
Find It, Filter It, Report It
S T E F A N I E  R O S A L E S  &  Z A C H  M O N T A N D O N



Stefanie Rosales
Support Team Lead

Zach Montandon
Support Specialist



S E S S I O N  A G E N D A

1 Built-in Filters Worth Knowing

2 Filtering Fundamentals & Best Practices

4 Reporting Best Practices

3 Report Options & Saved Answers

5 Resources



Section 1: Built-in Filters Worth Knowing



F I L T E R S  A L R E A D Y  W A I T I N G  F O R  Y O U

Common Filters Workflow Filters Transaction Filters



C O M M O N  F I L T E R S

Description
AP | AR | CP | GL | PO

Name
AP | AR | CP| PR | HR| PO

Class
AP | AR | FA



C O M M O N  F I L T E R S

Has Note Type
AP | AR | FA

Current Values
FA | PR | HR

Active / Current Status
FA| GL | PR | HR



New / Outstanding
AP | AR | GL | PR | PO | CP

W O R K F L O W  F I L T E R S

Approval
Accounts Payable | PO

Output
AP | AR | FA

Exception / Validation
AP | AR | FA | GL | PR | PO



https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20Filtering%20&%20Reporting%20-%20Video%201.mp4


T R A N S A C T I O N  F I L T E R S

Amount filtering
AP | AR | BR | CP | GL | PR | PO

Date filtering
AP | AR | BR | CP | FA | GL | PR | PO

Entity filtering
AP | AR | CP | FA | PR  | HR  | PO

Identifier filtering
AP | AR | BR | CP | GL | PR | PO



K E Y  T A K E A W A Y

Built-in filters provide a consistent, easy-to-use 
way to find information, manage workflows, 
and analyze data across every package in 
ActivityHD.



Section 2: 
Filtering Fundamentals & Best Practices



W I N  A T  F I L T E R I N G

Combine FiltersThe Power of the 
Wildcard!

*
Who likes having to find a 

needle in a haystack?
Who likes finding the 

needle in the haystack?



















BUILDING FILTERS

STANDARD FILTERS PROMPTING FILTERS

Basic Filter

I know this needs to be consistent

Logic Based Filter
I need this but not that.

Do I know my AND vs OR?

Parameter Filter

I know this needs to be flexible

Parameter Range
I know this will need to slide 

on the scale

InterActiv



https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20Filtering%20&%20Reporting%20-%20Video%202.mp4


https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20Filtering%20&%20Reporting%20-%20Video%203.mp4


B U I L D I N G  F I L T E R S

What if I need results that are Red and White OR 
Black and Blue? 

Can we do advanced logic too?



B U I L D I N G  F I L T E R S

Remote 
Employees

Multi-State 
Employees

Result



A D V A N C E D  L O G I C



B U I L D I N G  F I L T E R S

Pedal to the Metal
Is there anything too hard for ActivityHD?



https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20Filtering%20&%20Reporting%20-%20Video%204.mp4


B U I L D I N G  F I L T E R S

Who would love to get a new 
computer?

What is the worst part 
about getting a new 

computer?









K E Y  T A K E A W A Y

Understanding how to find data and filter on that 
data are the building blocks!



Section 3: Report Options & Saved Answers



Report Options
• Settings for report or process
• Includes filters, sort order, 

output, included options
• Applies only to that run

Saved Answers
• A named, reusable snapshot of 

the report options 
• Create as many as you need per 

report or process
• Share it or set to auto restore



REPORT OPTIONS

WHAT THE REPORT INCLUDES

Content
Choose the information included 

in the report.

Level of detail
Choose summary or detailed 

output.

HOW THE REPORT IS PRESENTED

Organization
Control grouping, sorting, or 

arrangement.

Output
Control how the completed 

report is displayed.



Report Options Tabs



Apply Filters Choose your level 
of detail



Sort and apply page 
breaks or subtotal levels

Report Output



I N C L U D E  R E P O R T  O P T I O N S



Saved Answers
• Click the save icon
• Relevant Name
• Check Auto Restore if you want 

this to be your default answer
• Drop down list of Save Answers



S A V E D  A N S W E R S  F O R  P R O C E S S E S

Package Process 

AP Pay Invoices wizard

Payroll Process Payroll Run

GL Process Allocation Entries

AR Generate Statements

Purchasing Process Purchases (PO) wizard

Bank Reconciliation Reconcile Transactions

Fixed Assets Calculate Depreciation



S A V E D  A N S W E R S  F O R  R E P O R T S

Package Report

AP 1099 Detail Report

AP Aged Invoice Analysis Report

Payroll Payroll Group Analysis

GL GL Detail Report

AR Aged Invoice Analysis Report

AR Sales Analysis



K E Y  T A K E A W A Y

Report options ensure the final report delivers 
what you need and saved answers save you 
time. 



Section 4: Reporting Best Practices



 When would you want a document 
and when would you want a 

spreadsheet for a report?















Custom Reports 



K E Y  T A K E A W A Y

There is always a way to report from 
ActivityHD. The data is at your fingertips. Never 
fret!



Section 5: Resources



• Activity Icon > Help > ActivityHD Help
• Press F1 anywhere in AHD to pull up context-sensitive 

help for that exact screen
• Click the clue Question Mark found throughout AHD

A C T I V I T Y H D  H E L P  T E X T



learn.accountingware.com

https://learn.accountingware.com/activityhd/help/Content/Welcome.htm


H O W  T O  V I D E O S  &  P A S T  W E B I N A R S

Recorded webinars and short how-to videos in our Help Text
and on the AccountingWare – YouTube channel

https://www.youtube.com/@AccountingWare/videos
https://www.youtube.com/@AccountingWare/videos
https://www.youtube.com/@AccountingWare/videos


T I P S  &  T R I C K S  N E W S L E T T E R

• Monthly newsletter with practical information 
like tips & tricks and new resources when 
available

• Includes announcements and updates like our 
recent mid-year check in that talked about 
preparing for year end.

• Scan the QR code below or in your IA booklet



T R A C K

1 General Ledger: Controller Workshop
with Lori Bogart

N E X T  S E S S I O N :

T R A C K

2 Ask Me Anything: Automation
with Cole Long, Peter Lambert, Chris Oden

N E X T  S E S S I O N :



Thank You!
C O N N E C T  W I T H  O U R  S P E A K E R S  A T  A C C O U N T I N G W A R E . C O M / A G E N D A
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