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Understanding LEAD 

and Data Flow



Certification Verification

LEAD ensures all students are taught by properly certified educators

Integration of Data Systems

LEAD links information in Infinite Campus with educator credentials in KECS

Data Requirements

LEAD supports District, State, and Federal reporting 

Understanding LEAD? (The "Why")



LEAD Data (The “What”)

Staff Data

Staff  data must include accurate employment records with correct dates and EPSB IDs for 

effective LEAD reporting.

Course Data

Course data requires correct state course codes and accurate primary teacher assignments for 

reliable reporting.

Student Data

Student data must show current enrollment, scheduling, and special education indicators for 

accurate caseload reports.



The Data Journey: 

(The "How")
Data Extraction from Infinite Campus

Infinite Campus serves as the source for course, staff, 
and enrollment data which is collected in the LEAD 
Extract.

Data Validation in KECS

KECS validates extracted data by matching course 
information with teachers’ certifications and 
permissions.

Issue Reporting

Discrepancies or missing data generate issue reports to 
highlight areas needing correction and review.



LEAD Reporting



Staffing Setup

Complete staffing in Infinite Campus and KECS to 

Prepare for LEAD reporting 
❖ Incorrect staffing in Infinite Campus will result in errors in 

LEAD reporting

❖ Correct staffing in KECS allows district and school staff  to 

view LEAD data



Staffing Setup - IC

For assistance with Staffing in Infinite Campus refer to the Census (Staff  

Information) Data Standard.

This guide provides step by step instructions on how to properly set up and 

modify:
❖ Staff

❖ Vacancy Placeholders

❖ College Professor Placeholders

❖ District Employment

❖ District Assignments

https://www.education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf
https://www.education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf


If  you have the correct permissions to set up Staffing in KECS you can log 

in and download the Staff  Management guide for guidance.

Staffing Setup - KECS

https://kecs.education.ky.gov/Shared/Attachment/View?guid=7420355d-04aa-45f1-88ac-81f5dbf0e70a


Accessing LEAD

To access LEAD log in 

to The Kentucky 

Educator Credentialing 

System. 

If  you have the correct 

permissions, you will 

find LEAD in the top 

menu bar.

https://kecs.education.ky.gov/Account/Login
https://kecs.education.ky.gov/Account/Login
https://kecs.education.ky.gov/Account/Login


Courses

Case Load

Munis

Validation Results in LEAD



Reporting: Courses

LEAD > Validation Results > Courses
Purpose: Ensuring teacher/course alignment, LEAD Reporting in 

November, Data Reporting



Reporting: Courses

Infinite Campus: Run the LEAD Extract: Issues Report
❖ Warnings 1 to 14 of  the report relate to the Courses dashboard

❖ For support with the Report Logic refer to KECS LEAD Extract Issues Report Knowledgebase 

Article

Correct Errors in Infinite Campus

https://kb.infinitecampus.com/help/kecs-lead-extract-issues-report#issue-3-staff-with-invalid-epsb-id
https://kb.infinitecampus.com/help/kecs-lead-extract-issues-report#issue-3-staff-with-invalid-epsb-id


Reporting: Courses

Check Validation Results in LEAD 
❖ Note: Changes in Infinite Campus will be reflected in LEAD the following day



Reporting: Courses

❖ You can select a category in the pie chart to filter the results

❖ You can click the Blue action button for more information



Reporting: Courses

The most important information for LEAD to validate courses is the State Course Code



Reporting: Courses

If  you have the correct permissions on KECS you can also visit the Reports section by 

clicking Reports in the upper menu.

Select the LEAD Validation Results report in the dropdown.



Reporting: Courses

You can filter your results in a variety of  ways, such as by the Validation 

Categories: Error and Out of  Field.



Reporting: Courses

You also have the option to download this report by clicking on the three 

dots in the top right-hand corner 



Reporting: Case Load

LEAD > Validation Results > Case Load
Purpose: Ensuring Case Worker and Special Education 

Student Alignment



Reporting: Case Load

Infinite Campus: Run the LEAD Extract: Issues Report
❖ Warnings 15 to 17 of  the report relate to the Case Load dashboard

Infinite Campus: Run the QA SPED: Error Report

Correct Errors in Infinite Campus



Reporting: Case Load

Check the Case Load Validation Results in LEAD
❖ Note any Errors or Out of  Field Messages

If  you have Reports access you can run the Case Load Results Report



Reporting: Case Load

We are currently experiencing an 

issue with some incorrect warnings 

15 and 16 on the Infinite Campus 

KECS LEAD Extract: Issue 

Report.

Run the QA SPED: Error Report

Correct all errors listed there.

Ignore warnings 15 and 16 

appearing on the KECS LEAD 

Extract: Issue Report.



Reporting: Munis

LEAD > Validation Results > Munis
Purpose: PSD/CSD Reporting – Due by October 1st

• Any necessary changes must be completed by the end of  November 



The EERP (Munis) 

Data Journey:
Infinite Campus and KECS Validate the Data

KECS and Infinite Campus work together, using a 

variety of  reports, to check and validate Munis data.

The EERP Upload File is Created

Once changes are complete then the EERP Upload file 

can be created in Infinite Campus 

Submit Files

For support with this contact the KDE EERP team

KECS Receives the Data

Note that while other LEAD data updates the following 

day, EERP data updates every Monday

mailto:eerp@education.ky.gov


Reporting: Munis

Infinite Campus: Run the EERP EPSB Upload: Validation Report

Correct Errors in Infinite Campus



Reporting: Munis

A tool in KECS you may want to use is the District Role Report
❖ Use it to find EPSB IDs

❖ Use it to confirm district/school staffing in KECS



Reporting: Munis

Once all corrections are made in Infinite Campus download the EERP 

Upload File and submit it for Munis Reporting. 

You can contact the KDE EERP team by email for support

mailto:eerp@education.ky.gov


Reporting: Munis

Check Validation Results in LEAD the following Monday
❖ Note any Errors or Out of  Field Messages

If  you have Report access you can run the Munis Validation Results 

Report



Identifying Critical 

Issues



LEAD Resource 

Download the newest version of  the LEAD User Manual for 

information about LEAD as well as how to correct LEAD issues. 

https://www.education.ky.gov/districts/tech/sis/Documents/KECS_LEAD_User_Guide.pdf


Correcting Errors in LEAD: 

You can refer to the LEAD 

User Guide for information 

about LEAD including: 

Course Validations

Case Load Validations

Munis Validations

Munis Reference Chart

https://www.education.ky.gov/districts/tech/sis/Documents/KECS_LEAD_User_Guide.pdf
https://www.education.ky.gov/districts/tech/sis/Documents/KECS_LEAD_User_Guide.pdf


These 4 Errors in Course Validations make up 94% of all Errors

#1) No EPSB ID Provided / Invalid EPSB ID

#2) No Primary Teacher Assigned

#3) Invalid Course Code

#4) No Staff  Record Found

Courses: Errors



#1) No EPSB ID Provided / Invalid EPSB ID

Go to the Educator’s Profile on KECS to find 

their EPSB ID 

Compare the person’s information in KECS and 

IC to verify that it is the same person

Update the License Number on the active 

District Employment record (in IC) to the 

correct EPSB ID 

Be careful NOT to include leading or trailing 

spaces

*If  you have several EPSB ID Errors you could also 

download the District Role Report in KECS and use it 

to look up EPSB IDs



#2) No Primary Teacher Assigned – Part 1

Every course needs a primary teacher assigned. These are the most common 
solutions:

Check the Section Staff  History of  the course in Infinite Campus and assign 
the correct primary teacher
If  this a placeholder class (state course code of  800500, 909995, 950001 or 
960001), assign a guidance counselor or an administrator as the primary 
teacher



#2) No Primary Teacher Assigned – Part 2

If  the teaching position is vacant assign a vacancy placeholder as the primary 
teacher

Note: A substitute teacher cannot be assigned as a primary teacher
If  this is a college offered dual credit course, assign the college professor 
placeholder as the primary teacher

Placeholders must use an EPSB ID from this table found in the Census, Staff 
Information data standard.

https://www.education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf
https://www.education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf


#3) Invalid Course Code

The course does not have a state code specified, or it is invalid. 

Work with the school/teacher to determine the content being 

taught.

Use the State Searchable Course Code Database to determine the 

appropriate state code. 

Update the state code on the course in Infinite Campus

https://kecs.education.ky.gov/Public/CourseSearch


#4) No Staff  Record Found

This error appears when no active 

employment record matches the 

assigned teacher in the system.

Verify the District Employment record 

is active with correct start and end 

dates to ensure validity.

Confirm an active District 

Assignment record exists for the 

correct school and EPSB ID



Courses

Case Load

Munis

Validation Results in LEAD



Case Load & Munis

EPSB ID Errors and No Staff  Record Found 
• These can be resolved the same way they are for Course Validations

JobClassCode 0290 
• This code should be used only as a last resort as it needs to be manually cleared

• If  JobClassCode 0290 needs to be used, then a job description must be sent to 

leadteam@education.ky.gov for approval

mailto:leadteam@education.ky.gov


Aligning Courses and 

Credentials



Courses: OOF Issues

Out Of  Field messages in 

Course Validations are 

primarily about educator 

permissions. Aligning the 

content of  the course with 

the permissions of  the 

educator is paramount.



LEAD: Out of  Field 

Two types of Out Of Field Permission Errors

Content

Grade Range



LEAD: Out of  Field 

When checking Out Of  Field messages you can click on the blue 

action button to display more information about the course. 



A results window opens:

• Here we can see the 

Core Content is U.S. 

History

• And we can see the 

Grade Range for this 

course is 9 to 11.

And under the details we 

can see any active 

certifications that the 

educator has that can 

possibly clear the course. 



Out of  Field fixes for Placeholders

“Educator does not have permissions for (*********)” - and the Educator holds a 

credential for Substitute Teaching

Substitute Teachers can not be the Primary Teachers. Use a Vacancy Placeholder for the primary 

teacher. See the Census, Staff  Information data standard for more information.

The substitute teacher can be assigned as a secondary teacher if  needed

“Educator does not have permissions for (*********)” - and the Educator is a 

College Professor Placeholder (271)

The Course Set up in Infinite Campus needs to change to Teaching Method 12: Dual Credit –

College Offered

Correcting Out of  Field 

https://www.education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf


Out of  Field fixes

“Educator does not have permissions for (*********) within the grade range of 7-14”

When the section roster is empty, the course will default to the grade range of  the school

Roster Students in the Course

Update the Grade Level Setup of  the school if  needed

“Educator does not have permission for (a certain SPED Population <autistic , speech, etc.>)”

If  this is a Special Education classroom, ensure that the educator has permissions for all the student 

populations

If  this is not a Special Education classroom change the Section Special Type to something other than 05

Correcting Out of  Field 



To View Educator Credential Permissions

First, locate the teacher’s profile page on KECS
In the left-hand column, click on 'Credentials’ 
Credential Codes are at the top
Scroll down on the page to find the Credential Permissions



You can check if  an educator has permissions for all the student populations by 

visiting their profile page on KECS and looking at their Credential Permissions. 



For general population courses you can check if  the educator has permissions 

for both the content and the grade range of  the course.



Now that we can find the credentials and 

permissions of  an educator navigate to 

the Searchable State Course Code 

Database by either:

Selecting it on the sign in page

Selecting it under GENERAL from a 

profile page

Using a link: Public Course Search 

kecs.education.ky.gov/public/coursesearch

Searching State Course Codes

https://kecs.education.ky.gov/public/coursesearch


Searching State Course Codes

Enter the correct School Year

You can search by LEAD Content Area 



Aligning Courses to the Teacher

In this example the school would like to offer a course about politics to Grade 12 

students, they consider this educator with a KSS Credential





Searching State Course Codes

The LEAD Content area can be entered in the Course Search

In this example there is only 1 course code listed that can be used for this content area : 451029

Click on the blue DETAILS button to view more information



There are 70 different 

credentials that have 

the correct content 

permissions to teach 

this course.

This does not take 

into account the grade 

range.

The course will clear 

if  the credential also 

aligns with the grade 

range of  the students 

enrolled in the course.



“Other” Out of  Field fixes

“More than 25% of students for the special education course are general population”

If  this is a general education course, change the section’s Special Type in Infinite Campus

If  it is a special education course, ensure all students are Active SPED students with locked IEPs

“Educator must have 5 years of experience for this course”

If  the educator has at least 5 years of  experience, then District HR Staff  can add experience to their 

KECS Profile

Another reason to keep Educator experience up to date is because it can affect COOP teacher 

assignments. Correct experience must be recorded for the assignment to clear.

Correcting Out of  Field - Other



Action Plan and 

Conclusion



Checklist – Part 1
Timeline: Before working on LEAD Reporting

❑ Download the most up to date version of  the LEAD User Guide

Staffing
Timeline: Complete this at the beginning of  the Academic Year and as needed with staff  changes

❑ Complete Staffing in Infinite Campus

❑ Complete Staffing in KECS

EERP (Munis)
Timeline: Initial Upload Due October 1st, any modifications are due by the end of  November 

❑ Infinite Campus: Run the EERP EPSB Upload: Validation Report and correct errors

❑ In KECS you may want to run the District Role Report for support with EPSBIDs

❑ Infinite Campus: Run the EERP EPSB Upload File and submit by October 1st

Timeline: The Monday after the October 1st submission

❑ In KECS check Munis Validation results for Errors and Out of  Fields

❑ In KECS you may want to run the Munis Validation Results Report

❑ Make necessary changes in Infinite Campus and resubmit as needed before November 30



Checklist – Part 2

Courses
Timeline: LEAD Reporting due the middle of  November, Data Reporting ongoing throughout the year

❑ Infinite Campus: Run the KECS LEAD Extract Issue Report and correct Warnings 1 to 14

❑ KECS: Check LEAD Course Validations for Errors and Out of  Fields and make corrections

❑ In KECS you may want to run the LEAD Validation Results Report

Case Load
Timeline: Middle of  November and as needed throughout the year

❑ Infinite Campus: Run the KECS LEAD Extract Issue Report and correct Warnings 15 to 17

❑ In Infinite Campus you may want to run the QA SPED Error Report 

❑ KECS: Check LEAD Case Load Validations for Errors & Out of  Fields and make corrections



Resources

Resources
o LEAD User Guide - For information about LEAD

o Census (Staff  Information) Data Standard - Infinite Campus Staffing and Placeholders

o Staff  Management - Staffing in KECS

o KECS LEAD Extract Issues Report Knowledge Base – On Infinite Campus

o KECS LEAD Extract Issues Report Logic - On Infinite Campus

o State Searchable Course Code Database 

o Helpful Links - Support with Course Codes

https://www.education.ky.gov/districts/tech/sis/Documents/KECS_LEAD_User_Guide.pdf
https://www.education.ky.gov/districts/tech/sis/Documents/KECS_LEAD_User_Guide.pdf
https://www.education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf
https://www.education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf
https://kecs.education.ky.gov/Shared/Attachment/View?guid=7420355d-04aa-45f1-88ac-81f5dbf0e70a
https://kecs.education.ky.gov/Shared/Attachment/View?guid=7420355d-04aa-45f1-88ac-81f5dbf0e70a
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkb.infinitecampus.com%2Fhelp%2Fkecslead&data=05%7C02%7Cmegan.alfonso%40education.ky.gov%7C3b113c882f4f42827e8608dcd1d2ba8e%7C9360c11f90e64706ad0025fcdc9e2ed1%7C0%7C0%7C638615950241006460%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=BElaqOzC0TrvdG5yf6yANExLCFBRcZxpu8%2BuVv93ouk%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkb.infinitecampus.com%2Fhelp%2Fkecslead&data=05%7C02%7Cmegan.alfonso%40education.ky.gov%7C3b113c882f4f42827e8608dcd1d2ba8e%7C9360c11f90e64706ad0025fcdc9e2ed1%7C0%7C0%7C638615950241006460%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=BElaqOzC0TrvdG5yf6yANExLCFBRcZxpu8%2BuVv93ouk%3D&reserved=0
https://kb.infinitecampus.com/help/kecs-lead-extract-issues-report
https://kb.infinitecampus.com/help/kecs-lead-extract-issues-report
https://kecs.education.ky.gov/Public/CourseSearch
https://kecs.education.ky.gov/Public/CourseSearch
https://kecs.education.ky.gov/Public/HelpfulLinks
https://kecs.education.ky.gov/Public/HelpfulLinks


Contacts

Contacts
For support with LEAD: LEADteam@education.ky.gov 

For support with EERP (Munis): EERP@education.ky.gov

For support with Course Codes: CourseCodes@education.ky.gov

mailto:LEADteam@education.ky.gov
mailto:EERP@education.ky.gov
mailto:CourseCodes@education.ky.gov
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