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CPS Quick Course Overview

Wel come to the elnstruction family! elnstruct
help you create an interactive learning classroom, as well as help you with your classroom
administrative tass. This Quick Course will outline the basic steps in using CPS in your

classroom. For more informati on 50WseGuide.o f

A.

CPS Training Course Objectives

By achieving the objectivesm this courseyou cardevelop your CPS skills and become a more
effective instructor with CPS.he CPSducational system is designed to

)l
)l
1
1
1
1

B.

Engageall students

Provide instanteedbacko teachers and students

Collectall objective student performance results

Increasethe flow ofstudent performance data

Eliminatethe administrative tasks of grading objective questions (both homework and
tests)

Provide an electroniGradebookwith reports

What CPS Can Do For You!

CPS is most effective when used one of two ways:

1
1

As an Instrudgbnal tool in the classroombaolutelyno preparation work is necessary to
use CPS in the classroom.

As an Assessment tofdr student performance records, you cacord student feedback
from paper or €S homework, tests, quizzes, and more

You can alsase CPS as

1
1
1

An evaluation tool
A review tool
A testing tool
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CPS as an Instructional Tool

You can use CPS immediately without creating any questions. Use theetif® Questions
function to ask questions during your lecture in coordinatidgh @xisting questions from the
textbook, from your own PowerPoint presentation, from a question databasg other non
CPS question source. CPS is capable of collecting class feedback and ratdodyaur
grading and administrative use.

Figure 1showsan example of runningour PowerPoint presentation and CPS simultaneously.
The PowerPoinslide projects along with the CPSevbal Questions taskbar.

Emily Dickinson

1803-1886
AMERICAN POET

CPS Verbal Engage toolbar

A
I N\
Figure 1: This is a PowerPoint lecture screen with the CPS Verbal Engage
toolbar at the bottom. Simply click the Verbal button, choose a question type,
type in or just verbalize your question, type in or verbalize the answer choices,
and allow students respond with their response pads.

From this taskbar yoonanask a verbal question in any one of six qestypes Students use
their response pads to record their answer

You can also type in questions to coordinate with your course material. For more information on
creating questions within CPS, please search the CPS Help fQaiéstion
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CPS a s an Assessment Tool

In addition toasking verbal questions ghe-fly, students can respondhardcopy worksheets
and CPS homework, tests, quizzasd other class work with their response pads.

Use the FastGrade featwaga supplement to worksheets and other hardcopies. You can create a
FastGrade answer kegistribute hard copiesf the assessment students, and have students

respond for a quick gradAnd when students ame to class witltheir homeworlor they finish

their inclass assignment, deliver your FastGrade lesson and have the students input their
answers with their response pads. Your grading time decreases from hours at home to minutes in
class.

CPS as an Evaluation Tool

After you ask each questigmu cansee theCumulativePercent Correct for that questionthe
Feedback GridAs an instructor, you can look at this percentage and determine if you need to
immediately go back and-teach this topic.

=]~ ]~
ol21/]
Figure 2: The Cumulative % Correct tells you how the class is doing for the session. You may want to use

this as a class incentive. For example, if the Cumulative % Correct is 80% or higher, then there will not be
homework given for this material.

Question #2 - Quiz 1

To access to thBhow Cumulative Percent Correctoption, follow these directions:

1. Open the CPS Delivery Options windday clicking theOptions button on the CPS
Engage toolbar of on the Verbal CPS Engage tool#or more information abotke
CPS Engage toolbar, please seelibe the CPS Engage Toolbsection of this guide.
For more information about the CPS Verbal Engage toolbar, please see the
Engage>Lessons and Assessmentsseation of this guide fhe CPS Delivery Options
window opens to théleacherManagedtab.

1 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 Correctoption so that a checkmark agaps.

1 Hide Cumulative Percent Correct- To hide a session's cumulative percent of
correct answers in the Feedback Grid, click the box next t8hbes Cumulative
Percent Correctoption so that the checkmark disappears.

2. Click OK to save your changes andumet to CPS.
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CPS as a Review Tool

Usethe CPSTeam Activities function to deliver a faste$inger type gamecalledThere It I s!,

to review previously studied topics. This is a great way to divide your class into teams and work
on collaborative leaing.

CPS as a Testing Tool

You can deliver tests to your class using$t@ndard, Student Paced, Student Practice, or
Teacher Ledanode.

The Standard modworks like your lecture lessonshere students take the paper test first at
their own speed, thanput the answers for each question with their response pads. You control
the pace of the questions as they answer with their response pads.

The Student Paced and the Studenatcticemodes allowstudents to answer questions and input
them into CPS atheir own pace.

The Teacheked modes ideal for giving multipleversion tests. Create a FastGrade answer key
for each of the different test versioasid therdistribute the versions to your students. As you
move question by question, each student arstheir question. After you are finished, CPS will
grade all of the versions for you!

C. Elements of CPS

The Classroom Performance System consists of hardware (response pads and a receiver unit) and
software (CPS) to help you create an interactive legrenvironment.

System Requirements

To use CPS, you will need

Intel Pentium 11l or higher microprocessor

At least one open serial port d6B port

A minimum of 512 MB RAM required

At least 120 MB of RAM for CPS software; databases may require more room
Windows 2000 operating system or higher

Screen resolution of 800x600 or better

= =4 =4 -8 -8 -9

We recommend using a projection system, such as a projector, LCD, or TV. However, a
projection system isotrequired to run CPS.

CPS 5.0 Quick Course Guide 6



Hardware

The CPS classroom setup corsgdtthe following:
1 Teacher classroom computdesktop or laptop
1 Receiver unit
i Student response pads

The student response pads have unique buttons representing rehidigke, truefalse and yes
no type question answers.

IR Pads

The IR response padsaumfrared technology to communicate betweer

the response pads and the receiver unit. Students can ansivelem 41

choice questions using teH buttons. Button options not included as

an answer option for a given multipthoice question will be disadad 00

for that particular question. 00
1 Truefalse and yesio questions are answered by usingAtend @ é

B buttons respectively. o0

1 TheF button is a question scrolling functigwhen there are < »

fewer than 6 multiplehoice answer optionsytudents can use
this during theStudent Pacedr StudentPractice mode deliveries
Just press on tHebutton to advance through each question at
interval of less than a second. This is a great function if studer
want to answer questionss] skip question-4.1, and go omt
guestions 1220. They can also go back to the skipped questior

N

-Q/

Press thé button again to stop the scrolling. Figure 3: The IR

f  Under theG andH button are directional arrows. Students use fﬁ#ﬁﬁs '”\‘;ﬁ‘rr]et?]e
this_ fuqction duringStudent PacedndStudent Practice mode  ~pg Soft(‘?,\),/are.
deliveries. It albws students to go backwardsforwards to
guestions, check their answers or ansaver skipped questions.

When students are ready to answer a question, they simply point the response pad at the receiver

unit connected to t hepressaracelease tihedbuttpnaapresentirgy ltheic o mp
answer.

CPS 5.0 Quick Course Guide 7



RF Pads

You can also use radio frequency technology with CPS. In additic
to multiple-choice, true/false, and yes/no question, RF technology
also allows you to ask numeric questidast exampleyou can ask
the question, fAWhat is three
input their answer.

The response pads also allow students to answer numeric questi
with an equation. The s ymbutt on al |l ows st
different symbad: . (decimal), /, _ (space), *, 4,(), =, x, and y.

The RF response pads al so hayv
When Higher Ed studentsrn on the response pads, the pads
automatically search f oscamstil e
have students manually join the class from within CPS.

Software

AED)

0 (|02 | @3

(@405 | rs

G7||H8 [l 19

+-J0[ffsym

Clear send,

Figure 4: The RF Pads
use radio frequency
technology with the CPS
software.

enter

CPS creates a database in which you store your classes, lessons, standards, team activities, and
your Gradebook The database is designated, in Microsoft Windows terminology, as a file with a

*.Cps extension.

CPS 5.0 Quick Course Guide
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Training Course Activities
The following sections of instruction are most effective with hasrdparticipation from you.

A. The CPS Databhase

CPS stores all of your lesson and class information within a datatmasean store an unlimited
number of classes, lessons, standards, team activities, and grade information in one database.

However, the more information you store in one database, the longer it will take your computer
to open the file.

Create a New Databa se

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.

Whet her y-imeCP®seror &seasosdd pro, follow the steps below to create a new
CPS database.

First -time CPS Users

If you have never used CPS before, you will need to creé¢ memmmmmmes =
new *.cps database file.

@ Create a new CPS database.

To create a new CPS database, follow these directions:
1. Open CPS frm the desktop icon. The CPS Open ¢ | £
Create New CPS Database window appears. s
2. ChooseCreate a new CPSFile. e —
3. Click OK. The New CPS File dialog box opens.
4. Go to Step 4 in the next section for further
instructions.

Open an existing CPS database.

mie roddy\Documents\CPS 5.0 BETA\Beta Databases\Random | 4

L
L
L
L

==

Figure 5: Creating a new database
Subsequent CPS Users as a first-time user

If you have used C®before and want to create a new database file, follow these directions:
1. Open CPS from your desktop icon.
2. Click File from the menu bar.
3. Click New Database... A New CPS Database window appearyi] settings Help
4. In theFile Nametext box, type the database name thata@u
creating. The file extension *.cps is automatically added to
your file name.

New Database...
Open Database...
Export Database...

® NOTE: Make certain that you save this database in the SR R
CPSfolder and inside that, tHePS_Database$olderd Eompact Huintis=s
not in theMy Documentsfolder or anyother folder that e Copy it

displays in the Save in dregown list. Figure 6: Creating a

new database from
within CPS

CPS 5.0 Quick Course Guide 9



5. Click Saveand wait while CPS processes your requBEs¢ Engage>Lessons and
Assessmentab opens with your database name in the left panel.

The database you created automatically opens eaelytimstart 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 redadeleted, or moved the file, you

need to create a new .cps file or find a@xesting .cps file from the Open or Create New CPS

File dialog box.

To open an existing database, follow these directions:
1. Open CPS from your desktop icon.

2. Click theFile menu.

3. Click Open Database or look in
the list of recently opened
databases.

4. If you selected th®pen Database
command, an Open CPS File
dialog box appears.

5. Search for and select the databas

you want to activate. Use the
Look in drop-down list if youneed

to find the correct folder.
6. Click Open. Any lessons in this
database display on the

List of recently
opened database
Compact Database

Import Database...

C:\Users\jamie.roddy\Documents\CPS 5.0 BETA'\Beta Databases\Random Databases\English.cps
C:\Users\jamie.roddy\Documents\CPS 5.0 BETA\Beta Databases\New CPS File.cps

CPS 5.0 BETA\Beta Datal
CPS 5.0 BETA\Beta Datal
CPS 5.0 BETA\Beta Datal

s\Random Databases\Curriculum Coordinator database.cps
ents\CPS 5.0 BETA\Beta Databases\English.cps
Documents\CPS 5.0 BETA\Beta Databases\DB for screenshots.cps

C:\Users\jamie.roddy!

to navigate around your hard drivq =«

Figure 7: Opening a recently used database from the
File menu

Prepare>Lessors and Assessmetdb.

Next you will create a class of students.

CPS 5.0 Quick Course Guide

10



B.

The Prepare>Classes and Students Tab

You can add classes of students to your database frdPnepare>CQassesand Studentgab.
When you click thé’repare>Classesand Studentdab, the following window appears if there
are no previous classes entered. Note thespken. The left side ibe¢ dass side and the right
side is the studeside.

New

Class Name

Prepare
£ Classes & Students [2) Lessons & Assessments Team Activities L_J Standards

o

#1import [

L
Home

ats | First Name Last Name Pad ID Student ID Gender Ethnicity Econ Disadv.

Class side \— Student side

Figure 8: Create and manage class rosters from the Prepare>Classes and Students tab.

Create aK -12 Class

A K-12 class is a roster of students using a numbered system of pads. You cah2iclkakses
to CPSOnline or keep them as statoine classes within CPS.

To create &-12 class, follow these directions:

1.

wn

o gk

Click thePrepare>Classes and Studeri&b.
=

Click Newin theHome group " . A popup menu appears.
SelectClass The CPS New Class Wizaagpears.

9 K-12

Choose K12 as youtnstitution Type
Click Nextto continue.

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

CPS 5.0 Quick Course Guide 11



7. Enter yourClass Information

1 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 optioal
room number for your class.
Make this a CPSOnline class (An

T

Class Information

'R

Please enter the following information about your class.

“Teacher 2d
“Class Name
Course Number Section

Period Semester

Campus

Classroom Number

| Make this a CPSOnline class (An Instructor Setup Code is required)

Atendance Options
Display new attendance sessions in the Reports tab

© Display new attendance sessions as Absent/Present
in the Class Info area of the Gradebook tab

Figure 9: Enter class information

instructor Setup Code is required) Leave the box in front of this option blank.
Attendance Options This is the location where you store your attendance records in
CPS. You can choose to vighe attendance as a grade in the Assessments area of the
Report>Gradebookabor choose to view the attendance as Absent/Present in the
Class Info area of theeport>Gradebookab.
8. Click Nextto continue.
9. Click Nextto create your @ss or clickBack to review your information.
10.Click Doneto close the CPS New Class Wizamt return to th@repare>Classes and
Studentgtab, or create another class by clicking the box in front of ¢vent to make
another classoption.

49 Classes & Students | [ ) Lessons & Assessments Team Activities L[ Standards

M Edt s mport [

" o Class name

i — appears here

Class Name z Last Name Pad ID tue I Gen thnicit? Econ Disad
R —

Figure 10: After you create a class, the class name appears on the classes side of the
Prepare>Classes and Students tab.

Add Students to K -12 Class

Once you have created a class in the database, you can add students to tNauctasscreate

a class of default students or persarathe default student dataspecifically fit your class

requirements.

To add students to a-k2 class, follow these directions:
1. Click thePrepare>Classes and Studeri&b.

2. Select a class nanfimm the class side that you want to add students to

CPS 5.0 Quick Course Guide
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New

3. Click Newin theHome groug

. A pop-up menu appears.

4. SelectStudent CPS displaysiedefaultstudent information CPS automatically saves

the default student data row.

PR R

Prepare

£ Classes & Students || Lessons & Assessments

ML |/ Edit

New

= Print
Class

Student

¥ Delete

Default Class
Editing

Import [4]save
Export

Home

% cut
Copy

Team Activities

| Standards

Last Name

Student data row

Figure 11: Add students to a K-12 roster

5. Quickly add personalized student information to a student data row by typirg in th
student 6s fi fabkeypama, yourckeyhbheard, type i
and clickEnter on your keyboard. Clickingnters aves the studentos i
automatically moves you to the next student data row. CPS automaticailysatbe

next student a pad I D number in numeric or
number by clicking on the Pad ID data field and entering in a new pad ID. Data fields
include the following fields:
1 First name (required)
1 Last name (required)
1 Pad ID (required)
9 Student ID (required for REAP)
1 Gender(required for REAP)
1 Ethnicity (required for REAP)
1 Economically disadvantaged (not required)
® NOTE: If you are using REAP, each student must haveiquestudent ID. If you
know your s tibhsdpeast sdthethi ThetlDsimaytbe alphaeric, but
must have at least 5 total characters and/or numbers.
6. Click Savein theHome groug Esave when you have added allteket udent sé6 dat a

CPS wil |l aut omat i c mformationdnithe ptudaside.t he st udent

You can use any class you create in this database in conjunction with any debgeyg. Click
the column headers, First Name, Last Name, or Pad ID, from the ssigiemight or bottom
window)to sort the view of the students in a class.

Next you will download state standards from elnstruction and import them into your database.

CPS 5.0 Quick Course Guide 13



C. The Prepare>Standards Tab

Download State Standards from elnstruction

You can download state and national standards from elnstructaomy bf these standards are
also available for REAP reporting.

To download standards, follow these directions:

1. Goto
http://www.einstruction.com/downloads

2. From the pulldown menu, choosgtate

Standards.

Click OK to continue.

Select a state from the pulbwn menu.

Click Go.

Choose the Standards from the links provided.

A File Download window appears.

Click Save A Save As window appears. Figure 12: Doyvnloading state standards

Browse through your computer to choose théfom elnstruction

location to which gu would like to save the standards.

9. Click Save

o gk w

o~

Import Downloaded Standards

Most states with CR8nabled schools have their standards on the web for easy access. If
elnstucti on has posted your statebs educational
computer and import them into your CPS database.

To import downloaded standards, follow these directions:
1. Open CPS from your desktop icon.
2. Click thePrepare>Standedstab.

23 Import...

The CPS Import Standards window

3. Click Import in theStandardsgrouj
appears.
4. Click theBrowsebutton. An Open dialog box appears.
5. Select the path and file name of the standard you want to importliodfkan: box.
6. Click theOpenbutton. The imported standards display in the CR8port Standards
window.
7. Select the standards you would like to import by clicking the box next to the standard so
that a checkmark appears.
8. Click OK.
This may take CPS a few minut@spending on the amount of standards you are importing.
Your standards will be in the standard side ofRhepare>Standardsab.

@ NOTE: CPS does not allow you to edit the attributes of standards downloaded from
elnstruction6és wedasel titlegdetails, 8ade typek,aamdbrg.at t r i but
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