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The purpose of this reference guide is to inform all District personnel of the
requirement to use the Welligent Management System’s Section 504 Program
module for all Section 504 activities.

As of July 1, 2014, the Welligent Section 504 Program module replaced the
Student Information System (SIS) database as the official source for
maintaining, updating, and managing Section 504 data. This reference guide
outlines procedures and instructions for Section 504 Designees, Case Managers,
and Modified Consent Decree (MCD) Clerks (Senior Office Technicians and
Office Technicians assigned to special education and Section 504 duties) to
follow when conducting Section 504 activities and updating all current students’
Section 504 details and documents in the Welligent System.

This reference guide replaces REF-6241.2. All Section 504 forms must be
developed and saved within the Welligent system. Upon completion of each
Section 504 evaluation, a complete set of Section 504 documents, including
supplemental pages and forms with signatures, must be uploaded and attached to
each student’s Section 504 record. Welligent 8 now has exclusive compatibility
with Internet Explorer and Safari browsers. Screen shots and instructions for
developing, revising, and saving forms within the Welligent Section 504
Program Module have been updated to reflect the Welligent 8 System.

Section 504 of the Rehabilitation Act of 1973 (Section 504) is a civil rights law
that prohibits discrimination/harassment on the basis of disability in any
program or activity receiving federal financial assistance. The District has
specific responsibilities related to the provision of a "free appropriate public
education” (FAPE) to school age individuals with disabilities under Section
504and the Individuals with Disabilities Education Act (IDEA).
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BACKGROUND
(continued):

PROCEDURES:

REF-6241.3

As a result of the Americans with Disabilities Act Amendments Act (ADAAA)
there is a broader application of the definition of disability under the Americans
with Disabilities Act (ADA) and Section 504. The new law eliminated the
consideration of ameliorative effects of mitigating measures when determining
whether a student has a disability, though they remain relevant when evaluating
students' needs for accommodations/services. As a result, more students may
be eligible for Section 504 nondiscrimination protections whether or not they
currently need Section 504 plan accommodations/services.

The Los Angeles Unified School District currently utilizes a web based student
data management system and record archive referred to as the Welligent
Individualized Education Program (IEP) Management System to provide access
to students’ records under IDEA. The Welligent Management System continues
to evolve in order to provide increased access to and maintenance of students’
educational records, including, but not limited to, special education and Section
504 records.

During the 2013-2014 school year, the Welligent Section 504 Program module
was developed to provide increased access to students’ Section 504 records.
School personnel are required to use the Welligent Section 504 Program module
when conducting Section 504 activities regarding referral, evaluation, plan
development, and follow up, in order to more effectively serve, monitor, and
track students with disabilities under Section 504. The Welligent Section 504
Program module presents the Section 504 process as a sequence of four phases:
I. Management; 11. Evaluation; I11. Meeting; and IV. Follow Up.

l. LAUSD Section 504 Designees, Case Managers, and Modified Consent
Decree Clerks who do not currently have an active Welligent account
should complete the following steps before attempting to access the
Welligent Management System Section 504 Program module:

A. Activate their account by visiting the Welligent Support Unit at
https://idmlogin.lausd.net/myprofile/

B. Review Welligent Support Technical Guide (Attachment A) regarding
minimum requirements for Windows and Macintosh operating systems
to improve user functionality.

e Internet Explorer is the required browser for PC users when
accessing the Welligent Section 504 Program Module;

e Safari is required for Macintosh users; however, use of a Macintosh
may limit functionality; and

e Firefox, Chrome and Windows Edge are not compatible browsers;
therefore, a loss of functionality would result.

Il.  Section 504 Designees, Case Managers, and MCD Clerks should identify
students currently eligible under Section 504 at their school by following
instructions outlined in the Welligent Section 504 Program Module Quick
Sheet (Attachment B: #12) to generate a Welligent Section 504 Report.
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PROCEDURES Review the report for accuracy and update the information in the
(continued): Welligent Section 504 Program module “Section 504 Details” as
necessary.
A. Locate the most current Section 504 Plan for each student.

1. All current Section 504 documents with signatures and
supplemental pages should be scanned and uploaded as an
attachment to the student’s Welligent Section 504 record
immediately upon completion of the Section 504 evaluation.

2. If the Section 504 Plan cannot be located in the student’s
cumulative record folder or Welligent, follow procedures in the
most current BUL-4692. Section 504 of the Rehabilitation Act of
1973, to conduct a Section 504 re-evaluation using the Welligent
Section 504 Program module as outlined in Section Il of this
reference guide.

B.  Conduct a student record search in Welligent to determine if a Section
504 record has been previously created by following instructions
outlined in the Welligent Section 504 Program Module Quick Sheet
(Attachment B).

1. If a record has been created, review Section 504 Details and
update if necessary.

a. Review Welligent Section 504 documents to determine
if they are complete and delete any duplication
(Attachment B: #9).

b. If no documents can be located, check to see if the
records were previously scanned and attached
(Attachment B: #7).

2. If there is no Section 504 student record in the Welligent Section
504 Program module for a student who has a Section 504 plan in
the cumulative record, proceed to step C below.

C. Create a Section 504 record in the Welligent Section 504 Program
module for each student following the procedures outlined in
Welligent Section 504 Program Module Quick Sheet (Attachment B).

1. Update/enter Section 504 details (Attachment B: #5).
2. Scan and/or attach relevant Section 504 plan documents to the
student record (Attachment B: #7).

I1l.  All documents for future Section 504 initial evaluations, re-evaluations,
and manifestation determinations shall be developed and saved within the
Welligent Section 504 Program module following the instructions
outlined in the Welligent Section 504 Program Module Quick Sheet
(Attachment B: #3-7).

IV.  Upon accessing the Welligent Management System, follow instructions

REF-6241.3 October 17, 2017
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PROCEDURES outlined in Attachment B when conducting the following activities as
(continued): necessary:

©WCoNoOk~wNE

lO
11.

Locating a Student Record/Student Record Search
Locating the Section 504 Student Record

Creating the Section 504 Record for the First Time
Editing the Section 504 Student Record

Updating Section 504 Details and Creating Forms
Creating Forms for a Re-Evaluation

Attaching Relevant Section 504 Documents to the Student Record
Receiving System Alerts

Deleting a Section 504 Form

Locking a Section 504 Form

Generating a Section 504 Report

V. Welligent Section 504 Program module users may utilize the following
options for additional assistance:

A

MyPLN Training — “Welligent Section 504 Self-Guided Lab”

Online training in a computer lab format with step-by-step
instructions on generating Section 504 reports, creating records, and
updating Section 504 details in the Welligent Section 504 Program
Module.

Learning Zone Training — “Special Education and Section 504 MCD
Clerk Training”

Outlines procedures, specific roles, and responsibilities of clerical
staff assigned special education and Section 504 tasks as required by
the MCD https://1z.lausd.net/Iz/index.]sp.

C. Learning Zone Training — “Section 504 Procedures™
Outlines the four phases of the Section 504 process
https://Iz.lausd.net/lz/index.jsp.
AUTHORITY: This is a policy of the Superintendent of Schools.
RELATED
RESOURCES: BUL-4692. Section 504 of the Rehabilitation Act of 1973, issued by the Office
of the General Counsel
REF-5640. Clerical Support for Special Education and Section 504 as Required
by the Modified Consent Decree, issued by the Division of Special Education
REF-6241.3 October 17, 2017
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ASSISTANCE: For further information, contact the following District Offices:

Educational Equity Compliance Office (EECO): (213) 241-7682
Visit the EECO website for related information: http://achieve.lausd.net/eeco

District Nursing Services: (213) 202-7580
Your Local District Operations/Section 504 Designee

Information Technology (ITD) Help Desk (213) 241-5200
https://lausd-myit.onbmc.com

ATTACHMENTS: Attachment A - Welligent Support Technical Guide
Attachment B - Welligent Section 504 Program Module Quick Sheet

REF-6241.3 October 17, 2017
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Welligent Iuppart Phone: (213) 241-4174

Live Chat: http: //helpdesk.lausd.net
TECHNICAL GUIDE

Minimum Requirements for Windows & Macintosh Computers
Welligent Supported Operating Systems and Browser Versions

Attachment A

OPERATING SYSTEM (OS) BROWSER
Windows 7 or higher Internet Explorer 11

Mac OS Safari 6.x or higher
NON-COMPATIBLE BROWSERS: Mozilla Firefox, Google Chrome and Windows Edge

WINDOWS

Display Internet Explorer Menu Bar Allows you to follow the settings instructions listed below

e Open Internet Explorer {Fig.1} Right Click here i — | ]

e Top right of screen, right—click on a blank area of the Title Bar to fnt 5w So¥
display pop-up menu (Fig.1) Y M par

e Click on Menu Bar to activate (Fig.1)

e The Menu Bar displays at top left (Fig.2) {Fig.2} er. =)@ http:srhome.ausd.net

File Edit Wiew Fawvorites Tools Help

Clear Compatibility View Settings Reguired for version 8

ompatibili iew Settings ==
e Open Internet Explorer {Fig.3} SRgp bty icw Sowins
 From the Menu Bar click on Tools, click Compatibility View Settings by Snenes Sememtbiity View Setinos
o If lausd.net is displayed under Websites you’ve added to Compatibility View, Add this website:

it needs to be removed: 1. Click on lausd.net and it will highlight in blue T ————
2. Click on the Remove button on the right o
e Remove the checkboxes next to Display intranet sites in Compatibility View
& Use Microsft compatibility list
e Ensure that the settings are blank as shown in (Fig.3)
e Click on Close Display Intranct sites in Compatibility view

Use Microsoft compatibility lists
Learn mere by reading the Internet Explorer privacy statement

Close ]

Temporary Internet File Settings  Refreshes the web page to the current information

e Open Internet Explorer {Fig.4}  tnternetOption= B ==
e On the TOOlS menu, click Internet Options security | Privacy | content | connections | Programs | advanced
. . . Home page
¢ On the General tab, under Browsing History, click on 4@y To create home page tabs, type each address on its own line.
- : - = http://home.lausd.net/ B

the Settings button (Fig.4) {Fig.5} " i
e Under “Check for newer versions of Temporary Internet Files | History | Caches and databases e e e

stored pages:" Internet Explorer stores copies of webpages, images, and media Startup

) . for faster viewing later. Start with tabs from the last session

Select Every time | visit the webpage Ched for newer versions of stored pages: @ sttt home pege

(F|g . 5) @) Every time I visit the webpage Change how webpages are displayed in tabs. Tabs
e Disk space to use should be set to Every time I start Internet Explorer Browsing history

i Automaticall Delete temporary files, history, cookies, saved passwords, and web
250 MB (Fig.5) ¥ form information.
MNever Delets browsing history on exit

e Click on OK, and Ok to close screen Delete. sewngs |

Disk space to use (3-1024ME) 250 = I
{Recommended: 50-250MB)

Po p-up Blocker Turn off the Pop-up blocker for the Welligent website

e Click Tools from the IE Menu bar {Fig.6}  Pop-up Blocker Settings C5X]

o Select Pop-up Blocker

e Click on Pop-up Blocker Settings

e Type: https://welligent.lausd.net under address
of website to allow (Fig.6)

« Click the Add button (Fig.6) Address of webst to allow:

« Click on Close https:/Awelligent lausd net ’ Add

Exceptions

Pop-ups are cumently blocked. You can allow pop-ups from specific
—#!| websites by adding the site to the list below.

Welligent Technical Guide V8 Page 1 0f2 July 21, 2017
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., , , , Attachment A
Minimum Requirements for Windows & Macintosh Computers
WINDOWS
Adjust Printing Print IEP documents on one sheet
« Open Internet Explorer {Fig.7} Fog=>=tue
¢ On the File menu, click Page Setup FErErlEiire rEETE(rErE]
. ; . Page Size: Left: 0.25
e Reset all Margins to 0.25 inches (Fig.”) = - i
e Check the box next to Enable Shrink-to-Fit (Fig.”) ] o (k==
@) Portrait Landscape Top: 0.25
e Under Headers and Footers, change all fields to Empty (Fig.7”) Print Backaround Colors and Images Bt [
e Click on OK | 7] Enable Shrink-to-Fit _
Headers and Footers
Header: Footer:
*NOTE: Some printing problems may be resolved by downloading [FEmpty- Ex| [Empty-
the latest Postscript (PS) printer driver from the printer’s company website and [Emety- =
reinstall the driver.
[ Empty- -] [Emety-

Ad_j ust Screen Resolution Change the appearance of your display

e On the desktop, right-click on an empty space Display: 1. HP E190i - /
e Click on Screen Resolution

o Change Resolution to the (recommended) setting depending on the monitor Resolution: |1280 = 1024 (recommended) v|
e Click Apply, and then click OK

Clear Cookies and Tem porary Internet Files crear copies of web pages visited (Repeat as needed for maintenance.)

. Internet Options (SR .

e Open Internet Explorer {Fig.8}

o he T | lick | O . IGeneral ISecurity Privacy | Content | Connections | Programs | Adwvance
e On the Tools menu, click Internet Options ———
e On the General tab under Browsing History, Click on the Delete button (Fig.8) G 1o create home page tabs, type cach address on s own ne.

. . . . http://home.lausd.net -

e Select the check boxes next to:Temporary Internet files, Cookies & History (Fig.9) Il
* Click the Delete button Delete Browsing History |m— Use current | [ Use default | [ Use new tab

at the bottom Startup

Fr=mroz T Es Tr= Eeiiad aE Start with tabs from the last session

° Cllck on OK Keep cookies and temporary Internet files that enable your favorite

wehsites to retain preferences and display faster. @ Start with home page

— Tabs

Change how webpages are displayed in tabs. Tabs

{Flg.9} | Temporary Internet files and website files

Copies of webpages, images, and media that are saved for faster Browsing history
wiewing.
Delete termporary files, history, cookies, saved passwords, and web
=[] Cookies and website data form information.

Files or databases stored on your computer by websites to save

preferences or improve website performance. Delete browsing histary on exit

| History | Delete. .. || Settings
. List of websites vou have visited.

MAC
Pop-up Blocker 7um off the Pop-up blocker for the Welligent website
e Top left of the screen, click on Safari menu {Fig.10} , ° ‘
e Click on Preferences J Q N | @‘

e Click on the Security icon found at the top of the row (Fig.10)
e Under Web content, uncheck Block Pop-up windows it should not have a

checkmark in front of the choice (Fig.10) Web content: . Enabla 2
Block - d
e Top left, click on the Red button to close window _ ‘;CW Z S W'"e“: ;

Fraudulent sites: v Warn when visiting a fraud

Clear Cookies and Website Data Clear copies of web pages visited (Repeat as needed for maintenance.)

¢ Click on Safari menu, click on Preferences {Fig.11} ® "”vacv.

e Click on the Privacy icon found at the top of the row (Fig.11) I I Q s | Y @‘
General Tabs AutoFill Passwords Search Securit] Privacy [Notifications Extensions Advanced

e Click on Manage Website Data (Fig.11)

e Once Website Data loads, click on Remove All button Cooies anciabute cetas )\ Jways block )
Allow from current website only
¢ Click on Remove now button © Allow from websites | visit
e Click on the Done button e
e Top left, click on the Red button to close window I o — I
Welligent Technical Guide V8 Page 2 of 2 July 21, 2017
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Welligent Technical Requirements: PDF Forms

] . . Attachment A
Opening a PDF form in Welligent

E Forms Edior - Sample. Sample and Fon sgnsorm W ciose I

When opening a PDF form, 2~ aview o
ensure the top section of the |B © & = @ @Dl OO0 - B AP o)

. [erom |
form displays a purple bar )

[m] LOS ANGELES UNIFIED SCHOOL DISTRICT

and States ”PIease fl” OUt the & Educational Equity Compliance Office

. ” Q REQUEST FOR SECTION 504 EVALUATION and CONSENT |
fO”O wing fOfm... T Pumreniant tn Sectinn 504 of the Rehabiltation At of 1973 the Dietrict has a dily in identife refer evabote and if slinible nrwide o

E-Forms Edmor - Sample. Sample and Fon sgnrorm W ciose  J

m® 68 = Qq @ R M O® e - BB AP @  signin
If the form displays @ YEIIOW | () ouasor isissieis sockes o avoi potsnsistsocusiy st you s i docurmans, 2 th hose esgentausdnee o rslaged Locaions g P e awe opoms = wop |
bar at the top, click on © [_save Form |

[ LOS ANGELES UNIFIED SCHOOL DISTRICT
Options and select “Add @ Educational Equity Compliance Office
Host To Privileged Q REQUEST FOR SECTION 504 EVALUATION and CONSENT |
Locations”. This will change —————— CTET I 2 |
the yellow bar to purple and
allow the student data to ® B =B Q @1 MO [ [ P ® signin
pre---populate_ @ Data from this site is blocked to avoid potential security risks. If you trust this decument, add the host "welligent.lausd.net" to Privileged Locations (in Enhanced Security preferences) to receive data. Options ~ | Help

o {  Trust this document one time only

1| Add host to Privileged Locations
[ LOS ANGELES UNIFIED SCHOOL DISTRICT I . |

If PDF forms do not pre---populate with student information, follow the steps
provided below to adjust your Adobe Reader settings.

Install the latest version of Adobe Reader

Open Internet Explorer

In the address bar type “www.adobe.com/downloads” and press enter.
At the bottom, under Downloads, Click Adobe Acrobat Reader DC
Uncheck any optional Offers and Click Install now

Click Run

Click Next

Once finished, click Finish

NouewheE

1 Welligent Technical Requirements: PDF Forms
10/6/2017
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Welligent Technical Requirements: PDF Forms

Attachment A

Adobe Reader Settings for Internet Explorer users

“Add Host To Privileged Locations” can
be verified in Adobe Reader.

Internet Explorer settings can be
verified in Adobe Reader.

ik w e

vk wnN e

Commenting
Documents
Full Screen
General

Page Display

Open Adobe Reader
Click Edit
Click Preferences

3D & Multimedia
Accessibility

Adobe Online Services
Email Accounts

Forms
Click Security (Enhanced) Identity

Intemet
Ensure welligent.lausd.net is JavaScript

Language

listed as one of the Trusted Sites. Measuring (2D)
Measuring (30)
Measuring (Gea)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Signatures

Spelling

Tracker

Trust Manager

Units

Updater

3D & Multimedia
Accessibility
Adobe Online Services

Open Adobe Reader

Email Accounts

Click Edit Forme
Click Preferences Identity

Click Internet JavaScript

Ensure all three checkboxes Language

Measuring (207

are checked.
Measuring (307

Welligent Technical Requirements: PDF Forms
10/6/2017
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[7] Enable Protected Mode at startup [] Create Protected Mode log file View log

Protected View @ Off
() Files from potentially unsafe locations

©) Allfiles

Enhanced Security

[¥] Enable Enhanced Security [] Cross domain log file

Privileged Locations

If your workflows are negatively impacted by security settings, use Privileged Locations to
selectively trust files, folders, and hosts to bypass those security setting restrictions.
Privileged Locations allows you to work securely while granting trust to items in your
workflow.

(=] Automatically trust documents with valid certification

Automatically trust sites from my Win 05 security zones View Windows Trusted Sites

View

welltst.lausd.net
welligent.lausd.net

Add File ] ’AddFoIderPathl ’ Add Host

Remove

How to set up vour browser to use Adobe products to view PDF documents

Display in Read Mode by default
[¥] Allow fast web view
[¥] Allow speculative downloading in the background

Internet Options

Connection speed: |56 Kbps  »




Welligent Technical Requirements: PDF Forms

.. Attachment A
Enable Adobe PDF Plug---insinInternet Explorer

Enable Plugins
1. Open Internet Explorer

2. Click Tools

3. Click Internet Options

4. Click Programs

5. Click Manage Add---Ons

6. Click Toolbars and Extensions and enable all Adobe application add---ons
Mternet Options [Ep | ———

| General | Security | Privacy I Content I Connections | Programs |Aduanced|

Default web browser

(N Internet Explorer is the default web

browser. Make default

[ Tell me if Internet Explorer is not the default web browser.

Manage add-ons
Enable or disable browser add-ons
installed in your system, Manage add-ons

St I || e

View and manage your Internet Explorer add-ons

1

Add-on Types Mame Publisher Status Archite =
QJ‘ Tasilbasand Edensins Adobe Systems Incorporated
-)E;'-Search Boerinclens Shockwave Flash Object Adobe Systermns Incorporated Enabled 32-bit
@Acceleratcrs Adobe Systems, Incorporated
Adobe Acrobat Create PDF Toclbar Adobe Systems, Incorporated Enabled 32-bit | _
@Tracking Erotection Adobe Acrobat Create PDF Toolbar Helper Adobe Systemns, Incorporated Enabled 32-bit |
& Spelling Correction Adobe Acrobat Create PDF from Selection Adobe Systems, Incorporated Enabled 32-bit
GoogleInc
Google Toolbar Google Inc Dizabled 32-bit
Google Toolbar Helper GoogleInc Disabled 32-bit.
Microsoft Corporation
Groove GFS Browser Helper Microsoft Corporation Dizabled 32-bit
Office Document Cache Handler Microsoft Corporation Enabled 32-bit

Show: Groove Folder Synchronization Microsoft Corporation Dizabled 32-bit

Currently loaded add-ons '] ¢'|' — i b

Select an add-on to modify status or view details.

3 Welligent Technical Requirements: PDF Forms
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Welligent Technical Requirements: PDF Forms

For Safari users (version 7 and below), Reset Safari Settings

MAC:

1. Open Safari

2. Click Safari

3. Click Reset Safari

4. Check all checkboxes then click Reset
Windows:

1. Open Safari

2. Click Safari Settings

3. Click Reset Safari

4. Check all checkboxes then click Reset

Attachment A

I. « I > | | + @ http://home.lausd.net/

G._l |.0.* Google

& [ =2 Apple Yshoo! GoogleMaps YouTube Wikipedia

Mews (163) * FPo

=)
2
\\_{‘=>
..‘ W 2 Are you sure you want to reset Safarni?
<3
1- : Select the items you want to reset, and then click Reset. You
E&. can't undo this operation.
L
S lear historny
eset Top Sites
H emove all webpage preview images
lear the Downloads window

emove all website icons

ermnove saved names and passwords
emove other AutoFill form text

loze all 5afari windows

eset all location warnings

emove all website data

@ [ Reset

4 Welligent Technical Requirements: PDF Forms
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Customize Toolbar...

Show Menu Bar
Hide Bookmarks Bar
Show Tab Bar
Show Status Bar

Show Reading List
Enter Full Screen

History

Downloads

Private Browsing...
Block Pop-Up Windows
Preferences...

Help
Report Bugs to Apple...

Safari Extensions...

About Safari

Ctrl+5Shift+B
Ctrl+Shift+T
Ctrl+/

Ctrl+5Shift+L
F11

Ctrl+H
Ctrl+Alt+L

Ctrl+5Shift+E
Ctrl+,

F1




Welligent Technical Requirements: PDF Forms

For Safari users (version 8 and above), adjust Safari Settings

MAC:
1. Open Safari
2. Click Safari Settings
3. Click Preferences
4. Click Security
5. Check the box next to Allow Plug---Ins
6. Click Website Settings next to Allow Plug---Ins

Fraudulent sites: || Warn when visiting a fraudulent website

The Google Safe Browsing Service is unavailable.

= Mo updates have cccurred in 1 day.

Web content: | Enable JavaScript
v | Block pop-up windows
v Allow WebGL Website Settings...

Internet plug-ins: v Allow Plug-ins = Website Settings...
7. Click Adobe Reader

8. Select Welligent url (welligent.lausd.net)
9. Select Allow Always

Adobe Reader

Version 11.0.10 Adobe Reader

Citrix Receiver Plug-in Allow websites to use this plug-in with the settings below:
Currently Open Websites

QuickTime

% welligent.lausd.net Allow Always A
SharePoint Browser Plug-in
Silverlight
“Adobe Reader” does not support the highest level of security for Safari
- plug-ins.
Websites using this plug-in may be able to access your personal documents
and data.
When visiting other websites: = Ask E
[ Done
5 Welligent Technical Requirements: PDF Forms
10/6/2017
REF-6241.3

Office of the General Counsel; Date: 10/17/2017

Attachment A



Welligent Section 504 Program Module Quick Sheet
Attachment B
l. FREQUENTLY USED FEATURES

1. LOCATING A STUDENT RECORD/STUDENT RECORD SEARCH

a. Select the “Student Search” tab at the top of the Welligent screen

la. ;
.. Dat; Q Student Search = Welligent k£ Reports £ My Alerts

Welcome back, Victoria Badmus Wellington! ©f @ Support

Date District Received Parent Signature

‘f_f\ Effective Monday, September 11, 2017, the language on the IEP Meeting screen will change from 'Parent Signature Date' to 'Date District Received Parent Signature’. This change will require
users to follow a few additional steps, so that the most accurate information is displayed on the IEP Meeting screen and on Page 10 of the IEP in Welligent.

A Reference Guide is forthcoming. Until its publication, please follow the directions outlined in the following link: Cate District Bsceived Farent Signature
Clear Your Cache Before Using Version 8
PC Users:

b. Enter Student* ID # in the “Agency ID/Client ID” field
e |f Student ID is unknown, enter
1. “Last Name”
2. “First Name”

c. Click “Show All Fields” if you need to enter more information such as
1. Date of Birth in the “DOB” field
2. School of attendance in “Location” field

Q Student Search

Agency ID/Client |D: Global Search:

~

d. Click the “Search” button at the top right hand side of the screen
Q Student Search

First Name: Agency ID/Client 1D:

&

Location: Location Grouping: Date of Birth:

LALUSD CENTRAL QFFICE

Status: Type of Record:

Other Nama/AKA:

Active Students

REF-6241.3
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Welligent Section 504 Program Module Quick Sheet
Attachment B

*Based on the student information entered, one of the two following screens should appear:

If Student ID number is entered, select “Program History”:

b, BTG L Sample, Sample % Welcome back, Victona Badmus Welington! 8 '@ Support

Student: Sample Sample (DOB: 01-Aug-2005) (Grade:09th) (School:Lausd Central Office)
Client ID: LOS FELIZT @

B Record Navigator

& Student Information >

£ Reminders

ATty Detall

A Bens Click HERE to view

list of reminders for Sample Sample eus of evenss schedy

D:’ ASSESSMENTs
B Case Management A& Recent or Pending Lab Tests »
|ﬂ Case Notes

i Consents

EP E\'f i Listing

ik Services

If the student’s name is entered, locate the student record below and select “Edit”:

Search

Agency [DfClent 1D: Global Search:

Location: Location Grouping: : Date of Birth:
LALISD CENTRAL OFFICE M
Status: Type of Record: Other Namea/AKA: Teacher

Active Students

Student L Gr Locatien
S Sample, Sample L ) WI77798 D4th Private Schoai Gfice (1536)
) sample, Sample 00 SAMPLET 23 o Lausd Central Offics
1 @  Sample, Sample O1-Aug-200 LOS FELITY Lausd Central Office

1O sample, sample 23.Jan. 200 th Laugd Cimtral Office

2. LOCATING THE SECTION 504 STUDENT RECORD
a. Select “Program History” in the Record Navigator or the E icon

[ e sewe |

School:Lausd Central Gffice)

» [ Schedule for Sep 14, 2017

Activity Detall Time Provide D ption StEtus

& Stedent Information >
s i ol A e Sample Sample has no appointments or events scheduled for today.
M assessments

B Case Management 4 Recent or Pending Lab Tests »

@ caseMotes

ah Consents

3 1EP Event Listung

ah Services
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Welligent Section 504 Program Module Quick Sheet
Attachment B

3. CREATING THE SECTION 504 STUDENT RECORD FOR THE FIRST TIME
a. Click “New”

L ST E Sample, Sample B % crona Badmus Wellington! 9 @ Support

Student: Sample & Sample (DOB: 04-Aug-2008)
Client ID: LAUSD & %

n 7 ) Fefred qm L

& =
Search Critena s

A 4

m Program Status r —

-]

lﬂ Edit Print Program Status Admit Date Descharge Date Lead Clinician “

&

&

b. Select “Enroll”
c. Click “Save”

Summary [EEUIEET LR 3 Welcome back, Vicioria Badmus Welbngron! 6 @ Support

Student: Sample 6 Sample (DOB: 04-Aug-2008)
Client ID: LAUSD & §%

3b Program Director Active Pending Wait Listed Max Capacity Available Slots

Not Spectfied 5160 36 72

B

4. EDITING THE SECTION 504 STUDENT RECORD
a. Select “Edit” under “Program History”

.. Shud Q Student Search m | Reports A My Merts o Log Dt
S S EUT Sample, Sample 6 % Welcome back, Victoria Badmus Welington! @@ | @ Support
‘u ‘ =
&
Search Criteria

A

m Program Staty

-]

@ Edit Print Program Status Adrit Date Discharge Date Lead Clinician

& o] = Section 304 Agtive 14-Sep- 2017 VICTOREA BADMLS WELLINGTON

i
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5a.

5.

Welligent Section 504 Program Module Quick Sheet

UPDATING SECTION 504 DETAILS and CREATING FORMS

Attachment B

a. Enterinformation in “Section 504 Details” or “Section 504 Exit Details” for each phase of the process as appropriate

b. Click the “Save” button to save updated Section 504 Details and/or Section 504 Exit Details

c. Tocreate a new Section 504 form, click the green plus sign for Phase |, II, ll, or IV as appropriate and the documents

required for that phase

S5c.

5Sb.

= k&

& | Frogram Soaus

=]
s

| ALWAYS SAVE YOUR WORK BEFORE CLOSING S0

# 4 Section S04 Detally

" nitial Befirral Date

@ |Casemanager
i
=)

Seatiss
s

0, 504 Evaluation

Meening/Fian Date

Meeting T:

5a.

3 Year Re.

. 504 Meeting

15-SER-2017 8 T 07:17am Qe
[ saouidn Q- @

0 B ENODEEEBE R &
L BE BE E B BE AR AE BE 3R O 2R AR

wSection S04 Exit Detalls

Other = ‘ Save ,

Refresh New Form
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Welligent Section 504 Program Module Quick Sheet
Attachment B

d. Upon opening the form, some student information should pre-populate into the fields; however; if student information
does not pre-populate, it is a warning that the information you type will not save so your computer settings may need to

be adjusted according to Welligent ITD Technical Support (Attachment A)
e. Enter the information on the form as appropriate
f.  To save the document, select “Save Form.”

2 - Review and Approval
[1=A] (]-‘5 B Q @ 1|73 k @ @@ N H @ %] ? @ Sign In
© 5. | Save Form |
A
@ LOS ANGELES UNIFIED SCHOOL DISTRICT
Q Educational Equity Compliance Office
REQUEST FOR SECTION 504 EVALUATION and CONSENT
Pursuant to Section 504 of the Rehabilitation Act of 1973, the District has a duty to identify, refer, evaluate, and if eligible provide a
free appropriate public education to disabled students. For additional information regarding Section 504, please contact your
School’s Section 504 Designee: at (Ph) or you may call the District’s
Educational Equity Compliance Office at (213) 241-7682.
sa. | Student ID: LAUSD 6 Date: _ |
‘ : Last Name | Sample First Name | Sample 6 Grade | “
{ School | LAUSD CENTRAL OFFICE Educational Service Center | LAUSD Adminis
Student’s Primary Language [ English Language Development Level |
| Parent(s)/Guardian(s)
| Home Address ,
5e Home Phone ] Cell Phone | | Work Phone
[ What is the reason for the request? (Clarify Student’s needs and area(s) of concern)

g. Upon the data being saved, the following confirmation message will appear

E-Forms Editor - Sample, Sample &

1 - Crested/Edit E-Form 2 - Review and Approval

Meszage from webpage  NESS

Ji Form Data nsened

[ o |

6. CREATING FORMS FOR A RE-EVALUATION
a. Click the black plus sign to the left of the green plus sign for the relevant re-evaluation phase
4 Summary Welcome back, Victoria Badmus Welling
® Student: Sample 6 Sample (DOB: 04-Aug-2008)
Client 10; LALSD 6 @8

n Er Other = Save A
‘ Program Status: Active ~ - g. ALWAYS SAVE YOUR WORK BEFORE il OGING S04

on! o8 | @ Support

C;‘:l & Section 504 Details e ¥ rwork/ Forms v | Refresh MNew Form
g | Reterrat Dace 14-SEP-2017 B Time 02:13pm o ._ New Form Mext Date | a
Case Manager Victoria Badmus Wellin O}, * | &
B &l * 11 Locs Fanad 0
REF-6241.3 October 17, 2017

Office of General Counsel
Page 5 of 14



Welligent Section 504 Program Module Quick Sheet
Attachment B

b. Select “Add” to create a revised form for the re-evaluation
M Summary EEREEREEELEE Welcome back, Victorla Badmus Wellington! ©f | @ Support

n e o Other » Save

&  Program Stanss Active = E'" ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
a po—
o & Secon 504 Detaits | Paperwork/Forms v | Refresh MNew Form
= Initial Referral Date 14-SEP-2017 Bl Tme 02:13pm (v New  Form Next Date -
@ Case Manager Victoria Badmus Wellin Ol * Bl 4
1
& [ |pate | igmeat | ~pp |copys |
& e [255ep 2017 [ | e |
= Statiss: N 7

c. Click “OK” when the following message appears

-
Iu ity Other = Save o
&  Frogram Status active  [w] * o ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
Y [ "4
& Secoen 504 Deaiks [ = Refresh Mew Form
m Message rom webpage -
= Initial Referral Date: 14-SEP-2017 BB e Mext Date  a &
Case Manager Victoria Badmus Wellin = O o ¥ you continue a Copy/Revision WILL be created. Click OK 10 -
= continue or Cancel to not create a CopyHevision.
1
& i o Ii-'rr ]l
A [aad
=) Status:
T1
- =
|@
Referring indwidual =

d. Type the updated information on the form and click “Save Form”
Click “OK” when the confirmation message appears
Click “Close”

E-Forms Editor - Sample, Sample 6

6f.

Send Form Sign Form

2 - Raview and Approval
B®8 8 Q @ 12 R PDO® = - mFBEATP @  signin
— 5
E] -
@ LOS ANGELES UNIFIED SCHOOL DISTRICT
Q Educational Equity Compliance Office
REQUEST FOR SECTION 504 EVALUATION and CONSENT
Pursuant to Section 504 of the Rehabilitation Act of 1973, the District has a duty to identify, refer, evaluate, and if eligible provide a
free appropriate public education to disabled students. For additional information regarding Section 504, please contact your
School’s Section 504 Designee: at (Ph) or you may call the District’s
Educational Equity Compliance Office at (213) 241-7682.
Student ID: LAUSD 6 ] | Date: _ |
. Last Name | Sample First Name | Sample 6 Grade | “
School | LAUSD CENTRAL OFFICE | Educational Service Center | LAUSD Adminis
Student’s Primary Language English Language Development Level |
Parent(s)/Guardian(s)
Home Address R
Home Phone [ Cell Phone [ | Work Phone ]
What is the reason for the request? (Clarify Student’s needs and area(s) of concern)

g. The revised form for the re-evaluation will appear below the previous document

y -
Other = Save A
&  Program s acve  [=] * E‘u ALWAYS SAVE YOUR WORK BEFORE CLOSING S04
A [ L
A Section 504 Details | Paparwork/Forms v | Refrash New Form
m |
a Initial Rederral Date 14-SEP-2017 B Time 02:13pm e | New  Forr Next Date  a F
& Case Manager Victeria Badmus Wellin | O * |8 &+ .
& o Proprs | Date Siged? \pp Cop
= s | gty |25-5ep2017 N HA Ackd
= St w] | . | g |assep-2017 N NA Yes, Aga
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Welligent Section 504 Program Module Quick Sheet
Attachment B

7. ATTACHING RELEVANT SECTION 504 DOCUMENTS TO THE STUDENT RECORD (Note that documents may not be deleted after
they have been locked or uploaded)
a. Click the drop down arrow next to “Paperwork/Forms” and select “Attachments”

Q Swudent Search = wWelligent

L T ELT Sample. Sample 6 X Welcome back,

wple 6 Sample (DOB: 04-Aug-2008)
Client 10 LALSD 6 @

o [l Other =
‘ Pro&lan-.l Status: Active . % ALWAYS SAVE YOUR WORK BEFORE CLOSING S04
A
m & Section 504 Details Papanwork/Forms Refrash
Initial Referral Date 14-5EP-2017 E Time: 02:13pm =
= b
Case Manager Victasia Badmus Wellin - C *

|!| Pareat | il

b.  Any previously attached documents will appear in the “Attachments” window

c. Attach required documents by clicking the “New Attach” button
i-. ] I U.".‘..;ck---: Search 1 -E_—usaii’- 1
£, TR Sarnple, Sample & X Welcome back, Victoria Badmus Wellington! <5 | @ Suppon

Student: Sample 6 Sample (DOB: 04-Aug-2008)
Chent I2: LAUSD 6 §%
o B Other = Save ~
&  Program Status active o] o E“ ALWAYS SAVE YOUR WORK BEFORE CLOSING 504 7c.
A
g Asecuonseseate | rmm— Refresh € tew Attach )
a Initial Referral Date 14-SER-2017 £ Tme 02:13pm o Edit View Description Filee Mame
Case Manager Victoria Badmus Wellin O * 7b. » No records to display..
|
d. When the Welligent Upload window appears, enter a brief description of document that will be uploaded, i.e. “504 Plan
2/14/2014,” “Parent Input form 2/12/2014,” etc...

e. Click “Browse” button to locate the file to be uploaded

st [ uptoad | close | A

Document Managemaent «

| 7
— ]
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Welligent Section 504 Program Module Quick Sheet

Attachment B

f.  Locate and select the file to be uploaded
g. Click “Open”

Organize = New folder = | 9 |(—
: |
Favorites Name oo YEE sgompleted Section S04 Documents”
7f. i Section 504 C doc 2 M

M Deskiop
23 Libraries
B Badmus-Wellingt
& Computer
& Local Disk (C3)
= DVD RW Drive {
— Removabie Disk
= Removable Disk
Hiren's BeotcD
& home (\tslegal

5 system (\slegs
< scanner (V1020
&F Roxio Burn Disc

& Network

B Control Paned
i Recycle Bin

L. Archive

Desktop

Personal Scanner
REF-6241.3 Screes .

File name: Completed Section 504 Documents.docx = | All Files (%5 -

78. | Cancel

h.  The file should appear in the “Upload File” field
i.  Click “Upload” 7.

7 D
Document Management -

|504 Docs

s« [Confidential -]

j. Once the document is uploaded, a confirmation message should appear
k. Click “Okay” to proceed

]| e |
Document loading. Please wait...
it
Message from webpage ———
Do This has been fully loaded in the Wel
Dats ! L database.
A
< >
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Welligent S