CPS 4.0 for PC

Users Guide

Instruction

Changing the face of Education

\‘e,/



Table of Contents

Table of Contents

Chapter 1: Getting Started 1
INSTAITING CPS ...ttt ettt 2
Install Free Databases 0f QUESLIONS ......eecvieeriieiiiieeitieeiieeiieeieeeieeetveeaeesieeeeeeeereeeeeenes 2
Install CPS Student Content Databases.........cc.eecveeeiieiriieenieeiieeiieeee e eee e eiveeseee s 3
Mouse/Keyboard SHOFICULS .............c..cccoeumiiaiieiiee ettt 4
Software SUPPOTt INFOFMATION. ..............cceovueeeiieiie ettt saeetae e seaeesase e aeesaeens 5
HOOUTS ettt et e e ettt e e et e e sttt e e e anbbeeeesteeeenneeeas 5
Contact INfOrMAtION .......ecveiiieiieiieie ettt ettt ettt tessae st e seeseenseenseesaensaens 5
Training INfOrMAtION.........c..eiieriieiieie ettt e sseeteenteenseesnenraens 5
NeWw Fe@tures T CPS 4.0)........c...coveeiuie ettt ettt ve sttt e e sate e sebeestaeestaeensseens 5
Chapter 2: CPS Overview 7
CrEALION FUNCIIONS .....oevv et e ettt ettt e et e ettt e st e et e e s tbeestbeessbeesseessseesseessseensseans 7
ENGAZE FUNCHIONS ...ttt 8
REPOFHING FURCHIONS. ...ttt ettt ettt 8
Gradebook and Attendance FUNCIIONS.................ccc.cccveeiuiieiuieeiieeieeee e 8
Chapter 3: Creation Functions 9
DIAEADASES ... 9
Create a NEeW Database .......ccveivieriieiieiieiieriesit ettt ae e eesseeeeenseenseensensaens 9
Password-Protect @ Database .........cceecueeiruieeiieiiiieeiie et 10
Open an EXisting Database ..........ccccveeiiiiiiiieeiie et eee ettt eee et saeeeeeetaeeeee e 11
IMport/EXport XML Databases........ccccuveiriieeiieiiiieeiiieeiieesieeerieeeieessieeesseessseesseesssseesseesnnns 12
EXPOTt @ DAtabase ......cccvveeiuieeiieiiieciiecieeeiee et etee st e et e sveeebeesteeebeesnbeeenseesnsaeensee e 12
IMPOTt @ DAtADASE ....veeeevieeiieeiie ettt ettt ettt e e beesteeebeesbeeenseesnraeensee e 12
Login t0 CPSONINE .......cooiieiieiieieeie ettt ettt e s e e ensesnseesnensaens 13
K-12 CPSONINE LOZIN ...veuiiiiieiieeiieiieie ettt ettt snae e seense s 13
Higher Ed CPSONINE LOGIN....ccviiiieiieiieieeit ettt 15
L@SSOMS ...ttt ettt ettt ettt e etb e e tteentbeentbeentbeentaaans 16
CTEALE LLESSOMS ..veevvieiiiieeiieeiieeiteeieeetteeteeeteeeteeeteesstaeesseesssaeenseeessaeenseesnsseenseesnsseeseesnses 17
Create FastGrade LeSSOMS ......uiiiuiiiiiieeiiieiiieeieeeieeeieeeeeeite et eeteeetaeeaeesntaeeseeeeneseensaeenens 18
Create LesSON QUESTIONS .....cveieviiiiieerieeieeeteeeeteeeteeeteeeeteeeeteeeseeessaeeseeesseensseesseesseenses 19
Create SubjectiVe QUESLIONS. .......ueiieriieiierteeieeieste st eteeteeteeaessee e eseesesaeseeesseenseenes 21
Select @ QUEStION TEMPIALE........eecvreeeeeiieriieiieie ettt seeseese s 21
Add Audio/Video Notes to Lesson QUESHIONS..........cccveeeuvierieeriiesieeeireeeieeeereeeveeeenns 26
Add Notes to Lesson QUESTIONS .......ccuvieeuiieiiiiiiiieciieeere e eeire e e sereesereesareesereesseeseneas 27
Create Questions With GraphiCs .........ccevveriiiriiriierienieie et 27
Display Graphics Within QUESTIONS .......c.eeecuieiiiieriiieiiieeiiesieeeieeereeeireesreeereesreeessee e 28
Assign Question Difficulty Levels.......cocoviiiiiiiinieiiiiieeeeeeeee e 31
Associate Categories t0 @ QUESTION ....uevvieeciieiiieeiieeieeeteeeieeebeeeieeereesbeeereesbeeensee e 31
Associate Standards t0 @ QUESTION .......ccueeecvieiiiieeiiieeiieeiee et e eieeeeeereesteeeaeesaaeenree e 32
Create Lessons with the Lesson Builder ............cveeciiiiiieiiiiiiiciececcee e 32
BTt LESSOMS ..evvieiiieiiieeiie ettt et ettt e et e st eebe e e taeeabeeesbaeenseeessaeenseesnsaeenseeensseenseennses 34
Edit Lesson AttrIDULES ......eecvieiiiieeiieciieie ettt et sesaesneesseenseenes 35
Add Questions to an EXiSting LeSSOMN........cc.veiuieiiieierieiieiieie et 35
Edit LeSson QUESTIONS .........eciiiiiiieeiieiiieeteeeteeereeereeereeeveeeabeseveeeaseseveesasesensaaesresens 36
Rearrange Questions Within @ LeSSOM ......ccuevvuiiierierieieeieeieeecteeeie e e 37

CPS 4.0 Users Guide ii



Table of Contents

COPY QUESLIONS ...veeevieeeiieeiieeiieeteeeieesteeeteesteeebeesseeesseessseeesseesnseeesseesnseessseesnsesnsseesns 37
DELEtE @ LESSOM ...vieiiieiiieeiiecieecteeetee et e etee st eebeesteeebeesbeeesbeesnseeesseesnseesnseesnsaaenseenes 37
Delete LesSOn QUESLIONS .....eeevieiiieriieiieeetieeieeeiteesreeeseesseessseesseesseessessseesseesseenns 38
Delete Graphics from QUESHIONS ......cc.eeruierirrriirieriieniieie e et eee st ere e saeseee e eneeenes 38
Adjust the QUESHION FONL.........c.ooiiiiiieice et 39
Search for QUESTIONS .....cc.eiivieerieiiieeiee et et et ere et eebe e e teesereesabeesareesaseesaseesaseenanens 40
Spell-Check QUESLIONS ........eevieiieiieeiieeieseesie ettt ettt et s e e saesseeseenseensesnnas 41
Print CPS LESSOMS ....couvieiiieiiieiieeiieciieieeie ettt sttt ettt e enaessae st e seenseensesnnesseenseenseenes 43
CrEAtE RUDIICS. ...t iuiieeiieiieciieci ettt sttt et ettt et e b e enbesaessaesseesseenseenseensesssensaens 44
Create @ RUDTIC......oocuieiiie ettt ettt e be e s teeebeesnbeesnseesntaeenseenns 44
Associate a Rubric to a Subjective QUESHION........ceevvueeeciieiiieeiee e eiee e eieesiee e e 45
Edit @ RUDTIC ..veiiiieiiieciee ettt sttt sttt st e et e steeebeesnteesnsaesnsaeensaenes 46
COPY @ RUDTIC 1ottt sttt e ettt e et e e sveeesbeesbeeenseesnbaesnsaesnsaeenseenes 46
Delete @ RUDTIC......cccuiiiiieciieciie ettt ettt ettt et e s te e e e e steesnbeesnsaeensee e 47
TINPOTE LESSOMS ..eenivieiiiieeiiecieeeite ettt e et e et e et e et e et e ebeessbaeenseeessaeenseesnsseenseeensseenseennses 47
TMPOTE CPS LESSOMS ..cnetieiiieiiie ittt sttt sttt st eate e sttt e st e sabeesabeesabeesabaesaree e 47
Import Scanner RESUILS ........occviiiirieieeeie sttt 48
Import Lessons from Microsoft Word...........ccoocevierierieiiieieeieceeee e 50
Import EXamVIEW LESSOMNS ......ocviiiieiiieiieieiie ettt ettt 53
Import PowerPoint Presentations ...........cveceeeeeeierienienieeieeie e 54

@I SEARCH ...ttt ettt ettt ee s 55
Search fOr CONLENL .......eeivieiieiieie ettt sttt et et e et e esaessaesseenseenseennes 55
Create an €]l SEARCH ACCOUNL .........eiiiiiiiiiiiieniie ettt s 55
Enter User INformation ..........c.ccceeieiieniierieie ettt 57
Login to an el SEARCH ACCOUNL ........ccuveiiiiiiiieriierieeie ettt 58
Find SEARCH CONLENL .....c.eeiieiieeiieiieieeie ettt ettt ssae e seeseesesnnesneesseenseenes 59
TMPOTE CONEENE ...eeuivieeiiieeiieeiieeiteeee et teetee et e st eetee s taeeteeesteeenseeessaeenseeensaeenseeensseenseesnsns 60
IMPOTt CONLENt LESSOMNS ...evieiiieiiieeiiecieeeiieeieeetee st eeteesteeebeesaeeebeesnbaesnseesnsaeenseeses 60
Import Specific Content QUESHIONS .......c.eeecuieiiiieeiiieiiiieeiiesieeeieeeteeereesteeeseesreeensee e 61
Import POWerPoint PreSentations ..........cveecuieeriieriiieiiieeeiiesieeeieesieeeveesseeeveesseeensee e 62
UPLOAA CONLENL ....eevieiiieeiieeiiecieeeie ettt e ete e sttt e saeestbeessbeessbeessbeesseensseesseenseeensseenssennses 63
Create Publisher/Coordinator el SEARCH Account...........cceecveeeieeecieeicieeecieesieeeneens 63
Enter User INfOrmation ..........c.occeeieiieniienieiie ettt 64
Upload TexXtbooK CONLENL ........cccueruieriieiieiieie ettt ettt ere e snee e enee s 65
SEARAATAS ...ttt ettt et e et e e ta e et e eabeetseentseesaaens 66
Create StanAards ........ccceecieiiiieeiie ettt et e et e et e e baeebae e baeeaaeenees 67
Create Standard QUESHIONS .........oiieiuiiiiiiiiie et e e e e e e e e 68
Download State Standards from eInStruction...........cceeecveeiiiierciieiiieeiee e 68
Create Standards Using the Standards Builder...........cccoeeveiiiiininnienieec e 69
Edit StAndards .........cecueeieeieiieeee ettt et enaennaen 71
Edit Standard AtrIDULES .......oeviiieiieeieieee ettt 71
Edit Standard QUESTIONS .........c.eiiiuieiiieiiieerie et et et e et et e e e ereeeveeeveeeareeeavaeearee e 71
Associate Dynamic Standards t0 QUESLIONS ........c.ccverieriieriieiieeieeie et eeee s 72
Add Questions to @ Standard............cceeeeueeeciieiiieeie e s 73
Copy Questions to @ Standard ..........cceeeeveeeciieiiieeiiie et 74
Delete @ Standard .........c.eeeevieeiiiiiiece e st e e e 75
Delete Questions from a Standard...........ccccveeciieeciieiiieeiie e e 75
Print CPS Standards ..........ceeecuieiiieniiieiieeciie ettt ettt e eteesteeebeestaeeaeesnraeensee e 76
TMPOTt SEANAATAS .....eeievieeiie e ettt e e eeaee s baeesbeeessaeeeaeenens 77
Import Standards from CPS Databases .........c.cccceveerieriieiieieeiesieeeie e 77
Import Downloaded Standards.............cccveviieeiioienienieeeeeeeee e 78
CLASSES .ottt e e et e et ettt e e tb e et e e tb e e tb e e tbeeetb e e tbeette e tbeetbeentbeetaeans 79
CTEALE CIASSES ..uveeurieiiieeiieitieeiteeteeettesteeeteesbeeesseesstaeeseesssaeenseesssaeanseesnsseenseesnsseeseennses 80
Create @ K-12 ClassS....cccuiiiiieeiieiiieeiiecieeeteeeteeeteesteeeteesveeesbeesbaesseesssaessseesnsaeasseeses 80
Create @ K-12 CPSONINE ClaSS.....cccviiiiieeiieiiieeiiesieeeitesieeeieesveesveesreesaeessaeessee e 81

CPS 4.0 Users Guide iii



Table of Contents

Create @ Higher Ed Class .....cccviviieeiiiiiiieeiie ettt svee s steeeaeessaeensee e 81
Create @ QUICK K-12 ClasS ...ccuiiiiieeiieeiieeiie et eiee st ettt e eteesveeeaeesteesaeesnsaeensee e 82
Create @ WEDCT ClLaSS .....oeiiiiiiieiieiieieee ettt s e e 83
Create a Blackboard Class........c..coevereeiiiiniinienieneneeietee et 85
Add Students t0 @ CLaSS ....cc.eeeeriiriirirerieeieeeet ettt sttt 86
Add Students t0 K-12 ClLaSS ...c..coueririririeiiieieeniesiericeetet et 86
Add Students to a Class uSing CBIT .........cccoecieiiieienieieeee et 87
Add students to a Higher Ed Class........cccoooieiiieiiieienieieeeie e 89
Bt CIaSSES ..ttt ettt ettt et ettt 89
EdIt @ ClaSS. ettt ettt ettt ettt st st nae e 89
Edit Student Information.............cooveiiiiiiiiii e 91
Copy StUdents t0 @ ClaSS.....ceeuiiiiiieeiieiiieeiiesieeetee st eeteesteeebeesreeeaeesnbeesseesnsaeenseenes 92
ShOW AL STUACNILS ......coiiiiieiieieee ettt et 93
Recycle @ K-12 CPSONINE CIASS ..c..vviivieeiieiiieeiieeieeeieesieeeieesieeeveesseesveessaesssee e 93
Recycle a Higher Ed Class .......cocuoiiiiiiiiiii et 94
DEIEtE @ ClaSS..cuviveeieiieiieiieierteete sttt ettt ettt sttt ettt et 95
Delete @ STUAENLE ....eoveeuiiiiiiiieteiereeece ettt 95
TINPOTE CLASSES...uvieuiieiiieiieeiieetieie ettt sttt ettt e beetaesteesbeenseessesasessaesseesseanseenseansesssenseens 95
Import Classes from a CPS Database............cceeeverierieniieiieieeiesieeeie e 96
Import Classes from CPSONINE ..........ccveveiieiiiierierieie et 96
Import Classes from Pentamation Files...........ccccovviirieniiiiieiinieieeeeee e 97
Import Classes from OSiris FIles ......c.coviieiiiiiiiiiiiiieiiieeiee ettt 98
Import Classes from SAST XP FileS......cceeciiiiiiiiiiiieiiieeiie ettt 99
Import Classes from ONnTrack Files .........cccvieiieriiiiiiiieeiie et 100
Import Classes from DUPONt Files ........cccoecuiiiiiiiiiiiiiieeiic et 101
Import Classes from WebCT .........ooviiiiiieeiieiiieeiee ettt e re e st saeesbaeennee e 101
Import Classes from Blackboard..............cccieeiiiiiniinieiieieeee e 102
EXPOTt ClaSSCS...uuieutieuiieiieeiiesiiesteete et ete st e st ettt et e e saesteesseenseesseensessaesseesseenseenseansenssenseens 103
Export Class t0 tht DEIIVET .......cccuviieiieiieie ettt 103
Export Class s @ CSV fIle ......uiiiiiieieiieeee et 104
Print/EXPOrt @ CLaSS......cccvieiieiieieeiieeiieit ettt ettt ettt e e esesnnesneesseenseenes 104
TOAM ACHIVITIES ......veceeeeeee ettt et s e ee e et e ettt e s tb e et eestbeessbeessbeesseessbeesseessseesseans 105
TRETE TE IS ! ..ttt ettt 106
CPS Challenge Board............ccocieriieeiiiieiieriesit ettt ettt sae e sseeseenseenseesaenseens 106
Create CPS Challenge Boards...........cccooieriireiiiieiienieieeeee et 107
Edit CPS Challenge Boards...........cc.ecieriieniiiiiiiiesieseeie ettt 109
Delete CPS Challenge Boards...........ccooveriieiiiiienienieieeeee et 110
TOP SCOTE .ttt ettt et e st e e s bt e st e e s bt e e bt e sabaeenbeeenbeeenseeeasee 111
Chapter 4: Engage Functions 112
The CPS ReSPONSE SYSEEM .....c.oouiiuiiuiiiiaiieeeeete ettt st 112
Components of the ReSpOnse SYSEIM .......c.ceecuiiiiiieeiiieiiieeie et 112
CPS TR SYSTOIM ...utiiiiiieeiiieiieeeieecteeeteeeteeeteesteeebeesteeesbeessseeesseesnseeesseesnsaessseesnseensseenns 113
CPS RE SYSEEIM ....eiiiiiiiieiiieeiie ettt et e etee st e et esveeebeesaeeesbeesnsaessseesnsaesnseesnsaessseeses 113
Setup the ReSPONSE SYSIEM.....uiiiciiiiiieeiieeiieeieeeieeeieestee et esteeebeesteeebeesbeeesbeesseeenseesns 114
Plug in the RECEIVET UNIT.....ccciiiiiiieeiie et etee ettt ettt eebeesreeebeesteeeveesnbaeensee e 114
SELUP TR PAAS ...veeeiiiiiiieciie ettt ettt s e e st e e ssbeesabeessbaessseesnseessseas 114
SEtUP RE PadS ....eiiiiiieieee ettt ettt 115
CPS SESSTON SCHUP ..ottt ettt ettt e e et e e st e et e e s tbeesteesabeensseensseensseans 115
Choo0SE DEliVEry MOAES.....ccvieeiiiiiieciie ettt et ettt etee e eeeaee st e ebeeesaeeaeeenees 115
Teacher Managed AsSesSMent MOA@........cc.eeeruieeciieiiiieeiiieiiieeiee e eieeeveeeveesveeeaee e 116
Student Managed Assessment MOdE.........coccviiiiieriieiiienieecieeeiee e sve e sve e 116
Student Managed Practice MOde.........c.ccocuieeiieiiieeiieciiecieeceestee e s 122
Teacher-Led Student Managed Assessment Mode .........cceecveeierienienieenienie e 126

CPS 4.0 Users Guide iv



Table of Contents

ANONYMOUS MOGC .....ccciiiiiieiiieiieeeite et eeiee et e et e st e e bt esteessbeesbeeeseessseesnseesnsaeesseenes 127

SEtUP DEIIVETY OPLIONS ..eecuviiiiieeiieiiieeiieeiteeiteesieeeteeseteeesteesreeeseessaeasseesseesseesnseessseesns 127
Teacher Managed tab ........c.ccccuiiiiiieeiiie ettt e steeebe e sbeeeveesntaeensee e 128
Student Managed tab..........cocuieciieiieieeierieeee e 140
RECEIVET 1A ...ttt sttt 141
Feedback Grid tab ........ccooviriiriiiiiiiiiccccee e 143
Team ACHVITIES 1AD ......ocviiiriiriiriirieeieecet ettt 145
Engage in the CIASSFOOML...............cccocuiiiiiiieieeeeeee ettt 147
Engage in QuickStart MOde .......cccueiiiiiiiiiiieiieieeece e 147
ENGAZE LESSOMS..cuuiiiiiiiiiiiieiiieeiee ettt ettt sttt s et st e be e e e e 148
Use the CPS Engage ToO0IDAr ........c.cciiiiiiiiieceeieeee et 149
Engage MUltiple LeSSONS ......cuevveriieriieiieieiie e siee st et eteeaesiae st seeseesesnaeseeesseenseenes 149
Engage FastGrade LeSSOMNS.......cccueiieriieriieieiie ettt ettt eee sttt eseeae e s sseense s 151
Engage EXamVIEW LESSOMNS .....cccveiieiiiiriieiieieeie sttt ettt ae e ssee e s 151
PrEVIEW LESSOMS ....eviiiiiiiiiiiiitiie ittt sttt ettt 152
Engage Verbal QUESLIONS.......coouiiiuiiiiiiiiieiieit ettt sttt et et 152
Engage Verbal Questions from the Lessons tab.........ccccoeceeienieniiniininncicicecee 152
Engage Verbal Questions from the Engage Toolbar..........ccccoooeviiniiniiiiiiiiinceen 153
ENgage Team ACHVITIES ......eiuiertieiiiiiiie sttt ettt ettt st s e b ettt eneeeaeeseeens 154
Play TREre TEIS! . ..ottt sttt e e be e steeeabeesataeensee e 154

Play the CPS Challenge Board............ccoceoviiiiiiiiiiieieeeeeeee e 156

PIAY TOP SCOTC ..c.uvieieiieieeie ettt ettt sttt ettt e e ate et e se e seenseesesnnesneenseeseenes 157
Engage PowerPoint Presentations...........ccvevierieriiecieeieniesiieieeie e eeve e 158
Engage a PowerPoint Presentation...........ccvvcuiiierienienieeieeieeieeeeeeie e 158
Engage Lessons with a PowerPoint Presentation.............ccoecvveevieneenieniencie e, 159

Chapter 5: Reporting Functions 161

MEFGE SESSIOMS ...ttt e e 161
RE-Grade ASSESSIERLS ........c.ccueiiiiiie ettt ettt 163
Re-grade QUESLIONS .....cc.ueiuiitieieeie ettt ettt ettt st e et et enteeaeeseeens 163
Re-assign Categories t0 QUESTIONS ... ...uirierieriieieeteeteseesteeteeseeresaeseeesseeseesseensesssensaens 164
Re-grade NUmeric QUESTIONS ......cc.eevuieierieriieriieieeteeaesieesteesteeaesaesaeseeesseeseensesnsesssenseens 165
Re-Zrade STUAENLS .......ocuieeiieiiieiieeee ettt et e st et enseenbeesnenraens 167

E it ASSESSMENLS ...ttt ettt ettt e et e et e et e et e e etaeesaeesaeesseessseesaeens 168
Edit Assessment ATtIIDULES .....cc.eeuiiiiiiiiiiiiec et 168
Create Attendance from an ASSESSINENT........cecuieuiriirierierieieeie ettt seee ettt eeeeeaeesieens 169
IMPOTt AN ASSESSINENL ......viiiiiiiiiieiiie ettt ettt sttt e sttt e b e eaeeeaeee 169
Delete an ASSESSITEIIL. ...c.eeuviureiirtinientieteeitett ettt st sttt et et et et be et besae et et et e aenae b e 170
DOWRIOAA ASSESSIERLS ........ooeveeiiieeiiieeiieeiee et ete et e et et e et e st e st e e stbeesaseessbeensseessseensseens 170
GOREITALE REPOFLS ...ttt ettt et ettt e s e sanee s 171
CHOOSE REPOFLS ...ttt ettt ettt et e et e e st e et e e s tbeetteessbeesseessseensseans 172
CIASS REPOTLS ..ottt ettt sttt ettt et e e tae st e s seesseesseensessaesseesseenseenseansennsenseens 172
Instructor SUMMAry RePOTt.......cocuiiiiiiiiiiiiiiiie e 172
QUESHION REPOTT ..ottt ettt e snee s ese s 173
RESPONSE REPOTL...cciiiiiiiiiiiiiiie ettt sttt 173

Item Analysis REPOTt......c.oocuieiiiiieiieciieie ettt 174

Item Analysis with Standards Report...........cccoeeverierienieiieeceeeee e 174
Standards Analysis RePOTt.......c.ocecuiieiiiiiiiieeiie ettt 174
OPINION SUIVEY REPOTL ..oecuviiiiiieiiieciie ettt ettt sree et estee e b e sbeeenseesnbaeensee e 175

Data SHHCING REPOIT...c.iiiiiiiiiiiieiiet ettt st 175
INAIVIAUAL REPOTLS...ceiuiieeiiiiiieciie ettt ettt et e et eeteesstaeenseeensaeensaeenens 175
Star Chart REPOTIt......ccueieciieiiieeiiesiieeciee et ettt ste e sveeeteesbeesteessveessbeessseessseesnseenssens 176
Study GUIAE REPOTT.....eeeiieiiieeiie ettt ettt e s e st esbeessbaessseennsees 176

CPS 4.0 Users Guide \%



Study Guide — Incorrect Answers Report.........ccceevvvevviieniieniieeneeeneeenne,
Study Guide — Class Summary Report.........cceveveeriienieeniienieeiieeseeene
EXPOIt REPOTLS .ottt et
Question Grid EXport Report ........ccoevveviiriiiiiinierieeeeeeeeee e
Session Data EXport Report ........ccuevieriieiieriieieeie e
Classroom Manager Export Report.........cccceecvevienienieiinieeieneee e,
AEIS-IT EXPOrt REPOTT...cccviiiiiiiiiiiiieeiieeiieeee ettt
OnTrack EXport REPOIt......c.occuvvieriieiiieiieie et
Response Data EXport Report .......cooveevieiiiiiniiiniiiiieiieceeereeeen
All Data EXport RePOTt ....c.eeviiieiieeiiecieecieeeieeeeeeie e
POSt REPOTT...ceeeniiiieeeeie et
LMS EXPOTt REPOTIt...ccuiiieiiieiiieeiieciieeieesieeete et eve e sve e e e
InteGrade Pro EXport RepOrt.........cocvveviieriiiiiieeiieeieeeiteeeeeiee e
WEeEDCT EXPOTrt REPOTT ...eeevveeiiieeiieiiieeieeeieeeie et eve e sve e s

Print REPOTES ..ottt

View Results and use Data SICING..............cccccooiiiiniiiiiioiiciiiiiincec e
Access the CPS Charting Window............ccevierierieeiieeie e
Access during Session DEeliVery ........cccveeveciiecienienienieseee e
Access from the Reports tab..........cccevverieiiieiinieeieeeeee e
View Performance Data by QUEStion...........ccecveevieienienieneeie e
View Performance Data by ANSWET ........cccevveviieiieienienieieee e
View Performance Data by Category........ccceevvierieeniienieenieenieenvee e
Change Chart OPtioNS .........ooeereeierierierieee ettt e
Show ReSPONSe TiMe .......cccvieeiieiiieiieeieeeiee et ere e eeee e

(] 13y A 0 o1 USSR
SROW COITECE. ...ttt ettt sttt saee e
Show Questions and CategOrieS.......c.ecverreerieerierirerieriereeeeeeeeeveeaenenens
Raw Response Data EXPOTt.......ccceeviiinieiniiinieiiienieeieereesee e
Save Chart as GIaphiC........cccveeuieierieriierieieere et
Print CRArt ....c..ooveiiiiiieieieee e
Show Multiple CRarts ..........coecieeieiierieiieieee et
ANSWET OPLIONS. ...evevieiieiieieeieeieetenteeteeteeeaeseeesseesseesseeseseesseesseenseenes
Show Answer Legend .........ccooouiiiiiienieiieieeeee e
Slice Performance Data............cooeeviiiiiiiiiiiieieceeeeeee e
Slice by DemographiCs .......c.ceceveervieeniieriieniieeee et see e sve e
Slice by CompariSon SESSIONS.......c.eerviereveeriierieeniienieesreesreessreenreeens

Chapter 6: Gradebook and Attendance Functions

Use the CPS Gradebook .................ccooeeviioieeiiiiiieecieeieeee e
Create @ Gradebook.........coeeiiiiiiiiiiiieece e
Create Gradebook from Session Setup.......c.cceceerviercieeniieniieenieenveenenenn
Quick Setup and Grade EXPort.........ccceevvveiirciinienieieieeeceeseee e
Advanced Gradebook Setup........cceevervieriieiieiieieeieseee e
Using Grading Periods ..........ccceeverienieniieiecieseene et
MaANAZE ASSESSINENILS ...ccuveerurieriiieriieriiesieeeteesbeesiteesbeesnbeesbeesateesbeesaneenas
View Specific Assessment TYPeS......ccveceeevercierienierieeieeiesie e
Include Assessment in Gradebook ...........cceeeverienieviieiiinieeieneeeeeee,
Create ASSESSITICIIS ... .eeueeuieieieieeetieteeteeteeeetestestesteseeebeeneeseeneensenseseeeeeees
Edit ASSESSIMENES.......eetieniieiiieiieitiertieie ettt
Delete ASSESSIMEILS ....u.eeutieuiieeiertientieteeieetesieestee st eteeateeeeesteesbeebeennesnees
EXPOTt ASSESSINENLS ...eeeeiuiiiieeriiiieeeiiieeeiiteeeeieee e et e e et eeesieeeeeaeeeeeeeees
Manage Class INTO .....c.eeeviiiiiiiiie e
Review Student Information ...........cccceeveeviiiiiniiniiinieineececee e,
Change Attendance OPHONS.........ccvereereerieeieriereeieeeeeresaeseeesseesesnnes

CPS 4.0 Users Guide

Table of Contents

Vi



Table of Contents

Use Gradebook REPOTLS .....cecviiiiieiiiiiiieeiie sttt ste ettt ve e e seaeeeaeessaeesseesneenens 209
Access Gradebook REPOTLS ......ocovieiiieiiieeiie ettt e esreeenaee e 209
View Gradebook REPOTS......cccvieiiiiiiiieiieeiieecie ettt saeesere e ae e es 210

Manage AHERAANCE ................cccoceioiiiiiiieeeee ettt 213

Set AtENdAnCe OPLIONS. ......viiiiieeiieiiieeiieeieeeitteeteeeteeeteeesteesseeebeesseeesseesseessseesseessseesns 213

Take Attendance as ADSENt/PreSENt.........cceeciiiiiieiiiiiiiieeie et eee e 214
Take Attendance from @ SESSION ......c.ecevvieeciiiiiiieeiiieeieeeiee ettt e eee e e sreeereesbeeeree e 214
Take Attendance During @ SESSION ......c..ceviioiiiierierieiiieieeeseeeeee et 215
Take Attendance from the Classes tab .........ccocveeciiiiiiieeiieiiieeiee et 216

Take Attendance as an ASSESSIMENL..........cceruieruieriieireeieeienteesteesteeseseeseeesseenseenseasesssesseens 216
Create an Attendance Assessment from a SeSSION .........eecvvecververieneerieere e 217
Create an Attendance Assessment from an Existing SeSSion..........cceeveverevervenvennnnne. 217

Take a Graded Attendance AVETAZE........ccueruieriierireiieeieeieentiesteenseetesaeseeesseesseenseensessnenseens 218
Take an Attendance Average from a SeSSION.........c.cccvevvieiieieeieriereee e 218
Take an Attendance Average from the Classes tab ..........ccceoeveninincniniiniencnenenenn 219

UPLoad AttENAANCE. .......ieiiieeiieiieeeiie ettt ettt esteesebeesae e tbeessaeesaeensaeensseensneennns 220
Automatically Upload Attendance from Session Setup ........ccccceevveeeviieiiieecieisieeeeneens 220
Automatically Upload Attendance from the Attendance window...........ccceeevveriveenenns 221
Upload Attendance after Class.........ccvvierieeriierieeiiieeie e sre e sveesereesaeeseeees 222

Appendix A: REAP 223
Curriculum Coordinator Walkthrough ...............c.ccoooiviiiiiiiiiiiiiieeeeeeee e 224

Create Lessons wWith Standards...........cceeiieeiieiiieeiie et 224
Create @ DatabDase.......cccuveicuieeiieiiieeiieeieeeieeeree et e s teeeteesteeesbeesbeeebeesnbaeesbeesnreeensee e 224
Download REAP Standards from eInstruction.............cceecvveeierienieneenieeie e 225
Import CPS REAP Standards...........ccvevieiiiiiiiiieeieseee et 225
Create @ LeSSON StIUCTUTE. ....co.uiiiiieiiie ettt sttt e st e st e st esabeesbeesaree e 226
Create LesSON QUESLIONS ......ccveiivieeiieiiieeieeeteeeteeeveeeveesveeeeseseseesseseseesnseseseaessesans 227
Associate Standards t0 QUESTIONS .........ccvieiuiiiiiieiiiieeie e eere e sre e ereesereesaeeeeneas 229

Create and Send ASSESSIMENLS .......eecveeeerieriieriieieeteeteseesseesteessessesaesseesseesseesseansesssesseens 229
LOg in t0 CPSONINE ...cueiiiiiiieiieieei ettt st s 229
Create AN ASSESSIMICIL......ccveeerierteerteeeteeeteessteesseesseeeseesseessseessseessseesssesssseesssessseesns 230
SELUP AN ASSESSIMIENL ...eeevieierieerieetieetieeiteeeteesteesseesseeesseesseessseessseessseessseessseessseessses 231
SENA AN ASSESSITIENIE ....eeeuvieiiiieeiieeiieetieeteeeteeeteesbeesbeeeseesbeessseessseessseessseessseesseesssens 233

Non-CBIT Teacher WalKtRrough..............ccccccoociiiiiiiioiiiiiiiee ettt 234

CrEALE CLASSES ..uvreuvieurieiieeiiesiieteeteeteetesetesteeteesteensessaeeseesseenseensesnsessaesseenseenseenseansenssenseens 234
Create @ Database.......cccueeicuieeiieiiieeiieeieeetee et e et e st e e beesteeebeesbeeebeesnteeenbeesntaeenree e 234
Create @ CPSONIINE ClaSS ....cccuiiiiiieriieiiiieeiiesieeeieesieeeteesveeebeesreeeseesseesseesnsaessseenns 235
Enter Contact and Class INfOrmation .............ecceeeeuieriiieeiiieiiiieeiee e eiee et st 236
Connect your Class t0 CPSONINE.........cceecuiiiiieiiiieiieecite ettt eveesvee e e 237

Populate Student ROSLEIS .....c.eeecuiiiiiieeiieiiie ettt et e et aeeteeeeaeeeeeenes 240
Add a Student t0 YOUT CLASS......cccuiiierieriieiieie ettt eae sttt aeeeeeneeseaeneeens 240

Sync Class With CPSONIINE ..........ccveviiriieiieiieieeieseese ettt ese s 241
DoWNIoad ASSESSIMENLS.......c..eeuveeiieriietieieeteereseeseeesseeseesseeaessaesseeseeseesesnsessnesseenseenes 243

Appendix B: CPSOnline Higher Ed 245
CPSOnline INStructor’s GUIAE...............c...cccueecueeeceiiieeeieeee e 246

Have your School Bookstore Order Response Pads ...........ccoceeviiiiiiciiienienieiceceee 247

Install the Classroom Performance System desktop software............ccoocvevvenieviieciiniennnnns 247

Create @ CPS Database........ccveivieriieiieeiesieeieesit ettt eee st et et e e aessaesseesseeseenseensesssenseens 248

Create @ CPSONINE ClaSS......coiuieiieieiiesieriiesit et et eee st et et esesaesaeseeesseeseenseenseessenseens 249

Purchase a Response Pad at the BOOKStOIe ...........cecviveiieeiiiiiieciecieeee e 251

Register ReSponse Pads .........cooiiiiiiiiiiiiiieeeee et 251

Import and Deliver PowerPoint Presentations ...........eecvveeeeeeriieeniieenieenee e e eiveeseee e 252

CPS 4.0 Users Guide Vii



Table of Contents

Import POWerPoint PreSentations ..........cveecuieeiiieeiiiesiieeeiiesieeeieesieeeneesveeeneesvneensee e 252

Engage PowerPoint Presentations ..........ccooeveiiiienienieniieieeieceseeeieee e 252

Use your CPSOnline class for following SEMESIErS ........cecvveeriierieeriierieenieeneeerreeneneenens 254

TrOUDICSROOLING .....eeevieeieeiiecieeee ettt s ae e s e e st esseenseenseesnensaens 254

CPSOnline Higher Ed FAQ ........ccccccoiiiiieieeee ettt 255
Appendix C: Third Party Add-ins 261

CPS-WebCT Proxy Tool for WebCT ViStQ........c...cccecveeeciieiciieeiieeieesieesieesiieesveesiveesve e 262

Link @ WebCT class t0 CPS....c..ooiiiiiieieee ettt 262

IMport YOur Class t0 CPS.......oooiiiiiecie sttt et eeveeeae e 263

Export CPS Grades t0 WebCT ........oiiciiiiiieeiie ettt ettt 264

Export immediately after 1€SSOM.......c.eivvuiieciiiiiieeiie et e 264

|25 40 0) A 1< USRS 264

SYNC CPS With WEbCT ....cc.iiiiiiiiiiecieee ettt ettt 265

CPS-WebCT Proxy Tool for WebCT CE............cccoeoieeeiieeiiieeiieeieesie e eve e sve e 266

Link a WebCT CE class t0 CPS.....coiiiiiieiie ettt 266

IMport YOUr Class t0 CPS.......oooiiiiiecie ettt et et etaeeeae e 267

Export CPS Grades t0 WebCT .......c.viiiiiiiieeiie ettt ettt et s e e e 268

Export immediately after [eSSOM.........cvevieriiiiiiieriereee e 268

254 1) A 11 PSS 268

SYNC CPS With WEbCT .....c.iiiiiiieiieieee ettt ettt 269

CPS Connection Building Block for Blackboard......................cccccovoiiiiniianiiiiiiiiineene 270

Link a Blackboard class t0 CPS .......c.ooiiiiiiiei et 270

IMport Your Class t0 CPS.......ooiiiiiiiecie sttt ettt e e baeeaee e 272

Sync CPS with Blackboard ............ccoociiviiiiiieiiiiecieeeee e 272
Glossary 273
Index 276

CPS 4.0 Users Guide viii



Chapter 1: Getting Started

Chapter 1: Getting Started

The Classroom Performance System (CPS) is a package of software and hardware developed by
elnstruction Corporation. The hardware consists of a radio frequency or infra red receiver unit
and response pads. The hardware and software work together to help you create and deliver
course-relevant questions and standards. Then, CPS compiles and reports student performance

results.

With CPS you can

+++++ + o+ o+ 4+

Construct, organize, and deliver your own interactive set of questions.

Create review materials to deliver in a competitive, fun, and fast-paced learning
environment.

Run CPS and another software application, like PowerPoint, simultaneously; access the
on-screen CPS bar for a verbal question; or select predefined questions.

Input standards based on your school’s, district’s, or state’s requirements and create
questions that measure those standards.

Print questions in traditional paper format.

Instantly receive and grade homework, reviews, tests, and standards measurements.
Generate detailed reports about how each student performs in class.

Record all CPS and non-CPS-generated grades and automatically calculate averages.
Take and record attendance in a quick, fun way.

This chapter provides you with information on

+
+
+
+

Installing CPS
Mouse/Keyboard Shortcuts

Software Support Information
New Features in CPS 4.0 Beta

To access the most up-to-date Users Guide for CPS, please visit our Downloads Center at
www.einstruction.com/downloads.
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Installing CPS

To run the CPS package, depending on your operating system, you will need the following
components:

Windows Operating System

Intel Pentium II or higher processor

One USB port

A minimum of 256 MB RAM (512 recommended)

At least 120 MB of hard drive space for CPS software; databases may require more hard
drive space

Microsoft Windows 98 and 98SE, Microsoft Windows 2000 with Service Pack 2,
Windows XP Professional or Home Edition, or Windows XP Tablet PC Edition
Screen resolution of 800x600 or higher

+ 0+ ++++

Mac Operating System

Mac OS X, including 10.3 "Panther" or greater
PowerPC G3 300 MHz or better processor, including G4
256 MB of physical RAM (512 MB recommended)

120 MB of free hard disk space

One open USB port

800 x 600 display, thousands of colors or better

++++++

We recommend using a projection system, such as a projector, LCD, or TV, but a projection
system is not required to use CPS.

Install Free Databases of Questions

elnstruction provides you a free database full of questions that you can use immediately. The free
database is on the same CD you used to install the CPS software:
1. Click the Start button from your Windows taskbar.
2. Click the Run command. In the pop-up window, type your CD-ROM drive letter, then
“:\bin\
3. Click OK.

When the Select CPS Databases dialog box opens, choose Trivia.
1. Click Install. In the next dialog box, choose the drive on which you installed CPS. Use
the drop-down list to see your available options.

2. Click Next. When the installation is complete, the database |3 CPS_Databases [
is in a new folder on your hard drive named CPS. @_[; i —
3. Click on the folder to open it, and open the 3 My Computer
CPS_Databases folder. The directory path to your A 3% Floppy ()
databases should look like Figure 1: et
4 CD Drive (D)

Figure 1: Viewing the Directory
Path to your database

@ NOTE: You may install the other available databases at any time you like
using these same steps.
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Install CPS Student Content Databases

1. Insert the Content CD into your CD-ROM drive.
2. Wait while the CD-ROM installs the content automatically. If the installation process has
not started in two minutes:
a. Click the Start button from your Windows taskbar.
b. Click the Run command. In the pop-up window, type the CD-ROM drive letter and
then “:\customdatabasename.exe” For example: d:\ImageLibrary.exe
c. Click OK.

In the License Agreement dialog box, click I Agree and Continue. If you do not agree, the
installation process stops.
3. Choose the drive to which you want to install the database(s).

4. Click Continue.
5. Type your User Code in the next dialog box.
6. Click OK.

The next dialog box lists the components purchased. Select which components you want to
install now. You do not have to do multiple components at one time; you can return and do this
process again to finish installing all of your purchased components.

7. Click Finish at the end of the installation process. You have now installed the CPS
Content database(s) to your system.
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Mouse/Keyboard Shortcuts

The CPS Guide and software use normal Window’s conventions. They include the following

+
+
+

++

+

+ o+ o+ ++

Click: press and immediately release the left mouse button.

Double-click: perform rapid, back-to-back clicks with the left mouse button.

Drag: press the left mouse button and move the cursor with the left mouse button
remaining depressed. When the function associated with the dragging of the mouse is
accomplished, release the left mouse button.

Pop-up hints: Roll your mouse over any button on any CPS tab to see a brief description
of what function that button performs.

Select or Highlight: indicates an operation of choosing a command, typically from a list
of options. Accomplish this by clicking the left mouse button on a menu or list box,
dragging to the command, and then releasing the left mouse button. Clicking a menu or
list box and then clicking the desired command can accomplish this.

Right-click: click and release the right mouse button.

Alt + Tab: move to your windows desktop or any other open program or system, without
quitting CPS. Hold the Alt key and press the Tab key.

Shortcuts: key combinations and sequences are often used to shorten the command
functions of software. For example, Ctrl+W means to hold the Ctrl key while pressing
W.

Ctrl+C: Simultaneously press the Ctrl key and the C key to copy selected text.

Ctrl+V: Simultaneously press the Ctrl key and the V key to paste selected text into
another location, file or software application.

Ctrl + highlighted items: select non-consecutive items from a list by highlighting an
item, pressing the Ctrl key, and highlighting other items.

Shift+ highlighted items: select consecutive items from a list by highlighting an item,
pressing the Shift key, and highlighting other items.

Move: to move lessons, standards, questions and other items within CPS, simply
highlight the item and drag it to another available location within CPS. On-screen
messages will inform you if the location is or is not available. The item will no longer be
available from its source location.

Copy: to copy lessons, standards, questions, and other items within CPS, simply
highlight the item, press the Ctrl button and drag it to another available location within
CPS. On-screen messages will inform you if the location is available. The item will be
available from its source location as well is its target location.

Link: to link lessons, standards, questions, and other items to one another within CPS,
simply highlight the item, press the Ctrl+Shift buttons simultaneously and drag it to
another available location within CPS. On-screen messages will inform you if the
location is or is not available. The item will be available from its source location and
linked to its target location, so that any changes made to the item at either location will
directly affect the other location.

For more keyboard shortcuts, please visit http://support.microsoft.com/default.aspx?scid=kb:EN-
US:q126449
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Software Support Information

elnstruction Corporation supports your instructional activities with CPS. CPS aids your
instructional delivery process and enhances your flexibility and creativity. If you have any
questions about CPS, please call elnstruction Corporation and ask for Technical Support.

Hours

Monday - Thursday 7 A.M. - 6 P.M. CST
Friday 7 AM. - 5 P.M. CST

Extended hours available at the beginning of each long semester. Please check our website,
http://www.einstruction.com/support, for extended hours.

Contact Information

Email: techsupp@einstruction.com
Phone: 888.333.4988

Training Information

Professional Development Seminars: http://www.einstruction.com/pds
Online Training: http://www.einstruction.com/training

New Features in CPS 4.0

CPS 4.0 includes many new features that enable you to create a more fun and flexible learning
environment.

+ Gen 2 Response System: The Gen 2 response system works with radio frequency (RF)
technology to create an new and improved system. The Gen 2 response pads include
“Auto Join” capabilities, as well as a new multi-function “sym” button for creating
equations.

+ Random Student Selector: The Random Student Selector allows you to set your options
when randomly choosing students during an assessment. You can choose how frequently
a student is available to answer questions, as well as the pool of students from your class
that you choose.

+ There It Is! SMA Mode: The There It Is! SMA mode allows you to engage students in a
There It Is! Activity using SMA mode. In SMA mode, students move through a set of
questions at their own pace. There It Is! SMA mode also allows you to include one
picture file (jpg, bitmap, or gif file) at the bottom of the SMA screen. For example, you
could include a picture of an algebraic equation, and ask the students to find the answer if
X' equals their question number.

+ el SEARCH: el SEARCH allows you to search elnstruction’s repository of CPS lessons
and PowerPoint presentations to integrate into your lesson plans. Select publishers can
also include lessons from specific textbooks. However, to access textbook lessons you
must have an Adoption Code from your publisher.
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Spell-Checker: The Spell Checker allows you to spell-check your questions in the CPS
Question Author window. You can change your Checker options to check spelling
automatically or to check spelling only when you request it.

Import Class Rosters from Blackboard (Higher Ed): CPS now supports Blackboard
online classes with CPS. The CPS-Blackboard Connection Building Block connects CPS
to your Blackboard class so that you can sync student data and upload CPS performance
results to Blackboard.

Access WebCT/Blackboard Classes from CPS (Higher Ed): When you upload a file
from CPS, CPS will prompt you for your Blackboard or WebCT username and password.
This direct connection saves you time and provides an extra layer of protection for your
students' data.

Create Attendance Sessions: Both Higher Ed and K-12 instructors can manage
attendance by creating attendance sessions or viewing attendance as an attendance sheet
in the Gradebook.

Data Slicing and Charting: When you engage lessons, you can view the performance
results graphically through the Charting window so that you can quickly assess your
students’ performance. The Charting window is available after each question during a
session, and is now also available from the Reports tab in CPS. The new CPS Charting
window not only provides you with a graphical representation of your students’
performance, it now also allows you to slice the performance data to view specific
subsets of student performance.

K-12 RF Support: Now you can engage up to 300 students using the K-12 RF response
pads.

ExamView 5 Support: CPS supports ExamView 5 files. Now, you can engage your
ExamView files, from ExamView version 5 or earlier, in CPS.
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Chapter 2: CPS Overview

By understanding a few important concepts within CPS, you will be able to quickly integrate
CPS into your lessons. The CPS program is divided into four basic categories: creation, engage,
reporting, and grading/attendance functions.

Creation Functions (Chapter 3)
+ Create databases
+ Create and edit lessons, standards, and questions
+ Create classes of students
+ Create team activities

Engage Functions (Chapter 4)
+ Understand the Response System
+ Assessment delivery modes
+ Engaging students in the classroom

Reporting Functions (Chapter 5)
+ Reporting System
+ Types of Reports

Gradebook and Attendance Functions (Chapter 6)
+ Add non-CPS-generated grades
+ Setup your gradebook
+ Keep attendance records

Creation Functions

CPS creation functions build databases. Any one database contains classes, reports, a gradebook,
team activities, and assessments in lessons and standards.

Classes are saved in the databases you create. They are like class rosters with additional
information (gender, ethnicity, student ID, and pad ID) that the CPS response system uses to
collect performance feedback. The Classes tab also has a function that allows you take
attendance quickly using the response pads.

Lessons of questions or coordinating answer keys are stored in databases that you create. The
lessons are delivered in a classroom environment using the Engage Lesson(s) icon. This allows

students to respond with their pads while their performance data is recorded for your future use.

Team Activities are game boards that award point values for correctly answered questions that
you have delivered from a lesson or standard.
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Standards are state, district, school or instructor established goals for entire lessons or
individual questions. Associate standards with questions, deliver those questions to students
using the Engage Lesson(s) icon, and then generate performance reports sorted by standards, so
you can see student performance in relation to these goals.

Engage Functions

A CPS delivery session presents questions to the students in various formats such as verbal
questions, FastGrade answer keys, questions from a lesson or standard, teacher or student
managed modes, or from the team activities.

The CPS response system is the hardware system (a receiver unit and set of pads) that uses
infrared or radio frequency signals to capture students’ responses to CPS questions, and record
those responses for later evaluation. CPS uses the CPS response system to create an interactive
classroom and to record performance results.

From the Lessons tab and the Standards tab, you can choose the Teacher Managed Assessment
mode, Student Managed Assessment mode, Student Managed Practice mode, or Teacher-Led
Student Managed Assessment mode. These modes record student performance. This data is
available for evaluation via the Reports tab, and if you so specify, CPS records grades in the
Gradebook. You can also deliver questions using the Preview command on the Lessons tab or
the Standards tab; however, Preview does not record performance data.

From the Team Activities tab, deliver questions taken from Lessons or Standards in a game-
board setting. Your students may not even realize they are learning!

Reporting Functions

Reports are compiled from the data collected from each student’s response pad. CPS takes
information submitted by the response pads during a delivery session and organizes the
information by class, attributes the data to the appropriate student/team, and makes the data
available to view via the Reports tab. You can also choose to include recorded data in the
Reports tab in the Gradebook.

The performance data captured by the CPS response system during a session is saved in the
database and accessible via the Reports tab. A session report contains data including the student
name, pad ID, ratio of attempted to correct responses, and percentage correct. Multiple report
types offer variety and flexibility in reviewing student data, as well as the ability to export to
word processing or spreadsheet applications.

Gradebook and Attendance Functions

The Gradebook is an organizational tool that keeps students’ grades over your specified time
periods using your own point system of letter grades and weights. The Gradebook records both
CPS and non-CPS-generated grades for each student. It also calculates averages according to
your instructions and keeps track of attendance.
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Chapter 3: Creation Functions

CPS allows you to construct course-relevant questions. CPS also gives you the ability to track
each student's performance data generated during lesson or team activities delivery sessions. This
tracking produces student and class grades and performance reports with respect to your course
lesson. This chapter shows you how to

Create databases

Create lessons

Use el SEARCH

Create standards

Create classes

Create team activities

++++++

Databases

A CPS database is a file with a file extension of .cps. This file is where you save all your
questions, and where CPS stores all the reports of student performance. A CPS database contains
lessons, standards, classes, team activities, student performance data (reports), the student
gradebook, and attendance records. This section will show you how to

Create new databases

Password-protect databases

Open existing databases

Convert databases to CPS 4.0 Beta

Import/Export databases in XML

Login to CPSOnline

++++++

Create a New Database

Although you can create many CPS databases, we suggest you create only one. Organizing the
data collected by CPS is easy when you save multiple classes and lessons to a single database.
Whether you’re a first-time CPS user or a seasoned —
pro, follow the steps below to create a new CPS S ——— -

database. ﬂ & Cronle aew CPS dolabase

First-time CPS Users #  Opon o cising CFS database
If you have never used CPS before, you will need to
create a new *.cps database file.
1. Open CPS from the desktop icon. The CPS
Open or Create New CPS Database window

& Dpen avecenty used CPS datebase

|B] CACPS_Distabases\FOS Tranng'Trans: DEVFDS Trarng cps A
| CADacumentz and Sefingsimichack\DeskbaphelnstuchiorhCPS_Diatabases
4] ChDacuments: and Selfingsimichacki\Daskhapialnatnclion\ CPS_Databases

appecars. 1] CADacuments and Setirgrmichash\Deskiaphelnatcion\CPS_Databazes
2. Choose Create a new CPS File. e el st errethien
3. Click OK. The New CPS File dialog box iﬂ e e B
opens. _
4. Go to Step 4 in the next section for further iy |
instructions. Figure 2: Creating a new database as a first-
time user
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Subsequent CPS Users
If you have used CPS before and want to create a new database file, simply
follow these steps:
1. Open CPS from your desktop icon.
2. Click File from the menu bar.
3. Click New Database.... A New CPS Database window appears.
4. In the File Name text box, type the database name that you are
creating. The file extension *.cps is automatically added to your file
name.

@ NOTE: Make certain that you save this database in the
CPS folder and inside that, the CPS_Databases folder—
not in the My Documents folder or any other folder that
displays in the Save in drop-down list. The install
program created the elnstruction and CPS_Databases
folders on your hard drive when you installed the databases
from CD. For instructions about the existing databases,
refer to Install Free Database of Questions.

rFiE Settings  Help

pen Database. ..
Export Database. ..
Import Database. ..
Save a Copy As...

CACPS_Databases)Be
ZACPS_Databases)B
ZACPS_DatabasesiEd
ZACPS_Databases\Ed
CACPS_Databases)Be
CACPS_Databases)Be
CCPS_DatabasesiEe
ZCPS_Databases\Ed
ZACPS_DatabasesiEd
CACPS_Databases)Be

Exit

Figure 3: Creating
a new database
from within CPS

5. Click Save and wait while CPS processes your request. The Lessons tab opens with your

database name in the title bar and left window of that tab.

The database you created automatically opens. If you were to exit the CPS software now, the

next time you start the software this same database opens.

Password-Protect a Database

You can prevent your database from being opened, and possibly altered, by anyone who does not
have your permission by using the Passwords option. Because the password protection applies to
the database (not just Lessons, Classes, or Standards), the option is available from the Settings

menu item.

Before you enable the Passwords function, keep in mind

+ An option box from the Edit Password window enables/disables the password security for
the database. You must check this “on” in order to establish a database password.
+ Any time you access a database that is password protected, you are required to input the

password before it will open.

To edit a password or disable the password protection from a database, you must provide

the password in the Edit Password window.

you do not have to provide the password.

+
+ When importing or building lessons or standards from a password protected database,
+

When importing classes from a password-protected database, you must provide the

password.

CPS 4.0 Users Guide
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To enable the Passwords function x|

1. Click the Settings menu item from the main

. Enter a paszword in the fields below. The password must be at
CPS WlndOW. least B characters long. You may enter a reminder guestion in the
. “Hint tion" field below,

2. Select the Passwords... command. The Edit IS RO ey
Password window appears.

3. Choose to Enable Password Protection for
this CPS database in order to activate the ter Passward:  ——
password fields.

4. Type in your personal password in the first two
fields, Enter Password and Confirm

Password. oK | Cancel

5. Create your own hint or reminder question to
help you remember your password. Figure 4: Password-protecting a CPS database
6. Click OK to save your password protection
information.

¥ Enable Pazzword Pratection for this CPS database

onfirm Passward: I xxxxxxxxxxxxxxxx

Hint Question: IWhat iz pour mother's maidan name?

To disable the Passwords function
1. Click the Settings menu item from the main CPS window.
2. Select the Passwords... command. The Edit Password window appears.
3. Click the box next to the Enable Password Protection for this CPS database option so
that the checkmark disappears.
4. Click OK to save your settings and return to CPS.

Open an Existing Database

If the .cps database file that was open the last time you used CPS is available, that database file
opens automatically.

If the last .cps file is no longer available because you renamed, deleted, or moved the file, you

need to create a new .cps file or find a pre-existing .cps file from the Open or Create New CPS

File dialog box. To open an existing database
1. Open CPS from your desktop icon.

File Settings Help

Mew Dakabase. .,

2. Click File from the menu bar. Open Database...
: : base...

3. Click Open Database..., or look in the S
mport Database. .,

File menu drop-down list to see the most | saveacopyg
recently opened databases.
CiCPS_Databases|Beta databases\REAP Databases)District_Coordinator,cps
4' If you SeleCted the Open Database"' CWCPS_Databases\Beta databases\US History cps

Command, an Open CPS Flle dlalog bOX C:CPS_Datsbases\Beta databasesiMath.cps
CHCPS_Databases\Beta databasesiAmerican History.cps

CHCPS_ atabasesiBeta databasesiMylessons, cps

appecars. ;
CiCPS_DatabasesiBeta databasesiworld History, cps

5. Search for and select the database you NP5 _Databases|Beta databases\Publisher, cps

want to aCtiVate USe the LOOk in drO _ CCPS_Databases\Beta databases\REAP Databases!CMustard cps

. . ' . p CHCPS_Databases\Beta databases\REAP DatabasesiDistrict_Teacher.cps

down list if you need to naVlgate around CCPS_Databases\Beta databases\REAP Databases|MaGreen.cps

your hard drive to find the correct Exit

folder. Figure 5: Opening a recently used database from the File
6. Click Open. Any lessons in this menu

database display on the Lessons tab.
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Import/Export XML Databases

You can import or export an entire CPS database (including lessons, standards, and team
activities) into a new database.

Export a Database -
You can export an entire database, with lessons, standards, team activities, bl
classes, and the Gradebook, using an XML format. Follow the steps below
to export a database. Save a Copy 5.,

1. Open CPS from your desktop icon.

2. Open the database you would like to export.

3. Click the File menu and choose Export Database.... The Package

and Export Database window appears.

CCPS_DatabasesiBeta g
CACP3_Databases\Beta d
CACPS_DatabasesiBeta g
C:\CPS_DatabasesiBeta g
C\CP3_Databases\Beta d

4. Browse through your computer to find the location to which you CHYCPS_DatabasesiBeta g
would like to save your exported database. Cilth Umanasesiieray

. . . CACPS_DatabasesiBeta g

5. Type in a database name in the File name text box. CH\CPS. Databases\Beta o
6. Click Save to save your database, as an XML file, to your computer. CH{CPS_Datshases|Beta d

Exit

Figure 6: Exporting a
database from the
File menu

Import a Database

You can import a database in an XML format into a new or existing database. Follow the steps
below to import a database.
I Open CPS from your desktop icon. ¥
2. Open the data‘pase into wh}ch you Look i | 3 CPS Databases s B eE
would like to import an existing —
. 1295 _files E 6th GradeZ, cxm
database. Alternatively, create a new _imported Databases (K] cosble.cxm
database. For more information on L I Elpecon
| 5P System Database
creating a new database, please see the | |“)standercs
Create a New Database section. E) o ciade

3. Click the File menu and choose

Import Database.... The Import File name:
Packaged Database window appears. Files of type:  [Packaged CPS Files | Cancel

4. Browse through your computer until

you find the database you would like Figure 7: Importing a database from the Import
to impo it Packaged Database window

@ NOTE: Only databases with a *.cxm file extension (exported XML files) will
be available for import.

5. Click Open. CPS will begin to import your database. This process may take up to several
minutes, depending on the amount of information in your database.

All of your data will be stored in the proper tab (i.e., lessons will be in the Lessons tab, team

activities in the Team Activities tab, and so on). You will be able to edit your imported data just
like any other lesson, standard, class, team activity, or gradebook entry in your database.
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Login to CPSOnline

Chapter 3: Creation Functions

CPSOnline is the online component of CPS. CPS connects to CPSOnline to send data to
administrators or to manage higher education classes. This section will show you how to
+ Login to CPSOnline for K-12 Instructors
+ Login to CPSOnline for Higher Ed Instructors

K-12 CPSOnline Login

As a K-12 instructor, you will use

##' CPS - CPSOnline Login Wizard

PRI

r Inatitution Ty

CPSOnline when your school or district @ e
adopts REAP. For more information on T

REAP, please see Appendix A: REAP. To & i

login to CPSOnline Ot

1. Open CPS from your desktop icon.
2. From the Settings menu, choose

CPSOnline Login. The

CPSOnline Login Wizard appears.

+ First Timer Users — If this is
your first time to login to
CPSOnline in this database,

choose K-12 as your institution

type and click Next.

+ Current Users — If you have
logged on to CPSOnline before
in this database, skip to step 7.

Choose your user type and click Next.

r— Helpful Infarmation -

’ <
*
Higher Education: Includes

universities, junior colleges, and
technical institutions.

K-12: Includes elementary, middle,
and high zchools.

Other: May include a business,
military, or non-profit arganization.

N e » . ‘
Instruction

LCancel

Mest >3

Figure 8: Logging in for the first time as a K-12 CPSOnline user
from the CPSOnline Login Wizard

+ Exiting User — Choose this option if you already have a CPSOnline username and

password. If you are a current CPSOnline user, skip to step 7.
+ New User — Choose this option

if you have never used
CPSOnline before.
Enter the required account
information in the spaces provided
and click Next.
Title — not required
First Name — required
Last Name — required
Email Address — required
Phone — not required
Teacher Code — not required

++++++

@ NOTE: The Teacher
Code is the unique

code, given to you by
elnstruction or your

3+! CPS - New Class Wizard B

i~ Acoount nformation

f:. Please enter the follawing account information.

Title [Ms.. Prof., Dr., etc.)

=10l

i~ Helpful Information

(55
*

To cieate an account you must enter
your first name, last name, and an
emal address.

. & Teacher Code can be used as a
First Hame urique indentifier for your school's
management spstem. Teacher Codes

“Last Name are not saved to CPS0nline.

*Email &Address
Phare Ext
Teacher Code
Instruction

LCancel Mest 5

Figure 9: Entering account information to login to CPSOnline
from the CPSOnline Login Wizard

campus administrator, which identifies you and your classes in CPSOnline.

CPS 4.0 Users Guide
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For more information on the Teacher Code for REAP instructors using CBIT, please see the
CBIT Teacher Walkthrough.

5.

9.

Enter the class information to create
your first CPSOnline class and click

@ NOTE: Make sure the
option Make this a
CPSOnline class is
checked.

Enter your Instructor Setup Code
and click Next.

@ NOTE: The Instructor
Setup Code is the unique

code, given to you by

7+’ CPS - New Class Wizard

- Class Infarmation

@ Pleaze enter the following information about your clags.

tanfred Green
|

Course Number | Section I

*Teacher

*Class Mame

Period I Semester I

Campus |

Classrom Humber |

¥ Make this a CPS0nline class [&n Instructar Setup Code is required)

Attendance Options

o]
5
*

r— Helpful Information

To create a class you need a teacher
and a class name,

CPSOnline iz a standards based
reporting spstem for teachers,
principals, administration and parents.

Click here to leamn sbout CPSOrline
“Tou may contact elnstuction technical
suppart at techsuppi@elnstuction. com
or 888-333-4988 for additional help.

indicates a required field.

£~ Display attendance as a grade in the Assessments area I“ stru [:ti u "'
£~ Display attendance as Ahsent/Present in the Class Info area €hanging the face of education
LCancel <2 Back | Mest »» |

elnstruction or your

Figure 10: Creating a CPSOnline class from the CPSOnline

Login Wizard

campus administrator, which identifies you and your classes in CPSOnline.
For more information on the Teacher Code for REAP instructors using CBIT,
please see the CBIT Teacher Walkthrough.

Enter your CPSOnline Username and Password and click Next. CPS connects you to

CPSOnline.

Choose Yes to sync your class with CPSOnline now, or choose No to wait. Click Next to

continue.

Click Yes to check for any new downloadable assessments, or click No to skip this step.

Click Next to continue.

10. Click Done to exit the CPSOnline Login Wizard and return to CPS.
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Higher Ed CPSOnline Login
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As a Higher Ed instructor, you can use CPSOnline in several ways: You can use CPSOnline
Higher Ed to manage your class rosters or link CPS to your existing Blackboard or WebCT class.
For more information on CPSOnline Higher Ed, please see Appendix B: CPSOnline. For more
information on linking your classes to Blackboard or WebCT, please see Appendix C: Third

Party Add-ins. To login to CPSOnline
1. From the Settings menu, choose

CPSOnline Login. The

CPSOnline Login Wizard appears.

+ First time Users — If this is
your first time to login to
CPSOnline in this database,
choose Higher Ed and click
Next.

+ Current Users — If you have
logged in to CPSOnline before
in this database, please skip to
step 4.

2. Enter your CPSOnline Instructor
Setup Code. If you do not have a
code, please contact elnstruction at
888.707.6819 and ask for the
Administrator for Web-Based
Initiatives. Click Next.

3. Select your university from the list
and click Next.

4. Enter your CPSOnline Username
and Password.

+ First time Users — If you are
creating a Username and
Password for the first time, you
will also need to confirm your
password.

+ Blackboard and WebCT
Users — Your Username and

3" CPS - CPSOnline Login Wizard =100 x|
i~ Institution Type i~ Helpful \nlmmatinnﬁ
*
Please choose the type of institution below
@ that best represents you ar your argahization. Higher Edugstion: Includes
universities. junior colleges, and
technical institutions.
KA12: Includes elementary, middle,
and high schaals.
K2
Other: May include a business,
W military, or non-profit organization.
Instruction
LCancel Mest 5
Figure 11: Logging in to CPSOnline for the first time using the
CPSOnline Login Wizard
BT
i~ rour Instructor Setup Code i~ Helpful Infarmation 7.%
et *

:_ﬁ Please enter your Instructor Setup Code:

Instructor Setup Codes are sent in an
email from elnstruction. com, tiled
“Instructor Setup Code"

For more infarmation, please contact
elnstiuction suppart &t 888-333-4988 or by
emall at techsupp@einstruction.com

IF you are using a MoGraw-Hill text book in
your clase, you will need the name of your
MeGrawHill representative when pou call

“Y'ou may enter "dema’ as your Instructar
Setup Code if pou wish to create &
practiced CPS Online class

Please do MOT let your students enroll in
your practice claze. Demo classes are
for practice purposes only.

e "
Instruction
LCancel Hext 55

Figure 12: Entering your Instructor Setup Code in the

CPSOnline Login Wizard

Password is your CPS-Blackboard or CPS-WebCT Username and Password.
5. If you are a first time user, create your class. For more information on creating a
CPSOnline class, please see Create a Higher Ed Class. If you are a current CPSOnline

user, choose a current CPSOnline class roster that you would like to import (optional)

and click Next.

6. Click Done to exit the CPSOnline Login Wizard and return to CPS.
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Lessons

CPS provides you with several ways to create a lesson. You can create a traditional lesson with
class participation questions, or you can create lessons using PowerPoint. CPS also offers a third
type of lesson, the FastGrade lesson, where you do not even need to create questions. You can
create lessons using the CPS Question Author window and toolbar, import entire lessons from
other CPS databases, or create quick CPS answer keys to accompany existing hard copy material
using the FastGrade option.

The Lessons tab splits into two windows. These windows can either be vertical or horizontal,
depending on your preference. The default is vertical view. To switch views, simply click the
View button located at the far end of the Lessons tab.

The left window (top in horizontal view) gives a view of all lessons in this open database. We
refer to this as the lesson side. The name of the open database is the first item listed in the left
window. Beneath that are parent-level lesson names. If a parent-level lesson name has child-level
lessons, then a plus (+) symbol appears next to the parent lesson name. Click that plus (+)
symbol to see all child-level lessons.

File Settings Help

% Lessonz % Standards | ?-? Team Activities ﬁ Classes E_F: Reports | Ed Gradebook
¢ 2 - v =
% & G% I Do Wiew
Werbal Question:  Engage Lesson(z] Tool: SEARCH
Mumber | Title/Question Stem | Type | Dhifficuilby | Standardz
wiiting i ‘Wiiting - 0
Grammar % Reading Comprehension - O

Spelling
- TAKS Writing
[ % Reading Comprehengion
{0 PowerPaint
1:} E wamfiew

Figure 13: Viewing the Lessons tab

The right window (bottom in horizontal view) lists all of the questions from any highlighted
lesson name. We refer to this as the question side. When you highlight the database name, all
lessons (and the number of questions in the lessons) display in the question side.

When you highlight a lesson name from the left window, all questions for that lesson and any
child-level lessons display on the question side. The question side also displays the number of
questions, the type of question, and each question’s difficulty level.

Lessons can be in outline or hierarchical form. For example, you could create a level of lessons
titled Chapter 1, Chapter 2, and so on. Beneath each chapter level, you can create levels of
lessons that relate to sections within the chapter.
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This section will show you how to
Create lessons

Create FastGrade lessons
Create lesson questions
Edit lessons

Create rubrics

Import and Export lessons

++++++

Chapter 3: Creation Functions

Chapter 4: Engage Functions will provide you with additional information on engaging lessons,
PowerPoint presentations, and ExamView lessons within CPS.

Create Lessons

To create a new lesson, follow the steps below:

1. Open the database in which you
want to create a lesson and click
the Lessons tab. To create a
parent-level lesson, highlight the
database name. To create a child-
level lesson, highlight a lesson
name. The new lesson will be
created beneath the lesson you
highlighted.

&
2. Click [ Taak
appears.

3. Choose New then Lesson. The
CPS Lesson Attributes window
appears.

4. Type in the title of your lesson.

A pop-up menu

Optionally, you can add a
description, unique identifier, or

%5 CPS - Lesson Attributes

% Parent Lessan: Unit 1: Early &merica

Title:

|Discover_l,l and Settlement

Drescription:

A study of the earliest colonization attempts in the Mew Waorld. Includes the histary
of the Roanoke and Jamestown settlements, as well az discussing the
gengraphical differences between early settlements at Jamestown and
Chesapeake Bay.

Unique ldentifier:
{HIST_11_SET

Azzociated File:

Browse... |

o]

Cancel |

Figure 14: Creating a CPS lesson with the CPS Lesson
Attributes window

associate a picture file that you can view in There It Is! SMA mode.

W

Click OK.

6. Use the keyboard commands Ctrl and Ctrl+Shift, along with mouse selections and
movement to move, copy, or link lessons. For more shortcut hints, please see

Mouse/Keyboard Shortcuts.

CPS 4.0 Users Guide
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Create FastGrade Lessons

Use the FastGrade feature as a supplement to worksheets and other hardcopies. You can create a
FastGrade answer key, distribute hardcopies 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. Follow the steps below to create a FastGrade lesson.
1. Open CPS from your desktop icon.
2. Click the Lessons tab.

I%5 CPS - Lesson Attributes |

3. Select the database or a lesson under i, _ .
. Parent Lezzon: Unit 1: Early America
which you want to create a
Title:
FaStGrade lesson' IColonization Guiz
G% Dregcription:
4' Chck Tools A pop_up menu MC quiz over the early colonies of the Mew 'world,
appears.
5. Choose FastGrade. The CPS
Lesson Attributes window opens for Uriue Identir:
HIST_11_@A
you to name your FastGrade lesson. pot
6. Type a name for your FastGrade i““’ma‘Ed il
lesson in the Title box and
optionally, a description or unique —Imwse
identifier. You can also add a picture
0K I Cancel |

file (jpeg, bitmap, or gif) that will

appear when you engage the lesson Figure 15: Creating a title for a FastGrade lesson in the
in There It Is! SMA mode. CPS Lesson Attributes window
7. Click OK. The CPS FastGrade window opens showing the following features:
Title: The name you typed in the CPS 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 CPS 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 if you like.
Current Question #: The question number you are currently working on. This
number is always one more than the Number of questions in this Lesson.
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 a question.
Add: Allows you to add a numeric question.
Other: Allows you to create “placeholder” questions for essays, short answer, etc.).

+ 0+ 4+ 4+ 4+

+4++
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 Leszon Information

Chapter 3: Creation Functions

Title:  Geography Wihst 1 Mumber of quastions in this Leszon - 0 Properties... |

—MCE —MC ¥ —MCE ~MCE —MC 4 —MC 3 —hC 2 — TruefFalze— —Yes/Mo—— — Mumeric

True Yes |

False

>
o
o

Enter comect
answer. Then
click “Add" ta
add a humeric
queshon.

r~ Performance Other

. o Used to creats & m
nter corect anawer. Then placehaolder for ather

click “Add" to add a numeric types of questions.,

question. Celect Fubri = [ex. eszay. short
anzwer, etc.|
Standards aszociated with the current question: Cumrent Question #: 1
E‘Dlﬂ Bth Grade.cps
- O0%, Math
- [O%, English

ED% Science

< Frevious Mest > 0K, I Cancel

Figure 16: Using the CPS FastGrade window

8.

9.

10.

Click the answer button that corresponds with the question type and correct answer for
each question.

Repeat step 8 until you’ve entered every question into the CPS FastGrade window.
Click OK. The Lessons tab appears with the FastGrade lesson name in the left window

Create Lesson Questions

After you create a lesson, you can populate the lesson by adding lesson questions. You can create
questions by using the CPS Question Author window and toolbar to

++++++++ 4+

Create Subjective Questions

Select a Question Template

Add Audio/Video Notes

Add Notes

Create Questions with Graphics
Display Graphics within the Questions
Assign Question Difficulty Levels
Associate Standards to a Question
Associate Categories to Questions
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To create questions in a parent-level or child-level lesson

1.

Highlight a lesson name from @ 7]
the lesson side of the Lessons |2 ™= 2 =

L i (=R N T 1= T m— | s e — | e
tab. The question side will be
empty if you have not
previously added or imported
any questions.

Question box

G% @A Answer box

2. Click LTegs | A pop-up menu
appears. =

3. Choose New then Question.
The CPS Question Author re
window appears.

4. Click the drop-down arrow in .
the Template box to see more
than 50 question templates Figure 17: Creating a question from the CPS Question Author
available with and without window
graphic placement options. Refer to Select a Question Template for detailed information
about available question templates.

5. Type the question in the question box of the template you selected.

6. Type multiple answers in the answer boxes of the template you selected.

7. Select a correct answer by clicking in the checkbox beside that answer, so that a
checkmark appears.

8. Use the Question Author toolbar to save the question. Roll your mouse over each button
from left to right on the toolbar to see each function:

H « » X8 % & | = x| | Template [MC4, Mo Graphics =] Difficultym |

Figure 18: Using the Question Author toolbar to create a question

9.

+ Click (= to save the question and remain on the CPS Question Author window.

R . .
+ Click to move to the previous or next question in the lesson.

Click v to negate any text or graphics you may have just added and to “redo” this
question number.

+ Click h to display standards in this database that you can associate with questions;
see Associate Standards to Questions for instructions.

+ Click 2 to preview the question.

+ Click = & to save any change you have made and move to the previous or
next question in the lesson. If the question you are saving is last in the list, clicking
Save and Move to Next Question opens a new question template.

Repeat for as many questions as you want to add to the lesson.

10. When you finish adding questions, click Question in the menu above the toolbar, and

then Save and Close. All questions appear in the question side of the Lessons tab.
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For help editing existing questions, please see the Edit Lesson Questions section.

Create Subjective Questions

You can create subjective questions, with no “correct”
answer, within a CPS lesson. These subjective questions
use the Performance Question template in the CPS
Question Author window. To create a subjective question

1. Open CPS to the Lessons tab.

2. Create a question within a lesson. The CPS
Question Author window appears.

3. Choose Performance Question from the
Template pull-down menu in the Question
Author toolbar.

Type your question in the Question Box.

Click | to save your question.
6. Close the CPS Question Author window to return
to the Lessons tab.

N

Alternatively, you can create subjective multiple-choice,

true/false, or yes/no question by following the steps below:

Template

MC4, Mo Graphics

MCE, Mo Graphics, Big O

MC5, Question Graphic Battan
M5, Question Graphic Mid

M5, Question Graphic Right
MC5, Question Graphic Right Big
MCH, Question Graphic Right Small
MCH, Question Graphic Bt Bot

MCE, Mo Graphics
MCE, Question Graphic

MC7. Mo Graphics
MC7. Question Graphic

MCB, Mo Graphics
M L8, Question Graphic

Murneric, Mo Graphics
Murmneric, Question Graphic

Perfarmance Question

T4F. Mo Graphics
T/F, Mo Graphics, Big
T/F. Question Graphic

Figure 19: Create a subjective question
with the Performance Question template

1. Create a question within a lesson. The CPS Question Author window appears.
Remove any checkmarks next to an answer by clicking the box next to the answer.

2.
3. Click to save your question.
4

Close the CPS Question Author window to return to the Lessons tab.

@ NOTE: If you use REAP, you will not be able to upload subjective questions.

Select a Question Template

Because you are creating the questions your students will see in the lesson, you can determine

the type of question and many other question attributes. Below are more than 50 question
templates and graphic placement options that are available.
+ MC2, Answer Graphics II: This is

+ Chalkboard: The chalkboard
template gives you the opportunity to

a multiple-choice question with 2

draw or load images into the area
provided while verbally asking
questions for students to engage in
during delivery. See Chalkboard for
more information on how this
template functions.

MC2, Answer Graphics: This is a
multiple-choice question with 2
answer choices (A-B) and no
graphics included with the question
text, but with a graphic included for
each of the answer choices.

answer choices (A-B) and no
graphics included with the question
text but with only graphics included
for each of the answer choices. You
may not include text with any
question choice.

MC2, Big Question Graphic: This
is a multiple-choice question with 2
answer choices (A-B) where you can
include a large graphic with the
question text but not in the answer
choices.
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MC2, No Graphics: This is a
multiple-choice question with 2
answer choices (A-B) and no
graphics included in the question text
or in the answer choices.

MC2, Question Graphic: This is a
multiple-choice question with 2
answer choices (A-B) and a graphic
included with the question text, but
not in the answer choices.

MC2, Question Graphic Right:
This is a multiple-choice question
with 2 answer choices (A-B) and a
graphic included with the question
text, but not in the answer choices.
The graphic goes to the right of the
question text.

MC2, Question Graphic, Answer
Graphic: This is a multiple-choice
question with 2 answer choices (A-
B) and a graphic included with the
question text and with each of the
answer choices.

MC3, Answer Graphics: This is a
multiple-choice question with 3
answer choices (A-C) and no
graphics included with the question
text, but with a graphic included for
each of the answer choices.

MC3, Answer Graphics II: This is
a multiple-choice question with 3
answer choices (A-C) and no
graphics included with the question
text but with only graphics included
for each of the answer choices. You
may not include text with any of the
answer choices.

MC3, Answer Graphics III: This is
a multiple-choice question with 3
answer choices (A-C) and no
graphics included with the question
text but with graphics included for
each of the answer choices.

Chapter 3: Creation Functions

MC3, No Graphics: This is a
multiple-choice question with 3
answer choices (A-C) and no
graphics included in the question text
or the answer choices.

MC3, Question Graphic: This is a
multiple-choice question with 3
answer choices (A-C) and a graphic
included with the question text but
not in the answer choices.

MC3, Question Graphic Bottom:
This is a multiple-choice question
with 3 answer choices (A-C) and a
graphic included with the question
text but not in the answer choices.
The graphic goes directly beneath
the question text.

MC3, Question Graphic Right:
This is a multiple-choice question
with 3 answer choices (A-C) and a
graphic included with the question
text but not in the answer choices.
The graphic goes to the right of the
question text.

MC3, Question Graphic, Answer
Graphic: This is a multiple-choice
question with 3 answer choices (A-
C) and a graphic included with the
question text, and with each of the
answer choices.

MC4, Answer Graphics: This is a
multiple-choice question with 4
answer choices (A-D) and no
graphics included with the question
text but with a graphic included for
each of the answer choices.

MC4, Big Question Graphic: This
is a multiple-choice question with 4
answer choices (A-D) where you can
include a large graphic with the
question text but not in the answer
choices.
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MC4, No Graphics: This is a
multiple-choice question with 4
answer choices (A-D) and no
graphics included in the question text
or the answer choices.

MC4, No Graphics, Big Question:
This is a multiple-choice question
with 4 answer choices (A-D) and no
graphics included in the question text
or the answer choices. This template
is ideal for essay questions or other
question types with extensive text.
MC4, Question Graphic: This is a
multiple-choice question with 4
answer choices (A-D) and a graphic
included with the question text but
not in the answer choices.

MC4, Question Graphic Bottom:
This is a multiple-choice question
with 4 answer choices (A-D) and a
graphic included with the question
text but not in the answer choices.
The graphic goes directly beneath
the question text.

MC4, Question Graphic Mid: This
is a multiple-choice question with 4
answer choices (A-D) and a graphic
included with the question text but
not in the answer choices. The
graphic goes between the question
and the answer choices.

MC4, Question Graphic Right:
This is a multiple-choice question
with 4 answer choices (A-D) and a
graphic included with the question
text but not in the answer choices.
The graphic goes to the right of the
question text.

MC4, Question Graphic, Answer
Graphics: This is a multiple-choice
question with 4 answer choices (A-
D) and a graphic included with the
question text and with each of the
answer choices.
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MC4, Question Graphic, Right
Big: This is a multiple-choice
question with 4 answer choices (A-
D) and a graphic included with the
question text but not in the answer
choices. The graphic goes to the
right of the question text and can be
unusually large if needed.

MC4, Question Graphic, Right Big
II: This is a multiple-choice question
with 4 answer choices (A-D) and a
graphic included with the question
text but not in the answer choices.
The graphic goes to the right of the
question text and can be unusually
large if you need it to be. The image
area is not quite as large as the Right
Big question template.

MC4, Question Graphic, Right
Small: This is a multiple-choice
question with 4 answer choices (A-
D) and a graphic included with the
question text but not in the answer
choices.

MCS5, Answer Graphics: This is a
multiple-choice question with 5
answer choices (A-E) and no
graphics included with the question
text but with a graphic included for
each of the answer choices.

MCS5, Answer Graphics II: This is
a multiple-choice question with 5
answer choices (A-E) and no
graphics included with the question
text but with only graphics included
for each of the answer choices. There
is no text allowed for any answer
choice.

MCS5, No Graphics: This is a
multiple-choice question with 5
answer choices (A-E) and no
graphics included with the question
text or the answer choices.
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MCS5, No Graphics, Big Question:
This is a multiple-choice question
with 5 answer choices (A-E) and no
graphics included in the question text
or the answer choices. It is ideal for
essay questions or other question
types with extensive text.

MCS, Question Graphic Mid: This
is a multiple-choice question with 5
answer choices (A-E) and a graphic
included with the question text but
not in the answer choices. The
graphic goes between the question
and the answer choices.

MCS, Question Graphic Right:
This is a multiple-choice question
with 5 answer choices (A-E) and a
graphic included with the question
text but not in the answer choices.
The graphic goes to the right of the
question text, and can be a large-
scale graphic.

MCS, Question Graphic Right Big:
This is a multiple choice question
with 5 answer choices (A-E), and a
graphic included with the question
text but not in the answer choices.
The graphic goes to the right of the
question text and can be unusually
large if needed.

MCS, Question Graphic Right
Small: This is a multiple choice
question with 5 answer choices (A-
E) and a graphic included with the
question text but not in the answer
choices. The graphic goes to the
right of the question text.

MCé6, No Graphic: This is a
multiple-choice question with 6
answer choices (A-F) and no
graphics included with the question
text or the answer choices. This
template works best with RF
response pads.
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MC6, Question Graphic: This is a
multiple-choice question with 6
answer choices (A-F) and a graphic
associated with the question text, but
no graphics with the answer choices.
This template works best with RF
response pads.

MC7, No Graphics: This is a
multiple-choice question with 7
answer choices (A-G) and no
graphics included with the question
text or the answer choices. This
template works best with RF
response pads.

MC7, Question Graphic: This is a
multiple-choice question with 7
answer choices (A-G) and a graphic
associated with the question text, but
no graphics with the answer choices.
This template works best with RF
response pads.

MCS8, No Graphics: This is a
multiple-choice question with 8
answer choices (A-H) and no
graphics included with the question
text or the answer choices. This
template works best with RF
response pads.

MCS8, Question Graphic: This is a
multiple-choice question with 8
answer choices (A-H) and a graphic
associated with the question text, but
no graphics with the answer choices.
This template works best with RF
response pads.

Performance Question: This is a
subjective question with no correct
answer. You can grade a
performance question using a rubric,
which you can create using the
Rubric Wizard.

Numeric, No Graphics: This is a
template, for use with CPS RF that
allows you to pose a question with a
numeric answer as opposed to
multiple choices.
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Numeric, Question Graphic: This
is a template for use with CPS RF
that allows you to pose a question
with a numeric answer (as opposed
to multiple choices) and also lets you
include a graphic.

T/F, No Graphics: This is a
true/false question with no graphics
included in the question text or the
answer choices.

T/F, No Graphics, Big Question:
This is a true/false question without
any graphics included in the question
text or the answer choices. It is ideal
for essay questions or other question
types with extensive text.

T/F, Question Graphic: This is a
true/false question with a graphic
included with the question text but
not in the answer choices.

T/F, Question Graphic Bottom:
This is a true/false question with a
graphic included with the question
text but not in the answer choices.
The graphic goes directly beneath
the question text.

T/F, Question Graphic II: This is a
true/false question with a graphic
included with the question text but
not in the answer choices. The
graphic goes beside the question text
and above the answer choices.

T/F, Question Graphic Right: This
is a true/false question and a graphic
included with the question text but
not in the answer choices. The
graphic goes beside the question and
can be large.

Chapter 3: Creation Functions

Y/N, No Graphics: This is a yes/no
question with no graphics included
in the question text or the answer
choices.

Y/N, No Graphics, Big Question:
This is a yes/no question with no
graphics included in the question text
or the answer choices. It is ideal for
essay questions or other question
types with extensive text.

Y/N, Question Graphic: This is a
yes/no question with a graphic
included with the question text but
not in the answer choices.

Y/N, Question Graphic Bottom:
This is a yes/no question with a
graphic included with the question
text but not in the answer choices.
The graphic appears beneath the
question text.

Y/N, Question Graphic II: This is a
yes/no question and a graphic
included with the question text but
not in the answer choices. The
graphic goes beside the question text
and above the answer choices.

Y/N, Question Graphic Right: This
is a yes/no question with a graphic
included with the question text but
not in the answer choices. The
graphic goes beside the question and
can be large.

@ NOTE: You will not be able to use MC6 - MC8 question types with IR pads
in SMA or SMP modes because the F, G, and H buttons are directional

buttons.
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Question templates with graphics include the pixel size of the graphic area. You can size your
graphic accordingly so it is not skewed upon display. Older versions of CPS do not have as many
template options. If you have an older version of CPS, please download the newer version from
our website, http://www.einstruction.com/downloads.

Add Audio/Video Notes to Lesson Questions

Attach videos, audio clips, and more to your CPS questions. See the Add Notes section for
information on including Notes in your lesson questions.

@ NOTE: The following instructions assume you are adding a note to an
existing question in one of your lessons. However, you can also add a note to
a new question in an existing lesson or to a question in a new lesson. Once the
CPS Question Author window is displayed, the process is the same.

Open the Lessons tab of CPS.

Click on one of your lessons. The

questions in that lesson will display to

the right (or on the bottom if your

view is split horizontally.)

3. Right-click on the question to which
you want to add a note.

4. Click Edit. The CPS Question Author
window appears.

5. Click Question.

6. Click Notes and Media.... The
Question Note window appears.

7. Click on the Audio/Video tab.

8. Click Browse. Locate the file you

N —

wish to attach and click Open. The
CPS File Details window appears.

x|

L2

.
e, h s, el
7 & ]
Browse.
Fort. Colr.. Close
{Any changes will be saved)
£PS Note Aurdioides |
File Title [ File Path/Mame I
Chepin - Prelude in E minarmp3 C:\Diocuments and Seltingsiachel hiatt\My Documentsiiy .
I~ Make al filefs) available sfter response. Remove Remave Al

Figure 20: Adding an Audio/Video Note to a question from
the Audio/Video tab of the Question Note window

9. If the information is correct, click OK. The file will be listed in the Audio/Video tab.

@ NOTE: There is a checkbox in the bottom right corner that says, “Make all
file(s) available after response.” If you check this box, your note will not be
available until question delivery is complete. This means that the Notes button
shown below will not appear on your question until you click End. If you are
using the Auto Move to Next Question feature, this box must be left
unchecked for your note to be available.

10. Click Close. The note will be added to your selected question.

11. Close the CPS Question Author window.
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Add Notes to Lesson Questions

Often, questions have an answer but also need an explanation or some background information.
CPS allows you to create notes to accompany your questions. For example, while authoring a
question about Indefinite Pronouns, you can add a note that defines Indefinite Pronouns and
compares that to the definition of Personal Pronouns.

1. Click the Question menu item from
the CPS Question Author window.

2. Click the Notes and Media ...
command. The Question Note
window opens.

3. Type in your note, then use the

[ Question Note x|

i

abs 1o add addiional information ta pour question.
CPS Notes an

Audio/Video files may be added to your question and
text, himl, documents, ete.).

®

Font..

d may be available before, duing or after delivering a question
launched from CPS. You may use files other than audi and videa [e.0.,

©

Close
[ changes will be saved]

Color...

CPS Hote | Audiorvideo|

buttons at the top of the window to

adjust the format:

+ Font: Notes automatically use
the default font. Set the default
font from the Settings menu item
found on the main CPS window.
You can adjust the size and style
of the text in your note using the
Format button.

An indefinite pronoun could be someone or anyone. Definite
pronouns are he, she, or you.

¥ Make note available after respanse.

Color: make all of the text in

your note, or only selected words

in your note, colored to draw attention to it.

4. Click the Close button when you have finished typing and formatting your note. This
automatically saves any changes.

Figure 21: Adding a Note to a question from the Note tab of
the Question Note window

Back on the CPS Question Author window, be sure to click the Question menu and the Save
command in order to associate this note with this question.

Any note you associate with a question is available during the delivery session after you click the
End button. You can edit this note at any time by going back to the Notes and Media ...
command from the Question menu item.

Create Questions with Graphics

You can add .jpg, .gif, or .bmp graphics files to questions. The smaller files are usually better,
and range from .jpg as the smallest to .bmp as the largest. All question templates with graphics
include the pixel size of the graphic area.

The following page shows two methods to adding graphics:
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Method 1
After you have selected a question template
with graphics, left-click inside the graphic
area and the Set Image Files window opens.
1. Use the Look in drop-down list at
the top of the dialog box to browse
to the directory where you saved
your graphic files.
Highlight a graphic file that you
want to display in this graphic area.
3. Click the Open button. The graphic
appears in the graphic area of the
question or answer option you

Chapter 3: Creation Functions

21 x|
Look in: II_E] My Pictures L' & I‘j‘ =

gEagle Flag.jpg irg'The Brain. gif
EEagle Head, gif

E’einstruction logo.jpg

ENeko Harbor Antarctica.jpg

ENT Background. gif

B Sample. jpg

File name: I

Open I
‘1| Cancel |

Filez of type: IImage Files

Figure 22: Adding graphics to a question with the Set
Image File window

Click the File menu and the Save command, or click the Save and Move to Next

selected.
4.
Question icon from the Question Author toolbar.
Method 2

After you have selected a question template with graphics, right-click inside the graphic area. A

shortcut menu will appear on-screen.

1. Click the Browse command. The Set Image File window opens.

2.
where you saved your graphic files.

[98)

option you selected.

Use the Look in drop-down list at the top of the dialog box to browse to the directory

Highlight a graphic file that you want to display in this graphic area.
Click the Open button. The graphic appears in the graphic area of the question or answer

5. Click the File menu and the Save command, or click the Save and Move to Next
Question icon from the Question Author toolbar.

Display Graphics within Questions

Show Graphic After Response

The Show Graphic After Response option is available
only with question templates that include a question

graphic. To use this option

1. Open a question from the Lessons tab. The CPS

Question Author window appears.
2.
Options.

3. Choose Show Graphic After Response. A

checkmark appears next to the option.

your question.

From the CPS Question Author window, click

Click in the Question Author toolbar to save

Opkions  Tools

Show Graphic After Response
Shiowe Graphic Full Screen

Exclude Question From SM5
Engage as Freeform

Figure 23: Displaying a graphic after the
response with the Show Graphic After
Response option

5. Close the CPS Question Author window to return to the Lessons tab.
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@ NOTE: If you have the option turned on for one question so that the graphic
displays after you have ended the response cycle, the option stays on until you
turn it off.

To turn off this option

1. Open a question from the Lessons tab. The CPS Question Author window appears.
From the CPS Question Author window, click Options.
Click Show Graphic After Response so that the checkmark disappears.

Click in the Question Author toolbar to save your question.
Close the CPS Question Author window to return to the Lessons tab.

Nk we

Show Graphic Full Screen

The Show Graphic Full Screen option is available only
with question templates that include a question graphic.

| Options  Tools

To use this option Show Graphic After Response
1. Open a question from the Lessons tab. The CPS Show Graphic Full Screen
Question Author window appears.
2. From the CPS Question Author window, click Exclude Question From SMA
Options. Engage as Freeform
3. Choose Show Graphic Full Screen. A Figure 24: Displaying a graphic full screen
checkmark appears next to the option. with the Show Graphic Full Screen option

4. Click in the Question Author toolbar to save your question.
5. Close the CPS Question Author window to return to the Lessons tab.

@ NOTE: If you have the option turned on for one questions so that the graphic
is displayed full screen, the options stays on until you turn it off.

If you would prefer the graphic to appear the size in which it was formatted when you added it to
the question (see the pixel count for each graphic area in a question template), then make certain
that this option is off. To turn off this option

1. Open a question from the Lessons tab. The CPS Question Author window appears.
From the CPS Question Author window, click Options.
Click Show Graphic Full Screen so that the checkmark disappears.

Click in the Question Author toolbar to save your question.
Close the CPS Question Author window to return to the Lessons tab.

Nk we

Exclude Question from SMA

The Exclude Question from SMA option is a valuable tool when grading paper-based exams or
assignments that contain question types that need to be answered in written form. If you select
this option for a given question, the question will be skipped when delivered in SMA mode.

For example, you have a five question paper-based test that you want to deliver and grade in
SMA mode.
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Questions 1, 2, 4 and 5 are all multiple-choice, but Options  Tools
question 3 is to be answered in essay form. Because
CPS cannot collect and grade an answer in written
form, when the student completes question 2 and clicks
the arrow to move to the next question, CPS will
advance the student to question 4.

Show Graphic After Response
Show Graphic Full Screen

Exclude Question from SMA

Engage as Freeform

Students have the convenience of being automatically  JFrigure 25: Excluding a question from SMA
transferred to the next available multiple-choice mode with the Exclude Question from SMA
question instead of having to skip over questions that option
cannot be answered using their pad. To use this option

1. Open a question from the Lessons tab. The CPS Question Author window appears.
From the CPS Question Author window, click Options.
Choose Exclude Question from SMA. A checkmark appears next to the option.

Click in the Question Author toolbar to save your question.
Close the CPS Question Author window to return to the Lessons tab.

Nk v

To turn off this option

1. Open a question from the Lessons tab. The CPS Question Author window appears.
From the CPS Question Author window, click Options.
Click Exclude Question from SMA so that the checkmark disappears.

Click in the Question Author toolbar to save your question.
Close the CPS Question Author window to return to the Lessons tab.

Nk wb

Engage as Freeform

Choose Engage as Freeform to deliver freeform | Options  Tools

questions with your lessons. Choosing this option will Shaw Graphic After Respanse
not change the information in the Question Author \ Show Granhic Full S

window; however, your questions will be delivered ina \ el
freeform control rather than in the template. This option Exclude Ouestion Fram SMA

allows you to display questions with a large amount of
text, without needing to scroll through the information.

Engage as Freefarm

Figure 26: Engaging a question in Freeform
mode with the Engage as Freeform option

@ NOTE: You will not be able to
display graphics in this mode.

To use this option

1. Open a question from the Lessons tab. The CPS Question Author window appears.
From the CPS Question Author window, click Options.
Choose Engage as Freeform. A checkmark appears next to the option.

Click in the Question Author toolbar to save your question.
Close the CPS Question Author window to return to the Lessons tab.

Nk v
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To turn off this option

1. Open a question from the Lessons tab. The CPS Question Author window appears.
From the CPS Question Author window, click Options.
Click Engage as Freeform so that the checkmark disappears.

Click in the Question Author toolbar to save your question.
Close the CPS Question Author window to return to the Lessons tab.

Nk wb

Assign Question Difficulty Levels
Questions can range in difficulty from 1 (easiest) to 5 (hardest). To assign a difficulty level to a

question -
1. Open a question from the Lessons tab. The CPS Question Author Difficulty G
window appears.

2. From the Question Author toolbar, click the Difficulty pull-down %
menu. 1
3. Select a difficulty level (1-5). / 5
4. Click to save your question. /ggwe 27
5. Close the CPS Question Author window to return to the Lessons qu g ;fc')';',g d?ffi culty
tab. level from the
Question Author

toolbar

Associate Categories to a Question

You can create and assign categories to your questions. After you deliver your lesson, you can
use the categories with the Charting window to slice performance data. To associate categories to

a question

1. Create a new question or open an existing
question in the Lessons tab. The CPS Question x
Author WindOW appears Question(s] belong to these categories:

2. From the Question menu in the CPS Question Eapie B
Author window, choose Categories.... The .-
Categories window appears. & Cortent

3. Type in a category name in the Question(s) [ efinition

belong to these categories: box. You can add
multiple categories by separating them with a
comma.

4. Click Add to List. The category name will appear
in the category list box. CPS will automatically L REk: |
associate the current question with the categories L
you create. Alternatively, you can add a new SRR e T
category by clicking New and typing in the
category name. Ok | Cancel | Session Categories..

MNew

5. Click OK to save your changes and return to the  Figure 28: Associating categories to
CPS Question Author window. questions using the Categories window
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Associate Standards to a Question

After you have typed in a question and answer options, you can associate specific standards to a
question using these steps:

1.
2.

3.

4,

Open a question from the Lessons tab. The CPS Question Author window appears.
In the CPS Question Author window, click the Question menu item and choose

Associate Standards. Alternatively, click from the Question Author toolbar. The
CPS Question Standards window appears.

CPS - Question Standards
th Gra:

I'_I DQ‘\\' English

¢ =% th Grads English

-] .% Objective 1: The student will demonstrate a basic understanding of culturally diverse
E D% Objective 2: The student will apply knowledge of literary elements to understand cull
E D%\, Objective 3 The student will uze a vanety of strategies to analyze culturally diverse
- D% Objective 4: The student will apply critical thinking skils to analyze culburally diverse

I'_I DQ‘\\' Science

| | 2l
ak. I Cancel |

Figure 29: Associating standards to a question with the CPS Question
Standards window

Click inside the boxes beside as many standards as you want to associate with this
question. Use [* to see any child-level standards and select them if you like.
Click the OK or Cancel button.

To review which standards are associated with any question, open a question in the CPS
Question Author window and repeat steps 1 and 2.

Create Lessons with the Lesson Builder

When you use the Lessons Builder function, you can build one lesson of questions from several
pre-existing lessons. For example, if a Language Arts database has 32 lessons in it, each lesson
representing a chapter from a text, you can create a mid-term exam from the first six lessons
(chapters) without re-typing all the questions. You can also create a lesson from multiple
databases. To create a lesson from the Lesson Builder

1.
2.

3.

Open CPS from your desktop icon.
Click the Lessons tab.

&

Click L T22= | A pop-up window appears.
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4. Choose Builder. The Builder window opens showing the features listed below:

+ 0+ o+ ++ 4+

JIT=TE
C:\Documents and Settingsrachel hiatt\My DocumentshCPS Databases\StandardshEth Erowise... | Target Lesson: Geography

| Mumber | Question Stem | Type | Drifficulty |
i ‘wihich agricultural state iz the geographical center of Morth America? MC 4 1

? 2 ‘what country is consistently the world's largest exporter of agricultural products?| MC 4 1

? 3 What line of latitude commanly defines the southemn limits of the region known az, "The Land of the Midnight Sun?" MC 3 1

? 4 ‘wihat term, uged for the measurement of land, iz based on the amount of land that could be plowed in one day by ateam of...  MC 3 1

? 5 The world's largest pyramid iz 177 feet tall and covers 15 acres. “Where iz it located? MC 3 1

? B tost industies can be classified az primary, secondary. or tertiary. Mining and fizhing are examples of which kind of industry?  MC 3 1

fr 7 Going from the &tlantic Ocean to the Pacific Ocean, through the Panama Canal, what is your direction of travel - Eastor'’...  MC 2 1

Fs 0Of the 10 highest mountaing in the LS., how many are in Alagka?| MC 3 1

? 9 ‘what i the largest body of frezh water in the world? MC 3 1

Fu The mainland U.5. is approximately 3000 miles from east to west, and s0/is China, The LS. has 4 time zones. How many .. MC5 1

~ Dragged Question:
Browse...
1+ Link = Copy Select Bandom Guestions |
Lessonz | Standards |
EE_IJ Eth Grade.cps Mumber | Question Stem [ Type | Difficulty |
I8 English

Math

Science

Social Studies
C:\Documents and Settingsirachel hiattsMy Documents\CPS Databazes\Standardsh6th Grade cps

Figure 30: Creating lessons using the Lesson Builder

The top pane is the target lesson, the lesson to which you are adding questions.

The top Browse button allows you to alter the target lesson.

The bottom Browse button allows you to select a source database (.cps file) from
which to copy or link questions.

The bottom left pane lists the lessons available in the database shown directly above
it. You can also build from the standards in this open database.

The bottom right pane is a list of questions available in the source lesson or standard
selected in the bottom left pane.

The Dragged Questions section allows you to choose whether the questions you select
for the target lesson are copied from the lesson source or linked to the lesson source.

@ NOTE: Check whether the database open in the bottom left pane is the source
from which you want to take questions. If this is not the correct database, use
the Browse button to find and open the database from which you want to
select questions. Also, make certain the target lesson named at the top of the
Builder window is the destination into which you want to build questions. If
not, use the top Browse button to select a different lesson name from the open
database.
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5. Select a lesson from the database open in the bottom left pane. Alternately, you can
choose to build from Standards questions; simply click the Standards tab in the bottom
left window. Questions for the selected

lesson or standard display in the bottom

I'lght panc. Select the number and types of questions to be selected at random:
6. Select questions to copy or link into the
target lesson.

7. Use the Ctrl key or the Shift key and ~ Fiandom Guestions
your mouse to select specific questions Question a i
to be included in the target lesson. While Types: Questions: Available:

pressing your mouse button, drag those
selected questions into the top pane.

8. Use the Link or Copy option buttons to
choose how you want the questions

True / False IU ﬂ 0
Yes No b = 0
Multiple Choice o = 10

28 %5 %

moved.

9. Click the Select Random Questions =] Mumeric = ’
button to choose the number of specific
question types you want to include in the oK I Cancel
target lesson. Click the OK button to
complete this random selection. Figure 31: Selecting random questions from the

10. Close the Lesson Builder to return to the Random Question Selector in the Builder window
Lessons tab. Your lesson will appear in the left (or top in horizontal view) window.

Edit Lessons

After you create lessons, you can edit them to fit your lesson plans. This section will show you
how to

Edit lesson attributes

Add or edit questions in a lesson
Rearrange questions within a lesson
Copy questions

Delete lessons and lesson questions
Delete graphics from questions
Adjust the question font

Search for questions

Spell-check questions

Print lessons and questions

++++++++++
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Edit Lesson Attributes

1.
2.
3.

Open CPS from your desktop icon.
Click the Lessons tab.

Select the lesson from the lesson side of
the window.

A

Click L=t | and select the Edit
command. Alternatively, right-click and
choose the Edit... command from the
shortcut menu or double-click the lesson
name. The CPS Lesson Attributes
window appears.

Edit the lesson name, the lesson
description, or the unique identifier.
Optionally, you may also add or change
the file associated with the lesson.

Click OK to save your changes or click

Cancel to negate your changes.

Chapter 3: Creation Functions

I3 CP5 - Lesson Attributes N x|

% Parent Leszon: Unit 1: Early America

Title:

lDiscovery and Settlement

Dregcription:

A, study of the earliest colonization attempts in the Mew World, [ncludes the history
of the Roanoke and Jamestown gettlements, az well ag discussing the
geographical differences between early settlements at Jamestown and
Chesapeake Bay.

Unigque |dentifier:
[HIST_11_5ET

Azzociated File:

Browse... |
0K I Cancel |

Figure 32: Editing a lesson with the CPS Lesson Attributes
window

Add Questions to an Existing Lesson

1.

e

Highlight a lesson name from the lesson side of the Lessons tab. The question side should

be empty if you have not previously added or imported any questions.

at Options  Tools

x|

CPS - QuestionAuthor
G Question  Format
i |ﬂ i« r FRy®m |<H (=3 | B ‘ - ‘Temp\ate M4, Mo Graphics = |Dilhcully 1 B H\

Click L.Tees | A pop-up
window appears.

Select New then Question.
The CPS Question Author

window appears. " A
Click the drop-down arrow in

the Template box to see more
than 50 question templates

available with and without

graphic placement options. L&

Refer to Select a Question

Template for detailed o

information about the available

question templates. Figure 33: Adding additional questions to a lesson with the CPS
Type the question in the Question Author window

question text box of the template you selected.

Type multiple answers in the answer boxes of the template you selected.

Select a correct answer by clicking in the check box beside that answer.

Use the toolbar in the upper left corner of the CPS Question Author window to save the

question.
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Figure 34: Using the Question Author toolbar

9.

Click Save to save the question and remain on the CPS Question Author window.
Click Move to Previous Question to move to the previous question in the lesson.
Click Move to Next Question to move to the next question in the lesson.

Click New Question to negate any text or graphics you may have just added and to
“redo” this question number.

Click Standards to display standards in this database that you can associate with
questions; see Associate Standards to Questions for instructions.

Click Preview Question to preview the question.

Click Save and Move to Previous Question to save any change you have made and
move to the previous question in the lesson.

Click Save and Move to Next Question to save any change you have made and
move to the next question in the lesson. If the question you are saving is last in the
list, clicking Save and Move to Next Question opens a new question template.
Repeat for as many questions as you want to add to the lesson.

+ ++ 4+ 4+

Remember to save your question before exiting the CPS Question Author window.

Edit Lesson Questions

1.
2.
3.

Open CPS from your desktop icon.

Click the Lessons tab.

Select the lesson from the lesson side of the window. To edit an existing question, select
that question from the question side of the window.

&

Click L. T22= | A pop-up window appears.

Choose Edit. Alternatively, right-click the selected question and choose the Edit ...
command from the shortcut menu or double-click the selected question. This opens the
CPS Question Author window.

Make any changes to the question, answer choices, question template, subjective status,
difficulty level, format, note, and standards from this window.

@ NOTE: Display the file path of a graphic included in a question by rolling
your mouse cursor over the graphic itself or right-clicking on the graphic.

When you have added as many questions as you like, click Close or Save and Close in
the Question menu.
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Rearrange Questions within a Lesson
You can rearrange the order of questions within a lesson. To move a lesson question

1.
3.

4.

Open CPS from your desktop icon.

Click on the Lessons tab.

Select the lesson that contains the question you would like to move. The questions appear
in the question side (right or bottom window of the Lessons tab.)

From the question side, select the question that you would like to move.

- w
Up Down . . .
Use or to move the question. The question number changes when you click

the lesson title in the left window.

Copy Questions

You can create a question and then duplicate it within the same lesson, or copy it to other lessons
and edit portions of the question to make it different from the original.

Copy questions to other lessons

I.
2.
3.
4.

5.

Open CPS from your desktop icon.

Click the Lessons tab.

Select a lesson from which you want to copy questions to another lesson. Questions in the
selected lesson appear in the question side of the window.

Select a question or a group of questions while pressing the mouse button and pressing
the Ctrl button from the keyboard simultaneously.

Drag the selected questions to a target lesson on the lesson side of the window. The
selected questions display at the end of the target lesson.

Copy questions within the same lesson

1.
2.
3.

W

Open CPS from your desktop icon.

Click the Lessons tab.

Select a lesson from the lesson side of the window. Any questions in the lesson appear in
the question side of the window.

Select a question or a group of questions.

Right-click your mouse somewhere on the selected questions. A shortcut menu appears.
Choose the Copy Questions command from the shortcut menu. The copied questions
display at the end of the lesson.

Delete a Lesson
You can delete an entire lesson of questions by following these steps:

1.
2.
3.

Open CPS from your desktop icon.
Click the Lessons tab.
Select the lesson that you want to delete.

A

Click L= | A pop-up menu appears.
Choose Delete. Alternatively, right-click on the lesson name and choose the Delete
command from the shortcut menu. A confirmation message appears.
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@ NOTE: If you select a lesson that has child-level lessons beneath it, those
lesson(s) delete as well. Use caution when deleting lessons from the lesson
side of the window.

Click the OK or Cancel button.
Repeat steps 3-6 for as many lessons as you want to delete.

Delete Lesson Questions

1.
2.
3.

9]

~

Click the Lessons tab.
Select the lesson from the lesson side of the window.
From the question side of the window, select the question(s) you want to delete.

&

Click L T22= | A pop-up menu appears.

Choose Delete. Alternatively, right-click on the selected questions and choose the Delete
command from the shortcut menu. A confirmation appears.

Click OK to continue or Cancel to stop.

Repeat steps 3-6 for as many questions as you want to delete from this lesson.

Click the lesson name in the lesson side (left or top window) to see question numbers
update. Question numbers update automatically when you exit the lesson.

Delete Graphics from Questions

1

2.
3.
4

9]

Open CPS from your desktop icon.

Click the Lessons tab.

Select the lesson that contains the question with the graphic you would like to delete.
From the question side (right or bottom window), select the question with the graphic you
want to delete.

&

Click L. T22= | A pop-up menu appears.
Choose Edit. The CPS Question Author window appears.

@ NOTE: Display the file path of a
graphic included in a question by
rolling your mouse cursor over the
graphic itself or by right-clicking on
the graphic.

Template I tC4, Question Graphic _'_I ‘ Ditficulty

Right-click on the graphic area. A shortcut
menu appears.

Click the Remove command. The graphic is
deleted, but the question template that allows a
graphic is still active.

Figure 35: Removing a graphic from a
question in the CPS Question Author window
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+ To add a new graphic to this question, follow the instructions in Create Questions
with Graphics.

+ To eliminate the possibility of using a graphic with this question, use the Template
drop-down list to select a different question template.

Click the File menu and the Save command to exit the CPS Question Author window and

return to the Lessons tab.

Adjust the Question Font

You can adjust the font displayed for all CPS questions (default font), or for a particular question
Oor answer.

Change the Default Font

: : Font 2
When you type in your first question, you see _ —
the font style that comes with CPS. You can ; f,;:;ji'f %]
alter the default font so that every new s Foman A Cancel_|
question you type appears with that style. To Qracenht o
change your default font 8 Lo MT Corderscd
1. Click the Settings menu item. A pop- O ‘Wwebdings I
up menu appears. ~Effects - Sample
2. Choose Default Font. The Font S P
window appears. o
3. Adjust the style, size, or color in this [ Elack <] | seipt
dialog box. L =
4. Click OK to save your new default
font. Figure 36: Setting the default font from the Font
window

Change the Font of a Single Question or Answer

You can also alter the font you use to create questions in the CPS Question Author window. To
change the font of a single question or answer

1.

2.
3.

Highlight the question and/or answer text in the CPS Question Author window.
Alternatively, you can click the Format menu item and choose the Select All command.
Click the Format menu.

Click Font, Color, Subscript, or Superscript. A dialog box appears.

Adjust to your preference. Changes to the font style apply only to highlighted text.

@ NOTE: If you use the Superscript or Subscript option, and then decide to
undo that special format, select that text again and choose the opposing option
from the Format menu. For example, if you have subscripted text that you
want to restore to the default font style, highlight that text, click Format, and
select the Superscript command.
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Add a Special Character

Also included in the CPS Question Author window is the ability to add special characters to your
questions or answers. If you are a math or science teacher, this function is especially helpful in
creating questions with symbols to accurately express equations and other course-relevant data.
However, anyone can use the character map to incorporate a more specialized question into any
lesson. To add a special character to a question or answer

1. Place your cursor in the question or answer text box where you want to place the special

character.
2. Click the Tools menu item. A pop-up menu appears. onls
3. Choose Character Map. The Character Map window appears.
Notice the font currently selected in the Font drop-down list. Preview. ..
4. Adjust this font style if you like by using the arrow in that drop- Figure 37: Accessing
down list to see other character map options. the Character Map
5. Find the character in the large portion of the window you want to mgg 3 w from the Tools
incorporate into your questions or
ANSWETS PR I=T
: ' one z ot £
6. Click the Select button. That character For: [ — |t |
appears in the Characters to Copy text U & DT A]0]1]2)3)4 fl
box. 516[7(8]9[ | [<|=|>|7|&@A[B|C|D[E[F|G]H
7. Repeat steps 5 and 6 for as many ; :K LZESEETE;?YKT;:? ,E) ;
chgractersasyouwanttoadd. BRI INERNGEEGE
8. ClleCOpy :§"a{{—,_®_oi23 Uﬂ',1
9. Click Close to return to the CPS Question o[ |va el o [AA| A A A AlECE[E|E[E[T]T
Author window. Make sure your mouse I N EE RN EEEEEE
cursor is where you want the characters to ald|ajaj®|¢|o|e|é|e|1]l)T|T1]8|A0]6|0|d
g0 o|-|e|a|a]alaly|p|v|A[a]A[a]Ala]C]¢|C]E] <
10. Use the keyboard command CTRL+V to Characters o cony: | [[seeet | oo |
Paste the characters into this area. For ’U_D’;;Eld tW =
more information on keyboard commands, ]

please refer to Mouse/Kevyboard Shortcuts. Figure 38: Choosing a special character from the
Character Map window

Your special characters display during a delivery session just like any other text.

Search for Questions

You can use the Question Finder feature to search find all occurrences of a question in CPS. For
example, if you would like to know whether a particular lesson question exists in any of your
Challenge Boards, you can search the question. To search for questions

1. Open CPS to the Lessons or Standards tab.

2. Select the lesson or standard that has a question you would like to search for.
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Tools

3. Click

A pop-up menu appears.

Alternatively, right-click on the question to

access the pop-up menu.

4. Choose Question Finder.... The CPS Question

Finder window appears.

5. Use the CPS Question Finder window to view
all of the locations of your selected question.

Read below for more information on the
window:
+ Question: The question you selected

appears in bold print at the top of the CPS

Question Finder window.
+ Lessons: The Lessons section of the
window shows you every lesson that

contains the question, as well as how many
total questions are in each of the lessons. =
4+ Standards: The Standards section lists

every standard associated with your
question.

+ Challenge Boards: The Challenge Board
section lists every Challenge Board that

contains your question.

6. Select the location of your question that you

would like to edit.

Chapter 3: Creation Functions

CP5 Question Finder ;@ﬂ

Ruestion - "The world's largest pyramid is 177 feet tall and
covers 15 acres. Where is it located?"

A copy of this guestion can also be found in the following areas of CPS -

Leszons:

|| Title |
% Geography - 10

Standards:

| Title |
Challenge Boards:
| Category | Level I
E3U.5. Trivia Geography 20
G Ta Selected Duestion | Cloze |

Figure 39: Searching for a question using the
CPS Question Finder window

7. Click the Go to Selected Question button to move to the lesson, standard, or Challenge

Board that contains your question.

8. Click Close to return to the Lessons or Standards tab.

Spell-check Questions

CPS can spell-check your questions with the CPS Spell Checker. You can choose to
automatically spell-check each question before moving to the next question, or you can use the

Spell Checker icon to check a specific question.
To use the CPS Spell Checker

1. Open CPS from your desktop icon.

2. Click the Lessons tab.

3. Create a new question or edit an existing
question. For more information on
creating or editing a question, please see
Create Lesson Questions or Edit Lesson
Questions. The CPS Question Author
window appears.

4. Click il The CPS Spell Checker
automatically spell-checks your
question.

Spell Check i

Mot in Dictionary:

=10l x|

The cate ate a huge bowl of cersal. lgnore

Ignore Al
Add

Suggestions:

F.ate g

cate Change Al
cute

gate

Cata ;I

Change

Options... | Cloge |

Figure 40: Spell-checking a questions with the Spell
Check window

CPS 4.0 Users Guide 41




Chapter 3: Creation Functions

5. [If'the Spell Checker finds any misspelled words, the Spell Check window appears.

6. Use the Spell Check window to change the spelling, ignore the word, or access the Spell
Checker Options window. For more information on changing the Spell Checker options,
please see Set Spell Checker Options.

Set Spell Checker Options

You can set your Spell Checker to ignore capitalized words, ignore alphanumeric words, or even
to recognize special words from your custom dictionary. To setup the Spell Checker options
1. Open CPS from your desktop icon. =lolx|
2. Click the Lessons tab.
3. Select a question you would like to
spell-check or create a new question. Ay [ lonate uppercase words
The CPS Question Author window W lanare words with letters atnd numbers
appears. For more information on
creating or editing a lesson question,
please see Create Lesson Questions or
Edlt LCSSOH OueStionS, ’iﬁ% Edit your cuztom list of corectly spelled words [one word per line).
4. From the Tools menu, choose Spelling :
then Spell Checker Options. The
Spell Checker Options window

General Options

Cusztom Dictionary

appears. Cancal oK

+ Ignore uppercase words - To
have Spell Checker ignore Figure 41: Setting up Spell Check options from the Spell
capitalized letters, click the box Checker Options window

next to this option so that a checkmark appears.
+ Ignore words with letters and numbers - To have Spell Checker ignore
alphanumeric "words," click the box next to this option so that a checkmark appears.
+ Custom Dictionary - To add words to or create a custom dictionary for Spell
Checker, click the Edit button.
5. Click OK to save your changes and return to the CPS Question Author window.

Add Words to the Spell Checker Dictionary

You can create a custom dictionary for the Spell Checker. Using the custom dictionary, the Spell
Checker can identify special words or acronyms that you frequently use. To create a custom
dictionary TE]
1. Open CPS from your desktop icon. D YeE .
2. Click the Lessons tab.
3. Select a question you would like to
spell-check or create a new question.
The CPS Question Author window
appears. For more information on
creating or editing a lesson question,
please see Create Lesson Questions or

Edit Lesson Questions. g o

4. From the Tools menu, choose Spelling  Figure 42: Creating a custom dictionary with the
then Spell Checker Options. The Spell ~ Dictionary Notepad window
Checker Options window appears.
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5. Click Edit.... The Dictionary Notepad window appears.

@ NOTE: Put each word on a separate line.

6. When you've added all your words, click File then Save. Close the Dictionary Notepad

window to return to the Spell Checker Options window.

Print CPS Lessons

CPS - Print Questions

You can print your CPS lesson (be it an e

exam, homework or review), hand it out to ||+
students, and then grade the material with
the CPS response system.

1. Open CPS from your deSktOp 1C0n ;‘]\fai;ve:\der\lisimpeatHEd,lhatual\she\dmlhe

2. Click the Lessons tab.
3. Select the lesson you want to print.

dert of the United States’

ident is ta be the

amount of the papular votes but lost the election in the Electoral Calege?

&

Click L T22= | A pop-up menu
appears. Alternatively, right-click
on the lesson name to access the
pop-up menu.

Choose Print The CPS Prlnt [ Select &l ¥ Include Ansiver Key ¥ IncludeMame 7 fckideDald [ Answer key Orly M&I
Questions window appears. Figure 43: Printing questions from the CPS Print Questions
window

Click beside the questions you want to print, or click Select All in the lower left corner to

include every question on the printout.

+ If you want an answer key, an area for inputting a name, an area for inputting a date,
or a combination any of the available options included in your printout, check the box
or boxes that coincide with your preference.

Click the Preview button. The Reporting Preview window opens showing the selected

questions just as they will print—except for graphics.

@ NOTE: The directory path of any graphic associated with a question displays
in the Preview window. Graphics will print, but do not display in the Preview
window.

Click the Export/Print button at the bottom of the Reporting Preview window if you are
satisfied with the data. The printout contents automatically open in a word processing
application and automatically save to the CPS folder on your hard drive. Look at the
word processing application’s title bar to see the file name of the printout.

NOTE: If Microsoft Word is set to automatically view text and graphic files,
then graphics associated with questions display as well as the text. Other word
processing programs may not be capable of displaying images.

Review the file and make any layout adjustments.
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10. Click the File menu and the Print command.
11. Make sure you are connected to a printer, and then click the OK button to print this
lesson. You can close the word processing application and the lesson you printed at any
time.
12. Return to the Reporting Preview window and click Close.
13. In the CPS Print Questions window, click the Close button to return to the Lessons tab.

Create Rubrics

You can create custom rubrics for subjective questions. When you engage subjective questions in
CPS, you can associate them to a rubric, and award the students points based on your rubric. You
can include this grade information in the Gradebook tab. This section will show you how to
+ Create a rubric
+ Associate a rubric to a subjective question
+ Edit a rubric
+ Copy a rubric
+ Delete a rubric

Create a Rubric

1. Open CPS from your desktop icon.

2. Click the Lessons tab.

3. Click the Settings menu item and choose Rubric Wizard.... The Rubric Wizard appears.
Your next few steps will depend on whether or not you have created a rubric in CPS
before. Follow the steps below to create a new rubric.

If You Have Never Created a Rubric...

The CPS Performance Question Wizard

appears.

a.
b.

Fill in the Rubric Name box.

Choose the number of
categories from the Total
Number of Categories pull-
down menu.

Click Next to continue.
Type in the names of your
categories, or leave the
default names and click
Next.

Verify that the information
you entered previously is
correct. Click Back to edit
the information and Next to
save it.

Click Done to save your

rubric and return to the Lessons tab.

i~ Performance Huestion Rubric [nformation — Helpful Information =
sEi
3 Enter the information for wour nbric. =
Move your mouse over any
setting to zee further
information about that setting.
Rubric Marne: I
Enter the name of pour nbric,
Total Number of Categories: 1 =]
1 -
3 =
‘_ You may contact elnstiuction technical
5 support at techsuppi@einstruction.com
5 or B88-333-4988 for additional help.
7
3 -
e w
Instruction
Cancel | Mext »» |
Figure 44: Creating a rubric for the first time using the CPS
Performance Question Wizard
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If You Have Previously Created a Rubric...
The CPS Performance Question
Wizard appears. Any rubrics you have
already created will be in the Existing
Rubrics list.

g. In the New Rubric section,
check the box labeled
Create New Rubric.

h. Select a name for your
rubric and how many
categories (1- 8) you want
for your rubric and click
Next.

1. Choose names for your
categories, or leave the
default names and click
Next.

j. Verify that the information

1s correct. Click Back to

#+' CPS - Performance Question Wizard o [T 3
— Performance Question Fubric: r~ Helpful \nformalionﬁ‘—
13
r~ Mews Rubric: -
Create a new rubric. Move your mouze over anp
setting to see further
Create New Bubric information about that setting.

Go ta the nest step in the wizard,

Select a wibric fram pour list of existing rubrics to edit,
delete or copy.

" Existing Rubrics |
% Standard Rubric

“Y'ou may contact elnstuction technical
support at techsupp@Eeinstruction. com
or B888-333-4988 for additional help.

* Edi e . .
L] Instruction
LCancel I

Figure 45: Creating a rubric with the CPS Performance Question
Wizard

change it and Next to continue.
k. Click Done; your rubric information is now available to associate with questions.

Associate a Rubric to a Subjective Question

1.

Open CPS from your desktop
icon.

Click on the Lessons tab.
Double-click on a subjective
question. The CPS Question
Author window appears.
Choose the rubric you
created in the Associated
Rubric drop-down box.
Save your question and close
the CPS Question Author
window to return to the
Lessons tab.

CPS - Question Author - Question #12.
Question  Format  Options  Tools

‘ﬂ TN E E B =175 =1 emplete [Ferfomance Buestion - ‘D\m:u\wmm

Associated Rubric:

DBQ Rubric

Figure 46: Choosing a rubric to associate with a subjective question

@ NOTE: If you use the Performance Question template and you use
CPSOnline, on the CPS Session Setup window make sure to uncheck the
Automatically Upload box.
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Edit a Rubric

You can edit existing rubrics in CPS. To edit a rubric

1. Click the Settings menu and =T
ChOOSG Rubric Wizard.... ~ Perfarmanice Question Rubric: —He\pfullnformatmnﬁk—
The CPS Performance L s Move your mouse over any
Question Wizard appears. PS5 1 cenomnaee e

2. Click the circle next to the Fuising Fubic ata e e e e et
Edit OptiOIl so that a dot % g:llztcetoarrgob;; from your lst of existing rubrics to edit,
appears. Click Next. Eviting R [

3. Edit the Rubric Name or LR
Total Number of e

or B88-333-4988 for additional help.

Categories. Click Next.
4. Edit any of the category

names. Click Next. ”: . _Dses | inst,guctm n
5. Verify that your rubric /f S

information is correct: click

Back to change the grcel |

information and Next to Figure 47: Editing a rubric from the CPS Performance Question

continue. Wizard

6. Click Done to save your rubric and return to CPS.

Copy a Rubric

You can copy a rubric in CPS. To copy a rubric

1. Click the Settings menu and o]
choose Rubric Wizard.... - Performance Guestion Flubric —Helpfuunrmmatiani‘#
The CPS Performance i M o e G
Question Wizard appears. % I Creale New Rubric e sefting.

2. Click the circle next to the e
COpy option so that a dot % a:llzgoalrgggjrmm yaur fist of existing rubrics to edi, E{P:;I; ;ths‘ub;ittcon and click Next to
appears within the circle. T I
Click Next. e

3. Edit the Rubric I;Iame and Y%%";t;tgtd;gs'fpé@;m'tIih‘:m'
Total Number o
Categories. Click Next. B

4. Edit the category names. i == Instruction

Click Next.
: /"

Verify that your information
1s correct: click Back to

change the information and _Coned | e |
. Figure 48: Copying a rubric in the CPS Performance Question

6. Click Done to save your Wizard

changes and return to CPS.
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Delete a Rubric

You can delete existing CPS rubrics. However, keep in mind that when you delete a rubric, any
performance questions associated with the rubric are no longer associated to a rubric. To delete a
rubric

1. Click the Settings menu and =[01x]
Choose Rubric Wizard... —F’ir:;n;a;z:iuest\on Fiubric: —He\pfullnformatmnjk—
The CPS Performance % t et Hos rist mosac yues 20m
Question Wizard appears. el e

2. From the Existing Rubrics E e
list, select the rubric you [ el R
would like to delete. Estig Fusrics |

3. Clle the Delete bUtton on ®Standardﬁubnc “r'ou may contact elnstruction technical
the rubric. A delete e
confirmation window
appears. - = e .

4. Choose OK to delete the r Copy ,—‘ |ﬂ§,l,.!l,!3thﬂ
rubric or choose Cancel to /’
cancel. You will return to the
CPS Performance Question Gl |

Wizard. Figure 49: Deleting a rubric from the CPS Performance Question
5. Click Cancel to exit the CPS  Wizard
Performance Question Wizard and return to CPS.

Import Lessons

You can import lessons both from CPS and from non-CPS applications to engage in CPS. This
section will show you how to

Import CPS lessons

Import Scanner Results

Import lessons from Word

Import ExamView lessons

Import PowerPoint Presentations

++++ 4+

Import CPS Lessons

CPS lets you import pre-existing lessons from other CPS databases. This import function is a real
time-saver for busy instructors. For example, if you have a lesson in a database for a marketing
class that would be beneficial for your management class to review, you can import the
marketing lesson to the management database.

1. Open CPS from your desktop icon.
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2. Open the database into which you want to import the lesson, and click the Lessons tab.

3. Select the target lesson into which
you want to import another lesson.

A

Toolz

4. Click
appears.

5. Choose Import. Alternatively,
right-click the selected lesson
name and choose the Import
command from the shortcut menu.
The CPS Import Lessons window
appears.

6. Click the Browse button. An Open
dialog box appears.

7. Select the path and file name of the
lesson you want to import, and
click the Open button. The path
and file name appear at the top of
the CPS Import Lessons window.
Any lessons in the database appear
in the larger text area of the dialog.

8. Select individual lessons from this

A pop-up menu

CP5 - Import Lessons ll

Chooge the CPS Databaze that contains the Lesson(z) you wish to import,

Browse... |

Chooze the Lesson or Lessons you wizh to import,

CADocuments and Settingshrachel hiatthty DocumentshCPS D atabaseshBth
Grade.cps

Clear Al |

Addition Quizzes
Chapter 1 - Addition
Chapter 2 - Subtraction

Cancel |

Figure 50: Importing a CPS lesson to another database

database by clicking in the box beside each lesson name.

@ NOTE: When you select a lesson that has child-level lessons, the child-level

lessons are automatically selected as well.

9. Click OK when you have selected all desired lessons. Depending on the lesson sizes and
the speed of your processor, this import may take some time. The imported lessons
appear on the lesson side of the Lessons tab. You can edit questions and deliver imported
lessons the same as you would any you authored with CPS.

@ NOTE: When you import a lesson from one database to another, any
standards or classes in the database from which you are importing are not
imported into the target database.

Import Scanner Results

Scanner testing is a frequently used form of answer collection during exam delivery at both the
K-12 and Higher Education levels. With CPS, these scanner results can be imported into your
CPS database and compiled to generate comprehensive reports. After scanning student’s results,
follow the directions below to import the data into your CPS database. To import scanner results

1. Open CPS from your desktop icon.

2. Open the database into which you want to import the scanner performance results.
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3. Create a FastGrade lesson with the correct number of questions and answers to

correspond with the scanner file’s answer key.

@ NOTE: Be sure to include a unique identifier in the CPS Lesson Attributes
window when creating the FastGrade lesson. This unique ID should match the
Test ID input into ScanTools II when recording scanner results. Doing so will
ensure consistency between the CPS lesson and imported scanner file.

&

4. Click [LT22: | A pop-up menu appears.
Choose Create Scanner Session. The Feature Activation dialog box appears, prompting
you to enter the activation key for the

9]

scanner feature.

6. Use the key provided with your CPS
system from NCS Pearson, or call
elnstruction at 888.333.4988 for an

activation key. Once activated, the import
form will be displayed now and on future

executions.

7. Click the Show icon to view a list of the

lessons in your database.

8. Select the lesson that corresponds with the
scanner file you are importing and drag it

Feature Activation

The scanner feature for this installation of The Classroom Performance System has not been activated,

If you received an activation key with your scanner, please wpe it in the box labeled “Activation Key'' below.
The activation key that came with your scanner is only licensed for this installation of The Classroom
Performance System. If you would like to activate a scanner for other installations of The Classroom
Performance System, please call elnstuction at 1-888-333-4588,

If you da nat have an activation key, wou may purchase one by calling elnstruction at 1-888-333-4988. The
activation key will only be licensed for thiz installation of The Clagsroom Performance System. If you would
like tor activate a scanner for other installations of The Classroom Performance System, please note this when
caling,

Activation Code: BAN3RAE4ES

Activation Keyp: ||

|

Figure 51: Activating a scanner session from the
Feature Activation dialog box

into the Lesson box on the upper right side of the Create Scanner Session window. The
Lesson title, ID, and number of questions will appear in the Lesson box.

9. Click Browse and search for the scanner file you are importing.

10. Select a class that contains students corresponding with the scanner file you chose. The
student IDs in your CPS roster must match with the student IDs in the scanner file.

11. Continue inputting your setup preferences.

+ Click Create once you have input all required data. The Session Summary window
may appear showing any issues experienced during the session import.
+ Click Yes if you desire to store the session in your database and No if you do not.

If you select Yes, your scanner session will be imported and available for generating extensive

data reports via the Reports tab.

If you select No, the Create Scanner Session window will appear allowing you to either make
any preference changes before importing again, or cancel the session all together.
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Import Lessons from Microsoft Word

The Import from Word feature will allow you to quickly import RTF-formatted questions into
CPS. At this time you will not be able to import tables from Word into CPS. To import your files
Open your file in Microsoft Word. You will need to format your document before

1.

9]

S

importing it. Please see CPS Import
from Word Format for more

information.

Click the Save as option from the File
menu. The Save as window will open.
From the Save as type pull-down menu,
save the file as a Rich Text Format
(*rtf) document.

@ NOTE: Make sure you save
your file in a folder that you
can find later. To save a file

to a particular location, use
the Save in pull-down menu.

21

=] @-3 @ X Cu £ - Tools+

umer
Rich Text

.
late (*.dol
i at (.
‘Plain Te: bt
WinHelp RTF (*.rtf)
Word 97-2003 & 6.0/95 - RTF (*.doc) =
Iworks 6 08 7,0 (*wns) 2

Figure 52: Saving a file as an RTF document in
Microsoft Word

@ NOTE: You will not be able to import tables from your RTF document into

CPS.

Open CPS from your desktop icon.
Click on the Lessons tab.

&

Tools

Click A pop-up menu appears.
Choose Import....
Click on the Browse button. The Open

dialog box will appear. Use the Look in:

pull-down menu to view the folder your
file is in. Use the Files of Type pull-
down menu to view RTF files.

Click Open and CPS will begin
importing your files from Word.

S

open 21 ]
Loak in: I::_‘J Lessons j & = E5-
W additiond it
File: name: I Bren I
Files of type:  |RTF files =] B |
CPS Databaszes
Codh Files
ML Files
All Files

Figure 53: Importing an RTF lesson into CPS

@ NOTE: You can import files from other word processors, such as MS Works,
WordPerfect, or Word Pad as long as you can save the files as RTF.
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CPS Import from Word Format

Before using the Import from Word feature, your question and answer stems must be formatted
so they can be imported into CPS. Use the following table and the example below the table to
properly label your questions. Please remember that a Question Type label is required for each
different type of question.

Table 1: Import from Word format

Label Description

TITLE: Lesson title (required)

True/False True or False question type

Multiple Choice Multiple-choice question type; up to 8
multiple-choice answers (MCS)

Yes/No Yes or No question type

Numeric Numerical answers question type (RF only)

ANS: Answer to the question (required)

STO: and OBJ: State Standards or Objectives (not required)

MOE: Margin of Error (not required): CPS can accept
a range of answers for a numeric question (RF
only)

NOT: Notes (not required)

Example:

TITLE: this label signals the title to your lesson. (Required)
Addition1 the title of your lesson

True/False this label identifies the question type (Required)
1. Four plus seven equals twelve.

ANS: F the “ANS” label identifies the correct answer. You must include the colon “:” (Required)

Multiple Choice this label signals the start of a different question type. (Required)
4. The sum of 11 and 5 is

a. 15
b. 16 Use a., b., c., and so on to mark answer choices (Required)
c. 12
d.7
ANS: B STO: Understanding Numbers OBIJ: 3-4.2 You can include the

standards and objectives on the
same line as the answer stem.

NOT: CPS supports up to eight multiple-choice answers (MC8) an optional Note.

Numeric this label signals the start of a different question type (Required)
6. What is 12 plus 13?

ANS: 25 MOE: 1 the Margin of Error means that CPS will count the answer correct
for any response ranging 1 more or less than the actual answer (24 — 26)
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TITLE: Addition1

True/False
1. Four plus seven equals twelve.

ANS: F

Multiple Choice
4. The sum of 11 and 5 is
a. 15
b. 16
c. 12
d.7

ANS: B STO: Understanding Numbers OBJ: 3-4.2
NOT: CPS supports up to eight multiple-choice answers (MC8).

Numeric
6. What is 12 plus 13?

ANS: 25 MOE: 1

Figure 54: Creating a correctly imported RTF lesson

Additional Rules for Formatting and Importing

Below are some additional rules for importing your RTF document into CPS.

+ Title your lesson - Remember to include the Title stem so that CPS can find the title to
your lesson.

+ Question Type (required) - Make sure you use a new Question Type label each time
you change question types. Put the label above your question. Press the Enter or Return
key and move to the next line.

+ Question Stem (required) - Number your questions, put a period after the number, then
put at least one white space (Spacebar or Tab key). After the white space, type the text
for your question. If you are making an essay question, you may use multiple paragraphs.
Press the Enter or Return key to start a new question or enter the answer stem.

+ Answer Stem (required) - Always put your answer stem (ANS: ) on a new line. If you
do not put any information after ANS:, your question will be imported as a performance
question. However, you must have an answer after the ANS: if you are using multiple-
choice, true/false, yes/no, or numeric questions.

+ Standards and/or Objectives (not required) - Including Standards and/or Objectives in
your RTF document is optional. You may put them on the same line as your answer stem.
After STO:, OBJ:, or NOT:, type your information. Whatever you type after STO: or
OBJ: will be the Standard or Objective name when the file is imported to CPS.

+ Margin of Error (not required) - When you use MOE:, you can set CPS to accept a
range of answers for a numeric question. This feature only works with the RF systems.
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+ Use only supported features for import
=  Superscript
=  Subscript
= Pictures (.bmp, .gif, .jpg)
=  Charts
=  Symbols
= Strikeout
= Font (size, type, and color)

Import ExamView Lessons

You can import ExamView 5 or earlier tests and quizzes into CPS. You can then engage these
tests or quizzes just like any other CPS lesson. However, you will not be able to edit the
questions of an imported ExamView lesson in CPS. To import an ExamView lesson

1. Open CPS from your desktop icon.
Click the Lessons tab.
Right-click on the ExamView folder in the lesson side. A pop-up menu appears.
Choose Add file. The Add Files window appears.
Browse through your computer until you find the ExamView file you would like to
import.
6. Click Open.

el

@ NOTE: If you're importing an ExamView file for the first time, a pop-up
window will appear, and ask you to choose your state. After you select your
state from the pull-down menu, you can engage your ExamView lesson.

The ExamView file imports to the ExamView folder in the Lessons tab. You can engage this
lesson like any other CPS lesson.

Set ExamView Options

When you import ExamView lessons into CPS, you can alter the ExamView options to filter out
certain question types, change your state standards, and change the magnification on ExamView
questions. To set your ExamView options
1. Open CPS from your desktop icon.
2. From the Settings menu, choose ExamView Settings. The ExamView Options window
appears.

+ Question Types — Select the question types you would like to display in CPS. Any
question types with checkmarks will be available in CPS; CPS will filter out
unchecked question types.
= True/False (default)
= Modified True/False (default)
=  Multiple Choice (default)

CPS 4.0 Users Guide 53



For more information on engaging ExamView lessons, please see Engage ExamView Lessons.

Import PowerPoint Presentations

= BiModal (default)
=  Yes/No (default)

* Numeric Response
=  Completion

= Matching

= Short Answer
= Problem

= Essay

= (Case

= Other

4+ Restore Default — Click this button to

restore the default question types.

+ Standards — Choose your state from
the State pull-down menu to set the
standards to which CPS associates
your questions.

+ Zoom — Set the magnification level of

the question in the CPS Content

Delivery window.

Click OK to save your changes and return

to CPS.
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=00 =

%' |ExamYiew Options

r~ Question Types

Select the Examiiew question tppes you would like displayed in
CPS. The checked guestion types will be displayed in the Lessons
list wiews on the Lessons tab. The unchecked twpes will be filkered
ot

v True/False I Matching®
W Madified True/False I Short Answer
¥ Multiple Choice I~ Problem®

¥ Bitodal I~ Ezzay®

¥ ‘fesNo T Case*

[ Mumenc Besponse™ I Other®

™ Completion®

*Delivered as "erbal MCS" in TMA I Selectal

mode.

“Delivered az Werbal MCE" in TM&
mode or Mumeric with CPS RF pads.

Restore Default I

State: | T - hiitial %: 140 ¥

— Standard "ZDDI‘H
|

Figure 55: Setting ExamView options from the
ExamView Options window

@ NOTE: If you import a numeric question with more than 12 characters into
CPS, CPS automatically changes the question type to subjective.

You can import PowerPoint presentations into CPS to engage as a lesson. To import a
PowerPoint presentation

1.

6.

Open CPS from your desktop icon.
Click the Lessons tab.

Right-click on the PowerPoint folder. A
pop-up menu appears.

Choose Add File. The Add File window
appears.

Browse through your computer until you
find the PowerPoint presentation you

would like to import.
Click Open.

Add Files N 2]l
Look in: I ) PptImages and Presentations j "= EF Ef~
jnrt and Culkure of the Weimar Republic,ppt:
_1Chi‘in Dynasty.ppt
_]Hippocrates.ppt
_1K-12 Presentation.ppt
_]The Peloponnesian Wars.ppt
File name: I Open I
Files of lwpe: IPowerF’o\nt Files j Cancel |

Figure 56: Importing a PowerPoint presentation to
CPS

The PowerPoint presentation appears in the PowerPoint folder in the Lessons tab. For
information on engaging a PowerPoint presentation in CPS, please see Engage PowerPoint
Presentations.
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el SEARCH

el SEARCH is an online search engine within CPS that allows you to search for CPS content to
integrate into your lesson plans. You can browse through elnstruction content or, if you have an
Adoption Code, through content for specific textbooks. This section will show you how to

+ Search for content

+ Import content

+ Upload content (curriculum coordinators and publishers only)

Search for Content

Before you can search for content in el SEARCH, you will need to login to your el SEARCH
account. This section will show you how to

+ Create an el SEARCH account

+ Login to an el SEARCH account

+ Find content

@ NOTE: If you have an existing CPSOnline Username and Password, you can
login to el SEARCH using that account. For more information, please see
Login to an el SEARCH Account.

Create an el SEARCH Account

el SEARCH allows you to search through elnstruction’s repository of content. To create a
SEARCH account

1. Open CPS from your desktop icon.

2. Click the Lessons tab.

e

3. Click 8] The el SEARCH main page appears in the question side of the Lessons tab.

7¥ CPS - C:\CPS_Databases'Beta databases'MylLessons.cps ) =101 x|
File 3Settings Help
% Lessons % Standards v Team Activities | b Elassesl @ Reports | EA Gradebook

X & & @ A~y B

@ Up Down Miew

Yerbal Questions  Engage Lesson(s] Tools SEARCH
E=-|§] Mylessons.cps
) Welcome To SEARCH

Titing

eading Comprehenzion
diting Technical Documents
{1 PowerPaint

{:I E wamifiew

“iew Sample Content

Login to SEARCH

Create a SEARCH dccount

About SEARCH elnstruction. com

Figure 57: Viewing the el SEARCH main page in the Lessons tab
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9.

Click Create a SEARCH Account.
The CPS SEARCH Account Wizard
appears.

Choose your institution type.

Click Next to continue.

Enter your Instructor Setup Code.
elnstruction will provide you with this
code before you create your account.
If you do not have an Instructor Setup
Code, please contact elnstruction at
888.333.4988.

Click Next to continue.

Confirm your school by clicking Next.
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§ CPS - SEARCH Account Wizard N =] JES
~ Institution Typ ~ Helpful Information =
7
*

W Please choose the type of institution below

that best represents pou of your organization. Higher Education: Inludes

universities, junior colleges, and
e technical institutions.

g o i e K12 Inchuides elementary, middle,
and high schools.

K12
Other: May include a business,

= Other military, or nor-profit organization.

'
Instruction

anging the faca of o

LCancel Hest »>

Figure 58: Creating a SEARCH account from the CPS
SEARCH Account Wizard

§ CPS - SEARCH Account Wizard N =] JES
~our Instiucter Setup Cod ~ Helpful Information =
7
*

Please enter your Instructor Setup Code.

For more information, please cantact
elnstiuction support at 585 3334988 or
by email at techsupp@einstruction, com

Instructor Setup Codes are sent in an
email fram elnstuction.cam, titled
“Instructar Setup Code”,

'
Instruction

anging tha faca of

LCancel << Back Hest »>

Figure 59: Entering the Instructor Setup Code in the CPS
SEARCH Account Wizard

#' CPS - SEARCH Account Wizard § -0 x|
i~ Confirm rour Schoaol r~ Helpful [nfarmation ‘ﬂ
1z
->» ®
The informal tered indicates that
* c,;:ﬁ,\;gﬂnﬂ;g’;gs:lz. ClECinCales e oG IF thiz is not the comrect school please

uge the Back buttan to verify your

SEARCH Demonstration Elementary icter: Lo

*r'ou may contact elnstruction techrical
support at techsupp@elnstruction.com

Press Neat if the above information is conect SRR LR R e e

Press Back ta make any changes.

e o
Instruction

anging tha facs of adu

LCancel << Back

Figure 60: Confirming your school in the CPS SEARCH
Account Wizard
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: Il
Enter User Information i

~Mew Usemname snd Password ~ Helpful Information ‘j
: Please choose a unique usemanme and password. For example, -
4 you could use your first name and the last four digits of your

1. Create a Username and Password.
. . one number as your usename. Please select and enter a unigue
2. Click Next to continue. shorm bty e

*Isemame Temembet,

| If you need help with pour usemame
and password, please contact

elnstiuction technical support at

; . 9068-333-49808 or

Paszmard ‘Confirmn Password techsupp@einstruction.com

This username and password is used
to connect to CPS Online.

* indicates a required field.

e
Instruction

LCancel << Back Hest »>

Figure 61: Creating a SEARCH Username and Password
in the CPS SEARCH Account Wizard

. =
3. Enter your First Name, Last Name,

—Account Information r~ Helpful [nfarmation

and Email address. Optionally, you i{ Please enter the following account information ‘?‘
. To create an account you must enter
can include your phone number or =% P e e e, o

Teacher Code. . e

unigue indentifier for vour school's

. . management system. Teacher Codes
4. Click Next to continue. LastHae et savedta CPS i,
*Email Address

Phone Ext
Teacher Cods

e
Instruction

LCancel << Back Mest »>

Figure 62: Entering user information in the CPS SEARCH
Account Wizard

5. Click Next to create your account, or ks

Click Back tO make Changes tO - eady ta save paur information

Previous pages. e e,
6. Click Done to exit the CPS SEARCH

Account Wizard and return to the e e

SEARCH main page. The SEARCH
main page now shows any available
content for you to add to your CPS
lessons.

e
Instruction

Piess Back if you wish to change any data

LCancel << Back
Figure 63: Completing the CPS SEARCH Account Wizard
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Login to an eI SEARCH Account

If you have an existing CPSOnline Username and Password, you can use your login information
to login to el SEARCH. Additionally, if you did not have an existing login and created an el
SEARCH account, you can use your login information to access el SEARCH from CPS. To
login to an existing el SEARCH account
Make sure to connect your computer to the Internet.

1.
2.
3.

7.

Open CPS from your desktop icon.
Click the Lessons tab.

e

Click 5 ] The el SEARCH main page
appears in the question side of the
Lessons tab.

Click Login to SEARCH. The CPS
SEARCH Login Wizard appears.
Choose your institution type and click
Next to continue.

Choose Existing User (I have a
Username and Password) and click
Next to continue.
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S
~ Institution Typs ~Helpful Inlolmatluni'j
f
*
Flease choose the type of institution below
@ that best represents you or your organization Higher Education: Includes
universities, junior colleges. and
5 technical instittions.

Ll sy K12 Includes slsmentary, midd,
and high schoals,

K12
Other May include a business,

™ Other military, or non-profit arganization.

Instruction
Cancel Mest 3>

Figure 64: Logging in to el SEARCH from the CPS

SEARCH Login Wizard

i+ CPS - SEARCH Login Wizard

=101

i Mew ar Existing User

€ e pou s new o an existing CPSOrline user?

£~ Mew User (| do nat have a userame and pagsword]

- Helpful Information

<

Move your mouse over any
selting to see further
information about that setting.

“fou may contact elnstuction technical
support at techsupp@einstiuction, com
or B88-333-4388 for additional help.

e
Instruction

Cancel << Back Mext »»

Figure 65: Logging in as an existing user in the CPS

SEARCH Login Wizard
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]
8. Enter your el SEARCH account username ST SO e —
. i~ Usemame and Pa: rd i~ Helpful Infarmation -
and password (or your CPSOnllne ip Please enter your usemame and password for your CPSOnline '.i{
. = account
username and password). Click Next to = PiorstorLogh o St
. T, login to CPSOnline when CPS staits
Contlnue' I you need help with your username
and password, please contact
elnstiuction technical support at
— 888-333-4988 or

CPS logs you in to your el SEARCH account,
where you can find and import content for your
lessons.

Prompt for Login at Statup

techsupp@einstruction.com

This username and password is used
to connect to CPSOnline.

#indicates a required field.

\é, . )
Instruction

ianging the facs of sdu

Cancel

<< Back Nest 53

Figure 66: Entering your username and password in the

CPS SEARCH Login Wizard

Find SEARCH Content

You can access elnstruction sample content directly from the el SEARCH main page, without
logging in; or you can login to el SEARCH to access content specifically for you or your school

district. To search for content
1. Open CPS from your desktop icon.

2. Login to your el SEARCH account. For more information on creating an el SEARCH
account or logging in, please see Create an el SEARCH Account or Login to an el

SEARCH Account. Your SEARCH home page appears with any content already

available to you.

77 CPs - C:\CPS_Databases'Beta databases\MylLessons.cps

File Settings Help

B Lessons %%y Standads

¥ @

Yerbal Questions  Engage Lesson(s]

E\j{] MyLessons.cps

= “wiiting

=8 Reading Comprehension

=8 Editing Technical D ocuments
&3 PoweiPoint

-] Examtiew

W Team Activities

88 Closses

4 @

Tools SEARCH

@ Reparts EA Gradebook

Books Available To You, Your Campus, And Your
District

Engaging Kids In
Math Gr 1

Marketing: The
Core 2/e

| The Art of Public
—| Speaking, 9/

Engaging Kids in
fath 5th Grade

2004 TAKS
Released Test -
Grade &

_ EKI fath Grade 4
|
?'é‘.

Poweerfoint

Presentations

_1ol x|
- w F
Up Dowrn View

Human Resource
Management 10/e

Engaging Kids in
Math Sth Grade
TEXAS

Figure 67: Viewing the SEARCH home page with content
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3. Browse through your content to find the textbook or content information you would like
to import.

4. 1If you do not have any content or do not see the content you would like, enter a textbook
Adoption Code into the Adoption Code box and click Go. el SEARCH will retrieve the
textbook data available from your Adoption Code. If you do not have an Adoption Code,
please contact your textbook publisher or elnstruction Technical Support at
888.333.4988.

Import Content

Once you find the content you would like to import, you can “drag and drop” the content directly
into the Lessons tab. You can import entire lessons, PowerPoint presentations, or individual
questions from a lesson. This section will show you how to

+ Import entire content lessons

+ Import specific content questions

+ Import PowerPoint presentations

Import Content Lessons

You can import entire content lessons from your content in el SEARCH. To import content
lessons
1. Make sure to connect your computer to the Internet.
2. Open CPS from your desktop icon.
3. Click the Lessons tab.
4. Login to el SEARCH. For more information on logging in to el SEARCH or creating an
account, please see Login to an el SEARCH Account or Create an el SEARCH Account.
Your SEARCH home page appears with any available content.
5. Browse through SEARCH to find the content you would like to import.

6' Clle On the tethOOk lmage Or Z¥ CPS - C:\CP5_Databases'Beta databases',Myl essons.cps
book title to view all the lessons. | & st e _
7' Clle and hold dOWl’l the left % Lessons % Standards | ?? Team Activities | @ Classes % Reports | Ed Gradsbook
mouse button on the chapter you P4 () & E)
WOllld like to import' V;alﬂuesliuns Engage Lesson(s] Todls . u:EDA;I:LC; o
. - MyLessons.cps - :
8. Holding down the left mouse =R # GhipitTige: Fo Tioirg REBarch
Grammar » Chp & Critical Thinking
button, drag your mouse to the B seelig + Chp 7 Statistics
. . TAKS Wntu.ng # Chp 7 Testimon:
lesson side (left-hand window of || D% Oy Uskalarguageioouah| (1 7 Coica Tinking
the Lessons tab) to the lesson to e ey e \ T
which you would like to import 7 Evarien » g e
. *
e Chp & Organization is Important
the content. CRS imports th i
lesson content into the existing : Mo
# Chp ) The Preparation Outline
CPS leSSOH. ® Chp 10 ghe Speaking Cutling
e Chp 10 ical Thinkin:
# Chp 11 Using Language dccuratel
» Chp 11 Using Language Clearly
® Chp 11 Using Language Wividly
» Chp 11 Using Language Appropratel

Figure 68: Importing a lesson from el SEARCH to the Lessons tab
If you drag the SEARCH content lesson to your main database name, CPS will ask you if you
would like to create a new lesson for the content.
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Import Specific Content Questions

In addition to importing entire lessons of content, you can import specific questions from a
lesson. To import specific questions

1. Make sure to connect your computer to the Internet.
Open CPS from your desktop icon.
Click the Lessons tab.
Login to el SEARCH. For more information on logging in to el SEARCH or creating an
account, please see Login to an el SEARCH Account or Create an el SEARCH Account.
Your SEARCH home page appears with any available content.
Browse through SEARCH to find the content you would like to import.
Click on the textbook image or book title to view all the lessons.
Click on the lesson to view lesson questions.
Click and hold down the left mouse button on the question you would like to import.
Holding down the left mouse button, drag your mouse to the lesson side (left-hand side of
the Lessons tab) to the lesson to which you would like to import the question. CPS
imports the question into the existing CPS lesson.

Rl el

A

7¥ CPS - C:\CPS_Databases'Beta databases\Myl essons.cps j = IDIﬂ
File Settings Help
% Lessons % Standards | v Team Activities a Classes @ Feports | B Gradebook
X & 4 @ - B
@ Up o Down Miew
Yerbal Questions  Engage Lesson(s) Tools SEARCH
-] MyLessons.cps s
) witng Books Available To You, Your Campus, And Your
rammar
peling sl
AKS Wi ikt
hp 11 U Language Accurately
% Reading ComprehBhzion
- Edll\n.g Technical Doguments fwailahle Books » The &t of Public Speaking, 9/ Lessonz » Chp 11 Using Language &pproprately Questions
{:l PowerPaint
-2 Examiiew \ ;
The Art of Public Speaking, 9/e
\ s PUBLIC |
SPEAKING
Drag the‘question links below to a CPS lesson to download.
1. Lané&ge that iz approprate for some occasions may not be approprate for others,
2. Using inclusive language is an important part of being an audience-centered public speaker
Top of Page
4 3| E

Figure 69: Viewing specific content questions from a lesson in el SEARCH

You will be able to see the content question from the question side (right-hand side of the
Lessons tab) when you select the lesson which contains it.
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Import PowerPoint Presentations

You can import specific PowerPoint presentations, associated with textbook content, from el
SEARCH. To import a PowerPoint presentation
1. Make sure to connect your computer to the Internet.
2. Open CPS from your desktop icon.
3. Click the Lessons tab.
4. Login to el SEARCH. For more information on logging in to el SEARCH or creating an
account, please see Login to an el SEARCH Account or Create an el SEARCH Account.
Your SEARCH home page appears with any available content.
5. Browse for the textbook which contains PowerPoint presentations you would like to
import.
6. Click on the PowerPoint Presentations link next to the textbook with content you would
like to import.
7. Click and hold the left mouse button on the presentation you would like to import.
8. Holding the left mouse button, drag your mouse to the PowerPoint folder on the lesson
side (left-hand side of the Lessons tab).

7¥ CPS - C:\CPS_Databases'Beta databases\Myl essons.cps k. ;Iglil

File Settings Help

% Lessons % Standards | v Team Activities a Classes @ Feports | B Gradebook
@ -
& o Gv% % Up o Down Miew
Yerbal Questions  Engage Lesson(s) Tools SEARCH
EIL&J Mylessons. cps =
" 28 Wing Books Available To You, Your Campus, And Your

Grammar
Speling
TAKS Wihiting
Chp 11 Using Language Accurately
% eading Camprehension

Edll\n.g Tiechnical Documents dyailable Books > 2004 TAKS Released Test - Grade 6 Lessons
-0 Powemist -
D Examivies

de at

2004 TAKS Released Test - Grade 6

N, e

A

Drag the files below to the CPS PowerPoint folder or subfolder to download,

/

e (4 orf taks Reading. ppt

Top of Page

Figure 70: Importing a PowerPoint presentation from el SEARCH

The presentation appears in the PowerPoint folder, where you can engage the presentation. For
more information on engaging a PowerPoint presentation, please see Engage a PowerPoint
Presentation.
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Upload Content

Only publishers and curriculum coordinators can upload content to el SEARCH. el SEARCH
then makes this content available to specific teachers or groups of teachers through Adoption
Codes and Instructor Setup Codes. For more information on uploading content to el SEARCH,
please contact elnstruction at 888.333.4988. This section will show you how to
+ Create a publisher or curriculum coordinator el SEARCH account
+ Upload textbook content

Chapter 3: Creation Functions

Create Publisher/Coordinator eI SEARCH Account

Before you can upload content to el SEARCH, you will need to create an el SEARCH Account.
To create an el SEARCH account

1.

2. From the Lessons tab, click [ZE4AtH

Open CPS from your desktop icon.

e

The el SEARCH homepage appears
in the question (right-hand) side of
the Lessons tab.

Click Create a SEARCH Account.
The CPS SEARCH Account Wizard
appears.

Choose Other or K-12 and click
Next to continue.

Enter your Instructor Setup Code.
elnstruction will provide you with
this code before you create your
account. If you do not have an
Instructor Setup Code, please contact
elnstruction at 888.333.4988. Click
Next to continue.

3! CPS - SEARCH Account Wizard il o ] JET|
i~ Institution Typ = Helpful Infarmation ‘j‘
I
&
Please choose the type of institution below .

W that best represents you of your organization. Higher Education: Includes
universities, junior colleges, and
technical irtitutiors.

€ Higher Educstion K12 Includes slemantaty, middle,
and high schoals.
K2
Other: May include a business,
& il military, or noprofit organization.
Instruction
LCancel Mext >
Figure 71: Creating a SEARCH account from the CPS
SEARCH Account Wizard
3! CPS - SEARCH Account Wizard il o ] JET|
r—our Instructor Setup Cods = Helpful Infarmation ‘j‘
I
7 '
= Please enter your Instuctar Setup Code. e Lo desas o nc
elnstruction support at B88-333-4988 or
“ by email at techsuppEeinstiuction. com
Instructor Setup Codes are sent in an
email from elhstruction. com, titled
“Instructor Setup Code™
Instruction

LCancel <« Back Mext >

Figure 72: Entering the Instructor Setup Code in the CPS

SEARCH Account Wizard
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6. Confirm your publisher company or

school district by clicking Next.

Enter User Information

1.

2.

3. Enter your First Name, Last Name,
and Email Address. Click Next to

Create a Username and Password to

use in el SEARCH.
Click Next to continue.

continue.

Chapter 3: Creation Functions

1+ CPS - SEARCH Account Wizard ) =10lx]

i~ Helpful Information——————————
(25
*

IF this is not the correct school pleass:
use the Back bulton to verify your
Instructor Setup Cods.

i~ Confirm “'our School

? The infarmation you entered indicates that you are
crealing an account at

University Press
You may contact elnstruction technical
suppart &t techsuppt@elnstruction.com

Press Next if the above information i+ comect. R e Ll

Press Back ta make any changes

(4 .
Instruction

Changing the face of sducation

Cancel << Back

Figure 73: Confirming your publisher information in the CPS
SEARCH Account Wizard

1+ CPS - SEARCH Account Wizard ) =10lx]

i~ Helpful Information

~ New Usemamne and Password o
sk
= Please choose a unique usemame and password, For example, H
= you could use your first name and the last four digits of pour

phaone number as your usemame.

Flease select and enter a unique
usemame and a password you will

"zemame remember

| IF pou need help with vour usemame

and passward, please contact
elnstruction technical support at
608-333-4988 or

“Password *Confirm Password techsupp@einstiuction. com

This usemame and password is used
to eonnect to CPSOnline

" indicates a required field.

e ..
Instruction

Changing the faca of aducation

LCancel <« Back Mext »>

Figure 74: Creating an el SEARCH Username and
Password in the CPS SEARCH Account Wizard

i1 CPS - SEARCH Account Wizard ) =]

~ Helpful Infarmation

r—Acoount [nformation

d.ﬂi

To create an account pou must enter
vaur first name, last name, and an
email address.

/f Please enter the fallowing account infarmatian,

Title ll— [Ms.. Praf., Dr.. efc.)
*First Mame
“Last Mame
*Email Address

Phone Ext
Teacher Code

4 Teacher Cade can be used as a
unique indentifier for your schaol's
management system. T sacher Codes
are not saved to CPSOnline

4 .
Instruction

hanging the facs of education

Cancel << Back Mest 5>

Figure 75: Entering account information in the CPS
SEARCH Account Wizard

CPS 4.0 Users Guide 64



Chapter 3: Creation Functions

4. Create your account by clicking Next. A [=n=nttelad] oo appears in the Lessons tab.

Now when you login to el SEARCH using your publisher or curriculum coordinator account,
you can upload content to el SEARCH.

Upload Textbook Content

Once you create a publisher or curriculum coordinator el SEARCH account, you can upload

textbook content to el SEARCH. To upload I
COl’ltel’lt i~ Content Information i Helpful \nlormalioni‘ﬁ;
I— .
1. Make sure to connect your computer A — Mt gas mamton e
Publisher A information about that setting.
to the Intemet' Tille I— Se\ectllthublishel of the book you
. are uploading.
2. Open CPS from your desktop icon. _ ——
3. Click the Lessons tab. _— |
f—i Subject j'
@ Grade Levels:
. i s (s B s s (R
4- Clle Eontentupload The CPS Upload ChE K 1 2: 3 4 5B *Y'ou may contact a\nslu_lt:liun t_en:hnin:a\
Content Wizard appears_ Kz '7_ '9_ ’g_ . '; '; ;?E%g-[aaataticagssufi??ciedlﬁigu"nuacli}lwﬂer\‘pmm
5. Enter the textbook content ki -
information in the fields provided oo | § e
\ ' Instruction
4+ ISBN — enter the book’s ISBN i
number. Cancel Tl 55
+ Publisher — choose a publisher
from the drop-down list. /éigutre ??/V [:'nt(;ring content information in the CPS Upload
o . onten 1zar
4+ Title — enter the book title.
4+ Author — enter the book author’s name.
+ Discipline — select the discipline from the drop-down list.
+ Subject — choose the specific —[oix]
Subject from the drOp-dOWn list_ i~ Upload Content -Helplu\\nfulmalmni.?,#
4+ Grade — Choose HE for a o st sl el
. = iﬂ@@m information about that setting.
Higher Ed book, and K-12 for a g i Secock o chselyu
H iting [ echnic: Uuploa ou may a or Iemove
K-12 book. If you choose K-12, B Evpancn Ut Y Lo oo
. . 2900 - 800 Lessons to Upload box,
CIICk eaCh bOX Correspondlng tO i Click. on‘f;ﬁl to ad:: lh; pl_eﬁenlat\ons
: ou would like to upload with your
the grade for which the book was e i plosduiis
written. A checkmark will appear
il'l eaCh bOOk you CheCk. You m?y ::tonlﬁct elrg:truct\ton ltechnica\
. support &t techsupps e\r_’\s TLCEION. Com
+ B()Ok Image _ optlonally, or §88-333-4988 for additional help.
include a picture of the book’s s
bitmap (bmp) i LB foctruction
‘ cover as a bi mgp (bmp) image. |I1§ql£ll[:tl(ll1
6. Click Next to continue.
7. Browse through the Lessons area to Concel | Bk | Mt

find the content you would like to _ ] _
Figure 77: Moving textbook content as CPS lessons into the

up}oad. CPS Upload Content Wizard
8. Click Add to add content to the

Lessons to Upload area. Click Next to continue.
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9. Click Browse to find any PowerPoint presentation files you would like to upload with the
textbook content. Click Next after you include your files, or if you do not wish to include
any PowerPoint files.

10. Verify the content information in the Verify Information area, and click Next to upload
your content. CPS provides you with the Adoption Code for your textbook content.

11. Click Done to exit the CPS Upload Content Wizard. Teachers can now access your
textbook content by using the Adoption Code.

Standards

The Standards tab allows you to enter your own list or outline of teaching standards. However,
the organizational functions of Standards reach beyond merely setting learning goals for
students.

CPS Standards enable you to create an outline of the state’s, district’s, or school’s standards for a
certain grade level or course of study. You can identify these standards by different types,
according your state’s, district’s, or school’s requirements. CPS has a list of terms to help you
identify the type of standard with which you are working.

Curriculum directors and state or district administrators can use CPS to establish an extensive
outline of the state’s, district’s or school’s goals, then pass that CPS database of standards onto
individual schools/teachers who use CPS in the classroom. This ensures that the standards that a
state, district, or school wants to focus on are known and integrated into teaching plans.

Teachers then take this database and start adding lesson questions, standard questions, classes,
and team activities for their class(es). Question delivery is the same from the Lessons tab and the
Standards tab, while the Reports tab helps summarize and express student data in usable forms.

7¥ CPS - C:\Documents and Settings'rachelhiattMy Documents'CPS Databases' Stand W Grade o ] 4|

Eile Settings Help

% Lessons % Standards | }? Team Activities & Classes E Reports EA Gradehook
e -~ B
& @ G% Do Wisw
Verbal Questions Ergage Standard(z] Toolz
Mumber | Title/Question Stem | Type | Difficulty |
: _ Y Math - 0
=Ry, English N Erigish 1
=Ry, Bth Grade English , Coieradi g

El% Objective 1: The student will derm
El % Objective 2 The student will apph
E% [B.12] Reading/text stucture
= n\\\, Objective 3: The student will use .
E% [6.10) Reading/comprehensi
El% [6.12] Readingstext stucture
i ----- '\\3 [&] Identify the purposes ¢

----- % [C) Compare commumicati
£ % [H] Describe bow the autt
| % Objective 4: The student will apph
% Science

Figure 78: Viewing the Standards tab
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The Standards tab is split into two windows. These windows can either be vertical or horizontal,
depending on your preference. The default is vertical view. To switch views, simply click the
View button located at the far end of the Standards tab.

The left window (top in horizontal view) gives a view of all standards in this open database. We
refer to this as the standard side. The name of the open database is the first item listed in the left
window. Beneath that are parent-level standard names.

If a parent-level standard name has child-level standards, a plus (+) symbol appears next to the
parent standard name. Click that plus symbol to see all child-level standards.

The right window (bottom in horizontal view) lists all of the questions from any highlighted
standard name. We refer to this as the question side. When you highlight the database name, all
standards and the number of questions in the standards, display in the question side. When you
highlight a standard name from the left window, all questions for that standard and any child-
level standards, display on the question side. The question side also displays the number of
questions, the type of question, and its difficulty level.

This section will show you how to
+ Create standards and standard questions
+ Download standards from elnstruction
+ Edit Standards
+ Import Standards
+ Associate Dynamic Standards with questions

Create Standards
You can create your own standards to associate with your lessons. To create a standard

1. Open CPS from your desktop icon. x
2. Click the Standards tab. ]| Baient Distier Gaoiainator oS
G% r«] :It: Standard =]
3. Click [LT=#s_| A pop-up menu appears. K
4. Choose New then Standard. The CPS e
Standard Attributes window appears. ’ B
The window displays the database or =
standard name under which the new oc) o e ere Tope i
. [MaTH Subject = =l
standard will be created.
5. Type in or select the following e =
standard attributes: ‘
4+ The standard title =
4+ Details about the standard O [None 7|
4+ A code, number, or identifier for
this standard Save and Creats Hew | Save andClose | Dose |

v

Figure 79: Creating a standard with the CPS Standard
Attributes window
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+ The type of standard. The type helps identify why the standard is in place. The drop-
down list has more than 20 different types from which to select. Your school, district,
or state may have a type they use or reference often. If that is the case, use that type
of standard. If you choose a grade level type, also specify to which grade the standard

applies.

6. Select the state in which the standard originated or is most closely associated.
7. Click the Save and Create New button, or the Save and Close button. The standard you
created appears in the left or upper window of the Standards tab.

Create Standard Questions

When using the Standards tab on an administrative level, you may have an outline of standard
types to emphasize state, district, or school teaching goals. Within this outline it may be
appropriate to have questions associated with only the lowest level of standard types. To create
questions for a standard
Highlight a standard name from the standard side of the Standards tab. The question side
should be empty if you have not previously added or imported any standards.

1.

(98]

5.

A

Clle Toolz

A pop-up menu appears.

Choose New and then Question. The CPS Question Author window appears.

Type in the question and make any template, format, or image changes that you desire.
Refer to Create Questions for detailed instructions. When you close the CPS Question
Author window, questions will appear on the question side of the Standards tab.

s b
Up Diovn
Use or

to rearrange questions within a selected standard.

Download State Standards from eInstruction

You can download state and national standards from elnstruction. Many of these standards are
also available for REAP reporting. To download standards
Go to http://www.einstruction.com/downloads.

1.
2.

AN

9.

From the pull-down menu, choose State
Standards.

Click OK.

Select a state from the pull-down menu.
Click Go.

Choose the Standards from the links
provided. A File Download window
appears.

Click Save. A Save As window appears.
Browse through your computer to choose
the location to which you would like to

save the standards.
Click Save.

5

©

Some files can hamn pour computer. If the fils informstion below
lookz suzpicious, of you do not fully kst the saurce, do ot oper o
sawe this fle,

File name: Texas Standards TAKS  cps
File type:  Clazgzroom Pedormance System File
Frarm: 1296.161.110

“would vou like to open the file or save it to wour computer?

Open | ’T‘

v fthways ask before opening this type of file

Caricel I Mare Info

Figure 80: Downloading state standards from
elnstruction

To import these standards to your database, please see Import Downloaded Standards.
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Create Standards Using the Standards Builder

Using the Standards Builder function, you can build one standard of questions from several pre-
existing standards. For example, if a Language Arts database has 32 standards in it, each
standard representing a chapter from a text, you can create a mid-term exam from the first six
standards (chapters) without re-typing all the questions. You can also create a standard from
multiple databases.
To create standards from the Standards Builder

1. Open CPS from your desktop icon.

2. Click the Standards tab.

A

3. Click L= | A pop-up menu appears.
4. Choose Builder. The Builder window opens showing the features listed below:

ol
C:\Documents and 5 ettingsirachel hiattihy DocumentshCRS DatabaseshStandards\Eth B | Target Standard: Bth Grade b ath
| Mumnber Question Stem | Type | Difficulky |

Browsze. . | "Dfagged Questions

Lessons  Standards |

* Link " Copy Select Random Cluestions |

=2 Llj Eth Grade.cps

-2 Mhiective 4 The ﬂirl.'_l
4 I I 3

Number | Question Stem [ Type [ Difficulty |_
El% tath a2l Chonze the adverh in the sertence: The fire station bell rang cleary in.. MC 4 1
=Ry, Engiish
-y, Eth Grade English
E% Objective 1: The stuc
E% [6.9) Reading/ve
% [B) Draw on e
= % (D) Determmine
Ry, [F] Distinguist
By, (610) Reading/c
H % Objective 2 The stuc
EI % Objective 3 The stuc

|»

C:\Documents and 5 ettingsirachel hiatthhy Documents\CPS Databages\Standards\Eth Grade.cps

Figure 81: Creating standard questions using the Standards Builder

+

+
+
+
+

The top pane is the target standard (the standard to which you are adding questions).
The top Browse button allows you to alter the target standard.

The bottom Browse button allows you to select a source database (.cps file) from
which to copy or link questions.

The bottom left pane lists the standards available in the database shown directly
above it. You can also build from the Standards in this open database.

The bottom right pane is a list of questions available in the source standard or
standard selected in the bottom left pane.
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+ The Dragged Questions section allows you to choose whether the questions you select
for the target standard are copied from the standard source or linked to the standard
source.

+ The Close button at the bottom of the screen closes the builder window.

@ NOTE: Check whether the database open in the bottom left pane is the source
from which you want to take questions. If this is not the correct database, use
the Browse button to find and open the database from which you want to
select questions. Also, make certain the target standard named at the top of the
Builder window is the destination into which you want to build questions. If
not, use the top Browse button to select a different standard name from the
open database.

5. Select a standard from the database open in the bottom left pane. Alternately, you can
choose to build from Standards questions; simply click the Standards tab in the bottom
left window. Questions for the selected
standard display in the bottom right pane.

6. Select questions to copy or link into the
target standard.

Lesson Name: (E) Use the tert's structure oF proj

Select the number and tppes of questions to be zelected at random:

7. Use the Ctrl key, or the Shift key, and ~ Randam uestions
your mouse to select specific questions to ieaiar Select Nurbe:
be included in the target standard. While e s s

pressing your mouse button, drag those
selected questions into the top pane.

8. Use the Link or Copy option buttons to
choose how you want the questions

True / False |U ﬁ 0
Yes / No |U i’ 0
Multiple: Choice o= 1

[ 28 3t %

mOVed. Mumeric |D :! 0
9. Click the Select Random Question
button to choose the number of specific o | Cancel

question types you want to include in the  Figure 82: Selecting a random question with the
target standard. Click the OK button to Random Question Selector from the Standards

complete this random selection. Builder
When you have completed building a new standard from an existing database(s), click the Close

button. The Standards tab appears. Select the standard you built on the left in order to review the
questions on the right.
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Edit Standards

Once you create standards, you can edit them in CPS. This section will show you how to

+++++++ 4+

Edit Standard Attributes
Edit Standard Questions

Chapter 3: Creation Functions

Associate Dynamic Standards to Questions

Add Questions to a Standard
Copy Questions to Standards
Delete a Standard

Delete Standard Questions
Print Standards

Edit Standard Attributes

1.
2.
3

Open CPS from your desktop icon.
Click the Standards tab.

Select the standard from the standard
side (right or bottom window).

&

Tools

Click
appears.

Choose Edit. Alternatively, right-
click and choose the Edit...
command from the shortcut menu, or
double-click the standard name. The
CPS Standard Attributes window
appears.

Edit the standard name or the
standard description.

Click Save and Close to save your
changes or click Cancel to negate
your changes.

A pop-up menu

Edit Standard Questions

You can edit questions associated with your standards. To edit standard questions

1.

2.
3.
4

W

Open CPS from your desktop icon.
Click the Standards tab.

*\, CPS - Standard Attributes x|
8
& Parent Standard: (6.8) Measurement. The student solves
Title
[C) Measure angles _AJ
E
Details
=
7]
Code [unigue identifier] Type Grade
[Objective 4(6.:81(C] Expectation =] | =l
Other Info
‘ =]
I
Org I'I'awas -

Save and Close |

Close

Figure 83: Editing standard attributes from the CPS
Standard Attributes window

Select the standard that is associated with the question you would like to edit.
From the standard side (right or bottom window), select the question you would like to

edit.

A

Toolz

Click

A pop-up menu appears.
Choose Edit. Alternatively, right-click the selected question and choose the Edit...

command from the shortcut menu. The CPS Question Author window appears.
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7. Make any changes to the question, answer choices, question template, subjective status,
difficulty level, format, note, and standards from this window.

@ NOTE: Display the file path of a graphic included in a question by rolling
your mouse cursor over the graphic itself or right-clicking on the graphic.

8. After adding all your questions, click Close or Save and Close in the Question menu.

Associate Dynamic Standards to Questions

The Dynamic Standards feature allows you to easily align state standards to your questions
during a delivery session. This feature lets you choose a subset or a list of standards applicable to

the lesson you are engaging.

You can choose to be prompted with this subset before you ask each question, or you can
automatically apply all the standards in your subset to all of the questions in the lesson you are
engaging. To associate Dynamic Standards to your questions

1. Open CPS from your desktop icon.
2. Open the Lessons tab.

Y

3. Click L¥etsusions| or highlight the lesson you want to engage, and click [Engaae tessonis)

®

You can

also access the Verbal Question Setup window from the Settings menu. If you engage a
prepared lesson, the CPS Session Setup window will appear. If you engage a verbal
question session, then the Verbal Question Setup window will appear. Dynamic
Standards can be set up from either of these windows.

@ NOTE: In the CPS Session Setup window, you will be able to click the
Dynamic Standards icon only if the Teacher Managed Assessment mode is
selected. This feature is not available with Student Managed, Student Practice,

or Teacher-Led Student Managed Assessment modes.

4. Click % to bring up the Dynamic
Standards Setup window. In this
window you will see all of the
standards you have downloaded.

5. Click on the empty boxes next to the
standards to include them in your
subset.

6. Notice that there are two options that
can be checked at the bottom of this
window: Prompt for Dynamic
Standards and Automatically Align
Selected Dynamic Standards. Either
of these can be selected, or they can
both be de-selected.

Dynamic Standards Setup i

Please select the standards you want to be available during instruction

Eth Grade Math

English

- Bth Grade English

[=] [ Obiective 1: The student will demonstrate a basic understanding of culturally diverse written texts.

5[] 16:3) Reading/vacabulary develapment The student acquires an extensive vocabulary thiough reading ¢
i 0 [B) Draw on experiences to bring meanings to wards in cantest such as interpreting idioms. multiple-me
(D] Determine meanings of derivatives by applving knowledge of the meanings of root words such as

. [OIF1 Distinguish denotative and connalative meanings (B-8)

([ (6:10) Reading/comprehension. The student comprehends selections using a variety of strategies

- [] Objective 2: The student will apply knowledge of iterary elements to understand culturally diverse witten texts
- [ Dbjective 3: The student will use a variety of strategies to analyze culturally diverse written texts.

H B ] Obiective 4: The student will apply critical thinking skils to analyze culturally diverse wiitten texts

#-[] Science

kil | 2l

— wheh a Question is Engaged...

v Prampt for Dynamic Standards
™ Automatically Align S elected Dynamic Standards

Cancel

Figure 84: Associating Dynamic Standards with lesson
questions

CPS 4.0 Users Guide 72



Chapter 3: Creation Functions

+ Prompt for Dynamic Standards is the default setting. If you leave this option
selected, then the Dynamic Standards Setup window will pop-up with each question
you ask. This allows you to decide upon question delivery which standards to align
with each question. This option is especially useful with the Verbal Question feature.

+ If you choose Automatically Align Selected Dynamic Standards, the standards you
define in your subset will be automatically aligned with each question in your session,
and you will not be prompted with the Dynamic Standards Setup window.

+ You may also leave both boxes unchecked. If unchecked, you will not be prompted
with the Dynamic Standards Setup window, and no standards will be automatically
aligned to your questions. If you de-select both boxes, you can still select a subset of
standards and align those standards to your questions by clicking the dynamic
standards button at any time.

@ NOTE: If you currently have state standards aligned with your questions, you
do not need to re-select them in the Dynamic Standards Setup window. The
standards you choose in the Dynamic Standards Setup window will be aligned
in addition to those you have predefined.

7. Click OK. This will bring back the CPS Session Setup window or the Verbal Question

Setup window, depending on which type of session you chose.

@ NOTE: Dynamic standards can be set up at any time during a verbal question

session or a prepared lesson by simply clicking

Click OK in the Dynamic Standards Setup window and engage your lesson as you
normally would. If you chose to be prompted with dynamic standards, then the Dynamic
Standards Alignment window will appear when you start your session.

Add Questions to a Standard

You can add additional questions to a standard from the Standards tab. To create questions in a

parent-level or child-level standard 75 Questionutiar |
1.

Question Farmat  Options  Tools

Highlight a standard name from |@ > #ses @@ [ [ =1 s gmum. ]
the Standards tab and the
standard side. The question side
should be empty if you have not
previously added or imported
any questions.

Click the Tools icon then the

New Question command. The Ci
CPS Question Author window
appears. e

Figure 85: Adding a question to a standard from the CPS
Question Author window
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3. Click the drop-down arrow in the Template box to see more than 50 question templates
available with and without graphic placement options.

4. Type the question in the question text box of the template you selected.
5. Type multiple answers in the answer boxes of the template you selected.
6. Select a correct answer by clicking in the check box beside that answer.
7. Use the toolbar in the upper left corner of the CPS Question Author window to save the
question.
i H « » X% € = | «H B i| =] i| || Template |MC4, Mo Graphics =] ‘ Difficulty [1 =] | ||

Figure 86: Using Question Author toolbar

Click Save to save the question and remain on the CPS Question Author window.

Click Move to Previous Question to move to the previous question in the standard.

Click Move to Next Question to move to the next question in the standard.

Click New Question to negate any text or graphics you may have just added and to

"redo" this question number.

Click Standards to display standards in this database that you can associate with

questions; see Associate Standards to a Question for instructions.

Preview your question. This option will be available after your question has been

saved.

Click Save and Move to Previous Question to save any change you have made and

to move to the previous question in the standard.

Click Save and Move to Next Question to save any change you have made and

move to the next question in the standard. If the question you are saving is last in the

list, click Save and Move to Next Question to open a new question template.

8. Repeat for as many questions as you want to add to the standard.

9. When you have finished adding questions, click Question in the menu above the toolbar,
and then Save and Close. All questions appear in the question side of the Standards tab.

+ 0+ 4+ o+ 4+

Copy Questions to a Standard

You can create a question and then duplicate it within the same standard or copy it to other
standards, editing portions of the question to make it different from the original.

Copy questions to other standards

1. Open CPS from your desktop icon.

2. Click the Standards tab.

3. Select a standard from which you want to copy questions to another standard. Questions
in the selected standard appear in the question side (right or bottom window).

4. Select a question or a group of questions, while pressing your mouse button, and press
the Ctrl button from the keyboard simultaneously.

5. Drag the selected questions to a target standard on the standard side of the window. The
selected questions display at the end of the target standard.

6. When you have added as many questions as you like, click Close or Save and Close in
the Question menu.
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Copy questions within the same standard

1.
2.
3.

Nowme

Open CPS from your desktop icon.

Click the Standards tab.

Select a standard from the standard side of the window. Any questions in the standard
appear in the question side (right or bottom window).

Select a question or a group of questions.

Right-click your mouse somewhere on the selected questions. A pop-up menu appears.
Choose Copy Questions. The copied questions display at the end of the standard.
When you have added as many questions as you like, click Close or Save and Close in
the Question menu.

Delete a Standard

You can delete an entire standard of questions by following these steps:

1.

2.
3.
4

> »n

7.

Open CPS from your desktop icon.

Open the database that has the standard you want to delete.
Click the Standards tab.

Select the standard that you want to delete.

A

Click L= | A pop-up menu appears.
Choose Delete. Alternatively, right-click on the standard name and choose the Delete
command from the pop-up menu. A confirmation message appears.

@ NOTE: If you select a standard that has child-level standards beneath it, those
standard(s) will be deleted as well. Use caution when deleting standards from
the standard side of the window.

Click OK to delete the standard or click Cancel to return to the Standards tab.

Delete Questions from a Standard

1.

2.
3.
4

9]

Open CPS from your desktop icon.

Click the Standards tab.

Select the standard from the standard side (left or top window).

Select the question(s) you want to delete from the question side (right or bottom
window).

&

Click L T22=_| A pop-up menu appears.

Choose Delete. Alternatively, right-click on the selected questions and choose the Delete
command from the pop-up menu. A confirmation appears.

Click OK delete the standard or click Cancel to return to the Standards tab.

Click the standard name in the left window to see question numbers update. Question
numbers update automatically when you exit the standard.
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Print CPS Standards

Sometimes you can teach more effectively by delivering course material, such as homework and
exams, to your students in a hardcopy format. You can print your CPS standards, hand it out to
students, and then grade the material with the CPS response system. To print CPS Standards

1. Open CPS from your desktop icon.

2. Click the Standards tab.

3. Select the standard you want to print.

@% =T
. Standards:
4. Click [ Tesk A pop-up 175 Grads Hath

[ ] Oibiechive 1 Objective 1: The student will demanstiale an understancing of numbers, aperalions, and qUanatve reasoning

menu appears . | Objactive 2 Dbjective 2: The student wil demanstrate an understanding of pattems, relatiorships, and algebraic reasoning.

[ ] Obiective 3 Objective 3: The student wil demonstrate an understanding of geomety and spatial reasoning.
. .
5. Choose Print Questions or
| Dbjective 6 Objective B: The student wil demonstrate an understanding of the mathematical processes and tools used in problem salving
| Objective 1.(6.1)(5.1] Mumber, cperation, and quantitative reascring. The student represents and uses rational numbers in & varisty of equivalent foims.
| Dbjective 1.[6.2) [6:2) Mumber, operation, and quantitative reasoning. The student adds, subtracts, multiplies, and divides ta solve prablems and justify solution
| Objective 2(63) 6. 3] Patterns. relationships. and algebraic thinking. The student solves problers invelving proportional relationships.
| Dbjective 25.4) [ 4] Pattems, relationships, and algebraic thirking. The student uses letters as variables in mathematical expressions ta deseribe how ane qu
the Standard name and Ij\ Obiective 2IG.E][6.E] Geometry and spatial reasoning. The student uses geometric vocabulan to describe angles, polygons, and circles.
[ | Objective 2(E.7)[6:7) Geometry and spatial reasoning. The student uses coordinate geometry to identify location in twa dimensions. The studert is expected te
. [ Objective 4.6.8)[6.8) Measuwement, The student solves application problems invlving estimation and measurement of length, area, time, temperature, capacil
choose one of these print bt 5 89119 Pl ot i T it e ol o oo bty o i oot
[ Objective 5(5.10) (5.10) Prababilty and statistics. The student uses statistical rspresentations to analyze data.
commands from the

| Obictve 4 Dibjective 4. The student wil demansirale an understanding of the coneepts and uses of measurement
T Obiscive 5 Dbjective 5: The student wil demonsirate an undzrstanding of pobabilty and stafsics

Print Standards

Alternatively, right-click 5
] Objective 265116 5] Paiters, relationships, and agebreic thirking. The student uses eters o represent an unknann in an equation. The student s expecter
] Objective £.(5.11) (6.11) Underlying processes and mathematical tools. The student applies Grade B mathematics to solve problems connected to everyday ex—
] Dbjactive 5{612] (5 12) Uinderbing processes and mathematical tooks The studant commricates shout Grad & mathematics thiough infoml and mathemat
(] Objective 6.16.13] (5.13) Underlying processes and mathematical tools. The studert uses logical reasoning to make conjectures and verify conclusions.

shortcut menu. The CPS ] Cbjective 14612 (4) Gompare and ordes non-negative rational nubers

7 Obizciive 1.46.11(8) B) Generate cquivalent foms of rational numbers including whele nubers, factions, and decins,

Print Questions WindOW | Objective 1.(6.11(C) (C) Use integars to represent real ife siuations.

| Objective 1.(5.11ID) D) Wit prime factorizations using sxpanents.
| Dbjective 1.[6.1)[E] [E] Identify factors and muliples including comman factors and comman mltiples.
app cars. [ Obiective 1.(5.2114) (4] Model addition and subtiaction situations invalving fractions with obiects, pictures, words, and numbers.
| Dbjective 1.[5.2)[E) (B] Use addition and subtiaction to salve problems involving fractions and decimals.

+ Questi ons from the [ Dbjective 1.16 21 1) C) Use multiplication and division of whole numbers to solve problems including situstions involving equivalent ratios and rates.
[l oby

iective 1.[6.211D] [0 Estimate and round to approximate reasonable iesults and to solve problems where exact answers are not required,

selected standard 7 biciv 215.3118) 1Rt s an et i concte s, cions, e i -
display in the new I sekeal Ll e
window. Click beside Figure 87: Printing standards or questions from the CPS Print
the questions you want ~ Questions window
to print, or click Select All in the lower left corner to include every question on the
printout.

+ If you want an answer key with your printout, click Include Answer Key.

6. Click Preview. The Reporting Preview window opens showing the selected questions
just as they will print, but without graphics. The directory path of any graphic associated
with a question displays in the Preview window. Graphics print, but do not display in the
Preview window.

7. Click the Export/Print button at the bottom of the Reporting Preview window if you are
satisfied with the data. The printout contents automatically open in a word processing
application and automatically save to the CPS folder on your hard drive. Look at the
word processing application’s title bar to see the file name of the printout. If you get a
message indicating that a default viewer cannot see the questions, please refer to
Troubleshooting for more instructions.

| Objestive 215.3114) (4] Use ratios to dessiibe propertional siuations

: icrosoft Word is set to automatically view text and graphic files,

@'NOTE If Mi ft Word i ically vi d hic fil
graphics associated with questions display as well as the text. Other word
processing programs may not be capable of displaying images.

8. Review the file and make any layout adjustments.
9. Click the File menu and the Print command.
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10. Make sure you are connected to a printer, and then click the OK button to print this

standard. You can close the word processing application and the standard you printed at
any time.

11. Return to the Reporting Preview window and click Close.
12. In the CPS Print Questions window, click the Close button to return to the Standards tab.

Import Standards

You can import standards to the Standards tab of your CPS database. This section will show you

how to

+ Import standards from CPS databases
+ Import downloaded standards

Import Standards from CPS Databases

CPS lets you import pre-existing standards from other CPS databases. The import feature will
save you valuable time. For example, if you have a standard in a database for a marketing class
that would be beneficial for your management class to review, then you can import the marketing
standard to the management database.

I.
2.

Open CPS from your desktop icon.
Open the database into which you want to import the standard, and click the Standards
tab.
Select the target standard into which you want to import another standard.

5:
i

Choose the CPS Database that contains the standard(s] you wish to import.

Click L T22= | A pop-up menu
appears. e
Choose Import.
Alternatively, right-click the
selected standard name and
choose the Import command
from the pop-up menu. The
CPS Import Standards
window appears.

Click the Browse button. An
Open dialog box appears.
Select the path and file name
of the standard you want to
import, and click the Open

| hiatthy D ocuments\CPS
Columbia_Standards_101.cps

= 107.cps
Standards 2003

button. The path and file ot Coreel
name appear at the top of the  Figure 88: Importing standards from existing CPS databases
CPS Import Standards

window. Any standards in the database appear in the larger text area of the dialog.

Select individual standards from this database by clicking in the box beside each standard
name. When you select a standard that has child-level standards, those child-level
standards are selected automatically.
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Click the OK button when all desired standards are selected. Depending on the standard
sizes and the speed of your processor, this import may take some time. The imported
standards appear on the standard side of the Standards tab. You can edit questions and
deliver imported standards the same as any you authored with CPS.

@ NOTE: When you import a standard from one database to another, any
lessons and/or classes in the database from which you are importing are not
imported into the target database.

Import Downloaded Standards

Most states with CPS-enabled schools have their standards on the web for easy access. If
elnstruction has posted your state’s educational standards, then you can download them to your
computer and import them into your CPS database. To import downloaded standards

1.
2.

[98)

7.

8.

Open CPS from your desktop icon.
Click the Standards tab.

&

Click L T22= | A pop-up menu appears.

Choose Import. Alternatively, right-click in the Standards tab and choose Import from
the pop-up menu. The CPS Import Standards window appears.

Click Browse to look through your computer to find the standards you would like to
import. An Open dialog box appears.

Click Open.

Select the standards you would like to import by clicking the box next to the standard so
that a checkmark appears.

Click OK.

Depending on the amount of standards you are importing, this may take CPS a few minutes.
Your standards will be in the standard side (left or top window) of the Standards tab.
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Classes

To create course/class distinctive classes that contain student and response system information,
continue with the instructions in this section. This function is ideal for sharing student lists

within a school or even an entire district. The import and export commands make it easy to use
student data from other applications too.

Chapter 3: Creation Functions

The Classes 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.

7¥ CPs - C:\Documents and Settings'rachel.hiattiMy Documents’,CPS DatabasesNew CPS F

File Settings Help

=[5

% Lessons % Standards | V Team dotivities | @ Heports' B Gradebook
- Classes — Students
BZX¥&sH -
Mew.. Edit... [Delete Import... Export..  Fript.. Stendance.. flEw. . [Delete Shicyy Sl
Clase ‘ Students | Firzt Mame | Lazt Mame | Pad ID
1| | 03|
r Student Infomation
First i arme; I Gender: |MA2 Rt Studert [0 I Saye
LLast M ammie: I Ethnicity: IAfriCanAmerican ‘l Fad |D; | Latice!

Figure 89: Viewing the Classes tab

This section will show you how to

++++ 4+

Create classes

Add students to a class

Edit class and student information
Import classes

Export classes
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Create Classes

A class is a roster of students, student information, and class information that you use within

Chapter 3: Creation Functions

CPS to engage students in the classroom. You can create several types of classes in several
different ways. This section will show you how to

++++ 4+

Create a K-12 Class

Create a K-12 class
Create a K-12 CPSOnline class
Create a Higher Ed class

Create a WebCT or Blackboard class

Create a Quick K-12 Class

A K-12 class is a roster of students using a numbered system of pads. K-12 classes can be linked
to CPSOnline or stand-alone classes within CPS. If you are a Higher Ed instructor who does not
want to use CPSOnline, you will create a K-12 class. To create a K-12 class

1.
2.

>

Open CPS from your desktop icon. EEE
Click the Classes tab.  Inition Typ  Helpful Information =
6 @ f'h‘iféisﬁ“éﬁf;‘e“ni:ﬂ%i%‘ﬂﬂé‘u“r”éi.i”aﬁémn. ﬁé?ﬁéﬁiiﬁﬁii?o”ﬁC'QEES?an 3§ ’
Click L2, The CPS New Class * b o 1 s ety i
Wizard appears. o S
Choose your Institution Type and « ot R o A
click Next.
@ NOTE: If you are a / :
Higher Ed instructor ‘I? -
nstruction
but you do not want to St i
create a CPSOnline
class, please choose K- — —

12 as your institution

type.

Figure 90: Creating a K-12 class with the CPS New Class

Wizard

Enter your Contact Information if this is your first CPS class. If you have already created
CPS classes, your contact information is stored within CPS and you will automatically be
moved to the Class Information page.
Enter your Class Information. Please note that Class Name is the only information

required.

Choose your Attendance Options. You can view class attendance as a grade in the
Assessments area of the Gradebook tab or as Absent/Present in the Class Info area of the
Gradebook tab. Click Next to continue.
Click Next to create your class or click Back to review your information.
Click Done to close the CPS Class Wizard and return to the Classes tab.
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Create a K-12 CPSOnline Class

A K-12 CPSOnline class is a roster of students using a numbered system of pads. When your
district or campus uses REAP, you will create CPSOnline classes so that administrators can
gather student performance data. To create a K-12 CPSOnline class

1. Open CPS from your desktop icon.

2. Click the Classes tab.

@

3. Click ™| The CPS New Class Wizard appears.
4. Choose K-12 as your institution type and click Next.
5. If'this is your first CPS class, enter your Contact Information. If you have created classes

in CPS before, you will skip this step [T oI
and mOVe dlreCtly to the Class 7c§lmma:;se enter the following information about your class. [ ?;
Information page. Toa s ca o e et
6. Fill in your Class Information. B S— CPSrine v st s
4+ Click the box next to the Make 2::::‘3“ ] ::er??ii‘:?s,sﬁmi:n:aﬁjﬁ aen'é'pa.?ms.
this a CPSOnline class option T :mll | fk:yt:ubltfps?lh.
so that a checkmark appears. e | T
+ Choose your Attendance oo are | s
OptiOl’lS. You can View ClaSS [¥ Make this a CPSOnline class [4n Instructar Setup Cade is required)
attendance as a grade in the
Assessments area of the | PR
Gradebook tab, or as - DisZIaj attendance asA:senuP.esem in the Class Info area !.“gs.,!:.!!;!c;t!qn
Absent/Present in the Class Info
area of the Gradebook tab. Coreel cc ook | e
+ Skip to step 8 if you have an Figure 91: Entering the class information for a K-12

existing CPSOnline account, or CPSOnline class in the CPS New Class Wizard

continue to step 7 if you do not.
7. Enter your Instructor Setup Code. If you do not have one, please contact elnstruction at
888.333.4988. Click Next.
8. Create or enter your Username and Password. Click Next.
9. Click Next to create your class or click Back to edit your class information.
10. Click Done to close the CPS New Class Wizard and return to the Classes tab.

CPS will sync your class with CPSOnline and create your class. You will have access to your
CPSOnline class through CPS. For information on recycling your CPSOnline class for
subsequent terms, please refer to Recycle a K-12 CPSOnline Class.

Create a Higher Ed Class

A Higher Ed class is a roster of students using serial response pads. Students typically purchase
their response pads from their school bookstore and enroll their response pads into the class
through elnstruction’s CPSOnline. CPSOnline then sends student information to your CPS class
when you sync, and CPS creates your class roster. To create a Higher Ed class

1. Open CPS from your desktop icon.

2. Click the Classes tab.

CPS 4.0 Users Guide 81



[98)

9.

@

New..

Click
Choose Higher Ed as your
institution type and click Next.

If you have an existing CPSOnline

Username and Password, click Yes

and skip to step 7. If this will be
your first CPSOnline class,
continue to step 6.

Enter your Instructor Setup
Code. If you do not have one,
please contact elnstruction at
888.333.4988. Click Next to
continue.

Create or enter your Username
and Password.

Select your institution from the
pull-down menu. Click Next to
continue.

/
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The CPS New Class Wizard appears.

§+' CPS - New Class Wizard 1N

=10

~ Username and Password

Bl

Plaase enter your usemanme and password for CRS0nline and
chanse your institution

*Usemame
*Password

“Choose pour Higher Ed [nstitution

University of Morth Carolina School of Medicine =
University of North Carolina Wimington

University of North Dakota

University of North Florida

— Helpful Infarmation

C.jf&

I you need help with pour usermname
and password, please contact
elnstiuction technical suppart at
968-333-4988 or
techsupp@einstruction.com

This username and password is used
to eonnect to CPS O nline

# indicates a required field

University of North Texas ‘e =

University of Northem Colorado = ..

i el e I t t

vty o D . anstrucuion
LCancel << Back Next x>

Figure 92: Entering or creating your CPSOnline Username

or Password for a Higher Ed class

Click Next to create your class or click Back to edit your class information.
10. Click Done to close the CPS New Class Wizard and return to the Classes tab.

CPS will sync your class with CPSOnline and create your class. You will have access to your
CPSOnline class through CPS. For information on recycling your CPSOnline class for
subsequent terms, please refer to Recycle a Higher Ed Class.

Create a Quick K-12 Class

The Class Wizard lets you create a class as you are delivering a session. This on-the-fly class

contains the pad ID values specific to the number of students
participating in the session so you can quickly generate a
class with only 6 pad IDs, 32 pad IDs, or up to 2000 pad IDs.

The Class Wizard also saves any class generated during a
delivery session into the database you have open, so the class
is available from the Classes tab any time you want to use it
again.
1.
2.
3.

Open CPS from your desktop icon.

Click the Lessons or Standards tab.

Select a lesson or standard name.

@ &

CF% - Sewsion Setiog - Page 1 o §

Engage Lisl - Lagson Nameas

PawarFain

Foundeanns

Modes

 Teacher Manoged Assessman

" Bwder Managed Assessmint

" TeacherLed Sudent Managed Assassmenl
 Swden Monaged Pratice

THe [Foundetons

r

F Inchatle in Gradebook]

™ Anceymous Mode
™ Espor bo Quastion Gad

Seasion  [Closs P

2 T
M Posinks {100

Bl cipaban

N

Click |Engage Lessonlsl| yp |Engags Standards)] The CPS Session I~ Creste Anandance koe this Assessmen
Setup window appears. Select the session options G - g
from this window. Bt [oreeT 360000 | M(
Click Create... (Class) on the CPS Session Setup ,

window. The CPS Create Class window appears. =2 e | oo | oy | Coh |
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6. Type in a Class Title.
7. Use the Lower Range and Upper Claoe T
Range boxes to indicate the number of [Defach Ciass e
pads you are using in this delivery L
. . . Egin al 2 10Wwer range an
session, as well as designating the pad LowerRenge  UpperRange  end atthe upper range. For
. . 1l = example: alower range of B
ID values in use. For example, if you are A © oA aenupperrongeiiswi
. . Creale a class o SUdents
using 5 pads with a pad ID value range assigned pads 6- 15,
from 11 to 15, then type 11 in the | =

Lower Range box and 15 in the Upper  Figure 94: Creating a K-12 Quick Class from the CPS
Range box. When the lesson is Create Class window

delivered, only those pad IDs would be represented on-screen.
8. Click OK. The CPS Session Setup window reappears.
9. Click Start. The CPS Engage toolbar appears.

Create a WebCT Class

Now you can use your WebCT Vista classes in CPS. Before you follow the steps below, make
sure your IT Administrator has installed the CPSOnline Registration Proxy Tool onto your
institution’s server. To link your WebCT class to CPS

1. Log on to your WebCT Vista Instructor’s account.

User name:l We highly recammend thatl you perfarm a
browser check before logging in to ensure

Password: | your computer is properly configured to use
o Yista,
Bun a Browser Check
Forgot your login information? Pop-up Blockers

This site makes use of pop-up windows, If
vou hawve a pop-up blocker installed, please
disable it for this site,

Figure 95: Logging on to your WebCT Instructor's account
2. Select the link for your WebCT Vista Course Section that you would like to create in

CPS.
3. Click the Build tab and click the Basic View tab.
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Click the More Tools link on the left-hand menu. A link for you to create your class in

CPS will appear below.

Click on the link.

Click the appropriate button to create a new class or edit an
existing class. Skip step 7 if you are editing an existing class. T
Create a class Title.

Basic View

Create CP30OnlineRegistration-LOCAL

* Title: [English 4250

Register Class | Cancel

* Required field

Figure 97: Titling your class as it appears for students
when they register for CPSOnline

8. Click the Register Class button to create your class.
9. Complete the required fields in the next screen.

| Basic view | Power view | ¢

Add to Gourse Toolbar:

(tools always wisible)
) Toolbar Settings

Goto ~| @]

Add to Home Page
Assessments »

@ Assignments »

&) chat and Whiteboard »
B content Filz »

% Discussions »

@;} Learning Madule »

B Media Library Collection »
# organizer Page »

& SCORM Module »
Syllabus »

&) URL »
Mare Toals »<

& Tool Overview

[8] course Customization »

3 Selective Release Map

Figure 96: Creating
the link between
your class and CPS

@ NOTE: If you change your WebCT Instructor Username and Password, your
CPS-WebCT Connection Username and Password will not change. You can
change your CPS-WebCT Connection Username and Password from the
Contact Information tab if you Edit your class.

10. Click the Submit button to return to the WebCT Build tab and Basic View. Now your

class is ready to import to CPS.
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You will be able to access your class from the Build tab under the Basic View tab.
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Create a Blackboard Class

You can link your Blackboard classes to CPS to create a more interactive classroom experience
for your students. Before you follow the steps below, make sure your IT Administrator has
installed the CPS Connection Building Block onto your institution’s server. To link your
Blackboard class to CPS

1. Log on to your Blackboard Instructor’s account.

a Blackboard Learning System™ {Release 6) - Microsoft Internet Explorer provided by eInstruckion Corporation ;Iilﬂ

File Edit View Favorites Tools  Help | é

dmback + = - (D 7at | Qhsearch  [GlFavorites (fMedia 4 ‘ B-S = & 0

Addhess [ ] hitp: feiserver4:8100fwebappsflogin | @ |Lir|ks &
x| [Cloearch - @ & | g PRk Biierblocked | A Check v U Adtolink - | Aol [ options |'ﬁ -

£
‘ i

® Wyelcome to Blackboard Learning System™ (Release 6) )
. Please enter your User Mame and Password to access your e- Have an Account? Logm Here.

Learning system. It you already have an account, enter your login
= information here and click the "Login® buttan below
Blackboard 1t you do not have an account, please click on ene
of the buttons to the left

o

USERNAME:

You can access as a guest by clicking the "Preview” button below.

PASSWORD:
‘You can create an account by clicking the "Create” button below. B

Forgot wour pasaword?

Copyright 19972005 Blackboard Inc. Patents Pending. Al rights reserved.
#cressibilty information can be found at hitp Jaceess blackboard.com

Figure 98: Logging on to your Blackboard Instructor's account

2. Select the link for your Blackboard course that you would like to
create in CPS.

3. Click Tools from the left-hand menu.

4. Choose CPS Connection from the list of online tools. If the CPS
Connection option is unavailable from your Tools menu, please
contact your IT Administrator and ask them to install the CPS
Connection. nts

5. Click the Register Class button. ERiTL It

Choose your campus from the pull-down menu. lIsELssion Board
7. Type in a Class End Date.

a

erfial Links
Tools

@ L. @I Course Map
NOTE: Make sure your class end date is in @ Cantrol Panel

mm/dd/yy format.

8. Enter your Instructor Setup Code. If your institution uses one

setup code, the code will automatically appear in the Instructor Figure 99: Accessing the

Setup Code field. tool to link Blackboard to
9. Create a CPS — Blackboard Connection Username and Password. 7>

Alternatively, enter your existing CPSOnline Username and Password in the fields

provided.

@ NOTE: If you change your Blackboard Instructor Username and Password,
your CPS — Blackboard Connection Username and Password will not
change.
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@ Course Map
@ Control Panel

* Please choose the campus for this course IAamEs Technical Institute 'I
* Class End Date: {mm/ddfyy) I

MOTE: Tou should enter the last day that students will need to use their CP3 pads in your class

New Users

* Enter your Instructor Setup Code: IW
* Choose a CP5-Blackboard Connection usernarme: I—
* Cheose a CPS-Blackboard Connection password. I—
* Confirm your CF3-Blackboard Connechon password l—
* Enter your emall address: I—

MOTE: Tour CP3-Blackboard username and password is used to create the bridge between CPS and Blackboard
This username and password will -OT change unless you change it in the Centact Information area of your class roster in CP3
The username and password are not related to your Blackboard account

OR
Existing CPSOnline users
If you have used CPSOnline at this campus in the past, fll in the felds below.
* CPSOnline username: I
* CP30nlne password I

Register Class
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Academnic Wweb Resources The web

Figure 100: Registering your class in Blackboard
10. Click Register Class to register your class.

Add Students to a Class

You can generate a class roster by adding students to a class. The type of class you create
(Higher Ed, K-12, K-12 CPSOnline with REAP) determines how you populate the class roster.
This section will show you how to

+ Add students to a K-12 class

+ Add students to a K-12 class using CBIT

+ Add students to a Higher Ed class

Add Students to K-12 Class

Once you have created a class in the database, you can add students to that class. You can create
a class of default students or personalize the default student data to specifically fit your class
requirements. To add students to a K-12 class

1. Open CPS from your desktop icon.

2. Click the Classes tab.

3. Select a class name from the class side (left or top window).

+
4. Click 2

The default student information displays at the bottom of the Classes tab. To

start a class of default students, click the Save button at the bottom of the Classes tab.
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5. Personalize the student information by changing or adding any of the available data
options:

First name (required)

Last name (required)

Gender (required for REAP)

Ethnicity (required for REAP)

Student ID (required for REAP)

Pad ID (required)

++++++

@ NOTE: If you are using REAP, each student must have a unigue 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.

6. Click Save when you have added all the elements of one student. That student’s
information automatically displays in the student side (right or bottom window).
7. Repeat steps 3-5 to add more students to the class.

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, from the student side (right or bottom
window) to sort the view of the students in a class.

Add Students to a Class using CBIT

To make organizing your district's campuses, teachers, and students, your district can use REAP
with CBIT. CBIT is a component software program from elnstruction that provides your teachers
with updated class rosters and provides your district Curriculum Coordinator with an updated
teacher distribution list. Your Curriculum Coordinator can use the distribution list to send
assessments to all teachers within the district or to specific groups of teachers. CBIT uses your
district SMS (Student Management System) to create the rosters and the distribution lists, which
allows your teachers and curriculum coordinators to concentrate on education your students.

#1 CP5 - CPSOnline Login Wizard =]
You will not need to create your class in CPS if | userenesnsFesad Bt
your district uses CBIT. To add the class and the | & = |
students Ussrane ffg‘?ts%szémls_m’::" B s
1. Create your database. For more ‘f.ydftdf"bﬁ'm‘ypé.‘.
information on creating a database, e erseacinon
please see Create a New Database. et s P
2. From the Settings menu, choose R
CPSOnline Login. The CPSOnline P ettt
Login Wizard appears. 14 .
3. Enter your CPSOnline Username and Instruction
Password. The first time you create a
class using CPSOnline, you will need to
use a pre-generated username and e e |
password to log on. Figure 101: Logging on to CPSOnline from the CPSOnline

Login Wizard
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4. Once you have created your class and logged on for the first time, CPS will ask you to
change your username and password. To determine your pre-generated username and

password:
a. Gather the following information:

= School ID (you can get this information from your school)

= First letter of your first name

= First four letters of your last name

=  Two-digit birth month**
=  Two-digit birth year**
= Site ID (this is the campus ID)

b. Add all of the above information together, into one long string of information. This is

both your username and password.

c. Enter the information for your username and password when you create your first

CPSOnline class.

For example, if your school’s ID is 001, your name is Joe Smith and you were born on
05/16/1972, and your campus’s ID is 456, your username and password would be:
001JSMIT0572456.

** Ask your IT Administrator if your school uses your birth date to generate your password. If
they do not, you will need the following information to determine your pre-generated username
and password:
= School ID (you can get this information from your school)

9]

9.

Your class or classes and the student rosters will appear in the Classes tab.

= First letter of your first name
= First four letters of your last
name
= Teacher ID (you can get this
information from your school)
= District ID (you can get this
information from your school)
Click Next to continue.
Click the circle next to Yes to indicate
that you would like to sync CPS with
CPSOnline now. Click Next.
Select the class or classes you would
like to sync by clicking the box next to
their name so that a checkmark
appears. Alternatively, click Select All
to sync all CPSOnline classes. Click
Next.

3 CPS - CPSOnline Login Wizard

—Sunc Clagses?

? ‘whould you like to syne vour CPS0nline classes now?

-«

¥
setting to see further
information about that setting.

*fou may contact elnstuction technical

support at techsupp@einstruction. cam
o 888-333-4988 for additional help.

e
Instruction

LCancel

<< Back Mest »>

Figure 102: Syncing CPS with CPSOnline to retrieve your

class data

Choose whether or not you would like to download any assessments. For more
information on downloading assessments, please see Appendix A: REAP. Click Next.
CPS downloads class information from CPSOnline as well as any downloaded

assessments (if applicable).

Click Done to exit the CPSOnline Login Wizard and return to CPS.
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Add students to a Higher Ed Class

If you are a Higher Ed instructor, CPS will update your class roster when your students enroll in
your class online.

1. Create a CPSOnline class.

2. Distribute the Class Key and Student Enrollment Instructions to your students. You can
print off this information at the end of the CPS New Class Wizard.

3. Ask your students to register for your class from www.einstruction.com. As students
enroll in your class, their information will become available on your CPS class roster. If a
student does not want their information displayed on CPSOnline, you will receive an
email from elnstruction with steps to comply with his or her request.

@ NOTE: Now you can link CPS with Blackboard or WebCT. For information
on creating a CPS link with your institution's web learning tool, please contact
elnstruction at 888.333.4988 and ask for a Technical Sales Associate.

Edit Classes

You can manage your class information, CPSOnline classes, and class rosters by editing classes
in the Classes tab. This section will show you how to

Edit a class

Edit student information

Copy students to a class

Show all students

Recycle a K-12 CPSOnline class

Recycle a Higher Ed class

Delete a class

Delete a student

+++++++ 4+

Edit a Class

You can edit your class information including your contact information, the general class
information, and if you have a CPSOnline class, you can manage your CPSOnline options.

Edit Class Information

3* CPS - Class Information

o x|

You can ed]t the general Class lnformatlon Of %ﬂ;ﬁﬂmh—_?rdﬂw & Clossiomaton | o Comectirfomation | ¥ Gnlne Chass Opticns | & Recycle CPSGnine Clsss |
. . . &5 History 13
any class within CPS. To edit class g

information
1. Open CPS from your desktop icon.
2. Click the Classes tab.
3. Select the class name that you want to

edit.

4. Click L& | Alternatively, right-click e Tustruction
the ClaSS name and Choose the Edit... " Display attendance ent/Present Changing the facs of education
command from the shortcut menu, or

. Save
double-click the class name. The CPS

Class Information window appears.
Figure 103: Editing class information in the CPS Class
Information window
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Edit any of the on-screen options.

Class Name: This is the only required information for a class.

Course Number: This is an optional course number assigned by your school.
Section: This is the optional section number for your class.

Period: This is the optional period in which you hold your class.

Semester: This is the optional semester during which you teach your class.
Campus: This is the optional building or campus name where you teach your class.
Classroom Number: This is the optional room number for your class.

+++++++ 4+

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

Gradebook tab or choose to view the attendance as Absent/Present in the Class Info
area of the Gradebook tab.

Click Save to save any changes.

Click Done to exit the CPS Class Information window and return to the Classes tab.

Edit Contact Information

You can edit your contact information
as a teacher of any of your CPS

i+ CPS - Class Information

classes. To edit contact information ~ [[ams 5 e ST e 18 s
1. Open CPS from your desktop e A T T'j
con. Tie [ e Pk D et o it e, v, and o
2. Click the Classes tab. S o W
3. Select a class, iy S
Tl e el
@ — e
4. Click L™, Alternatively, o ,—E,— B
right-click the class name and P ‘
choose Edit from the pop-up e — ‘(Izhstructinn'
menu, or double-click the class ForlimPeserere e T
name. The CPS Class
Information window appears.
5. Click on the Contact —
Information tab.
6. Edit any contact information. Figure 104: Editing teacher contact information from the CPS Class
+ Title: This is your optional  /nformation window
title by which people address you.
+ First Name: This is your required first name.
+ Last Name: This is your required last name.
+ Email Address: This is your required email address.
+ Phone: This is your optional work phone number.
+ Teacher Code: This is an optional code used by your school’s management system.
+ Username: This is your CPSOnline Username. This field is available only if you
have a CPSOnline class.
+ Password: This is your CPSOnline Password. This field is available only if you have
a CPSOnline class.
+ Confirm Password: This field is available only if you have a CPSOnline class, and
allows you to change your CPSOnline password.
7. Click Save to save any changes.
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&. Click Done to exit the CPS Class Information window and return to the Classes tab.

Edit CPSOnline Options

You can edit general CPSOnline class options only if you have a CPSOnline class. To edit
CPSOnline options

1.~ Open CPS from your desktop e oo 7 seettoes | > messtsmeis |
1con. B 1 | Heb fomion——————
2. Click the Classes tab. e ¥
3. Select the CPSOnline class a
whose options you would like Il
to edit. o
4. Click L2 | Alternatively,
right-click the class name and ‘
choose Edit from the pop-up instructinn'
menu, or double-click the class MR e
name. The CPS Class
Information window appears.
5. Click on the Online Class e
Options tab.
6. Edit any CPSOnline class Figure 105: Editing CPSOnline class options from the CPS Class
options. Information window
+ Online Study Guide: This option allows you to change the Online Study Guide
options. You can choose to automatically show a study guide online for each
assessment you upload, or you can have CPS prompt you to show the study guide
after you upload each assessment.
+ Sync Options: This option allows you to choose whether or not you automatically
sync your class information with CPSOnline each time you open your database.
7. Click Save to save any changes.
8. Click Done to exit the CPS Class Information window and return to the Classes tab.

Edit Student Information

You can edit student information for K-12 and K-12 CPSOnline classes (unless your school uses
CBIT). To edit student information

1.

Open CPS from your desktop icon.

2. Click the Classes tab.

3. Select a class from the class side (left or top window). Any students in this class display
on the student side (right or bottom window).

4. From the student side, select a student name. The selected student’s information activates

in the Student Information area at the bottom of the Classes tab (Continues on next page).
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7¥ CPS - C:\,CPS_Databases'Beta databases',REAP Databases'MScatlet.cps = |E||1|
File gettings Help
% Lessons % Standards Bﬁ’ Team Activiies @ Classes @ Reports | B Gradebook
—Classes  Students
BIXEESO
Mew... Edit... Delete  Import.. Export..  Print.. Attendance.. Mew... Delete Showa All
Class - | Students | Firzt M ame | Last Hame | Pad D ~
B Ehgllsh 17 # Maya Angelou 1
& History it # william Blake 2
& Ma.th 17 ?f Ermily Bronte 3
& Seienics 18 % Sarmuel Taylor Cooleridge 4
ﬁ EE. Curnmings 5
# Emiy Dickinsan 6
?’f Johin Donne 7
% Falph 'waldo Emerzon 8
% Fiobert Frost 9
ﬁ Jahin Keats 10
Longfellow 2
# John Milton 13
# Subvia Flath 1 |8
i Christina Fiosett 15
% wililam Shakespeare 16
%r Percey Bizshe Shelley 17 g
i vonn an
< | _>|_I
tudent Infarmation
First Mame: IHEN}' ‘Wadswarth Gender: |Male 'I Student 1D |1355555 Save
Last Mame: ILongfellow Ethnicity: IN.-".& 'I Pad ID: |12 [Cancel

Figure 106: Editing a student's information in the Classes tab

5. Edit any of the student’s information.
6. Click Save when you finish editing that entry. The entry displays as edited.
7. Repeat the above steps for as many entries as you want to edit in the class.

Copy Students to a Class

You can copy students from one class to another class in your database. To copy students
1. Open CPS from your desktop icon.
2. Click the Classes tab.
3. Select the class which has a student or students =
you would like to copy. e |
4. From the student side (right or bottom window),

select the student or students you would like to M

Figure 107: Copying students to a class
from the Classes tab

WHIST 3450 002
WHIST 3450 003

copy.
5. Right-click on a selected student's name. A pop-

up menu appears.
6. Choose Copy to Class. The menu expands to provide you with a list of available classes.
7. Select a class from the list. The student appears in both class rosters.

@ NOTE: CPS assigns the student to the next consecutive pad ID number in the
new class roster. Any changes you make to the student's information (except
pad ID number) changes the information in both class rosters.
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Show All Students

The Show All icon allows you to view student information for every student in every class
within one database. To use the Show All view
Open CPS from your desktop icon.

1.
2.

4. To get out of the Show All view, click

Click the Classes tab.

@

Chapter 3: Creation Functions

Click L | The student side (right or bottom window) displays each student by his or
her first and last name. The pad ID values do not display because multiple classes use the

same pad ID values.

@ NOTE: You cannot edit or delete student information from this view.

@

Show &l

again.

Recycle a K-12 CPSOnline Class

You can recycle classes to use for subsequent terms only if you create CPSOnline classes. To
learn more about creating CPSOnline classes, please see Create a K-12 CPSOnline Class. To
recycle your K-12 CPSOnline

class

1.

2.
3.

o

Open CPS from your
desktop icon.

Click the Classes tab.
From the class side (left or
top window), select the
class you wish to recycle.

4

Click L& | The CPS Class
Information window
appears.

Click the Recycle
CPSOnline Class tab.
Select your recycle options.
Click Recycle to recycle

your CPSOnline class.

i+ CPS - Class Information i x|
|Class | Students| @ ClassInformation | »#  Contact Information | P Online Class Options~ <#  Recyole CPS0nline Class I
& Endlish 17
& History 18 ~ Fieuse Your Online Cla ~Helpful Information =
z
s I The Recyele Class funcion sllos you o rewse this clsss 5
&i Science 18
CALITION: Al students wil be deleted from this class. Ei’?:ﬁ‘;;ﬂg&"a’izi:lﬂ o efiecton
Select any of the items that you would like to KEEF in this class
The items left unselected will be PERMANENTLY DELETED
fram CPS O rline:
™ Assignments [ Calendar Evertts
™ Links ™ Instructar Created Tests
™ User Messages ™ Uploaded CPS Sessions
™ Syllati

e
Instruction

Recycle

Figure 108: Recycling a K-12 CPSOnline class from the CPS Class
Information window

@ NOTE: Recycling your class has no effect on your instructor account.

Click Done to close the CPS Class Information window and return to the Classes tab.
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Recycle a Higher Ed Class

You can reuse your existing CPSOnline classes in subsequent semesters. This feature is
especially helpful when you teach the same class in multiple semesters. To recycle a Higher Ed

class

1.
2.
3.

9]

Open CPS from your desktop icon.
Click the Classes tab.
From the class side (left or top window), select the class you wish to recycle.

E

Click L2, The CPS Class Information window appears.
Click the Recycle CPSOnline Class tab.
Select your recycle options.

+

+

Class Key: Click the =
X X Class | Students|  @§ ClassInformation | ,# ContsctInformation | 9 Online Class Options <9 Recyele CPS0nline Class
box next to the Class | [z
. & Geman History 17
Key option so that a &8 Goman Cuue. 14 e Yot i e
@Gelmantuhul. 3 euse Your Onling Cla: elptul Information Gj;
checkmark appears. & Geman 1050 5 G TheRecsce Cos unclon slows o 0reuse i s &
%é““”“ ”;én 3 T How St Dele e st doy
SIman, elect any of the items that you would ke to in this class. students can enroll in this class.
When a checkmark | jgeisa, | PATT || e
Torm iling. & NEw E ate will be the last day
appears next to the g & -
. v “Tass Rew L] I0a0e essions nabling the Notification Date allows
Class Key option, = ok et
your Class Key from CAUTION: &l students will be deleted from this class. ;:gl}:rr\"azfﬂﬂg;‘;ﬂ;}g;ﬁ;;
. T IWI Recycling your class has no effect on
the I'CVIOLIS Semester New Start Dat your instructor account.
. p . 4 12/16/2005 = * indicates a required figld
will be retained for e
th t t [V Enable Notiication Date
e neX Semes er. Mew Mofication Date 8/22/2005 = \e.' - 3
Uploaded CPS Instruction
Sessions: Click the
box next to the RN
Uploaded CPS
Sessions Option SO Figure 109: Recycling a Higher Ed class from the CPS Class Information
that a checkmark window

appears. When a checkmark appears next to the Uploaded CPS Sessions option, your
recycled CPSOnline class will still contain your uploaded CPS sessions from the
previous semester.

New Start Date: Use the pull-down menu to view a pop-up calendar. Select a new
class start date. Remember: Students cannot register for your class until the start date.
New End Date: Use the pull-down menu to view a pop-up calendar. Select a new end
date for the class.

Enable Notification Date: Click the box next to the Enable Notification Date option
to remove the checkmark. If the checkmark is there, you will receive an email from
elnstruction regarding every student who registers for your class after the notification
date. For example, some instructors use this function to notify them when students
enroll after regular enrollment dates.

New Notification Date: Use the pull-down menu to view a pop-up calendar. Set your
new notification date.

7. Click Recycle to recycle your CPSOnline class.
8. Click Done to close the CPS Class Information window and return to the Classes tab.
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Delete a Class

You can delete an entire class in CPS. However, when you delete a class, you also delete any
students within that class’s roster. To delete a class

1.
2.
3.

4,

5.
6.

Open CPS from your desktop icon.
Click the Classes tab.
Select the class you want to delete.

~

Click L2 |, Alternatively, right-click and choose the Delete command from the pop-up
menu. A confirmation message appears.

Click OK to permanently eliminate the class or click Cancel to quit this delete function.
Repeat steps 3-5 for as many classes as you want to delete.

Delete a Student

You can delete an individual student from a class roster. Deleting a student who is copied into
another class roster will not delete that student from the other class roster. To delete a student

1.
2.
3.

4.

5.

6.
7.

Open CPS from your desktop icon.

Click the Classes tab.

Select the class from which you want to delete students. The students in this class display
in the student side (right or bottom window).

From the student side (left or top window), select the student(s) that you want to delete.

B

Click .2 |, Alternatively, right-click and choose the Delete command from the pop-up
menu. A confirmation message appears on-screen.

Click OK to remove that entry.

Repeats steps 4-6 for as many entries as you want to delete from the class.

Import Classes

You can import class rosters from many different applications into CPS. When you import the
roster, CPS creates a new K-12 class with this roster information. To learn how to change the
class type, please see Edit Class Information. This section will show you how to

+++++++++

Import classes from a CPS database
Import classes from CPSOnline
Import classes from Pentamation files
Import classes from Osiris files
Import classes from SASI XP files
Import classes from OnTrack files
Import classes from DuPont files
Import classes from WebCT

Import classes from Blackboard
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Import Classes from a CPS Database

You can import classes from another CPS databases. When you import classes from another
database, the student grades associated with the class roster do not import with the class. To

import a class from another CPS database
1. Open CPS from your desktop icon.

2.

Click the Classes tab.

Click

&

Import....

Alternatively, right-

click in a blank space on the class
side and choose the Import
command from the pop-up menu.
The CPS Import Class Wizard
appears.
Choose CPS Database and click

Next.

Click Browse and look for the
database containing the class you

want to import. An Open dialog box

appears.
Select the database file and click

Open.

3! CPS - Import Class Wizard

=101x]

~ Impart Sour

2

PFlease choose the import source you wish to
uze;

Camma Separated Yalues [*.csv)
Pentamation File [%.tt)

CP50nline
/b T
Blackboard

r~ Helpful Infarmation

-
Move your mouse over any
setting to see further

information about that setting.

Go to the next step in the wizard,

Osits File (%txt]
Sai File [XJ"[] “fou may contact elnstruction technical
OnTrack [*csv] support at techsupp@einstiuction com
LMS File [“tst] or 838-333-4988 for addtional help.
I ..
anstruction
Cancel Mext »»

Figure 110:Importing a CPS class from another database

Select individual classes from this database by clicking in the box beside each name. You
can also choose to import all of the available classes from this database by clicking inside
the Select All option.
Click OK. Depending on the class size and the speed of your processor, this import may
take some time. The imported classes appear in the Classes tab when the import finishes.

You can edit this imported class just as you did when you created other classes in this database.
For more information on editing classes, please see Edit Class Information.

Import Classes from CPSOnline
You can import your CPSOnline classes. To import a CPSOnline class, you must first connect

your computer to the Internet. To import a

Open CPS from your desktop icon.

Click the Classes tab.

Choose CPSOnline and click Next.

Alternatively, right-click in
a blank space on the class side and
choose the Import command from the
pop-up menu. The CPS Import Class

CPSOnline class
1.
2.
3. Clle Impart....
Wizard appears.
4.
5.

Choose your Institution Type and click

Next.

! CPS5 - Import Class Wizard =100
- Irport Siour - Helpful Infarmation —
?
% Please choose the import source you wish ta Move your mouse over any
uze! selting to see further
information about that setting.
Pleaze select the type of source from
wihich pou wish to import a class.
The CPSOnline and webCT choices
o allow you ta download/impart your
Elackboard classes from online.
CPS Database
o The ather twpes of sources are files
Come Sepafated yaluer [css] that you will need to specily in the nest
Pentamation Fil [* 4] i
Els\r!s File [*tet]
SasiFile [llkl] “Tou may contact elnstruction technical
OnTrack [“.csv] suppart at techsupp@einstiuction.com
LMS File [ txt] or 838-333-4333 for addtional help.
Instruction
Caneel Hest >>
Figure 111: Importing a CPSOnline class
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Enter your CPSOnline Username and Password. CPS will connect to CPSOnline and
display all of your available CPSOnline classes.

Select individual classes from this database by clicking in the box beside each name. You
can also choose to import all of the available classes from this database by clicking inside
the Select All option.

Click OK. Depending on the class size and the speed of your processor, this import may
take some time. The imported classes appear in the Classes tab when the import is
complete.

You can edit recycle this class for subsequent terms. For information on recycling a class, please
see Recycle a Higher Ed Class or Recycle a K-12 CPSOnline Class.

Import Classes from Pentamation Files
You can import classes saved from Pentamation files. To import a Pentamation file

1.
2.

Open CPS from your desktop icon.

Click the Classes tab.

Click L™ | Alternatively, right-click |[EEEEExr o=
in the class side of the Classes tab and | fimmisaue ~Hept formaton =
choose Import. The CPS Import Class % Ploase choose the impoit source you vish to Move your mouse over an o °
Wizard appears S

Cancel and close this wizard,

Choose Pentamation File (*.txt) from
the list. Click Next.

Click Browse. An Open dialog box
appears.

Select the Pentamation file from which
you want to import information. Click e ]
Open. If there are no teachers defined, Instruction
you will automatically be presented
with the Teacher Login dialog box. If
there are teachers defined, you can use
an existing teacher, or create a new Figure 112: Importing a Pentamation file
teacher.

CPS0nline

WebCT

Blackbaoard

CPS Database

Cor d 3l

g You may contact slnstuction tachrics!
OnTrack [X csv) suppoit at techsupp@einstruction. com
LMS File [*.t] or 898-333-4988 far additional help.

LCancel Mest »>

@ NOTE: The information on the left side of the CPS - Add/Edit Teachers
dialog box applies to data that is in CPS—not data that is in the Pentamation
file.

Select the teacher you want to import classes for and click OK. You will see a list of
classes associated with that teacher, from which you can choose which classes to import.
Select the classes to import and click OK. When a class is imported into CPS, review the
student information from the Classes tab.

Response pad numbers are automatically assigned to the student information imported from the
Pentamation file. To learn more about editing a class, please see Edit Class Information.
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Update Pentamation Data

We know that things don’t stay the same. Students move into or out of your class, or information
about students in your class changes. That is why you can easily update the CPS class from the
updated Pentamation data without starting from scratch. When you update a Pentamation file,
instead of importing it, you can add new student information to an existing CPS class without
altering existing CPS information such as pad ID numbers.

1.

ol

6.

Open CPS from your desktop icon.

Click the Classes tab.

Select the class name that was imported from a Pentamation file.

Right-click on the class name.

Select the Update command from the pop-up menu. As CPS reads the updated
Pentamation file, please wait for it to prompt you. Depending on what Pentamation data
has been altered and how, CPS will give you appropriate responses. Just follow any on-
screen instructions to make your update complete. The updated student information is
represented on the Classes tab.

Review the student data, including pad ID numbers, to make certain all data is valid.

Import Classes from Osiris Files
You can import files form Osiris. To import Osiris files

1.

7.

Open CPS from your desktop icon.
Click the Classes tab.

&

Click L™ | Alternatively, right-click on the class side of the Classes tab and choose
Import. The CPS Import Class Wizard appears.

Choose Osiris File (*.txt) from the
list. Click Next. ot et oaton
CliCk Browse. An Open dialog bOX % Flease choose the import source you wish to Move your mouse over any
appears. e i et s
Select the Osiris file from which you cetomnne
want to import information. Click
Open. If no teachers are defined,
you will automatically be presented
with the Teacher Login dialog box.
You must add a teacher name and ID %
that has class data associated with an J/ instructig n
Osiris file. If there are teachers / S
defined, you can select an existing
teacher. The teacher you select must S ten 3>

' CPS - Import Class Wizard =10l x|

6?:‘;-

“fou may contact elnstuction techrical
support at techsupp@einstruction com
or B88-333-4988 for additional help.

have data in the Osiris file in order to  Figure 113: Importing an Osiris file
import any data.

@ NOTE: In the CPS Add/Edit Teachers dialog box, the class names that appear
on the left side apply to data that is in CPS, not data that is in the Osiris file.

Select the teacher for whom you want to import classes.
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Click OK. A list of classes associated with the teacher you selected in step 6 is displayed.
Select which classes you want to import and click OK.

When a class is imported into CPS, review the student information from the Classes tab.
Response pad numbers are automatically assigned to the student information imported from the
Osiris file. To learn more about editing a class, please see Edit Class Information.

Update Osiris Data

You can easily update the CPS class from the updated Osiris data without starting from scratch.
When you update an Osiris file rather than import it, you can add new student information to the
existing CPS class without altering existing CPS information such as pad ID numbers.

1.

Aol

6.

Open CPS from your desktop icon.

Click the Classes tab.

Select the class name that was imported from an Osiris file.

Right-click on the class name.

Select the Update command from the pop-up menu. As CPS reads the updated Osiris
file, please wait for it to prompt you. Depending on what Osiris data has been altered and
how, CPS will give you appropriate responses. Just follow any on-screen instructions to
make your update complete. The updated student information is represented on the
Classes tab.

Review the student data, including pad ID numbers, to make certain all data is valid.

Import Classes from SASI XP Files
You can import files from SASI XP. To import SASI XP files

1.
2.

Open CPS from your desktop icon.
Click the Classes tab.

&

Click L™ | Alternatively, right-click the class side of the Classes tab and choose
Import. The CPS Import Class T TP oot tors Wromd R
Wizard appears.
Choose SASI File (*.txt) from the o e it s e ;

use: _:etling to see further

hSt Chck Next information about that setting.

Go to the next step in the wizard,

Click Browse. An Open dialog
box appears.

Select the SASI file from which
you want to import information.
Click Open. If no teachers are
defined, you will automatically be
presented with the Teacher Login
dialog box. If there are teachers
defined, you can use an existing
teacher or you can create a new fred

teacher. Figure 114: Importing a SASI XP file

*You may contact elnstruction technical
suppoit at techsupp@einstruction. com
of B88-333-4988 for additional help.

e
Instruction

=

@ NOTE: The information on the left side of the CPS Add/Edit Teachers dialog
box applies to data that is in CPS—not data that is in the SASI file.
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Select the teacher you want to import classes and click OK. You will see a list of classes
associated with that teacher, from which you will be able to choose which classes to
import.

Select the classes to import and click OK. When a class is imported into CPS, review the
student information in the Classes tab.

Response pad numbers are automatically assigned to the student information imported from the
SASI file. To learn more about editing classes, please see Edit Class Information.

Import Classes from OnTrack Files
You can import classes from OnTrack files. To import an OnTrack file

1.
2.

Open CPS from your desktop icon.
Click the Classes tab.

&

Click L™ | Alternatively, right-click on the class side of the Classes tab and choose

Import. The CPS Import Class i s - e R
Wizard appears. e Hp— —
Choose OnTrack (*.csv) from the - TR —— E—
list. Click Next. smEmmE
Click Browse. An Open dialog box S e
Select the OnTrack file from which e o ]
you want to import information. e Ch

or B88-333-4988 for additional help.

Click Open. If no
instructors/teachers are defined, you

"
will automatically be presented with Instruction
the Teacher Login dialog box. If /’

there are instructors/teachers

defined, you can use an existing = T

teacher or create a new teacher. Figure 115: Importing an OnTrack file

@ NOTE: The information on the left side of the CPS Add/Edit Teachers dialog
box applies to data that is in CPS—mnot data that is in the OnTrack file.

Select the instructor/teacher you want to import classes for and click OK. You will see a
list of classes associated with that teacher, from which you can choose which classes to
import.

Select the classes to import and click OK. When a class is imported into CPS, review the
student information from the Classes tab.

Response pad numbers are automatically assigned to the student information imported from the
OnTrack file. To learn more about editing a class, please see Edit Class Information.
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Import Classes from DuPont Files
You can import files from DuPont. To import a DuPont file

I.
2.

Open CPS from your desktop icon.
Click the Classes tab.

&
Click L™ | Alternatively, right-click on the class side of the Classes tab and choose
Import. The CPS Import Class P —
Wizard appears. S— R
Choose LMS File (*.txt) from the | 6 o s
list. Click Next. e i et s
Click Browse. An Open dialog box et
appears. L
Select the DuPont file from which Conns oo Ve o)
you want to import information. =i Ch i
Click Open. Ifno LA
instructors/teachers are defined, you "
will automatically be presented with Instruction’
the Teacher Login dialog box. If /’ .
there are instructors/teachers
defined, you can use an existing Laree T
teacher or create a new teacher. Figure 116: Importing a DuPont file

@ NOTE: The information on the left side of the CPS Add/Edit Teachers dialog

box applies to data that is in CPS - not data that is in the DuPont file.

Select the instructor/teacher you want to import classes for and click OK. You should be
presented with a list of classes associated with that instructor/teacher and be able to select
which classes to import.
Select the classes to import and click OK. When a class is imported into CPS, review the

student information from the Classes tab.

Response pad numbers are automatically assigned to the student information imported from the
DuPont file. To learn more about editing a class, please see Edit Class Information.

Import Classes from WebCT

You can import your WebCT class into CPS by using the CPS-WebCT Proxy Tool. For more
information on the CPS-WebCT Proxy Tool, please refer to CPS-WebCT Proxy Tool or contact
elnstruction at 888.333.4988 to speak with a Technical Sales Support Associate. To import a

WebCT class
1. Open CPS from your desktop icon.
2. Click the Classes tab.
3. Click L™= | Alternatively, right-click on the class side of the Classes tab and choose

Import. The CPS Import Class Wizard appears.
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Choose WebCT and click Next.
Enter your CPS-WebCT Username
and Password and choose your
institution from the pull-down list.
Click Next.

Select the WebCT class or classes
you would like to import.
Alternatively, import all of your
available WebCT classes by
clicking the Select All option.
Click Next.

Enter your WebCT username and
password. Click OK.

/
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~ Impart Saure;

% Flsase choose the import soucs you wish to
use:

omma Separated Values [* csv]
Pentamation File [* bt

L5 File [* k]

' CPS - Import Class Wizard B

=10

i~ Helpful |nfarmation T
Sk
*

Move your mouse over any
setting to see further
information about that setting.

Please select the type of source from
which you wish to impart a class,

The CPSOrline and WebCT choices
allow you to download/import your
classes fram online

The other lypes of sources are fles
that you will need to specify in the nest
sten

Yiou may contact elnstruction technical
suppart &t techsupp@einstiuction. com
or 988-333-4388 for additional help,

e
Instruction

LCancel

Next »»

Figure 117: Importing a WebCT class

Response pad numbers are automatically assigned to the student information imported from the
WebCT class. You can recycle this CPS-WebCT class for subsequent terms. To learn more about
recycling a class, please see Recycle a Higher Ed Class.

Import Classes from Blackboard

You can import your Blackboard class to CPS, using the CPS Connection Building Block from
elnstruction. For more information on the CPS Connection Building Block, please see CPS
Connection Building Block or contact an eInstruction Technical Sales Associate at

888.333.4988. To import a Blackboard class
1.
2

Open CPS from your desktop icon.
Click the Classes tab.

&

Impart....

Click
Import. The CPS Import Class
wizard appears.

Select Blackboard from the list of
import sources. Click Next.

Enter your CPS Connection
username and password and
choose your institution from the
pull-down menu. Click Next.
Select your Blackboard classes or
classes that you would like to
import. Alternatively, click the box
next to the Select All option so
that a checkmark appears. Click
Next.

\\

Alternatively, right-click on the class side of the Classes tab and choose

' CPS - Import Class Wizard B

~ Impart Saure;

% Flsase choose the import soucs you wish to
use:

PS Database
omma Separated Values [* csv]
‘entamation Filz [* k)

L5 File [* k]

=10

i~ Helpful |nfarmation T
Sk
*

Move your mouse over any
setting to see further
information about that setting.

Gota the next step in the wizard,

Yiou may contact elnstruction technical
suppart &t techsupp@einstiuction. com
or 988-333-4388 for additional help,

Xl

e
Instruction

LCancel

Next »»

Figure 118: Importing a Blackboard class
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Response pad numbers are automatically assigned to the student information imported from the
Blackboard class. You can recycle this CPS-Blackboard class for subsequent terms. To learn
more about recycling a class, please see Recycle a Higher Ed Class.

Export Classes

You can export classes to non-CPS applications. This section will show you how to
+ Export class to tbt Deliver
+ Export class as a CSV files
+ Print/Export a class

Export Class to tbt Deliver

You export a CPS class to a tbt Deliver file. Tbt Deliver is a product by elnstruction Corporation.
To export a CPS class to tbt Deliver
1. Open CPS from your desktop icon.
2. Click the Classes tab.

3. Select a class name you want to : x
Save in; | \2) CP5_Databases j &= £F Ed

export to tbt Deliver.

‘b | )Beta databases
L) CPS Question Bank For JROTC

4. Click =] Alternatively, right-click | |cersonal skils map success profier)
and choose the Export command
from the pop-up menu. The Export
Class window opens with your class
name in the File name text box. N —

5. Click the drop-down arrow in the J X M
Save as type box, and select Deliver -l

Cancel |

Rosters (*.ros), the .ros file Figure 119: Exporting a class roster to tbt Deliver
extension needed to operate in tbt
Deliver.

6. Click Save.

@ NOTE: If the CPS class you are exporting has alpha characters in the Student
ID field, a warning statement appears saying the tbt Deliver software cannot
use the class file. Edit the CPS class if that is the case. When you have
successfully exported a CPS class to a .ros file, you can operate the tbt Deliver
software with the class.
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You can export a CPS class as a CSV file. The CSV file opens in most spreadsheet applications,

such as Microsoft Excel. To export a CSV file

1. Open CPS from your desktop icon. M 2| X)
2. Click the Classes tab. - R - e BB
: . )Beta databases

3. Fr.om the class side (right or top B e o

Wll’ldOW), Select the Class roster yOu ) Personal Skills Map (Success Profiler)

would like to export to a CSV file.
4. Click 222, The Export Class window \

appears . English Save I
5. Browse through your computer to find | Corna Separoted Vakies ' csv] | _ Cancel |

the location to which you would like to [Detver Fosers 105

save your class roster. Figure 120: Exporting a class roster to a CSV file
6. Click Save to save your roster and return

to CPS.

Print/Export a Class

You can export classes to .csv files for importing to other software applications and print from
word- processing applications. To print or export a class

1. Open CPS from your desktop icon.
2. Click the Classes tab.

3. Select the class name that you 1st Period

want to print.

Click Alternatively, :
right-click and choose the :
Print command from the pop-
up menu. The CPS Class Print
window opens displaying the
class entries in order with last
name, first name and pad ID
information.
+ Click Export to CSV to
take this class into a

CPS Class Print

Name
Encyclopedia Brown
Nancy Drew
Frank Hardy
Ramona Quimby
Dicey Tillerman
Stacey Logan
Meg Murry
Wiclet Baudelare
Tom Sawyer
Huck Finn

Tesse Alden
Jehnny Tretnain
Harry Potter
Hermione Granger
Peter Pan

George Fayne
Bess Marvin

Joe Hardy

Export to CSV. |

Export/Print | |

spreadsheet format, and
save it as a .csv file.

Figure 121: Viewing a class roster in the CPS Class Print window

+ Click Export/Print to take the class information to a word-processing application.
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Team Activities

CPS team activities are a fun and effective way for you to teach your students and for them to
learn. In fact, the CPS response system is ideal to use with teams of students. Teams compete for
points in a fun environment where knowledge is cool. CPS offers a variety of team activities to
give you flexibility in engaging your students.

The Team Activities tab provides you with two different types of interactive games for your
students. You can use the Challenge board, which creates a Jeopardy-like quiz game that you can
engage just like any other lesson.

The Team Activities tab also includes the There It Is! game. There It Is! combines knowledge
and quick critical thinking skills in a fastest-finger format.

7¥ CPS - C:\CPS_Databases'Beta databases'MyLessons.cps _|a ﬂ
File Settings Help
% Lessons % Standards | @ Classes @ Repots | EJ Gradsbook
= 4 X @ ~
: Upe Down

Mew... Edit.... Delete Engage... Sethings...

Activity

Figure 122: Viewing the Team Activities tab

This section will give you information on the various CPS team activities. The team activities
include

+ There It Is!

+ CPS Challenge Board

+ Top Score
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There It Is!

CPS makes it easier than ever to get your students to learn without realizing it! Using the time-
honored method of healthy competition, get your students to learn the course material while
having a fun time in your class. You can organize your class into teams of students, or let
individual students compete.

There it is! employs the Student Managed Assessment mode in a fastest-finger format. Each
team or student answers a different question at a time, so students do not need to shout out
answers.

The first team/student to correctly respond to their own question receives bonus points.
Teams/Students who answer correctly, but did not answer first, receive the standard point
value that is set.

Teams/Students who did not answer correctly or did not answer at all get 0 points.

The points accumulate over the There it is! session to determine a winner.

+4+ ++

To set the standard and bonus point value distributed to teams/students

1. Open CPS from your desktop icon. = -

2. Click the Team Activities tab.

ﬁ - Settings

3. Click Al The There it is! ¥ Show Answerad Correct  Paint Value IT
Properties window appears.

4. Select your standard/bonus point
values, whether or not you would like 7 StudantLed Mode
to show if students answered correctly
on each question, and/or if you want to
use bonus points. O Cancel

5. Select your preferences and click OK.

¥ Use Bonus Points Bonus Faint alue |5

Figure 123: Changing the settings for a There It Is!
activity

@ NOTE: The settings you
put will apply to all lessons in the Team Activities tab until otherwise
changed.

CPS Challenge Board

CPS also offers Challenge Boards as a team activity. If you and your students are familiar with
the game show Jeopardy! ™, then you already have a good idea how the CPS Challenge Board
works. Challenge Boards use questions that you have already created in a lesson and assigns
them point values.

During a Challenge Board delivery session, select point values under a category, or have a team
call them out. Then click on that point value to display a question. As soon as you start the
response cycle, teams can discuss, point, and click their answers. You can review students'
grades in the Gradebook or view reports from the Challenge Board in the Reports tab.
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Create CPS Challenge Boards

You can create CPS Challenge Boards before class, so that you can simply engage the activity
when your students arrive. To create a CPS Challenge Board

1. Open CPS from your desktop icon.

2. Click the Team Activities tab.

3. Click
-
4. Click [ Me#. The CPS Challenge x|
Board Info window appears.
5. Type in a title for your challenge Htellcnae Bacid Tide:
board, and then name the [Na Tite
categories. You can come back and Category 1 Tite: Catagory 3 Tite:
edit these later if you would like. [Categan 1 [Category 3
6‘ Cth OK The CPS Chauenge Categaory 2 Title: Category 4 Title:
Board window opens containing fCateaon 2 B
the panes listed below.
+ The Top left pane displays all I Cancel

of the lessons or standards in Figure 124: Creating a CPS Challenge Board with the CPS
the open database. Challenge Board Info window

Use the tabs above this pane to choose Lessons or Standards.

The Top right pane displays the point values under each category. Each point value
button also displays how many questions it contains.

+ The Bottom half displays the questions in the lesson you select from the top left

++

window.
¥ CPS - Challenge Board: Geography i [l
File
% Lessons | % Standards | Capitals Neighbors ImporifExport  Topography

- m Bth Grade.cps
{1 Examiview

ot
=]
i

=

Ly lN
{=] o
o o

o~

=]
1

=]

|

o
=]
i

=]

Mumber | Guestion Stem | Type ‘ Difficulty |

Figure 125: Populating a CPS Challenge Board with the CPS Challenge Board
window
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7. Select a lesson or standard from the top left pane. The questions appear in the bottom half
of the window.

8. Use one or both of the following methods to populate the category and point values with
questions:

Method 1:
a.

d.

Method 2:
e.

f.

Populate a Challenge Board with Specific Questions from Lessons or Standards
Highlight a question or multiple questions (use the Ctrl key to select multiple, non-
consecutive questions) in the bottom half of the window that you want to drag Oto a
point value in a particular category.

Drag the question(s) to a point value until the pointer is over the point value.

Release your mouse button to drop the question(s) into that point value. The point
value button display changes to represent the number of questions you just dropped
into the point value.

Repeat for as many questions as you want to add to the challenge board.

Populate a Challenge Board with an Entire Lesson or Standard of Questions
Click and highlight the name of the lesson or standard in the top left window that you
want to drop into one of the categories.

Drag that lesson or standard to a category until the pointer is over the category name.
The category name depresses slightly.

Release your mouse button to drop the entire contents of the lesson or standard into
the category. The questions equally and randomly distribute in the point values. Point
value buttons change to display the number of questions that button just received.
Repeat for as many lessons or standards as you want to add to the challenge board.

@ NOTE: You can use a combination of the above two methods to drag and
drop some questions to point values, or drop an entire lesson or standard of
questions in one category. Alternatively, you have the option to right click a
question and distribute it to a category or specific point value by using the
context menu that appears. The option to preview the question is also
available in the context menu.

9. Click the File menu item and the Close command to close the Challenge Board and
return to the Team Activities tab.

The Team Activities tab displays your new challenge board title. CPS has saved this board to
your opened database.
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Edit CPS Challenge Boards
Once you create a CPS Challenge Board, you can edit a CPS Challenge Board by editing the
attributes of the Challenge Board or by adding or removing questions from the activity.

Edit CPS Challenge Board Attributes

You can edit certain attributes of the CPS Challenge Board. These attributes include the
Challenge Board title and the categories. To edit the attributes of a CPS Challenge Board

1.
2.
3.

6.

7.

Open CPS from your desktop icon.
Click the Team Activities tab.
Select the challenge board with
attributes you want to edit.

E

Click LE_| The CPS Challenge
Board window appears.

Click the File menu item and
select the Edit Challenge Board
attributes command. The CPS
Challenge Board Info window
appears.

Edit the Board Title or the
Category Titles.

Click OK when finished.

Chapter 3: Creation Functions

& CPS - Challenge Board Info 0 x|
Challenge Board Titls:
Mo Title
Category 1 Title: Category 3 Title:
|Categor_l,l 1 IEategory 3
Category 2 Title: Category 4 Title:
|Categor_l,l 2 IEategory 4

Cancel

o]

Figure 126: Editing the CPS Challenge Board attributes

Add Questions to a CPS Challenge Board
You can add questions to an existing CPS Challenge Board. To add questions

1.
2.
3.

Open CPS from your desktop icon.
Click the Team Activities tab.

Select the challenge board to which you want to add questions.

E|

Click L= | The CPS Challenge
Board window appears.

Select a lesson or standard from
which to take questions, which
appears in the bottom half of the
screen.

Highlight a question, or multiple
questions (use the Ctrl key to
select multiple, nonconsecutive
questions), that you want to drag
to a point value in a particular
category.

Drag the question(s) to a point
value until the pointer is over the
point value.

e
File
B Lessons | & standarcs | Setilement The First Agricullure  Geography
=-4) Ditrict_Coordmatorcps (Crrlfeites
HE 9t Grade = = - —
10th Grade | |
e oo HEE
English r ‘
B e »o HE
Physies | | bt 5 |
U.5. Histom - [ - o i — 3
Discowery and Settlement -
Iy Briish Enpie I [
¢ w12k Grade = ; T
Number | Question Stem [Tope [ Ditficuby |
T What did the Great Awakening. inter-colonial iade. and American atitudes toward English cultue and corstiutional the..  MC4 1
T2 “Which of the following is NOT TRUE of English colonial tamilies in mid-eighteenth century America? MCS 1
3 Thomas Jefferson ance observed tha the best schoal of poliizal inerly the world ever saw was the .7 MCS 1
T Berjarin Frarkiirs concepl of the 'ideal American” differed fiom.John Winihiop's in which of the fallowing ways? MC4 1
s The Salem Wilage wicherait cisis oceurred for which of the following reasons? MCd 1
s Anglo-American women in colonial tmes...? MCS 1
7 By the early 17005, the slave cades of the Englsh colonies in North America established al of the following rues EXCEF.. MC4 1
s Beteen 1650 and 1750 faril ife in the English colonies changed such that n..2 MCd 1
*a According to the Whig ideology, the best defense against cormuption and tyranny rested in the. . ? Mc4 1
P10 Colonial ciies functioned primarly 5.7 MCS 1
F11 Colonial law generaly defined slaves as chaltels, This msant that slaves were considered as...7 MC5 1

Figure 127: Adding questions to a CPS Challenge Board from

the CPS Challenge Board window
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Release your mouse button to drop the questions into that point value. The point value
button changes to display the number of questions that button just received.
Repeat steps 5-8 for as many questions as you want to add to the challenge board.

10. Click the File menu item and the Close command to return to the Team Activities tab

when you finish.

Remove Questions from a CPS Challenge Board
You can remove questions from a current CPS Challenge Board. To remove questions

1.

o

8.

9.

Open CPS from your desktop
icon.

Click the Team Activities
tab.

Select the CPS Challenge
Board you would like to edit.
Click L=t The CPS
Challenge Board window
appears.

Click on any of the colored
boxes that contain questions.

The Challenge Board oeest | paew | [ owe |
Question Edit window Figure 128: Removing questions from a CPS Challenge Board
appears.

Select the question you would like to remove.

Click Delete to remove the question, or click Delete All to remove all the questions. A
Confirmation dialog box appears.

Click OK. The Challenge Board Level Questions window refreshes and shows only the
questions you have not deleted.

Click the Close button to return to the full Challenge Board.

10. Repeat steps 4-8 for each point value from which you want to delete questions.
11. Click the File menu and Close when you are ready to return to the Team Activities tab.

Delete CPS Challenge Boards
You can delete a challenge board from the Team Activities tab. To delete a CPS Challenge

Board
1.
2.
3.

9]

Open CPS from your desktop icon.
Click the Team Activities tab.
Select the challenge board you want to delete.

X

Click L2 | A confirmation window appears.
Click OK in the confirmation window.
Repeats steps 2-4 for every challenge board you want to delete.
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Top Score
Top Score is a quick game you can use with an existing lesson. You can engage any set of
questions associated with a lesson or standard, and use Top Score in the Teacher Managed

Assessment mode to create a quick challenge for your students.

The Rules:
+ Students answer questions from a CPS lesson, using their response pads.

+ If you select the Use Bonus Points option, the first student to answer correctly receives

bonus points.
+ You can use the Score window to view students with the top scores in the class.
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Chapter 4: Engage Functions

A CPS response system enables students to provide electronic feedback to questions in the
classroom. CPS collects this feedback, also called performance data, in a CPS database. The
performance results represent students’ answers to questions from the lesson and Verbal
Questions asked while the response system is in use.
To deliver a lesson, you will need
+ The CPS IR or CPS RF response system that accompanied the software. The CPS
response system is available in 16, 24, or 32 pad sets; or you can expand your CPS
system by adding pads in increments of 8, up to 256 numbered pads.
+ One available USB port
+ A projection device such as a projector, LCD, or TV monitor which can display
information to students (optional)

In Chapter 3, you learned how to set up CPS to deliver lessons, standards, and team activities. In
this chapter, you will learn how to

+ Use the CPS response system

+ Choose delivery options for your sessions

+ Engage lessons, standards, presentations, and team activities in CPS

The CPS Response System

The CPS response system consists of response pads and a coordinating receiver unit. Each
uniquely numbered pad transmits responses that the receiver unit records, and the CPS software
automatically attributes to the corresponding response pad number listed in the class. The CPS
response system uses either infra red or radio frequency technology. For more information on the
technologies available, please see CPS IR System or CPS RF System.
This section will show you the

+ Required components

+ Response system setup

Components of the Response System

The CPS response system consists of an infra red or radio frequency receiver unit and
corresponding response pads. Students use the response pads to electronically transmit their
responses to CPS questions. The receiver unit receives student responses and communicates with
CPS to generate session data in the form of reports and grades. This section will tell you about
the

+ CPS IR System

+ CPS RF System
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CPS IR System

Engage Functions

The CPS IR System consists of an infra red receiver unit and infra red response pads. The system

works together to collect student responses for CPS.

IR Receiver Unit

One receiver unit supports a set of 60 student response pads (16, 24, or 32
pad sets are available, with the ability to expand a system by adding pads

in increments of 8, up to 256 numbered pads and an unlimited amount of

serial pads).

The receivers can accept signals from IR response pads from up to 60 feet
away. Although students must have a direct line-of-sight to transmit
signals to the IR receiver unit, students can also send signals at angles
such as 90°, 120°, 180°, and 270°.

IR Response Pad
The IR response pads can transmit up to 60 feet.

When you ask a question, students respond using the CPS response pads. Notice

the CPS response pad alpha characters A-H.
+ Use the A and B buttons to answer True/False or Yes/No questions.

+ The F button is a question scrolling function. Students can use this during
the Student Managed Assessment or Practice mode deliveries. Just press
the F button to advance through each question at an interval of less than a
second. This is a great function if students want to answer questions 1-5,
skip question 6-11, and go onto questions 12-20. They can also go back to

the skipped questions. Press any button to stop the scrolling.
+ Under the G and H buttons are directional arrows. Students use this

function during Student Managed Assessment and Practice mode

Figure 129: Using the
IR Receiver Unit

Figure 130: Using

deliveries. It allows students to move backwards or forwards to questions, the IR Response

check their answers, or answer any skipped questions.

CPS RF System

Pad

The CPS RF System works with elnstruction’s award-winning CPS software and radio frequency
hardware. The hardware, including response pads and a receiver unit, provides instructors with

more flexibility in the classroom.

First Generation RF System

The original CPS RF system provides instructors with all the functionality of
the IR system and includes additional features. With CPS RF, instructors can

+ Engage up to 300 K-12 students on one receiver
+ Engage up to 1000 Higher Ed students on one receiver
+ Engage students in numeric answer questions

The CPS RF response pads have a range of 200 feet and allow students to
respond to questions without a “line of sight” to the receiver unit.

CPS 4.0 Users Guide

e
Onstruction

Figure 131: Using
the RF Higher Ed
Response Pad
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The K-12 RF System works with K-12 RF response pads and a receiver unit. One
receiver unit can handle up to 300 response pads. The response pads also have an
LCD screen, which allows students to view their answers before sending them to

CPS. 1

X

X,
A

. Figure 132: Using
Second Generation RF System the K-12 RF

The next generation of elnstruction radio frequency technology will be available Response Pad

in the Fall of 2006. The Gen 2 RF System includes all the features of the
first generation RF system, as well as new capabilities. With the Gen 2
System, instructors can 5o
+ Auto Join Higher Ed classes m
+ See the response pad serial number (Higher Ed) arfan)
+ Indicate the correct answer on the response pad o [©2 [o
+ Hide answers on the response pad o Jes o)
+ Create equations using symbols [+, -, (), (decimal), (space), *, /, S7insjis
X, V] s
+ Engage students in self-paced testing, eliminating the need fora | |
projector and bubble sheets
+ Engage students for Higher Ed or K-12

Figure 133: Using the Gen
Setup the Response System 2 RF Response Pad

CPS requires very little setup to begin engaging students. This section will show you how to use
the receiver unit and make sure the connection between the receiver and CPS works.

Plug in the Receiver unit

Setting up the response system is very easy. Simply plug your response pad USB cable into an
available USB port on your computer. When you open CPS, CPS will automatically detect your
receiver settings.

Setup IR Pads

CPS automatically detects your receiver settings, so all you need to do is plug in your receiver
and start CPS. elnstruction has provided you a manual override if necessary, but you should
always check with CPS Technical Support before making any changes. You can call Technical
Support at 888.333.4988 or email them at techsupp@einstruction.com. To manually override the
automatic COM detection

Open CPS from your desktop icon.

Click the Settings file menu.

Click Delivery Options. The CPS Delivery Options window appears.

Click the Receiver tab.

Select the Manual Override option to manually choose your COM port. Before you use
the Manual Override option, please consult Technical Support. You can reach them by
calling 888.333.4988 or by emailing Technical Support at techsupp@einstruction.com.
6. Choose K-12 IR Pads as your type. Select your COM port from the pull-down menu.

Nk W=
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7. Click OK.
Setup RF Pads I
Although CPS automatically detects your et | S gt ot | Feedck s | Tt
receiver settings, you will need to tell CPS P
which channel your receiver uses. To setup 5 campon [con o]
your RF seftings . e o
1. Open CPS from your desktop icon. B Mok O  Fighar EIEE
2. Click the Settings file menu. e
3. Click Delivery Options. The CPS [ Restrea Fed dpione
. . . Power Off
Delivery Options window appears.
. . - RF Receiver Optian or 888-333-4388 for additional help.
4. Click the Receiver tab. boscremel - Pt 123
. . (4is Max) : 2 : J e
5. Enter the receiver Base Channel in o Instruction
the Base Channel box. Your Base
Channel is the blinking number on
your receiver unit. ==

Figure 134: Setting up the RF system from the CPS Delivery
Options window

@ NOTE: You can use Gen 2 response pads with a first generation Higher Ed
RF receiver. To use Gen 2 pads with a first generation Higher Ed receiver,
select Higher Ed RF from the list under the Com Port.

6. Click OK to save your settings and return to CPS.

CPS Session Setup

CPS offers many ways for you to engage your students. This section will show you how to
+ Choose a delivery mode
+ Setup delivery options from the CPS Delivery Options window

Choose Delivery Modes

Delivery modes are the major ways in which you can affect the way students interact with CPS.
Depending on which mode you choose, you can control the students’ pace through questions, the
students can control their own pace, or you can even choose to give anonymous assessments.
This section will show you when and how to use

+ Teacher Managed Assessment Mode (TMA)

+ Student Managed Assessment Mode (SMA)

+ Student Managed Practice Mode (SMP)

+ Teacher-Led Student Managed Assessment Mode (TLSMA)

+ Anonymous Mode
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Teacher Managed Assessment Mode

Teacher Managed Assessment (TMA) mode lets you control the pace and progress of students
through the questions. A delivery session in the Teacher Managed Assessment mode uses the
Engage toolbar to regulate settings and question flow. The Engage toolbar also displays in the
title bar the lesson or standard title you have engaged.

When you engage a lesson in the Teacher Managed Assessment mode, you can use the Top
Score icon on the Feedback Grid to create a quick team activity. For more information on the
Top Score feature, please see Top Score.

CPS - Session Setup - Page 1 of 1 i

Engage List- Lesson MNames FowerFoint
To deliver a lesson in Teacher Managed Assessment ikl dmetios
mode
1. Open CPS from your desktop icon. 7M
odes
2_ Cllck the Lessons tab * Teacher Managed Assessment
. i~ Student Managed Assessment
3. Select the lesson you would like to engage. plian e
(@ / " Student Managed Fraclice

4. Click [Eresetesentl] The CPS Session Setup
window appears.

Title: IUnit 1: Eatly America

[ Include in Gradehook [~ Anonymous Mode
5. Choose Teacher Managed Assessment [T Autamatically Unplaad [~ Exportto Question Grid
mOde Session IC\ass Participation j %
hax Paints hDD
. Create Attendance from this nent
@ NOTE' You can associate . X I Include Attendance in Gradebook WaxPoirts
Dynamlc Standards to questlons mn I© Autornafically Upload Atendance |5
Teacher Managed Assessment Clnss [Defoul Cinss o creae. |
mode. For more information on
. Az Cancel Bt [t Start
Dynamic Standards, please see smw] el
Associate Dynamic Standards to Figure 135: Choosing Teacher Managed
Questions. Assessment mode from the CPS Session

Setup window

6. Click Start. The CPS Engage toolbar appears.

Use the CPS Engage toolbar to navigate through the session and engage students in the lesson.
For more information on using the CPS Engage toolbar, please see Engage Lessons.

Student Managed Assessment Mode

The Student Managed Assessment (SMA) mode lets you incorporate CPS lessons, existing hard
copy material, or FastGrade lessons into one seamless activity that allows students to pace
themselves. For more information on creating and using FastGrade lessons, please see Create
FastGrade Lessons and Engage FastGrade Lessons. To deliver a lesson in Student Managed
Assessment mode

1. Open CPS from your desktop icon.

2. Click the Lessons tab.

3. Select the lesson that represents the hand out (either a lesson of questions or a FastGrade

lesson).
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4. Click et The CPS Session Setup
window appears.

5. Select Student Managed Assessment
mode.

@ NOTE: If you select
multiple lessons or standards
to engage in Student
Managed Assessment mode,
you can assign certain pad
numbers to respond to
selected lessons or standards.

6. Click Start to begin the Student
Managed Assessment. Depending on the
type of response system you are using,
CPS will display either the Student
Feedback window or the Instructor
Feedback window for SMA mode.

Chapter 4: Engage Functions

[cP - session setwp -Pope 1of1 N
Engage List- Lesson Names PawerPaint
Geography

Modes
" TeacherManaged Assessment
& Student Managed Assessmant
" Teacher-Led Student Managed Aszessment

/ " Student Managed Practice

Title |Geagraphy

¥ Include in Gradebook I™ Anomymous Mode
I7 L Alaristically Weloed I” Exportto Question Grid

Sasgsion |Class Farticipation _.'_I §

Max Points |'| 11}

™ Create Attendance from this Assessment

I= nciliel = [ Grad eRe ek e Pt

I7 | Autarmaticaly Upioad Atenderoe 5
1 ]
Class JEnd Feariad j Creata...

%l Cnncell < Fmck | e s | Start 1

Figure 136: Choosing Student Managed
Assessment mode from the CPS Session
Setup window

IR and 1°* Generation Higher Ed RF Systems
If you use an IR or first generation Higher Ed RF system, when you engage students in a Student
Managed Assessment the Student Feedback window appears.
1. Click Options to change any of the session delivery options. For more information on
session delivery options, please see Student Managed tab.

2. Click Start to initiate the session. Upon doing this, students can begin submitting

answers.

3. Click Close to end the session at any time.

41 CP5 Assessment - Class Manme: 181 Period

=101

1 2 1|3 (|4 5] 6
1 1 1 1 1 1

7
1

b
—
-
—

12

13 |[14 || 15

™ [Top Butons Optiane [ Start | Close |
Figure 137: Viewing an SMA session from the Student Feedback window
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The class name appears in the title bar of the window.

The top row of each bank of numbers, preceded by a response pad symbol,
corresponds to the pad ID numbers assigned in the class. These pad ID numbers are
black on gray numbers before you start the assessment.

The Student Managed Assessment mode is capable of supporting up to 2000 pad IDs.
The bottom row of each bank of numbers, preceded by a question mark, represents
question numbers. These numbers increment as each student proceeds through the
list.

++

++

@ NOTE: Remember, if your students use IR pads, they 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.

Using Student Managed Assessment Mode with an IR or 1% Generation
Higher Ed RF System

When you engage lessons in Student Managed Assessment mode, you see a specialized screen
that tracks each student’s progress throughout the lesson. Every student begins on question one.
When a student selects an in-range answer, that student’s pad number blinks blue to indicate
acceptance. Then that student’s question number moves to the next unanswered question.

The following graphics illustrate the feedback grid during a response activity. Follow student
usage on the top box, and question progression on the bottom box. Please note that the student
ID pads are the top number and the Question number is on the bottom.

Snapshot 1:

(iP5 Assessment - Class Names: 1st Period =

13 ({14 || 15

I TopBuflon: e ) | | Em:l_ : |

Figure 138: Snapshot 1 of Student Managed Assessment mode
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+ Student 6 has answered Question 1 and is answering Question 2 at this moment. The pad
ID blinks blue indicating acceptance of an in-range answer, then the question number
progresses.

+ Student 5 has answered the first 2 questions and moved to Question 3.

+ Student 7 has answered Question 1 moved on to Question 2.

Snapshot 2:

r(‘.l.‘_l’P‘: Assessment - Class Mame: 1st Period -_l_mil

13 (|14 || 15

™ Top Buttons aile] ’I End : ‘

Figure 139: Snapshot 2 of Student Managed Assessment mode

+ Student 7 has used the G button (on an IR response pad) to move back to Question 1. Pad
ID 3 remains blue indicating that the question has been previously answered.

Snapshot 3:

(]} cPs Assessment - Class Name: 15t Period

=101 %]

D
q‘l
<o

10 || 11 || 12

13 (|14 || 15

I Top Butlons il || ‘End || & |

Figure 140: Snapshot 3 of Student Managed Assessment mode

+ Student 7 changed the answer to Question 4. The pad ID color changes to yellow. Student
7 then moves to Question 5. Notice that Students 5 and 9 are on Question 4, Student 6 is
on Question 2, and Student 8 is on Question 3.
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+ As you can see, the students have progressed through the paper test at their own pace
with options to move back and change answers, or skip questions and move forward.

Snapshot 4:

[iJ: Cps Assessment - Class Mame: Lst Period -|oj =|

1|[2][3][4a]5 7 1/8]
1 ({11 |] 1 19 |IEB | 15 | IER |

13 /14 || 15

10 || 11 || 12

—

I Top Buttons plia | [ End | |

Figure 141: Snapshot 4 of Student Managed Assessment mode
+ Student 6 has answered all of the questions from the printout and is now back at the first

question. When a student has answered all of the questions, his/her current question
number and pad ID stay blue. This indicates a question has already been answered.

Snapshot 5:

(] CPs Assessment - Class Mame: Lst Period =10] x|

1|[2][3]|[4]5 7
1|1 ][ 1 19 |IEM | 15

13|14 || 15

11112

—

oo Butorn ors. | [ona ) |

Figure 142: Snapshot 5 of Student Managed Assessment mode

+ Students 6 and 9 are finished with the questions.
+ Student 8 has moved to Question 4, and his or her pad ID screen is flashing green, which
means that he or she has completed the questions and is changing the answer to Question

4,

CPS 4.0 Users Guide 120



Chapter 4: Engage Functions

+ If you selected to Export to Question Grid from the CPS Session Setup window, a
separate window opens with the performance data for this session in grid format. You can
also access reports of student performance from the Reports tab for Student Managed
Assessment sessions.

15t Generation K-12 RF or 2" Generation RF Systems

If you are using a first generation K-12 RF system or a second generation RF system, when you
engage students in a lesson in SMA mode, the Instructor Feedback window appears.
1. If you are using a projector, please turn off the projector before beginning the session.
2. Click Start to begin the SMA session.
3. Ask students to begin responding to questions. As students respond to questions, the
boxes corresponding with the student name and question number light up.
4. Click Clese to end the session.

Instructor Feedback i
-

Students Luestions Tatals flod
I ame #1 f2 #3 H4 i43] HE Caorract Atternpted
Alden, Jesze [1] 0 i}
Baudelaire, YVialet [2)
Brown, Encyclopedia [3
Direw, Mancy (4]
Finch, Scout [3)
Fitin, Hucklebermy [E)
Fayne, George [7)
Granger, Hermione [8]
Hardy. Frank [3]
Hardy, Joe (10]
Hapkins, Gilly [11) Note: Please furn off your projector.
Lod=ng Stacoy fhe] Instruct students to press a button
trairih by 1] on their pads before you click on the

turry, Meg [14]
Patter, Harry [15] Start button.

Quimby, Famona [16]
Sawmer, Tom [17]
Tillerman, Dicey [18]
Tremaine, Johnny [19]
‘wheasley, Ron [20]

[ N s N e Y s s O Y e Y s Y e s T Y s R e Y s ) Y e |
oo oo oo oo oo ooooooooogo

PERCENT CORRECT ;I

| | M

Battery level not received [:] Battery level good [._I Battery level warning [replace after test] [i] Batteny level critical

Optiohs > |

Figure 143: Viewing an SMA session from the Instructor Feedback window
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Student Managed Practice Mode

The Student Managed Practice (SMP) mode operates in much the same way as the Student
Managed Assessment mode. SMP allows you to use printout material and student-paced
responses.

Chapter 4: Engage Functions

Like the other Assessment modes, it too records student performance information in the Reports
tab. Unlike the Student Managed Assessment mode, the intent of the Practice mode is for
students to review and get familiar with course material in a challenging way. To deliver lessons
in Student Managed Practice mode [

1.
2.
3.

Open CPS from your desktop icon.
Click the Lessons tab.
Select the lesson you would like to engage.

@

Engage Lezzan(s]

Click The CPS Session Setup
window appears.
Choose Student Managed Practice mode.

a

@ NOTE: The Student Managed
Practice mode is available only
for use with IR or 1* Generation
Higher Ed RF systems.

Click Start to begin the Student Managed
Practice. The Student Feedback window
opens.

+ The class name appears in the title bar of

CPS - Session Setup - Page 1 of 1 ]

Engage List-Lesson Mames
Unit 1: Early America |

PowerPaint

- Modes
" Teacher Managed Assessment

 Student Managed Assessment

" Teacherled Student Mananed Assessmeant

* Student Managed Practice

Title IUmt 1: Early America

[ Include in Gradebook
= Autormatically Uplosd

T Anonymous bode
™ Exportto Question Grid

EIEN
Iz Paints
[5_

LI Create..

Session IC\ass Participation

tax Faoints Ih oo

Create Attendance fram this meht
T Include Attendance in Gradebook

I™ Automatically Upload Atterdance

Class IDefauIt Class

Cancell < Back | [l > | Start |

the window.
+ The top row of each bank of numbers,
preceded by a response pad symbol,

Figure 144: Choosing Student Managed
Practice mode from the CPS Session Setup
window

corresponds to the pad ID numbers assigned in the class. These pad ID numbers are

black on gray numbers before you start the

assessment.

+ The Student Managed Assessment mode is capable of supporting up to 2000 pad IDs.
+ The bottom row of each bank of numbers, preceded by a question mark, represents

question numbers. These numbers increment as each student proceeds through the

list.

Click Options to change any of the session delivery options.
Click Start to initiate the session. Upon doing this, students can begin submitting

answers.
Click Close to end the session at any time.
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B4 OPS Assessment - Class Mame: 15t Period — = |

1 2 || 3|4 (| S5[[6 |7 8| 9 (101112
1 1 1

i
—
—
—l
—
—
i
i
—

13 |[14 || 15

™ [Top Butons Optiane [ Start | Close |

Figure 145: Viewing a lesson in SMP mode from the Student Feedback window

Using Student Managed Practice Mode

In the Student Managed Practice mode, only a correctly answered question moves the student
onto the next unanswered question. If a student answers a question incorrectly, their
corresponding on-screen number flashes blue until he or she answers that question correctly.
When he or she does select the correct answer, his or her corresponding on-screen pad number
changes to blue. The student is then allowed to move to the next unanswered question.

The following graphics illustrate the feedback grid during a response activity. Follow student
usage on the top box, and question progression on the bottom box. Please note that the student
ID pads are the top number and the Question number is on the bottom.

Snapshot 1:

nnr eI eI

1|[2][3]4
1|1

L&)
‘4
oo
o

10|11 ][ 12

-
-
)%
-
-
-t
—y
-
-
el

13 |1 14 || 15

™ TopButtons ot I [_ End. _':l J

Figure 146: Snapshot 1 of Student Managed Practice mode

CPS 4.0 Users Guide 123



Chapter 4: Engage Functions

+ Student 5 has correctly answered Question 1 and moved to Question 2.

+ Student 6 is currently answering Question 1 incorrectly and remains on Question 1. The
pad ID flashes blue indicating acceptance of an answer, but the question number remains
1 because the answer is incorrect.

Snapshot 2:

m|bdj A

13|14 || 15

™ Top Buttons |Ti| : \

Figure 147: Snapshot 2 of Student Managed Practice mode

+ Student 5 has correctly answered two questions and moved to Question 3.

+ Students 7, 8, and 9 have correctly answered Question 2 and moved to Question 3.

+ Student 6 is incorrectly answering Question 1. The pad ID flashes red with a black X
indicating that the response is out of range.

Snapshot 3:

I} £PS Assessment - Class Manve: 1st Period T =101 x|

10 || 11 || 12

13 |1 14 || 15

™ TopButtons

Figure 148: Snapshot 3 of Student Managed Practice mode

4+ Students 5 and 6 are on Question 3.
+ Student 7 has progressed to Question 5.
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+ Students 8 and 9 are on Questions 6 and 4, respectively. Because students cannot move to
the next question until a question has been answered correctly, the G and H buttons are
disabled on the IR pad.

11 |12

13 |[14 ][ 15

I Tobuon pors [ [CEad ]| | coee |

Figure 149: Snapshot 4 of Student Managed Practice mode

+ All of the participating students have finished all of the questions. They cannot move to
any other questions, and they remain on Question 20. Their pad IDs stay blue to indicate
that they have finished the assessment.

If you selected Export to Question Grid from the CPS Session Setup window, a separate
window opens with the performance data for this session in grid format. You can access reports
of student performance from the Reports tab for Student Managed Practice sessions as well.
CPS clearly labels the reports with Practice mode. The performance feedback accurately depicts
that only questions answered correctly on the first attempt display as correct in the
correct/attempted ratio.
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Teacher-Led Student Managed Assessment Mode

The Teacher-Led Student Managed Assessment (TLSMA) combines the TMA and SMA modes
for one teacher-led session conducted at the students' pace. This new mode is ideal for K-12
teachers who use multiple versions of a test. For example, you can create three versions of the
same test: A, B, and C, make a FastGrade answer key, then distribute the tests to the class. The
students then write their answers on the handouts. After a set time, you can pass out the response
pads and have the students put in their answers, one question at a time. You can even create tests
with different question totals. In the time it takes to have the students enter all of their answers
on the CPS pad, you can have multiple test versions

. . Engage List- Lesson Names PowerPoint
graded and ready to review. To engage a lesson in ==

Geogrophy
Teacher-Led Student Managed Assessment mode
1. Open CPS from your desktop icon.
2. Click the Lessons tab. ite
" Teacher Managed Assessment
(@ " StudentManaged Assessment
3. Clle Engage Lesson(s] The CPS SeSSiOIl Setup & TeacherLed Student Managed Assessment
. L ent Managed Practice
window appears. - SenEae
4. Choose Teacher-Led Student Managed e Geapreplyy
Assessme]’lt mode_ ™ Include in Gradebook [~ Anonymous MD.dB .
5. Click Start to deliver your lesson. The Pt B el
TLSMA mode Session Delivery window § g O Poscpotn BN
appears hzee Points I‘I 0g
’ T Create Atendance from this Assessment - =
I incude Aftlendance in Gradeboo) MescFoint
©) NOTE: When you engage S :
TLSMA mode, you will not be = [15tPeriod 5] | (G|
able to change the Options while % Gencal | [<Bock | o> |t |

you deliver your session.

Figure 150: Choosing Teacher-Led Student
. . Managed Assessment mode from the CPS
6. Click Start and ask your students to press his ¢ = Setup window

or her answer for Question 1 on his or her pad.

I} PS Assessment - Class Mame: 15t Period =100 x|

11[2][3][4/EH 6|7 | IENIER 10]11][12

13 /(14|15

Current Question: [ 1 | reosuem o | v ] I

Figure 151: Tracking student progress from the Teacher-Led Student Managed Assessment mode Session Delivery
window
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7. Click the > button to move to the next question and the < button to move to the previous
question. Remember that students cannot move on to the next question until you choose
to move questions.

8. Click End when the students have answered all of the questions. You will be returned to
the main CPS screen.

Anonymous Mode
The Anonymous mode allows you to, in Teacher Managed Assessment (TMA), Teacher-Led
Student Managed Assessment (TLSMA), or Student Managed Assessment (SMA) mode, to

record a class assessment without associating students’ individual responses with their student
information. To engage a lesson in Anonymous

mode i—.gm;e List- Lesson Mames FPowerFoint
. eography
1. Open CPS from your desktop icon.
2. Click the Lessons tab.
3. Choose the lesson you would like to deliver. - Modes —
e & Teacher Managed Assessment
. @ X  Student Managed Assessment
4. Click [erezeetesens] The CPS Session Setup ' Teacher-led Student Managed Azsessment >
WindOW appears " Student Managed Fraciice

5. Click the box next to Anonymous Mode so | Tite [Geography
that a checkmark appears. Notice that you [ 1 Aldean Cran e,

no longer have the option to include the = Autamaticaily Ugload ™ Exportio Question Grid
session in the Gradebook. Session  [Class Paricipstion -] ﬁ
6. Click Start. Mex Painte [100

You will engage the students in the same format as S —
the mode you chose. For more information on using . =i '
the different delivery modes, please see Teacher : ——
Managed Assessment Mode, Student Managed % Cancel | <eack | texs | sen |
Assessment Mode, or Teacher-Led Student Figure 152: Choosing Anonymous mode from
Managed Assessment Mode. the CPS Session Setup window

Setup Delivery Options

Each delivery mode has specific features that you can change within CPS. You can make these
changes through the CPS Delivery Options window. In addition to delivery mode features, you
can change bonus settings on team activities and manage your receiver options. The CPS
Delivery Options window consists of five tabs:

+ Teacher Managed tab

+ Student Managed tab

+ Receiver tab

+ Feedback Grid tab

+ Team Activities tab
This section will show you how to manage settings in the above tabs. To access the CPS
Delivery Options window from CPS

1. Open CPS from your desktop icon.
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2. Click the Settings menu option. A pop-up menu appears.
3. Choose Delivery Options.... The CPS Delivery Options window appears.

You can also access the CPS Delivery Options window from the Feedback Grid

1. Engage a lesson in CPS.
2. End a response cycle. The Feedback Grid appears on the CPS Content Delivery window.

3. Click L==_1. The CPS Delivery Options window appears.

Teacher Managed tab
The Teacher Managed tab allows you to change the options available when you engage a lesson
in Teacher Managed Assessment mode. For more information on Teacher Managed Assessment

mode, please see Teacher Managed Assessment Mode.

CP5S - Delivery Options )

Teacher Managed | Student Managed | Receiver | Feedback Grid | Team Activities |
~Options — Helpful Infarmation —‘ﬁ'
¥ Show Pads That Have Responded ¥ Show Large Screen >
o HIJ\"B your mouse o¥er any
¥ Show Curnulative Percent Correct ¥ Show Percent Correct o r e TR
e information about that setting.
V¥ Show Answer Distribution ¥ Show Correct Answer 2

[T Detach Marrative (Imported MNarratives) ™ Auta Startthe Timer

™ Auto Show Detached Feedback Grid ¥ Auto Startthe Question
™ Auto Show Charting

Timer Length |6E| = Timer Increment |1E| =

—~Gen g RF Onby
" Mask Response on Pad
™ Auto-send Alphabetic Responses I Indicate Carrect Answer on Pad e B e AR A G Be i
support &t techsupplEieinstiuction.com
: 588-333-4983 for additional help.
— Yerbal Questions —————————————— Fesults i kel
¥ Show Large Screen ’7 L astQuestion... |

~Time Based Instructlﬂ“

[~ Auto Move to Next Question Changing the facs of education

Tammer Length RO j Thimerinctement 10 j

ak. I Cancel

Figure 153: Setting Teacher Managed Assessment and Verbal options in the Teacher Managed tab of the CPS
Delivery Options window

From the Teacher Managed tab, you can adjust settings for
+ Teacher Managed Assessment mode sessions
+ Verbal Questions

CPS 4.0 Users Guide 128



Chapter 4: Engage Functions

Show Pads that Have Responded

The Show Pads that Have Responded option alters the on-screen appearance of the response
pad numbers during the response cycle. When you look at the Feedback Grid during a response
cycle, the Feedback Grid shows the corresponding pad number for each student in the class.
When a student responds to an answer, his or her pad number lights up in the Feedback Grid.

Stait | End —i—‘-m)@ﬁrid SRR —$ﬁ\:}\§$} VE 3
112 3 4 5 K2 7 IEBEN 10 11 [12 [13 (14 15

16 (17 18

Figure 154: Feedback Grid with the Show Pads that Have Responded option ON

Guestion #1 - Adverbs

To access the Show Pads that Have Responded option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
+ Show Pads - To display in the Feedback Grid pads that have responded, click the box
next to the Show Pads that Have Responded option so that a checkmark appears.
+ Hide Pads - To hide in the Feedback Grid pads that have responded, click the Show
Pads that Have Responded option so that the checkmark disappears.
2. Click OK to save your changes and return to CPS.

Show Cumulative Percent Correct

The Show Cumulative Percent Correct option displays the cumulative percent of correct answers
for the session in the Feedback Grid, after you end each response cycle.

X a ey Question #3 - Unit 1: Early America
Start id | { ’ il <‘1_‘<-}; é
EE 1|.|||_ e or Co - _ 2 -| _I i
@ | & 4 Chalkboard 75 100

Figure 155: Feedback Grid with the Show Cumulative Percent Correction option ON

To access to the Show Cumulative Percent Correct option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
+ Show Cumulative Percent Correct - To show the session's cumulative percent of
correct answers in the Feedback Grid after each question, click the box next to the
Show Cumulative Percent Correct option so that a checkmark appears.
+ Hide Cumulative Percent Correct - To hide a session's cumulative percent of
correct answers in the Feedback Grid, click the box next to the Show Cumulative
Percent Correct option so that the checkmark disappears.
2. Click OK to save your changes and return to CPS.
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Show Answer Distribution

The Show Answer Distribution option displays the number of students who chose each answer
to a question. When you end a response cycle, the distribution information appears in the CPS
Content Delivery window.

What is the meaning of ante?

>

before 3
B. against 1

to 1

without 0

X ” a o Guestion #1 - Unit 1 Foaot Waords
EE illuL Werbal
@ 2 | V/r‘ Chalkboard

Figure 156: CPS Content Delivery window with Show Answer Distribution window option ON

To access the Show Answer Distribution option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
+ Show Answer Distribution — To show the question’s distribution of answers in the
CPS Content Delivery window, click the box next to the Show Answer Distribution
option so that a checkmark appears.
+ Hide Answer Distribution — To hide the question’s distribution of answers in the
CPS Content Delivery window, click the box next to the Show Answer Distribution
option so that the checkmark disappears.
2. Click OK to save your changes and return to CPS.

@ NOTE: To view the Show Answer Distribution option, you must also choose
the Show Large Screen option. For more information on the Show Large
Screen option, please see Show Large Screen.

CPS 4.0 Users Guide 130



Chapter 4: Engage Functions

Detach Narrative (Imported Narratives)

The Detached Narrative option affects Narratives you import from ExamView. When you
import ExamView tests into CPS, any Narratives associated with a question import as well. The
Detached Narrative option creates a button on the Feedback Grid for that question, from which
you can choose whether or not to show the associated Narrative with the question in the CPS
Content Delivery window. Below the CPS Content Delivery window, in the Feedback Grid, a
Narrative button appears. When you click on this Narrative button, the associated Narrative
appears or disappears from the question.

Digcussion Question:

Why did gettlers clugter into groups in northern colonies likke Masgzachusetts Bay,
and gpread out in zouthern colonies like Chezapeake Bay?

0. Seventeenth century Englich zettlers of New England differed from those in
Virginia by...7
a. Iwving shorter lives because of the harsh climate.
b. mmporting large munbers of slaves.
c. gettling on izolated farms.
d.  living in tightly clustered communities.
e. having large families.

=
:_l-_mil Giid Mézznr;;]iﬁ """"""" T ﬁl Question #9 - ColonlaIAmencaQulz| 0
1231456 \8\9\10\11|12|13\14\15
16 17 18 19 |20

Figure 157: CPS Content Delivery window with the Detached Narrative option ON
To access the Detached Narrative option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
+ Detached Narrative — To detach an ExamView Narrative from a question, click the
box next to the Detached Narrative option so that a checkmark appears.
+ Attached Narrative — To keep an ExamView Narrative attached to a question, click
the box next to the Detached Narrative option so that the checkmark disappears.
2. Click OK to save your changes and return to CPS.

End

@ NOTE: To view the Detached Narrative option, you must also choose the
Show Large Screen option. For more information on the Show Large Screen
option, please see Show Large Screen.
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Auto Show Detached Feedback Grid

The Auto Show Detached Feedback Grid option allows you to detached the feedback grid
from the CPS Content Delivery window during a response cycle. When you being the response
cycle, the CPS Ballot Grid window automatically appears, and tracks student responses to the
question.

#¥ CPs - Ballot Grid o ] |

1 2 3 4 5 6 7 8 9 10
11 12 13 14 15 16 17 18

Figure 158: The CPS Ballot Grid appears when the Auto Show Detached Feedback Grid option is ON

To access the Auto Show Detached Feedback Grid option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

+ Auto Show Detached Feedback Grid — To show a detached feedback grid during a
response cycle, click the box next to the Auto Show Detached Feedback Grid
option so that a checkmark appears.

+ Auto Hide Detached Feedback Grid — To hide the detached feedback grid during a
response cycle, click the box next to the Auto Show Detached Feedback Grid
option so that the checkmark disappears.

2. Click OK to save your changes and return to CPS.

Auto Send Alphabetic Responses

The Auto Send Alphabetic Responses option allows you to set Gen 2 RF response pads so that
they automatically send student responses for alphabetic answer choices. For more information
on the Gen 2 RF, please see Gen 2 RF System.

To access the Auto Send Alphabetic Responses option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click the box next to the Auto Send Alphabetic Responses option so that a checkmark
appears.
3. Click OK to save your changes and return to CPS.

Indicate Correct Alphabetic Response on Pad

The Indicate Correct Alphabetic Response on Pad option allows you to set Gen 2 RF response
pads so that after a student responds to a question, the student’s LCD screen on his or her pad
indicates the correct answer. The correct answer appears only for multiple-choice questions.

To access the Indicate Correct Alphabetic Response on Pad option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click the box next to the Indicate Correct Alphabetic Response on Pad option so that
a checkmark appears.
3. Click OK to save your changes and return to CPS.
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Auto Show Charting

The Auto Show Charting option automatically displays the CPS Charting window after you end
a response cycle. For more information on the CPS Charting window, please see View Results
and Use Data Slicing.

To access the Auto Show Charting option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

+ Auto Show Charting — To automatically view the CPS Charting window after you
end each question, click the box next to the Auto Show Charting option so that a
checkmark appears.

+ Auto Hide Charting — To hide the CPS Charting window after you end each
question, click the box next to the Auto Show Charting option so that the checkmark
disappears.

2. Click OK to save your changes and return to CPS.

Show Large Screen

The Show Large Screen option displays questions in the CPS Content Delivery window. The
CPS Content Delivery window contains the questions and answer choices for each question.

Which sentence properly uses the word
somnambulance?

A. Carrie's somnambulance caused her to frequently
wake-up in strange places.
B. The somnambulance picked up the injured woman.

C. Her somnambulance with the question insults me.

D. I cannot find the somnambulance request.

Start | End | 4 3 ey : é Question #2 - Uit 1 Root Words

Figure 159: The CPS Content Delivery window appears when you deliver a question with the Show Large
Screen option ON
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To access the Show Large Screen option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

+ Show Large Screen — To deliver your questions using the CPS Content Delivery
window, click the box next to the Show Large Screen option so that a checkmark
appears.

+ Hide Large Screen — To deliver your questions using just the Feedback Grid, click
the box next to the Show Large Screen option so that the checkmark disappears.

2. Click OK to save your changes and return to CPS.

Show Percent Correct

The Show Percent Correct option displays the percentage of students who correctly answered
the question, after you end the response cycle. When you end the response cycle, this

information appears in the Feedback Grid. s
A i Question #3 - Unit 1. E MENCa
Start | End | ‘ } il Gf}: — :
= illuL Yerbal % Co ; ) A -| _I i
@ (= A Chalkboard 75 100

Figure 160: Feedback Grid with Show Percent Correct option ON

To access the Show Percent Correct option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

+ Show Percent Correct — To display the percentage of students who correctly
answered a question, click the box next to the Show Percent Correct option so that a
checkmark appears.

+ Hide Percent Correct — To hide the percentage of students who correctly answered a
question, click the box next to the Show Percent Correct option so that the
checkmark disappears.

2. Click OK to save your changes and return to CPS.
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Show Correct Answer

The Show Correct Answer option displays the correct answer to the question in the CPS
Content Delivery window, after you end the response cycle.

Which root word means "to close"?

A. clud
B. clus
C. clau

D. All of the above

) : a5 Question #3 - Unit 1 B oot Words
_ ‘ il [ e ﬁ E

= 1I|,liL i Cumulative Question %
H= siba % Correct Correct
o]’ cwes [l 50 I 50

Figure 161: CPS Content Delivery window with the Show Correct Answer option ON

To access the Show Correct Answer option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

+ Show Correct Answer — To display the correct answer to a question in the CPS
Content Delivery window, click the box next to the Show Correct Answer option so
that a checkmark appears.

+ Hide Correct Answer — To hide the correct answer to a question in the CPS Content
Delivery window, click the box next to the Show Correct Answer option so that the
checkmark disappears.

2. Click OK to save your changes and return to CPS.

@ NOTE: To view the Show Correct Answer option, you must also choose the
Show Large Screen option. For more information on the Show Large Screen
option, please see Show Large Screen.
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Auto Start the Timer

The Auto Start the Timer option automatically begins the question timer when you start the
response cycle.

In this sentence, what does concatenate mean:
Sheila used a concatenate of root words to create

a new word.
A. group
B. many

C. string/chain

D. field

Ji‘ T J Grid @ ﬁ%‘@ ;éﬂ Question 4 - Urit 1 F oot Words T
1 2134|567 /8|9 (1011121314 |15
16 17 (18 |19 20

Figure 162: CPS Content Delivery window with the Auto Start the Timer option ON

To access the Auto Start the Timer option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

+ Auto Start the Timer — To automatically start the timer when you begin the response
cycle, click the box next to the Auto Start the Timer option so that a checkmark
appears.

+ Manually Start the Timer — To manually start the timer when you begin the
response cycle, click the box next to the Auto Start the Timer option so that the
checkmark disappears.

2. Click OK to save your changes and return to CPS.
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Auto Start the Question

The Auto Start the Question option automatically starts the question, so that you do not need to
press the Start button to begin the response cycle.

In this sentence, what does concatenate mean:
Sheila used a concatenate of root words to create

a new word.
A. group
B. many

C. string/chain

D. field

4‘ ilm ﬂ Gnd@ ﬁ%@ éj uuestionm-umnHoothds'T
1 2 3|4 |5|6 7 8 9 10 11 12 13 14 15
16 (17 (18 |19 20

Figure 163: Viewing the CPS Content Delivery window with the Auto Start the Question option ON

To access the Auto Start the Question option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

+ Auto Start the Question — To automatically start the response cycle for a question,
click the box next to the Auto Start the Question option so that a checkmark
appears.

+ Manually Start the Question — To manually start the response cycle for a question,
click the box next to the Auto Start the Question option so that the checkmark
disappears.

2. Click OK to save your changes and return to CPS.
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Mask Response on Pad

The Mask Response on Pad option allows you to mask the response on Gen 2 response pads.
For more information on Gen 2 RF response pads, please see Gen 2 RF System.

To access the Mask Response on Pad option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click OK to save your changes and return to CPS.

Timer Length and Increment

The Timer Length and Timer Increment options allow you to change the length of time and
increment of change on the question timer.

Timer Length |EEI j Timer Increment i1IZI j

Figure 164: Timer Length and Timer Increment options in the CPS Delivery Options window Teacher
Managed tab

To access the Timer Length and Timer Increment options
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
+ Timer Length — To set the length of time that students have to respond to a question
during a response cycle, use the up and down arrows in the Timer Length option.
+ Timer Increment — To set the length of time increments by which you can adjust the
Timer on the Feedback Grid, use the up and down arrows in the Timer Increment
option.
2. Click OK to save your changes and return to CPS.
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Show Large Screen Verbal

The Show Large Screen option in the Verbal Questions section displays the CPS Content
Delivery window when you engage a verbal question. For verbal questions using the CPS
Content Delivery window, you can use the CPS Content Delivery window to type in a question
and possible answers.

C.

_‘ i] m i] ﬂ}ﬂ ﬁ% té Verbal Question Engage W

11 /21314 5|6 |7 8191011 (1213 |14 |15
16 |17 18 (19 |20

Figure 165: The CPS Content Delivery window for a verbal question with the Show Large Screen option ON

To access the Show Large Screen option in the Verbal Questions section
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

+ Show Large Screen — To display the CPS Content Delivery window when you
engage a verbal question, click the box next to the Show Large Screen option in the
Verbal Questions section, so that a checkmark appears.

+ Hide Large Screen — To deliver a verbal question using only the Feedback Grid,
click the box next to the Show Large Screen option in the Verbal Questions section,
so that the checkmark disappears.

2. Click OK to save your changes and return to CPS.
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Auto Move to Next Question

The Auto Move to Next Question option automatically advances to the next question after you
end a response cycle.

To access the Auto Move to Next Question option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

+ Auto Move to Next Question — To automatically advance to the next question after
you end a response cycle, click the box next to the Auto Move to Next Question
option so that a checkmark appears.

+ Manually Move to Next Question — To manually advance to the next question after
you end a response cycle, click the box next to the Auto Move to Next Question
option so that the checkmark disappears.

2. Click OK to save your changes and return to CPS.

Student Managed tab

The Student Managed tab allows you to edit options for when you engage a lesson in Student
Managed Assessment or Student Managed Practice mode. For more information on the student
managed modes, please see Student Managed Assessment Mode or Student Managed Practice
Mode.

CP5S - Delivery Options il

Teacher Managed Student Managed | Receiver | Feedback Grid | Team Activities |

~Options — Helpful Information P
tad
*
: — Move your mouse over any
¥ tdanual Advance to Mext Question setting to see further
information about that setting.

o may contact elnstiuction technical
suppart at techsuppi@einstuction.com
or B8A8-333-4988 for additional help.
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Changing tha facs of education

ak. I Cancel |

Figure 166: Setting student managed mode options in the Student Managed tab of the CPS Delivery Options window
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Manual Advance to Next Question

The Manual Advance to Next Question option allows students to manually move to the next
question, using the left and right arrows on their response pads.

To access the Manual Advance to Next Question option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click the Student Managed tab.

+ Manual Advance to Next Question — To allow students to manually advance to the
next question, using the left and right arrows on their response pads, click the box
next to the Manual Advance to Next Question option so that a checkmark appears.

+ Auto Advance to Next Question — To set CPS to automatically advance students to
the next question, click the box next to the Manual Advance to Next Question
option so that the checkmark disappears.

3. Click OK to save your changes and return to CPS.

Receiver tab
The Receiver tab allows you to set your CPS response system options for your receiver unit.

CPS - Delivery Options i

Teacher Managed I Student Mataged Receiver | Feedback Grid | Team Activities |
~Options r— Helpful Information ‘ﬁi
~Receiver Configuration H ‘

Move your mouse over any
? Com Port I | setting to see further i
pr— Com 1 2t information about that setting.

" Infrared
Detect CFS Receiver |

" KI12ZRF

[V Manual Dveride

~RF Response Pad Options
FPoveer Off |
“You may contact elnstruction techmical
support at techsupp@eip;truction. com
~RF Recsiver Options or 888-333-4933 for additional help.
2 3 4
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Base Channel |5_ (dis M I . i j
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Figure 167: Setting receiver options from the Receiver tab in the CPS Delivery Options window
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From the Receiver tab you can
+ Detect your CPS receiver settings
+ Manually override receiver settings
+ Turn off all response pads (RF only)
+ Change RF receiver settings

Detect CPS Receiver Settings

If you plug in your receiver unit before opening CPS, CPS will automatically detect your
receiver settings. However, if you need to check your receiver settings, you can detect the current
configuration and make changes from the Receiver tab in the CPS Delivery Options window. To
detect your CPS receiver settings

1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to

the Teacher Managed tab.

2. Click the Receiver tab.

3. Click Detect CPS Receiver. CPS will detect your current receiver settings.

4. Click OK to save your changes and return to CPS.

Manually Override Receiver Settings

You can manually override your current CPS receiver settings from the Receiver tab. To
manually override your settings
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click the Receiver tab.
3. Click the box next to the Manual Override option so that a checkmark appears. The
COM Port and receiver type options become available.
4. Choose your COM Port from the pull-down menu.
Select a receiver type. If you choose an RF receiver type, the RF Response Pad Options
and RF Receiver Options become available.

9]

@ NOTE: Manually overriding your receiver settings can affect your ability to
engage lessons. If you have any questions about your receiver settings, please
contact elnstruction Technical Support at 888.333.4988 or email them at
techsupp@einstruction.com.

6. Click OK to save your changes and return to CPS.

Turn Off Response Pads

If you use an RF system, you can automatically power off all your students’ response pads. To
turn off RF response pads
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click the Receiver tab.
3. Click Power Off. The students’ response pads turn off.
4. Click OK to save your changes and return to CPS.
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Change RF Receiver Settings

If you use an RF system, you can change the Base Channel and max power settings for your
receiver unit. To change RF receiver settings
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click the Receiver tab.
3. Enter your Base Channel in the Base Channel box. Your Base Channel number ranges
between 1 and 75, and flashes on your receiver unit.
4. Increase or decrease your max power range by using the sliding scale.
5. Click Apply to apply your changes.
6. Click OK to save your changes and return to CPS.

Feedback Grid tab

The Feedback Grid tab allows you to set your Feedback Grid settings for when you engage a
lesson.

CPS - Delivery Options

T eacher Managed I Student Managed I Receiver  Feedback Grid | Team dctiviies I

~Options — Helpful Infarmation P
P
L ]
Move your mouse over any
setting to see further
information about that setting.

— Time Interval for Feedback Grid {in Seconds)
. 2 3 4 5

Mumber of Pads for Question Preview
32 36 160 224 288 352 416 480

3
.

You may contact elhstruction technical
support at techzupp@einstruction, com
or 388-333-4988 for additional help.
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Figure 168: Setting Feedback Grid options in the Feedback Grid tab of the CPS Delivery Options window
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Time Interval for Feedback Grid

The Time Interval for Feedback Grid option allows you to set the amount of time between
Feedback Grid cycles in large classes. When classes have rosters of more than 32 students, the
Feedback Grid displays pad IDs, in groups of 30, in cycles. You can set the frequency of cycles
by using the Time Interval for Feedback Grid option.

To access the Time Interval for Feedback Grid option

1.

2.
3.

4.

Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

Click the Feedback Grid tab.

Use the sliding scale to choose the number of seconds between each cycle of the
Feedback Grid.

Click OK to save your changes and return to CPS.

Number of Pads for Question Preview

The Number of Pads for Question Preview option allows you to determine the number of pads
you view at one time in the Feedback Grid, during a question Preview. To access the Number of
Pads for Question Preview option

1.

2.
3.

Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.

Click the Feedback Grid tab.

Use the sliding scale to select the number of students you would like to view in the
Feedback Grid during question Preview. If you have more students in your class than
students in the Feedback Grid, the Feedback Grid will cycle through the response pad
numbers.

Click OK to save your changes and return to CPS.
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Team Activities tab

The Team Activities tab allows you to set your delivery and grading options when delivering a
There It Is! game. For more information on There It Is! please see There It Is!

CPS - Delivery Options _ i

Teacher Managed | Student Managed I Recaiver I Feedback Grid ~ Team Activities |

~ Options ~ Helpful Information

)
~Theraltls Move your mouse over any
setting to see further
information about that setting.
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v Use Bonus Points Bonus Fointalue |5
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or 388-333-4988 for additional help.
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Figure 169: Setting There It Is! activity settings from the Team Activities tab in the CPS Delivery Options
window

From the Team Activities tab you can
+ Show correctly answered responses
+ Use bonus points

Show Answered Correct

The Show Answered Correct option allows you, at the end of a There It Is! activity, to display
the questions students missed in the CPS Content Delivery window. You can engage the
question, and when you end the response cycle, CPS displays the correct answer in the CPS
Content Delivery window.

To access the Show Answered Correct option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click the Team Activities tab.
+ Show Answered Correct — To display the correct answer to a question in the CPS
Content Delivery window after a There It Is! activity, click the box next to the Show
Answered Correct option so that a checkmark appears.
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+ Hide Answered Correct — To hide the correct answer to a question in the CPS
Content Delivery window after a There It Is! activity, click the box next to the Show
Answered Correct option so that the checkmark disappears.

3. Click OK to save your changes and return to CPS.

Use Bonus Points

The Use Bonus Points option allows you to assign bonus points to students who correctly
answer questions in a There It Is! activity.

To access the Use Bonus Points option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click the Team Activities tab.
+ Use Bonus Points — To assign bonus points to students who correct answer questions
in a There It Is! activity, click the box next to the Use Bonus Points option so that a
checkmark appears. Enabling this option allows you to set the value of the bonus
points assigned per question in the Bonus Point Value box.
+ Don’t use Bonus Points — To assign no bonus points to students for correctly
answering a question in a There It Is! activity, click the box next to the Use Bonus
Points option so that the checkmark disappears.
3. Click OK to save your changes and return to CPS.

Enable Student Led Mode

The Enable Student Led Mode option allows you to engage a There It Is! activity in Student
Managed Assessment mode. For more information on Student Managed Assessment, please see
Student Managed Assessment Mode.

To access the Enable Student Led Mode option
1. Open the CPS Delivery Options window. The CPS Delivery Options window opens to
the Teacher Managed tab.
2. Click the Team Activities tab.
+ Enable Student Led Mode — To engage a There It Is! activity in Student Managed
Assessment mode, click the box next to the Enable Student Led Mode option so that
a checkmark appears.
+ Disable Student Led Mode — To engage a There It Is! activity in Teacher Managed
Assessment mode (standard mode), click the box next to the Enable Student Led
Mode option so that the checkmark disappears.
3. Click OK to save your changes and return to CPS.
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Engage in the Classroom

You can use CPS to engage lessons, standards, team activities, third-party lessons, and
presentations. This section will tell you how to

+++++

Engage lessons in QuickStart mode
Engage lessons

Engage Verbal Questions

Engage team activities

Engage PowerPoint presentations

Engage in QuickStart Mode

You can set CPS to skip the CPS Session Setup window each time you engage lessons. If you
have a particular way you prefer engaging lessons, such as engaging all lessons in Teacher
Managed Assessment mode, you can use the QuickStart feature to preset your options. Then,
when you engage a lesson, CPS automatically uses your pre-programmed settings for your
lesson. To set up QuickStart mode
1. Open CPS from your desktop icon.
2. Click on the Settings menu.
3. Select QuickStart Setup.... The QuickStart Setup window appears offering the
following options:
+ Enable QuickStart - Select this option to start CPS in QuickStart mode.
Include Session in Gradebook - Select this option if you want the session

+

+

++

automatically included in the Gradebook.

Export to Question Grid - Select this option if you want CPS to automatically create

Chapter 4: Engage Functions

and export the Question Grid report. CPS will create the file in the sub-directory that

contains the CPS database you are using.

Session Title - Create a title that identifies the session in the Reports tab.
Session Category - Choose a session category to define the type of session you are

delivering. It also defines the Gradebook
category for the session.

Class Options - Select this option to setup
QuickStart to prompt you for the class roster
each time you start CPS or to automatically use
the selected class roster.

Create Attendance from this Assessment —
Select this option to create attendance records in
the Gradebook. Make sure you also have your
class attendance options set to show attendance
as assessments. For more information on setting
the attendance options for a class, please see
Edit Class Information.

4. Click OK.

To use the QuickStart features, close CPS and open it again
from your desktop icon.

CPS 4.0 Users Guide
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Figure 170: Setting up QuickStart
options in the CPS QuickStart Setup
window
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To change your QuickStart features at any time, simply use the Settings menu to access the
QuickStart Setup window. For more information on engaging lessons, please see the Engage
Lessons section.

Engage Lessons

You can deliver lessons to students in a mode that requires their feedback via the CPS response
system. CPS saves this feedback, or performance data, in the open database so you can evaluate

it later.
You can engage a lesson by using the Engage Sl e el s S L

Lesson(s) icon in the Lessons tab. When you click

on the Engage Lesson(s) icon, the CPS Session

Setup window appears. From this window you can

change your engage settings and begin your lesson. @ TeacherManaged Assessment

To engage a lesson " Student Managed Assessment
1. Open CPS from your desktop icon.
2. Click the Lessons tab.

Unit 1: Early America

- Modes

" TeacherlLed Student Managed Assessment

" Student Managed Practice

3. Select a lesson from the lesson side and Title [unit 1: Earty America
e@ I~ Include in Gradebook I Anonymous Mode
click [EnmeLessanisll The CPS Session Setup = Autameticaly Upload ™ Exportto Cuestion Grid

window appears. Session | Class Padicipation & &J

4. Select in which mode you want to deliver MexPoints i

the lesson: Teacher Managed Assessment, Create Attendance from this Assessment

Student Managed Assessment, Teacher-Led ’—F I Include Atiendence in Gradebak e

Student Managed Assessment, or Student Sl e

Managed Practice mode. Class [Default Class o] Creat. |

4+ Include in Gradebook - Check Include _
in Gradebook if you want grades & CoiEai | eeeees| el | e
recorded in the Gradebook. Figure 171: Engaging a lesson from the CPS

+ Export to Question Grid - Check Session Setup window
Export to Question Grid to send performance results directly to the Question Grid
report type.

+ Session Category - Select the Session Category to deliver. The eleven Session
Categories in the drop-down list do not affect the way CPS delivers to students; it is
only a way to label the delivery session in the Reports tab.

+ Class - Select a Class from the drop-down list or click the Create... button to create
a Quick K-12 Class.

+ Max Points - Choose your Max Points. This field will default to 100.

+ Create Attendance - Click the box next to the Create Attendance from this

Assessment 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. For more information
on setting the attendance options for a class, please see Edit Class Information.

5. Click Start.
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+ Ifyou selected Teacher Managed Assessment Mode, the CPS Engage toolbar appears
at the top of your screen.

+ Ifyou selected Student Managed Assessment, Student Managed Practice, or Teacher-
Led Student Managed Assessment mode, the CPS Assessment window appears.

Use the CPS Engage Toolbar

When you engage lessons in Teacher Managed Assessment mode, you navigate through the
lesson using the CPS Engage toolbar.
ﬁ Class...

Ehalk...l”ﬁ- i Options...

Figure 172: Using the CPS Engage toolbar

P Mext [H3] | Yerbal...

ll‘l Charting

® Questions Bl Exit EF'S| & Cloze ‘

Use the CPS Engage toolbar buttons, from left to right, to navigate through your lesson.
Questions: Allows you to choose any of the pre-written questions in your lesson.
Next? #: This constantly changing menu button indicates which question number is next
in chronological order. Click to put the question on-screen.

Verbal...: You can spontaneously ask questions in class and still record performance
data.

Chalk...: Much like the verbal question feature, this option allows you to upload and
draw images while delivering spontaneous questions.

Engage toolbar Handle: Click and drag on this icon to move the CPS Engage toolbar
anywhere on your screen.

Options: Response cycle options like feedback, auto start, hide/show, and show large
screen are here. The Options button is available only in Preview and in Teacher
Managed Assessment mode.

+ Class...: Click on the Class button to randomly select a response pad number from your
active class and call on that student to answer a question verbally in class. For more
information on this option, please see Choose Random Student. You can also take
attendance from this button. For more information on taking attendance, please see Take
Attendance from the CPS Engage Toolbar.

Charting window: View a Charting window reporting results of your session.

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.

+ o+ o+ o+ o+ 4+

+4++

Engage Multiple Lessons

If you engage a lesson in Student Managed Assessment or Student Managed Practice mode, you
can engage more than one lesson at a time. Engaging multiple lessons is especially helpful when
you would like to use multiple versions of a test. To engage multiple lessons

1. Open CPS from your desktop icon.

2. Click the Lessons tab.

@

3. Select a lesson you would like to engage and click [t The CPS Session Setup
window appears.

4. Click L2 | to open a second panel of the CPS Session Setup window. The second panel
contains a list of all your lessons available in the Lessons tab of CPS.
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5. Double-click on the name of any additional lesson, in the second panel, that you would
like to engage. The name of that lesson appears in the Engage List window of the CPS
Session Setup window. You can engage as many additional lessons as you would like.

6. Click Start to engage your lessons. If you chose Student Managed Assessment, Page 2 of
the CPS Session Setup window will appear so that students can indicate which lesson (or
test version) they will answer.

@ NOTE: If you are using a second generation RF system, you will not see Page
2 of the CPS Session Setup window—students will choose their test version
number on their response pads.

CPS - Session Setup - Page 2 aof 2

A
B
C
D
E
F
G
H

Quiz A
Quiz B
|ouiz €

ALY - AR : b
K] 11 12 13 14 15

Students: 3 of 15 Cancel | <Back [T | S

Figure 173: Allowing students to indicate their lesson in Page 2 of the CPS Session Setup window

7. If you are engaging more than 8 lessons, click Next to move to the next set of 8 lessons
so that students can indicate which lesson they are answering.
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Engage FastGrade Lessons

You can engage FastGrade lessons in CPS. FastGrade lessons work best when engaged in
Student Managed Assessment or Student Managed Practice mode. Please refer to Student
Managed Assessment Mode or Student Managed Practice Mode for more information. To
engage a FastGrade lesson
1. Open CPS from your desktop icon.
2. Click the Lessons tab.
3. Select a FastGrade lesson from the lesson side.
@
4. Click [Ersetsot] The CPS Session Setup window appears.
5. Choose your session options. For more information on the CPS Session Setup window
options, please see Engage Lessons.
6. Click Start to begin the session.

Engage ExamView Lessons

You can engage ExamView lessons just like other CPS lessons. For information on importing
ExamView lessons into CPS or on settings your ExamView options, please see Import
ExamView Lessons or Set ExamView Options. To engage an ExamView lesson
1. Open CPS from your desktop icon.
2. Click the Lessons tab.
3. From the ExamView folder, select the lesson you would like to engage.
@
4. Click [zt The CPS Session Setup window appears.
5. Choose your session options. For more information on the CPS Session Setup window
options, please see Engage Lessons.
6. Click Start to begin the session.

ExamView lessons in CPS have a few extra buttons on the Feedback Grid. For more information
on ExamView-specific buttons, please see ExamView Buttons.

ExamView Buttons

When you engage an ExamView lesson in CPS, you have access to three special ExamView
buttons in the Feedback Grid. Read below for more information:

@ NOTE: All buttons will not be available on all questions. The Narrative and
Recalculate buttons will appear only on questions in ExamView lessons
offering those options.

Zoom [+l Zoom Button
Zoom [-]{ The Zoom button allows you to change the magnification of your question in the CPS
Content Delivery window.

Narrative Button
The Narrative button allows you to hide or show an associated Narrative on the CPS
Content Delivery window.

Marmative
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Recalculate Button
The Recalculate button allows you to change the answer to a question and deliver
that one question multiple times. This button works with

Preview Lessons

You can engage a lesson in Preview mode to review students for a quiz. When you use Preview
mode, CPS will not record any performance data. To engage a lesson in Preview mode

1. Open CPS from your desktop icon.

2. Click the Lessons tab.

3. From the lesson side, select the lesson you would like to preview.

&

4. Click [LT22: | A pop-up menu appears.
5. Choose Preview. The CPS Content Delivery window appears with the first question of
the lesson.

You can ask students to respond to the questions; however, CPS will not record any of their
performance data in the Reports tab.

Engage Verbal Questions

Verbal questions are “on-the-fly” questions that you can use to spontaneously engage your
students in a lesson. You can engage verbal questions from the Lessons tab or from the CPS
Engage toolbar.

Engage Verbal Questions from the Lessons tab

You can engage verbal questions directly from the Lessons tab. To engage a verbal question
1. Open CPS from your desktop icon.
2. Click the Lessons tab.

5

3. Click [Yebsltuestens| The Verbal Engage toolbar appears.

"Jerl:ual...‘ Ehalk...‘ 1| Options... @j Class... | [ ‘m Exit CPS

Figure 174: Engaging a verbal question from the Verbal Engage toolbar

@y Cloze ‘

4. Click the Verbal... button. If you have the Show Large Screen Verbal option ON, the
CPS Content Delivery window will appear. If you have that option turned off, only the
Feedback Grid appears. For more information on the Show Large Screen Verbal option,
please see Show Large Screen Verbal. .
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a ey Werbal Question Only - Werbal
Start | End 4 b % \f}, = Luestion

= T | vm | aB | AC | D Verbal

@ %71 AW e | ae | an | an |2 Chalkboard 0

Figure 175: Engaging a verbal question using the Feedback Grid

5.

Choose the question type from the buttons available on the Feedback Grid.
6. Ask your question.
+ Ifusing the CPS Content Delivery window, you can also type your question in the
Question Box and type answer choices in the Answer Boxes.
+ Ifusing the Feedback Grid, ask your question aloud.
7. Click Start to begin the response cycle.

|
Question stem

A
B
C. Answer choice area
D
E

Werbal Question Only - Yerbal
Guestion

Yerbal

Chalkboard

Figure 176: Engaging a verbal question using the CPS Content Delivery window

Engage Verbal Questions from the Engage Toolbar

You can engage a verbal question during a CPS session using the Engage toolbar. You can
access the Engage toolbar only from Teacher Managed Assessment mode. For more information
on Teacher Managed Assessment mode, please see Teacher Managed Assessment Mode. To
engage a verbal question from the Engage toolbar

1. Open CPS from your desktop icon.

2. Click the Lessons tab.
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e

3. Select a lesson you would like to engage and click [Ee==t===]. The CPS Session Setup
window appears.

4. Select Teacher Managed Assessment mode and click Start. The CPS Engage toolbar

appears.

Ed E:-:itCF'S| & Cloze |

ﬁ Elass...ll.a_l_ Charting

P Mext [113]| Yerbal .

chalk...|4'$- :=| Options...

2 Questions

Figure 177: Engaging a lesson with the CPS Engage toolbar
5. Click the Verbal... button at any point during the lesson. If you have the Show Large

Screen Verbal option ON, the CPS Content Delivery window will appear. If you have
that option turned off, only the Feedback Grid appears. For more information on the
Show Large Screen Verbal option, please see Show Large Screen Verbal.

6. Close the CPS Engage toolbar whenever you would like to end your session. CPS records
the student performance data in the Reports tab.

Engage Team Activities

You can use CPS team activities in your classroom to engage your students in fun, creative ways.
CPS offers the following team activities:

+ There It Is!

+ Challenge Board

+ Top Score

Play There It Is!

There It Is! is a simple game for students to learn. The rules for There It Is! include

+ The first team/student to correctly respond to their question gets 25 points.

+ Teams/Students who answer correctly, but did not answer first, get 20 points.

+ Teams/Students who did not answer correctly or did not answer at all get 0 points.

+ The points accumulate over the There it is! session and before long you have a winner.
To play There It Is!

1. Open the CPS from your desktop icon.

2. Click the Team Activities tab.

Click [EThe=itis

Select the Lessons or Standards tab from the window.

Find and highlight a lesson or standard that has questions in it you would like to present
to your class. Remember, this can be a FastGrade lesson.

e

6. Click |_En%%:| The CPS Session Setup window for There It Is! appears.

7. Click Start. A Student Managed Assessment Board delivery window appears, consisting
of pad ID numbers (top row or each row) and question numbers (bottom row of each
row).

whw
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8. Click Start. A new delivery window opens and displays the pad ID numbers with
different questions: As students/teams answer their question, their pad ID turns blue.
They can change their response anytime before you end this question delivery.

e e Lo I0x|
Fﬁ‘ 71/ 8]]9][10
EEREERE

:"_E_Isurlcmol

Figure 178: Viewing the There It Is! initial delivery window

9. Click End when all teams/students have responded. The point values awarded to the
teams/students for their responses are displayed:

B CF5 - There 01 I - Clirks Puamnes 2ol Prersod -

%

Ervea [' Sinn I e

Figure 179: Viewing student responses for a There It Is! activity

+ Pad ID 6 received 25 points for answering correctly first.
+ Pad IDs 7 and 8 received 20 points each for answering correctly, but after pad ID
+ Pad IDs 9 and 10 did not respond correctly, so they received 0 points.
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10. Click Score to see the name of each

1.

person or team responding and their
points or click Start again to go on to
the next question. When you deliver
the next question, each pad ID gets a
different question than anyone in the
class has had before. When the last
question has been answered, the Start
button is deactivated and the only
option is to review the Score or Close
the game. The Score is tallied for each
participant:

Click Close from the Scoreboard
window and from the There it is!
Delivery window.
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ECTEE——— i
Name i Pad | Score |
Team 1 6 45
Team 2 7 65
Team 3 8 90
Team 4 9 60
Team 5 10 40

[T enkishowithetop |10 ECOMEs Clze I

Figure 180: Viewing student scores from the Score

window

CPS asks if you would like to display the questions that were missed by the participants. Click

Yes or No.
+ If you click No, you can review the session data from the Reports tab.
+ Ifyou click Yes, the questions missed are displayed in a teacher managed delivery

format. Students can respond but their answers are not saved or recorded as session data.

Play the CPS Challenge Board

You can engage students in a CPS Challenge Board activity. For more information on the CPS
Challenge Board, please see CPS Challenge Board.

1.
2.

Open CPS from your desktop icon.
Click the Team Activities tab.

Click . Your available Challenge Boards appear. For more information on creating

a CPS Challenge Board,
please see Create CPS
Challenge Boards.

Select a Challenge Board and
®
click LEe=e= | The CPS
Challenge Board Delivery
window appears.

Click on a point value. The
question and answer options
appear on-screen. Click
Options to change feedback
settings if you would like.
Click the Start button on the
question feedback grid.

Figure 181: Engaging a CPS Challenge Board with the CPS
Challenge Board Delivery window
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@ NOTE: If you want to see question or answer graphics better, click once on
the graphic to enlarge it to full screen. Click again to return the graphic to
original size.

+ Teams press and release the button that represents their desired answer. The on-
screen number that corresponds to their pad number turns blue. This indicates the
Hide/Show option is set to show the pad numbers that have answered. The
Hide/Show button on the feedback grid reads Hide Pads.

+ If the Hide/Show option is set to hide the pads and a student responds, the
corresponding on-screen pad number flashes blue, then becomes white again. The
Hide/Show button on the feedback grid reads Show Pads.

+ If a student or team wants to change their answer, they simply press a different button
for the same question and the corresponding on-screen response pad number flashes
yellow.

+ The number of responses received by the receiver unit displays in the counter box on
the feedback grid. When you have received enough responses, click End.

+ If there is a Note associated with this question, a Note button takes the place of the
End button. Click the Note button to view the note. Optionally, you can click the
Charting button and see various charts representing student answers. For more
information on the CPS Charting window, please see View Results and Use Data
Slicing.

+ To return to the challenge board and select a new point value, click the Close button.
The center of the challenge board displays each team name, their pad ID, and their
cumulative points earned.

Repeat steps 5-6 for each question you want teams to answer.

Click File and Close when you have completed the challenge board. Performance data

for each team is available on the Reports tab.

Play Top Score

You can engage students in a Top Score activity while delivering a session in Teacher Managed
Assessment mode. For more information on Teacher Managed Assessment mode, please see
Teacher Managed Assessment Mode.

I.
2.

3.

9]

Open CPS from your desktop icon.
Click the Lessons tab.

e,
Select the lesson you would like to engage and click E"Qagﬁmisl The CPS Session Setup
window appears.

Choose Teacher Managed Assessment.

Click Start to begin the session. The Engage toolbar appears.

Click the Next (#) button to engage a prepared question, or click the Verbal... or
Chalk... buttons to engage a verbal or chalkboard question respectively. The Question
Delivery window appears.
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7. Click Start on the Feedback Grid and allow your students time to answer the question

using their response pads. Once =18l x|
everyone has answered the question, Name [Pad [ Score |
f:lick the End button. The Top Score Team 3 8 65
icon will appear next to the Choose Team 2 7 50
Random Student icon on the Feedback ||Team5 10 40
Grid. Team 4 9 40
Team 1 & 20
A
8. Click ~"|. The Top Score window
appears.
v only show the top |5 scores Clase |
Figure 182: Viewing student scores for a Top Score
activity

You can view a running total of each student’s or team’s score from the Top Score window.
Close the window to return to the Question Delivery window.

Engage PowerPoint Presentations

You can engage PowerPoint presentations from CPS. This section will show you how to
+ Engage a PowerPoint presentation
+ Engage CPS lessons with a PowerPoint presentation

Engage a PowerPoint Presentation

You can engage a PowerPoint presentation within CPS. To engage a PowerPoint presentation

1. Open CPS to the Lessons tab.

2. Double-click on the PowerPoint
folder to view all available
presentations. For information on
importing PowerPoint

presentations to CPS, please see THE PELOPONNESIAN
Import PowerPoint Presentations. WEARS
3. Select the presentation and click 431 - 404/ BC
@
Ensetesonl] The CPS Session Setup

window appears.

4. Choose your session options and
click Start. Your presentation will
appear with the Engage toolbar at
the bottom of your screen.

Verbal | Chake |5 uuuuu 1:: ﬁ Class. |m ‘n Exucps‘@ Close [

Figure 183: Engaging a PowerPoint presentation in CPS

@ NOTE: You can engage PowerPoint presentations only in Teacher Managed
Assessment mode. For more information on Teacher Managed Assessment
mode, please see Teacher Managed Assessment Mode.
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5. Press any key on your keyboard to begin your presentation.

@ NOTE: If you would like to ask a Verbal Question, use the Chalkboard
feature, or select a random student, choose the appropriate button from the

Engage toolbar.

6. Click the Close button on the Engage toolbar after you have finished your presentation.

Engage Lessons with a PowerPoint Presentation

You can engage a PowerPoint presentation and additional CPS lessons, FastGrade lessons, or
ExamView lessons. To engage CPS lessons with a PowerPoint presentation

1.
2.
3.

Open CPS from your desktop icon.

Click the Lessons tab.

Select the PowerPoint presentation from the PowerPoint folder that you wish to engage.

@

Click [t The CPS Session Setup window appears.

Click 2" | to open up the Lessons section of the CPS Session Setup window. All of your

available lessons from
the Lessons tab will

Lessons

appear.
Double-click on the
lesson or lessons you
would like to engage
with your presentation.
The lesson(s) will appear

in the Engage List
section of the setup
window.
24

1% - Sepiadn Setug - Page Lol 1

Ergaga List PowegPoni

Waodes
= Teache: Manadged Asseismint
-
i

-

Tie [5500 - 000 B
H incluge wn Geadabook ™ Asgemamous Mode
I ™ Expor o Cuesion Gnd

Sasdion |.':".' Pacpakon :J %

o Ponts 100

™ Craale ARandance from it Assassmant
r ; 5 |
Clags [WHIET 450001 =] Coonte

oen | <co4 [ s | e |

Figure 184: Engaging CPS lessons with a PowerPoint presentation

@ NOTE: You can engage only one PowerPoint presentation at a time.

Click Start when you are ready to engage your lessons. Your PowerPoint presentation
will appear with the Engage toolbar centered at the bottom of your screen.

Click anywhere on your screen with your mouse to advance your presentation. If you
would like to as a question from your lesson, click the Next #... button from the Engage

toolbar.
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You can continue using your PowerPoint presentation and your other lesson as you normally
would. When you are finished with the presentation and lesson, click the Close button to end the
session and return to the Lessons tab.
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Chapter 5: Reporting Functions

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 generates reports from delivery sessions, regardless of the delivery mode. However, if you
deliver questions to students in Preview mode, CPS records no performance data and you cannot
access the session data.

CPS records performance results in the same database where the delivered lesson, standard, or
team activity resides. When you access the 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.

This chapter will show you how to

Merge sessions

Re-grade assessments

Generate reports

Choose reports for specific data

Edit reports

Use the CPS Charting window to view performance data
Download assessments

++++++ 4+

Merge Sessions

From the Reports tab, you can merge two existing sessions together to create one new session.
Merging sessions is particularly helpful when you give make-up sessions and do not want to
have two separate sessions with the same data. For example, let’s say you give Test A on
Wednesday and two students in your class are absent. On Friday, the two students are back at
school and need to take the test. Engage Test A on Friday the same way you engaged Test A on
Wednesday, and have the two students enter their responses. You can then merge Wednesday's
session and Friday's session for Test A together to create one session with all of your students'
answers.

You can merge several types of sessions with the session merge feature. The table on the next
page shows you which sessions you can and cannot merge.

@ NOTE: You cannot merge sessions from SMP mode.
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Table 2: Available session types to merge

Session Type | Session Type Il Merge?
TMA (single session) TMA (single session) Yes
SMA (single session) SMA (single session) Yes
TMA (multiple session)* TMA (multiple session) Yes
TMA (single session)** SMA (single session) Yes
TLSMA (single session) TLSMA (single session) Yes
SMA (multiple session) SMA (multiple session) No
TMA (multiple session) SMA (single session) No
TMA (single session) SMA (multiple session) No

* When you merge two multi-lesson sessions, you must use the same class roster and the
lesson(s)/standard(s) must be in identical order.

** This is an exception to the identical rule where you can have two different sources or lessons and the
result will be a combination of the two.

@ NOTE: Two lessons (including the class roster) are considered identical if
they have the same exact number questions, the content has not been altered
or modified, and if they have the identical relationships to standards.

To use Session Merge
1. Open CPS from your desktop icon.

2. Engage a lesson. For more T
information On engaging lessons’ ~ Session Merg *Helpfu\lnlormationﬁ
elect the Session that you want to be merged with the .
please SE€C Engage LeSSOnS_ % EN'IEIH’:;:"HESDUHIC‘ SII;stsin. AL AR :‘e‘:;:;?:'::.:lﬁﬁ:;e' any
3. Repeatstep 2 to create asecond | [0l G En D e G o
. . . Reunification GERM .. Class.. 9/14/200.. Less. Ve
dehvery SCSs10n using the same Artand Culwe of t.. Geman.. Class.. 74294200, Ne
1 ‘Weimar Republic Geiman, Class... EB/28/200, Less.. Mc
eSSOn. Neue Frau Geman. Quiz £414/200. e
- o /et B. Boman s £n3m e
4. Clle the Repor (A tab. Bauhaus /13/200.. Geman.. Class.. E¢13/200 Ne
% Y'ou may contact elnstruction tx_achmcal
al B 5 b st
5. Click 1= | A pop-up menu
appears. e
6. Choose Session Merge.... The . s | Instruction
Classes Wizard will appear with
a list of sessions available to
. . Cancel Bex
merge with the lesson you right- ) I
clicked. Figure 185: Choosing a session from the CPS Class Wizard

7. Choose a session from the list to merge. Click Next.
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8. Rename the newly-merged
session if you would like, or use
the default name. You can also
change the grading options, add
comments, and include the
merged session in the
Gradebook. Click Next. Your
sessions have been merged.

9. Click Done to exit out of the
CPS Class Wizard and return to
CPS. You can view your newly-
merged session from the Reports
tab.

Chapter 5:

Reporting Functions

=

->» Please set the desired options for the Session that will
result fram the merge

Include In Gradebook [~

Comment

r— Helpful Information

5
L]

Move your mouse over any
setting to see further
information about that setting.

A gession title is required of up to 2565
characters.

You may contact elnstiuction technical
support at techsupp@einstiuction.com
or B88-333-4988 for additional help.

Session Category !Elass Participation j

Max Points 100 Lzsezsment Multiplier 10 é
Curve a Class Participation ID a 'I !Hyﬁugg‘!ﬂlﬂgﬂ
LCancel <2 Back | Mext > |

Figure 186: Renaming a merged session in the CPS Class

Wizard

@ NOTE: When you view the merged session from the Reports tab Instructor
Summary, note that you can view the Class Average in two modes: all
students or only students who took the assessment.

Re-grade Assessments

When you deliver an assessment, the assessment results appear in the Reports tab. From the
Reports tab, you can re-grade assessment results, if necessary. This section will show you how to

+ Re-grade questions

+ Re-assign categories to questions

+ Re-grade numeric questions
+ Re-grade students

Re-grade Questions

You can re-grade any assessment you deliver in CPS. To re-grade an assessment

@ NOTE: If you are a K-12 instructor using REAP, your Curriculum
Coordinator may send assessments to you that you cannot re-grade. For more
information on using REAP, please see Appendix A: REAP.

N —

Click the Reports tab.

3. Select the assessment you would like to regrade and click L&

Open CPS from your desktop icon.

e
e

The CPS Assessment

Options window appears. For more information on the CPS Assessment Options window,

please see Edit Assessments.
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4. Click the Re-Grade Questions button. The CPS Re-Grade Assessments window appears.
The Correct Answers tab contains each question included in the session with a
distributed number and percentage representing which answer options the class selected.
The correct answers that were previously selected will be represented by a check in each
question’s answer option box.

i
Correct Answers | Groups I
For each question in this Session use the check boxes to change the comect answer, make multiple answers correct or omit the question from the scorng
process entirely.
A(TY) BFIN) C D E F g H  Omi
Question 5 m i~ [ r [ r r = [
20 Responded 0[0%] 20 [100%) 0[0%) 0[0%)
Question 6 W r | u ol r r I [
20 Responded 14 [702] 0[0%] 3[18%] 3[15%]
Question 7 ol r ul ~ E - = r o
20 Rezponded 3[15%) 0[0%] 3[15%] 14 [70%)
Question 8 [ r v r [ r = = o
20 Rezponded 3[15%) 3[15%) 12 [B0%) 2 [10%]
Question 9 o v - o r - r I n
20 Responded 2[10%) 14 [F0%) 2[10%] 2 [10%]
Question 10 v r [ [ & r - Tl u
20 Responded 16 [0%] 2[10%) 0[0%) 2[10%] ;i
Ok Cancel |

Figure 187: Re-grading questions in the CPS Re-grade Assessments window

5. Click one of the other possible answer options to change the correct answer, or click the
omit box to exclude that particular question from being calculated in the grading process.

6. When you have completed all changes, click OK to save them and close the window, or
click Cancel to close the window without saving.

Re-assign Categories to Questions

You can associate categories to questions during question authoring. After you deliver the
lesson, you can re-assign the questions to different categories in the Reports tab. For more
information on associating categories to questions, please see Associate Categories to a
Question. To re-assign questions to different categories

1. Open CPS from your desktop icon.

2. Click the Reports tab.

3. Select the assessment you would like to regrade and click L& | The CPS Assessment
Options window appears. For more information on the CPS Assessment Options window,
please see Edit Assessments.

4. Click the Re-Grade Questions button. The CPS Re-Grade Assessments window appears.
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5. Click the Apply Categories tab.

77 CPs - Re-grade Assessments i 101 =l
Corect Answers -"-"- |
Questions | Categories
Which zentence properly uses the word somnambulance? Contest
Which root word means to close'] Drefinition
< | &
Categores... |

Figure 188: Changing question Categories from the Apply Categories tab in the CPS Re-grade Assessments window

6. Select a question to which you would like to assign a different category and click
Categories. The Categories window appears.

7. Use the Categories window to assign, un-assign, or create new categories. For more
information on the Categories window, please see Associate Categories to a Question.

8. In the CPS Re-grade Assessments window, click OK to save your changes and return to
the Reports tab.

Re-grade Numeric Questions

Instructors using CPS RF systems can engage students in numeric questions. For more
information on CPS RF, please see CPS RF System. To re-grade a numeric question in an
assessment

1. Open CPS from your desktop icon.

2. Click the Reports tab.

3. Select the assessment that contains numeric questions you would like to regrade and click

E|

. | The CPS Assessment Options window appears. For more information on the CPS
Assessment Options window, please see Edit Assessments.
4. Click the Re-Grade Questions button. The CPS Re-Grade Assessments window appears.
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77 CPS - Re-grade Assessments i 1Ol x|
Correct finswers | Groups |
For each guestion in this Session use the check boxes to change the cormect answer, make multiple answers comrect or omit the question from the scoring
process entirely,
ATY) BEN) C D E F G H  Omit
Question 1 l-:{S i IEI.'I E dit M urneric Answers...l u
1 Rezponded
Question 2 2 r r = r r r r r
1 Responded 1 [100%) 0[0%) 0 [0%] 0[0x)
Question 3 = - 2 m E r & I =
1 Responded 0[0x) 0[0%) 1 [100%) 0[ox)
Question 4 I r . T ] r = =] u
1 Responded 1[100%) 010 0 0%) oo
Question b IE- - II Edit Mumeric: Answers...l u
1 Responded
Question 6 v r = [ r r r I L

Figure 189: Re-grading numeric questions in the CPS Re-grade Assessments window

.
5. Click the Edit Numeric Answers button. The CPS e
Numeric Answer Options window appears. I_:;SWEE v
6. Make your changes in the CPS Numeric Answer Options ' '
window and click OK to save your changes. e
+ Answer — This box allows you to change the answer S Rt
Ofthe numeric queStion' * &nswers that fall within the range of -3.9
+ +/- - This box allows you to change the Margin of SO e
Error for the question. L
+ Correct Answers — This box lists all answers given
for the question. To have CPS count an answer as
correct, click the box next to the answer so that a
checkmark appears.
+ Make Subjective — This button allows you to change R
the question type to a subjective question.
7. Inthe CPS Re-grade Assessment window, click OK to MakeSubjective [ Ok | Cancel |
save your changes and return to the CPS Assessment
Options window. Figure 190: Changing the options
8. Click OK in the CPS Assessment Options window to ;‘75 ; :r‘;cmj,f' "SCM‘Z;GCS)Z‘;;; ,f"; tgﬁgf V‘VS
return to the Reports tab. CPS will reflect your changes in
the Gradebook tab.
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Re-grade Students

You can alter a student’s grade on an assessment by re-grading the student’s correct answers in
the assessment. To re-grade a student

1. Open CPS from your desktop icon.

2. Click the Reports tab.

3. Select the assessment that contains numeric questions you would like to regrade and click

E|

. | The CPS Assessment Options window appears. For more information on the CPS
Assessment Options window, please see Edit Assessments.
4. Click the Re-grade Students button. The CPS Edit Session Students window appears.

PRI
W'ou can update each student's grade in this session.
L 1
Students Sezsion 1=
Last Name First Name a1 a2 3 04 05 o3 a7 s 03
Beecher Stou Harriet D D
Case John O O
Carrall Lewiz O
King Stephen [l O O O
Corrwell Patricia D D
Ahyond I argarat D |:| |:| D
Clancy Tam o O O
Bronte Charlatte 1 O O O
Borte |Emiy O O O .
Stevenzon  |Robert Louis |:| |:| D
Yem Joules O O O
telville Herman 1 O O
4| | _’lLI
K | Lancel |

Figure 191: Re-grading students from the CPS Edit Session Student window

5. Click the box that corresponds with the question number and student name you would

like to mark correct. When you click the box, a checkmark appears. To mark a student’s

answer incorrect, click a box with a checkmark so that the checkmark disappears.

Click OK to save your changes and return to the CPS Assessment Options window.

7. Click OK in the CPS Assessment Options window to return to the Reports tab. CPS will
reflect your changes in the Gradebook tab.

o
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Edit Assessments

After you engage your students in an assessment, CPS stores the student performance data in the
Reports tab for you to review and edit. This section will show you how to

+ Edit assessment attributes

+ Create Attendance from an assessment

+ Import an assessment

+ Delete an assessment

Edit Assessment Attributes

You can edit assessments by re-grading specific questions or students, or by changing the details
of the assessment. For more information on re-grading assessments, please see Re-grade
Assessments. To edit an assessment’s attributes

1. Open CPS from your desktop icon.

2. Click the Reports tab.

3. Select the report you would like to edit and click L £ | The CPS Assessment Options
window appears.

4. Change the assessment options using the E
available buttons, text boxes, and pull-down feszesmentTile Bl e
Menus. Jrit 1: Early America
+ Assessment Title — To change the title of fessuten Ceteaoy Meonss b

your assessment, type a new name into the e 00
Assessment Title box. ssessment Hulple
+ Assessment Category — To change the o
assessment category, use the pull-down i it
menu to select a different category. e o e Ak
+ Max Points — To change the maximum Re-grade Questons Re-grade Studerts
number of points CPS awards for this —
assessment, type in a number in the Max
Points box.
+ Curve — To give students a curve on the
assessment, or to adjust an existing curve, [
type in a number in the Curve bOX. IV Show online study guide for this session.
+ Comment — To add a comment to the
assessment that you can use as a reference, [ o | Cancel |
type your notes in the Comment box.
+ Online Options — To make a study guide Figure 192: Editing assessment attributes

for the assessment available online, click the 0™ the CPS Assessment Options window

box next to the Show online study guide for this session option so that a checkmark
appears.

@ NOTE: The Online Options are available only if you have a CPSOnline
class.

5. Click OK to save your changes and return to the Reports tab.
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Create Attendance from an Assessment

You can use an existing assessment in the Reports tab to create attendance. CPS stores the
attendance records in the Gradebook tab as grades in the Assessments area or as an attendance
sheet in the Class Info area. You choose where CPS stores attendance records when you create
your class. For more information on choosing your attendance options, please see Edit Class
Information. To create attendance from an assessment

1. Open CPS from your desktop icon.

2. Click the Reports tab.

3. Select an assessment from which you would like to create attendance.

&

4. Click LTk | A pop-up menu appears.
Choose Create Attendance.

9]

CPS creates an attendance report in the Reports tab and puts the attendance record in the
Gradebook tab.

Import an Assessment

You can import assessments from tbt Deliver into the Reports tab in CPS. To import an
assessment

1. Open CPS from your desktop icon. PRI
2' Cllck the Reports tab‘ Select the Deliver databaze [*q.dbf] that pou wish ta import to CPS

nohe

&

3. Click '™ | The CPS Import Sessions Chaose the Session{s] you wish to import,
window appears.

4. Click Browse to search through your
computer to find the database which
contains the assessment you would
like to import. The Open dialog box
appears.

5. Click Open to open the database and
return to the CPS Import Sessions
window.

6. Select the assessment(s) you would

like to import by clicking the box next Lol | R
to the assessment(s) so that a Figure 193: Importing tbt Deliver assessments from the
checkmark appears. Alternatively, CPS Import Sessions window

click Select All to import all assessments.
7. Click OK to import your assessments.

CPS imports the assessments to the Reports tab in CPS.
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Delete an Assessment

You can delete assessments from the Reports tab. However, when you delete an assessment, you
can no longer access the performance data from that session nor generate a report. To delete an
assessment

1. Open CPS from your desktop icon.

2. Click the Reports tab.

3. Select the assessment you would like to delete.

X

4. Click L2 | A confirmation message appears.
5. Click OK to delete the assessment or click Cancel to keep the assessment and return to
the Reports tab.

Download Assessments

+ You can download assessments sent by your Curriculum Coordinator. To download
assessments

@ NOTE: Only K-12 teachers participating in REAP may download

assessments.

1. Open CPS from your desktop icon.

2. Login to CPSOnline. The CPSOnlme Logm Wizard appears. For more information on
IOggll’lg on to CPSOnline, please * CPS - CPDnline Login Wizard ol
see K-12 CPSOnline Login. ~Dowrioad v Helptul Information =

3. Choose whether or not you s T S )
would like to sync your class. If || | omatbe ot s
you choose not to sync your | B dmerican Colorization Quiz 041122006 download from CPSOnlne.

. . £ JROTC REAP Dema 04/05/2006 A e ey o areaey
class, you will not receive any Scarioad s chona the Nem buton

below.

new assessments. Click Next.
4' SeleCt your Class from the Y'ou may contact elnstiuction technical
available list. To select all BB 0 o
classes, click the box next to the

Select All option so that a e -

CheCkmark appears . Click NeXt, [V Show Assessments that | have downloadsd !Hyﬁugg‘!ﬂlﬂgmﬂn
5. Choose to download new or

existing assessments. Click Next. — e

6. Select the assessment(s) from the
list. Click Next. CPS downloads Figure 194: Downloading assessments from the CPSOnline

your assessments. Login Wizard
7. Click Done to exit the CPSOnline Login Wizard and return to CPS.
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Your downloaded assessments appear in the Downloaded Assessments folder in the Lessons

tab.

‘Werbal Questions  Engage Lesson(s]

% Slandaldsl w Team Achivities

@ &

Tools

8 e

ﬁ Classes

SEARCH

7¥ CPS - C:\CPS_Databases'Beta databases'REAP Databases',MScarlet.cps
File Settings Help

@; Lessons

§ Reports | EA Gradebook

=10l |

F b 4
Up  Down  iew

m MScalet.cps | MNumber | Title/Question Stem | Type
N8 Downlnaded fssesamerts b Indentured servants were impartant bo the . MC 4 1
- U.5. History [E“Pi'Ed_ on 1/31/2006] b ‘which of the following comrectly describes MC 4 1
? 3 ‘what was a proprietary calony? ML 4 1
? 4 Seventeenth-century Mew England and th...  MCH 1
PovePoint i g The kM apflower Compact could best be. de.. MLCH 1
{20 Examvien 3 B Mozt of the slaves who came to the thitee...  MCH 1
? 7 In founding the colony of Georgia, James ...  MCE 1
kst Fioger Wiliams iz best known in American ... MC 5 1
Fa Jamestown survived az the first permanent...  MC 5 1
F0 The Filgrims were also known as Separatiz...  MC5 1

| Difficulty | Standards

| Categories |

Objective 1.[US1).(B]....
Objective 1.[8.4]. Obj

Objective 2[J510).[A...
Objective 1.(8.4], Obj...
Objective 4.[8.3][4), ...
Objective 1.(8.11C). ...
Objective 1.[3.1)(C]. ...
Objective 1.[3.4).(B]. ...
Objective 1.[3.1)(C]. ...
Objective 1.8.11C), ...

Figure 195: Viewing downloaded assessments in the Lessons tab

Generate Reports

After you engage an assessment in CPS, CPS records the student performance data in the
Reports tab. From the Reports tab, you can view a variety of reports on the performance data.

For more information on the types of reports available, please see Choose Reports. To generate a
report from an assessment

1.

2.

a

Open CPS from your desktop
icon.

Click the Reports tab.

Select a session from which
you want to generate a
report.

Generate.

Click The CPS
Reporting window opens.
This window displays the
names of the students (per
their class entry) who
participated in the session
you selected. It also displays
the available report types.
Select the students on whom

E CPS - Reporting i

[w] Samuel Taplor Cooleridge
[w] E.E. Cummings

[w] Emily Dickingon

[w] John Donne

[w] Ralph Waldo Emersan
[w] Robert Frost

[w]John Keats

[w] Hernp Wadsworth Longfelav
[w] Johin Miltan

[w] Sulvia Plath

[w] Christing Fosetti
[w]willam Shakespears

[w] Percey Bisshe Shelley

[w] 'l \whitnan

[w] Dzcar Wikde

=

¥ Select Al

I™ Filter out students who didn't respond

When this option is checked, the class average
displayed on the reports iz caloulated using only the
students wha responded.

.
Students Unit 1: Early America
10 Questions
Fiepart Title:
[w] Maya Angelou g I
v T |
[v] Emily Bronte

¥ | Studerit Name
I Studert Full Name

= Pad D

Dizplay [Hfomation
[ = Studert (D

dl

Study Guide

Study Guide - Incomrect Answers
Study Guide - Clags Summary
Question R eport

Responze Report

Itemn Analysis

Item Analysiz v/ Standards
Question Grid Export

Sezzion Data Export
Clazzroom M anager Export
AEIST Export [beta)
Standards Analpsiz
Standardz Analpsiz w/ Student Cross Index
Opinion Survey

Star Chart

Ontrack Export

Response Data Export

[rata Slicing

Al Data Export

Post Repart

LM5 Repart

=

Preview... | Close |

you want to generate a report.  Figure 196: Generating reports from the CPS Reporting window

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

that option.
Select a report type.

Click Preview. A Print Preview window opens and displays the report.
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8. Click the Views button in the left column of the Print Preview window and use the four

icons there to see different views of the report. These icons also appear in the toolbar.
9. To exit the Print Preview window, click the Close button on the left end of the toolbar.
10. Click the Close button on the Reporting window to get back to the Reports tab.

Choose Reports

CPS uses student performance data to provide you with 24 different types of reports. You can
generate these reports from the Reports tab in CPS. For more information on generating a report,
please see Generate Reports. This section will provide you with information on each type of
report available in CPS. Reports fall into three major categories:

+ Class Reports

+ Individual Reports

+ Export Reports

Class Reports

Class reports give general information about the overall class performance. While these reports
may also give some information on each individual student, the overall focus of the report is on
the class. Class reports include

Instructor Summary Report

Question Report

Response Report

Item Analysis Report

Item Analysis with Standards Report

Standards Analysis Report

Opinion Survey Report

Data Slicing Report

+++++++ 4+

Instructor Summary Report

The Instructor Summary Report provides a general review of how each student performed on an
assessment. The Instructor Summary ot i =
includes each student’s score, as e - S(DE B[ D= 1A b 4]
well as the class average. The
Instructor Summary lists

Report type

Session name

Class

Pad ID numbers

Student names

Student IDs

Number of correct to
attempted answers
Percentage of correct to
attempted answers for all

Instructor Summary

L
ZEEE

2UEsEEEEERE

+ t+ e+ 4+

5

B

|Praviaw Fage 10of1

R

students selected in the report Figure 197: Viewing an Instructor Summary Report
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For more information on generating or printing a report, please see Generate Reports or Print
Reports.

Question Report

The Question Report lists each question, the responses for each question (by student), any
associated standards to the question, and a chart of the responses for the question. The Question
Report lists

+

+4+ + 4+ 4+

+

Answer distribution per
question

Listing the report type
Session name

Class name

Class points average

Each question and answer
option

Pointing finger indicating the
correct answer

Name of every respondent
Answer selected by each
respondent

Percentile of respondents per
answer option

() Prink Preview i =101 x|

Eoee ®-5|[DBB(DFE* 0t 1wl

Preview Page 1 of 10 %
Figure 198: Viewing the Question Report

+ Bar graph of answer distribution

For more information on generating or printing a report, please see Generate Reports or Print
Reports.

Response Report

The Response Report shows each
question and the percentage of
students who responded to each
answer choice. The Response Report

lists

+ 0+ 4+

Report type

Session name

Class name

Class average

Each question and answer
option

Pointing finger indicating the
correct answer

Percentage of respondents per
answer option

() Print Preview B 1ol =]

[l Close [ﬁg_\lvé”ﬁéll352‘"{1 '"‘

Dutput

W Page 1 2
Figure 199: Viewing the Response Report

For more information on generating or printing a report, please see Generate Reports or Print
Reports.
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Item Analysis Report

The Item Analysis Report provides a
table with all assessment questions
and the percentage of students who
responded to each answer choice. An
asterisk indicates the correct answer
to each question.

For more information on generating
or printing a report, please see
Generate Reports or Print Reports.

Item Analysis with
Standards Report

The Item Analysis with Standards
Report provides a table with all
assessment questions and the
percentage of students who
responded to each answer choice.
The Item Analysis with Standards
Report also includes any standards
associated with each question. An
asterisk indicates the correct answer
to each question.

For more information on generating

or printing a report, please see
Generate Reports or Print Reports.

Standards Analysis
Report

The Standards Analysis Report
analyzes each standard associated
with a question in the assessment
and the percentage of students who
correctly answered all of the
questions associated with a standard.

For more information on generating
or printing a report, please see
Generate Reports or Print Reports.

Chapter 5: Reporting Functions

1ol x|

() Prink Preview

Hice: -2 DB EFE= 1A b W

Ttern Analysis Report

Preview Page 1 of 1 4

Figure 200: Viewing the Item Analysis Report

() Print Preview NP [m] 55

e 3 -S([@EE @IPex 104 » b

Trern Analysis Repott with Standards

Presview Page 1 4

Figure 201: Viewing the Item Analysis with Standards Report

Iojx]

(") Print Preview

e 3 -S([@EE @IPex 104 » b

Srandards Analysis Report

Presview Page 1 of 1 4

Figure 202: Viewing the Standards Analysis Report
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Opinion Survey Report
The Opinion Survey Report provides
a table that shows each question
number and the percentage of
students who answered each
question, per answer choice.

For more information on generating
or printing a report, please see
Generate Reports or Print Reports.

Data Slicing Report

The Data Slicing Report opens up
the Charting window with a chart of
the last question of the assessment.
To view more information in the
Charting window, please see View
Results and Use Data Slicing.

For more information on generating
or printing a report, please see
Generate Reports or Print Reports.

Individual Reports

Chapter 5: Reporting Functions

() Print Preview

Presvigw Page 1 of 1

Mo & -Z|[DAE B [[*= |10 4]l b u

=10 x|

Dpinian Supvey

A

Figure 203: Viewing the Opinion Survey Report

| Charting - Unit 1 Root Words - By Question
Options Reports

1 Poster Demographics

_-| Questione Delivered In this Session Y

001 Whatis the meaning of ante? 1
2. Which sentence properly uses the w

5
5]
3. Which roctword means "o close"® |y,
4 Inthis sentence, whet does conceten
5 ___isthe fear of closed-n spaces
1 [ 6. Which roatword means “befare"? g
7. Which ract word means "against or e
& Which raot word means "with"? 2]
9 Which sertence properly uses the wi
110, Which sentence properly uses the v [ 11—
10—
KT — Bl
+| Other Sessions and Questions. ad
| Categories
o
O Definition
Contest |
6
o]
‘-
3
- i
-
0 —— — —

T
H

Question’

This chart displays a graph for the folloning questions: "Which senlence prope..., T this sentence,

. wh..!, "Which sentence prope. ., Which sentence props..., which are charted "By

Hide_ |

Close

Figure 204: Viewing the Data Slicing Report

Individual reports focus on the performance data for each student. Individual reports include

+ Star Chart Report
+ Study Guide Report

+ Study Guide — Incorrect Answers Report
+ Study Guide — Class Summary Report
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Star Chart Report

i

The state of Texas specifically uses e %3 [DOBI0F*HAN b H
the Star Chart Report. The Star Chart
Report analyzes each student’s ool b

performance on the assessment based
on the principles of Star Chart
reporting.

For more information on generating
or printing a report, please see
Generate Reports or Print Reports.

W Page 1 4
Figure 205: Viewing the Star Chart Report

Study Guide Report

The Study Guide Report provides an individualized study guide for each student in the class. The
study guide shows the student each question, their response, and the correct response for each
question. The Study Guide lists for each student the

Report type
Session name Eoee 2 -F[@EBEF= 14T b 0

Class name :

Class points average Sy e

Student name

Pad ID

Student ID

Number of correctly
answered questions
Percentage of correctly
answered questions
Each question

Answer choice

Student answer

+4++ + A+

’W Page 16 of 60 4
Figure 206: Viewing the Study Guide Report

For more information on generating or printing a report, please see Generate Reports or Print
Reports.
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Study Guide - Incorrect Answers Report

The Study Guide — Incorrect Answers Report provides an individualized study guide for each
student in the class. The study guide shows the student each question that they missed, their
answer, and the correct answer. The Study Guide — Incorrect Answers lists for each student the

e T

Report type

Session name

Class name

Class points average
Student name

Pad ID

Student ID

Number of incorrectly
answered questions
Percentage of incorrectly
answered questions
Each question
Answer choice
Student answer

(") Print Preview

=10/

Woee -G (@EBE @E* 1WA b o

Study Guide

Page Width

B

2 Pages

Preview Page 1 of 9 Page 2of 9

Figure 207: Viewing the Study Guide - Incorrect Answers Report

For more information on generating or printing a report, please see Generate Reports or Print
Reports.

Study Guide - Class Summary Report

The Study Guide — Class Summary
Report provides an individualized

summary of incorrect answers for each
student in the class. The study lists for

each student, their percentage of
correct answers, the questions they

answered incorrectly, their answers on

those questions, and the correct
answers. The Study Guide — Class
Summary Report lists

+

+
+
+

Each student

The question(s) the student
missed

The correct answer

The student's answer

Reports.

Hcee 3 -5 | @DBE @FEx 1Al v b

=10f x|

‘Prewew |P—age 1of3

Figure 208: Viewing the Study Guide - Class Summary Report
For more information on generating or printing a report, please see Generate Reports or Print
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Export Reports

Export reports are reports that you can export to third-party software applications. Export reports

include

Question Grid Export Report
Session Data Export Report
Classroom Manager Export Report
AEIS-IT Export Report
OnTrack Export Report
Response Data Export Report
All Data Export Report

Post Report

LMS Export Report
InteGrade Pro Export Report
WebCT Export Report

+H++ 4+

Question Grid Export Report

The Question Grid Export Report exports the assessment data to Microsoft Excel or to your

computer’s default spreadsheet application. When you preview the Question Grid Export Report,
a Save As window appears, allowing you to choose the location to which CPS saves your report.
The export file will automatically open after you export this report.

A | e [ ¢ | o | E | F [ 5 [ H ] | a0 ] K
1 |QuestionGrid
| 2 |Unit 1 Root Words
| 3 | T
| 4 |English
| 5 |Last NameFirst Name Student IDPad ID Serial Nur 1 2 d 4 5 &
B | A A u} c B A
| 7 |Alden Jesse 1026455 1 A + + + A + +
| 8 |Baudelaire Violet 1064587 2 MiA B + A + + c
| 9 |Brown Encyclope 1064870 3 MfA + C c + + +
|10 | Drew Maney 1003154 4 MiA + + c B + +
|11 |Fayne George 1031441 7 M (=3 + + A + +
| 12 | Scout 1064547 5 A + D + o] + +

Finch

i+ Eo+ +o

+ 0OFm+ + O

P+ +|+]++D

9

T T i pri

10 Mumber Ct% Correct

a0
70
B0
a0
70
70

~ =t~ @

Figure 209: Viewing the Question Grid Export Report in Microsoft Excel

For more information on generating or printing a report, please see Generate Reports or Print

Reports.

Session Data Export Report

The Session Data Export Report exports the session data to Microsoft Excel or to your
computer’s default spreadsheet application. When you preview the Session Data Export Report,

a Save As window appears, allowing you to —

(6

D

E

E | G

choose the location to which CPS saves your
report. The export file will automatically open

Alden Jesse
Baudelaire “iolet
Browen

1 1 Drew MNancy
after you export this report. 'The Session Data B o
Export Report column headings (from left to fFrch  Soout |
rlght) are | 8 |Granger  Hermiane
| 9 [Hardy Joe
+ Last name |10 Hardy  Frarie

Encyclope

1026455
1064587
1064870
1003154
1031441
1064547
1031401
1003141
1034471
1036444

L 00|00~ Uh 00D

izl

100

+ First name
+ Student ID
+ Number of correctly answered questions
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+ Total number of questions
+ Percentage of correctly answered questions
+ Total percentage available

For more information on generating or printing a report, please see Generate Reports or Print
Reports.

Classroom Manager Export Report

The Classroom Manager Export Report exports the assessment data as a Classroom Manager
file. When you preview the Classroom Manager Export Report, a Save As window appears,
allowing you to choose the location to which CPS saves your report.

For more information on generating or printing a report, please see Generate Reports or Print
Reports.

AEIS-IT EXpOI‘t Report [] AEIS-IT Data for Lesson “UniE 1| =101x]
The AEIS-IT Export Report exports the assessment _ o
. Verify the AEIS-IT data associated with this CPS
data as an AEIS-IT file. When you preview the AEIS- Lesson i the fields beloy -
IT Export Report, the AEIS-IT Data window appears. S Coce: |
In that window, enter your AEIS-IT data, then choose
where you would like to save your file. Content Arear  [Social Stuies &
B |1 1th Grade =]
For more information on generating or printing a :
report, please see Generate Reports or Print Reports. el Eralin I
'ear: I2UU1 j
Objective Type: IEnd of Clags LI
L] 4 | Cancel I

Figure 211: Entering AEIS-IT data in the
AEIS-IT Data window

OnTrack Export Report

The OnTrack Export Report exports the assessment data as a Comma Delimited (*.csv) file.
When you preview the OnTrack Export Report, a Save As window appears, allowing you to
choose the location to which CPS saves your report.

For more information on generating or printing a report, please see Generate Reports or Print
Reports.
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Response Data Export Report

The Response Data Export Report exports the assessment data as a Comma Delimited (*.csv)
file to Microsoft Excel or to your computer’s default spreadsheet application. When you preview
the Response Data Export Report, a Save As window appears, allowing you to choose the
location to which CPS saves your report.

For more information on generating or printing a report, please see Generate Reports or Print
Reports.

All Data Export Report

The All Data Export Report exports the session information to Microsoft Excel or to your
computer’s default spreadsheet application. The All Data Export Report exports

+ Question ID

4+ Question

+ Correct answer

+ Each answer choice

+ Corresponding number of students who chose each answer choice

For more information on generating or printing a report, please see Generate Reports or Print
Reports.

Post Report

The Post Report exports the class grades to Microsoft Excel or to your computer’s default
spreadsheet application. The Post Report exports

+ Student last name

+ Student first name

+ Number of points student received for the assessment

+ Percentage correct

For more information on generating or printing a report, please see Generate Reports or Print
Reports.

LMS Export Report

The LMS Export Report exports student assessment information as a *.txt file that you can
import to DuPont. The LMS Export Report exports the student ID, student name, and percent
correct for each student in your class.

For more information on generating or printing a report, please see Generate Reports or Print
Reports.
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InteGrade Pro Export Report

The InteGrade Pro Export Report exports student assessment information as a *.txt file that you
can import to InteGrade Pro. The InteGrade Pro Export Report exports

Student ID

Student last name

Student first name

Number of correct answers

Number of points earned for the assessment

Percentage correct

++++++

For more information on generating or printing a report, please see Generate Reports or Print
Reports.

WebCT Export Report

The WebCT Export Report exports student assessment information as a Comma Delimited
(*.csv) file to Microsoft Excel or to your computer’s default spreadsheet application. You can
then import the file to WebCT.

For more information on generating or printing a report, please see Generate Reports or Print
Reports.

Print Reports

You can print any assessment reports you generate from the Reports tab. For
more information on generating reports or choosing a report, please see Generate
Reports or Choose Reports.
To print a report
1. Open CPS from your desktop icon.
2. Click the Reports tab.
3. Select the assessment from which you would like to print a report.
I
4. Click === | The CPS Reporting window appears.
5. Select the report you would like to print, and click Preview. The Print
Preview window appears.
6. On the left-hand toolbar of the Print Preview window, click the Output
button.
Print
Save as RTF file
Save as PDF file
Save as HTML file
Save as text file
Save as Excel spreadsheet

+++++ 4+

+

Save as archive file Figure 212: Choosing
7. Choose a print source from the options available a print option from the

: : : . : Output toolbar in the
8. Click Close in the Print Preview window to return to the Reports tab. 5.~ "5 . -
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View Results and use Data Slicing

When you engage lessons, you can view the performance results graphically through the CPS
Charting window so that you can quickly assess your students’ performance. The CPS Charting
window is available after each question during a session and from the Reports tab in CPS. The
CPS Charting window not only provides you with a graphical representation of your students’
performance, it also allows you to slice the performance data, in that session and comparison
sessions, to view specific subsets of student performance. This section will show you how to
Access the CPS Charting window

View performance data by question

View performance data by answer

View performance data by category

Change chart options

Slice performance data

++++++

Access the CPS Charting window

You can access the CPS Charting window from the CPS Engage toolbar, during a Teacher
Managed Assessment session, or after you finish the assessment, from the Reports tab.

Access during Session Delivery

When you engage a lesson in Teacher Managed Assessment mode, the Engage toolbar appears
on your screen. When you begin the first question allow the students to respond to the question
using their response pads, CPS records the students’ responses as performance data. After you
end the response cycle by clicking End on the Feedback Grid, you can view your students’
performance data, through the CPS Charting window, for that question and previous questions.
To access the CPS Charting window

1. Open CPS from your desktop icon.

2. Engage a lesson in Teacher Managed Assessment mode. For more information on
engaging a lesson, please see Engage Lessons. For more information on Teacher
Managed Assessment mode, please see Teacher Managed Assessment Mode. The Engage
toolbar appears.

3. Click the Next # button on the Engage toolbar to open the CPS Content Delivery window
and ask your question.

4. After you’ve ended the response cycle, click E The CPS Charting window appears.
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After you finish a session, CPS saves the students’ performance data in the Reports tab. From the
Reports tab., you can also view the CPS Charting window for a session. To access the CPS

Charting window
1. Open CPS from your desktop icon.
2. Click the Reports tab.
3.

&

Tools

4.
3.

Click A pop-up menu appears.

Choose Charting. The CPS Charting window appears.

View Performance Data by Question
You can choose to view the charts in the CPS Charting window by question. To view charts by

question
1. Open CPS from your desktop icon.

2. Access the CPS Charting window. For

more information on accessing the
CPS Charting window, please see
Access the CPS Charting window.

3. From the CPS Charting window, click
Options. A pop-up menu appears.
4. Choose Chart Responses then By

Question. The charts adjust to display
the performance data by question.

Select the session for which you would like to view the CPS Charting window.

Options  Reporks

Chart Responses by k| ® Queskion
Chart Typ Cateqary
Cross Tabensrion By Answer
Tisesthewa
v Show Questions and Categories 2{ s
Show Correct "0 close"7
v Show multiple charts DE_S concateng
#dd session, ., c-in spaces.
n n
v Febain Selections During Session before"?
s "against or of
v Show Answer Legend - ith "7
i 3
Answer Legend Options I uzes the wo

Figure 213: Viewing charts by Question in the CPS

Charting window

@ NOTE: Numeric question types appear as separate graphs from multiple-
choice, true/false, or yes/no answer types.

View Performance Data by
Answer
You can choose to view the charts in the CPS

Charting window by answer. To view charts by

answer

1. Open CPS from your desktop icon.

2. Access the CPS Charting window. For
more information on accessing the CPS
Charting window, please see Access the
CPS Charting window.

From the CPS Charting window, click
Options. A pop-up menu appears.

Options  Repatts

Chart Responses by
Chart Tyvpe
Cross Tabulation

Queskion
L4 Category

v Show Questions and Categories
Shows Correct

v Show multiple charts
Add session. ..

W Rebain Selechss During session

"o closea"?l
nes concatents
d-in spaces.

: "hefora"?

Mwer Legend
> answer Legend Options

k

"against or of
5 "with "7
Iy uses the wo

Figure 214: Viewing charts by Answer in the CPS

Charting window
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4. Choose Chart Responses then By Answer. The charts adjust to display the performance
data by answer.

@ NOTE: Numeric question types appear as separate graphs from multiple-
choice, true/false, or yes/no answer types.

View Performance Data by Category
You can choose to view the charts in the CPS

Charting window by category. For more Options  Reports
information on associating categories to Chart Responses by Question
questions in a lesson, please see Associate Chart Type *
Categories to a Question. To view charts by Cross Tabulation By Answer
category w Show Questions and Catesfiries | RN
1. Open CPS from your desktop icon. Show Correct "to close™?
2. Access the CPS Charting window. For v Shaw multiple P conERlEN:
more information on accessing the CPS Add sessjpel... chin spaces.
Charting window, please see Access the | v Reig# Session  f PSfore’?
CPS Charting window. . ﬁ_ﬂw Sl ; ":33:25* or af
3. From the CPS Charting window, click ] 4 _ .. L eriend i b ; ’Iv uses. -
Options. A pop-up menu appears. Figure 215: Viewing charts by Category in the CPS
4. Choose Chart Responses then By Charting window

Category. The charts adjust to display the performance data by category.

Change Chart Options

You can set the options by which you view the performance data in the CPS Charting window.
This section shows you how to

Show the response time

Change the chart type

Show the correct answer to a question
Access questions and categories
Export data

Save the chart as a graphic

Print the chart

Show multiple charts

Change the answer options

Show a Charting legend

+H+ 4+ + 4
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When you view performance data in the CPS Charting window, you can also see the time in
which students took to answer a question. You can view the response time information, in
seconds, in the chart legend. To show the response time on the graph

1. Open CPS from your desktop icon.

2. Access the CPS Charting window. For more information on accessing the CPS Charting
window, please see Access the CPS Charting window.

3. From the CPS Charting window, click Options. A pop-up menu appears.

4. Choose Answer Legend Options then
Show Response Time. A checkmark
appears beside the option.

A B: i,
before against

to
2.042.001 /2,001 2.0/2.001/2.001 0.040.0/0.0
130f 20 3of20 Oof 20
- B5.0% 15.0% 0.0%

Options  Reparts

Chart Responses by P Bssion
Chart Type 4
Cross Tabulation ante?
lv uses the wa 20
v Show Questions and Cateqories \‘:J P =
to close"7l
Shiow Correct 18 —
v Show multiple charts :IE-S concatanc B
&dd session... d-in spaces. i [a
n n
i Seleckions DUrng Session befqre i i
"against or of =
v Show Answersagend Moprith 2 E—

4+ Show Total
Show Percentage
v Show Answer Stem

Answer Legend Options

[H- [ 10. WWhich sentence p
4] |

Respaonse Time

Figure 216: Showing the response times on the CPS
Charting window legend

L E

not weithout
2.0/2.001/72.00 2,002,001 72,001
2of 20 2of 20

10.0% 10.0%

Figure 217: Showing the response times in the legend of the CPS Charting window

To remove the response times from the chart legend

1. Open CPS from your desktop icon.
Access the CPS Charting window.

2.
3. From the CPS Charting window, click Options. A pop-up menu appears.
4. Choose Answer Legend Options then Show Response Time. The checkmark next to

the option disappears.
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Chart Type

You can view performance data in the CPS Charting window as a variety of different charts. The

CPS Charting window provides the following charts:

+ Bar

+ Horizontal Bar

+ Pie

+ Exploding Pie

+ Exploding Correct Pie

+ Doughnut

+ Exploding Doughnut

+ Exploding Correct Doughnut

+ Cross Tabulation

To change the chart type Options Reports

1. Open CPS from your desktop icon. e R o) > bssinn | Ansv‘

2. Access the CPS Charting window. W
For more information on accessing ST Fia
the CPS Charting window, please L Pie - Exploding
see Access CPS Charting window. J| « show mutiple charts E‘Eu';’;fl':d'”g SEITECE

3. From the CPS Charting window, Add session... - Boughnut - Exploding
click OptiOHS. A pop-up menu A0 20 g S oion Doughnut - Exploding Correct
appears. » Show Answer Legend Mogith "7 12 —

4. Choose Chart Type then select nd o > b uses the wo £ .

the type of chart you wish to view.  Figure 218: Changing the chart type on the CPS Charting

A checkmark appears next to the window

chart type you chose.

Show Correct

You can change the CPS Charting window chart to display the
correct answer for a question in a different color. To show the
correct answer

1. Open CPS from your desktop icon.

2. Access the CPS Charting window. For more information
on accessing the CPS Charting window, please see
Access the CPS Charting window.

3. From the CPS Charting window, click Options. A pop-
up menu appears.

4. Choose Show Correct. A checkmark appears next to the
option.

Optionally, to show the correct answer
1. Open CPS from your desktop icon.

Cptions ~ Repaorts

Chart Responses by 3
Chart Type 4
Zross Tabulation

v Show Questions and Cateqgories

v Show Correct

Showe mulkiple charts
Add session, ..
v Fetain Selections During Session

v Show Answer Legend

Answer Legend Options 3

Figure 219: Changing the show
correct option on the CPS
Charting window

2. Access the CPS Charting window. For more information on accessing the CPS Charting

window, please see Access the CPS Charting window.

3. From the bottom left-hand corner of the CPS Charting window, click the box next to the

Show Correct option so that a checkmark appears.
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To change the chart so that the correct answer does not display differently

1. Open CPS from your desktop icon. Question 10
2. Access the CPS Charting window.
3. From the CPS Charting window, click 15—
Options. A pop-up menu appears.
4. Choose Show Correct. The
checkmark next to the option

disappears.

I | I I
A B 5 o

Figure 220: Viewing the Show Correct option on the
CPS Charting window graph

Show Questions and Categories

You can view any questions and categories associated with your assessment in the CPS Charting
window. You can use these questions and categories to slice the student performance data to

specific subsets. To show questions and categories
1. Open CPS from your desktop icon.
2. Access the CPS Charting window. For more
information on accessing the CPS Charting window,
please see Access CPS Charting window.

Cptions  Reports

Chart Responses by k
Chart Type b
Cross Tabulation

3. From the CPS Charting window, click Options. A v Show Questions and Categotias
pop-up menu appears. P Show Carrect

4. Choose Show Questions and Categories. A v Show multiple charts
checkmark appears next to the option. The CPS Add session...
Charting window expands to make Questions v Reetain Selections During Session
Delivered in this Session and Categories windows « Show Answer Legend
available. Answer Legend Options k

To hide questions and categories

Figure 202: Choosing the Show
Questions and Categories option from

1. Open CPS from your desktop icon. the CPS Charting window
2. Access the CPS Charting window.

3. From the CPS Charting window, click Options. A pop-up menu appears.

4. Choose Show Questions and Categories. The checkmark next to the option disappears.
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Raw Response Data Export

You can export the students’ performance data for a session from the CPS Charting window.
You can also export this data as a report in the Reports tab. For more information on exporting

the performance data from the Reports tab, please see Response
Data Export Report. To export students’ performance data from the

I Reports

CPS Charting window
1.

2. Access the CPS Charting window. For more information on

Raw Response Data Export
Data Slicing Report

Open CPS from your desktop icon.
Save Chart as Graphic

: : : Print Chark
accessing the CPS Charting window, please see Access the sl

CPS Charting window. Figure 221: Exporting session
From the CPS Charting window, click Reports. A pop-up ;jv?rt;fjgﬁm the CPS Charting
menu appears.

Choose Raw Response Data Export. CPS exports the session’s performance data as a
Comma Delimited (*.csv) file. A pop-up window will tell you the location to which CPS
saved your file.

Save Chart as Graphic

You can save the chart from the CPS Charting window as a bitmap picture file. To save the chart
as a picture file

1.
2.

@

Open CPS from your desktop icon.
Access the CPS Charting window. For more
information on accessing the CPS Charting window,

Reports

Raw Response Data Expaort

please see Access the CPS Charting window. B

From the CPS Charting window, click Reports. A pop- Save Chart as Graphic

up menu appears. Print Chark

Choose Save Chart as Graphic. A Save As window ¢ Figure 222: Saving a chart as a
appears. picture in the CPS Charting window

Browse through your computer to find the location to which you would like to save the
chart.

Title your chart.

Click Save to save the chart as a bitmap (*.bmp) file and return to the CPS Charting
window.

Print Chart
You can print the chart from the CPS Charting window. To print the chart

1.
2.

Open CPS from your desktop icon.

Access the CPS Charting window. For more | Reports
information on accessing the CPS Charting window, Raw Response Data Export
please see Access the CPS Charting window. Data Slicing Report

From the CPS Charting window, click Reports. A pop-
up menu appears.

Choose Print Chart. The Print window appears.

Select the printer to which you would like to send the Figure 223: Printing a chart from the
file. CPS Charting window

Click OK to print the chart and return to the CPS Charting window.

Save Chart as Graphic
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Show Multiple Charts

You can view an individual chart for each question, answer, or category. You can set the view
for your charts from the Chart Responses option. For more information on charting responses,

please see View Performance Data by Question, View
Performance Data by Answer, or View Performance Data by

Category. To display multiple charts

1.
2. Access the CPS Charting window. For more information
on accessing the CPS Charting window, please see

Open CPS from your desktop icon.

Access the CPS Charting window.

From the CPS Charting window, click Options. A pop-

up menu appears.

Chapter 5: Reporting Functions

Options  Reports

Chart Responses by k
Chart Tvpe 3
ross Tabulakion

v Show Questions and Categories
v Show Correct
v Show mulkiple charts

fld session. ..

Retain Seleckions Buring Session

Choose Show Multiple Charts. A checkmark appears by / A S e sle

the option. The CPS Charting window changes to reflect

your choice.

To view a single chart

1.
2.
3.

Open CPS from your desktop icon.
Access the CPS Charting window.

From the CPS Charting window, click
Options. A pop-up menu appears.
Choose Show Multiple Charts. The
checkmark beside the option disappears.
The CPS Charting window displays only
one chart.

Answer Legend Opkions 3

Figure 224: Choosing the Show
Multiple Charts option from the
CPS Charting window

‘Question 1 ~ Question3

Question 6

L thelearol
Which oot vexdmesn. . vkich e chaied By Qusstort

Figure 225: Viewing multiple charts in the CPS
Charting window
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Answer Options

You can change your answer options on the chart legend to include the percentage of students
choosing an answer choice, the total number of students who chose that answer, and the question
stem for that question. To change the answer Options Reports

Opthl’lS Chart Responses by

¥ Ession
1. Open CPS from your desktop icon. Chart Type ¢ L
. . i T
2. Access the CPS Charting window. For Efoe bl lame' th
more information on accessing the CPS | v Show Questions and Categaries ?.ftgscel; s ;?\;]m B
. . v Show Correct i ) 18 —
Charting Wmdovy, please see Access the i pes concaten: ]
CPS Charting window. A d-in spaces. 16 —
3. From the CPS Charting window, click v Retain Selections During Session. § 2efore"? 14 —
. : 'againstaro —
Options. A pop-up menu appears. v Show Answer Legend ..HE,,..O F el

ld v Show Tatal

v Show Percentage

v Show Answer Stem
v Show Response Time

4. Choose Answer Legend Options then Answer Legend Opticns
select the answer choices you would like
to use in the chart legend. A checkmark

appears next to each choice you select.

E 10.%hich sentence prog

Figure 226: Choosing answer legend options for the
chart legend in the CPS Charting window
To remove an answer option from the chart

legend
1. Open CPS from your desktop icon.
2. Access the CPS Charting window.
3. From the CPS Charting window, click Options. A pop-up menu appears.
4. Choose Answer Options then select the choices that you would like to remove from the
chart legend. The checkmark beside each option disappears as you click it.

Show Answer Legend

You can view the legend for a chart in the CPS Charting window. To view the legend
1. Open CPS from your desktop icon.
2. Access the CPS Charting window. For more

Options  Reparks

. . . . . Chart Responses by 4
information on accessing the CPS Charting window, i .
please see Access the CPS Charting window. Cross Tabulation

3. From the CPS Charting window, click Options. A
pop-up menu appears.

4. Choose Show Legend. A checkmark appears next to ol e s
the option and the CPS Charting window displays a i S
legend beneath the chart (or beneath each chart in Rektaim Selechibne Drg Sessian
Multiple Chart view).

v Show Questions and Categories
v Show Correct

Show Answer Legend

Answer Legend Options 3

Figure 227: Choosing the Show
Answer Legend option in the CPS
Charting window
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To remove the legend from the chart
1. Open CPS from your desktop icon.
2. Access the CPS Charting window.
3. From the CPS Charting window, click
Options. A pop-up menu appears.
4. Choose Show Legend. The checkmark next
to the option disappears.

Figure 228: Viewing a chart with a legend in
the CPS Charting window

Slice Performance Data

You can use the CPS Charting window to slice performance data from two or more sessions, or
from an assessment and demographic information. This section will show you how to

+ Slice data by demographics

+ Slice data by comparison sessions

Slice by Demographics

You can slice performance data using a session and demographic information. To use
demographic information in the CPS Charting window, you will need to complete the

demographic student data from the class roster.

For more information on entering student data, i e Question 0

please see Edit Student Information. To slice B’
performance data by demographic

1. Open CPS from your desktop icon. 8

2. Access the CPS Charting window. For e —

more information on accessing the CPS

Charting window, please see Access the

CPS Charting window. oL e e :

3. Select the questions or answer choices you  ||z8emermm .. ! '
would like to view from the Questions . .
Delivered in this Session window. You e .

[CI0 finion T00%

can select questions or answer choices by Bicowes
clicking the box next to a choice so that a =

We cortravened to averthrow the governmert.

checkmark appears. The chart will change

to depict each question or answer choice o

you choose. The figure at right shows

Question 10 as a bar chart, in the question

response v iew. Figure 229: Viewing a question chart sliced with

demographic data in the CPS Charting window
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4. Select the demographic data you would like to use by clicking the demographic
information in the Roster Demographics window. The figure on page 189 shows
Question 10 as a bar chart, in the question response view, with only male respondents.

Slice by Comparison Sessions

You can slice performance data using two or more sessions. You will need to have at least two
sessions in the Reports tab to slice with multiple sessions. To slice performance data with
multiple sessions

1.
2.

Open CPS from your desktop icon.
Access the CPS Charting window. For
more information on accessing the
CPS Charting window, please see
Access the CPS Charting window.
From the CPS Charting window, click
Options. A pop-up menu appears.
Choose Add Sessions. The CPS
Choose Sessions for Charting window
appears.

Select the sessions or specific
questions you would like to use to
slice performance data.

Click OK to return to the CPS
Charting window.

e
&[] 11/18/2008 11:31:02 AM - Unit T Root wWords
[ [J 11/415/2005 1:32:31 PM - Unit 1 Root Words
- [] 11/16/2005 11:08:24 AM - Literary Pol
B[] 11/16/2005 11:34:27 AM - Literary Pall
- [ 11/30/20085 1:06:49 PM - Unit 1 Yooabulary
[ [] 4/26/2006 202:12 PH - Unit 1 Root Wwords
- [] 4/26/2006 3:10:21 PM - Unit 1 Roat Waords
B[] 4/26/2006 4:03:68 PM - Unit 1 Root Words
[ [] /272006 3:40:58 AM - Unit 1 Root Words 4/27/2006 53312 4M
[ [] 4/28/2006 & 24:21 AM - Unit 1 Root Words
- [] 11/22/2005 10:48:20 AM - Attendance
0K Cancel

Figure 230: Choosing additional sessions for the CPS

Charting window
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Chapter 6: Gradebook and Attendance
Functions

CPS allows you to create and engage lessons, view student performance data, and track student
performance data as grades. CPS saves the grades in the Gradebook tab, where you can sort the
grades by assessment type. The Gradebook tab also allows you to review your class roster and
view Gradebook reports.

In the Gradebook tab, you can also review your class attendance records. You choose the
settings for these records from the CPS Class Information window in the Classes tab. You can
view attendance records as an attendance sheet in the Class Info section of the Gradebook tab,
or as a graded assessment in the Assessments section.

Chapters 3 and 4 showed you how to create and engage lessons and activities in CPS. In this
chapter, you will learn how to

+ Create a gradebook in CPS

+ Manage assessments

+ Manage class data

+ View Gradebook reports

+ Manage Attendance

The Gradebook tab contains all of your graded information from CPS. In addition to assessments
you engage in CPS, you can enter non-CPS assessments into your gradebook. The CPS
Gradebook can track student grades as a points-based or percentage-based gradebook.

77 CPS - C:\CPS_Databases'Beta databases',World History.cps =10l
File Settings Help

B Lessons | SIandaIdsl ¥ Teamictvies | 8 Classes | @ Repots B Gradebook

S % @ wHIST 3450 002
J X & B % @ N
M Edit Delete: Espoit.  Choose..  LUplad Create Giradebook

Assessments - All

Azsessments Students

Last Mame First Name:

Jare

Susan B

Siman
Napdleon
Columbus Chiistopher
Curris Marie

De Medicis Catheine
Edison Thomas

Gallei Galiea
Ghandi Mohandas
He Zheng
Khan Kublsi

King, Jr Martin Luther
Magelan Ferdinand
Gregor
Flarence

Kiname

Joan

Famon Caial _|Santiagn
Smith Adam

Dessinto |4 | Bl
Reports View fiom: [wed Mar 28,2008 x| ta: [ Fii Map 12,2008 x| Grading Period: | Sisth Six Weeks -

Figure 231: Viewing the Gradebook tab
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The Gradebook tab functions include

+ The list of classes in the open database in the top right corner. Select a class to view.

+ Icons for each Assessment category in the left side toolbar, including an All icon.

+ Tables listing students’ First and Last Names, Grades for each assessment category
selected, and the Average and Weighted Average of the grades. Click the category
headings to sort by any of these columns. You may sort them in ascending or descending
order.

Class Information button in the side toolbar which displays, in table form, the data you
entered on the Classes tab for each student, and accesses Attendance data.

Reports button, in the side toolbar, which accesses reports available in the open database
for the selected class.

Pop-up calendars at the bottom of the window from which you can select View from and
to dates of the delivery sessions from which you want to view grade results.

The Grading Period (semester, term, quarter) of the class you are viewing.

Icons on the main toolbar for New, Edit, Delete, Export, Choose, Upload, Create
Attendance, and Gradebook Setup.

Use the CPS Gradebook

When you create classes in CPS, CPS can store your students’ grades in the Gradebook tab. This
section will show you how to

+ Create a gradebook

+ Manage Assessments

+ Manage Class Info

+ Manage Reports

++ + + 0+

Create a Gradebook

The CPS Gradebook is a multi-function tool that will help you organize, maintain, and evaluate
your students' performance. This section describes three different ways in which you can create
your Gradebook:

+ Create Gradebook through Session Setup

+ Quick Setup and Grade Export

+ Advanced Gradebook Options

Create Gradebook from Session Setup

You can add classes and grades to your CPS Gradebook through the CPS Session Setup window.
When you use the Include in Gradebook option from the CPS Session Setup window, CPS
adds the session's performance data to the Gradebook. To create a gradebook from session setup
1. Open CPS from your desktop icon.
2. Click the Lessons tab.
3. Select the lesson or lessons you would like to engage. For more information on engaging
a lesson, please see Engage Lessons.

@

4. Click [Erazaetessansl] The CPS Session Setup window appears.
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5. Choose your setup options on the CPS Session fnge W Lavioy Foes . FowePein
Setup window.
6. Click the box next to the Include in Gradebook
option so that a checkmark appears. You can also e e
add an attendance record to the Gradebook by € Stadent Managed Assaszment
clicking the box next to the Create Attendance o e
from this Assessment option.

For more information on including attendance records in

Te [Foundetens

R 7 Inchade in Gradebook] [ Anoymous Mode
the Gradebook, please see Create Attendance from Session |~ ™ Exporio Quasbon Geid
Setu| ). Session  [Class Parcipatian =

Mec Pasints {100 M
N N . I~ Crase Abend et s A
CPS will include your students' performance results in the i
CPS Gradebook. You can access the grades through the 7 Xt : |
Gradebook tab. Class [wWHsST 3450003 5] e
S’H-D“j canesl | | |

Figure 232: Including the session in the
Gradebook from the CPS Session Setup
window

Quick Setup and Grade Export

You can quickly set up your Gradebook and export the students' grades to a spreadsheet
application, such as Microsoft Excel. To quickly setup your gradebook and export the grades to a
spreadsheet
1. Open CPS from your desktop icon.
2. Click the Gradebook tab. If this is your first time using the Gradebook in this database,
the CPS Gradebook Setup Wizard appears.
3. Follow the CPS Gradebook Setup Wizard if this is your first time using the Gradebook.
<
To set your Gradebook for an additional class, click Léadteck.|, For more information on
the Gradebook Setup Wizard, please see Advanced Gradebook Setup.
4. Select the class whose grades you would like to export.

0y

5. Click L= CPS exports your gradebook to Microsoft Excel or to your computer’s
default spreadsheet application.

Your class roster and grades will appear in the spreadsheet. You can save this information and
import it to other applications or keep the spreadsheet for your records.
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Advanced Gradebook Setup

After you deliver CPS sessions to your class, CPS automatically saves the performance data in
the Reports tab. You can also choose to save the data to the Gradebook. For more information
on automatically adding sessions to the gradebook, please see Create Gradebook from Session
Setup. When you open the Gradebook tab, you can use the CPS Gradebook Setup Wizard to set
all your gradebook options. To use the CPS Gradebook Setup Wizard
1. Open CPS from your desktop icon.
2. Click the Gradebook tab.

3. If'this is the first time you accessed the Gradebook tab in your database, the CPS

Gradebook Setup Wizard automatically appears. If you would like to set your gradebook

options for another class, click LGradebook..

|

The first tab is the Welcome tab. From here you can choose to have your database protected by a

password, which is required to open the database from this point forward. You can opt for a

points-based as opposed to percentage-based gradebook in this window. For more information
about password protection, please see Password-protect a Database.

i Gradebook Setup _:

EQ ‘welcome |ﬁ Elasslnformatlonl E’X&, Grading F'enodl % Wieight Setsl @ Letter Gradesl '3 Class Partlc:|pat|0n|

Click in the Enahle Password Protection for this CPS Database option box to actirate the password function. If you
actrate this function, enter a password and then confirm it. Optionally, sou can take advantage of our Hint Question
option, that can help ou recall your password. Click Next to contine, or OK to save this information and return to it
later.

~ Paszword
" Enable Pagsword Pratection for this CPS Database

Enter Pazsword: I

Confirm Pazsword: I

Hinf Buestion I

— Digplay Grades Option

Fleaze choose between a [traditional] percentage-based gradebook or & points-based gradebook. For more
information, please click here.

[ Use a Points-Based Gradebook

<< Frevious | Mewt > |

==l x|

0K |

Figure 233: Viewing the Welcome tab of the CPS Gradebook Setup Wizard

Click Next to proceed to the Class Information tab, or click OK to save your changes and end

the wizard.
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% Gradebook Setup i =1of x|

EA “wWelcome & Clasz Information |E’¥¥, Grading Periodl m ‘wieight Setsl @ Letter Gradesl '3 Clazz Participation

Choose which classes (rosters) to mclude in srour CPS gradebook. Ay classes listed in the check hox window are currently associated with you.
For class options, click:

Import Classes - import existing CPS classes or classes from non-CPS software (use the CSV file format; see instructions in the User's Gruide)
that srou ave associated with, Any imported class names appear in the check box window indicating that wou are associated with ther.

New Classes - click to create new classes with students. During the new class creation, yrou have the option to associate yourself with the class
If o do, the class nare will be displayed in the cheek box window.

Click MNext to use the selected classes and continue, or OK to save this information and return to it later. Click Previous to review the Weloome
data sou entered.

13t Period

2nd Period

Defaul Class

Defaul Class 2
Impart...

3

Mew..

<< Previous | Mewt > | ()8 |

Figure 234: Viewing the Class Information tab of the CPS Gradebook Setup Wizard

From the Class Information tab you can import an existing CPS class that you are associated
with, create a new CPS class of students, or leave the list that appears in the window as is. For
more information on creating, importing, or editing a class, please see Create Classes, Import

Classes, or Edit Class Information. Click Next to proceed to the Grading Period tab, or click
OK to save your changes and end the wizard.
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M Gradebook Setup B = =] 4]

EA Welcomel &8 Class Information {5, Grading Period |4h Weight Setsl (%) LetterGradesl &1 Class Participation

Estahlish the Grading Periods specific to your district and school. Siraply enter a grading period title (ie., First 6 weeks), and then use
the Begin Date and End Date drop-down calendars to select your dates, by month, day and year. Click Next to continue, or OK to
save this inforation and retwm to it later. Click Previous to review the Classes information you entered.

Title Begin Date End Date
[First Six \weeks |Montug 22,2008 =] | Fi Sep30.2005 |
[Second Sis weeks |Mon 0ct 03,2005 =] | Fi Novit.2005 =]
[Third S weeks |MonNov14.2008 =] | Fi Dec23.2005 ~|

| Fi sep16.2005 ~| | Fi Sepi62m05 x|

| Fi sep16.2005 ~| | Fi Sepi62m05 x|

| Fi Sepig2008 =] | Fi Sepis.2005 x|

| Fi sepig2005 =] | Fi Sepiso2o05 |

| Fi SepiB2005 =] | Fi Sepigo2005 x|

|
|
|
| | Fi Sepig200s =] | Fi Sepiso2o0s x|
|
|
|

| Fi sep16.2005 ~| | Fi Sepi62m05 x|

<< Previous I Nest »> | 0K

Figure 235: Viewing the Grading Period tab of the CPS Gradebook Setup Wizard

The Grading Period tab allows you to customize and identify the time periods in which student
grades are organized. From this tab, type in the grading period name, then use the Begin Date
and End Date drop-down lists to select the coordinating dates. For more information on grading
periods, please see Grading Periods.

Click Next to proceed to the Weight Sets tab, or click OK to save your changes and end the
wizard.
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i Gradebook Setup I ;Iglil

Ea Welcomel o] Elasslnformationl [, Grading Period 2 weight Sets |® Letter Gradesl & Class Participationl

Perhaps you want tests to count for more of a student's final grade than quizzes. From here, establish a set of weights for the assessments done
by individual classes in specific grading periods. Assizn a weight to each assessment tvpe (Homework, Quiz, Exar, Test, etc.) that o will use
during the grading perind. Each set of weights must add up to 100%, for example: Homework 30%%, Quiz 30%, Test 30%, Class Participation
108, Click Mext to contirme, or OK to save this information and retum to it later. Click Previous to review the Grading Periods data you

entered
Classes/Grading Periods Weight Sets
Clazses Grading Period Homework. | Guiz E=am Test Class Participation | Attendance Other Total
15t Period First Siw Weeks 15 30 0 50 5 I 1] 100.0
13t Period Second Six Weeks |0 1] 0 1] 1] Ma 1] 0.0
15t Period Third Siw'weeks |0 1] 0 1] 0 [R3 1] 0.0
2nd Period First Six Weeks 1] 1] 0 1) 1] Ma, 1] 0.0
2nd Period Second Six Weeks |0 1] 0 1] 0 [R3 1] 0.0
2nd Period Third Siw'weeks |0 1] 0 0 1] I 0 0.0
Default Class First Siw Weeks 0 1] 0 0 0 I 1] 0.0
Drefault Class Second Six Weeks |0 1] 0 1] 1] Ma 1] 0.0
Default Class Third Siw'weeks |0 1] 0 1] 0 [R3 1] 0.0
Default Clags 2 First Six Weeks 0 1] 0 o 1] Ma, 1] 0o
Default Class 2 Second Six Weeks |0 1] 0 1] 0 [R3 1] 0.0
Default Class 2 Third SixWeeks 1] 0 0 0 0 Ma, 0 0o

<< Previous | Mest »» | Ok |

Figure 236: Viewing the Weight Sets tab from the CPS Gradebook Setup Wizard

Weight Sets allow you to differentiate the importance of varying assessments that go toward
students’ final grades. For a class during a specified grading period, click inside the empty cell
under each assessment type (Homework, Quiz, Exam, Test, Class Participation, and Other
(includes: classwork, review, lab, pre- and post-tests)) and enter the total point value you want
each category to have.

Each weight set must equal 100. You will not be able to view weighted averages until you have

at least one assessment from each category. Click Next to proceed to the Letter Grades tab, or
click OK to save your changes and end the wizard.
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M Gradebook Setup n ;Iglﬂ

EA Welcomel ﬁ Class Informationl E’& Grading F’eriodl dh Weight Sets @ Letter Grades |m Class Participationl

Apply broad or namow point ranges to letter grades. Click the Extended Letter Grades option to apply narrow point ranges to -, &, and A+,
B-, B and B+, etc. Or leave this option off to use hroad point ranges for &, B, C, and D. (F will be defined as anything lower than your D range.)
Frery available class is listed under the Classes column, Click in the text box under each letter grade column to define the corresponding letter
grade's point range. For exarple, in the first class’s row, click under the & coluron and enter the point walue 85, Click OK to save this infornmation
and returm ta it Jater. Click Previous to review the Weisht Sets data you entered

[T Exterded Letter Grades

Classes Letter Grades
Class Bt A A B+ B B- C+ [E: C- [+ 0] D-
13t Period K} g3 73 B3
2nd Period 93 g3 73 63
Default Class 93 g3 73 B3
Default Clazs 2 93 a3 73 B3

<< Previous | Nest »> | 0K

Figure 237: Viewing the Letter Grades tab in the CPS Gradebook Setup Wizard

The Letter Grades tab allows you to establish the letter grade assigned to students’ points. For
example, if a student earns 83 points in your class after their assessments are weighed and tallied,
then that student would earn a letter grade of B. You can expand the letter grades to A+, A, A-,
and so on by clicking the Extended Letter Grades option. Click Next to proceed to the Class
Participation tab, or click OK to save your changes and end the wizard.
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M Gradebook Setup _ ;IE‘.)Q

EA Welcomel i Elasslnformationl @, Grading Periodl s weight Setsl &5 Letter Grades '3 Class Participation

A5 part of the class participation feature, yon masy want to reward your students for participating durmg the assessment even if they get
guestions inconect. You may also want to penalize ther a certain percent for incorrect answers. Mow sron can choose how rauch srou would like
each incorrect guestion to count towards the total grade.

For exaraple, if' a student atterapts to answer 4 out of 5 questions and gets thern all correct, then he or she would normally recerve 80% of the total
points possible. ¥ou can choose to give your students additional credit for ineorrect answers, as an incentfve for atterapting to answer all poged
guestions. If you choose to allot 0.5 points for every atterapted question answered incorrectly, then a student who atterapts 5 questions and gets
4 correct would recefve a score of 90%:. Yiou can also choose to deduct an additonal 0.5 points for every incorrect question. This would grve the
student a grade of 70%, as opposed to 30%.

Please note that this percentage will only be applied fo assessments you engage affer pou have created fhe 1 ve. All previcus wilf
be ecaleuited based on vour vrevicus seftines
Class Participation Incentive
-1.0 -0.8 0.6 -0.4 0.2 oo 0z 04 0e na 1.0
Y
1|
<< Previous | Iemt s | ()8 |

Figure 238: Viewing the Class Participation tab in the CPS Gradebook Setup Wizard

The Class Participation tab allows you to add or deduct points for incorrect answers on a
particular assessment. You may choose to give your students additional credit for incorrect
answers as an incentive for attempting to answer all posed questions. You can also choose to
deduct points for every incorrect question as a disincentive for missing questions. Click OK to
exit the CPS Gradebook Setup Wizard and return to the Gradebook tab.

Using Grading Periods

You can create grading periods to help you organize your class records in the Gradebook tab.
This section will tell you how to

+ Create Grading Periods

+ Use Grading Periods

+ View data by calendar function

Create Grading Periods

CPS saves student performance data from the first day you begin using it, and you can organize
that data into certain grading periods. While the data available from the Reports tab is in order
sequentially, the Gradebook ofters the opportunity to organize the data into specific grading
periods. For example, if you create and deliver questions to students from January 8 to February
21, and that is referred to as your fourth 6-week period, then from the Gradebook tab you can
define that period of time as such. To create a Grading Period

1. Open CPS from your desktop icon.

2. Click the Gradebook tab.
g

3. Click L&sdtosk. | The CPS Gradebook Setup Wizard appears.
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2 Gradebook Setup N

E welsome | i Class Information 5. Grading Peiod |5IA Weight Sets | (& Letter Grades | @ Dlass Partcipation

=10l x|

Establish the Grading Periods sperific to your district and school. Sitply enter a grading period title (i.e., First 6 weeks}, and then use
the Begin Date and End Date drop-down calendars to selsct your dates, by month, day and year. Click Next to continue, or OK to
Save this information and retum to it lter. Click Previous 1o review the Classes information you entered

typing a Grading Period title in
the Title text box.

Choose your Begin Date and
End Date.

Click OK to save your Grading
Period.

Title

Begin Date

End Date

[First Six Weeks

[Mon Aug 22,2005 =]

[ Fi sepan,2008 x|

[Secand Sk weeks

[Mon 0ot 03, 2005~ ]

| Fi Nov11,2008 =]

[Third Six Wesks

[Men Mov 14,2005 =]

[ Fi Dec23 2008 =]

[ Fi Sepisams ~]

[Fi sepie2os =]

[ Fi sepi6.2005 =]

[Fi Sepip.2006 =]

[ Fi Sepisaos =]

[Fi Sepie 205 -]

[ Fi sepig.20m5 -]

[Fi sepig.2008 =]

[ Fi Sepiszoes =]

[Fi sepis 205 -]

[ Fi Sepig.20m5 -]

[Fi sepie 2008 =]

[ Fi Sepis 205 ]

[Fi sepis 2008 -]

Figure 239: Creating Grading Periods in the CPS Gradebook
Setup Wizard

You can create multiple Grading Periods by repeating steps 5-6 above. You can view your class
assessments by grading period by using the Grading Period pull-down menu in the bottom
right-hand corner of the Gradebook tab. For more information on setting your gradebook
options, please see Advanced Gradebook Setup.

View Grades by Grading Period

Creating Grading Periods within the Gradebook tab allows you to organize your class records by
time frame. To view the gradebook by a Grading Period
1. Open CPS from your
desktop icon.

7¢ CPS - C:\CPS_Databases)\Beta databases\world History.cps
Eie Settings Help

B Lessons | Etar\daldsl ¥ Team Activiies | 8 Classes

|5 Repons  EA Gradsbook

Click the Gradebook X & © 9% &

£

@AWHIST 3450 002
B8 wHIST 3450 003

t ab New Edt Delete Eport.  Choose.. Upload.  Cieate Gradebaok.
. Assessments - All

3 . Clle the Class name P PAE 15T Hw cP [ Hw/ 0z ST Cw [

100pts | 100pts | 100pts | 100pts | 100pte | 100pts | 100pts | 100pte | 100pts | 100pts | 100pk
from th e drop_ down L 330 3/ 473 4 45 45 475 475 417 410 4m Wt
ast Name First Name Unit8 | UnkB- | Unit8 | China | China | China | Chna | China | China | Jaspan | Japan| Avg | Avg
. . . Addams Jane 100.0 830 0.0 1000 | 1000 | 1000 5.0 %0 5.0 1000 | 1000] $45 | %23
hSt 1n the upper I‘lght Arthany Susan 1000 900 £ 1000 | 1000 | 1000 80.0 850 9.0 1000 | 1000 923 | 854
Bolivar Siman 1000 750 8.0 1000 | 1000 00 88.0 0.0 85.0 1000 | 1000 863 | 867
Bonapatte Napolean 1000 700 80.0 1000 | 1000 | 1000 500 5.0 770 1000 | 1000 915 | %67
corner. | Columbus Chistopher 1000 650 0 [il] 1000 1000 950 8.0 740 1000 1000 803 | 773
Curie Maiie 1000 900 0.0 1000 | 1000 | 1000 | 1000 B0 85.0 1000 | 1000| 916 | 838
: De Medicis Catheine [ 830 %.0 1000 | 10040 | 1000 850 7540 80.0 1000 | 1000 9.0 | 866
4. Clle the Assessment Edison Thamas 1000 700 000 | 1000 | 000 | 1000 900 0.0 750 1000 | 1000 %5 | 917
. Galiei Gallen 00 650 B0 0o 1000 | 1000 %50 %0 750 1000 | 1000 829 | 823
button from the Slde Ghand Mohandas [T 500 Bl 00 | i@ | 1oea | %0 70 | 950 | 1000 | 1000| %44 | %66
He Zheng 1000 850 0.0 1000 | 1000 | 1000 80.0 700 85.0 1000 | 1000 %21 | 862
Khan Kublai 1000 900 8.0 1000 | 1000 | 1000 850 &0 700 1000 | 1000 927 | 888
toolbar_ King, It Mattin Luther 1000 5.0 0.0 1000 | 1000 | 1000 | 1000 0.0 0.0 1000 | 1000 917 | 883
Magellan Ferdinand 1000 600 7.0 100 1000 00 500 8.0 88.0 1000 | 1000 827 | 821
. Mendel Greger 1000 650 0.0 1000 | 1000 | 1000 750 %0 85.0 1000 | 1000 909 | 868
5 . SeleCt a Gl'adlng Nightingale Florerce 1000 750 5.0 1000 | 10040 | 1000 00 £ 67.0 1000 | 1000 %27 | 861
Nksumah Kwame 1000 770 0.0 1000 | 1000 | 1000 950 B0 98.0 1000 | 1000] 931 | 910
Period from the drop_ of fuc Joan 1000 88.0 %0 1000 | 1000 | 1000 850 &0 85.0 1000 | 1000] 915 | 836
Fiamon Caial | Santiags 00 800 0.0 1000 | 10040 | 1000 0.0 0.0 80.0 1000 | 1000 843 | 777
Smith Adem 1000 750 8.0 1000 | 1000 | 1000 | 1000 B0 750 1000 | 1000 %21 | 894

down list in the
bottom right corner.
Use the Assessment
toolbar buttons to

Class Info I q

h Six Weeks
| S tafeeks

view grades for the

Repotts | Wiew from: [wied Mar 23, 2006 | tor | Fii hayp 12,2008 =] Grading Period: | Sith Six Weeks B

selected class during
the selected grading
period. Simply click whichever assessment category you would like to view. The class
grades for the selected category and Grading Period appear in table form, with the
selected assessment category as column headers.

Figure 240: Viewing the gradebook by Grading Period
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View Data by Calendar Function

You can view a small sub-section of the gradebook using the Calendar Function in the
Gradebook tab. To view specific dates in your

gradebook ER September. 2005 [N
1. Open CPS from your desktop icon. cih Hon: Tag Sied: Thi: Fr. Sat
2. Click the Gradebook tab. 28 2 W @ 1 2 3
3. Click the drop-down arrows next to 141 152 153 1?4 185 é 12
the View from: and to: pop-up 18 19 20 21 22 23 24
calendars to select a view start and end 25 2% XK om 219 W0 7
date 2 3 4 5 B 7 &

= Today: 9/16/2005
Viewfram: | Fri Sep16.2005 | tor | Fi Sep 30,2005 =]

4. Click outside the calendar area to
make it disappear. The date you
selected appears in the drop-down list.

Figure 241: wing specific dates in the Gradebook tab

Manage Assessments

The Gradebook tab offers three different views to help you sort through your class information:
the Assessments view, the Class Info view, and the Reports view.

In the Assessment view, you can manage your class assessments. You can find and edit CPS
assessments from the Reports tab, but from the Gradebook tab, you can also create new
assessments to include in the gradebook. This section will show you how to

View specific assessment types

Include an existing CPS assessment in the gradebook

Create assessments

Edit assessments

Delete assessments : :
Export assessments

++++++

View Specific Assessment Types

You can view specific CPS assessment types, which you can set from the CPS
Session Setup window or the Edit Assessments window. For more information on
setting the assessment type, please see Engage Lessons or Edit Assessments. You can
view specific assessment types using the Assessments toolbar. To view an assessment
type

1. Open CPS from your desktop icon.

. Click the Gradebook tab.
3. On the left-hand side of the Gradebook tab, click Assessments. The
Assessments toolbar appears down the left-hand side of the tab.

Class Info

Reports

Figure 242: Using the
Assessments toolbar
in the Gradebook tab
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4. Click an icon to view only that type of assessment. You can view the following
assessment types:

All assessment types

Homework

Quiz

Exam

Test

Other

Class Participation

Attendance

5. Click the icon again to remove that assessment type from your gradebook view.

+++++++ 4+

@ NOTE: Make certain that the Grading Period highlighted in the lower right
corner represents the time frame of grades you want to view.

You can add, edit, and delete assessment grades from the Assessment view whether the grades
are generated from a CPS delivery session or not.

Include Assessment in Gradebook

Even if you don’t include an assessment in the gradebook when you deliver it, you can include
the assessment in the gradebook from the Gradebook tab. To add a CPS assessment to the
gradebook

1. Open CPS from your desktop icon.

2. Click the Gradebook tab.

15

3. Click L®*=-] The Choose Session for Gradebook window opens and lists previous CPS
delivery sessions not

: :
already in the gradebook. S S
. . Select the Sezzions you want to include in your Gradebook.
Sessions for which you
Session Title I Class l Type I [iate/ Time I
deleted data dO nOt appear @ Unit 1 Root Words English Review 4/28/2006 5:24:21 AM
in the list |&8] Unit 1 oot words 4/27/2008 33%:124M  English Rieview 4/27/2006 94058 AM
: . m Unit 1 Root Words English Quiz 4/26/2006 4:03:59 PM
4' Select one or more sessions m Unit 1 Roat \Wards English Quiz 4/26/2006 310:21 PM
@ Urit 7 Root Words English Quiz 4/26/2006 20212 FM
that you want to add to the [88] Uit 1 Rt Wwords English Ouiz 11/15/2005 132 31 PM
d b k Iﬂ Unit 1 Root “Woards English Class Participation 11415/2005 11:31:02 AM
gradebook.
5. Click OK. Column(s) of
grades for the selected
session(s) appear
immediately in the
Gradebook table, and CPS |
Ok I Cancel
recalculates the averages.

Figure 243: Adding an existing CPS session to the gradebook
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Create Assessments

You can include grades from non-CPS assignments by creating assessments in the Gradebook
tab. The gradebook averages these grades along with CPS-generated grades for each student. To
create an assessment

1. Open CPS from your desktop icon. x|
2. Click the Gradebook tab. RS— Date | Fi Sep 16,2005 =]
3. Click the Assessments button on the left-hand I
tOOIbar' Azsessment Categaory I ax Points Curve
3 | Chass Participation =l [100 0
Agzessment Multiplier
4. Click L"" | The CPS Assessment Options [
window appecars. Select ary other Classes [besides 1st Period) to which this new
. . Aszessment should be added.
5. Type a title for the new assessment in the R
Assessment Title text box. aelaltbate
6. Choose your assessment options.
+ Assessment Category — sets the assessment Conment
type.
+ Max Points — sets the maximum number of
points a student can earn on the assessment. e
+ Curve — (optional) sets the curve value. B i i S e et
+ Assessment Multiplier — sets the number of
times you want CPS to count this assessment.
+ Other Classes — (optional) includes any e ==
additional classes to which you would like to  Figure 244: Creating a new assessment
add this assessment. from the CPS Assessment Options window

+ Comment — (optional) associates specific notes about the assessment.
+ Online Options — allows students to view an assessment study guide online. This
option is available only for instructors using CPSOnline.
7. Click OK. A new column heading appears in the Gradebook Assessment table.
8. Type each student’s grade in the new column. CPS updates each student’s average as you

type.

Edit Assessments
You can edit both CPS and non-CPS assessments entered in the Gradebook tab. To edit an
assessment

1. Open CPS from your desktop icon.

2. Click the Gradebook tab.

3. Click the Assessments button on the left-hand toolbar.

4. Click the top of the column that contains the assessment you would like to edit.
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+ Edit title for the assessment if you wish in the
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The CPS Assessment Options window opens. This window is identical to
the New Assessment Options window except that you cannot edit this assessment for
another class.

Assessment Title text box.

+ Select another Assessment Category if you

wish.

+ Edit the maximum point value the class
session is worth if you wish in the Max

Points text box. Edit the Curve value to add

to grades, if any.
+ Multiply the assessment grade using the

Assessment Multiplier feature. By entering
the number you wish to multiply each grade
by, you can have assessments count twice,
three times, or as many times as you would

like.

Change correct answers or omit questions from
your assessment using the Re-grade button. For

more information on re-grading questions or

students, please see Re-grade Questions or Re-

grade Students.
Add any comments to describe the new

assessment.
Click OK.

M CPS - Assessment Options

X

Azzessment Title Diate: 9414742005

|H eunification

Azsessment Categaory 14 ax Paints Curve

IEIass Participation ;I |1 uli} o

Azzessment Multiplier

e

— Fe-grade Option

Uze the re-grade options to change correct answers, onit
questions from pour assessment, or edit student answers.

Fe-grade Questions Fe-grade Students

Carnrnent

— Online Option:

W Show onling study guide for thiz session.

Cancel

]

Figure 245: Editing an assessment from
the CPS Assessment Options window

Edit individual student grades from the Assessment view. CPS updates each student’s
average as you type.

Delete Assessments

You can delete any assessment from the Assessment view. If you delete a CPS-generated
assessment, you can no longer access the performance data from the Reports tab. When you
delete any assessment, CPS automatically recalculates students’ averages without the deleted
assessment.
Open CPS from your desktop icon.
Click the Gradebook tab.

Click the Assessments button on the left-hand toolbar

Click the top column that contains the assessment you would like to delete.

1.

2.
3.
4

X
C 11 Ck Delete

A confirmation message appears.

Click OK in the confirmation message to delete the assessment and return to the
Gradebook tab.
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Export Assessments

You can export assessments in a class gradebook as a Comma Delimited (*.csv) file. You can
open the Comma Delimited file in Microsoft Excel or your computer’s default spreadsheet
application. To export assessments from a class gradebook

1. Open CPS from your desktop icon.

2. Click the Gradebook tab.

3. Click the Assessments button on the left-hand toolbar.

4. Choose which assessment(s) you want to include in your export by selecting from the
assessment category icons on the left side of the screen. Only the assessments that are
showing in the assessment table at the time you click Export will be included in your
export. Make sure the grading period and date range that contain the assessments you
want to view are selected, so that all desired assessments are shown.

&

5. Click L==2 | CPS exports the assessments to Microsoft Excel or to your computer’s
default spreadsheet application.

Manage Class Info

In the Class Info view, you can manage your CPS classes and their attendance records. This
section will show you how to

+ Review student information

+ Change attendance options

Review Student Information

You can view the details of each student in your class. To view student details
1. Open CPS from your desktop icon. ——
2. Click the Gradebook tab. T
3. Click the Class Info button on the left-hand toolbar.

4. Select a class name from the class drop-down list, located in the upper right @
corner of the Gradebook tab. You create and edit the classes from the
Classes tab. For more information on creating and editing classes, please
see Create Classes or Edit Classes.
5. Click the Students icon from the Class Info toolbar. The students in that
class, along with their class information, displays as a table in the
Gradebook tab. You can edit any information displayed in the table. CPS
saves any changes you make from the Gradebook tab in the Classes tab.
Student details from the Gradebook form include
+ Last name and first name
+ Student ID number
+ Economic status
+ Gender
+ Ethnicity
+ Pad ID number
+ Pad serial number Repons

Figure 246: Using the
Class Info toolbar in the
Gradebook tab
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You may sort by any of the above categories by simply clicking the corresponding category title
in each column. You may choose to sort in ascending or descending order by clicking the
category title again.

Change the class you are viewing by simply clicking a different class name in the drop-down list
from the upper right corner.

Last Hame  # First Hame Student |0 Econ Dizadw Gender Ethnicity FPad D Serial Hum
Alden Jemze 1024775 [l Female Mia 11
Baudelaire Wiolet 1066354 [l Female Mid 2
Brown Encyclopedia 1023541 [l ale i 1
Direw Mancy 1048734 [l Female MHia 2
Fapne Geonge 1036458 [l Female Mid 16
Fint Huck 1064397 [] t ale: M2 10
Granger Hermione 1011346 ] Female MHia 14
Hardy Frank 1031470 [] tale M 3
Hardy Joe 1076458 [] Female A 18
Logan Stacey 1017538 [ Fale Mia B
b arvin Bess 1043197 [l Female Mia 17
My Meg 1046597 ] Female M 7
Fan Peter 1054879 [l ale UEY 15
Potter Harryp 1052147 [l tale M 13
Cuimby Ramona 1031647 ] Female Mia 4
Sawyer Tarn 1053644 [l ale UEEY 9
Tillerman Dicey 1024874 [ Female A 5
Tremain Johring 1064538 ] tale Mt 12

Figure 247: Viewing class information in the Gradebook tab

Change Attendance Options

You can choose your attendance options from the CPS Class Information window. By selecting
Display Attendance as Absent/Present in the Class Info Area, you can view student
attendance as an Attendance sheet. For more information on taking attendance, please see
Manage Attendance.

1. Take attendance from the Classes tab.

2. Go to the Gradebook tab.

3. Select a class name from the Class drop-down list, located in the upper right corner of the
Gradebook tab. These classes are entered from the Classes tab and are only displayed
here.

4. Select the grading period that you want to view attendance data from under the Grading
Period drop-down list in the bottom right corner.

@ NOTE: While your entire attendance records are accessible, CPS will display
a maximum of seven weeks at a time.

N

Click the Class Info button from the side toolbar.
6. Click the Attendance icon in the Class Info toolbar. The class’s attendance data is
displayed in table form.

Beside each student’s name is the attendance status by date, as it was recorded for the Classes

tab. Upon collecting attendance data from the Classes tab, each student’s status is either P
(present) or A (absent).
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You can alter the attendance status by clicking on an individual cell. A drop-down list appears
with the varying attendance options. These attendance options include:

4+ A =absent
LastMame # | FistMame | 8/22 | 8/23] 8/24 | 8/25 | &/26 | 9415
+ E=excused Alden Jesse FIPIF[P[F]|a
+ thohday B audelaire Wiolat P P P SR P A
Brown Encyclopedia P P P P P i)
+ P =present Drew Nancy PP | P |P|P|aA
+ T =tardy Fayne George -Presy P A P F A
Finn Huck F = U [ A | 5R | SR
4+ U =unexcused Granger Hermione | - Abse|& - Absent =1
+ IS =in school suspension Ea'jy FJ'a”k PP ey .
. Al (] - FIest &
+ OS = out of school suspension Logai Stacey | P ?-?'533” i
+ SR = school related E 5 Boss |- Pren 3 * et penson [
Murry Meg P — 1 T [ T [T [~
Pan Peter FIPIPIP[P]aA

Figure 248: Changing attendance options in the
Class Info area

For more information on creating an attendance sheet in the Gradebook tab, please see Take
Attendance as Absent/Present.

Use Gradebook Reports

CPS generates grade reports from the assessment grades in the Gradebook tab. From the
Gradebook tab you can generate the

+ Progress Report

+ Assessment Summary

+ Report Card Summary

+ Grade Post Summary

+ Attendance Report e
Class Info
You can use these reports as progress reports for students, or as a way to track student  |[[Lfet |
performance data. You can also track student performance data from the Reports tab.
For more information on performance data reports, please see Choose Reports.

This section will show you how to
+ Access Gradebook reports
+ View Gradebook reports

Access Gradebook Reports

You can access five different gradebook reports using the Reports toolbar in the
Gradebook tab. To access a gradebook report

1. Open CPS from your desktop icon.

2. Click the Gradebook tab.

3. Click the Reports button on the left-hand toolbar.

Figure 249: Using the
Reports toolbar in the
(Gradehnnk tah
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4. Click the icon representing the report type you would like to view. The Gradebook
Reporting window appears. For more information on the different types of gradebook

reports, please see View

Gradebook Reports.

+ Classes — Choose the
class for which you
would like to view the
gradebook report.

+ Report Title — Create a
title for your report

+ Grading Period — Select
a Grading Period from
the pull-down menu (only
if available). For more
information on creating
Grading Periods, please

see Using Grading
Periods.

+ Report From — Use the
Report From: and To:

[ CPS - Gradebook Reporting x|

Feport Title:

§3 WHIST 3450 002

83 WHIST 3450 003 Report fiam: Tax

[Wednesdap, March 23,2006 > [ Fiday

Map 12,2006 x|

Students:
[v] Jane Addams

leo Galiei
] Mohandas Ghandi

] Zheng He

[] Kublai Khan

[v] Martin Luther King, Jr
v Ferdinand Magellan

[v] Gregor Mendel

[] Florence Nightingale

] Kwwame Mkiumah

] Joan of Arc

[ Santiags Ramon ¥ Cajal
] Adam Smith

IV select Al T

Clase

Figure 250: Creating a gradebook report from the CPS Gradebook
Reporting window

pull-down menus to choose a date range for which you would like to view the report.
If you choose a Grading Period, CPS automatically chooses the range of dates that
correspond with the Grading Period.

5. Click the Preview button. The Print Preview window appears with your report.

6. Review the report. For more information on the specific reports available, please see

View Gradebook Reports.

7. Click Close to exit out of the Print Preview window and return to the Gradebook tab.

View Gradebook Reports

The Reports section of the Gradebook tab provides you with five different report types,
generated from information in your class gradebook. From the Gradebook tab, you can view the

+ Progress Report
+ Assessment Summary Report

+ Report Card Summary Report

+ Grade Post Summary Report
+ Attendance Report

Progress Report

The Progress Report allows you to view each student's performance data for every assessment
within your Grading Period. You can print out Progress Reports to send home with your students
for a parent's signature. These reports include information regarding

+ Student performance on each assessment

+ Comparison of student performance versus class performance

+ Any missed assignments

+ Student's grade during the Grading Period
+ Student's weighted grade (if any) during the Grading Period
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Figure 251: Viewing a Progress Report from the Gradebook tab

For information on accessing the Progress Report, please see Access Gradebook Reports.

Assessment Summary

The Assessment Summary shows each student's progress in each type of assessment category.
For example, you look at the Assessment Summary for Nancy Drew and discover that she excels
in Class Participation, but does not do well on quizzes.

Asse=smenl Type (Humie of Sssessments)

Treache Fgnalue:

Clars fwe@ge () 378 Surden I0:
Horn-ivemgied g J37 5 A0S - 1E200s
‘Weignied Aamg: o 2a

Pacrel Hatt

C B A (%) Assessmenl fog %)

Paent Sgnatuie:

< MY

“riolm e mud bl ool oo peds &1 s oeanioled o oy &1 o 10 o 3 vl el e

Clars Partcpaton d 3 263 =0
Bam (0 - i
Homewiark (23 il &0
o =0 il
Tart(O3 - =
Other (0 7 X e

= I C LA B ek T D O (O T O L L e i (i LR i By st 1 b i el IOV (R D Oy sk e i i b T

Figure 252: Viewing an Assessment Summary report from the Gradebook tab

For information on accessing the Assessment Summary report, please see Access Gradebook
Reports.

CPS 4.0 Users Guide 211



Chapter 6: Gradebook and Attendance Functions

Report Card Summary

You can print a Report Card Summary to send home with your students at the end of a Grading
Period. The Report Card Summary shows the class average, the student's average, and includes a

grading scale.

Drreer, A ey R piert Ca rd
Clzs Aveiage (%) 78 Surden 1D:
aniegited Avg: B AWEW0S = D0y 005
Tmighted fomgc e Bacte| Hal
At el i
Tl s [0 ] WNempbbiad g %] AR Ex L
] a2 o a 2 ']
G e cfliomry S b Atbemds mie Cindes
- AR = Alment
B az EY - Enoumed
C 73 UK - Lo
b &% T - Tasdy
Tl Soralue: Pl Sgna

e e e bl s oo e o1 e e e ol ey o1 SR 12 TR S 3 Al I,

Figure 253: Viewing a Report Card Summary from the Gradebook tab

For information on accessing the Report Card Summary report, please see Access Gradebook

Reports.

Grade Post Summary

When you choose the Grade Post Summary from the Reports toolbar, a grade summary is

exported to Microsoft Excel. You can choose to view the Grade Post Summary by Student Full
Name, Student Last Name, Student ID, or Pad ID.

For information on accessing the Grade Post Summary report, please see Access Gradebook

Reports.

Class 2a

Teacher Rachel Hiatt

8/20/2005 12:00:00 AM - 10/2005 11-59:58 P
Gradebook Surmmary

Studant IDHW 1% 971, Englishi 3¢ Biology' S HW 2294 Average  Weighted Sverage

10424453 95 100 87 83 1.3 1]
10304054 i a8 94 o 96 ]
10134245 a0 85 a1 87 833 0
10654218 100 100 98 b ] 99 1]
10542178 2% 80 95 B85 87.3 1]
10243571 100 100 98 a1 946 1]
10679652 a5 72 98 BE B5.3 i
10324566 a0 75 a7 71 B0.5 a
10301245 a8 95 a5 a7 938 a
10478777 B0 a8 68 76 B5.5 1]
10657 324 o B5 29 87 2848 ]

Figure 254: Viewing a Grade Post Summary from the Gradebook tab
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Attendance Report

When you choose the Attendance Report from the Reports toolbar, an attendance report is
exported to Microsoft Excel. You can view your entire Grading Period and attendance results
from this report type.

Fia e [Fam e
[ Ml e

D&ILY ATTENDANCE WORKSHEET [As e L i A ol O [
T BN (R N R [ R L e P R SR
STLDENT MAME XN GO D = [w [ Dee] 1 fuela [ Jrlr fs| v [edmade omele B Jomll o oo o fo e fise L [ Joafn o] £ ]
T| ﬂ; : L4 | |==_: | WL 1 | 1
HL o L ol L L L 1
1] L

rCECEEE

=

CEEEEEECEEEEE

T 1

HIARL |F ¥

THITaE _|F|F Ll [
L

Figure 255: Viewing an Attendance Report from the Gradebook tab

For information on accessing the Attendance Report, please see Access Gradebook Reports.

Manage Attendance

CPS gives you options when you take attendance. You can take attendance from several
places within CPS, and there are multiple ways to display your attendance data. This section will
show you how to

+ Set Attendance Options

+ Take attendance as Absent/Present

+ Take attendance as a session

+ Take a graded attendance average

+ Upload attendance

Set Attendance Options

You can set your attendance options to view attendance records as attendance sheets or as
assessments in the Gradebook. Follow the steps below to set your attendance options.

1. Open CPS from your Desktop icon.

2. Click the Classes tab.

3. Select the class name for which you would like to set the attendance options and click

4

Edit..

Alternatively, double-click on the class name. The CPS Class Information
window appears.
4. Click the Class Information tab.
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i s Class Information X
5. Choose one of the o eams— _ I -
. | Class _Students | iy i Mt | ¥ ContactInfomation | ¥ Oline Class Optione | 9 Recycle CPSOnine Class
followmg from the gsngﬁsh w0 i AR e pr | i |
. My Roster tile 7 i~ Class Information i~ Helpful Information -
Attendance Optlons drstzmn & Pleass enter the following information about your class ?ir
1 . : To create a class you need a teacher
section: o L
+ Display new SR — S
. . principals, administration and parents.
attendance sessions in Course Nurmber Section Click here to leam shout CPS Online
the Reports tab. This Period Semester e
. or 8868-333-4988 for additional help.
Opthl'l aHOWS you tO B I * indizates a required field,
record attendance as a o
session in the Reports
tab . Attendance Options e ,
. @ Display new attsndancs sessions in the Fleports tab = .
+ Display new - et st e s Instruction
attendance sessions as inthe Class Info area of the Gradebook tab
Absent/Present in the
Class Info area of the |, Ce |
Gradebook tab. This 7
option displays Figure 256: Changing attendance options for a class in the CPS Class

attendance records as an /nformation window
attendance sheet in the Gradebook.
6. Click Save to save your options.
7. Click Done to close the CPS Class Information window and return to the Classes tab.

You can edit your attendance options at any time when you can access the Classes tab. Any
attendance changes that you make affect only new attendance records.

Take Attendance as Absent/Present

CPS allows you to store attendance records as an attendance sheet in the Class Info section of the
Gradebook tab. When you take attendance through a session or through formal attendance, CPS
records the attendance as an A (absent) or P (present) in the Gradebook tab. This section will
show you how to

+ Take attendance from a session

+ Take attendance during a session

+ Take attendance from the Classes tab

Take Attendance from a Session

CPS can create an attendance sheet from a session by counting a student as present if they
respond to any question within the session. CPS then saves the attendance information in the
Class Info area of the Gradebook tab. To take attendance from a session

1. Open CPS from your desktop icon.

2. Click the Lessons tab.

®
3. Select the lesson you would like to engage and click [Es=tessenl] The CPS Session Setup
window appears.
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4. Select your session options and click the box next to
the Take Attendance from this Assessment option,
so that a checkmark appears.

5. Click Start to begin your session.

Copyediting |

- Modes
' TeacherManaged Assessment
When students respond to at least one question in the session, Ll e e
. " " . I~ Teacher-Led Student Managed Assessment
CPS will mark them as "Present" for the day in the Class Info F e e
area of the Gradebook tab. . T
I Include in cdebook [~ Anonymous Mode
= Autarmatighly Unlosd ™ Expaortto Question Grid
Seesion IReview j %
Max 100
v Create Attendance from this nent
T Include Aftendance in Gradebaok e Ptz
= Autormafically Upload Atendarice |5
Class [English | Cre_atel

Cancell < Back | [Ext> | Start |
Show

Figure 257: Creating an attendance sheet
Take Attendance During a Session from the CPS Session Setup window

You can use CPS to create an attendance sheet for the class during a session. Even if you do not
choose to create attendance from the CPS Session Setup window, you can take a formal
attendance from the Engage toolbar. To use the Engage toolbar to take attendance during a
session

1. Open CPS from your desktop icon.

2. Click the Lessons tab.

3. Select the lesson you would like to engage.
®
4. Click [tress=t=ssris) The CPS Session Setup window appears.
Choose your session options and click Start. The Engage toolbar appears.
6. Click the Class... button. A pop-up menu appears.

v [m]| Verbal...‘ chalk__.|"$- i=| Options.. ﬁ Class... 1,,3_[ | B Esit EPS‘ & Close ||

Pick a Student

L

7. Choose Take Attendance. The Attendance window appears.

8. Click the Start button to allow students to respond with their response pads. When the
pad ID number corresponding to a student’s pad lights up blue, CPS marks a P (present)
for the day on the attendance sheet in the Class Info area of the Gradebook tab.

W

2 [Questions

Figure 258: Taking attendance from the Engage toolbar
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7#¥ pttendance - English i ] 5

1 /2 |3 |4 5/|6 7 89 1011 12|13
Jesze Wiolet Encyclope  Mancy Scout Huckleben Gearge Hermione  Frank JoeHardy  Gilly Stacey Bess
Alden Baudelaire  Brown Direwy Finch Finn Fayne Granger Hardy Hopkinz Logan I arvin

14 15 |16 17 18 |19 20

heg bumy  Hary Famona  Tom Dicey Johnny Fon

Fatter Quirnby Sawyer Tillerman  Tremaine  ‘Weasley

Figure 259: Recording attendance from the Attendance window

Take Attendance from the Classes tab
Even if you do not engage a lesson during class, you can still take attendance. You can take
attendance from the Classes tab in CPS. To take attendance from the Classes tab
1. Open CPS from your desktop icon.
2. Click the Classes tab.

¢

3. Select the class for which you would like to take attendance and click [£¥**:| The
Attendance window appears.

4. Click the Start button to allow students to respond with their response pads. When the
pad ID number corresponding to a student’s pad lights up blue, CPS marks a P (present)

for the day on the attendance sheet in the Class Info area of the Gradebook tab.

Take Attendance as an Assessment

CPS allows you to store student attendance records as assessments in the Reports tab. Then, you
can import the assessment from the Reports tab into the Assessments area of the Gradebook tab.

This section will show you how to
+ Create an attendance assessment from a session
+ Create an attendance assessment from an existing assessment
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Create an Attendance Assessment from a Session

CPS can create attendance assessments in the Reports tab for your sessions. You can add the
attendance assessments to the Gradebook at the beginning of the session from the CPS Session
Setup window or after the session from the Reports tab. For more information on creating
attendance assessments from existing sessions, please see Create an Attendance Assessment

from an Existing Session. To create an attendance assessment

from a session e e ey Poveont

1. Open CPS from your desktop icon.

2. Click the Lessons tab. T

3. Selte‘ct the lesson you would like to engage and click i

@ r Teual;h”er-L:”d::der:; M:;agedAssessmenl
EngageLessorls], The CPS Session Setup window appears. . IU(:::{;M —

4. Click the box next to the Create Attendance from this S T
Assessment so that a checkmark appears. The Include e oEpe fieaads i
Attendance in Gradebook and Max Points options zmp‘rw_w
become available. - o ae e e b Adssest

5. Click the box next to the Include Attendance in EEaa e a
Gradebook option so that a checkmark appears. . =m il

6. Set a value for the Max Points in the Attendance area. S| e e L

7. Click Start to begin your session. =

Figure 260: Creating an attendance
assessment for a session from the
CPS Session Setup window

When students respond to a question in the session, CPS automatically creates an attendance
session in the Reports tab and records a grade in the Gradebook. In the Gradebook, CPS awards
grade points based off your attendance Max Points value. If you take attendance multiple times
during a class period, CPS will divide the Max Points value by the number of times you took
attendance.

Create an Attendance Assessment from an Existing Session

CPS allows you to create an attendance assessment from an existing session in the Reports tab.
Even if you previously set your class attendance options to create an attendance sheet, and if
your class options currently create an attendance assessment, you can create an attendance
assessment from an assessment in the Reports tab. Once you create the attendance assessment in
the Reports tab, you can import the assessment to the Gradebook tab. For more information on
importing a session to the Gradebook tab, please see Include Assessment in Gradebook. To
create an attendance assessment from an existing session

1. Open CPS from your desktop icon.

2. Click the Reports tab.

3. Select the existing session for which you would like to create an attendance assessment.
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Generate. ..

Delete

Lpload ta CPEORlne .
SessionMerge. ..
Create Atkendance

Charting. ..

5

4. Click [LTe2 | Alternatively, right-click on the session title. A
pop-up menu appears.
5. Choose Create Attendance.

Figure 261: Creating an
attendance session from the

CPS creates an attendance session, based on student responses from Reports tab

the existing session, in the Reports tab.

Take a Graded Attendance Average

CPS allows you to create an incentive for students to stay for the entire class. If you take
attendance multiple times during a class period, CPS will take the Max Points for the attendance
session and divide it by the number of times you took attendance. For example, if you set the
max points for the attendance session at 15 and took attendance only at the beginning of class,
students responding to any question during the session would receive 15 points. If you took
attendance at the beginning of class, then in the middle and at the end of class using the Engage
toolbar, a student present only at the beginning of class would receive 5 points for the attendance
assessment; a student leaving after the second attendance would receive 10 points; a student
staying all the way through class would receive 15 points. This section will show you how to

+ Take an attendance average from a session

+ Take an attendance average from the Classes tab

Take an Attendance Average from a Session

CPS allows you to create an incentive for students to stay for the entire class. If you take
attendance multiple times during a class period, CPS will take the Max Points for the attendance
session and divide it by the number of times you took attendance. To take an average attendance
grade from a session

1. Open CPS from your desktop icon.

2. Click the Lessons tab.

@

3. Select a lesson you would like to engage and click [Eres=tesnil The CPS Session Setup
window appears.

4. Click the box next to the Create Attendance from this Assessment option, so that a
checkmark appears. The Include Attendance in Gradebook and Max Points options
become available.

5. Click the box next to the Include Attendance in Gradebook option to include the
attendance in the gradebook. If you do not choose this option, CPS will still create an
attendance session in the Reports tab, where you can add the session to the Gradebook at
a later time.

6. Type in a value for your Max Points.

Click Start to begin the session.

8. Use the Engage toolbar to take attendance multiple times during the session. CPS will
divide the Max Points by the number of times you took attendance during class. For more
information on taking attendance from the Engage toolbar, please see Take Attendance
During a Session.

~
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Take an Attendance Average from the Classes tab

Even if you don’t engage a lesson during class, you can still create attendance grades using the
Classes tab. To take an attendance average from the Classes tab

1. Open CPS from your desktop icon.

2. Click the Classes tab.

¢

3. Select the class for which you would like to take attendance and click [2*"**| The
Attendance window appears.

77 attendance - English B 10l x|

1201304567819 10011} 1213
Jesze Wiolet Encyclope  Mancy Scout Huckleben George Hermione  Frank JoeHardy  Gilly Stacey Bess
Alden Baudelaire Brown Direw Finch Finn Fapne Granger Hardy Hopkinz Logan Marvin

14 (15 16 17 18 19 20

Meg kurmy  Hary Famona  Tom Dicey Johnny Fion
Patter Cluimby Sawyer Tillerman  Tremaine  ‘Weasley

~

A e Options

. : [ Display Student Names
¥ Include Attendance in Gradsbook  Max Paints

[~ Automatically Upload Attendance I5| Start Cancel

Figure 262: Taking an attendance average from the Classes tab with the Attendance window

4. In the Attendance Options area of the Attendance window, click the box next to the
Include Attendance in Gradebook option so that a checkmark appears.

5. Set a value for your Max Points. The Max Points tell CPS the maximum number of
points you would like to assign to a student for the day’s attendance grade.

6. Click Start to begin attendance. When students press an answer key (A/1 - J/0 on RF or
A - H on IR), their corresponding pad ID number lights up on the Attendance window
and CPS creates an attendance session (if one does not already exist for the day) in the
Reports tab and a grade in the Gradebook tab.

7. Repeat steps 1-6 for as many times as you would like to take attendance.

CPS records students’ attendance grades based on the Max Points value divided by the number
of times you took attendance.
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Upload Attendance

If you have a CPSOnline class, you can upload your attendance assessments to CPSOnline. This
section will show you how to

+ Automatically upload attendance from session setup

+ Automatically upload attendance from the Attendance window

+ Upload attendance after class

Automatically Upload Attendance from Session Setup

You can set CPS to automatically upload your attendance sessions after you end the session. To
set CPS to do this, you will need to set your options in the

CPS Session Setup window. To automatically upload EEEmE
R Engage List- Lesson Names PowsrPoint
attendance from session setup Feimer Repubie
. 1 - Maodes
@ NOTE: To set the Automatically Upload e —
Attendance option, you must have a © Suient Managed Assessment
. " TeacherLed Student Managed Assessmen
CPSOnline class and have your class a0 (
options set to Display new attendance in Tile ornor Ropuoic
the Reports tab. For more information on | r e cosessck I Anomymous Mode
Settlng your ClaSS OpthI‘lS, please see ™ Automatically Upload ™ Exportto Question Grid
. Session ICIass Participation j
Setup Attendance Options. it [o— %‘
v Create Attendance fram this Assessment
1. Make sure to connect your computer to the Internet. FF nelics Aerdance i Greciebosk o
. ™ Automatically Upload Attendance 5
2. Open CPS from your desktop icon. oo e 7 o |
3. Click the Lessons tab.
. . B ancel < Bank Ext > Sta
4. Select the lesson you would like to engage and click g | o | e | s |
(@ Figure 263: Automatically uploading
EngageLessorls  The CPS Session Setup window appears. attendance assessments from the

. CPS Session Setup window
5. Click the box next to the Create Attendance from P

this Assessment option, so that a checkmark appears. The Include Attendance in
Gradebook, Max Points, and Automatically Upload Attendance options become
available.

6. Click the box next to the Automatically Upload Attendance option so that a checkmark
appears.

7. Click Start to begin the session.

CPS will automatically upload the attendance assessment to CPSOnline after you end your
session. CPS will also include the attendance assessment in the Reports tab of CPS.
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Automatically Upload Attendance from the Attendance window

You can set CPS to automatically upload your attendance assessments when you take attendance
from the Classes tab. To automatically upload attendance from the Attendance window

@ NOTE: To set the Automatically Upload Attendance option, you must have
a CPSOnline class and have your class options set to Display new attendance
in the Reports tab. For more information on setting your class options, please
see Setup Attendance Options.

1. Make sure to connect your computer to the Internet.
2. Open CPS from your desktop icon.
3. Click the Classes tab.

¢

4. Select the class for which you would like to take attendance and click [*"™*:] The
Attendance window appears.

77 attendance - English (=]

1 |2 (34 5 |6 |78 9 1011 12|13
Jesze Wialet Encyclope  Mancy Scout Huckleben George Hermione  Frank Joe Hardy  Gilly Stacey Bess
Alden Baudelaire  Brown Direw Finch Finn Faune Granger Hardy Hopking  Logan I arvir

14 15 16 |17 18 |19 20

Meg Murmy  Harmy FRamona  Tom Dicey Johnny Fon
Fotter Guimby S awper Tillerman — Tremaine  ‘weasley

Attendance Dptions

[¥ Display Student Mames
Include Attendance in Gradebook.  Max Points

[ Automatically Upload Attendance IE‘ Start | Cancel |

Figure 264: Automatically uploading attendance from the Attendance window

5. In the Attendance Options area of the Attendance window, click the box next to the
Include Attendance in Gradebook option so that a checkmark appears.

6. Set a value for your Max Points. The Max Points tell CPS the maximum number of
points you would like to assign to a student for the day’s attendance grade.

7. Click the box next to the Automatically Upload Attendance option so that a checkmark
appears.
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Click Start to begin attendance. When students press an answer key (A/1 - J/0 on RF or
A - H on IR), their corresponding pad ID number lights up on the Attendance window
and CPS creates an attendance session (if one does not already exist for the day) in the
Reports tab and a grade in the Gradebook tab.

Repeat steps 1-8 for as many times as you would like to take attendance.

CPS automatically uploads your attendance assessment after you end the attendance. If you take
attendance multiple times during the class period, CPS will adjust your students’ attendance
grades to reflect an attendance average.

Upload Attendance after Class

CPS allows you to upload attendance assessments after class from the Reports tab. To upload
attendance after class

b=

)]

@ NOTE: To upload attendance, you must have a CPSOnline class and have
your class options set to Display new attendance in the Reports tab. For
more information on setting your class options, please see Setup Attendance

Options.

Make sure to connect your computer to the Internet.

Open CPS from your desktop icon.

Click the Reports tab.

Select the attendance assessment you would like to upload. If you would like to upload
attendance from a previous session without a current attendance assessment, you will first
need to create an attendance assessment from that session. For more information on
creating an attendance assessment from an existing session, please see Create an
Attendance Assessment from an Existing Session.

?s

Click ™| The CPSOnline Login Wizard appears.
Login to CPSOnline using the Wizard.

CPS uploads your attendance assessments to CPSOnline.
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Appendix A: REAP

REAP is an evaluation tool produced by elnstruction Corporation to use with the Classroom
Performance System (CPS). REAP (Real-time Evaluation of Academic Progress) allows
administrators to view student performance data, organized into nine different report types, by
class, standards, school, or district. Administrators view the performance data using the REAP
Dashboard, available from http://cpsonline.einstruction.com. You can view a sample REAP
Dashboard by going to http://www.einstruction.com/REAP and clicking on the REAP Dashboard
image. You access the REAP Dashboard from CPSOnline, the online component of CPS. When
elnstruction creates your REAP account, administrators will be able to view performance data
from CPSOnline.

-Q:Z

M
ReA P Real-time Evaluation of Academic Progress

The REAP Dashboard presents the

Assess anda o

Crestion Date 081705
erformance data as graphs. The e e | B e
‘ B (102)
ngage End Date I (103
graphs show student performance e s | | “ so
. 1z
based on Standards, demographics, | e sisomessessons  res 4 : $ouo:
hiuttinle Student Resuts Checking Use First - 1 :mma 2
7 {12223
o <5 W (11222124

B (1122228
W (1zan2c
W (1122220
® (112222E

and campus information. Ditict Averge 3520
Administrators can click on each 605 '

graph to view more information on || esmemmasme 8 || Q0 oo, £l
the graph or to change the settings e el | oo e LI
on the Dashboard so that they can

view performance data sorted by
student demographics, school, or
district.

37.5 [enlarge]

Pope.
Elomarary
B Pops High
Sahaol
B Pops Midele
Sohool

— Disrct Average

O sfcanam B Amindan B Asan
B Coussion ) Hispanic ) he

-~
2
;
Pops Elmaniary -31%

Graph 2. Average of each school that responded to the assessment. The Braph 5. Percentage of students taking the

i assessment by demographic. The above key
district average |s represented above as a red line ‘Shows the performanc by demographic

Appendix A contains walkthroughs for the following REAP users:
+ Curriculum Coordinators
+ Teachers using CBIT
+ Teachers not using CBIT

You can find more information on REAP and CBIT by contacting your local Education
Consultant or by calling elnstruction at 888.333.4988 and speaking with a Technical Sales
Associate. Your contact person can provide you with the REAP Tool Kit, which provides in-
depth explanations of the REAP process.
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Curriculum Coordinator Walkthrough

For a campus or district to use REAP to gather student performance data, a curriculum
coordinator needs to create and send assessments to teachers. This guide will show you how to
+ Create lessons with standards
+ Create and send assessments

Create Lessons with Standards

Before you can create and send assessments, you need to create a CPS database that contains
lessons with associated premium standards. This first section will show you how to create and
populate a database in CPS.

Create a Database

%
1. Open CPS from your desktop icon. ow File
The Open or Create New Database ﬂ  Create s new CPS detabase
window appears (Figure 1).
ﬂ (™ Dpen o eakiling CFS database,
Dpen Racent
& Open acecenty uped CPS database
:_.ﬂ CACPS_Datshares\PDS TrarergTrans DEWVDS Trarrg.cps A

1] C:\Dacurents and Seftirgsimichaek\Deskbapelnstuctiort CPS_Databases
¥ C:\Docurents and Setingsmichachi\Deskbophelnstaction\CPS_Databases
|§] C:A\Documents and Setings\michael'\Deskraphelnstuclionh CP5_Databases
|B] CACPS_Databases\S anpk D atebase\Tivis\ 2002 Tidacps

1] CHCPS_Dalabazes\Samale Datebara Tinia CFS Trvacos

|4] CACPS_DatabazesMarkED Selingops

|l~| CAFDE Migkpbopras B0 Ckpin T pmdale b ksl T arieale s

< *

Figure 1: Choose Create a new CPS database

2. Choose Create a new CPS hewsrie N I
database. The New CPS file Save in: I_} REAP Databases ﬂ = ok E-
window appears (Figure 2) LJREAP Assessments =] Prium, cps

. CMustard.cps
3. In the File name box, title your CDordinator Db.cps
. 3| District_Coordinator.cps
database. In the example to the right, | |5 e air s

the database name is =) Muhite .cps
District Coordinator. The new
database WIH 'ha'VG a ﬁle eXtenSlon Of File name: |District Coardinator Save
*.cps. CPS will open your new

. 5 ype: |CPS Datab - Carncel
database to the Lessons tab (Figure 210 espe: JoPS Datsbse I
3)_ Figure 2: Create a new CPS database
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7¥ CPS - C:4CPS_Databases'Beta databases,REAP Databases,District_Coordinator = |EI|5|
File Settings Help
% Lessans % Standards | ?? Team Activities 2 Classes E Repaorts | Ed Gradebook
X @ ¥ & -~ £
@y Up  Down View
Werbal uestions Engage Leszon(z] Toolz Book SEARCH
m District_Coordinator.cps Mumber | Title/Question Stam | Tepe | DCrifficlty | Standards
D PowerPaint
“ 2 Examiview

Figure 3: Empty CPS database opened to the Lessons tab

Download REAP Standards from eInstruction

1. Open your web browser and go to http://www.einstruction.com/downloads.

2. Select State Standards from the
Download Types pull-down menu.

Click OK.

4. Choose your state, country, or
province from the pull-down menu.

5. Click Go.

6. Select a standard type from the list of
available standards. The File
Download window appears (Figure 4).

7. Click Save and browse through your
computer to find the location to which

File Download

Do you want to save thig file?

|oxa

Mame: Texas_Standards_TAKS_122.cps
Type: Unknown File Type, 1,89 MB
From: 12.96.161,110

Save

v

“While files from the Intermet can be uzeful, zome files can potentially
harm pour computer. |f you do not trust the zource, do not zave this
file. *afhat’s the risk?

Figure

4: Save downloaded standards

you would like to save your standards. You will be able to import these standards to CPS.

Import CPS REAP Standards
1. Click on the Standards tab.

i

Toaols

2. Click

Choose Import.... The CPS Import
Standards window opens (Figure 5).

A pop-up menu appears.

4. Click the Browse button to browse
through your computer and find the
standards you would like to import.
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CPS - Import Standards

Choose the st

=-O#

Choose the CPS Database that contain the standardls) you wish to import

Browse.

5[]y Te#as Standards (TAKS]

O, 3d Grade Math

i g [O%, Gth Grade Math

Oy, 6th Grads Math
%O, 7th Grade Math

O Englsh
O%, Seience

|

C:\Documents and Setiings\rachel histi\hy Documents\CPS Databases\Standaids\Beta
Standards\Texas_Standards_TAKS_122 cps

{andard or standards you wish to import

Y, Math

Oy #th Grade Math

% 2th Grade Math
O%, 3th Grade Math
O, 10th Grade Math
% 11th Exit Math

O, 5th Grade Science
%, 10th Grade Science

I, 11th Grade Exit Scisnce
E-[I% Social Studies
OI% 8th Grads Social Studies
OO, 10th Grade Social Studies
[, 11th Grade Exit Socisl Studies
B[R Tewxas Standards (TAKS] Update
- Science Gth grade

Clear Al

Cancel

Figure 5: Import downloaded standards
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5. Indicate the standards you would like to import by clicking the checkbox next to each
standard.

6. Click OK to import your standards. CPS imports your standards to the Standards tab in
CPS (Figure 6).

7¥ CPS - C:\CPS_Databases'Beta databases,REAP Databases',District_Coordinator.cps = |EI|1|

File Settings Help

2 Lessans %y Standards | ¥ TeamActivities | @ Classes | 8 Repots | EA Gradehaok
e -
ﬁ @ (l% g Down Wiew
Werbal Questions Etigage Standard(z] Tools
[ rdina Mumber | Title/Question Stem | Type | Difficulty
Sy Tewas Standards TAKS) ¥ Tewas Standards (TAKS] - 0
=%y, Math

-y, 9th Grade Math

Ry, 10th Grade Math

-2, 11th Exit Math

-2, English

Ry, 7th Grade Wiiting

Ry, 10th Grade English
-2y, 11th Grade Exit English
[—]--% Science

% 10th Grade Science
% 11th Grade Exit Science
I'_—'I--% Social Studies

-y, 10th Grade Sosial Studies
Ry, 11th Grads Exit Social Studiss

Figure 6: Standards in the Standards tab

Create a Lesson Structure

1. Open CPS to the Lessons tab. Lessan...
Edit. ., Ealder,
2. Right-click in any of the white space. A pop-up Delete Question,..

menu appears (Figure 7). Brevie .
Engage...
3. Choose New then Lesson.... The CPS Lesson Builder
1 1 : Fastirade. ..
Attributes window appears (Figure 8). dansans
Categaries, .

Copy Guestions

Figure 7: Create new lesson

%3 CPS - Lesson Attributes i x|
Parent: District_Coordinator.cps
4. Title your new lesson. In the example to your L
. . . Sih Girads
right, the lesson title is 9" Grade. You can
D escription:

optionally add a description or unique identifier
code to your lesson. The new lesson will appear
in the Lessons tab (Figure 9).

Unigue |dentifier:

Associated File:

Browse..

Figure 8: CPS Lesson Attributes window
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#¥ CPS - C:\CPS_Databases"Beta databases\REAP Databases',District_Coordinator.cps
File Settings Help

=10l ]

w2 Examiview

% Leszans % Standards | }? Team Activities ﬁ Claszes @ Reports | EAd Gradebook
X @ ¥ ;4
@ L5
Werbal Questions Engane Leszan(s] Toals Book SEARCH
aordinats s Mumber | Title/TQuestion Stem | Tepe | Drifficlty | Standard:
3 Oth Grads i Sth Grade - 0
D PowerPaint

Figure 9: One lesson in the Lessons tab

5. To create a child-level lesson (sublevel lesson) beneath a lesson, right-click on the

existing lesson name and choose New then Lesson....

6. Repeat step 3 to title your lesson. Figure 10 below illustrates a database with several

lessons and child-level lessons.

#¥ CPS - C:\CPS_Databases"Beta databases\REAP Databases',District_Coordinator.cps
File Settings Help

=10l ]

k4 ath
Social Studies
Science

% Lessonz % Standards | k? Team Activities ﬁ Classes @ Reports | EA Gradebook
X @ ¥ s °
@ e
Werbal Questions Engage Lesson(z] Toolz Book SEARCH
=-[&] District_Coordinator.c Mumber | Title/fuestion Stem | Type | Difficulty | Standards
5l 3t Grade i Sth Grade - 0
English i 10t Grade - 0
g"a‘hm . i 11th Grade - 0
{u]w 5] L
- S5 i 12th Grade - 0
-l 10th Grade
-1 English

Figure 10: Lessons tab with multiple lessons
Create Lesson Questions

1. Right-click on a lesson to which you would like to ask
questions. A pop-up menu appears (Figure 11).

2. Choose New then Question.... The CPS Question
Author window appears (Figure 12).

Edit...

Delete

Presvigw, .
Engage. ..

Builder. ..
FastGrade...
Cruestian Findet, .
CECEguriEs.
Zopy Queskions

Lessan...
Foldet. ..

Import...
Expart Ta Mac...

Add File..,
Remove Fram ZP5.,
Creake Scanner Session. ..

Prink Gueskions. ..

Wigw Calumns
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W A

=)

| =

o

Question Box

Answer Box

Figure 12: CPS Question Author window

Type in your question in the Question Box and use the Template pull-down menu to
choose a question template. You can type your possible answers in the Answer boxes.

Click the box next to the correct answer, so that a checkmark appears. To leave a
question subjective, clear all checkmarks from the checkboxes.

Click

=

to save your question and create an additional question.

Repeat steps 3-5 to create as many questions as you would like.
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Associate Standards to Questions

1. Inthe Lessons tab, open the question
to which you would like to associate
a standard. The CPS Question
Author window appears.

2. Click S to open the CPS
Question Standards window (Figure
13). The window shows all standards
within the Standards tab of your
database.

Use X to view child-level standards.

4. Select the standards you would like
to associate with a question by
clicking the checkbox next to the
standard so that a checkmark
appears.

5. Click OK to return to the CPS
Question Author window.

6. Click = || =¥

&) District_Coordinator cps
0%y Math
D% English
&%y Soience
B D% Social Studies

B+ O%, 10th Grade Social Stud\es
11th Grad
Objective 1: The studenl WI|| demonstrate an understanding of izsues and events in U5, histony.
[ .% [8.1] Histary. The student understands traditional historical points of reference in LS. history through
"| .% [8.4] Histary. The student understands significant political and economic issues of the revolutionary e
D% [8.18] Goverment. The student understands the American beligfs and principles reflected in the LS
D% [US1] History. The student understands traditional histarical points of reference in U.5. history from 18
D% [US3] History. The student understands the emergence of the United States az a world power betwe
-1y
-]

-
ma
el Df

- E-E- B

% LS5] History. The student understands significant individuals, events, and issues of the 1920z, The
% [USE] History. The student understands the impact of significant national and international decigions .

eg

" % Obijective 2: The student will demonstrate an understanding of geographic influences on historical issues .
L—]% Objective 3: The student will demonstrate an understanding of economic and social influsnces on historic
D% (US2] History. The student understands the political. economic, and social changes in the United Stz
D\ [B] analvze economic izsues such as industrialization. the growth of railrads, the growth of labor
.\ [C] analvze social issues such as the treatment of minorities, child labor, growth of cities, and prok
D% (US4] History. The student understands the effects of refarm and third party movements on American
D% [UST] History. The student understands the impact of the American civil ights movement, The studer
D% (U513] Econaomics. The student understands significant econamic developments between "World e
D% (US14] Econaomics. The student understands the econamic effects of Warld War Il the Cold ‘War, ar
D% [US21] Culture, The student understands how peaple from various groups. including racial. ethnic, ar
D% (U522] Science. technology, and society. The student understands the impact of science and techn
D% (U523] Science. technology, and society. The student understands the influence of scientific discow
D% [WGEE] Geography. The student understands how political, economic, and social processes shape cu
D% WG10] Economics. The student understands the distribution and characteristics of economic spster
\ Objective 4: The student will demonstrate an understanding of political influences on histarical issues and
\ Obijective 5: The student will use critical thinking skills to analyze social studies infarmation.

[
O0 & & &-E-E EE EEee T

=

.| | |

Cancel

Figure 13: Choose Standards to associate to a question

to save your changes. A confirmation window appears, asking you

whether or not you would like to save your standard associations. Click Yes.

For more information on creating questions in CPS, please refer to the Help file in CPS.

Create and Send Assessments

Once you create lessons with associated standards, you can create an assessment to send to
teachers. This section will show you how to use the Send Assessments Wizard to create and send

an assessment.

Log in to CPSOnline

1. From the Settings menu, choose
CPSOnline Login. The CPSOnline
Login Wizard appears (Figure 14).

2. Enter your CPSOnline Username
and Password in the fields provided.
You can get your Username and
Password from the CPSOnline
Setup Codes tab in the REAP Tool
kit.

3. Click Next. CPS communicates with
CPSOnline and logs you in.

CPS 4.0 Users Guide

3+ CPs - CPSOnline Login Wizard ] ] 1
— Username and Password — Helpful Information ‘j"
* Please enter your usemame and paseword for CPSOnline. @

If Prompt far Login at Startup is
selected, you wil be prompted to

*Usemame Iogin to CPS0rline when CPS starts.

!\ If you heed help with your usemname
and password, please contact
elnstuction technical support at

" 0B8-333-4988 or

Password techsuppi@einstuction.com

Thiz ugername and password iz used
ta connect to CPSOnline

* indicates a required field.

Prompt for Login at Statup [

. e # . )
Instruction

Cancel Hext »» I

Figure 14: CPSOnline Login Wizard
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?s

4. Click Done to exit the CPSOnline Login Wizard and return to CPS. A [=endfssessment| jcon
appears in the Lessons tab.

Create an Assessment

1 . In the Lessons tab, Clle ' CPS - Send Assessment Wizard ==l
~Send (] r~ Helpful Infarmation—————————
% Allawed CPS0nline Assessment space: 100.0 MB ..ﬁh
Currently used CPSOnline Assessment space: E.33MB Move your mouse over anp

N
sendssesment], The CPS Send t information about thet seting
Assessment Wizard appears ™ Sendnew assessment

(Flgure 1 5 ) . e ¢ Check this button and click Nest to

ieézci:'érél‘::eosrsgn;;; from your list of existing assessments E";g‘ue ?nd St
2. Click the box next to Send
new Assessment so that a
‘f'ou may contact elhstruction technical
CheCkmark appearS . support at techsupplaieinstruction.com

or 888-333-4988 for additional help.
3. Click Next.

Bzsessment Mame | Engage Date [ Size |

e .
Instruction

anging the face of sducation

' Edit " Copy

LCancel Mext 5> |

Figure 15: Send a new assessment

RE
4. Select a lesson from your

— Select Lesson(s) — Helpful Information

database that you would like to - ¥
% Select the Lesson(s] that you would like o include. o
send as an assessment. selting to seo further
= D:\stric:tjuurdinatur.CDS information about that setting.
5. Click Add to add that T e
assessment to the Selected Y
Lessons list. You may add up s
1.5, Histar:
to 10 MB worth of lessons to I T
one assessment (Flgure 1 6). G 12t Citade Y'ou may contact eInstrL_Jctan tz_achnlcal
5 support at techsupp(@einstruction.com
Selected Lessons Add Remave Clear List or 835-333-4983 for additional help.

6. Click Next.

e .
Instruction

Changing the facs of education

LCancel <¢ Back Nest 2> |

Figure 16: Add lessons to the assessment
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Setup an Assessment

1. Choose the assessment dates
(Figure 17).

+ Start Date: The first day
the assessment will be
available for teachers to
download.

Engage Date: The first day
teachers may engage the
assessment.

End Date: The last day
teachers may engage the
assessment.

2. Click Next.

3. Choose the assessment access
options (Figure 18).

4+ Allow teachers to edit
the lesson: Allows
teachers to add, change, or
delete questions and
lessons in the assessment.

Allow teachers to view
the lesson: Allows
teachers to view the
questions and lessons
before engaging the
assessment.

Allow teachers to change
the lesson order: Allows
teachers to reorder
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i+! CPS - Send Assessment Wizard i

P t Date:

i

Select the dates at which the teachers may download and
deliver this assessment.

Select the start date for downloading thiz aszessment:

Mondsy . &pil 10,2006 ¥|

Select the start date for engaging this assessment:

Morday . Apil 10,2008 =|

Select the end date for engaging thiz azsessment

Sunday . Apil 30,2006 x|

=101

— Helpful Information =
F:
>
Move your mouse over any
setting to see further
information about that setting.

Thig iz the date at which the teachers
azzigned to download this asseszment
will be: allowed to download it

‘r'ou may contact elnstruction technical
support at techsupp{@einstruction.com

or 888-333-4988 for additional help.

Instruction

Changing the facs of education

LCancel

<¢ Back Nest 2> |

Figure 17: Choose assessment dates

i+ CPS - Send Assessment Wizard N

= it Access Option:

2

Select the access options below. Changes made by
teachers will only apply to their individual CPS files.

[~ llow teachers to edit the lesson(s] and question[sf

I Allow teachers to view the lesson(s) and question(z)

[~ Allow teachers to change the lesson(s)'s question order.

—Helpful Information

g [ 3

[ ]
Move your mouse over any
setling to see further
information about that setting.

Go to the next step in the wizard.

“Yiou may contact elnztruction technical
support at techsupp@einstruction. com
or 888-333-4988 for additional help.

I Allow teachers to print the lesson(z] and question[s]

Instruction

Changing the facs of sducation

Cancel |

<¢ Back | Mext »>

Figure 18: Select assessment access options

questions or lessons in the assessment.

+
lesson in the assessment.

4. Click Next.

CPS 4.0 Users Guide
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57 Cro —send nesessmentwizard R
5 : Choose your SeSSIOn Optlons — Session Optian: — Helpful Infnrmahnni‘ﬁ,/_
(Flgure 1 9) : % rol:etﬁs ::I;c;tsm:nstfassion access options you would like M‘:;{e _wlaur mou;se“:wel oy -
+ AllOW the teacher tO in[olmgalion about that setting.
print reports: Allows
. Al h i
the teacher to print any e
: - i ; assessment,
reports generated from ¥ Automatically upload this assessment's sessions

the session.

[ Allow the teacher to regrade sessions

. *r'ou may contact elnstruction technical
* Automatlcally upload supportyat techsupp@ein_struction.com
) or B38-333-4988 for addtional help.
the assessment S [~ Allow the teacher to delete sessions for this assessment
sessions: Automatically &
uploads the teachers’ Instruction
sessions to CPSOnline. e e

4+ Allow the teacher to

regrade sessions: Allows Lo | e s |

teachers to change grades
as well as which Figure 19: Choose the session options

questions are counted as correct.

4+ Allow the teacher to

delete sessions: Allows =15 ]
the teacher to delete r 1t Engage Limit  Helpful Informat\oni‘ji_

. : » : -
records Of sess1ons ? 1:;3;’25;%?;rli'g’dttsaéh;;i;“:rﬁér?{ fmes s ssrean MD\EB your mouse over any

. setting to see further
generated ﬂOl’l’l thlS Once the Assessment has been engaged this many times, information about that setting.
t no more sessions far this Assessment may be uploaded.

assessment.

To allaw for limitless engaging and

. uploading of this asseszment's session
6 . Cl]ck Next repoarts, choose Unlimited
Choose how many timez a teacher may engage this
assessment.

7. Choose the number of times
a teacher may engage a
lesson from this assessment
(Figure 20).

8. Click Next.
9. Title your assessment.

10. Click Next.
11. Optionally, include a note for | S e

the assessment, such as any Figure 20: Select the number of times a teacher can engage a lesson
special directions for teachers from the assessment
on engaging this assessment.

12. Click Next.

Urlirited =l

“Y'ou may contact elnstruction technical
support &t techsuppl@einstruction.com
or B88-333-4988 for additional help.

¢ .
Instruction

¢hanging the face of aducation
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Send an Assessment

1.

Select teachers from the list of
available teachers. To send an
assessment to a teacher, the
teacher must have a CPSOnline
account and Username and
Password (Figure 21).

Click Next.

Optionally, attach any files,
such as PowerPoint
presentations, that you would
like to include with your
assessment (Figure 22).

Click Next.

Verify that all of the
assessment data is correct. To
change any assessment or
session options, click Back to
make your changes.

When you are sure the
assessment information is
correct, click Next. CPS will

Appendix A: REAP

#s! CPS - Send Assessment Wizard B

— Teacher List

3 Select teachers to receive this Assessment:

T - |

Wiew Fange: Teachers Selected: 4

[ 1 Rodgers, Aaron [aarong@rodgers. net)
[ Radriguez, Christy [christyErodriguez. net]
[ Rubin, Brian [brian{@mwbin net]

[ Saenz, Daniel [daniek@sasnz.net]

[ Sun, Jamie [jamie@sun.net)

[ Sweaniner, Elizabeth [glizabethi@swantner. net)
[ ] TEACHER, Chriz [chiismiSeinstrction com)

[] TEACHER, CHRIS [chrismi@einstruction. com)
[1*illalobos, Dariel [daniek@vilalobos.net)

[w] Wwihite, M argaret [rachel hiattEeinstuction. com)

[ Select all in this range
¥ Store the above selected teachers as a distibution fist.

™ | Choose from my diskibution fists,

— Helpful Information

=100

Move your mouse over any
setting to see further
information about that setting.

Check this box and click Nest to save
the selected teachers as a distibution
list.

‘T'ou may contact elnstruction technical
support &t techsupp@einstruction. com
or B88-333-4988 for additional help.

¢ .
Instruction

Changing the face of aducation

LCancel

<< Back | Hext 3> |

Figure 21: Select teachers

#+! CPS - Send Assessment Wizard

—Helpful Infarmation

— &gzociated File

> Please pick any files you would like aszociated with this
aszessment.

Asgsociated Files

K

Femayve LElear List

Add File: I

Move your mouse over any
setting to see further
information about that setting.

These files will be uploaded with pour
assessment and downloaded to the
applicable teachers.

'ou may contact elnstruction techhical
suppart &t techsuppi@einstruction.com
or 388-333-4988 for additional help.

e .
Instruction

Changing the face of aducation

LCancel

<< Back |

connect to CPSOnline and send  Figure 22: Add additional files to the assessment

your assessment.

Click Done to return to CPS.

When you send an assessment, teachers can download the assessment, on the assessment start
date, by using CPS to log in to CPSOnline.
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Non-CBIT Teacher Walkthrough

If your campus uses REAP, you will need to create your CPSOnline classes and setup the class
for your administrators to view. This walkthrough will show you how to

+ Create classes

+ Populate student rosters

+ Download assessments from your curriculum coordinator

+ Upload sessions to CPSOnline

Create Classes

Before you can create a CPSOnline class to use with REAP, you will need to create a database.
This first section will show you how to create a database, create a CPSOnline class, and then
populate the class roster with student information.

Create a Database x|
4. Open CPS from your desktop
icon. The Open or Create New
Database window appears
(Figure ]) ﬂ (" Dpen o esisling CPS database
Dpen Racent
& Olpen arecently uged CPS databass
:_.ﬂ CACPS_Datshares\PDS TrarergTrans DEWVDS Trarrg.cps A

1] C:\Dacurents and Seftirgsimichaek\Deskbapelnstuctiort CPS_Databases
¥ C:\Docurents and Setingsmichachi\Deskbophelnstaction\CPS_Databases
|§] C:A\Documents and Setings\michael'\Deskraphelnstuclionh CP5_Databases
|B] CACPS_Databases\S anpk D atebase\Tivis\ 2002 Tidacps

1] CHCPS_Dalabazes\Samale Datebara Tinia CFS Trvacos

|4] CACPS_DatabazesMarkED Selingops

| Bl FArDE Miskwb s as A Ch st ani b b Dk ata Cariale fon b

>

[l Chosacrs |

Figure 1: Choose Create a new CPS database

5. Choose Create a new CPS

database. The New CPS File Save in: I_? REAR Databases j 4= cF Bl
window appears. [5840_fies [ maite. cps
. . CTIREAF Assessments @PPlum.cps
6. In the File name box, title [ cMustard. cps
your database. In the example %fﬂzﬁﬁszrd‘”am““
to the right, the database name MScarlet.cps
is Campus_Teacher. The new
databa§e will have a file . Flenane. * [Campus Tasche e |
extension of *.cps. CPS will . | 3 =
ave as type: | CPS Datab. - Ance
open your new database to the el =

Lessons tab (Figure 3).

Figure 2: Title your database
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7¥ CPs - C\CPS_Databases'Beta databases'\REAP Databases\Campus_Teacher.cps o = |
File 3Settings Help
% Lessons % Standards | V Team Activiies ﬁ Classes Q Reports | EA Gradebook
‘ -
' o a v H
& & O«% N 1 View
Yerbal Questions  Engage Lesson(z] Tools SEARCH
: |ﬂ Campus_Teacher.cps Nurmber | Title/Question Stemn | Type | Difficulty_‘ Standards | Categories i

A7 Assessments
{1 PowerPaint
LI Examiview

Figure 3: Empty CPS database opened to the Lessons tab

Create a CPSOnline Class

For administrators to review your students’ performance data in REAP, you will need to create a

CPSOnline class. Before you create your CPSOnline class you will need an Instructor Setup

Code from your school principal or curriculum coordinator. To create a CPSOnline class

1. Click the Classes tab.

#+! CPS - New Class Wizard

@ ~ Institution Tups

2. Click =1 The CPS New @ oo
Class Wizard appears (Figure & st
4). & K3

3. Select K-12. Click Next to C Other

continue.

i~ Helpful Information

Higher Education: Includes
universities, junior colleges, and
technical institutions.

K12 Includes elsmentaiy, middle,
and high schools

Other. May include o business,
military, or nan-profit organization.

=101

c.ﬁf

e
Instruction

anging tha face of &

LCancel

Next >>

Wizard

Figure 4: Create a new class with the CPS New Class

~ Reuse Your Existing CPS0Online Account

4. Select No to indicate that you

do nOt haVe a CPSOnline ? Do you have a usename and passward for CPS0nline?
Username and Password

(Figure 5). Click Next to s

continue. .

#+! CPS - New Class Wizard

i~ Helpful Information

*r'ou will need your CPS0nline
usermame and password to retrisve
your account information.

=101

c.ﬁf

e "y
Instruction

anging tha faca of adu

LCancel

<« Back | Next >>

Figure 5: Select NO to indicate you do not have a

CPSOnline Username and Password
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Enter Contact and Class Information

1.

Enter your contact information.

Note that only your first name,
last name, and email address
are required (Figure 6). Click
Next to continue.

Appendix A: REAP

14! CPS - New Class Wizard B o ] |
—Account Infarmation i~ Helpful Inlormalioni‘i,
I
/: Please enter the fallowing account informatian, -
To create an accaunt pou must enter
2 vour first name, last name, and an
Tite | [Ms., Prof.. D, etc.) emal address.
“First M # Teacher Code can be used as a
irst Hame unique indentifier for pour school's
management system. Teacher Codes
“Last Name are nat saved to CRSOnline,
*Email Address
Phane Ext
Teacher Code
Instruction
Changiﬁgncnf-dugﬁnn
LCancel << Back | Nest >»

Figure 6: Enter your contact information in the CPS New

Class Wizard

Enter your class information (Figure 7).

+ Class Name — the title for
this class roster (required).

+ Course Number — the
school-assigned course
number for this class
(optional).

+ Section — the school-
assigned section number
for this class (optional).

+ Period — the school period
during which time you
teach this class (optional).

4+ Semester — the semester in

which you teach this class
(optional).

+ Campus — the name of
your school campus
(optional).

+ Classroom Number — the room number in which you teach the class (optional).

i~ Class Information

& Plaase enler the follawing information about your class:

IF!ache\ Carson
]

Course Number I

*Teacher

*Class Mame

Section I

Period I Semester I

compus |

Classroom Number I

I~ Make this a CPSOnline class [&n Instructor Setup Code is required)

Attendance Options
" Display attendance as a grade in the Assessments area

% Display attendance as Absent/Present in the Class Info area

- Helpful Information

=loix|

l.ﬂf

Tacreate a class wou need a teacher
and a class name.

CPS0nline is a standards based
reporting system for teachers,
principals, administiation and parents

Click here to leam about CPS Onling.

‘r'oumay contact elnstruction technical
support at techsupp@elnstruction. cam
or B88-333-4988 for additional help.

* indicates a requited fisld

e ’ . )
Instruction

LCancel

<< Back | Nest >»

Figure 7: Enter class information in the CPS New Class

Wizard

Choose your class options. Click Next to continue.
+ CPSOnline Class — click the box next to the Make this a CPSOnline class option.
+ Attendance Options — select whether you would like to view your students’
attendance as an attendance sheet in the Class Info area of the Gradebook tab, or as
an attendance grade in the Assessments area of the Gradebook tab.
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Connect your Class to CPSOnline

1. Enter your Instructor Setup Code
(Figure 8). Click Next to L]

~aur Instructor Setup Coch ~Helpful Information

continue. CPS connects with > &
CPSOnline tO retrieve yOuI‘ oy Please enter your Instructor Setup Code.
school information.

For mare information, please contact
elnstiuction suppart at 889-333-4988 or
I‘ by email at techsupp@einstruction. com.

Instuctar Setup Codes are sent in an
email fram elnstuction. com, titled
"|nstructar Setup Code

14 oy
Instruction

Changing the facs of educati

Cancel | << Back Nexst >

Figure 8: Enter your Instructor Setup Code in the CPS New
Class Wizard

: :
2. Click Next to confirm your R i

. . . i~ Confirm YYour Schoal i~ Helpful Information—————————————
school information, or click %
. ->» & information pou entered indicates that you are xt
Back to use a dlfferent Code @ Z:’:aatir:g e ;cc‘ovunt at:t Bimhaleilieas IF thiz is not the comect school please

use the Back buttan to verify yaur
Instructor Setup Code,

(Figure 9) . Wayne Elementary School

“You may contact elnstruction technical
support at techsupp@elnstruction com

Press Nest if the above information s comect TR R S

Press Back tomake any changes.

(4 "y
Instruction

anging the fas of aducation

Cancel | <« Back

Figure 9: Confirm your school information in the CPS New
Class Wizard
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3. Create a Username and Password
for CPSOnline (Figure 10). Click
Next to continue.

4. Choose your grade and subject
information from the pull-down
menus. Click Next to continue
(Figure 11).

is' CPS - New Class Wizard -

i~ New Usemame and Password

= Please choose a unique username and password. Far example,
= you could uze vour first name and the last four digits of pour

phone number a3 pour usemname,
“Usemame

*Password *Confirm Passward

Appendix A: REAP

=1o0]

i~ Helpful Information

C?'i

Please select and enter a unique
username and a passward you will
remember.

IF you need help with vour usemame
and password, please contact
elnstruction technical support at
608-333-4988 ar
techsupp@einstruction. com

Thiz ugername and pazsword is used
to connect to CPSOrline.

*indicates a required field.

(4 .
Instruction

Changing tha faca of sducation

Cancel |

<« Back Next >

Figure 10: Create a CPSOnline Username and Password in

the CPS New Class Wizard

i+ CPS - New Class Wizard 1

- Grads and Subject Information
Flease enter the following information about your
CPS0Online olass

“[rade(s]
Fref Pa
K

First
Second
Third
Fourth

Filth =]

*Subjectfs]
English/Language_sits
Foreign_Language
Histary

Mathematics

Science

Social Studies

=101

~Helpful Information

O?E

You may contact elnstruction techiical
suppart at techsupp@elnstruction.com
or B88-333-4588 for additional help.

#indicates a required field.

e -
Instruction

anging the face of education

Cancel |

<< Back Nexst >

Figure 11: Choose Grade and Subject information from the

CPS New Class Wizard
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5. Select CPSOnline class options.
Click Next to continue (Figure

12).
+ Online Study Guide — a
study guide for each

assessment uploaded to this

class, available by default.

To choose which assessments

should have study guides
available online, click the

Ask me for each session I

upload option.
+ Sync Options — CPS can
automatically sync with

CPSOnline when you open
CPS. If you are not always

connected to the internet

Appendix A: REAP

~ Online Class Option:

->»

i=" CPS - New Class Wizard _.

Please change any of the options below for your class

~ Online 5tudy Guid

¥ Ehow study quide for uploaded sessions}

™ Ask me for each sassion | upload

~ Spnc Options

¥ Automatically sync class when CPS statts

- Helpful Infarmation

G?f

By default, each uploaded session has a
wiewable study guide that allows a
student ta see the session questions and
his/her arswers, as well s the comect
SNWErS.

Syncing your class when CFS starts
ensures that your online raster s always
up to date in CPS

=101

e .
Instruction

Changing the faca of educati

Cancel |

<< Back Nexst >

Figure 12: Select CPSOnline class options from the CPS
New Class Wizard
during class, you may want to turn this option off.
6. Click Next to create your class or click Back to review your information.
7. Click Done to exit the CPS New Class Wizard and return to CPS. Your new class
appears in the class side (left-hand side) of the Classes tab (Figure 13).

77 CPs - C:\CPS_Databases'Beta databases',REAP Databases\Campus_Teacher.cps

File 3Settings Help

= =[S

% Lessons % Standards | V Team Activities ﬁ Classes @ Reports | EA Gradebook
i~ Classes — Students
& I X & & @ +
[ ew Edit Delete  Import . Export Frint . Attendance MHew [elete Shaw Al
£8 | Students | First Mame | Last Mame |
Eiology 0
Student Information
First-H ame: I Gender |M/A i Studerit | L Save
Last W ane; I Ethricity: |African.ﬂ.melican > Pad |3 Eaticel

Figure 13: A new class in the Classes tab
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Populate Student Rosters

The REAP reporting tool uses class demographic information to help administrators accurately
assess how students perform in the classroom. To help the administrators assess performance,
you will need to create class rosters that provide accurate demographic information. This section
will show you how to populate your new CPS class with student information.

Add a Student to your Class

1. Open CPS from your desktop icon.
2. Click the Classes tab.

3. Click [ | The Student Information section in the Classes tab activates (Figure 14).

7¥ CPs - C\CPS_Databases'Beta databases'\REAP Databases\Campus_Teacher.cps o = |
File 3Settings Help
% Lessons % Standards | V Team Activities 3 Classes @ Reports | EA Gradebook
- Classes — Students
GUXE IO -
MHew Edit Delete  Import . Export Frint . Attendance (=i [elete Shaw Al
C\as.s | Students | First Mame | Last Mame | Pad ID |
& Biology 0 § Biident 1 1

N\

Sthformatio. d

First Mame:  |ELEEEY Gender  [M/A ht Student |0 li Save
Lazt Name: |1 Ethnicity: |N."A - Pad ID: 1 Cancel

Fiqure 14: Add a student to a class in the Classes tab

4. Enter the student information.

First Name — the student’s first name (required).

Last Name — the student’s last name (required).

Gender — the student’s gender, from the pull-down menu (required).

Ethnicity — the student’s ethnicity, from the pull-down menu (required).

Student ID — a unique student ID. If you know your students’ district ID, please use

them. The IDs may be alpha-numeric, but must have at least 5 total characters and/or

numbers.

5. Click the Enter key on the keyboard or click the Save button in CPS. Your student will
appear in the list of students on the student side (right-hand side) of the Classes tab.

++++ 4+
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+ If you hit the Enter key, the student information fields automatically become
available for you to add additional students.
+ If you clicked the Save Student button in CPS, you will need to click the New... icon
on the student side each time you would like to add an additional student.
6. Repeat steps 4 and 5 to add as many students to your class as you would like.

Next time you log on to CPSOnline, you will be able to sync your class roster and update the
student information in CPSOnline.

SynC Class with CPSOnline Delivery Options. .,

Quickstart Setup...
Werbal Questions Setup. ..
ExamView Settings...

1. Connect your computer to the Internet.
2. From the Settings menu, click CPSOnline
Login...(Figure 15). The CPSOnline Login Wizard

Defaulk Font, ..

appears.
Passwards. .,
Rubric Wizard. ..
ZPSCnline Login. ..
Figure 15: Login to
CPSOnline
3. Enter your CPSOnline Username EE
and Password (Figure 16). Click i dCh st it >
. _;_‘ Please erte your usemame: and password for CPSOnine.
Next to continue. :P I Proptox Logi af Stavu &
sedected. pou vl be prompbed lo
“Lzename login to CPS Oinfine when CPS starls
— Ll
einstruchion techrical support at
“Pastword ﬁ?mw@enﬁrmhnm
This usssniame and passvord is used
o conmect bo CPS Olnline.

“mdicales & required fedd

Prompt for Logn of Statup I

ifls.uu.@.tiy,!!'i
Lancel Mot 33 I

Figure 16: Enter your CPSOnline Username and Password
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4. Select Yes to sync your class
(Figure 17). Click Next to
continue.

5. Select the class(es) you would
like to sync. To select all classes,
click the box next to the Select
All option, so that a checkmark
appears (Figure 18). Click Next
to continue. CPS connects with
CPSOnline and syncs your class
roster.

CPS 4.0 Users Guide
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#+' CPS - CPSOnline Login Wizard

- Sync Classes™

= fes

= No

~ Helpful Information

? ‘wiould you like to syne your CPSOnline classes now?

Ly
L]
Move your mouse over any

selting to see further
information about that setting.

“rou may contact elnstruction technical
support at techsupp@einstruction. com
or B88-333-43988 for additional help.

=1oix

e
Instruction

LCancel

<« Back Next 3>

Figure 17: Sync your class with CPSOnline in the CPSOnline

Login Wizard

3! CPS - CPSOnline Login Wizard

i~ Currently Active CPSOnline Cla

CPSOnline.

i~ Helpful Infarmation

% Please select the classes you would like to impart fram

[ IiBiology

™ Select &l

Your instructor account informetion will
be downloaded alang with the classes
and their students.

Claszes that are already in CPS will
be synchronized instead of
downloaded

=1o0]

:ﬁz

(4 "y
Instruction

anging the facs of adu:

Cancel |

<« Back Next >

Figure 18: Select classes to sync in the CPSOnline Login

Wizard
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Download Assessments

1. Choose Yes to download any
new assessments (Figure 19).
Click Next to continue.

2. Select the assessments you
would like to download (Figure
20). Click Next to continue. CPS
downloads the assessments from
CPSOnline.

3! CPS - CPSOnline Login Wizard

Appendix A: REAP

=1o0]

i~ Download i

P oud pou ke to download new or existing assessments
now?

i~ Helpful Information

Move your mouse over any
setting to see further
information about that setting.

‘r'ou may contact elnstruction technical
support at kechsupp@einstiuction.com
or B88-333-4988 for additional help.

4 e
Instruction

Changing the face of education

Cancel |

<« Back Next >

Figure 19: Download assessments from the CPSOnline

Login Wizard

#+' CPS - CPSOnline Login Wizard

=101

i~ Download

?s

Select the Assessment(z] fram the list belaw and click
Mext to download them ta your current CPS database:

~ Helpful Information -
o
-

Move your mouse over any
selting lo see further
information about that setting.

‘ This iz a list of Assessments you may

¥ Show Assessmerts that | have downloaded

Assessment Mame | Engage Date ‘ Status
American Colonization Quiz - 04/12/2008
[#] JROTC REAF Demo (04/05/2008

download fram CPSOnline

*You may select one of more and
downlnad by dlicking the Next bution
below

*Y'ou may contact elnstruction technical
support at techsupp@sinstiuction.com
or B88-333-4988 for additional help.

e e
Instruction

Changing the face of education

Cancel |

<« Back Next >

Figure 20: Select assessments to download from the

CPSOnline Login Wizard
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3. Click Done to exit the CPSOnline Login Wizard and return to CPS. Your downloaded
assessments appear in the Downloaded Assessments folder in the Lessons tab (Figure
21).

7¥ CPs - C:\CPS_Databases',Beta databases'REAP Databases'CMustard.cps = |EI|5|
File Settings Help
% Lessons % Standards | w Team Activities a Classes Q Reports | Ed Gradebook
e - - =
& @ O-% % Do Wiew
Verbal Questions  Engage Lesson|s] Toals SEARCH
& Carapus_Teachercps Mumber | Title/Duestion Stem | Type ‘ Ditficul Standards ‘ Categories |
L Assessments @ 10th Grade Grammar Assessment |

L] POWS'F_.OM E 10th Grade Wiiting Assessment |
g
10th Grade Grammar Aszessment | [Expire
- Identifying Parts of Speech
Parts of Speech |l

EI{:l 10th Grade Wiiting Assessment | [Expired

Unit 1 Vocabulary
- Problem Words

Figure 21: Downloaded assessments in the Downloaded Assessments folder of the Lessons tab

To engage your downloaded assessments as lessons in CPS, and to upload the performance data

to CPSOnline, please see the CPS Help File or the CPS Users Guide.
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Appendix B: CPSOnline Higher Ed

CPSOnline is the online companion to CPS. Using CPS and CPSOnline, you can engage students
in the classroom and allow them to view their grades and online study guides for class
assessments. CPSOnline works primarily for Higher Ed classrooms, but also works for K-12
classes using REAP. For more information on CPSOnline for K-12 and REAP, please see

Appendix A.

CPSOnline Higher Ed allows students to engage in the classroom and at home, via the Internet.
Students create CPSOnline accounts that connect the student’s response pad to the student. When
instructors sync their CPS class with CPSOnline, CPS downloads student information and
populates a roster of students for the class.

Appendix B includes
4+ CPSOnline Instructor’s Guide
+ CPSOnline Higher Ed FAQ
4+ Student Enrollment Instructions

You can also import classes from Blackboard or WebCT to use with CPS. If your institution uses
the CPS Connection Building Block for Blackboard or the CPS-WebCT Proxy Tool for WebCT,
students can use their online portal to register for your CPS class. For more information on
linking CPS to Blackboard or WebCT, please see Appendix C or contact elnstruction Technical
Support at 888.333.4988 and ask for a Technical Sales Associate.
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CPSOnline Instructor’'s Guide

Welcome to the Classroom Performance System (CPS) family. elnstruction is delighted to offer
you a creative and interactive method of class participation, test preparation, presentation, and
complete performance reporting.

There are some required processes that you and your students must complete before you can start
using CPS in your classroom(s). Some processes are instructor oriented and others are student
oriented. Please refer to the coordinating sections of each process:
1. Have your school bookstore order response pads (Instructor)
Install the Classroom Performance System desktop software (Instructor)
Create a CPS Database (Instructor)
Create a CPSOnline class using the Class Creation Wizard (Instructor)
Purchase a response pad at the bookstore (Student)
Register a response pad in a CPSOnline class (Student, Instructor)
Create and deliver CPS lessons in class (Instructor, Students)
Upload performance sessions to a CPSOnline class (Instructor)
Review student performance results online (Instructor, Students)

A e A A

@ NOTE: Students will have to either purchase access or present an enrollment
code when registering their response pads online.

System Requirements

Intel Pentium II or higher microprocessor

At least one open serial port or USB port

A minimum of 256 MB RAM required

At least 120 MB of RAM for CPS software; databases may require more room
Windows 98 operating system or higher

Screen resolution of 800x600 or better

++++++

We recommend using a projection system, such as a projector, LCD, or TV, but a projection
system is not required to use CPS.

Test Kit

As part of your adoption of CPS, you should receive a test kit that contains 1 response pad, 1
enrollment code, and 1 CPS receiver unit. You can use the receiver unit, response pad, and
enrollment code to test the student enrollment process. We recommend setting up the test kit on
your office computer. This will allow you to get comfortable using the system, and if you
choose, provide a place where students can test their pads during your office hours.

To test the system, please do the following:

1. Connect the CPS receiver unit to your computer and install CPS. The installation CD is
packaged in a CPS for Higher Education booklet that contains your installation
instructions.

2. Use the Create a CPS Database instructions to create your CPS database.
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3. Use the Create a CPSOnline Class instructions to create a CPSOnline class.
4. Use the Student Instructions on the last two pages of this document to enroll a sample
student.

® NOTE: To use CPS in your class(es), you will need to install CPS on the
classroom computer. Once your students have enrolled in your CPSOnline
class, you can download your class roster to that computer. Some instructors
choose to download their class roster in their office and bring it to class on
removable media such as a Zip drive or USB drive.

@ NOTE: You can use the enrollment code in your test kit only once. If you
choose to test the system before your next semester, please email
techsupp@elnstruction.com or call us at 888.333.4988 at that time.

Have your School Bookstore Order Response Pads

Before a school term begins, have the bookstore order the appropriate number of student
response pads, per your class enrollment.

elnstruction will create your school’s CPSOnline site. After we have created your school’s
CPSOnline site, you will be ready to create your CPSOnline virtual classroom using the CPS
Class Wizard. If your school’s site is not yet available, please contact elnstruction at
888.707.6819 and ask for the Administrator for Web-Based Initiatives so that we may set it up
for you.

Install the Classroom Performance System desktop software

When you insert the CPS Installation CD into your CD-ROM drive, the Setup Wizard should
automatically appear. Use the Setup Wizard to install CPS onto your computer. If the Setup
Wizard does not automatically appear

1. Click the Start button on your Windows Taskbar. A menu appears.
Choose Run.... A Run window appears.
Type in ‘your CD-ROM drive letter’:\install.exe. For example: d:\install.exe
Click OK.
Click Install CPS from the first window.
Follow all onscreen prompts and restart your computer if necessary.
Click Finish. After CPS is installed on your computer, you will have a folder in your
Program Files directory named eInstruction. Inside the eInstruction folder is the CPS
folder, where your CPS.exe file is located. You will also be able to run CPS from the icon
installed on your Desktop.

Nowkwbd
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Create a CPS Database

A CPS database is a file that is created by CPS and has a file extension of *.cps. This file
contains your class rosters, lesson questions, and all the reports of student performance. A CPS
database may contain lessons, class rosters, team activities, student performance data (reports),
and attendance records.

The following steps assume you have never used CPS on your computer. If you are a current
CPS user and would like to create a new database, simply use the File menu in CPS and choose
New Database....

1. Open CPS from your desktop icon. If this [
is the first time you have used CPS on -~ New Fie
your computer, the Open or Create New @ e
CPS Database window appears.

2. Choose Create a new CPS database and | | openFie
click OK. The New CPS File window @ et
appears.

3. Type a database name into the File Name | [ OpenFecent
textbox. The file extension *.cps is % Open arecently used CPS database.

automatlcauy added to your ﬁle name' m CADocuments and Settings'yachel hiattshy Documents\\CPS Databazes\Seconc
For example, if you teach three sections of m C:A\Documents and Settings'rachel hiatty My DocumentshCPS D atabases'English

‘m : m CADocuments and Settings'yachel hiattshy Documents' CPS Databazes3 hadai
Ge an 4250’ you mlght name your m C:ADocuments and Settings'yachel hiattyhy Documents\CPS DatabaseshSP Sys

database German4250.cps. m C:ADocuments and Settingsrachel hiattubMy Documentsh\CPS User's Guideh3.5 M
4. Click the Save button.

B o

ik | { Tlose CFS |

® NOTE: CPS will
automatically open with your

new database in the Lessons Open or Create New CPS Database window
tab.

77 CPS - C:\Documents and Settings'rachelhiattiMy Documents',CPS Databases', German 4250.cps

File Settings Help

% Lessans % Standards | y‘) Team Activities ﬁ Classes i Reports | EAd Gradebook
X @
Yerbal Huestions Ergage Lesson(s] Tools
iﬂ German 4250 cps Mumber | Title/Question Stem | Type | Standards
m{:l PawerPoint
L] Examview

German 4250 database in Lessons tab
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You can add lessons, questions, and team activities to your database once you have created it.

Create a CPSOnline Class

Once you’ve created your database, you will need to create a class. A CPS class consists of a
roster of the students’ names and pad ID numbers and may also contain student ID numbers.
When you engage a lesson, students answer the questions using the response pads, and CPS
saves performance data for each student.

When you sync your class with CPSOnline, you can make student grades, class lessons, and

class performance results available online. Follow the steps below to create and sync a
CPSOnline class.

@ NOTE: If you teach multiple sections of a class, you must create a separate
CPSOnline class for each section.

Follow the steps below to create a CPSOnline

)
class. e —
1. Open CPS from your desktop icon. T e e X5
2. Open the Classes tab. tht bt rssere o o s gt e s e o
3. Click the New... icon from the classes  His Edmliri K12 Ickts st s,
side (left side) of the tab. The CPS L e
New Class Wizard will appear. Lo AR
4. Choose Higher Education and click
Next.
5. Choose Yes if you already have a
CPSOnline account with a Username 4 o
and Password. If you have never !ﬂﬁlﬂﬁuﬂﬂ
created a CPSOnline account, choose
No. Click Next to move to the next Corca N 55
screen.

New Class Wizard

@ NOTE: Steps 6-9 assume you have never created a CPSOnline account. If
you have previously created an account, enter your Username and Password
and continue to step 10.

6. Enter your Instructor Setup Code. An Instructor Setup Code links you to your
CPSOnline class. You should receive your Instructor Setup Code in an email from
elnstruction. If you don't have a code, please contact elnstruction at 888.707.6819 and
ask for the Administrator for Web-Based Initiatives. Please save this code to receive
updates for the CPS software.

7. Select your school from the scroll-down list. Click Next.

Create a Username and Password.

9. Fill in your Instructor Information.

x>

CPS 4.0 Users Guide 249




Appendix A: REAP

10. Fill in the Higher Education Class Information. For a brief description of each field,
please see below:
+ Instructor: This field is automatically filled in using the Instructor Information you
entered on the previous page.
+ Class Name: Fill in your class name. Make your class name descriptive of your class,
for example HIST 4210.002, so that you can quickly distinguish between your
classes.

+ Class Designation: You can add additional information, such as section number, to
this field. (not required)

+ Office Hours: Include your office hours for students to see. (not required)

+ Class Start Date: This date is the first day that students can register for the class.

+ Class End Date: This is the last day of class.

+ Notification date: A checkmark BED
automatlcally appea’rs neXt to ~Higher Ed Class Infarmation r~ Helpful Information =
this option_ The date next to the & BiRne il e ol Bing T el Ao TS IS 2
option indicates the first day on _ e
which you will begin to receive o e Closs End Dt s the sty oo
notification emails each time a T S il rcat . ahid e
student registers for your class. e — e o i o
You may want to set this date the D:itm R Sl
same as the class start date. R
Some instructors prefer to Chsranse [127505 <]
receive the notification email so Hee b ¢
that they can identify students ka3l Instruction
who enroll late (For example, e =i

after open enrollment). If you do

not want to receive notification [ 8 e S |

emails, click the box next to the
option so that the checkmark
disappears.
11. Click Next.
12. Verify your information by clicking the Go Back button, if necessary. If you are ready to
create your class, click Next. Your Class Key, CPSOnline Username and Password, and
class information will be sent to you in an email.

New Class Wizard: Higher Ed Class Information page

@ NOTE: You will only have to do this process one time. After you create a
class, you are considered an existing CPSOnline user and can use your
username and password to enter CPSOnline. If you need to create additional
classes you can do this from inside CPS so that you can access all your
CPSOnline classes using the same username and password.

After students register for your class through CPSOnline, their student information and response
pad IDs will appear in your CPS class roster when you sync your class with CPSOnline.
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@ NOTE: If you are using WebCT Vista or Blackboard, you can link and access
your class information through CPS. For more information, please contact
elnstruction at 888.333.4988 and ask for the Technical Sales Support
Associate.

Purchase a Response Pad at the Bookstore

Each of your enrolled students must purchase a student response pad through the bookstore
(much like a text book). They will use the response pad for one or more classes each term.

The student will receive the following:
+ Student response pad
+ Directions for enrolling in your CPSOnline class

@ NOTE: After the semester is over, the students may sell their pads back to the
bookstore, to another student, or they may keep their pads. The next student to
use the response pad will be required to enroll in CPSOnline to use the pad the
next semester.

Register Response Pads

In order for your students to enroll in your CPSOnline class, provide your students with a copy
of pages 12-13 of this guide, titled Student Instructions, along with your CPSOnline class key.
These instructions are also provided to the student when they purchase the response pad. If you
are using the test kit, use the Student Instructions found on pages 12-13 and the Enrollment code
included with your Test Kit.

@ NOTE: If you teach multiple sections of a class, be sure to provide students
the correct class key for their individual section.

To find your class key, follow the steps below:
1. Click on the Classes tab of CPS.
2. Select your CPSOnline class.
3. Click the Edit... icon. The CPS Class Information window appears.
4. Locate the Class Key in the Class Information tab of the window.

Each student is required to provide the following information when they self-enroll into your
CPSOnline class:
+ Class key for the class (provided by the instructor)
+ Student enrollment code (if you are adopting CPS with a McGraw-Hill textbook) or
students can purchase access with a credit card or check.
+ Response pad serial number (printed on back of pad or under the pad’s battery cover)
+ Username and password
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Import and Deliver PowerPoint Presentations

With CPS you can import PowerPoint presentations into CPS and engage them with your
lessons. In the Lessons tab you have a new PowerPoint folder that stores all PowerPoint
presentations. If you are using the Test Kit, register your pad and test CPS by importing and

presenting a presentation.

Import PowerPoint Presentations
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1. Open CPS from your desktop
icon.

2. Open the Lessons tab and

Lack in: | ‘= CPS Databases

R I = s o

21

select the PowerPoint folder. 1298 files
3. Click the Tools... icon from E:SP oI ket
Standards

the lessons side (left side) and
choose Add File....
Alternatively, right-click on the
PowerPoint folder and choose
Add File.... The Add Files

E'_]P.rt and Culture of the Weimar Republic.pps
Eg].ﬂ.rt and Culture of the Weimar Republic,ppt
@K-Q Presentation. ppk

X File: name: I
window appears.

Open

4. Browse through your files until

Filez of twpe: |PowerP-:-int Files

=]
j Cancel |

you find the PowerPoint

presentation you would like to
add.

Add Files window

5. Click the Open button. Your presentation will be accessible from the PowerPoint folder.

@ NOTE: You can create subfolders in the PowerPoint folder to help organize

your presentations.

Engage PowerPoint Presentations

After you add PowerPoint presentations to your CPS
database, you can engage them like a regular lesson. To
engage your presentation, follow the steps below:

1. Open CPS from your desktop icon.

2. Open the database from which you would like to

access the presentation and click the Lessons tab.

3. Click the PowerPoint folder in the lessons side
(left side) of the Lessons tab to display your
available presentations.

4. Select the presentation you would like to engage.

5. Click the Engage Lesson(s) icon. The CPS
Session Setup window appears.

6. Choose your class and delivery mode and click
Start. Your presentation will appear with the
Engage toolbar at the bottom of your screen.

CPS - Session Setup - Page 1 of 1

Engage List

PowerPaint

Artand Culture of the Weimar Re|

- Modes
& Teachet Managed Assessment

[ Include in Gradebook
™ Automatically Upload

I Anonymous Mode
I” Exportto Questian Grid

Session |Class Participation

SN

ex Points {100
—T Creste Attendance from this nent
Tl nclude Atendance i Gradekook e fFaints
™ Autematically Uplosd Attendance 5
Class |German 2530 j Create...
Cancel < Back | [Next> | Start |
Show
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7. Click on any key on the keyboard or the mouse to move through your presentation.

® NOTE: You may stop the presentation at any time to deliver an existing
question from your lesson, a chalkboard question, or a verbal question.

To ask a question during the presentation, follow the steps below:

a. Click the Verbal or Chalk... button from the Engage toolbar. If you chose the
Verbal button, choose a question template from the pop-up list that appears. At this
point, the class channel number will display on screen and students will be required to
join the class.

@ NOTE: Steps b-g apply only to instructors using CPSgg systems.

b. Ask students to join the class before you click Start to begin the question response
cycle. To join the class, the students simply press Join, enter the channel number
displayed on the screen, and press Send. If a student who has already joined the class
turns his or her pad off or becomes un-joined for any reason, bring up the Join Form
again by clicking the Join button.

c. Administer your lesson as you normally would once all students have joined the class.
Students respond by pushing the button corresponding to their answer choice and
pressing Send. The CPS Question Deliver window appears.

d. Type in or ask your question or use the Chalkboard toolbar to draw or import an
image.

e. Click the Start button on the Feedback Grid to allow students to respond to your
question.

f. Click the End button on the Feedback Grid when your students have answered.

g. Close the CPS Question Deliver window to return to your presentation.

8. Close out the Engage toolbar when your presentation is complete to return to the Lessons
tab.

The Weimar Republic

¢ 1918 — 1933
* Result of WWI
* Political unrest

Verbal, | Chak. | =] Options.

|’-:;,‘ ﬁ s |mHismgram| Exml:Psl D Close |
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Use your CPSOnline class for following semesters

Once a class’s semester term has ended, you may want to reuse the class’s online site and stored
class information for a new semester with a new set of students. The Recycle button allows you
to select the class information you want to keep and then eliminate the class information you are
ready to discard, like excess User Messages, Bulletin Board Messages, and Assignments. Follow
the steps below to clean out your class.

1. Open CPS to the Classes tab.
2. Select the CPSOnline class you would like to clean out.
3. Click the Edit... icon. The Class Information window appears.
4. Click on the Recycle CPSOnline Class tab.
5. Determine your New Start Date and New End Date, and other information that you
want to edit.
6. Click Recycle. Your CPSOnline class is now ready for the next semester.
x|
[Class | Students| @& Class Information | ## Contactinformation  =#  Recycle CPS0niing Class |
i German History 17
&8 German Cultur.. 14 — 3
ﬁﬁerman Culur 3 — Reuse Your Online Cla —Helpful Informatlonﬁ
ﬁ German 1050 5 & The Recyele Class function allows you to reuse this class. *
n 002 The New Start D ate is the first day
ﬁﬁerman 2530 1 Select any of the items that you would like ta KEEP in this class. students can enrollin this class.
The items left unselected will be PERMANENTLY DELETED
from CPSOnline. The New End Date wil be the last day
of class.
[~ Class key I” Uploaded CPS Gessions Enabling the Motification Date alows
CPS0nline ta notify pou by email when
CAUTION: *All students wil be deleted from this class. E;g’mﬁ’; ‘D”ny&‘: ;Ei‘;'hgscdlgfe
“NewStatDate | 672772005 -] b
New End Date W *indicates a required field.
¥ Enable Natification D ate
Mew Mofication D ate I B6/27/2003 'l e " .
Instruction
Ehanging tha face of sducation
Recycle |
Recycle Class Information
7. Click the Done button to return to the Classes tab.
Troubleshooting
+ If you are having trouble syncing your class with CPSOnline Blackboard, or WebCT
Vista, be sure you are connected to the Internet. You can verify this by trying to connect
to other sites, such as www.elnstruction.com or www.yahoo.com
+ Print your username and password, and put them a safe place for reference. You can print
them from your Welcome Email by clicking File and then Print from your Internet
browser menu.
+ If you cannot find your school’s site from the list of available CPSOnline schools, please

contact elnstruction at 888.707.6819 so that we may create the site for you.
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CPSOnline Higher Ed FAQ

Describe the scalability of your system, from small classes (20 or 30 students) to large
auditorium classes (500+).

"

I The RF system can scale to support up to 1000 students with one USB receiver and can
receive 1000 responses in less than 10 seconds (no wiring of classrooms necessary). The IR
system can handle classes up to 60 students.

Is your system proprietary as far as the handheld device and the operating system
software?

M

I Yes. By providing a total solution, the university has a single source for software,
hardware, support, and training. If technical issues arise, we never want to put our
customers in a scenario where the issues are someone else’s problem.

e

I If a license agreement exists between elnstruction and third party systems, you can connect
our receivers to other systems. All elnstruction hardware is encrypted, so as part of the
license agreement, elnstruction would provide decryption capability.

Does your system use infrared or radio frequency transmission? If it uses radio frequency,
please describe what type (802.XX, FM,).

o

I We have both IR and RF systems. The RF system is an FCC approved 2.4 GHz system that
uses frequency hopping to eliminate interference with other 2.4 GHz devices such as
802.11 networks. The RF system conforms to the 2.4 GHz FCC specifications.

What is the usual process for students to register their response pad for a course? Please
list all of the possible ways a student could register their response pad.

'e Students can register their response pads through registration portals such as WebCT,
CPSOnline and Blackboard. A student enters his or her unique serial number from the
response pad. Students can also enter other information such as their campus student ID, if
required by the university or instructor. These registration portals make class registration
duties much easier for the instructor. The instructor simply opens CPS and syncs his or her
class with CPSOnline to automatically download the class roster. The class roster data are
imported from CPSOnline using 128/1024-bit public key private key encryption.

Once a student purchases a response pad, can the student use it for as long as a student is
enrolled in classes? Can students purchase response pads through their campus bookstore?
Once a student purchases a response pad, is he or she able to transfer ownership when
finished with it?

"
I' Any elnstruction response pad can be activated for lifetime use; however, if a student is
only going to use their pad for a single class or for a single semester, it can be registered (at
~alower cost) for that period of time.

e
I Students can purchase and activate their response pads directly through the campus
bookstore.
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e
I Students can transfer a response pad from one student to another at the end of a semester
without going through the bookstore.

NOTE: If a student can get money for their response pad by selling it to the bookstore at
the end of the semester, they can sell it back. The bookstore will then sell the used pad the
next semester. Therefore, reusing the pads creates an annuity revenue stream that allows
pads to be purchased and resold indefinitely. Who receives the annuity revenue stream —
the company who supports the product, trains the faculty, and grows the product; or the
college bookstore? Most systems provide the bookstore with the annual revenue stream, but
the bookstore does nothing to enhance or support the product. We do not feel that this is a
business model that will support this market in the long term.

Will your operating software integrate with other standard database formats? If so, please
list which ones.

'e CPS currently uses MS Access as its database. You can import data into CPS from
o Other CPS databases

o XML

o CSV

o ExamView

o MS Word documents or documents from other word processors.

However, we do not allow applications to access to our CPS files directly. As we continue

to develop CPS, the format and structure of the application changes. Because CPS changes,

we want to avoid burdening institutions and third parties by requiring constant upgrades.

Please describe the support levels you provide. If you offer maintenance agreements, please
describe what is covered.

'e elnstruction provides free technical support for students and instructors. We have a large
call center subdivided into two different groups: an instructor group and a student group.
Access to these groups is available from 7AM to 6PM CST via a toll-free number, email,
and text chat. Instructors and students can access Technical Support information and a
Knowledge Base through the Tech Support website: http://www.einstruction.com/support.

What is your company’s history in providing this type of technology? Please provide a
client list, especially higher education clients.

'e elnstruction leads the industry with over 1.4 million response pads in the marketplace for
K-12, Higher Ed, and corporate training. elnstruction also leads the market in Higher Ed
with over 700 universities using CPS at various levels and two dozen universities that have
standardized on elnstruction’s technology (August 2005).

e
I elnstruction has been in business since 1981 and has worked with response technology
since 1989.

CPS 4.0 Users Guide 256



Appendix A: REAP

What measures does your company take to ensure student data privacy? Is your system in
compliance with FERPA?

'e CPS/CPSOnline does not require any student-specific information. Specific student
information can be collected if desired and made available in a number of different formats.
CPS/CPSOnline uses 128/1024-bit encryption and all-user access can be
username/password protected.

'e Please see the elnstruction Privacy Statement available from
http://www.einstruction.com/downloads. CPS also provides an Anonymous Mode feature
so that no student data is collected via the response pads. This feature can be turned on and
off at the instructor’s discretion.

e
I CPS and CPSOnline comply with FERPA guidelines.

What personal data does your company collect on students and for what purpose? Is it
shared or sold to others? How is it protected?

-y

elnstruction never provides or sells data to third parties.
"
I' Students have the option to input their name, SMS student ID, and email address.

”
I 1f students are registering their pad via WebCT/Blackboard, student data is not required to
be housed in CPSOnline, but can be if desired by the institution.

-y

elnstruction provides options for students to purchase access via credit card or personal
check, or with their response pad via the college bookstore. If students choose the credit
card/personal check option (less expensive because there is no bookstore markup),
elnstruction does not maintain any credit card or personal check data after the transaction.

e
" All transactions are secured by 128/1024-bit bank level encryption.

5
I You can download the elnstruction Privacy Statement from
http://www.einstruction.com/downloads.

Do any of your business partners collect personal information about students that use your
technology?

4
I No elnstruction business partners collect any personal information about students.

With what formats can test/quiz questions be imported or exported?
e
I You can import test/quiz questions into CPS from Microsoft PowerPoint, ExamView,

XML, and Microsoft Word (RTF format).
”
I You can export test/quiz questions into Excel, Word, XML, PDF, HTML, and TXT.

Is your system both Windows and Macintosh compatible? If so, please list the operating
system versions with which it is compatible.

p
I CPS is compatible with both Windows and Macintosh. We support Windows 98 and higher
and Mac OS X (10.2.8) and higher.
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Does your system require the use of proprietary hardware or cabling, especially between
the receiver(s) and the computer? Please describe how your system is configured.

5
I The RF system uses one USB receiver to support up to1000 response pads and can receive
1000 responses in under 10 seconds. No classroom wiring necessary.

e
I The IR system uses one wireless or wired receiver and can support up to 60 students.

Do you offer either purchase or leasing of your systems?

4

I Upon standardization, elnstruction will provide all adopting instructors with a USB RF
receiver free of charge. No additional hardware is necessary for classrooms up to 1000
students.

5
I Students purchase their response pads through the bookstore.

”
I Universities can also purchase stand-alone systems for $100 per response pad.

Does your software have any integration with course management systems such as WebCT
or Blackboard? If so, please describe how.

"
I' All data collected with CPS can be exported to WebCT, Blackboard (any system that can
import .csv formats).

”
I CPS is currently dynamically connected to WebCT and CPSOnline.

e

I CPS will add a dynamic connection with Blackboard in December 2005.

Describe how your software integrates with PowerPoint.
e
I You can import any PowerPoint file into CPS.

o Import file as is: You will not need to convert or modify the PowerPoint file. Unlike
“PowerPoint Plug-ins,” you can import your file directly into CPS without worrying
about modifying your file to make room for the student response grid or insert timers.

o Choose to use a student response grid: If you use our CPS RF system, you can
choose whether or not to use a student response grid.

o Organize your presentations: Instructors can organize all of your presentations,
along with your lessons, class rosters, attendance reports, grades, and student
response reports, all within CPS.

How does your company address disability accommodation for your product?

¥

I' All RF pads have Braille “bumps” capability on the pads.
Does your software limit the number of answers per question in tests or quizzes? If it does,
what is the maximum question limit?

"

I Students can enter only one answer per question. However, instructors can create questions
with up to 8 multiple-choice answers on PC and up to 5 multiple-choice answers on the
Mac.
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Does your software provide for integrating multimedia (video/audio) files? If so, please list
the file format types supported.

"
I CPS can support any audio/video multimedia that is supported on the computer running
CPS.

What has been your historic schedule for software releases and what pricing mechanism do
you make available to your clients for upgrading?

e

I We formally release CPS each June. All upgrades are free. We release multiple beta

versions of CPS during a development cycle so that all released software in classroom
tested.

Please describe your response pads.

e
I We have an 8 button alpha IR pad.

_—y

- We have an 18 button alpha-numeric RF pad.

”

I We will have an 18 button alpha-numeric LCD RF pad for Higher Ed available in 2006.
What is the average life span of a battery in your response pad and what battery type does
it take?

"

I Battery life span for both the IR and RF pads lasts at least one year with normal use.
IR pads use two AAA batteries.

—_—y

e,
I RF pads use two AA batteries.

Does your system automatically save the class file upon shutdown?
e
" CPS files are saved as changes/edits are made.

-y

CPS saves the class data at the end of each question in TMA mode (instructional use).

”
I CPS saves the class data at the end of a test in SMA mode (assessment use).

Please describe your pricing model for your systems.

4
I R pads cost $5 net to the bookstore.

-y

~ RF pads cost $15 net to the bookstore.

5
I Students have a variety of options to activate their pad from single class activation
(bundled with a McGraw-Hill Higher Ed textbook): single semester, multiple semester, 2
~year, and lifetime. We can provide university wide pricing upon request.

e
I Please see the standardization pricing document for more information.
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Describe the hardware necessary for a system for 200 students and provide a cost for each
item.

"
I The classroom would need one USB RF receiver unit — no charge when the instructor
adopts CPS.

4
I Students would purchase their RF pads from the bookstore.

If your system is radio frequency based, what frequency spectrum does it operate in? If the
system operates in the 2.4 — 2.5 GHz spectrum, have you tested it to ensure that cell phones,
wireless PDAs, laptops, and 2.4 GHZ wireless phones do not affect your system? If so, what
are the results of those tests?

'e The RF system is an FCC approved system that meets all frequency hopping requirements
to avoid interfering with other 2.4 GHz devices. We have thoroughly tested it with cell
phones, wireless keyboards, PDAs, and multiple 802.11 wireless networks with no
interference. Again, the system is FCC approved, so it has to abide by the guidelines for
approval.
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Appendix C: Third Party Add-ins

elnstruction works with several third party systems to create a more flexible and interactive CPS.
Your school administrators can install the CPS tools along with CPS, or at a separate time, so
that you can use third party products with CPS.

CPS supports two specific tools for Higher Education: WebCT and Blackboard. When IT
Administrators install the CPS tools on their networks, teachers can then setup their existing
WebCT or Blackboard classes with CPS. CPS can then download class rosters from WebCT or
Blackboard and then upload, via the CPS tool, information back into the WebCT or Blackboard
class.

CPS also supports a universal tool for both Higher Education and K-12: PowerPoint. When you
open PowerPoint on a computer with CPS installed, PowerPoint provides you with access to a
CPS toolbar. Using the CPS toolbar, you can create CPS-specific slides within your presentation.

Appendix C will provide you with information for
+ CPS-WebCT Proxy Tool for WebCT
+ CPS Connection building Block for Blackboard

For more information on these free tools, please see the information on the following pages or
contact elnstruction Technical Support at 888.333.4988 and ask for a Technical Sales Associate.
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CPS-WebCT Proxy Tool for WebCT Vista

elnstruction has worked with WebCT Vista to make your job as the instructor even easier! Now
you can use your WebCT classes in CPS. This guide will tell you how to

+ Link your WebCT class to CPS

+ Import your class to CPS

+ Export CPS grades to WebCT

Link a WebCT class to CPS

You can now use your WebCT class in CPS! Before you follow the steps below, make sure your
IT Administrator has installed the CPSOnline Registration Proxy Tool onto your institution’s
server. To connect your class to CPS, please follow the steps below:

1. Log on to your WebCT Instructor’s account.

/A Log in to WebCT - Microsoft Internet Explorer provided by eInstruction Corporation INETES|
File Edit View Favortes Tools Help ‘ \é-
Back + = - @ (2] f} | Qoearch [GFavorites Pmeda (% | B S = 2 & & O

Address [&] httpujeurbo. webt .comi21033/webet loganDisplay dowebet =] Pe
Google - | ]| [Clsearch - @ | g2 PPk popups okay | 45 check = i, Autolink + || Autcril B options

elnstructor Institution Log In

User hame: ,|— ‘\1:9 h\gh_ly recommend that you perf_nrm a browser check before
Password: [ vgtg:g in to ensure your computer is properly configured to use
Run a Browser Check

Pop-up Blockers
To wiew a list of available courses or to create an account, wisit .
the webCT Entry Page. Forgot your password? Receive your This site makes use of pop-up windows, If you have a pop-up
user name and a new password via a-mail, blocker installed, please disable it for this site.

WebCT Instructor Login page

2. Select the link for your WebCT Course Section that you would like to create in CPS.

Click the Build tab and click the Basic View tab. [ Basic view | Poner Vi | ©

4. Click the More Tools link on the left-hand menu. A link for you T
to create your class in CPS will appear below. If you do not see a | course Toolbar:

(tools always visible)

link, please contact your IT Administrator and ask them to set up @ Toolbar Settings

(98]

the “CPSOnline Registration Proxy Tool.” [Gow =18
5. Click on the link. Add to Home Page
6. Click the appropriate button to create a new class or edit an g :z;s::::tt: N
existing class. Skip step 7 if you are editing an existing class. R
7. Create a class Title. B content File »
8. Click the Register Class button to create your class. BB

9. Complete the required fields in the next screen. S

Media Library Collection »

i} Organizer Page »

® NOTE: If you change your WebCT Instructor zjﬁwd' 2
Username and Password, your CPS-WebCT & i
Connection Username and Password will not change. | tweTools» 2y e

) Tool Overview

10. Click the Submit button to return to the WebCT Build tab and Bl G o
Basic View. Your class is now available for import into CPS. i selective Release Map
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WebCT
Build

Create CPS0OnlineRegistration-LOCAL

* Title; |[English 4250

Register Class | Cancel

* Required field

You will be able to access your class from the Build tab under the Basic View tab.

Import your Class to CPS

Now that your WebCT class is linked, you will need to import the class to CPS. If your
institution has enabled the option, student names will be imported, along with other roster
information. Follow the steps below to import your class to CPS:

1. Open CPS to the Classes tab.

2. Click on the Import icon. The Import Class Wizard appears.

3. Choose WebCT from the list of file types.

4. Enter your CPS-WebCT Connection username and password.

=10l x|
@ NOTE: If you —Currently Active \WehCT Classe —Helpful\nfnrmatinnﬁ
Change your WebCT % Flease select the classes you would like to import from i i ..
Instructor Username WetCT. Mt e
and PaSSWOTd, your [Jfeman Culture fom an Histoncal Perspective ettt
CPS-WebCT Heee
Connection i— B
Username and donrloscc
Password will not
change. You can
change your CPS- s _
WebCT Connection e -
Username and Instruction
Password from the
Contact Information
tab if you Edit your e R
class. Select the WebCT class you would like to import from the CPS Import
Class Wizard.
5. Select your school from the pull-down menu and click Next.

6. Click the box next to the class you wish to import so that a checkmark appears beside the
class name. Alternatively, you may choose the Select All option to import all classes.
7. Click Next. A pop-up window appears.
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8.

9.
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Enter your WebCT username and password and click OK. Your class will be imported to
CPS.
Click Done to close the Import Class Wizard and return to the Classes tab.

Export CPS Grades to WebCT

After you deliver lessons and record performance data in CPS, you can upload all of the data into
your WebCT class. You can upload data immediately after a lesson or later, from the Reports or
Gradebook tab.

Export immediately after lesson
You can export the results of your performance data to WebCT automatically after you finish a

lesson. Follow the steps below to automatically export
your performance data.

Engage List-Lesson Names FawerPoint
Veimar Fepublic

1. Open CPS to the Lessons tab.
2. Select the lesson you would like to engage.
3. Engage your lesson by clicking the Engage i ———
Lesson(s) icon. The CPS Session Setup window ¢ Stdent Managed Assessment
appears' " Teacher-Led Student Maneged Assessment
4. Click the box next to Automatically Upload so -
that a checkmark appears beside the option. | U
5. Engage your lessop as you normally vyould. = ot it i i
After your lesson is complete, CPS will o T 3 %l
automatically export the performance data to e T
WebCT. I [Create fance from this :
Export later e e B
Clase |Section 002 =] Create.
You can choose to export your data to WebCT at a later |-
time. Follow the steps below to export your &‘ Cencal || [epck | INwi>T| | st |
performance data. CPS Session Setup window
1. Open CPS to the Lessons tab.
2. Select the lesson you would like to engage.

3.

o N

Engage your lesson by clicking the Engage Lesson(s) icon. The CPS Session Setup
window appears.

Make sure the box next to the Automatically Upload option does not have a checkmark
beside it.

Engage your lesson as you normally would.

Click the Reports tab when you are ready to upload your lesson.

Highlight the session you would like to upload.

Click the Upload button to upload the lesson to WebCT. Alternatively, right-click on the
session you would like to upload and choose Upload to CPSOnline.
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Sync CPS with WebCT

You can sync your CPS class with WebCT to upload grades and maintain an updated class
roster. Follow the steps below to sync your CPS class roster with WebCT.

1.

Al ol

Connect your computer to the internet.

Open CPS to the Classes tab.

Right-click on the class you would like to sync with WebCT. A pop-up menu appears.
Choose Update roster from WebCT server.

CPS communicates with WebCT via the CPS-WebCT Proxy Tool to upload updated CPS
data to WebCT and download the latest roster information from WebCT to CPS.
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CPS-WebCT Proxy Tool for WebCT CE

elnstruction has worked with WebCT Campus Edition 6 to make your job as the instructor even
easier! Now you can use your WebCT classes in CPS. This guide will tell you how to

+ Link your WebCT class to CPS

+ Import your class to CPS

+ Export CPS grades to WebCT

Link a WebCT CE class to CPS

You can now use your WebCT CE class in CPS! Before you follow the steps below, make sure
your IT Administrator has installed the CPSOnline Registration Proxy Tool onto your
institution’s server. To connect your class to CPS, please follow the steps below:

Log on to your WebCT CE Instructor’s account.

1.

AN

ZBLog in to WebCT - Microsoft Internet Explorer provided by elnstruction Carporation 8] x
File Edit Wiew Favaorites Tools  Help ‘ ‘é'
dBack ~ = - @ (8] @} | @search [Favorites meda (¥ |EhN- S = S & 4 B

Address [&] httpjturbo. webt .comi21033/webet loganDisplay dowebet =] Pe

Google ~ |

7| [Clsearch - @ | 52 ?égeﬂa"k‘@ Popups okay | % Check » I Adtolink - || Autorl [F] options

elnstructor Institution Log In

Welcome.

User name: ||
Password:

Browser Check

\We highly recommend that you perform a browser check before
logging in to ensure your computer is properly configured to use
Wista,

Run 3 Browser Check

Pop-up Blockers
To view a list of available courses or to create an account, visit
the WebCT Entry Page. Forgot your password? Receive your
user name and a new password via e-mail.

This site makes use of pop-up windows, If you have a pop-up
blocker installed, please disable it for this site.

WebCT Instructor Login page

Select the link for your WebCT Course Section that you would like to create in CPS.
Click the Add Content button. A pop-up menu appears.

Choose CPSOnlineRegistrationCE6.

Click the Create CPSOnlineRegistrationCE6 button.

Enter the title of your class. Choose a descriptive name so that students enrolling in your
class online can find your class.

Click Register Class.

WebC'I‘_ amnus dition™

Teach

My WebhCT | Help | Log out

Student View American History Founding - Reconstruction - HIST 2750 001

& Co e Too 1=

eInstruction CPS Class Setup

£ Course Content | ¥

[5' Announcements

* = Fequired Field
Assessments

& Assignments

* Please choose the campus for this course: Aames Technical Institute >

Calendar

&) Chat * Class End Date: {rar/ddéyy)

% Discussions NOTE: You should enter the last day that students will need to use ther CPS pads in your class

[ Learning Modulas

&y Mail

T 4 [New Users

Media Librar:

E.; = # i ll * Enter your Instructer Setup Code C[:E_jlwg
Bare ]

(%) Local Content * Choose a CPS-WebCT Connection username:

EQ Syllabus * Choose a CPS-WebCT Connection password:

&) Weh Links + Confirm your CPS-WebCT Connection password ]

* Enter your email address:

Who's Online

(H) = Hidden from
Students

IMOTE: Your CP3-WebCT username and password 15 used to create the bridge between CPS and WebCT
This username and password will INOT change unless you change it in the Contact Information area of your class roster in

CPS.
This username and password are not related to your WebCT account.

& Designer Tools
g8 Manage Course
|50 File Mananer

Setup vour CPS class
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8.

9.

Setup your class information.
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+ Campus Location — choose your institution from the pull-down menu.
+ Class End Date — enter the last day students will use their response pads in your

class.

+ Instructor Setup Code — enter your Instructor Setup Code from elnstruction. If your
institution has an exclusivity deal, you can get your Instructor Setup Code from your
eC. If your institution does not have an exclusivity deal, you can get your Instructor
Setup Code from CPS when you create your class.

+ CPS-WebCT Connection username and password — create a username and
password to use with the CPS-WebCT connection. Your CPS-WebCT username and
password will not change unless you change the information in the Contact
Information area of your class roster in CPS.

Click Register Class.

10. Click Finish Registration. elnstruction will send you an email with your class

information.

Import your Class to CPS

Now that your WebCT class is linked, you will need to import the class to CPS. If your
institution has enabled the option, student names will be imported, along with other roster
information. Follow the steps below to import your class to CPS:

1

2.
3.
4.

Open CPS to the Classes tab.

Click on the Import icon. The Import Class Wizard appears.
Choose WebCT from the list of file types.

Enter your CPS-WebCT Connection username and password.

@ NOTE: If you change your WebCT Instructor Username and Password,
your CPS-WebCT Connection Username and Password will not change. You

#" CPS - Import Class Wizard o fm o3

can change your CPS-
WebCT Connection
Username and
Password from the
Contact Information
tab if you Edit your
class.

Select your school from the pull-
down menu and click Next.
Click the box next to the class
you wish to import so that a
checkmark appears beside the
class name. Alternatively, you
may choose the Select All option
to import all classes.

Click Next. A pop-up window
appears.

— Currently Active \WebCT Clasze

% Pleaze select the clazses pou would like to import from
“febCT.

— Helpful Infarmatian 7‘?

“our instructar account information will
be downloaded along with the classes
and their students:

|iGeman Culture from an Historical Perspective

] Section 002

| Section 002

| Section 002

Clazses that are aleady in CPS will
be zpnchranized instead of
downloaded.

[~ Select Al .
e B
Instruction
Changing tha face of sducation
LCancel | ¢4 Back | Nest > |

Select the WebCT class you would like to import from the CPS Import

Class Wizard.
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8. Enter your WebCT username and password and click OK. Your class will be imported to
CPS.
9. Click Done to close the Import Class Wizard and return to the Classes tab.

Export CPS Grades to WebCT

After you deliver lessons and record performance data in CPS, you can upload all of the data into
your WebCT class. You can upload data immediately after a lesson or later, from the Reports or
Gradebook tab.

@ NOTE: Instructors using CPS 3.6 or higher will be able to export CPS grades
to WebCT. = E

Engage List-Lesson Names PaowerPoint

‘Weimar Fepublic

Export immediately after lesson
You can export the results of your performance data to

Modes

WebCT automatically after you finish a lesson. Follow & Teacher Managed Assssment
the steps below to automatically export your e
TeacherLed Student Managed Assessment
performance data. | SudeniMensed Praci
1. Open CPS to the Lessons tab. Th= [Weimes Repubic
2. Select the lesson you wogld 'like to engage. o e
3. Engage your lesson by clicking the Engage W Automaically Upload I~ Exportio Question Grid
Lesson(s) icon. The CPS Session Setup window | session  [Oiass Paricpaton B %l
appears_ e Points (100
4. Click the box next to Automatically Upload so | ' “esecssmsionnefsssust = 0
that a checkmark appears beside the option. I~ Autometcaly Uplose Aterenc :
Clase |Section 002 =] Create.
5. Engage your lesson as you normally would. B Bl | o [ |
After your lesson is complete, CPS will automatically export the performance data to
WebCT.

Export later

You can choose to export your data to WebCT at a later time. Follow the steps below to export
your performance data.

1. Open CPS to the Lessons tab.

2. Select the lesson you would like to engage.

3. Engage your lesson by clicking the Engage Lesson(s) icon. The CPS Session Setup

window appears.

4. Make sure the box next to the Automatically Upload option does not have a checkmark
beside it.
Engage your lesson as you normally would.
Click the Reports tab when you are ready to upload your lesson.
Highlight the session you would like to upload.
Click the Upload button to upload the lesson to WebCT. Alternatively, right-click on the
session you would like to upload and choose Update roster from WebCT server.

XN
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Sync CPS with WebCT

You can sync your CPS class with WebCT to upload grades and maintain an updated class
roster. Follow the steps below to sync your CPS class roster with WebCT.

6. Connect your computer to the internet.

7. Open CPS to the Classes tab.

8. Right-click on the class you would like to sync with WebCT. A pop-up menu appears.

9. Choose Update roster from WebCT server.

10. CPS communicates with WebCT via the CPS-WebCT Proxy Tool to upload updated CPS

data to WebCT and download the latest roster information from WebCT to CPS.
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CPS Connection Building Block for Blackboard

Now you can use CPS with your Blackboard classes. The CPS Connection allows you to create a
complete interactive learning experience. You can use CPS in the classroom to engage your
students and receive instant feedback, and then connect your class with Blackboard so that
students can access information from home. This guide will tell you how to

+ Link your Blackboard class to CPS

+ Import your class to CPS

+ Sync your class with CPS

Link a Blackboard class to CPS

Before you follow the steps below, make sure your IT Administrator has installed the CPS
Connection building block onto your institution’s server. To connect your class to Blackboard,
please follow the steps below:

1. Log on to your Blackboard Instructor’s account.

a Blackboard Learning System™ (Release 6) - Microsoft Internet Explorer provided by eInstruction Corporation ;lilﬂ
File Edit Miew Faworites Taools  Help | "e"

Bk -+ = - @ 2| Qisearch [EiFavortes Pvedia (4| B S = & o

address Ig'] http:/feiserverd:§100/webapps login j ) | Links ¥
Google - | || [Clsearch - @ & | g2 PPk B 67 biocked | A% Check - 7K Autolink - L] Autoril B options & |@ -

Leaning systerm. If you already have an account, enteryour lagin
—— infarmation here and click the "Login" button below

- © Welcome to Blackboard Learning System™ (Release 6). .
,,B,, . Please enter your User Name and Password to access youre- ~ Have an Account? Login Here.
m If you do not have an account, please click on one
of the buttons to the |aft

USERNAME

You can access as a guest by clicking the "Preview” button below:
PASSWORD:

You can create an account by clicking the "Create” button below. LR

Eorgot your pasaward™

Copyright @ 1997-2005 Blackboard Inc. Patents Pending. Al dghts reserved
Posessibility information can be found at hitp:access biackboard.com.

Blackboard Instructor Login page

2. Select the link for your Blackboard course that you would like to

create in CPS.

Click Tools from the left-hand menu.

4. Choose CPS Connection from the list of online tools. If the CPS
Connection option is unavailable from your Tools menu, please
contact your IT Administrator and ask them to install the CPS

(98]

sion Board
Connection. External Lin
5. Click the Register Class button. il
6. Choose your campus from the pull-down menu. @ Courss Map
7. Type in a Class End Date.
@ NOTE: Make sure your class end date is in
mm/dd/yy format.
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8. Enter your Instructor Setup Code. If your institution has an exclusivity deal, your eC
will provide you with the Instructor Setup Code. If your school does not have an
exclusivity deal, you can get your Instructor Setup Code when you create your class in
CPS.

9. Create a CPS — Blackboard Connection Username and Password. Alternatively, enter
your existing CPSOnline Username and Password in the fields provided.

@ NOTE: If you change your Blackboard Instructor Username and Password,
your CPS — Blackboard Connection Username and Password will not
change.

Courses Community 5 Academic Web Res

elnsttuction CPS Class Setup

* Please choose the campus for this course: |Aames Technical Institute =]

* Class End Date: (mm/ddivy)

MOTE: You should enter the last day that students will need to use their CP3 pads in your class

New Users

@ cours= tap * Enter your Instructor Setup Code: FCos28279L7
@ Contral Pane!
* Choose a CP3-Blackbeard Commection username
* Choose a CPS-Blackboard Connection password:
* Confirm your CP3-Blackboard Connection password:
* Enter your etnail address:

MOTE: Your CP3-Blackboard username and password iz used to create the bridge between CP3 and Blackboard.

This username and password will NOT change unless you change it in the Contact Information area of your class roster in CP3
The username and password are not related to your Blackboard account.

OR
Existing CPSOnline users
If you have used CP3Online at this campus in the past, fill in the felds below.
* CP30nlne username
* CP30nlne password:

Register Class

Register your class in Blackboard

10. Click Register Class to register your class.
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Import your Class to CPS

Now that you’ve linked your Blackboard class to CPS, you will need to import your class roster.
Follow the steps below to import your class to CPS:

1.
2.

6.

Open CPS to the Classes tab.
Click on the Import icon. The
Import Class Wizard appears.
Choose Blackboard from the list
of class types and click Next.
Enter your CPS-Blackboard
Connection Username and
Password and choose your
institution from the drop-down
menu.

Select the class you wish to
import from the list of available
classes.

To select all classes, click box
next to the Select All option so
that a checkmark appears. Click
Next to continue.

Click Done.

Sync CPS with Blackboard

You can sync your CPS class with Blackboard to upload grades and maintain an updated class
roster. Follow the steps below to sync CPS with Blackboard.
Connect your computer to the internet.

11.
12.
13.
14.
15.

Open CPS to the Classes tab.
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#+! CPS - Import Class Wizard i

r Import 5 ourc:

% Please choose the import source you wish to
use:

CPS Database
Comma Separated Values [*.csv)
Pentamalion File [*.tat)

LMS File [~.tt]

LCancel

=10l x|
i~ Helpful Information ‘i‘
13
L]
Move your mouse over any
setting to see further
information about that setting.
Please select the type of source from
which wou wish ta impart a class.
The CPS0nline and 'WebCT choices
allow you to download/import your
classes from anline.
The other types of sources are filex
that pou will need ta specify in the next
step.
“You may contact elnstruction technical
support at techsupp@einstruction. com
or B88-333-4988 for additional help.
Instruction
Changing the face of sducation

Import Blackboard Class with the CPS Import Class Wizard

Right-click on the class you would like to sync with Blackboard. A pop-up menu appears.
Choose Update roster from Blackboard server.
CPS communicates with Blackboard via the CPS Connection Building Block to upload
updated CPS data to Blackboard and download the latest roster information from

Blackboard to CPS.
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Glossary

A

Anonymous Mode — This mode allows you to, in TMA or SMA modes, record a class assessment without
recording individual students’ responses.

Assessment - An assessment is any sort of measure of the students' learning. Examples of assessments include tests,
quizzes, homework, and class work.

C

Challenge Board — A points-based game for your students that allows them to answer questions of varying
difficulty.

Child-level lesson - A child-level lesson is a sublevel lesson. Example: if you teach a lesson on Grammar, the
parent-level lesson could be Grammar, and you could have two child-level lessons called Punctuation and Spelling.
Child-level standard - A child standard is a standard associated with a parent (or main) standard. For example, your
parent standard might be 4th Grade Reading, and your child standard could be Word Comprehension list.

Class - A class is the list of your students, including information such as name, student ID, gender, ethnicity, and
pad ID number.

Classes tab - One of the main CPS tabs. From this tab, you can edit/create classes, import or export classes to or
from CPS, and take class attendance.

Class side - The left window of the Classes tab. This window lists all classes open for a particular database.

CPS Response System - The CPS response system enables students to provide electronic feedback to questions in
the classroom. This consists of IR or RF pads, a receiver unit, and the CPS software.

D

Database - A database is a collection of files (assessments, classes, grades, lessons) stored in CPS. You can have
more than one database in CPS.

Delivery Options - An option in CPS that you access from the Settings menu. Delivery Options allows you to
customize delivery modes, adjust your receiver settings, adjust the Feedback Grid, and make changes to the There It
Is! feature from the Team Activities section.

Delivery session - A delivery session includes your lesson, in any format and mode, and the students' responses.
CPS gathers the information from the student pads and compiles them into an assessment. You can view assessment
results from the Reports section.

Download - Think of download as loading files from the Internet (up there) down to your computer (down here).

E

Engage - The process of delivering a lesson from CPS.
Export - When you export a file, you send it from your computer to another program or computer.

F

FastGrade - Use the FastGrade feature as a supplement to worksheets and other hardcopies. You can create a
FastGrade answer key, distribute hardcopies to the students, and have them respond for a quick grade.

File - A file is one document, graphic, or presentation stored within a database. You can have thousands of files
within one database.

File extension - A file extension is the ending mark on a file name that tells the computer what type of file it is. This
is especially important when importing or exporting files from one database to another or from one program to
another.

Folder - A folder stores files. Folders are a great way to organize all of your files within a database.

G

Gradebook tab — One of the main CPS tabs. From this tab, you can view or edit gradebook data and generate
gradebook reports.
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Import - When you import a file, you take it from another program or computer and put it in your computer or
program.

L

Lesson - A lesson is your usual method of teaching. You can use CPS no matter your teaching style - from
PowerPoint to Chalkboard, CPS can give you immediate student feedback while you're teaching your lessons.
Lessons side - The left side of the Lessons tab. This window displays a list of all of the lessons you have in a
particular database.

Lessons tab - One of the main CPS tabs. From this tab you can create/edit lessons; organize lessons within your
database; and link PowerPoint presentations, ExamView lessons, and graphics to existing lessons.

Link - When you link two files such as a graphic and text together, they are merged into one file.

o

Objective question - Objective questions are multiple-choice, true/false, or yes/no questions that have definite
answers.

P

Parent-level lesson - A parent-level lesson is the main lesson level. You can also have sublevels called child-level
lessons. Example: if you teach a lesson on Grammar, the parent-level lesson could be Grammar, and you could have
a child-level lesson called Punctuation.

Parent-level standard - A parent-level standard is the main standard level. You can also have sublevels called
child-level standards. Example: You have a standard called 7th Grade Reading and two child-level standards called
Comprehension and Word Recognition.

Performance data - Performance data is student feedback collected from the CPS response system. This feedback
is compiled in the Reports section of CPS for you to view.

Performance question - An open-ended or subjective question that requires a specific response, usually in the form
of short answer or essay. You can create specialized performance questions through the CPS Performance Question
Wizard.

Preview - Use the Preview option to give your class an assessment without putting it in the Gradebook. Preview is a
great tool for exam or test review.

Q

Question side - The right window of the Lessons or Standards tab. This window lists all of the questions from any
highlighted lesson or standard name.

R

Receiver - The CPS IR receiver is a "UFO" object that accepts infra red (IR) waves from students' response pads
and transfers the information to CPS. The CPS RF receiver is a small, square object that accepts radio frequency
(RF) waves from response pads then transfers the information to CPS.

Reporting System - The CPS Reporting System lets you access, view, and print performance data recorded during
instructional sessions.

Reports - Reports are CPS-generated data from your sessions. You can view the data in many different forms from
the Reports section.

Reports tab - One of the main CPS tabs. From this tab you can generate reports, organize and maintain your
assessments, import new assessments, and re-grade student assessments.

Response cycle - The response cycle is the duration of time that students may respond with their pads. The cycle
begins when you click the Start button on the Feedback Grid and ends when you click the End button.

Response pad - The response pad is the device that looks like a remote control. When students press a button on the
response pad, the answer is sent by radio frequency (RF) or by infra red (IR) waves to the receiver. The receiver
then sends the information to CPS.

Rich Text Format - A type of file format that allows you to transfer data from one program to another. Rich Text
files end in *.1tf.
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S

Session - A session is any lesson that you engage, from which performance data is gathered.

Session Setup - The window that appears any time you choose to engage a lesson. From this window you can
change your delivery mode, select Anonymous mode, and choose the type of assessment you are giving.
Standards - Standards are state, district, or school-mandated minimum requirements of students.

Standards tab - One of the main CPS tabs. From this tab you can download state, district, or school standards and
link them to specific questions in your lessons, or to lessons themselves.

Standards side - The left window of the Standards tab. This side lists all of the standards available in a particular
database.

Students side - The right-hand window of the Classes tab. This window shows you all of the students from any
highlighted class name.

Subjective question - A subjective question is a performance question. Subjective questions do not have a specific
answer that can be defined by multiple-choice, true/false, or yes/no answers. See Performance Question.

Sync - Your computer and CPSOnline can sync together. This means that when you "sync," you form a connection
with CPSOnline so that you can download the most updated assessments or upload your most recent sessions.

T

Team Activities tab - One of the main CPS tab. From this tab you can create or edit new There it is! activities or
Challenge Boards for your classes. Whether you use the activities as class participation grades or as assessments,
students will always have fun.

U

Upload - Think of uploading as sending files from your machine (down here) to the Internet (up there).
USB - Your computer will have several USB ports. They are small, rectangular, and look similar to a toaster. You
will find them either at the front or back of your CPU (computer tower).

\'

Verbal question - A verbal question is a question that you create while delivering a lesson. Use the Verbal
Question button on the Engage toolbar to type in or ask a verbal question.
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149, 150
Class, 148
Create Attendance, 148
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Find Content, 59
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Change Attendance Options,
208
Create, 194
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Create, 201
View, 202
Higher Ed Class
Add Students, 89
Create, 81
Recycle, 94
Import
Assessment, 169
Class from Blackboard, 102
Class from CPS Database, 96
Class from CPSOnline, 96
Class from DuPont Files, 101
Class from OnTrack Files,
100
Class from Osiris Files, 98
Class from Pentamation
Files, 97
Class from SASI XP Files,
99
Class from WebCT, 101
CPS Lessons, 47
Downloaded Standards, 78
ExamView Lessons, 53
Lessons from MS Word, 50
PowerPoint Presentations, 54
Scanner Results, 48
Standards from a CPS
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Mac Operating System, 2
Windows Operating System,
2
Instructor Summary Report, 172
InteGrade Pro Export Report,
181
Item Analysis Report, 174
Item Analysis with Standards
Report, 174
K-12 Class
Add Students, 86
Add Students using CBIT, 87
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