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Welcome

All 21st CCLC state level programmatic required reporting documents will be submitted in Educational
Monitoring, Assistance & Compliance System (EMAC). EMAC is an application in the ADE Connect
system.

218t CCLC EMAC resources are available on the 21st CCLC EMAC web page to assist 215t CCLC site
leaders in accessing and using EMAC. The trainings, technical assistance, and resource documents will
include the necessary tools, directions, and steps to assist sites in navigating the EMAC system.
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https://www.azed.gov/21stcclc/required-reporting

EMAC Reminders & Best Practice Tips

IT suggests the use of Chrome as your browser. Chrome is more compatible than other browsers
with the EMAC application.

EMAC logo on the top left easily takes you back to your Dashboard.

For the Online Forms and Communication notes, type your responses in a separate document and
then copy and paste them into the comment fields of the form. This will save your data if the page
times out or freezes. To paste comments/responses in EMAC press Ctrl + V at the same time. This
will paste the text in plain text, without formatting. You will have the ability to format your comment
within EMAC.

Foruploading documents, EMAC will only accept PDF, Microsoft Word, Microsoft Excel, GIF,
JPEG, or PI\K3 files, lessthan 10 MB in size in a single upload.

For uploading required evidence documentation, please note that this is a two-step process prior
to submission: 1. “Select Files" AND 2. “Upload".

If the application freezes or pauses when yougoto "Submit for Review" a task, refresh your
browser window or tab. This should fix it.

You should see "Success" flash at the top-right of your screen when you click "Complete" or "Submit
for Review" to confirm that your entry was accepted by the system.

Dashboard Alerts (bell on top right of Dashboard) provide a reminder to the user regarding recent
task activities and communications.

EMAC Access and Assignment

Section 1: Verify Access in ADEConnect and EMAC

1.

2.

Verify you have ADEConnect access. If you currently access GME, AzEDS portal or Assessment portal
as applications then you have access.

If you do not have ADEConnect access, contact your Entity Administrator to grant you access to
ADEConnect. To find your entity Administrator: go to www.azed.gov.

)\ ARIZONA DEPARTMENT OF

 EDUCATION

Parents Educators Administrators Programs Support About ADEI ADEConnect > Q

ADEConnect

Help
Contact ADE Support Support Ticket
Arizona Department of Education Need to open a support ticket or view status of existing tickets. Use our
1535 West Jefferson Street Help Desk to open new tickets or view existing tickets for status and
Phoenix, AZ 85007 resolution.
Find an Administrator Frequently asked questions

Looking for an administrator that can assist you with your ADEConnect You have questions. We have answers.
access. Locate the contact information of an ADEConnect administrator
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3. Once you have ADEConnect access, then you will need to confirm you have EMAC access. Open
ADEConnect and click on Applications, if EMAC is not on the list, you will contact your EMAC entity
administrator to grant you access to EMAC.

¥ ADEConnect

Applications

[Hide All]
Arizona Department of Education (79275) [-]

21st CCLC APR

[

&

ADE Motor Pool Reservation System

&

ADE Professional Learning and Development (APLD)

AZDash

[

AZEDS Identity

[

AZEDS Portal

AZEDS Portal UAT

)

[

Education Organization System

Grants Management

&

b+ I+ T - T T - S+ I S + S S +
[ [

&

IT Change Management

Section 2: Granting a user access to EMAC
This can only be done by an EMAC Entity Administrator; entity administrators can be found by following the
steps in the prior section.
1. Go to Arizona Department of Education | (azed.gov).
2. Select ADEConnect Menu
3. Select User Management option to setup user access to EMAC

[Connect Home Applications User Management ~ Admin ~ Reports Help Feedback Acc

ADEConnect

Your connection to all ADE applications

-

ncements available

Applications My Profile User Management Help
Access and use ADE applications. Manage your profile. Manage users in your education organization. Find help regarding the portal
R T bepsbas

4. Select Help — Frequently Asked Questions if you need assistance in granting EMAC access to a user
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Section 3: Assigning a user to an EMAC Monitoring program
1. Go to Arizona Department of Education | (azed.gov).
2. Select ADEConnect Menu
3. Select Applications

Applications

Access and use ADE applications.

4. Select EMAC
5. Select Home — in the blue menu bar, then select Assign Monitoring Cycle

EMAC o
e P Ha b 0 Organization Dashboard
(C4h2‘cl;12t§ler Unified District #80 Monitoring Program Cycle Assignment by Organization E e el Ol I

Monitaring Programs mm

6. On the Organization User Assignment page, select the Fiscal Year, Organization (must be the school
level not district level), Monitoring Program and Cycle for assignment.

a» Organization User Assignment

0 Select the Fisczl Year, Organization, Manitoring Program and Cyele you would like your users to access, then selact the Search button. Learn more.

Fiscal Year 2024

Organization must be at the
& aas Surprise Elementary School(5131) D “| School level not the District Level

Nighatoring Pecgeam 21st CCLC State Level Programmatic Reporting

Cycle FY24

Select the user to add to the monitoring program cycle selected above. -

7. On the Assignment tab, select the arrow next to the add button. Select the user from the dropdown list
you wish to assign and then select the Add Button.
8. Once the username appears on the EMAC user list below the add user button, assignment is complete.
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EMAC Administrator Resources
Section 1: EMAC User List

Organization User Assignment page, select User tab to view a list of available EMAC users for your
organization.

& Organization User Assignment

@ Sciect the Fiscal Vasr, Srganization. Menitoring Srogram Snd Cycle you waUld Hce your USers 10 SCo6ss, then SelSct the Search button Learn mere.

Home ~  Task(s) Schedule ~ Communications - Document Archive - Repol

) — ~
ou are currently Impersonating the user Ashley Longoria (sshie;. Click here to end the [] Organization Dashboard

© My Dashboard

& Assign Monitering Cycle

Dysart Unified District (4243) Monitoring Program Cycle Assignment by Organization
Monitoring Programs: Qs
e Er—
o Assurance of Comperabiliy £l Mirage Elementary School (5129} 21stCCLC 215t CCLE State Level Programmatic Reporting P23 w3
© Early Childhood Quality Improvement Practices (ECQUIP) Surprise Elementary School (5131) s CCIC 215t CCLC State Level Programmatic Reporting 23 2023
Process Fy24

o £SEA Programmatic Monitoring Kingswood Elementary Schoal (5132) 21stCCLC 215t CCLE Sate Level Programmatic Reporting Fiz2 203
* FY 24Equitable Senvice Monttering Thompson Ranch Elementary (84684) 215t CCIC 215t CCLC State Level Programmaic Reporting 23 3
o Neglected or Delinquent October Count
o Safe Return to In-Person Leaming Plans Riverview School (89821) 2secle 215t CCLC State Level Programmatic Regorting P23 2023

Section 3: EMAC User Roles Available

Role Name Description

EMAC LEA User EMAC user Level. Access to the EMAC Portal to view and provide monitoring
program submissions for district level tasks.

Additional permissions below based on monitoring program settings:

*  View school level tasks

. Perform submissions for school level tasks

. Approve school submissions

EMAC LEA User Read For audit purposes- district read only view to monitoring program
tasks. This role will not be able to update forms or submit

Only

documentation.

EMAC School User School user Level. Access to the EMAC Portal to provide monitoring
program submissions for the school.

EMAC School User For audit purposes- school read only view to monitoring program
Read Only cycle tasks. This role will not be able to update forms or submit
documentation.

Each Entity will have an EMAC admin role. Assign EMAC roles by
_ monitoring program and cycle. District Administrators can assign
EMAC Administrator

district and school users to the monitoring program cycle.
This is a separate role from the ADEConnect Entity Administrator.
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EMAC: Completing Data Collection Tasks

Section 1: Accessing a Data Collection Task
1. Log-in to ADE Connect and access the EMAC application from the list.
2. Once you open EMAC, it will open to your Dashboard.

LEA Users (steps 3 & 4)

Unified District
Dashboard Task Count(s)
My Monitoring Programs Organization Monitoring Programs l —
All Programs \ ‘ Res ‘ (R
Fiscal Year : 2023-2024
& My Tasks
nsite Visits ©  Overdue (0]
BB Organization Tasks
Fiscal Year : 2022-2023 Not Started @  Onsite Visits [0}
Overdue [0]
‘D My Recent Activity 7 Days R Upcoming Tasks My Tasks

3. (LEA Users) Click on Task(s) Schedule/School Schedule from the menu located on the top of your
Dashboard.

Dashboarc  Task(s) Schedule ¥ ' Communications ¥ Document Archive ¥ Reports Support ~ ﬂ e

| BB Organization Schedule -
& My Schedule

3 School Schedule

1 @ Calendar

4. (LEA Users) This will open the "School Schedule Task" page where you can search for Tasks by
school and/or Monitoring Program. Enter the school’'s name, not the district. Choose the Monitoring
Program either "21st CCLC State Level Programmatic Reporting” or “21st CCLC Site Compliance
Visit”.

@ School Schedule Tasks

Fiscal Year 2023 v
School

Monitoring Program 21st CCLC State Level Programmatic Reporting &

Status Al

Date Range month/day/year month/day/year
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School Users (steps 3 & 4)

Dashboard ~ Task(s) Schedule ~ Communication

Elementary School (5131) Dashboard Task Count(s)

S e o e =

All Programs

Fiscal Year
2 My Tasks

©  Onsite Visits o
« 215t CCLC State Level Programmtic Reporting o
[asks
Fiscal Year : 2022-2023 ©  onsite Visits Q
o
*D My Recent Activity M Upcoming Tasks

3. (School Users) If you have Not Started a Data Collection Task, click on the “Not Started” task status link or
choose a Task from your Upcoming Task List.

Dashboard Task Count(s)

All Programs v
& My Tasks
Onsite Visits (0]

@ Organization Tasks

(1

7 Days M Upcoming Tasks

4. (School Users) If you have started a Data Collection Task and need to complete it, click on the “In
Progress” task status link.

LEA & School Users (Steps 5-8)

5. Locate the Task, you want to complete. Click the blue "pencilin the box" in the "Actions" column.
This will open the Task in a new window/tab.

Program Area 1 Menitoring Pro. ‘. C.. ? Task Name Task Type Onsite.. Y  StartDate 1 End Date Status Staff Assig Actions

21st CCLC State Level 215t CCLC Program At-A-Glance (PAG) o
21st CCLC FY23 Data Collection [ No ] 07/01/2022 09/02/2022 [ Completed ] cia Sullivan
Programmatic Reporting Upload ol

6. After you have opened a Data Collection Task, you will see all the sitedetails needed to complete this task.
The Data Collection Task page will detail what the site is required to complete. Each Data Collection
Task will have the same format but may have different evidence submission requirements.
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7. Inthe "Purpose™ section below the Task details, you will see the Task Purpose and the "To Do" list.

e PR Staff Assigned
Program Area o Cyde Fiscal Year
21st CCLC State Level .
21st CCLC 2023 Name E-Mail Internal  Type

Programmatic Reporting

o o g

Assigned On: 3/7/2023 Last Modified On: 6/13/2023 7:01:41 PM
IsOnsite Visit: @ Start Date: 3/7/2023

Data Collection Method: Desktop Review End Date: 6/16/2023

Purpose

All Arizona 215t CCLC grantees must submit an annual Site Evaluation Report which assesses their own compliance with grant requirements and the strength of their programs” impact on their own 215t CCLC grant objectives,
The 215t CCLC Site Evaluation Report must be submitted to your ADE 21st CCLC Program Specialist in a timely and accurate manner.
To Do:
1) Complete the 2 Online Forms:
A -21st CCLC Program Site Evaluation - Self-Assessment Compliance Worksheet

B - 21st CCLC Program Site Evaluation - Objectives & Continuous Improvement Worksheet

2) Click "Submit for Review" °

8. Below the "Purpose" section of this page, you will find five tabs: Submission, Resource,

7/1/2024

Communication, Related Tasks, and History.

Submission Resource Communication Related Tazks History

Online Forms

Not Available

Evidence Documents

* Submission: This tab will have alink to complete the required Online Form and space
to upload any Evidence documents requested.

* Resource: This tab will include resources to assist you with completing this task.

 Communication: This tab will be the record of communication betweenyou and your
assigned 215t CCLC Program Specialist regarding submissions, feedback, or questions
for each Task.

* Related Tasks: This tab will include links to other Tasks in your assigned Monitoring
Program. You can access the other Data Collection Tasks and see the status of eachin
this tab.

* History: This tab will include a record of changes made to this task.
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Section 2: Completing a Data Collection Task

Note: To complete a Data Collection Task, please be sure to complete all applicable forms and evidence
uploads required for that specific task.

If completion of an Online Form is required of the Task, please complete the following steps:
1. Review the details of the Data Collection Task.

2. Ifthereis an Online Formto complete, it will be titled, and show "Not Started” in red off to the right-side.
To access the Online Form and complete it, click on "Not Started" (it is hyperlinked) and it will open the
form to be completed.

Online Forms

Y23 Substantial Compliance Asseszment-Intema)

Evidence Documents
Not Available
Evidence Documents Uploaded

Not Available

Select files...

| Upload |

If evidence is required of the Task, upload the necessary documents. This is a TWO-STEP process prior to
submission: 1. "Select Files" AND 2."Upload".

1. Under "Evidence Documents Uploaded", click on "Select Files". This will allow you to attach your file(s).

Evidence Documents Uploaded

Mot Available

Select files...
rosoft Word, Microsoft Excel. PPT, GIF, JPG, PNG files. Maximum al 2 10ME.

2. After attaching your file(s), be sure to click "Upload" to fully upload your files.

3. Once the Online Form is complete (if required) AND any Evidence has been successfully
uploaded (if required), press "Submit for Review"; this can be found at the bottom of your
Data Collection task.
*NOTE: If you "Submit for Review" your Task and forgot to press "Upload" for your Required Evidence, it will lock your side of
the portal for this Task. No changes can be made by you unless your assigned 215t CCLC Program Specialist returns your

submission and changes the status to "Action Required". You will need to contact your assigned 21st CCLC Program Specialist
to have them return the Task to you.
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4. Once you click the blue “Submit for Review” button, you will see a green "Success" box
flash in the upper right-hand side of your screen. The Status at the top of your Data
Collection Task page will also have a green "Completed" label on the left-side.

ar Communications ¥ Document Archive Support ¥

o

Success

5. The Data Collection Task has been officially submitted. This Task is now in the queue for your 21st
CCLC Program Specialist to Review.

» Ifyour21st CCLC Program Specialist accepts the submission, the Data Collection Task will remain in
your "Completed" status category.

* Ifyour 21st CCLC Program Specialist is not able to accept the submission, the Data Collection
Tasks will be returned to you. It will change the status of the Tasks to "Action Required". Go to
Section 3 of this document to find out how to resubmit a Data Collection Task.

Section 3: Resubmitting an "Action Required” Data Collection Task

If your 21st CCLC Program Specialist has identified necessary revisions in a submitted Data
Collection Task, your specialist will return it in the system and will now be seen as "Action
Required" on your dashboard.

Traditional School . Dashboard Task Count(s)

My Monitoring Programs. Organization Menitoring Programs l
All Programs M AN
Fiscal Year : 2023-2024
& My Tasks
Not Started € InProgress ©
|Act\on Required [1]) Completed (4]
Onsite Visits Overdue [12]
Fiscal Year : 2022-2023 @B Organization Tasks
Not Started €@  InProgress ©
Action Required @  Completed (4]
Onsite Visits (3] Overdue [12]

1. Click on the number next to “Action Required” status label.

2. Click the blue "pencil in the box" in the "Actions" column. This will open the Task in a
new window/tab.

program Area Y MonitoringPr.. t Y C 1t Y TaskName Y TaskType Y  Onsit. Y  StartDate T  EndDate Status Y  staffAssi. Y | Actions

21st CCLC State Level B N [ 1
21st CCLC FY22 21st CCLC Site Evaluation Report Data Collection [ o ] 03/07/2023 08/31/2023 Action Required ricia Sullivan ‘ 4 ‘
Programmatic Reporting
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3. Review verbiage next to "Action Required" to identify the reason the Task was returned to
you by your 21st CCLC Program Specialist.

Online Forms

= A - 21st CCLC Program Site Evaluation - Self-Assessment Compliance Warksheet Completed @

B B - 21st CCLC Program Site Evaluation - Objectives & Continuous Improvement Worksheet Completed @
Evidence Documents

Not Available

Evidence Documents Uploaded

Not Available
Select files...
— You can only upload PDF, Microsoft Word, Microsoft Excel, PPT, GIF, JPG, PNG files. Maximum allowed file size is 10MB.
‘ Upload ‘
Action Required: Returned to LEA to add AZELLA results in August once the data is received.

Submit for Review

4. To remove an uploaded document that was incorrect click the "trash can" located to the
right of that document. If you do not delete the old file, be sure to change the name of the new
file so it is clear which file is most recent.

5. Torevise an Online Form, click on the word "Completed" located to the right of that Online
Form.

Online Forms
=] A - 215t CCLC Program Site Evaluation - Self-Assessment Compliance Worksheet Completed @
B B - 21st CCLC Program Site Evaluation - Objectives & Continuous Improvement Worksheet Completed @

6. Once the Online Form is complete (if required) AND any Evidence has been successfully
uploaded (if required), press "Submit for Review"; this can be found at the bottom of
your Data Collection task.

7. Once you click the blue “Submit for Review” button, you will see a green "Success" box
flash in the upper right-hand side of your screen. The Status at the top of your Data Collection
Task page will also have a green "Completed" label on the left-side.

br  Communications ¥ Document Archive Support ~

0 Success

8. The Data Collection Task has been officially submitted. This Task is now in the queue for
your 21st CCLC Program Specialist to Review.
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Wrap Up & Review

21st CCLC Monitoring Program Data Collection Tasks are to be completed by their

specified deadlines. Please refer to the Required Reporting Calendar on the 21st CCLC
website.

Training recordings and resources are available on the 21st CCLC website, EMAC page.

Continue to check your dashboard once Tasks are submitted. Your 21st CCLC Program

Specialist may post a comment and/or your submission has been returned with the Task
status of "Action Required."

Contact your 21st CCLC Program Specialist with questions and/or concerns.
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