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Generic Guide - How to Install Searches from zipped folder 
 
 
 

Step 1- Download the Search package 
 

• You have been sent an email with a zipped attachment. 

• Click on the down arrow next to the title 

• Then Save As 
 
 

 
 
 

 
 

• Navigate to your desktop and 
click save  

 

 

 

 

 

 

• Go to your desktop  

• Right Click the folder and choose Extract All    
 
 
 
 

• This will automatically save the file to your desktop (but you can browse and choose an alternative place). 

 

• Then click extract 

• You should now have an icon that looks like this, which can be imported into EMIS 
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Step 2- Import into EMIS 
• Go to Population Reporting in EMIS 

 
 

• Highlight the folder the search is to go into: 

 
 

• Then click Import on the ribbon at the top 

 
 

 

• Click on to bring up  

 
 

• Navigate to desktop and highlight Diabetes My Way - Open 

• The search should now be installed,  
NB remember to delete the icon from your desktop 
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Step 3- Run 

 

• Highlight the folder “Diabetes My Way”  

 
 

• From the top ribbon – click run 

 
 
 

• Yes to run all reports in the folder (no need to change the date) 

 
 

 
 
 
Step 4- Quickly check the figures 

• 1a + 1b = Register  eg 129 + 466 = 595  

• 1a1 + 1a2 = 1a eg 32 + 97 = 129 

• NB: the searches “service users with….. will not equate to any figure 
 
 
 



Your NHS partner for improving  

health and integrating care  

Midlands and Lancashire CSU | Kingston House | 438-450 High Street | West Midlands | B70 9LD   midlandsandlancashirecsu.nhs.uk 

 

Step 5- Export the figures 
 
On your practice shared drive 

• Create a new folder “Diabetes My Way Audit” 
 
In EMIS 
 

• Highlight the Audit search 
 
    

• Click View Results    

 
 
 
 

 

• Click Export  
 
 
 
 
 
 
 
 

• Click on CSV – OK  
 
 
 
 

• Navigate to folder “Diabetes My Way Audit” (created as above) - SAVE 

 
 

• Go to folder “Diabetes My Way Audit” 
 

• Open spreadsheet 1. Diabetes My Way Audit - check there is data in it (if not repeat from step 5) 

 

• Close Spreadsheet 
 

• Create an email, attach spreadsheet 1. Diabetes My Way Audit and send to support@mwdh.co.uk 
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