
PCCD Report Submission

Agency/Organization Work-Flow



First: Run the Data Quality Report

 Navigate to your My Favorites tab at the top of your screen when logged into ETO

 Select “Data Quality Report”



Open the Funder Report Submission Tool

 After you have verified that your data is accurate, go back to your My Favorites tab

 Select “Funder Report Submission”



Pending Submissions

 The top section of the page lists “Pending” report 

submissions that are due soon or past-due.

 The report name, County, and due date are listed 

for the user to see at-a-glance.

 Clicking the “Prepare” button allows the user to run the report to review the 

report for accuracy before submitting it to the funder.



Preparing a Report for Submission

 The user is shown the report’s parameters for review.



Reviewing the Report for Accuracy

 Clicking the “Load Report Data” button will process the report and display it for the 

user, so that the values can be reviewed for accuracy before submitting the data to 

the funder.
The user can page 

through the report using 

Next/Previous page 

buttons

After review, the user 

clicks “Submit Report 

Data”



Submit Data

 The Submission process takes a few seconds and returns the user back to the main 

Pending/Previous submissions page. The submitted report is now listed under 

“Previous Submissions”



View a Submission

 Clicking “View” for a previous submission takes the user to a read-only view of the 

TouchPoint response for the submission. 



Re-submitting an Unlocked Submission

 In the event that a correction needs to be made to the submission, the funder can 

“Unlock” a submission. Unlocked submissions will re-appear within the “Pending 

Submissions” area of the main interface:

 The organization can then 

follow the Submission 

workflow to re-submit the 

report to the Funder.


