
504 Special Programs – User Manual 

1.  Select Special Programs from Managed Bookmarks. 
2. Home Screen shows the list of recently accessed students and a report that 

shows you all 504 students at your site. 

 

3. Selecting a Student 

 

Or searching Students in the Search menu. 

  

 

 

 

 

Recently 
viewed 
students 



4.  After selecting a student, you will see a document box organized by year 

 

5. To create a new document, select a document from the Create New 
Document dropdown menu 

 

 

 

 

 

 

 

 



6.  Select forms from the dropdown window 

 

The two documents most used will be  

• 504-5 Determination of Eligibility Report 
• 504-8 Individual 504 Plan 

New Referrals: 

• 504-4 Parent/Guardian Consent for Evaluation 

 

7. When you select a new document, you will be asked to label the document 

 

  

 Just put your 
initials   



Within the Determination of Eligibility Report (Form 5) and the 504 Plan (Form 8) 
most sections include a dropdown menu of options as noted in the table below and 
in the handout provided. Please note: 

• In the Assessment/Testing Section you must choose from the preloaded SBA 
accommodations in order for the accommodation to be pulled into TIDE.  

• When using Assessment/Testing SBA accommodations please refer to previous 
training regarding how students qualify for the accommodation. 

• In all sections, you have the option to type in your own accommodations or pull 
from your personal bank of statements. 

• Eligibility statements may require additional information specific to the student 
in addition to the dropdown item. 

 

 
 
 



8. The Determination of Eligibility Report (Form 5) 
 

-  has spaces for composing key details and places for dropdown statements. 

 
 
 

Activate Page 2 

 
 

 

 

  

Use this box to summarize the concerns,  
• Refer to 504 Manual pg. 3, 4, 17, 18, 21 for guidance  

These windows will contain some dropdown statements but will also have room 
for composing additional statements. 



 
9. Form 8 – The 504 Plan 

 
 
ASSESSMENT and TESTING  

o SBA Dropdown (must be from official dropdown to load into TIDE) 
o Classroom Drop down 

 
 
 



Activate Page 2 

 
 

 
 
 
 
 
 
 
 
 
 
 

Considerations for filling out these sections will come 
directly from Student Support Services 504 Compliance 
Training. 



Activate Page 3 
 

 
 
 

 
 

 
 
 
 

Select the edit box to begin entering 
team member names for signature 
page. 

Use the lookup link to find staff. Once 
you have added a staff member on this 
form they will move to the top of your 
recently used staff list on future forms. 



10. Returning to Home Screen just requires clicking on the hyperlinked “My Home 
Page”  

 

 

 

  



Other Considerations 

 


