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The EMIS Review Report enables you to view and print the EMIS Data Collection Form for one or more 
students once the associated task is completed. You can run the EMIS Review Report from the EMIS Tools 

screen by clicking the EMIS  button on the Web site banner. 

Note: Users with the appropriate security privileges can also access the following EMIS Tools: 
Build EMIS Extract, Process EMIS Extract and View EMIS Transmission Log. For more 
information about the EMIS Tools, see the Special Services Administrator Guide.
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View the EMIS Data Collection Form for Completed Tasks
The EMIS Review report lists all of the students whose information is available for reporting to EMIS 
within a specified date range and enables you to access the EMIS Data Collection Form after the task has 
been completed. You can select the information you want to display about the student on the report. 

1. Click EMIS  on the Web site banner.

The EMIS Tools screen displays with the options for the EMIS Review Report.

2. In the Select EMIS Report Criteria section of the EMIS Selection Form, select the building or class 
for which you want to run the EMIS Review report.

Note: Depending on your level of access, either the Building or Class list displays on the EMIS 
Selection Form screen.

3. Select the field by which you want the system to sort the information on the report in the Sort by list.

4. Enter the date range for which you want to run the report in the Start Date and End Date fields. 
The students whose task has an event date that falls within the specified range displays on the 
report.

5. In the Select EMIS Report Fields to view section, select the check box next to the fields you want 
to display on the EMIS Review report.

Note: To quickly display the report, it is recommended to select Student Name, IEP Create 
Date and IEP End Date.

6. Click View Report.

The EMIS Review report displays all of the students whose information falls within the selected 
criteria.
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7. Select the check box next the name of each student whose EMIS Data Collection Form you want 
to view, and then click View Selected.

The EMIS Data Collection Form for the student you selected displays in a new window. If you 
selected multiple students, all of the forms are merged into a single file.

8. To print, click  on the toolbar.

9. Click Close to return to the EMIS Review report.


