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PREFACE

This user guide is for the EDPass application. EDPass is used to submit data for
EDFacts.

EDFacts is a collaborative effort among the U.S. Department of Education (ED), state
education agencies (SEAs), and industry partners to improve the quality and timeliness
of education information. EDFacts is the foundation and primary collection system for
elementary and secondary education data, and a centralized information management
tool for ED and SEAs. By centralizing ED's data collection and business intelligence
capabilities within one repository, EDFacts brings a critical level of coordination and
efficiency among Program Offices within ED, and reduces the burden put upon states to
report data to ED.

This guide will be updated when changes are made to EDPass.
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1.0 Introduction

This document contains instructions for submitting the following metadata collections:

e NEW!FS5027 — Infants and Toddlers with Disabilities (IDEA Part C) Count
Metadata

The ED data stewarding office is the Office of Special Education (OSEP).

1.1 Changes from Prior Year

This metadata collection was previously collected using EMAPS. EDPass is different
than EMAPS in the following ways:

e The metadata collection is assigned to a file specification (FS) number.

e EDPass does not send automated email notifications like EMAPS. PSC does
distribute broadcast notifications when the system is open for file upload and
when the submit functionality is enabled.

e The metadata collection can be downloaded by selecting “Download Data” from
the kebab menu on the Metadata Submission List page.

e For SY 2024-25 only, the previous submission of this metadata is available
through EMAPS. If you are new and require an EMAPS account to access prior
submissions, please reach out to PSC for assistance. Going forward, the previous
submission will be in EDPass and downloadable using the kebab menu.

1.2 Core Requirements
The following table explains some key requirements for this collection.

Requirement

Required to submit | Metadata will be collected for the 50 states plus the District o
Columbia, Puerto Rico, U.S. Virgin Islands, Bureau of Indian
Education. The outlying area American Samoa, Guam, and Northern
Marianas.

Reporting period SY 2024-25

Missing responses | The forms will not be saved unless there is a response to every question.

Prefill No prefill due to this being the first Part C Child Count Metadata
collection

Submission This metadata collection is submitted with an associated FS via data
package.

Who can respond Any user with a role that includes the data area IDEA and the function
of metadata.

Who can submit Any user with a role that includes the data area IDEA and the function
of submit.
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2.0 Completing a Collection

To enter information and submit a metadata collection, access a collection data entry
page from the Metadata Submission List, enter information and when the status is
Ready to Submit, submit the metadata. Updates can be made up to the due date and the
metadata responses can be downloaded at any time.

2.1 Accessing the Metadata Submission List

From the EDPass Landing Page, select Submission List at the top menu bar.

The default view of the Submission List page is the Data Submission List tab. Select
Metadata Submission List to access the list of metadata collections.

To return to the Data Submission List at any time, select the Data Submission List
tab (see fig. 2.1).

Data ission List d: ission List
Q. Search <

Lock Status 1|  Due Date 7|V sY 1LV FS# |V Metadata Collection Name 1,V Last Submission Date 1] SEA 17|V

Unlocked 07/30/2025 11:59:59 PM 2024-2025 5027 Infants and Toddlers with Disabilities (IDEA Part C) Count Metadata Not Required to Submit
05/02/2025 09:05:51 AM

Unlocked 02/19/2025 11:59:59 PM 2023-2024 5026 Infants and Toddlers with Disabilities (IDEA Part C) Exiting Metadata Not Required to Submit
10/21/2024 1152:35 AM

Unlocked 02/18/2026 11:59:59 PM 2024-2025 5026 Infants and Toddlers with Disabilities (IDEA Part C) Exiting Metadata Not Required to Submit
05/02/2025 09:05:35 AM

Figure 2.1 - Submission List with Data Submission List and Metadata Submission List tabs.

2.2 Navigation on the Metadata Page

To navigate to a metadata collection data entry page, from the Metadata Submission
List tab, select Enter/Edit Metadata from the kebab menu on the right side of the
screen (see fig. 2.2).

Q) Search 4
FS# |[FY Metadata Collection Name 1% Last Submission Date 1|/ SEA 11V

5027 Infants and Toddlers with Disabiliies (IDEA Part C) Count Metadata Not Required to Submit
Wik AL

5026 Infants and Toddlers with Disabiliies (IDEA Part C) Exiting Metadata Not Re=Te

5026 Infants and Toddlers with Disabiliies (IDEA Part C) Exiting Metadata Not Required to Submit
05/02/2025 09:0535 AM

Figure 2.2 - Access the data entry page for metadata collections via kebab menu.

To begin data entry on a page or make updates to already entered data, select EDIT and
the data entry cells will appear.
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Once all data are entered and data are ready to be saved, select SAVE at the bottom of
the screen. When the SAVE button is selected, the system will generate any error
messages that apply.

Note! The SAVE button will not be enabled if responses are missing in any of the cells.
Attempting to navigate away from the metadata form enabled for data entry to another
page in EDPass (DSL for example) will trigger the Unsaved Changes error message to
appear (see fig. 2.3). Select Stay to remain on the page to complete data entry and save
the information entered or select Leave without saving to navigate to another
section, which will result in lost data.

Unsaved Changes

& If you leave, your changes will not be saved.

¥ Stay + Leave without saving .

I |

Ll

Figure 2.3 — Unsaved Changes error message.

Closing the EDPass browser window without selecting SAVE will result in lost data.
Data will be saved only when SAVE has been selected. If the screen is in exit data entry
mode after SAVE is clicked, check the data entry page for missing responses.

2.3 Metadata Submission List Status

If a metadata collection does not have responses entered and saved, the status on the
metadata submission list will reflect No Data in EDPass. Once all questions have
responses and have been saved, the status on the Metadata Submission List will reflect
Ready to Submit.

2.4 Responding to FS5027 - IDEA Part C Child Count Metadata

The FS5027 — Infants and Toddlers with Disabilities (IDEA Part C) Count Metadata has
been developed to collect data authorized under Section 618 of IDEA, Part C of the
Individuals with Disabilities Education Act (IDEA). The metadata provides information
on the following and is organized to provide the counts for the number of children in the
following sections:

e IDEA Part C Child Count Date
e IDEA Part C Cumulative Count Start Date

e IDEA Part C Cumulative Count End Date
e IDEA Part C Cumulative Count Explanation

Metadata will be collected for the 50 states plus the District of Columbia, Puerto Rico,
U.S. Virgin Islands, Bureau of Indian Education, and the outlying areas American
Samoa, Guam, and Northern Marianas.
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IDEA Part C Child Count Date
Enter the state’s IDEA child count date using the Month and Date dropdowns.
NOTE! Child count date must be between 10/1/2024 and 12/1/2024 (inclusive).

IDEA Part C Child Count Date
What date between October 1 and December 1 is your state's IDEA child count date?

Month . 24 Date . W

Figure 2.4 — Child Count Date section of the form.

IDEA Part C 12 Months for the Cumulative Count

Respond to the question, What are the start and end dates for the 12 month
period for the cumulative count? by entering the Start and End dates of the most
recent 12-month period for which the cumulative count of infants and toddlers, ages
birth through 2, who received early intervention services are available. For example, if
data on the total number of infants and toddlers served during the period from July 1,
2023, through June 30, 2024 are available, report the corresponding dates in this
Section.

NOTE! A business rule warning will fire for this section if the date of the reference
period for the Cumulative Count of Infant and Toddlers, ages birth through 2 who
received early intervention services exceeds the first Wednesday of April for the
reporting year.

IDEA Part C 12 Months for the Cumulative Count
What are the start and end dates for the 12 month period for the cumulative count?

Start Date:

mm/dd/yyyy

End Date:

mm/dd/yyyy

Figure 2.5 — Child Count Date section of the form.
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3.0 Submitting the Metadata

The metadata must be submitted with the related file specifications. This means that the
required data file and metadata for that package must be in a status of Ready to Submit,
to submit in EDPass.

The data packages:
e FS902 - Infants and Toddlers with Disabilities (IDEA Part C) Early Intervention
e FS903 - Children with Disabilities (IDEA Part C) Continuing Early Intervention
e FS904 — At Risk Infants and Toddlers with Disabilities (IDEA Part C)
e FS905 — Infants and Toddlers with Disabilities (IDEA Part C) Early Intervention

Services

Once the metadata and the related file specification in the data package reflect Ready to
Submit status, select Submit from either the Metadata Submission List kebab menu or
the related files in the data package kebab menu on the Data Submission List.

The Submit Data pop-up will appear.
Upon selecting Submit, a Confirm Submission pop-up will appear.
Select Submit to submit the data package.

IMPORTANT! Upon submitting the metadata collection, the status of the data may
reflect Data Submission in Progress. The processing time of data files can take between
45 to 60 minutes. Shortening the processing time of data will continue to be a priority.

Once the data is successfully processed, the Submitted status will display.
After a due date, all data (as applicable) is delivered to ED.

4.0 Accessing State Reports

To download a copy of the entered or submitted responses to the metadata form, select
Download Data from the kebab menu on the Metadata Submission List (see fig
8.1).

Select the version (In Progress is prior to submission and Submitted is a copy of the
submitted responses), followed by DOWNLOAD from the pop-up menu and follow the
browser’s prompts to view and/or save a copy of the excel spreadsheet.

NOTE! The Submitted option on the Download Metadata pop-up will be grayed out if
the metadata has not been submitted yet.

Last Submission Date T\ SEA 1]

12/18/2023 12:23:03 PM Submitted D

12/18/2023 12223:58 PM

Enter/Edit Metadata

12/18/2023 12:21:10 PM

Sub
. 2_...|| Download Metadata I

Figure 4.1 Selecting Download Data from the kebab menu on the DSL.
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4.1 Accessing Prior Year’s State Reports

For submissions prior to SY 2023-24, HTML and Year-to-Year Comparison reports can
be accessed in the EDFacts Metadata and Process System (EMAPS). For assistance,

contact PSC.

5.0 IDEA Part C Child Count Metadata Form

The collection questions and all available responses are included in this section. The
official Office of Management and Budget (OMB) approved document, Attachment C,
can be viewed on the EDFacts Community of Practice (CoP) website.

exactly one calendar year, please provide an
explanation.

Child Count Metadata Questions Response Fields Required?
Child Count Date Month dropdown Yes
What date between October 1 and December klstlng OthObefi’
1 is your state's IDEA child count date? ovempber, an
December
Day dropdown listing
October 1-31,
November 1-30, and
December 1
Cumulative Count Date formatted data | Yes
What are the start and end dates for the 12 | €Y fields
month period for the cumulative count?
If the Cumulative Count Period is not Text entry field Only required

if the count
period is not

Character limit of exactly one
4,000. year
June 2025 10 SY 2024-25



https://emaps.ed.gov/suite/
https://edfacts.communities.ed.gov/#communities/pdc/documents/21359

U.S. DEPARTMENT OF EDUCATION EDPass Metadata User Guide

The Department of Education’s mission is to promote student achievement and
preparation for global competitiveness by fostering educational excellence and ensuring
equal access.

www.ed.gov
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