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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.

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-6241.1. All Section 504 student information
in SIS was migrated to the Welligent System; therefore; 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. Effective immediately, all Section 504 forms are required to
be developed and saved within the Welligent system. The Welligent Quick
Sheet (Attachment B) has been revised to include instructions for saving forms
within the Welligent Section 504 Program Module.

Section 504 of the Rehabilitation Act of 1973 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 504 and 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
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BACKGROUND
(continued):

PROCEDURES:

REF-6241.2

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; 1. Evaluation; I11. Meeting; and IV. Follow Up.

I. 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 the following system information from the Welligent
Management System Home Page and make necessary adjustments to their
computer settings:

“Users are reporting issues with saving data when using Internet
Explorer 11 as their browser. On Compatibility View Settings, be sure to
add the Welligent website and check the box next to Display Intranet sites
in Compatibility View. After completing the following instructions, you
will need to logoff from Welligent and then login to update your computer
settings™:

1. Click Tools>Compatibility View Settings.
2. Under Add this website enter https://welligent.lausd.net click on
Add (it will display as lausd.net).
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PROCEDURES 3. Check the box next to Display Intranet site in Compatibility
(continued): View.

4. Remove all other checks.

5. Click on Close

C. Review Welligent Technical Requirements: PDF Forms (Attachment A)
regarding minimum requirements for Windows and Macintosh operating
systems to improve user functionality.

I. 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.
Review the report for accuracy and update the information in the Welligent
Section 504 Program module “Section 504 Details” as necessary.

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

a. If the Section 504 Plan cannot be located in the student’s
cumulative record folder, follow procedures in BUL-
4692.4 Section 504 of the Rehabilitation Act of 1973,
dated November 14, 2014, to conduct a Section 504 re-
evaluation using the Welligent Management System
Section 504 Program module as outlined in Section |11
of this reference guide.

2. 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).

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

1. Review Welligent Section 504 documents to
determine if they are complete and delete any
duplication (Attachment B: #10).

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

b. If there is no Section 504 student record in the Welligent
Program module for a student who has a Section 504
plan in the cumulative record, proceed to step 3 below.

3. Create a Section 504 record in the Welligent Section 504 Program
module for each student following the procedures outlined in
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PROCEDURES
(continued):

Welligent Section 504 Program Module Quick Sheet
(Attachment B).
a. Update/enter Section 504 details (Attachment B: #5).

b. Scan and/or attach relevant Section 504 plan documents
to the student record (Attachment B: #7).

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: #3-6).

Upon accessing the Welligent Management System, follow instructions
outlined in the Welligent Section 504 Program Module Quick Sheet
(Attachment B) when conducting the following activities as necessary:

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

Viewing Student Face Sheet for Section 504 Status
10 Deleting a Section 504 Form

11. Locking a Section 504 Form

12. Generating a Section 504 Report

©CONDUIAWN R

V. Welligent Section 504 Program module users may utilize the following

A.

REF-6241.2
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options for additional assistance:

Learning Zone Registration — Welligent Section 504 Lab

Hands-on training lead by an instructor in a computer lab regarding the
use of the Welligent Section 504 Program Module to generate Section
504 reports, create records, and update Section 504 details.

Learning Zone Training — Special Education and Section 504 MCD
Clerk Training (2014-2015)

Outlines procedures, specific roles, and responsibilities of clerical staff
assigned special education and Section 504 tasks as required by the
MCD.

Learning Zone Training — Section 504 Procedures
Outlines the four phases of the Section 504 process on the Learning
Zone Portal at https://lz.lausd.net/Iz/index.jsp .
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This is a policy of the Superintendent of Schools. The following legal standards
are applied in this policy:

42 USC 812101 et seq., 28 C.F.R. Part 35 - The Americans with Disabilities
Act of 1990 - Nondiscrimination on the Basis of Disability in State and Local
Government Services

34 C.F.R. Part 104 - Section 504 of the Rehabilitation Act of 1973 -
Nondiscrimination on the Basis of a Disability in Programs and Activities
Receiving or Benefiting from Federal Financial Assistance

California Education Code Chapter 2, Educational Equity - Article 3,
Prohibition of Discrimination §220

BUL-4692.4 Section 504 of the Rehabilitation Act of 1973, issued by the Office
of General Counsel

REF-5640.2 Clerical Support for Special Education and Section 504 as
Required by the Modified Consent Decree, issued by the Division of Special
Education

For further information, contact the following District Offices:

Educational Equity Compliance Office (EECO): (213) 241-7682,

Julie Hall-Panamefio, Director/District Section 504 Coordinator

Victoria Badmus-Wellington, Coordinator

Visit the EECO website for related information: http://achieve.lausd.net/eeco
District Nursing Services: (213) 202-7580

Your District Operations/Section 504 Designee

Information Technology (IT) Help Desk (213) 241-5200

Attachment A - Welligent Technical Requirements: PDF Forms
Attachment B - Welligent Section 504 Program Module Quick Sheet
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Welligent Technical Requirements: PDF Forms

Attachment A

Opening a PDF form in Welligent

When opening a PDF form,
ensure the top section of the
form displays a purple bar
and states “Please fill out the

”

following form...... .

If the form displays a yellow
bar at the top, click on
Options and select “Add
Host To Privileged
Locations”. This will change
the yellow bar to purple
and allow the student data
to pre-populate.

| & nitpsiiwelligentiausainet/plsfiepweb/xmi itilities.e_forms_editor?f_docid=&f frmid=516184 shisid=177100884 item_id=14528 log_type=27&_doe_school_number=8&f pid=

E-Forms Editor - Welligent, Sev

Tools = Sign Comment
-

Save Form

Los Angeles Unified School District
Division of Special Education

FATEAIRER AATLIAAL \/EAR IFAVA RPAAARAR

[ - -
@ Welligent E-Forms Editor - & ion - Windows Intemet Explorer v oS

' @ https://welligent.lausd.net/pls/iepweb/xml_utilities.e_forms_editor?f_docid=&f_frmid=5161&f_shisid=1771908& item_id=1452&f_log_type=27&f_doe_school_number=&f_pid=

2 E-Forms Editor - Welligent, Sev

Tools Sign  Comment

Options ¥ Help

Save Form

Los Angeles Unified School District
Division of Special Education

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. Inthe address bar type”www.adobe.com/downloads” and press enter.
3. On the right hand side, under Downloads, Click Adobe Reader.
4. Uncheck any Optional Offers and click Install now.
5. Click Run
6. Click Next
7. Once finished click Finish

1 Welligent Technical Requirements: PDF Forms 01-29-
2015
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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.

Open Adobe Reader

Click Edit

Click Preferences

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

iAW

listed as one of the Trusted Sites.

Internet Explorer settings can be
verified in Adobe Reader.

1. Open Adobe Reader Email Accounts
2. Click Edit Forms
3. Click Preferences m_
4. Click Internet JavaScript
5. Ensure all three checkboxes k;"g”a_ge o0)
easuring
are checked. Measuring (30)
2 Welligent Technical Requirements: PDF Forms
2015
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Commenting
Documents
Full Screen
General

Page Display

3D & Multimedia
Accessibility

Adobe Online Services
Email Accounts
Forms

Identity

Internet

JavaScript

Language

Measuring (2D)
Measuring (3D)
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Signatures
Spelling
Tracker

Trust Manager
Units

Updater

3D & Multimedia
Accessibility
Adobe Online Services

m

Enable Protected Mode at startup [T 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 OS security zones View Windows Trusted Sites

View

welltst.lausd.net
welligent.lausd.net

| AddFile | [ AddFolderPath | | AddHost |

How to setu

Remove

our 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 «

01-29-
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Welligent Technical Requirements: PDF Forms
Attachment A
Enable Adobe PDF Plug-ins in Internet Explorer

Enable Plugins
1. Open Internet Explorer
Click Tools
Click Internet Options
Click Programs
Click Manage Add-Ons
Click Toolbars and Extensions and enable all Adobe application add-ons

ow AW

rntemet Options L2 X3 I

[ General l Security I Privacy | Content I Connections | Programs |Advanced|

Default web browser

,/:é ; 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

bt I——— =

View and manage your Internet Explorer add-ons

Add-on Types Name Publisher Status Archite *

‘Q}Toolbars e e s | Adobe Systems Incorporated
Shockwave Flash Object Adobe Systems Incorporated Enabled 32-bit

}3 Search Providers

Adobe Systems, Incorporated
E Accelerators

Adobe Acrobat Create PDF Toolbar Adobe Systems, Incorporated Enabled 32-bit |_
Q Tracking Protection Adobe Acrobat Create PDF Toolbar Helper Adobe Systems, Incorporated Enabled 32-bit |
¥ Spelling Correction Adobe Acrobat Create PDF from Selection Adobe Systems, Incorporated Enabled 32-bit
GoogleInc
Google Toolbar GoogleInc Disabled 32-bit
Google Toolbar Helper GoogleInc Disabled 32-bit
Microsoft Corporation
Groove GFS Browser Helper Microsoft Corporation Disabled 32-bit
Office Document Cache Handler Microsoft Corporation Enabled 32-bit

Show: Groove Folder Synchronization Microsoft Corporation Disabled 32-bit
[Currently loaded add-ons v] ‘.|' PR

LiJ »

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

3 Welligent Technical Requirements: PDF Forms 01-29-
2015
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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

‘, < ‘ > ’ ‘ r "-7?? http://home.lausd.net/ C’ \’Qv Google ’ B

& [I] = Apple Yahoo! Google Maps YouTube Wikipedia News(163) v Po Customize Toolbar... L
En Espafiol Show Menu Bar
n eSpano
P Hide Bookmarks Bar Ctrl+Shift+B
foy, Show Tab Bar Ctrl+Shift+T
)
%o_‘(o Show Status Bar Ctrl+/
\C - Are you sure you want to reset Safari? o )
p ow Reading Li rl+Shift+
4: Show Reading List Ctrl+Shift+L
‘ S Select the items you want to reset, and then click Reset. You
J“ can’'t undo this operation. Enter Full Screen F11
o
XN
T lear history History Ctrl+H
Reset Top Sites Downloads Ctrl+Alt+L
H Remove all webpage preview images s P R
lear the Downloads window
Remove all website icons s . -
! Remove saved names and passwords v Block Pop-Up Windows Ctrl+Shift+K
Remove other AutoFill form text Dreferencess Ctrl+,
lose all Safari windows
Reset all location warnings Help F1
Remove all website data Report Bugs to Apple...
';;;' I Reset Safari Extensions...
About Safari
4 Welligent Technical Requirements: PDF Forms 01-29-
2015
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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

=/ ¢ Qe O @ & O

Fraudulent sites: v/ Warn when visiting a fraudulent website
The Google Safe Browsing Seyvice is unavailable.

“* No updates have occurred in 1 day.
Web content: v/ 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
[ Dore |
5 Welligent Technical Requirements: PDF Forms
2015
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Welligent Technical Requirements: PDF Forms

Attachment A
Chrome Plugins

Enable/Disable Plugins
1. Open Chrome
2. Inthe address bar type “chrome://plugins/” and press enter
3. Enable “Adobe Reader” plugin
4. Disable “Chrome PDF Viewer” plugin.

& Plug-ins
€« C' [ chromey//plugins oo
Happs (95 S0 @6 EMHpda [ eroom [Y eRooms [ e-room SER300 repo.. W UD ) FTEL 4 FTBL YooS s @s

Plug-ins

Plug-ins (12) Details

Chrome Remote Desktop Viewer

This plugin allows you to securely access other computers that have been shared with you. To use this plugin you must first install the Chrome Remote Desktop webapp.
Disable Always allowed

AdobeAAMDetect - Version: 1.0.0.0

A& plugin to detect whether the Adobe Application Manager is installed on this machine.

Disable Always allowed

Widevine Content Decryption Module - Version: 1.4.4,5600

. Enables Widevine licenses for playback of HTML audio/video content.

Disable Always allowed

Adobe Flash Player (2 files} - Version: 14.0.0.125
Shockwave Flash 14.0 rd

Disable Alwaxs allowed
Enable

Native Client

Disable Always allowed

Microsoft Office (2 files) - Version: 14.0.4730,1010
Office Authorization plug-in for NPAPT browsers

Disable Always allowed

—
Adobe Reader - Version: 11.0.07.79
Adobe PDF Plug-In For Firefox and Metscape 11.0.07

Disable Ld Always allowed

Google Update - Version: 1.3.24.15

Disable Always allowed

Adobe Shockwawve Player - Version: 11.5.9r520 Download Critical Security Update
Adobe Shockwave for Director Netscape plug-in, version 11.5.9.620

Disable Always allowed

Citrix Online Web Deployment Plugin 1.0.0.104
Citrix Online App Detector Plugin

Disable Always allowed

Silverlight - Version: 4.0.60129.0 Download Critical Security Update

Disable Always allowed
6 Welligent Technical Requirements: PDF Forms 01-29-
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Welligent Section 504 Program Module Quick Sheet

I FREQUENTLY USED FEATURES

Attachment B

1. LOCATING A STUDENT RECORD/STUDENT RECORD SEARCH

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

la.

Student Data

Internet Explorer 11
Users are reporting issues with saving data when using Internet Explorer 11 as their browser, On Compatibility View Settings, be sure to add
? the welligent website and check the box next to Display Intranet sites in Compatibility View. After completing the following instructions, you wil
L

. Click Tools>Compatibility View Settings.

v

need to logoff from Welligent and then login to update your computer settings.

2oRcdH 800 @

WELLPROVIDER \ EDUCATION \ FRONT DESK \ WELLSUPERVISOR \ REPORTS User : Victoria Badmus Wellington | Version Info | Support

> My Desktoj
Organization Message E| Y i B =

Today at a Glance

My Toolbox

My Recent Students

@ sample, Sample
@ Sample, Sample

b. Enter Student* ID # in the “Client ID” field
e |f Student ID is unknown, enter

1.
2.
3.
4.

“Last Name”
“First Name”

Date of Birth in the “DOB” field
School of attendance in “Location” field
c.  Click the “Search” button at the top right hand side of the screen

Student Data

1b. Last Name:
* Client 1D:
ssn:
DOB:

Location Grouping:
Type of Record:
Other Name/AKA:
Grade:

Teacher:

Edit Info Alert

Student

DOB

2oaRkcHd 49 O

WELLPROVIDER \ EDUCATION | FRONT DESK \ WELLSUPERVISOR \ REPORTS User : Victoria Badmus Wellington | Version@info | Support

First Name:

Location: All Locations ~
Alt ID: ]

Status: Active Student ¥

Global Search: o

Gender: .

m Grade Location Status

NO SEARCH CRITERIA ENTERED: You must enter at least one search criteria (in addition to Location) to search for a student

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

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

Student: Sample Sample (Client ID: LOS FELIZ1)

Date of Birth: 01-Aug-1999(14 yrs 5 mths)

Grade: 09th

Record Navigator

& student Information
W Alerts

) Assessments

() Case Management
) Case Notes

% consents

{Crrogram st

«

)

School: Lausd Central Office

Home Phone:

©Reminderg ©Schedule for Jan 17, 2014
Date Due Activity Detail Time  Provider Description Status
g 01:00amArmen Balayan DMM: Children's Hospital LA pending Completion

sample sample has no reminders overdue or upcoming in the next 5 calendar days.

g 07:00am Sevag Derderian  DMM: Children's Hospital LA

‘n 08:30amKezia Miller SMH School Based

REF-6241.2
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g 08:00amApolonia Tolentino DMM: Gastrostomy Feeding: Bolus Method Pending Completion

Pending Completion

pending Completion

April 8, 2015
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Welligent Section 504 Program Module Quick Sheet
Attachment B

If the student’s name is entered, locate th

e student record below and select “Edit”:

Student Search - Record Viewer 1

Last Name: sample First Name: sample

Client ID: ] Location: All Locations v
SSN: ] Alt ID: ]

DoB: ] Status: Active Student  ~

Location Grouping: - Global Search:

Type of Record: -

Other Name/AKA:

Grade: . Gender: .
Teacher:
Edit Info Alert Student DOB D Grade Location Status i
: « sample, Sample 01-Feb-1994 HAMASAKI 1 06th Ucla Community Sch Active
$ O sample, sample 01-Aug-1999 LOS FELIZ1 09th Lausd Central Office Active

m

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

WELLPROVIDER | EDUCATION | FRONT DESK ‘WELLSU’PERV‘ISDR \ REPORTS User : Victoria Badmus Wellington | Version Info | Support

Student: Sample Sample (Client ID: HAMASAKI 1) School: Ucla Community Sch

Date of Birth: 01-Feb-1994(19 yrs 11 mths) Home Phone:

Grade: 06th

Record Navigator «
& student Information QReminders aSchedule for Jan 17, 2014
W Alerts Date Due Activity Detail Time Provider Description Status.
) Assessments "y
21-Feb-2013 Treatment Plan Welligent Transition Plan
) Case Management sample Sample has no appointments or events scheduled for today.

) Case Notes

% consents

1P IEP Event Listing
4 Program History

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

WELLPROVIDER | EDUCATION | FRONT DESK ‘WELLSUPERVISDR \ REPORTS User : Victoria Badmus Wellington | Version Info | Support

Student: Sample Sample (Client ID: LAUSD 12) School: Lausd Central Office
Date of Birth: 04-Aug-2004(9 yrs 5 mths) Home Phone:

Grade: 09th

Record Navigator Program History

A student Information N

Search Criteria
o Alerts
) Assessments Program Status:

() Case Management
) Case Notes.

Search

n Consents Edit Print Program Status Admit Date Discharge Date Lead Clinician
we IEP E it Listing
&) Program History: B 8 B School Mental Health Discharged 08-Dec-2012 JULIE CHO

9§ services

b. Select “Enroll”
c. Click “Save”

WELLPROVIDER FRONT DESK ELLSUPERVISOR | REPORTS User | Victoria Badmus Wellington | version 1nfo | suppdl

ple (Client 1D: LAUSD 12) School: Lausd Central Office : o &F
JJ  Date of Birth: 04-Aug-2004(9 yrs 5 mths) s Phones - - -
G 9th

Record Navigator 3 2 Program T save ) |

A& student Information
W Alerts

Enroll  Walt List Program Name Program Director Active Pending Wait Listed Max Capacity Available Slots

& 3c.

PPTPPTIIaTICS Section 504 Not Specified 83 12 1
3 Case Management

) Case Notes

B consents

we 1EP Event Listing
) Program History

Py~

REF-6241.2 April 8, 2015
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* ¥ Section 504 Exit Details

Note: This record was last modified on Tuesday March 31, 2015 at 08:04 am (View Audit Log)

Welligent Section 504 Program Module Quick Sheet
Attachment B

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

Student: Sample Sample (Client ID: HAMASAKI 1) School: Uda Community Sch
¥/ Date of Birth: 01-Feb-1994(19 yrs 11 mths) Home Phone:
Grade: 06th

Record Navigator

& student Information
AL Alerts

) Assessments Program Status: -
() Case Management Search | New
) Case Notes

% consents

16¢ IEP Event Listing

Search Criteria

Edit  Print Program Status Admit Date Discharge Date Lead Clinician

&) Program History, = a B LA county DMH Discharged 13-Feb-2012 SEVAG DERDERIAN
® Services
= =] B  Disease Management Module Discharged 02-Mar-2012 PILAR LLANES
= a8 B  Disease Management Module Discharged 22-Feb-2012 29-Feb-2012 SOSSE BEDROSSIAN
=) =] B School Mental Health Discharged 22-Feb-2012 18-Sep-2012 JULIE CHO
= a B SEsc, Operations (General) Discharged 22-Feb-2012 01-Nov-2012 MICHAEL KESSLER
@ &  Section 504 Active 22-Feb-2012 SEVAG DERDERIAN
—

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 |, II, Ill, or IV as appropriate and the documents

required for that phase 5¢. Sb.
= Program Episode Details - Section 504
Program Status: = oo ALWAYS SAVE YOUR WORK BEFlIRE CLOSING 504
4 4 Section 504 Details [Paflerwork/Forms Refresh | New Form
< Override Form.
Initial Referral Date: oz-mar2015 | rime: [1zi00am ] 2+ T"F‘"m Next Date |
. E————————C1 4 1. Management: 1-Evaluation Request 2-Parent Rights 3-Denial(0) - Mot Active
 1la. Evaluation: 4-Parent Input Form(a) - Mot Active
504 Program Status
e [Eligible + 504 Plan V- o 11b. Evaluation: 5-Teacher Observation 6-Meeting Notice(0) -- Mot Active
o IIla. Meeting: 7-Evaluation Form{o) - Not Active

Physical/Mental Impairment:

1. 504 Management 1Ib. Meeting: 8-504 Plan(a) - Mot Active
Referring Individual: [ | o IIIb. Meeting: 8-504 Plan -Additional pages-(a) - Mot Active
Relationship to Student: ] 1V, Follow Up: 9-Eligibility Det, 10-Complaint 11 tiona Not Active
4 1. Management-Spanish: 1-Evaluation Request 2-Parent Rights 3-Denial(0)-- Not Active

MI:E':;;‘;;:::;’;::’" & Ila. Evaluation-Spanish: 4-Parent Input Form(o) - Not Active
1 4 11b. Evalustion-Spanish: S-Teacher Observation 6-Meeting Notice(0) - Not Active

Meeting Type: (= o 1lla. Meeting-Spanish: 7-Evaluation Form(o) - Mot Active
3 Year Re-Evaluation Due: l:l o 11Ib. Meeting-Spanish: B-504 Plan(o) - Mot Active
& 11Ib. Mesting-Spanish: 8-504 Plan -Additional pages-(0) - Not Active

1IL. 504 Meeting ‘ 4 1V. Follow Up-Spanish: 9-Eligibility Det. 10-Complaint 11-Revocation(g) - Mot Active

A
*

504 pian: sa.

Academic Accommodations: Pending |
State/District Testing Accommodations: Pending | *
Behavioral Accommodations: Pending |\ *

Medical Accommodations: Pending W[ =
Physical Accommodations: Pending W|"%

Date Ceonsent Received from Parent: I:l

1V. 504 Follow Up
Translation:

Translation Requested: l:l
Translation Status: %
Translation Language: |
Translation Provided to Parent: I:l
Complaint: e Comptaint |

Notes:

REF-6241.2 April 8, 2015
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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.  To save the document, select “Save Form.”
=2 B 2 o B = B3 [ ]s3 | = @

e=7 This file includes fillable form fields.
You can print the completed form and save it to your device or Acrobat.com.

| (5] B | 7]

LOS ANGELES UNIFIED SCHOOL DISTRICT
Educational Equity Compliance Office

REQUEST FOR SECTION 504 EVALUATION and COMNSENT
Pursuant to Section 504 of the Rehabiftation Act of 1973, the District fias a duty to identify, refer. evatiate, and ¥ efigible provide a
free appropriate public education to disabled students. For additional information regarding Section 504, please contact your
School's Section 504 Designee: at PR or you may cal the District’s
Educational Equity Compliance Office at (Z13) 241-7682.

tE® Y200

Student 1D: | Date
5d r Last Name | [ First Name [ Grade |
. [ School I Educational Service Center
Student's Primary Language English Language D ent Level |

[Parent(s)iGuardian(s) T ]
[[Home Address | |
[Home Phone [ [ Cell Phone | [ Work Phone | ]

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

ncern)

WWinat major iifte acuvity Is Wwially himed? (Cheok all frar aooily below. )
~ Learning Seeing ~ Bending = Brain function
~ Reading Hearing ~ Standing ~ Reproductive function
— Concentrating Eating = Performing manual tasks = Circulatory function
~ Waorking Speaking ~ Bowsl function — Meurological function
5 Thinking Breathing ladder function — Normal cell growth
e. — Communicating Sleeping igestive function = Functions of immune system
= Lifting = wWalking ndocrine function — Respiratory function
— Caring for one’s self O Other-

Are there current medical records, oulside agency reports. prior school evaluations, sic., thal would assist the team
evaluating the student? [ 1 No [ | ¥Yes
Check all that apply: Provide an explanation for each item as applicable:
[ | Pricr Special Education Evaluation
Medical/Health Records
Grades/Standardized Test Scores
Language Surveys

nentsiData
[ | Disciplinary Referrals

Outside Agency Reports
k Other

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

7f  C-TOMMS COIOr - >ampiev, >ample

Form Data Inserted

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

@ - Program Episode Detais - Section 504 “oter» | sove |

Program Status: * oA ALWAYS SAVE YOUR WORK fEFORE CLOSING 504
| |
& Section 504 Details aperwork/Forms| v Refresh | New Form
< Override Form
Initial Referral Date: 02-Mar-2015 | D Time: [12:00am | 9., LR Next Date 4
. ation Re nt R al(o - Not Act
Case Manager: Q- + ot Active
. _ o IIa. Evaluation: 4-Parent Input Form(o) Mot Active
504 Program Status
Status: [Eligible + 504 Flan R < IIb. Evaluation: 5-Teacher Observation 6-Meeting Notice(o) - Not Active
& Iila. Meeting: 7-Evaluation Form{o) - Mot Active
1. 504 Management o IIIb. Mesting: 8-504 Plan(o) -- Mot Active
Ref Individual:
ererming Individua [ I # IIIb. Meeting: 8-504 Plan -Additional pages-(a) - Mot Active
& I. Management-Spanish: 1-Evaluation Request 2-Parent Rights 3-Denial(0)-- Mot Active
1L. 504 Evaluation 4 Ila. Evaluation-Spanish: 4-Parent Input Form(0) - Not Active

REF-6241.2 April 8, 2015
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Welligent Section 504 Program Module Quick Sheet
Attachment B
b. Select “Add” to create a revised form for the re-evaluation

Student Data 2u8%¢cd 80 @

WELLPROVIDER | EDUCATION | FRONT DESK | WELLSUPERVISOR | REPORTS

| User : Vctoria Badmus Wellington | Version Info | Suppert

Student: Sample I Sample6 (Client ID: W1709662) School: New Village Cht Sh
% Date of Birth: 21-Jan-1994(21 yrs 2 mths) Home Phone: 213-84-5155
Grade: 10th

Record Navigator Rl & = Program Episode Details - Section 504
& Student Information
A} Alerts Program Status: ' ALWAYS SAVE YOUR WORK BEFORE CLOSING 504

£ Assessments
) Case Management

3 Coet Paperwork/Forms ¥ Refresh New Form
{3 Case Notes
B consents Initial Referral Date: l:l Time: l:l o, New Form Next Onte

18p IEP Event Listing

2 & 1. Management: 1-Evaluation Request 2-Parent Rights 3-Denial(1)
) Program History Case Manager: Victoria Badmus Wellingt™% *

A Section 504 Details

i ? 7 ision?
@ Services 504 Program Staus Date Signed? Approved? /Revision?
Edit 03-Apr-2015 o A
Status: [ v+
[@ % 11a. Evaluation: 4-Parent Input Form(n)
"1- 504 ] & 11b. Evaluation: 5-Teacher Observation 6-Meeting Notice(0)

c. Click “OK” when the following message appears
Student Data X 24 @(8) c4 80 O
WELLPROVIDER | EDUCATION | FRONT DESK | WELLSUPERVISOR | REPORTS _ : | fyou continue  CopysReviion WILL be crestec, | _

Click OK to continue or Cancel to not create a
Copy/Revision

| User : Victoria Badmus Wellington | Version Info | Support

Student: Sample T Sample6 (Clicnt TD: W1709662)

Date of Birth: 21-Jan-1994(21 yrs 2 mths) e
Grade: 10th
Record Navigator < = Program Episode Details - Section 504
& student Information =
0 Alerts Program Status: . =] ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
£ Assessments
g Case Management ASection 504 Details Paperwork /Forms ¥ Refresh_|_New Form
3 Case Notes
158 IEP Event Listing E) & 1. Management: 1-Evaluation Request 2-parent Rights 3-Denial(: -
) Program History Case Manager: .
P services 504 Program Status Date Signed? Approved? Copy/Revision2
Edit 03-Apr-2015 o N add
Status: [ ]~

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

H " 4 6f.
f.  Click “Close

—

Send Form Link Forms Delete Sign Form Close

Tools Fill & Sign Comment

This file includes fillable form fields.
You can print the completed form and save it to your device or Acrobat.com. v Fill & Sign Tools
6d.
[ LOS ANGELES UNIFIED SCHOOL DISTRICT
& Educational Equity Compliance Office Place Initials
[£=] Place Signature -
& REQUEST FOR SECTION 504 EVALUATION and CONSENT
7 Pursuant to Section 504 of the Rehabilitation Act of 1973, the District has a duty to identify, refer, evaluate, and if eligible provide a + Send or Collect Signatures
free appropriate public education to disabled students. For additional information regarding Section 504, please contact your » Work with Certificates
School's Section 504 Designee: Designee’s Name at (Ph) 1234567890 or you may call the District’s
Educational Equity Compliance Office at (213) 241-7682.
Student ID: 012345m001 [ Date: 04/03/15
Last Name | Sample [ First Name Sample [ Grade |
School \ Los Angeles Unififed School Educational Service Center
Student’s Primary Language I English Language Development Level |
Parent(s)/Guardian(s)
Home Address
Home Phone [ Cell Phone | [ Work Phone |
What is the reason for the request? (Clarify Student’s needs and area(s) of concern)
This is a ¢ valuation to review student’s eligibility....
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Welligent Section 504 Program Module Quick Sheet
Attachment B

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

Student: Sample T Sample6 (Client ID: W1709662) School: New Village Cht Sh

%) Date of Birth: 21-Jan-1994(21 yrs 2 mths) Home Phone: 213-84-5155
Grade: 10th

Record Navigator = Program Episode Details - Section 504

B student Information

) Merts Program Status: ¥ |
504

1) Assessments

() Case Management

b Asection 504 Details Paperwork/Forms ¥ Refresh | New Form
Case Notes
B Consents Inital Referral Date: I:IT‘""P‘: I:I Y . New Form fextiate g

1EP IEP Event Listing

[E] § 1. Management: 1-Evaluation Request 2-Parent Rights 3-Denial(z)
E Program Histary Cage Manager: Victoria Badmus Wellingt™% *

ALWAYS SAVE YOUR WORK BEFORE CLOSING 504

igned? roved? ision?
B Services 504 Program Status . fete Sk Aep : ETJIZEDE
Edit 03-Apr-2015 o NA Add
Status: [ v+ -
Edit 03-Apr-2015 o NA Yes; Add
o

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”

K | WELLSUPERVISOR | REPORTS User : Victoria Badmus Wellington | Version Info | §

nt ID: LOS FEI_IZI]A ° School: Lausd Central Office

4 yrs 10 mths) Home Phone:

= Program Episode Details - Section 504

ogram Status: * ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
. Section 504 Details ‘ Refresh | New Form I

Case Notes

C IEP Forms Next Date
nitial Referral Date: 28-Aug-2012 | @ Time: [12:00am | 9. 4 Attachments
- 4] 1. Management-English/Spanish: 1-Request 2-Rights 3-Denial(g) -

[Case Manager: Victoria Badmus W‘el\m-Q\ #

o4 1L Evaluation-English/Spanish: 4-Parent 5-Teacher Obs. 6-Meet'g Notice(4) -

504 Program Status

Status: ‘ Eligible - No 504 Plan v‘ . IMTa, Meeting-English/Spanish: 7-Evaluation $-Eligibility Det.(0) -

11Ib, Mecting-English/Spanish: 8-504 Plan(s) -

L. 504 Management
Referring Individual:

V. Follow Up-English/Spanish

aint 11-Revocation(d -

‘Sarah Sample |

II. 504 Evaluation

Meeting/Plan Date: 25-JUN-2014

1. Management-Spanish: 1-Request 2-Rights 3-Denial(0) -

I, Evaluation-Spanish: 4-Parent 5-Teacher Obs. 6-Meet'g Notice(0) -
1I1a. Meeting-Spanish: 7-Evaluation 9-Eligibility Det.(0) -
111b. Meeting-Spanish: 8-504 Plan{0) -

1V. Follow Up-Spanish: 10-Complaint 11-Revocation(0) -

Meeting Type: Re-Evaluation e IITa. Meeting-English/Spanish: 7-Evaluation 9-Eligibility Det.(1) -
3 Year Re-Evaluation Due: PR 1V, Follow UE-Eninsh‘SEanish: 10-Comglaint 11-Revocation(1] —

REF-6241.2 April 8, 2015
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Welligent Section 504 Program Module Quick Sheet
Attachment B

b.  Any attached documents will appear in the Attachments window
c. Attach required documents by clicking the “New Attach” button
Student Data 20 @(3) cd 80 O

ELLPROVIDER | EDUCATION | FRONT DESK | WELLSUPERVISOR | REPORTS User : Victoria Badmus Wellington | Version Info | Support

Student: Sample Sample (Client ID: LOS FELIZ1) L) School: Lausd Central Office

Home Phone:

Date of Birth: 01-Aug-1999(14 yrs 10 mths)

Grade: 09th

Record Navigator | program status: * ALWAYS SAVE YOUR WORK BEFORE CLOSING 504 7c. A
& student Information h
@ Alerts A Section 504 Details Attachments Refresh _(@ew Attach]™)
) Assessments — —
) Case Management Initial Referral Date: [28-Aug-2012 | T yyme; [12:00am ‘ @, LRy E=s i EeiName)
) Case Notes . e & & so4rphasel I, I, IV 504 Test.pdf
B consents CERIEL IR Victori Badmus weflng W) Section 504 Document Blank 111B_504_Form_Englishspanish4.pdf P 7b
1Ep IEP Event Listing 504 Program Status
) Program History Status: [Eligible + 504 Plan v
¥ services
1. 504 Management
Referring Individual: ‘Sarah Sample ‘
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
? igent Document Upload upload Close ~
Document Management «
Student: Sample, Sample
Student ID: LOS FELIZ1

Student DOB:
Student Program:

File Name:

File Type:

Date Uploaded:

Keywords:

01-Aug-1999
Section 504

Document Size (KB):

Uploaded By:

Upload File: Cowse > 7e.
Brief Description: |504 Phase I, II, III, IV *— 7d.
Confidentiality Status: | Confidential Vl

REF-6241.2
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7h,

Welligent Section 504 Program Module Quick Sheet

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

Attachment B

@©v|- Desktop »

- ‘ +5 ‘ ‘}pm(h Dgikfop ye) |

Organize ~ New folder

Il . Favorites

| I Downloads

Photos from email
Section 504 Documents Final
Section 504 Screen Shots and Features
SPED 504 Clerical
testing
"X IREPORT_GENERATOR pdf
“08-08-13 Meeting.docx
%X 504 Test.pdf h 7f.

«» Recent Places
B Desktop

= Libraries
. Documents
& Music
. Pictures
!,Videms

|| & Computer

& Local Disk (C)

& DVD RW Drive (D) 5
«> Removable Disk (E)
= home (\tslegal) (H:)
= public (\tslegal) (P:)
= system Q\tslegal) (S:

- scanner (\\toshibasce

& Network

< [ [T

Il File name: 504 Testpdf

- O @

2 -
oo D | conce
o — ——]

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

7i.

2

igent Document Upload

Document Management

«l

Student:

Student ID:

Student DOB:
|] Student Program:
File Name:

Section 504

File Type:
Document Size (KB):

Date Uploaded:

Uploaded By:

_W C:\Users\victoria.wellin¢ Browse...
Brief Description: |504 Phase I, II, III, IV
Confidentiality Status: | Confidential s
Keywords:

Document Folders

® 3 Attachments

“Lpioad O| _ciose |

REF-6241.2
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Welligent Section 504 Program Module Quick Sheet
Attachment B

j. Once the document is uploaded, a confirmation message should appear

k.  Click “Okay” to proceed

|

nple Sample (Client ID: LOS FELTZ1) '
1z 01-Aug-1999(14 yrs 10 mths)

ATION | FRONT DESK | WELLSUPERVISOR | REPORTS

‘ User : Victoria Badmus Wellington | Version Info | S|

@ ‘Welligent Document Information -- Webpage Dialog

Document Management

Relationship to Student:
I1. 504 Evaluation
Meeting/Plan Date:

Meeting Type:

3 Year Re-Evaluation Due:

IIL. 504 Meeting
Physical/Mental Impairment:

Student: Sample, Sample
gator | Program status: [Activ] Student ID: LOS FELIZ1
Student DOB: 01-Aug-1999
ation
Stude actinn 504
4 Section 504 Details
File N Message from webpage
ent Initial Referral Date: File T
Case Manager: Docul 4. This document has been successfully loaded in the Welligent
Lg database.
g 504 Program Status Date
Iy Status: Uplo
Uplog
1. 504 Management ench
Referring Individual: e

ConfiERERTEy SEaEGS: | ECRTRERERT 1

Keywords:

Document Folders

<

® @Attachmenls

ish Inrew Attach

Inish4.pdf

L

|.  After clicking “Okay” the attached document should appear

m. Click “Close” to close the window

Student: Sample Sample (Client ID: LOS FELIZ1) A L

Date of Birth: 01-Aug-1999(14 yrs 10 mths)

Grade: 09th

Student Information
Alerts Program Status:

Record Navigator J - Program Episode

Document

School: Lausd Central Office

Student:

Assessments

Case Management
Case Notes

Asection 504 Details

Student ID:

Student DOB:

IEP Event Listing
Program History Case Manager:

Status:

} Services 504 Program Status

Consents Initial Referral Date: Student Program:

File Name:

File Type:

Document Size (KB):

Sample, Sample
LOS FELIZL
01-Aug-1999
Section 504
TEST 504.pdf
application/pdf
429.005859375

-|E15panish4.pdf
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8.

Welligent Section 504 Program Module Quick Sheet
Attachment B
ADDITIONAL FEATURES

RECEIVING SYSTEM ALERTS

a. Upon the enrollment of a student with an “Eligible” or “Pending” Section 504 status, the administrator(s) will receive the
automated message below:

¥ ™ Message Details Other » m Close

From: Welligent Automated Messenger

To: Armen B

Email Sent: Mo

Meszage Priority: HIGH

Subject: 504 Student Enrollment: LAUSD R

Student: 1‘Samplﬁz, Sample (View Face Sheet)

Date Sent: Wednesday October 23, 2013 At 01:16AM

Date Read: Not Opened

The following student (SAMPLE, SAMPLE District IDLAUSD R) has a Section 504 Flan. Upon enrollment in the new schoal

distribute the Section 504 Flan to all responsible personnel and conduct a Section 504 Re-Evaluation within the first 30 day

9.

VIEWING STUDENT FACE SHEET FOR SECTION 504 STATUS
a. Inthe Record Navigator, select “Student Information” to access the Student Face Sheet

Student: Sample Sample (Client ID: L0S FELTZ1) & & School: Lausd Central Office
¥ Date of Birth: 01-Aug-1999(14 yrs 5 mths) Home Phone:
Grade: 09th
Record Navigator « Student Face Sheet
£ student Information
A Alerts
) Assessments
() Case Management =]
) Case Notes
B consents STUDENT INFORMATION
1er IEP Event Listing Client ID LOS FELIZ1 Welligent ID: 1555855
) Program History Alt T o5 #:
@ services
Last Name: SAMPLE First Name and Middle Initial: SAMPLE
Gender: Race/ Ethnicity: /
Date of Birth: 01-Aug-1999 Primary Case Manager: ADMINL ADMIN

Home Address:

Jurisdiction Division:

Home Phone: Work Phone:
Cellular Phone: Fax:
. Primary Language / Language Spoken in
Email: Home Swahili/
Current Grade: 09th School of
Section 504: Pending

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, Ill, 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

Student: Sample Sample (Client ID: LOS FELIZ1) ) School: Lausd Central Office
2] Date of Birth: 01-Aug-1999(14 yrs 5 mths) Home Phone:

Grade: 09th

Record Navigator < - Program Episode Details - Section 504
A student Information ] S ©
A Alerts Program Status: pending hdl S04 ALWAYS SAVE YOUR [UORK BEFORE CLOSING 504
£} Assessments
O Case A Section 504 Details Baperwork/Forms ~ Refresh | New Form
7} Case Notes Noxt
% Consents Initial Referral Date: 28-Aug-2012 [ Tyme: 12:00am o, ‘E‘”F""“ pate
1Er IEP Event Listing S G Victoria Badmus Welin@, * 4k 1. Management-English/Spanish: 1-Request 2-Rights 3-Denial(0} «
? ;2)3::51 History S0 Program Status B4 ](:[l_)Eva\uatmnfEnghsh/spamsh: 4-Parent 5-Teacher Obs. 6-Meet'g Notice _

REF-6241.2 April 8, 2015
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Welligent Section 504 Program Module Quick Sheet

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

Attachment B

ELLPROVIDER | EDUCATION | FRONT DESK | WELLSUPERVISOR | REPORTS

Student: Sample Sample (Client ID: L0S FELIz1) A &

Date of Birth: 01-Aug-1999(14 yrs 5 mths)

Grade: 09th

Record Navigator

- Program Episode Details - Section 504

& student Information
A Alerts
) Assessments

) case

Program Status:

Pending

School: Lausd Central Office

Home Phone:

b ALWAYS SAVE YOUR WORK BEFORE CLOSING 504

User : Victoria Badmus Wellington | Version Info | Supp

le &N

) Case Notes

% consents

1Ep IEP Event Listing
%) Program History

Y i 504 Details

Paperwork/Forms ~

Refresh | New Form

Initial Referral Date:

Case Manager:

S) NewForm

28-Aug-2012 [ Time: 12:00am *

victoria Badmus Welli \q *

Next
Date

[E =k 1. Management-English/Spanish: 1-Request 2-Rights 3-Denial(0)

[

----- 1II. Evaluation-English/Spanish: 4-Parent 5-Teacher Obs. 6-Meet'g Notice
9 Services 504 Program Status Sl (1) qish/sp N -
Status: -
pending * Date signed? Approved? Revision? =
Edit 19-DEC-2013 No NA Add
1. 504 Management
H “« ”
d. Click “Delete
delete the form click “OK” 10d.
e. To delete the form clic K

E-Forms Editor - Sample, Sample

@ @ 2 & B8 % ‘ € | ‘ Tools | Sign | Comment

o] |

LOS ANGELES UNIFIED SCHOOL DISTRICT
Educational Equity Compliance Office

SECTION 504 PARENT INPUT FORM
To assist us with the evaluation of your chilummmwm%gon as possible and return to the School
Section 504 Designee prior to the Section 5| Message from webpage
Student ID LOS FELIZ1 -~
Last Name Sample ‘@ Are you sure you want to delete this form? | Grade ‘ 09th
School LAUSD CENTRAL OF| 10e. Ilvice Center | LAUSD Administrai
Student’s Primary Language | SwaH — g Development Level |
Parent/Guardian | ]
Home Address s Ca ﬁ
f.  Upon deleting the form, a confirmation message should appear
To assist us with the evaluation of your child, pleammwmmmﬁ%q as soon as possible and return to the School
Section 504 Designee prior to the Section 504 evq Message from webpage
Student ID LOS FELIZ1 .
Last Name Sample @ﬁ"m hos been deted_) | Grade [09th
School LAUSD CENTRAL OFFICE 'fal Service Center | LAUSD Administrai
Student’s Primary Language | Swahili \inguage Development Level |
Parent/Guardian \
Home Address , 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

ELLPROVIDER | EDUCATION | FRONT DESK | WELLSUPERVISOR | REPORTS

Student: Sample Sample (Client ID: LOS FELIZI)A L)

Date of Birth: 01-Aug-1999(14 yrs 5 mths)

Grade: 09th

Record Navigator

& student Information

- Program Episode Det:

School: Lausd Central Office

Home Phone:

Section 504

A Alerts Program Status: Pending i ALWAYS SAVE YOUR WORK BEFORE CLOSING 504 log

) Assessments

(O case A Section 504 Details Paperwork/Forms ~ pw Form
) Case Notes T

% consents Initial Referral Date: 26-Aug-2012 [ Time: 12:00am [C NewForm Date

16 IEP Event Listing
&) program History
@ Services

Case Manager:

504 Program Status

Victoria Badmus welin]Q,

[E =k 1. Management-English/Spanish: 1-Request 2-Rights 3-Denial(0)

E4 %)EVBWM 4-Parent 5-Teacher Obs. 6-Meet'g Notice__
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Welligent Section 504 Program Module Quick Sheet
Attachment B

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

ELLPROVIDER | EDUCATION | FRONT DESK | WELLSUPERVISOR | REPORTS

User : Victoria Badmus Wellington | Version Info | Supp

Student: Sample Sample (Client ID: LoS FELTz1) & W School: Lausd Central Office
Date of Birth: 01-Aug-1999(14 yrs 5 mths) Home Phone:
Grade: 09th

Record Navigator ? - Program Episode Details - Section 504
A student Information — o
W Alerts Program Status: Pending v = ALWAYS SAVE YOUR WORK BEFORE CLOSING 504
) Assessments

() Case |, ion 504 Details Paperwork/Forms ~ Refresh | New Form

) Case Notes

"

< Next
B consents Initial Referral Date: 28-Aug-2012 [ Time: 12:00am o, (=R Date
W IEP Event Listing . = 1. Management-English/Spanish: 1-Request 2-Rights 3-Denial(0)
a Pn)gram H'Et\)ry Case Manager.
= 1I. Evaluation-English/Spanish: 4-Parent 5-Teacher Obs. 6-Meet'g Notice
9 services 504 Program Status + (a -
Status:

pend -] § .
ending Date Signed? Approved? Revision? -

Edit 19-DEC-2013 No NA Add
1. 504 Management

b. Upon opening the form to be locked, select “2-Review and Approval” from the menu

2 E-Forms Editor - Sample, Sample Help Link Forms Delete
ovalJ

AR ZeBRE=|0 ®[1]/8|=
= -
]

‘ (3 ‘ El Tools | Sign | Comment

Reset Form

LOS ANGELES UNIFIED SCHOOL DISTRICT
Educational Equity Compliance Office

o SECTION 504 EVALUATION
[Studenti LLOS EEl 171 LDate [12/79/2013

c. Select “E-Signature
d. Signature Title is optional
1lc.

Supervisor Review and lipproval Process

Document Details Supervisor Comments
Document VICTORIA BADMUS WELLINGTON

Document Draft

Date Cre| 19-Dec-2013 11:56am
Date Last U} 19-Dec-2013 11:58am

Date Siglled

Supervisor/Revielfer Assigned Co-Signature Not Required

Date Submitted tfl Supervisor NA

Supervisor Appilval Status NA

Supervisor Aploval Date NA

Add Electronic Signatui

Signature Type Signature

e O Digital Si e

Logged in As ‘ @ signee? O Other welligent User?
Signature Title

User Account

Password

Notes

Principal

REF-6241.2 April 8, 2015
Office of General Counsel
Page 12 of 14




Welligent Section 504 Program Module Quick Sheet
Attachment B

e. Enter your single sign-on password
f.  Click “Verify/Sign” button

Signature Type Signature

@ e O Digital Si e
11e. Logged in As ® signee? O other welligent User?
— signature Title Welligent Administrator -

User Account VICTORIA.WELLINGTON ®
Password *
Notes -
< Verify/Sign > |
Signatures Collected &F
Title Date signed By belete?
INo signatures Collected...

g.  After locking the form a confirmation message should appear so click “OK.”

E-Forms Editor - Sample, Sample Send Form Help Link Forms Delete
/8| i Supervisor Review and Approval Process
Please fill out the Document Details Supervisor Comments
= following form. ¥
Document Owner VICTORIA BADMUS WELLINGTON
can save data tyg
into this form. Document Status Complete
l! 1= Date Created 19-Dec-2013 11:56am
_ Date Last Updated 19-Dec-2013 11:58am
Date Signed 08-Jan-2014 11:10am
= Supervisor/Reviewer Assigned Co-Signature Not Required
Ee= Date Submitted to Supervisor NA
Supervisor Approval Status NA
r pervi Date NA

— Message from webpage =5
Add Electronic Signatures

== sign signature

SEi . .\ This document has been successfully signed. This document has
© E-Signature A8\ peen locked
—— Logged in As @ signeg
_ signature Title ]
User Account VICTORIA| a J Ba d mus
— 1 1
3 wote= = Wellington

12. GENERATING A SECTION 504 REPORT
a. Select “Section 504 Reports” in the drop down menu under “Reports.”

Student Data 2 1N @(3) ¢ d 3 J

ELLPROVIDER | EDUCATION ‘ FRONT DESK | WELLSUPERVISOR | [H=Zel:es] User : Victoria Badmus Wellington | Version Info | Suppol

Complaints MGMT Reports
Global Management Repaorts{Custom Grouping)
IEP/IFSP Reports

STS Global Reports(Custom Grouping)

Section 504 Reports(Custom Grouping) 1USD CENTRAL OFFICE

Al ID: |

REF-6241.2 April 8, 2015
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Welligent Section 504 Program Module Quick Sheet
Attachment B

b. Select the desired Section 504 Report from the list by clicking the icon to the left of the report.

Student Data

WELLPROVIDER | EDUCATION ‘ FRONT DESK

AR ¢cd 8D

WELLSUPERVISOR | REPORTS User : Victoria Badmus Wellington | Version Info |

21 Stock Reports

2

Search Criteria

Report Category: | Section 504 Reports(Custom Grouping) V‘
Keyword: | ‘
Report ID: [ ]

Find Dashboards:

O

Select |Report Name Report Description Report 1D |Category
Py Section 504 Evaluation Report 2405 -
Py Section 504 Exit Details Report 2408 -
4l |Section 504 Follow Up Report 2407 —
4l [Section 504 Management Report 2357 -
4l |Section 504 Meeting Report 2406 -
'y Section 504 Report 2409 -
4l |Section 504 Report by Section 504 Status Count This report will NOT capture students who have a Section 504 Program but do NOT have a Section 504 Program Status. 2410 -

C.

Select the school or District location as appropriate from the drop down menu by clicking the arrow and locating it. 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.

Student Data

cacd an d

REPORTS User : Victoria Badmus Wellington | Version Info | Suppor]

WELLPROVIDER | EDUCATION | FRONT DESK | WELLSUPERVISOR

(+) Hot List

Report Engine: Print Listing
Filter value

school [All Locations v *
District [All Districts v *

Section 504 Status

\ vl

d.

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

WELLPROVIDER | EDUCATION | FRONT DESK ‘ WELLSUPERVISOR ‘ REPORTS

User : Victoria Badmus Wellington | Version Info | Support

¥ Al Section 504 Report(2409) (+) Hot List
Report Engine: Print Listing
Filter value
school [107THSTEL v
District [All Districts v
Section 504 Status | V|

REF-6241.2
Office of General Counsel
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