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EMT- Enrollment Management Tool 

Quick Reference 

 

Before You Begin 

Have your Datatel ID and password. If you are unsure of your Datatel credentials or need to reset your password, contact Tammy in ITS @ x07414. 

 

Logging In  

 
Step 1 
Go to the EMT website 

 

 

http://emt-vm/emt 
 

Tip: Save the website address under your Favorites for easy access. 

 
Step 2 
Enter your Datatel ID and password. 
 

 

 
 

Tip: The password is case-sensitive, make sure your keyboard is not inadvertently in Caps Lock. 

 

 

http://emt-vm/emt
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Accessing the EMT Spreadsheet  

 
Step 1 
Click “View Spreadsheet” from the left menu. 

 

 
 

 
Step 2 
Enter the desired selection and click “SUBMIT”. 
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Accessing the EMT Spreadsheet(Cont) 

 
Step 3 
The “File Download” window appears. Select “Open”. 
 
 
 
 
 

Tip: When you select “Open”, the spreadsheet is read-only. If you want to write 
to it, you can select “Save” and make a local copy. 
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Accessing Reports  

 
Step 1 
Select the desired report from the Reports menu item. 
 

 

 
 
Step 2 
Enter the desired selection and click “SUBMIT”. 
 
 

 

 
 

Step 3  
The report appears 
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Navigating Reports 

 

 
 

(1) Click this icon to go to the Next Page. 
 

(2) Click this icon to go to the Previous Page. 
 

(3) From the drop-down, you can select to “Go to the First Page”, or “Go to the Last Page”. 
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Searching Text in Reports 

 
Step 1 
 

(1) Enter the text to search for in the 
search box. 
 

(2) Click the binoculars icon. 
 

 

 
Step 2 
The first occurrence of the text searched appears highlighted. If you want to continue looking for more occurrences, click the binoculars icon again. 
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Printing Reports 

 
Step 1 
Select the printer icon located inside the report (make sure you don’t confuse it with the browser’s print icon). 
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Printing Reports (Cont.) 

 
Step 2 
 
The Print window appears. 
 

(1) Your default printer will be selected. You can 
select another printer from the drop-down if 
needed. 
 

(2) You can select to print “All” or click on “Pages” 
and enter the pages you want to print. 

 
 

(3) Click OK. 
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Exporting Reports 

 
Step 1 
Select the export icon located inside the report. 
 

 

 
 

 
Step 2 
 
Select a file format from the drop-down, for 
example PDF. 
 
Click the Export button. 

 

 
 



EMT- Quick Reference Page 10 

Exporting Reports (Cont.) 

 
Step 3 
 
The File Download window appears. 
 

 
(1) Select the desired folder location where 

to save your file. 
 

(2) Enter the desired file name. 
 

(3) Click the Save button. 

 

 
 
 

 

 

 

 


