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PREFACE 
This document provides instructions for responding to a metadata collection submitted 
through EDPass, which is an electronic system that facilitates the efficient and timely 
transmission of data from state agencies to the U.S. Department of Education. 

This document is to be used in coordination with other documentation posted on the 
EDFacts Initiative Home Page under EDFacts Resources, including:  

• EDFacts Workbook – a reference guide to using the EDPass; particularly useful 
to new users; contains multiple appendices. 

• EDPass User Guide – provides assistance to new users of EDPass; it addresses 
the basic mechanics of system access and data submission.  

• EDFacts Business Rules Single Inventory (BRSI) - a single inventory containing 
business rules applied to EDFacts data throughout the pre- submission lifecycle 
of that data. The inventory describes each business rule, including the EDPass 
rule ID, legacy rule ID, rule objective, error message, failure classification, 
definition, rule logic, file specifications and the data group where the business 
rules are applied. 

• EDPass File Specifications – a technical guide that contains instructions for 
building files that are submitted through EDPass. 

Please contact the Partner Support Center (PSC) with questions about the documents. 
You will find contact information for PSC and each State EDFacts Coordinator on the 
EDFacts Contact Page. 

Data submitted through EDPass are authorized by an Annual Mandatory Report on 
Infants and Toddlers Part C Dispute Resolution (OMB 1820-0678, expires 
12/31/2026). EDFacts is a centralized data collection system used by the National 
Center for Education Statistics and grant making offices across the U.S. Department of 
Education (ED) to gather metadata information and administrative data. Data are 
reported by state lead agencies and includes data at the state level. 

  

https://www.ed.gov/data/edfacts-initiative/edfacts-resources
https://www.ed.gov/edfacts-contacts
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1.0 Purpose 
This document contains instructions for submitting the Infants and Toddlers with 
Disabilities (IDEA Part C) Dispute Resolution metadata collection, which has been 
assigned FS5028. 

This metadata collection relates to the following files: 

• FS906 (DG5029) — Dispute Resolution - Written, Signed Complaints 
• FS907 (DG5030) — Dispute Resolution - Mediation Requests  
• FS908 (DG5031) — Dispute Resolution - Due Process Complaints  

 

The ED data stewarding office is OSEP. 

2.0 Changes from Prior Year 
This metadata collection was previously collected using EMAPS. EDPass will be 
different than EMAPS. 

• The metadata collection is assigned a file specification (FS) number. 
• EDPass does not send automated email notifications like EMAPS.  
• The metadata collection should be completed before uploading corresponding 

data files.  
• The metadata collection can be downloaded by selecting “Download Data” from 

the kebab menu on the Metadata Submission List page. 
• For SY 2024-25 only, the previous submission of this metadata is available 

through EMAPS. If you are a new Coordinator 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. 

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

Area Requirement 

Required to submit All 50 states, the District of Columbia (DC), Puerto Rico (PR), 
U.S. Virgin Islands (VI), the outlying areas of American Samoa, 
Guam, and the Northern Mariana Islands 

Not required to 
submit 

The freely associated states of the Federated States of 
Micronesia, the Republic of the Marshall Islands, the Republic 
of Palau, and the Bureau of Indian Education (BIE) 
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Reporting period SY 2024-25 

Missing responses The form will not save unless there is a response for every 
required question 

Prefill This metadata survey will not be prefilled with prior year 
responses 

Submission This metadata collection is submitted with the associated files 
- FS906 (DG5029) — Dispute Resolution - Written, Signed 
Complaints 
- FS907 (DG5030) — Dispute Resolution - Mediation Requests  
- FS908 (DG5031) — Dispute Resolution - Due Process 
Complaints 

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

Who can submit Any user with a role that includes the data area IDEA Part C 
and the function of submit 

4.0 Data Packages 

A metadata collection paired with a file specification makes a data package. This data 
must be submitted together in EDPass.  

Metadata Collection File Specification Submitted 
together? 

FS5028 - Infants and 
Toddlers with Disabilities 
(IDEA Part C) Dispute 
Resolution Metadata 

- FS906 (DG5029) — Dispute 
Resolution - Written, Signed 
Complaints 
- FS907 (DG5030) — Dispute 
Resolution - Mediation 
Requests  
- FS908 (DG5031) — Dispute 
Resolution - Due Process 
Complaints 

YES 

5.0 Completing the Metadata Collection 
To enter information and submit a metadata collection, access the collection data entry 
page from the Metadata Submission List, enter information, and submit the metadata 
along with the associated FS listed in section 1.0.  Updates can be made up to the due 
date. The metadata responses can be downloaded at any time.  

For SY 2024-25 only, the prior year responses are available in EMAPS, not EDPass. 
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5.1 Accessing the Metadata Submission List 

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

The default view on this page is the Data Submission List. 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. 5.1). 

 
Figure 5.1 – Submission List with Data Submission List and Metadata Submission List tabs 

5.2 Accessing the Metadata Collection 

To access the metadata collection, select Edit/Enter Metadata from the kebob menu 
next to FS5028 Infants and Toddlers with Disabilities (IDEA Part C) Dispute 
Resolution Metadata on the Metadata Submission List page (see fig 5.2). 

 
Figure 5.2 – IDEA Part C collection Kebob Menu on the Metadata Submission List 

5.3 Responding to the Metadata Collection 

The related file specifications to this metadata collection are: 

• FS906 – Dispute Resolution - Written, Signed Complaints 
• FS907 – Dispute Resolution - Mediation Requests 
• FS908 – Dispute Resolution - Due Process Complaints  

IDEA Part C/B Due Process Hearing Procedures Indicator 

Respond to the question, Has your state adopted Part C due process hearing 
procedures under 34 CFR 303.430(d)(1) or Part B due process hearing 
procedures under 34 CFR 303.430(d)(2)? by clicking EDIT and then select the 
applicable of the radio button (see fig. 5.3). 
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Figure 5.3 – The edit button and radio options on the metadata entry page 

After selecting the applicable radio button, click SAVE (see fig. 5.4). 

 

Figure 5.4 – Save button at bottom of the metadata collection 

5.4 Submitting the Metadata Collection  

Once the metadata and all related file specifications listed in section 1.0 reflect a status 
of Ready to Submit, select Submit from the kebab menu for either one of the file 
specifications from the Data Submission List or the metadata collection from the 
Metadata Submission List. 
The Submit Data pop-up will appear. 

Upon selecting Submit, a Confirm Submission pop-up will appear. 

Select Submit to submit the metadata. 

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

Once data are successfully processed, the status of Submitted will display on both the 
Data Submission List (data files) and Metadata Submission List. 
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After a due date, all data (as applicable) are delivered to ED. 

5.5 Making Updates to Submitted Metadata 

Updates can be made to the metadata collection after it has been submitted up until the 
due date. 

Making updates will change the status on the Metadata Submission List. Follow the 
process of submitting the data again to complete the submission process. 

If updates to data need to be made after a due date has passed, please contact PSC for 
guidance.  

5.6 Downloading the Responses to the Metadata Collection 

To download a copy of the saved or submitted responses to the metadata form, select 
Download Metadata from the kebab menu on the Metadata Submission List (see fig. 
5.5). 

 

Figure 5.5 – Select the kebab option from the Metadata Submission list to download a copy of the metadata 
responses 

Select DOWNLOAD from the pop-up menu (see fig 5.6) and follow the browser’s 
prompts to view and/or save a copy of the excel spreadsheet. 

 
Figure 5.6 – Pop-up will appear asking if you want the In Progress version or Submitted  



U.S. DEPARTMENT OF EDUCATION Infants and Toddlers with Disabilities (IDEA Part C) 
Dispute Resolution Metadata Collection User Guide 

 

 

August 2025 6 SY 2024-25 
 

5.7 Accessing Prior Year’s Responses 

Prior year’s HTML and Year-to-Year Comparison reports can be accessed in the 
EDFacts Metadata and Process System (EMAPS). Once logged into EMAPS, select 
Dispute Resolution under IDEA Part C and then select REPORTS from the top 
menu bar (see fig. 5.7) and choose the following: 

1. State Folder: Choose <State> IDEA Part C Dispute Resolution 2023-24 

a. The list of all previously submitted HTML reports will appear 

2. Select the report of the school year you wish to view/download. 

 
Figure 5.7 – State Reports in top menu bar 

After selecting the report from the list, it can be opened, saved, and/or printed following 
the browser’s prompts.

https://emaps.ed.gov/suite
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