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SECTION I  
 

Introduction ï The ECEAP Management System 
 

The ECEAP Management System (EMS) is a comprehensive database which tracks child and 

program information and demographics. DEL ECEAP staff use the EMS data to monitor 

contractor compliance with the ECEAP Performance Standards and Contract. 

 

Information collected in the EMS is often requested by state and national researchers 

studying state pre-kindergarten programs, or state lawmakers who use this data to make 

funding decisions. 

 

Contractors use EMS reports to track program requirements, and to compile program data for 

local planning.  

 

The ECEAP Management System has five main sections: 

1. Contractor Information 

2. Subcontractor Information 

3. Program Information 

4. Monthly Reports 

5. Child Enrollment 

 

EMS data is kept secure and no identifying information is released. It is very important that 

contractors monitor their EMS data for accuracy, since important decisions are based on the 

data.
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SECTION II  

 

Getting Started 
 

1. Logging On 

 

Contact the DEL ECEAP staff at (360)725-2839 or e-mail óECEAP@del.wa.govô for 

information on installing the EMS system software, and obtaining your User ID and 

Password. Only staff designated by an ECEAP director may have access to the ECEAP 

Management System. 

 

Once the ñeceapclientò application is loaded on to your computer, add the ñteddy bearò 

shortcut to your desktop. 

 
 

Double click the shortcut, and enter your User ID and password. 

 

ECEAP Management System Logon Screen 

 

 
 

 

2. Options 

 

Once you are logged in, you can select your EMS options by clicking on ñOptionsò on the 

menu bar (see graphic next page).  

 

 Place a check next to the Full Screen Mode to cover your desktop and set EMS to full 

screen. If itôs not checked, you will only see the menu bar at the top of your screen, and 

any programs you have open in the background will still be displayed. 

 Locking the EMS will bring up the logon screen. Use this option to protect confidential 

information while away from your desk. This does not log you off the system, however 

you must reenter your User ID and Password to return to your work. You will also be 

automatically locked out of the EMS after a period of time with no activity. 
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 Place a check next to the ñShow Hintsò option to access helpful hints and definitions 

throughout the database. If this option is checked, simply hover over any data entry field 

and an explanation will appear for a few seconds. 

 

 
 

 

3. Program Year 

 

When you log on, the default program year will always be set to the current program year. 

Each program year starts July 1 and ends June 30
th
. For example:  Program Year 2008 goes 

from July 1, 2007 to June 30, 2008. 

 

The EMS contains historical data dating back to 2002.  To view data from previous program 

years, simply select ñProgram Yearò on the Menu Bar. Then select the year for which you 

would like to view data. 

 

 
 

IMPORTANT: Always make sure you return to the 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 

submitting Monthly Reports for June activities, you must ensure you are in the correct fiscal 

year. 
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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.  

 

 
 

 

All yellow fields in the data entry forms must be completed. Incomplete records are 

identified by a red flag . Click on the    i    button on the left menu bar to find out what 

information is missing. 

 

 

Red Flag  
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SECTION III  

 

Navigation 
 

 

1. Keyboard commands 

Some users may prefer to use keyboard commands rather than mouse click when navigating 

through a page or executing commands. Following are some EMS keyboard commands. 

The [Tab] key on the keyboard moves the cursor forward one field at a time.  Hold down 

[Shift] and [Tab] to move the cursor backward one field at a time.  

The Down and Right Arrow keys move the cursor forward one character at a time within a 

field. The Up and Left Arrow keys move the cursor backward one character at a time. 

 

 

To use shortcut keys in EMS, type [alt] and the underlined letter in the menu bar. In the drop 

down menus use the function key following the command. For example: F6 for Data Entry. 

 

 
 

 

2. Drop Down Menus 

 

Drop down menus are used to choose from existing options. Click on the ñ6ò to view your 
options, or simply type in the first couple of letters and any available matches will show. 

 

 
 

V 
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3. Calendar 

 

Click the  button to bring up an electronic calendar. Choose dates from the calendar, or 

type in the date manually. The calendar is handy when you need to look up a date. 

 

 
 

 

4. Navigate in a Report 

 

Reports have their own unique navigations buttons located at the top of your screen. 

 

 
   

 

Stretches the report to the width of your screen 

 

Sizes the report to full page view 

 

Scroll to first page of the report 

 

Scroll one page back 

 

Scroll one page forward 

 

Scroll to last page of the report 

 

   Prints your report 

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

V 
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SECTION IV  
 

Contractor Information  
 

 

The Contractor section provides contact information for contractors and state ECEAP staff. 

This section is view only. Information is updated by state ECEAP staff. Contact DEL 

ECEAP staff at (360)725-2839 or e-mail óECEAP@del.wa.govô if any of the information 

about your agency is inaccurate.  

 

To view, select ñContractorò and ñData Entryò from the main menu bar. 

 

 
 

 

1. Listing Tab 

 

This screen lists the four-letter contractor ID, contractor name, the city, and whether or not 

the contractor is also a Head Start contractor. As a contractor, you should only see your 

program on this screen. 

 

 
 

 

2. Contractors Tab 

 

This screen lists the main contact information for the contractor.  It also lists the ECEAP 

contract number, fiscal year start and end dates, Tax ID, and other important information for 

DEL. 
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3. Contractor Staff Contacts  

 

The ñStaff Contactsò screen lists the contractorôs ECEAP staff and their role. To view 

contact information on staff listed, select their name. The information shows up at the bottom 

of the screen.  

  

 
 

 

4. DEL Staff Contacts    
 

The ñDEL Staff Contactsò screen lists DEL ECEAP staff and their roles. To view contact 

information about DEL staff, click on their name. The information is displayed at the bottom 

of the screen.   

 

Contact information 
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5. FELôs 

 

This screen lists the contractorôs Funded Enrollment Level (FEL) and slot adjustments (if 

any). 

 

 
 

6. Family Support Staff  

 

This tab is currently not being used. 

 

 

7. Subcontractors  

 

The subcontractors for each site are listed here. This information comes from field #22 on the 

site information tab (Page 15) on the Program Information Form (PIF) data entry screen. If 

the information is inaccurate, please check the data that was entered in the PIF. 

 

 
 

8. Reports  

 

The Reports section under the Contractor tab allows you to view and print mailing labels for 

ECEAP staff and your subcontractors.  

 

 



EMS SECTION IV  September 2009 

Contractor Information  Page 10 

 
 

 

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

 

 
 

 

The Subcontractors/Sites option provides a listing of all your subcontractors, sites, contact 

names, and their addresses and phone numbers in one convenient document. 
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This report also lists your contracted Funded Enrollment Level, and the number of slots 

assigned to each site. Please note that the total FELs for your sites should always equal the 

contracted FEL (see graphic above). 

 



EMS SECTION V  September 2009 

Subcontractor Information  Page 12 

SECTION V 
 

Subcontractor Information  

 

 

1. Subcontractor Listing 

 

If you subcontract ECEAP services to other entities, their contact information must be 

entered into the Subcontractor tab. The subcontractor name will then also appear under the 

Contractor/Subcontractor tab (see previous section, #9.) 

 

 

2. Data Entry 

 

To edit the information about your subcontractors, click on the ñSubcontractorò tab and then 

ñData Entry.ò 

 

 
 

This brings up the ñListingò screen which lists each subcontractor entered for your program.   

 

 
 

 

To view subcontractor information, click the name and then the ñSubcontractor Informationò 

tab (see graphic on next page). This is where you make changes, add or delete 

subcontractors.  

 

If you want to add a new subcontractor to your list, click the ñ+ò on the left-hand side of the 

screen. A dialog box will come up with a list of all subcontractors previously entered into the 

EMS for the whole state. Search for the name of your subcontractor and click ñok.ò If the 

name does not appear on the list, select the middle button ñNo, the Subcontractor is not here. 

Please add a new one.ò This will bring up a new data entry form. When finished entering the 

information, save it by clicking the ñPò symbol.  
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Click the ñïò symbol on the left-hand side of the screen if you want to delete a record. This 

will delete the selected subcontractor and all their contact information from the database. 

 

IMPORTANT: In order to change the name of a subcontractor already listed, click the 

ñChange Nameò button. This button is only used if the subcontractor changed its name. It 

cannot be used to enter a different subcontractor. 

 

Type any other changes to the contact information directly into the yellow fields. Then click 

the ñaò to post the changes.  

 

Click 3or4to scroll through your subcontractors. 

 

Click here ONLY if this 

contractorôs name has 

changed. 

Click the ñ+ò symbol to add a 

new subcontractor. 
















































