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1. Use GRD.591 to create your honor roll, request to build file 'Y'

2. Make sure that the bottom options are selected properly, namely:



Sort Alpha,Grade,HRm,Rank A/G/H/R: R         


 
Print Detail or Summary D/S            : S   



Print Address Info (Summary Only)      : Y   



Build File Y/N SMSTRANS/PSTU530(USERID): Y


This will produce a file on the AS/400 called SMSTRANS/PSTU530(USERID)

3. Next goal is to transfer this file from the AS/400 into Excel so that you can merge it into a Word document. Use the CIMS File transfer ICON.
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4. Access Microsoft Excel. Choose to File Open "C:\cimsstuff\enrollment.txt (*remember to change file type to "all types", else you will not see the File on the list)
A wizard will appear allowing you to "split" the fields into a desired format

· Select fixed field delimited (ENTER)
· Make sure to put vertical bars to separate each appropriate field. The vertical bar does not by default appear right at the name, move it so that it lines up directly with the names (not leaving a space before the name)
· Press FINISH to import the info into the spreadsheet.
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· In Excel, adjust the field widths to be long enough to see the whole contents of the field

· Remove unwanted fields, ie: only require student name, address, GPA

· Put a column heading in row one

· Save the document as a spreadsheet


5. In Word, select to create a new mail merge and when it requests to create or open a datasource, select to 'Open' datasource and input the name of the spreadsheet you saved above.

 

1. SPECIAL EXCEL FORMATTING TIPS

1) Change all Names from Uppercase to Lowercase

CIMS holds the usual name fields in Upper Case. Within Excel, you can upper/lower them so they will look more attractive in mail merges and/or certificates.

· Use the command  =proper(A1)  .. where A1 is the cell you wish to Work With (ENTER). Now Donna will appear in column B1

· Use Copy to select the B1 column then paste it through the whole column

2) Put First and Last Names together (DONNA       BELL     DONNA BELL)

· Use command =A1&" "&B1 (Enter) …. This will create a new Concatenated DONNA BELL in a single field in column C

· Use Copy to select the new C1 command then paste it through the whole column C

2) Separate concatenated Name  (Graboweski, Donna)

· To separate a single field of  Graboweski, Donna into 2 fields:
· highlight the column to separate

· use the <data> <text to column> option
· select delimeted as the record type, following screen appears
 

· Choose comma, space delimited and the columns will split appropriately

· On the next screen remember to create a destination location for the two new fields!

Now the spreadsheet will contain two more columns containing the fields separated!

Input appropriate AS/400 File Name information:


No spaces


Front slash between library and file name


Brackets around member name


Input your user name where it says USERID








With File selected, input:


What directory you want your file placed into


What name to give the file


Always name it with extension ".txt" so that Excel and Word will know what to do with it








Choose NOT to save the file description file





* Include a 'txt' extension name so that Excel or Word know what to do with the file


* Indicate the directory/folder to save your new file into
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