
Incident Analysis - with Excel
From CIMS you can download all incident/discipline information and
create Pivot Tables and Charts to largely enhance analyzing incidents by
group, month, year, or grade. 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. Run DSP.555 Option to build a file containing the latest information on
incidents.

Excel is limited to 36,000 incidents. You can bring at minimum two years back if you want to be able
to make multi-year comparisons from within Excel. DO NOT limit yourself to just the current year.



C:\cims\Student\dsp555.doc   Last printed 20/02/06 12:31 PM   - 2
-

2. Open the DSP555 spreadsheet and Populate/refresh

The easiest method for updating your results, is to utilize the Bible option from within Excel.

a) Open the dsp555 spreadsheet
b) Position your cursor in the pdsp555 data tab at row 2 (critical not to wipe out the original column

headings) .. CRITICAL to be on the pgrd555 tab as shown below.
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c) Select to Transfer From AS/400. Ask to Create New
*** The spreadsheet is designed to handle maximum 999 rows. If you have more rows, the pivot tables
will have to be re-done!!!!!
*** 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.

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.  In order to
refresh all the tabs AND to ensure that you do not wreck the good dsp555 pivot template:

a) Choose to Save as - and name the spreadsheet something meaningful
b) Close - then re-open your new spreadsheet.

Make sure to uncheck the column
headings - DO NOT want headings!!!!
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Understanding the Information Presented
The spreadsheet is set with 3 tabs, namely:
a) pdsp555 which is the data tab and should never be manually altered. This information comes

straight from CIMS and populates/drives all other sheets
b) bygrade tab - shows incident summary by grade level. AND shows a comparison between school

years.
c) Bymonth tab - shows incident summary by month. User selects school year to view.

Note that top of all items allows user to select/narrow results. Make sure to change the selection for
both columns consistently to ensure consistent data to each column.

User can click on any column haaving numbers to inquire as to details. In above example,  7 grade 10
students have THF incidents for 2004 school year. If you click on the '7' then system will open a new
sheet showing you the 7 incidents
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** Make sure to delete sheet after reviewing the information else many additional sheets will grow
with your spreadsheet **

Special Hints and Tricks

1. Always nice to rename your spreadsheet tabs to reflect what the pivot is about. It is desirable to
have only one spreadsheet with several tabs accumulating your pivot requirements

2. When you drill down to the students AND you are finished/complete with the list - select to close
and delete the drill down sheet else your spreadsheet will become unmanageable.

- Right click with cursor on tab and system will allow you
to rename the tab!


