

accessing

Warning: Updating a company will require all workstations

that company to be on the matching build. Are you

sure you want to upgrade these companies?

[ Continue ] [ Cancel ]

6. Click Continue to proceed with the upgrade process or Cancel to close this
screen and exit the Mekorma MICR Table Maintenance dialog box without

upgrading.
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7. If you click Continue, a progress screen is displayed. When the table creation/
upgrade process is complete, the Status field on the Mekorma MICR Table
Maintenance screen displays “Upgrade Successful” for the companies you
selected:

I.-Ti] Mekorma MICR Table Maintenance = | 5]
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
% Process Registration Wersion: 10.00.034
Mark Al Unmark. Al
Company Statuzs Mark E
DB Mame Company [ Last Build Installed Last Build Atternpted Uzer ¥
System Upgrade Successful |:| -
[Fabrikam, Inc. Upgrade Successful ] ]
Test Company Mew Installation

You can also access this screen by selecting Microsoft Dynamics GP @ Maintenance
@ Mekorma MICR « File Maintenance.

% IMPORTANT

After the tables have been converted for a company, any workstation
using Mekorma MICR for that company will need to be upgraded to the
matching build before you can use MICR. When creating a new
company for Dynamics GP, remember to also run the table creation/
upgrade for Mekorma MICR if MICR check printing is desired.
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@

You can click the expand/hide ¥/ arrows on the table maintenance screen to

display additional information:

;. Mekorma MICR Table Maintenance EI@
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
% Process | Registration Wergion: 10.00.034
A Mark Al Upmark. &1
Carmpany A A Status A Mak &
DE Mame Company 10 Last Build Inztalled Last Build &ttempted SEI ¥
System Upgrade Successful -
DYMAMICS a 10.00.034 2/6/2009 2:20:33 Ph | 10.00.034 2/6/2009 220:33PM | 23
Fabrikam, Inc. Upgrade Successful
w0 -1 10.00.034 2/6/2009 2:20:41 P | 10.00.034 2/6/2009 220:41 PM | 23
Test Company Mew Installation 7]
TEST 1 0.00.000 04070000 12:00:00 Ak | 0.00.000 0/0/0000 12:00:00 &M | 52 i
e

When you expand the details you see the following:

1. The Database name.

2. The company ID.

3. The last build of Mekorma MICR installed.

4. The last build of Mekorma MICR you attempted to install.
5. The user that attempted the most recent installation.

Click the Registration button on the Mekorma MICR Table Maintenance screen
to access registration information for Mekorma MICR products. See Registering
Mekorma MICR for more information.
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Mekorma MICR Tables

The Create/Upgrade Tables process updates the following Mekorma MICR
tables:

System Tables
Display Name Physical Name
Mekorma MICR Payables Check Format Setup ME27602
Mekorma MICR Configurator Setup ME?240443
Mekorma MICR Company Activation ME27655
Mekorma MICR EFT Options ME240444
MICR Payroll Check Format Setup ME27613
Mekorma MICR Registration ME276001
Mekorma MICR Upgrade Log ME27656

Company Tables

Display Name Physical Name

Mekorma MICR Password ME27608
Mekorma MICR Payables Configurator Checkbook ME27651
Setup

Mekorma MICR Payroll Configurator Checkbook ME27652
Setup

Mekorma MICR Check Batch Log ME27658
Mekorma MICR Payables Check Setup ME27601
Mekorma MICR Enhanced Security ME27657
Mekorma MICR Logo Setup ME27603
Mekorma MICR PM Remit To ME27624
Mekorma MICR Payroll Check Setup ME27609
Mekorma MICR Payables Checks Batch Parameters ME27653
Mekorma MICR Payables Payment Work Sorted ME27645
Sequence

Mekorma MICR Signature Setup ME27604
Mekorma MICR Payroll Work Check Sorted Sequence ME27646
Mekorma MICR Integration Setup ME27654
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The SQL Maintenance Screen

You can view the primary physical SQL tables for Mekorma MICR by selecting
Microsoft Dynamics GP < Maintenance < SQL. You see the SQL Maintenance
dialog box:

EE]SQL Maintenance [=] = |-
File Edit Tools Help za Fabrikam, Inc. 4/12/2017
Database: DYNAMICS
Product: ticrozoft Dynamics GF -

Carmpary: CrMAMICS
Mame Series % [Tl Recompile
— [ [] Update Statistics
Account Definition System —
o [] Drop Table
Account Definition Header Systemn
A t Definition T, ot Sust [] Create Table
Ac:_ofm_l_ |kn| fon Temprate S)rstem [T Drop Auta Procedure
i !\r!t_y e !ng ystem [T] Create Auto Procedure
Activity Tracking Setup System
Alert Messages System
Alert Messages Third Party System =
4 | T | 3
114 abject(s) | | l Process ] l Cancel ]

To view Mekorma MICR tables, click the arrow to the right of the Product field
and select Mekorma MICR from the list:

Product: Mekomma MICH -

Compary: DYMAMICS

Marme . Series -
Mekorma MICR Company Activation Systermn

Mekorma MICR Configurator Setup System

Mekaorma MICR Direct Deposit Options Systermn -
Mekaorma MICR EFT Options Systemn 1
Mekorma MICR Payables Check Format Setup  System

Mekorma MICR Payroll Check Format Setup Systemn

Mekorma MICR Registration Systemn

Mekorma MICR Upgrade Log System i

To view company-specific tables, select the applicable database from the
Database field’s drop-down list.

NOTE

Please see your Microsoft Dynamics GP documentation for information about this
screen.
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Registering Mekorma MICR

Separate registration keys are required for Mekorma MICR Payables, US Payroll
and Canadian Payroll. Registration keys must be entered for new installs and
major version upgrades (such as 9.0 — 10.0). It is not necessary to update
registration keys when moving to a different build within a major version (for
example, 9.0b8 —9.0b12).

NOTE

You do not need registration keys to use Mekorma MICR in the Fabrikam Company that
is included with Dynamics GP.

To register your product, complete the following steps:

1. Log into Microsoft Dynamics GP as a system administrator and open the
About Microsoft Dynamics GP screen by clicking the Help @ icon in the
upper right corner of the screen and select About Microsoft Dynamics GP.

NOTE

You cannot register your system while logged into the sample database supplied by
Microsoft (Fabrikam). You must log into one of the companies that you have created.

2. From the About Microsoft Dynamics GP screen, select Additional = About
Mekorma MICR. You see the About Mekorma MICR screen:

=4 About Mekarma MICR ===
File Edit Tools Exras Help sa Fabrikam, Inc. 4/12/2017
[
Product Name Version Registered
Product Redishiation ‘Mekorma MICR for Payables 10.00.061 Yes |
Table Maintenance Mekorma MICR for Payrell 10.00.061 Yes
Voucher Note 10.00.002 Yes

T ——— Using Brint Engine 2.3 2.0 3/12/2010

e Mekorma Enterprises

Online Support B265 W. Sunset Blvd. Suite 2078
West Holywood, CA, 50048

1-888-MEKORMA, (635-6762)
Copyright 2007 All rights mezervad.

41



Version 10.0

3. Click the Product Registration link. You see the Mekorma MICR Registration
dialog box:

= 4 Mekorma MICR Registration = |[E] =]
File Edit Toels Options Help sa Test Company 2/6/2009
EH save % Table Maintenance Versior: 10.00.034

Update the following fields ta match the values on the Mekorma Keyp Feport
iszued by Mekorma Sales:

Mekoma MICR Payables |

tekorma MICR US Paproll

tekorma MICR Canadian Payroll

Temp Key Expiration D ate @ Mone Date:

MOTE: Leave Temp Key Expiration Date blank unless a temporary key has been assigned.

To obtain a Mekoma MICR Fey Report or if any of the fields below don't match
wour report contact sales at sales@mekoma. com, [858) MEKDRRMA

Registered Mame Mekorma

Dynamics GP Yersion 10.0 Should be same as 'K.eys for Yersion' on tMekorma Key Report
Platfarm Dynamics GP Standard

Diwnamicz GP Uszer count Unlimited | Should be less than or equal to 'user count' on Mekaoma Key Repart.

4. Before you enter your registration key, verify that the information on the
Mekorma MICR Registration window matches the information on your
Mekorma MICR keys reports.

The following fields should match:

Registered Name

Dynamics GP Version (called Keys for Version on report)
Platform

Dynamics GP User count: The User count should be less than or equal to the
number displayed on the report. If the Dynamics GP User count says
“unlimited” then the report must also say “unlimited”.

5. Enter the registration keys from the report. If the report indicates a Temp
Key Expiration Date, enter it. If you have a non-expiring Mekorma MICR
registration key and not a special temporary key, this field should be left at
“none”.

6. If the keys are valid, the system will accept them without error messages. If
they are invalid, the system will indicate that you have an invalid key. In that
case, contact sales@mekorma.com for assistance.
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NOTE

You can also access the Mekorma MICR Table Maintenance screen by clicking the Table
Maintenance command button at the top left of the screen. See Creating/Upgrading
Mekorma MICR Tables for more information.

The About Mekorma MICR Screen

This screen provides users with easy access to product registration, table
maintenance, product support, and installed Mekorma applications.

To access the About Mekorma MICR screen, click the Help @ icon in the upper
right corner of the main Dynamics GP window and select About Microsoft
Dynamics GP.

From the About Microsoft Dynamics GP dialog box, select Additional = About
Mekorma MICR. You see the About Mekorma MICR screen:

= 4] About Mekarma MICR =EE=h =
File Edit Tools Extras Help sa Fabrikam, Inc. 4/12/2017

Product Mame Version Registered
Product Regishation iMekarma MICR for Payables 10.00.061 Yes
Table Maintenance Mekorma MICR for Payroll 10.00.061 Yes

Voucher Note 10.00.002 Yes
T p—— Using Print Engine 2.3.2.0 3/19/2010

] Mekorma Enterprises
Oniire Suppart 8265 W. Sunset Bivd, Suite 2078
West Hollywood, CA, 50045

1-886-MEKORMA, (635-6762)
Copreright 2007 All rights reserved,

From this screen you can access the following information:

Product Registration: Click this link to view detailed registration information.

Table Maintenance: Click this link to update and maintain Mekorma MICR
tables and view additional system information.

www.mekorma.com: Click this link to go to the Mekorma website.

Online Support: Click this link to access our online support request form.
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Product build/version numbers and registration information are listed to the
right of the Product Name column.

Product Mame Wersion Registered
EMekDrma MICR. for Payables @@ED Yes
Mekorma MICR for Payroll 10.00.061 Yes
WVoucher Mote 10.00.002 Yes

The About screen also displays a list of all the Mekorma products currently
installed, including Mekorma MICR for Payables and/or Payroll and any
easyAdd solutions:

Mekorma MICR Product

/
Product Mame g/ Version Registered
‘Mekorma MICR for Payables 10.00.061 Yes
Mekorma MICR. for Payroll 10.00.061 Yes
Voucher Mote 10.00,002 Yes

Mekorma MICR easyAdd

The Configurator Global Setup Dialog Box

The Mekorma MICR Configurator Global Setup screen displays company check
format setup information for all of your Microsoft Dynamics GP companies. Use
this screen to set a global default path to your check formats and to view or
modify configuration information.

NOTE

You must be logged in as a system administrator to make changes to this screen.
Defining the Path to Your Check Formats

Before you can configure a checkbook for Mekorma MICR, you need to enter the
path to the check formats. If you have installed the Mekorma Check Format
Library (please see the Installing Mekorma MICR section), we recommend using
the path to that folder.
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All companies usually share the same folder for their check format. Using the
Mekorma MICR Configurator Global Setup dialog box, you can set a default
location for your check formats for all companies using Mekorma MICR.

% IMPORTANT

The folder containing the Check Format Library files should be a shared
network folder that all applicable users have access to.

To set the default network path to your check formats:

1. Select Microsoft Dynamics GP & Tools ® Setup * Purchasing (or Payroll)
@ Mekorma MICR Payables (or Mekorma MICR US Payroll) =
Configurator Global Setup. You see the Mekorma MICR Configurator
Global Setup dialog box:

L ‘ Mekorma MICR Configurator Global Setup El@
File Edit Teols Help sa Fabrikam, Inc, 4/12/2017
Redisplay | [ Save =
Drefault Stubs Library Location
I i
Defaul Al | | Deactivatell | | Activatest |
Compaty Mame DB Mame | Active o
Stubz Library Location >
Error Description
Fabrikarn, Inc. @ | Twi -
, |
Error: Stubs location iz not a valid folder.
Test Company @ TEST
, |
Error: Stubs location iz not a valid folder. 1
@ Color Legend Lr @
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2. Click the browse folder = icon of the Default Stubs Library Location field to
navigate to the folder where the check formats are stored. You see the Select
Pathname dialog box:

|;_;.| Select Pathname =
Savein: |} - @ > mE-
iz Mame : Date modified Type Size
""‘ﬁ" No iterns match your search.

Recent Places

Desktop

i

Bl
admin

A
Computer
| W
=

Network

[l 1 | 3

Save

Save as type: lHIe Folder v] [ Cancel ]

3. Navigate to the applicable location and click Save. You see the following
message:

Microsoft Dynamics GP

Would you like all companies to use the new default stubs library
location?

R

4. Click Yes to use the selected location for all of your companies. You can set
individual stub library locations by clicking No on this screen and then
selecting a specific location for each company. The default location is
displayed in the Default Stubs Library Location field:

Drefault Stubs Library Location

C:APrograrm FilezhMizrazaft Dynamics\GPEGPT 0 ekarma MICRSSubLIBY G
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R TIP

For convenience, you can use the same folder for your logos and signature images
that you use for your check formats. However, for increased security, you can store
the signature images on removable media such as a CD or flash drive.

The Configurator Global Setup Screen

In addition to defining the default path to your check formats, the Mekorma
MICR Configurator Global Setup screen lists configuration information for all
your existing Dynamics GP companies. The Company Name column lists the
names of all your Microsoft Dynamics GP companies:

Company Mame DB Mame  Active 23
Stubs Library Location ¥
Error Description

Fabrik ari., Ine. @ Twa -
[Test Compary @ | TEST }

The DB Name column displays the name of the SQL database and a check in the
Active column checkbox indicates that the Configurator method is being used
for that company.

Company Mame DB Mame  Active =
b

Stubs Library Location

Error Descrption
Fabrik.am, Inc. O Twi

Test Company @ TEST

13

W«

Click the hide/show detail
Location for each company:

arrows to display or hide the Stubs Library

Comparny Mame DB Mame | Active =
Stubs Library Location

Error Dezcription
Fabrik.am, Inc.

Click the double arows to hide/show
the Stub Library location

Test Compary @ TEST
C:AStubLibh, £
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If a stubs library location has not been defined, click the browse Micon to
navigate to the correct folder location.

NOTE

If you manually change the stubs library location path for a specific company and do not
TAB out of the field before closing the screen, your changes will not be saved. You must
use the lookup icon to select the path or TAB off the field to save your changes.

The Error Description feature displays any errors that affect the configurator
setup for the company. For example, if the folder location does not exist or is not
defined:

Fabrikam, Inc. @ Tw0
g (3

[Err-:nr: Stubs location iz nat a walid folder. ]

The Mekorma MICR Configurator Global Setup dialog box contains the
following command buttons:

Click

| Defautall |

to set the path entered in the Default Stubs Library Location
field as the default location of check formats for all companies.

I Deactivate All I

to turn off the Configurator method for all companies.

| Activate Al |

to turn on the Configurator method for all companies.

Click 2] Redisplay 4, rofresh the screen if you made changes to the configurator
setup for a company. You see the following dialog box:

Microsoft Dynamics GP

'0' You have made changes in this window.

| Save | | Discad | | Cancel |

Select Save to save your changes or Discard to cancel your changes.
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Click @ Colorlegend 1 display the Configurator Status Color Legend screen:

&

:‘ Ceonfigurator Status Color Legend

File Edit Tools Help

Caolar Legend

O Cornpany iz using Mumeric method.

@ Configurator iz enabled and comrectly set up.

@ Configurator iz enabled but there are one ar more set up ermors.

O Stub files are not editable ar user does not have read/write permizsion.

E=3EoR (5

=a Fabrikam, Inc. 4/12/2017

-

The legend lists the Configurator setup associated with each color. When you are
finished setting up the Mekorma MICR Configurator Global Setup screen, click
Save to close the screen and apply your changes.

Turning Off the Configurator Method for a Company

If you uncheck the Active checkbox for a company, you see the Mekorma MICR
Configurator Setup Warning dialog box:

e

L * Mekorma MICR Configurator Setup Warning

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017

[The setup process has detected that at least one company in your system uses
the Mekorma MICK Mumeric configuration method. kMany Mekorma MICR
features are NOT AWVAILABLE when uzing the Mumernc methad.

» Click "Configurator Features' bo view a comparnson chart bebween the
Canfigurator and Mumenc methods.

Configurator Features

PLEASE WOTE: Wersion 10.0 is the last version of Mekorma MICR that
guarantees functionality uzing the Mumenc method. Future versions will require
all ingtallations to use the Configurator method to print checks. Our technical
support team iz available to help vou switch to the Configurator method, Contact
uz at 1-888-MEKORMA ar uze the link below to contact uz using our support
webform.

Contact Mekorma

=)

Click the Configurator Features link to view a chart comparing the Numeric and

Configurator methods. Click ﬂ to close the screen.
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The Mekorma MICR Numeric method is not compatible with Microsoft

Windows 7.

NOTE

If a company is using the Numeric configuration method, the Mekorma MICR

Configurator Setup Warning message will appear when you are configuring your
checkbook for Mekorma MICR. To continue using the Numeric method, close the
warning screen and continue with the setup process. If you need assistance in converting
from the Numeric method to the Configurator method, please contact Mekorma Support

at support@mekorma.com.

% IMPORTANT

Deactivating the Configurator does NOT deactivate Mekorma MICR.
Users running the Numeric method who want to use Windows 7 must
upgrade to the Configurator method. Please contact Mekorma Support

(support@mekorma.com) for assistance with converting.

Printing the Configurator Setup Report

To print the Mekorma MICR Configurator Setup Report, click the Print = jcon

to display the Report Destination screen.

Select a Destination option and click OK. The report displays the same setup
information shown on the Mekorma MICR Configurator Global Setup screen.

Defsult Stubs Likbrary Location: C:\Program Files\Microsoft Dynamics'GPs$GFl0MWMek

LB Name Company Name Lotive Stubks Library Location
THO Fabrikam, Inc. Yes C:Program Files‘\Micrao
TEST Test Company Tes C:\Program Files‘\Micro

< | 2

|;_i] Screen Output - Mekorma MICR Cenfigurator Setup Report = =[]

File Edit Teools Find Help sa Fabrikam, Inc. 4/12/2017
= =] SendTa | &] Modify Th% w | Completed 1 Page Page 1

System: 3/58/2010 11:28:-40 AM Fabrikam, Inc. -

User Date: 471272017 MEEORME MICR CONFIGURATOR SETUP RZPCl |

-

50


mailto:support@mekorma.com
mailto:support@mekorma.com

Mekorma MICR User Guide

Setting Security to Mekorma MICR

This section provides information on the following topics:
> Overview, following

» Granting Security Access to Alternate Windows

» Mekorma MICR Security Roles and Tasks

Overview

Security functionality has changed in Dynamics GP Version 10.0 and in order for
users to access GP windows, they must be assigned security tasks and roles
granting them access to those windows (please refer to your GP documentation
for more information on security in Version 10.0).

Mekorma MICR offers Role ID-based security roles that are pre-configured and
automatically created when Mekorma MICR is installed (see the section on
Mekorma MICR Security Roles and Tasks for more information).

NOTE

All Mekorma MICR windows can be password protected (with a system password) using
GP Dynamics security options. For more information, refer to the SecurityPlanning.pdf
file located in the Documentation folder of your GP directory.

% IMPORTANT

Because Security has changed in Microsoft Dynamics GP Version 10.0,
security access granted in Dynamics GP Version 9.0 is not inherited in
Version 10.0. This applies to all GP modules and to Mekorma MICR.

B TIP

Please see Appendix B for a description of the Mekorma MICR windows and
reports associated with the Mekorma MICR Security Tasks.
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Granting Security Access to Alternate Windows

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

Before setting up security roles and tasks, you must change the default security
setting for the alternate windows from Dynamics GP to Mekorma MICR. To
grant security to alternate windows, complete the following steps:

1. Log on to GP as a system administrator and select Microsoft Dynamics GP <
Tools = Setup @ System & Alternate/Modified Forms and Reports. You
see the Alternate/Modified Forms and Reports dialog box:

« 4 Alternate/Modified Forms and Reports = |[E ][]
File Edit Tools View Help sa Fabrikam, Inc. 4/12/2017
IH Save & Clear | K Delste Copy =
ID: £3
Description:
Praduct: All Products -
Type: -

AlternateModified Formz and Reports List:

44 > M Iy @

2. Select an Alternate/Modified Forms and Reports ID and enter the following
values in the fields:

Product: Mekorma MICR
Type: Windows
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3. Inthe Alternate /Modified Forms and Reports List, open the folders (by
clicking the + sign) and verify that Mekorma MICR is selected.

=3 Print Payroll Checks
@[] Mekorma MICR
E - &[] Microsoft Dynamics GP
=3 Purchasing
EIE Print Payables Checks

@[] Mekarma MICR

EIE Print Payables Transaction Check
@[] Mekorma MICR

m

1

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

B TIP

You can also use the Dynamics GP Security features to limit user access to

Mekorma MICR screens.

Mekorma MICR Alternate Windows

Mekorma MICR uses its own windows to print blank checks and test checks. The
following table lists the Alternate Window and the applicable Series it applies to.

Alternate Window Name Series
Print Mekorma MICR Payables Checks Purchasing
Print Mekorma MICR Transaction Check Purchasing
Print Mekorma MICR Payroll Checks Payroll

% IMPORTANT

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

granted to the standard windows they replace.
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Printing Checks and Setting Security to the Alternate Windows

The following workflow demonstrates how setting security to the Alternate
windows is applied in Dynamics GP for Mekorma MICR:

User #1 Scenario

When printing checks,
the Print Mekorma Mekorma MICR
MICR Payables Checks checks will print.

Alternate

Windows set to
Mekorma.

window displays.

User #2 Scenario:

When printing checks, a

Alternate Windows warning displays that you The Print GP
GP checks will

set to Microsoft have Mekorma MICR Payables Checks
Dynamics GP. installed but GP checks window displays.
will print.

print.

Mekorma MICR Security Tasks and Roles

A new user does not have access to any 3™ party windows and reports in
Dynamics GP unless they are assigned for that security role. This means that
Mekorma MICR is not accessible for a newly created user.

For a non- administrator user to have access to Mekorma MICR windows and
reports, a Security Task containing access to Mekorma MICR windows must be
created and eventually assigned to the user. Mekorma MICR supports the
Dynamics GP role-based security model by including pre-configured security
roles and tasks specifically for Mekorma MICR windows.

To assist users in setting security access to Mekorma MICR windows, six roles
and twelve (12) security tasks have been created. Users can select the applicable
Mekorma security role (containing the security tasks) and assign it to the desired
user (see the section on Assigning the Role to a User).

Each time a user logs into a Dynamics GP company, Mekorma MICR runs a
check for existing Mekorma MICR roles. If any of the six roles are missing, the
program recreates all of the security roles and tasks.

% IMPORTANT

The program only checks for existing roles if Mekorma MICR tables
have been created and upgraded.
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Mekorma MICR Security Tasks

In Dynamics GP, security tasks are assigned to security roles. Mekorma MICR
provides twelve (12) security tasks containing sets of related Mekorma MICR
windows and reports. The Mekorma MICR security tasks are assigned to a
Mekorma MICR security role, and then the role is assigned to a user.

To view the Mekorma MICR windows associated with a specific Mekorma MICR
security task, select Microsoft Dynamics GP < Tools ® Setup = System «
Security Roles. You see the Security Task Setup screen:

4l Security Task Setup [E=R|ECR 5>
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017

I Save | & Clar | ¥ Delete Copy 5
Task ID | il Category -
Tazk Hame

Task Description

Product: Microzaft Dynamics GP
Type:
Senex
Mark Al || Unmark Al
Access List
’ Frint Operation Access
44 b b L @

Click the lookup icon L2 next to the Task ID field to display a list of available
security tasks. Scroll down to locate the twelve Mekorma MICR security roles:

55



Version 10.0

=4 Security Task Lookup

File Edit Tools Help

Find by Task 1D

Taszk ID

MEKORMA MICR ADMIN
MEKORMA MICR BATCH RECOVE
MERORMA MICR E2ADDS SETP
MEKORMA MICR Ph BLHE CHE.
MEKORMA MICR P CHE SETP
MERORMA MICR POWER USER
MEKORMA MICR REGISTRATION
MEKORMA MICR SETUR
MERORMA MICR SIG SETP

MEKORMA MICR UPR BLMEK CHE
QEKDHM.& MICR UPR CHK SETP

MEKORMA MICR SUPPORT REQS

m

Wiew: All Security Tasks: by Task ID

M ame

tekorma MICH :
Mekorma MICR Batch Recovery
Mekaorma MICH easwddd: Setup
tekorma MICR Papables Elank Checks Printing Task
tekorma MICR Papables Checks Setup Task
tekorma MICH Power User Tasks

tekorma MICR Registration T ask

tekorma MICR Setup Tasks

Mekaorma MICR Signature Setup Task

Mekorma MICH Support Request

kekorma MICE Paproll Blank. Checks Printing Tazk
tekorma MICR Pagprall Checks Setup Task

Admin T asks

o] = |-

sa Fabrikam, Inc. 4/12/2017

Category

Supztem
Company
Swyzterm
Purchasing
Purchasing
Syzterm
Suystem
Syztem
Coampany
Company

Payroll

=

J

Paprall

O

l

Select ll Cancel |

The following table lists the Mekorma MICR security tasks and a description of

the tasks:

Task ID Task Name Description
MEKORMA MICR POWER Mekorma MICR Power Grants access to all Mekorma
USER User Tasks windows.

MEKORMA MICR ADMIN Mekorma MICR Admin Grants access to Mekorma MICR
Tasks setup for payables and payroll,
table upgrades and registration.
MEKORMA MICR SETUP Mekorma MICR Setup Grants access to Mekorma MICR
Tasks setup for payables and payroll
only.
MEKORMA MICR Mekorma MICR Allows access to the registration
REGISTRATION Registration Task window.
MEKORMA MICR EZADDS Mekorma MICR Allows access to easyAdds
SETP easyAdds Setup Task setup.
MEKORMA MICR SIG SETP Mekorma MICR Allows access to Mekorma MICR]
Signature Setup Task Password and Signature Setup
screen.
MEKORMA MICR PM BLNK Mekorma MICR Payables | Allows ability to print payables
CHK Blank Checks Printing blank checks.
Task
MEKORMA MICR PM CHK Mekorma MICR Payables | Grants access to Mekorma MICR
SETP Checks Setup Task setup for payables.
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Task ID Task Name Description
MEKORMA MICR UPR BLNK | Mekorma MICR Payroll Allows ability to print payroll
CHK Blank Checks Printing blank checks.

Task
MEKORMA MICR UPR CHK Mekorma MICR Payroll Grants access to Mekorma MICR
SETP Checks Setup Task setup for payroll.
MEKORMA MICR BATCH Mekorma MICR Recovery | Allows ability to recover batches.
RECOVERY
MEKORMA MICR SUPPORT Mekorma MICR Support | Allows ability to submit support
REQST Request request.

Highlight a task on the Security Task Lookup screen and click Select. The Task

ID, Task Name and Task Description are displayed.

|;_i] Security Task Setup
File  Edit

EH Ssave

Tazk ID

Taszk Hame

Tools  Help
& Cear | ¥ Delete Copy

MEFORA MICH ADMIN i)
Mekarma MICR Admin T azks
Adrriniztrative tasks to setup the application

Category

Task Descrption

sa Fabrikam, Inc. 4/12/2017

Syztem

f=l e s

=

-

To view the Mekorma MICR windows associated with the task, enter

information in the following fields:

Product: kekarma MICH -
Type: Windows -
Senes: | -
Product: Mekorma MICR
Type: Windows

Series: Choose a series, such as “Purchasing”, from the drop-down list.

Sernes: E‘

Financial -
Sales 3

Access List

| iventony

Faprall

Project

System

Compary

Online Documnentation
3rd Party o

m
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Under the Access List, the Mekorma MICR windows associated with the security
task are displayed:

=4 Security Task Setup |- |[Ea)
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
EH Save | & Clea | ¥ Delste Copy 5
Task ID MEK.ORMA MICR ADMIN 4 Category System -
Task HName Mekarma MICR Admin Tazks
Task Description Adrninigtrative tasks to setup the application
Product: ekomma MICR -
Type: windows | - |
Series: Purchasing -
Mak Al || Unmark 41
Access Lish
Operations =

ECheck Format Maintenance (Payables)
Mekaorma MICR Setup (Payables)
|:| Print Blank Checks (Payables)

| Frint Operation Access

TR @

The security task grants acccess to all the checked windows or reports. To add a
window to the selected Task ID, check the box to the left. You can click Mark All
to assign all displayed windows or Unmark All to clear all checked boxes.

B TIP

Please see Appendix B for a description of the Mekorma MICR windows and
reports associated with the Mekorma MICR Security Tasks.

To view the Mekorma MICR reports associated with a Mekorma MICR security
task, in the Type field, select “Reports” instead of “Windows”.

Mekorma MICR Security Roles

Users assigned to specific a Mekorma MICR security role will have access to the
specific Mekorma MICR security tasks associated with the role. To access the
Mekorma MICR security roles, select Microsoft Dynamics GP & Tools @ Setup
& System = Security Roles.
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|;_i] Security Role Setup
File Edit Tools

H Save | & Clear

Role 1D: |
Role Hame:

Fiole Description:

Drigplay:

Help
. Delete Copy

=)

za Fabrikam, Inc. 4/12/2017

=]
3

Mark &1 || Unmark Al

Security Task ID

Mame

4 4k M

Click the lookup icon L2 next to the Role ID field to display a list of available
security roles and scroll down to view the six Mekorma MICR security roles:

I:_i" Security Role Lookup
File Edit Tools Help

Find by Role 1D |

Wiewr Security Roles; by Role 1D
Role ID
MEKORKMA MICR ADKIN
| MEKDRMA MICR P CLERE
| MEKORMA MICR PM MNGR
MEK.ORMA MICR POMER USER
| MEKORM& MICR UPR CLERK
MEKORMA MICR UPR MNGR

Marne
tekarmna MICH Admin

' tekoma MICR Payables Clerk

. Mekomia MICR Payables Manager
' tekorma MICH F‘Dwer User

| Mekarma MICR Payrall Clerk

' tekoma MICR Payroll Manager

l=]l B S

sa Fabrikam, Inc. 4/12/2017

4
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The following table lists the Mekorma MICR role IDs and provides a description
of the access granted by the role:

Role ID Role Name Description
MEKORMA MICR POWER USER | Mekorma MICR Full access to all Mekorma MICR
Power User processes and windows.
MEKORMA MICR ADMIN Mekorma MICR Access to Mekorma MICR table
Admin maintenance, check setup and
Configurator setup windows and
processes.
MEKORMA MICR PM CLERK Mekorma MICR Access to Mekorma MICR
Payables Clerk payables check printing windows
and processes.
MEKORMA MICR PM MNGR Mekorma MICR Access to Mekorma MICR
Payables Manager | payables check setup and printing
windows (including Blank Checks)
and processes.
MEKORMA MICR UPR CLERK Mekorma MICR Access to Mekorma MICR payroll
Payroll Clerk check printing windows and
processes.
MEKORMA MICR UPR MNGR Mekorma MICR Access to Mekorma MICR payroll
Payroll Manager check setup and printing windows

(including Blank Checks) and
processes.

Highlight a role on the Security Role Lookup screen and click Select. The Role
ID, Role Name and a Role Description which describes the tasks assigned to the

role are displayed:

Role ID:
Role Hame:

Role Dezcnption:

MEKORMA MICH ADMIM
tekorma MICH Admin

Tazks include table maintenance, checks zetup, and configurator set.
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All of the tasks that can be assigned to the role are displayed on the Security Role
Setup screen. Security tasks are displayed alphabetically, so you may have to
scroll down to view the Mekorma MICR tasks:

P

Raole Description:

Drizplay: Al

=& Security Role Setup [E=1 | oR| 55
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
I Save & Clar | X Delete Copy =
Role ID: £3
Fole Hame:

T azksz include table maintenance, checks setup, and configuratar set.

=

- Mk A ][ Unmark &1

Security Task IDJ
MEKORMA MICR ADMIN

[ ] MEKORMA MICR SETUP
[ ] MEKORMA MICR. SIG SETP

[ ] MEKORMA MICR BATCH R...
[ ] MEKORMA MICR EZADDS ...
[ ] MEKORMA MICR PM BLNE...
[ ] MEKORMA MICR PM CHK ...
[ ] MEKORMA MICR POWER U...
[ ] MEKORMA MICR REGISTR...

[ ] MEKORMA MICR SUPPORT...
[ ] MEKORMA MICR UPR BLM...
[ ] MEKORMA MICR UPR CHK...

Mame i

Mekorma MICR Admin Tasks

Mekorma MICR. Batch Recovery

Mekorma MICR easyAdds Setup

Mekorma MICR Payables Blank Checks Printing
Mekorma MICR Payables Checks Setup Task
Mekorma MICR Power User Tasks

Mekorma MICR Registration Task M
Mekorma MICR Setup Tasks

Mekorma MICR Signature Setup Task

Mekorma MICR Support Request

Mekorma MICR Payrell Elank Checks Printing ™
Mekorma MICR Payroll Checks Setup Task -

|

1L I

4 4 + Bk

Check the box to the left of a security task to assign it to the selected Role ID. You
can click Mark All to assign all displayed tasks to the role or Unmark All to clear
all checked boxes. Use the Display drop-down list to change the category of

security tasks displayed:

Financial
Sales
Purchazing
[rventany
Payroll
Project
System
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Assigning the Role to a User

After you selected the Mekorma MICR security role and added or modified the
Mekorma MICR security tasks assigned to the role, the next step is to assign the
role to a user. To assign the role, complete the following steps:

1. Log on as a system administrator. Select Microsoft Dynamics GP < Tools <
Setup = System < User Security. You see the User Security Setup screen:

= 4 User Security Setup =5 (o[
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
E Save & Clear 5
User: | i
Company -
Roles:
Security Role ID MNarme

Alternate/Modified Forms and Reports 1D:

2. Select the User and Company you want to assign the Role to. After you select
a company, the Security Role IDs are displayed.

£ 4 User Security Setup [F=R{EER (5
File Edit Tools Help sa Fabrikam, Inc. 4,/12/2017
EH save | & Clear Copy =
Uszer LESSOMUSERT LESSONUSERT

Compary Fabrikam, Inc. -

Ruoles:

Security Role ID : MName |~
ACCOUNTING MANAGER® Accounting Manager U
AP CLERK® Account Payables Clerk

AR, CLERK™ Account Receivables Clerk

[] BOOKKEEPER* Bookkeeper

[] ca AGENT* Contract Agent

1 rakaamiaccD* T mmtrn et A Adem i i
Alternate/Modified Forms and Reports 1D: DEF&JLTUSER -

AFA Feports
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3. Scroll down and select the Mekorma MICR role/roles you would like to

assign to the user:

Ei] User Security Setup

(o]l =]

B MEKORMA MICR ADMIN Mekorma MICR Admin

] MEKORMA MICR PM CLERK Mekorma MICR Payables Clerk

[ ] MEKORMA MICR PM MNGR  Mekorma MICR Payables Manager
D MEKORMA MICR POWER USER  Mekorma MICR Power User

[] MEKORMA MICR UPR CLERK  Mekarma MICR Payrall Clerk

[ ] MEKORMA MICR UPR MMGR  Mekorma MICR Payroll Manager

File Edit Teools Help sa Fabrikam, Inc. 4/12/2017
H Save Clear Copy 5
User: LESSOMUSERT | | LESSOMUSERT

Compary Fabwikam, Inc. -
Rioles:

Security Reole ID Marne

Alternate/Modified Forms and Reports 1D: DEFAULTUSER -
AFA Reports
4. Click Save when you are finished.
NOTE

For information in setting up Dynamics GP security roles and tasks, or creating
additional roles, please refer to the SecurityPlanning.pdf located in the Documentation
folder of your Dynamics GP directory (for example, c:\ Program Files\ Microsoft

Dynamics\ GP10\ Documentation.)
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Setting Up Mekorma MICR

This section provides information on the following topics:
» Overview, following

» The Dynamics GP Checkbook Maintenance Screen

> Implementing Enhanced Security

> Configuring Signatures, Passwords and Thresholds

» Configuring a Checkbook for Mekorma MICR Pavables

> Configuring a Checkbook for Mekorma MICR US Pavroll

» Printing Test Checks

Overview

Mekorma MICR makes managing multiple checking accounts secure and easy
and adds convenience to your check signing processes. You can use unprinted,
secure check stock for all your accounts and the program will add the account
number, address, MICR line, logo and any other information your check needs.

In this section we review entering online support requests, implementing
enhanced security features and the processes involved in setting up signature
IDs, passwords, and thresholds. In addition, we discuss how to configure a
checkbook for Payables and Payroll and the process of printing test checks.

The Dynamics GP Checkbook Maintenance Screen

Before a checkbook is configured for Mekorma MICR, it must exist in Microsoft
Dynamics GP. Checkbooks are created and maintained using the Checkbook
Maintenance screen.

Although not required, when using Mekorma MICR, enter a Company Address
ID and Bank ID for the checkbook. When Mekorma MICR creates a check, the
values from these ID fields are used for the company and bank addresses.

In addition, make sure the length of Next Check Number field matches the
number of places allotted for it in the MICR line on the Mekorma MICR Setup
screen, including leading “0”s.
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To view this screen, select Cards # Financial = Checkbook.

b . Checkbook Maintenance E'@

File Edit Toels Additional Help za Fabrikam, Inc. 4/12/2017
EH Save | A& Clear | ¥ Delete §

Checkbook ID | i3 Inactive

Description

Currency 1D ]| Current Checkboaok Balance $0.00

Fayment Rate Type [ Q Cazh Account Balance

Deposit Rate Type [D Q

Cash Account - - SYNIE]

Cash In Trangit Account - - i[>

Mext Check Number 00000000000000000001 Last Reconciled B alance $0.00

Mext Deposit Mumber 00000000000000000001 Lazt Reconciled Date =

Payables: Options
Company &ddress (D »] d F
ax Check Amount 30.00

Bank Account = :

Bank 1D 2 as[jwolr' te Check Numb

Uzer-Defined 1 = DUD I?; eCh eli " ur; o1

User-Defined 2 Ve sk Humber

EFT Bank || Direct Deposit |
4 4 » F Checkbook 1D - J @

Implementing Enhanced Security

Enhanced Security adds options to the basic password and signature security
options available when you set up a Signature ID.

Because Enhanced Security adds restrictions to the signature and password setup
process, it should be configured before setting up the first Signature ID.
Signature IDs are set up on the Mekorma MICR Password and Signature Setup
screen.

The basic password and security options available on the Mekorma MICR
Password and Signature Setup screen include:

%+ Frequency of signature printing: Always, Never, or based on check dollar
amount.

%+ Conditions requiring a password for check printing: Always, Never or based
on check dollar amount.
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Using the Enhanced Security options, you can add the following restrictions:
% A minimum password length.

% Number of days for password expiration.

% Limiting access to password and signature setup to system administrators.

% Control over which user’s password is required to change a Signature ID for a
checkbook

NOTE

Access to the Mekorma MICR Enhanced Security screen is restricted to system
administrators.

To implement the Enhanced Security options, log on to Dynamics GP as a system
administrator and select Microsoft Dynamics GP & Tools < Setup &
Purchasing (or Payroll) ® Mekorma MICR Payables (or Mekorma MICR US
Payroll) = Enhanced Security.

1 Mekorma MICR Enhanced Security EI@
File Edit Tools Help sa Fabrikam, Inc, 4/12/2017
./ Ok ° Cancel
binimurm Password Length L]

Murnber of Days for Paszword Expiration
Limit Signature |0 Setup to 'za’ user

To Change the Signature D on the Mekorma MICH

Check Setup Screens, uzer must know:

@ Paszword of Exizting Signature 1D

Fazsword of Hew Signature (D

@O

You see the following fields in the Mekorma MICR Enhanced Security screen:

Minimum Password Length: Use this field to specify a minimum length for a
check printing password from 0 to 10 characters. The default value is 0.
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Number of Days for Password Expiration: Use this field to require users to
create a new check printing password after a specified number of days. The can
be set from 0 to 999.

Limit Signature ID Setup to “sa’” user: Use this option to further restrict access to
Signature IDs. If checked, you need to be logged into Dynamics GP as the “sa’
user and know the check printing password(s), to access an existing Signature
ID. When an existing Signature ID is accessed, if it requires a password for check
printing, you need to enter the password to access the Signature ID. If the
existing Signature ID does not have check printing passwords or if you are
creating a new Signature ID, you only need to be logged in as a “sa” user.

Password of New Signature ID: By default, if a checkbook is assigned a
Signature ID with check printing passwords, you need to enter the passwords to
be able to assign a different Signature ID to the checkbook. This field allows you
to change this functionality to require the password of the new Signature ID
being assigned to the checkbook instead of the password of the currently
assigned ID.

When you are finished selecting options, click OK to save your settings.

B TIP

If separate check printing passwords are required for different users, you can
create different signature IDs for each user. Check the Limit Signature ID Setup to
‘sa’ user and the Password of New Signature ID Enhanced Security options. Now
each user can select their own Signature ID in the Mekorma MICR Setup screen,
without knowing the previous passwords.

Configuring Signatures, Passwords and Thresholds

In Mekorma MICR, you can add security to your check printing by assigning
passwords, and define your signature logic using thresholds, signatures and
signature lines. All of this information is stored in a Signature ID.

The Mekorma MICR Password and Signature Setup screen is used to set up
Signature IDs. The options on this screen are not required; however, each
checkbook configured for Mekorma MICR must be assigned a Signature ID. You
can create an “empty” Signature ID to fulfill this requirement by creating a
Signature ID with the default settings.
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After setting up a Signature ID, you must add the logical signature field
placeholders to the check format using the Configurator layout tool. You can add
the logical signature fields when you configure your Mekorma MICR checkbook.

NOTE

For more information on adding signatures, please see Appendix A: Creating a Digital
Signature or review the Mekorma MICR Configuring Check Layouts.pdf document
(located in Mekorma MICR folder of your Dynamics GP directory).

On the Mekorma MICR Password and Signature Setup screen, you can configure
the following:

K/

% Signature file paths and names (the location and name of the scanned
signature image file)

K/

% Signature printing logic (the conditions that determine when signatures print)

+» Passwords

K/

% Dollar amount thresholds for signature logic and passwords
The following conditions apply to Signatures:

% Images must be accessible at print time. Mekorma MICR will only save the
paths to the image files. The files must be present to allow check printing.

o,

% Users printing and configuring checks must have full permissions to the
folders containing the images.

o,

% Images should be saved at the same resolution and size they will print at.
Any excess area should be cropped. Best performance is achieved by using
the smallest file size. You can use the Microsoft Windows Paint application or
another graphics program to adjust the image.

B TIP

You can store your Signature images to removable media (such as a CD or flash
drive) for added security.

To set up a Signature ID, complete the following steps:

1. Select Microsoft Dynamics GP & Tools @ Setup ® Purchasing (or Payroll)
@ Mekorma MICR Payables (or Mekorma MICR US Payroll) = Signature
ID to display the Mekorma MICR Password and Signature Setup dialog box.
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F.

= & Mekorma MICR Password and Signature Setup [ |[= ][]
File Edit Tools Help sa Fabrikam, Inc, 4/12/2017
IEH Save | & Clear | P Delete
Signature ID El
Dezcription
Lower Threzhold
Higher Threzhold
[] Sart Checks in Threshald Groups when printing
“When to Print:
Sighature 1 Mewver -
File Lozation
YWhen to Print:
Signature 2 Mewver -
File Lozation
YWhen to Print:
Signature Line 1 Alviayz -
Signature Line 2 Mewver -
Wwhen to gk
Paszword 1 MNewver - Pazzword
Pazsward 2 Mewer - Pazsward
44 > b @

-

2. Enter a Signature ID and a Description.

3. If you are using dollar amount thresholds enter a Lower Threshold amount
and if desired, a Higher Threshold amount. Thresholds are used to
determine when signatures and signature lines should print and when

passwords are required. If the signature frequency is set to Always or Never,

thresholds are not required.

Lawwer Threshald
Higher Threzhold

$800.00
$1.500.00

[7] Sort Checks in Threshaold Groups when printing

NOTE

Please see Using Thresholds When Printing for more information on thresholds.
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4. Leave the Sort Checks in Threshold Groups option unchecked if you would
like the checks to print in check number order instead of being sorted by

threshold groups.
NOTE

If you are using pre-printed check stock, you cannot use the Sort Checks in Threshold
Groups when printing option because check numbers are assigned before the checks are
sorted into threshold groups, so the check numbers assigned in Dynamics GP will not
match the numbers on the printed checks.

5. Next, set the frequency for Signature 1 and/or Signature 2. You can print
none, one or two signatures on each check. For each signature, you can
determine how frequently it will print: Always, Never, or based on the
thresholds you entered:

When to Print:
G‘m Armount Belaw Higher Threzhold LQ
File Location Mewver ]
Alwanz

Amount Below Lower Threshold
Amount Above Lower Threshaold

Amount Between Thresholds

File Location Amount Below Higher Threzhold H

Amount Above Higher Threshold

6. Enter the path to each signature .bmp file. The signature .bmp file must be
located in the specified path at the time checks are printed. For added
security, the path can be set to a removable drive such as a flash drive, floppy

disk, or CD.

w'hen to Print;
Signature 1 Amount Below Higher Threshold -
[ File Lacation C:AProgram FilesiMicrogoft Dynamice\GP$EPT0MS ampleSIG1.brmp ]lc_“|
Ww'hen to Print;
Signature 2 Amount Between Thresholds -
[File Loc:ation C:AProgram FilesMicrogoft Dynamice\GPFEPT0WS ampleSIG 2. brmp Iﬁ

R T T R e MW T W o LR e W

NOTE

If you would like to customize the conditions for signatures, please contact Mekorma at
888-MEKORMA or click here to visit our website and fill out a customization request.
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% IMPORTANT

In addition to setting up a Signature ID, the logical signature fields
must be added to the check format using the Mekorma MICR
Configurator layout tool. See Appendix A: Creating a Digital Signature
for information about adding signatures.

7. Set the frequency for the Signature lines. These are the lines upon which the
signature is printed or manually signed. For each line, you can determine
how frequently it will print: Always, Never or based on the thresholds:

YWhen ta Print:

Signature Line 1 Always b-J
Signature Line 2 Mever
blways ]

Amount Below Lower Threshald
Amount Abave Lower Threshald
Amount Between Thresholds
Password 2 Amount Below Higher Threshold
Amount Above Higher Threshold

Paszward 1

8. If you will require passwords, enter them in the Password 1 and/or Password
2 fields. You may require one, two or no passwords. You can set up a
password to be required Always, Never, or based on the thresholds.

oo o —
Pazgwiord 2
Always
Arnount Below Lower Threshold
4 4 F ¥ Armount Above Lower Threshald
Amount Between Thresholds
Armount Below Higher Threszhiold

Amount Above Higher Threzhold

9. Click Save when you are finished configuring your Signature ID.
% IMPORTANT

If you forget your passwords, you must contact Mekorma to override
them.
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Using Thresholds When Printing

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

If you want to print using threshold groups, check the Sort Checks in Threshold
Groups when printing option. This is useful when manually signing higher

dollar checks. Some important conditions to note when printing in threshold

groups and using signatures and passwords:

K/
£ %4

X/
L X4

X/

X/

X/
L X4

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

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

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

When printing a batch of invoices, if only one invoice requires a password,
you must enter the correct password in order to print all the invoices.

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

If you uncheck the Sort Checks in Threshold Groups when printing option,
checks are sorted based on the sorting option selected.
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We have provided the following example to help you to understand how the
different threshold options available on the Signature and Password Setup dialog
box function.

Example:
Lower Threzhold $500.00
Higher Threshold $1.500.00
Sort Checks in Threshold Groups when printing

YWhen to Print:

Signature 1 Armnount Below Higher Threshold L‘&

File Location Mever HP$GPTONS ampleSIG1.bmp |3
Always
Arnount Below Lower Threghold
Armount Abowve Lower Threshold

Signature 2 Amount Between Thresholds

File Location Amont Below Higher Threshold PGP NS ampleSIG2bmp 23
Amount Above Higher Threshold

If the Lower Threshold is $500 and the Higher Threshold is $1000, than the
following is true:

1. If you select the Below Lower Threshold option, than all checks with a value
greater than zero and equal to or less than $500 are included in the threshold

group.
2. If you select the Above Lower Threshold option, than all checks with a value
greater than $500 are included in the threshold group.

3. If you select the Below Higher Threshold option, than all checks with a value
less or equal to $1000 are included in the threshold group.

4. If you select the Above Higher Threshold option, than all checks with a
value greater than $1000 are included in the threshold group.

5. If you select the Amount Between Thresholds option, than all checks with a
value greater than $500 and less than or equal to $1000 are included in the
threshold group.

Configuring a Checkbook for Mekorma MICR Payables

To configure a checkbook for Mekorma MICR payables, you must enter values in
the Mekorma MICR Setup (Payables) screen fields. On this screen, you can select
a checkbook ID, enter the MICR line values, choose a Signature ID, select a check
format, select an EFT remittance option, enter check comments, and more.
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To access the Mekorma MICR Setup (Payables) dialog box, select Microsoft

Dynamics GP < Tools # Setup < Purchasing © Mekorma MICR Payables <
Mekorma MICR Setup:

= 4/ Mekorma MICR Setup (Payables) =] B |
File Edit Tools Bdras Help sa Fabrikam, Inc. 4/12/2017
H Save | Clear | ¥ Delete € Integate | == Test Lapout

Checkbook ID | wl

MICR Line Setup

A A
55 57 56 55 B4 53 52 51 50 49 45 47 46 45 44 43 42 41 40 39 38 37 36 356 34 33

32 31 30 29 28 27 26 25 24 23 22 21 20 19 15 17 16 15 14

Signature ID Q
Tranzit [(ABA] Mumber

Check Face Q

IJze primary check format for continuation stub
Owerflow Stub Format Q

Man-Megotiable \word
EFT Remittance Options Dynamics: GP Report wiiter
Uz Pre-Printed Check Stock

Check Comments:
1
2
3

Test Check Setup:

Lines For Mulki-Lined Fields Currency Amount

4 4 » ¥ Werzion: 10.00.034
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You see the following fields on the Mekorma MICR Setup (Payables) dialog box:

Checkbook ID: Enter or select the Checkbook ID you would like to set up. Click

the lookup “4/icon to select from a list of existing checkbooks:

=4 Checkbooks [ = =
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
Find by Checkboak 1D ﬁ Hew [ﬁ Open
Wiews: All Checkbooks; by Checkbook 1D
Checkbook [0 Dezcription Currency [0 Inactive
FIRST BAME FIRST BAME
FLE® BEMEFITS Flex Benefitz-Lakes Bank Z-15%
PaROLL Payrall - Lakes Bank ZU5%
FETTY CASH Petty Cazh-Uptawen Trust Z5%
UPTOWM TRUST Computer-Uptown Trust Z5%
iy @ [ Select l | Cancel |

After selecting a checkbook, click the Checkbook ID hyperlink to drill-down to
the Checkbook Maintenance screen and confirm the checkbook has a Bank ID
and Company Address ID. The bank and addresses printed on the check are
based on the Bank and Company Address IDs assigned to the checkbook.

MICR Line Setup: Enter the characters for the MICR line as described in the
specifications from your bank. If your bank provided specifications, they should
tell you which characters go in each position. Each box in the MICR
Configuration fields corresponds to a position number on the MICR line (as
highlighted by the red box in the screen shot shown).

MICK Line Setup

ClX| XX X|X|X|C Al |8 |76 |5|4|3 |21 A
b b7 b6 55 54 53 52 51 50 49 45 47 46 45 44 43 42 41 40 39 38 37 36 35 34 33

BID|1|2|3|4|5|6|7|8]9

3231 3029 28 27 26 25 24 25 22 21 20 19 18 17 16 15 14
LR A N N e ST P W T W e S e Y
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The following table shows which characters to enter for each of the special MICR
line symbols:

Keyboard Character MICR Symbol Description

A [ Transit symbol character. The Transit
symbol always defaults to spaces 33 and 43
in the MICR line. This is standard
placement for the United States and
Canada. These symbols may be placed in
other positions or removed if required by
your bank’s MICR line specifications.

B " Dash symbol character.

C u On-Us symbol character.

D o Amount symbol.

X 0-9 Placeholder for the Check Number. The X's

are replaced with the actual check number
when checks are printed. The X’s should be
entered sequentially and there should only
be one group of X’s present in the
configuration.

Y 0-9 Check Digit character. This is an
automatically computed digit based on the
check amount and is used to ensure
scanner accuracy and improve security.
Many US banks now require the inclusion
of this digit. Please see Configuring Check
Digit Calculations for more information.

- Indicates where a space should appear.
The system automatically fills in any blank
cells with this character.

NOTE

Mekorma MICR Payables only supports printing MICR characters used in the U.S.,
Canada, and other primarily English-speaking countries.
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Signature ID: Select a Signature ID. Every checkbook must be assigned a
Signature ID that holds information about passwords, amount thresholds and
signature image files. If you have already set up your Signature IDs, click the

lookup "/ jcon to select an ID from the list. A Signature ID may be shared by
more than one checkbook within the same company.

Signature 1D SaMPLE ) I
= 4| Signature Setup Lookup (Payables, US and Canadian Payroll) [=] = [
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
3= Select | @& Find Redisplay Q Zoom
Signature [D Description Threshold 1 Threshold 2

: jlg: Elr'llj : pa:5::5:I,-'-,I|:|[|j:5:

m

o @

% IMPORTANT

If you are printing signatures on your checks, the logical signature
fields must be added to your layout. See Configuring Signatures,
Passwords and Thresholds for more information.

Transit (ABA) Number: Enter the Transit (ABA) Number for the checking
account. This number is also called the “fractional routing number” and appears
in the upper right corner of U.S. checks. Your bank specifications should include
this number. In numbers with a horizontal “fraction” (for example, e )

substitute a forward slash (for example, 12-2211966). Canadian accounts do not use
the Transit (ABA) Number.

Tranzit [ABA) Mumber 12344321 |
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NOTE

You can enter a Transit (ABA) Number in either the GP Dynamics Bank Maintenance
screen or the Mekorma MICR Setup screen. If you input a Transit (ABA) Number in
Bank Maintenance, that number is populated initially in Mekorma MICR Setup, but the
Transit ABA Number entered in the Mekorma MICR Setup screen appears on the check
face, regardless of the Transit ABA Number entered in the Bank Maintenance screen.

Check Face: Use the Check Face field lookup ‘Ao choose the format you will be
using for this checkbook.

Check Face | ! Qﬁ |
;* Check Format Lockup E =] @

File Edit Tools Help sa Fabrikam, Inc, 4/12/2017

Check. format file
AP Check_bottorn_2 GL Digt Stubs. st

AP Check_bottam_2 GP AP Stubsz.sth

AP Check_bottarm_2 PO Mum Stubs.sth

AP Check_bottorm_2 Std AP Stubs sth

AP Check_bottorm_2 ouch Mum Stubs. stb

AP Check_bottorn_2-thirds GL Dist Stub.stb

AP Check_battorn_2-thirds GP AP Stub. stb

AP Check_battorm_2-thirds Muli-Currency Stub. stb
AP Check_bottam_2-thirdz PO Mum Stub.stb

AP Check_bottam_2-thirds Std AP Stub.sth

AP Check_bottarm_2-thirdz Youch Hum Stub.sth
AP Check_bottam_Check Copy & GL Dist Stub.sth -

@ [§¢ Celect ] L° Cancel |

m

NOTE

You should have already set up a folder for the formats and entered the path to the folder
either during installation or using Configurator Global Setup screen (Microsoft
Dynamics GP ¢ Tools # Purchasing < Mekorma MICR Payables &
Configurator Global Setup). You cannot save your Mekorma MICR checkbook set up
until the path to the formats has been entered.

% IMPORTANT

The folder containing the Check Format Library files should be a shared
network folder that all applicable users have access to.
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Overflow Stub Format: Use this field to decide how you will print overflow stub

information. Overflow stub information may consist of many lines of General
Ledger distributions, extensive insurance claim information, several vouchers

being paid by a single check or any other information that will not fit on the

primary stub.

For overflow information;

If you check the Use primary check format for continuation stub option,
information that does not print on the stub attached to the check is printed
from the same printer tray as the checks and interspersed with the checks
using the same format as the checks except that the check face portion is
replaced with a grid.

Transit [ABA] Murnber 1234432
Check Face AP Check_rmiddle_2 Std AP Stubs. stbs Q
E IJsze primany check farmat for continuation stub ]

o o o T L B Rl e Lt o L B L s s e o kL e

If you uncheck the Use primary check format for continuation stub option,
you can select separate overflow format for the excess stub information. The
overflow format can be printed to plain paper or other stock using a different
printer tray than is used for checks. Using a separate overflow format allows
you to print many more lines of text using less paper. The overflow stubs
print in the same run as the checks and are automatically interspersed with
the appropriate checks.

[ ze primary check toimat ior continuation sub
[l]verﬂuw Stub Format Dvertlaw_full_Std AP Stub.zth Q]
Mon-Hegotiable ‘wiord WOID

mEﬂ_Hemittangng Options [ynamics GE Beportdwiter | > P

NOTE

The Use primary check format for continuation stub option is useful if you generally
do not pay more than 13 invoices with a single check and are not printing general ledger
distribution or other extensive stub information. You cannot use this feature if you are
using pre-printed check stock. A separate Overflow Stub Format must be used to
preserve correct check numbering.
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Non-Negotiable Word: Enter the text to print as the background image on check
copies. If you are not printing checks copies, you can leave this field blank.

[ Jee primary check tommat tor conbinuation swb

Overflow full Std AP Stub.sth ol
Mon-MHegotiable ‘wWord Yalh

LEFT Remittance Dptions Dynamics GE Report wiiter > P

EFT Remittance Options: If you are printing EFTs, click the arrow L= button to
select a remittance option. This option affects the outcome of regular remittances
and EFT remittances. For example, if the Check Face/Overflow Stub option is
selected, all remittances —not only the EFT remittances —are printed on the
selected check face or overflow stub format. The default option is the Dynamics

GP Report Writer (see the Using the EFT Remittance Options section for more

information on this field).

Pl asgouoons v blu T

[EFT Remittance Options Dyramics GF Report YWriter -i I

Hze Pre-Frint b tock,

Use Pre-Printed Check Stock: If you are using check stock that already has bank
and MICR information printed on it, check this option. You can then choose an
Overflow Stub Format or use separate remittances for overflows.

Man-Megotiaoe YWord WL
EFT Remittance Ophions Diynamics GF Report YWriter >
| Use PrePinted Check Stock! |

A T VA S W T VR W R VAT U ¥ T ST I PR TR A TR A S AT

This option is used to manage check numbering. If the checks are not pre-printed,
overflow information can be printed directly after the check and the check
numbers are not affected. But if pre-printed checks are used, the check
numbering would be affected by the overflow information. For EFT remittances,
if you check this option, check numbers are used instead of remit numbers.

Checking this option does not suppress any Configurator fields. You must
manually remove any unnecessary fields from the stub file. Please see the
Mekorma MICR Configuring Check Layouts.pdf for steps on deleting fields or
creating new formats without the unneeded fields.

If you use pre-printed check stock, we recommend that you do not use any
sorting options for payables (such as a customization that involves sorting
functionality) because it will affect the numbering on the checks.
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NOTE

If the Use Pre-Printed Check Stock option is checked, the “Check number length does
not match MICR Setup” warning message displayed from the Payables Check Entry
screen is suppressed.

Print separate remittances for overflows: This option is displayed when the Use
Pre-Printed Check Stock is checked. Please see Printing Separate Remittances in
Dynamics GP for more information on this option. This option is dependent on
the selection (either Dynamics GP Report Writer, Check Face/Overflow, or EFT
Remittance Format) entered in the EFT Remittance Options field (see Using the
EFT Remittance Options for more information).

[l 1emDg 4 Lk PR H
Check Face AP Check_middle_2 Std AP Stubs. zthe Q
[|:| Print separate remittances for overflows ]
Overflow Stub Format Dverflow_full_Std AF Stub.sth Q
M an-Hegatiable "Ward WOID
EFT Remittance Options Dwnamics GP Report Ywriter >
[ Usze Pre-Printed Check Stock ]

I P T g P R Ty W g e g

% IMPORTANT

For Pre-Printed checks, if you are using a .stb file from the Mekorma
Check Format Library as a base for your checks, you will need to use the
Configurator to remove information that is already printed on your
checks, such as the bank name, a “Pay to the order of” label, the MICR
line, and so on.

Check Comments: Enter check comments if desired. See the Check Comments
section for more information on entering check comments.

Check Comments;
1 Wioid after 90 Days|
2

3
Y W T WYY T TR W CTREW CWE WO CWEWETT ¥ W W RE WY W W W

Click Save when you are finished setting up the checkbook.
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Using the EFT Remittance Options

Click the arrow || button next to the EFT Remittance Options field on the
Mekorma MICR Setup (Payables) screen to view the EFT Remittance Options
dialog box:

-

1 EFT Rernittance Options EI =] @
File Edit Tools Extras Help sa Fabrikam, Inc, 4/12/2017

./ [1].4 ° Cancel

EFT Remittance Ophions

@ i Dynarnic: GP Feport Writer:
Check Face ¢ Owverflow Stub
EFT Remittance Format

Select

Dynamics GP Report Writer to print EFT Remittances using the Microsoft
Dynamics GP Report Writer.

Check Face/Overflow Stub to print EFT Remittances on a Mekorma MICR check
or overflow stub format. If you select this option, enter a format in the Check
Face and/or Overflow Stub Format field of the Mekorma MICR Setup dialog
box. If you select this option, during the printing process, if you are configured
to use passwords, you are prompted to enter the applicable password in order to
print the remittances.

EFT Remittance Format to print EFT Remittances using a specific format that
you have customized for EFT remittances. When you select this option, the
lookup field below it is activated. If you select this option, during the printing
process, if you are configured to use passwords, you are prompted to enter the
applicable password in order to print the remittances.
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If you select the EFT Remittance Format option, you can click the lookup icon
to select a format from the Check Format Lookup dialog box:

@ iEFT Femittance Format!

@
1 Check Format Lookup E = @
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017

Check. farmat file
AP Checl_bottar_2 GL Dizt Stubz sth

AP Checl_baottom_2 GP AP Stubs.stb

AP Check_bottarm_2 PO Mum Stubsz. sth

AP Check_bottarm_2 Std AP Stubs. sth

AP Checl_baottom_2 Youch Mum Stubs.stb

AP Checl_bottarm_2-thirds GL Digt Stub.zth

AP Check_battom_2-thirds GP AP Stub.stb

AP Checl_bottorm_2-thirds kulti-Currency Stub.sth
AP Checl_bottarm_2-thirds PO Mum Stub.sth

AP Check_baottom_2-thirdz Std AP Stub.stb

AP Checl_bottorn_2-thirds Wouch Mum Stub.zth
AP Check_baottarn_Check Copy & GL Dist Stub.sth -

@ [§¢ Select ] |g Cancel |

m

NOTE

If you select the Check Face/Overflow Stub or the EFT Remittance Format option
and do NOT select an overflow format, overflows are printed on the selected check
face/remittance format.

After selecting an option, click OK to close the EFT Remittance Options screen.
Your selection is displayed in the EFT Remittance Options field. See Printing
EFT Remittances for more information on printing remittances.
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Check Comments

Check comments are an optional way to print text on your checks and stubs. The
text in the Check Comments fields on the Mekorma MICR Setup dialog box will
print on all checks from the checkbook.

Check Comments:

1 Waoid after 90 Days
2

3

gt et e, e e g gt b e i b g, S | g S S, | gt | g, | g g e i

If you have text that you want to print on checks from more than one checkbook,
it is better to type the information directly on the format. If you want to use
check comments, be sure the Check Comments fields have been added to the
layout. The comment fields are found in the General Information category of the
Configurator layout tool.

Check Copies

Mekorma MICR has a check copy feature that allows you to print a second run of
checks and stubs. The second run prints an exact copy of the stubs and a
modified copy of the check. By default, the check copy prints a gray background
image of the word “VOID” in large letters across the whole face of the check.

The option to print check copies is located on the Mekorma Check Printing
screen that displays when you are ready to print checks. To print copies, check
the Use Copy Printer option.

Mekerma Check Printing
= [E'& Presview | @ Cancel Cloge Wwindow After Printing
Checkbook 1D PavROLL [ [7] Use Copy Printer l
Kaor-Megaotiable wiord WaID Muriber of Copies 1
Mumber of Checks 1 Copy Dptions Keep Copies Separate
Check Stub U5 Payroll Check_middle_2 Stubs [Eoxes]. sth
Check Printer Send To Onehote 2007 - Paper Bin  Default tray
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When the Use Copy Printer option is selected, you see the following additional
options on the Mekorma Check Printing screen:

Mekorma Check Printing

Checkbook [D
Maon-Megatisble ‘word
Mumber of Checks

Check Stub
Check Printer

Dverflow Stub

Overflow Printer

& Pint |2} Preview | @) Cancel

UPTOWM TRUST
WOID
1

MICR Demo Payables. sth
hp Lazerlet 3015 PCL S

hp Lazerlet 3015 PCL 5

| Cloge Window After Printing

1

Copy Options

- Paper Bin  &utomatically Select

- Paper Bin  Automatically Select

Keep Copies Separate -

Copy Stub
Copy Printer

Copy Overflow Stub
Copy Owerflow Printer

MICR Dermo Payables. sth
hp Laserlet 3015 PCL &

MICE Demao Overflow. zth
hp Laserlet 3015 PCL &

- Paper Bin  Automatically Select -

Paper Bin  Adtomatically Select

Select the number of copies you want to print. You can also choose to from the
following Copy Options:

Select

Keep Copies Separate to print copies after checks are printed.

Keep Copies with Checks to print check copies with the checks.

Select the Copy Stub, Copy Printer and Paper Bin for the check copies using the
drop-down lists. If you are printing Overflow copies, you can also select a stub
format, printer, and paper bin for overflow copies.

NOTE

For information on setting the Use Copy Printer option to default to the “On” position,
please see the Automatic Check Copies section.

Configuring a Checkbook for Mekorma MICR US Payroll

To configure a checkbook for Mekorma MICR US Payroll, you must enter values
in the Mekorma MICR Setup (US Payroll) screen fields. On this screen, you can

select a checkbook ID, enter the MICR line values, choose a Signature ID, select a
check format, enter check comments, and more.
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To access the Mekorma MICR Setup (US Payroll) dialog box, select Microsoft
Dynamics GP = Tools # Setup = Payroll < Mekorma MICR US Payroll <

Mekorma MICR Setup.

-

< 4§ Mekaerma MICR Setup (US Payroll)
Filer Edit Tools  Extras

E Save | & Clear

Checkbook 1D |

Help
> Delete

Signature 1D
Transit [ABA] Hurmber

Primary Check Format
Mon-MHegotiable ‘wWord

Check Cornments:
1]
2)
3]

Test Check Setup:
Lines For Muli-Lined Fields

4 4 p ¥ ersion 1000052

MICH Line Setup

58 57 b6 55 54 53 52 51 50 49 43 47 46 45 44

32 31 50 29 28 27 26 25 24 23 22 21 20 19 18 17 16 15 14

Ize Pre-Printed Check Stock,

(=] =& =]
za Fabrikarn, Inc. 4/12/2017

&2 |ntegrate | == Test Lapout

4

A A
43 42 41 40 39 33 37 36 35 34 33

L4

Curmency Amaotint
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You see the following fields in the Mekorma MICR Setup (US Payroll) dialog

box:

Checkbook ID: Enter or select the Checkbook ID you would like to set up. Click

the lookup “4/icon to select from a list of existing checkbooks:

- i Checkbooks

File Edit Tools Help

Find by Checkbook (D

Wigw: All Checkbooks; by Checkboaok (D

Checkboolk 10 Drezcription
FIRST BAMK FIRST BAMK
FLEX BEMEFITS Flex Benefits-Lakes Bank

PayvROLL Fayroll - Lakes Bank.
Petty Cazh-Uptown Trust

Computer-Jptovn T rust

FETTY CASH
UPTOWHM TRUST

(=] = (S
za Fabrikam, Inc. 4/12/2017
M MNew | Open
Currency 1D Inactive
ZU5% o~
ZU5%
Z-U5%
Z5%

m

-

[ Select ]| Canhicel |

After selecting a checkbook, click the Checkbook ID hyperlink to drill-down to

the Checkbook Maintenance screen to confirm the checkbook has a Bank ID and
Company Address ID. The bank and addresses on the check will print based on
the Bank and Company Address IDs assigned to the checkbook.

MICR Line Setup: Enter the characters for the MICR line as described in the
specifications from your bank. If your bank provided specifications, they should
tell you which characters go in each position. Each box in the MICR
Configuration fields corresponds to a position number on the MICR line (as
highlighted by the red box in the screen shot shown).

MICRH Line Setup

ClX| XX X|X|X|C
58 b7 b6 55 54 53 52 51 50 49 45 47 46 45 44

BlD|1|2)3)|4|53|6|7|8]9

32 31 30 29 28 27 26 25 24 23 22 21 20 19 18 17 16 15 14

Alg|e |7 6 3|43 |21 1A
43 42 41 40 39 38 37 36 35 34 33

L W N LY W N e VY N Ve ey e e ¥
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NOTE
The table on Page 69 contains descriptions of the MICR line characters.

Signature ID: Select a Signature ID. Every checkbook must be assigned a
Signature ID that holds information about passwords, amount thresholds and
signature image files. If you have already set up your Signature IDs, you can use
the lookup icon to select one from the list. A Signature ID may be shared by more
than one checkbook within the same company.

Signature 1D SAMPLE (1£3) I
- 4 Signature Setup Lockup (Payables, US and Canadian Payroll) o]l = |
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017

% Select @4 Find Redisplay @ Zoom

Signature [D Descrption Threzhold 1 Threshold 2

2 zigs and 2 pazzwords

m

O

% IMPORTANT

If you are printing signatures on your checks, the logical signature
fields must be added to your layout. See Configuring Signatures,
Passwords and Thresholds for more information.

Transit (ABA) Number: Enter the Transit (ABA) Number for the checking
account. This number is also called the “fractional routing number” and appears
in the upper right corner of U.S. checks.
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Your bank specifications should include this number. In numbers with a
horizontal “fraction” (for example, g ) substitute a forward slash (for example,
12:22/1966). Canadian accounts do not use the Transit (ABA) Number.

Trarizit [ABA] Murber 12344321 |

Primary Check Format: Click the Primary Check Format field lookup icon to
choose the format you will be using for this checkbook.

Primary Check Format | @ i
, .

= 4l Check Format Lookup =] & |-

File Edit Teools Help sa Fabrikam, Inc. 471272017

Check: format file

MICR Demo Payroll.sth ~
115 Payroll Check_battam_2 Stubs [Boxes).sth

15 Payroll Check_bottarm_2 Stubs [Mo Boxes).sth

115 Paproll Check_baottom_2 Stubz whih HE TimeCodes (Mo Boxes].sth
1S Payroll Check_bottarn_2-thirds Stub [Mo Boxesz].sth

15 Payroll Check_bottorn_US Pavroll Check Copy & Stub [ Boxes).stb
115 Payrall Check_battarn_UIS Paproll Check Copy % Stub [Mo Boxes) sth
15 Payroll Check_middle_2 Stubs [Boxes].sth

115 Payroll Check_rmiddle_2 Stubs [Mo Boxes].sth

15 Payroll Check_rmiddle_US Payroll Check Copy & Stub [ Boxes).stb
115 Paproll Check_middie_I15 Paproll Check, Copy & Stub [Mo Boxes].sth
1S Payroll Check_Z+old _Address Stub & Stub [Mo Boxes).sth -

@ l§¢ Select ] Le Cancel |

m

NOTE

You should have already set up a folder for the formats and entered the path to the folder
either during installation, or using Configurator Global Setup screen (Microsoft
Dynamics GP # Tools # Payroll ® Mekorma MICR US Payroll «
Configurator Global Setup). You cannot save your Mekorma MICR checkbook set up
until the path to the formats has been entered.
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Non-Negotiable Word: Enter the text to print as the background image on check
copies in this field. If you are not printing checks copies, you can leave this field
blank.

Mon-Megotiable ‘word Yol [

T i, i e it e i b e e et e e e i it i b i e,

Primary Check Format 115 Paproll Check_middle_2 Stubsz [Boxes]. zth Q |

s

Use Pre-Printed Check Stock: If you are using check stock that already has bank
and MICR information printed on it, check this option.

Uze Pre-Prnted Check Stock: J

Pk b, b ah b, e, b gk, sk b bkt e, btk s,

ek ok A by A ks b sk B Lk L,

This option is used to manage check numbering. If checked, any Direct Deposit
earning statements printed as “voided checks” through Mekorma MICR will be
assigned check numbers rather than “remit” numbers.

Checking this option does not suppress any Configurator fields. You must
manually remove any unnecessary fields from the stub file. Please see the
Mekorma MICR Configuring Check Layouts.pdf for steps on deleting fields or
creating new formats without the unneeded fields.

If you use pre-printed check stock, we recommend that you do not use any
sorting options for payroll (such as the Sort Payroll by Location ID easyAdd or a
customization that involves sorting functionality) because it will affect the
numbering on the checks.

Check Comments: Enter check comments if desired. See the Check Comments

section for more information on entering check comments.

Check Comments:

1 Woid after 30 D apz
2

K]

b s bl s e e R, e, i, e i, e e,

Click Save when you are finished setting up the checkbook.
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Printing Test Checks

Mekorma MICR includes a function on the Mekorma MICR Setup screen (for
Payables and US Payroll) called Test Layout to help you verify the correctness of
your check layouts.

|;_i] Mekorma MICR Setup (Payables) E'E'@
File Edit Tools Extras Help sa Fabrikam, Inc, 4/12/2017
H Save | & Clear > Delete &= Integratew
e

The most important thing to verify is the placement of the MICR characters at the
bottom of the check face. For this a MICR gauge should be used. Test Layout is
used for primary checks, stubs, and overflow stubs.

Test Layout is used to verify:
% Placement of MICR characters
% Alignment of fields
% Field Length
% Page Alignment
% Signature Logic
% Overflow settings
% Logo size, resolution, and placement
% Adherence to legal standards
% IMPORTANT

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.
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The following table explains what to look for in each element being tested.

Element Being How To Test/ How to Address the
Tested What To Look For Issue

Placement When using a MICR gauge be sure See the Mekorma MICR

of MICR that each character appears in the Configuring Check Layouts

characters center of the box at the correct guide for steps on
position number. Be sure the gauge | adjusting placement of the
is properly aligned with the right MICR Line.
and bottom edges of the check.

Alignment Check visually to see if grouped See the Mekorma MICR

of fields data and text fields line up Configuring Check Layouts
horizontally and vertically, guide for steps on aligning
especially with regard to voucher text and fields with each
multi-lined fields. other.

Field Length Check visually to see that text and See the Mekorma MICR
numeric data fields are appearing in | Configuring Check Layouts
full. If Multi-lined fields are used, guide for steps on aligning
make sure that the length can text and fields with each
accommodate the maximum other.
number of lines you intend to print.

Signature Using the Currency Amount field, See the Configuring

Logic enter various check amounts below | Signatures, Passwords and
and above each threshold setting. Thresholds section of this
You can verify that the printed document.
signature(s) and signature line(s)
match your signature logic.

Overflow In the Line for Multi-lined Fields Make sure that Use

Settings field, enter the number of vouchers | Primary check format for
required to create an overflow continuation stub option
condition, and check to see that the (or the Print separate
correct overflow stub format is used | remittances for overflows
and the remaining vouchers appear | option if you are using Pre-
on the overflow stub. Printed Check Stock) is

unchecked. Make sure that
both the Check Face and
Overflow Stub Format
fields have similar stub
fields. If an Overflow Stub
format is defined, save the
checkbook setup before
printing a test check.

Logo Size, Check visually to see that the logois | See the Mekorma MICR

Resolution, correctly sized and placed, and is Configuring Check Layouts

and not stretched vertically or guide for steps on adding a

Placement horizontally. logo.
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To print a test check complete the following steps (the examples in this section
use the Mekorma MICR Setup for Payables):

1. Select Microsoft Dynamics GP @ Tools = Setup © Purchasing ® Mekorma
MICR Payables = Mekorma MICR Setup to open the Mekorma MICR Setup
dialog box:

-

- 4 Mekerma MICR Setup (Payables) (=] & |[=3]
File Edit Tools Extras Help sa Fabrikam, Inc. 4/12/2017

H Save & Clear | X Delete & Integrate == Test Layout

Checkbook ID | G

FICR Line Setup

A A
58 57 56 55 54 53 52 51 50 49 45 47 46 45 44 43 42 41 40 39 38 37 36 35 34 33

32 31 30 29 28 27 26 25 24 23 22 21 20 19 18 17 16 15 14

Signature |D Q

Tranazit [ABA] Mumber

Check Face Q
Ize primary check farmat for continuation stub

Overflow Stub Format Q

I on-Megotiable 'Word

EFT Remittance Optionz Dyrarnics GF Repaort WWiriter
Use Pre-Printed Check Stock

Check Cornments:
1
2
3

Test Check Setup:
Lirez For Multi-Lined Fields 1] Currency Aok $0.00

4 4 » | Mergion: 1000052 «-_f @

2. Enter or select a Checkbook ID.
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3. Enter a value in the Lines For Multi-Lined Fields field to represent the
number of invoice lines that will 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.

Test Check Setup:
[Lines For tulki-Lined Fieldz 2 ] Currency Aok FE00.00)

4 4 » » Version: 1000052 L) @
B e A At b b o A, b e A AR b b b sk s

4. In the Currency Amount field, enter the amount to print in the currency
fields on the check. You can enter different amounts here to test your
password and signature logic.

Test Check Setup:
Lires For Multi-Lined Fields 2 [Eurrenc_l,l Arnount FE00.00) ]

4 4 » B Mersion: 1000052 «-J i
A s A S i, b sk s A b e R b bt e s o s b

5. Click the Test Layout button.

= 4 Mekorma MICR Setup (Payables) o] = =)
File  Edit Tools Extras Help sa Fabrikam, Inc, 4/12/2017
E Save | & Clear > Delste &8 Integrate

6. Enter any required passwords:

Check Password (Payables)

v’ OK
Pazzword 1 | required
Pazzward 2 required
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7. If your signature image file resides on removable media (such as a CD or
flash drive), you are prompted to insert the media containing the .bmp file. If
your signature image is stored on a network or local drive, no prompts are
displayed.

8. After entering any applicable passwords, you see the Mekorma Check
Printing dialog box:

Mekerma Check Printing
= HE& Preview ° Cancel Cloge Window After Printing
Checkbook 10 UPTOWM TRUST 14 er
MHon-Negotiable word YOID Mumber of Copies 1
Murnber of Checks 1 Copy Options Keep Copies Separate
Check Stub Std. Papables Format. sth
Check Printer hp Lazerlet 30GPCLE - Paper Bin  Automatically Select
Dverflow Stub
Cverflow Printer hp Lazerlet 305 PCLS - Paper Bin  Automatically Select

For more information on this screen, see the Special Features of the Mekorma Check
Printing Screen section of this document.

9. On the Mekorma Check Printing dialog box, 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:

Check Printer hp Lagerlet 3015 PCL 5
Send Ta OneMate 2007
Dvertlow Stub Samsung ML-3050 Seriez PCL &

Samzung ML-3050 Series
Microzoft PS5 Document YWiker
Microzoft Office Document Image Wnker

Dwerflaw Printer

Cg'S it hp Laser)et 3015 PCL 5
Copy Printer Componentdne Doc-To-Help POF Converter

&dobe PDF

10. Click the Print S button to send the check to the printer. Review the check
layout.

After printing the test checks, use a MICR gauge to check the placement of the
MICR line. To adjust the MICR line vertically or horizontally, open the check
format in the Mekorma MICR Configurator, and follow the directions in the
“Adjusting Placement of the MICR Line” section of the Mekorma MICR
Configuring Check Layouts guide (located in the Mekorma MICR folder of your
Dynamics GP directory).
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B TIP

The Vendor and Payment Address data for the Test Layout comes from the first
Vendor Remit-To address located in the Dynamics GP Vendor Maintenance
screen. If you require testing with unusually long addresses or multiple address
lines, please temporarily change the Remit-To address before printing the Test
Layout.

NOTE

EasyAdd fields that are added to a stub format cannot be verified with the Test Layout
function. Please use sample data to verify these fields are printing correctly.

Working With a MICR Gauge

Before sending checks to the bank, you should test the accuracy of the MICR line
with a MICR gauge. A MICR Gauge is a transparent plastic ruler for checking the
placement of the MICR line. If you do not have a MICR gauge you can usually
obtain one from your check stock vendor.

Example of a MICR Gauge:

ALBILINFY (N LIS FIELD e e TR Pl FELDY

The process for ensuring the correct alignment of the MICR line is:
1. Print a sample check on the check stock you will be using for live checks.

2. Line up the vertical dotted line on the right side of the gauge with the edge of
the check.

3. Verify that the characters in the MICR line fit squarely within each box in the
position as described by the specifications provided by your bank.
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Printing Checks with Mekorma MICR

This section provides information on the following topics:

» Overview, following

> Special Features of the Mekorma Check Printing Screen

> Printing a Pavables Transaction Check

> Printing Payables Batch Checks

» Mekorma MICR Batch Recovery

» Printing US Payroll Checks

> Reprinting Checks

» Printing Miscellaneous Checks

» Printing Blank Checks

Overview

Mekorma MICR blends into Dynamics GP to give you the ability to print on
blank or pre-printed check stock, print signatures based on the dollar amount of
the check, add password protection to the check printing process, and print
check copies for your files.

% IMPORTANT

Within the same company, you cannot print some checks using
Mekorma MICR and others using Dynamics GP.

In this section we will review the different check printing processes available
using Mekorma MICR for Dynamics GP. It is important to note that any change
to your operating system, server, or printer can 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.

NOTE

Mekorma MICR check printing is not affected by the Canadian date settings on Multi-
lingual checks.
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Special Features of the Mekorma Check Printing Screen

When printing checks with Mekorma MICR, the Mekorma Check Printing dialog
box replaces the standard Microsoft Dynamics GP printer dialog box. The
settings on this window are specific to Mekorma MICR.

Mekerma Check Printing
&b Piint [IEL Preview ° Cancel V| Cloze Window After Printing

Checkboak ID UPTOWM TRUST It
MHaon-Megotiable ‘Word Yalo Mumber of Copies

1
Mumber of Checks 1 Copy Dptions Keep Copies Separate

Check Stub MICR Demo Payables.sth -
Check Printer hp Lazerlet 3015 PCL & - Paper Bin  Autarnatically Select -
Dverflow Stub -
Owverflow Prinker hp Laserlet 3015 PCL 5 - Paper Bin  Automatically Select -

The Mekorma Check Printing dialog box contains the following options:
Checkbook ID: Displays the selected checkbook.

Non-Negotiable Word: Displays the non-negotiable word entered in the
Mekorma MICR Setup screen (if applicable).

Number of Checks: Displays the number of checks being printed.

Close Window After Printing: Check this option to close the Mekorma Check
Printing screen after printing checks. If unchecked, the Mekorma Check Printing
screen remains open after printing checks so you can print check copies. The
default value is checked.

Use Copy Printer: Check this option to display additional printer selections for
printing check and overflow copies at the same time you are printing the checks.

Mekorma Check Printing

&b Pint [El Preview | @ Cancel V| Close Window After Printing
Checkboak ID UPTOWM TRUST 7] i
Mon-Megotiable 'word Yol Mumber of Copies 1
Murnber of Checks 1 Copy Options Keep Copies Separate -
Check Stub MICR Demo Payables.sth -
Check Printer hp Laszerlet 3015 PCL 5 - Paper Bin - Automatically Select -
Dverflow Stub A
Owverflow Printer hp Lazerlet 3015 PCL 5 - Paper Bin  Automatically Select -

' '
Copy Stub MICR Demo Payables.sth -
Copy Printer hp Laserlet 3015 PCL 5 - Paper Bin  Automatically Select -
Copy Overflow Stub MICR Demo Overflow. sth -

\ Copy Dwverflow Printer hp Lazerlet 3015 PCL 5 - Paper Bin - Automatically Select -

.
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NOTE

The Copy Printer automatically prints the check copies according to the Number of
Copies specified.

Number of Copies: Enter the number of check copies you want to print. This
field is only enabled if the Use Copy Printer option is selected.

Copy Options: Select an option for printing check copies. This field is only
enabled if the Use Copy Printer option is selected.

Select
Keep Copies Separate to print copies after checks are printed.
Keep Copies with Checks to print check copies with the checks.

Check Stub: Displays the check stub format selected in the Check Face field of
the Mekorma MICR Setup screen. Click the field hyperlink to launch the
Mekorma MICR Configurator layout tool.

Click the drop-down arrow to change the selected check stub format:

Std. Payables Format. sth
4P Check_bottorn_2 GL Dist Stubsz. sth
AP Check_bottom_2 GP AP Stubs. sth |
AP Check_bottorn_2 PO Mum Stubsz.zth

AP Check_bottorn_2 Std AP Stubs.stb

AP Check_bottorn_2 Wouch Mum Stubs.stb

AP Check_bottorn_2-thirds GL Dizt Stub.sth

AP Check_bottorm_2-thirds GP AP Stub.sth

AF Check_bottorn_2-thirds Multi-Currency Stub. stb 57

Check Printer: Select a printer for printing checks. The program remembers the
last printer selected.

Paper Bin: Select a paper bin for the check printer. The program remembers the
last bin selected.

Overflow Stub: Displays the overflow stub format selected in the Overflow
Stub Format field of the Mekorma MICR Setup screen. Click the field hyperlink
to launch the Mekorma MICR Configurator layout tool.
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Click the drop-down arrow to change the selected check stub format:

Overflow_full_Std AP Stub.sth %}

MICH Demo Pavables. sth
MICH Demo Payables. sthe

Dverflow_full GL Digt Stub. st

Qverflow_full_GF AP Stub.sth

Drverflow_full_PO Murm Stub.sth

Drverflow_full_Std AP Stub.stb oS
Dverflow_full_Wouch Mum Stub.stb |
Std. Pavables Faormat. sth

Overflow Printer: Select a printer for printing overflow or remittance
information. The program remembers the last printer selected.

Paper Bin: Select a paper bin for the overflow printer. The program remembers
the last bin selected.

Copy Stub: Displays the check stub format selected in the Check Face field of the
Mekorma MICR Setup screen. Click the field hyperlink to launch the Mekorma
MICR Configurator layout tool.

Click the drop-down arrow to change the selected check stub format:

Std. Payables Format. zth

&P Check_bottorn_2 GL Dist Stubs. sth
AP Check_bottam_2 GP AP Stubs zth 7
AP Check_bottarn_2 PO Mum Stubs. sth

AP Check_bottarm_2 Std AP Stubsz. zth

AP Check_bottar_2 Youch Mum Stubs.sth
AP Check_bottar_2-thirds GL Dist Stub.sth
AP Check_bottom_2-thirds GF AP Stub. stb
AP Check_bottarn_2-thirds Mulbi-Currency Stub. ztb &

Copy Printer: Select a printer for printing check copies. The program remembers
the last printer selected.

Paper Bin: Select a paper bin for the check copy printer. The program remembers
the last bin selected.

Copy Overflow Stub: Displays the overflow check stub format selected in the
Overflow Stub Format field of the Mekorma MICR Setup screen. Click the field
hyperlink to launch the Mekorma MICR Configurator layout tool.
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Click the drop-down arrow to change the selected check stub format:

Overflow_full_Std AP Stub.stb

MICR Demo Pavables.sth
MICR Demo Papables. ztbx

Owerflowe full GL Digt Stub. st
Owerflow_full GP AP Stub.sth
Owerflow_full PO Mum Stub.stb
Owerflow_full_Std AP Stub.sth
Dwerflowe_full Youch Mum Stub.sth

Copy Overflow Printer: Select a printer for printing overflow copies. The
program remembers the last printer selected.

Paper Bin: Select a paper bin for the overflow copy printer. The program
remembers the last bin selected.

Click
Print to print the selected checks and/or check copies.
Preview to view a preview of the checks you are printing.
Cancel to close the Mekorma Check Printing dialog box.
The Print Preview Screen

Click the Preview ”Ek icon to launch the Print Preview screen form the Mekorma
Check Printing dialog box:

B Print Preview = EcR (5
1pages [ 41 b M@ @[ [ close

Sawciin ey o g
s acia R el

[ty

o sosmascasn s jassessnca
frovbent ey Hin EIE
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Use the arrow buttons to navigate forwards and backwards on multiple page
check runs.

4 €1 » b

You can change the magnification using the zoom options or selecting a
magnification size from the drop-down list:

hmx

Whole Page
15%
30%
50%
75%
100% |
150%
200%
300%
400%

-

Click Close to close the Print Preview screen.

Printing a Payables Transaction Check

The process for printing payables transaction checks with Mekorma MICR
follows the same steps as printing standard Dynamics GP payables transaction
checks with the exception of using the alternate Print Mekorma MICR Payables
Transaction Checks screen rather than the standard Dynamics GP Print Payables
Transaction Checks screen.

Dynamics GP security must be set to the Mekorma MICR alternate windows for
each user printing payables transaction checks in the company. Please the
Dynamics GP Security Setup of this guide.

NOTE

When using Mekorma MICR to print payables checks, the Separate Remittance option
found on the Dynamics GP Payables print screen is not displayed because we have the
overflow stubs option which replaces that GP feature.

To print a payables transaction check:

1. Select Transactions @ Purchasing ® Transaction Entry.
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2. You see the Payables Transaction Entry dialog box. Enter information for the
invoice you are paying:

|;_i] Payables Transaction Entry EI@
File Edit Tools Options Additional Help sa Fabrikam, Inc. 4/12/2017
IE Save -|IE| Post | & Print §
Youcher Mo. : Q D [T Intercompany Batch D Q >
Document Type:  Irvaice - Doc. Date | 4/12/2017 H >
Description
Yendor 1D il Currency [D Z-US$ i3>
MName Document Number
Address 1D €3 P.0. Mumber
Femit-To 1D il Shipping Methad i)
Payrnent T erms Y Tax Schedule 1D (WY
Purchases $0.00 1039 Amant $0.00 | >
Trade Discount $0.00 Cash $0.00 >
Freight $0.00 Check $0.00 | >
Mizcellansous 30.00 Credit Card $0.00 >
Tax $0.00 > Terms Disc Taken $0.00
Tatal $0.00 On Account $0.00
Distributions ][ Frint Check, ]
|4 4 » » byBatchlD - Statuz | Unsaved iy @

3. Enter the check amount in the Check field. If you click the Detail || button
next to the Check field, or when you tab out of the field, you see the Payables
Check Entry dialog box:

P -

E;] Payables Check Entry El =] @l
File Edit Tools Optiens  Additional
Checkbook ID PTI N TRLST] 4
Check Mumber 20059
Date 41252007 H
Fayment Mumber 00000000000000440

4. This is a standard Microsoft Dynamics GP screen. If desired, you can change
the selected Checkbook ID. Click OK to close this screen and proceed.

% IMPORTANT

To print Mekorma MICR checks from the Payables Transaction Entry
screen, the checkbook must be configured for Mekorma MICR and
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security must set to the Alternate MICR Print Transaction Check
window.

5. After entering the transaction information, click Print Check on the Payables
Transaction Entry dialog box:

Check gl | F
Credit Card FN | =
Tems Dizc Taken $0.00
O Account $£0.00

{_ Print Check )

Diigtributions .-

t Ungzaved (L r @
'i%‘“ﬂn_ﬁf“**‘ﬂw skl *\WLJM

6. You see the Print Mekorma MICR Transaction Check dialog box:

|_;_;| Print Mekorma MICR Transaction Check [= ] = |
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
Checkboaok, 10 UPTOWHM TRUST Currency |0 Z-US%
Check Date 4127207
Check Number 2005

7. Verify that the title of the screen includes the words “Mekorma MICR”. If not,
abort the procedure and set up security to the Alternate Print Mekorma MICR
Transaction Checks window.

NOTE

If you did not suppress warning messages, the Security Settings for Mekorma MICR
dialog box displays stating that you must setup security to the Mekorma MICR alternate
print check windows. If this message appears, click OK on the screen and set security to
the alternate windows.

8. Click Print. After entering any required passwords, the Mekorma Check
Printing dialog box is displayed:
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Mekorma Check Printing

Sh  Frint HE& Preview | @ Cancel Close “Window After Printing
Checkbook (D UPTOWM TRUST
Hon-Megotiable Waord walo 1
Mumber of Checks 1 Copy Options Keep Copies Separate
Check Stub Std. Payables Format. stb
Check Printer hp Laserlet 3015 PCL 5 - Paper Bin  Automatically Select

Owerflowe Stub
Owerflow Printer hp Laserlet 35 PCLS - PaperBin  Automatically Select

9. Click the Print S icon to print checks.
% IMPORTANT

If you would like to use a different format for your check copies, change
the check format file in the Check Face field of the Mekorma Check
Printing screen before printing your check copies.

Printing Payables Batch Checks

The process for printing payables batch checks with Mekorma MICR follows the
same steps as printing standard Dynamics GP payables batch checks with the
exception of using the alternate Print Mekorma MICR Payables Checks screen
rather than the standard Dynamics GP Print Payables Checks screen.

Dynamics GP security must be set to the Mekorma MICR alternate windows for
each user printing payables batch checks in the company. See the Granting
Security Access to Alternate Windows section of this guide.

NOTE

You can use the Applied Order option of the List Document field on the Select
Payables Checks screen with any stub fields except for the GL Distribution fields. This
option lists credit memos directly after the invoice they were applied to instead of in the
order the documents were entered.

Because the Applied Order option does not work with the GL distribution and the
multi-currency stub contains GL distribution fields, this option should not be used with
the Multi-currency stub file provided in the Mekorma Check Format Library.
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1. Build the check batch using regular Microsoft Dynamics GP procedures. Click
Print Checks to display the Print Mekorma MICR Payables Checks screen:

File Edit Tools

Batch ID
Batch Total

Check Number
Check Date

Check Comment

Sort Checks By:

44 »r M

=& Print Mekorma MICR Payables Checks

Opticns ~ Additional  Help

g FErrint A Clear

PAYABLES BATCH 9]
$103.79

020060

412201 ] ]

Payment Mumber

Checkbook 1D
Currency 1D

UPTOWHN TRUST
Z-US%

== S

sa Fabrikam, Inc. 4/12/2017

3

2. Verity that the title of the window includes the words Mekorma MICR. If
not, abort the procedure and set up security to the Alternate Mekorma MICR

Print Payables Checks window.

NOTE

If you did not suppress warning messages, the Security Settings for Mekorma MICR
dialog box displays stating that you must setup security to the Mekorma MICR alternate
print check windows. If this message appears, click OK on the screen and set security to
the alternate windows.

3.

If desired, you can change the Check Number, Check Date and Check

Comment. The Check Comment for each check will print in the

Payment::Check Comment field.

Select a sort order using the Sort Checks By drop-down list:

Check Comment

= 4l Print Mekerma MICR Payables Checks

File Edit Tools Options Additional Help
&b Frint | & Clear

Batch ID PAYABLES [}

Batch Total $59.00

Check Number 20059

Check Date 41252m7 |

Sort Checks By

Payment Nurmber

Mame
State - City
ZIF Code

4 F F

Checkbook 1D
Currency (D

(===

sa Fabrikam, Inc. 4/12/2017

UPTOWMN TRUST
Z-US$
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% IMPORTANT

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.

R~ TIP
If you would like a different sort order than the choices given, Mekorma can create

a custom sort order for you. Please contact us at 888-MEKORMA or click here to
visit our website and fill out a customization request.

5. Click the Print icon to view the report options.

== o8 "<~
sa Fabrikam, Inc. 4/12/2017
Checkbook |D UPTOWM TRUST Check Edt List
Cunency 1D ZU5% ' MICR Check Preview Report

The Check Edit List report displays the standard Microsoft Dynamics GP Check
Edit List report.

The MICR Check Preview report displays the order the checks will print after
being resorted into threshold groups in addition to the payments being made by
Electronic Fund Transfer.

NOTE

The checks are only resorted into threshold groups if the Sort Checks in Threshold
Groups when Printing option is marked on the Signature Setup screen for the
Signature ID assigned to the checkbook.
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6. Click Print to proceed. After entering any required passwords, you see the
Mekorma Check Printing dialog box:

Mekorma Check Printing

Checkbook 1D
Mon-Megotiable Word
Mumber of Checks

Check Stub
Check Printer

Devertlow Stub
Dverflow Printer

é Frint [lEkPreview ° Cancel

| Cloze *Window After Printing

UPTOWN TRUST
WOID MNumber of Copies
1 Copy Options

1
Keep Copies Separate

Std, Payables Format. zth

hp Laserlet 3015 PCL & - Faper Bin - Automnatically Select

hp Laserlet 3015 PCL & - PaperBin  Automnatically Select

7. Click the Print

icon to print checks.

Mekorma MICR Batch Recovery

If an interruption occurs during printing of a payables batch, such as a power

failure, printer jam, or other stoppage, you can use the Mekorma MICR Batch
Recovery screen to select to reprint your checks using Mekorma MICR instead of
Dynamics GP. If the check printing process is interrupted, when you try to
reprint the checks, the following message is displayed:

Microsoft Dynamics GP

[6]

This batch was not printed by MICR or MICR did not finished
printing. Continue reprinting with MICR?

[ MICR ] |D_I,Inamin:sl3F'|

Select MICR to reprint checks using Mekorma MICR or Dynamics GP to use GP
to reprint your checks.

To access the Mekorma MICR Batch Recovery screen, select Microsoft Dynamics
GP « Tools = Setup ® Purchasing ® Mekorma MICR Payables = Check

Batch Recovery.
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:i Mekorma MICR Batch Recovery
File  Edit

Hedispla_lg EH Gave

Tools  Help

B atch Humber Checkbook D
MEEORMA UPTOwM TRUST
MEW BATCH UPTOwM TRUST

B Tre

za Fabrikam, Inc. 4/12/2017

Batch Tatal GP
$3.193.90
$10641.38

(=] & =

MICH

m

-

e

To reprint the batch using Mekorma MICR, check the MICR checkbox for the
applicable Batch Number. The screen displays all payables batches that are not
marked for posting. Only batches with the following batch status are displayed:

e Check Printing
e Check Processing
e Check Reprinting

e Remittance Printing

e Remittance Processing

Click Redisplay to refresh the screen and display any additional batches made
available for recovery after the screen was opened.

Click Save to close this screen and then select Transactions  Purchasing <
Post Checks to process the batches that were interrupted or did not finish

printing.
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The first step is to create a US payroll batch using the standard Microsoft
Dynamics GP procedures. After you have built your checks and calculated them,

you are ready to print.

To print US Payroll checks:

1. Select Transactions @ Payroll < Print Checks to display the Print Mekorma

MICR US Payroll Checks dialog box:

|;_;] Print Mekorma MICR US Payroll Checks

% Process A Clear

Checkbook 1D PavROLL

MHame Pavrall - Lakes Bank

Process: Calculate Employes Deposits

Sort Checks By: Employee 1D

Starting Check Humber 11635

Check Date anzs2my
Direct Deposit
() Inactive @ Active

ACH Posgting Date an22myv H

= o

File Edit Tools Help sa Fabrikam, Inc, 4/12/2017

e

2. Verity that the title of the screen includes the words Mekorma MICR. If not,
abort the procedure and set up security to the Alternate Mekorma MICR Print

Payables Checks window.
NOTE

If you did not suppress warning messages, the Security Settings for Mekorma MICR
dialog box displays stating that you must set up security to the Mekorma MICR
alternate print check windows. If this message appears, click OK on the screen and set

security to the alternate windows.
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3. For Direct Deposit, select the Calculate Employee Deposits option for the
Process field.

P

|;_i] Print Mekorma MICR US Payroll Checks

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
8 Process | & Clear

== ]

=

Checkbook 1D PaYROLL

Mame Payroll - Lakes Bank

Process: Calculate Employee Deposits

Sort Checks By Employes (D

Starting Check Humber 011625

Check Date aMzi2my  H

D e

Direct Deposit
() Inactive @ Active

ACH Posgting Date 4n2/2m7 =

NOTE

If you are printing Direct Deposit Earnings Statements “As Voided Checks”, they will
print interspersed with the checks using the Mekorma MICR format. If printing Direct
Deposit Earnings Statements “Separate From Checks”, they will print after the checks

using the standard Microsoft Dynamics GP report.

B TIP

See the Integrating MICR with Dynamics GP EFT and Direct Deposit section for

more information on printing Direct Deposits.
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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
MICR US Payroll Checks screen, select a sort order using the Sort Checks By

drop-down list:

P

Ei] Print Mekorma MICR US Payroll Checks

File Edit Tools Help
Eh Piint A Clear
Checkbook 1D PaYROLL
Mame Payroll - Lakes Bank
Fririt: Check Alignment

za Fabrikam, Inc. 41272017

-

== ]S

4

Sort Checks By: I Employes (D

) Employee First Hame
Starting Check "“mlDeppar-ltrlment

Check Date Clagzz
Employes Lazt Mame
Direct Deposit
Inachive @ Actve
ACH Pogting Date 42/2m7v

Ei|

'—

% IMPORTANT

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.

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.
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6. Verify the Print field is set to “Checks” and click Print to print the checks.

[

-

= 4 Print Mekorma MICR. US Payroll Checks = [ =[]
File Edit Tools Help za Fabrikam, Inc, 4/12/2017
Checkbook 1D PAYROLL il
M ame Payrall - Lakes Bank

[ Frint: Checks

Sort Checks By: Emplayee [D
w} mmm‘uﬂ‘uw&f‘* P TR e

NOTE

-
Al

If you would like a different sort order than the choices given, Mekorma can create a
custom sort order for you. Please contact us at 888-MEKORMA or click here to visit our

website and fill out a customization request.

7. After entering any required passwords, you see the Mekorma Check Printing

dialog box:

Mekorma Check Printing

Checkbook 1D UPTOWM TRUST

Mon-Megotiable ‘Word YOID MHumber of Copies
Mumber of Checks 1 Copy Optiohs
Check Stub Std. Payables Format.sth

Check Printer hp Lazer)et 3015 PCL 5 - Paper Bin

Overflow Stub
Owerflaw Printer hp Laser)et 3015 PCL 5 - Paper Bin

= HEQ Preview | @) Cancel Close \wWindow After Printing

1
K.zep Copies Separate

Automatically Select -

Autornatically Selact -

8. Define your print settings and click the Print
print checks.
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Reprinting Checks

When reprinting checks, the regular Microsoft Dynamics GP Post Payroll Checks
screen is used. You can reprint all the checks or a selected range of checks.

1. To reprint checks, on the Post Payroll Checks dialog box, set the Process field
drop-down list to Reprint Checks.

P -

= 4/ Post Payroll Checks | )

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
8 Process | & Clear

Checkbook 1D PAYROLL

Hame Payroll - Lakes Bank.

Check Date 4722007

Posting D'ate 412207 H
Process: Vaoid Checks

'FiEeprir'ut Che
Starting Check N'Vod Checks
Starting E amings c-Eamings Statement Aligrment
Frint Eammings Statements
Reprint or Yoid HarHe_print Egrnings Statements
- ——Waoid Earnings Statements
@ Al ) Paost B
Create Deposits

m

1

Reazon for Yaiding

2. Select a range for reprinting checks. Click the lookup icon on the From option
to display a list of checks:

Reprint ar Yaid Range
Al @ From;
To

ot bt A, kS Ltk i R e i i A i i
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3. You see the standard Payroll Checks lookup screen (if the Sort Checks in
Threshold Groups option was checked on the Signature Setup screen,

proceed to the following section).

:. Payroll Checks EI =] @
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
Find by Check Mumber
Wiew: All Check Mumbers; by Check Mumber

Check Murnber Employes ID Check Date Department
BUCHOOO 242007
011676 CHENOOO SALE
011677 CLAY 0001 a12/2m7 INST
011678 DELADOOT a12/2m7 ACCT =
011679 DOvyLonot a12/2m7 ACCT
011680 ERICO001 a2/2mi S4LE
011681 FLOOOOO a12/2my 5PTS
011682 Jakdl00o1 a12/2m7 PCRC
011683 KEMNOOO a12/2m7 SALE
011684 LE*' 0001 a12/2m7 ACCT
011685 LyONo0no1 a12/2m7 SaLE
011686 Ly'540001 a12/2m7 S4LE -
e [ Select ] | Cancel |

4. Enter a check range and click Process to reprint the checks.

=

= 4 Post Payroll Checks = || 5]

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017

% Process )& Clear

Checkbook 1D PATROLL
Hame Payroll - Lakes Bank
Check Date 422007

R e e A LBRRONT L L AT e o

Threshold Groups and Reprinting Checks

-

If you are printing your checks sorted into threshold groups, there is a special

lookup screen to help you choose the correct range. Because checks are

numbered before they are sorted into threshold groups, a range from lowest

number to highest number may not reprint all the checks. It is important to use
the Sorted List of Checks Printed screen to select the reprint range.
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1. To access this screen, select the From option under the Report or Void Range

section and then click the lookup Hicon.

Reprint ar %oid A ange
Al @ From:
To

BT i VRSP

2. You see the Sorted List of Paychecks Printed screen:

- 4/ Sorted List of Paychecks Printed o] = |3
File Edit Teols Help sa Fabrikam, Inc, 4/12/2017
Sort Documents by: Printed Order -

Check Murber Emplayee D Emplayee Mame Check Tatal

BUCHOOO1 HAMCY BUCHANAR 4
011656 CHEMWDOmM JOHM Y. CHEN $548.0
011657 CLAY 0001 JANE CLAYTON $1.005.62
011658 DELADON AlDaN DELANEY $661.40| _
011659 DOyLooo JEMMY DOYLE $714.38|
011680 ERICO001 GREGORY J. ERICKSON $744.86
01681 FLODOOOM KATHIE FLOOD $£92.94
011eg2 Jask10001 JaY JAMISON $1.003.16
011663 KENNOOO KEWIN KEMMEDY $794.39
011664 LEW0001 STEWVEM B. LEWY $944.29
011665 LyOMooo ROBERT LYOMN $573.08
1ERE Lysa0001 JEMMY LYSAKER $972.03 -
(7] [§¢ Select ] |g Cancel |

3. The Sorted List of Checks Printed screen is automatically displayed only if the
Sort Checks in Threshold Groups option is checked on the Signature Setup
screen.

4. Select a check number range and click Process to reprint the checks.

Printing Miscellaneous Checks

The Dynamics GP Miscellaneous Check feature allows you to print a check to
any entity without creating the entity as a vendor. Mekorma MICR uses the
Dynamics GP Miscellaneous Check screen to print Miscellaneous checks, but
intercepts the check printing process and prints the checks using the Mekorma
MICR format (.stb file) assigned to the checkbook.
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Unlike payables batch checks, payables transaction checks and payroll checks,
there is no alternate window for Miscellaneous Checks when using Mekorma

MICR and no security settings to configure.

If Mekorma MICR is installed and registered, Miscellaneous Checks print using
Mekorma MICR. If you do not want to use Mekorma MICR to print
Miscellaneous Checks, you can turn off this feature by checking the “Payables”
box on the Mekorma MICR Suppress Warnings screen.

NOTE

The Miscellaneous checks feature is not available if you are using the Numeric method in
Mekorma MICR.

To print a Miscellaneous Check:

1. Select Transactions = Financial = Miscellaneous Check. You see the
Miscellaneous Check dialog box:

;. Miscellaneous Check EI@
File Edit Tools Additional Help sa Fabrikam, Inc. 4/12/2017
&p  Piint Check and Post -IE' Post | & Print Alignment Form L_J’ (7]
Checkbook ID: || 20 Balance Before Check: $0.00
Balance After Check: $0.00
Check No.
Date: a122m7 iisi|
Pay to: $0.00
Address
Mema
Account i3 [ 9 Description Drebit Credit ¥
Distribution Feference
$0.00 $0.00 ~
Tatal $0.00 $0.00
Difference $0.00

2. When you are finished entering values in all required fields, click Print
Check and Post.
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3. After entering any required passwords, you see the Mekorma Check Printing
dialog box.

Mekorma Check Printing

& Fint [[Zy Preview | @) Cancel V| Cloge \window After Printing
Checkbaok. ID UPTOWM TRUST etk
Mon-Megotiable Word VoD MNumber of Copies 1
Murnber of Checks 1 Copy Options F.eep Copies Separate
Check Stub Std. Payables Format. sth
Check. Prirter hp LaserJet 305 PCLS - Paper Bin  Automatically Select
Dverflow Stub
Overflow Printer hp LaserJet 3015 PCL S - Paper Bin  Automatically Select

4. If you are printing checks copies, be sure to click the Use copy Printer option.
5. Click Print.

B TIP

You can use the Voucher::Transaction Description field in the Configurator to
display information entered in the Miscellaneous Check’s Memo field on a
Mekorma MICR check.

Printing Blank Checks

Blank checks are not posted to the General Ledger when they are printed. To
record them, they must be entered later as manual payments. Though the blank
checks are not recorded at the time of printing, if the default starting check
number is used, the Next Check Number field for the checkbook will be
advanced by the number of checks printed.

This can led 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.

To print blank checks:

1. Select Microsoft Dynamics GP < Tools < Setup ® Purchasing (or Payroll)
@ Mekorma MICR Payables (or Mekorma MICR US Payroll) = Print Blank
Checks.
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2. You see the Print Blank Checks dialog box:

P -

= 4 Print Blank Checks (Payables) = | =[]
File Edit Tools Help 471272007 7
&b Print ° Canicel

Checkbook ID Gl

MHumber of Checks
Starting Check Mumber

Mumber of Signature Lines on checks:
Mone @ One 1 Twi

e

3. 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.

4. Select the number of Signature lines to print on each check. Signature lines
are blank lines upon which a signature can be written.

5. Click Print. After you enter any required passwords, you see the Mekorma
Check Printing dialog box:

Mekorma Check Printing

Sh  Frint HE& Preview | @ Cancel Close “Window After Printing
Checkbaok ID UPTOWN TRUST O
Hon-Megotiable Waord walo MHumber of Copies 1
Mumber of Checks 1 Copy Options Keep Copies Separate
LCheck Stub Std. Payables Format. stb
Check Printer hp Laserlet 3015 PCL 5 - Paper Bin  Automatically Select

Owerflowe Stub
Owerflow Printer hp Laserlet 35 PCLS - PaperBin  Automatically Select

6. Enter your print settings and click the Print 9 icon when you are ready to
print checks.
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Printing Separate Remittances in Dynamics GP

To print separate remittances using the Dynamics GP Report Writer, check the
Use Pre-Printed Check Stock option on the Mekorma MICR Setup (Payables)
dialog box.

When you check this option, the option under the Check Face field changes from
Use primary check format for continuation stub to Print separate remittance
for overflows.

Signature 1D SAMPLE Y
Tranzit [ABA] Mumber 12344321
Check Face AP Check_rmiddle_2 Std AP Stubsz. sthe Q
[ [] Print separate remittances for Dverflnws]
Overflow Stub Format Dvertlow_full_Std AF Stub.zth Q
Mon-MHegotiable ‘wiord WOID
EFT Remittance Optionz Dyrnamicz GP Report WWiiter >
| [V] se Pre-Frinted Check Stock:
L i, MMM‘-MH \-MMM“AA“‘M \f“\#"““

Check this option to print separate remittances using the Dynamics GP Report
Writer.

If checked, the Overflow Stub Format field is automatically disabled and
separate remittances are used for overflows.

Signature 1D SAMPLE Y
Tranzit [ABA] Mumber 1234/4321
Check Face AP Checlk_middle_2 Std AP Stubsg. sths Q

Owerflow Stub Format
Maon-Hegotiable tard Valh
EFT Remittance Optionz Dyramicz GP Report YW riter >

Usze Pre-Printed Check Stock
u“»“gk‘\&# .AM!\MAM s i s g =N M““A.M‘w

NOTE

If the Use Pre-Printed Check Stock option is checked, when you print a check
containing more than 12 invoices, the separate remittance prints automatically. If you
have less than 12 invoices, you must check the Separate Remittance option on the Print
Mekorma MICR Payables Checks screen to get remittances to print.
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Printing EFT Remittances

If you are printing EFT remittances, you can select the format for printing the
remittances by entering an option in the EFT Remittance Options field. The
selected format is displayed in the Mekorma Print Setup screen when you go to
print the remittances. Before printing EFT remittances, verify that you have
completed the following processes:

.

L)

*

Enabled EFT in Dynamics GP.

L)

R/
L X4

Configured a checkbook for EFT.

D

» Set up pre-notes (if applicable).

7
L X4

Configured a vendor for EFT (please see your Dynamics GP documentation
for more information).

NOTE

The EFT Remittance Options field is not displayed unless your Microsoft Dynamics
GP license includes the Electronic Fund Transfer for PM module.

To print EFT remittances after you have created an EFT batch:

1. Click the Process or the Print button on the Print Mekorma MICR Payables
Checks screen or select Transaction = Purchasing < Process Remittance to
display the Process Payables Remittance dialog box:

= 4 Process Payables Remittance (=] =@ [
File Edit Tools Options Help sa Fabrikam, Inc. 4/12/2017
Batch ID EFT ]
Comrmert
Process:
@ iRemittance Alignment Formg R emittance Faorm Post
J 7] | Process | | Process Later

2. Verify that Remittance Form is selected click Process or Process Later.
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If you print EFT remittances using check numbers (zero dollar checks), the
following is true:

K/

% The program checks for passwords when you print checks from the Print
Mekorma MICR Payables screen. How many passwords are determined by
the threshold amounts entered on the Mekorma MICR Password and
Signature Setup screen.

% The program checks for passwords when you print the Remittance Form but
not when you Post the remittance.

If you print EFT remittances using EFT numbers, the following is true:

% The program does NOT check for passwords when you process EFTs from
the Print Mekorma MICR Payables window.

% The program checks for passwords when you print the Remittance Form but
not when you Post the remittance.

You can also print EFT Remittances using the Dynamics GP Report Writer by
selecting Transactions ® Purchasing © Generate EFT Files. On the Generate
EFT Files screen, select a checkbook and the batch you want to print the EFT
remittance for.

;‘ Generate EFT Files E@
File Edit Toeols Help sa Fabrikamn, Inc. 4/12/2017
% Generate EFT File Redizplay §
Checkbook 1D [UPTOWM TRUST 2}
Drescription Cornputer-Uptawn Trust
Transmizsion Date 4112/2m7 G| Mark & | | Urmagk & |

Batch [ Origin Posted Date Hof Pmtz. | Batch Total Statuz
m Computer Checks | 4/12/2117 1 $873.93 | Marked A

Click the Printer £l icon and select the EFT Remittance Report option:

= |
"._
E {E |tta ce H.E'l:l - ‘

Marked EFTs Report
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Integrating MICR with Dynamics GP
EFT & Direct Deposit

This section provides information on the following topics:

> Setting up EFT Remittances and EFT Checks, following

» Printing Direct Deposit Earnings Statements

Setting up EFT Remittances and EFT Checks

In Dynamics GP 10.0, you must specify at the batch level if you are paying
checks or EFTs. You must also specify if you want the EFTs to receive check

numbers or remit numbers.

To specity check or remit numbers:

1. Select Cards = Financial = Checkbook. On the Checkbook Maintenance
screen, Select a Checkbook ID and click the EFT Bank option.

;. Checkbook Maintenance
File Edit Tools Additional Help

EH Save | & Clear | X Delats

Payment Rate Tvpe 1D

Deposit Rate Type (D

Cash Account 000 -1100-00
Cazh In Transit Account |000-1100-00

MNewt Check Mumber 020064

MNext Depogit Humber 20010

Compary Address (D Primary

Bank Account 07200360604
Bank 1D UPTOMWM TRUST
User-Defined 1

User-Defined 2

4 4 » M CheckbookID -

Checkbook ID UPTOWMN TRUST
Descrption Computer-Uptawen Trust
Currency 1D 254

(5

63
(*)

= )fe =]
sa Fabrikam, Inc. 4/12/2017
B Inactive
B Current Checkbook Balance $64.194.14
Cash Account Balance $1.525.703.96
4/ % Cash - Operating Account
i3/ ¥ Cash- Operating Account
Last Reconciled Balance $1591,98917
Last Reconciled Date 145/2014
o Payables Options
tax Check Amaunt $0.00
Pazzword
4 .
| Duplicate Check Mumbers
| Overide Check Mumber
[ EFT Bank ” -)JilE!Cl Deposit |
)
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2. You see the Checkbook EFT Bank Maintenance dialog box. Select the
Payables Options button:

|;—i] Checkbeok EFT Bank Maintenance
File Edit Tools Help

Checkbook 1D

Bank Countiy/Region

Account Holder

Transit Routing Number

Bank Account Number

IBAN

T ax Registration Humber

Bank Company Hame

UFTOWM TRUST

United States -

111111118
2ALIZAIAZI22

Bank Identification Humber 3333333333

MEKORMA ENTERPRISES

Company |ID Number 4444444444

Small Company Name MEKORME

Reference

Service Class Code 200

Communication Type: Application -
Application

e

l=llE =

sa Fabrikamn, Inc. 4/12/2017

Cornputer-Uptown Trust

Country Code Q
150 Cumency Code uso

Bank Branch
Bank Code

Bank Branch Code
Bank Check Digit

Blocking Factor 10
Format Code A
Priority Code m

Payables Options H &ceivables Options ]

3. You see the Checkbook EFT Payables Options dialog box:

E;i] Checkbook EFT Payables Options

File Edit Tools Help

EFT Paymient Murbers:

) Use Check Numbers
Mext EFT Payment Number

EFT Payables Options:
Papables Prenote Requied

Prenote Grace Period

Default Dutput Files:
Payables Domestic Payments
Payables Forsign Papments
Payables Prenotes

e

:C: Temp/Payment. bt

:C: TempAdendor Prenotes. bt

=5 FoR |55
sa Fabrikam, Inc. 4/12/2017
File Fornat:
@ Single Format MNACHA Lol
) Based on Yendor
Business
Corporate
Individual
Foreign
3
5|
|

Generate Prenotes
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Select an EFT Payment Number option based on the following;:

If you select the Use Check Numbers option:

Using blank check stock, EFTs will print with check numbers as non-negotiable
checks using Mekorma MICR and as reports based on the EFT Remittance
Option selected (see Printing EFT Remittances).

Using Pre-Printed check stock, EFTs will print with check numbers as non-
negotiable checks using Mekorma MICR and reports based on the EFT
Remittance Option selected (see Printing EFT Remittances). In this case, you
must select Dynamics GP Report Writer as the EFT Remittance option.

If you select the Use EFT Numbers option:

5.

Using blank check stock, EFTs will print with remittance numbers as non-
negotiable checks using Mekorma MICR or reports based on the EFT
Remittance Option selected (please see Printing EFT Remittances).

Using Pre-Printed check stock, EFTs will print with remittance numbers as non-
negotiable checks using Mekorma MICR or reports based on the EFT
Remittance Option selected (please see Printing EFT Remittances). We
recommend using regular paper when printing EFT remittances.

Click OK when you are finished and close any open screens.

If you are printing EFT checks, the following occurs on the check face:

K/
¢

The MICR line drops off

Signatures and signature lines drop off

Check Amount is zero

The Logical Fields Void and Non-Negotiable appear

Amount in words says “funds paid by electronic funds transfer”

Because you cannot print checks and EFTs in the same batch, the Check preview
report displays transactions in threshold groups only. The top of the report
indicates whether the batch is a check batch or an EFT batch.

Mekorma MICR provides the following EFT fields for vendors:

X/ K/
0 L X4

AS

X/
°

Vendor::Account Type
Vendor::Bank Account Number
Vendor::Bank Transit Number

Vendor::Bank Name
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Printing Direct Deposit Earnings Statements

Use the Direct Deposit Setup screen to determine how the Earnings Statements
will print. Select Microsoft Dynamics GP @ Tools = Setup @ Payroll @ Direct
Deposit. You see the Direct Deposit Setup screen:

-

P

= 4 Direct Depaosit Setup (=] &[]
File Edit Tools Help sa Fabrikam, Inc, 4/12/2017
Direct Deposit
(71 Inactive
E arningz Statement Print: Separate From Checks -
Mext Earmings Statement Murmber DDO00000000000000199
Drefault Prenote Count 1
0

Dravg From Pay to Post

Check far Exceptions

[T Inzufficient Funds
[] Amount Deducted, Mot Deposited

[] Other

Wizual Indicators for Yoided Checks

tazk Dallar Amount
YOID Due to DD Stamp

|Jpdate Bank Reconciliation 'with

@ |ndividual Employes Eamings Statements
() One Total Amount for all Employee Eamnings Statements

ACH Fields ][ Headers/Footerz ][ Links ]

N7 | ok || Cancel |

To print Earnings Statements with the checks using the Mekorma MICR format,
select “As Voided Checks” in the Earnings Statements Print drop-down list.

E arningz Statement Print: Separate From Checks t]
Meust E arnings Staterment Mumber Separate From Checks
As Voided Checks b

Default Prenote Count k.
N T N T T L M T T T T R R W T W e e
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To print Earnings Statements after the checks using the standard Microsoft
Dynamics GP report, select the “Separate From Checks” option.

Earningz Statement Print: Separate From Checks L&I
Mewt Earrings Statement Mumber DDO00000000000000198

For information about Direct Deposit set up, please refer to the Microsoft
Dynamics GP documentation. If you are printing Direct Deposit Earning
Statements as checks, the following occurs on the check face:

X/
°e

The MICR line drops off

X/
°

Signatures drop off

*

Signature Lines drop off

*0

o,

% Check Amount is zero

% Amount in words says ** TRANSFERRED BY ELECTRONIC FUNDS TRANSFER***

When printing Earnings Statements as voided checks, the Earnings Statements
will print interspersed with the checks according to the sort order chosen on the
Print MICR Payroll Checks screen.

Since the amount on the check is $0, the Net Wages/Pay Run (Stub Only) field
must be included in the stub to print the total transferred. The field is found in
the Direct Deposit category of the Configurator check layout tool. The Payroll

formats in the Configurator Format Library already include this field.

Earning Statement Numbers

If using blank check stock, the Earnings Statements are given numbers based on the
number in the Next Earnings Statement Number field of the Direct Deposit
Setup dialog box. When printing Direct Deposit Earnings Statements as voided
checks on pre-printed check stock, the Earnings Statements are assigned regular
check numbers.

127



Version 10.0

Mekorma MICR easyAdds

Mekorma MICR easyAdds are optional program features that appeal to select
groups of users.

Mekorma MICR easyAdds include functionality for printing specialized Note
fields on your checks, sorting payroll checks by Location ID, printing special
comments on Payables EFT remittances, assigning a voucher or vendor to a
checkbook so the voucher or vendor can only be paid from that checkbook, using
Named Printers, and more.

These optional features are contained in separately installed .dic files so these
specialized features can be utilized without encumbering the feature set for
organizations that are not interested in one or more of these particular features.

You can install easyAdds using the Mekorma MICR installation wizard or you
can download any easyAdd at www.mekorma.com by selecting Mekorma
MICR # easyAdds:

==
MANAMEXKORMA

Features

M Download
e Webinars

easyiAdds

There is no cost to download and install a Mekorma MICR easyAdd. The
following easyAdds are now available:

For Payables

Named Printers: Allows users to specify in advance which printer to use for
printing Mekorma MICR checks and check copies.

Purchase Order Security: Print signatures on checks only if all the invoices being
paid are associated with fully received purchase orders.

Vendor Class Security: Set signature image files and signature printing
thresholds based on Vendor Class.

UK Cheques: Support requirements for printing U.K. compliant cheques.
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POP and Project Series Fields: Add Purchase Order Processing and Project
Series fields to checks and stubs.

Assign Checkbooks: Allows users to assign vouchers or vendors to specific
checkbooks. Easily pay each voucher or vendor only from the right account.

Print Employee Notes: Allows users to print extensive employee-specific
information on checks using the Dynamics GP Employee Note field.

Print EFT Comments: Allows users to print a special image and/or text on
payables EFT non-negotiable stub remittances.

Print Voucher Notes: Allows users to print extensive voucher-specific
information on AP checks using the Dynamics GP Voucher Note field.

For US Payroll

Print Employee Notes: Allows users to print extensive vendor-specific
information on AP checks using the Dynamics GP Vendor Note field.

Sort Payroll by Location: Allows users to sort US Payroll Checks by Dynamics
GP Employee Location ID.

Direct Deposits after Checks: Allows users to sort US Payroll Direct Deposit
non-negotiable zero dollars checks to the end of the check batch.
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Additional Features

This section provides information on the following topics:

» Enhancing Mekorma MICR Payables Performance, following

> Check Numbering

» Automatic Check Copies

> Individual Date Digits

» Configuring Check Digit Calculations

Enhancing Mekorma MICR Payables Performance

By default, Mekorma MICR processes GL Distribution data on all Mekorma
MICR checks. If GL Distribution information is not required on your Mekorma
MICR checks, you can increase Mekorma MICR Payables check processing
performance by adding an entry into the Dex.ini file.

This entry must be made manually into the dex.ini file for all workstations requiring the
performance enhancement. Follow the steps in this section to activate and deactivate the
MEKORMA_MICR_Disable_GL_Distribution_Printing flag.

To Disable GL Distribution Printing (activate)

1.

3.

Close Microsoft Dynamics GP. Make a copy of your Dex.ini file located in
the Data folder of your Microsoft Dynamics GP launch directory (for
example, C:\ program files\Microsoft Dynamics\ GP\Data) in case you
need to refer back to it.

Open the Dex.ini file and add the GL Distribution flag information to the
bottom of the file:

MEKORMA_MICR_Disable_GL_Distribution_Printing=TRUE

Save the Dex.ini file and launch Microsoft Dynamics GP.

Enabling GL Distribution Printing (deactivate)

1.

Close Microsoft Dynamics GP. Make a copy of the current Dex.ini file
located in the Data folder of your Microsoft Dynamics GP launch
directory (for example, C:\ program files\ Microsoft Dynamics\ GP\ Data)
in case you need to refer back to it.
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2. Open the Dex.ini file and edit the GL Distribution flag information at the
bottom of the file to read as follows:

MEKORMA_MICR_Disable_GL Distribution_Printing=FALSE

3. Save the Dex.ini file and launch Microsoft Dynamics GP.

Check Numbering

Mekorma MICR will shorten or lengthen the Next Check Number in the
Dynamics GP Checkbook Master file based on the number of check number
place-holders (X) in the MICR configuration on the Mekorma MICR Setup
screen.

This change is noticeable on the Checkbook Maintenance dialog box, check
printing screens and printed checks. If there are more “X”s in the MICR
configuration than digits n the Next Check Number field on the Checkbook
Maintenance screen, leading zeros are added to the Next Check Number.

If there are fewer X’s in the MICR configuration than digits in the Next Check
Number field, leading zeros are eliminated from the next check number until the
number of digits matches the number of X’s. The next check number must match
number of placeholder digits.

If all leading zeros have been eliminated and there are still more digits in the
Next Check Number field than X’s in the MICR configuration, the number will
not be further reduced. Instead, the check number will be truncated from the left
when printed on the checks.

Automatic Check Copies

You can create non-negotiable check copies using the Use Copy Printer option
on the Mekorma Check Printing screen. The Automatic Check Copies setting
tells the system to assume that the user wants to create check copies.

The effect of adding this setting is that the Use Copy Printer option on the
Mekorma Check Printing dialog box will default to the “On” position rather than
the “Oft” position (see the Special Features of the Mekorma Check Printing
Screen section for more information on this screen). If you do not want to print

check copies, uncheck the Use Copy Printer option.
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To activate the Automatic Check Copies setting and set the Use Copy Printer

option to “On” by default, complete the following steps:

1. Close Microsoft Dynamics GP. Make a copy of your current Dex.ini file,
located in the Data folder of your Microsoft Dynamics GP launch
directory, in case you need to refer back to it.

2. Open the Dex.ini file. Add the Automatic Check copy flag information to

the bottom of the file:

ME_CopySwitchDown=TRUE

3. Save the Dex.ini file and launch Microsoft Dynamics GP.

(252

TIP

If you are having trouble locating your Dynamics GP folder, right-click on the
Dynamics GP shortcut and select “Properties”. On the Shortcut Tab of the
Properties dialog box, click “Find Target”. The Dynamics GP folder should open
in a browser window. Refer to the address field at the top of the browser window

for the path to the folder.

Individual Date Digits

Some check stocks include boxes for individually positioning date characters or
other date alignment characters such as MMDDYYYY. Mekorma MICR provides
an alternative to the standard check date field that allows individual control over
the positioning of each check date character, giving you complete flexibility in
aligning the check date digits to any check stock. The Mekorma MICR Setup
(Payables) screen is used in this example. To set up individual date digits:

1. Select Microsoft Dynamics GP & Tools @ Setup ® Purchasing (or Payroll)
& Mekorma MICR Purchasing (or US Payroll) « Mekorma MICR Setup.

2. On the Mekorma MICR Setup dialog box, select a Checkbook ID:

= 4 Mekorma MICR Setup (Payables)
File Edit Tools Extras

EH save & Cea

Checkbook ID

Help
P Delete

LPTOwWM TRUST

MICR Line Setup

Bl-0l-1-1-1- CIX| X X|X|X|X C|-
55§ b7 56 55 54 53 52 51 50 49 45 47 46 45 44

&2 [ntegrate

(o] ® e |

hykam, Inc. 4/12/2017

== Test Lapout

AlG |8 |T|6|5|4|3|2|1]|A
43 42 41 40 39 38 37 36 35 34 33

et a I A a i B i I iy G
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3. Click the Check Face field hyperlink to open the Mekorma MICR Check
Layout Configurator:

Mekorma Configurator

[ e || options || Display || Helb |
+ P
| New Hsaue i Save and Test 0\’, cut }.@Add Smippet || %, Zoom In
| LJ.Saue As Copy * Add Elements | =, Zoom Out
Exit - 1
Recent Fies « | asave Snippet | Paste | X Delete Fields | Zoom 75%
D I Edt H_ Fields || Zoom ]|
[Mame [ Type ] J AP Check middle 2 St AP Stubs.stbx [ |
{Unassigned ;o Region | [ 3 z IES
[ Stub 1 Stub Region
[} Check 1000.5th Check Region < =
[} Stub 1 Stub Region
Comosnr Lacatan Nams bk b Cfveck Number
i WVendor Cherk Hame Vendor IO e L vave
Irvaice Number | Date Descrighion Amaut Descourt Pad Amount
Dot tamter ot Ostz || Tremection Descrgtion el e
s T Tetd e
Property Value | Comnpeant i ocatiom Wame Benk Name Check Number
Stub File Path Ci\gtublib Trerst oz
Bork Address
Stub File Name AP Check_middle_2 Std AP Stubs.stbx [P At
Product PAYABLES
Page Width 8.50 P = o
Page Height 11.00
o T O o
it
(Changes: 03.42, -0.45.

4. Locate the Check Region and click on the “Payment::Document Date” in
Purchasing or the “Check::Check Date” in Payroll. Right-click to display a
context menu and select Delete to delete the field.

Comoam: Location Name
Ta:

Vendar Oheck Name Wendor ID
Invaic= Mumber Dtz Descrightion
Document Numiber Document D= Transaction Description

TOTAl S

futstanding Amount | | scount Takien Total || Met Check Amaunt

Civmzi Humber
e [ —
Amaut Dizcount Paid Ar Cut
Copy
Paste
‘-.._____ Delete )]

Ll

Tatsl Toitsl

5. Click the Add Elements option the Home toolbar:

Mekorma Col

' Layout || Options || Display || Help |

Home ||
M [kl Cut |t Add Smippet | %, Zoom T
‘ | Mew |dsave 4 Save and Test ck':n 0 |-»>.@ nippe | # Zoom In
| ~ Open kd save As |:LC::|J¥ * Add Elements || =L Zoom Out
Exit I
: Recent Files _-_';.‘igSave Snippet X  Paste R || = X = Delete Fields | Zoom 75% -
| File I Edit | Fields || Zoom |
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6. On the Add Elements dialog box, expand the Payment category for
Purchasing or the Check category for Payroll.

B Add Elements - PAYABLES o ==

[Cabegnries and Fields | Type | Product

- GL Distribution I Label

El Payment
- Amount in Words Mult TextR... PAYABLES [ I Line
- Amount in Words with Word W... Multi TextR... PAYABLES =
- Check Comment Single Text PAYABLES
- Check Mumber Single Text PAYABLES I Picture
- Chedk Total Single Curre... PAYABLES
- Document Date Single Date PAYABLES [—\
- Document Date-D1 Single Text PAYABLES ﬁ*'
- Document Date-D2 Single Text PAYABLES 3 Add Line |
- Document Date-M2 Single Text PAYABLES &|
- Document Date-¥1 Single Text  PAYABLES [W|
- Document Date-Y2 Single Text PAYABLES

7. Select “Document Date-M1, M2, D1, D2, Y1, Y2, Y3, Y4” fields for Purchasing
or the “Check Date-M1, M2, Y1, Y2, Y3, Y4” fields for Payroll. To select
multiple fields, press the CTRL key.

8. After all the fields are selected, click the Add Elements button on the bottom
of the Add Elements screen.

B Add Elements - PAYABLES

[Categories and Fields Type Product Z‘
- General Information I Label
- Commanly Used Labels
- Logical Fields I Line
[+]- Detailed Addresses IEi
: ox
[} 6L Distribution
[ Payment I Picture
- Amount in Words Multi TextR... PAYABLES -
- Amount in Words with Word W... Multi TextR... PAYABLES
) Add Label |
- Chedk Comment Single Text PAYABLES -
- Chedt Number Single Text PAYABLES Add Line |
- Chedk Total Single Curre... PAYABLES
. Add Box |
- Document Date Single Date PAYABLES —
¥ Document Date-D1 PAYABLES L AddPictre |

Single Curre... PAYABLES

L

II

n

- EFT or Regular Chedk Total
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All of the date fields are placed on your check stub. They can be repositioned,
sized and aligned using the tools of the Mekorma MICR Check Layout
Configurator. See Mekorma MICR Configuring Check Layouts guide for more
information.

Configuring Check Digit Calculations

A “check digit” is a digit that is calculated based on a series of other numerals. In
the context of check processing, a mathematical formula is applied to the digits
that comprise the check number and a single digit is calculated. Both the check
number and the single digit check digit are printed as part of the MICR line.

NOTE

This is an optional feature and is not required for printing checks or using Mekorma
MICR.

The purpose of the check digit is to add security and reliability to the bank’s
check processing. You only need to enter a check digit if your bank requires it.
The bank’s MICR scanner reads the check number, calculates the check digit and
then reads the check digit.

If the check digit the scanner calculated number is different than the check digit
that is printed in the MICR line, either the scan was faulty or the document that
is being processed is invalid.

There are many formulas available for calculating check digits. If you want to use
a check digit, you must determine if your bank uses check digits and what
formula is used to calculate the check digit.

We have set up our default check digit calculation to follow the standard used by
most banks. Since some banks use different formulas, Mekorma allows you to
adjust the way the check digit is calculated.

1. Select Microsoft Dynamics GP < Tools « Setup = Purchasing (or Payroll)
& Mekorma MICR Purchasing (or US Payroll) = Mekorma MICR Setup
and then select Extras ® Check Digit Calculation Options:

=4 Mekorma MICR Setup (Payables) o = ==
File Edit Tools [IEil Help sa Fabrikam, Inc. 4/12/2017
H 5av | & Clea MICR Line Special Setup "

Check Digit Calculation Options
Checkbook 1D b

Online Suppurt equest
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2. You see the Check Digit Calculation Setup dialog box:

=4 Check Digit Calculation Setup
File Edit Tools Help

Checkbook 1D

Mumber of Digits in Check Mumber
Example Check Mumber

Modulus Mumber [normallp 7 or 9)

F=%EcR(*>3

sa Fabrikam, Inc. 4/12/2017

UFTOWwMN TRUST

Version 10.0

wieighting

wéeighted Digits

Sum of “Weighted Digits
Modulus Remainder
Calculation Method

Check Digit

Moduluz Mumber less Modulus Remainder g

Frinted figld with Check Digit

V| 'wheighted

1111111111

(24104 [5* 1+ 71 4571 J+{0*1+[F71)

2+40+7+0+0+9 = 28

1

Divide/Subtract/R emainder [D5R] -

S| Zems Allowed in Result
g
25750978

Drefault | [ ak l | Cancel

The following table explains the fields used to calculate the check digit:

Field

Description

Checkbook ID

Defaults in from the Mekorma MICR Check Setup screen. Different
formulas can be set for each checkbook to meet individual bank
requirements.

Number of Digits
in Check Number

Defaults in from the MICR Check Setup screen. It is the number of
placeholders (X’s) that you have keyed in on the MICR line. If this
is not the correct number of digits in your check number, then you
should close this screen, change the X’s in your setup and open this
screen again.

Example Check
Number

Usually when the bank gives you a specification, it will give you
sample check numbers to show you how the calculation works. You
can use this field to type in an example from your bank. Then you
can compare the results in the Check Digit field to confirm that you
have set up the formula properly.

Modulus Number

This is a number specified by your bank to divide the check
number by to get a “mod”. A modulus operation is as follows:
divide one number by another and calculate a remainder. The
remainder is your answer. For example, 15 mod 7 equals 1. In the
banking industry, this number is usually a7 or a 9.

Weighted

This checkbox lets you specify whether the calculation should
simply divide the check number by the modulus number or
whether it should sum the digits together first and then divide that
sum by the Modulus Number. Most banks use weighted check
digits.
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Field

Description

Weighting

This field will be shown if the Weighted field is checked. The
weighting code allows each digit of the check number to be
multiplied by a particular value before being summed.

For example, the check number 123 weighted by the weighting
value 121 would product a calculation (1*1) + (2*2) + (3*1) which
would then be divided by the Modulus Number. Most banks use a
weighting of 111111 which gives equal value to each of the digits
and is the same as simply summing the digits together.

Weighted Digits

If the Weighting field is checked, this field will show you the
formula it is going to use to weight and sum the digits. This field is
for informational purposes.

Sum of Weighted
Digits

If the Weighting field is checked, this field will show you the next
step in the summation process and the result of summing the
weighted digits. This field is for informational purposes.

Modulus
Remainder

If Weighting is not used, this field will equal the remainder of the
Check Number divided by the Modulus Number. If Weighting is
used, this field will equal the remainder of the Sum of Weighted
Digits divided by the Modulus Number. This field is for
informational purposes.

Calculation
Method

This field may be one of the following two values. Your bank
should specify whether it uses the DSR or the DR method of
calculation. Divide/Subtract/Remainder (DSR): With this method
the Modulus Remainder is subtracted from the Modulus Number
to calculate the Check Digit. Divide/Remainder (DR): With this
method the Modulus Remainder is used as the Check Digit.

Modulus Number
Less Modulus
Remainder

If you are using the DSR calculation method, this informational
field will show you the next step in the process: Modulus Number
— Modulus Remainder.

Zeros Allowed in
Result

Some banks specifications do not allow 0’s in the result. In this case,
if the result of the last calculation is equal to 0, the Modulus
Number will be used as the Check Digit.

Check Digit Finally, the system shows you what it has calculated as the check
digit for your example check number. You can try different
examples to see if they all come out the way that you expect.

Printed field with | This informational field shows you your check number followed by

Check Digit the Check Digit so you see how it would look when printed.

Set Default This option resets the screen back to the original defaults that ship

with the Mekorma MICR product. The defaults are shown in the
screen shot preceding this chart.
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Modifying Mekorma MICR

This section provides information on the following topics:

>

>

>

>

Application Extensibility and Customization, following

Suppress Warnings for Mekorma MICR in One or More Companies

Restricting Access to Mekorma MICR Setup Windows

Removing Security to Alternate Windows

Disabling MICR Dictionary for Current Session

Launching Microsoft Dynamics GP Without Mekorma MICR

Using the Uninstall Wizard

Application Extensibility and Customization

If you would like to modify or customize Mekorma MICR, the following options
are available to you:

% You can configure dialog boxes using the standard Dynamics GP modifier
tool (for more information, please see the ModifierQuickStart.pdf tile located in
the Documentation folder of your GP directory).

X/
°e

You can configure your check output format using the Mekorma MICR

Configurator tool (for more information, see the Mekorma MICR Configuring
Check Layouts.pdf file located in the Mekorma MICR folder of your GP
directory).

% You can contact Mekorma and submit a customization request.

Suppress Warnings for Mekorma MICR in One or More
Companies

If Mekorma MICR is installed and registered, the default assumption is that
Mekorma MICR will be used for all check printing. Mekorma MICR can be
deactivated, on a per company basis, by removing the security to alternate
Mekorma MICR Print Checks windows.
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% IMPORTANT

If you do not want to use Mekorma MICR Miscellaneous check
functionality, you must suppress the Payables warnings in the
applicable company or companies.

If security is not set (or deactivated) to the Mekorma MICR Alternate Check
printing windows, a warning will appear informing the user that Mekorma
MICR is installed but that security is not set to the alternate windows. This
message will appear each time any of the check printing windows is opened.

If you are purposely not using Mekorma MICR in one or more of your
companies, you can suppress this warning.

To suppress the warnings:

1. Click the Help ¢ icon and select About Microsoft Dynamics GP
Additional = Mekorma MICR < Register.

2. On the Mekorma MICR Registration screen, select Options ® Suppress
Warnings. You see the Mekorma MICR Suppress Warnings dialog box:

;g Mekerma MICR Suppress Warnings EI@
File Edit Tools Help sa Test Company 9/21/2009

v 0K

Cormpany FPayables Payrall
Fabrikar, In. |:| [ -
Test Campany ] =

m

3. For each company for which you would like to suppress the warning,
check the Payables and/or the Payroll checkbox(s).

Restricting Access to Mekorma MICR Setup Windows

You can restrict access to the MICR setup windows by removing the applicable
Mekorma MICR security tasks assigned to the user(s). To do so, security must be
activated for the company.
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1. Select Microsoft Dynamics GP & Tools ® Setup ® Company ® Company
to open the Company Setup dialog box:

24/ Company Setup [F=1 [{cl 5

File Edit Tools Additional Help sa Fabrikam, Inc. 4/12/2017
Company Name Fabrikam. Inc. Caompany D w0
Address 1D eyl 7 User Defined 1
Name Fabrikam, Inc. User Defined 2
Cantact Taplor Steveart-Cray Taw Exempt 1
Address 4277 wWest Dak Parkway Tax Exempt 2

Tax Registration

Sales Tax Scheduls COMPANYSALES [»]
City Chicago Purchases Tax Scheduls COMPANYPUR [w]
State IL
ZIP Code BOB01-4277
Courly
Country Cods () | Account Security
Country United States
Phone 1 [3121436-2671 Ext. 0000
Phone 2 [000] 000-0000 Ext. 0000
Phone 3 [000) 000-0000 Ext. 0000
Fax [312] 436-2896 Ext. 0000

DOptions ][ Internet User Defined ][ Address ]

5@

2. Check the Security option and click OK. Select Microsoft Dynamics GP &
Tools = Setup = System # Security Roles. You see the Security Role Setup
screen:

-

|;_i] Security Role Setup =N EoR (5

File Edit Tools Help sa Fabrikam, Inc, 4/12/2017
IH Save & Clear | ¥ Delete Copy 5
Role 1D: il

Role Mame:

Fole Description:

Dizplay: - Mark &l ] [ Unrmark Al
Security Task [D Mame
44 > b 2 @
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3. On the Security Role Setup dialog box, select the Role ID you want to remove
the Mekorma MICR Security Task from:

P

Role Hame:

Raole Description:

Drizplay: Al

|+ 4/ Security Role Setup (==
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017

I Save & Clar | X Delete Copy =
Role ID: &P CLERKH £3

Account Payables Clerk
T asksz include proceszing wvendor ifvoices, paving billz, reconciling bar

=

- Mk A ][ Unmark &1

Security Task IDT

[ ] LIST SALES_001*
[ | MEKORMA MICR ADMIN

[T BAFKIRBAA BATCR REGISTR

[] MEKORMA MICR BATCH R...
[ | MEKORMA MICR EZADDS ...
] MEKORMA MICR PM BLNE...
MEKORMA MICR PM CHK ...
[ ] MEKORMA MICR POWER U...

Mame

All Sales Transactions list

Mekorma MICR Admin Tasks

Mekorma MICR Batch Recovery

Mekorma MICR easyAdds Setup m
Mekorma MICR Payables Blank Checks Printing
Mekorma MICR Payables Checks Setup Task

Mekorma MICR Power User Tasks
kAelnrrna MICR Renictratinn Taclk

4|

] [ F

4 4 F M

4. Select the Security Task ID and uncheck the box to the left of the task ID.

5. Click Save. Repeat Steps 2 and 3 each Security Role ID you wish to restrict

access to.

Removing Security to Alternate Windows

If you turn off security to Mekorma MICR alternate Print Checks windows, the
regular Microsoft Dynamics GP Checks window will appear.

To remove security:

1. Select Microsoft Dynamics GP @ Tools = Setup & System < Alternate/
Modified Forms and Reports.
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2. You see the Alternate/Modified Formats and Reports dialog box:

= 4 Alternate/Modified Forms and Reports =[]
File Edit Toeols View Help | sa Fabrikamn, Inc. 4,/12/2017
[H Save | A Clear | ¥ Delete | Copy | §
ID: | 2
Description: |
Product: All Products -
Type: -

Alternate/Modified Forms and Feports List:

44 b M Iy @

3. Select an Alternate/Modified Forms and Reports ID. Select “Mekorma MICR”
for the Product field and “Windows” for the Type.

- E=NFoR|Ex=
File Edit Tecls View Help | sa Fabrikamn, Inc, 4,/12/2017
H Save | A Clear | X Delete | Copy | 5

ID: DEFALLTUSER Iy
Deszcription: Default User |
Praduct; M ekorma MICH -

Type:
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4. Expand the Payroll and Purchasing modules until the radio buttons for
Mekorma MICR and Microsoft Dynamics GP are displayed.

_E Print Payroll Checks i
@[] Mekorma MICR

5.5 Purchasing
= Print Payables Checks
@[] Mekorma MICR

m

-E Print Payables Transaction Check
@[] Mekorma MICR

5. Select the Microsoft Dynamics GP options to disable Mekorma MICR
functionality.

6. To disable functionality for Mekorma MICR Miscellaneous Checks, you must
suppress the Mekorma MICR warnings in Payables. See you're the Suppress
Warnings section for information on suppressing warnings.

Disabling MICR Dictionary for Current Session

To disable the MICR dictionary for the current session, select Microsoft
Dynamics GP < Tools @ Customize = Customization Status. You see the
Customization Status screen:

- 4 Customization Status = [ =[]
S Print

Product Statuz

Micrazaft Dynamics GP Enabled

FieldService Enabled

Interfund b anagement Enabled 3
Safe Pay Enabled

SrnartList Enabled

Cash Flow b anagement Enabled

Excel-B azed Budgeting Enabled -

To disable the MICR dictionary:

1. Select “Mekorma MICR” in the Product list.
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2. Click the Disable button to change the status of Mekorma MICR from
“Enabled” to “Disabled”.

This option goes beyond just removing security because it disables triggers too,
but only lasts for the current Microsoft Dynamics GP session. The status returns
to enabled when you close Microsoft Dynamics GP and then launched it again.

Launching Microsoft Dynamics GP Without Mekorma
MICR

With this option you remove Mekorma MICR from the .set file. This prevents the
dictionary from being loaded but still leaves the program intact.

1. Close Microsoft Dynamics GP. Make a copy of your current Dynamics.set file
in case you need to refer back to it.

2. Open the Microsoft Dynamics GP root directory. Right-click on the
Dynamics.set and select Edit.

mj Dynamics.set - Notepad El@

File Edit Format WView Help

G »
Microsoft Dynamics GP
9449
Fieldservice
1042
Interfund Management
1235
safe Pay
1493
sSmartList
1632
Cash Flow Management

3. You see a one or two digit number in the upper left corner of the
Dynamics.set file. This is the number of dictionaries listed in the file. Since
you will be removing references to micr.dic, lower this number by one (for
example, if the number is “6” change it to “5”.)

4. Scan the list of product numbers and product names until you find “2404”
and “Mekorma MICR”. Delete both lines.
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5. Scan the list of dictionary locations and delete the three lines that end in:
..MICR.DIC
..MICRFRM.DIC
..MICRRPT.DIC

6. Save the Dynamics.set file and launch Microsoft Dynamics GP.

Using the Uninstall Wizard

The uninstall wizard will uninstall all of the files (except for the format library
tiles) that were installed during the Mekorma MICR installation wizard (for
Version 10.00.031 and higher).

To remove tables and all other MICR-related files, please see the Mekorma MICR
Uninstall Guide.pdf located in the Mekorma MICR folder of your Dynamics GP
directory.

% IMPORTANT

Please note that if you uninstall Mekorma MICR using the uninstall
wizard, all of the user documentation is removed, including the
Mekorma MICR Uninstall.pdf and this user guide.

We recommend making a copy of all the PDFs in the Mekorma MICR
folder of your GP directory prior to uninstalling, or printing the
Mekorma MICR Uninstall Guide.pdf so that the necessary instructions
are available to you.

To run the uninstall wizard:

1. Select Start = Programs * Mekorma MICR 10.0 ® Uninstall Mekorma
MICR or open your control panel and select Add or Remove Programs,
locate “Mekorma MICR 10.0” under the Currently Installed Programs
column.
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2. Click Remove to launch the uninstaller. You see the Ready to Uninstall dialog
box:

Mekorma MICR 10.0 for GP10 - InstallAware Wizard =] = | ==
Ready to Uninstall < .-

Warning! You are about to remove Mekorma MICR 10.0 for GP10

Please Mote: During the uninstall process the Mekorma MICR. Configurator Library
files and Mekorma MICR product dictionaries are not uninstalled. You must
manually delete these files. Please see the "Mekorma MICR Uninstall Guide.pdf*
for complete details. We recommend that you print the Uninstall Guide before
proceeding.

Click Next to continue to uninstall Mekorma MICR 10.0 for GP10 or Cancel to exit.

| Hewt | [ Cancel ]

3. Click Next to continue. You see a progress screen as the program removes the
Mekorma MICR installed files. If the files are successfully removed, you see
the following dialog box:

Mekorma MICR 10.0 for GP10 - InstallAware Wizard = = | &=

Mekorma MICR 10.0 for GP10 has been successfully
uninstalled.

Click the Finish button to exit.

4. C(Click Finish to close the screen.
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Submitting an Online Support
Request

To better assist our clients in using our product, Mekorma offers an Online
Support Request feature that allows users to quickly and easily send an online
support request via e-mail from within Dynamics GP.

The Online Support Request option is available from the Extras menu on most
Mekorma MICR screens. To submit a request, complete the following steps:

1. From the applicable Mekorma MICR screen, such as the Mekorma MICR
Setup (Payables) screen, select Extras ® Online Support Request:

s

= 4 Mekorma MICR Setup (Payables) =] = |[Ea]
File Edit  Tools JEEE Help sa Fabrikam, Inc. 4/12/2017
EH save | A& Clea MICR Line Special Setup "

Check Digit Calculation Options

Online Support Request
HICF Line Setup

A A
53 b7 b6 65 54 53 52 51 50 49 45 47 46 46 44 43 42 41 40 39 38 37 36 35 34 33

Checkbook ID

2. You see the Mekorma MICR Support Request form. Enter a description of
the issue on the Description tab:

I;—i] Mekorma MICR Support Request El@
File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
Redisplay |4 Emal Online Support ‘website

User ID @ To Support Email | supporti@mekorma.com
Ce...

Description ] System\nfo] Attachmants]

Enter description of your suppart request

[m] »

< [m] b
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I;—;] Mekorma MICR Suppoert Request
File Edit Tools Help

Fedisplay | &4 Email

[F=3 EoB |5

sa Fabrikam, Inc. 4/12/2017
Orline Support Website

ODBC 03.52.0000 05.00.4035

< [m

User ID 33 To Support Email | support@mekoma, com
Cc..
Desciiption | System Info ] Attachments]
E nwironiment Mekaorma Infarmation Dynamics. set
Dpnamics GP Account Framewwork,
e FeTTINg
Environment Information =
<LL Bm
Dynamics Configuration Small Business Financial
Version 10.00 1368
Syster Database DYNRMICS
Company Database O
Database Name SQL Server (MSDE)
Server IO Dynamics GPL0
Session IL 3
Datakbase Size 448MB
S5QL Version Microsoft SQI Server 2005 - 9.00_4035.00 (Intel X86)
SQL Collation Latinl-Genersl, case-insensitive, accent-sensitive, kanatype-i:

sitive, width-insensitive for Unicode Data, SQL Server Sort Ox
52 on Code Page 1252 for non-Unicode Data

+

e
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3. Click the System Info tab to specify which data type to send to support:

4. Check the box next to the applicable data type, such as Environment,

Dex.ini, Mekorma Information, and so on. The text box displays the

information being sent to Mekorma Support.

Click the Attachment tab to add any log files or attachments that might
assist the support department in resolving your question or issue:

I:Ti] Mekorma MICR Support Request
File Edit Tools Help

Redisplay & Email

User I ] To Support Erail | support@®mekaorma.com
Ces
Description Spstem Info Attachments ]
Attachment

(==

sa Fabrikam, Inc. 4/12/2017

Online Support ‘W ebsite
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6. To attach a file, click the lookup “4/icon next to the Attachment field. You
see the Select file to attach screen:

|_-;_i] Select file to attach [==3a]
@Q'| | « Microsoft Dynamics » GPSGP10 » ~ [ 44| [ search o
‘ Organize = ews = B Mew Folder

Folders w | Name Size Type =

. Internet Explorer - . Addlns File Folc

. lava . Background File Folc
. Lavasoft . Data File Folc|
| Learn2.com . Dacumentation File Fole|

, Microsoft. MET |:| . Graphic Images File Folc

| Microsoft Analysis Services — || Mekorma MICR File Fole
. Microsoft Device Emulator . Orientation Training File Folc—

. Microsoft Dexterity 2 5QL File Folc

. Microsoft Dynamics . Version10.0.836.0Backup File Folc

. GP | installerrors. bt 1KE Text Do

. GP10 VS Tools SDK | Mekorma_MICR.log 2KB Text Do
. GPSGP10 | ReoQbd 202KB Tedt Do 7

cnoanti & 4 | LLI] | k
File name:  Mekorma_MICRlog v [Log ("log;"bd) -
[ Cpen |V] ’ Cancel l

7. Navigate to the location of the file and click Open. The file location is
displayed in the Attachment field.

D escription [ Sustem Infa | Attachments]

Attachment C:4Program FileshMicrozoft Dynamics\GP$G P10V ekoma_MICH log [}

NOTE
The online support request form only accepts one file attachment per request.

8. Use the Cc: field to send a copy of the e-mail to yourself or to another
e-mail address. Click Redisplay to refresh the information on the screen.

B Email

9. When you are ready to submit the request, click the Email
button to launch your e-mail application and send the request to the
Mekorma Support department.
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NOTE

If the workstation submitting the online support request does not support MAPI,
error messages will occur. An attempt will be made to launch an e-mail client
through the operating system and place support@mekorma.com in the “Send To” field
of the e-mail. If this fails and you are unable to send an online support request, please
contact Mekorma support directly at 888-MEKORMA (635-6762) Option 3.

10. If the request is successfully sent, you see the following confirmation
message:

Microsoft Dynamics GP

e ) Online request has been sent to Mekorma Support. A support
'-0' representative will contact you as soon as they are able to.

11. Click OK to close the confirmation screen.

B TIP

If you are unable to use the Online Support Request form for any reason, you can
click the Online Support Website link in the upper left corner of the screen to go
to the Mekorma Website and submit a support request.
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Appendix A: Creating a Digital
Signature

To create a signature file, complete the following steps:

1. On astandard 8 %2 by 11 sheet of paper, draw a rectangle that represents the
size of an average signature (the following screen shots are not drawn to
scale):

[

|| =

— [ CE—

2. Print as many copies of the box as there are signers plus one. For example, if
there are six different people providing signatures, print seven copies of the
sheet. On the first sheet, write the word “SIGNATURE” inside the box:

LEHATURE
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3. Ask each signer to sign their name within the rectangle, one signature per
page:

Fordl ke

m
LT

4. Scan all of the images onto your computer (including the first one that just
said “SIGNATURE”") and crop around the signatures, using the same settings
each time. Save and name the image files.

5. When you are finished, you should have several .bmp files with the same
basic dimensions.

Adding the Signature Guideline to the Check Layout

After you create the digital image, you must add the Signature field to your
check stub layout (please see the Mekorma MICR Configuring Check Layouts.pdf for
more information on adding signatures).

We will add the first scanned image containing the word “SIGNATURE” as the
Signature 1 Logical Field. This example uses the Mekorma MICR Setup for
Payables.

1. Select Microsoft Dynamics GP @ Tools = Setup ® Purchasing = Mekorma
MICR Payables = Mekorma MICR Setup.

2. You see the Mekorma MICR Setup screen for Payables. Open the
Configurator layout tool by clicking on the Check Face field.
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3. Select the desired stub layout and scroll down to the check region:

Mekorma Configurator

[ Home || Layout || options || Display | Hep |

¥
— =L =i = e
I New i||.]5ave [ hsave andTest J cut [ ‘ ¥;add Snippet | #, Zoom In
~Open | b save As | [k copy | * Add Blements || ={ Zoom Out
I Exit <
| Recent Files v | £335ave Snippet x | " Paste X Delete Fields | Zoom 70%  [+]
I - Fie ) 1| Edit | Felds Zoom a4
(Name ‘ Type ] AP Check_middle_2 Std AP Stubs.sthx @ |
pIUESSOned e O REGIOT i 1 = 2 2 1
[ Stub 1 Stub Region
[} Chedk 1000.sth Check Region
[} Stub 1 Stub Region s | Hame == |
= e

o e e ot

Venoor Lneck Name

Property Value Ty
Stub File Path C:\Stublib E i [

®L23LEE" wOLZ3LSC789" OLZ3LSE 7O

xﬁ’m,ﬂl{. ,Jfgeqdﬁul{

e =

Vencor 1D o T U
Stub File Name AP Check_middle_2 Std AP Stubs.sthx A M— i Descmon ot Dt Fmc ot
Product PAYABLES
Page Width 8.50

~
Page Height 1100
Il

|Changes: 0| 1.76, 3.54|

4. Select the check region and click the Add Elements

¥ Add Elements

option. On

the Add Elements dialog box, expand the Logical Fields category:

@ Add Elements - PAYABLES
[Categcries and Fields

| Type | Product El

[+} General Information
- Commonly Used Labels
S I N

- EFT Mon-Megotiable Single Text Global

- EFT ¥OID Single Text Global

- Line 1 signature Line  Global

- Line 2 Signature Line  Global

- Continued Overflow Global

- Signature File 1 Picture Field Global

. Signature File 2 Ficture Figld  Global 1

o |

Label

i

Line

Box

Picture

X

Add Label [

Add Line [
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5. Select the Signature File 1 field and click Add Elements.

- Continued Overflow Global P
Signature File 1 Picture Field m _ Addlabel
.. Signature File 2 Picture Field  Global 1 Add Line |

- Detailed Addresses

[} GL Distribution AddBox |
(& Payment Add Picture |

- Vendor
[} Voucher

- easyAdd Vendor MNotes - Vendor Add Check Region |

[+}- easyAdd Print EFT Comments - Lo...
- easyAdd Purchase Order Security ... [@]
- easyAdd Project Series and POP Fi... L

- easyAdd Project Series and POP Fi...

[+} easyAdd UK Cheques - General Inf... m

Add Elements ¢

6. In the Open dialog box that displays, navigate to the location where you
saved the SIGNATURE bitmap file and click Open. The image is placed in the
upper left corner of the check region:

u Home | | Layout | | Options | | Display | | Help |

L + ) :

=0 HSave isbiSave and Test % Cut M) Undo ~-2Add Snippet || %, Zoom In

pEn H Save As E@Ccpy 2} add Elements '={ Zoom Out

1t Files ;"igSave Snippet b B "~ Paste X Delete Fields || Zoom | 70%
File I Edit I Fields I Zoom 4

| Type | | [ AP Check middle 25td AP Stubs.stbx [ |_

1assigned { No Region ( fope _.&;m.mﬂ B 1

ub 1 Stub Region —

veck 1000.sth Check Reaion

ub1 Stub Region

- [ L e L e

T ‘Wamdor Ohadk Mame

Irvaciios Musmises
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7. Resize and reposition the signature image as desired. You can drag-n-drop
the image to the desired location on the stub and use the options on the
Layout toolbar to size and position the image:

Mekorma Configurator
"\-\._-..-."'j Home Lm«Tl Options Display Help
I%Align Left '|_1‘Aligr| Top ESame Width || I 1 Equal Spacing —Z_Z_Equal Spacing ;;:g.ﬁ.dd Snippet
:”":Align Center H—:Align Middle | ﬁSame Height U_LInUease Spacing :—IIncrease Spadng [[Make Table || ¥ Add Elements
T:l.ﬁdign Right ||_lAIign Bottom Same Size ulDeaease Spacing :—#Decrease Spacing X Delete Fields
Align Size Horizontal Vertical Table Fields
R~ TIP

In the Configurator, you can place objects on top of other objects. For signatures,
the Signature Line field should be placed on top of the Signature image.

8. Save your changes and close the Configurator.

For complete instructions on using the Configurator, please see the Mekorma
MICR Configuring Check Layouts.pdf located in the Mekorma MICR folder of your
GP root directory.

You can use this image as a placeholder for your signatures. The actual signature
image printed is determined by the location and signature image entered in the
Mekorma Password and Signature Setup dialog box.

Once you have created a digital signature .bmp file, set up the Signature IDs, and
added the Signature Field to your check stub using the Configurator layout tool,
you can print signatures on your Mekorma MICR checks. A few things to keep in
mind when working with signature image files are:

> We recommend keeping the size of the image at or below 50KB.

» Animage should be saved at the same size it will print on the check and
in black and white.

> For the image to print, it must be present in the specified file location at
print time.

B TIP

See Configuring Signatures, Passwords and Thresholds for more information
about using Signatures with Mekorma MICR check printing.
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Appendix B: Mekorma Windows and
Reports

When assigning Mekorma MICR security tasks in Dynamics GP, you can select
from a variety of Mekorma Windows, Series, and Reports to define security
access for the selected user.

To access the Security Task Setup screen, select Microsoft Dynamics GP < Tools
& Setup = System & Security Tasks:

< 4] Security Task Setup [E=1|EoH =<7
File Edit Teools Help sa Fabrikamn, Inc. 4/12/2017

[ Save | Clear | ¥ Delete Copy g
Tazk ID | . Category -
Task Name

Tazk Description

Product: Microzoft Dynamice GP
Type:
Series:
Mark Al || Upmark Al
Aocess List:
| Frint Operation Access
4 4 » M L__, i@

From this screen, you can select the Task ID, Type (Windows or Reports) and
then applicable Series (Purchasing, Payroll or System) that you want to associate
with the security task.

NOTE

Please see the section on Mekorma MICR Security Tasks and Roles for information on
security roles and tasks for Mekorma MICR.
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The following sections list Mekorma MICR security tasks available and the
windows and reports each task grants access to, along with the menu path to the
window and a description of what the selected window or report does.

Windows

On the Security Task Setup screen, after selecting your Mekorma MICR security
Task ID you would enter the following information:

Task ID: Appropriate Mekorma MICR security task

Product: Mekorma MICR
Type: Windows

Then select a Series to display the available Windows. If a series is not listed for
a specific Mekorma MICR security task, then no Mekorma MICR windows are
assigned in that series. For example, the Mekorma MICR Batch Recove task ID
only has a window in the “Company” series, so the other series are not listed for
that security task ID.

Mekorma MICR Admin Task ID

Series: Purchasing and Payroll (same windows assigned to both series)

Task ID MEKORMA MICR ADMIN Q Category Spstem -
Task Name tekorma MICR Admin Tazks

Task Description Administrative tazks to zetup the application

Product: Mekorma MICR -

Type: Windows | v]

Series: Purchasing -

Mark Al || Unmark A1

Access List:

Operations :

Check Format Maintenance (Payables)
Mekorma MICR Setup (Payables)
|:| Print Blank Checks (Payables)
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Series: System

Task ID MEKORMA MICR ADMIM |Q| Category Sypztem -
Task Hame Mekorma MICR Admin Tazks
T ask Descrption Administrative tazks to setup the application

Product: Mekomma MICR -
Type: Windows -

Series: bem
Mark Al | Unmark Al

Access List:

Operations

Mekorma MICR Configurator Global Setup
Mekorma MICR Integration Setup
Mekorma MICR Registration

Mekorma MICR Suppress Warnings
Mekorma MICR Tahle Maintenance

Series: Company

Task ID MEKORM MICR ADMIN 3 Category  System -
Task Name tekorma MICH Admin Tasks

Task Description Administrative tasks to setup the application

Product: Mekarma MICR -
Type: Windowes -

Sefies: Company
Mark Al || Unmark A1

Access List:

- -~
Operations

Calculate MICR Line Coordinates

Logo Setup (Payables and US Payroll)
Mekorma MICR Batch Recovery

Mekorma MICR. Enhanced Security

Mekorma MICR Password and Signature Setup
Mekorma MICR Support Request
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Mekorma MICR Batch Recove Task ID
Series: Company

Task ID MEKORMA MICK BATCH RECOVE i.y Category Compary -
Tazk Hame tekoma MICR Batch Recovery

Tazk Description Bllows ability to recover batches

Product: tekarma MICR -
Type: Windows -

Series Company -

Mark &l || Unmark 41

Access Lish

Operations

|:| Calculate MICR Line Coordinates

[] Logo Setup (Payables and US Payroll)
Mekorma MICR Batch Recovery

[] Mekorma MICR. Enhanced Security

[ Mekorma MICR Password and Signature Setup
[] Mekorma MICR Support Request

Mekorma MICR EZAdds Setp Task ID
Series: System

Task ID MEKORMA MICR E2ADDS SETP iyl Category System -
Task Hame tekoma MICR easpddds: Setup
Task Description Allows access to easphdds setup

Product: tekorma MICR -
Type: Windows -

Senes;

Mark &1 || Unmark A1

Access List:

Operations

[ ] Mekorma MICR Configurator Global Setup
Mekorma MICR Integration Setup

[] Mekorma MICR Registration

[] Mekorma MICR Suppress Warnings

D Mekorma MICR Table Maintenance
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Series: Purchasing

Version 10.0

Taszk ID MEK.ORMA MICR PM BLME CHE .4 Category Purchaszing -
Tazk Hame Mekorma MICR Pavables Blark Checks Printing Task

T ask Description Allows ability ta print papables blank, checks

Product: tekoma MICH -

Type: Windows -

Series: Purchazing -

Mark Al || Upmark A1

#coess List:

Operations :

|:| Check Format Maintenance (Payables)

|:| Mekorma MICR Setup (Payables)

Print Blank Checks (Payables)

Mekorma MICR PM Chk SetpTask ID
Series: Purchasing

Tazk ID MEFKORMa MICH P CHE SETF i) Category Purchazing -
Taszk Name b ekorma MICK Papables Checks Setup Tazk

Task Description Allowez ability to print papables checks setup

Product: tekorma MICH -

Type: Windows -

Series: Purchazing -

Mark Al | Upmark A1

Access List:

Operations .

Check Format Maintenance (Payables)
Mekorma MICR Setup (Payables)
|:| Print Blank Checks (Payables)
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Mekorma MICR Power User Task ID

Series: Purchasing and Payroll (same windows assigned to both series)

Task ID MEKORMA MICR POWER USER 4 Category  System v
Taszk Hame Mekomna MICR Power User Tasks
T ask Description All tasks

Product: tekarma MICH -

Tope: Windows -

Senies: Furchasing -

Mark &l || Unmark Al

Access List

Operations

Check Format Maintenance (Payables)
Mekorma MICR Setup (Payables)

Print Blank Checks (Payables)

Series: Company

Task ID MEKORM& MICR POWER USER 3 Category  System
Tazk Mame tekoma MICH Power Uzer Tasks

Task Description Al tasks

Product: Mekormna MICR -
Type: Windows -

Senes: Company -

Mark Al || Unmark A1

Arcess List:

R o~
Operations

Calculate MICR Line Coordinates
Lego Setup (Payables and US Payroll)
Mekorma MICR Batch Recovery
Mekorma MICR Enhanced Security
ekorma assword and Signature Setu
[w] Mek MICR. P d and Sig Setup
ekorma upport Request
Mek MICR Support Req
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Series: Company

Taszk ID MEKORMA MICR POWER USER i  Category Sypstem -
Task Name Mekormsa MICR Power User Tasks

Task Description All tasks

Product: tekorma MICR -
Tupe: Windows -

Series:
Mark Al ][ Upmark Al

Access List:

Operations

Mekorma MICR Configurator Global Setup
Mekorma MICR Integration Setup
Mekorma MICR Registration

Mekorma MICR. Suppress Warnings
Mekorma MICR Table Maintenance

Mekorma MICR Registration Task ID
Series: System

Task ID MEKORMA MICR REGISTRATION .l Category System -
Task Hame M ekorma MICR Registration Task
T azk Description Allows access o the registration window

Product: tekaormna MICR -
Tupe: Windows -

Series: Suzhemn -
Mark Al || Unmark 21

Access List

Operations

[] Mekorma MICR Configurator Global Setup
[] Mekorma MICR Integration Setup
Mekorma MICR Registration

[] Mekorma MICR Suppress Warnings

|:| Mekorma MICR Table Maintenance
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Mekorma MICR Setup Task ID

Series: Purchasing and Payroll (same windows assigned to both series)

Task ID MERORMA MICE SETUP il Category System -
Task Name tekorma MICR Setup Tasks
Task Description Allows access to all setup windows
Product: Mekorma MICH -
Type: Windows -
Series: Purchaszing -
Mark &l || Unmark Al
Access List:
Operations .
Check Format Maintenance (Payables)
Mekorma MICR Setup (Payables)
D Print Blank Checks (Payables)
Series: System
Taszk ID MEKORMA MICR SETUP Q Category Spstem -
Task Name Mekorma MICR Setup Tasks
Task Description Allows access to Al setup windows
Product: b ekarma MICH -
Type: Windowes -
Senies -
Mark Al || Unmark 4l
Access List
Operations -

Mekorma MICR Configurator Global Setup
Mekorma MICR. Integration Setup

[] Mekorma MICR Registration

[] Mekorma MICR. Suppress Warnings

|:| Mekorma MICR Table Maintenance
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Task ID MEK.ORMA MICR SETUP Q Category
Task Name Mekomna MICR Setup Tasks
T ask Description Allows access to all setup windows

Praduct: tekoma MICR -
Type: Windows -

Seriex Compary

Access List

Version 10.0

Syztem -

Mark Al [ Unmark Al

Operations

Calculate MICR. Line Coordinates

Logo Setup (Payables and US Payroll)

[] Mekorma MICR Batch Recovery

Mekorma MICR Enhanced Security

Mekorma MICR Password and Signature Setup
[] Mekorma MICR Support Request

Mekorma MICR Sig Setp Task ID

Series: Company

Task ID MEKORMA MICH SIG SETP Q Category
Tazk Hame tekorma MICH Signature Setup Taszk

Task Description Allows access o sighature setup

Praduct: Mekoma MICH -
Type: Windows -

Sefies: Company -

Access List:

Company -

Mark Al || Unmark 4

Operations

|:| Calculate MICR Line Coordinates

[] Loge Setup (Payables and US Payroll)

[] Mekorma MICR Batch Recovery

] Mekorma MICR Enhanced Security

Mekorma MICR Password and Signature Setup
[ ] Mekorma MICR Support Request
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Mekorma MICR Support Reqs Task ID
Series: Company

Task ID MEKORMA MICR SUPPORT REQIS i Category Carnpatiy -
Taszk Hame Mekama MICE Support Request
Task Description Allowes ability to submit support request

Praduct: Mekarma MICR -
Type: Windows -

Series: Company -
Mark Al || Unmark &1

Accezs Lisk

Operations

|:| Calculate MICR Line Coordinates

[] Lego Setup (Payables and US Payroll)

[] Mekorma MICR Batch Recovery

[] Mekorma MICR Enhanced Security

[] Mekorma MICR Password and Signature Setup
Mekorma MICR Support Request

Mekorma MICR UPR Blnk Chk Task ID
Series: Payroll

Task ID MEKORMA MICH UPR BLNE CHE .4 Category Fayrall -
Task Mame tekorma MICR Payroll Blank Checks Printing Task
Task Description Allovg ability bo print pagroll blank, checks

Product: tekorma MICR -
Type: Windows -

Sefies: Payrall -

Access List:

Mark &1 || Unmark Al

Operations

D Check Format Maintenance (US Payroll}
|:| Mekorma MICR Setup (US Payrall)
Print Blank Checks (U5 Payroll}
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Mekorma MICR UPR Chk Setp Task ID

Series: Payroll

Task ID MEKORMA MICR UPR CHE SETP i Category Paprall -
Task HName tekoma MICR Payroll Checks Setup Task
Task Descrption Allowes ahility to print payrall checks setup

Product: Mekoma MICR
Type: Windows

-
Senes: Fayrall -

Access List:

Mark &l || Upmark Al

Operations

Check Format Maintenance (US Payroll)
Mekorma MICR Setup (US Payroll)

D Print Blank Checks (US Payrell)

Mekorma MICR Windows

The following section contains the name of the window, the menu path, and a
description of the functionality of the window.

Window:  Check Format Maintenance (Payables)

Menu Path: Microsoft Dynamics GP < Tools ® Setup = Purchasing <
Mekorma MICR Payables = Check Format.

Description: This window is used for the Numeric method only and allows you
to adjust each field on the stub using the Horizontal and Vertical axis, based on
Pixel count, Inches or Centimeters. You can also change the font, size and hide or
show the fields.

Window:  Mekorma MICR Setup (Payables)

Menu Path: Microsoft Dynamics GP ¢ Tools & Setup & Purchasing <
Mekorma MICR Payables < Mekorma MICR Setup.

Description: Use this window to set up Mekorma MICR Checkbooks for
Payables.
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Window:  Print Blank Checks (Payables)

Menu Path: Microsoft Dynamics GP < Tools ® Setup < Purchasing <
Mekorma MICR Payables < Print Blank Checks.

Description: This window allows users to print blank checks. Blank checks are
not posted to the General Ledger when they are printed. To record blank checks,
you must enter them as manual payments.

Window: = Mekorma MICR Configurator Global Setup

Menu Path: Microsoft Dynamics GP < Tools @ Setup = Purchasing or
Payroll = Mekorma MICR Payables or US Payroll = Configurator Global
Setup.

Description: This screen displays company check format setup information for
all your companies. Use this screen to set up the Configurator Stub Library
global default path or enter specific paths for each company.

NOTE
You must be logged in as an administrator-level user to make changes to this screen.
Window:  Mekorma MICR Integration Setup

Menu Path: Microsoft Dynamics GP < Tools & Setup © Purchasing or
Payroll = Mekorma MICR Payables or US Payroll. Select a checkbook and click
the Integrate option.

Description: This window allows users to integrate with Mekorma easyAdds
and custom projects.

Window:  Mekorma MICR Registration

Menu Path: From the About Microsoft Dynamics GP screen, select Additional
@ About Mekorma MICR and click the Product Registration link.

Description: Use this window to enter Mekorma MICR registration keys for
Payables, Payroll, or Canadian Payroll.
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Window:  Mekorma MICR Suppress Warnings

Menu Path: Click the Product Registration link on the About Mekorma MICR
dialog box to display the Mekorma MICR Registration screen and then select
Options = Suppress Warnings.

Description: Use this window to suppress Mekorma MICR warning messages
when printing Dynamics GP checks with Mekorma MICR installed.

Window: Mekorma MICR Table Maintenance

Menu Path: Microsoft Dynamics GP = Maintenance = Mekorma MICR &
File Maintenance.

Description: Use this window to run or check the status of table upgrades.
Window:  Calculate MICR Line Coordinates

Menu Path: Microsoft Dynamics GP & Tools = Setup © Purchasing or
Payroll = Mekorma MICR Payables or US Payroll = Mekorma MICR Setup.
On the Mekorma MICR Setup screen, select a checkbook and then choose Extras
@ Check Digit Calculation Options from the menu.

Description: Use this window for check digit calculation. A “Check digit” is a
digit that is calculated based on a series of other numerals.

Window:  Logo Setup (Payables and US Payroll)

Menu Path: Microsoft Dynamics GP < Tools = Setup © Purchasing or
Payroll = Mekorma MICR Payables or US Payroll < Logo ID.

Description: This window is for the Numeric method only and is used to set up
the logo to be printed on the Numeric checks.

Window:  Mekorma MICR Batch Recovery

Menu Path: Microsoft Dynamics GP @ Tools @ Setup @ Purchasing <
Mekorma MICR Payables = Check Batch Recovery.

Description: Use this window to reprint your checks using Mekorma MICR
instead of Dynamics GP if your check batch is interrupted during printing.
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Window: = Mekorma MICR Enhanced Security

Menu Path: Microsoft Dynamics GP < Tools ® Setup < Purchasing or
Payroll = Mekorma MICR Payables or US Payroll = Enhanced Security.

Description: Use this window to add options to the basic password and
signature configuration.

Window:  Mekorma MICR Password and Signature Setup

Menu Path: Microsoft Dynamics GP < Tools = Setup ® Purchasing or
Payroll = Mekorma MICR Payables or US Payroll = Signature ID.

Description: Use this window to configure your signature logic using check
amount thresholds, the location of signature bitmap files, signature lines, and
passwords.

Window:  Mekorma MICR Support Request

Menu Path: From most of the Mekorma MICR windows, select Extras &
Online Support Request.

Description: Use this window to quickly and easily send an online support
request via e-mail from within Dynamics GP.

Window: Check Format Maintenance (US Payroll)

Menu Path: Microsoft Dynamics GP < Tools = Setup < Payroll = Mekorma
MICR US Payroll = Check Format.

Description: This window is used for the Numeric method only and allows you
to adjust each field on the stub using the Horizontal and Vertical axis, based on
Pixel count, Inches or Centimeters. You can also change the font, size and hide or
show the fields.

Window:  Mekorma MICR Setup (US Payroll)

Menu Path: Microsoft Dynamics GP < Tools & Setup < Payroll = Mekorma
MICR US Payroll ® Mekorma MICR Setup.

Description: Use this window to set up Mekorma MICR Checkbooks for
Payroll.
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Window:  Print Blank Checks (US Payroll)

Menu Path: Microsoft Dynamics GP @ Tools = Setup @ Payroll = Mekorma
MICR US Payroll = Print Blank Checks.

Description: This window allows users to print blank checks. Blank checks are
not posted to the General Ledger when they are printed. To record blank checks,
you must enter them as manual payments.

Reports

On the Security Task Setup screen, after selecting your Mekorma MICR security
Task ID you would enter the following information:

Task ID: Appropriate Mekorma MICR security task

Product: Mekorma MICR
Type: Reports

Then select a Series to display the available Windows. You can assign any of the
reports to the security task ID by clicking the checkbox to the left of the report

name:
Taszsk ID MEKORMA MICH ADMIM Q Category System -
Task Name Mekorma MICH Admin Tagks
Task Description Adrministrative tazks to zetup the application

Product: tekarma MICR

Type: Reports
Series: Purchasing
Mark 4l || Lipmark 41
Access Lisk
Operations :

[ ]:ME Check Format Setup

E Check Format Setup by Centimeter
.‘ E Check Format Setup by Inch

[ ] ME Check Setup

[] ME Check Setup Configs

[] MICR Check Preview Report

Click Mark All to assign all the displayed reports to the Task ID, or Unmark All
to clear any checked reports.
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Mekorma MICR Reports

The following section contains the name of the report and a description of the
functionality of the report.

Purchasing Series

Report: ME Check Format Setup

Description: This report is for the Numeric method only and shows the fields
from the Check format set up using the pixel count.

Report: ME Check Format Setup by Centimeter

Description: This report is for the Numeric method only and shows the fields
from the Check format set up in centimeters.

Report: ME Check Format Setup by Inch

Description: This report is for the Numeric method only and shows the fields
from the Check format set up in inches.

Report: ME Check Setup

Description: This report is for the Numeric method only and shows the
configuration of the Mekorma MICR Setup (Payables) window.

Report: ME Check Setup Configs

Description This report is for the Configurator method only and shows the
configuration of the Mekorma MICR Setup (Payables) window.

Report: MICR Check Preview Report

Description: This report summarizes the total amount of each vendor in the
batch. You can print this report from the Print Mekorma MICR Payables Checks
screen.

Payroll Series

Report: ME Pay Check Format Setup

Description: This report is for the Numeric method only and shows the fields
from the Check format set up using the pixel count.

Report: ME Pay Check Format Setup by Centimeter
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Description: This report is for the Numeric method only and shows the fields
from the Check format set up in centimeters.

Report: ME Pay Check Format Setup by Inch

Description: This report is for the Numeric method only and shows the fields
from the Check format set up in inches.

Report: ME Pay Check Setup

Description: This report is for the Numeric method only and shows the
configuration of the Mekorma MICR Setup (US Payroll) window.

Report: ME Pay Check Setup Configs

Description This report is for the Configurator method only and shows the
configuration of the Mekorma MICR Setup (US Payroll) window.

System Series

Report: Mekorma MICR Configurator Setup Report

Description: This report shows the configuration of the Mekorma MICR
Configurator Global Setup screen.

172



Mekorma MICR User Guide

Additional Resources

Thank you for making Mekorma MICR your choice in Dynamics GP check
printing software. In addition to this User Guide, we offer the following
resources to assist you in working with Mekorma MICR.

Documentation

R/

% The Mekorma MICR Configuring Check Layouts.pdf explains how to use the
Configurator layout tool to modify check formats and provides step-by-step
instructions for adding or deleting fields and other layout tasks.

X/
°

The Mekorma Check Format Library Reference.pdf is another source of valuable
information. The reference guide gives examples of the pre-configured checks
and stubs contained in the Mekorma Check Format Library provided with
Mekorma MICR.

% The Mekorma MICR Check Layout Guidelines.PDF is designed to assist you with
the placement and formatting of fields on your check by providing guidelines
based on industry standards.

% The Mekorma MICR Uninstall Guide contains the uninstall options for
Mekorma MICR, ranging from running a simple uninstall wizard to
completely removing all related files and dictionaries from your Microsoft
Dynamics GP folders.

Mekorma KnowledgeBase

Due to the extensiveness of our product, we offer an up-to-date KnowledgeBase
resource on our website. The KnowledgeBase contains answers to frequently
asked questions, troubleshooting tips and how-to information. Click here to
access the knowledgebase or visit our website at www.mekorma.com and select
Support = KnowledgeBase.

Technical Support

If you are unable to find the information you are looking for in this guide, you
can visit our website at www.mekorma.com and submit an online support
request, search our KnowledgeBase, or call our Technical Support department at
888-MEKORMA (635-6762), Extension 3. Mekorma provides free technical
support as part of the Mekorma annual enhancement plan.
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