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XEX1 and XEX2 Reference Sheet for PI’s


This document reviews use of the two most useful Datatel screens for grant management:

XEX1
details all transactions under a specific object code; use to track or identify individual expenses 
XEX2
summarizes expenses, encumbrances, and remaining balance by object code; use for a big-picture snapshot

Contact your departmental administrator or dean’s office to arrange for Datatel access or to get more detailed information on AU’s financial system, such as a list of object codes.  The instructions below assume that you have the necessary software installed and that you have been given access.

LOGIN:

1. Double-click the wIntegrate logo or select wIntegrate from the Start Menu.

2. At the login: prompt, type your USERID (typically the first part of your AU e-mail address) and <enter>.

3. At the password: prompt, type your assigned password (typically birthdate in MMDDYY format) and <enter>.

4. Read the information provided and type <enter>.

5. Type the number for “Colleague live” and <enter>.

6. Read the information provided and type <enter>.

7. Type <cf><enter> for “Colleague financials.”  You are now at the main menu of the financial system.

XEX1 and XEX2:

1.    
At the main menu, type <xex1> for detailed expenses by object code or <xex2> for summary expenses.

2. At the Enter fund: prompt, type <11>.

3. At the Enter unit: prompt, type the unit number and <enter>.

4. At the Enter object: prompt, type the object code (5-digit number beginning with “5”) and <enter>.

5. At the Enter project: prompt, type the project number and <enter>.

6. At the prompt, type <1> to see expenses to date; type <2> to see the budget for that object code.

7. After several seconds, the information should appear.  If there are a lot of entries, the table will be broken into at least two screens.  Hit <enter> to move on to the next screen.

8. To print the report, type “s” for “SPOOL.”  This will take you to the printer selection screen.

9. In field 1 on the printer selection screen type “P” for printer and <enter>.

10. In field 2 enter your printer’s datatel queue name and <enter>.

11. Click “finish” on the button bar.

12. Your report will print, and you will be returned to the report screen.
13. Click “finish” to return to the main menu.
14. When the last screen for a project is reached, it will ask “Do you want to look up another account?”  If so, type <y><enter> and go to step 2.  If not, type <n><enter>, which will take you back to the main menu.

LOGOUT:

1. From the main menu, type <lo><enter> for logout.

2. Type the number for “end this session” and <enter>.

3. When it says “[Connection closed from host],” click on the X in the upper right corner to close the program.
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