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Approved Areas Approved Areas cannot be added until after the initial certificate is issued, since 
Approved Areas can only be added onto an established teaching certificate – so if you have not 
already applied for and been awarded a teaching certificate, you must do these steps first. Once 
that certificate is issued, you can follow this guide to add an Approved Area. This is typically for 
Secondary Certificate subject areas or Middle Grade content areas for Elementary Certificates.  

If you have a Secondary Certificate and are using an official transcript in place of an exam to fulfill 
the subject knowledge requirement, please request that your degree-awarding institution email an 
official transcript to certification@azed.gov. 

Instructions: 

1. Log into https://mycert.azed.gov 
2. Your home screen should look something like this – click the blue Start Application button 

on the middle right of the page: 

 
 

3. Click Start under Add Approved Area: 

 

https://www.azed.gov/educator-certification/forms-and-information/approved-areas
mailto:certification@azed.gov
https://mycert.azed.gov/


4. For those with a Secondary Certificate, it may show what area you already have. Select the 
approved area you want to add: 

 
5. You should see a confirmation screen like this – if you have another area to add, you can do 

so here, or you can Continue. 

 
 

6. You will need to answer the Additional Questions (both should be affirmative): 

 
7. The next screen will list Educator Exam Information that is on file with ADE. If you passed an 

exam that is not on file, you will need to fill out the info. If you are using a transcript or do not 
need to add info because it’s already on file, leave everything blank and click Continue. 



 

 
8. It will ask you to confirm that you meant to leave it blank, click Yes. 

 
 

9. It will then ask you about PreK-12 Teaching Experience Information, because Approved 
Areas can be added using three years of full-time contracted teaching experience in that 
subject. For most of you, this will not be relevant, so you can leave it blank and continue.  

 



10. Again, you will need to confirm that you meant to leave it all blank – click Yes. 

 
 

11. You can verify what you are requesting in the Application Summary. 

 
 

12. You will need to confirm or update your contact information, then continue. 

 
 

13. Answer all the background check questions, then continue. 

 



14. Verify all the information and check the box at the bottom next to the “I understand” 
statement and continue. 

 
15. The Payment amount is currently $60 per area plus a $2.00 fee. 

 
16. Complete the payment screen, then you will be returned to your home screen where you 

can monitor the progress and status of your application.  

 

If you experience any weird glitches throughout this application, click on Applications on the left in 
the blue menu, then click on the paper icon to Continue Application, then it should take you back to 
a reset screen of where it was glitching.  

 

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


