trinet’

TriNet + Intacct Integration User Guide

The integration between TriNet and Intacct eliminates the need for you to manually
create journal entries, saving you time and preventing errors. After running payroll,

TriNet will create these journal entries for you based on your mapped accounts and

allow you to push them into the Intacct General Ledger.

To access this feature, you must have the following roles or permissions:
e HR Authorizer and/or Payroll Entry
¢ Integration Administrator
e Workforce Analytics Administrator or User

. Admin - Manager Employee
1. To access Intacct, make sure you are in
the Admin/Manager view in the TriNet (Exm T DS
platform. Inbox

2. Go to Marketplace in the navigation Hiring
menu. Employees
Documents
Payroll
Benefits

Time

Compliance

Reports & Analytics
Company Administration

Forms and Policies

Marketplace

3. Under All Apps, search for the Intacct card and click View Details.

4. Click Set up Integration and log in to

X Login to Intacct
Intacct as instructed.

Username

muvname

Password

NOTE: If Multi-Factor Authentication is enabled at
Intacct, you will need to disable it before you can
log in to Intacct following this process.

Intacct Company Id

demo ‘

=) -

5. Select an entity.

Select an Entity

HHAU--HHauEntity
HHau1--HHauEntity1

030219881--Danh entity
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6. Select the default department and location for posting your journal entries and
click Save Changes.

*If you do not have an employee assigned to a Department or Location - their data
will default here.

Settings

Default Location @ 0000000C33 - 0000000C33

Default Department 0008 - ASI-NQI LOCATION

7. After successfully connecting to Intacct, select the Edit button to begin mapping
your General Ledger accounts. You can also “Disconnect” if necessary.

Note: Disconnecting will end your current connection with Intacct; however, previously
mapped accounts will be saved.

TriNet and Intaact Fix:
Some clients may experience an error when trying to connect to Intacct via the TriNet
platform. This may be due to a security change made by Intacct.

Complete the following steps to fix this issue (within Intacct):
Company>Security>Web Service Authorization>Add “expensebay” if not listed.
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Mapping General Ledger Accounts

Now that you've connected to your preferred accounting system, the next step is to
prepare your accounts for mapping.

Before we move through each step, let's make sure you have everything you need prior
to mapping your accounts:

e Do you plan to map by departments or locations? If so, make sure your
departments and locations have been assigned to your employees in this section
of the TriNet platform - Company Administration > Departments and
Locations.

e Do you have a General Ledger account per department or location? If so, then
you'll need to add a row for each activity within each of the six Payroll categories
you want to see the breakdown. If not, then you will not need to map by
department or locations. Our General Ledger report provides the breakdown for
a better visual.

Step 1- General Ledger Mapping

It's time to map your TriNet Activities/Codes with your Chart of Accounts from your
accounting system.

Helpful Tips:

o Duplicate entries are not allowed.

o Use the Refresh COA button to reload your most recent Chart of Accounts.

o Use Add Row to add a new activity to the list.

o All Payroll Categories must be mapped before you can submit your mapped
accounts.

o Payroll is required to run at least one cycle before generating the General
Ledger report.

o Default Debit: |s a safeguard activity — usually an “Ask My Accountant or
Misc.” Account or it may also be a unique activity based on the Payroll
category. For example: Under Employer Taxes — Payroll taxes can be an
expense account but also a default debit account as well.

o Invoice or Payroll Clearing Account: Should be mapped to your Cash
account.

o Default Credit: Will always be the same as the Invoice or Payroll Clearing
Account.
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e Click the GL Mapping tab to get started.

TriNet Codes GL Mapping Intacct Settings
(Optional)

GL Mapping Status: Not Started

Help Docs v

GL Mapping

Begin mapping your accounts for each of the payroll categories below. You can map by departments, locations and codes. If you don't see the activity you need, you can always add a new one.
280
> o] >

Click Edit for Begin mapping your accounts by After mapping your accounts
bel the earn code, department and/or click Submit to s your
mapped accounts to TriNet

ociated mapping page location. Add new activities if
needed

e Click Edit for each of the payroll categories and begin mapping your accounts.

Earnings . @
°

Used for calculating and taxing employee income such as salaries and

wages.

Important: All categories must be mapped before the Submit button is enabled.

¢ Begin mapping your TriNet Activities with your Chart of Accounts for the selected
payroll category. The Chart of Accounts column will be blank. You will need to
click inside the field to see a list of your Chart of Accounts to select from for each
activity line item.

TriNet Codes GL Mapping Intacct Settings
(Optional)

l Payroll Category: Earnings I
Map your TriNet Activities with the Chart of Accounts from your
accounting system.
Click a line item below to begin mapping your accounts
Duplicate entries are not allowed.
To add a new activity, click Add Row.
To upload your most recent Chart of Accounts, click

Refresh COA ] [ Add Row ] [ Delete Row ]

Refresh COA.
<Back
TriNet Ac... Chartof ... TriNet De... TriNet Lo... TriNet JobCo... GroupA GroupB
m
Default Exp... g
€
3
E
Benefits e
Invoice or P...
4
2
Reimbursem... H
@

e Columns and Filters are available for additional customization.
Optional groupings (Grouping A and B) are available in the Columns tab.

¢ Add Row (Optional) - To add an additional TriNet Activity to any of the payroll
categories, click Add Row from within the TriNet Activity list.

e After mapping all payroll categories, go to Intacct Settings or click the Submit
button to send your mapped accounts to TriNet. .
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Step 2 - Intacct Settings (Optional)

If you track departments and
locations within Intacct, you can
use the Settings feature to
designate where your TriNet
department/location values
should align with at Intacct.

Your TriNet Departments and/or
Locations must be set up first in
the platform by going to
Company Administration >
Departments and Locations.

GL Mapping Intacct Settings

Departments

Please select your Intacct default department 121-new sync

From TriNet, which department value should we export to Intacct? @
(® TriNet Department ID/Code
O TriNet Department Name/Description

In Intacct, which department value should we use when importing from TriNet?
@ Intacct Department ID/Code

(O Intacct Department Name/Description

Locations

Please select your Intacct default location 0302 - danh10

From TriNet, which location value should we export to Intacct? @
(® TriNet Location ID/Code
(O TriNet Location Name/Description

In Intacct, which location value should we use when importing from TriNet?
(® Intacct Location ID/Code

(O Intacct Location Name/Description

Save Changes

Once your accounts are mapped, click the Submit button to send your mapped
accounts to TriNet. Your accounting system will display under My Connected Apps

with a Submitted indicator.

Additionally, if you disconnect from your accounting system, your mapped accounts will
be saved and your accounting system will move under the All Apps section with a

Submitted indicator.

If you should happen to establish a connection with your accounting system and not

map your accounts, a indicator will display reminding you to map your

accounts.

If you start the mapping process but do not complete it for all categories, your status

will be In Progress.

If you complete your mappings but do not press Submit, your status will be Mapped.
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Accessing the General Ledger Report

To view and/or export the General Ledger report, a user must have security access to
view reports. To ensure a user has reporting access, go to Reports & Analytics > Admin
> Manage Users from within the Admin/ Manager view.

Admin - Manager Employee

Company Dashboard

Work Inbox Overvie Build edule Dashboard Admin Multi-Company Access Downloads Settings

. Manage Users
Hiring ~

Employees Manage Users

Documents

Payroll
Benefits
Time

Compliance

Reports & Analytics

Forms and Policies

Company Administration

Ensure the user is flagged for the Payroll & Accounting Reports, specifically the
General Ledger report within that section.

Select Permission Sets
Benefits ) Human Resources
Payroll & Accounting
Select Entitlements
Time Card Worksheet - TIMRW6
Apply Remove Apply Payroll Register PDF with Employer Charges
General Ledger I
Testl-PSPL
Tax & Compliance
Payroll Register (Job Assignment)
0 Total Compensation Statement
Apply Cost Center Expense by Job

test publish report
Certified Payroll

Reports
Cost Center Expense by Location

Benefit Reports Edit Selections 110 out of 142 .

Tax & Compliance Reports Edit Selections 9 out of 10 @)

Human Resources Reports Edit Selections 21 out of 24 G

Payroll & Accounting Reports Edit Selections 29 out of 29 @) I
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Download the General Ledger Report

Access your General Ledger report by going to Reports & Analytics > Payroll &
Accounting > General Ledger.

Note: Payroll is required to run at least one cycle before generating
the General Ledger report.

Admin - Manager Employee Overview Build Scheduler Dashboards Admin Downloads Settings
Home My Reports Human Resources Benefits Payroll & Accounting Tax & Compliance Compensation Benchrl
Company Dashboard a
Action ltems s
Payroll & Accounting
Hiring
Sortb Show
Employees
AtoZ v All Reports v BB Grid = List
Documents
Payroll General Deductions General Ledger GL Dashboard
Benefits Displays the status of employee general deduction After completing the accounting system set up, this
information based on specified date. report assigns payroll credits/debits to an associated
. general ledger account and can be exported to your
Time accounting system,
. B LactrunDete: 0810322207 P custom
Compliance
Reports & Analytics
Invoice oo Invoice Payment Details oo Invoice Supporting Details oo
Forms and Policies
Displays a high-level summary of payroll costs in The report details of the Invoice payments and other Displays invoice expenses with details including gross
Company Administration invoice format. adjustments wages, employer-paid benefits, taxes and fees.

Last Run Date: 04/13/22 12:30 PM Last Run Date: 03/14/23 522 PM

From within the General Ledger report, click More Actions > Export and select your
accounting system.

It < More Actions

E Hide Header Format: QuickBooks Online ¥ I

Q Hide Footer Format: QuickBooks Online

Format: NetSuite

(& Schedule
Format: Intacct
Z,
© Export Format: QuickBooks IIF
(3) Save View Format: Xero
Favorite

The General Ledger data will post to your accounting system as Journal Entries by
accounts, date, debits, credits, description, check/invoice number, location and
department (if applicable).
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TriNet Codes (Optional)

TriNet Codes is an optional pre-mapping step that allows you to customize the codes
you want to use from TriNet. This section lists all the codes available at TriNet. If you
choose to complete this step, it must be completed before mapping your accounts.

Integration Center > Accounting Systems > Intacct

Expert Mode
What is this?

TriNet Codes GL Mapping GL Report Intacct Settings

(Optional)

GL Mapping Status: In Progress

TriNet Codes (Basic Mode)
What is this?

Now that you've connected to Intacct and before you map your accounts, you have the option to click Edit on the payroll categories below to add or edit your codes
If you don't need to add or edit your codes, just Skip this Step to begin mapping your accounts

You are currently in Basic Mode. If you need more codes than those listed for each category, you can switch to Expert Mode. Click What Is this? to compare Basic
and Expert Mode

- -

Click What is this? to Click Edit if you want to When you've finished
compare Basic vs. Expert add or edit your codes, customizing your
Mode. Use the toggle to or click Skip this Step accounts, click GL

switch to a different and proceed with Mapping.

mode if needed mapping your accounts

¢ You will be defaulted to the Basic Mode grid which contains the basic codes
needed for your General Ledger reporting. If you need to map more codes than
what is listed, you can switch to the Expert Mode using the toggle. To view a
comparison between Basic vs. Expert Mode, click What is this?.

Expert Mode
What is this?

IMPORTANT: Choose Basic or Expert before you customize or map your
accounts. If you switch later, you'll have to re-enter your information.

e If you don’'t want to customize your codes, just click Skip this Step or General
Ledger Mapping to move to the next step.

e If customizing your codes, click Edit for each of the payroll categories to display
the TriNet Codes' customization grid.

Earnings Employer Taxes

Employee Deductions Employer Fees
Employer Deductions

Employee Taxes

Earnings ; @
Not Reviewed ‘ . Edit
Used for calculating and taxing employee income such as salaries and wages.
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e The grid displays all activities and their associated codes within the selected
payroll category.

e Begin customizing your codes by adding or editing the activities listed.

Integration Center > Accounting Systems > Intacct

Expert Mode
What is this?

TriNet Codes GL Mapping Intacct Settings

(Optional)
l Payroll Category: Earnings l
riNet Activities are the items from IriNet that you will map to your chart of accounts. ﬂ
< Back
TriNet Activity 1 ™ GL Type Codes/Description 2 ™
m
Benefits Expense B1 - Benefit Allow s
Benefits Expense 82 - Benefit Supplement2 a
Benefits Expense BA - Benefit Allowance
v
Benefits Expense BS - Benefit Supplement Zf
1

Add Activity Edit Activity

Displays a box to create and First, click the activity on the
add your own activity and its grid that you want to edit and
associated code. then click Edit Activity to

modify an existing activity.

Add Activity
Payroll Category: Selected Template:
Earnings Basic

Activity Name Not Reviewed

Additional Information
Available Codes My Codes

O QSCNCh O Q Search

[C] WTP - Wait Time Penalty

[C] 409 - 409A NQ Def. Comp >
(] 486 - ISO Over the Limit

[C] 4QB - Discretionary Quarterly Bon{ o
[C] 503 - Doubletime and one-half (2.5

0 of 326 item(s) selected 0 of 0 item(s) selected




trinet’

e Columns and Filters are available on the right side of the grid for additional
customization. The column headers also allow for additional filtering and

relocation of the columns.

Codes/Description 2 1 =

m
B1 - Benefit Allow g

3
B2 - Benefit Supplement2 @
BA - Benefit Allowance

Y

o
BS - Benefit Supplement a

w
N1 - Medical Waiver Allowance

e After customizing your codes, you can proceed with mapping your accounts.
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companies. The content of this document has been prepared for educational and information purposes only. The content does not provide legal
advice or legal opinions on any specific matters. Transmission of this information is not intended to create, and receipt does not constitute, a
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based on the content without seeking professional counsel.

10



