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Unclaimed EDG Number 
Matches as an Upload file  

 
Description: Using the Unclaimed EDG Number Matches Report to make the DC Batch 
Upload File 
 
*Downloading the Unclaimed EDG Number Matches Report 
In Texas ELMS, Navigate to Reports tab at the top of the screen. 

 
  
Under the Direct Certification Reports sub-section, select the Unclaimed EDG 
Number Matches Report. 

 
Click Run Report. 
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Once the report has been processed, the downloaded file can be opened and edited. 

 
 
Open the saved report in Excel and remove the unnecessary report data. 
Select the following columns(J-S) right click and delete. 
• Address  
• City  
• State  
• Zip Code  
• Current CE  
• Current Site  
• Match Method (TEA or TDA)  
• Program Eligibility  
• Matching EDG Number(s)  
• Eligibility Date  

 
  
Select the header rows 1 through 4 right click and delete. 
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For each row/student add the necessary information into the following columns:  

 
 
Save the file (File > Save As) to your computer as an Excel spreadsheet (.XLSX 
extension).  
 
Proceed to the guidance on completing an enrollment upload. 
  
  
 


