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Instructions for Updating the Part C Directory File (FS029) 
 

If changes must be made to the state program’s directory information, the file must be changed 
before updating, uploading, and submitting. 
The following instructions walk through a state example of a directory change and the process 
to update, upload, and resubmit the file. 
State Example: Need to change zip code 

• Log into EDPass 
• Go to the 029 file listed below 

 

• Go to the three dots at the end of the row (PSC refers to the dots as a kebab menu) to 
download and open Directory File 029 
– To download, select SEA and In Progress 
 Selecting all levels will not let you download file 

• Review the directory information about your state’s Part C program, if any change is 
needed then complete the following steps to prepare your FS029 file for upload. 

• Delete first column 
 

• Clear first row (do not delete) 
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• Enter “SEA DIRECTORY INFO” in Cell A1 (see below) 
• Enter “1” in Cell B1 (see below) 
• Enter the file name in Cell C1, needs to be exact (there is a naming convention in guide) 
• Save with the file name provided in C1 (maintain a .csv file extension) 

 

• For Cell D1 enter information that makes sense for state, this is an internal identifier, see 
User Guide 

• Enter the school year in Cell E1 (2024-2025 or 2024 2025) 
• Save and close the Excel file 
• Open and view in Notepad or Notepad++ or equivalent software program 
• In the Notepad view, delete the extra commas in the first row, leaving one comma.  
• Then add seven commas to the end of the second row. 

 

• Save (make sure it is saved as csv and not as a text file) 
• Close the file  
• It is now ready to upload into EDPass 

Upload process in EDPass 

• In EDPass, Click “Upload” in 
the top right corner 

• Select “Replace existing file” 
and then click the “Browse 
Files” button and select your 
csv file 

• Then select “Upload” 
• Wait for message “Upload 

Successful”  
– User may have to refresh 
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• Open the “Submission List” in EDPass. If the .csv file you submitted is now showing 
“Ready to Submit” in the SEA column, then click on the kebab menu at the end of the 
row and click Submit. 

• You MUST Submit  
• Caution – the system may take time to process to be ready to submit. If the system 

notice says “Errors” then you must resolve errors before uploading again. 

 

• Refresh to see “Submitted” status 
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