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Using the CD

The application will start automatically after you insert the CD into
the drive. If it does not run automatically, complete these steps:

1. Doubleclick My Computer. e
ommunication
Profile

2. Double-lick the CD-ROM icon. e

3. Double-<lick start.exe. Larry .
Kleiman
=3 __}

Requirements

® You must have Adobe Reader 8.0 installed on your machine
to save completed forms. Any version earlier than 8.0 will
not allow you to save the data you enter on the form. Adobe
Reader 8.0 is included on the CD and can be found by exploring
the CD’s contents or clicking the Adobe Reader button on the
application screen.

Keep your CD in a handy place because you will need to insert
it in your computer and run the application each time you want to
load a new blank form.

Overview

The Functional Communication Profile Reporting Software allows you
to enter profile data on an electronic form, save it, print it, and recall it
later. You can even send a completed form as an e-mail attachment to
another professional involved in a client’s assessment or treatment.

If you are accustomed to using the printed version of The Functional
Communication Profile, you will find that the electronic form mirrors
the layout of the printed version, so there’s no learning curvel
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Starting the Program

Each time the applica-
tion starts, you'll see
the Warning screen.

Click the first box if

you are the licensed
purchaser of this product
to load the main screen.

Eh LinguiSystems

Launching the Electronic Form

You can perform four .
actions from the main Functional

screen. Commun_ication
Profile

Reporting Software

1. Load Classic Form:
Click the first yellow
button to launch @ Lowa Cassic orm
Adobe Reader and Lo
an electronic form that
follows the same format
and page count of the
printed version of The
Functional Communica-
tion Profile. (If you do not have Adobe Reader 8.0 installed on
your computer, see #3 on the next page.)

Larry I. Kleiman

. Load Long Form: Click the second yellow button to launch the
Adobe Reader program and a longer version of the electronic
form in which each skill area begins at the top of a new page and
extended commenting areas are available. This form is useful if
you are not administering the entire profile and want to print out
selected pages/sections of the form, or if you anticipate making
lots of narrative comments.
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3. Install Adobe Reader 8.0: If you do not have Adobe Reader 8.0
installed on your computer, choose this option before loading any
forms. You can’t save any form data with previous versions of
Adobe Reader.

4. Quit: Click the button in the upper lefthand corner to close the
application window. If you have a form loaded, it will remain open.

Entering Data

After Adobe Reader launches and the form loads, you can begin
entering data by clicking on boxes to select and deselect them, and
clicking inside text fields to enter text. Use the scroll bar on the right
of the window to move to different pages in the document or use the
forward and backward arrow keys on your computer keyboard to
move page by page through the form.

You can also open the Bookmarks window by clicking on the third
icon in the dark gray area. Opening Bookmarks will allow you to
jump to specific areas of the form by clicking on those page names.
For detailed information on using documents in Adobe Reader, click
the Help selection on the menu bar at the top of the window.
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Saving, Printing, and Editing Forms

When you have completed a form or need to close it for editing later,
save it to your computer as you would any other file, such as a word
processing document or a spreadsheet.

Select File > Save As from the menu at the top of the window.

Choose the folder on your hard drive where you would like to
save the form or create a new folder for it.

Type in a name for your form and save it (see General Notes
and Tips on page 7 for form-naming suggestions).

You can print a form by clicking the printer icon or by selecting
File = Print from the menu at the top of the window.

If you want to open a form you have already entered data into,
choose File 2 Open from the menu at the top of the window (launch
Adobe Reader from Windows Start = Programs if it isn't open yet),
locate the file on your hard drive, and open it. You will be able to
edit data, finish completing the form, or print it. After you have made
changes, you can save them by choosing File = Save from the menu

at the top of the window or File 2 Save As if you want to give the
form a different name or save it to a different location.
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General Notes and Tips

Here are some suggestions to help you efficiently use The Functional
Communication Profile Reporting Software.

® Naming Saved Forms
It will be easier to organize and recall completed forms if you
create a consistent naming convention for the files you save. For
example, you might name your saved files by patient last name, first
initial, date of assessment, and facility abbreviation:

Marquez_G_09-07-08_CLLTC

You might also name the file with a case number and date for con-
fidentiality purposes. Whatever format you decide to implement,
consistently using it to name your files is the key to keeping your
information organized.

E-mail Attachments

After you've saved a form, you can attach it to an e-mail as you
would any other document and send it to other members of the
assessment and intervention team.

Customizing a Form
If you only need to complete portions of The Functional Communi-
cation Profile, choose Load Long Form from the application. Then
use the Bookmarks (see page R
5) to locate the specific skill 20
. (O Cunent view

areas you need in the form. o
Complete only the areas that @ Pages [1.88,11.13
apply to your client. When Subset | Allpagesinrange
you print the form, just select E1 evs e

B Page Handing _
the pages you've completed Copes  [1 3
from the print dialog box. Page Scaling: | Shink 1o rntable Avea
Click the “Pages” area and i R it
enter the specific pages you
want to print from the form.

[[] Choose Paper Source by PDF page size
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