Field Trip System well’:

Part of the ContinuumCloud

Fieldtrip Roster Download and Welligent Mass Screening
Part 1: Fieldtrip (FOR SCHOOL NURSES ONLY
1. School Nurses ONLY > Sign in to https://fieldtrip.lausd.net

2. Click on the Reference Number, verify the Status

D Field Trlp System esources  ContactUs  (g) APOLONIA TOLENTINO

“*M PLEASE NOTE: ITS is hosting office sessions to provide live support. Support staff will answer questions or follow up within 24 hours.
Join Zoom on Aug 18 (3-10 AM), Aug 22 (1-2 PM), Aug 25 (3-10 AM), Aug 27 (1-2 PM), Aug 28 (3:45-4:45 PM), Sep 3 (3-10 AM), Sep 5 (1-2 PM, 3:45-4:45 PM).
You can also access helpful training videos and job aids by clicking on the "Resources" link above.

Field Trip Active Trip Requests
Menu
[ Home School Year v Trip Type v Status v 000 v
i@ Create Field Trip Searchiby Keyword Q
[# Reports
26-2228 Field Tnp POMELO COMMUNITY CS PIERCE COLLEGE 9/3/2025 9132025 Cancelled @
D History

’ 26-2237 Field Trip NO HOLLYWD SH Griffith Park 91312025 91312025 Q Pending Approval @

Summary

3. Click on the button

Student Roster w

CLICK HERE o update student roster information.
4, . todownload the CSV format roster

& Export
5. Click on

Export CSV
6. Click on

~

Open the CSV file and highlight the Student ID column to copy

September 2025 1535H


https://fieldtrip.lausd.net/

E | F | G

H | bl K
| | |

Student ID Student Name Grade
A 12 |
*12 |

W11 |
1

|

m_m

12

T

b 12

Parent Name
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Search the menus

A Cut
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B Paste Options:
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Paste Special...

|
IEP 504 Custody Alert MNurse Apvl
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9. Use your device’s Search Bar (magnifying glass) to search for Notepad and click on

the search result.

2 notepad|

S Notepad
System

10. It opens a Notepad file. Right-Click and Paste the student IDs that were copied from the

iFieldtrip CSV roster.

Remove/Delete the column title “Student ID”

M Untitled - Notepad

File Edit Format View Help

JE| *Untitled - Notepad

File Edit Format View Help
al
a:
ai
1

@
a:
o

Click on File, Save As to save the new roster for Welligent Upload. Double click on the
Field Trip folder in your desktop if you created one (recommended).

] ~Untitled - Notepad

Format  View Helg
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& *Untitled - Notepad

File Edit Format View Help
Mew Chrl+M
Mew Window Ctrl+Shift+MN
Open... Ctrl+Q
Save Ctrl+5
Page Setup...

Print... Ctrl+P
Exit

Field Trip



s FL

File name: | SoFi Fieldtrip 3-1-2024 txt )

Folders Encoding: |UTF-8 v ’ Cancel

Part 2: Welligent (LVNs or RNs)

Sign in to Welligent (https://welligent.lausd.net)

Click on the Welligent Tab

Click on WellProvider O WellProvider
Then Mass Screening ARU Evaluation
Daily Log

Event Manager

Group Sessions
Mass Screening

Select:
For School — Nurses (RN). Field Trlp Screening Type of Event: Field Trip Clearance Screening v

For Licensed Vocational Nurses (LVN): Field Trip Clearance Screening (subject to School
Nurse’s Approval)
NOTE:

¢ LVNs may select Field Trip Clearance Screening when assisting School Nurses with
Field Trip Clearance

e School Nurse MUST review and approve the Field Trip Clearance Screening entered
by the LVN.

Click New E

Details:

Location of Event: Default School. This can be updated/modified using My Preference

‘ Wel{:ome ba{:k, .I! :lr IR TR |||;r—l|||| ]0! @
i

Prepared by: name of the provider signed in to Welligent

Role: Welligent Role of the provider signed in to Welligent
Approved by: defaults to BLANK
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Approved by: .. Role:

o If the Field Trip Clearance mass screening was initiated by a Licensed Vocational Nurse,
the Approved By field needs to be completed by the School Nurse

Copy O
o If Prepared by the School Nurse, click Copy Over opy Ve to prepopulate the name of

the School Nurse on the Approved by field.
Type of Event: Name of the event selected (Field Trip Clearance Screening)

Event Status: Defaults to Pending Completion. It's updated to Completed after the Mass
Screening Participants’ details have been completed. DO NOT mark any Mass Screening
Completed before completing the Participants’ details.

Optional Name: Use this to enter Grade, Fieldtrip information (Reference Number, Date and Place)
Associated Consent: Not in use

Date: Date of the Field Trip Clearance Screening (NOT the Field Trip scheduled date)
Start Time: Default to current time, specify

End Time: Default to current time, specify

Room: Location where the Mass Screening is being done

Other Room: If selected Other above, specify room

Minutes Per Individual: Average time spent on each student record. Applies to all records.

Provider E-Signature Check Box: The LAST field to completed.
Participant Location: This field is helpful when entering elementary school mass screening entries.

Participants Tab — Contains the name of the participants

To add participant’s names, click on the Other drop-down menu. Click on Add/Drop

Participants ﬁ
Other » Delete I

View Audit Log

Add/Drop Participants

Participants Tab:

Elementary School: Homeroom may be selected. HR or Teacher's name.
Secondary: Select Grade and/or Select All or Enroll Selected

Multiple grades or HR: Upload Roster option - CSV roster may be uploaded

Add /Drop Mass Screening Participants

! —Search Criteria

ThIS option iS applicable When Student Location: [LAUSD CENTRAL OFFICE v]

rOCeSSIn a F|e|d TI’I Student First Name: [ ] Student L
p g . p el Student ID: Gender:
Clearance screening or Mass p— (20 3 oo,
Record Review provided that Homeroom: [~ Track:

. Sort Order Last Name v

the roster Wlth Only Student IDS Upload Roster:& No file chosen “Raster files must be in plain text format and incluc
has been saved as a txt

L'

document (Notepad). See
page 2.

Available Students

Student Gender Age DOB Student ID Grade Homeroom Teacher
NO SEARCH CRITERIA ENTERED: You must enter at least one search criteria (in addition to gender) to search
for a Student
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If searching using the Upload Roster option, click on Choose File 0.4 poster-

(| Choose File ||

Select the Notepad file and then click Open

™ « Desktop > iFieldtrip v C Search iFiel
Organize ~ New folder

Immunization K Name

JIRA SoFi Fieldtrip 3-1-2024

LVN
Microsoft Team

Microsoft Team

Pending Comp
Pictures

> [ This PC

File name: | | Al Files

Open__

SOIrL uruer: | LdSL INdITIE >

Upload Roster:* Choose File | SoFi Fieldtrip 3-1-2024.txt =

Click Search

Note the left corner of the screen to verify that Welligent is processing the upload. Click OK.

d.h - Google Chrome

25 welligent.lausd.net/pls/iepweb/mass_screen_admin.MASS_SCREENING_ENROLL?msid=663622

Add/Drop Mass Screening Participants . .
welligent.lausd.net says
Search Criteria —
f| Student Location: [LAUSD CENTRAL OFFICE Of 38 records in this file, a total of 38 participants were found and
Student First Name: ‘ ‘ added to the roster. However, 0 were not found in the database and 3
cl could not be added.
‘| student 1D: [ |

Grade: [ M C
Homeroom: [ v
Sort Order: [ Last Name v

Seorch [T

=l

*
dent Last Name: I ]
der:
“eroom Teacher: [ e ]
e
=1 include only the participants ID with no other information including quotes, spaces, tabs, commas, etc.
Mass Screening Participants

I | Student Gender| DOB Student ID | Grade, Homeroom| Teacher -
arch e — Femnale| Z0 00 200s | ¢ 12th | 404 |

@], i Fernale| 2 ; o 12th | M/C. E

(=] Fernale 1 12th | 205 [T

[l Famale sl s [ 12tk [ 521

Click Save. This will refresh the screen to display the participants’ names.

ass Screening - Mass Record Review Other » Save Close
¢ Details | &t Participants Y

Mass Screening Participants
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RESULTS:

Click Other

» For Field Trip Personal Health History Form=
No Health Concerns, click Document by Exception

Wiew AUCIT LOE

Add/Drop Participants

All participants’ Results will change to Passed Screening Cancel Event
and the Field Trip Personal Health History Form radio button cCanceled - Absent
@® No Health Concerns cancelad - No Show
marked No Health Concerns SeErnEEIEE - e e
Canceled - Previcusly Tested
nis Year
Resuits Canceled - Parent Walver
Passed Screening %]
Passed Screening ] Falled Initial Screening
Passed Screening @

Rescreened - Passed

Document |:I"n.' Exception

» For Field Trip Personal Health History Form
= Health Concerns Noted/Follow Up

After clicking on the box to the left of the student’s name
LR A el S T

8 A Sample Aa, Sample Aa

Click Other > Normal with Exception Normal with Exception

View Audit Log
Add/Drop Participants
Cancel Event
Canceled - Absent
Canceled - No Show
Resuls: Normalwith EXCEDt\Dﬂ Vi ¢ Canceled - Previously Tested
This Year
Canceled - Parent Waiver
Failed Initial Screening
Rescreened - Passed
Signatures
® Health Concerns Noted/Follow Up Document by Exception
Color Vision - Pass
Near Vision - Pass
Near Visian - Fail

The Health Concerns Noted/Follow Up is marked

Did Not Test, See Comments

Normal with Exception ‘

The participants’ alerts are prepopulated on the Screening Notes and may be modified as needed.

Field Trip Screening: Enter the findings or accommodation needed by opening each student record. Click
on the clipboard

September 2025 1535H 6



[ o | s

Mass Sereening Participants

Screening Report

Date Scheduled: Time Scheduled:
19-Jan-2024 09-05am
Location:

Lausd Central Office
Room:

Comments:

Provider:
APOLONIA TOLENTING
Minutes Per Participant:

Filter Results:

e oos ot
104 — s =)
210 & e B &2

Enter the appropriate accommodations in the Screening Notes/Comments text box. Click Save

Screening Details

= Mass Record Review - TESTER CANNOT USE I Save

Screening Notes/Comments (4000 Characters)

test. Student needs to take Albuterol before participating in physical activities.

Last Step...
Details Tab

v" For LVN’s, notify the School Nurse to review and approve the Field Trip Clearance Mass
Screening entry

v" For School Nurses initiated Field Trip clearance, click Copy Over

o For LVN initiated Field Trip Clearance, School Nurse clicks " to search own name
to approve the entry

Prepared by: Role: School - Nurse (global access) Copy Over

Approved by: (lieliotiiimpiosiii s ... Role: School - Murse (global access)

v" Change Event Status > Completed

v" Provider’s E-Signature> School Nurse click the radio button to the right of the Provider E-
Signature

v Click Save

School Nurses, sign in to https:/fieldtrip.lausd.net
Click the Reference Number of the Field Trip

~ Approve / Reject
Click Approve/Reject

Click the Nurse Certification Down Menu. Complete the appropriate fields
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Nurse Certification w

Check each box where the statement is true:

a I have performed a review of students identified with health/medical needs, as identified on the Field Trip Personal Health History form or their electronic student health
record.
| have completed training for the designated employee(s) to administer and maintain medications (including inhalers, Epi-pens, efc.) and for any students with special
medical conditions (e.g. Diabetes, asthma, seizure disorder, severe allergies, cardiac conditions, etc.), as needed.

() N/A- Training is not needed.
I have conferred with the School Nurse Administrator in matters of supervision, assignment, and training of Licensed Vocational Nurses (LVNs) and/ or Unlicensed Assistive
Personnel (UAPs) for students requiring specialized procedures (e.g. Catheterization, tube feedings, insulin administration, etc.)

O N/A - Conferring with School Nurse Administrator is not needed.

([ I have added Licensed Nursing Providers and/or Trained Unlicensed Assistive Personnel to the list of field trip participants.

[ N/A- Licensed Nursing Providers and/or Trained Unlicensed Assistive Personnel are not needed for this field trip.

Enter Comments as needed

Comments

Click on the Nurse Certification Status: (1) Need more information (2) Approve or (3) Reject

? Need more information v Approve X Reject

Field Trip Screening Report: Field Trip Clearance, Rpt ID 3139. This report captures the Screening
Notes entered.

Summary:

The School Nurses are the only ones who have access to download the roster from
https:/fieldtrip.lausd.net

Once the field trip roster has been downloaded, the LVNs can assist transferring the student IDs into a
plain text document (Notepad).

The LVNs may initiate creating the Field Trip Clearance Mass Screening to assist the School-Nurses clear
field trips. The LVN’s name will appear on the Prepared By field.

Any field trip that the LVN creates, the School Nurse needs to review and then approve by entering their
name under Approved By field, changing the Event Status to Completed and then E-Signing the entry.

Link to print the roster of the Field Trip Clearance Mass Screening
Report 3139 generates the Field Trip Screening with date ranges and
the Screening Notes.

R/
0‘0
R/
0‘0
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