
PK ECDS Prepare/Reports/Finalize/Complete 

1. ECDS Data Approver -Log into TSDS 
2. Select Core Collection 

 
3. Click on Prepare/Finalize Data  

Note: Your screen may look like the 1st screen shot or the 2nd screen shot.   

 

 



 

4.  Select the collection and year for which you will be preparing and click GO.   

 

5. Click Prepare- This will take several minutes. (Do not click it again, as this will delay the process time.)  
You should see the progress bar moving and this means it is processing your data.   
 
Note: If it is taking longer than 30 minutes – 1 hour to prepare your data, or you encounter the “WebSeal 
Timeout” error, exit the application and come back to the ECDS Prepare screen to see if the ECDS data prepared 
correctly.  

 

Check the “Records” column count to ensure all of the files processed. (Last 4 columns of the screen shot 
below.)  If this is correct, go to step 4. If it is not, try the prepare button again. If there is no change, in the record 
count, contact the ESC.   

 



 

6. Click View Reports  

Note: There are 3 reports for you to view and verify.  

 

• Select the Assessment Pre-K Sources Report 
o The report will show the following screen 1st in the Reports Viewer.   
o Go to the column under Reports Navigation Page Option on the left and click on the report title.  

i. Under Prompt Summary leave the defaults 
ii. Under Select values for prompts 

1. Select Report type: (2 options) 
a. By LEA-LEA-level Data or 
b. By Campus-Campus-level Data 

iii. Select values for Campus ID 
1.  Select All Campuses 

iv. Select ECDS Report Type 
1. Select Both, Public or Private (most will select Public only) 

v. Click Run 
 
 



 
• Select the Data Submission Pre-K Report 

o The report will show the following screen 1st in the Reports Viewer.   
o Go to the column under Reports Navigation Page Option on the left and click on the report title.  

i. Under Prompt Summary leave the defaults 
1. Under Select values for prompts 

a. Select Report type: (2 options) 
a. By LEA-LEA-level Data or 
b. By Campus-Campus-level Data 

ii. Select values for Campus ID 
1.  Select All Campuses 

iii. Click Run 

 

• Select the Pre-K Completion Report 
o The report will show the following screen 1st in the Reports Viewer.   
o Go to the column under Reports Navigation Page Option on the left and click on the report title.  

i. Under Prompt Summary leave the defaults 



ii. Under Select values for prompts 
1. Select Report type: (2 options) 

b. By LEA-LEA-level Data or 
c. By Campus-Campus-level Data 

iii. Select values for Campus ID 
1.  Select All Campuses 

iv. Select ECDS Status 
1. Select status according to where you are in the process.  

v. Select ECDS Report Type 
1. Select Both, Public or Private (most will select Public only) 

vi. Click Run 
 

 

7. Print Reports 

Note:  All reports can be printed or exported/saved to Excel, PDF, Microsoft Word, RTF, CSV or XML 

a. Go to Reports Viewer 
i. Select Export  

ii. Select PDF under File Format and  
iii. Select All Pages and select Export 



 

 

 

 

 

*If the data needs correcting, go back to the template, make changes as needed and resend to your contact for 
processing. 

*If the data is correct, return to the “Prepare Finalize Submission” tab and proceed to Step 8. 

 



8. Click “Complete” button.  

Note:  The following screen will appear for you to check to box and click “Confirm”. This will send the data to 
TEA.  Only Click Confirm if you are sure the data is accurate and you are ready to Complete and send the data 
to TEA.  

 


