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How to access and use the Activity Transaction Query, via your Reporting Dashboard (LBI) 

1) Open SMH Intranet Home page and click My Business tab.    

Note:  Be sure to use Internet Explorer only as other browsers (e.g.: Firefox) may not support 

the Reporting Dashboard.  

This will direct you to the My Business portal, which includes Quick Links to Reporting (LBI).    

2) Click the Reporting (LBI) icon 

A security window may appear.  If so, enter your login credentials (your SMH network ID & 

password). 

If you are accessing from home/remotely, be sure to add”smh\” before your user name.  e.g.:  

“smh\LastnameA” 

 

3) You will then be directed to your Dashboards.   The Activity Transaction Query is available on 

the My Manager Space dashboard – within the My Financials section – under the Activity 

Reports grouping.  Click Activity Transaction Query 
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4) You will then be directed to another screen where you will need to enter your query 

parameters.  Once you have entered your parameters, click OK to run the report.  

 

 

 

 

 

 

 

  

“Activity Transaction Query” is a parameter driven query which will allow you to extract up to 3 

months of line-by-line transaction detail.  Click here to run a transaction query. 

Required:  Enter the Activity #.   
You can enter the full activity #.   Or you can enter 
the first 5 digits of the activity #, which is useful if 
you have sub activities within your project. 

Required:  Select the Fiscal Year you wish to query 
 

Required:  Select the 1
st
 month of your query range 

  

Optional:   If you would like to isolate your transaction query to a specific 
expense or revenue account (e.g.: Office Supplies # 541000), you can enter 
the respective expense or revenue account # here.  If left blank, all revenue 
and expenses accounts will be extracted.  

Optional:  Default is “No” – which displays all transactions, including payroll.   
Note:  Employee names are not available.  For employee breakdown of payroll 
costs, go to Activity Payroll Report (on My Manager Space reporting dashboard) 
 

Yes = Suppresses/excludes payroll transactions. 

Required:  Click OK to run the report 

Required:  Select last month of your query range.  
Note:  You can query up to a maximum of 3 months at a time. 
If you require more than 3 months, you will need to run multiple queries. 
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5) Once the Activity Transaction Query completes, you’ll get the following report (scroll right to see 

all columns on the report): 

 

 

The following details are included in this report: 

Company Accounting Unit 

Account/Subaccount Account Description 

Activity # & Account Category Fiscal Year & Period 

Posting Date of Transaction Source System Code (Where Trx From) 

Transaction Description Vendor # and Vendor Name 

Transaction Amount in Canadian $ Transaction Amount in Original Currency 

# of Units Journal Entry # 

Invoice # and Invoice Date PO Number 

Cheque # and Cheque Date Accounts Payable Voucher # 

Current Invoice Status, e.g., paid, etc.  
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6) You can save and print this report.   You are also able to export this report in Excel, export to a 

PDF file, or export this to a Comma Separated Value (.csv) format. 

 

 

 

 

 

 

 

 

Click on “Export” once you’ve chosen the format of report you wish to export to. 

 

 

Once you complete the extract, you can save the report to a separate file. 

 

Click this export icon to export your report to an Excel 
spreadsheet, or other file format options  

Click on this icon to print 
the report 

 

If you intend to use Excel to sort and/or use formulas, choose 

the “Data-Only” option when exporting to Excel.  This eliminates 

merged columns which makes sorting data very difficult. 

 

For additional information and help 

with sorting and adding subtotals, 

refer to the FAQ’s section of the My 

Manager Space dashboard.  There is 

a guide to sorting and subtotals on 

data extracts. 

Click on “Open” to open the report in the new format you exported to. 


