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View Submission History 

In EDM you can view records you have previously submitted.  

The example below is based on viewing Annual Return records but you can view any of the data forms you 

submit.  

From the Home page select form type from the View Data menu.     
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In the Annual Returns Form – EDM Downloads screen you can select records using the Show Search Criteria 

drop down menu. 
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In the Search Criteria drop down menu you can select a date as far back as 11 May 2016. In the screenshot 

01/04/2017 has been selected.  You have a choice to select ‘Manual Forms’, ‘Bulk Uploads’ or ‘(All)’. in this 

example, (All) has been selected. This will produce all records submitted between the date parameters. 

 You can use other search boxes to look for specific data such as, Surname, Date of Birth or NI Number. 
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You can export a list of previously submitted records using the ‘Show Export Options’ drop down menu.  

 



                                                                                                                                                                                                              

Page | 5 
 

 

You can export with or without headers and output in CSV or Text file. Click the ‘Export Records’ icon and this 

will generate a file for you. The example below shows an export with headers and in CSV format. 

 

Excel CSV file 

 


