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Proprietary Information

The enclosed material is proprietary to Exponential Consulting. The information is presented
solely for the purpose of evaluating the material enclosed herein and may not be disclosed in any
manner to anyone other than Exponential’s Clients its employees, or its authorized
representatives.

Copyright

©2016 Exponential Consulting, LLC. All rights reserved. Complying with all applicable
copyright laws is the responsibility of the user. Without limiting the rights under copyright, no
part of this document may be reproduced, stored in or introduced into a retrieval system, or
transmitted in any form or by any means (electronic, mechanical, photocopying, recording, or
otherwise), or for any purpose, without the express written permission of Exponential
Consulting, LLC.

Trademarks

Microsoft, Excel, Management Reporter, MapPoint, Microsoft Dynamics, and Outlook are either
registered trademarks or trademarks of Microsoft Corporation or their affiliates in the United
States and/or other countries. The names of actual companies and products mentioned herein
may be trademarks or registered marks - in the United States and/or other countries - of their
respective owners. Unless otherwise noted, the example companies, organizations, products,
domain names, e-mail addresses, logos, people, places, and events depicted herein are fictitious.
No association with any real company, organization, product, domain name, e-mail address,
logo, person, place, or event is intended or should be inferred.

Warranty disclaimer

Exponential Consulting, LLC disclaims any warranty regarding the sample code, screens, or
suggested processes contained in this documentation, including the warranties of merchantability
and fitness for a particular purpose.

Limitation of liability

The content of this document is furnished for informational use only, is subject to change
without notice, and should not be construed as a commitment by Exponential Consulting, LLC.
Exponential Consulting, LLC assumes no responsibility or liability for any errors or inaccuracies
that may appear in this manual. Neither Exponential Consulting, LLC 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.
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Overview

Dynamics-GP EFT for Payables Management allows you to generate files which your bank
accepts as instructions to make payments on behalf of your organization. The process in
Dynamics-GP is similar to cutting a check.

Invoices are entered into Dynamics-GP payables management without regards to whether they
will be paid by Check or EFT. These batches are then posted. Once posted the invoices are
available to be selected for payment through the normal check selection process. During the
select check process you will create two select checks batches, one for Checks and one for
Vendors to be paid by EFT. The Vendor’s can optionally be notified by E-mail that a deposit is
being made to their bank account. Finally the after the EFT file has been built through
Dynamics-GP you will upload the file to the bank which will initiate the payment.

~
eEnter Invoices in Dynamics-GP
ePost Invoices
J
~
eSelect Checks
Process *Mail Checks
Checks )
~
eSelect EFTs for Payment
*Send File to Bank for Payment
Payments )
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Setting up a Vendor to receive EFT Payments

Configuring a Vendor or Individual to receive EFT Payments is a straight forward process that
involves one step if you want them to receive payments and two steps if you want them to
receive payments as well as an e-mail notification of the payment.

Entering Vendor Bank Account Information

To enter Bank Accounting information for a vendor open the Vendor Card
(Cards>>Purchasing>>Vendor) and pick the Vendor for whom you would like to add the bank
account information.

1) From the Vendor Card click on the Address Button

m Vendor Maintenance - TWO02 (sa) l = et G

| s P . i) et
=X W 5 « (| @]
Save Clear Delete Write Options File Print  Tools Help Add

Letters™ o w7 w7 T  Mote

Actions Options File Tools Help
Yendar D DL B ] Hold Status: Aiclive -
M ame Johnzon, David
Shart Mame | Johnson, David Class 1D USALSH Js.
Check Mame David Johnzon
Primary Address:
Address 1D P P
Contact Phone 1
Address 123 Main Street Phore 2
Phore 3
Fax
City Ailingtan !
State YWa Tax Skhedule JSALSSTCITY+6* p
ZIP Code 222001 i GROUND B
Country Code | US P
Contry i
Address [Ds: Wendor Account
Purchaze P P
Remit Ta P B Comment 1
Ship From P B Comment 2
1033
Options ” Address H Accounts ”

14 4 » P byVendor D -
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2) On the window below cIick.

m Vendor Address Maintenance - TWOO02 (sa) l = 8 I
- = 5 L
H9X g« (|l @7
Save Clear Delete File Print | Tools = Help Add
M hd ¥  MNote
Actions File Tools Help

“endor ID DLl D

MName Johnzon, David

Address 1D 4|F » pwﬁ

Cortact | Phaone 1 (000 000-0000° Ext. 0000

Address 123 Main Street Phone 2 (000 000-0000° Ext. 0000
Phone 3 (000) 000-0000° Ext. 0000
Fax [000) 000-0000° Ext. 0000

City Aglington

State Wa

ZIP Code 2220 Tax Scheduls USALSSTCITY+6 p

Country Cods us & Shipping Methad GROLUND P

Covintry Urnited States UPS Zone

4 4 ¢ M

3) The Vendor EFT Bank Maintenance Window will appear as shown below

Additional Information
Swift Address
Wendar Country Code
Delivery Country Code
Eank Country Code
Central Bank Code

Fegulatory Code 1
Fegulatony Code 2

Address

m Vendor EFT Bank Maintenance - TWOO02 (sa) =
~ U |
= i
File Print = Tools Help Add
- - T  MNote
Actions File Tools Help
Yendor D DLl
M ame Johnzon, David
Address 1D P
Bank Country/F egion Mone - Inactive Account Type Checking
Bank Mame File Transfer Method Mat Specified
Transit Routing Murnber Currency 1D
Bank Account Number Bank Code
Building Society Roll Mo Bank Branch Code
IBAN Bank Check Digit
Bark Eranch
GIRD Post Type Termination [ate 0400000
D ate Pre-note Sent 0/0/0000
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4) On the window perform the following.
a. Select United States from the Bank Country/Region Drop Down

Bank Country/Region United States
Bank Mame Fortugal _
Tranzit Routing Murber Elwlak Fepublic
pain
Bank Account Mumber Sweden Bank
Building Saciety Rall Ma Sweden Giro
BN Switzerland
IJrited Fingdom
Bank Branch Inited States

b. Enter the following information provided by the Vendor or individual
Bank Name
Transit Routing Number
Bank Account Number
Account Type
Termination Date (Optional)

B ank Country/Fegion United States Account Type Checking

B ank Mame

Tranzit Bouting Mumber

Bank Account Mumber

Temination Date 04040000 H
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The completed Vendor EFT Window should appear as shown below.
r m Vendor EFT Bank Maintenance - TWOO02 (sa) l — | |&J

0 - ]f! 9 j

Ok File Print = Toeols | Help Add

s ~ ¥  Mote
Actions File Tools Help
Yendor 1D DLl
MName Johnson, David
Addresz 1D P
Bank Country/Region United States * [ Inactive Account Type Checking -
Bank Mame BOA, File Transfer Method Mot Specified -
Tranzit Fouting Mumber 053174103 Currency 10 }&
Bank Account Mumber 123456759 Bank Code
Building Society Raoll Mo Bank Branch Code
[BAM Bank Check Digit
Bank Branch
GIRO Past Type Termination D ate 0/0,0000 H

D ate Pre-note Sent 00,0000
[ additional Infarmation
Swift Addrezs Addrezs
Yendor Country Code
Dreliverny Country Code
Bank Country Code
Central Eark Code

Fegulatory Code 1
Fegulatory Code 2

The vendor is now able to receive EFT Payments, provided your organization does not require
Pre-notes.

If Pre-notes are required, the Pre-note grace period will need to elapse after the pre-note file is
sent to the bank in order for the vendor to receive EFT Payments.
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Entering Vendor E-mail Information (Optional)

Completing this step is optional; however highly recommended. Correctly completing this step
is what allows Vendors to receive e-mails notifying them of payments that will be made to their
Bank Accounts.

To enter e-mail information for a vendor open the Vendor Card (Cards>>Purchasing>>Vendor)
and pick the Vendor for whom you would like to add the bank account information.

1) From the Vendor Card click on the internet information Icon 4

m Vendor Maintenance - TWO02 (sa)

i 4 f : i —
WX W 5 o W« il @7
Save Clear Delete  Write Options | All-in-Cne File Print @ Tools | Help Add
Letters™ hd View hd hd T  Mote
Actions Options File Tools Help

Wendor [D DL P [ [7] Hold Status: Active -
Marne ohinzon, Lavid
Shart Mame Johnzon, D avid Clazz 1D LS5 -b P
Check Mame David Johnson
Frimary Address:
Address 1D P p“__
Contact Phaone 1
Address 123 Main Street Phare 2

FPhare 3

Fax
City Avrlirgton
State Va Tax Schedule USAUSSTCITY 6 B
ZIF Code <22l Shipping Method GROUND J&)
Country Code | S B UPs Zone
Country nited States
Address |Ds: Wendaor Account
Purchase P J&
Bemit Ta F J& Comment 1
Ship Frarm F J& Comrment 2
1099

D ptions ][ Address ][ Accounts ][ E-mail

4 4 » #  byVendorlD -
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2) On the following window complete the To... Cc... and Bcec... fields as appropriate, then
save the information and return to the Vendor Card.

m Internet Information - TWQOO02 (sa) = | ] |5

= 1] k. *
Save Clear Delete File Print = Tools Help Add
M hd T Note

Actions File Tools Help

Select Information for:

Wendar [0
Addresz D

E-mail Addreszes

Internet Informatian

E-mail

Home Page
ETP Site
Imags
3) From the Vendor Card click on the e-mail button
m Vendor Maintenance - TWOO2 (sa) = Y
- P T = e
H2X WM 5 O e« i @7
Save Clear Delete  Write Options | All-in-One File Print  Tools Help Add
Letters™ g View ~ = ¥  MNote
Actions Options File Tools Help
Wendor 1D DL SO [ Hold Status: Active -
Mame Johnzon, David
Short MName | Johnson, David Clazz 1D U5a-U5-M =
Check Mame David Johtzon
Primary Address:
AddessD | P P-T |
Contact Phone 1
Address 123 Main Strest Phone 2 I
Phone 3 |
Fax
City Alingtan ]
State Va T s Scheduls UseUSSTOTY+E | O
ZIP Code 222m Shipping Method GROUND I p
Country Code | US p UPS Zone
Country United States
Address IDs: Yendor Account :
Purchase P p ||
Eemit To P p Comment 1 |
Ship From P P Comment 2 A
1039
Options ” Address ” Accounts ][ E-mail ]
4 4 » ¥ byVendorID -
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4) The following window will appear.

[ Vvendor E-mail Options - TWQO2 (sa) = is e
— S - —
OX 2 = il @3
LV = i L
0K Cancel = Options File Teols | Help Add Open
= = o >  Mote Mote
Actions Options File Tools Help
endor 1D oLl N arme Johnzon, David
Select Document Optiong
@ Send Documents az Attachments Embed Document in Mezzage Body
Attachment Optionz Email Address bazed an Do Type
Mutiple Attachments per E-mail Enable
Set b aximum Fils Size 0.00 | Megabytes 9 Disable
Send Forms as E-mail
Email
Enable Mezzage 1D Farmat Address
Purchase Order
Yendor Remittance PDF*

Select the appropriate Document Options, in most cases we recommend that clients send
remittances as Attachments (default) and do not mark Multiple Attachments per E-mail or Set a
Maximum File size.

In the Send Forms as E-mails you must Mark the Vendor Remittance Option, select the
remittance e-mail you would like to send, and select the Format you would like the attachment to
be sent as a Word Document, HTML, PDF, or XPS file. In general we recommend either HTML
or PDF.

Please note the Message ID is configured by Company and can be changed to accommodate each
organization’s specific needs.
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When the window appears as shown below the person processing Vendor Remittances will have
the option to e-mail remittances to the Vendor at the time of Processing EFT files.

] Vendor E-mail Options - TWOO02 (s3) i ]
N 3 — —
OX : Il @23
Ml = u k-

oK

Cancel = Options File Tools | Help Add Open

w7 Mote Mote
Actions Options File Tools Help
Wendaor [D DL M are Johnzon, David
Select Document Options
i@ Se:d Documents az Attachments (") Embed Docurment in Message Body
Email Addresz bazed on Doc Tepe

Attachment Dptions —

[T] Mutiple Attachments per E-mail ) Enahble

[ Set Maximum File Size 0.00 | Megabytes @ Disable effjse——

Send Formz as E-mail

Ermail
[ Enable Mezzage D Farmat Address
[ Purchase Order
Wendar Bemittance REMITTANCE D DS -
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Processing EFT Payments

1) Enter and Post Payables Transactions. You do not need to separate payables transactions
into EFT and Check Payments during the transaction entry process.
2) Go to Select Checks (Transactions>>Purchasing>>Select Checks

[ select Payables Checks - TWOOZ (sa) = [E] |G-
" Y ;3 @
= - (i &
Build Clear = Options File Print  Tools | Help Add
Batch hd he hd ¥  Mote
Actions Options File Tools Help

Batch D EFTT2 S T20 TS0 Pl Checkbook D

Batch Tatal $0.00 Currency 1D

Select: Wendor 1D -

@ Al ) From: p
To P
Restrictions:
Inzert >

One Check Per: Yendor -

Autornatically Apply Existing Unapplied: [ Take Non-GQualifying Discourts
Papments Credit Memos Returns [T] Pay Orly Minimur
@ Functional Currency Only () All Currencies Apply Date 412207 H
Remittance: Frint Checks
List Documents:; Al Dacurments - Print Presviously &pplied D ocuments Edit Chack Batch
Sort Documents by Date - Uze Diue Date Cutaff

Edit Check

On the window below enter your Batch ID (The Batch ID is user defined but we
recommend you use the following Convention EFT + Date + Initials of Person
Processing).

3) Once the Batch ID is entered the following window will appear. Click .
Microsoft Dynamics GP

Do you want to add this batch?

add | | Cancel
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4) The Payables Batch Window will appear as shown below, with the default payment

il

. . Save
method of Check selected. Mark the EFT option and click
] Payables Batch Entry - TWQO2 (sa) E=NREN )
) CE'E' =y 1] k. *
Save Clear Delete File Print | Tools | Help Add
- b *  Mote
Actions File Tools Help
Batch 1D EFT123120130. p D Origir: Computer Check
Comment
Payment Method: (") Check () Credit Card
Frequency: Single Use Posting D ate 41242Mm7 H
Check Date anzs2amy  H
Fiecuring Posting
[ravz ta [ncrement ;D
Z15% PO
Diomestic -

Lazt Date Posted

Times Posted

Control Actual
Tranzachonz
Batch Total $0.00 $0.00
zer D Approval Date
Approved Tranzactions
4 4 ¢ P

5) Clicking Save will return you to the Select Payables Checks Window. At this point you
can select EFT Payments with the criteria you would use for selecting checks.
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6) Once the Batch is ready to process (As shown below) click [ Fiocess )
[l select Payables Checks - TWOO2 (sa) = | B e

99 2 e (| @7

Addto Clear  Options File  Print = Teols Help Add

TN

Batch - ¥  Mote
Actions Options File Tools Help

Batch 1D EFTT2S TS0 P Checkhook 1D UPTOwM TRUST
Batch Total $15.00 Currency D ZA5%
Select: Wendaor 1D v

@ Al ) From: p

Tar P
Restrictions:

Inzert »»

Ore Check Per: Wendor -

Autamatically Apply Existing Unapplisd: 7] Take Non-Gualifying Discounts

Papments Credit Memos Returns 7] Pay Only Minimum
@ Functional Currency Only () All Currencies Apply Date anz2my E
List Documents: All Documents - Print Previously Applied Documents E dit Check Batch
Sort Documents by: D ate - Uze Due D ate Cutoff

Edit Check

7) The following window will appear. Confirm the date is correct and click S

[ Print Payables Checks - TWOO2 (sa) (ESREEE >
v . 5 -
i= v l |
S = = I @
Process Clear | Options File  Edit | Tools @ Help Add
h h List n v  Mote
Actions Options File Tools Help
Eatch 1D EFT1231201504 p Checkbook, D UPTOWMN TRUST
Batch Total $15.00 Currency D Z-US$
Check Mumber EFTO000000000071 GL Posting Date a2y E
Check D ate 0412207 /] i
Check Comment
Sort Checks By: Fayment Murnber Separate Remitance
Check Format: Stub on Top Frint: Alignment Form @ Checks
44 »F M
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8) The window shown below will appear.

ﬁ Process Payables Remittance - TWOO02 (sa)

= |

*
@
*

il @3

Options File Tocols | Help Add
Options File Tools Help

Batch ID EFT1231200190 p
Comrnent

Frocess:

@ {Remittance Alignment Form

() Remittance Farm

Destination
Print Document

() Post

Send Dacument in E-mail [Print if mail cannot be zent. ]

[ Process ] [ Process Later ]

9) Select Remittance Form and mark Send Document in E-mail (Print if mail cannot be
sent). We also recommend that you print the documents for your records.

10) The screen should appear as shown below, then click .

m Process Payables Remittance - TWOO02 (sa)

= | ) [

-—
B —
[p—
O —

il @3

Drestination
Frint Diocurment

Opticns File Tools | Help Add

i M h T  MNote
Options File Tools Help
Batch 1D EFT1231201300 p
Comrment
Process:

() Remittance Alignment Farm

@ Remittance Form ) Past

5 end Document in E-mail [Print if mail cannot be gent

Process ] [ Frocess Later
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11) When you click you will be prompted to print the remittances as well as an

exception/error report. We recommend that you always print both reports. At a minimum
print the exception report to the screen to confirm all e-mails were sent correctly.

The exception report should appear as shown below:

=4 Screen Qutput - PM Email Exception Report

File Edit Tools Find Help

&h Pint |I=] SendTo | 4] Modfy | 75% w | Completed 1 Page
System: 8/10/2012 5:02:10 EM Fabrikam, Inc. Page: 1
User Date: 4/1Z/2017 Send Remittance Exception Report User ID: sa

Payzbles Management

Vendor ID Payment Number Failure/Success Status

Document errors: 0

OLJT 00000000000000444 Document sent successfully.

Documents sent: 1

Below is an example of the e-mail that is sent. (Note: you can configure the message to
meet your organization’s needs)

To: 'david.johnson@expons. com'
Co
Subject: Remittance Enclosed

| Message aFabrikam, Inc,_EFTOO0000000001 . him (7 KE)
x|
Hello,

Attached is your remittance from our most recent check run. Please review the remittance for accuracy. If
you have any questions, please contact us.

Fabrikam Payables Dept

The attachment to the e-mail appears as shown below:

Fabrikam, Inc. Page: 1
4277 West Oak Parkway
Chicago IL 60601-4277

Vendor ID Vendor Mame Check Mame Payment Number Check Date Check Mumber

oLJ Johnzon, David Dawid Johnsan 000000000003004 44 41212017 EFTO00000000001

Our Voucher Number Your Voucher Number Date Amount Amount Faid Discount Writeoff Nat

00000000000000459 FUM EFT TEST 4122m7 $10.00 $10.00 30.00 50.00 $10.00
$10.00 $10.00 30.00 50.00 $10.00
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12) Once the e-mails have been sent and the remittances have been printed for people without
e-mail addresses you can post the batch as you would post a check batch.

I m Process Payables Remittance - TWOO02 (sa) . e s I-il_lﬂ_hj

Options File Tools | Help Add

hd - *  Mote
Options File Tools Help
Batch 1D EFT1231201900. p
Comment
Process:

(71 Remittance Alignment Farm (71 Remittance Farm

Destination

Print D ocurment Send Docurnent in E-mail [Frint if mail cannot be zent. ]

\‘”. Process ] [ Frocess Later

| =

Mark Post and then click .
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Generating the EFT File for the Bank

In order for the Bank to know who to pay you must upload a file from Dynamics-GP to your
Bank. Each Bank has a different system for uploading and approving uploaded transactions.
Contact your bank in order to determine their exact process.

1) Go to Transactions>>Purchasing>>Generate EFT File

I Generate EFT Files - TWOO2 (sa) - = B ¥

-‘""r"_;_: # s 1] "\__ __/"
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2) Confirm that the Purchasing Series is selected and select your Checkbook ID. The
window will populate with the Batches that have not yet been generated and transmitted

to the bank.
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3) Mark the Batch or Batches that you want to upload.
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Click % Generate EFT File .
The following window will appear.

Microsoft Dynamics GP

The Tranzaction File haz been generated with 1 tranzactions and

\!l') i in the following location: :C:U sers/D avid/Desktop/Fayment
UPTOWM TRUST 20170412-0007 .kt Rewview the file and transmit to

your financial institution to complete the transfer.

Note the location where the file was generated.

4) Follow the instructions provided by your bank for uploading and approving the file for
payment.

18457 Park Meadow Court ¢ Leesburg, Virginia 20175¢ 703-669-1029 ¢« www.expcns.com
Dynamics-GP is a registered trademark of Microsoft Corporation in the United States and/or other Countries. This document is for informational purposes only. All prices are subject to final
approval by Exponential Consulting, LLC. EXPONENTIAL CONSULTING, LLC MAKES NO WARRANTIES, EXPRESSED OR IMPLIED, IN THIS DOCUMENT.



