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Export Student Data for EduWeb and W2K Wizard from EMU 
 

1. Open Internet Explorer browser (NOT Firefox!) and go to the DET Portal: 

 

https://portal.det.nsw.edu.au 

 

2. Log On to the portal using your DET User ID and password and Accept 

the user agreement. Then click on My Applications in your Portal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click on the link near the top of the page for EMU – Educational 

Management Utility. It will open in a new window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click on Reports at the top of the EMU site. 

If you don’t have EMU, 
see your Principal who 
can grant you access 
to it via AMU. 
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5. Your school name will be displayed in the Location Name box. The only 

thing you need to click is the Submit button. 

6. Wait a while and a report similar to the following will appear. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Don’t select anything 
here. Leave it as  
---SELECT--- 
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7. Scroll ALL THE WAY to the bottom and click Export to CSV and wait a 

while again. 

 

 

 

 

 

 

 

 

 

 

 

 

8. When prompted, click Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Navigate to your C:\EduWebSetup folder (for EduWeb) or C:\W2KWizard 

folder (for the Windows Logon Wizard).  EMU wants to name the file 

StudentsRecord.csv. That’s fine, leave it as that.  Click the Save button. If 

the file already exists, choose to Replace it. When done, the window will close. 

You can close EMU and continue EduWeb or W2Kwizard setup. 

 

WARNING!!  URGENT!!  DO NOT IGNORE THIS!!  URGENT!!  WARNING!! 

 

The data in EMU is usually up to date, but to save you time fixing things later 

on, it’s recommended that you open StudentsRecord.csv and thoroughly go 

through it to check for: 

 

• Students that might be missing 

• Students in wrong roll classes (IMPORTANT TO FIX THIS) 

• Students that are no longer enrolled at your school 

 

Fix any mistakes you see BEFORE creating your EduWeb! 


