LEAD 2010 - 2011

New LEAD Coordinator Training

This presentation will cover:

o LEAD Terminology

o The EPSB LEAD web application
o Reading LEAD reports

o An overview of the LEAD steps

Terminology




Basic Terminology

o Extract
= The process in Infinite Campus for generating a
LEAD file to upload to the EPSB website
o Full Data Report

= A document showing all data submitted through the
LEAD process

o LEAD
= Local Educator Assignment Data
o LEAD file/LEAD Extract File

= The file generated during the extract process in
Infinite Campus

Basic Terminology

o Preliminary Audit Report
= The primary tool for working through LEAD data. This report
should be generated by the coordinator after every upload. It
will display only those individuals with unresolved LEAD
issues.
o Report/LEAD Report
= The generic term used when referring to all things LEAD
o Run Report
= Generating the PDF of the Preliminary Audit Report. This does
not indicate a new upload is necessary.
o Sign off

= Entering ones user ID, password, and full name to indicate
completion of the LEAD report/LEAD process

Basic Terminology

o Staff Warning
= Comments appearing in red (other than "certification issue") on
the school page of the preliminary audit report. These
warnings must be corrected on the preliminary audit report but
can be disregarded on the full data report.

o Submit or Finalize
= Finishing the LEAD report by using the sign off feature.
Submitting indicates that work on the LEAD report is complete
and all errors are either clear or are understood to be true
certification issues. Once submitted/finalized, a district cannot
access the LEAD data for further editing.

o Upload
= Sending the LEAD file to EPSB via the LEAD website once the
file has been generated during the extract process in Infinite
Campus




Report Comments

o Certification Issue
= There is an error with one or more of this individual's
courses or with their MUNIS jobclass code. This
comment is not always indicative of a problem with
the individual's certificate; is usually indicates a
miscode of some kind.

o Holds only SOE/Must Submit COE

= The only valid credential held by the teacher is a
Statement of Eligibility. If the teacher is new, please
file the Confirmation of Employment with the KTIP
office. If the teacher has completed KTIP, their
current certification has expired and additional steps
need to be taken.

Report Comments

o Incorrectly Coded (This error comment will only
appear on the Edit LEAD Data Page).
= The content or the population is currently displaying
"none." Supply the needed information to correct
o Insufficient Certification (course)

= The teacher's certification does not match one or
more parameters of the course, but the LEAD
system is unable to identify the specific problem

Report Comments

o Insufficient Certification (MUNIS)

= The teacher/administrator cannot clear this particular
jobclass with their current certification

o KTIP Approved

= This comment can indicate 2 different things:

o 1. The individual has recently completed KTIP but the final
report has not yet been submitted by the District KTIP
coordinator

o 2. Theindividual has been approved to enter KTIP but the
internship certificate has not yet been processed




Report Comments

o KTIP Final

= The individual has recently completed KTIP and a
final report has been received. Processing is not
complete due to one or more missing items (usually

$%)
o No Courses for Staffmember

= STAFF WARNING - this indicates that someone with
an employee type of "Teacher" is not assigned as
primary or secondary teacher on any course in the
LEAD file. All persons with an employee type of
"Teacher" should be assigned as primary or
secondary on at least one course.

Report Comments

o Out of Field

= The content specified for the course does not match
the teacher's certification area

o Out of Grade Range

= The grade level (s) of the students enrolled in the
course do not match the teacher's certification area

o Out of Population

= The population specified for the course does not
match the teacher's certification area

Report Comments

o Specify Content
= The content is currently displaying "none." To correct this,
assign a valid state code on the course tab. If the state code
of 909999 has been selected, assign the appropriate content
on the section tab.
o Specify Population
= The population is currently displaying "none" indicating there
are no students enrolled in the course. To correct this, either
assign students to the section or assign the appropriate
population on the section tab
o SSN Not Found in EPSB Database
= STAFF WARNING - this indicates that the SSN as it appears in
Infinite Campus does not match any SSN on file with EPSB.
Should be addressed for all employee types as it indicates they
are attached to a course.




Tips

————————————————————
Helpful Hints

o The LEAD process is a team approach.
o Involve HR staff, curriculum specialists,

special ed coordinators, guidance

counselors, finance officers

= Provide training to staff as needed
(counselors, principals, attendance staff, and
curriculum specialists)

o Create a consistent method for

communicating information from the
school to the district level during LEAD
reporting

————————————————————
Helpful Hints
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Upload your report early and as frequently as

needed

= Early upload allows staff assignment changes to
happen early

= As paperwork is processed at EPSB, corrections
happen automatically

Uploading to our site allows you to view any

certification or coding errors AND allows us to

see that information so we can help you. Your

reﬁport is not officially “submitted” until you sign

off.

Do not wait to hear from EPSB after an

upload. We do not notify you concerning
errors during the uploading phase.




-
Related Topics

o KECI (Kentucky Educator Certification Inquiry)
= Principals and district personnel can use the
permissions tool in KECI to find out exactly what an
individual can teach. If you have questions, please
contact the LEAD Help Desk.

o MUNIS

= MUNIS errors related to job class corrections will be
corrected by re-submitting the district PSD/CSD file
to KDE (usually done by your finance officer)

The Online EPSB
LEAD Web Application

Access

o Log in from the www.epsb.ky.gov homepage
then select LEAD from your EPSB Online
Services menu OR

o Web address to directly access the online
EPSB LEAD site is
https://wd.kyepsb.net/EPSB.WebApps/LEAD

O Login using your user ID and password

o Contact Cindy Godsey or the EPSB help desk if
you have problems logging in




Navigating the Site
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1. Link to Kentucky Educator Certification Inquiry (KECI) to check
certificate type, status, and permissions

2. Returns to the main LEAD page

3. Page to upload file once it has been exported from the SIS

4. Online LEAD editor — use for final corrections once SIS corrections
are complete

5. View Preliminary Audit Report, Full Data Report for district and

specific schools; e-mail reports to building level principals

6. Use your user ID and password to digitally signoff and submit your
report by November 1

Upload page
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Online LEAD Editor
Main Screen
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1. To access this page, click “Edit LEAD Data”
2. To review an entire school, click the edit link
3. To edit an individual, click on the name

Online LEAD Editor
Individual Edit Screen

o Use tabs show and edit information
= Roles - can be added here
= MUNIS data when loaded
= Course data (edit here)
= Permissions for this teacher
= Reassign all courses
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Online LEAD Editor
Individual Edit Screen: course data tab

1. Click “Edit” for courses showing errors in status column
2. Delete multiple courses if necessary

3. Add an additional teacher to courses (check mark
courses and enter additional teacher’s SSN)




Online LEAD Editor

Course edit box
o Make corrections (cannot edit KDE# or ID)

o Make course related comments here (i.e.
repeating students)

o Click Update

NOTE:
Error will still
show in
“Status” until
reportis run | e g e

Online LEAD Editor
MUNIS Data tab

o MUNIS errors will not appear on the “Edit LEAD data list”
= Click “Edit” by school and then find the name in the drop down
o Click “Edit” to add comments regarding MUNIS errors
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o Choose appropriate report icon to view
= Districtwide information is listed first
= School-specific reports are available next to the
school’s name
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Reports

Preliminary Audit Report
Full Data Report
E-mailing reports

——————————————————
Reports

o Preliminary Audit Report
= Run after every upload
= Use to investigate errors

o Full Data Report
= Run by mid October (fall) and by mid February
(spring)
= Use the e-mail tool to distribute portions to the
appropriate school personnel for verification

= Save a copy on disk or hard drive for a record of
all data submitted




Reports

o Verify date of most recent export on page 3 (either
report)
o P.3, itemA
o If corrections are not reflected after a new upload,
check this date.

Reports

Preliminary Audit Report

Preliminary Audit Report

o This report shows summary information
and staff members that have “kicked out”
as a result of one or more certification
errors.

o Remember that “kickouts” need to be
resolved at the district level by the
November 1 sign-off, or they will likely
show on the final report to KDE’s
commissioner in mid November.
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Preliminary Audit Report

Summary Page (p. 3)

o File Summary (box B) O

School year -

District

Total staff members
Courses

Content areas

File Summary

List of Schools (box C)

School Code

Grade Range

Number of courses in SIS
Number of certified staff
reported through SIS
Number of certification
issues

Number of MUNIS
issues

e ——
Preliminary Audit Report

School Information

o ERRORS (p4)

= No courses for

Staffmember — no courses
assigned in SIS (may need

= Certification Issue — look at

the information in the report
to resolve (may refer to
courses or MUNIS) (ex. D)

to change role) (ex. A) 5 |f there are no errors — no

SSN not Found in EPSB
Database — verify SSN (ex.
B&C)

list will appear

Any Town High School
e g -

———————————————
IMPORTANT INFORMATION!

o Staff members showing as non-
certification errors on the first
page of a school report cannot be
checked for certification errors!

o These staff warnings must be
corrected first for your LEAD data
to be accurate
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Preliminary Audit Report
Assignment Errors

o This page shows certification information, MUNIS data,
and assignment warnings for those with errors. Only
the courses with errors will show. (examples on p. 5 & 7)

o Check MUNIS related errors — make sure the person
has the correct job class code.

Check the error message, which will assist you in
resolving certification and coding issues. — see page 2
of your report for a detailed list of errors

Reports

Full Data Report

_——e
Full Data Report

o File Summary — same as Preliminary Audit Report
o Specific School information
= List of ALL staff members from SIS

= Includes certification, MUNIS, and assignment information on
ALL teaching staff

= Will show all courses (examples p. 10-12)
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Full Data Report

o Use to verify staff lists after first upload each
semester

o Download in mid October (FALL) and mid-
February (SPRING)

o Distribute to schools for verification of the
information (use LEAD application e-mail tool)

o Make sure all principals have reviewed the
information prior to HQ in March
= Any needed corrections will be made by the

school/district by unlocking your Spring report

= Will result in all schools having to start over with
HQ report

Reports

E-mailing Reports

E-mailing reports

o Check name of report
recipient
= Ifincorrect personis .
showing, update role _
in KEC
= Individual must log
intoupdate =~
incorrect or missing
e-mail addresses
o Typeinmessage-be ... .
SPECIfIC about which Please review your full report by clicking on the link
report you want the provided. Check for missing teachers, incorrect
individual to view assignments, and incorrect content, population, and
o Click “Send Message” ~ grade range.
_ this will send a ”n?( Cindy Godsey — LEAD Coord.
to this report page for i
their school only

el o |
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Teacher List Review

o Use the e-mail tool to send each school’s
full report early each reporting period

o Have school level staff (or district where
appropriate) review the staff list and
compare EPSB Name to SIS Name
= If they are different individuals, correct the SSN
at the school level

= |f someone’s name has changed (marriage etc),
they can contact EPSB to have the name
changed in our database or change it by logging
into their account

= Make sure all teaching staff are listed in both the
SIS and the EPSB columns

School Full Data Report

o Compare
EPSB Name
to SIS Name
= Examples A

and B

<0 Look for

teachers

without SIS
data

= Examples C
and D

The LEAD Steps




Infinite Campus Steps

o Step 1 - Create the LEAD extract file in
Infinite Campus

= Before creating the extract file:
o Run ad hoc reports to check for errors
= Selections on extract page
o For a smaller data set, select only one school

= All schools must be included in final extract
= Don't make any changes on EPSB website with just
one school loaded
o Formats — XML, CSV, HTML
= XML is required for upload

= Use CSV (Excel spreadsheet) or HTML if you want to
look at specific data — these are in the raw file format

Infinite Campus Steps

o Step 1 - continued

= Extract Summary (Error report)

o The summary error report created during the
extract process indicates records that will not be
included in the file uploaded to EPSB.

o These are NOT your LEAD errors; they do need
to be resolved

o Complete the extract process and upload to the
EPSB site even if errors remain at first

= Save and Zip the file

e —
EPSB Site Steps

o Step 2 - Upload the file to the EPSB website

= The EPSB LEAD system will warn you if the file
name is not correct. It must be a zipped file.
Acceptable versions include:
o LEAD_xxx_1_11 (icon must have zipper)
o LEAD_xxx_1_11.xml (icon must have zipper)
o LEAD_xxx_1_11.xml.zip

= Replace the 1 with a 2 for the spring report

= If duplicate data exists in your file, it will not load =

big red stop sign on upload

o If you see the stop sign, e-mail EPSBLEADTEAM@ky.gov
with your name, the district name, and the time of your
error




e —
EPSB Site Steps

o Step 3 — Open and review the report

= Always open preliminary audit report
immediately after successful upload

= Use the “comments” to determine how to
correct errors

= After the first upload, have the schools
review the staff list on the full data report for
inaccuracies

Correcting and Finalizing

o Step 4 — Correct issues
= Make corrections in Infinite Campus
= Repeat Steps 1, 2, and 3 as many times as needed
o STOP HERE - these steps will be
repeated multiple times. Do not move on
until most corrections have been made
using Infinite Campus
= Final edits can be done in the LEAD application (do
not go to this step until all possible corrections have

been made in Infinite Campus and uploaded through
the LEAD application)

Correcting and Finalizing

o Step 5 — Submit the report

= Prior to sign off, have each school principal verify the
full report for their school. Things they should look
for include:
o Teachers on the 1st page showing with no courses
o Teachers with incorrect or missing schedules or content
o Teachers missing from the report completely.

= NOTE: collaborating special education teachers will not have
an individual listing but should appear in the teacher list.

o HQ status for each course once it has been entered at the
school
= Sign off indicates you are done working with the
report and all data is accurate
o No changes after sign off
o Egc&rs still on the report as of Nov. 1 will be reported to




Questions?

More questions?

o Contact the EPSB LEAD Team
= EPSBLEADTEAM@Xky.gov
m 502-564-4606 or 888-598-7667

o This presentation will be available for
download at
www.epsb.ky.gov/certification/LEAD.asp




