
Page 1 
 

How to access and use your Activity Payroll Reports   

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 reports related to your Activities are available on the 

My Manager Space dashboard – within the My Financials section – under the Activity Reports grouping.    

Select Activity Payroll Reports

 

  

“Activity Payroll Reports” provides you with monthly and year-to-

date payroll information by portfolio, or by employee for each 

activity.  
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4) You will then be directed to a window where you can select either the most current month end payroll 

report, or select the history link to access previous months or year-to-date payroll reports. 

 

 

 

 

 

 

 

  

Click this link to view the most 

current month end payroll report. 

Click the History link to view a list of other payroll report options.   Options 

include month end reports by dollars or hours, and year to date payroll 

reports by dollars or hours. 

 

Reporting payroll dollars for the respective month 

Reporting payroll hours for the respective month 

Reporting year-to-date payroll dollars for the respective month 

Reporting year-to-date payroll hours for the respective month 
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5) Once you selected the report you wish to view, you will get the following view of the payroll report: 

  

A) This first view of your payroll report presents the totals for your entire Activity portfolios (eg: all 

Research Projects, all Trust Projects, all Capital projects or all Physician Billing activities). 

 

 

B) Accruals represent the estimate of payroll hours/dollars remaining in the current month.  For example, if 

the last pay period day (Friday) for the month of August landed on August 26th, then there are 3 

additional working days in August which will be posted in the following month of September.  The 

payroll accrual for the fiscal month of August would be an estimate to account for the hours/dollars of 

the remaining 3 working days in August.   

These estimates/accruals are automatically reversed the following month an 

Opening Accruals represent the reversal of the prior month estimate/accrual. 

Closing Accruals represent the current month estimates, which will be reversed via the Opening 

Accruals next month. 

In this example, Research Projects was selected.  Research projects are currently grouped into 3 categories: Peer 

Reviewed Research, Contract Research, or Other Research.  This next view for Research projects presents totals 

for each respective category.  At this level, you can now click on green (detailed) or blue (summary) links to 

obtain employee breakdown for your entire portfolio (all your activities) in one report.  

 

 

Activity Holder name 

Fiscal Year and Current Month 

A) 

B) 

Click on the group you would like to drill into, to see more 

information such as project/activity specific totals or employee 

names. 

 

Note the green link for all Projects.   
Clicking this link at this level will open a new report providing 
detailed payroll breakdown for all employees under all projects. 

Note the blue links on the total amounts for all Projects.   
Clicking this link at this level will open a new report providing a summarized breakdown for all 
employees under all projects.  The report format will be consistent with the current view.  

 

Total Payroll charges – this amount should equal the Salary 
and employee benefits line on your Activity Financial report 
for the same activity, or group of activities. 
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6) Below is an example of the Payroll - Activity Employee Detail report you will see after clicking the green 

link: 

 

 

 

7) Below is an example of the Payroll - Activity Employee Summary report you will see after clicking the 

blue link: 

 

8) The payroll reports also now include manual adjustments processed through the general ledger (ie: 

outside the payroll department).  Manual adjustments processed through the general ledger which use 

a Source Code of 50, 51, or 52, will be picked up and reported on the payroll reports and displayed with 

a category of “Exception – GL – Manual Transfer”.   This will allow payroll report to tie into the total 

salary & benefit account categories on the Activity Financial reports.   There are some situations where 

the reports will not tie.  Examples of this will be provided later in this document.  
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9) If you prefer to drill down to specific activities/projects, you can click here to drill into the breakdown of 

activities under the respective category. 

 

 You will be directed to a new tab which will display the next level of information – the specific activity/projects: 

 

Clicking on a specific activity/project will open a new tab which will only display the selected activity/project.  

You will also have the green (detail) and blue (summary) links available to view employee breakdown.  These 

green (detail) and blue (summary) links will work the same as the examples provided earlier.  However, at this 

level, they will only display employee breakdown for the selected activity/project.  
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10) Each time you drill into the activity structure, you will notice tabs at the top of the report which identify 

the respective level of the report you are in: 

 
You can click on a previously viewed tab to go back up in the activity structure.  

 

11) Current month totals on Activity Payroll report should match the current actuals column on your Activity 

Financial report

 

Since the payroll reports include manual adjustments processed through the general ledger (ie: outside the 

payroll department), the amounts reported on the payroll report should now match the total reported under 

the salary & benefit account category on the Activity Financial report: 

 

 

 

Total Payroll charges – this amount should equal the 
Salary and employee benefits line on your Activity 
Financial report. 
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12) In some situations, you may notice the amounts on the payroll report will not match the financial report 

– as in the example below: 

                   

 

Reasons why this may not add up include: 

A) The Financial Report Account Category total of Salaries and employee benefits may include Purchased 

Services (account/subaccount 531273-1920) or Stipends (account/subaccount 539090, 539091, 539092, 

539093, or 539095).   These account/subaccounts and categories are not processed through payroll, 

therefore are not included in the report.  You can check this by clicking down into the Salaries and 

employee benefits structure as demonstrated above: 

 

Does not equal 

4,061.50 + 734.09 = $4,795.59 
This total equals the amount on 
payroll report 
 

Does equal 
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B) Manual adjustments processed through the general ledger which use a Source Code of 50, 51, or 52, will 

be picked up and reported on the payroll report with a category of “Exception – GL – Manual Transfer”.   

The Financial Report Account Category total of Salaries and employee benefits may include manual 

adjustments which did not use, or incorrectly used, the Source Code of 50, 51, or 52.    If you are 

reviewing detailed transactions, via the Activity Transaction Query, you can sort or filter the source 

codes to identify possible discrepancies. 

 

You can refer to the Activity Transaction Query reference guide, for step-by-step instructions on how to use this 

query. 

Below is an example of the Activity Transaction Query, which highlights the Source Code column. 

 

 

 

 

 

This is an example of a manual journal entry (Source Code = JE), which would not 
be picked or included in the payroll report.   
 
The payroll reports will only include transactions which originated from the payroll 
system (Sy = PR) and transactions processed manually through the general ledger 
(Sy = GL), which were processed with Source Codes 50, 51, or 52. 
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C) Fiscal YTD payroll reports (April to respective current month) will not tie into the Activity Financial 

report.   This is because the Payroll reports are structured on the Hospital fiscal year, which is April to 

March.   Amounts on the Activity Financial reports will display the current month and the project life-to-

date amounts only – it does not report on hospital fiscal year to date.   Therefore, only the payroll 

reports for the current month will tie into the current actual column of the Activity Financial report. 

 

 

 

 

 

 

 

 

 

c 
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13) Please note, with any payroll report summary or employee detail report, you may need to toggle 

through multiple pages, using the following section. 

Alternatively, you can click this export icon to export your report to an Excel spreadsheet, or other file format 

options.     

 

 

 

 

 

 

 

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. 

 

 

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. 

Click on this icon to print the report 
 


