____________________ CPS Quick Step Guide
Create a CPS Database
A CPS database is a file with a file extension of .cps. This file is where you save your class
information, lessons and questions, team activities, standards, and student performance data
for sessions already administered.
Create a New Database
Although you can create many CPS databases, we suggest you create only one, where each
teacher uses their own database. Organizing the data collected by CPS is easy when you save
multiple classes and lessons to a single database. To create a new CPS database, follow these
directions:
1. Open CPS from the desktop icon. The CPS Open or
Create New CPS Database window appears. (Note: If
you are already in a CPS database choose File > New
Database and go to step 4.)
2. Choose Create a New CPS File.
3. Click OK. The New CPS File dialog box opens.

4. Navigate your computer to select where to save the file in the Save in: text box.
5. Create a New Folder by clicking on the New
Folder button to store your CPS database.
6. Double-click the New Folder so that it’s displayed
in the Save in: box.
7. Type a name for the database file in the File
name: text box.
8. Click Save.

New folder button
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Create a Class Roster
The Prepare>Classes and Students tab is split into two panes. The left pane gives a view of
all classes in this open database. We refer to this as the class side.
The right pane displays all of the students from any highlighted class name. We refer to this as
the student side. When you highlight a class name from the left pane, all of the students‘
names in that class display on the student side.

(Class Side)

(Student Side)

Create a Class Roster
1. Click the Prepare>Classes and Students tab.
2. Select Class from the New

drop-down button.

3. The New Class Wizard appears.
4. Choose K-12 as your Institution Type.
5. Click Next to continue.

Note: If this is your first time creating a CPS class, enter your Contact Information and click
Next to continue. If you have previously created a CPS class, CPS stored your contact
information. You will automatically move to the Class Information page.
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6. Enter your Class Information:




Optional Fields










Class Name: This is the only
required information for a class. It
will help you differentiate your
classes so choose a descriptive
name.
Course Number: Course number
assigned by your school.
Section: Section number for your
class.
Period: Period in which you hold
your class.
Semester: Semester during which
you teach your class.
Campus: Building or campus
where you teach your class.
Classroom Number: Room
number for your class.
Make this a CPSOnline class
(An instructor Setup Code is
required): Leave the box in front
of this option blank.
Attendance Options: This is the
location where you store your
attendance records in CPS. You can choose to view the attendance as a grade in the
Assessments area of the Report>Gradebook tab or choose to view the attendance
as Absent/Present in the Class Info area of the Report>Gradebook tab.

7. Click Next to continue.
8. Click Next to create your class or click Back to review your information.
9. Click Done to close the New Class Wizard and return to the Prepare>Classes and
Students tab, or create another class by clicking the box in front of the I want to make
another class option.
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Add Students WRDClass Roster
Once you have created a class in the database, you can add students to that class.
1. Click the Prepare>Classes and Students tab.
2. Select Student from the New

drop-down button.

3. CPS displays the default student information. CPS automatically saves the default
student data row.
4. Quick Tip: Quickly add personalized student information to a student data row by typing
in the student‘s first name, click the Tab key on your keyboard, type in the student‘s
last name, click Enter on your keyboard. Clicking Enter saves the student‘s information
and automatically moves you to the next student data row. CPS automatically assigns
the next student a pad ID number in numeric order. You may change the student‘s pad
ID number by clicking on the Pad ID data field and entering in a new pad ID. Data fields
include the following fields:








First name (required)
Last name (required)
Pad ID (required)
Student ID (required for REAP)
Gender (required for REAP)
Ethnicity (required for REAP)
Economically disadvantaged (not required)

Note: If you are using REAP, each student must have a unique student ID. If you know
your students‘ district IDs, please use them. The IDs may be alpha-numeric, but must
have at least 5 total characters and/or numbers.
5. Click Save when you have added all the students‘ data. CPS will automatically display
the students‘ information on the student side.

Note: You can use any class you create in this database in conjunction with any session

delivery. Click the column headers, First Name, Last Name, or Pad ID, on the student side to
sort the view of the students in a class.
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Verbal Questions
Verbal questions are “on the fly” questions that you can use to engage students. Use this
feature to ask questions during a lesson in coordination with existing questions from a textbook,
multimedia presentation, or made up on the spot.
Engage Verbal Questions
1. Click the Engage>Lessons and Assessments tab.

2. Click Engage
appears.

in the Verbal group. The CPS Verbal Question Setup window

3. Optional: Change your session
options.












Include Session in
Gradebook: Records
grades in the Gradebook.
Export to Question Grid:
Creates Question Grid
Report as an Excel file to
display results.
Anonymous Mode: Will
ensure answers are not
associated with specific
students.
Automatically Upload
Session Upon
Completion: Automatically
uploads performance data
to CPSOnline, ANGEL,
Blackboard, WebCT, or
REAP.
Session Title: Type the
name of your session.
Session Category: Select
a category for the lesson.
Max Points: Choose your
Max Points. This field will
default to 100.
Class Options: Assign a pre-generated class to the lesson from the drop-down
menu, or create a default class by clicking Create.

____________________ CPS Quick Step Guide


Create Attendance from this Assessment: Select this option to generate an
attendance assessment for your session. You can choose to track the attendance in
the Gradebook, and if you use CPSOnline, you can automatically upload attendance
after your session. Make sure you also have your class attendance options set to
show attendance as assessments.

4. Click OK. The Verbal Engage toolbar appears.

Verbal Engage Toolbar










Verbal: Choose from a drop-down menu of question types to ask questions on the
fly and record performance data.
Chalkboard: Upload and draw images while delivering on the fly questions.
Options: Opens the Delivery Options window to select options like show large
screen for Verbal mode.
Engage Toolbar Handle: Click and drag on this icon to move the Engage toolbar
anywhere on your screen.
Class: Randomly select a student from your active class list or take attendance.
Charting window: View performance data in a chart.
Exit CPS: Save your results up to this point and shut down CPS entirely.
Close: End the delivery session and return to the main CPS window.

5. Click Options

to turn “Show Large Screen” on or off.
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Verbal question with large screen ON

You may resize the window by clicking the edge of the window and dragging it to the
desired size.

Verbal question with large screen OFF

6. Click Verbal

.

7. Select a question type from the drop-down menu.
8. Ask your question.
a. If the Show Large Screen option is turned on, type your question in the Question
Box and type the answer choices in the Answer Boxes.
b. If the Show Large Screen option is turned off, ask your question aloud. Clicking
on the Snapshot button will take a picture of whatever is being displayed on the
screen. The image is stored in the same location as the CPS database and
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displayed in various CPS reports.

Snapshot button

9. Click Start to begin the response cycle.

Verbal question with large screen on

10. Click End to end the response cycle. The Charting Window will appear with the answer
responses.
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Charting Window

11. Optional: To define the correct answer, click in the box before “Show Correct” and
then choose the Correct Answer from the drop-down menu.
12. Click Close to exit the Charting Window.
13. When you return to the CPS Content Delivery window you will see:
a. The correct answer is indicated by the green check mark.
b. The answer distribution is displayed to the right of each answer choice.
c. The cumulative percent correct and question percent correct are
displayed at the bottom of the screen.
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CPS Content Delivery Window

14. You can ask additional Verbal questions by utilizing the Verbal Question buttons at the
bottom of the screen.

Verbal Question Buttons

T/F

True/False

Y/N

Yes/No

A-B

Multiple Choice – 2 answers

A-C

Multiple Choice – 3 answers

A-D

Multiple Choice – 4 answers

A-E

Multiple Choice – 5 answers

A-F

Multiple Choice – 6 answers

A-G

Multiple Choice – 7 answers

A-H

Multiple Choice – 8 answers

A-J

Multiple Choice – 10 answers

AS

Answer Sequence
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123…

Numeric (only available with &363XOVH pads)

SA

Short Answer (up to 20 characters)
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FastGrade
Use the FastGrade feature as a supplement to worksheets and other instructional materials you
have on paper. You can create a FastGrade answer key, distribute hard copies to the students,
and have them respond for a quick grade.
When you create a FastGrade lesson, please have a hard copy of the course material with you,
preferably one that has the correct answers indicated. You should make this FastGrade lesson
before you present it to your students.
Create a FastGrade Lesson
1. Click the Prepare>Lessons and Assessments tab.
2. Select the lesson name to which you are adding the Fastgrade lesson.

3. Click New in the Home group

to show a drop-down menu.

4. Select the FastGrade menu item. The Lesson Attributes window opens.
5. Type a name for your FastGrade lesson in the Title box.

a. Optional: Type a description or unique identifier. You may also choose a delivery
style to support various assessment answer options, such as ABCD / FGHI.
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Lastly, you can also add a picture file by clicking the Browse button (jpeg,
bitmap, or gif) that will appear when you engage the lesson in There It Is! mode.
6. Click OK.
The FastGrade window opens showing the following features:








Title: The name you typed in the Lesson Attributes window.
Number of questions in this Lesson: The number of questions you have
successfully added to the FastGrade answer key.
Properties: Opens the Lesson Attributes window.
Question type columns: Question types in individual columns enable you to add
various question types to the FastGrade answer key.
Standards associated with the current question: Standards in the open
database appear so that you can associate them with each question.
Current Question #: The question number you are currently working on. This
number is always one more than the Number of questions in this Lesson.

____________________ CPS Quick Step Guide








Previous: Moves to the previous question in your FastGrade answer key. This
action highlights the previous question„s type and correct answer as well as
displaying the number position of this question as the Current Question #.
Next: Moves to the next question in your FastGrade answer key. This action
highlights the next question„s type and correct answer as well as displaying the
number position of this question as the Current Question #.
Rubric...: Allows you to associate a rubric with an essay or short answer question.
Add: Allows you to add a numeric question.
Answer Sequence: Allows you to ask a questions where responses need to be in a
particular order, like a matching exercise.
Short Answer: Allows you to ask questions where a response is a short text
response up to 20 characters.
Other: Allows you to create “placeholder” questions for essays, short answer, etc.
that will not be entered into CPS.

Click the blue answer button that corresponds with the question type and correct
answer for each question.
7. Repeat until you„ve entered every question into the CPS FastGrade window.
8. Click OK. The Prepare>Lessons and Assessments tab appears with the FastGrade lesson
name in the lesson side of the window.
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Engage Student Paced Mode
The Student Paced mode lets you deliver developed lessons, FastGrade lessons, ExamView
questions and more in an activity where each student enters their responses at their own pace.
The student may change and verify their answers as many times as they wish. The last answer
inputted is what is scored. Here’s how it works:
 Provide students with a printed copy of the lesson or assessment you want them to
take.
 Students can either answer the questions on paper and then input the results with their
CPS response pads or answer the questions as they go.

Note: In this mode you need a projector for the CPSir but do not need a projector for CPSrf.
Engage Student Paced Mode
1. Click the Engage>Lessons and Assessments tab.
2. Select the lesson you want to engage by clicking in the check box before the lesson
name.
3. Type a title, choose a session type and select a class in the Engage Options group

.
4. Click Assessment Setup in the Engage Options group. A list of delivery options
appears.
5. Select Student Paced from the list of delivery modes.

6. Click Engage
in the Assessment group. The CPS Feedback window appears. (See
next page for the difference between IR and RF systems.)
7. Click Start to begin the response cycle.
8. Click End to end the response cycle.
9. Click Yes to save the data and end the session.
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Infrared (IR) Student Paced Mode






The top row of each bank of number
corresponds to the pad ID numbers
assigned to each student in the class.
These pad ID numbers are black on blue
numbers before you start the
assessment.
The bottom row of each bank of
numbers represents question numbers.
These numbers increment as each
student proceeds through the list.
Students can use the F button on their
response pad to scroll through the
questions, using any button to stop
when they get to a question number
they want to answer. They can also use the G button to move backward in the list of
questions or the H button to forward. Students can skip a question and return to it with
these buttons as well.

Note: Questions must have 5 answer choices or less since the F, G, and H buttons have
different functions in the Student Paced mode.
Radio Frequency (RF) Student Paced Mode









If you are using a projector, please turn
off the projector before beginning the
session.
The LCD panel in each student’s
response pad tells the student which
question they are answering as well as
their response and if it was received.
Students can use the left and right
arrow keys on their response pad to
move forward and/or backward. They
can also skip and return to a question.
As students respond to questions, the
boxes corresponding with the student
name and question number light up with
their answers.
Options: Click the Options button to choose color feedback with red indicating an incorrect
answer and green a correct answer.

Note: Individual questions show the percent correct for the entire class at the bottom of the
column. This is great for grading homework quickly and finding out exactly which questions
students had the most difficulty with for review.
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Add ExamView Files into CPS
You can add ExamView question banks and tests into any folder or lesson within your CPS
database. Once the files are added they cannot be edited so be sure to use the ExamView Test
Generator to create whatever files you want to use with CPS prior to importing them.
Add ExamView Files
1. Click the Prepare>Lessons and Assessments tab.
2. Select the folder or lesson under which you would like to import the ExamView
lesson.

3. Click Add Files
window opens.

in the Lessons group

. The Add Files

4. Navigate your computer to select the ExamView file you want to add. (Note: To limit
which files are displayed, click the arrow in the Files of type: box, and select the
ExamView Files option.)
5. Click Open.
6. The ExamView file appears in the folder or lesson you selected.
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Engage ([DP9LHZ/HVVRQLQStandard Mode
The Standard mode lets the teacher control the pace and progress of students through the
questions. CPS will automatically engage a lesson in the Standard mode by default.
Engage Standard Mode
1. Click the Engage>Lessons and Assessments tab.
2. Select the ExamView lesson you want to engage by clicking in the check box before
the file name.
3. Type a title, choose a session type and select a class in the Engage Options group

.
4. Click Engage












in the Teach group. The Engage toolbar appears.

Questions: Choose any of the pre-written questions in your lesson.
Next (#1): This constantly changing menu button indicates which question number
is next in chronological order. Click here to put up the next question.
Verbal: Choose from a drop-down menu of question types to ask questions on-thefly and record performance data.
Chalkboard: Upload and draw images while delivering on-the-fly questions.
Options: Opens the Delivery Options window to select options.
Engage Toolbar Handle: Click and drag on this icon to move the Engage toolbar
anywhere on your screen.
Class: Randomly select a student from your active class list or take attendance.
Charting window: View performance data in a chart.
Exit CPS: Save your results up to this point and shut down CPS entirely.
Close: End the delivery session and return to the main CPS window.

5. From the Engage toolbar choose which question you want to begin with by clicking
Next or by selecting from the list of questions under Questions.
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6. Click Start to begin the response cycle. When students respond their respective boxes
will flash blue when a student answers for the first time, green when an answer is
verified, and yellow to show an answer has changed.
7. Click End to end the response cycle.
a. The correct answer is indicated by
the green check mark.
b. The answer distribution is located in
the charting window
.
c. The cumulative percent correct and
question percent correct are
displayed at the bottom of the screen.
8. Click the green Forward Arrow button
to advance to the next question.
9. Click Close

to return to the Engage toolbar.

10. On the Engage toolbar, click Close to end the delivery session and return to the main
CPS window or click Exit CPS to save your results up to this point and shut down CPS
entirely.
ExamView Buttons
When you engage an ExamView lesson in CPS, you have access to three special ExamView
buttons in the Feedback Grid. (Note: All buttons will not be available on all questions.)
Zoom Button: Change the magnification of your question in the CPS Content
Delivery window.
Narrative Button: Hide or show an associated Narrative on the CPS Content
Delivery window.
Recalculate Button: Change the answer to a question and deliver that one
question multiple times. This button works with Preview mode.
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Generate, Print, and Export Reports
The CPS Reporting System lets you access, view, and print performance data recorded during
instructional sessions. The Reporting System is a delivery tool because you can use it only after
you finish a session and CPS records the session information in the database.
CPS records performance results in the same database where the delivered lesson, standard,
assessment, or team activity resides. When you access the Report>Reports tab and select the
type of report you want, CPS organizes the recorded data around the class associated with the
lesson when it was delivered and in the report form you select.
Generate Reports
1. Click the Report>Reports tab.
2. Select a session from which you want to generate a report.

3. Click Generate
in the Reports group. The CPS Reporting window opens. This
window displays the names of the students who participated in the session you selected.
It also displays the available report types.
4. Select the students for whom you want to generate a report. Reports include only
performance data from students with a check mark by their name. You can select every
student using the Select All option or Filter out students who didn‘t respond by selecting
Filter out students who didn’t respond.
5. Select a report type from report type list on the right side of the window.
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6. Click Preview

. A Print Preview window opens and displays the report.

7. Click Views in the left column of the Print Preview window and use the four icons
available to see different views of the report. These icons also appear in the toolbar.

Report Views

8. Click Export to File
following file formats:
a.
b.
c.
d.
e.

to save the report in any of the

Rich Text Format (*.rtf)
Acrobat (*.pdf)
Formatted HTML (*.html)
Excel (*.xls)
Text (*.txt)

9. Click Printer

to print the report.

10. To exit the Print Preview window, click Close
11. Click Close

.

on the Reporting window to return to the Report>Reports tab.

