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Adding & Deleting User Roles in GME 
 

User Role Requirement 
The LEA User Access Administrator adds/deletes Grants Management Enterprise 
(GME) user roles. If an organization does not have an LEA User Access Administrator, 
please reach out to Grants Management via Help Desk (link at end of document). 

 

 Finding a User 
Open GME as normal. Use the main blue menu. Select Administrator>>>User Access. 
This will bring up a Search menu to find the users within the system. 

 

 

 

 

 

 

 

 
The LEA User Access Administrator can search for other users within their organization via their 
Last Name, Email Address or Role currently assigned. Only use ONE of the search options, do 
not complete all of them when attempting a search.  
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Adding a User Role 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Use Ctrl + F to launch a finding box and type in a word or phrase to help locate the name 
of the user role needed.  

 

 

 

 

Click on the sticky note 
next to the user’s 
name.  

Select Create Role. 

Ensure the correct 
organization is listed 
and select the 
appropriate user roles. 
(You can select more 
than one role at a 
time.) Then click 
Create.  

You can see the role(s) added. 
Select Return to User Access to 
return to the User Access page.   
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Some user roles are considered “School Level Roles” such as the School Plan Update role that 
allows users to complete the School Plan (formerly known as the SIAP).  To add that role, you 
must select the “Show School-Level Roles” box from the Create Role Menu. 

 

After selecting the box, the appropriate School must be selected, and then the Role. Afte 
making your selections, click “Create”. 

 

 

 

 

 

  

You can see the role(s) added. 
Select Return to User Access to 
return to the User Access page.   



 

Page | 4  Revised July 2025  
 

Deleting a User Role 
Only the LEA User Access Administrator can remove a user role.  

Note: users cannot be deleted from GME, only user roles can be removed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Best practice is to check user roles at least once a month to ensure all users and user 
roles are current for the organization.  

For a list of User Roles in GME, please see the User Role Mini Guide.  

 

Need Assistance?  
 

Grants Management System (GME) Help Desk Support Ticket 
Phone: 602.542.3901  
Opt 1-Technology, Opt 2-Processing, Opt 3-Monitoring https://helpdeskexternal.azed.gov 

 

If a user role needs to be removed, 
select the trash can next to the role 
to delete it.  

Navigate to Administer 
on the main blue menu 
and select User Access.  
Enter the user’s last 
name and click Search.  

Select the yellow 
sticky under 
Administer 
Roles.  

https://gme.azed.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2557030.0&inline=true
https://helpdeskexternal.azed.gov/
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