IR Application Process in ADE Portal

Updated by Sara Knepper 6/11/2025

You should have previously set up an ADE account (see ADE Certification App Guide); log into it at
https://mycert.azed.gov/

If you need to upload any documents, click on Upload Documents on the left side of your home
screen—do this first if you need to upload anything, such as an out-of-state exam score (most
candidates should not need to). Note: official transcripts cannot be uploaded here, they must be
sent by the institution to certification@azed.gov for candidates who need to submit this (for
Secondary — Approved Content Areas fulfilled by degree only).

If you get timed out at any point throughout your application, you just need to log back in and click
on the green icon in the upper right corner. It may delete your started application overnight so you
may need to start over if this is the case.
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At the top of the page under To-Do Tasks, the IR should be there after it has been issued. You can
then proceed with your application using your IR.
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Click Start Application next to the Institutional Recommendation.
Review the areas that you have been recommended for. The following screenshot is one example
and does not align with all programs. DO NOT UNCHECK ANY BOXES without first consulting the

Certification Officer:
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Important for Early Childhood & Elementary applicants regarding the Literacy K-5 endorsement:

e |fyou have passed the required exam, leave the box CHECKED and continue.

e |fyou have NOT passed the required exam, but plan to in the next 2 months, leave the box
CHECKED and continue.

e |fyou have NOT passed the required exam and do NOT plan to in the next 2 months, you can
UNCHECK the box, so you do not have to apply for it at this time. You will be able to apply for the
endorsement within a year at the same fee once you have passed the exam.

o Ifyou do not apply within a year, you will have to submit official transcripts to show
completion of the courses when you apply for the endorsement and pay the full price
(currently $60).

Otherwise, you should not be unchecking any boxes. This may cause you hardships down the road if
you decide you want these items after all. Click Next.

7. Review your Application Summary, then Complete Application.
Application Summary

8. Itwill ask you to confirm your contact information. If it is blank, click Add, and Save each area you
edit. If it all appears correct, click Continue.

Confirm Contact Information

Impartant! All correspondence from ADE will be mafled to the address listed above, Providing accurate contact

Mailing Address

9. Answer the Background Check Questions. If any are Yes, it will prompt you for Details.
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10. Review your Application Summary. You can ignore the “Valid Qualifications Pathways” items. Check
the acknowledgement box at the bottom of the page and Continue.
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11. Review your payment summary. If you are an Arizona Teachers Academy (ATA) recipient, the
amount for IR-recommended items should be $0, and you should not need to pay a convenience
fee, which will skip the next payment page. If you are applying for any items that are not included in
your IR, you will need to pay the amount listed.

Payment Summary

Service Amount
IR Certificate $3008
IR Endorsement $30,00
Convenlence Fee $200
Total: $62.0¢

I

12. If you have any charges, enter your Credit or Debit Card information on the next screen, check the
Captcha box, then Submit. You should now be done!



13. To check the status of your application, you can visit your homepage at any time:
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The progress circles mean:
Step 1: App submitted

Step 2: Administrative Review: ADE has received your application and is checking to see if you have a valid
IVP fingerprint card, an IR, and if you submitted anything exam-related (note: this happens automatically if
you take an exam in Arizona).

Step 3: Substantive Review: If your application is paused here, it is more than likely you are missing a
required exam with a passing score.

Step 4: Issued or Denied

If you click on the View button on the right side of each item, you can see the details of the progress once it
reaches Step 2 — a green check mark next to each item means satisfied, a red X means not satisfied.

If you are missing any items, you will receive a letter from the Arizona Department of Education explaining
what you are missing and that you have 60 days to resolve the missing items before your application is
denied. If you need an extension, you can request a 30 day extension for a total of 90 days.

If you have technical difficulties, please contact the ADE Certification Unit at (602) 542-4367
(Mon-Fri 8:30 AM to 4:30 PM).

If you have questions about your IR, please contact the University of Arizona Certification Officer,
Sara Knepper, at sme@arizona.edu.
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