
Monthly Summary Process for Individuals/Families (only needed for Comm Hab and SEMP) 

***note that staff can also complete the monthly summary with the individual on their portal – it is a simplified process. 

1)Log onto myeveroportal.com 

2)Click SDS tab.   

3)Start by clicking Response to Services (at bottom of SDS tab) 

 

 

 

 

 



 

 

 

 

Response to services allows you to review both staff comments and summary of what staff report when providing the services.  You can use this 
information to take notes of things you would like to point out in the monthly summary note.  This would include any information gained that 
would highlight progress, maintenance or lack of progress for each service.   

 

 

 

 

 

 



 

 

 



After reviewing Responses to services summary and comments, return to SDS tab and click on Monthly Summary Note.   

Click on Red plus at right hand corner to enter a new note, select the month that you are reporting on and click ok. 

 

 

 



This Monthly Summary Note is only necessary for Comm Hab and SEMP.  You do not need to report on any other services. 

1)Under progress click the box Work towards the following goals/valued outcomes. 

2) In the box below write in the Valued Outcomes and then summarize implementation of the plan.  An example would be: 

VO 1 – Increase money management skills.  Casey was fully engaged with this goal this month.  She has been making progress with learning how 
to do banking tasks but continues to need support.   

 

 

Answer the follow up questions. 

Once complete, click the bottom to Save the report, then click Preview to approve the Report (otherwise it stays in draft).   


