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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 System Documentation, 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 Specification – 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 Exiting Part C (OMB 1820-0557, expires 2/28/2027). 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 include data at the state level. 

  

https://www2.ed.gov/about/inits/ed/edfacts/index.html
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) Exiting metadata collection (which has been assigned 
FS5026). 

This metadata collection relates to the following file: 

• FS901 (DG5022) — Infants and Toddlers with Disabilities (IDEA Part C) Exiting 

The ED data stewarding office is OSEP. 

Appendix A explains how to access and navigate EDPass. Appendix B is a copy of the 
metadata collection from Attachment C of the Information Collection Request. 

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. PSC does 

distribute broadcast notifications for when the system is open for file upload, 
when the submit functionality is enabled and targeted reminder emails based on 
data file and metadata status. 

• 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 2023-24 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 
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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) 

Reporting period SY 2023-24 

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 FS901 
(DG5022) — Infants and Toddlers with Disabilities (IDEA Part C) 
Exiting file specification 

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. These data 
must be submitted together in EDPass.  

Metadata Collection File Specification Submitted 
together? 

FS5026 - Infants and Toddlers 
with Disabilities (IDEA Part C) 
Exiting Metadata 

FS901 (DG5022) — Infants and 
Toddlers with Disabilities (IDEA 
Part C) Exiting 

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 2023-24 only, the prior year responses are available in EMAPS, not EDPass. 

5.1 Accessing the Metadata Submission List 

From the EDPass Landing Page, select Submission List from the top menu bar (see 
fig. 5.1).  
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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 to complete data entry, select FS5026 Infants and 
Toddlers with Disabilities (IDEA Part C) Exiting Metadata from the Metadata 
Submission List page (see fig 5.2). 

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

5.3 Responding to the Metadata Collection 

The related file specification to this metadata collection is: 

• FS901 (DG5022) — Infants and Toddlers with Disabilities (IDEA Part C) Exiting 
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IDEA Part C Exiting Reporting Period 

Respond to the question, What is your states 12-month reporting period? by 
manually entering the dates in the Start Date cell and the End Date cell (see fig. 5.3) 

  
Figure 5.3 – Manually enter Start and End Dates for the reporting period 

Use the format MM/DD/YYYY. Special characters cannot be entered in the date entry 
field. 

Note! If the reference period is less than one calendar year, an additional section will 
appear. Respond to, If the Reference Period is not exactly one calendar year, 
please provide an explanation, by manually typing in a response in the comment 
box that appears (see fig. 5.4). 

A response is only required if the reference period is not exactly one calendar year. The 
comment cannot exceed 4,000 characters. 

 

Figure 5.4 – Additional box appears requiring a response if reference period exceeds one calendar year 

IDEA Part C Continuation Policy 

Respond to the question, Does your state’s application for IDEA Part C funds 
include a policy under 20 USC 1432(5)(B)(ii) in which parents of children 
with disabilities who were eligible for services under IDEA Section 619 
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and previously received services under Part C may continue to receive 
early intervention services under Part C beyond age three? using the Yes or 
No radio buttons (see fig. 5.5). 

 
Figure 5.5 – Responding to the question regarding IDEA Part C Continuation Policy 

IDEA Part C Other Exiting Categories Used 

Note! This question is only required if your state reported data using the “Part B 
eligibility not determined, other” permitted value in the FS901 data file for category 
“Reason for No Longer Receiving Services”. 

Respond to the question, If “Part B eligibility not determined, other” was 
reported in FS901 for category “Reason for No Longer Receiving Services” 
list the categories (not including “Part B eligible, exiting Part C”, “Part B 
eligible, continuing in Part C”, “Not eligible for Part B, exit with referrals 
to other programs”, or “Not eligible for Part B, exit with no referrals”) 
that your state uses to collect data on children who reached age three and 
their Part B eligibility was not made or reported during this reporting 
period., by manually typing a response only if the “Part B eligibility not determined, 
other” permitted value was used for Reason for no longer receiving services in the 
FS901 data file (see fig. 5.6). 

Note! The comment cannot exceed 4,000 characters. 

 
Figure 5.6 -Comment box for a response to be entered if your state reported data using the “Part B eligibility not 

determined, other” permitted value in the FS901 data file for category “Reason for No Longer Receiving Services”. 

Select SAVE to save the responses. 

Select BACK to return to the Metadata Submission List. 

5.4 Submitting the Metadata Collection  

Once the metadata and all related file specification listed in section 1.0 reflect a status of 
Ready to Submit, select Submit from the kebab menu for either one of the file 
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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. 

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 as long as 
the due date has not passed. 

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.  

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. 
5.7). 

 
Figure 5.7 – 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 5.8) and follow the browser’s 
prompts to view and/or save a copy of the excel spreadsheet. 
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Figure 5.8 – Pop-up will appear confirming if you want the In Progress version or Submitted version of the metadata 

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 
Exiting under IDEA Part C (see fig 5.9). 

 
Figure 5.9 – Accessing prior survey reports in EMAPS 

Select REPORTS from the top menu bar (see fig. 5.10) and choose the following: 

1. State Folder: Choose <State> IDEA Part C Exiting 2022-23 

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 5.10 – 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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6.0 Appendix A – Access to and Navigation in EDPass 
This appendix explains how to access and navigate in EDPass. For additional 
information about EDPass see the EDPass User Guide. 

6.1 Technological Requirements 

EDPass works on internet browsers Google Chrome and Microsoft Edge, versions 
released 2022 and later. 

6.2 Availability 

EDPass is unavailable from 8:00 a.m. ET to 2:00 p.m. ET on Saturdays for regularly 
scheduled maintenance. 

After a due date, EDPass will be unavailable for uploading, adding, and/or editing data 
notes and submitting data that were due. EDPass Managers may still make changes and 
additions to users and role management.  

6.3 Concurrency 

EDPass is designed to allow multiple users within the Lead Agency to access the 
application. For instance, one user can upload data files while another is resolving data 
quality errors by adding data notes. However, if two users work on the same screen (or 
page) simultaneously, there is a risk that one of the users’ inputs will be omitted; the 
data saved last will be the data written into the database. To avoid confusion and 
omission of data, assign responsibilities to try and avoid two users working on the same 
pages at the same time. 

6.4 Signing into EDPass 

Upon accessing the EDPass website, accept the Terms of Service agreement by selecting 
the checkbox next to “I agree.”  

Click SIGN IN WITH LOGIN.GOV and the system will direct you to enter your 
Login.gov credentials. Enter one form of multi-factor authentication (previously set up). 
Once accepted, the system will redirect to the EDPass landing page. 

6.5 EDPass Landing Page  

After successfully logging in, the landing page will display. 

The top of the landing page contains links to: 

• Administration (if an EDPass Manager) 
• Submission List 
• Upload 
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• Your EDPass Account 

The middle of the page contains: 

• Quick Links 

o Links to EDFacts reporting documentation  

o Links to EDPass-related documentation 

• We are here to help 

o EDFacts PSC contact information 

The bottom of the page provides the Paperwork Burden Statement (see fig 6.1).  

 
Figure 6.1 - EDPass Landing Page 

6.6 Signing out of EDPass 

To minimize security risks, sign out of EDPass when the application is not being used. 
To sign out, click the user icon on the top right-hand corner of the screen and select 
Logout from the drop down. Before signing out, be sure to save changes to avoid losing 
work. 

After 2 minutes of inactivity, a timer in red font will appear in the upper right-hand 
corner counting down to when EDPass will automatically sign out the user (see fig. 6.2). 
Users are automatically signed out after 20 minutes of inactivity. Simply moving the 
computer mouse resets the timer.  
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Figure 6.2 - Inactivity timer appears in the top right corner and counts down 

6.7 Your EDPass Account 

In the upper right corner of the page header is a circle with your initials. Hover on the 
circle and a drop down with options to view your user account or to log out of EDPass 
will appear. To review your information, select View User Account. If there are errors 
in your user information, contact your EDPass Manager.  

Your EDPass permissions are set by your EDPass Manager. Permissions are assigned via 
a role defined by data areas and by functions. You will only be able to work on data areas 
and perform functions that your EDPass Manager has granted to you. Only your EDPass 
Manager can change your permissions.  
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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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