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SECTION |

Introductioni The ECEAP Management System

The ECEAP Management System (EMS& isomprehensive databashich trackschild and
program informatiorand demographicREL ECEAPstaff usethe EMS datdo monitor
contractor compliance with the ECEAP Performance Standards and Contract.

Information collected in the EMS is often requested by state and natsealchers
studying stat@re-kindergarterprograms, ortate lawmakersvho use this datéo make
funding decisions

Contractors use EMS reports to track program requirements, and to compile progréon data
local planning

The ECEAP Management System fige mainsections:
Contractor Information

Subcontractor Information

Program Information

Monthly Reports

Child Enroliment

agrwnE

EMS datas kept secure and no idefying information is releasedt is very important that
contractors monitor their EMS data for accuracy, sinceonapt decisions are based on the
data

EMS SECTION | September 2009
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SECTION Il

Getting Started

1. Logging On

Contact thdDEL ECEAP stafat (360)7252839%9oremai | OECEAP@uiel . wa. gov
information on installing the EMS system software, and obtaining your User ID and
PasswordOnly staff designated by an ECEAP direatwaty have access to the ECEAP

Management System.

Once t he 0 eplicatianpstoddedeoriotydur carpputer,atl t he At eddy bea
shortcut to your desktop.

Shortcut to eceapclient.nk

Double click the shortcut, andhier your UsetD and password

ECEAP Management System Logon Screen

................ ' ; s [ ]
R Password l:l

Production version 08/27/2009

Earvy Cxltosoon Epucrion
ASSISTANCE PROGRAM

ECEAP Management System (EMS)

‘Washington State Department of Early Learning

2. Options

Once you are logged in, you can select your EMS ophbgrdickingonii Opt i ons o on t |
menu balseegraphic next page

e Place a check next to the Full Screen Modeotger your desktop and set EMS to full
screen | f i t 6 souwid anly sedhe séna lokr at the top of your screen, and
any programs you have open in the backgrowiticstill be displayed

e Locking the EMSwill bring up the logon screen. Use this option to protect confidential
information while away from your deskhis doesnotlog you off the system, however
you must reenter your User ID and Password to return to your Wotkwill alsobe
automatically locked out of the EMS after a period of time with no activity.

EMS SECTION I September 2009
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e Place a check next to t he Hhn&hamuadefiftionst so opt
throughout the database. If this option is checkedply hover over any data entry field
and an explanation will appear for a few seconds.

# VIEW - Early Childhood Education Assistance Program

Frogram Ysar Conhiactor Subgonbiactor FIF  Monthly Reporl  CEF | OptignsHelp

w Full Screen Mode
Lock EMS
v Show Hints

Refresh Cached Data A

Fz

3. Program Year

When you log on, the default program year will always be set to thentymogram year.
Each program year starts July 1 and ends JuieF20 example: Program YeaR008goes
from July 1, 20070 June 30, 2008.

The EMS contains higorical data dating back to 20020 view data from previous program
year s, siPwopdgyr asme|lYeecatr 6i on t he Menu Bar. Then
would like to view data.

% VIEW - Early Childhood Education Assistance Program

Programvear Contractor  Subcontactor PIF - Monthly Bepot CEF - Options  Help
2002
2003
2004
2005
2006

2009
w2010
2011

[~

IMPORTANT: Always make sure yoreturn tothe current program year when entering data.
If you inadvertently enter data in a previous year, a dialog box will appear prompting you to
quit or continue.

The EMS program year automatically changes each July 1. Therefore in July, when
submittingMonthly Reportdor Juneactivities you must enseryou are in the correfiscal
year.

EMS SECTION I September 2009
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4. Data Entry

Each section of the EMS has a Data Entry option on the drop down menu. Select this to start
entering or revising your data.

F VIEW - Early Childhood Education Assistance Program

Program ear Contractor  Subcontractor | PIF Monthlp Beport CEF - Options  Help

Reports
Expork Data

Al fieldsin the data entry formsust be completed. Incompéetecords are

identified by aredflag ™. Click on the @button on the i@ menu bar to findbut what
information is missing.

Program Information een 2008

Site Listing lﬁwte Information } Service Delivery Info } LClasses I

EEEEACHVE -

Site Cade ‘ | | Site Name |City Slats Assigned |Start Date |End Date -
PUGE-0073 L1 UNIVERSITY PLACE PRIMARY ECEAP  UNIWERSITY PLACE 36 7AM1/2007 643072008
PLGE-0074 £1 ENCOMPASS ECEAP NORTH BEND 36 8/20/2007 £A13/2008

L1 CASCADE WIEW ELEMENTARY ECEAP TUKWILA 36 8/31/2007 643042008
L1 EATOMVILLE ECEAP EATONYILLE 18 742007 643042008
L1 SOUTH HILL/AYANZAT ECEAP @ ZIEG PUYALLUP B4 7172007 43042008
L1 DOWER ELEMENTARY ECEAP LAKEWDOD 18 8/27/2007 641342008

PUGE-008:
PUGE-0083
PUGE-0084
PUGE-0089
PUGE-0090
PUGE-0095
PUGE-0100
PUGE-0102 £1 BATEY
PUGE-0104 £1 5PN
PUGE-0108 £1 Bomng
PUGE-0107 L1 KENT
PLGE-0108
SAM.-0002

ARTONDALE ELEMENTARY ECEAP GIG HARBOR 36 952007 B/18/2008
9/2/2007 6/30/2008

SAMNJ-0006
SAMNJ-0007

SAMJ-0011 £y LIGHT _—
SEAT-000: L0 MaRT]
SEAT.ONZA N SEAR,
CEAP i THE EEU: U OF W SEATTLE 36 9/4/2007 /1372008
Red Flag EFUGEE & IMMIGRANT CHILD CARE 1 SEATTLE 40 772007 6/5/2008
SER TS = TRIMM ABC PRESCHOOL AND CHILD [ SEATTLE 11 7172007 643072008
[iciz cea O PRCEECT DRLLTLT HOECrLIA CEATTLE T2 o Pl e B
EMS SECTION II September 2009
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SECTION 11l

Navigation

1. Keyboard commands

Some users may prefer to use keyboard commands rather thanatndusdien navigating
through a pager executing commandBollowing are some EMS keyboard commands.

The [Tab] keyon the keyboard movéke cursoforwardone field at a timeHold down
[Shift] and [Tab] to move the cursor backward one field at a time.

The Down and Right Arrow keys move the curkmwardone characteat a timewithin a
field. The Up and Left Arrow keys move the cursor backward one ciearat a time.

Arrow Keys

To use shortcut keya EMS, type[alt] andthe underlined letter ithemenu barin the drop
down menus use the faton key following the command. For example: F6 for Data Entry.

= VIEW - Early Childhood Education Assistance Program

Program vWear Contractor  Subcontractor PIF Monthly BEeport | CEF Options Help

Reports
Export Data

2. Drop Down Menus

Drop down menusareusedddhoose from exi stiéag toptvioenws .y dCd
options, or simply type in the first couple of letters and any available matchahiowll

COWLITA (=~ \/

19| |ASOTIN Nl ]
BENTON

CHELAN

rom street { CLALLAM

CLARK

COLUMEBIA
0 bl

EMS SECTION lll September 2009
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3. Calendar

Click the buttonto bring upan electronic calendar. Choose dates from the calendar, or
type in the date manually. The calendar is handy when you némmktapa date.

V

Select a Date

EI‘ September, 2007
sun [ Mon [ Tue ['wed [ Thu [ Fri | Sat

2 3 4.5 8 | 7 |8
3 11 12 | 13 | 14 | 15
16 17 |18 19 20 2t | 22
23 24 | 25 |26 | 27 28 | 29
]

Ok Cancel

4. Navigate in a Report

Reports have their own unique navigations buttooatedat the top ofyour screen.

= -
% Document Previzw

<|\ ~ A&

|»

— Program Year 2002

Contractor: KITTITAS COUNTY HEAD 3TART/ECEAP
Eatly Childhood Education and Assistance Program

— CONTPACTOR ACTION LIST

Printed on December 10, 2007 for DEL Staff

A 4

Stretches the rept to the width of your screen

Sizes the report to full page view
A 4

<j Scroll to first page of the report

<:I Scroll one page back

|::> Scroll one page forward

IZ:>{ Scroll to last page of the report
¢4 Prints your report

36 Exports your report to .CSV, which can then be converted to Excel

EMS SECTION lll September 2009
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SECTION IV

Contractor Information

The Contractor section provides contact information for contractors and state ECEAP staff.
This section is view onlyinformation is updated by state ECEAP st&fdntact DEL

ECEAP staff at (360)722839 orema i | 6 E CE A P @dare bf the iaforgatiov 6

about your agencig inaccurate.

Toview,®l ect AContractoro and fAData Entryo fror

# ABER (Heike Syben) - Early Childhood Education Assistance Program

Program vear | Contractor  Subcontractor FIF - Monthly Beport CEF - Options  Help

Data Entry F7
Reports

1. Listing Tab

This screen lists the fodetter contractor ID, contractor name, the city, and whether or not
the contractor is also a Head Stavhtractor As a contractor, you should only see your
program on this screen.

# Contractors Screen: Aberdeen School District #5

{ Difing | Cortractors | ABER Stalf Contacts | DEL Staff Cortacts | FELs | Famiy Support Staff | Subsontrators |

% Cantra, Contracttame City HeadStart Contractor
ABER ABERDEEN SCHOOL DISTRICT #5% ABERDEEN Ho

S

2. Contractors Tab

This screen listthe main contact information for the contractor. It dists the ECEAP
contract number, fiscal year start and end dates, Tax ID,thadimportant information for
DEL.

EMS SECTION IV September 2009
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IABERDEEN SCHOOL DISTRICT #5

Rz 09/01 SRl L0831

916001546

MANCY C LIEDTKE
ECEAP/EARLY CHILDHOOD COORDINATOR

To Edit Contractor Contact information. click on the “ABER Staff Contacts” Tab [above] and then modify the
Contractor Contact.

3. Contractor Staff Contacts

The AStaff dsistheaan tsro&CEBRB sabiasd their roleTo view
contact information on staff listedelecttheir nameThe information shows up at the bottom
of the screen.

% Contractors Screen: Aberdeen School District #5

Listing | Contractors [ ABER Stalt Contacts ]QEL Staff Contacts | FELs Eamily Support Staff | Subcontractors |

Contact Type Contact Hame Effective Date -]
NANCY C LIEDTKE 7 /572005

Data Contact JAN LAUKKANEN 11/7/2005

Director NANCY C LIEDTKE 7/5/2005

Contract Contact NANCY C LIEDTKE 7/5/2005

Woucher Contact MANCY C LIEDTKE 1/18/2006

Budget Contact DORIS DALY 3/9/2006

HIST

Contact information

MNANCY C LIEDTKE
ECEAP/EARLY CHILDHOOD COORDIMNATOR

[360) 528 2191
[360) 5382152

Postal Code  [S22213

4. DEL Staff Contacts

The ADEL St af flistCEh EGEAR stafd andtleir ®leBa view contact
information about DElstaff, click on their name. The information is displaggthe bottom
of the screen.

EMS SECTION IV September 2009
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5. FELOs

This screerlistst he contractor 6 s Funahedbtaljutmentslifment Le
any).

2 Contractors Screen: Aberdeen School District #5

Llsl\ng} Lontlaclols} ABER Staff Egnlacls} DEL Staff Contacts Eamily Support Staff | Subcontractors
Contract FEL | Effective Date

+  TNLE o7/01/2009

Flease enter the Contract FEL and the starting date that
this FEL took effect

- FEL Typpe————————————

f* Conlract FEL

" Temparam Slot Adjustment

6. Family Support Staff

Thistab is currently not being ude

7. Subcontractors

Thesubcontractafor eachsite are listed her& his information comes frorield #22 onthe
site informatiortab (Page 15) o the Program Information For(RIF) data entry screef
the information is inaccurate, please checkd#ia that was entered in the-P

# Contractors Screen: Aberdeen School District #5

Listing | Contractors | ABER Staff Contacts | DEL Staff Cortacts | FELs | Family Support Staff | Subcontiactors

Subcontractar Name Site Code: =
ELMA SCHOOL DISTRICT ABER-0008
HOQUIAM SCHOOL DISTRICT ABER-0011
MCCLEARY SCHOOL DISTRICT ABER-0010
MONTESAND SCHOOL DISTRICT ABER-0017
NORTH BEACH SCHOOL DISTRICT ABER-0022
OCOSTA SCHOOL DISTRICT ABER-0006

8. Reports

The Reports section under the Contractor tab allows you to view and print mailing labels for
ECEAP staff and your subcontractors.

-
# ABER (Heike Syben) - Early Childhood Education Assistance Program

Program Year | Contractor  Subcontractor  PIF Manthly Report CEF Options  Help

EMS SECTION IV September 2009
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': ABER (Heike Syben) - Early Childhood Education Assistance Program

rogram Year( Goriractar Jukeontactor FIF Marty eson CEF Qptons bels

% Reports - Extended Menu Form

- Contractor Listing
ailing Labels

Subcontractors [ Sites

 OK X Cancel

The labels are formatted to print on Avery 5162 address labetyuoralent size.

% Document Preview

SN ~ ~ A&

|»

Subcontractor Labels for: ABER (ITse Avery 5162, or equivalent)

TAMMIE HICKLE HOWARD KING
— COSMOPOLIS SCHOOL DISTRICT ELhA SCHOOL DISTRICT
] 1439 4TH T 1235 MONTE ELMA RD
COSMOPOLIS WA 98537 ELMA WA 98541
z
_] TRICIA ZYRYEBIDA DAN BOLEMDER
HOQUIAM SCHOOL DISTRICT MCCLEARY SCHOOL DISTRICT
-1 305 SIMPSON AVE 611 3. MAIN
3] HOQUIARM WA 98550 MCCLEARY YA 98557

The Subcontractors/Sites option providdising of all your subcontractors, sitesontact
names, and their addressesl phone numbers in one convenient document.

': ABER (Heike Syben) - Early Childhood Education Assistance Program

Program Year Contractor  Subcontractor  PIF - Monthly Beport CEF  Options  Help

2 Reports - Extended Menu Form

- Contractor Listing
-Mamng Labels
= Subcontractors / Sites
& One Cantractar
- Statewice

W 0K X Cancel |

EMS SECTION IV September 2009
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Document Preview

€€ 3=

-
N N N T T T R T T T
Program Year 2008
Cnntractm ABERDEEN 3CHOOL DISTRICT #3
atly Childhood Education and Assistance Program
C ONTRJ—‘LC'TOR& SUBCONTRACTORS., AND SITES REPORT
Frinted on Movember 07, 2007 for DEL Staff

Subcontracior / Site | FEL |Site Code | Contact Name | ComtactTile | Phome | Mailing Address | City ktate| Zip |
ABERDEEN SCHOOL DISTBICT #5
Coniract FEL: (| 151 | ) Gentac: | HANCY LIEDTEE [EcEAMEARLY cHILDH] @60 538-2191 | 1313 PACIFIC AVE [ sBERDEEN [wa [ easm

Subcontractors

1 |COSMOPOLIS SCHOOL DIST 4 | ABER-0004 | TAMMIE HICKELE SUPERINTEHDENT (@607 532-7181 | 1430 4TH T COSMOPOLIS WA | 98537

2 |0C0STA SCHOOL DISTRICT | |6 | ABFR-0008 | AL SACHBLAN SUPERINTEMDENT | (360) 266-6125 | 2500 MONTESANG 5T 50UTH WESTPORT wa | oeses

3 |ELM& SCHOOL DISTRICT 6 | ABER-0008 | HOWARD EING SUPERIHNTENDENT (3607 482-2832 | 1335 MONTE ELMA BTy FLM& WA | 95541

4 |MCCLEARY SCHOOL DIST 6 | ABER-0010 | DAN EOLENDER SUPERINTEHDENT (3607 405-2204 (611 5. AN MCCLEARY WA | 98557
|5 |Eogumass seHooL pisT 5 | ABEFR-0011 | TRICIA FYRVEDA SPECTAL ED DIR. (560 532-6543 | 305 SIMPSON AVE HOQULAM wa | sess0

& | MONTESAMO SCHOOL DIST | |8 | ABRR-0017 | HANEY LIED THE ECEAP DIRECTOR | 360-249-4525 | 1717 BEACON STREET MONTESAHG wa | eses

Total FEL for Subcordractors: 9

Bites

1 |COSMOPOLIS SCHOOL DIST | |4 | ABR-0004 | HANCY LIED THE ECEAP DIRECTOR | (3600536-2191 | PO B4 OSHIOR OLIE wa | ses31

2 |OCOSTA SCHOOL DISTRICT 6 | ABER-0006 | HANCY LIED TEE ECEAP DIRECTOR EF600aE8-2101 2580 MONTESAND STREET WESTPORT WA | 98505

5 | FLMa SCHOOL DISTRIET & | ABER-0009 | HANCY LIFD TER ECEAP DIFECTOR | (360)536-2191 | 1335 MONTE FELMA ROAD FLMA wa |oese | |

+ | MCCLEARY SCHOOL DIST & | ABFR-0010 | HANCY LIFDTEE ECEAP DIRECTOR | (3600536-2191 | 611 MATH MECLEARY wa | a5t
| 5 [HOQUIAM SCHOOL DIST 9 | ABER-0011 | HANCY LIED TEE ECEAP DIRECTOR (F500538-2101 101 W, EMER.S0OH HOQULLM WA | 98550

& | AT WEST ELEMEMTARY & | 4BEFR.0012 | MANCY LIEDTER ECEAP DIRECTOR | (360)538-2101 | 1801 BAY AEERDERN wa | oesan

7 | STEVENS FLEMENTARY 5 | ABFR-0013 | HANCY LIEDTEE ECEAP DIRECTOR | (3600536-2191 | 303 FARRAGUT AEFRDEEN wa | esa0
| & [FOBERT GEAY ELER 4 | ABER-0014 | HANCY LIED TEE ECEAP DIRECTOR EF600aE8-2101 1516 HORTH B STEEET ABFFDEEH WA | 98520
lo |mopeme 7 | ABEF0015 | HANCY LD TER ECEAP DIRECTOR | (3600538-2101 | 1313 DACTFIC AVENUE AEERDERN wa | oesan

10 | MOWTESAM0 SCHOOL DIsT | Wb | ABER-0017 | MANCY LIED TEE ECEAP DIRECTOR | (3600536-2191 | 1717 BEACOW MONTESAHG wa | esa0

Total FEL fir Sites{] 151

This report also listgour contracted Funded Enroliment Level, and the number of slots
assigned to each sitelease note thahé total FELs for your sites should always equal the
contracted FEL (see graphic abyve

EMS SECTION IV September 2009
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SECTION V

Subcontractor Information

1. Subcontractor Listing

If you subcontracECEAP services to other entities, their contact information must be
entered into the Subcontractor tab. The subcontractor name wikigwappear undethe
Contractor/Subcontractor tab (see previous section, #9.)

2. Data Entry
To edit the information about your subcontr a
AData Entry. o

' ABER [Heike Syben) - Early Childhood Education Assistance Program

ogram Year Contractor | Subcontractor PIF Monthly Beport CEF Options  Help
Data Entry F&
Reports

This brings up the ALiI sti ngoereddéoryeueprogah.i ch | i

L\SUHD} Subcontractor |nformation 1
% 17EI]SMEIPI]LISSI:HEIIJLDISTRIET — B
88 ELMA SCHOOL DISTRICT
@ 113/HOQUIAM SCHOOL DISTRICT
96 MCCLEARY SCHOOL DISTRICT
129/ MONTESANO SCHOOL DISTRICT
114/NORTH BEACH SCHOOL DISTRICT
115/0COSTA SCHOOL DISTRICT
To view subcontractor information, click the
tab(see graphic on next pag@his is where you make changes, addelete
subcontractors.
If you want to add a new subcontractoo your | i st , chandeide oftthee @ + 0
screenA dialog box will come up with a list of all subcontractors previously entered into the
EMS for the whole state. Search for the name
namedoesn@g@ppear on the |list, select the middle
Pl eas e addThiswilhengupa nesv.daia entry form. When finished entering the
i nformation, s aRoe siytmbboyl .cl i cking the i
EMS SECTION V September 2009
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SEIES |

Listing iSubcontiactor Infomation

COSMOPOLIS SCHOOL DISTRICT Change Mame
SubC 17

ACTIVE

SRS 7181 Click here ONLY if this
D1072/2008 B2 contractoés namehas I

- GRAYS HARBOR -

- PUBLIC SCHODL - changed.

2 Is Subcontract Already in this list? E‘E‘g‘

Tl BN b ot g e af nthsmlstess
Click t he A+0 e et oyl et s st TSP o o s,

believe that they should alieady be present in the EMS, laok for them in this list.
new subcontractor.

1F wau find the Sub-Contractor, either with the carrect name, or by a former alias, please
choose that recard and press OK.

SubName ~
BAREFOOT LEARMING COOPERATIVE

BARGE LINCOLN-YAKIMA SCHOOL DIST

BATES TECHNICAL COLLEGE

BELFAIR ECEAP

BELLINGHAM CHILD CARE & LEARNING CENTER

BETHEL SCHOOL DISTRICT

v
»

W 0K | Mo, the Subcaritractor is not here. Please add & new one. X Cancel |

P |

Clickotdsemiiiol -hand side of the dcreeh if you want to delete a record. This
will delete the selected subcontractor and all their contact informatonthe database.

IMPORTANT: In order to changihe nameof a subcontractor already listedick the
iChange Na hhes duttdnis dnly wsed.if the sbcontractor changed its nantie.
cannotbe used to enter a different subcontractor.

Type any otkBr changedo the contact information directly into the yellow fields. Then click
thaofito post the changes.

Click 3 or4 to scroll through your subcontractors.

EMS SECTION V September 2009
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