
                             

 

EMIS Web How to Guide - Importing Documents 
 

Purpose 

The purpose of this document is to provide instructions on how to import documents into EMIS Web. 
 
 
 

1 – Download and Save the document(s) somewhere easily accessible, e.g. a folder on your desktop. 

2 – Open EMIS Web 

3 – Select the EMIS menu button, scroll down to CONFIGURATION and then select TEMPLATE 

MANAGER 
 

 

 
4 – Select the DOCUMENT TEMPLATES tab, then click on the folder you wish to import the documents 

into. 
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5 - Click the IMPORT button (located in the ribbon), then select DOCUMENT 

 

 

 
5 – Browse to the file/document you wish to import. Then click OPEN. 

 

 
You will now have imported your document into EMIS Web which will now be available to use. 

Select IMPORT, then 

DOCUMENT 


