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GETTING STARTED 

Before you Begin the Electronic EDI … 

1. Review the EDI questions and ensure that you feel reasonably comfortable with the questions that 
will be asked about each student.  If you feel unable to answer any specific questions on a child you 
may save your completed e-EDI work and gather any additional information needed to complete a 
child’s questionnaire. 

 
2. Get your login and password.  You will be provided with a login name and password from your local 

coordinator.   
 
3. Have your class lists available.  Match Local ID’s, gender, and birth dates to confirm that you are 

entering information for the correct student. 
 
4. Ensure that all the children in your class(es) have a local ID and are included on your list.  

Missing students will need to be added.   
 
5. Review any background, report cards, student file, Kindergarten Registration, the EDI Guide or 

other information that might help you to answer the questions for each student.  
 
6. If applicable, list students whose parents/guardians have declined permission to participate. 

Letters will be sent to parents ahead of the scheduled time for EDI data entry and you can take the 
appropriate measures during your e-EDI data entry.  

 
7. Good luck and thank you!  Call or email if you have questions. 
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PART I – NAVIGATING THE e-EDI ON THE WEB 

1. Logging on 

 
 STEP 1: Open your web browser and go to www.e-EDI.ca. You will see the log-in screen pictured above 

 STEP 2: Enter your login/email address, as well as your original password 

 STEP 3: Ensure the correct language that you would like to complete the EDI in is selected 

 STEP 4: Click login to sign on 

 
 

 

 

 
 

 

 

NOTE: 
 

You will automatically be restricted to your provincially specific questionnaire. You do not need to 
select which province you are in 

 
After 15 minutes of inactivity you will be logged off. Remember to continuously save your work 

1 

2 3 

4 

http://www.e-edi.ca/
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2. Using the Main Teacher Menu 

 
 

 Once you login, the Teacher Menu will appear.  This is the starting point for the rest of your work 

 The red subtitles are all links: 
o My EDI: Username and password can be changed, and teacher forms can be completed (more 

on that later) 
o Documents: Click here to view a copy of the EDI Guide 
o EDI Questionnaires: click here to start completing your questionnaires 

 Click Logout to exit the system.  You will have to log back in to continue  
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3. Viewing Class Info 

 
 
This screen does not require any work on your part but is a good way to review what you have completed and 
keep organized. 

 STEP 1: From the Teacher Menu, click on EDI Questionnaires to take you to the EDI Questionnaires 
screen 
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 STEP 2:  Basic class information is shown here.  If you have multiple classes you should see both classes 
as illustrated above. 

 STEP 3: Use the local ID received from your local coordinator to match the children’s names and 
identify each student. 

 

2 

3 
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 NOTE: 
 

The “Status” column shows the e-EDI completion for each child. In the picture above, one EDI is 
completed and locked. The questionnaires can be partially or totally completed but a completion 
date will not show up in the Status column until the EDI has been “Checked for Completeness” 

and then “Submitted to McMaster”. See page 16 for “Checking for Completeness and Submitting 
e-EDI questionnaires” 

 
Clicking on “EDI” will open the questionnaire for that student 

 
Click Exit to return to the Teacher Menu 
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4. How to access the EDI Questionnaires 

 

 
 

 STEP 1: From the Teacher Menu, click on EDI Questionnaires to take you to the EDI Questionnaires 
screen 
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 STEP 2: Clicking on the “EDI” with the flashing arrow will open the EDI Questionnaire for that student 
where you can begin the data entry. 

 

 

 

 

 

 2 
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5. Navigating through the e-EDI 

 
 
Each of the e-EDI screens are similar in layout.  The top half of each screen shows basic information about the 
child. The bottom half of the screen lists the EDI questions for each section.  The below list describes each of 
the features that are on every EDI page: 

1. Guide: click to view an online EDI Guide 
2. Red Section links: Click the red section links in the middle of the page (or bottom) to navigate 

between the sections for a particular student 
3. Save EDI : Click to save your work 
4. Check for Completeness: to be used when all 6 sections of the EDI are completed 
5. Exit: Click to return to Teacher Menu, but save your work first 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

1 

2 

3 

 

5 

NOTE: 
 

Continuously save as you work!  After 15 minutes of inactivity you will be automatically logged off 
the system and all your changes will be lost. 

 
You may partially complete any part of the questionnaire and Save EDI  to return to your work at 

another time.  Do this when you need to make additional observations or take a break.  Any of your 
answers can be modified until you “Submit” the EDI.  See section for instructions on how to check 

for completeness and submit the questionnaires. 
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PART II – COMPLETING THE EDI 

 

 

 

 

Before you Begin Data Entry… 
 

Ensure that you have confirmed student identities and added any new 
or missing students.  You may then proceed to completing the actual 

EDI questionnaires. 
 

If you are entering your surveys over a period of several days… 
Remember that you can use the EDI Questionnaires screen to see an 
overview of which EDIs have been completed in each of your classes. 
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1. Child Demographics Section 

 
 
The Child Demographics screen contains questions about the child’s background. 

 STEP 1: Double check the date of birth, gender, postal code, and any other pre-filled information.  If 
this is an added student, you must complete the demographic information 

 STEP 2: Complete every question 

 STEP 3: Click “Save EDI” at the top or bottom of the screen to save your work as you go along 

 STEP 4: Click Section A to go to the next section for this same student. 
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NOTE: 
 

If a student is new to class, has moved, or consent has been declined… 
Question 14 gives you an opportunity to note the circumstances in which it is inappropriate for 

you to continue with a student’s EDI.  When you have had a student less than a month, they have 
moved, or consent to participate has been declined, it will be noted here.  You will then be 

prompted to stop completing the questionnaire and submit to McMaster. 
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2. Section A – Physical Health and Well-Being 

 
 

 
Section A has 13 questions about the child’s physical well-being including the child’s daily preparedness for 
school, physical abilities, and specific physical skills. 

 STEP 1: Complete every question using your observations and the notes below. Trust your instincts! 

 STEP 2: Click “Save EDI” at the top or bottom of the screen to save your work as you go along 

 STEP 3: Click “Section B” to go to the next section for this same student 
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3. Section B – Language and Cognitive Skills 
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Section B asks 40 questions about the child’s language and cognitive skills  

 STEP 1: Complete each question.  Take into consideration the child’s acquisition and use of language, 
rather than correct grammar.  Answer “yes” if the skill is developed or developing well. Answer “no” if 
the skill has not developed or is developing too slowly 

 STEP 2: Click “Save EDI” at the top or bottom of the screen to save your work as you go along. 

 STEP 3: Click   to go to the next section for this same student. 

 

NOTE: 
 

To see the column headings as you scroll down through the questions, place your mouse over any 
of the radio buttons to see a label tag showing the heading. 
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4. Section C - Social and Emotional Development 
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Section C asks 58 questions about the child’s social and emotional development. 
 

 STEP 1: Complete every question.  Remember!  To see the column headings as you scroll down through 
the questions, place your mouse over any of the radio buttons to see a label tag showing the heading 

 STEP 2: Click “Save EDI”  at the top or bottom of the screen to save your work as you go along 

 STEP 3: Click “Section D” to go to the next section for this same student. 
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5. Section D - Special Concerns 

 

 
 
Section D asks about special problems that apply to the child.   
 

 In this section, SPECIAL refers both to the needs already noted on the cover page as SPECIAL NEEDS, 
and any other difficulties that the child is currently experiencing. 

 

 Please base your answers on TEACHER OBSERVATION and/or MEDICAL DIAGNOSIS AND/OR 
PARENT/GUARDIAN INFORMATION 

 

 Click “Section E” to go to the last section for this student.                        
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6. Section E – Additional Questions 

 
 

Section E asks questions about the child’s preschool experiences.  This information will be correlated with 
children’s EDI scores to see if there are significant correlations between a child’s preschool experiences and 
their readiness to learn. Answer these questions about the child preschool experiences to the best of your 
knowledge.  Mark all selections that apply.  In some school boards this information is available through the 
student’s files, OSR, or Kindergarten Registration.  Availability of this information will be reviewed for your 
board during teacher training sessions. 
 

 STEP 1: Answer these questions to the best of your knowledge.   Use data from the students file if 
available. 

 STEP 2: Use the space at the bottom of Section E for additional comments about the child, or feedback 
about the e-EDI process, layout, or question wording. 
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 STEP 3: Click “Save EDI” at the top or bottom of the screen to save your work. 

 Step 4: Once you have completed section E you are ready to check for completeness and submit the 
EDI to McMaster.  See page 23 for instructions on checking for completeness and submitting the EDIs. 

 

 

 

 

 
 
 

NOTE: 
 

The system will not recognize it as complete until your answers are in agreement.  For example, if 
you say “yes” to question 2 you will have to select “yes” for at least one of the types of childcare. 
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7. Checking for Completeness and Submitting e-EDI Questionnaires 

 
 

 

 
 
Once you have completed all of the sections and are comfortable with your answers for a given child, you may 
go ahead and take the steps to lock the e-EDI for this child by following the directions below: 

 Step 1:  Click “Check for Completeness” once you are comfortable with your responses and have 
answered every question in all six sections.  
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 Step 2:  If you have missed questions, a screen will appear summarizing the status of each section of 
that child’s e-EDI.  In this example, all sections have been fully completed with the exception of 
Section D.  You will have to return to the incomplete sections and fill in any blanks. 

 

 
 STEP 3:  Once you have completed all sections you can click: Finished/Submit to McMaster 

2 

3 
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 STEP 4: You will get a message asking if you are sure that you want to continue with locking the child.  If so, 
click OK.  You will be returned back to the EDI Questionnaires page and the date will appear in the Status 
column. 

 

NOTE: 
 

Once an e-EDI is submitted it may not be accessed or modified in any way. If you mistakenly 
submit a questionnaire, please contact the webmaster. 

 
If you have a lot of “don’t know” answers, put this child’s e-EDI aside and observe the child for a 

few more days.  Do not “test” the child, but rather watch him in his daily activities.  Then return to 
the child’s e-EDI to provide more detailed answers. 

 
Make sure you Check for Completeness and Finish/Submit every questionnaire individually. 

 
 

4 
4 
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PART III – ADDITIONAL INFORMATION 

 

1. Adding New or Missing Students 

 
 

If you find that when viewing your e-EDI class list that you have new or missing students you can add 
them in the following manner: 

 STEP 1: From the Teacher Menu, click on EDI Questionnaires to take you to the EDI 
Questionnaires screen 

 STEP 2: The e-EDI system automatically assigns the next EDI number in the sequence for your 
class.  Enter the appropriate local ID number for the new student.  

 STEP 3: Click on “Add Student”. The new student’s questionnaire will automatically open and you 
can begin data entry 

 

 

 

 

. 
 

NOTE: 
 

To report a student who has moved or is no longer in the class, use the instructions listed on page 
10 under the heading “IF a student is new to class, has moved, or consent has been declined…” 

2 3 
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2. Deleting a student 

 The e-EDI system will not allow you to delete any student from your class list 

 In order to delete a student, please contact the EDI Coordinator at the OCCS (see contact information) 

 Only students who have never been in your class should be deleted from your class list 

 If a child has moved away, you should select either “moved out of class” or “moved out of school” in 
the student status question of the demographics section.  You will then be prompted to lock and 
submit the questionnaire to McMaster. 

 

3. Logging out  

 
 

 From the Teacher Menu click “Logout” to exit the system. You will have to log back in to continue. 
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PART IV – TEACHER FEEDBACK  

1. Completing the Teacher Participation Form 

 
 
This section, which asks about previous experience with the EDI, feedback on the EDI teacher guide and 
individual demographics, teaching experience and background information, is completed once by each 
teacher. This information is highly confidential and is not analyzed in conjunction with student data.  It simply 
helps to understand the general characteristics of the population of teachers. It also helps keep things 
organized!  Completion of this page is optional, but important. 
 

 STEP 1:  From the Teacher Menu click on Teacher Participation Form to take you to the teacher 
participation screen. 
 

 
 

 

1 
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 STEP 2:  You will see some of your information in the first section.  Complete and correct this section as 
needed. 

 STEP 3:  Complete the next two sections about your previous experience with the EDI and your 
feedback on the EDI Guide. 

2 

3 

5 6 
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 STEP 4:  Complete the remaining sections about your demographics, teaching experience and 
educational background 

 STEP 5: Click Save as you go along and when you are finished the page to save changes.  Without 
updating your information will be lost 

 STEP 6:  After completing and saving your work using the Save button, click Exit to return to the 
Teacher Menu. 

4 
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2. Completing the e-EDI Teacher Training Feedback Form 

 

 
 

This section, which asks for teacher feedback on the training session, is also completed once by each 
teacher. This information helps us figure out what’s happening in the training sessions, and what is 
working best.  Completion of this page is optional, but important.  

 STEP 1:  From the Teacher Menu, click on e-EDI Teacher Training Feedback Form  to take you to the 
form.  

 
 

 

1 
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 STEP 2:  Complete the sections with information on your teacher training session. 

 STEP 3:  Click Save as you go along and when you are finished the page to save changes.  Without 
updating your information will be lost. 

 STEP 4:  After completing and saving your work using the Save button, click Exit to return to the 
Teacher Menu. 

 
When you have submitted the e-EDIs for each of your students and completed your teacher feedback 

questionnaires, you are done. 
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CONGRATULATIONS! 
 

You have completed the EDI!  Your completed surveys will be automatically collected by the e-EDI 
administrators and will be joined together with the EDI surveys completed by your colleagues.  

Thank you for your hard work and the contribution you have made to improving children’s 
developmental health at school entry. 
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PART V – QUICK E-EDI TIPS FOR TEACHERS 

1. When Contacting the e-EDI Administrator 

The best way for us to find you in the e-EDI system is with a child’s EDI ID or your original password (teacher’s 
EDI ID). You could also give us your site, school name, and teacher name 
 

2. Teachers are unable to:  

 Add or change Local ID after it is entered  
o If you forget the Local ID when adding a student, don’t add another student – complete the 

EDI, and tell the administrator what Local ID to add  

 Delete a student 
o As soon as you hit “Add Student” the student will appear at the end of your class list (EDI ID is 

automatically generated).  The only reason you would need to delete a student is if you added 
an extra questionnaire in error, or if the child never existed in your school. If they were ever in 
your class and you are not completing the EDI for them, you have to mark the appropriate 
response in the “Student Status” field in Demographics 

 Unlock a questionnaire 
o Ensure you are ready before you “Finish/Submit to McMaster” – once it’s locked, you can’t 

make any changes (though you can still request that an administrator unlock it) 
 

3. Avoid changing your username/password 

 This ensures that the Offord Centre and your local coordinator have your log-in information recorded 

 If you change your username to something that is NOT a properly formatted email address (e.g., 
person@email.com), it won’t work! 

  

4. When you’re done, make sure every questionnaire in your class is LOCKED 

 Don’t forget to “Check for Completeness” & “Finish/Submit” every questionnaire! 

 If a child:  is no longer in your class/school, has no consent (if consent is required), etc, choose the 
appropriate answer for Student Status (in Demographics), then Finish/Submit 
 

5. Make sure to save continuously as you work 

 After 15 minutes of inactivity, you will be logged off 
 

6. There is no “Send” button for the Teacher Participation form 

 If you hit the “Update” button, the information will automatically get sent to McMaster. 
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PART VI - CONTACT 

If you have any questions, comments, or feedback regarding the electronic EDI, please contact 

McMaster at: rasope@mcmaster.ca 
 

 

 

 

 

 

 

 

  

 


