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INTRODUCTION 
The Educational Monitoring Assistance and Compliance (EMAC) application supports monitoring or 
educational programs as required by state and federal programs. The authority for this enforcement can 
come from legal statutes, requirements for accepting funding, or through alternative agreements.  

ACCESSING EMAC 

1. Go to ADEConnect website.  

 

 

2. On the Applications page, scroll to your education organization’s list of applications. If EMAC is 
not listed, review Appendix - EMAC Access. 

 

Note: The Applications page displays your current district and school monitoring assignments.  

EMAC ADMINISTRATOR ACCESS 
Administrator access in EMAC is necessary for assigning program monitoring tasks. It is possible for an 
individual to have both EMAC Administrator and EMAC User Access. To gain Administrator access, 
review Appendix - EMAC Access. 

EMAC USER ACCESS 
User access in EMAC is necessary for completing program monitoring tasks. It is possible for an 
individual to have both EMAC Administrator and EMAC User Access. To gain User Access contact your 
EMAC Administrator. Review Appendix - EMAC Access for more information. 

NAVIGATING EMAC 

 

The EMAC icon on the left corner will return the screen back to the home page or Dashboard.   

https://adeconnect.azed.gov/
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The blue banner on the top allows you to assign monitoring cycles, view open and pending items, read 
communication from ADE, find old monitoring files, and access EMAC support.  

The Dashboard on the home screen allows users to navigate quickly to recent communications and data 
collection tasks assigned to the organization or individual user.  

HOME 
Select the desired dashboard view from the Home menu.  

 

 

ORGANIZATION DASHBOARD 
The Organization Dashboard displays all program monitoring for the organization. Click the toggle to 
Include Assigned Cycles for the organization. Select the Fiscal Year to change between the current 
year and the previous year.  

 

Program monitoring may be selected at either the school level or district level. This distinction is relevant 
when assigning the program to staff.  

MY DASHBOARD 
When logging into the EMAC application as an administrator or user, the first page to appear is the 
dashboard page. This page categorizes the ongoing monitoring activities by status for the organization 
and assigned tasks for users as well as ongoing communications regarding monitoring tasks.  
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DASHBOARD: ALERTS 

Alerts provide a reminder to the user regarding recent task activities and communications.  

 

DASHBOARD: PROGRAMS 
This view displays programs assigned to a User in My Programs. Click on the fiscal year to see eligible 
programs. In Organization Programs, all programs assigned to the organization are listed by fiscal year.  
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DASHBOARD: TASK COUNTS 
This section of the dashboard displays a snapshot look at all the current tasks assigned to the LEA 
categorized by the task type and status. Select the number to the right of the status to view a list of these 
tasks.  
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DASHBOARD: MY RECENT ACTIVITY 
The items that you have opened or modified in the 7, 15, or 30 days will appear on this list. Each item on 
the list is a link to open the item.  

 

DASHBOARD: UPCOMING TASKS 
Pending tasks that will be due appear in upcoming tasks with the date the task was assigned to the LEA. 
Choose a display for My Tasks or EdOrg Tasks for upcoming tasks for the organization.  
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DASHBOARD: TASK COMMUNICATIONS 
The last 7 days of task communications will appear on this list if you are assigned a program monitoring 
task. Each item on the list is a link to open the communication item.  

 

DASHBOARD: RECENT ADE COMMUNICATIONS 
The last 7 days of ADE Communications will appear on this list. Each item on the list is a link to open the 
communication item.  

 

ASSIGN PROGRAM CYCLE 
The EMAC Administrator may select Assign Monitoring Cycle from the Home menu.  
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On the Organization User Assignment page, select the Fiscal Year, Organization, Monitoring 
Program, and Cycle for the user assignment, and then click Search.  

 

If the desired monitoring program is not listed, check if the monitoring program is district-level or school-
level. For district-level monitoring programs, choose the district from the Organization List. For school-
level or site-level monitoring programs, choose the individual school from the Organization List. 

If no staff options appear in the drop-down list, the EMAC Administrator will need to assign LEA User 
roles. Review Appendix - EMAC Access to create LEA User roles.  

MONITORING PROGRAMS 
Program monitoring consists of:  

1. Assigning the task to an EMAC User 
2. Completing the Data Collection task(s) in EMAC and Submitting the task(s) to ADE 
3. Revising returned tasks, as applicable  
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ASSIGNING A MONITORING TASK 
Only EMAC Administrators for the organization can assign monitoring tasks. Contact the EMAC 
administrator to assign tasks. For assistance finding the EMAC administrator, review Appendix - EMAC 
Access. For assistance in assigning a task, review Appendix - Assign a Monitoring Cycle. 

Only EMAC Users will be able to access monitoring tasks. It is possible for one individual to hold both 
EMAC Administrator and EMAC User roles.  

DATA COLLECTION TASKS 
EMAC Users will open the assigned monitoring task(s) from the Dashboard.  

 

Items with a status of Not Started, In Progress, or Action Required will all need attention from the 
EMAC User. Tasks with the status of Completed are either pending ADE review or approved by ADE. To 
open the task details, click on the  icon in Actions.   

 

The following message displays if the action item is not assigned to the user trying to access it.  
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If you are the appropriate EMAC User, contact the EMAC Administrator to have the task assigned. 
Review Appendix - EMAC Access to find your EMAC Administrator or Appendix - Assign a Monitoring 
Cycle if you are the EMAC Administrator.  

 

 

The task begins with the name of the task. On the right, the task displays Staff Assigned starting with 
internal ADE staff assigned to the monitoring task followed by the organization’s assigned staff.  

The Purpose of the task explains why the task has been assigned to the organization and any 
instructions for completing the task.  

The Tab Bar defaults to the submission tab. In the Submission tab, the task displays any required online 
forms, evidence documents and space for the LEA to upload documents.  

Other tabs include: 

Resources:   

The Resource tab will show any additional guidance, templates, or regulations for the task.  
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Communication:  

The Communication tab provides an opportunity for the EMAC User and ADE staff member 
assigned to communicate directly in EMAC.  

Note: Communication in EMAC becomes part of the EMAC monitoring record.  

 

Related Tasks: 

Other tasks associated with the monitoring cycle display in related tasks. Check related tasks to 
ensure all items in a monitoring cycle are completed.  

History:  

The History tab provides a tracking record of the task, when it was assigned, opened, started, 
completed, and submitted by the LEA and reviewed, accepted, or returned by ADE staff.  

 

Finally, at the very bottom of the task is the button to Submit for Review. This button sends the task to 
the assigned staff member at ADE. If an online form has not been marked Complete, the Submit for 
Review button will give an error message.  

 

ONLINE FORMS 
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Many tasks will include an online form to be completed. Click on the status on the right (Not Started, In 
Progress, or Completed) to open the task.  

 

 

 

The online task will have instructions and items to complete. When the form is filled out, select the 
Complete button on the bottom of the form. The form may be saved for more time or downloaded for 
reference.  
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The status for the online form will change to Completed after the complete button has been selected. The 
form can still be opened by selecting the status.  

UPLOADING DOCUMENTS 
In the Submission Tab, find the Evidence Documents Uploaded section.  

1. Select the file to upload 
2. Click the Upload button to attach the file.  

a. Note: EMAC only accepts files saved as PDF, Microsoft Word, Microsoft Excel, GIF, JPG, 
PNG files. Maximum allowed file size is 10MB. 

b. The file will appear in the Evidence Documents Uploaded Section if the upload was 
successful.  

3. Click the Submit for Review button.  

 

 

The following shows a successful document upload: 
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TROUBLESHOOTING  

Returned Submissions – Action Required 

Data Collection tasks that have been returned by ADE for revision or correction appear on the dashboard 
as Action Required. Click on Action Required to access the task.  

 

Open the task using the  Action icon as usual.  

 

 

The action required to amend the task can be found in the Action Required section just above the 
Submit for Review button.  

 

Who to Contact? - ADE Assigned Staff 

For information about a data collection task or monitoring cycle, contact the program area or the staff 
member assigned. This information can be found in the Support – Contact Us option or within the task at 
the top of the open data collection task.  
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The task begins with the name of the task. On the right, the task displays Staff Assigned starting with 
internal ADE staff assigned to the monitoring task followed by the organization’s assigned staff.  

 

Error Message: “You are not authorized to access the Data Submission.” 

The following message displays if the action item is not assigned to the user trying to access it.  

 

If you are the appropriate EMAC User, contact the EMAC Administrator to have the task assigned. 
Review Appendix - EMAC Access to find your EMAC Administrator or Appendix - Assign a Monitoring 
Cycle if you are the EMAC Administrator. 

TASK(S) SCHEDULE 
The Task(s) Schedule will show the tasks assigned to the organization at the district level, school level, 
tasks assigned to the user, and a calendar format. 

 

ORGANIZATION SCHEDULE 
To view all tasks assigned to the organization at the district-level, the data range may be kept blank. The 
data range will search for monitoring tasks by the assignment date, not the due date. The EMAC 
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Administrator or User may search for Not Started tasks, tasks still In Progress, tasks with Action 
Required, or search for a particular program.  

 

MY SCHEDULE 
The EMAC User may also search for the status of items assigned to themselves. To view all tasks 
assigned to the organization, the data range may be kept blank. The data range will search for monitoring 
tasks by the assignment date, not the due date.  

SCHOOL SCHEDULE 
The School Schedule view only shows program monitoring tasks assigned at the school level instead of 
district level tasks.  To view all tasks assigned to the organization, the data range may be kept blank. The 
data range will search for monitoring tasks by the assignment date, not the due date.  

CALENDAR 

The Calendar view shows tasks in a calendar format.  Clicking on the task will open the item.  
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COMMUNICATION 
Use the Communication tab to find communication from ADE about program monitoring.  

 

DOCUMENT ARCHIVE 
The document archive is comprised of 2 sections: the EMAC Document Archive for EMAC documents 
and tasks from about 2020 to present and the ALEAT File Cabinet to find tasks and documents prior to 
2020.  

 

SUPPORT 

The Support tab allows users to contact the program areas directly with the Contact Us option.  
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The Help option brings up some frequently asked questions and some EMAC videos.  
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APPENDIX – EMAC ACCESS 

How do I get access to EMAC for program monitoring?  

 
1. Open ADEConnect from the ADE website www.azed.gov.  

 

 

 
2. Contact your Entity Administrator for EMAC to request access or use the Help 

option to Find an Administrator.  

 

 

 

 

 

 

 

 

 

http://www.azed.gov/
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APPENDIX – ASSIGN A MONITORING CYCLE 

How do I assign a monitoring program cycle to a user?  

 

1. Go to ADEConnect website.  

 

 

 

2. On the Applications page, scroll to your education organization’s list of applications. If EMAC is 
not listed, review How to Get Access to EMAC. 

 

Note: The Applications page displays your current district and school monitoring assignments.  

 

3. On the EMAC admin dashboard page, in the top right menu bar, click Home and Assign 
Monitoring Cycle. 

 

 

 

https://adeconnect.azed.gov/
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4. On the Organization User Assignment page, select the Fiscal Year, Organization, Monitoring 
Program, and Cycle for your user assignment, and then click Search. 

 

 

 
Note: If the desired monitoring program is not listed, check if the monitoring program is district-level or 
school-level. For district-level monitoring programs, choose the district from the Organization List. For 
school-level or site-level monitoring programs, choose the individual school from the Organization List.  
 

5. Click the Users tab to see the list of EMAC users in your organization.  
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6. Back on the Assignment tab, click the down arrow beside the Add button. 

 

7. Select a user from the list and click the Add button to add the user. 
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NOTE: When you assign a user to a monitoring program cycle, their name appears in the assignment 
task. 
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