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PREFACE 

The EMAPS User Guide is intended to provide assistance to users of the EDFacts Metadata 
and Process System (EMAPS). This guide addresses the transition of submission plans from 
Excel to EMAPS and the basic mechanics of EMAPS system access and navigation for this 

process. 
 
This guide will be updated if major system modifications affect user procedures. 
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1.0 INTRODUCTION 

The EDFacts Metadata and Process System (EMAPS) is a Web-based tool to provide 
State Education Agencies (SEAs) with an easy method to report and maintain 
information on state policies, plans, and metadata to aid in the analysis of data 
collected.  This document is intended to help guide state EdFacts Coordinators in 
accessing the EMAPS Submission Plan and File Status Process and making changes 
to their data.  

1.1  Technological Requirements 

Before You Begin: 
It is recommended that Internet Explorer version 6 or 7 is used for accessing EMAPS. 

 

1.2 Overview of the EMAPS Submission Plan and File Status Process 

As part of the process for submitting files to the EDEN Submission System (ESS), 
EDFacts Coordinators prepare and maintain Submission Plans for each reporting year. 
The information SEAs provide in submission plans are used to measure progress of 
SEAs’ data submissions through the EDFacts Reporting System (ERS).  
 
The EMAPS Submission Plan and File Status process introduces several new concepts 
to measure submission progress, detailed below. 
 
Submission Plan Format: The submission plan data have historically been maintained 
in Excel workbooks. The EMAPS Submission Plan and File Status process will maintain 
the data through a Web-based system.  
 
Timeliness: ED measures timeliness of submissions differently now that EDFacts is a 
mandatory reporting tool. Prior to school year (SY) 2008-09, when EDFacts was a 
voluntary reporting method, timeliness was measured based on SEAs’ planned 
submission dates as provided in their submission plans. Beginning with SY 2008-09, 
ED’s evaluation of timeliness is based on ED’s due dates. As a result of this, in the 
EMAPS tool EDFacts Coordinators identify whether or not a file will be submitted on 
time, rather than the date they plan to submit it. 
 
Completeness: In the EMAPS versions of submission plans, completeness is 
measured by comparing the planned number of educational units (EU) for a file’s 
submission level against the actual number of EUs submitted to ESS. Including this 
data in EMAPS enables the submission plan data to be automatically loaded into the 
ERS. As a result, EDFacts Coordinators will be able to see their submission plan 
changes in ERS reports more frequently; EMAPS data are automatically uploaded to 
ERS on a nightly basis.  This applies to SY 2008-09 and SY 2009-10 only. 
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File Status: The file status feature provides SEAs with another tool to indicate the 
quality and completeness of the data. For the pilot files and SY 09-10 files,  ESS files 
will have one of three submission level statuses: “No data in ESS”, “Data in ESS”, or 
“Ready for ED Review”. These first two statuses are automatically generated from ESS 
when the user enters the EMAPS process. SEAs will manually select the “Ready for ED 
Review” file status when the file for a given submission level is complete (not 
preliminary) and no further revisions are expected. For SY 10-11 and beyond there will 
be four available status fields “No data in ESS”, “Data in ESS”, “Not Required to 
Submit”, and “Submissions Complete”. The first two statuses will be automatically 
generated from ESS, the same as previous year’s files.  If a state is not required to 
submit a file they will be able to change the “No data in ESS” value to “Not Required to 
Submit”. 
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2.0 FREQUENTLY ASKED QUESTIONS 

Below is a list of frequently asked questions regarding this EMAPS process. Additional 
questions about how the process works should be directed to the Partner Support 
Center.  
 
 
May the U.S. Department of Education use my SEA’s data if I haven’t set the file 
status flag as “Ready for ED Review” or “Submissions Complete”? 
Yes. The due dates in ESS are determined by when ED plans to first use the data. 
Once the deadline has passed, ED may use the data in ESS regardless of its status. In 
this scenario, an SEA is strongly advised to leave the file status as “Data in ESS” and 
provide an explanation as to why the data are not considered final yet. The file status 
and comment information will be extremely valuable to ED for data quality analyses. 
 
Which file status flag is appropriate to use if my SEA has submitted preliminary 
data for my state, and we expect to be submitting revisions later? 
If the data submitted to ESS is considered “preliminary” by your SEA, leave the file 
status as “Data in ESS” and add a comment in the field provided to explain why the data 
is not final yet. The file status and comment information will be extremely valuable to ED 
for data quality analyses. 
 
If I made a file status “Ready for ED Review” or “Submissions Complete” but then 
later realize that some of these data are incorrect or missing, what do I do? 
The “Ready for ED Review” and the “Submissions Complete” flag should only be used 
when, to the best of your knowledge, the data are considered final. If after setting data 
to this status you realize that the data need to be revised, we recommend that you: 1) 
change its status to “Data in ESS” in EMAPS, 2) submit the revised data to ESS, and 3) 
set its status to “Ready for ED Review” or “Submissions Complete” in EMAPS when the 
data are final. 
 
Does the LEAD015 report (similar to the retired LEAD004, but measuring 
timeliness based on ED due dates) utilize the EMAPS Submission Plan and File 
Status process data?  
Yes. For the files included in the EMAPS Submission Plan and File Status process, the 
LEAD015 report utilizes the EMAPS data for both the number of educational units to be 
submitted and the timeliness indicator. Starting in SY 2009-10, EMAPS will be the sole 
data source for this report. The EMAPS values will be updated in the LEAD reports on a 
nightly basis providing users with more real-time progress reports. 
 NOTE: For SY10-11, LEAD018 will replace LEAD015 
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The EDFacts Coordinator is currently the only person in my SEA with access to 
the Submission Plan and File Status process. Can more people in my state get 
user access to the process? 
Yes. Multiple SEA users are allowed access to the Submission Plan and File Status 
process. If you need additional people to be given permissions to the process please 
contact the Partner Support Center. 
 
Who do I contact if I have questions about the EMAPS process? 
If you have any questions about the EMAPS Submission Plan and File Status process, 
please contact the Partner Support Center (eden_ss@ed.gov)  
Telephone: 877-457-3336 (877-HLP-EDEN) 
TTY/TDD: 888-403-3336 (888-403-EDEN) 
 
 
Some of my fields appear to be truncated, how do I correct this? 
Make sure that you are using the recommended Browser configuration and that you 
have maximized your screen.   If you are still experiencing issues you may need to 
adjust your Zoom Level to below 100% on the bottom of your Internet Explorer page. 
 
Why do I not see N/X files for SY 10-11 and SY 09-10 data when selecting by files? 
The file names for SY 10-11 and  also the SY 09-10 files when the select files option is 
used, uses the file names from the ESS data base.  The submission information still 
applies to both types of files.  This naming is consistent with the LEAD reports. 
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3.0 EMAPS STEP-BY-STEP INSTRUCTIONS 

Follow the steps below to review and edit the submission plan and file status 
information in EMAPS.   
 
Note: The screen shots used to detail the following steps are similar but not identical to 
what users may see in the EMAPS process. 
 

3.1 Log in to EMAPS 

There are three ways for EDEN Submission System (ESS) users to enter the 
EMAPS tool: through the EMAPS website directly, through ESS, or the EDFacts 
webpage.  Contact the Partner Support Center if you need your EMAPS username 
and password reset and use one of the paths to EMAPS below.   
 
Once the User has accessed the EMAPS log in screen, they will see the screen 
shown below in option A. Enter your username and password, then click the 
“Log In” button.  
 
Note: Your EMAPS username and password are case sensitive. 
 

A. To log in directly to EMAPS, go to this link: 
https://emaps.ed.gov/suite/ 
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B. To log into EMAPS through ESS, go to this link: 
http://eden.ed.gov.EDENPortal 
Enter your ESS username and password. 

  
After signing into ESS, select the EMAPS link which appears on the left-
hand side of the screen. 
 

 
 



U.S. DEPARTMENT OF EDUCATION EMAPS User Guide: Submission Plan and File Status 

 
 

 
 11  

 

C. To log into EMAPS through the EDFacts website, go to this link: 
https://www.ed.gov/edfacts 
 

 
 

Link to 
EMAPS 
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4.0 Launch the “Submission Plan and File Status” Process 
in EMAPS 

Once logged into EMAPS, the User is immediately taken to the EMAPS “homepage”.  
To return to the homepage at any time, click on the round “Home” button on the top of 
the screen. 

   
The link to enter the process appears as a blue hyperlink. When you click on the 
“Submission Plan and File Status” hyperlink, a new screen will pop up. The User will 
then be able to begin the EMAPS process.  
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5.0 State Homepage 

 After clicking on the start link on the EMAPS homepage a page for your state the 
Submission Plan Homepage will show. This page may show additional content related 
to your state’s submission plan in the future.  
 
The screenshot below shows what this screen will look like for Alabama. To start the 
submission plan click on the submission plan link in the “Submission Plan Links” table. 
In the example below this link is “Alabama Submission Plan.” 
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5.1   Introduction Page 

The introduction page lists general Release information or may be updated to deliver 
other information to the user.  Click on the State ‘Start Page’ to enter the application.    
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5.2   Selecting files to update 

The data is organized by the school year that the files are for.. To enter submission plan 
and file status data for a file first select the year from the “Year” menu..  
 
NOTE:  Users may experience some lag time after selecting a submission sheet to work 
in.  This lag time is not unexpected.  The EMAPS system will first need to contact the 
ESS database to load state data into the appropriate submission sheet.  This may take 
a few seconds. 
 
 

 

 
 
As a reference the user may click on the “Files and Due Dates” Link for an Excel 
spreadsheet  of the files included in the EMAPS process, organized by month. A 
separate spreadsheet is provided for SY 09-10 and SY 10-11.   
 
If the user selects SY 09-10 or SY10-11 the user will have the option of either updating 
files by the month that they are due or updating files of their choosing for the selected 
school year. 
 

Select Year 
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5.3 Select by Month Due 

 
When selecting by Month Due the user is presented with a drop down box containing 
the various Month groupings to select from (SY 10-11 currently only contains files 
associated with the 7.0 ESS release).  The files contained within each month grouping 
will be displayed on the right side of the screen so the user may verify that they have 
selected the correct data set. 
 
The user then selects the “Next” button. 
 
 
 

 
 
 

 

5.4 Select from File List 

The user may select a unique file listing by selecting the “Select from File List” option 
and then selecting the “Next” button. 
 

Month Dropdown 



U.S. DEPARTMENT OF EDUCATION EMAPS User Guide: Submission Plan and File Status 

 
 

 
 17  

 

 
 
The user will be brought to a new screen that contains a drop down list of all the files 
available to be updated for that school year.   The user must choose a minimum of 1 file 
to a maximum of 15 files by selecting the file from the list and pressing the “Add” button.   
 

 
 
Files selected for updating will appear in a list on the right hand side of the screen.  All 
files selected will appear in a new drop down box.  By selecting a file from the “Selected 
Files” drop down list followed by the “Remove” button, the user may remove previously 
selected files.  Files that were selected and then removed will appear at the end of the 
“File” dropdown list.  Once all desired files have been selected and appear in the list the 
user selects the “Next” button to update their submission information. 
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5.5   Enter Submission Plan and File Status Information 

After the user selects which files to enter information for, based on the month in which 
they are due or the user selected list, the user can enter their submission plan and file 
status information. When the select by file option is chosen the files will appear on the 
screen in the order selected.   
 
File levels that are not collected will appear as blanks on SY 08-09 and SY 09-10 by 
month screens.  A value of ‘Not Collected’ will display for all SY 10-11 files and the 
SY09-10 files selected with the ‘Select from file List’ option.   Fields to update include: 
 

• The number of EUs to be submitted – EU numbers are only collected for the 
SY 08-09 files and SY 09-10 files. Note that if the file is collected at the SEA 
level, this item is automatically fixed to expect “1” SEA submission. If the file is 
not collected at a given level, the pertinent column of the form will be blank. 
 

• If the file for each submission level will be submitted on time – This is a 
Yes/No selection. The process defaults to Yes. If you select “No”, the user  
should provide an explanation in the comment box. 
 

• File status – For each file’s submission level for SY 08-09 and SY 09-10 files, 
ESS files will have one of three statuses: “No data in ESS”, “Data in ESS”, or 
“Ready for ED Review”. These first two statuses are automatically generated in 
real-time from ESS when the user enters the EMAPS process. SEA users will 
manually select the “Ready for ED Review” file status when the file for a given 
submission level is complete (not preliminary) and no further revisions are 
expected.  For SY 10-11 there will be four statuses to choose from: “No data in 
ESS”, “Data in ESS”, “Not Required to Submit”, or “Submissions Complete”.  The 
first two statuses are automatically generated from ESS.  SEA users will be able 
to manually select “Not Required to Submit” when the status is “No Data in ESS”. 
When ESS has set the status to “Data in ESS”, the SEA user will be able to 
manually select “Submissions Complete” to indicate that no further revisions to 
the file for a given level are expected. 
 

• Comments – A field for comments appears for each file. Comments should be 
provided about why data will not be submitted on time and/or why data is not 
ready for ED review (particularly when the due date has passed) for reasons 
such as: the data are considered preliminary, a data group is missing, EUs have 
not been reported yet, etc.   Users should not use the semicolon (;) when writing 
comments (system limitation).  Comments should not exceed 400 characters. 
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SY 08-09 and SY 09-10 update form 

 

 
SY 10-11 update form 
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5.6   Review Your Entries 

After information has been entered for a given month and “Next” has been selected, 
there will be a confirmation screen.  This screen will summarize the information from the 
previous screen; all fields are read-only. At the bottom of the review screen there will be 
four buttons. 
 

• Previous – If the user identifies any errors, then select the “Previous” button.  
This will return the user to the previous screen and allow the user to edit their 
information. 

 

• Cancel – Will exit the application.  No changes will be saved. 
 

• View Another Month – This option is only seen when select by Month was 
chosen for SY 08-09 or SY 09-10. This button navigates back to allow selection 
of a different month...  The data updated on the previous screen will not be 
saved.  The user will be able to select from SY 08-09 and SY 09-10 data by 
month data only. 
 

• Save Submission Plan – If the data looks correct and you do not want to review 
or enter information for any more files select “Save Submission Plan”. Selecting 
this button will take you to the final confirmation screen and ultimately will end 
your session in the EMAPS Process (if you select this button you will not be able 
to navigate back to this page within the same session, you will need to re-launch 
the process from the homepage to make additional changes). 
 

SY 08-09 and SY 09-10 review screen 
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SY 10-11 review screen 

 
 
To view additional information in the Comment field, click on the field and scroll to the 
right. 
 
 
 
 

5.7  Final Confirmation Screen and HTML Reports 

Once the user has made all edits and selected “Save Submission Plan”, the user will be 
directed to this final confirmation page. At the top of the page is a blue hyperlink to a 
HTML report of the data just submitted.  
 

 
 
 Close the process screen by selecting the “End” button at the bottom of the page. 
Users who updated SY 10-11 or SY 09-10 data by the ‘Selected by files’ option will be 
able to return to the Year selection screen at this point by selecting the “View Another 
Month” button. 
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HTML Report SY 09-10 by Month. 

 
 
HTML Report SY10-11 files selected. 
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