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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 school office staff
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-6241.3. Related resources and attachments
have been revised as appropriate.

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).

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.
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BACKGROUND
(continued):

PROCEDURES:

REF-6241.4

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.

The Welligent Section 504 Program module was developed to provide increased
access to students’ Section 504 records and is the District’s official source for
maintaining, updating, monitoring, and managing Section 504 data and records.
Section 504 forms are required to be developed and saved within the Welligent
system. 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: 1.
Management; II. Evaluation; III. Meeting; and IV. Follow Up.

I. LAUSD Section 504 Designees, Case Managers, and designated school office
staff 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.

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

o 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

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

II. Section 504 Designees, Case Managers, and designated school office staff
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. Review the report for accuracy and update the information in the
Welligent Section 504 Program module “Section 504 Details” as necessary.

A. Locate the most current Section 504 Plan for each student.

February 2, 2020
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PROCEDURES
(continued): 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 III 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. Ifarecord 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 the

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).
II.  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-6241.4 February 2, 2020
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REFERENCE GUIDE
PROCEDURES outlined in Attachment B when conducting the following activities as
(continued): necessary:
1. Locating a Student Record/Student Record Search
2. Locating the Section 504 Student Record
3. Creating the Section 504 Record for the First Time
4. Editing the Section 504 Student Record
5. Updating Section 504 Details and Creating Forms
6. Creating Forms for a Re-Evaluation
7. Attaching Relevant Section 504 Documents to the Student Record
8. Receiving System Alerts
9. Deleting a Section 504 Form
10. Locking a Section 504 Form
11. Generating a Section 504 Report

V. Welligent Section 504 Program module users may access the following
training on MyPLN:

A.

RELATED BUL-4692

“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.

“Special Education and Section 504 MCD Clerk Training”
Outlines procedures, specific roles, and responsibilities of clerical staff

assigned special education and Section 504 tasks.

“Section 504 Procedures” Outlines the four phases
of the Section 504 process.

Section 504 of the Rehabilitation Act of 1973, issued by the Office of

RESOURCES: 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-6241.4
Office of the General Counsel
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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

Welligent Support: (213) 241-5200
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-6241.4 February 2, 2020
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Welligent Technical Requirements: PDF Forms Attachment A

Opening a PDF form in Welligent

When opening a PDF form 2 mitpse fweiligent kaussd ney/ TEORMID= 5255 - Process MTML Document - intemet Exploses provided by LAUSD - o %
’ other » ll 5 | B I

ensure the top section of the Ve Form et | Form s e e

form displays a green bar 50| i mchom s e

and states “The file includes m
fillable form fields......". LOS AN L DISTRICT

Educational Equity Compliance Office

If the form displays a ye”ow £ Process HTML Document - Insemet Explorer provided by LAUSD o b

B hops//weligent lusdnet/ pls/iepweb/s mi_utilities PROCESS_DOCUMENTIFORMID= 5239 -
bar at the top, click on i T BT T |

Farn Fieits | prevaew (Engleh) | Form Frequenaes
Options and select “Add _
L1 Dt from this site is blocked to svid potential secusity sitks. If yiu St thic docurrend, add the hewt “welligent Leusd.net” to Prii i Erhanced Secuity p Options Help
Host To Privileged
Save Form

. ” . .
Locations”. This will Change LOS ANGELES UNIFIED SCHOOL DISTRICT

the yeIIow bar to green and Educational Equity Compliance Office

allow the student data to

pre---populate.

A 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

1. Open Internet Explorer
2. In the address bar type "https://get.adobe.com/reader/” and press enter.

Adobe Acrobat Reader DC Dptiosl sters s

h‘! Yez, install - Chrome. the "Download Acrobet Reades” bution,
mise AR | s il it o
|- it cy aFR ‘Acrobat Renser DC and Acronat Resder Chrome
e - il N Ve, intall Gaagle Taolsar for ntermet Explorer

e Y i

Extension (If applicable], and to the Adobe Software.
e V] e Licersing Agpeement.
G

Mot Your antuirus software mus alow you to nsta

Download Acrobt Readar ‘
Total v 167 M

3. Uncheck any Optional Offers and click Download Acrobat Reader.
4. Click Run
5. Click Next
6. Once finished click Finish
1 Welligent Technical Requirements: PDF Forms

REF-6241.4 Office of the General Counsel February 2, 2020



https://get.adobe.com/reader/

Welligent Technical Requirements: PDF Forms

Adobe Reader Settings for Internet Explorer users

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

Open Adobe Reader

Click Edit

Click Preferences

Click Security (Enhanced)
Ensure welligent.lausd.net is

vk w N e

listed as one of the Trusted Sites.

Internet Explorer settings can be
verified in Adobe Reader.

Open Adobe Reader
Click Edit

Click Preferences
Click Internet

v wN e

Ensure all three checkboxes
are checked.

Commenting
Docurments
Full Screen
General
Page Display

3D & Multimedia
Accessibility
Adobe Online Services
Email Accounts
Forms

Identity

Internet

JavaScript
Language
Measuring (2D)
Measuring (30)
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Signatures

Spelling

Tracker

Trust Manager
Units

Updater

3D & Multimedia
Accessibility

Adobe Online Services
Email Accounts
Forms

Identity

Intemet |
JavaScript

Language

Measuring (207
Measuring (307

2 Welligent Technical Requirements: PDF Forms
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[7] Enable Protected Mode at startup [] Create Protected Mode Jog file View log

Protected View @ Off
(") Files from potentially unsafe locations

) All files

Enhanced Security

[7] Enable Enhanced Security Dgrn;;dnmamlng 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

Attachment A

View

welltst.lausd.net
welligent.lausd.net

AddFile | | Add FolderPath | | AddHost

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  »

February 2, 2020




Welligent Technical Requirements: PDF Forms Attachment A

Enable Adobe PDF Plug

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
et oprons ? =

| General | Security | Privacy | Caontent | Connections | Programs |Advanoed|

Default web browser

2N 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

- slicaluintia- | ==

View and manage your Internet Explorer add-ons

Add-on Types MName Publisher Status Archite *

&} Toolbars and Extensions || Adobe Systems Incorporated
.;:;'-Search s g Shockwave Flash Object Adobe Systems Incorporated Enabled 32-bit
)

Adobe Systems, Incorporated
@ Accelerators

Adobe Acrobat Create PDF Toolbar Adobe Systems, Incorporated Enabled 32-bit | _
@Tracking Erafection Adobe Acrobat Create PDF Toolbar Helper Adobe Systems, Incorporated Enabled 32-bit i
& Spelling Correction Adobe Acrobat Create PDF from Selection Adobe Systems, Incorporated Enabled 32-bit
Goegle Inc
Google Toolbar Google Inc Disabled 32-bit
Google Teclbar Helper GoegleInc Disabled 32-bit.
Microsoft Corporation
Groove GFS Browser Helper Microsoft Corporation Disabled 32-bit
Office Decument Cache Handler Microsoft Corporation Enabled 32-hit

Show: Groove Folder Synchronization Microsoft Corporation Disabled 32-bit

’Currentlyloadedadd-ons Y] "l' == m s

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 Attachment A

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

I. - I > | | + (@ hitp://home.lausd.net/ G._l |.Q' Google | D

& [ &= Apple Yahoo! Google Maps YouTube Wikipedia Mews (163) ¥ Po Customize Toolbar...
Show Menu Bar
Hide Boockmarks Bar Ctrl+5hift+B
Show Tab Bar Ctrl+5Shift+T
= Show 5Status Bar Ctrl+/
A r- Are you sure you want to reset Safan? ) ) )
< 3 Show Reading List Ctri+Shift+L
1- -: Select the items you want to reset, and then click Reset. You
?“‘ can't undo this operation. Enter Full Screen F11
5]
L
et lear historny History Ctrl+H
eset Top Sites Downloads Ctrl+Al+L
H emove all webpage preview images =

Private Browsing...
lear the Downloads window :
iy
emove all website icons : :
ermove saved names and passwords v Block Pop-Up Windows Ctrl+Shift--K

emove other AutoFill form text

Preferences... Ctrl+,
lose all 5afan windows
eset all location warnings Help F1
ermove all website data Report Bugs to Apple...
':3_/-' Reset Cancel Safari Bxtensions...
About Safari

4 Welligent Technical Requirements: PDF Forms
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Welligent Technical Requirements: PDF Forms
For Safari users (version 8 and above), adjust Safari Settings

MAC:

Open Safari

Click Safari Settings

Click Preferences

Click Security

Check the box next to Allow Plug---Ins

Click Website Settings next to Allow Plug---Ins

4 - = ® :
[ T+ i i1 "l G
L e V' ) 1 Q - v = o 1 ® 4

Fraudulent sites: || Warn when visiting a fraudulent website

The Google Safe Browsing Service is unavailable.
= Mo updates have occurred in 1 day.

ok wNE

Web content: | Enable JavaScript
| 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
sio % welligent.lausd.net Allow Always k&

SharePoint Browser Plug-in

Silverlight

“Adobe Reader” does not support the highest level of security for Safari
S plug-ins.

‘Websites using this plug-in may be able to access your personal documents
and data.

When visiting other websites: | Ask H

[ Done |

Welligent Technical Requirements: PDF Forms

Attachment A
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Welligent Technical Requirements: PDF Forms  AttachmentA

For Chrome Users

Opening PDF’s in Chrome

1. Start Chrome
2. Atthe top right, click on the ellipsis button
3. Click on the Settings options

New tab Ctrl+T
New window Ctrl+N
New incognito window  Ctrl+Shift+N
History »
Downloads Crl+)
Bookmarks >
Zoom - 100% + b
Print... Ctrl+P
Cast...

Find... Ctrl+F

More tools 4

Edit Cut Copy Paste

Settings ?

Help »

Exit

4. Go to the bottom of the screen and click on Advanced
5. Under "Privacy and Security” section, click on the Site settings

:\i.l.' .
T b feqiaest q
@
P P b g ®
[
6. Click on “PDF documents”
@@ PDF documents » ?

7. Turn off Download PDF files instead of automatically opening them in Chrome.
Download PDF files instead of automatically opening them in Chrome _

8. Toggle switch to the on . to the off position

Welligent Technical Requirements: PDF Forms
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Welligent Section 504 Program Module Quick Sheet

Attachment B
I FREQUENTLY USED FEATURES

1. LOCATING A STUDENT RECORD/STUDENT RECORD SEARCH

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

., -4

# Summary Welcome back, Vitoria Badmus Wellington! €8

© Support
Date District Received Parent Signature

. o 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: Date District Recelved Parent 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. Check the Global Search box.

d. 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
1b. 1d.
Q Student Search Search  New Student
Last Name: First Name: Agency ID/Client ID: Global Search:

“’x\:e Last Name ‘

Type First Name Agel Client ID 8 k_

e. Click the “Search” button at the top right hand side of the screen
Q Student Search Search  New Student
Last Name: First Name: Agency ID/Client ID: Global Search:
Type Last Name Type First Name Agency ID/Client ID Q
Location: Location Grouping: Alt ID: SSN: Date of Birth:
LAUSD CENTRAL OFFICE v v Type SSN
Status: Type of Record: Program: Other Name/AKA: Teacher:
Active Students v v v
Grade: Gender:
REF-6241.4 February 2, 2020
Office of the General Counsel
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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”:

.. Q Student Search Welligent A My Alerts ® Log Out

A Summary EELNEEEERS Welcome back, Victoria Badmus Wellington! %5 @ Support

Student: Sample Sample (DOB: 01-Aug-2005) (Grade:09th) (School:Lausd Central Office)
e ClientID: LOSFELIZ .

£ Record Navigator L Reminders » Schedule for Sep 14, 2017 »

& Student Information > Date Due Activity Detail Time Provider Description Status

B

K|« sk

A Herts Click HERE to view a list of reminders for Sample Sample. Sample Sample has no appointments or events scheduled for today.
M Assessments

B Case Management A& Recent or Pending Lab Tests »

F. i

@ Case Notes

& Consents

[ T Y=

T4 SETVICES

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

Q Student Search search  NewStudent [EEIYCHES
Last Name: First Name: Agency ID/Client ID: Global Search:
sample sample €D 4
Location: Location Grouping: Alt ID: Date of Birth:
LAUSD CENTRAL OFFICE M M
Status: Type of Record: Program: Other Name/AKA: Teacher:
Active Students b4 M M
Grade: Gender:
Edit Info Alert  Student DOB D Grade Location Status
& Sample, Sample L 02-May-2010 W177798 04th Private School Office (1536) Active
4 ple, Samp Y
4 / [N Sample, Sample 07-Sep-2002 SAMPLE123 07th Lausd Central Office Active
4 1O  sample Sample 01-Aug-2005 LOS FELIZ 09th Lausd Central Office Inactive
4 $ O sample, sample 23Jan-2008 HAMASAKI 1 0dth Lausd Central Office Active
s [\ Sample, Sample 04-Aug-2004 LAUSD 12 06th Lausd Central Office Active

2. LOCATING THE SECTION 504 STUDENT RECORD

a. Hover mouse over the orange cog wheel on the left
b. Select “Program History” in the Record Navigator

.. Q Student Search = Welligent A My Alerts ® Log Out

a«a Summary [RETIERETLIER 3 Welcome back, Victoria Badmus Wellington! €& @ Suppo|

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

¢ Record Navigator L Reminders > Schedule for Sep 14, 2017 >
Student Information > Date Due Activi Detail Time Provider Description Status
ty p
A Aerts Click HERE to view a list of reminders for Sample Sample. Sample Sample has no appointments or events scheduled for today,

(D Assessments
B Case Management A Recent or Pending Lab Tests »

@ Case Notes
il Consents

IEP Event Listing

ata Services

REF-6241.4 February 2, 2020
Office of the General Counsel
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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”

.. Q Student Search = Welligent A My Alerts ® Log Out

A su mmary EEULERELE Welcome back, Victoria Badmus Wellington! % @ Support

Student: Sample 6 Sample (DOB: 04-Aug-2008)
Client ID: LAUSD 6 N

] ":f Refresh New
&

A Search Criteria

o Program Status v

=

B Edit Print Program Status Admit Date Discharge Date Lead Clinician

&

&

b. Select “Enroll”
c. Click “Save”

‘ .. Q Student Search = Welligent A My Alerts ® Log Out |

a“a Summary [EELIEEELEER Welcome back, Victoria Badmus Wellington! %5 @ Support

Student: Sample 6 Sample (DOB: 04-Aug-2008) -
Action~

Client ID: LAUSD 6

& Enroll Wait List Program Name Program Director Active Pending Wait Listed Max Capacity Available Slots
A & Section 504 Not Specified 5160 296 2 = -
.

-] t

&

&

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

.. Q Student Search = Welligent A My Alerts @ Log Out

A Summary EEREEEENERY Welcome back, Victoria Badmus Wellington! # @ Support
Student: Sample 6 Sample (DOB: 04-Aug-2008)
Action
Client ID: LAUSD 6 &% -
& ':; Refresh | New
&
Search Criteria
A
m Program Status: v
-]
@ Edit Print Program Status Admit Date Discharge Date Lead Clinician
X a8 Section 504 Active 14-5ep-2017 VICTORIA BADMUS WELLINGTON
&

REF-6241.4 February 2, 2020
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Welligent Section 504 Program Module Quick Sheet

5. UPDATING SECTION 504 DETAILS and CREATING FORMS
a. Enterinformation in “Section 504 Details” and/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 I, II, lll, or IV as appropriate and the documents
required for that phase

5c.

Attachment B

5Sb.

u‘ﬂ‘s

Other » l Save |

Ih-

&  Program Statws: Active v o« ALWAYS SAVE YOUR WORK BEFORE CLOSING 5
5a. # A Section 504 Details Paperlork/Fnrms v Refresh New Form
g |InialReferral Date 05-SEP-2017 £ Time: 07:17am O vv Form Next Date
B  |caseManager Sevag Derderian q* E +
& +* I1a. Evaluation: 4-Parent Input Form(0)
504 Program Status B + 1Ib. Evaluation: 5-Teacher Observation 6-Meeting Notice(0)
= Status: Pending [ 1lla. Meeting: 7-Evaluation Form(0)
o 3+ Meeting: 8-504 Plal
B %+ . Meeting: 8-504 Plan tional pages-(0)
: B+
SR Indhvdat + 1. Management-Spanish: 1-Evaluation Request 2-Parent Rights 3-Denial(0)
Relationship to Student: B %+ Ila. Evaluation-Spanish: 4-Parent Input Form(0)
B + 1Ib. Evaluation-Spanish: 5-Teacher O 6-Meeting Notice(0)
3+ Illa. Meeting-Spanish: 7-Evaluation Form(0)
1I. 504 Evaluation
B %+ 111b. Meeting-Spanish: 8-504 Plan(0)
fe b 15-SEP-2017 | [@ B 4+ 1Ib. Meeting-Spanish: 8-504 Plan -Additional pages-(0) s
Meeting Type: 5a. Initial v
3 Year Re-Evaluation Due: -
1Il. 504 Meeting
Physical/Mental Impairment: attention
504 Plan: Pending V| *
Academic Accommodations: Pending v | *
State/District Testing Accommodations: Pending ¥ | *
Behavioral Accommodations: Pending | *
Medical Accommodations: Pending V| *
Physical Accommodations: Pending V| *
Date Consent Received from Parent —
Translation: No v| *

Translation Requested:
Translation Status:

Translation Language:
Translation Provided to Parent:

Complaint:

Notes:

W Section 504 Exit Detalls

REF-6241.4
Office of the General Counsel
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Welligent Section 504 Program Module Quick Sheet
Attachment B

d. Upon opening the form, some student information will pre-populate into the fields; however; if student no information
pre-populates, it is a warning that the information you type will not save so your computer settings may need to be
adjusted according to Welligent Technical Requirements (Attachment A)

e. Enter the information on the form as appropriate

f.  Tosave the document, select “Save Form.”

E-Forms Editor - Sample, Sample 6 Send Form Ml Sign Form J  Close
1 - Created/Edit E-Form 2 - Review and Approval

B8 R Q @ 173 k@@@lsz%-ﬁ@? ?) _ SignlIn

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.

e 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 | ﬂ
Parent(s)/Guardian(s)
Home Address 5

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 6 Sign Form

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

Message from webpage | ERES)

1 Form DataInserted

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

o, E—— A4y s
@A  Summary FEERETSEERIENEN Welcome back, Victoria Badmus Wellington! ©% | @ Support
Student: Sample 6 Sample (DOB: 04-Aug-2008) [iz:]
Action ~
F e Other » Save N
-~
&  Program Status Acive  [v] * ALWAYS SAVE YOUR WORK BEFORE [iLOSING 504 -
A P
o | Section 504 Details Verwork/Forms [v] Refresh New Form 2
- Initial Referral Date: 14-SEP-2017 B3 Time: 02:13pm D+ New Form Next Date | &
B Case Manager. Victoria Badmus Wellin |~ Q * =+ L. Management: 1-Evaluation Request 2-Parent Rights 3-Dei &
+ ITa. Evaluation: 4-Parent Input Form(0)
REF-6241.4 February 2, 2020
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Welligent Section 504 Program Module Quick Sheet

Attachment B
" 4 5 H
b. Select “Add” to create a revised form for the re-evaluation
@A Summary [EELEEEIEEE Welcome back, Victoria Badmus Wellington! €% | @ Support
Student: Sample 6 Sample (DOB: 04-Aug-2008) )
Client ID: LAUSD 6 \N
Pl e Other » Save ~ bl
- -
‘ Program Status: Active ﬂ - ALWAYS SAVE YOUR WORK BEFORE CLOSING 504 ~
A o
| Section 504 Details Paperwork/Forms| v | Refresh New Form L
m
o Initial Referral Date: 14-SEP-2017 B3 Time: 02:13pm D New Form Next Date | A Vd
Case Manager. Victoria Badmus Wellin = Q * 8 # 1 Management: 1-Evaluation Requ — 'Y
& 504 Program Status ‘ [Dare [signea? [App [ copy |
- |edit [25:sep-2017 [no Jna [ 4as |
S S«
c. Click “OK” when the following message appears
n e Other » Save ~ L
-
& Program Status: Active ﬂ - | ALWAYS SAVE YOUR WORK BEFORE CLOSING 504 L
A [
- _ LI
|4 Section 504 Details { Refresh New Form
m Message from webpage ﬂ
- Initial Referral Date: 14-SEP-2017 2 Tim Next Date | A &
Case Manager: Victoria Badmus Wellin @& f you continue a Copy/Revision WILL be created. Click OK to -
B % QJ continue or Cancel to not create a Copy/Revision. A
& 504 Prograim Statis If, I
==
ut Form(0) -
& 4+ TIb. Evaluation: 5-Teacher Observation 6-Meeting Notice(0) -
1. 504 Management + 1ITa. Meeting: 7-Evaluation Form(0) -
Referring Individual + IIIb. Meeting: 8-504 Plan(0) -
H H H " ”
d. Type the updated information on the form and click “Save Form
e. Click “OK” when the confirmation message appears
s a ” 6f.
f.  Click “Close

@ 1 /3

r O O®

152%

1 - Created/Edit E-Form | 2 - Review and Approval

Fe]

n

B @

LOS ANGELES UNIFIED SCHOOL DISTRIC1
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 | ﬂ
Parent(s)/Guardian(s)

Home Address n

Home Phone | Cell Phone | | Work Phone |

What is the reason for the request? (Clarify Student’s needs and area(s) of concern)

o~

S8 AT RN - RE= R O

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

-~
Program Status: Active ﬂ e | ALWAYS SAVE YOUR WORK BEFORE CLOSING 504 ~
"
\A Section 504 Details Paperwork/Forms| v | Refresh New Form s
Initial Referral Date: 14-SEP-2017 B Time: 02:13pm D* New Form Next Date A &
Case Manager: Victoria Badmus Wellin O * L. Man nt: 1-Evaluation Request 'S

504 Program Status Deite] e Approved? <

Edit |25-5ep-2017 No NA Add
St M| = * Edit |25-5ep-2017 No NA Yes; Add

REF-6241.4
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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”

o, asrocen seorn | IR 2y s

@A Summary Welcome back, Victoria Badmus Wellington! 9% | @ Support
® Student: Sample 6 Sample (DOB: 04-Aug-2008)
Client ID: LAUSD 6 N
o e Other » Save
&  Program Status: acive  [V] 0+ ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
A
o A Section 504 Details Paperwork/Forms Refresh New Form
o Initial Referral Date 14-SEP-2017 B3 Time: 02:13pm 6» Next Date A
) Case Manager: Victoria Badmus Wellin = Q4 * Ed 1. Management: 1-Evaluation Request 2-Parent Rights 3-Denial(2)

+ Ila. 4-Parent Input Form(0)

b.  Any attached documents will appear in the Attachments window
c. Attach required documents by clicking the “New Attach” button

o, s s | Ay Aers

A Summary BEERETEELIINET Welcome back, Victoria Badmus Wellington! € | @ Support
Student: Sample 6 Sample (DOB: 04-Aug-2008)
Action ~
Cllent ID: LAUSD 6 &
5 i Other > Save
&  Program Status: Active  [V]| ¥ ALWAYS SAVE YOUR WORK BEFORE CLOSING 504 7c.
A [ o
| Section 504 Details [Attachments |4 Refresh I New Attach
m
- Initial Referral Date: 14-SEP-2017 B3 Time: 02:13pm O+ Edit View Description File Name
B Case Manager: Victoria Badmus Wellin  C * 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

s [uptosd | ciose | A

Document LS 4

Student
Student ID:

Student DOB;

Student Program: Section 504
File Name:

File Type

Document Size (KB)

Date Uploaded

Uploaded By:
Upload File l mrowse... ||| /€.
Brief Description [ | ‘ 7d.

Confidentiality Status: |Confidential

Keywords:

REF-6241.4 February 2, 2020

Office of the General Counsel
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Welligent Section 504 Program Module Quick Sheet

f.  Locate and select the file to be uploaded

g. Click “Open”

Attachment B

Organize ~ New folder

o Name

¢ Favorites

Date modified

Type

N |%) completed Section 504 Documents.docx  9/25/2017 1223 PM__ Micro:

B Deskiop
3 Libraries
]2 Badmus-Wellingt
& Computer
& Local Disk (C)
% DVD RW Drive (
< Removable Disk
< Removable Disk
Hiren's BootCD

< home (\tslegal]
< public (\tslegal
=& system (\\tslega
= scanner (\\10.20
&# Roxio Burn Disc

@ Network

54 Control Panel

Recycle Bin

[

Archive

Desktop

Personal Scanner
REF-62413 Screel |

I

File name: Completed Section 504 Documents.docx

- 1 @

“Completed Section 504 Documents”

7e

[uptoad | close | A

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

i.  Click “Upload”

7i

Student DOB

Student Program:  Section 504
File Name:

File Type:

Document Size (KB).

Date Uploaded

Uploaded By:

7h Upload F\Ie* C:\Users\victoria.wellin{ Browse...

° | Brief Description:

504 Docs w Signatures x
Confidentiality Status: ICcnﬁdentlal L~

Keywords:

T l ~
Document L «|

Student:

Student ID:

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

i

Stud|
Stud|
Stud|
Stud|
File
File

Darg

Document loading. Please wait...

Message from webpage

=X

. This document has been successfully loaded in the Welligent
A8\ catabase

REF-6241.4
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Welligent Section 504 Program Module Quick Sheet

I.  After clicking “Okay” if a confirmation window pops up, “select “Save”

Attachment B

File Name:

File Type
Document Size
Date Uploaded:

Uploaded By:

Keywords

Student Program:

Brief Description

Completed Section 504 Documen

application/vnd.openxm|formats-| < Open
(KBY):
< Save
a Badmus Wellington
> saveas

Confidentiality Status: |cunﬁdenna\ ~]

Internet Bxplorer
Document «
Student Sample, Sample 6 What do you want to do with Completed Section 504
Student ID: Documents.docx?
Student DOB Size: 12.3 KB

From: welligentlausd.net

Cancel

v
Document Folders
< >
m. If a pop up window appears instead of the attached document, close it by clicking the “x” and then click “Save”
n. Click “Close” to close the window
~ | sign | save | close |~
»
- V|
< The Completed Section 504 Documents.docx download has completed. | Open ‘ - ‘ ‘ Open folder ‘ | View downloads ! x >
—

o. If the attached document appears, close it by clicking the “x” otherwise go to the next screen below (7p.) *
- - - Nord ]

I

U e x, x| W 1 No Spacing| Heading1 | Heading 2 Subtitle

“Completed Section 504 Documents”

AaBbCcDd | AaBbCcDd| AaBbh C¢| AaBbCc AaB AaBbCci| AaBbCcDd | AaBbCcDd | AaBbCcDa| AaBbCcDc AaBlchDo’

p. Select “Close” to return to the Section 504 Details screen

Strong H Change

o sign [ save || ciose |
»

V|
<

REF-624
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Welligent Section 504 Program Module Quick Sheet

Attachment B
" ” H

g. Select “Refresh” and the attached document(s) will appear

A& summary Welcome back,Victora Badmus Wellngtont. <€ | @ Suppor
Student: Sample 6 Sample (DOB: 04-Aug-2008)
& e Other > Save
&  Program Status acive  [v]| * ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
A Y - 3
|4 Section 504 Details Attachments I Refresh I New Attach

m
a Initial Referral Date: 14-SEP-2017 B8 Time: 02:13pm D+ Edit View Description File Name
E) Case Manager: Victoria Badmus Wellin = Q * » B (') 504 Docs w Signatures. Completed Section 504 Documents docx
& 504 Program Status
&

1. 504 Management

. ADDITIONAL FEATURES

8. RECEIVING SYSTEM ALERTS
a. Upon the enrollment of a student with an “Eligible” or “Pending” Section 504 status, all users at the receiving school
with “School-Administrator” roles will receive the automated message below:

e other print Close
From: Welligent Autornated Messenger
[To: A Balayan
Email Sent: No
Message Priority. HIGH
Subject: 504 Student Enrollment:SAMPLE123
Student: {Sample, Sample (View Face Sheet)
Date Sent: Tuesday September 26, 2017 At 09:24AM
Date Read: Mot Opened
The following student (SAMPLE, SAMPLE District IDSAMPLE123) has a Section 504 Plan. Upon enrollment in the new school, distribute the Section 504 Plan to all }
responsible personnel and conduct a Section 504 Re-Evaluation within the first 30 days.

9. VIEWING STUDENT FACE SHEET FOR SECTION 504 STATUS
a. Click on the Students picture on the top left corner

e Student: Sample12 Sample (DOB: 04-Aug-2008) (11 yrs 5 mths) (Grade-05th) (School-Lausd Central Office)

Clent ID: LOS FELZ1 @

b.  You will receive a pop up window with the Students information

c.  Click on the Student icon on the bottom right corner &

£ Student- Sample12 Sample pad
N | ClientiD:LOSFELIZT § O

& School: Lausd Central Office

~ % "= Dateof Birth: 04-Aug-2008 (11 yrs 5 mths)

- Home Phone: (213) 241-5200

Gender: Female
=R &,(

®)
®)

Grade: 05th

REF-6241.4 February 2, 2020
Office of the General Counsel
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Welligent Section 504 Program Module Quick Sheet
Attachment B

Student: Sample12 Sample (DOB: 04-Aug-2008) (11 yrs 5 mths) (Grade:05th) (School:Lausd Central Office)

Client ID: LOSFELIZT =

-3
a I I I LAUSD ADMINISTRATION DISTRICT
m
1]
=]
&
™ | STUDENT INFORMATION
E) Client ID LOS FELIZT Welligent 1D: 1555855
= AltID: ss:
Last Name: SAMPLE First Name and Middle Initial: SAMPLE12
= Gender: Female ? Black, Non-Hispanic/
Y AKA: Sexual O
& Gender Identity:
B Date of Birth: 04 Aug 2008 Primary Case Manager: LORENE HARRIS
° State of Birth: CA - California
Home Address: 3335 BEAUDRY, LOS ANGELES, CA 90017
Jurisdiction Division:
i Home Phone: 213 241-5200 Business Phone:
) Cellular/Alternate Phone: Fax:
o Primary Language / )
- Email Language Spokenin Home  ~V
& Preferred Language: Swahili
o Current Grade: o5th School of Residence:

10. DELETING A SECTION 504 FORM (ONLY USE THIS FEATURE WHEN FORMS WERE MISTAKENLY CREATED)
Forms may not be deleted after they have been locked or uploaded. Instructions for locking a form can be found in Section 11.
a. Click the black plus sign icon for either phase I, II, lll, or IV, as appropriate, to locate the form to be deleted
b. The number in parenthesis reflects the number of forms created in each phase

o, PE—_ ... S

P ETEl Sample, Sample 6 % Welcome back, Victoria Badmus Wellington! %8 | @ Support

Student: Sample 6 Sample (DOB: 04-Aug-2008) -
Action v

Client ID: LAUSD 6 N

o Wy Other » Save
&  Program Status: adive  [v]| * ALWAYS SAVE YOUR WORK BEFORE CDSING 504
A -

/A Section 504 Details piberwork/Forms| v | Refresh New Form
m
= Initial Referral Date: 14-SEP-2017 B Time: 02:13pm Q* New Form Next Date
B Case Manager: Victoria Badmus Wellin = Q * i+ 1. Manag Evaluation Reque:

+ Ila. Evaluation: 4-Parent Input Form(0)

c.  Upon locating the document/form to be deleted, click “Edit”

P. Q Student Search = Welligent A My Alerts

P :CISEl Sample, Sample 6 x Welcome back, Victoria Badmus Wellington! @2 | @ Support

Student: Sample 6 Sample (DOB: 04-Aug-2008) -
Action v

Client ID: LAUSD 6 &N

& e Other » Save
&  Program Status: adive  [v]| * (2] ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
A
o A Section 504 Details Paperwork/Forms| v | Refresh New Form
= Initial Referral Date: 14-SEP-2017 B4 Time: 02:13pm Q=+ New Form Next Date | a
B |t Victoria Badmus Wellin  Q * B 4 1 Management: 1-Evaluation Reque Rights
Dat Signed? ? C

& 504 Program Status ) e ole Py
[Edif |25-5ep-2017 No NA Add

S ] * » Edic |25.5ep-2017 No NA Ves; add
2 L ITa. Evaluation: 4-Parent Input Form(0)

d. Click “Delete”
e. Todelete the form click “OK”

REF-6241.4 February 2, 2020
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E-Forms Editor - Sample, Sample 6 Send Form M Link Forms l Link Attachments
1 - Created/Edit E-Form | 2 - Review and Approval l

APBEQA OO 1 A MO@ wi- EBEAP 10d.9” ® signin

[verom |

LOS ANGELES UNIFIED SCHOOL DISTRICT i
Educational Equity Compliance Office

REQUEST FOR SECTION 504 EVALUATION and CONSENT

Pursuant to Section 504 of the Rehabilitationy =2 -=E2 =0 =i e pUfy, refer, evaluate, and if eligible provide a
free appropriate public education to disablg — regarding Section 504, please contact your
School’s Section 504 Designee: | - or you may call the District's
Educational Equ’-[y Compliance Office at (213 QJ Are you sure you want to delete this form?

Student ID: LAUSD 6 10e. ll
Last Name | Sample — L | Grade |

Cerhanl 1 A1iIen AEMTDAI AECIAE Eduratinnal QRarviea Cantar [1 A1ien An

f.  Upon deleting the form, a confirmation message should appear

To assist us with the evaluation of your child, pleaﬁmnbmm% as soon as possible and return to the School
Section 504 Designee prior to the Section 504 ev{ Message from webpage
Student ID LOS FELIZ1
Last Name Sample 4, This farm has been deleted | Grade [09th
School LAUSD CENTRAL OFFICE 'fal Service Center | LAUSD Administrali
Student’s Primary Language | swahili finguage Development_Level |
Parent/Guardian
Home Address 3 Ca ———————————————

g. Upon returning to the Student Data window, click the “Refresh” button
h.  The number in parenthesis should reflect the quantity of form versions

o, asderserrn | I Ay s

P TSl Sample, Sample 6 % Welcome back, Victoria Badmus Wellington! 9§ | @ Support

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

& | Other » Save
- Program Status: Active ﬂ * ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
A r 3
A Section 504 Details paperwork/Forms| v 10g. I Refresh I New Form
M
2 Initial Referral Date: 14-SEP-2017 B Time: 02:13pm Q= New Form Next Date |
@ | CoseMenager Victoria Badmus Wellin | Q4 * 4 1 Management: 1-Evaluation Request 2-Parent Rights 3-Denial(1) h 10h.
+ ITa. Evaluation: 4-Parent Input Form(0) -
& 504 Program Status

11. LOCKING a SECTION 504 FORM (This only applies to forms that were created in the Welligent Module. This feature does not
apply to forms that were uploaded/attached)
a. Click “Edit” to open the form to be locked

P TSl Sample, Sample 6 % Welcome back, Victoria Badmus Wellington! 9§ | @ Support

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

Pl ‘e Other » Save
&  Program Stats Acive  [@] | * ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
A
| Section 504 Details Paperwork/Forms| v | Refresh New Form
m
g | o 14-SEP-2017 B3 Time: 02:13pm O New Form Next Date | a
E) Case Manager. Victoria Badmus Wellin = Q * B + L. Ma nt: 1-Evaluation Request t Righ =
= 504 Program Status I [pate [signedz [Approved2 [copy/Revision? |
= P | Edit |25—Sep72017 |No |NA | Add |
REF-6241.4 February 2, 2020
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b.  Upon opening the form to be locked, select “2-Review and Approval” from the menu

E-Forms Editor - Sample, Sample 6
1 - Created/Edit E-Form h

BB XRQ © 1/ R MO® wx - m BET

LOS ANGELES UNIFIED SCHOOL DISTRICT
Educational Equity Compliance Office

JOR P ulr)

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_aporopriate public education to disabled students.  For additional information reaardina Section 504. please contact vour

Send Form Link Forms Link Attachments Delete Sign Form Close lal
@ Sign In
Save Form
Sign Form | close ]

c.  Verify your user account and enter password below

T Cirese Forms | Lirkc Attacmments | Dorcte |

C-Forms Caior - Sample, Sample 6
1 - Created/Edit E-Form 2 Rewiew and Approval

DBLrORE SIGNING T 15 FORM, remember to perform a final save.

Pacument Derails Supervisor Comments
VICTORIA BADMUS WELLINGTON

Document Owner

)
2
@ Do
Q

et Status

ate Createa

Dute: Lust Updatea
.

—
Supervisor/Reviewer Assigned Co-Signature Not Required
Date Submitced to Supervisor A

A

/A

Supervisor Approval Status

Superssor Approval Dare

Add Flectronic Signaruras
Sigmature

sipnature Type
@® C-signature O Topaz Signature

Logmeain As @ s O Omer wellgen Uner 2

Signarure Tirle T

Uner Accounr ST ET—

Password -

d. Click “Verify/Sign”

Add Electronic Signatures

Signature Type Signature

@ E-Signature O Topaz Signature
Logged in As @ signee? O Other Welligent User?

Signature Title

User Account VICTORIAWELLINGTON

Notes

11d.  c—
— o ]

Signatures Collected &
Date

Signed By Delete?|

INo Signatures Collected

When the confirmation message appears, click “OK.”

Date Signed 26-Sep-2017 09:03am

Supervisor/Reviewer Assigned Co-Signature Not Required
Date Submitted to Supervisor
Supervisor Approval Status. Approved

Supervisor Approval Date 26-Sep-2017 09:03am

*++ Form Co-Signature/Supervisor Approval is o longer required based on current settings *+*
You can either continue with this Approval process or delete the Signatures to reset.
Message from webpage )

Add Electronic Signatures
. This document has been successfully signed. This document has

A\ veen locked
Signature

Signd |

® E-Signature

Logged in As ® Signee?

Signature Title T

et e ’ Victoria Badmus Wellington

Password

Notes

REF-6241.4 February 2, 2020
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12. GENERATING A SECTION 504 REPORT
a. Click “Reports”

Welcome back, Victoria Badmus Wellington! < | @ Support

nt Management Refresh B Newswdent I @
Student Last Name: Student First Name: . |
Student ID: Location: LAUSD CENTRAL OFFICE bud
DOB: =] Status: All Students 1
Global Search: O Case Status: o
Case Type: Lead Clinician —
Case Number: Court Date: =] &
Division: Review Date: =] N

Judicial Officer

View Student DOB D Phone Location

INO SEARCH CRITERIA ENTERED: You must enter at least one search criteria (in addition to site) to search for a student

Click on a Student’s name to pull his or her electronic chart.

#125% v

b. Select “Section 504 Reports” from the drop down menu

A Reports Welcome back, Victoria Badmus Wellington! & @ Supporf]

Stock Reports Search ¥
My Report Hotlist
Search Criteria My Recent Reports
Report Category: My Report Tools
Complaints MGMT Reports . My Scheduled Reports
Keyword: Global Management Reports(Custom Grouping) (Note: To search for multiple keywords, separate entries by @ comma (e.g., Active, Code).)
IEP Timeline Reports(Custom Grouping) Report Inbox
ReportID IEP/IFSP Reports
P STS Global Reports(Custom Grouping) Report Quick Search
Find Dashboards: | Section 504 Reports(Custom Grouping) t—

Enter text to Quick Search:

Select Report Name Report Description ReportID Category A

c. Select the desired Section 504 report by clicking the corresponding box

P LSSl sample, Sample 6 x Welcome back, Victoria Badmus Wellington! < | @ Support

Stock Reports Search Y3 [::)
My Report Hotlist |
Search Criteria My Recent Reports =
Report Category: | Section 504 Reports(Custom Grouping) My Report Tools =
My Scheduled Reports
Keyword: (Note: To search for multiple keywords, separate entries by a comma fe.g., Active, Code).) — |
Report Inbox el
Report ID:

Report Quick Search

Find Dashboards: []

Enter text to Quick Search:

Report Name Report Description ReportID Category

BE

Section 504 Evaluation Report 2405 -
Section 504 Exit Details Report 2408 =
Section 504 Follow Up Report 2407 -
Section 504 Management Report 2357 =
Section 504 Meeting Report 2406 -

Section 504 Report h 2409 =

Section 504 Report by Section 504 Status This report will NOT capture students who have a Section 504 Program but do NOT have a Section 504 Program
Count Status

m@@m@m@?

2410 -

REF-6241.4 February 2, 2020
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Welligent Section 504 Program Module Quick Sheet

Attachment B
d. Select the school or District location as appropriate from the drop down menu by clicking the arrow. You may customize
the report by Section 504 status. To generate a report of all students with 504 activity, leave the “Section 504 Status”
field blank.
e.

After selecting the school or District location, click “Run
..

Q Student Search

PSSl sample, Sample 6 x

Section 504 Report(2409)

‘Welcome back, Victoria Badmus Wellington! @ = @ Support

el | rorus | reser J| cose I B a
Report Engine: Print Listing My Report Hotlist
Filter Value My Recent Reports

My Report Tools
School All Locations * My Scheduled Reports

Report Inbox

District All Districts * o
Section 504 Status

Enter text to Quick Search:

REF-6241.4
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