ACUITY24 Sage Business Partner

1 INTRODUCTION

Acuity24 thanks you for your recent order for a Sage Intacct subscription. Acuity24 have processed your order
and your site is being provisioned by Sage. In order for work to commence on your implementation there are

a couple of actions that are required of you.

2 ACTIVATING SAGE INTACCT

The dedicated ‘Admin’ user will receive a welcome email from Sage, which will look similar to below:

EI ’r J, v Welcome to Sage Intacct! - Message (HTML) }3 Search
File Message Help
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Reply All 5 Quick Move  Tags  Editing Immersive Translate  Zoom Viva View
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Welcome to Sage Intacct!
Reply All Forward sen
a Grace Mon 04/04/2022 16:42
n outside your organization.

it with High importance.
Hi Karla,
Welcome to Sage Intacct. To get started using Sage Intacct, copy the temporary password below, then use it to sign in to Sage Intacct.
Tempaorary Password: [10qrz72uG8
Sage Intacct Company ID: Acuity-Demo02
User ID: kgrace
Link not working? Copy and paste this URL into your browser.
then sign in.
After you sign in, you can change your password.

Regards,
Sage Intacct, Inc.
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If this user hasn’t received this email, then please check the junk/spam folder, in case it is in there.

The admin user can log in using the URL ‘Sign in’ or alternately copy the link below this and pasting it into a
web browser.

https://www.intacct.com/ia/acct/login.phtml|?.cpaassoc=&.done=frameset.phtml

Doing either of the above actions will take you to the Sage Intacct login page where you will be presented
with a screen similar to below:

Intacct
Use single sign-on

Company ID

User ID

‘ emma

Password

Forgot your password?

[ Remember me

/
‘@ AICPA Business Solutions
Pref

ferred Provider of Financial Applications

The Company ID, User ID and Password can all be found in the welcome email that you receive.

Enter these into the relevant boxes and click sign in. Each of these fields are case sensitive so please ensure
that the details are entered correctly into each box.

Note — it is advisable that you bookmark this URL in your web browser for easy access to the system in
future.

As noted in the email, the password provided is a temporary password and you will be instructed to create a
new password before getting access to the main system. Please store this password securely as it will be
used to access the system.
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Once this step has been completed you will be able to access your system and you will receive another email

which offers useful articles. It is not mandatory that you read these but there is helpful content included that

you may wish to take advantage of.

3 ASSIGNING A ROLE:

Your user has been created but it hasn’t been allocated a role in the system. You need to apply a role to your

user to complete the additional steps below. Please follow the steps below to assign a role to your user:

Click ‘Applications’, from the drop down click ‘Company’, choose the ‘Admin’ tab and click the word ‘Users’,.

For reference this is highlighted below:

Applications ~

Dashboards 3 All Setup Admin

Users, roles & groups

General Ledger >

@ External authorizations
Budgets >

External users

Accounts Payable »

@ Groups

N ; 3
Prepaid Expense Amortizat... ® Roles
Accounts Receivable » Try a role »
Cash Management » [ @ Users ]
Global Consolidations > @ Web Services users
Inventory Control > .o
A Subscriptions

Order Entry »
Purchasing »
Platform Services »

You will see a screen like below:

Offline jobs
Offline job queue

Smart Event jobs
Platform Trigger log

History and reports
Action report

Email delivery history
User access report

Webhook report

Users
All = Manage views v Include inactive Advanced filters Clear all filters
User ID ~ Username User type
Edit View Andys AndyS Business

Click ‘Edit’ against your user.

Overview [

@ Company messages

Admin privileges

Full

Once in the user information screen, shown below. You must add the ‘Administrator’ role to the table in the

highlighted section. Once completed, click ‘Save’.
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User information

User information User entities User departments User territories 2-step verification

User ID
AndyS
Username Gontact name * @
Andys AndyS v
Account email address * @ Last name
andy@acuity24 com Saltmer
Status @ First name
Active Andy
Primary email address @
Keep password until admin resets it andy@acuity24.com
MNote: Administrative contacts are read-only.
Sage Intacet Financials permissions
User type @ Admin privileges * @
® ) Busines Off
Limited
® Full
Role
1 5YS:Multi Entity Shared-ROLE-FOR - AndyS + [@
2 | Administrator ~ + [
3 +

4 ACUITY24 ACCESS - PART 1

After following the above process, you will be able to access your system, but Acuity24 will not. It is your
responsibility to grant access ASAP so that we’re able to start building the system. Please follow the steps
below to grant us access to the system.

Click ‘Applications’, from the drop down click ‘Company’, choose the ‘Admin’ tab and click ‘External
Authorisations’. For reference this is highlighted below:
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Applications >
Dashboards > All Setup Admin
e T S Users, roles & groups
[ @ External authorizations ]
Budgets >
EXIEMmal Users
Accounts Payable 2
® Groups
Prepaid Expense Amortizat... » @ Roles
Accounts Receivable » Try a role v
Gash Management » @ Users
Global Consolidations > @ Web Services users
Inventory Control > .o
A Subscriptions
Order Entry >
Purchasing ]
Platform Services »

Sose Business Partner

Overview [

Offline jobs More
Offline job queue Cancel service

Smart Event jobs @ Company messages

Platform Trigger log

History and reports
Action report

Email delivery history
User access report

Webhook report

This will take you to a list view that looks similar to below:

* @A

Company -
External Authorizations

Clear all filters

Company ID Gompany name

Edit  View Customer Support Customer Support

Edit  View acuitysolvar Acuity Solutions Ltd

Access type User ID

Support intacct

Practice GPAUser

Access

Expired

Active

The Acuity24 user will display as ‘acuitysolvar’. Click ‘Edit’ on the left of this user and set the ‘Access’ field to

‘Enabled’ and click ‘Save’. Example shown below.

*x A

Company e

= External Authorization Information

Company 1D

acuitysolvar
Company name
Acuity Solutions Ltd
Access type @
Practice

User 1D
GPAUser

Linked

Access ©
Enabled ¥

Description
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You must inform Acuity24 that you have completed this step once it has been completed as there is no

automation that provides us with the detail that this step has been actioned.

5 ACUITY24 ACCESS — PART 2

Acuity24 must then log into the system and after this point you must grant ‘admin’ access to the user, so that

we’re able to implement the system. Acuity24 will inform you that we’ve logged in, who has logged in so

you’re able to perform the below step.

To do this click ‘Applications’, then ‘Company’, then the ‘Admin’ tab, and click ‘External Users’, as per below:

Offline jobs

Offline job queue

] Smart Event jobs

Platform Trigger log

History and reports
Action report

Email delivery history
User access report

Webhook report

Applications v
Dashboards 2 Al Setup Admin
. § Users, roles & groups
@ External authorizations
Budgets
[ External users
Accounts Payable »
@® Groups
Prepaid Expense Amortizat... * @ Foles
Accounts Receivable > Try arale
Cash Management > @ Users
Global Consolidations » @ Web Services users
| tory Control > .
e Subscriptions
Order Entry »
Purchasing >
Platform Services >

Overview D/

More
Cancel service

@ Gompany messages

This will take you to another list view which will display users. Because someone from Acuity24 has already
logged in, you'll see a User ID that starts with the text ‘ExtUser|acuitysolvar | XXXX’, where XXXX is the user

who has logged in.

External Users

Include inactive Clear all filters
Company ID ~ Default user User ID User name
Edit acuitysolvar v ol =71 Practice Member
Edit acuitysolvar [ ExtUserjacuitysolvar/AHully ] Andrew Hully

User type Admin privileges
Business Full
Business Full

Click Edit on this user and set ‘Admin privileges’ to ‘Full’ and ensure the ‘Status’ is set to ‘Active’. This is

shown below.
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= External User Information

User information

User ID
ExtUserjacuitysolvar AHully

Last name *
frun]

First name *

Andrew
Email address *
ahully@acuitysolutions.co.uk
Contact name
ExtUseracuitysolvar/AHully
User name

Andrew Hully

User type @
Business

Admin privileges *
Off

Limited

®) Full

Status
Active ~

Disable collaborate

Sose Business Partner

This will complete the provisioning with regards to granting your own access and allowing Acuity24 access to

configure the system on your behalf.
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