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High Cost Child and Unorganized Territories  
Quick Reference Guide  

Role Assignments 
Entity administrators at your PEA will need to assign roles for the ESS Vouchers 
Application in the ESS Portal of ADE Connect. To identify your entity administrator, 
click “Find Entity Administrator” on the ADEConnect home page. If you have further 
questions or are having difficulties, contact the ESS Program Management Unit at 
essprogmgmt@azed.gov or ADE Support at ADESupport@azed.gov. 

 

The necessary roles for the ESS Vouchers application in ADEConnect are as follows: 

• High Cost Child will need the role of ESS High Cost: PEA User 
• Unorganized Territory will need the role of ESS Unorganized Territory: 

Entity User 

Please be sure your entity administrator assigns you the correct role for your entity.  
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If you have any questions regarding the application process, please contact essprogpmgmt@azed.gov. 

 

Submitting a High Cost Child Claim 
Enter the ESS Vouchers application under your PEA’s name.  

Begin a New Application 

 

1. Hover over the High Cost/Unorganized Menu 
2. Select New Application 
3. Enter the State Student Identification Number, click Search 

 

The following information will be presented to you. 
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If you have any questions regarding the application process, please contact essprogpmgmt@azed.gov. 

 

Submit Student Data 

 

From this page, you will enter the Effective Date of the student’s IEP, the requested 
claim amount, and date range of claim. 

At least two files are required for the submission of your application, the student’s 
IEP and an invoice. You may also submit a narrative to describe the reason for 
applying for High Cost Child funds. 

Dates may be entered by typing MM/DD/YYYY format or using the calendar in the 
application.  
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If you have any questions regarding the application process, please contact essprogpmgmt@azed.gov. 

 

Select and Upload Files 

 

You will need to use the CTRL or SHIFT key to select the files you intend to upload 
into the system. 

Indicate what types of files have been chosen. 

Note: An IEP and at least one invoice must be submitted. 
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If you have any questions regarding the application process, please contact essprogpmgmt@azed.gov. 

 

Check the box to submit your signature and confirm in the pop-up dialog box.  

 

Submit for approval. 
If there are any validation errors, you will see an error such as: 

 

If the submission is successful, you’ll be brought to a page to show your 
application with status information. Scroll left to right to read all columns. 
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If you have any questions regarding the application process, please contact essprogpmgmt@azed.gov. 

 

Submitting an Unorganized Territories Claim 
Enter the ESS Vouchers application under your PEA’s name.  

Begin a New Application 

 

1. Hover over the High Cost/Unorganized Menu 
2. Select New Application 
3. Enter the State Student Identification Number, click Search 

 

The following information will be presented to you. 
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If you have any questions regarding the application process, please contact essprogpmgmt@azed.gov. 

 

Submit Student Data 

 

From this page, you will enter the Effective Date of the student’s IEP, the requested 
claim amount, and date range of claim. 

At least two files are required for the submission of your application, the student’s 
IEP and an invoice. 

Dates may be entered by typing MM/DD/YYYY format or using the calendar in the 
application.  
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If you have any questions regarding the application process, please contact essprogpmgmt@azed.gov. 

 

Select and Upload Files 

 

You will need to use the CTRL or SHIFT key to select the files you intend to upload 
into the system. 

Indicate what types of files have been chosen. 

Note: An IEP and at least one invoice must be submitted. 
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If you have any questions regarding the application process, please contact essprogpmgmt@azed.gov. 

 

 

Check the box to submit your signature and confirm in the pop-up dialog box.  

 

Submit for approval. 
If there are any validation errors, you will see an error such as: 

 

If the submission is successful, you’ll be brought to a page to show your 
application with status information. Scroll left to right to read all columns. 
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