Using Xnet

1. Logon to Xnet https://scca.its.state.nc.us/xnet/IEXLOG.htm
e Enter your Security ID (RACF-1D) and Password.
e Select the “Show other options” box, and enter the account code assigned to you.
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2. Select “Navigate” on the top left corner.
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3. Select “List Document folders” and enter /osp/pmx.
e Select “Continue”.

i o | e ]

| Glabal Index B Work Queue

Info Help LogOff

Document Mavigate Wil
Please Select From These Oplions:

O List defined documents sorted by | Title b | | | Starting point
® List document folders |J"3'3F”'F'ﬂ'l><| |

O o ditectly to a particular document | |

O List favorite documents sorted by | M ame b |

4. Select the report you wish to view and print.
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5. Select the most recent report (top report) under “Date/Time”.
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6. As you hover your mouse over the report notice the change in look.
e Select your report.
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7. Confirm you are viewing the correct report.
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8. Select “Print” under the Options drop down and “Smallest” under the Font Size drop
down.
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9. Select “Page Setup” under File.
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10. Select “Landscape” as the orientation.
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11. Printing to Local Printer (Note: If you are printing to ITS, skip to step 17.)
o If you would like to print to your local printer, select “PRN LOCAL PRINTER”
from the “Destination” drop down.
e Select continue.
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12. Select “Save”.
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13. Determine a local directory.
e Select “Save”.
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14. Select "Open" once you have saved the file to your local computer.
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15. Under the “Print Quality” drop down, select “1200dpi” or “High”.
(Note: If this dialog box does not appear, proceed by opening, viewing,

and printing the report in notepad.)
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16. Select “Setup” and confirm that “Landscape” has been selected.

e Select “OK”.
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17. Printing to ITS
e If you would like to print to ITS, choose the “PBAT PRINT REPORTS, ALL
SEPARATORS, USER NAME” from the “Destination” drop down.
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18. Enter a page range and select “Continue”.
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19. Options for PBAT will be shown in the “Description” drop down.
e Enterin “I” in the “CLASS” field.
e Enter the number of copies in the “COPIES” field.
e Enter “local” in the “DEST” field.
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e Enter your account, office number, and name in the “ACCOUNT”, “ROOM”, and

“JOBPROGRAMMER?” fields.
e Select “Continue”.
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Your report will be printed at ITS and delivered to you in about 2 or 3 hours.
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