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WELLIGENT QUICK REFERENCE GUIDE 

Office Visits 

Step 1 Log into Welligent at https://welligent.lausd.net, using your single sign-on (SSO) 
account. 

 
 

Step 2 Search for the student’s name 
 

 

Step 3 Search for the student’s name. There is an option to Show All Fields when searching 
 

 

Step 4 Select the correct student by click the Edit icon (pencil) 
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Step 5 The Record Navigator screen appears. Note: Record Navigator closes and open 
depending on where the cursor is positioned. 

 

 

Step 6 (a) Select Type of Office Visit (b) Click New 
 

 
Step 7 (a) Verify date and time (b) Enter Referral Source (c) Primary Health Reason (d ) 

Complaints/Reason (e ) Click Save. Notice that the Status is Pending Completion do not 
mark it completed at this point. 
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Step 8 Complete the following tabs (after completing the Details tab): 

(1) Assessment/Observations (2) Activities (3) Outcomes 

Examples from the DNS Professional Development, February 15, 2022 (T. Nguyen’s 
presentation) 

 

 

 

 

Step 9 Referrals/Notes –  
Generate the First Aid Notice and/or Cautions Regarding Head Injury as appropriate. See 

second line Form 
 

o Click the green plus  

 

 
 
Click the circle to the right of the appropriate form.  
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Click Save and then Print 
After issuing a note in the Referrals/Notes, to complete the Office Visit, click Details to 
mark the status Completed and enter the E-Signature password (SSO password) 

Click Save 
 

Unlocking a signed Office Visit if needed. 
To unlock a locked office visit, click on Other tab. Click Sign 

 

 

The E-signature screen should appear but if it pops up and then disappear, check the screen 
shot. Hover your mouse over the Task Bar of your device to see that the screen has opened 
but might be hidden another screen. To delete your own e-signature, click the trash can icon 
on the E-Signature screen. 

 
It’s District policy to not change or alter your initial documentation. The Office Visit which 
was entered in error - update the Status to Nursing/PSA Only Deleted-Error and enter 
in Complaints/Reason box that the documentation was entered in Error. Re-sign the note 

after updating the record. Click Save.  
 
Enter the correct Office Visit after updating the status of the Office Visit entered in 
Error. 


