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For questions or assistance call the ECIS Help Desk  

(860) 713-6681 

ECIS Overview 
The Early Childhood Information System (ECIS) has been created for the 

Office of Early Childhood (OEC) to collect, share, analyze and report on 

critical child data collected by publicly funded early care and education 

programs supported by OEC. The ECIS objective for the first production 

release is to provide the ability for community-based programs to 

create State Assigned Student Identifiers (SASIDs). In addition to 

creating SASIDs, child level data, funding and early care and education 

space information can be entered into ECIS for OEC supported 

programs. 

OEC Website 
The link to the ECIS application can be accessed by going to 

www.ct.gov/oec/ecis or http://csde.ct.gov.   

 

http://www.ct.gov/oec/ecis
http://csde.ct.gov/
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For those who do not have access, a message will appear on the screen 

letting the user know they do not have access to the ECIS application. 

Access to the ECIS application will be granted by the OEC or a Facility 

Administrator. Users who need access to the ECIS application should 

contact their Facility Administrator or the ECIS Help Desk at (860) 713-

6681. 

Novell Log On 

 

If you have a Novell login, the same login will be used to access ECIS. 

Only authorized users will be given access to ECIS. Access rights will be 

assigned to approved Early Care and Education Facilities through the 

OEC and the OEC Help Desk. 

State Department of Education Page 
Select ECIS from the applications field, along with the facility you will be 

working within the Organizations field. If you are assigned to more than 

one facility, you will select the facility you will be working in from the 

drop down list. 

       *A user who is associated to one application and one facility will be 

brought directly to the Confidentiality Page in ECIS. 
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Confidentiality Page 
The confidentiality acknowledgement must be agreed to each time you 

access ECIS in compliance with state and federal privacy laws when 

accessing personal identifiable information (PII). 

 

 

Facility Summary Page 
The Facility Summary Page is designed to give a view of the list of 

children enrolled in ECIS for your facility. When the page opens you will 

have the ability to see a list of children who are actively enrolled in your 

facility(ies) as of the current date. There are additional enrollment 

status options to search for children. You can also search for children 

who have Exited your facility or have a Pending Enrollment. By 

choosing All you will be able to see every child associated with your 

facility.  



6 

 

 

Dashboard 

The Dashboard displays the number of children actively enrolled in your 

facility by funding and space type.  

 

More Info 

When More Info is clicked from within the dashboard box, a pop-up will 

appear showing the Space Type summary for the Funding Type selected. 

 

Dashboard Report 

When Report is clicked from within the dashboard box, the ECIS 
Dashboard Report will display the children associated to the Funding 
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and Space Type(s) selected.  For Group Users, the user may choose a 
specific facility from the Facility List to run the Dashboard report or run 
the report for all facilities within the group.  When the report is 
accessed via the Reports tab on the navigation bar, the Dashboard 
Report is the summary of all facilities in the group. 

 

The report can be viewed, downloaded or printed by clicking on the 
corresponding icon displayed above the report. 

 
 

 

Information about the children in your facility 
The total number of unduplicated children enrolled in your facility is 

also shown on the Facility Summary Page. 

 

When a child does not appear on your Facility List, you can access the 

Search page to search the ECIS database a child. 

 

Download to 

PDF or Excel  Print  
Zoom Out 

Zoom 

In  



8 

 

Enrollment status of the children in your facility 
The sentence will change dynamically based on the enrollment status 

selected.  

 

For example: 

 

 

 

 

View List of Children in your Facility 

To help protect privacy, the Facility Summary List of children enrolled in 

your facility(ies) will be collapsed. Click on View, to see the list of 

enrolled children in your facility.                                            

 
List of enrolled children appear and the Update button appears. 

Update List of Children in your Facility 

To search for children who have exited the facility or are pending 

enrollment, enter the enrollment status and date range and then click 

on Update. The Update button returns a list of exited children or 

children with pending enrollments in your facility depending on your 

search criteria. 

 
 Facility selected – select a facility if associated to more than one 

facility 
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 Enrollment Status – select the enrollment status for the 

child(ren) you are searching for: 

o Enrolled, All, Exited, Pending Enrollment 

 Date Range – select date range 

Search for a child in your facility 

To search for a child within your facility, enter the child’s Last Name, 

SASID or Date of Birth (DOB) in the Search your Facility(ies) field. The 

list of children matching the  information entered will be narrowed 

down to show the search results. 

 

 

Print/Download List of Children 

The list of children on the Facility List can be printed or downloaded 

from the Facility Summary Page by clicking CSV or Print. A CSV file is an 

electronic file that will open in an excel spreadsheet.  

When downloading or printing, be sure to use a secure location to 

ensure confidentiality. 
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Search Page 

Search for Existing SASID 

 
 

The Search page enables the user to enter information related to a child 

to determine if a SASID has already been assigned to that child.   

 

Searching requires entry of a first and last name and a date of birth or 

entry of a SASID number.   

 

Data entered in the Additional Child Information fields is used to 

narrow the result set returned should there be duplicate records. Click 

on the blue text Additional Search Options to show the Additional Child 

Information search fields on the page. 
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Search Results 

 
 

After executing a search, results will display at the bottom of the page.   

NOTE: ECIS search is limited to children who are under 7 years old. If 

you need to create a SASID for a child 7 years or older in ECIS, please 

contact the ECIS Help Desk at (860) 713-6681.  

ECIS will display search results that are greater than a 85% match. 

Confirm that the results are the correct match for First Name, Last 

Name, Middle Name, DOB and Gender. Each result should be reviewed 

to ensure you are selecting the correct child for enrollment or creating a 

new SASID appropriately to avoid assigning multiple SASIDs for a single 

child.  

If the result matches the child record you are looking for, click on Select 

and you will be brought directly to the Enroll/Modify page. 
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If the results do not indicate a 100% match to your search criteria, a 

warning will be displayed. If the system returns multiple results at the 

same percentage, you will be prompted to enter additional child 

information, if available, to narrow the result set returned. Additional 

child information is entered by clicking on the Additional Search 

Options link. 

To create a new SASID, you must confirm that the result returned is not 

the record you were searching for and click on the Create SASID button. 

Create SASID 

 

To create a SASID, enter the required fields of Facility, First Name, Last 

Name, Date of Birth and Gender, then click on Create. Be sure the 

information is correct as these fields cannot be changed once the 

record has been created. Additional information such as “Parent’s 

Maiden Name” can be included to improve results on future searches, 

but is not required. 
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When the Create button has been clicked, a pop-up will appear that will 

ask Go Back to Search or Proceed to Enrollment.   

 

Go Back to Search – Brings the user back to the SASID Search page and 

will associate the SASID that was created for the child to your facility. A 

pending enrollment has been created. You can locate this child by 

searching on the Facility Summary page using the enrollment status of 

“Pending Enrollment”.   

Proceed to Enrollment – Brings the user to the ECIS Enroll/Modify page 

to complete the data entry for enrollment of the child in ECIS and 

associated to facility, funding and space types. If you are unable to 

create the enrollment at the same time the SASID is created because 

you need to leave the system to do something else or you need to 

locate additional information before you can enroll the child, the 

pending enrollment status will alert you that an enrollment still needs 

to be created.   

Enroll/Modify Page 
The Child Enrollment information is displayed in four main sections: 

 Child Information 

 Address Information/Child Family Information 

 Enrollment/Funding Information 

 Child Enrollment Summary. 

 

It’s important to note that each of the four main sections, Child 

Information, Address/Child Family Information and Enrollment Funding 

Information, should be saved after adding/changing information in each 
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section by clicking on Add/Update. The Child Enrollment Summary 

section displays Enrollment/Funding information.  

If you are directed to enter data in a “Required” field from another 

section, remember to add/update the section once the required field is 

entered before exiting or moving to another section.  
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Child Information Summary 

 

The SASID (system generated), Legal First Name, Legal Last Name, Date 

of Birth and Age (system calculated age as of the current date) fields 

cannot be modified.   

 

 

Additional Child Information 

In the Child Information section, there is an Additional Child Info 

button to access a pop-up screen to view or enter Additional Child 

Information, i.e., MMR Vaccination Date, Parent’s Maiden Name, Birth 

Certificate ID and State and Town of Birth, when the information is 

available. Additional Information is used to help determine if a child 

with the same name and date of birth is the same child. This 
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information is optional.  However, by entering this tie breaker 

information your search results may be more precise. 

 

 

 

 

Additional Child Info Pop-Up Screen 
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Address and Child/Family Information 

ECIS Users in the same Facility will be able to view the Address and 

Child/Family Information for a child even if entered by an ECIS User 

associated with a different Funding Type in that Facility. For example: 

The Child/Family information and Child’s Residence address in a single 

Facility will be available to ECIS users designated to different Funding 

Types (such as School Readiness and Preschool Development Grant), so 

that the information does not need to be re-entered for that child.  This 

may impact who you give permission to use ECIS in your facility. If you 

have multiple funding types with different administrative, program or 

teaching staff where information is not shared across funding types, you 

may choose to limit who enters and views data in ECIS.  Please note: the 

Reports in ECIS are limited to Users according to both Facility and 

Funding Type access. 
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The Address information is the Child’s Resident Address and who the 

child resides with. This information should be updated if the child’s 

address or living situation changes while enrolled in your facility.  

 

 

The Child/Family Information is the Child’s family size, family income 

and Individualized Education Program (IEP). This information should be 

updated when the child’s family or income changes while enrolled.   
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Enrollment/Funding Information 

 

Enrollment/Funding Information displays the following prefilled 

information from the User’s security profile:   

 When the Organization and Facility are the same, both fields 

will be prepopulated.  

 If the user is authorized to view and update child data 

information for multiple facilities, the Organization Name field 

will be prepopulated and the Facility Field will provide a 

dropdown list of facilities to select based on the user’s security 
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profile. The Facility Enroll Date must be entered to indicate 

when the child enrolled at the facility. The date can be entered 

or selected from a calendar.   

 

 

 

 

The Enrollment/Funding Information section allows the User to select 

the Funding Type, Space Type, and Additional Funding Sources.  

 The Funding Type will display a complete list of all funding 

types the user is given access to.  

 The Space Type associated to the selected funding type 

becomes available when you select the Funding Type.  

 Funding Type, Space Type, Funding Start Date and 

Additional Funding Sources are required fields.   

A child may have multiple enrollment records. This happens when a 

child has multiple funding types, has switched funding or has exited 

and returned to the same facility. Each enrollment must be added 

and saved for each Funding Type.   
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Child Enrollment Summary 

 

All ECIS enrollment history displays for a child after enrollment/funding 

information at a facility is entered and saved. To edit this enrollment 
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information for a child enrolled in your facility, select the edit link at the 

end of the row you wish to edit. Once selected, an Edit Child Enrollment 

Summary pop-up window will appear. After making the desired 

updates, the User must click the Update/Funding Enrollment button to 

save the changes.    

Edit Child Enrollment Pop-Up Window 
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Reports 

 
All reports can be accessed by clicking on the Reports tab from the 

Facility Summary page. When the Reports tab is clicked, the following 

screen will appear. Currently, you can select six reports from the 

Reports page. To return to a previous page, use the internet browser’s 

“Back” button/arrow or click on the green “Reports” button in the menu 

bar at the top of the page. 
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Participation by Funding Type Report 

 Selection criteria: 

o Funding Type 

o Town 

o Facility  

o Date Range you would like to run the report for 

o Ability to sort  

 
 Report Output: 

o Town 

o Facility Name 

o Space Types 

o Total (number enrolled in spaces) 

o Actively Enrolled 

o Care 4 Kids 

o Exited 

 

School Readiness Example: 
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Child Day Care Example: 

 

Report Task Bar 

                           
The report task bar allows you to: 

o Refresh the page  

o Go from page to page  

o Toggle print view   

o Export the file   

o Print the report   

o  Zoom In   

o  Zoom Out   

o Toggle Full Page/Page Width   

Comprehensive Report 

 Selection Criteria: 

o Funding Type 

o Facility 

o Date Range you would like to run the report for 
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 Report Output: The Comprehensive Report shows all the child 

data entered for children in ECIS resulting in a very long report. 

You must scroll from side to side to see the report headers in 

ECIS. 

o Enrollment Status 

o Last Name, First Name, Middle Name, suffix 

o Date of Birth 

o Age 

o Gender 

o SASID 

o Ethnicity 

o Race 

o Child Lives With 

o Street,Address 1 and Address 2, Town, State and Zip 

o Organization Name 

o Facility Name 

o Facility ID 

o Facility Enroll Date 

o Facility Exit Date 

o Funding Type 

o Space Type 

o Funding Start Date 

o Funding End date 

o HS or EHS Sub Category 

o OEC Fee Schedule 

o Care4Kids 

o No Additional Funding 

o Exit Date 

o Exit Reason 

o Household Size 

o Annual Income 
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o Date Income Collected 

o Income Not Disclosed 

o IEP 

o IEP Start Date 

o Transportation 

 

 

 Comprehensive Canned Report:  An abbreviated version of the 

Comprehensive Report. Only shows a selection of the fields 

from the Comprehensive Report. 

 Report Output: 

o Enrollment Status 

o Last Name, First Name, Middle Name, suffix 

o Date of Birth 

o SASID 

o Organization Name 

o Facility Name 

o Facility ID 

o Funding Type 

o Space Type 

o Funding Start Date 
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Things to Note 

 Use F5 key to refresh page if the application is running slow or 

buttons are greyed out. 

 User is automatically logged out after 17 minutes as a security 

feature. 

 If the user is logged out or shut down, the user must close down 

all open tabs in their internet browser and reopen a new 

internet browser to access the secure site.  

 If you will be working in the ECIS and doing other work on the 

web at the same time, it is recommended you use a different 

internet browser for the other work you may be doing while 

accessing ECIS. The recommended and supported browser is 

Internet Explorer 11 when working in ECIS. Other suggested 

internet browsers for use for other applications include Google 

Chrome or Firefox. 

 


