ADEConnect Quick Guide:

How to Edit a User

% To begin editing a User Profile, from the ADEConnect home page, in the top bar select
User Management and User List.

Home  Applications

Add User

Add/Remove ADEConnect Roles

Pending User Registrations

Global Search &@

+» On the User List page, make sure the parent level education organization you selected
on top is the correct one associated with the user profile you want to edit.

ent ¥ Application Role Approvals Admin ¥ Reports Help Feedback Account ~

Tucson Unified District (4403)

o In this example, we've selected Tucson Unified District, so this means we can
edit users that are assigned to Tucson Unified District or users that are assigned
to organizations associated with Tucson Unified District.

+« Search for the user whose profile you want to edit and click view details.
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« From the User Details page, you can edit the User Name, User Email address, or the
way a User Logs into ADEConnect,
o To edit a User’s name, click on “Edit User Details.”

Edit User Login

Edit User Details

Edit Email Address
Edit Education Organizations »

Edit ADEConnect Roles»

Remove User

o Once you have finished making changes, click “Save”

User Profile

User Details
K First Name Middle Name % Last Name
John Doex

Email Address
john.doe@test.com

. To]

o To edit a User’s email address, click on “Edit Email Address.”
» Update with the new e-mail address, confirm it, and click “Submit.”

Change Email Address

Current Email Address

john.doe@test.com

New Email Address

john.doex@test.com

Confirm Email Address

john.doex@test.com
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» To edit the way a user logs into ADEConnect, select “Edit User Login.”

Edit User Login

Edit User Details

Edit Email Address

Edit Education Organizations »
Edit ADEConnect Roles »

Remove User

o From here, you select if this user will login directly through ADEConnect or if
they will login through their Student Information System (SIS). Select the
change you wish to make and then click “Save.”

* Note: Not every SIS user has the ability to log in through their SIS so
ensure this is the correct choice by verifying with your LEA SIS Manager
prior to changing this option for a user.

Edit User login

How will John Doex login?

© Login through ADEConnect Login through Student Information System (SIS)
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o To add or remove education organizations associated with the user, click on “Edit
Education Organizations “

Edit Education Organizations »

Edit ADEConnect Roles »
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o To add an education organization, click on “Add Education Organizations”

Edit User Login

Edit User Details
Edit Email Address

Add Education Organizations Edit Education Organizations »

Remove Education Organizations EditADRConnectRoie)

Remove User

» On the edit education organizations page, check the organizations that
you want to add and click next

Education Organizations

ID CTDS Name
5728 100201435 Vesey Elementary School
5729 100201440 Frances J Warren Elementary School
5730 100201443 Wheeler Elementary School
5731 100201449 John E White Elementary School
5732
5733 100201461 John B Wright Elementary School
5734 100201467 Wrightstown Elementary - Closed
5735 100201502 Ida Flood Dodge Traditional Middle Magnet School
5736 100201503 Carson Middle School
5737 100201505 Doolen Middle School
5738 100201810 Ranth-Fickatt Math /Srianca Mannat Schanl
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o Optionally, you can add ADEConnect Roles for the user at this time.

User Information

Name Email Address
John Doex john.doe@test.com

Education Organizations

ADEConnect Roles

@ Select ADEConnect roles for the user. This is an optional step

Assign Status Al ¥
ADEConnect Role Y Secondary Approval ¥ ADEConnect Role Description
Teacher No Access to assigned student level details.
Principal No Access to school, teacher, and student level details.

» |f you choose to add ADEConnect roles, you are required to assign the
role to an Education Organization.

ADEConnect Roles

ADEConnect Roles - Assign to education organizations

@ Select education organizations for ADEConnect roles. This step is mandatory if ADEConnect roles are selected.

ADEConnect Roles Education Organizations
SchoolAdmin

W V Whitmore Elementary School (5732)
I .

» To save your changes to Education Organizations, click “Save”

ADEConnect Roles - Assign to education o
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o To disassociate a user with one or more education organizations, select
“‘Remove Education Organizations”

Edit User Login

Edit User Details

Edit Email Address

Add Education Organizations Edit Education Organizations »

Remove Education Organizations SMELES (e,

Remove User

= On the edit education organizations page, uncheck the organizations that
are no longer valid associations with the user and then click save

Name Email Address
John Doex john.doe@test.com

Education Organizations

1D CTDS Name
5678 100201218 Ford Elementary
100201455 W V Whitmore Elementary School

100201555 Alice Vail Middle School
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