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The Entity Administration Application for allows easy management of ADEConnect user accounts by 
the entity administrators. 

NEED TO KNOW FOR ENTITY ADMIN APPLICATION  
1) If you are the entity administrator at a Parent Entity level organization (aka District, LEA, Charter 

Holder, BIE) you will now automatically also be assigned as an entity administrator for all 
Related Organizations (schools, child care centers, sites).  

o If the entity administrator role is removed at the Parent Entity level, the entity admin role 
will also be removed for all Related Organizations.  

o If an entity administrator role is directly assigned (manually) at the Related Organizations 
level, it is not affected when the role is removed at the Parent Entity level.  

2) The roles and permissions at each parent entity and its related organization are distinct at that 
parent entity. In other words, you cannot manage ADEConnect user accounts across different 
Parent Entities.  

o You must update the Parent Entity from the Parent Entity drop-down menu and work 
with the users under that Parent Entity and/or Related Organizations. 

o You cannot bulk remove ADEConnect accounts from more than one parent entity at a 
time. 

3) Account Status indicates a user’s ADEConnect account as pending, active or expired. (This is 
not associated to pending application role that ADE approves.) 

o Pending Status:   

 A new ADEConnect user who signs into ADEConnect with their email address 
and password but has not set up their secure ADEConnect password. (The email 
address is available to update while in this status.) 

 A new student information system (SIS) user still within the seven day window 
before the ADEConnect account email address must match the email address in 
the SIS. (The email address is available to update while in this status.) 
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o Expired Status: 

 A new ADEConnect user who signs into ADEConnect with their email address 
and password but has not set up their secure ADEConnect password within 
seven calendar days from the date/time of the account creation. (The email 
address is available to update while in this status.) 

 This expired status does not apply to SIS users, since their access is always 
from their SIS and they do not directly sign into ADEConnect.  



o Active Status: 

 A new ADEConnect user who signs into ADEConnect with their email address 
and password and has set up their secure ADEConnect password. (The email 
address is no longer available to update when in this status.)  

 A student information system (SIS) user whose ADEConnect account is older 
than seven days from the date/time their new ADEConnect account was created. 
The account status is systematically updated to active. 
(The email address is no longer available to update when in this status.) 

HOMEPAGE  
On the application home page, the Parent Entity drop-down menu will list, in descending alphabetical 
order, the Parent Entity Name – IDs for which you are an entity 
admin.  

1) To select a Parent Entity, use the drop-down menu or enter 
two or more characters to filter the list.  

 

2) Once the parent entity is 
selected, click the person symbol      
in the User Management box 
located at the center of the home 
page window. Alternately select 
user management from the 
Administration tab drop-down menu 
located at the navigation menu 
choice on left side of this home 
page. 
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3) The User Management screen will display. From here you can edit active users, add or remove 
users, add related organizations to a user, export the user list to Microsoft Excel, and more.  

 

4) The instructions area located under the menu bar provides an overview of how to proceed 
within the User Management screens. For more information regarding User Management 

screen content, click the  text to the right of the field names.   i

 

 

 

 

5) Scroll down the User Management page to find the User Change Log listing recent changes. 
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6) The default view in the User Management screen depends upon the level, Parent Entity or 
Related Organizations, under which you have the entity administrator role assigned.  

A Parent Entity Administrator’s level default view is of the Parent 
Entity View Level option button and a listing of all users assigned to 
the Parent Entity to see user accounts at the Related Organization 

level you must select Related Organizations under View Level, then choose the desired 
organization. 

 

Only at the Related Organizations level does the default view preselect the Related 
Organizations View Level option button. The selection of the Related Organizations from the 
drop-down menu will display the list of the associated users. 

Note:  If you are a Related Organization’s entity administrator, but cover different Parent 
Entities, you must select the higher level Parent Entity from the Parent Entity drop-down 
menu in order to see the correct Related Organizations list on the User Management 
screen. 
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Additional Functionality 

1) Click the green Add Users button above the 
ADEConnect user account display area on the 
left side of screen. This opens another display 
page to create new ADEConnect accounts and their association to a Parent Entity and/or 
Related Organizations.  

2) Filtering options can be found in the light-blue bar with the instructions: Use the filters below to 
refine the list of Users. This filtering process can be used to narrow the information displayed on 
the page. This may be helpful, for example, when searching for user accounts with specific 
application roles. Click the i circle icon next to each gray button for an explanation of these 
fields. 

 

a. Use the light-blue Reset Filters button to clear 
out the filter settings on the right side of the 
screen.  

b. Use the green Export to Excel button to create a spreadsheet of the default or filter
user list results.  

3) The Show Entries drop-down button above the display list 
controls the number of user accounts that show on the left 
side of the screen.  

4) The Search function is a quick and easy way to find 
specific user accounts and to find any other information 
on the page based on the available fields. This is 
located on the right side of the screen, just below the Export to Excel button.  

ed 
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5) The checkboxes to the left of the green Edit buttons can be multi-selected to bulk add or remove 
application roles to one or more users. You can also click the checkbox at the top of this list 
(Bulk) to select all of the users at once for bulk application role management. If the Bulk option 
is used, the section coordinating with that bulk checkbox will automatically select all the listed 
user accounts.  

6) The green Edit button provides more detailed information, such as phone number, SIS User 
indication and which application roles are directly assigned to those users. 

EDITING A SINGLE USER 

 

Clicking the green Edit button to the left of a single user name will isolate that user to make 
individual changes to any of the following fields: 

• Name is the ADEConnect user name listed by last name, first name, middle initial. The Name is 
sorted within the Parent Entity or Related Organizations by last name ascending alphabetical 
order. 
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• Account Status indicates whether or not the non-SIS user has signed into ADEConnect. A SIS 

user account will display as Pending for seven days and update to Active status systematically 
on day eight. For more information click the i - tool tip to the right of the User Status button for 
an explanation of the displayed status.  

• Name (Entity ID) is the Parent Entity of Related Organization description and ID. 
• Email address is the current email address for the user in ADEConnect.  
• Phone is the contact phone number for the user. 
• SIS User (aka student information system) provides an at a glance indication of whether or not 

the user accesses ADEConnect via a student information system. 
• HQT Role field will only appear on the User Management screen if at least one account has 

application roles provided by Highly Qualified Teachers’ system. The word ‘Yes’ will be 
displayed in the field if this is true. 

Click the application role name on the User Management screen to see the HQT indicator in the 
assigned application roles pop-up window. 

 

 

 

 

 

 

• Directly Assigned Application Roles shows the current application roles assigned to a user. 
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Note: All new ADEConnect accounts are created with a default value of No Role! 

• Click the Directly Assigned Application Role(s) listed to see the associated ADE application that 
will be provided to the user in ADEConnect. 
 

 

 

 

 

 

 

 

 

 

 

    

This application role, for example, 
provides access to multiple ADE 
applications. Clicking the Application 
Name displays the same list. 
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• Add Application Roles (light-blue button) 
or Remove Application Roles (red button) 
at the bottom of the screen are enabled if 
the bulk checkboxes are selected. Those buttons display the applicable screens to quickly add 
or remove application roles to many users at once. 

• Pagination facilitates moving from one page to the next 
within the user list at the bottom right of each display 
screen.  

SORTING ON THE USER MANAGEMENT SCREEN 
The User Management screen sorting rules are as follows: 

Parent Entity: sorted by the Directly Assigned Application Roles and Name field values. 

1. All accounts with the application role of ‘No Role’ will be at the top of the user list, then 
sorted by the Name (last name) in ascending alphabetical order. 

2. Individual application roles and assigned roles driven by the Name (last name) in ascending 
alphabetical order. 

 

Related Organizations: sorted by the Directly Assigned Application Roles, Name (Entity ID) and Name 
fields. 

Single Name (Entity-ID) and Multi-org (Entity-ID) accounts: 

1. All accounts for a single Name (Entity-ID) with a ‘No Role’ will be at the beginning of the 
user list and sorted by the Name (last name) in ascending alphabetical order within the 
Name (Entity-ID).  

2. All accounts with ‘No Role’ under a Multi-org Name (Entity-ID) will be sorted by the 
Name (last name) in ascending alphabetical order.  

3. Assigned Roles (#) (if there is still ‘No Role’ assigned at one of the Related 
Organizations) then sorted by the Name (last name) in ascending alphabetical order.  
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4. Assigned Roles (#) or the individual application roles are sorted by the Name (last name) 
in ascending alphabetical order within the Name (Entity-ID). 
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USER CHANGE LOG 
The User Change Log at the bottom of the page displays all of the recent transactions performed by an 
Entity Administrator for the active Parent Entity or Related Organizations list of users in the User 
Management screen.    

The User Change Log is defaulted as closed upon entering the User Management interface. 

 

Click the ‘+’ to the left of the User Change Log i field to expand the log for details of the transactions. 
The User Change Log displays the most recent transactions in descending date order.  

Note: If you are the Entity Administrator on the Parent Entity and/or Related Organizations, you can 
see the transactions performed by any other assigned Entity Administrator.   

Use ‘Showing entries’ at the bottom left of this window to define number of transactions are displaying 
on screen now. Or use the ‘Search' box just below the Export to Excel button on right hand side of the 
‘User Change Log’ to refine the transaction(s) displayed on the screen. 

http://www.azed.gov/information-technology


ADE Quick Reference Guides 
Entity Admin Application 

Arizona Department of Education 
Information Technology Division 

Updated: 25-Apr-17 www.azed.gov/information-technology Page 12 of 12 
  

 

EXPORT TO EXCEL  

 

The green Export to Excel button at the top right of the User Change Log window will send the default 
screen or the filtered transactions to a spreadsheet for your manipulation or to save in Microsoft Excel. 
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