
Age Summary - With Excel 
 
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! 

 

  
 
2. Run EIS.530 Option to build a file containing the latest information on 

employees based on PRO.300 records. 
 



 

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

  
** 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. 
 

  
  
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. 
 

Make sure to uncheck the column 
headings - DO NOT want headings!!!! 
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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: 

EMSTRANS/PEIS530(USERID)

 
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.  
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. Starting at Column I, our next step is to split up the field information. 

) <Data> <Text to column> 

umns appropriately. You may have to click/move the lines so 
at they are left-aligining each field. 

ext, Next, Finish 

4
 
 
a) Highlight Column I 
b
 

  
Ensure that the arrows are splitting col
th
 

 
N
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eadings may get overwritten, just ensure that the column 
headings are: 

st     first     sex      age      position      locn     locname  Sector agerange  Type1 

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

od 
f the age range items. All entries are sorted in Age order so the Paste function 

hould work Fine. 

mployees with duplicate lines 
ecause they are at multiple locations or have multiple positions.  

n additional column heading Type1 - in case you want to group your positions and select on 
them 

n Re-Open - all the data tabs will be 
refreshed with the new information 
 

 
5. The Column h

 
la
 
6
 
Fill-in appropriate Age Range Items … Make sure to use Copy/Paste or some other advanced meth
to automate fill-in o
s
 
** At the same time delete duplicate rows, ie: there may be some e
b
 

  
 
7. Add a

 
8. If you save your spreadsheet and the



 
 
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. 
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