
Instructions for downloading and importing a search into EMIS Web (July  
2017) 
 

1. You need to have a role that has access to the ‘Population Reporting’ module. If you 
do not already have this role, your manager should be able to add it for you by 
adding the RBAC (role-based access code) called ‘Manage ad-hoc reports (local)’. 
 
2. Find the email or download link with the search file that you want to import. The file 
must have an .xml extension to be importable into EMIS Web. 
 
3. Instead of left-clicking directly on the link, instead RIGHT-click it and save the file to 
your computer’s hard disk (usually the downloads folder). See the below images for 
what this looks like on windows PC (Fig 1) and a Mac (Fig 2). 

 Figure 1 

Figure 2 
 

4. Navigate your way to the Population Reporting module in EMIS Web as follows: 
a. Find the EMIS orb in the top-left – click it and select Reporting/Population 



Reporting. (Fig 3) 

Figure 3 

b. In the left-hand pane, choose a folder that you would like to import the 
searches to and left-click it. (or add a new folder) 
 
5. To import the search folder, click ‘import’ in the ribbon menu at the top: 

Figure 4 

6. You can now run the searches by right-clicking on the folder (or individual searches) 
and selecting ‘Run’. 

 

 

 

 

 

 

 



Unzipping a folder that contains the .xml file (only needed if unable to save the 

.xml file above) 

If you are unable to save the .xml file directly from an email link but have been sent a zipped 

folder, you first need to extract this.  

1. Right click on the zipped folder and choose ‘Save target as’ …and save to your 

desktop.  

   

2. Navigate to the desktop and on the saved zipped file, right click and choose Extract 

All… 

 

3. Browse to a safe location on your network and press Extract  

4.  

You will now be able to see the .xml file and can proceed with the process at the top of this 

document.   


