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 Customizable guidance assessment, 
reporting, communications, and evaluation 
system 
 

 For schools and education support programs 
 

 For students in grades 6-12 and beyond 
 

 Developed by Encouragement Services 
Incorporated, an Indiana nonprofit 
corporation 
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 Form item = questionnaire question or 
prompt 
 

 Form item response = answer to question or 
response to prompt 
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 Question Group = name of section of related 
items 
 

 UEP Forms (1, 2, & 3) = questionnaires 
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 Deselect: remove an item from a 
questionnaire (item remains present in 
reports) 
 

 Delete: applies to the permanent removal of 
an item or question group (not reversible) 
 

 

© Encouragement Services Incorporated, 2002-2011. 



 Standard Form Item – can be deleted but not 
altered 
 

 Custom Form Item – can be deleted or altered 
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 Select items appropriate for grade level 
 

 Abbreviate questionnaire to shorten time for 
administration 
 

 Add items specific to a school or program or 
group of same 
 

 Standardize items for a group of programs or 
schools 
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 Collect data needed for school improvement, 
RTI, accreditation, or other purpose 
 

 Measure effects of specific initiatives and 
interventions 
 

 Gather data for a grant or funding 
opportunity 

© Encouragement Services Incorporated, 2002-2011. 



1. Go to UEP home page www.capenetwork.org 

 

2. Open Professionals Menu in left navigation bar 
 

3. Select Administration and Reporting Tools 
 

4. Enter email address: customguest@esi.cc 
 

5. Enter password: customguest1 
 

6. Go to Customization Menu at bottom of page 
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www.capenetwork.org/reportingtoolslogin.aspx 

Email: customguest@esi.cc 
 
Password: customguest1 
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https://www.capenetwork.org/EditSurvey2.aspx?sid=21 

Open the editing tool by clicking on the item that you wish to edit. 



 Select form for customization 
 

 Click on the item to deselect grade levels 
(un-checking the grade boxes will erase the 
item from your form for those grades) 
 

 Click on the save button to record your 
changes 
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 Click on the add a question button 
 

 Enter a new question or prompt 
 

 In the answer box, enter your item responses 
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 Choose the question type for your item 
◦ Single response 

◦ Multi response 

◦ Single response OR other 

◦ Multi response AND other 

◦ Free text 
 

 Save your item by clicking on the save button 
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Spanish text goes here. 

Spanish text goes here. 



 Reporting date ranges 

 Registration groups 

 Reporting groups 

 Finding custom forms 



 Go to www.capenetwork.org 
 

 Click on the Students menu 
 

 Select the form that you edited 
 

 On the page following the student 
information page… 
 

 Enter the Custom School authorization code: 
CUSTO (case-sensitive) 

http://www.capenetwork.org/
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