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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.
1.1 Technological Requirements
Before You Begin:

We recommend using Internet Explorer version 6 or higher when 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 both the Excel Workbooks and 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 while the Excel Workbook data are manually uploaded to ERS on a weekly basis.
File Status: This is a new feature available in the EMAPS Submission Plan and File Status process only. The file status feature provides SEAs with another tool to indicate the quality and completeness of the data. For each file’s submission level, 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 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. 
2.0 EMAPS PILOT PROCESS FOR CCD FILES ONLY

The EMAPS Submission Plan and File Status process for SY 2008-09 is a pilot utilizing Common Core of Data (CCD) files only. For SY 2009-10, the process will be enhanced to include all ESS files and additional features suggested during the CCD pilot.

The CCD files included in the initial launch of the process in August 2009 are:

· N/X002 Children With Disabilities (IDEA) School Age
· N/X033 Free and Reduced Price Lunch
· N/X046 LEP Program
· N/X052 Membership
· N/X059 Staff FTE
· N/X089 Children with Disabilities (IDEA) Early Childhood
· N/X129 CCD School
The remainder of the SY 2008-09 CCD files will be added in as ESS is enabled to accept these files. Notifications of file additions to EMAPS will be sent to EDFacts Coordinators when they occur.

During this pilot, the Excel Workbooks for submission plans are still necessary. For the items included in the pilot, EMAPS will be considered the sole data source. While the duplicate fields in the Excel Workbooks will not be removed or deactivated, the ERS reports will be using the EMAPS data in lieu of the Excel plans wherever possible. 

In the ERS State Plan Execution Report (LEAD004) the number of SEAs, LEAs, and schools to be submitted for each file will be pulled from EMAPS. EDFacts Coordinators will still need to maintain the planned submission dates in the Excel Workbooks for the files in the EMAPS pilot because these elements are not included in the EMAPS process. For files not included in the EMAPS Submission Plan and File Status process, all submission plan information will continue to be maintained in the Excel Workbook. Beginning in SY 2009-10 all submission plan information will be maintained exclusively in EMAPS. 
For the pilot EMAPS Submission Plan and File Status process, the files are organized by the month that the files are due in. For example, in the initial August 2009 launch of the process the files are grouped into three months:

· February: N/X002 and 089

· March: N/X033, 052, 059, and 129

· June: N/X046

3.0 FREQUENTLY ASKED QUESTIONS
Below is a list of frequently asked questions regarding this EMAPS process. Additional questions about how the process works or suggestions for enhancements to the process for the full-scale SY 2009-10 Submission Plan and File Status process should be directed to the Partner Support Center. 

My full submission plan is in the Excel format; when the EMAPS Submission Plan and File Status process goes live will I have to reenter my state’s CCD file submission plans in EMAPS?

No. The number of educational units planned to be submitted will be preloaded into EMAPS when it launches. Therefore, when users access the EMAPS Submission Plan and File Status they will not need to reenter data. 

Is there a due date to enter my Submission Plan and File Status data in EMAPS, or is the process ongoing like the Excel Workbooks?

The EMAPS Submission Plan and File Status process operates similarly to the Excel Workbooks. Users may access the process and make changes as frequently as they desire; there is no closing or “lock” date for these elements. Users are encouraged to update their Submission Plan and File Status elements regularly.
The CCD files included in the EMAPS pilot are still included in my Excel Workbook; if I make changes to the Excel document for these files will they be uploaded to EMAPS? 
No. Once the EMAPS Submission Plan and File Status process launches EMAPS will be the only source for the number of educational units planned to be submitted for CCD files. Note that though these redundant fields will remain visible and editable in the Excel Workbooks, data entered into the Excel fields will not be pulled into EMAPS or the LEAD reports in ERS. 
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”?

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” but then later realize that some of these data are incorrect or missing, what do I do?
The “Ready for ED Review” 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” in EMAPS when the data are final.
Will the LEAD004 report in the ERS utilize the EMAPS Submission Plan and File Status process data? 
Yes. During the pilot process, the ERS will utilize the number of educational units planned to be submitted from EMAPS. The planned submission date for the CCD files must still be entered into the Excel Workbooks to have it reflected in the LEAD004 report. Unlike the Excel Workbook data that is updated in the LEAD reports weekly, the EMAPS values will be updated in the LEAD reports on a nightly basis providing users with more real-time progress reports.
When the LEAD016 report (similar to the LEAD004, but measuring timeliness based on ED due dates) in the ERS is released in the fall of 2009, will it 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 LEAD016 report will utilize the EMAPS data for both the number of educational units to be submitted and the timeliness indicator. All other files will utilize submission plan information from the Excel Workbooks. Unlike the Excel Workbook data that is updated in the LEAD reports weekly, the EMAPS values will be updated in the LEAD reports on a nightly basis providing users with more real-time progress reports. Starting in SY 2009-10, EMAPS will be the sole data source for this report.
Given that the EMAPS pilot is launching after the due date of many CCD files, how will the file status be used?

Though the due date for the majority of CCD files has passed, the analysis of this data is ongoing. The Census Bureau leads the data analysis in preparation for the release of the CCD. The Census Bureau will monitor the statuses of the CCD files to determine when data is ready for review. SEAs that fail to utilize the file status feature in EMAPS may not receive follow-up questions from the Census Bureau in a timely manner. 

With the new features in EMAPS do I still need to do an annotated workbook for the CCD?

Yes, SEAs still need to prepare annotated workbooks for the CCD. The EMAPS process does not replace the need for annotated workbooks. However, the CCD team is looking to utilize the comments provided in EMAPS, so it is strongly encouraged that you use this field to explain why your data is not finalized or why a due date will be missed. If you have already submitted annotated workbooks for your early and middle files, you do not need to resubmit it.
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.
After using the EMAPS pilot process I have identified some changes that would greatly enhance my user experience; who do I send these enhancement requests to?
The EMAPS Submission Plan and File Status process is being released as a pilot for only CCD files specifically for this reason. Suggestions for improvement are encouraged. Please direct your suggestions to the Partner Support Center (eden_ss@ed.gov).
4.0 EMAPS STEP-BY-STEP INSTRUCTIONS

Follow the steps below to review and edit your submission plan and file status information in EMAPS.  

Note the screen shots used to detail the following steps are not identical to what users will see in the live EMAPS process.

4.1 Log in to EMAPS
There are three ways to enter the EMAPS tool if you are an EDEN Submission System (ESS) user: 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.  

When you have accessed the EMAPS log in screen, you will see the screen shown below in option A. Enter your username and password, then click the “Log In” button. Note that 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.
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C. To log into EMAPS through the EDFacts website, go to this link:

https://www.ed.gov/edfacts
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4.2 Launch the “Submission Plan and File Status” Process in EMAPS
When you log into EMAPS, you are 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. You will then be able to begin the EMAPS process. 
4.3 Review the Introduction Page
The introduction page lists the files included in the process.
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4.4 Select a Month to Enter Data for Based on the File’s Due Date 
This screen defaults to the “Select Month” tab, which is where you select a month to enter submission plan and file status data. The data are organized by the month they are due. After you enter information for the month you selected, you will have the option to return back to this screen to enter data for additional months.
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For reference, click on the “File Due Date List” for a list of the files included in the EMAPS process, organized by month. Click on the tab titles to navigate between “Select Month” and “File Due Date List”.
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4.5 Enter Submission Plan and File Status Information

After you select which files to enter information for, based on the month in which they are due, you can enter your submission plan and file status information. This includes:

· The number of EUs to be submitted – 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”, you will be asked to provide an explanation in the comment box.

· File status – For each file’s submission level, 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.
· 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.  
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Review Your Entries
After you have entered information for a given month and select “Continue” you will see a confirmation screen. It looks identical to the previous screen except all the fields are read-only. At the bottom of the review screen you will see three buttons.

· Previous – If you identify any errors, select the “previous” button. You will return to the previous screen and be able to edit your information.

· Edit Another Month – If you choose to edit data for another month, you will navigate back to the month selection screen (identified in Section 4.4 of this document).

· Save and End – If the data looks correct and you do not want to review or enter information for any more files select “Save and End”. 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).
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Final Confirmation Screen with Report of Changes
Once you have made all your edits and selected “Save and End”, users will be directed to this final confirmation page. At the top of the page is a blue hyperlink to a report which lists only the changes that were made in the EMAPS Session. 

In the text of the page, the plan information is displayed for each month that was viewed during this EMAPS process instance. This page separates the file status information from the EU counts information for all of the files in the months that you viewed. Close the process screen by selecting the “End” button at the bottom of the page.
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