
1 
 

 

The Communication Matrix 

 Custom Report 

 



2 
 

Table of Contents 
Table of Contents ....................................................................................................................... 2 

Introduction ................................................................................................................................ 4 

Paying for the Custom Report .................................................................................................... 4 

Custom Report Basics ............................................................................................................... 5 

Navigation .............................................................................................................................. 6 

Custom Report Steps ................................................................................................................. 6 

Step 1: General information .................................................................................................... 6 

 File name for this report ............................................................................................... 6 

 Client’s name ............................................................................................................... 7 

 Name to use in report text ............................................................................................ 7 

 Your ID for client .......................................................................................................... 7 

 Date of Report ............................................................................................................. 7 

 Date of Evaluation........................................................................................................ 7 

 Name of Evaluator ....................................................................................................... 7 

 Contact Information ...................................................................................................... 7 

 Name/Address of Clinic ............................................................................................... 7 

 Clinic Logo ................................................................................................................... 7 

Step 2: Personal information .................................................................................................. 7 

 Date of Birth ................................................................................................................. 8 

 Age .............................................................................................................................. 8 

 Gender ......................................................................................................................... 8 

 Primary Diagnosis ........................................................................................................ 8 

 Residential ................................................................................................................... 8 

 Additional ..................................................................................................................... 8 

 Client Photo ................................................................................................................. 8 

Step 3: Educational Information .............................................................................................. 8 

 School/Program ........................................................................................................... 8 

 Grade........................................................................................................................... 8 

 Eligibility for Services ................................................................................................... 8 

Step 4: Previous Communication Assessments ...................................................................... 9 

 Date of Previous Communication Matrix Assessment .................................................. 9 



3 
 

 Other Previous Assessments ....................................................................................... 9 

Step 5: Summary of Current Functioning ................................................................................ 9 

 Previous Communication Profile .................................................................................. 9 

 Current Communication Matrix Profile.........................................................................10 

 Current Communication Skills List ..............................................................................10 

 Primary Level at which Client is Operating ..................................................................10 

 Other (higher) Level at which Client also Demonstrates Some Skills ..........................11 

 Percentage of Messages Expressed at Each Level ....................................................11 

 Categories of Behaviors used to Communicate ..........................................................11 

 Other Impressions or Observations .............................................................................11 

Step 6: Summary of Progress since Last Assessment ...........................................................11 

 This evaluation shows that the client ...........................................................................12 

 New messages that are either emerging or mastered since the last assessment ........12 

 New types of communicative behaviors that the client has learned to use since the last 
assessment ........................................................................................................................12 

 Specifically, client now uses these behaviors to communicate ....................................12 

 Additional observations to describe client’s progress more thoroughly ........................12 

 Quantitative estimate of change ..................................................................................12 

Step 7: Recommendations ....................................................................................................13 

Options for each Level .......................................................................................................13 

Completing and Saving the Custom Report ...........................................................................14 

Additional Free Resources ....................................................................................................15 

 

  



4 
 

Introduction 
Custom Reports are individualized reports based on the results of the 

Communication Matrix assessment.  YOU get to choose what elements to include in 
each report.  They are not automatically generated. Reports cost $6.00, with discounts 
for larger volumes.  

Paying for the Custom Report 
To pay for a Custom Report, login to your account, find the client for whom you 

want to create a report, and click on “Create Report.”  

 

Note: If you belong to a group, your group manager may have already arranged 
for credits for group members to use. 

Click in the box to purchase one or more report credits. 

 

Complete your billing information and click on submit. 

Now when you click on Create Report you will be asked whether you want to use one of 
your credits for this report.  Click “Yes” to use one of your credits. 
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Custom Report Basics 
Now you’re in the Custom Report interface.  At the top you’ll see some basic 

instructions.  You will work through each of the seven steps, at each step selecting the 
elements you want to include.  You may save the report at any time and resume it later 
by clicking on “Edit” next to the client’s information in your Home. 

 

You have 30 days to edit any report after you initiate it. After that it will remain available 
indefinitely for you to download or print out.  
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Navigation 
Click in the box next to any element that you want to include in your report.  

Some items are pre-populated with information you have already provided when you 
completed the Matrix assessment. For some items, you will have to provide additional 
information in a text box.  If you click a box and do not enter information, you will be 
prompted to fill in the information.  Most reports do not include every element.  If you do 
not want to include any information, simply uncheck the box next to that element. 

 

Custom Report Steps 

Step 1: General information 

 

 File name for this report: Provide a file name for this report. 
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 Client’s name: If desired, provide the client’s name in the text box. 

 Name to use in report text: Any recommendations you choose to include may 
be personalized by providing a name to include in them.  For instance, you might 
put the client’s nickname “Georgie” in this text box.  Then any recommendations 
you choose will include this name (for instance, “Consider using a visual timer or 
counting to 10 before stopping an activity. A routine with a set time can help 
Georgie know when it’s time to ask for more.”).  

TIP:  Including this level of personalization will make you report more individual and 
appealing, especially to family members. 

 Your ID for client:  You may choose to include your own identification code 
here. 

 Date of Report: This is pre-populated with today’s date. 

 Date of Evaluation: You may enter the date on which you actually evaluated 
the client here, if it is different from the date that you entered the data online. 

 Name of Evaluator: You may provide your name here. 

 Contact Information: Provide your contact information if needed. 

 Name/Address of Clinic:  Provide any information you desire to identify the 
clinic, agency, school, school district or company providing this report. 

 Clinic Logo:  You may upload an image of the agency’s logo if you choose.  
This image will then appear here when you complete subsequent reports. You 
may click the box to include the logo in subsequent reports, without having to 
upload it again. 

Step 2: Personal information 
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 Date of Birth: Add date of birth if desired.  The year and month is pre-populated 
if you choose this option. 

 Age:  This is pre-populated in years and months. 

 Gender:  This is pre-populated. 

 Primary Diagnosis:  Enter any information you choose in text box. 

 Residential: Enter any information you choose about individuals’ residential 
status in text box. 

 Additional: Enter any additional information about the client that you think will 
be helpful (such as preferences, environmental considerations, recent medical 
events, etc.). 

 Client Photo: You may upload an image of the client if you choose.  This image 
will then appear here when you complete subsequent reports on this same 
individual. You may click the box to include the photo in subsequent reports, 
without having to upload it again. 

Step 3: Educational Information 

 

 School/Program:  Enter any information you desire about the client’s 
educational program. 

 Grade:  Enter the client’s grade in school. 

 Eligibility for Services:  If desired, enter information about service eligibility 
here. 
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Step 4: Previous Communication Assessments 

 

 Date of Previous Communication Matrix Assessment: This will be pre-
populated. 

 Other Previous Assessments: You may list other assessments that have been 
administered to evaluate the client’s communication skills. 

Step 5: Summary of Current Functioning 

 

 

 Previous Communication Profile:  Click to include the Communication Matrix 
Profile from the last assessment before the current one. The Profile looks like 
this:   
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  
 Current Communication Matrix Profile:  Click to include the latest Profile. 

 Current Communication Skills List: Click to include the current 
Communication Skills List, which looks like this:  

 

 Primary Level at which Client is Operating:  You must decide what level the 
client primarily uses to communicate, based on your knowledge of the client.  If 
you click this box, you will have the opportunity to select a description of one of 
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the 7 Levels. You may also elect to include in this description the age at which 
typically developing children operate at this level.  

TIP:  There are several ways to interpret the client’s Primary Level. You might choose 
to identify the Level that the client uses most often to communicate.  Or you might 
choose the Level at which the client is able to express the greatest variety of different 
messages. Or you might choose the Level at which the client’s communication shows 
the greatest mastery.  

 Other (higher) Level at which Client also Demonstrates Some Skills:  It 
may be important to recognize higher level/s of communication that the client 
also uses.  Often these are levels that instruction is targeting.  If you click this 
box, you will then have the opportunity to click on a description of one of the 7 
Levels. You may also elect to include in this description the age at which typically 
developing children operate at this level.  

 Percentage of Messages Expressed at Each Level: This shows the percent 
of all messages at each Level that are expressed at EITHER an emerging or a 
mastered level. These percentages are pre-populated. 

 Categories of Behaviors used to Communicate: This shows whether any of 
9 main categories of behavior are being used by the client at EITHER an 
emerging or a mastered level. This information is pre-populated. 

 Other Impressions or Observations:  Enter any other information you desire 
to describe the client’s current functioning. 

Step 6: Summary of Progress since Last Assessment 
This section is only relevant if at least two assessments have been completed. 
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 This evaluation shows that the client: Here you may choose from 6 
statements that may provide an overall summary of the client’s progress. 

 New messages that are either emerging or mastered since the last 
assessment: This shows you any new messages (states, functions or intents) 
that have been gained (at either an emerging or a mastered level) since the 
previous assessment.  These boxes are pre-populated. 

 New types of communicative behaviors that the client has learned to 
use since the last assessment: This shows you any new behavior categories 
(of the 9 major categories) that have been gained (at either an emerging or a 
mastered level) since the previous assessment.  These boxes are pre-populated.   

TIP:  If a client has learned to use a new specific behavior in a category in which s/he 
already had demonstrated other behaviors, the category would not be checked.  It 
makes no difference whether the new behavior is scored as emerging or a mastered. 
For instance, if a client already knew how to nod his head and shrug his shoulders 
(Conventional Gestures + Vocalizations) at the previous assessment and now she has 
learned how to point (also a Conventional Gesture), you would NOT see a check in the 
box next to that behavior category.  This category would only be checked if the client 
previously had no behaviors in this category and now exhibits one or more of these 
behaviors.  

 Specifically, client now uses these behaviors to communicate:  Here 
you may provide very specific descriptions of new behaviors that the client has 
learned to use to communicate. 

 Additional observations to describe client’s progress more thoroughly: 
Enter any additional information here. 

 Quantitative estimate of change: The Matrix may be scored on a scale from 
0-160. This number may be either positive (when skills have been gained) or 
negative (when skills have been lost) and may vary from 0-160.  The number you 
see here is the result of subtracting the score of the previous Matrix Profile from 
the score of the current Matrix Profile. 

TIP:  Each Matrix may be give a total score based on a score of 1 point for each of the 
80 cells in the Profile that is scored “emerging” and 2 points for each cell that is scored 
“mastered.” This score has little meaning when applied to an individual Matrix Profile.  
But when two Profiles are compared, it may be used as a quantitative indicator of 
change. 
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Step 7: Recommendations 
You will select appropriate recommendations, including progress monitoring 

criteria.  Instructional suggestions are arranged by Level. Under each Level you will find 
general goals, specific suggestions for each message that may be expressed at that 
level, and a place to specify behaviors to target for that message. Indicate which goals, 
messages and behaviors you recommend at each targeted level. Finally, you may 
describe how you plan to monitor the client’s success at each level. 

 

TIP:   Most clients operate at two or more levels. First, look at the level at which the 
client is primarily functioning for recommendations. Then, look at higher levels that you 
consider appropriate to target. We suggest that you target no more than 2 levels of 
communication (and one is fine) and no more than 4 states, functions or intents 
(messages) across all levels targeted.   

Options for each Level: 

 A description of the Level. 
 General goals. 
 Specific suggestions related to each of the states, functions or intents at each 

Level. 
 You may enter other suggestions into a text box. 
 You may enter specific behaviors to target into a text box. 
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 Monitoring Progress: You have the opportunity to enter information about how to 
monitor the client’s progress.   

 

This section includes text boxes for specifying:  

o Type of data to record (e.g. “points to desired objects to make requests”)  
o How to measure the behavior (e.g. # independent___). % accuracy is 

commonly used, but it may not be an appropriate measure. 
o How often to take data (e.g., “once a week at lunch time”). 
o Who will take data. 
o Criteria for success (e.g., “points to desired object independently after 

asked “What do you want? in 3 out of 4 opportunities”). 

Completing and Saving the Custom Report 

 

Once you have finished, you may Preview the report.  If needed, you may go 
back and edit the report (you may edit the report for 30 days after you initially create it).  
When you are happy with your report, you may generate a PDF version.  You may print 
out the report from the PDF or save it to your computer.  It will always be available on 
the web site in My/Your Home also. 
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Additional Free Resources  
We hope that the Custom Report recommendations you choose in Step 7 will 

guide you toward developing logical educational goals for your client. Here are some 
other free resources that may help you to create excellent education goals: 

 To document functional and environmental aspects of communication that may 
be important to encouraging participation by individuals without speech you may 
want to view the Communication Supports Inventory-Children & Youth at: 
csi-cy.org 

 To reflect on the characteristics of high quality goals, you may want to view The 
Design to Learn IEP Development Guide at: 
http://communicationmatrix.org/uploads/pdfs/Design_to_LearnIEPDevelopmentG
uide.pdf 

http://icfcy.org/aac
http://communicationmatrix.org/uploads/pdfs/Design_to_LearnIEPDevelopmentGuide.pdf
http://communicationmatrix.org/uploads/pdfs/Design_to_LearnIEPDevelopmentGuide.pdf
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