Cayen Progress Report Instructions

General Guidelines
( Check your spelling and grammar. You are a professional tutor.

( Keep it simple. This is not a dissertation. Just the facts, please.

( Make sure you are printing 3 copies. One is for the parent (send home with student), one for the teacher, and one for the school facilitator.
Instructions
1. This is a web based program. You will need internet access. The program works best in Internet Explorer. You must TURN OFF YOUR POP-UP BLOCKERS or the program will not work.

2. Go to volusia.cayen-server.net

3. Sign in under your username and password (please see username/password document). The first time you sign in you will be prompted to change your password. MAKE IT THE SAME ONE THAT WAS ALREADY ASSIGNED TO YOU! Just type it in 3 times and click “save and continue”.
4. On the blue top bar, click on “registration”. 
5. Click on the letter that corresponds to your student’s last name. 

6. Click edit next to your student’s name. 

7. A new window will appear. On the left is a list of options. Click on “progress”.

8. Click on the green “add new” button found on the bottom of the screen.

9. A new window will pop up. Use the drop down menu to choose your own name as the tutor.
10. The student’s goals are listed. You only have to report one goal, not all of them. Choose a goal for which you have the best data. Once you choose the goal you would like to report on, click on “edit” next to the goal.

11. A new box will appear under the goal that says “recent activities”. Here you will list what you have worked on with the student that is SPECIFIC to that goal. The Initial Percentage of Mastery is listed. You will fill in a number 0-100 for Progress toward Goal (Percentage of Mastery). The student should not have 100% in the beginning. If they do, they are working in a book that is too low.  
12. In the “Ways Parents Can Support Learning” box, list 2-3 suggestions from the list we have provided. You may also create your own. Replace the word “student” with your student’s name. These should be personal.

13. In the “additional tutor comments”, please list any attendance issues. If the student was absent, please list the date. Please comment on the student’s effort. 
14. Proofread your progress report and click “save and close”. 
15. To print your report, click on “reports” on the top blue bar. 
16. To the left, click on “participant information”, then “progress report”. 

17. To the right you will see a calendar and other information. Under the number 4, click the bubble for “selected participants”. Check the box next to your student’s name. 

18. Scroll down and click the green “view report” button. 

19. On the bottom left, click the green “print” button. 

