Age Summary - With Excel

i

From CIMS you can download employees and create Pivot Tables and

Charts to largely enhance analyzing age by position or location. The

purpose of this document is to review the main steps. Once the information is in Excel,
you are only limited by your own power to group/sort/total the information.

1. Create (one-time) a format to include all the fields of information needed. Order
is important. Your format must be identical to the one below as the pre-done

pivot tables are looking for all information in consistent spots!

=i Session B - [24 x 80]

File Edit Wew Communication Actions Window Help

[_[5]x

B B#| 2% @5 =@ (% o &) e

5/05/06 FY 05

General Report Writer Formats

TAKE TWO INC.

16:04: 01 QPADEVOOOB

Ref:

EIS.260 .11

WIDTH 110 LPI & CPI 10 LENGTH 48 SPACE 1

CANEMS

AGESUMMARY DESCRIPTION [EGE - PRO.300 RECORDS

ITEMS 3 5 15 _95 801 800 _78
1D

SORT BY _95 _3 _ &6

I¢

PAGE BREAK N N N N "L" Line Break

Item Description Size
1 EMPLOYEE NUMBER 9
3 LAST NAME 25
5 FIRST NAME 15
7 MIDDLE NAME 15
9 LEGAL FIRST NAME 15
11 NAME SUFFIX 6
13 NAME (FIRST M. LAST) 40
15 SEX 3
17 BIRTHDATE 8
19 SPOUSE'S SIN 9
21 OFFICE PHONE 8
23 OFFICE PHONE SECURITY 1

Mode: Change F3=Exit F4=Index

Item Description Size
2 EMPLOYEE SIN 11
4 LAST NAME INITIAL 1
6 FIRST NAME INITIAL 1
8 MIDDLE NAME INITIAL 1
10 NAME PREFIX 4
12 NAME (LAST, FIRST M.) 40
14 MAIDEN/FORMER NAME 15
16 EMPLOYEE STATUS 1
18 SPOUSE 25
20 OFFICE RREA CODE 4
22 O0OFFICE EXTENSION 5
24 HOME AREA CODE 4 +
F5=Reset F12=Cancel
03/026

@hQDZ - Session successFully started

|HP Colot LaserJet 2500 PCL 6 on DOT4_001

2. Run EIS.530 Option to build a file containing the latest information on
employees based on PRO.300 records.



i Session C - [24 x 80] [_[ZF]x]

Fle Edt Vew Communication Actions Window Help

B B 2 Em =] sl 2| o el

5/02/08 FY 05 TAKE TWO INC. 13:41:25 QPADEVOOOB
CANEMS Select & Print Your Own Report Ref: EIS.530P.01
Format...... AGESUMMARY
Report Title Count Only? N
Build File? ¥

SELECT BY DEMOGRAPHIC

Location !
Sector
Active
Primary/Alt Assignment
Sex F/M _ Missing?
Certificate _
Termination Date *GT > 0/00/00 Skill Code _
Tag Select Tag Value _
Category Code Category Value __ _ _ _
Missing Date ? Endorsement _
Endors Expire: _0/00/00 _0/00/00 _ Endorse Level
Endors Valid : _0/00/00 _0/00/00 _ ProfGruth Crs _
Evaluation Type
F8=Exit F4=Index FB5=Reset F12=Cancel
09/030

|27 1302 - Session successfully started |HP Color LaserJst 2500 PCL 6 on DOT4_001

** Make sure to request to Build File
** Press ENTER past demographics, and past Pay Assignment Screen

18 Session C - [24 x 80] HE R

Flle Edit Wew Communication Actions ‘Window Help

Bl BE 2% Em = ) 2 @l el

5/02/06 FY 05 TAKE TWO INC. 13:42:12 QPADEYOOOB
CANEMS Select & Print Your Own Report Ref: EIS.530P.03
Format...... AGESUMMARY

Report Title
SELECT BY POSITION PRO.300

Effective Date: 5/02/06 0/00/00

Start Range Date: 0/00/00 0/00/00

Stop Range Date: 0/00/00 0/00/00

Line Types: AT LT _ _ _ _ _ _
Locations:

Sector:
Positions:
SubType/Job:
Status/Leave:
Change/SARH: =
Letter Type:
Subject/Skills:

OR

F8=Exit F4=Index F5=Reset F12=Cancel

13/030

1257 [1302 - Session successfully started |HP Color LaserJet 2500 PCL & on DOT4_001

** Select an Appropriate Effective date  ** Select appropriate record types
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3. Open the AGESUMMARY spreadsheet and Populate
The easiest method for updating your results, is to utilize the Bible option from within Excel.
a) Open the agesummary spreadsheet

b) Position your cursor in the agedetails data tab at row 2 (critical not to wipe out the original column
headings) .. CRITICAL to be on the agedetails tab as shown below.

B Fle Edt Yew Insert Format Tooks Data Window Help ;Iglzl‘
ma||n DU\QB\«“HS BR| oo [e®[= 8 nlu@l‘\ww |2

brial -0 -B U E=E=H 8%, B8 EE|- _‘

e 4| =
A B [c[p] ET F [ 6 [ H | | [ J [ K L] M [n] 0

[ 1 lem ob fte afte [FJHPD annsal FHFTE FHHPD last first SEX age position locn locname
2
El
=N

5
|6
17
Bl
EN
|10
|11
|12
113
|14
|15
|16
17
KB
KEl
|20
|21
| 22|
|23
|24
125

26
127
|28
129
|30
|31

32

4 [4[» (M byloen £ agebyposition 3, agedetails k1]

o b G| s N O OE 4D -2-A-==E8BF)|

Ready = [ ] v ]

c) Select to Transfer From AS/400. Ask to Create New

*** Careful to clear old contents. If your old contents has more rows than the new - there could be old
data not overwritten when you refresh the sheet.

Transfer Request d |

— Transfer Request

" Create from file (7 dif, * o, = dt, * o)

| i E'”LI Make sure to uncheck the column

headings - DO NOT want headings!!!!
. ) ] g g
— Starting cell p03|t|0n—/
LCaolurnr: I A, Bowe

[—ride column headings
Ok I Cancel | Help |
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A screen will appear showing the AS/400 Name or I/P Number - Press ENTER

A Screen will appear asking to fill in a Library/File/Name:

Data Transfer from x|

iSeres File and Library

YWhat library and file[z] contains pour data? For
example, QS ACUSTCDT ar
QRS /ACUSTCDT. TESTLIBATESTFILE.

Tou can browse for available libranes and files
by preszing the browse button,  Typing in the
library name and prezsing browse will browse
the available files in that library.

Libram/Eileltd ember]:

EMSTRANS/PEIS530(USERID)

< Back I Mest = I Cancel | Help |

Once file name is entered - NEXT, NEXT, FINISH - Do not fill in any other information

The system may ask you to sign in to CIMS - then all information will fill the spreadsheet.

ﬁ File Edit Wiew Insett Format Tools Data Window Help ;Iiliﬂ
o=z sy [ tead ~ - [A&®[= 45 0 8[g - |@
Arial w0 - BIUISE=E 5%, B3
a2 | =| 1155
A BE c|/pl E | F | 5 | H | | | J [ K L] I [ n ] 3] 3
1 lemp  job fte | afte FJHPD annsal FHFTE FHHPD last first sBx age position locn lochame
2 | 1155ITEACH 100 100 0 0 0 0 BAUMGARTHER Jupy F 00 TEACHER 008 SHEA SECOMDARY SCHOOL
| 3 [501E82 0 0 0 0 0 0 WILFORD PATRICIA F 00 TEACHER 002 REXALL SECONDARY SCHOOL
| 4 |50172 TEACH 100 100 0 0 0 0 TURCD KRISTINA F 24 TEACHER 007 SPECTRUM MIDDLE SCHOOL
| & |50172 TEACH 100 100 n] 1] 1] 0 TURCO KRISTINA, F 24 TEACHER 003 JOE LOUIS ELEMENTARY
| 6 | 6035 TEACH 100 100 0 0 0 0 PROKOPEC CARLEE F 25 TEACHER 001 WACHOWIA SECONDARY SCHOOL
| 7 |50087 TEACH 100 100 0 0 0 0 RICHARDS AANDA F 25 TEACHER 008 SHEA SECONDARY SCHOOL
| 8 | 3264 o 0 n] 1] 1] 0 TSELIOS STACEY F 25 TEACHER 002 REFALL SECONDARY SCHOOL
| 9 /40010 TEACH 100 100 0 0 0 0 UPSHALL SHERRI-LYNN F 25 TEACHER 001 WACHOWIA SECONDARY SCHOOL
| 10| 3377 TEACH 100 100 n] 1] 1] 0 ZUBoY SHARON F 25 TEACHER 003 JOE LOUIS ELEMENTARY
| 11| 1497 TEACH 100 100 0 0 0 0 BERGEROM MICHELLE F 26 TEACHER 008 SHEA SECOMDARY SCHOOL
| 1240014 TEACH 100 100 0 0 0 0/ CHARPENTIER WERCNIQUE F 25 TEACHER 003 JOE LOUIS ELEMENTARY
| 13| 3198 TEACH 100 100 n] 1] 1] 0 CHELIOS JAN F 26 TEACHER 005 M.L. GARDENS SECOMDARY
| 14 | 40122 TEACH 100 100 0 0 0 0 CHERRY ROBYM F 26 TEACHER 002 REXALL SECONDARY SCHOOL
| 15| 1475 TEACH 100 100 0 0 0 0/ SABOURIN KRISTIN F 26 TEACHER 002 REXALL SECONDARY SCHOOL
| 16 | 50204 TEACH 100 100 0 0 0 0 UPSHALL JULIE F 26 TEACHER 002 REXALL SECONDARY SCHOOL
| 17| 1567 TEACH 100 100 0 0 0 0 ZUBRUS SHAUMDA, F 26 TEACHER 003 JOE LOUIS ELEMENTARY
| 18 | 50085 TEACH 100 100 n] 1] 1] 0 CHIODOD JARROD M 27 TEACHER 001 WACHOWIA SECOMDARY SCHOOL
| 19 | 50161 TEACH 100 100 0 0 0 0 COURNOYER EMILY-ANNE ~ F 27 TEACHER 007 SPECTRUM MIDDLE SCHOOL
| 20 | 50152 TEACH 100 100 0 0 0 0 CROWE TRACY F 27 TEACHER 002 REXALL SECONDARY SCHOOL
| 21| 3593 TEACH 100 100 n] 1] 1] 0 SKALDE TERILYNM F 27 TEACHER 003 JOE LOUIS ELEMENTARY
| 22| 3142 TEACH 100 100 0 0 0 0 BRATHWAITE NATALIE F 28 TEACHER 003 JOE LOUIS ELEMENTARY
| 23| 1461 TEACH 100 100 n] 1] 1] 0 CROWE KELLY F 28 TEACHER 002 REFALL SECONDARY SCHOOL
| 24 | 40131 TEACH 100 100 0 0 0 0 HUTCHINS KERRI F 28 TEACHER 006 MILE OME MIDDLE SCHOOL
| 25 | 40222 TEACH 100 100 0 0 0 0/SCHULTZ DAYE M 28 TEACHER 003 JOE LOUIS ELEMENTARY
| 26 | 3370 TEACH 100 100 n] 1] 1] 0 TSELIOS TODD M 28 TEACHER 002 REFALL SECONDARY SCHOOL
| 27 | 50187 TEACH 100 100 0 0 0 0 WOLCHEMKOY TERESA F 28 TEACHER 001 WACHOYIA SECONDARY SCHOO
| 28| 3535 TEACH 100 100 0 0 0 0 WILFORD WANESSA F 28 TEACHER 003 JOE LOUIS ELEMENTARY
| 29 | 3085 TEACH 100 100 0 0 0 0/ CHIODO BOBBI F 29 TEACHER 003 JOE LOUIS ELEMENTARY
| 30 | 40009 TEACH 100100 0 0 0 0/COTE PATRICIA F 29 TEACHER 001 WACHOYIA SECONDARY SCHOOL
| 31 | 50160 TEACH 100 100 n] 1] 1] 0 DAMPHOUSSE LISA F 29 TEACHER 001 WACHOWIA SECONDARY SCHOOL
32| 1586 TEACH 100 100 0 0 0 0 DIMAID BONMY F 29 TEACHER 003 JOE LOUIS ELEMENTARY
[ [« p [mfs bylocn £ agebyposition '}, agedetails / [« L”J
[ ocaw = B 5 NNOCE4|»-2-A-==5E8d)
Ready 1 ] ] e
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4. Starting at Column I, our next step is to split up the field information.

a) Highlight Column I
b) <Data> <Text to column>

Convert Text to Columns Wizard - Step 1 of 3 KB |

The Text \Wizard has determined that wour data is Fixed width,
If this is correct, choose Mext, or choose the Data Type that best describes vour data,

riginal data type
Choose the file bype that best describes your daka:
" Delimited - Characters such as commas o tabs separate each Field.
o - Fields are aligned in columns with spaces bebween each field.

Preview of selected data:

11 la=st -
| 2 BATHGARTHER JUDY F 00 TEACH
| 3 WILFORD FATRICIA F 00 TEACH
14 TURCO KRISTIHA F 24 TEACH
|5 TURCO ERISTIHA F 24 TEACH

b PROKOPEC CARTLEE F 25 TE hal
<| | o

Zancel | < Back | Mexk = I Einish |

Ensure that the arrows are splitting columns appropriately. You may have to click/move the lines so
that they are left-aligining each field

Convert Text to Columns Wizard - Step 2 of 3 E |

This screen lets vou sek Field widths fcolurmn breaks),

Lines with arrows signify a column break.
To CREATE a break line, click at the desired position,

To DELETE a break line, double click on the line.
To MOWE a break line, dick and drag it.

Data preview

L 2|I:I 1 :3||:I 1 4|I:I 1 SI:I 1 6lI:I 1 ?I:I
TUDY F |00 [TEACHER 008 SH :I
FPATRICIA F |00 [TEACHER 002 RE
KRISTINA F |24 [TEACHER 007 e
KRISTINA F |24 [TEACHER 003 (70
CARTEE 2t TEACHER 001 fal -]

A |

Cancel | < Back |

Next, Next, Finish

\\Del I\delIcims\Employee\agesummary .doc Last printed 1/22/2008
11:57 AM -5 -



5. The Column headings may get overwritten, just ensure that the column
headings are:

last first sex age position locn locname Sector agerange Typel

6. Add a new column - agerange to categorize age values into groups

Fill-in appropriate Age Range Items ... Make sure to use Copy/Paste or some other advanced method
to automate fill-in of the age range items. All entries are sorted in Age order so the Paste function
should work Fine.

** At the same time delete duplicate rows, ie: there may be some employees with duplicate lines
because they are at multiple locations or have multiple positions.

ﬁ File Edit Yew Insert Farmat Tools Data Window Help =1
O30 EERY (s R - &= A 42 08§ - @)
anial v < B 7 U |SeeEE] 8 %, BBEE DA
P3 | =[0-30
F | &6 [ H | | | J [ K L] M [ n] 0 | o ] 3
| 1 |annsal FHFTE FHHPD last first BT age position loc  locname
| 2 | 1] 1} 0 BAUMGARTNER JUDY F 0 TEACHER g |SHEA SECONDARY SCHOOL
1 3 | 1] 1} 0WILFORD PATRICIA F 0 TEACHER 2 |RERALL SECONDARY SCHOOL
| 4 | u] 0 0 TURCO KRISTINA F 24 TEACHER 7 |SPECTRUM MIDDLE SCHOOL
| 5 | 1] 1} 0 TURCO KRISTINA F 24 TEACHER 3 JOE LOUIS ELEMENTARY
| 6 | n] 0 0 PROKOPEC CARLEE F 25 TEACHER 1 WACHOWIA SECONDARY SCHOOL
| 7 ] 0 0 RICHARDS AhANDA F 25 TEACHER 8 |SHEA SECCONDARY SCHOOL
| 8 | 1] 1} 0 TSELIOS STACEY F 25 TEACHER 2 |RERALL SECONDARY SCHOOL
1 9 | u] 0 0 UPSHALL SHERRI-LYMM |F 25 TEACHER 1 WACHOWIA SECONDARY SCHOOL
| 10 | 1] 1} 0 ZuBoY SHARON F 25 TEACHER 3 |JOE LOUIS ELEMENTARY
| 11] 1] 1} 0 BERGEROMN MICHELLE F 26 TEACHER 8 |SHEA SECONDARY SCHOOL
112 u] 0 0 CHARPENTIER  WEROMIQUE |F 26 TEACHER 3 |JOE LOUIS ELEMENTARY
1 13 | 1] 1} 0 CHELIOS JAN F 26 TEACHER 5 |M.L GARDENS SECONDARY
| 14| n] 0 0 CHERRY ROBYM F 26 TEACHER 2 |RERALL SECONDARY SCHOOL
115 ] 0 0 SABOURIM KRISTIM F 26 TEACHER 2 |REXALL SECONDARY SCHOOL
| 16 | 1] 1} 0 UPSHALL JULIE F 26 TEACHER 2 |RERALL SECONDARY SCHOOL
| 17 u] 0 0 ZUBRUS SHAUMNDA F 26 TEACHER 3 |JOE LOUIS ELEMENTARY
| 18 ] 0 0 CHIODO JARROD I 27 TEACHER 1 WWACHOWIA SECONDARY SCHOOL
| 19 | 1] 1} 0 COURNOYER EMILY-ANME |F 27 TEACHER 7 |SPECTRUM MIDDLE SCHOOL
| 20 u] 0 0 CROWE TRACY F 27 TEACHER 2 |REXALL SECONDARY SCHOOL
| 21] 1] 1} 0 SKALDE TERI-LYMM F 27 TEACHER 3 JOE LOUIS ELEMENTARY
| 22 | n] 0 0 BRATHWAITE MNATALIE F 28 TEACHER 3 |JOE LOUIS ELEMENTARY
123 ] 0 0 CROWWE KELLY F 28 TEACHER 2 |REXALL SECONDARY SCHOOL
| 24 | 1] 1} 0 HUTCHING KERRI F 28 TEACHER 6 |MILE OME MIDDLE SCHOOL
| 25 | u] 0 0 SCHULTZ DAVE I 28 TEACHER 3 |JOE LOUIS ELEMENTARY
| 26 ] 0 0 TSELIOS TODD I 28 TEACHER 2 |REXALL SECONDARY SCHOOL
| 27 | 1] 1} 0%OLCHENKOY — TERESA F 28 TEACHER 1 WACHOYIA SECONDARY SCHOOL
| 28 u] 0 0 WILFORD WANESSA F 28 TEACHER 3 |JOE LOUIS ELEMENTARY
1 29 | 1] 1} 0 CHIoDO BOBEI F 29 TEACHER 3 JOE LOUIS ELEMENTARY
1 30 | n] 0 0 CoTE PATRICIA F 29 TEACHER 1 WACHOWIA SECONDARY SCHOOL
il ] 0 0 DAMPHOUSSE  LISA F 29 TEACHER 1 WWACHOWIA SECONDARY SCHOOL
32 ] 0 0 DIMAIO BONMNY F 29 TEACHER 3 JOE LOUlS ELEMENTARY
|4 4[» M bylocn £ agebyposition ), agedetails 14 |b||J

”D[awv [y Coj|AgtUShaDas' ™~ \DD‘|&'£vévE-_ ‘;.e|
Ready 1 ] R 1 e

7. Add an additional column heading Typel - in case you want to group your positions and select on
them

8. If you save your spreadsheet and then Re-Open - all the data tabs will be
refreshed with the new information
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X Microsoft Excel - emsagesummary [_T2]x]

ﬁﬁila Edit ¥iew Insert Format Tools Data ‘Window Help = E‘lﬂ|
& ngmm\um—bw- @
arial - -|B 7T U(SS=E s %, B[
D31 | =

A B c [ o [TE T F T G
locnarme A -
fte [
sex (Al -

KD v O v

#employees agerange |
position (blank)  0-30 31-40 41-60 51-58 56-60 61-65 Grand Total
(blank)
CLINICIAN 2
CONSULTANT 1
COORDINATOR
COUNSELLOR 4
PRINCIPAL 1
TEACHER 47 a0
WICE-PRINCIPAL 1 4
Grand Tatal 48 B4

|(_0|D:\|‘-Jmmj:-LAJI\JA

o

B
3
2
0

1
2 2 1 7
40 14 3 221
10
45 17 4 259

(]

w
@

T N

]

‘cnmn|

~

@

w0

(5]
[=]

0| 0 b | B s o [k b s e e
| =|D|d| o |5 |d = | W=

1[4 [» [M] bylocn ' agebyposition ¢ agedstails /. [« : Jﬂ
”D[aw'[%c-j|.qgtushaues-\\DO‘|&'J'A'Eﬁﬁ.m|
Ready [ [ mmC_ [ [

If you find that the information is not sorted appropriately you can:
Click on the Grey Agerange item, -then <Data> < Sort> OK

Click on the Grey Position item, then <data><sort> OK

If you want to know the details of who the 3 Teachers over 60 are, then double-click right on the '3’
cell and it will drill down to the detail.

26 Microsoft Ecel - emsagesummary

| e gt Wiow fnsert Fomot fook [wks Window e ) =8 =
D@0 SRy | & B@E< o - 4® =L 4T ne e -8

Huial =0 =B r0 EERFAE SR, B8 EE - A

ki3 | =

T T < [ o | ] = KL M ] 0 Pd F
1 amp job  fta afte FIHPD annsal FHFTE FHHPD |ast first RAK xnn Enumm lac Incnama aannnﬂn —1
@1 TAN TEACH 100 100 o (L} 0 O ZHOLTOK JERRY M | & TEACHEH 2 HEXALL SECONDAHY SCHOOL B1ES
3 1120 TEACH 100 100 0 i ] O/ELACKDURN KATHLEEN | 63 TEACHER | 2 REXALL SECONDARY SCHOOL 6165
4 1551 TEACH 100 100 0 a 0 0/VOLCHENKOY MICHELINE [F | 61 TEACHER | 3.JOE LOUIS ELEMENTARY 6165
5
B
7
8
9
10
i
12
L1z] -
14
15
16
17
18
L]
0
2
2
2
24
5
%
7
28
.n.
Ell | |
il [ TWIVEHGEn Y sheets ([ Saibipastion | sosdetss | (] | Ellj
owi e [y G | Mgoshopes - S W OO RIA4 | 2-L-A-=T 2040
Raady o
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