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Installation Overview

This section will discuss the prerequisites, list the files installed and go through the install process.

Prerequisite

The Employee E-Mail Suite consists of two modules that provide additional capabilities for an existing
Microsoft Dynamics GP installation: Employee E-Mail Suite and E-Mail W-2 Statements.

The prerequisites for the Employee E-Mail Suite:

e Microsoft Dynamics GP Payroll

Direct Deposit

e .NET Framework 3.5 or above

Adobe Acrobat Standard X, Xl or DC

E-Mail Sending Options

o Microsoft Outlook 2010 or 2013
Requires installing Integrity Email Addin and Visual Studio Tools for Office
o SMTP Server

Install Notes
Prior to installing validate the steps:

e Confirm all users are logged out of Microsoft Dynamics GP
e Complete all payroll runs and confirm no payroll runs are in process

e Make a backup of the company and Dynamics databases
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Server/Client

To install Employee E-Mail Suite downloaded the exe files from our website Once the files have been
downloaded, you can run them on the Server and/or Client Installations. The product will need to be installed
on all machines that process payroll.  If you will send with using Microsoft Outlook then download the
Outlook Setup.exe in addition to the Integrity GP 2013 Setup.exe

Microsoft Dynamics GP2013 Download — Scroll Down for GP2010 Download

E‘u’licrosoft Dynamics GP2013 SP2 Download File J

Comprehensive Leave Manager for Business Portal 6.0

Comprehensive Leave Manager for Business Portal 6.1

[Outlook 2010 and 2013 Addin for Employee Email Suite GP 2013 }

Complete the steps required at the Server and/or Client level to create the necessary Microsoft SQL Server®
Components. Creating the Microsoft SQL Server Components needs to be performed on a single computer,
typically the server.

1. Right click Integrity Data GP2013 Setup.exe file and select “Run as Administrator”. If you do not see
this option, hold the shift key down and right click.

2. Complete the steps in the wizard

al B’
& Integrity Data GP 2013 Setup - InstallShield WIZH- (=3

Waelcome to the InstallShield Wizard for
Integrity Data GP 2013 Setup

The InstallShield{R) Wizard will install Integrity Data GP 2013
o, Setup on your computer. To continue, dick Mext.

HRA

HR & Payroll Add-ons for
Microsoft Dynamics® GP

powered by INTEGRATY WARNIMG: This program is protected by copyright law and
cii international treaties.

< Back [ Mext = J [ Cancel ]
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a ™y
1% Integrity Data GP 2013 Setup - y

License Agreement

Flease read the following license agreement carefully,

INTEGRITY DATA SOFTWARE LICENSE AGREEMENT

Thank you for licensing Integrity Data Software. This Agreement ["Agreer
between Integrity Data of lllinois, Inc. ("ID"), a Minnesota corporation locate
M. Kickapoo Street, Lincoln, lllinois 62656 and the business that you are authe
represent ("you" and “your”). These are the only terms and conditions with re

use Integrity Data software (“Software”). The parties agree as follows:

1. Software License. After paying the license fee required to down
Software and for as long as you comply with this Agreement, ID grant =

i@ I accept the terms in the license agreement

(7)1 do not accept the terms in the license agreement

Installshield

3. Verify the GP directory is correct if it is not select Change

™)
1) Integrity Data GP 2013 Setup - y

Destination Folder
Click Mext to install to this folder, or dick Change to install to a different folder.

[:7 l C:\Program Files (x88) \Microsoft Dynamics\GP2013Y

Installshield

4. Select Custom to choose to install only the specific products you purchased.
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5. Select Activation Components to only install activation manager files. This option will not install
products and it is typically ran only to fix an error with activation manager.

6. Select All Components to install all Integrity Data products. The products you did not purchase will
register with a 30-day trial period.

14! Integrity Data GP 2013 Setup - InstallShield Wizarl —

Setup Type
Choose the setup type that best suits your needs, HI a

Please select a setup type.

@ Custom

| Choose which products you want installed and where they will be
installed. Recommended for most users.

Activation Components Only
ﬂ Only activation components will be installed.

All Components
Al products will be installed.

Mext = ] | Cancel

If you are upgrading you will be prompted to uninstall the older version, select y. If you have multiple
products, it will uninstall all products.

B ' Ch\Users\jjensen\AppData\Local\Temp\MSI64DA.tmp = | B X

A previous version this product is already installed
and must be uwninstalled to continue. Continue? {(y/n

mi| s

7. Select the product(s) to install, if installing multiple products, select all that need to be installed.
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) Integrity Data GP 2013 Setup - InstaliShield Wizarc

Custom Setup
Select the program features you want installed.

Click on @n icon in the list below to change how a feature is installed.

Feature Description

Requires Adobe Acrobat - Full
) Version. Automatically e-mail
Comprehensive Leave Manager direct deposit earnings

Employee Email Suite statements and W-2 statements
HRM Solution Series Extensions from Microsoft Dynamics® GP ...

- ¥ - | Employee Accounts and 5 This feature requires 7183KE an
% ~| FTE Manager your hard drive,

Mﬂ' Period Rate Changes

Enhanced Retirement Plans
Life Insurance Tax Calculator

i |

Install to:

C:\Program Files (x86)\Microsoft Dynamics\GP2013)

Installshield
| heb || Sspace |

| I+ Integrity Data GP 2013

Ready to Install the Program
The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Current Settings:

Setup Type:
Custom

Destination Folder:
C:\Program Files (x88) \Microsoft Dynamics\GP 20131
User Information:

Mame: Integrity
Compary:

Installshield
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i '
4 Integrity Data GP 2013 Setup - InstalShield WIZEI- [ S

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed Integrity
o Data GF 2013 Setup. Click Finish to exit the wizard,

HRA~

HR & Payroll Add-ons for
Microsoft Dynamics® GP

powered byINTEGRIT'Y

< Back ricel

[
[s1]

8. Launch Microsoft Dynamics GP 2013.
9. If prompted to include new code, choose yes.
10. Login as the ‘system administrator’ for each company to create the SQL Server components.

11. The system will auto activate the products you have purchased if you have access to the internet on
the machine. If you receive a message Activation Manager failed contact support@integrity-data.com
and include a screenshot of the Activation Manager window to receive manual keys.

BEST PRACTICES

Install is not a requirement i  Install updated version on
on the Server; however it is i  previously installed Client
recommended. i machines.
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Files Installed
GP Folder (C:\Program Files\Microsoft Dynamics\GP2013)

e EES.cnk

e FES.chm

o Application.EmployeeEmailSuite.dll

e IDA6537.cnk

e Application.IntegrityDataActivation.dll
e Integrity.Registration.Constructor.dll

o jtextsharp.dll

e Integrity.Email Addin.dll

e Microsoft.Office.Interop.Outlook.dll

e Integrity.Registration.Addin.dll

Documentation Folder (C:\Program Files\Microsoft Dynamics\GP20 13\Documentation)
e Employee E-Mail Suite GP 2013 User Guide.pdf
W2-Attach Folder (C:\Program Files\Microsoft Dynamics\GP2013\Data\W2-Attach)

o W-2 Instruction.pdf

Manual Install

If the user encounters errors during the installation, complete the following steps to manually install Employee
E-Mail Suite:

1. Contact support@integrity-data.com to receive the manual install files for the product(s).
2. Navigate to the Data folder (C:\Program Files\Microsoft Dynamics\GP2013\Data) create the following

folders.
a. EES
b.  Wz-Attach

3. Copy and paste the following files into the appropriate file locations.
GP Folder (C:\Program Files\Microsoft Dynamics\GP2013)

e EES.cnk

e FEES.chm

e Application.EmployeeEmailSuite.dll

e IDA6537.cnk

e Application.IntegrityDataActivation.dll
e Integrity.Registration.Constructor.dl!

o jtextsharp.dll

e Integrity.Email Addin.dll

e Microsoft.Office.Interop.Outlook.dll

e Integrity.Registration.Addin.dll

Documentation Folder (C:\Program Files\Microsoft Dynamics\GP20 13\Documentation)

e Employee E-Mail Suite GP 2013 User Guide.pdf
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W2-Attach Folder (C:\Program Files\Microsoft Dynamics\GP2013\Data\W2-Attach)

o W-2 Instruction.pdf

4. Edit the Dynamics.exe.config
Send support@integrity-data.com your dynamics.exe.config file and reference needing help manually
updating the Dynamics.exe.config file to manually install Employee E-Mail Suite and we will edit the
file and send it back to you.
5. Launch Microsoft Dynamics GP.
Login as the ‘system administrator’ for each company to create the SQL Server components.
Add a registry key
a. For 32 bit machines under HKEY LOCAL_MACHINE > SOFTWARE create key
IntegrityEmailSuite — see screenshot for 32 bit machine
For 64 bit machines create IntegrityEmailSuite key under WOW64Node — see screenshot for
64 bit machine
b.  Under IntegrityEmailSuite create key GP2013
64 bit screenshot

N

Frente o e TR TSI
File Edt View Favorites Help

| o % Computer * || Name Type Data

M HKEV_CLASSES ROOT 5] Defaul REG_SZ (value not set)

HKEY_CURRENT USER )P, REG_SZ P Fi e \Emabiutte
A £ | Path d A\ NEmasl
' ! £G. CAProgeam Files (x86)\Microsoft Dynamics\GP11\Data\ EmarSunt

BCDO000000D
). HARDWARE
sam Make sure this is the
SECURITY GP directory.
4 ), SOFTWARE
{9FSFBC4-EFE2-4/90-B498-ECOFBIDTDIS)
J. ATl Technologies
Business Objects
Citrix
) Classes
Clients
b o
). Dell Computer Corporation
Hewlett-Packard
IM Providers
InstalledOpticns
Intel
I Lemark
Lexmarkdnkjet
Microsoft
MozillsPlugins
0DBC
Policies
RegisteredApplications
L Sonic
Synaptics
VMware, Inc.
4 ). Wowbd32Node
Adobe
) Axcsolt
J. Business Obyects
J Ctrix
Classes
Chents
Ji Crystol Decisions
Det
Descnptron
Global ¥ Solutions
Great Plains
Great Plains Software
| Hewlett-Packard
Hyperionis
L M Providers
IntegrityEmailSuite [’}
[, GP2010
Intet

32bit Screenshot
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=K

£ ' Registry Editor

. He E& Yew Favorkes Heb

] HKEY_CURRENT_USER A | Name | Type | Dota ]

) HEY_LOCAL MACNE 25) (Dol %) REG_SZ (vahom ret set)
1 ] HARDWARE REG_S2 CriDextr\DatalEmatSute

4 ) saM
3 sy \
=] SOFTWARE ¢
k. C,':_,Mob. ake sure this is the

® ) comesy nght GP directory

o

[+ ) Great Plains Software

#) () Mewdatt-Packard

® e

@ ) Hyperiorss

) Instatshiedd

55 (2] IntegrtyEmaltute
1010 ]

@ ] Macromedss

(4 () MASSOFT-OCRON

(&) 2] Mcrosoft

[# 1) Mcrosoft Corporation

) Mozils

® () MozaPtugns

¢. Add new string value Path

NE ’ Key
Stoing Value
Binary Value
DWORD (32-bat) Value
QWORD {64-bit) Value
Multi-String Value
Expandable String Value

d.  Modify value - C:\Program Files (x86)\Microsoft Dynamics\GP2013\Data\EmailSuite
@ Path REG_SZ C:\Program Files (x86)\Microsoft Dynamics\GP11\Data\EmailSuite

amics\GP 11\Data\Email Sulte
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Microsoft Outlook

If Microsoft Outlook will be used to send the Employee E-Mail Suite or the E-Mail W-2 Statements file to
employees and track returned e-mails. The Integrity E-Mail Addin must be installed. See further information
below for installing Integrity E-Mail AddIn Install.

If the company would like the statement(s) to be sent from a ‘general payroll’ Outlook account and not from a
payroll clerk’s personal Outlook account it is recommended to set up Multiple Outlook profiles.

Multiple Outlook Profile

Setting up a separate Network account and Outlook profile allows the company to send Employee E-Mail Suite
or E-Mail W-2 Statements through a ‘general payroll’ Outlook account instead of using the payroll clerk’s
personal Network account and Outlook profile. Contact your IT Department for details on setting up a
separate Network account and Outlook profile. Integrity Data does not support Microsoft Outlook
functionality.

If the user creates a ‘general payroll’ Outlook profile it is important to verify Microsoft Dynamics GP is
connected to the correct Outlook profile. The Employee E-Mail Suite or E-Mail W-2 Statements will be sent
from the Outlook profile connected to Microsoft Dynamics GP.

Integrity E-Mail Addin Install

If Microsoft Outlook will be used to send the Employee E-Mail Suite or the E-Mail W-2 Statement:s file to
employees and track returned e-mails then the Integrity E-Mail Addin is required for Employee E-Mail Suite.

The Addin file must be installed on the client machine sending the e-mails. This file enables the Trust Center
Programmatic Access Security within Microsoft Outlook to function under the recommended settings. The
user will no longer receive the message: A program is trying to send an e-mail message on your behalf. If this is
unexpected, click Deny and verify your antivirus software is up-to-date.

Microsoft Office Dutlook EHE

If this is unexpected, click Deny and verify wour antivirus

@ & program s trying to send an e-mail message on your behalf,
o
software is up-to-date,

Far more information about e-mail safety and how wou might
be able to avoid getting this warning, click Help,
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Install Notes
Prior to installing:

e Confirm users are logged out of Microsoft Outlook
e Theinstall can be ran as the administrator or as the user by right clicking and selecting run as
administrator.

Toinstall the Integrity E-Mail Addin the Addin must be downloaded from our website and installs processed on
the Machine(s) sending e-mails.

1. Right click the Outlook Setup.exe file and select run as Administrator.

2. Complete the steps in the wizard.

i '
B’ Integrity Data Email Compani [

Welcome to the Installation Wizard for
Integrity Data Email Companion

The Installation Wizard will install Integrity Data Email
Companion on your computer,

Payr(]ll and HR WARMIMG: This program is protected by copyright law and
international treaties,
enhancements

-
pouerea iy INTEGRITY

AT

To continue, dick Next.

oo Lteis [ cons
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e e )

i License Agreement
Please carefully read the following license agreement.

-

CAREFULLY READ THE FOLLOWIMG TEEMS AND CONDITIONS BEFORE

INSTALLING THIS PROCGEAM. USE OF THIS PROCEAZM AND EELATED MATERIAL EI
PEOVIDED HEREWITH (HERELFTER COLLECTIVELY EEFERRED TO A5

"PROGRAM") INDICATES YOUR ACCEPTANCE OF THESE TEEMS AND

COMDITIONS. IF ¥OU DO NOT WISH TO AGREE TO THESE TERMS AND
COMDITIONS, CLICK "Cancel" AND PEOMPTLY EETUEN THE PACEACE. YOU
ASSUME EESPONSIBILITY FOR THE SELECTION OF THIS FROGRAM TO

ACHIEVE YOUR INTENWMDED RESULTS, AND FOR THE INSTALLATION, USE, AND
EESULTS OBTAINED FROM THIS PROCERM.

TITLE: The PROGEREM is proprietary to Integrity Data of Illinois -

I accept the terms of the license agreement

| Destination Folder
Select folder where setup will install files,

Install Integrity Data Email Companion to:

C:\Program Files (x36)\Inteqgrity Data Email Companion Change. ..
Destination Folder

Required Disk Space: 130,140 bytes
Remaining Disk Space: 593,337 MB
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B Integrity Data Email Companion

| {

Payroll and HR
enhancements

povwered by IMTEER}I‘E’
Installation
- el

Completing the Installation Wizard for
Integrity Data Email Companion

The Installation Wizard is now ready to configure Integrity
Data Email Companion on this computer,

- Click Mext to begin configuration

- Click Back to change settings

- Click Cancel to exit

<Back || Mext> | | caneel

. i— - - -

. —

Launch Microsoft Outlook.

Select File > Options > Addin

Validate the Integrity Email Companion Add-In is displayed under the Active Application Add-Ins.

General
Mail

Calendar

People

Tasks

Search

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

IZ:?} View and manage Microsoft Office Add-ins.

Add-in Options

Launch Add-in optiens dialog: | Add-in Optiens..

Add-ins
Name ~ Location Type B
Active Application Add-ins
Acrobat PDFMaker Office COM Addin C\...FMOutlookAddin.dll COM Add-in
Conversation History Add-in for Microsoft Office 2013 C\...Officel 5\OcOffice.dll COM Add-in

COM Add-in

C\... MOutlookAddinG4 dil

file:///...2010.vsto|vstolocal
: ic in.
A.UmOutlookAddin.dil

GeToMecting Outlook COM Addin
Integrity Data Email Companion

COM Add-in
-in
COM Add-in

n

Microsoft Exchange Add-in

Microsoft SharePoint Server Colleague Import Add-in CA.ACollesguelmport.dll  COM Add-in

OneNote Notes about Outlook ltems C\. fficel NONBttnOLdll  COM Add-in

Outlook Social Connector 2013 CA.JALCONNECTORDLL  COM Add-in

Inactive Application Add-ins

Microsoft Access Outlack Add-in for Dats Collection and Publishing  CA\...DDINSVACCOLKDLL  COM Add-in

Microsft VBA for Outlook Addin Ci\..DINS\OUTLVBADLL  COM Add-in ~
Add-in: Integrity Dats Email Companion

Publisher:
Compatibility: Mo compatibility information available

<None>

Location: files///C:\Program Files (x86)\Integrity Data Email Companien\
Integrity.Email. Outlook2010.vsto|vstolocal
Description:  Integrity Data Email Companion

Manage | COM Add-ins [+ ] -

s R e
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Mail Server Setup

Employee E-Mail Suite is designed to send mass amounts of e-mails. Ensure the mail sever will allow the client
to send the maximum amount of e-mails for the payroll process.

Microsoft Exchange Setups for Employee E-Mail Suite

Employee E-Mail Suite is designed to send mass amounts of e-mail. If the user is running Microsoft Outlook
connected to a Microsoft Exchange Server then certain settings to the client Microsoft Outlook are needed to
ensure all the desired e-mails are sent. Keep in mind that turning
the cache off, the user cannot use the client junk mail filter for
their anti-spam and the user will need to rely on their centralized
network anti-spam application.

The user is not required to use

Microsoft Exchange Server.

To adjust the settings within Microsoft Outlook:
1. Navigate to Tools > Account Settings
2. Double-click the Microsoft Exchange Name on the E-mail tab
3. Within the Change E-mail Account window unmark the “Use Cached Exchange Mode”

4. Select the More Settings... button

&

Change E-mail Account

Microsoft Exchange Settings
‘fou can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system
administrator.

Microsoft Exchange server: | ALPHA.int.inteqrity-data.com
[ Use cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name

is usually your user name.
User Name: | Jennifer Crai Check Name

More Settings ...

< Back [ Next = ][ Cancel ]

5. Within the Microsoft Exchange window, select the Connection tab

6. Unmark “Connect to Microsoft Exchange using HTTP” checkbox

Page 19/98



Microsoft Exchange @

| General | Advanced I Security | Connection | Remote Mail

Connection

Use these settings when connecting to Microsoft
Exchanga when working offiine:

(@) Connect using my Local Area Netwark (LAN)
() Connect using my phone line

() Connect using Internet Explorer's or & 3rd party dialer

Madem

Use the Following Dial-Up Metworking connection:

Properties. .. Add...

Cutlook Anywhere
Connect to Microsoft Exchange using HTTP

Exchange Proxy Settings...

[ OK ][ Cancel ][ Apply ]

7. Click OK to close the Microsoft Exchange window
8. Close the Change E-mail Account and Account Settings windows

9. Restart Microsoft Outlook
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Set Up Adobe Writer for Employee E-Malil Suite

In order for the system to create the e-mail statements PDF file, the “Rely on system fonts only; do not use
document fonts” option must be unchecked on the Adobe PDF Printing Preferences window. If the option is
checked, the user will receive error messages and will not be able to send the e-mail statement PDF file. For
steps to unmark this option, review our Knowledge Base article: http.//www.integrity-data.com/faq-items/kb-
prevent-postscript-error-message/.
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Registration

The system will automatically activate the product during the login process. If the activation was successful,
the user will not receive any messages. However, if the activation process was unsuccessful the user will
receive a message. If the activation process fails the user will need to open the Activation Manager window to
activate the product.

Activation Manager Window
Microsoft Dynamics GP > Tools > Setup > System > Activation Manager

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
Site Mame Previewk eys

Product E-Mail Earnings Statements Activation Engine
Installed Yersion 1201 1203

Trial Expiration D ate 0/0/0000

Activation Status Trial

Current Employess

Employees Allowed Unlimited

Company Active
Fabrik.am, Inc.

Activation Meszages

i [ Marwial Activation ][ Auto Activation ][

The Site Name defaults from the session information on the About Microsoft Dynamics GP window.

From the Product drop-down list the user may select the product they wish to activate and review product
information. Once the product is selected the following fields will display:

Installed Version — Current version number installed.
Enhancement Plan Date — Date of the enhancement plan expiration.
Activation Status — Current status of the product.

o Permanent — Product has been purchased.

o Trial = Product has been issued a trial period.

o Deactivated — Product has been deactivated.
Current Employees — This count defaults from the session information on the About Microsoft
Dynamics GP window. The count does not include inactive employees or employees in a Test or
Historical company. If the current employee count is incorrect validate Test or Historical companies
are named correctly.
Employees Allowed — The number of employees allowed before the product will be inactivated. If the
Current Employees exceeds the Employees Allowed the system will deactivate the product.

The scrolling window contains a list of all companies. By default the product is active for all companies. If the
user would like to inactivate a company unmark the company checkbox.
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The Auto Activation option may be selected if the user receives a message at login stating the product is not
activated. When the user selects the Auto Activation option the system will attempt to automatically activate
the product. Once the Auto Activation process is complete the system will display the Activation Messages.
For a detailed list of activation messages see the Activation Manager Messages section.

The Manual Activation option is used to manually enter a token. The user would only manually enter a token
if they were sent a token by Integrity Data.

Select the OK button to close the window.

Test and/or Historical Companies

Registration will not count the active employees in Test or Historical company databases if the Company
Name is named correctly, specifically at the end of the Company Name the user must append the following:
“<TEST>"or “<HISTORICAL>". See examples below:

e Dextordinary, Inc. <TEST>
e Dextordinary, Inc. <HISTORICAL>

To access and modify the Company Name open the Company Setup window via Microsoft Dynamics GP >
Tools > Setup > Company > Company when logged into the Test or Historical Company that needs modified.
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Security Settings

The Security Task Setup window may be used to grant or restrict access to the Employee E-Mail Suite windows.
To open the window, select the Microsoft Dynamics GP menu, select Tools, select Setup, select System, select
Security Tasks and enter the system password.

1.

Select the appropriate Task items. To identify the appropriate task item complete the steps below:

«  Open the User Security Setup window (Microsoft Dynamics GP > Tools > Setup > System >
User Security), select the appropriate user and make a note of the Security Role ID assigned to
the user.

»  Open the Security Role Setup window (Microsoft Dynamics GP > Tools > Setup > System >
Security Roles), select the Role ID that has been assigned to the user and make note of the
Security Task ID assigned to the Role. Use this Task ID to grant security to the Employee E-
Mail Suite.

NOTE: The most common Task ID used is TRX_PAYRL_004 — Print Payroll Checks

Select Employee E-Mail Suite for the Product.
Select Windows for the Type and select 3rd Party for the Series.
Use the Access List to grant or restrict access to individual items.

e Togrant or restrict access to an item for this Task ID, click the checkbox to mark or unmark
the item.

e Click the Mark All button to grant access to all items in the list or click the Unmark All button
to restrict access to all items in the list.

Click File > Print to print the Security Task Setup Report for the selected Task ID.

Choose OK to save your changes.

Employee E-Mail Suite> Windows > 3rd Party > Access List

1095-C Export

APR Main Menu

E-Mail Earnings Statements
E-Mail Suite Setup
Password Setup
Registration — EES

E-Mail W-2 Statements
Manage W-2 Recipients

Employee E-Mail Suite> Reports > 3rd Party > Access List

Earnings Statement Exceptions
EES 1095C Status Report

EES Error Report

EES Missing Email Report
Earnings Statement Exceptions
EES Error Report

EES Missing Email Report
E-Mail W2 Recipients
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E-Mail W2 Statements
W-2 Employee Copy 2
W-2 Employee Copy B
W-2 Employee Copy C
W-2 Employee Copy D
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Direct Deposit Setup

Microsoft Dynamics GP > Tools > Setup > Payroll > Direct Deposit

The Earnings Statement Print option on the Direct Deposit Setup window needs to be set to “Separate From
Checks” in order for E-Mail Earnings Statements to function properly.

Ei] Direct Deposit Setup
File Edit Teools

Direct Depozit

) Inactive

E amings Statement Print:

Help

@ Active

Mext Eamings Statement Mumber

(=] = =

sa Fabrikam, Inc. 04/12/2017

Separate From Checks -
DDO00000000000000199
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Introduction to Employee E-Mail Suite

Organizations are increasingly moving toward payroll processing using Direct Deposit. The E-Mail Earnings
Statements extends the payroll process functionality of Microsoft Dynamics GP to support the e-mailing of
Earnings Statements as an added option during the print checks portion of the payroll process.

The system will allow the user to:

e Specify setup options for employees to receive e-mail earnings statements;
e Add employees to an E-Mail Exceptions Report;

e Password protect the e-mailed earnings statements (up to 15 characters);
e Validate employees address ID on the Missing E-Mail List Report;

e  Generate individual earnings statements for employees and

o E-Mail the statements to employees.

The user will complete the following setup options:
e E-Mail Configuration information

E-Mail Method
Subject Line
E-Mail Body
Blind Carbon Copy
Password

o PDF file location
e Employee Exceptions

O O O O O

o Employee ID
o Employee Name
o E-Mail Address

E-Mail Earnings Statements will process if the following conditions are met:

e The Employee E-Mail Suite is installed and registered;

e Theuser has selected the Activate E-Mail Earnings Statements checkbox;

e The employee has an e-mail address assigned on the Internet Information window;

e Direct deposit must be active and setup for the employee and

e The employee must be included in the payroll run and not appear on the Exception List Report.
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Internet Information Window

Cards > Payroll > Employee > Select Employee > Address ID field > Internet Addresses button &

The Internet Information window allows

the user to enter one or more e-mail

If the Address ID on the Employee Maintenance window is addresses for each employee based on an
not associated with an e-mail address on the Internet address ID. Employee E-Mail Suite will only
Information window, the employee will appear on the use the e-mail address that is associated to

Missing E-Mail List Report, the address ID code that is in the Address
ID field on the Employee Maintenance
window.

e T

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

H Save Clear x Delete

Select Infarmation for: Employees

Emploves [ ACKEDOOT 90 Pilar &ckeman
Address 1D 4 | PRIMARY 4 p 387 Willow Ave

E-mail Addresses

Intemet Infomation

[ ' g
E-mail ackerman@abiikam com

Home Page
ETF Site
mage
Messenoer Address
Login
Paszword

User Defined 1
User Defined 2

Additional Information

H 4 r M

Assign an E-Mail Address to an Address ID
o Select the Internet Addresses button & on the Employee Maintenance window

e Enter the E-mail address in the E-mail field, within the Internet Information section

e Save and validate the Address ID on the Employee Maintenance window

Page 2898



Assign Multiple E-Mail Addresses to an Employee

If an employee has more than one e-mail address, the E-Mail Earnings Statement will only be e-mailed to the
address ID defined on the Employee Maintenance window. The following is specifics on how multi e-mail
addresses process.

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
l=l Save Clear | 2% Delete [W]  white Letters o

Employee 1D ACKEDDD PD B Clagzs 1D SUPP P [ Inactive

Ak
Last Mame ckerman Pl |F'F|IMAF|Y PH‘J

First Filar :
Middle Address 957 Wwillow Ave

Suffix
Soc Sec Number 917-239833

City winnetka
Seniority Date 0/0/0000 Gtate L
Hire Date 8/3/2013 H 2P Code 95272 County
Adjusted Hire Date 8/3/2013 Country Usa
Last Day ‘Waorked 0/0/0000 H Phone 1 [312)555-0115 Ext. 0000
Date Inactivated 0/0/0000 Phane 2 [312) 555-0150 Ext. 0000
Reasan Phone 3 [312) 5550151 Ext. 0000
Secondary Status
SUTA State IL
‘Workers' Comp LT

Divigion Al
Department SPTS
Puosition CSP
Location FRIMARY
Supervisor SUPMGR

Employment Type: Full Tirme Regular
] UseaddOn

[ Additional Positions ][ Human Resources ][ Address ][ Additional Infarmation ][ WacdSick ]

14 4 » # byEmployes D - J

For example, Ackerman has two address IDs, one PRIMARY and one SECONDARY. Within the Internet
Information window, the address IDs are as follows:

PRIMARY Address ID = e-mail address ackerman@fabrikam.com
SECONDARY Address ID = e-mail address pilarackerman@testcompany.com

In the above Employee Maintenance window, Ackerman has the PRIMARY Address ID selected. At the time
the E-Mail Earnings Statements sends the e-mail, the system will use the e-mail Address associated to the
PRIMARY Address ID that is ackerman@fabrikam.com.

If the employee wants the E-Mail Earnings Statements sent to pilarackerman@testcompany.com, the user
must change the Address ID to SECONDARY on the Employee Maintenance window, NOT on Internet
Information window.

When using Microsoft Outlook as your e-mail method, if the employee wants their Earnings Statement sent to
multiple e-mail addresses, it is an option to enter both addresses into the e-mail field separated by a semi-
colon. An example of this would be packerman@fabrikam.com,;packerman@live.com.
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E-Mail Suite Setup Window

Microsoft Dynamics GP > Tools > Setup > Payroll > E-Mail Suite Setup

Use the E-Mail Suite Setup window to complete the settings for E-Mail Earnings Statements. Use the Product
Option drop-down list to select E-Mail Earnings Statements. This window also gives the user capability to
enable or disable the selected product.

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

Product Option E-Mail Eamnings Statements

Activate SMTP Settings
E-Mail Method SMTP - Outgoing Server Server name
Subiject Ling Direct Deposit Outgoing Port 587 Enable S5L/TLS
Blind Carbon Capy Authentication Custom -

E4ail Body

Attached is your direct deposit statements of eamings. Please

5 o Usemname fabrikarnsadministiator
cantact the payrall department if you have any questions. B

Password sesesnenene
Reply-To Address payrall®fabrik arm.cam
Reply Mame Payrall &ccount

Options

Pagsword Last 4 of 55 Murnber - | Missing Edail List
Employee PDF File Location C:AEW2 working Employess (|
Employee Exception List

[ Include E-Mailed E amings Statements when printing
Archive E-Mailed Eamings Statements

Activate

Use the Activate checkbox to enable or disable the selected product. If the Activate checkbox is not marked
the user will not be able to process E-Mail Earnings Statements.

E-Mail Method
Use the E-Mail Method drop-down list to select the e-mail method. The options are Outlook or SMTP.

e [fOutlook is selected the system will use the Microsoft Outlook profile as defined on the payroll user’s
machine.

o fSMTP js selected the user does not have to use a Microsoft Outlook account to send the e-mails.
Rather, the system will connect directly to an SMTP server for sending e-mails. The user must
complete the SMTP Settings section.
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SMTP Settings

o Outgoing Server — specify the SMTP server the system will use to send the e-mails, this is a
required field.

o Outgoing Port — specify the Port the system will use to send the e-mails, this is a required
field. For SSL use port 587 and select the Enable SSL/TLS checkbox.

o Authentication — select the appropriate option from the drop-down list:
= None—a user can connect to the SMTP server without credentials.

= Current User — the system will use the credentials of the user currently logged into
Windows to connect to the SMTP server.

= Custom - the system will use the user name and password specified on the E-Mail
Suite Setup window to connect to the server. |f Custom is the option selected for
Authentication, enter a Username and Password.

o Reply-To Address — enter an address that can be a general payroll e-mail account that is setup
on the server, this is a required field.

o Reply Name —enter a name that can be a general name such as Payroll Administrator, this is
a required field.

o Verify SMTP - Select to send a test email to the reply to address. If the SMTP settings are
correct the email address in the Reply To Address will receive the test email and the Verify
SMTP message will state successful.

E-Mail Configuration section

The system will generate an e-mail using the default profile settings in Microsoft Outlook or using the SMTP
setup options on the E-Mail Suite Setup window.

e Subject line — enter a subject for the e-mail not exceeding 100 characters, this is a required field.

e Blind Carbon Copy —enter a blind carbon copy if desired. This allows the user to keep a copy of the e-
mail.

o  When using Microsoft Outlook as your E-Mail method, if there is a need to set multiple e-mail
addresses, it is an option to enter both addresses into the Blind Carbon Copy field separated
by a semi-colon. An example of this would be
packerman@fabrikam.com;packerman@live.com.

o E-Mail Body — enter an e-mail body not exceeding 253 characters.
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Options

e Password - the system will assign a password to the earnings statement PDF file attached to the e-
mail. During the setup, the user needs to select one of the three options or create a custom password:

o None - No password will be assigned to the attached earnings statement PDF file.

o Last 4 of the Employee Social Security Number — The attached earnings statement PDF file
will require the employee to enter in the last 4 digits of their Social Security Number to open
the attachment.

o  First 5 of the Employee Social Security Number: The attached earnings statement PDF file will
require the employee to enter in the first 5 digits of their Social Security Number to open the
attachment.

If the user selects a password

option within the E-Mail Suite The user can assign a custom password for select employees
Setup window, they must notify or all employees by using the Password Setup window. For
the employee a password will be more details, see the Password Setup window section of the
required to view their e-mail user documentation.

earnings statements PDF file.
When notifying the employee of
the password clarify which option has been selected within the password field on the E-Mail Earnings
Statement window.

Tips on How to Notify Employees:

e Include the password notification in the e-mail body on the E-Mail Suite Setup Statement
window.

e Notify employees prior to sending the e-mail earnings statements.

When the employee opens their E-Mail Earnings Statements PDF file, they will receive a password
message asking them to enter their password. This message does NOT inform the employee the
Password option selected.

Password (=)

'ACKEDOO1s (2).pdf' is protected. Please enter a Document Open Password,
3

Enter Password:

[ ok || canca |

Employee PDF File Location — the naming convention for the PDF file will be “XXXX.pdf", where XXXX is defined
as the employee ID If an invalid path is entered, the system will display an error message stating, “Please select
a valid PDF file location path.”

Include E-Mailed Earnings Statements when printing:

e Mark this checkbox if the user would like to have a printed copy of the e-mailed earnings statement.
The system will print the e-mailed statements during the Print Earnings Statements process on the
Post window.
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e Unmark this checkbox if the user does not want the e-mailed earnings statements to print during the
Print Earnings Statements process on the Post window.

Archive E-Mailed Earnings Statements:

e Mark this checkbox if the user would like to have a copy of the e-mailed earnings statement PDF file
saved. The system will create a folder with the Audit Trail Code as the label in the Employee PDF File
Location. After sending the PDF Files the system will copy the PDF files into the Audit Trail Code
folder before deleting the PDF files from the Employee PDF File Location.

e Unmark this checkbox if the user does not want to have a copy of the e-mailed earnings statements
PDF file saved.

Missing E-Mail List Button

The Missing E-Mail List Button allows the user to print the Missing E-Mail List Report which contains the
employees who do not have an E-Mail address associated the Address ID on the Employee Maintenance
window. The employees on this list will not receive an E-Mail Earnings Statement.

Employee Exception List Button

The Employee Exception List button allows the user the ability to add employees to an exception list. If an
employee decides they do not wish to receive e-mailed earnings statements then the user can enter the
employee into the exceptions list window. Employees who are added to this list will NOT receive an e-mailed
earnings statement.

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

0K -

Employee Exception List

Ermplayees 10 P Emplayes Mame E-Mail Addiess ==

-

Enter an Employee ID within the Employee Exception List scrolling window. If an Employee ID is entered into
this window and the employee does not exist in the system, the user will be able to add the employee.

The Employee Name and E-Mail Address pre-fills from the Employee Maintenance window.
To delete an Employee ID from the exception list, select the Employee ID and then click the Delete Row button.

Select the window level printer icon to print the E-Mail Exceptions Report.
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E-Mail Earnings Statements Reports

Missing E-Mail List Report
Microsoft Dynamics GP > Tools > Setup > Payroll > E-Mail Suite Setup >Missing E-Mail List

The user can print the Missing E-Mail List Report by selecting the Missing E-Mail List button on the E-Mail Suite
Setup window. The Missing E-Mail List Report contains employees who do not have an e-mail address
associated with the Address ID on the Employee Maintenance window.

The user may use this report to verify the employees have an e-mail address assigned to the Address ID. If an
Employee appears on this list, they do not have an e-mail address for the Address ID listed on the Employee
Maintenance window. If is suggested that the payroll clerk prints this report before processing payroll.

’Eﬂ Screen Qutput - EES Missing Email Rey
File Edit Tools Find Help sa Fabrikam, Inc, 4/12/2017 I
|‘ &b Fint =] SendTo &) Modly | 100% - ‘Eump\etEdZPagEs | Page 1
System: 1/21/2013 Fabrikam, Inc. 1 =
11:09:25 AM Missing E-Mail List sa [
U.S. Payroll
Missing Email for Current ARddress ID
Employee ID Employes Name 2ddress Code
BARBOOO1 Barbariol, Angela PRIMARY
BARROOO1 Barr, Adam PRIMARY
BONIOOOD1 Bonifaz, Luis PRIMARY
BUCHQO0O01 Buchanan, Nancy PRIMARY
CHENOOO1 Chen, John ¥. PRIMARY
CLAY0001 Clayton, Jane DPRIMARY
DELZ0OO1 Delaney, Ridan PRIMARY
DIAZ0001 Diaz, Brenda PRIMARY
DOYLOOO1 Doyle, Jenny PRIMARY
ERICO001 Erickson, Gregory J. PRIMARY
FLOO0001 Flood, Kathie PRIMARY
HARUO001 Harui, Roger PRIMARY
JAMIOO001 Jamison, Jay PRIMARY
KAHNQOOL Kahn, Wendy Beth PRIMARY
EENNOOO1 Kennedy, Kevin PRIMARY
LEVY0001 Levy, Steven B. DPRIMARY -
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E-Mail Exceptions Report
Microsoft Dynamics GP > Tools > Setup > Payroll > E-Mail Suite Setup > Employee Exception List

The user can print the E-Mail Exceptions Report by selecting the Employee Exception List button on the E-Mail
Suite Setup window. This report contains the Employee ID, Employee Name and E-Mail Address for the
employees who have been added to the Employee Exceptions List. Employees who are on this report will NOT
receive an e-mailed earnings statement.

Ei] Screen Cutput - Earnings Statement Exceptio
[

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

5§ Pant |{=] SendTo ﬂ todify 100% ~ | Completed 1 Page |Page1

System: 1/21/2013 Fabrikam, Inc.
11:10:36 AM E-Mail Exceptions
U.S.Payreoll

Employee ID Employee Name E-Mail Address

LCEEQOD0L Ackerman, Pilar ackerman@fabrikam.com
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Password Setup

Microsoft Dynamics GP > Tools > Setup > Payroll > E-Mail Suite Setup > Expand button

The user can setup custom passwords for a select few employees or all employees. To access the Password
Setup window select the expand button to the right of the Password field on the E-Mail Suite Setup window. If
an employee is listed in the Password Setup window, the system will override the option selected for the
Password in the drop-down list on the E-Mail Suite Setup window. The user does not need to validate each
employee has a unique password. When the user has E-Mail W-2 Statements and E-Mail Earnings Statements
registered, the custom password will be the same within both products.

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

Cuztom Password

Employes [0 P Employes Mame Pagzmord

Enter an Employee ID within the Custom Password scrolling window. If an Employee ID is entered into this
window and the employee does not exist in the system, the user will be able to add the employee.

The Employee Name pre-fills from the Employee Maintenance window.
To delete an Employee ID from the exception list, select the Employee ID and then click the Delete Row button.

Enter a Password not exceeding 15 characters.
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E-Mail Earnings Statements Process

Transactions > Payroll > Email Earnings Statements

Once the Post process during payroll has been completed, open the E-Mail Earnings Statements window. The
user will select the payroll build and then the system will display the earnings statement details for the build.
The user can then mark all or select which employee’s need to be e-mailed.

The system will prevent a user from running a Payroll if E-
Mail Earnings Statements are being processed. The system
will prevent a user from processing E-Mail Earnings
Statements if a Payroll is in process.

IMPORTANT: Do not set the Employee PDF
File Location on the E-Mail Suite Setup If the user has additional company-wide PDF files to send

window to this folder. The files included in with the employee’s e-mail earnings statements, they can
this folder include the file(s) in the EES folder located in the
(C:\Program Files\Microsoft C:\Program Files\Microsoft Dynamics\GP2013\Data

Dynamics\GP2013\Data\EES) will be sent folder. These files will be attached to the employee’s e-
to ALL employees! mail and sent to ALL employees.

Sending Employee Specific attachments

If the user has employee specific files to send, such as a time sheet, with the employee’s e-mail earnings
statements, they can include the file(s) in the Employee folder located in the C:\Program Files\Microsoft
Dynamics\GP2013\Data\EES folder. The system will only send a file to an employee if the file is named with
the employee ID followed by two single quotes. For example, if an Excel document was named ACKE000 1"
Timesheet.x(sx and saved in the \Data\EES\Employee folder when the system sends ACKEOOO1 their earnings
statement the system will send this Excel document.
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File Edit Tecls Help Debug sa Fabrikam, Inc. 4/12/2017
(@) 0K | @ Pocess Clear
BCC
E-Mail Subject Direct Depasit E-Mail Setup
Attached is your earmings statements
E-Mail Body
Created By Audit Contral Check Date Build ID Gross wages
sa UPRCCO00000SS 412/2017 | IMPORT $4,500.00 ~
sa UPRCCO0000024 114/2017 | IMPORT $2,250.00'=
sa UPRCCO00000E1 412/2017 | IMPORT $2,350.00 -
Selected
s UPRCCON00008S 4n2/2017 IMPORT $4.500.00
Restrictions:
Employes ID P Department P
Tao P To P
Employee Class P Division }-)
To 2 Ta =
Employes ID Mame [Mot Found] Check Mumber
[ |ACKEDOOT Ackeman, Pilar fiensen@intedrity-data.com D D000000000000000207 -
[ | BONIDODT Buonifaz, Luis fiensen@intedrity-data. com DD000000000000000208
Total Marked o
v

Blind Carbon Copy — displays the Blind Carbon Copy specified on the E-Mail Suite Setup window. If a change is
needed to the Blind Carbon Copy field, select the Email Setup button.

E-Mail Subject — displays the subject from the E-Mail Suite Setup window. If a change is needed to the E-Mail
Subject line, select the Email Setup button.

E-Mail Body — displays the e-mail body from the E-Mail Suite Setup window. If a change is needed to the E-Mail
Body, select the Email Setup button.

Build Information Scrolling window — displays the Created By user, Audit Control number, Check Date, Build ID
and Gross Wages. Select the batch you wish to process and the employees will display in the Employee Detail
Scrolling window.

Restrictions — enables the user to restrict the Employee Detail Scrolling window by Employee, Employee Class,
Department and Division.

Employee Detail Scrolling window — displays the employees from a specific build, which would receive e-mail
earnings statements. The payroll clerk selects the employees who are to receive the e-mail earnings
statements.

The system will leverage the existing Adobe Acrobat Writer software on the local machine to create the PDF
files. If a user receives an Adobe error message while processing e-mail earnings statements they will need to
contact Adobe directly to troubleshoot the error message.
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PDF File Location

The system will confirm whether the value for the PDF file location path as defined in E-Mail Suite Setup
window represents a valid path for the current machine. If the path is invalid, the system will display a
warning and prevent the user from continuing the E-Mail Earnings Statements process until a valid path is
specified.

Microsoft Dynarmics GP

Mo valid PDF file location is setup.

l -.\

Microsoft Dynamics GP

Select a valid PDF file location path.

! ..\

If the user receives an invalid PDF file location path error message, select ok. Then open the E-Mail Suite Setup
window.

Select a valid PDF file location and then click OK on the E-Mail Suite Setup window.
Reselect the Employee ID(s) on the E-Mail Earnings Statements window and click Process.

A PDF will be generated for each employee’s earnings statement.
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Create E-Mail Earnings History

Microsoft Dynamics GP > Tools > Setup > Utilities > Payroll > Create E-Mail Earnings History

Use the Create E-Mail Earnings History to import batches which were ran without the Employee Email Suite
into the Email Earnings Statements window. The system will import employees which are setup with Direct
Deposit and have an email address on the Internet Information window into the Email Import Batch. Once the
batch is imported then the user can email those past payrolls to employees.

' '

4| Create E-Mail Eamings Hiﬂh EEREER T

File Edit Tocls Help Debug sa Fabrikam, Inc. 4/12/2017
I:@:I 114 % Process

Axailable Payroll History [ b ark, gll] [ H Inmark. .-’-'-.]
Created By Audit Traill Code [arozs YWages Check Date Pasting D ate .

[] |=a LPRCCO0000004 $29809.91 | 2M/2014 | 2102014 ) -

[] | =a LIPRCCO0000005 $2991085 | 3M/20014 | 32014 H |;|

[] |=a LIPRCCO000000E $27 80237 | 4102014 | 41208 H—

[] |=a PR CCO0000007 $29600.14 | 8AM/2014 | s12014

[] | =a PR CCO000000S $29B65.28 | BAM/2014 | esAM2014

[] |=a PR CCO000000S $29201.67 | 7172014 | FAM2014

[] |=a UPRCCO0000CT0 $29.031.84 | aM/z204 HosAs2014

[] | za PR CCO0000011 $2991085 | 9AM/2014 | 942014

[] |=a LUPRCCO0000072 $29806.24 | 1012014 | 1012014

] |=a UPRCCO00000T3 fzadzz44 | 11A204 H o 1As204 5

[] | za LPRCCO0000074 $2980048 | 1242014 | 1212014

[] |=a LUPRCCO0000075 $29488.73 | 1AM/2018 H| 11208 H| -

@
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E-Mail Statements Error Report

The system will generate a report after processing the earnings statements. The report will specify if there
was an error or if the system sent the e-mails successfully. Only errors reported back to Microsoft Dynamics
GP will be included on the report. The report contains
the Employee ID and Error Message.

Depending on the number of statements the
user is trying to e-mail and the speed of the

system processing the e-mail, the process may
run for an extended period of time.

File Edit Tools Find Help

5 Print  |i=] SendTo ﬂ Modify - |E0mpleted1F’age

System: 1/21/2013 11:29:54 BM Fabrikam,
User Date: 4/12/2017 E-MAIL STAT
Employee ID Error Message

0 Employee ID(s)

L:i] Screen Output - EES Error Report _“ ‘ == 22 |
File Edit Tools Find Help sa Fabrikam, Inc. 4/12/2017
&b Pint [2=] SendTo & Modiy | 100% - |Completed1F‘age \ Page 1
System: 1/21/2013 11:30:35 aM Fabrikam, Inc. Page: -
User Date: 4/12/2017 E-MAIL STATEMENTS ERRCE REPCRT User ID: [
Employee ID Error Message
ACEEQO01 The specified string is not in the form required for an email address.

1 Employee ID(=)
< b

The user will need to manually track errors such as returned e-mails within Microsoft
Outlook from the system that processed the E-Mailed Earnings Statements. This

information can then be updated in Microsoft Dynamics GP and the statements can
be resent from the E-Mail Earnings Statements window.
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Introduction to E-Mail W-2 Statements

Organizations are increasingly moving towards electronic communication. A new benefit a company can
implement is the option to receive the Form W-2 electronically.

The E-Mail W-2s product:

Provides access to W-2 statements earlier than traditional mail;

Greatly reduces the chance that a W-2 statement will get lost, misdirected or delayed during delivery
or misplaced after the employee receives it;

Ensures employees can receive W-2 statements even while traveling or away from their mailing
address;

Allows employees to retrieve their W-2 statements at any time of day and on weekends;
Allows employees to print multiple copies of their W-2 statement and

Helps employees contribute to their employer’s cost savings (forms, printing and postage expenses).

The system will allow the user to:

Specify setup options for employees to receive e-mail W-2 statements;
Generate individual W-2 statements for employees;
E-Mail W-2 statements to employees and

Archive W-2 statements for employees.

The user will complete the following setup options:

E-Mail Configuration information
o E-Mail Method
o SubjectLine
o Blind Carbon Copy
o E-Mail Body
o Password
o Employee PDF file location
o Employer PDF file location
o Enable archiving for W-2s

Manage W-2 Recipients
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o Employee ID
o Employee Name
o Alternate E-Mail Address
o E-Mail w-2
E-Mail W-2 statements will process if the following conditions are met:

e The Employee E-Mail Suite is installed and registered.

The user has selected the Activate E-Mail W-2 Statements option.

The employee has an e-mail address assigned on the Internet Information window.

The employee is marked to receive an e-mail on the Manage W-2 Recipients window.

The system has at least one Year-End Wage File.

E-Mail W-2 statements will process in the following order:
e Perform a pre-check operation.
e  Create a distinct W-2 statement for each employee designated to receive e-mail W-2s.
e Generate the W-2 form as a password protected PDF file.

o E-Mail the W-2's to employees who are setup to receive them.

Timeline for Electronic W-2 Statement Delivery

Please note that employers must furnish electronic Forms W-2 by the same due date as paper Forms W-2.For
more information on furnishing Form W-2 to employees electronically, see Regulations section 31.6051-1(j).

Regulations Surrounding Electronic Delivery of W-2 Statements

E-Mail W-2 statements for Microsoft Dynamics GP creates Electronic W-2s according to the requirements set
forth in IRS Publication 1141 Section 2, titled, Requirements for Substitute Forms Furnished to Employees
(copies B, C, and 2).

According to IRS Publication 15a, Employers Supplemental Tax Guide, in order to e-mail W-2 Statements:

e Fach employee participating must consent electronically (or receive confirmation of any consent
made using a paper document);

e Employers must notify employees of all hardware and software requirements to receive the forms;

e Employers may not send a Form W-2 electronically to any employee who does not consent or who has
revoked consent previously provided; and

o Employers must meet the following disclosure requirements and provide a clear and conspicuous
statement of each of them to employees:
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The employee must be informed that he or she may receive a paper Form W-2 if consent is
not given to receive it electronically.

The employee must be informed of the scope and duration of the consent.

The employee must be informed of any procedure for obtaining a paper copy of any Form W-2
(and whether or not the request for a paper statement is treated as a withdrawal of his or
her consent) after giving consent.

The employee must be notified about how to withdraw consent and the effective date and
manner by which the employer will confirm the withdrawn consent. The employee must also
be notified that the withdrawn consent does not apply to the previously issued Forms W-2.

The employee must be informed about any conditions under which electronic Forms W-2 will
no longer be furnished (for example, termination of employment).

The employee must be informed of any procedures for updating his or her contact
information that enables the employer to provide electronic Forms W-2.

The employer must notify the employee of any changes to the employer's contact
information.
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E-Mail Suite Setup Window

Microsoft Dynamics GP > Tools > Setup > Payroll > E-Mail Suite Setup

Use the E-Mail Suite Setup window to complete the settings for E-Mail W-2 Statements. Use the Product
Option drop-down list to select E-Mail W-2 Statements option. This window also gives the user capability to
activate or inactivate the selected product.

[ -4 E-Mail Suite Setup

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
Praduct Option E-tail -2 Statements

Activate SHMTP Settings
E-tail Method Outlook - Outgaing Server
Subject Line /-2 Statement Outgoing Part Enable 55L/TLS
Blind Carbon Copy Authentication
E-Mail Body
Aftached is your W2 Statemnent Username
Pazsword
Reply-To Addres:
Reply Marne

Options

Password Firzt 5 of S5 Mumber - |=» Miszing E-Mail List

Ermplayes POF File Location C:AEW 2 workingEmployeet,

5]
Ermplayer PDF File Location C:AEWwW 2 working Employert, 3 Manage W-2 Recipients

Archive W-2's

J @ oK. ] [ Cancel

Activate

Use the Activate checkbox to enable or disable the selected product. If the Activate checkbox is not marked,
the user will not be able to process E-Mail W-2 Statements.

E-Mail Method
Use the E-Mail Method drop-down list to select the E-Mail method. The options are Outlook and SMTP.

e [f Outlook is selected the system will use the Microsoft Outlook profile as defined on the payroll user’s
machine.

o [fSMTP js selected the system will not use the Outlook profile as defined on the payroll user’s
machine to send the E-Mails. The system will connect directly to an SMTP server for sending E-Mails.
The user must complete the SMTP Settings fields. For SSL use port 587 and select the Enable SSL/TLS
checkbox.

SMTP Settings
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o Outgoing Server — specify the SMTP server the system will use to send the E-Mails, this is a
required field.

o Outgoing Port — specify the port the system will use to send the E-Mails, this is a required
field.

o Authentication — select the appropriate option from the drop-down list.
=  None—-a user can connect to the SMTP server without credentials.

= Current User — the system will use the credentials of the user currently logged into
Windows to connect to the SMTP server.

= Custom - the system will use the user name and password specified on the E-Mail
Suite setup window to connect to the server. If Custom is the option selected for
authentication, enter a username and password.

o Reply-To Address — enter an address which can be a general payroll e-mail account which is
setup on the server, this is a required field.

o Reply Name —enter a name that can be a general name such as payroll administrator, this is
a required field.

o Verify SMTP - Select to send a test email to the reply to address. If the SMTP settings are
correct the email address in the Reply To Address will receive the test email and the Verify
SMTP message will state successful.

E-Mail Configuration section

The system will generate an e-mail using the default profile settings in Microsoft Outlook or the SMTP Settings
on the E-Mail Suite Setup window.

e Subject Line —enter a Subject Line not exceeding 100 characters; this is a required field.

e Blind Carbon Copy —enter a Blind Carbon Copy if desired. This allows the user to keep a copy of the e-
mail to resend, if necessary.

e E-Mail Body — enter an e-mail body not exceeding 253 characters.
Options

e Password — the system will assign a password to the W-2 Statement PDF file attached to the e-mail.
During the setup, the user needs to select one of the three options or create a custom password:

o None— No password will be assigned to the attached W-2 Statement PDF file.

o Last 4 of the Employee Social Security Number — The attached W-2 Statement PDF file will
require the employee to enter in the last 4 digits of his or her Social Security Number to open
the W-2 Statement PDF file.

o  First 5 of the Employee Social Security Number — The attached W-2 Statement PDF file will
require the employee to enter in the first 5 digits of his or her Social Security Number to open
the W-2 Statement PDF file.
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o Custom: The user can assign a
custom password for select
employees or all employees by
using the Password Setup
window. For more details see the
Password Setup window section
of this user documentation.

When the user has E-Mail W-2 Statements and E-Mail
Earnings Statements registered, the custom

password will be the same for both products.

If the user selects a password option within the E-Mail Suite Setup window, he must notify the employee a
password will be required to view his e-mail W-2 Statement PDF file. When notifying the employee of the
password, clarify which option has been selected within the Password field on the E-Mail Suite Setup window.

Tips on How to Notify Employees:
e Include the password notification in the E-Mail body on the E-Mail Suite Setup Statement window.
e Notify employees prior to sending the E-Mail W-2 Statements.

When the employee opens the E-Mail W-2 Statements PDF file, the system will prompt a password message
asking to enter the password. This message does NOT inform the employee the password option selected.

Password (=3

'ACKEDO01s (2).pdf' is protected. Please enter a Document Open Password,

b

Enter Password:

[ ok || Cance |

e Employee PDF File Location — the naming convention for the PDF file will be “XXXX-Copy-W2.pdf”,
where XXXX is defined as the Employee ID. This file will contain the forms that were selected in the
Options section on the E-Mail W-2 Statements window. If an invalid path is entered, the system will
display an error message:

Microsoft Dynamics GP

Select avalid PDF file location path.

1N

o Employer PDF File Location — the
naming convention for the PDF
file will be “XXXX-W2.pdf”, where
XXXX is defined as the Year. If an It is best practice to empty the PDF file location once the e-mails
invalid path is entered, the system have been sent. The user may select the archive option to store
will display an error message: the PDF W-2 Statements. Clearing out this PDF file location will

prevent the previous W-2 Statements from being sent in the
occasion the E-Mail W-2 Statements process is not able to create
the new W-2 Statement PDF files.




Microsoft Dynamics GP

Select avalid PDF file location path.

l'\

Archive W-2's

Use the Archive W-2's checkbox to automatically create an archive folder for the selected year on the E-Mail
W-2 Statements window. The folder will be created in the Employee PDF file location. This folder will contain
the most current PDF file for the selected year.

Missing E-Mail List Button

The Missing E-Mail List Button allows the user to print the Missing E-Mail List Report which contains the
employees who do not have an e-mail address associated the Address ID on the Employee Maintenance
window. The employees on this list will not receive an E-Mail W-2 Statement.
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Manage W-2 Recipients

The Manage W-2 Recipients button opens the Manage W-2 Recipients window and allows the user to select
which employees are to receive the e-mailed W-2 Statements. If the user has received permission from an
employee to e-mail the W-2 statement, the user will mark the E-Mail W-2 checkbox. If the user has NOT
received permission from an employee to e-mail the W-2 statement, the user will NOT mark the E-Mail W-2
checkbox.

—
4 Marage w2 recipiens [ - -
File Edit Tools Help Debug sa Fabrikam, Inc. 4/12/2017 |||
@ ok Clear | & Redisplay =
R estrictions
Employee ID P Department P
To P To P
Employes Class p @ AllEmployess () Active Emplovees () Inactive Employees
To P [ Exclude Emplayees without E-Mail
Employes D Js) Makdll | Unmakal |
Employee 1D Employee Mame Alternate E-Mail Address E-tdail "a-2
ACKEDDD Ackerman, Filar packerman{@fabrikam. com -
BAREOOO Barbariol, Angela |:|
BARROOO Bar, Adam = =
BOMIOOO7 Bonifaz, Luiz |:|
BUCHOOM Buchanan, Nancy = [
CHEMODM Cher, John . 0
CLeay00m Clagtan, Jane =
DELaA0001 Delaney, Aidan 0
Dl&Z00m Diaz, Brenda =
LOYLOoOo1 Dayle, Jenny 0
ERICOOM Ernickson, Gregom J. = =
Tatal Marked 1
&

The user has three options to populate the scrolling window with employees:

1. Click the Redisplay button to populate the scrolling window with ALL employees.

2. Use the Restrictions to define by Employee ID, Employee Class, and/or Department. You can also
display only active or inactive employees. You can also exclude employees who do not have an email
address in the Internet Information window.

3. Enter or select an Employee ID within the Employee ID field.

The Employee Name pre-fills from the Employee Maintenance window.
The Alternate E-Mail Address field allows the user to enter an alternate e-mail address for the employee.
Use E-Mail W-2 checkbox to select which employees are to receive the E-Mailed W-2 Statement.

Select the window level printer icon to print the E-Mail W-2 Recipients Report.
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E-Mail W-2 Statement Reports

Missing E-Mail List Report
Microsoft Dynamics GP > Tools > Setup > Payroll > E-Mail Suite Setup > Missing E-Mail List

The user can print the Missing E-Mail List Report by selecting the Missing E-Mail List button on the E-Mail Suite

Setup window. The Missing E-Mail List Report contains employees who do not have an e-mail address
associated with the Address ID on the Employee Maintenance window.

The user may utilize this report to verify the employee has an e-mail address assigned to the Address ID. If an
employee appears on this list, they do not have an e-mail address for the Address ID listed on the Employee
Maintenance window. It is suggested that the user prints this report before processing the W-2 Statements.

<a Fabrikam, Inc. 4/12/2017

\ Page 1 I

H Screen Output - EES Missing Email Repo
File Edit Tools Find Help
|‘ & Rint [{=) SendTo &) Modiy | 100% - |EDmp\ElEd2F’agEs
System: 1/21/2013 Fabrikam, Inc. Page:
11:09:25 AM Missing E-Mail List
U.S. Payroll
Missing Email for Current Address ID
Employee ID Employee Name Address Code
BAREBOOO1 Barbariol, Angela DPRIMARY
BARROOO1 Barr, Adam PRIMARY
BONIOOO1 Bonifaz, Luis DPRIMARY
BUCHO001 Buchanan, Nancy PRIMARY
CHENOOOQ1 Chen, John Y. PRIMARY
CLAY0001 Clayton, Jane PRIMARY
DELAOOOL Delaney, Aidan DPRIMARY
DIAZ0001 Diaz, Brenda PRIMARY
DOYLO0O01 Doyle, Jenny PRIMARY
ERIC0001 Erickson, Gregory J. PRIMARY
FLOOO00L Flood, Kathie PRIMARY
HARUOOO01 Harui, Roger DPRIMARY
JAMIO001 Jamiscn, Jay PRIMARY
KAHNOOO1 Fahn, Wendy Beth PRIMARY
RENNOOO1 Kennedy, Kevin PRIMARY
LEVY0001 Levy, Steven B. PRIMARY

»
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E-Mail W-2 Recipients Report
Cards > Payroll > Manage W-2 Recipients

The user can print the E-Mail W-2 Recipients Report by selecting the window level printer icon on the Manage
W-2 Recipients window. The E-Mail W-2 Recipients Report contains the details from the Manage W-2
Recipients window.

The user may utilize this report to verify that all employees who elected to have the E-Mail W-2 Statement e-
mailed to them have the E-Mail W-2 checkbox marked. It is suggested that the user prints this report before
sending the E-Mail W-2 Statements.

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

&b Pt =] SendTo &) Modiy Completed 1 Page Page 1
|| system: 1/21/2013  11:37:50 aM Fabrikam, Inc. N
|| user pate: 4/12/2017 E-Mail W-2 Recipients |
i

Employee ID Last Name First Name Middle Name E-Mail W-2 E-Mail Address

ACEKEQ001 Ackerman Pilar X ackerman@fabrikam.com

BARB0OOO1 Barbariol Engela

BARROOO1 Barr 2dam

BONI0001 Bonifaz Tuis

BUCHO001 Buchanan Nancy

CHENOOO1 Chen John Y.

CLAY0001 Clayton Jane

DELAOOOL Delaney Ridan

DIAZ000L Diaz Brenda

DOYLOOO1 Doyle Jenny

ERICO001 Erickson Gregory J.

FLOCO0D01 Flood Fathie

HARU0001 Harui Roger

JAMINOO01 Jamison Jay

FAHNOOOL Fahn Wendy Beth

KENNOOOL Fennedy Revin

LEVY0001 Levy Steven 5.

LYONOOO1 Lyon Robert

L¥YsSa0001 Lysaker Jenny

MARTO001 Martinez Sandra I.

MUGHOO01 Mughal Salmon

NAGA0001 Nagata Suanne

REEVO001 Reeves Randy

STEWO001 Stewart Jim

TIANOOOL Tiano Mike

TIBB0001 Tibbott Diane

WEST0001 West Paul

YOUNDDO1 Young Rob

« D r
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E-Mail W-2 Statements Window

Microsoft Dynamics GP > Tools > Routines >Payroll > E-Mail W-2 Statements

The user will have the ability to e-mail W-2 Copy B, W-2 Copy C and W-2 Copy 2 Forms for a specific year-end
wage file. The system will display the employees who will receive an E-Mail W-2 Statement within the
scrolling window.

If the user has additional company-wide PDF files to send with the employee’s E-Mail W-2 Statement, they can
include the PDF file(s) in the W2-Attach folder located in the C:\Program Files\Microsoft
Dynamics\GP2013\Data folder. These files will be attached to the employee’s email and sent to ALL
employees.

The E-Mail W-2 Statements product
automatically places the W-2 Instruction

File.pdf file in the W2-Attach folder. Once IMPOARTANT: Do not set the Employee PDF File Location
the system sends the e-mail, the W-2 on the E-Mail Suite Setup window to this folder. The files
Instructions.pdf file will be attached to the included in this folder (C:\Program Files\Microsoft

e-mail along with the W-2 Form(s). Dynamics\GP2013\Data\W2-Attach) will be sent to ALL

employees!

-
3 e w2 suenens N - -
File Edit Tools Help Debug sa Fabrikam, Inc. 4/12/2017
f@) 0K % Process =
‘Year 2m7 ~  Reportear| 2013 Subject Line | /-2 Statements
Company Fabrik.am, Inc. E-bail Body:
Address 1D Prirnary p Aftached is pour -2 Statement and instruction file. -
Address 4277 west Oak Parkway (=]
City Chicago 5
State IL BCC
ZIP Code BOB0N-4277 Employer [dentication Na. 23-8260216
Options e
Save an employer copy Include printed -2 employees
Farmns: w-2 Copy B wi-2 Copy w2 Copy 2 -
Manage 'W-2 Recipients
Emplayee 1D: @ Al () Fram To:
Employee |D Emplopee Mame [Mat Found] z
ACKEQDN Ackerman, Filar packermani@fabrik.am. com -
1| Records

O @
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Year — select the year for which W-2s will be printed. The drop-down list is populated with the same years that
are available to the system from the Print W-2s form process.

Report Year — Displays the current report year format which will be emailed to the employee. The Year and
Report year should be the same. The report is updated yearly in November/December and a new version will
need to be installed each year as part of the year end process.

Company, Address ID, Address, City, State, ZIP Code — displays from the Company Setup window. The user
may change the Address ID if needed.

Subject Line — displays from the E-Mail Suite Setup window. If a change is needed to the Subject Line, select
the E-Mail Setup button to open the E-Mail Suite Setup window.

E-Mail Body — displays from the E-Mail Suite Setup window. If a change is needed to the E-Mail Body, select
the E-Mail Setup button to open the E-Mail Suite Setup window.

Blind Carbon Copy — displays the Blind Carbon Copy specified on the E-Mail Suite Setup window. If a change is
needed to the Blind Carbon Copy field, select the E-Mail Setup button.

Employer Identification Number — displays the company's employer ID for which wages were reported during
the year. This number is assigned by the federal government and is the number entered using the
Unemployment Tax Setup window. Changes may be made, if necessary.

Options — when the user processes E-Mail W-2 Statements, they have the option to create one PDF file which
contains only the e-mailed W-2 Statements or create one PDF file which includes both the e-mailed W-2
Statements and the hardcopy W-2 Statements.

Save an employer copy — mark this checkbox to create one employer copy PDF file for the employees receiving
E-Mail W-2 Statements. Marking this checkbox enables the “Include printed W-2 employees” checkbox.

Include printed W-2 employees — mark this checkbox to create one employer copy PDF file including all
employees receiving a W-2 Statement via e-mail or hardcopy.

Forms — allows the user to select which W-2 forms will be processed during the E-Mail W-2 Statements
process.

o W-2CopyB
e W-2CopyC
o W-2Copy?2

Employee Detail Scrolling window — displays all the employees or the specified employees from the From/To
fields. The Employee ID, Employee Name and E-Mail Address displays from the Employee Maintenance
window or the Manage W-2 Recipients window.
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E-Mail W-2 Statements Process

When the user selects the Process button, the system will leverage the existing Adobe Acrobat Writer software
on the local machine to create the PDF files. If a user receives an Adobe error message while processing E-Mail
W-2 Statements they will need to contact Adobe directly to troubleshoot the error message.
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PDF File Location

The system will confirm whether the value for the PDF File Location path as defined in E-Mail Suite Setup
window represents a valid path for the current machine. If the path is invalid, the system will display a
warning and prevent the user from continuing the E-Mail W-2 Statements process until a valid path is
specified.

Microsoft Dynarmics GP

Mo valid PDF file location is setup.

l -.\

Microsoft Dynamics GP

Select a valid PDF file location path.

! ..\

If the user receives an invalid PDF file location path error message, select ok. Then open the E-Mail Suite Setup
window.

1. Select a valid PDF file location and then click OK on the E-Mail Suite Setup window.
2. Reselect the Process button on the E-Mail W-2 Statements window.

A PDF will be generated for each employee’s W-2 statement and placed in the directory specified in E-Mail
Suite Setup window. The PDF will remain in this directory until the E-Mail W-2 Statements is processed again.

E-Mail Validation

The system will confirm that each employee has a valid e-mail address. If one or more e-mail addresses are
missing for an employee, the system will prompt message, “One or more email addresses are missing for
employees. If you continue, W-2 statements will not be sent to those employees.” The user may choose
Continue, Cancel or Print.
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Microsoft Dynamics GP

e ) One or more email addresses are missing for employees. Ifyou
' J continue, W-2 statements will not be sentto those employees.

[ Cantinue ] [ LCancel J [ Erint J

Click Continue to proceed with the E-Mail W-2 Statement process. Keeping in mind that the E-Mail W-2
Statements cannot be sent to the employee who does NOT have an e-mail address; however, if a blind carbon
copy is setup for this employee, the file will be sent to the e-mail address specified in the blind carbon copy
field.

Click Cancel to close the message and the user may update the employee e-mail address.

Click Print to print the Missing E-Mail List Report. The user may utilize this report to update the employee e-
mail address.
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E-Mail Statements Error Report

The system will generate an E-Mail Statements Error Report after processing the E-Mail W-2 Statements. The
report will specify if there was an error or if the system sent the e-mails successfully. Only errors reported
back to Microsoft Dynamics GP will be included on the
report. The report contains the Employee ID and Error
Message.

Depending on the number of W-2 forms the
user is trying to e-mail and the speed of the

system processing the e-mail, the process may
run for an extended period of time.

=
Lg’i] Screen Output - EES Error Report EE
File Edit Tools Find Help sa Fabrikam, Inc. 4/12/2017
Sh Pint (=] SendTo &) Modiy - | Completed 1 Page | Page 1
System: 1/21/2013 11:29:54 mM Fabrikam, Inc. Page: -
User Date: 4/12/2017 E-MAIL STATEMENTS ERROR REFPCRT User ID: ‘_ll
Employee ID Error Message
o Employee ID(s)
< [ v
—
=gl Sereen Output - EES Error Report “ ‘ ==
File Edit Tools Find Help sa Fabrikam, Inc. 4/12/2017
S Pint |1=] SendTo ] Modiy | 100% - || Completed 1 Page | Paget
System: 1/21/2013 11:30:35 AM Fabrikam, Inc. Page: -
User Date: 4/12/2017 E-MAIL STATEMENTS ERRCR REFPCRT User ID: [
Employes ID Error Message
ACEEQOQOL The specified string is not in the form regquired for an e-mail address.
1 Employee ID(s)
<[ r

The user will need to manually track errors such as returned e-mails within the
system that processed the E-Mailed W-2 Statements. This information can then be

updated in Microsoft Dynamics GP and the W-2 forms can be reprocessed from the E-
Mail W-2 Statements window.

Page 57/98



Print W-2 Statements Window

Microsoft Dynamics GP > Tools > Routines >Payroll > Print W-2s

The user will be able to print the W-2 statements before or after e-mailing the W-2 statements. The system
will allow the user to decide to either print all W-2 statements or print only the employees who elected to not
receive an e-mail W-2 statement. Once the user selects the print button on the Print W-2 Forms window the
system will prompt message, “Do you wish to exclude employees who receive emailed W-2 statements?” The
user may choose Yes or No.

-

Microsoft Dynamics GP
Do you wish to exclude employees who receive emailed W-2
statements?
. [ ¥e ) [ ]

. A

Click No to print all employees including the ones who elected to receive an E-Mail W-2 Statement.

Click Yes to print only employees who elected to receive a printed W-2 Statement.
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Sample Employee E-Mail and PDF Consent
Form

Sample E-Mail
The following e-mail is an example only and uses the disclosure requirements set forth in IRS Publication 15a
and Treasury Regulations Sub Chapter C. Sec 31.6051-1(j).

Email Subject: IMPORTANT TAX RETURN DOCUMENT AVAILABLE
Email Body:

Fabrikam is pleased to offer W-2 statements via e-mail this year instead of the traditional paper copy!
Benefits to receiving your W-2 by e-mail are:

(List all benefits — link to list of benefits below).

Please read the attached PDF file for instructions on how to consent to this process and for important
information regarding electronic delivery of your W-2. If you are unable to read the attached PDF file,
please contact ... or download ... (with link)

You may decline the electronic W-2 and continue to receive a paper copy of your W-2 by either not
replying or by replying and stating:

“I do not want to receive my W-2 electronically.”
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Sample PDF Consent Form
The following text is an example only for a PDF consent form.

If you would like to receive your W-2 by e-mail, you must reply to this message and place the following
text in your reply:

“l agree to accept my W-2 statement electronically at this e-mail address.” (Or, you may
specify a different e-mail address).

You may decline the electronic W-2 and continue to receive a paper copy of your W-2 by either not
replying or by replying and stating:

“I do not want to receive my W-2 electronically.”

Please note you will receive a paper copy of your W-2 unless you specify differently prior to
01/15/2013. Consent is for one year only and consent will be required again next year.

You may revoke your consent for an electronic W-2 delivery prior to January 15, 2013 by contacting
the payroll department at w2consent@fabrikam.com or at 555-555-5555, ext. 555. Withdrawing
consent by January 15, 2013 will be for this year only and does not apply to any W-2 documents you
have already received.

Conditions under which W-2s will no longer be furnished electronically may include:
(List all reasons - for example, termination of employment).

E-Mail addresses used for electronic delivery may be changed prior to January 15, 2013 by contacting
the payroll department at w2consent@fabrikam.com or at 555-555-5555, ext. 555.

When you receive your W-2 electronically, it will be attached to an e-mail as a PDF file — much like the
one you are currently reading. You will need PDF reading software (such as Adobe Acrobat Reader)
and the hardware necessary to run the PDF reader software. If you are reading this on your own
computer after having opened this attached via your e-mail then you meet the hardware and
software requirements for receiving your electronic W-2.
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Introduction to E-Mail 1095-C

The Email 1095-C functionality gives the user the ability to send the 1095-C to employees electronically. The
E-Mail 1095-C functionality is available in our hosted web solution only. This functionality is not available
within Microsoft Dynamics GP although we have a Microsoft Dynamics GP process for pushing the 1095-C
data to the hosted solution. You will need to login to the cloud services solution and upload your employees

before you try to sync your data.

Step 1: Login
Although we have SQL scripts to help users gather required information already setup in Microsoft Dynamics
GP.

An email is sent with an invite to login to the Email 1095-C Solution. When you receive the email from
CloudServices@integrity-data.com in your inbox click the link within this email to login. If you have not
received this email, check your junk or spam folders for the invite.

y G2 Reply Al © Forward GHIM

oudSe ntegrity-data.cor
Welcome to Integrity Cloud Services

@ Ciick hereto downioad pictures. To help protect your pivacy, Outiook prevented automatic download of some pictures i this message.

You have been invited to establish a login to your Integrity Data Cloud Services Account. In order to complete the verification process you
establish your authentication provider. Once you have logged in to your chosen provider with your credentials, you will be immediately able

This invitation was generated on your behalf as a result of a recent purchase of ACA Compliance Solution

Thank you and welcome!

The Integrity Data Cloud Services Team

After selecting the link to login, a web Browser will open to a login screen. You may authenticate your login by
using a Microsoft Live account or a Google account. If you do not have these types of accounts, you can create
an account. There is no cost to create the Microsoft Live or Goggle the account.

J—

5 Choose Your Provider

[ Sion invith Microson

.l’ Sign In with Google:
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Step 2: User Management

The ACA Compliance Solution begins with a single admin user, which was defined during the initial onboarding
process upon purchase of the product. The example below shows this condition for Wilbur Consulting:

. — Account: Wilbur Consulting
Integrity =
‘ & gDalaY -

Welcome: Farnsworth, Sebastian | Log Out

Reports
User Management

Utilities & Maintenance v

Configuration hd Add New User

Global Settings ~

2 User Management Sebastian Farnsworth 217-732-1722 dwilmert@integrity-data.com # Edit X Delete Invite

© 2015 - Integrity Data Cloud Services

For an existing user, the name, phone number, and email fields are all editable. You can add another user by
clicking “Add User” in the grid header region. The creation of a user alone does not mean they will have access
to the system. You will need to send an invitation to the user by clicking the “Invite” button. This will send an
email to the user’s specified address and allow them to click a link establishing their credentials to log into the
ACA Compliance Solution. Establishing their credentials means that the user will need to select an
authentication provider (currently Google accounts or Microsoft live accounts are supported). Please note
that the invitation itself can be sent to any email address but the actual login credentials themselves are tied
to the aforementioned authentication provider.

For example: Sebastian Farnsworth has an email address of dwilmert@integrity-data.com and that is where
the email invite was sent. Once Sebastian checked his email and clicked on the invitation embedded in the
email invite, he was prompted to select an authentication provider. It is at this point that Sebastian will need
to provide Google or Microsoft credentials to log into the ACA Compliance Solution.

A NOTE: It is advisable to create at least one more user and invite them to the ACA Compliance Solution
as soon as possible after logging into the solution for the first time. This will ensure that there is at least one
other user of the system in the event that a problem arises with the initial user, eg... technical issue or user
leaves the company etc...
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Step 3: Standard Measurement Period
The system requires setting up the standard measurement period before filling out the company information.

Employers are permitted to determine an employee’s full-time status based on a measurement period
established by the employer of up to 12 consecutive months but no less than 3 months. During the
measurement period, an employer is not subject to an excise tax payment with respect to, among others, new
“variable-hour” employees.

Employees determined to be full-time during a standard measurement period must be offered coverage during
a corresponding “stability period” of the same length even if their hours drop below full-time, provided they
remain employed.

The standard measurement period applies to employees when, on their date of hire, it was undetermined if
they would meet the full-time requirement of working at least 30 hours a week. This period allows for what is
sometimes called a “look-back” period where the employee will be tested to see if they meet full-time status.

In an effort to provide flexibility to employers, an employer can have different measurement and stability
periods for four categories of employees:

1. Employees located in different states

2. Salaried and hourly employees

3. Employees of different entities

4. Collectively bargained employees and non-collectively bargained employees

You can set up multiple standard measurement periods as defined above using the standard measurement
period setup page. The system allows for either one default standard measurement period or multiple periods
defined by location and type of employee.

Standard Measurement Period

New Period: Fiscal15
Employment Type

’ "
State

Close Period []

Start of Measurement Pericd
@® uUsing Hire Date

O Using First Day of Next Month

Period Setup

Standard Measurement Period Setup

Start Date 2/1/2015 (5 Months: 12 *  EndDate 713172016 =
Measurement: Measurement:

Administrative Period Setup

Start Date 8/1/2016 (3 Months: 2 - EndDate 10/2172016 o}
Administrative: Administrative:

Stability Period Setup

Start Date 111112016 (3 Months: 12 “ EndDate 101312017 o}
Administrative: Administrative:

Period
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You can select an existing period ID or create a new one by typing a name into the “New Period” field. This is a
unique name for this standard measurement period. You can have multiple standard measurement periods.

Employment Type
Drop-down list that includes:
o ALL-Al employees are included in this Period ID.

o  SALARY - Only salaried employees are included in this Period ID.
o HOURLY - Only hourly employees are included in this Period ID.

State
The ACA allows you to have different standard measurement periods by location (States).

This drop down list contains the State abbreviations applicable for your employees. (Derived from transactions
and employee maintenance records) You can choose to select individually or include ALL.

Close Period
This feature reserved for a future release
Start of Measurement Period

You can start your measurement period as of the hire date or the first day of the next month. In most cases,
you will select Using First Day of Next Month. This is used to determine who is to be included in the standard
measurement period testing.

Standard Measurement Period

Input the start date for your measurement period. Input the number of months in your period. The end date
will automatically calculate.

Administrative Period

Some employers may want to have an “administrative period” between the end of the standard measurement
period and the beginning of the stability period in order for paperwork to be processed. The administrative
period cannot exceed 90 days.

If you have an administrative period, input the start date of the administrative period and the number of
months. ACA Compliance Solution will not allow you to enter more than 3 months.

Stability Period

Employees determined to be full-time during a measurement period must be offered coverage during a
corresponding “stability period” of generally the same length even if their hours drop below full-time, provided
they remain employed. The stability period can be no shorter than 6 months. The stability period can be no
longer than the preceding measurement period.

Input the start date of the stability period and the number of months. ACA Compliance Solution will check for
compliance.
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Step 4: Company Setup

Provides basic setup information for a company. Select a company from the Company ID drop down or select
to create new. You will then be presented with the existing company data or have the option to define it for a
new company. Click save to save the record and delete to remove the company. Clicking clear will undo
changes and cancel the operation, returning you to the page as if you first arrived.

Company Information

e Company ID
e  Company Name

e FIN

e Phone Number
e Country

e Address1

e Address?

o C(ity

e  State

e Zp

Electronic Filing Mask SSN: This option is only used in instances when the user is filing forms electronically to
the IRS. When checked, this option will cause the printed forms to mask the first 5 digits of the employee
Social Security Number. It is used primarily when distributing copies of the forms to employees who have
privacy concerns with the personal information NOTE: if you are submitting printed forms to the IRS and not
filing electronically, then this option should be unchecked when printing the copies you intend to send to the
IRS. You can recheck the option for printing employee copies if you wish.

‘ ’Integrlty
Data’
A Dashboard
ACA Company
Alerts & Reports v
Utilities & Maintenance v elect Co. Craate New..
Company Address 1
Configuration ~ D
ACA Setup -~ Company Address 2
Name
Benefit
EIN City
Pay Code Phone tate
Number

Standard Measurement

Period Country Zip

nitial Measurement
Period

Current Standard Measurement 5M2015 v
Seasonal Employee Period ID:
Override
Previous Standard Measurement 5M2015 v
FMLA Period ID:
et onmeterose & -
Eligibility Method: Lookback Measurement ¥
Waiver Code

ACAPlan
IRS

Exclude Active Employee

Current Lowest Cost INS v
Control Group Plan ID:
Government Entities Federal Poverty Line 0.00 % 0.00
Global Settings v Initial Stability Period Start Date =

Require Waivers
Lowest Cost Plan
Available To All

Electronic Filing Mask Eligible Employees
SSN 1095C
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Step 5: Employee Data Import

The system requires the employees be imported using the Import utility. If you already have the Employee
Excel file ready to import you can complete the Step 6: Import Employees. If you do not have the sample Excel
file ready, we offer a SOL script to Microsoft Dynamics GP customer that will create a SQL view with the
relevant information from Microsoft Dynamics GP. You can then create a connection to the SOL view in Excel.
For additional details, see the Employee Master Upload section below.

Importing Employees

The import process for employees supports 4 optional columns to import file to accommodate the fields
mentioned above. An example is provided below in excel format as an example. Remember that the actual
import file must be a tab delimited text file. Excel import do not work. This image is provided only as a sample
to show the fields and proper spelling of the column headers.

EMAILADDRESS ATTACHMENTPASSWORD OPTINW2 OPTIN1095C
cloudservicestest3@gmail.com Password12!@ TRUE TRUE
cloudservicestest4@gmail.com Password12!@ TRUE TRUE
integritywilbur@gmail.com Password12!@ TRUE TRUE
wilbur-id@hotmail.com Password12!@ TRUE TRUE
cloudservicestest3@gmail.com Password12!@ FALSE FALSE
cloudservicestestd@gmail.com Password12!@ FALSE FALSE

The employee import process also supports an “email-only” feature. Also known as the miniimport. In this
mode the system will accept a file containing only two columns “EMPLOYEEID” and “EMAILADDRESS”. This is
most often used to update existing employees in the system with an email address. Importing a list of
employees that are already in the system will only update the employees and add the email address. It will not
damage or alter any existing data for that employee as part of the mini import. It will also not create new
employees which don’t yet exist. IF any employees in the file are not already in the system then the process
will abort and error will be logged. An example tab delimited file is shown below:
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EMPLOYEEID

HWeee2

SMeea3

FSeeed

HTBBas

TBeBB16
PABBB1S
MLBBB35
5PBBB7T1
TREBB7 2
AEBBB 74
FCeeayy’
LMeBees1
LTeeass
B50008387
RLEBBS 2

EMATLADDRESS
cloudservices3jggmail.
cloudservicesdjggmail.
integritywilbsj@gmail.
wilbsjghotmail.com
cloudservices3jggmail.
cloudservicesdjggmail.
dave@abwlink.com
davef@abwlink.com
cloudservices3jggmail.
cloudservicesdjggmail.
integritywilbsjggmail.
davefdabwlink.com
wilbsjghotmail.com
cloudservicesdggmail.
clnudSEPvicESB@gmail.

Com
Com
Com

Com
Com

Com
Com
Com

Com
Com

When importing employee data (whether regular sized files or mini imports) the system allows the user to
cancel the upload which is in progress. Since the cancel functionality essentially interrupts the update process
of your import when it is trying to write to the database, there is a point in time after which the process
cannot be stopped. Depending on the size of your upload file and the number of records, the cancel
functionality may not have time to be invoked. During the window of time when a cancel is possible the
“Upload Import” button changes to “Cancel”. You can attempt the cancelation during this time. After pressing
the button, allow some time for the process to finish. When done the system will change the status of the
upload to “Cancelled” appended with the Date and Time.

You may have attempted to cancel the import but after waiting, the status does NOT say “Canceled” and
instead it appears the import simply proceeded to completion. This can happen when the background
database function was already committing records and could not process your cancellation request even
though the user interface appeared to accept it. This can happen on small sized uploads where the window of
time is very short and the system processes the upload too quickly for the user to react in time.
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Step 6: Import Employees

The system will import a tab delimited text file in the Upload and Import Data window. Within Excel save the
file as a Tab Delimited file. Within the Email 1095-C solution select the Select file option to upload the
employee data.

File name: Bookl.xlsx

Save as type: ‘Ewcek Workbook i:.ﬂsui

Authors: Excel Workbook (*.xlsx)
" Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*xlsh)
Excel 97-2003 Workbook (*xls)
XML Data (*.xml)
Single File Web Page (*.mht*.mhtml}
dide Folders Web Page (*.htm;*.html)
Excel Temnplate (*.xlt)

T Excel Macro-Enabled Template (*xltrn)
Excel 97-2003 Template (*xIt)
Text (Tab delimited) (*.bd) *
Unicode Text (*.tat)

Wi iategrity

# Dashboard

Upload & Import Data

Alerts & Reports v
Utilities & Maintenance A Em :"|Oy‘EE‘S
ACA Maintenance v X Download sample File
Select files...
ACA Utilities .Y
Upload & Import
Dependents
Year End Close .
X Download Sample File
Select files...
Generate IRS Files
Utility
Rehire Payroll Transactions
) & Download Sample File
Email Employees select files...
Configuration L4

Global Settings v Upload/Import
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Step 7: View Payroll Employee

After the import, you can now review the employee data. An employee records contains many fields for
demographic information but the four fields that are specific to the Email Employee functionality are:

E-Mail Address - This field is contains the email address which will be used to correspond with the
employee. Make sure to enter a valid address and confirm that this is the address the employee
wishes to receive potentially sensitive information. Email address functionality is currently limited to
100 characters. If you elect to enter more than one email address for an employee then you should:

o Separate the email with a semicolon (no extra spaces)

o Ensure the aggregate character count doesn’t exceed 100 for all email lengths combined
Attachment Password — This field contains can contain an alphanumeric password (special characters
are allowed) up to 20 characters
Opt In W2 — This checkbox is used to indicate whether the employee has elected to receive their W-2
electronically. When checked this option will be available during the Email Employee Process. [This
function is currently reserved until a future release]

Opt In 1095-C — This checkbox is used to indicate whether the employee has elected to receive their
1095-C electronically. When checked this option will be available during the Email Employee Process.

The figure below shows an example of the Payroll Employee user interface with the relevant fields highlighted.
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Payroll Employee

Employees ID
First Name
Middle Name
Last Mame
55N
Address 1
Address 2
City

State

Zip
Birthdate

Departrment
Jeb Title

S5UTA State

Emp Type

BCOO022

Carnearon

il

Erickomnan

GES-34-7778

&0 Windsor Court

Lincoln

IL

BZE56

111520 E

hain

hanager

IL

Full Time e

E-mail Address

Attachment Password

cameroni@tramore_ oo

M opt In W2

L] opt In 10095C

Hire Date
Adj Hire Date
Terminated Date

User Defined

Date Inactivated

8/1/2014 o

8/1/2014 D
o

E| Inactive

5/5/2015 5
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Note the attachment password field’s use of the “eye” icon. This will reveal the password in clear text to the
user when entering a password for the first time or after clearing a password and typing a new one. It is used
to provide confirmation the password was entered correctly. This function is invoke by clicking and holding
the mouse on the icon. See the figure below for an example.

E-mail Address cameron@tramore. oom
Attachment Password Password]21@ %
Ml opt In W2

[l opt In 1005C

For security reasons, once a password is entered and saved, this feature is not available.

Note: When importing data for an employee please ensure that the email address is valid. Also, passwords in
the import file will be encrypted in the database during the import process and will not be visible in the Payroll
Employee interface after import. They will instead be masked.
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Microsoft Dynamics GP Client Side Features

With the latest Employee E-Mail Suite version, you will have a window to sync the information for 1095C to
the Email 1095C Solution. Step 7 takes you through this process. You can download the latest version here.

Step 8: 1095-C Export

This utility allows the user to export employee 1095-C data in a format that can be consumed by the Cloud
Services component responsible for emailing the 1095-C to employees. The utility accommodates 1095-C data
originating from either:

e Microsoft GP ACA
e Integrity Data ACA

Which source the user selects will depend upon what ACA solution the user has employed in their
environment. The main interface is depicted below followed by a more in depth discussion of the utility by
feature.

Microsoft Dynamics GP > Tools > Routines Payroll > 1095-C Export

m 1095-C Export HEIES

File Edit Toocls Help Debug sa Dextordinary Inc. 01/08/2016

I:@j ok %Emcess Clear Statuz Report

ACA Solution: | ® ) Microsoft GP ACA

Employer Self-lnzured Securnity Status Cannected Update
Employee ID Type

® Employee 1D
() Social Security Number with Dashes

() Social Security Humber-Ho Dashes

Reporting Tear 25 W

Cormpary 10 GFDAT | Destordinary Inc.

c_f Processing Status: | Emar Update

Configuration

ACA Solution- Select the option which most accurately reflects which ACA solution is being employed at your
company. This setting allows the utility to pull the 1095-C data from the proper tables for export to the Could
Services component. Note that this selection may be disabled and set to Microsoft GP ACA if you do not have
the Integrity Data ACA solution installed.

Employer Self Insured — This setting allows the user to indicate whether the company is self-insured or not
(important for certain fields on the 1095-C). The field is disabled when the solution is set to Integrity Data
ACA, because that option is determined elsewhere in the system. See Integrity Data ACA Solution user
documentation.

Security Status — This read only field alerts the user to the status of their connection to the cloud services
component which is needed to ensure that the upload processes correctly. A status of “Connected” means the
system is ready to attempt a process. A status of “not connected” means the system doesn’t have the
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information it needs to establish a connection to the destination for the export The user will need to first make
sure there is a connection before processing this upload. See the Update button below for further instructions.

Employee ID Type — This setting allows the user to indicate to the export process how the employees are
identified in the cloud services component. (eg... employees are listed by a unique employee ID or are listed by
social security number) This allows the process to match an employee in the system with the same employee in
the cloud services component, ensuring that the proper 1095-C information gets to the proper employee
during the export.

o Employee ID - set to this value if employees in the cloud services component are identified by their
Employee ID

o Social Security Number with Dashes - set to this value if employees in the cloud services component are
identified by their individual Social Security Numbers separated by dashes.

o Social Security Number without Dashes - set to this value if employees in the cloud services component
are identified by their individual social security numbers only (aka no dashes)

Reporting Year — This drop down list contains a list of years which correspond to the years which have been
closed and are ready for export. For user of the Integrity Data ACA solution, this means the years for which
you have run a year end close on the ACA product. For user of the Microsoft GP ACA solution, this means a list
of years that have been closed in GP Payroll.

Company ID — This read only field displays the Company ID and name of the company about to be exported.
There are no configurable options for this field.

Processing Status - This read only field alerts the user to the status of their upload once it has been exported to
the cloud services component. The status is not dynamically refreshed so it is necessary to periodically check
for new status after the upload is initiated (see the update button below for further instruction) A status of
“Error” indicates there were errors with the import process once the data reach the cloud services component.
Detail can be found in the error report (see Status Report blow) A status of “Complete” means the process
competed successfully. A status of “Pending” indicates the system is still processing the upload. You will need
to check back again later.

Button Functions

Update (Security Status) — When pressed, the system will open a web browser and prompt the user to log into
their tenant with their credentials. Once the log in is complete the user will be presented with a web page
message indicating it is safe to close the browser. This is usually a one-time procedure and doesn’t need to be
repeated. You may need to repeat this procedure if you have more than one company.

Update (Processing Status) — Pressing this button will retrieve the latest status for the export to the cloud
services component. In addition to the status messages describe above, the system may also display a popup
dialogue informing the user of any errors, which prevented the export. The error most often seen is
“Successfully imported to blob” when the status is still “Pending” and the system is waiting its turn to
continue. If you receive this message you can continue to wait for the system to upload the data.

OK — When pressed will simply close the utility window

Process— When pressed will begin the data gathering, configuring and export procedure. The button will be
disabled until the procedure is either finished or errors out. At that point corrections can be made and another
attempt made.
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Clear — When pressed will reset the configuration setting on the utility window.

Status Report — This button will display a status report to the user which will contain any error encountered
during the export/import process to the cloud services component. Only errors are displayed in this report. If
the process was successful then the expected result is that this report will be blank, shown below. Had there
been an error it would have been listed. An example of an error that could be encountered is “Employee ID not
found” which would appear under the column heading Cloud Services Status. This simply means the export file
contained and employee that was not in the cloud services component and thus had no place to put the 1095-
C data.

i Screen Qutput - EES 1095C Status Report = | = -
File Edit Tools Find Help Debug sa Dextordinary Inc. 01/08/2016
& Print =] SendTo ﬂ M adify w | Completed 1 Page Page 1 ‘
System: 01/08/2016 B8:50:38 &AM Dextordinary Inc. Page: 1 ~
User Date: 01/08/2016 E-MAIL 1055-C STATUS REPORT User ID: sa
Employee ID Employee Name Cloud Services Status
o Employee ID(s)

The upload process will overwrite any 1095-C data found for a given employee/company,/year combination if
it exists. Otherwise it will create a new record for the employee.
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Step 9: Templates

This functionality allows the user to save a set of configuration information described above as a template,
and assign it a name. When subsequent correspondence is sent via Email Employees the user will have the
ability to either use an existing template or specify new criteria from scratch. The user is asked to make this

choice when they visit the Email Employees page. If you are sending 1095-C for 2015, you may choose to
create a 2015 1095-C template. See below

Use Email Template

Would you like to use a previously saved email template?
Template Name

Select Template 2.

Use Selected Template New Email Without Template

The user is only prompted to create a template from existing settings when an email has been sent using the
criteria. This happens during the Send process. See message below.

Save Email Template

Would you like to save this email template for future use?

Enter Template Name: |

Save Template Continue Without Saving
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Step 10: Email Employees

This utility is where the user will designate and restrict recipients, compose the actual correspondence to be
sent, and determine which attachments to include. The main interface is depicted below followed by a more
in depth discussion of the utility by section.

Email Employees

Genera

Subject End of viear Forms:

Bady Grestings. Attached you wil find your erd of year statements for
the documents you slected bo receve. Youmay epect further
EommrCTtion when an kem changes
Your Payrall Team

BeC confirmation@€abeikam. com

Regply-To payrol_deptafabriakam com

Address

1095-C

Attach 109s-c O

W085-C Data

Genersl Attachments

Salect files..

Recipients List

Restrict Recipients. By:

Employee D Cepartment
Start: Q Enct Q Stare: End:

TS Amachrient Type

®aw O acive Oinactive was.c]

Apply Restrictians Clear Restrictions

@ AEDOOTE Ed Amberjack edwiard Edovllar.com - @
AFIHIG Fiana sppletan o @
H AL Leslie Ames o @
ARAODOEE Marcy Abercrambie w @
B ATooosS Tommey appletan o @
B ECOm22 Camaron Brickman o @
@ Bx00032 Kelly Baker - @
M eLonos) Luca Brarm - @
BMDD0 22 Mandy Brooks - @
P BMOI0S Matthew Bradfard - @
7z 3 4 s & 78 9 w. *M 10 T tems per page

Selected Reclplents 0| Get Selected Aow Count {Tess)

A send Email Cancel & Chear Form
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General
This section allows the user to dictate the content of the email and other attributes of the correspondence.

~anara

General

Subject End of Year Forms

Body Greetings. Attached you will find your end of year statements for
the documents you elected to receive. You may expect further
communication when an iterm changes.
‘Your Payroll Team

BCC confirmation@fabrikam.com

Reply-To payroll_dept@fabriakam.com

Address

Subject — Contains the text that will be displayed in the subject line of the email

Body — Contains the content of the email that will be sent to the employees. There is a 250 character limit to
the body content.

BCC - Contains the email address of the recipient of the Blind Carbon Copy. This will not be visible to the
employee and is typically a special email address set up to receive the correspondence as proof that the email
was actually sent.

Reply-To Address — This email address will be visible to the employee. |If the employee elects to respond to the
email the address specified in this field will be the recipient of the reply. Typically, this is a dedicated email
account for the payroll department or for support.
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1095-C and General Attachments

This section allows the user to select whether or not to attach a 1095-C or other general attachments to the
to the email correspondence. More than one general attachment may be attached and more than one 1095-C
may be specified.

1095-C
Attach 1095-C[¥
1095-C Data

Year Select Year

Company Select Companies

Password None v

Include 1095-C Instructions [ ] Download 1095-C Instructions

General Attachments
Select files...

s+ CHANGE FORM.doc

a" download.txt

Attach 1095-C — When checked, the system will expand the 1095-C data area to accommodate further
configuration.

Year — This DDL allows the user to specify which year to use when selecting 1095-Cs to attach. Theyear refers
to the calendar year for the 1095-C.

Company — This configuration option is a multi-select list which will allow the user to select one or more
companies to include in the 1095-C selection. In this way, more than one 1095-C may be sent to an employee.
Note that this option will only send multiple 1095-Cs to an employee if that employee actually has 1095-C
data for more than one company AND those companies are selected in the list. Employees who do not have
1095-C data for a given company won't receive one for that company.

Note: For the company list box to contain a list of companies, those companies must first be set up in the
configuration section of the system Configuration > ACA Setup > Company

Password — This drop down list contains 3 options for password protection and are thusly explained:
None — The attachments will not be password protected

Last 4 of Employee SSN — The attachments will require the recipient to enter the last 4 digits of the
recipients SSN to be accessed
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First 5 of Employee SSN — The attachments will require the recipient to enter the first 5 digits of the
recipients SSN to be accessed

NOTE: The password protection applies to the 1095-C attachment only. General attachments are
not subject to password protection

Important: If an employee has specified a custom password, then that password will be used during the
process. Otherwise the settings specified in this password section shall prevail. Employee custom password
always override the settings here.

Include 1095-C Instructions — Checking this box will cause the system to include an extra attachment to the
email correspondence, namely the instruction file for 1095-C.

Download 1095-C Instructions — This is a hyperlink to instruction file that will allow the user to preview the
contents before deciding whether or not to attach it. See Include 1095-C Instructions above.

Select Files — Pressing this button will present a dialogue window to the user allowing him to select a file. The
selected file will be attached to the correspondence as a general, non-password protected, attachment during
the send event. The user may attach files which have any of the following file types:

.pdf
xt
rtf
.doc
.docx
Jpg
Jpeg
.png
.gif
Liff
tif

e .co
Attachments are limited to 25MB in size (per attachment)

If a user changes any of the criteria specified in the 105-C Data section of the form, the system will prompt to
refresh the recipients list. This is because the pool of recipients may have changed or the system needs to re-
factor the process to account for new password criteria. The message prompt in this circumstance appears as
seen in the figure below.

1095-C

Attach 1095-C[¥
1095-C Data

V=T Select Year

Company Select Companies

Password Last 4 of Employee... ~

Include 1095-C Instructions (] Download 1095-C Instructions

© 1095-C criteria has been modified. You must refresh the list of recipients using the button below.

£ Refresh Recipients List

After pressing the “Refresh Recipients List” button the system message will disappear and the user may
continue as before.
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Recipients List

This section allows the user to define and constrain a subset of employees in the form of a recipient list.
Restrictions are applied in the “Restrict Recipients By” section and then displayed in the grid below that.
Finally, when the list is configured as desired and the attachments are selected, the user can select to send the
email or cancel and clear the form.

Restrict Recipients By:

Employee ID Department

Start: Q End: Q Start: End:
Status Aftachment Type
®ALL O Active O Inactive 1095-c [J

Apply Restrictions Clear Restrictions

AE00074 Ed Amberjack edward@dowllar.com v (]
] AFDOD1S Fiona Appleton v @
ALO0D125 Leslie Ames v @
AMOO0EE Marcy Abercrombie v @
] ATOODD59 Tommy Appleton v @
BCODO22 Cameron Brickman 4 @
¥ EBKOD032 Kelly Baker v @
] BL0OOD%1 Luca Brazzi v @
BMOO0D122 Mandy Brooks v @
¥ BMOOOD23 Matthew Bradford v @
T Poob - c

1 2 3 4 5 6 7 8 9 10 .. 10 items per page

Selected Recipients D| Get Selected Row Count (Test)

A send Email Cancel & Clear Form

Employee ID (Start / End) — This pair of fields allows the user to specify a range of employee ID’s to include in
the recipient list. The range need not include an actual Employee ID (eg... the user may enter “aa” and “zz”
and the system will include all employee IDs in between) The lookup button will open a dialogue allowing for a
more refined search.

Department (Start / End) — This pair of fields allows the user to specify a range of departments to include
which will constrain the employee result set. The department list is the sum of unique departments included
in all the employee records so there is no single list which can be used in a lookup. The system will rely on
alphabetical ranges to include departments.

Status (All / Active / Inactive) — This restriction refers to the employee status on the employee record and
allows the user to include either active/inactive. The default setting is “all” which includes all employees
regardless of status.
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Attachment Type — There is only the 1095-C checkbox, which, when checked, will include only those
employees in the recipient list who have 1095-C data. (ie...will receive a 1095-C for at least one company)

Apply Restrictions — When pressed will apply the restrictions to the system and refresh the recipient list.

Clear Restrictions — When pressed will clear all restrictions and return the list to the state which includes all
employees.

Recipient List

This grid displays a list of employees who will be candidates for inclusion in the sending of correspondence,
based on the restriction put in place above. The columns display Employee ID, Name, Email Address, and
1095-C indicator. It is meant as a quick reference to quickly convey the size and content of employee list for
those who will be a recipient of correspondence. The 1095-C indicator will display a green checkmark or a
crossed out circle. These indicate the user will receive or not receive a 1095-C attachment respectively. The
email address column will convey which employees if any are missing an email address or need corrections.
Finally, the checkmarks on the left will allow the user to include or exclude which employees in the already
refined list of recipients will receive the correspondence. The user adjust how many employees display in the
list at a time using the control at the bottom of the window. The system also displays a count of the number of
recipients which have been selected.

Send E-Mail — When pressed will send the email to the recipients selected. They system will prompt with a
confirmation dialogue before actually processing the request.

It is important to note that this request may take a while to process. The system must create pdf versions of
the 1095-Cs for each employee and if applicable password protect the file. Additionally the system must
process other attachments that may or may not be present. The resultant pdf file for 1095-C will be named
“1095C.pdf”. This will be true for all employees. The name of the general attachment will be the same as the
attachment name at the time it was specified in the settings.

Cancel & Clear Form — When pressed will cancel any configuration changes and clear the entire form,
returning it to the state when the page was first opened.
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Employee Master Upload
Complete these steps to gather the data required to import into the Email 1095-C solution. If you do not have
access to SOL server, you may need to contact your IT staff to complete some of the steps. We recommend

consulting with your IT administrator to ensure the employee data in Excel is saved to a secure location.

SQL Server Management Studio Steps:

1.) Open SQL Server Management Studio
|u§t_ SQL Server Management Studic
-

2.) Select New Query

L-Q Microsoft SQL Server Management Studie (Administrator)

File Edit View Debug Tools Window Help
Pl - (D by oo 5 £ |

Mew Query (Ctri+M)

3.) Copy/Paste the following SQL script into your SQL Query window.

--drop view EmployeeMasterUpload

create view EmployeeMasterUpload
as

select --%*,
rtrim(UPRO@100.EMPLOYID) as EMPLOYEEID,
rtrim(LASTNAME) as LASTNAME,
rtrim(FRSTNAME) as FIRSTNAME,
rtrim(MIDLNAME) as MIDDLENAME,
rtrim(ADDRESS1) as ADDRESS1,
rtrim(ADDRESS2) as ADDRESS2,
rtrim(CITY) as CITY,
rtrim(STATE) as STATE,
ZIPCODE as ZIP,
Left(SOCSCNUM,3)+" - '+Substring (SOCSCNUM,4,2)+" -
"+Substring(SOCSCNUM, 6,4) as SSN,
BRTHDATE as BIRTHDATE,
DEPRTMNT as DEPARTMENT,
rtrim(JOBTITLE) as JOBTITLE,
rtrim(SUTASTAT) as SUTASTATE,
"' as USERDEF1,
case

when EMPLOYMENTTYPE = 1 or EMPLOYMENTTYPE
=2 then 'Fulltime'
when EMPLOYMENTTYPE

3 or EMPLOYMENTTYPE =
4 then 'Parttime'

else
'Intern/Other’
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end as EMPLOYEETYPE,
STRTDATE AS HIREDATE,
case

when BENADJDATE = '1900-01-01' then

STRTDATE
else
BENADIJDATE
end as ADJHIREDATE,

case when DEMPINAC<>'01/01/1900"

LASTDAYWORKED_I<>'01/01/1900"
then LASTDAYWORKED_I

when DEMPINAC<>'01/01/1900"

LASTDAYWORKED_I='01/01/1900"

and

then DEMPINAC else LASTDAYWORKED_I end as

TERMINATIONDATE,
DB_NAME() as COMPANYID,

(SY01200.INET1) as EMAILADDRESS,
(ES40002 .PASSWORD) as ATTACHMENTPASSWORD,

'"FALSE" as OPTINW2,
'"as OPTIN1@95C

from UPRO0100

inner join UPR@©102 on UPR©©100.EMPLOYID = UPR©©102.EMPLOYID and

UPR©0©100 .ADRSCODE = UPR©0102.ADRSCODE
left outer join ES40002 on UPR0©100.EMPLOYID

ES40002 .EMPLOYID

left outer join SY@1200 on UPRO©100.EMPLOYID = SY01200.Master_ID where

Master_Type = 'EMP'

4.) Select your company database and Execute
File Edit Wiew Query Project Debug Tools Window Help

P i 1S e @ | ) NewQuery [y iR o | 23 (B
Pad o JU Beate P pebug =
SOLQuenyl.sgl - QA.RITY W ensen (577)F = _

--drop view EmployeeMasterUpload

—|create view EmployeeMasterUpload

as

select --%,
rtrim(UPR@@10@. EMPLOYID) as EMPLOYEE
rtrim({ LASTNAME) as LASTNAME,
rtrim(FRSTNAME) as FIRSTNAME,
rtrim(MIDLNAME) as MIDDLENAME,
rtrim(ADDRESS1) as ADDRESS1,
rtrim({ADDRESS2) as ADDRESS2,
rtrim(CITY) as CITY,
rtrim(STATE) as STATE,
ZIPCODE as ZIP,
Left(S0CSCNUM, 3 )+ - "+5Substring (50CSC

5.) Verify the message states Commands completed successfully
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6.) Complete step 5 for each company

7.) Grant access to the view to appropriate users

Excel Steps to setup Data Connection

You will need to complete these steps for the Employee Master Upload. If you have multiple companies you
need to complete these steps for each company.

1.) Open Excel

2.) Select the Data tab

3.) Select Connections

4.) Select Add on the Workbook Connections window

5.) Select Browse for More on the Existing Connections window

g o
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT

e A o A S = B .
@ls(n 3 B 4 [EEm==lu -, 2B X B B i
From From From From Other  Bxisting Refresh  Refresh peie | Sort  Filter sl Textto Flash Remove  Data  Consolidate What-f Relationships Group Ungroup Subtotal
Access Web Text Sources~ Connections fromCRM  All- b Editlinks Vo Advanced  Colymns  Fill  Duplicates Validation - Analysis - - -

Get External Data CRM Connedions Sort & Filter Data Tools Outline ~

a - F

Show Detail

Hide Detail

A ] c D E F G H 1 ] K L M N e] P Q R s T u v

Workbook Connections (2] = J

Name  Description  lastRefreshed _zgo. :l

1 Locations where connections are used in this workbook

12 Existing Connections = |

14 Select a Connection:

Show: | Connection files on the Network [ ]

<No connections found>

a5

6.) Select New Source within the Select Data Source window
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Select Data Source

==

45 Favorites
18 Downloads
] Recent Places
B Desktop
4 Libraries

4[5 Libraries
& [ Documents
b gt Music
» I Pictures

Mew Source...

File name:

» B Microsoft Excel | 4 Hard Disk Drives (1)

Local Disk (C:)

529 GB free of 698 GB

~ | Al Data Sources (*.odc™.mdb;* ~

@r\-k‘; » Computer » = | 49 || Search Computer 2|
Organize v - m @

m

7.) Select Microsoft SQL Server within the Data Connection Wizard

8.) Select Next

>

Data Connection Wizard

ODBC D5N

Other/Advanced

Microsoft Data Access - OLE DB Provider for Oracle

Welcome to the Data Connection Wizard

This wizard will help you connect to a remote data source.

What kind of data source do you want to connect to?

Microsoft SOL Server -

Microsoft SQL Server Analysis Services

Cancel < Bac

9.) Enter your Sever name

10.) Enter your log on credentials

11.)Select Next
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-

Data Connection Wizard

Connect to Database Server

Enter the information required to connedt to the database server.

L. ervername:  Entar your SQL server name

2. Log on credentials
@ Use Windows Authentication
I Use the following User Mame and Password
User Mame:

Passwaord:

Cancel H < Back ]I Mext = l

L &

12.)Select the EmployeeMasterUpload view
Note: the screenshot indicates PayrollTransactions select EmployeeMasterUpload instead
13.) Select Next

e

Data Connection Wizard ? P

Select Database and Table

Select the Database and Table/Cube which contains the data you want.

Select the database that contains the data you want:

WO [~

Qonnectto a specific table:

Mame Owner Description Modified Created "
PayrollHistoricalTre dbo 12/23/2014 7:34:18 AM |:|
! PavrolTransadion dbo 12/23/2014 7:34:15 AM

[ PayrollTransactionUpload dbo 10/20/2015 10:28:57 ...
P St 4 dbo 12/23/2014 7:35:12 AM
pmHistoryTransactions dbo 12/23/2014 7:33:26 AM
pmOpenTransactions dbo 12/23/2014 7:33:26 AM
PRVO100 dbo 12/23/2014 7:33:26 AM T
4 i [

Cancel ” < Back II MNext = ][ Finish

L% A

14.) Enter a File name
15.) Enter a Description
16.) The Friendly Name will default to the File Name

17.) Verify the Authentication settings with your IT administrator.
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Data Connection Wizard | ?

Save Data Connection File and Finish

Enter a name and description for your new Data Connection file, and press Finish
to save.

Save password in file
Description:

l Payroll Trx upload for ACA I

Friendly Mame:
TWO PayrollTransactionUpIoacl

Search Keywords:

|| Always attempt to use this file to refresh data

Excel Services: | Authentication Settings.. ]

“

ile Name:
TWO PayrollTransactionUpload. ode I

‘ [ concel | [ <gek | e

S

18.) Select Employee Master Upload from the Workbook Connections tab

19.)Select the connection Employee Master Upload
20.) Select Open
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Workbook Connections

Name

TWO PayrollTransactionUpload

-~

Description

Payroll Tre upload for ACA

Last Refresh...

Properties.

Remove

-

Existing Connections

L |

Select a Connection:

Show |AII Connections

Connection files on the Network
<MNo connections found =

Connection files on this computer
= TWO PayrollTransactionUpload
==z Payroll Trx upload for ACA

Browse for More...

21.)Within the Data Tab select Existing Connections

E‘?"C’:

FILE

HOME

INSERT

® sy Lo

Fram From From From Other

Access Web

Text Sources -
et External Data

PAGE LAYOUT

= | 4

Existing Refresh
Connections | from CRM
CRM

22.)Select Payroll Transactions Upload Connections

23.)Select Open

I

Refres|
AII*

I

Manage 5Set

Refresh

FORMULAS DATA REVIEW

[zl Connections

A
. Z
Properties
P z
|_h' Edit Links A
Connections
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Existing Connections

Select a Connection or Table

Connections | Tables

show: | 4|l Connections |E|

Connections in this Workbook
E] TWO PayrollTransactionUpload
7] Payroll Trx upload for ACA

Connection files on the Network
< Mo connections found =

Connection files on this computer

TWO PayrollTransactionUpload
=557 Payroll Trx upload for ACA

Browse for Mare...

l Open l Cancel

24.)Select Table from the Import Data window

25.) Select Ok

-
Import Data

L2 [ |

ant to view this data in your workbook.,

15 O PivotChart
|:h () Only Create Connection
Where do you want to put the data?
@) Existing worksheet:
=Sheet1!5a51] ez

") Mew worksheet

|:| Add this data to the Data Model

| ok || cance

Page 89/98



Hints, Essentials and FAQs

How long does it take to process the e-mails?
Below is a table of performance measurements from our quality assurance process:

# of Employees Processing time in minutes
1,500 24
4,000 63
This information was based on the following system requirements.

Test Configuration

Computer Model: Dell Optiplex 755

CPU: Core 2 Duo Q9550 2.83 Ghz

RAM: Four GB RAM

Disk Controller: IntellCH-9 SAT AHCI controller

Disks: SATA 250 GB7200 RPM
General System Setup

e Server/Client
o OSServer 03
e Intel 82566 DM-2 GB Ethernet NIC
What are the system requirements Employee E-Mail Suite?
1. Microsoft Dynamics GP Payroll
2. Direct Deposit must be registered, setup and active
3. .NET Framework 3.5
4. Adobe Acrobat version 8, 9 or X installed on the machine processing E-Mail Earnings Statements
5. Microsoft Outlook 2003, 2007 or 2010, or SMTP Server
Will Employee E-Mail Suite work with a Terminal Server?
Yes, E-Mail Earnings Statements will work on a Terminal Server.

Can the e-mail earnings statements and W-2 statements be sent to multiple e-

mail addresses?

Yes, e-mail earnings statements and W-2 statements can be sent to multiple e-mail address. See the Assign
Multiple E-Mail Addresses to an Employee section of this user guide.

Is the PDF statements secure while it is stored on a drive?
Yes, once the e-mail process is complete the PDF file is secure.
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Are any e-mails produced if a payment is voided?

No, an e-mail is not produced if a payment is voided. However, you do not have to send the e-mails until the
payroll information has been corrected and verified. If a earnings statement is voided before the e-mails are
sent the employee will be removed from the e-mail list.

Can the E-Mailed Earnings Statements be resent and will it still be secure?
Yes, navigate to the E-Mail Earnings Statements window select the appropriate payroll run and employee.

Will an employee need to have Adobe Reader to open the e-mailed statements?

Yes, the employee will need to have Adobe Reader installed on their personal computer in order to open the
earnings statement or W-2 statement. In the e-mail body you can manage notifying the employee that they
would need Adobe Reader. You can also include a link to a website where the employee can download Adobe
Reader.

How do I prevent this error message? "When you create a PostScript file you
must rely on system fonts and use document fonts. Please go to the printer
properties, "Adobe PDF Settings" page and turn OFF the option "Rely on system

fonts only; do not use document fonts".
Unmark the "Rely on system fonts only; do not use document fonts" option:

1. Click the Start button

2. Click Control Panel

3. Click Printers and faxes

4. Right click on the Adobe Printer

5. Select Printing Preferences

6. Unmark “Rely on system fonts only; do not use document fonts”
7. Select Apply

8. Close the Adobe PDF Printing Preferences window
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Can I change the default zoom option within Adobe?
Yes, to change the default zoom option within Adobe:

1. Click Edit from the menu and then select Preferences
2. Within the Preferences window, choose the Page Display from the Categories section

3. Under the heading labeled “Default Layout and Zoom,” find Zoom. Choose the desired default zoom
option from the menu (100%)

4. Click OK to close the Preferences window

Categories: Default Layout and Zoom
Commenting 2 Page Layout: | Automatic - Zoom: |iMIER -
Documents
Full Screen Resolution
General
Page Display (@) Use system setting: 96 pixels/inch () Custom resolution: 50 - pixels/inch
3D & Multimedia

Rendering
Accessibility
Acrobat.com Smooth Text: | For Laptop/LCD screens =
Color Management
Convert From PDF Smooth line art Smooth images
Convert To PDF .
F [¥] Use local fonts [¥] Enhance thin lines
orms
Identity = Use page cache [7] Use 2D graphics acceleration
International
Internet
ntem . Page Content and Information
JavaScript
Measuring (2D) Show large images ] Use smooth zooming
Measuring (3D)
Measuring (Geo) [] Show art, trim, & bleed boxes [C] Show transparency grid
Multimedia (legacy) [/] Use logical page numbers [T Always show document page size
Muktimedia Trust (legacy)
New Document Use Overprint Preview: | Only For PDF/X Files
Reading
Reviewing
Reference XObjects View Mode
Search
Security Ll Show reference XObject targets: [ Only PDF/X-5 compliant ones  »
Security (Enhanced)
spelling Location of referenced files: | Browse for Location...
Tracker
Teict Manansr S

Does the E-Mail W-2 Statements product print a copy for the employer to retain
for their records?

Yes. E-Mail W-2 Statements product does print a copy for the employer to retain for their records.

Does the E-Mail W-2 Statements product print the W-3 Transmittal form that
needs to be submitted to the government?

No. The W-3 Transmittal form still needs to be completed for the government within Microsoft Dynamics GP
under the HR and Payroll pane select Routines > Payroll > Print W-2s.

Does the E-Mail W-2 Statements product complete the W-2 electronic filing?

No. The W-2 electronic filing still needs to be completed within Microsoft Dynamics GP under the HR and
Payroll pane select Routines > Payroll > W-2 Electronic Filing.

Page 9298



Can the user reprint the W-2 statement after filing?

Yes. W-2 statements can be reprinted after filing. Within Microsoft Dynamics GP, open the E-Mail W-2
Statements window under the HR and Payroll pane select Routines > Payroll > E-Mail W-2 Statements, filter to
the employee and click Process.

Can the E-Mailed W-2 Statements be resent and will it still be secure?

Yes, you can navigate to the drive/folder where the PDF files are stored and attach the secure PDF file to an e-
mail and resend the secure earnings statement.
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Activation Manager Messages

Activation Failed: Trial invalid or trial period expired
Situation: The trial period has expired for the product.
Solution: Contact sales@integrity-data.com and request additional trial period or purchase the product.

Activation Failed: Site name does not match this installation

Situation: The site name does not match the token which was issued.

Solution: Send support@integrity-data.com a screenshot of the Activation Manager window with the error
message displayed so the account can be updated with the correct site name.

Activation Failed: Product Name does not match this installation

Situation: The product name does not match the token which was issued for a product.

Solution: Send support@integrity-data.com a screenshot of the Activation Manager window with the error
message displayed so the account can be updated with the product.

Trial period for Employee E-Mail Suite has expired
Situation: The trial period has expired for the product.
Solution: Contact sales@integrity-data.com and request additional trial period or purchase the product.

Employees Allowed has been exceeded
Situation: The current employee count has exceeded the employees allowed.
Solution: Contact sales@integrity-data.com to upgrade to the next employee count tier level.

Activation Failed: Unable to contact web service. Activate manually or revert to previous

product dictionary
Situation: The system could not make a connection to the web service.
Solution: Contact support@integrity-data.com for assistance.

Activation Failed: Product has been deactivated
Situation: The product has been deactivated.
Solution: Contact support@integrity-data.com for assistance.

Upgrade Failed: Enhancement Plan period expired. Renew Enhancement Plan or revert to

previous product version.
Situation: User attempted to upgrade a product when their enhancement plan was expired.
Solution: Contact sales@integrity-data.com to renew the enhancement plan.

Employee E-Mail Suite: Activation Failed
Situation: Communication breakdown between the user machine and Integrity Data web services.
Solution: Contact support@integrity-data.com for assistance.
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Deactivate Product

There are three ways to deactivate the Employee E-Mail Suite; disable, inactive or uninstall.

Disable

To disable Employee E-Mail Suite without having to exit Microsoft Dynamics GP, open the Customization
Status window. To open this window, select the Microsoft Dynamics GP menu, point to Tools, select
Customize and then click Customization Status. Select the product from the list and click Disable. The
product can be enabled by closing and reopening Microsoft Dynamics GP.

Inactivate

Option 1: Employee E-Mail Suite and E-Mail W-2 Statements can be inactivated by company, open the
Activation Manager window and unmark the company checkbox.

Option 2: Employee E-Mail Suite and E-Mail W-2 Statements can be inactivated by opening the E-Mail Earnings
Statement Setup window and unmarking the Activate E-Mail Earnings Statement checkbox. To open this
window, select the Microsoft Dynamics GP menu, select Tools, select Setup, select Payroll and then select
Employee E-Mail Suite and/or E-Mail W-2 Statements.

Uninstall

If Employee E-Mail Suite needs to be uninstalled complete these steps on the server and the client where
Employee E-Mail Suite has been installed.

1. Remove the EES.DIC file from the Runtime Directory
Default location is C:\Program Files\Microsoft Dynamics\GP2013
2. Remove the Employee E-Mail Suite dll files
Application.EmployeeEmailSuite.dl!
itextsharp.dll
Integrity.Email Addin.dl!

3. Make a copy of the Dynamics.set file
4. Open the Dynamics.set file
a. Decrease the top number by one:
For example, if the top number is 21 change it to 20
b.  Remove the following lines from the Dynamics.set file:
5974
Employee E-Mail Suite
:C:Program Files/Microsoft Dynamics/GP2013/EES.DIC
:C:Program Files/Microsoft Dynamics/GP2013/Data/F5974.DIC
:C:Program Files/Microsoft Dynamics/GP2013/Data/R5974.DIC

If you do not have, any other Integrity Data product installed remove our activation files from the Runtime
Directory. Default location is C:\Program Files\Microsoft Dynamics\GP2013

IDA6537.cnk
Application.IntegrityDataActivation.dll
Integrity.Registration.Constructor.dll
Integrity.Registration.Addin.dll
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5. Open the Dynamics.set file

6.

a.

b.

Decrease the top number by one:

For example, if the top number is 21 change it to 20

Remove the following lines from the Dynamics.set file:

6537

Integrity Data Activation

:C:Program Files (x86)/Microsoft Dynamics/GP2013/IDA6537.DIC
:C:Program Files (x86)/Microsoft Dynamics/GP2013/Data/IDA6537F.DIC
:C:Program Files (x86)/Microsoft Dynamics/GP2013/Data/IDA6537R.DIC

Edit the Dynamics.exe.config

a.

b.

Navigate to the GP folder (C:\Program Files\Microsoft Dynamics\GP2013)
Backup the Dynamics.exe.config by making a copy and saving the copy. **lmportant**
Open Dynamics.exe.config in Notepad

Find the <addin> and under <Dynamics> remove the following:

<addin name="IDEmailSuite"

type="Integrity.Email Addin. GPAddIn,Integrity.Email Addin,Version=12.0.1.1,Culture=neutral,
PublickeyToken=ac5d14cfdc907c65"/>

This removes our activation reference, if you have other products from Integrity Data
installed do not remove this

<addin name="IDKeyManagerAddin"

type="Integrity.Registration.Addin. GPAddIn,Integrity.Registration.Addin,Version=11.0.5.201
23, Culture=neutral,PublickeyToken=b7ed37edf026e3bc"/>

This removes our activation files, if you have other products from Integrity Data installed do
not remove this

Under <DynamicsGPweb> remove the following:

<addin name="IDKeyManagerAddin"

type="Integrity.Registration.Addin. GPAddIn,Integrity.Registration.Addin,Version=11.0.5.201
23,Culture=neutral,PublicKeyToken=b7ed37edf026e3bc"/>

Save the Dynamics.exe.config file in the Microsoft Dynamics GP folder

Login to GP
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File Edit Format View Help
l<?xm] version="1.0" encodin

<configuration>

<configsections>

<section name="shell" type="microsoft.Dexterity.shell.shellconfigurationsection,microsoft.Dexterity.shell”/>
<sectionGroup name="addins">

"Dynamics” type="Microsoft.Dexterity.Bridge. AddinsConfigurationsection Microsoft.Dexterity.Bridge"/>
'DynamicsGPWeb” type="Microsoft.Dexterity.Bridge Addwnscunﬁguratmnse(tmn Microsoft. Dexterity.Bridge”/>
‘Dynutils” type=”M1‘crosnft.Dextem‘ty.Br'\‘dge.Adgws(nmﬁgur‘atmnsectmm micrasoft. Dexterity.Bridge”/>

utf-8"7>

</sectionGroup>
</configsections>
<shell>
<formFactories>

Factory type specifies "fully.qualified.class.name,assemblyName"-
PrnductId is the id of the dex dictionary cnntmmng the forms ynu want To control-->

sTructure is-->
< a d name="yournamehere" factor productId="yourprodId"” />-->
<add name="Wor kf 1ow-SwitchCompany,/Switd factor "Microsoft. Dynamics. GP. Workflow. work
5"/><add name="wor kflow-GL_Batch_Entry/GL_Batch_Entry" prndu(tI 0" formT " factor Microsoft. Dynamics. GP. Workf low. worl
{ n=31bf3856ad3b4e35" /><add name="workflow-PM_Batch_Entry/PM_Batch_Entry” productId="0" formId="221" wir

ry, Microsoft. Dynamics. GP. workflow. Client,version=12.0.0.0,Culture=neutral,PublickeyToken=31bf3856ad364e35" /><add name="workflow-PM_payment_Ed
-31bf3856ad364e35" /><

ndowId
34" windowId

“fully. quaﬂ‘\ﬁed class. name, assemb1yNamE
I="0" formId="101" wi

Eompany™ broduc

=12.0.0.0,culture=neutral,publicKeyToke
cs5. GP, workflow. workflowFormFactory, Microsoft. Dynamics.GP. workf Tow. client, version=12.0.0. 0,culture=neutral,publickeyToke
Microsoft. pynamics. GP.workflow. (11en( wversion=12.0.0.0,Culture=neutr.
owFormFactory,Microsoft. Dynamics. GP. Workflow.client ,Version=12.0.0.0

"1" factoryType="wicrosoft.Dynamics.Gp. workflow. wurkf‘\uwFurmFa((ur¥
Wlde"402" Wi nAGHTHE 1" factoryType="Microsoft.Dynamics. GP. workflow. Work¥1
d="682" wmdnwrd—“l“ FactoryType="Microsoft. bynamics.GP.workflow. workflowFormractory, Microsoft. pynamics. GP. Workflow.client, version=12.0.0. 0,0
windowId factoryType="wicrosoft, Dynamics. GP. workflow. workflowFormFactory, Microsoft. Dynamics.GP.workflow.client,version=12.0.0.0,culture=n

pr‘uduCT.Id 1911" formIcd="303" windowIid="1" factoryType="microsoft.Dynamics.GpP.workflow. workﬂow;crm;actury Microsoft. Dynamwcs GP. W

Toyee MNT'

</shell>
<addins>

Each addin needs an entry in the dynamics.exe.config file in the proper section(s),

The format of the entry is: <addin name="<name>" type="<fully qualified type names" />

<name> 15 :[ust 2 friendly name for the addin, but 7T does need to be unique within the section,

<fully qualified type name> has the following format: "<class name>,<assembly name>[,<version-][, <Eu1ture>][ <PublickeyToken>]" -->

TOEmailsuite Type= Integrity.tmall-Addin. GPAQAIN,Irteqrity.Email. Addm Version=12.0.1.1,Cultur e=neutral,pub 1ckeyToken=,

anagerAddin” type="Integrity.Registration.addin. GPAddI _Re wstratmn Addm version=11.0.5. 20123 Culture=i

Epor LDEp [Oymen VPe= M1crosa TanTcs. Epor tDep ¥ TH, T

mics. GP. ExcelBuilder.GPAddIn, eOne. Dynamics. GP. Excelguilder. ENgine, version=12.0. 0 Q, cu1ture neutral, Pub 1c><e)|/T Ken-1733967C99F3 7dc" /><addin n.

icrosoft. bynamics. Gp. DocAtach. GPaddIn,Microsoft. Dynamics.GP. DocAt(aEh versjon=12.0.0. 0, culture=neutral,pub ickeyToken=31bf3856ad364e35" /></D;

BIReportDeploymentDu” type="Microsoft.Dynamics.GP.BusinessIntelligence. BIReportDheploymentDU. BIReportheploymentbuAddin,Micros:

<DynUti1s>

<addin name="
<Dy
Th name= IDReymanagerAdarn Type="Integrity. Reg'\stratwm Addin. GPAa'aIn Integrity.Registration. Aa'am version=11.0.5. 20173 cuTture:]
e TgeTTrOTOf oY TarT TgeTTerTTOT=TET

<ad wreroTofer
</addins> e 7
<startup useLegacyV2RuntimeactivationPolicy="true">
<supportedruntime version="v4.0" sku=". NETF!"amenr‘k version=v4.0"/>
</startup>
</configuration>

7 i

7. Save the Dynamics.set file
8. Launch Microsoft Dynamics GP and login as the ‘system administrator’
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Contact Information

Get quick answers to your questions

Browse our convenient Knowledge Base for up-to-date answers to the most common questions. For additional
questions, please contact your authorized Value Added Reseller (VAR) for support on this product. Or, contact
Integrity Data by emailing support@integrity-data.com or calling 888.786.6 162 x0220 or x0221.

If you have registered your product, Technical Customer Service is available for any customers with a current
Enhancement Plan. Please have your Site Name available. Your first line of support should always be your VAR.

Rate us and our products
Are you pleased with your experience with us and our products? Provide a quote and get a gift card! Visit
integrity-data.com/testimonials/.

Suggest new features or improvements

User input into improving this product and constructive feedback are appreciated. Please e-mail Tom, our
Product Manager, at tfranz@integrity-data.com. As always, technical ideas and user input are highly
encouraged. At Integrity Data, we want to hear your input, so drop us a line!

Browse our solutions
The Integrity Data website is a great place to get additional information on products and services. The
following information is available on our website:

e Integrity Data’s HR & Payroll Add-on pages include Demos, Features and Benefits, and ROI Calculators
e Useour catalog to quickly browse our products or forward to a colleague

e Purchase products or calculate pricing at our online store

e Visit our Services page to learn more about our additional customization services

If you would like to discuss your needs with a Sales Account Executive, please call 888.786.6162 or e-mail
sales@integrity-data.com.
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