
Using KECI

Kentucky Educator
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Functions of KECI

Assign Roles
Search credentials
Search permissions 
Create a list of people 
with specific permissions

Edit and print District 
Role Report 
Print or export
– Active Certification Report
– Expired Certification 

Report
– Credential Code list



Reports

Reports Page



Active Certification Report

Expired Certification Report



Print District Role Report

Credential Code Export

List of all certificate codes
– Includes Active, Deprecated (not issued new, but still 

renewed), and Obsolete codes
– Can be exported to an Excel File or can be opened in 

Notepad as a text file



Role Management

Searching

Search by SSN or Name
– Do not enter the district or school

Click on the person’s name



Assign New Roles

Choose “Roles”

Assign Roles

Choose “Click Here to Add New Role”



Assign Roles

View and Edit District Role Report
Use the reassign 
button to give 
the same role to 
a new person

Use the remove 
button to 
deactivate a role 
for an individual



Roles Update
Prior to LEAD
– Verify roles of principals, MUNIS contact, 

superintendent, and LEAD coordinator
After LEAD is complete each semester:
– Verify KECI role assignments
– Make corrections

Update as people move in or out of the 
district 
Information in KECI must be correct and 
up to date to create accurate role and 
certification reports!

Permissions Help

For help using the permissions tool, go to 
http://www.kyepsb.net/help/index.asp and 
click “KECI Permissions”


