
   
 

   
 

ADEConnect Quick Guide: 
How to Add a New ADEConnect User 

 Navigate to the ADEConnect home page, and in the top bar, choose "User 
Management" to add a new user. 

 

 Make sure the Education Organization selected on top of the "Add User" page matches 
the organization you are adding a user to.   

 

 

 

 

 

 In this example, choosing the Chinle Unified District allows us to add 
users assigned to the Chinle Unified District or organizations linked to it.  

o Click “Change” to switch the parent level Education Organization if it is not the 
one where you want to add a new user. 

 

 

 

 

 

 



   
 

   
 

 Step 1 – Search  
o Before adding a new user, check to make sure they are not already in the system 

using Search.  
o If the user you search for appears in a returned list, select the user's name. The 

next screen will ask you to add an email address. 

 

o If the search does not return any matches, click “Continue to add as new user.”  

 

 

 

 

 

 

 

 

 

 

 
 
 



   
 

   
 

 Step 2 - Enter more user details, including an email address. 
o If the entered email matches the one found in the Add User Search, the system 

will record any modifications under the existing EdOrgs assigned to the user. 
o If the entered email is different (for example, if the user had an account with a 

different EdOrg and is now a new employee at your EdOrg), the system will 
generate a new user for this employee with the new email address. Any changes 
to EdOrgs or Roles will be applied to the selected EdOrg. 
 

o Remember: How a user logs into ADEConnect depends on an organization's 
policy.  
 Some organizations require users to log int through their Student 

Information System (SIS), while others permit direct login to ADEConnect. 
 Choose the option that suits your organization’s requirements and then click “Next.” 

 

 Step 3 – Choose the Education Organizations you want to link to the new user, then click 
“Next.” 

o Keep in mind that these entities can belong to Chinle Unified District or 
organizations linked to Chinle Unified District.  

 

 



   
 

   
 

 Step 4 - Assign ADEConnect roles for the new user by selecting the role(s) you want to 
assign and click “Next.”  

o You can search for an ADEConnect role using a search field 

 
o or if you know where to find the roles you want, go directly to them. 

  

 

o Note: Some roles require a Secondary Approver from ADE before the User has 
access under the role. Roles that have this requirement show in the list with 
“Yes” in the Secondary Approver column.  

 

 

 



   
 

   
 

 Any roles that are still pending approval will be visible under the user in 
the “User Profile Page” once the user’s account has been fully created. 

 

 
 
 
 
 

 Step 5- Assign ADEConnect roles to the previously selected Education Organizations 
under Education Organizations dropdown. Add an Education Organization or multiple to 
the role and click “Save” 

 

 Verifying email address: 
o If the user you added connects directly to the ADEConnect site (as identified in 

step 2), they will receive an e-mail requesting that they set up a password and 
verify their e-mail address.  

o If the user connects to ADEConnect through their Student Information System 
(as identified in step 2), they’ll just need to verify their e-mail address.  

 



   
 

   
 

 Once the new user has verified their account, they’ll receive a welcome email. They will 
be able to access their ADEConnect account in 10 to 15 minutes after they receive the 
welcome email.  

 

 


