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XEX3 Reference Sheet for PI’s


This document reviews use of a Datatel screen for grant management:
XEX3
summarizes multiyear 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.

XEX3:

1.    
At the main menu, type <xex3> 

2. Enter your login ID (USERID) again, being certain to use all upper case letters, and <enter>
3. Read the instructions.  Note that you select the report month first, then which report to run.
4. At the Enter report month prompt, enter 1 for May, 2 for June, 3 for July…up through 12 for April.
5. At the Enter report number prompt, enter 1 for all projects that you have rights to, or 2 for a single project

6. If you select all projects (1), you will be prompted to enter the “as of” date for the report header.  .  Enter the date, and <enter>.  You will immediately be taken to the report screen.
7. If you select a single project (2), you will be prompted to enter your unit number.  Enter your unit number and <enter>.  You will then be prompted to enter your project number.  .  Enter your project number and <enter>.  You will then be prompted to enter the “as of” date for the header.  Enter the date, and <enter>.   You will then be taken to the report screen.
8. To navigate around the screen use “u” for “UP,” “d” for “DOWN,” “l” for “LEFT,” and “r” for “RIGHT.”

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

10. In field 1 on the printer selection screen type “P” for printer and <enter>.
11. In field 2 enter your printer’s datatel queue name and <enter>.

12. Click “finish” on the button bar.

13. Your report will print, and you will be returned to the report screen.
14. Click “finish” to return 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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