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.

My profile

My favourites

My portal My applications My websites

My Appﬁcaﬁons This section lists only those applications and terminal servers that your Portal log-in gives you access fo.

Which links you see is determined by several factors, including your Portal Role, Location Number and Group memberships. For
further information refer to the ‘Help - My applications' link.

AMU - Access Management Utility

AMU allows enly authorized uzers to grant access to DET applications or ,
- to delegate authorization rights to an appropriate perzon can grant access to a specific application. If yOU don t haVe EMU,

For azsistance, contact: ICT Service Desk B ithelp@det.naw edu.au 55" 1800 338 482 . .
v see your Principal who

EMU - Educational Management Utility

Thiz utility enables authorized teachers / staff members to reset student passwords. _ can grant yOU access
For assistance, contact: ICT Se | thelp@de edu.au "3 1800 338 483 to |t Via. AMU

SMU Application- Staff Management Utility i

Allows Principals to Reset Staff Pazzwords and Authorizsd T Administraters to Resst Paszwords / Rezet DET UseriDs.
Access to SWMU is granted via AMU.

For assistance, contact: IDM Support B0 idmsupport@det nzw edu.au 55 9942 5786

AMS on the Web
The AMS on the VWeb application makes property related detail on schoolz and TAFE colleges available to all DET and TAFE Staff.

For assistance, contact; "AMS on the VWeb' support team [ AMSWEBFEEDBACK@det new edu.au L (02) 9551 8479
Child Protection Awareness Training

Training for DET staff on Child Protection legislation and Departmental policy and procedures.
For assistance, contact: ICT Service Desk B thelp@det nsw edu.au 55 1200 328 483 - For Policy and content advice, contact EPAC 55 (02) 9286 2070

For any concerns about child protection issues speak with your Principal or the Student Welfare Conzultant in vour area.

CLI CURLS

Stors all your favourits links in one place, access
want, instead of wrestling with folders.

For assistance, contact: =7 CLLLAM@det.nsw edu.au

ible from anywhers. Share yvour bookmarks with everyone on vour weatch fist or just kesp them private. Tag your bookmarks with as many labels az vou

3. Click on the link near the top of the page for EMU - Educational
Management Utility. It will open in a new window.

BF FOLICATIONN
ANP TRAINING

User Management My Profils: Reports Help

Welcome to Edl Management Utility
Welcome (EMU)

This utility enahles authorised staff members to reset student passwords, either individually or for multiple
students, orfor a group of students. It can also be used to display lists of student usernames.

Click the User Management link to reset student passwords and display student usernames. Click My
Profile to listthe locations where vou are authorised to manage student accounts.

IMPORTANT: The resetting of student passwords through ENL will reset students passwiords for other DET
Systems such as DET Student Fortal and the TAFE Student Fortal. & record will be created for audit purposes
of all the users that have reset student passwords,

About EMU | Contact

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

User Management My Profile Reports Help

Reports

Reports

Password Change Status Report can be used to verify a Password Reset (either by a student or a teacher)
has been successful.

Last Log In Report can be used to display the last time the student has logged in to the student portal,
browsed the Internet or for schoaols using the EDU domain, logged in to the LAMN.

Student DET UserlD Reportlists all the students of a Schocl/Roll Class/Scholastic year or TAFE
Location/Teaching Section. This report data can also ke downloaded as standard Microsoft Excel
spreadsheet or a comma delimited C3V File.

@ Student DET UserD Report < mm—

Reparts ) LastLog In Report

(O Passwaord Change Status Repart

Don't select anything
here. Leave it as

Group Mame | - SELECT - v |<— ---SELECT---

Location Name | Abbotsford Public Schaol v|

DET useriD |

=  submit

IMPORTANT; Repors for whale Location take Ao
User ID for faster processing times.

mocess. Filter Repors by Group Mame or DET

About EMU Contact

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.

User Management My Profile Reports Help

Student DET UserlD Report

Reports

Student DET UserlD Report displays all the students in a School/Roll ClassiScholastic year or TAFE
LocationTeaching Section.

Export to Excel or Exportto C5V - List, save, print or format search results

tudent No. Year Roll Class Group/ L ocation
43 £ 5 5-6] SCH1001
4 4 KC SCH1001
43 [ S-61 SCH1001
43 s 5-6B SCH1001
bon 43 3 3-4N SCH1001
43! 4 KK SCH1001
43 K KK SCH1001
43 s 561 SCH1001
43 5 E-8B SCH1001
43! 4 KM SCH1001
43 Z F SCH1001
43 4 3-4M SCH1001
43 [ 5-61 SCH1001
43 4 3-4H SCH1001
43 4 3-4N SCH1001
43 1 M SCH1001
43 K KM SCH1001
43 3 3-4M SCH1001
43 5 S-61 SCH1001
43! K KC SCH1001
43 K KC SCH1001
43 1 1-C SCH1001
43 Z 3 3-4H SCH1001
43 2 [ 5-6B SCH1001
43 99 3 34K SCH1001
43 37 5 5-61 SCH1001
43 2 4 3-4H SCH1001
43! K KM SCH1001
43 K KC SCH1001
43 2 P SCH1001
43 2 2B SCH1001
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7. Scroll ALL THE WAY to the bottom and click Export to CSV and wait a
while again.

File Download

Do pou want to open or save this file?

xl L Mame; StudentsRecord csv
;]

Type: Microsoft Office Excel Comma Separated Values File

From: portalsrvs, det.nsw.edu.au

[ Open Q[ Save ]] Cancel |

- While files from the Internet can be useful, some files can patentially
harm your computer, |F you do not tust the source, do not open or
= zave thiz file. What's the nisk?

@.

8. When prompted, click Save.

Save As @@

Savein: | ) eduwebzetup v O jr o E',

=}
K6
My Recent
Documents

a

W iE
=
» =1
=]

My Documents

o
58
My Computer
‘1‘] File: narne: | StudentsRecard csv v
w1 i

u Netwark, Save as bype: Micrasoft Office Excel Cormma Separated Value vI Cancel

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!
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