Quick Reference Guide: Welligent Attachment

FOR OFFICE VISIT ENTRY:

(1)  Office Visits

(@)

Click on Edit if the office visit is not already open
rqm -

(3) Click on Referrals/Notes

Immunizations
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(4) Attached Documents, click on the green plus sign
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=)} Welligent Document Upload
Document
Sample, Chdp Jr

(5) Choose File

Student:

Student ID: W2221628
Student DOB: 24-Dec-2005
File Name:

File Type

Document Size (KB);

Y w‘

ion:
Fonfidnntinling G

Date Uploaded:
Uploaded By:
Upload File:
Brief Descripti

(6) Access the folder where the file to be uploaded was saved

MName

Sample, Student

File name: | Sample, Student

August 2024



August 2024
(7) Enter a Brief Description i.e., if it's a doctor’s note, use the date of the note and the

doctor’s name. Example 2023 Sept. 11 Dr. Sample.
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Student: o o
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Uploaded By
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Brief Description. 1

(8) Click Upload

FOR MEDICATION OR PROTOCOL ORDER:

@ Click on Program History

&b Office Visits

Program 504 Listing

& Screenings

it Servires

»

2 Click Edit (orange pencil s

. ¢. = Disease Management Module

€)) DMM tab view. Click on the down arrow to the right of the Paperwork/Forms
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Program Status: Active b Dmm 1HPs (Tx Plan)| ™ | Sarvices Medications
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& Admission Information: Paperwork/Form{ ¥
Program Admit Date 16-MAR-2023 B Time: 02:33pm Q# New Form

School Nurse Apolonia Tolentino Q* +  Authorization T

Authorization 1

¥ Discharge Information: g+




4 Select Attachments. Click New Attach

Paperwork/Forms v

1 Paperwork/Forms =
Case Notes
IEP Forms

Disclosures
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New Attach

Consents ti
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5) Click Choose File

Uploaded By:

Upload File:

Choose File & file

Brief Description:

Confidentiality Status: Confidential v
Keywords:

(6)  Access the folder where the file was saved.

MName

2023 April 18 Ritalin.pdf
Sample, Student.pdf

File name: [2023 April 18 Ritalin.pdf
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) Cancel

(7) Click Upload
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Attachment (Record Navigator)

£¥ Record Navigator
& student information
A clers

[ assessment services
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- Click New

| Document Management
_ Sample, Sampls 2 . .

st Click the document, click Open
“|5tudent ID: SAMPLE 3 T
m Studlent DOE: 04-Aug-2006 MName a Gpen
[{F1e name: -
p =] 24-23275 Roybal LC 08-20-2024.txt

Flle Type: . - . .

®L sample - FieldTripPersonalHithHistory wi...
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Date Uploaded:

I@ Sample iField Trip - Student List (3).lsx
Uploaded By: -
Upload File file chasen =] Sample Students 4-26-2024.bct

Select Nursing under Document Folders

pocument Folders Enter the Brief Description

{Z3 NP& Mursing

®  (Qhursing Brief Description: 2024 Aug 7 - FT Personal H/H Forn] ]
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Click Upload (right upper side of the screen)

ERRORS (how to rename the file)

R/

+ Change the Brief Description of the uploaded document to ERROR.

Steps to changing the Brief Description of a document that was uploaded in
the wrong student record. DMM Tab > Attachments

a. Click on the icon below Edit to the left of the document to be deleted
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b. Click on the arrow pointing to the right to access the Document
Management. The arrow is found in the upper left corner of the screen.

8@ welligent.lausd.net/pls/iepweb/doc_loader.fil

May 2017

c. Enter ERROR in the Brief Description text box.

Uploaded By Apolonia Tolentino

Brief Description: ERROR

ity Status:  Confidentia v

d. Select SAVE and close screen.




