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EMIS Logon Guide 
 

Introduction 
 
In order to log on to different EMIS systems from a single computer it is necessary to use something 
called Configuration Switcher.  This is an integral part of the EMIS software so as long as the EMIS 
Web client is installed then Configuration Switcher will be installed already.  The switcher ensures 
that the relevant version files are present on the local computer for each EMIS Web system being 
used. 
 
If Configuration Switcher is not activated and used then you may experience problems logging in 
and using certain aspects of EMIS, particularly prescribing. 
 

Configuration Switcher 
 
If you click the EMIS Web icon and are presented with a login details box immediately then 
Configuration Switcher is not active.  Cancel the login box and follow the guide below to enable 
switcher. 
 
Click the Windows Start button, click All Programs, click the EMIS folder, click Configuration 
Switcher.  When the switcher loads, click the button that says Enable Switching (see below). 
 

 
 
The button will change to say Disable Switching.  Enter the Organisation ID (CDB) number for the 
system you want to logon to and click Go.  The CDB for extended access is 139605. 
 

EMIS logon 
 
Setting up your security details 
 
The first time you logon to the extended access EMIS system it is important that you set up your 
security details as this will allow you to reset your password in the event that you forget it.   
 
If you didn’t do this at first logon then you will be prompted with a yellow message bar each time 
you log in.  If you see this bar, please click it and set up your security details. 
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Complete your details and click Save.  These details are stored securely by EMIS and are not used 
for any other purpose than to reset your password. 
 

 
 
Using the Reset password function 
 
If you have forgotten your password, even if you have been locked out of EMIS, you can use the 
Reset password functionality to set a new password.  You must have setup your security details to 
do this (see earlier section).  On the login screen, click the Reset password link. 
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Enter your username and ensure the correct Organisation ID is showing.  This should be 139605. 
 

 
 
 
You will be prompted to confirm your mobile number.  If it is correct, click Next. 
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You will be sent a text message containing a code.  Enter this code and click Next. 
 

 
 
 
You will be asked to complete further information which you previously provided when you set up 
your security details. 
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As long as you provide the correct details, you will now be presented with the option to set a new 
password.  Click finish once done. 
 

 
 
You can now click Log on and it will load EMIS for you. 
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