Entering 504 Information into INOW

e After logging into INOW, select student
e C(lick Custom Tab

1. In the 504 Section, begin with entering data in the Date field. The date entered should be the
date referred.

2. Enter date of meeting under appropriate field: 1°* Meeting, 2" Meeting, 3 Meeting, and 4th
Meeting. (Information in 1%, 2"%, 3™, and 4™ meeting date boxes will not be used for District
reporting, but may be useful tool to assist with school level reporting)

3. Enter appropriate Accommodations under the Accommodation field. There are two boxes for
Accommodations, Accommodation and Accommodations. Each box allows a maximum of 250
characters. A second Accommodations field was added to enable additional data to be entered
that exceeded the 250 character rule within the first Accommodation field.

4. Enter Tests if applicable within the Test field.

5. Enter date the team met to review current plan under Current Plan Date.

6. Enter Last Reevaluation date under Date Enrolled. (This date will be used for District level
reporting as well as school level reporting)

7. Place a check mark next to Active 504.

8. Click any check boxes pertaining to the student:

Seating; Adj Assign; Wk Prog Rep; Study Guides; Pref Seating; Wk Prog Re
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e Next Click Misc Tab
9. Select “Qualified 504” under the Section 504 Quahfcatlon field.
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