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ADE Connect Roles

Voucher Role Assignments
LastUpdated 10/4/20

Entity Administrators at your district, charter, state placing agency, residential treatment center, or
institution will need to assign roles for the ES5 Vouchers application in ADEConnect. 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 Vouchers Unit at vouchersunit@azed gov.

ADEConnect

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

Residential Treatment Centers only need the role of ESS Vouchers: RTC User
Home School Districts only need the role of ESS Vouchers: HSD User

State Placing Agencies only need the role of ESS Vouchers: SPA User
Institutional/ ASDB only need the role of ESS Vouchers: Institutional User

Please be sure your entity administrater assigns you the correct role for your entity. You will receive an
error message if you have multiple roles or if you are assigned the wrong type of role.

Too many roles or the wrong type of role assigned will result in this error message:

This user is not authorized to access the system, at this time.
Please view the Voucher Role Assignments guide, then contact
the ESS Vouchers team if needed.

Once the role is assigned, allow ADEConnect up to 30 minutes to refresh, then you will be able to access
the application. Entity Administrator training videos are available online at

http://www azed gov/aelas/adeconnect/ then click “Entity Admin Training.”

Entity Administrators at your RTC will need to
assign roles for the ESS Vouchers application in
ADE Connect. You only need the role of ESS
Vouchers/RTC User.

ESS Vouchers webpage:
http://www.azed.gov/specialeducation/vouchers/

Direct link: Voucher Role Assignments



http://www.azed.gov/specialeducation/vouchers/
https://live-az-ade.pantheonsite.io/sites/default/files/2020/10/ESS%20Vouchers%20-%20Role%20Assignments.pdf

Determining the Home School District

The Flowchart for Determining the Home
School District can be found on the ESS
Vouchers webpage:

http://www.azed.gov/specialeducation/vou

chers/

START HERE

Direct link: Flowchart



http://www.azed.gov/specialeducation/vouchers/
https://live-az-ade.pantheonsite.io/sites/default/files/2020/10/Flowchart.pdf

Open the ESS Vouchers Application

* Locate ESS Vouchers in ADE Connect https://home.azed.gov/Portal/.
* Open ESS Portal and then the ESS Vouchers application.

Arizona Department of Education - 79275 &= @BAppl“caﬁon Portal

= ADE Motor Pool Reservation System Eiepional ahl e enoes

— Az DaS‘h Home 35 Portal - Events £S5 Portal - Dats Visuslization
= AZEDS Identity

- Welcome to the Exceptional Student Services Application Portal
= AZEDS Identity UAT S it

= AzZEDS Portal
= AzEDS Portal UAT
= EOS Portal
# ESS Portal
= Event Management System (EMS)
= HR Administration



https://home.azed.gov/Portal/

New Application

* To enter an Initial Education Voucher Application, select New Application from Manage Application(s)
in the drop-down menu.

\/ouchers and Claims
Exceptional Student S

Home Approved Student(s) Manage Application(s) ~  Reports~  Help~ Fiscal Year: |2021 v

— 7T

Continuing Application(s)

Awaiting My Approval

Search RTC Applications by SSID Ial Student Servic‘

All Applications

Manage Claims Vouchers | High Cost Child (

1

Please refer to the flowchart and FAQs to determine the Home School District
® Flowchart for Determining the Home School District

® FAQs Determining the Home School District




New Application

Select Initial Application and enter an SSID number.

Click on the green Search button.

The SSID database will return with pre-populated information.

If you do not have the SSID number, use the AzEDS ldentity application to identify the student:
AzEDS ldentity

Home Approved Student(s) Manage Application(s) ~ Reports - Help~ Fiscal Year: |2021 ¥| welcome

Submit New Application

N v L=l B nitial Education Voucher Application ﬂ

SSID: Get Enrollment History

For questions about Vouchers, High Cost Child Claims or Compensatory Services Claims, please cont:
free to contact us at vouchersunit@azed.gov. If you would like a follow-up, please be sure to include

Arizona Department of Education
Exceptional Student Services

1535 W. Jefferson St., Bin#24
Phoenix, Arizona 85007
Email: vouchersunit@azed.gov

Arizona's Official WebSite

© 2020 All rights reserved.



https://azedsidentity.azed.gov/AzEDSIdentities/Search

Active Enrollment

* If a student is still actively enrolled in another facility, the form will not populate and will return an
error message.

* If a student is actively enrolled at another RTC, contact that facility to have them exit the student one
day before entry at your facility.

Home Approved Student(s) Manage Application(s) ~ Reports~ Help~ Fiscal Year: |2021 ¥| welcome,

Submit New Application

Select Application:  Initial Education Voucher Application ﬂ

Student has active enrollment at the facility Youth Development Institute . Message when student has active enrollment

For questions about Vouchers, High Cost Child Claims or Compensatory Services Claims, please conta
free to contact us at vouchersunit@azed.gov. If you would like a follow-up, please be sure to include '

Arizona Department of Education
Exceptional Student Services

1535 W. Jefferson St., Bin#24
Phoenix, Arizona 85007
Email: vouchersunit@azed.gov

Arizona's Official WebSite

@ 2020 All rights reserved.




No Matching Students

* If the student details you provide do not match any students in the system, you will receive the

message below.
* If no matching students are found, please contact vouchersunit@azed.gov and they will generate a

SSID number if the student hasn’t attended a school in Arizona.

Home Approved Student(s) Manage Application(s) ~  Reports~  Help~ Fiscal Year: |2021 V| welcome

Submit New Application

Select Application:| Initial Education Voucher Application ﬂ

SsID: Get Enrollment History
‘ Student not found.



mailto:vouchersunit@azed.gov

New Application

e As the RTC user, you must complete the fields that have not been pre-populated. Note: Fields with an asterisk are
required fields. The application cannot be processed until all required fields have been completed.

* To determine the HSD please refer to the Flowchart. HSD information will auto-populate from AzEDS.

Submit New Application

Select Application:  Initial Education Vioucher Application ﬂ

SSID: Get Enrollment History

Student Details

SSID: Entry Date:*

DEntry Date Beyond 5 days

First Name:* Middle Name: Last Name:*®
Birth Date:* Grade:* - Select Grade - v

Last School

Attended:®

Parent Details

First Name:® Middle Name: Last Name:=
Parent Address:=  Unknown Phone:*
RTC Voucher Contact Details

Contact Name: ESS, RTC User Email: RTC_User@test.com Phone:*
RTC Education Contact Details



https://live-az-ade.pantheonsite.io/sites/default/files/2020/10/Flowchart.pdf
https://cms.azed.gov/home/GetDocumentFile?id=5d35d5c91dcb2507ecbf1015

FAQs

Q: What if | don’t know the parent information?

* A: The system requires parent information. It will allow you to put unknown for the address
and zeros for the phone number. This information is very important for the Home School

District. If you receive the information after the application has been submitted, either recall
and re-submit it or update it after the application is approved.

Q: What if | can’t figure out the HSD within the five-day window?

* A: Follow the flowchart to find the Home School District. For flowchart questions contact the

vouchersunit@azed.gov. If you need further enrolilment information, please contact ESS Data
Management ESSDataMgmt@azed.gov for assistance.



mailto:vouchersunit@azed.gov
mailto:ESSDataMgmt@azed.gov

Entry Date

For payment purposes, you must enter voucher applications within five days of student entry.

The five-day window will not allow you to input an entry date that is more than five days before the date
you enter. A.A.C. R7-2-404(B)(2)

For example, an application entered on 7/29/20, would not allow an entry date earlier than
7/24/20.

Submit New Application

Select Application:  Initial Education Voucher Application ﬂ
S51ID: Gat Enrollment History
Student Details
SSID: Entry Date:™
Clentry Date geve @ o
First Name: Middle Name: Last Name: Su Mo Tu We Th Fr Sa
Birth Date:* Grade:* - Select Grade - ﬂ
Last School
Attended:*
Parent Details 34 25 26 27
28 29
First Name:= Middle Name: Last Name:=
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Tips

All required fields are marked with a red * (asterisk). If you do not enter information, you will receive a
red error box around the missing field.

You can change some of the pre-populated information, including parent information.
Date fields are all drop-down calendars.
Telephone number fields require only numbers, no dashes (ex., 7774743282).

Using your Tab key will take you to the next field except for the HSD field; there you must place your
cursor in the Email field.

You cannot save a partially completed application.
Once all the fields are completed, select Submit for Approval or Cancel if you don’t want to proceed.

The application will time out at 60 minutes. Incomplete applications will not be saved.




Successful Entry

When an application is completed and entered into the database you will see:

* An application ID number at the top of the application.

* Approval History is at the bottom of the page.

Approval History
Showing 1 to 4 of 4 entries Search:
Modified Date Modified By Workflow Status Comments

Approved
Pending with HSD
N " wa' T Submitted for Approval

Pending with RTC

13




Confirmation

Once the Initial Education Voucher Application has been submitted, two emails will be generated.

One email will be sent to the RTC user to confirm that the Initial Education Voucher Application has
been initiated (your verification).

One email will be sent to the home school district (HSD) user requesting approval of the application.

14




Example Email to RTC

From: vouchersunit@azed. gov

To:

(]

Subject: ESS Vouchers: You have successfully initiated INITIAL EDUCATION VOUCHER APPLICATION request for for approval
Hello,

You have successfully initiated INITIAL EDUCATION VOUCHER APPLICATION request for BELEE®% SN for approval.

In accordance with ARS 15-1182 and ARS 15-1183, if the application is denied or a home school district fails to complete the requirements for a residential education voucher, the home
school district is responsible for payment of educational costs until the requirements are met.

Note: This is an automated email triggered by ESS Vouchers System.

This email sent to: RTC User@test.com:

15




Example Email to HSD

From: vouchersunit@azed.gov

To:

Cc

Subject: ESS Vouchers: New INITIAL EDUCATION VOUCHER APPLICATION request for = sent for your approval
Hello,

) New INITIAL EDUCATION VOUCHER APPLICATION request for U LFE® BN sent for your approval.

In accordance with ARS 15-1182 and ARS 13-1183, if the application is denied or a home school district fails to complete the requirements for a residential education voucher, the hon
school district is responsible for payment of educational costs until the requirements are met.

Note: This is an automated email triggered by ESS Vouchers System.

_This email sent to: HSD User(@test.com;

16




Manage Applications

View All Applications under Manage Applications.
Notice that there is a drop-down menu to select the fiscal year. The previous fiscal year is read-only.

Manage Application(s) ~ Reports ~ Help~ Fiscal Year: |2021 ¥| welcome,

New Application
Continuing Application(s)
Awaiting My Approval

S al Student Services Ed
pplications

Manage Claims Vouchers | High Cost Child Claims |

Home Approved Student(s)

Vouche

Please refer to the flowchart and FAQs to determine the Home School District (HSD).
® Fowchart for Determining the Home School District

® FAQs Determining the Home School District

17




Manage Applications

All Applications lists students for each HSD and SPA, as well as the status of every application.

You can view an application simply by clicking on the View button. Notice that you can also view applications

by page number.

All RTC Applications

Show 50V enties search: [
Application ID SSID Student Name Application Type Application Status SPA Name HSD Name Entry
( ) e
- Initial Education Voucher Application Pending with HSD DCS Southwest/Central Regions-PHOENDX Roosevelt Elementary District -
- - Initial Education Voucher Application Pending with HSD DCS Southwest/Central Regions-PHOENIX Florence Unified School District =
= Initial Education Voucher Application Pending with HSD DCS Pima Region-TUCSON Casa Grande Unien High Schocl District -
LB ! - Initial Education Voucher Application Pending with HSD DCS Pima Region-TUCSON Tucson Unified District =
Home School District Education Voucher Application ~ Pending with HSD DCS Southwest/Central Regions-PHOENDX Madison Elementary District
] - - Home Schoaol District Education Voucher Application Approved DCS Southwest/Central Regions-PHOENIX Washington Elementary School District
Home School District Education Voucher Application ~ Approved DCS Southwest/Central Regions-PHOENTX Mesa Unified District
<
Showing 1 to 50 of 2,060 entries Previous 1 3 4

18




View the Application

* Click on the View button next to the application to see the application information.

* In the field Application Status, you will see where the application is in the approval process. In the
example below, it is Pending with HSD (waiting for the HSD to approve the application you submitted).
At this point, there is nothing else for the RTC to do other than to wait for the HSD to approve the
application. However, you may contact them to make sure they have access to the application.

All RTC Applications
Show entries

Application ID SSID Student Name Application Type Application Status SPA Name HSD Name Entry Approved Expiration Exit
Initial Education Voucher Application Pending with HSD DC5 Southwest/Central Regions-PHOENIX . - :

@

19




Manage Applications

Remember to check the Awaiting My Approval tab under Manage Applications.

When a state placing agency or home school district rejects an application, it will appear under this tab
with the status: Pending with RTC.

Home Approved Student(s) Manage Application(s) ~ Reports Help~ Logout

New Application
Continuing Application(s)
Search RTC Applications by SSID

Birth Date sp, Al Applications HSD Name

Manage Claims

Show entries

Search:
Application ID SSID Student Name Application Type Application Status RTC Name SPA Name

HSD Name
Continuing Education Voucher Application  Pending with RTC Canyon State Academy DCS Northern Region-FLAGSTAFF Flagstaff Unified District
1

Initial Education Voucher Application Pending with RTC Canyon State Academy DCS Central Region-CASA GRANDE Queen Creek Unified District

20




Manage Applications

* As an RTC user, you will be able to modify some of the details of the Initial Education Voucher
Application once it has been approved by the HSD.

* Once the application has been approved, you can modify the state placing agency (SPA) contact details
and enter Exit information for the student.

* Youcan view all the applications that have been approved for your site by selecting the Approved
Student(s) tab.

* Select the green modify button on the far right to make updates or changes.

_ Approved Student(s) Manage Application(s) ~ Reports Help~ Logout
Approved Students

Show entries Search: Excel

Application SSID Student Name Birth Date SPA Name HSD Name Entry Approved Expiration Exit Exit Reason

=) [ odry [

21




Errors

Before you submit an application, double-check everything.

If you realize that you submitted an incorrect application, you can recall it to make
corrections and re-submit.

If you cannot recall the application, for whatever reason, contact the home school
district (HSD) immediately and ask them to Reject the application (red button).

When it comes back to you, you can correct the information and resubmit the
application.

If the application is approved by the HSD and ADE, you will not be able to recall or
delete the application.




Continuing Applications

The RTC user will also initiate Continuing Application(s).

Continuing Applications are only for students who have a complete HSD application approved until June
30t in the previous fiscal year.

You will submit the continuing application to the HSD and to the state placing agency (SPA) much like
the Initial Education Vouchers beginning July 1st.

Continuing applications will have a 30-day window beginning July 1st.

Manage Application(s) ~ Report

New Application

Continuing Application(s)

Awaiting My Approval

Search RTC Applications by S5ID
3 All Applications

- Manage Claims —

23




Continuing Applications

Complete Continuing Applications in the same way as Initial Education Vouchers.
Email notifications are sent out just as with Initial vouchers.

Submitted Continuing Applications go to the home school district (HSD) for approval, then
to the state placing agency (SPA) for approval.

Continuing Applications can be recalled prior to the HSD’s or SPA's approval.

Approval History will show the status of each application.




State Placing Agency Contacts

Note that there are two contacts given for state placing agency (SPA) information.

The first is the approver of Continuing Applications.
The second is the case manager who initiated the placement and the point of contact

for the SPA.

SPA Contact Details

SPA Name: Sifal FiHE BT ] 555 000 - | T 5]
Authorized Voucher Approver:

: - T
Name: sua Farmer Email: ke o restidprior pims gy Phone: prre
Case Worker:
‘ | _ e o X T
s Whirhiy Kbl Email: phiriey inlghisliprjor plms gy Phone:  raa

25




Approved Students

You can view all the applications for an individual student under Approved Student(s).
Clicking on the student name will bring up all applications for that student.

Select the orange View button beside each application to display all information in the
application.

Application

Home Approved Student(s)

L)

26




ED-P Funding

Requirements for ED-P Funding:

* The RTC must agree to the Statement of Assurances. *Failure to comply with the Statement of
Assurances will result in revocation of approval status.

* The HSD and RTC must agree that this placement is the least restrictive environment to meet the
student’s needs.

e The HSD and the RTC should work together to update the IEP to reflect the ED-P needs/services,
including exit criteria and transition plan to a less restrictive environment.

*Not all ED students need ED-P services. An ED-P student may exit the ED-P program during their time at
the RTC. It is the responsibility of the RTC to notify the HSD if the student exits ED-P placement.




ED-P Students

Note that there are important IEP components for students receiving ED-P services:
* Appropriate IEP goals with objectives

* Transition and exit criteria

 Functional Behavior Assessment (recommended)

 Behavior Intervention Plan (recommended)

*The IEP must be updated to reflect the delivery of ED-P services at the RTC
and be clearly stated in the PWN.




Updating Contact Information
(for one application)

To update contact information click on Approved Students on the upper left side of your
screen.

e Scroll all the way over to the right of the application.
 Click on the green modify button to open the application.

Update the contact information and click save at the bottom of the screen.

Search: | Excel
Exit Exit Reason
i | A
8/17/2020 Discharged l |
8/4/2020 Discharged l |

29




Updating Contact Information
(for one application)

The RTC User can modify parent information, RTC contact information, state placing agency
information, and home school district information.

Once you update the appropriate fields, be sure to click on the green Save Changes Button.

Authorized Voucher Approver:

Name:* Email:* Phone:
Case Worker:

Name: Email; Fhone:

HSD SPED Director Contact Details

HSD Name:

Contact Name:* Email:™ Phone:®

HSD Secondary Contact Details

Contact Name: ™ Email:* Phone:™
Funding Details

Funding Option:{ NSE) {(Non Special Education) Student is not eligible for special education; placed in a residential facility for care, safety, or treatment.
Disability Category:Non Special Education
Evaluation Date: IEP Date:

30




Updating Contact Information
(for multiple applications)

The vouchers application will allow you to update contact information for multiple

applications by clicking on the blue link at the top labeled “Click here to update the contact
information for multiple students.”

Clicking on this link will prompt the user to enter an email address. A search will generate the
contact information for this user. It can then be updated and saved.

Click here to update the contact information for multiple students

Update Contact Details

Current Email Address:™

31




Processing a Claim

Under Manage Application(s), Select Manage Claims.

Manage Application(s) + Report

New Application

Continuing Application(s)
Awaiting My Approval

Search RTC Applications by SSID
All Applications

Manage Claims

32




Processing a Claim

Under Manage Claims, you can:

A. Enter an Exit Date, Exit Reason, and Save Changes (blue button) for processing later.

B. Submit for Payment Processing (green button).

C. View the claim’s Workflow History.
D. See the status of a processed claim.

NSE

NSE

SLD

MD

ent left RTC without permission

33




Processing a Claim

To enter an Exit Date and Exit Reason, click on the date field.

Select the exit date.
Click on Select Exit Reason.

Select the appropriate exit reason.

Click on Save Changes. §/21/2019

8/1/2019

8/8/2019

- Select Exit Reason - ﬂ

Discharged

DETAINED

Died

Discharged

Dropped out

Expelled but still receiving services
Graduated w/regular high school diploma
Living in RTC / attending Public school
Moved, known to be continuing

Other; please provide exit reason
Reached maximum age

School is out

Student left RTC without permission
Transfer to another RTC

Transfer to hospital

Transferred to regular education
Transition to kindergarten

Withdrawal by parent

Withdrawn by parent & no longer enrolled

34




Processing a Claim

Select Submit for Payment Processing (green button) to process the monthly claim.
Claims need to be submitted between the 1st and 10th of each month.

Make sure you select the correct month in the drop-down menu.

Submit for payment processing Save Changes

35




Processing a Claim

 When the claim has been submitted, you will receive the message “Your claim has been
submitted for processing.”
* You will also see a list of the vouchers that were included in the claim.

* Payment status will be: Waiting for Approval.

View Claims for the Payment Month: |

Showing 1 to 114 of 114 entries
SSID Student Name Birth Date Disability Rate Payment Start Payment End YTD Days YTD Amount Prior Paid Current Payment Payment Status

36




Accessing Reports

Toaccess reports, click on Reports.

The three types of reports you can view are:
1. Payment Report

2. Student List by HSD

3. Student List by SPA

Home Approved Student(s) Manage Application(s) ~ Reports - Help~ Fiscal Year: |2021 ¥| welcome, F

Reports Available
Search:

Showing 1 to 3 of 3 entries

Report Name Report Description
m Payment Report Payment details by month
m Student List By HSD Student list by Home School District
m Student List By SPA Student details by State Placing Agency




Payment Report

The payment report shows the payments for each month. Notice that you have the choice of
the Fiscal Year or the Payment Month. Click on View Report to view the itemized list.

The application also gives you the option to save the document in several different file
formats. You also have the option to print the file.

Fiscal ¥ 2020 v Facility Ty Residential Treatment Center
1scal Year acl Ity ype esidential Treatment enter View. REPDI't
Payment Month Facility Name |Canyon State Academy - { 072+

Voucher Payments - Final Payment Report

2] 2 &

Word

E Excel

PowerPaoint

PDF

TIFF file

MHTML (web archive)
CSV (comma delimited)
XML file with report data
Data Feed
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Help Options

Use the Help menu to select:
- FAQ
*  Enrollment History

J Contact Us

Home Approved Student(s) Manage Application(s) - Reports~ Help~ Fiscal Year: Welcome, H -
FAQ
ADE Contact Details Enroliment History
Contact Us
Sheri Partridge
Eva Martinez Cruz Jeff Rhodes Residential and Institutional Voucher Coordinat
Residential and Institutional Voucher Specialist Residential and Institutional Voucher Specialist esidential and Institutional Voucher toordinator
phone: 602-542-4831 Phone: 602-542-4387 Phone: 602-364-4014
Eva.MartinezCruz@azed.qov Jeff.Rhodes@azed.qov Sheri.Partridge@azed.qov
Trainor, Candice Chris Brown
Education Program Specialist Director of Operations, ESS ESS Data Management
Phone: 602-542-3398 Phone: 602-542-3854 " d
. . . progmgmta@. .q
Candice.Trainor@azed.qov Chris.Brown@azed.qov essproamami@azec.qov
ADE Support

Toll Free : B66-577-9636
Phone: 602-542-7378

ADESupport@azed.gov
(Monday-Friday 8:00AM — 5:00PM)
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Log Out

To exit the ESS Vouchers, select Logout.

Home Approved Student(s) Manage Application(s) ~ Reports ~ Help~ Fiscal Year: Welcome, I —
ADEConnect
ADE Contact Details £SS Portal

| g ]

Sheri Partridge

Eva Martinez Cruz Jeff Rhodes Residential and Institutional Voucher Coordinator
Residential and Institutional Voucher Specialist Residential and Institutional Voucher Specialist
Phone: 602-542-4831 Phone: 602-542-4387 Phone: 602-364-4014
Eva.MartinezCruz@azed.qov Jeff.Rhodes@azed.qov Sheri.Partridge@azed.gov
Trainor, Candice Chris Brown
. ’ . . . ESS Data M. t
Education Program Specialist Director of Operations, ESS ata Managemen
Phone: 602-542-3398 Phone: 602-542-3854 . d
. . - progmamt@® .Q
Candice.Trainor@azed.gov Chris.Brown@azed.qgov essprogmaomitiazed.qoy
ADE Support

Toll Free : 866-577-9636
Phone: 602-542-7378

ADESupport@azed.gov
(Monday-Friday 8:00AM - 5:00PM)
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