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CPS Quick Course Overview  
Welcome to the eInstruction family! eInstructionôs Classroom Performance System (CPS) will 

help you create an interactive learning classroom, as well as help you with your classroom 

administrative tasks. This Quick Course will outline the basic steps in using CPS in your 

classroom. For more information on all of CPSôs features, please see the CPS 5.0 Userôs Guide.  

 

A. CPS Training Course Objectives 
By achieving the objectives in this course, you can develop your CPS skills and become a more 

effective instructor with CPS. The CPS educational system is designed to 

¶ Engage all students  

¶ Provide instant feedback to teachers and students  

¶ Collect all objective student performance results 

¶ Increase the flow of student performance data  

¶ Eliminate the administrative tasks of grading objective questions (both homework and 

tests) 

¶ Provide an electronic Gradebook with reports 

 

B. What CPS Can Do For You! 
CPS is most effective when used one of two ways: 

¶ As an Instructional tool in the classroom, absolutely no preparation work is necessary to 

use CPS in the classroom. 

¶ As an Assessment tool for student performance records, you can record student feedback 

from paper or CPS homework, tests, quizzes, and more. 

 

You can also use CPS as  

¶ 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 the CPS Verbal Questions 

function to ask questions during your lecture in coordination with existing questions from the 

textbook, from your own PowerPoint presentation, from a question database, or any other non-

CPS question source. CPS is capable of collecting class feedback and recording it for your 

grading and administrative use. 

 

Figure 1 shows an example of running your PowerPoint presentation and CPS simultaneously. 

The PowerPoint slide projects along with the CPS Verbal Questions taskbar.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From this taskbar you can ask a verbal question in any one of six question types.  Students use 

their response pads to record their answers. 

 

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 file for Question. 

 

 

 

 

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. 

 

CPS Verbal Engage toolbar 
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CPS a s an Assessment Tool  

In addition to asking verbal questions on-the-fly, students can respond to hardcopy worksheets 

and CPS homework, tests, quizzes, and other class work with their response pads.   

 

Use the FastGrade feature as a supplement to worksheets and other hardcopies.  You can create a 

FastGrade answer key, distribute hard copies of the assessment to students, and have students 

respond for a quick grade. And when students arrive to class with their homework or they finish 

their in-class 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 question, you can see the Cumulative Percent Correct for that question in the 

Feedback Grid. As an instructor, you can look at this percentage and determine if you need to 

immediately go back and re-teach this topic. 

 

To access to the Show Cumulative Percent Correct option, follow these directions: 

1. Open the CPS Delivery Options window by clicking the Options button on the CPS 

Engage toolbar of on the Verbal CPS Engage toolbar.  (For more information about the 

CPS Engage toolbar, please see the Use the CPS Engage Toolbar section of this guide. 

For more information about the CPS Verbal Engage toolbar, please see the 

Engage>Lessons and Assessments Tab section of this guide.) 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. 

 

 

 

 

 

 

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. 
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CPS as a Review Tool  

Use the CPS Team Activities function to deliver a fastest-finger type game, called There It I s!, 

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

on collaborative learning. 

 

CPS as a Testing Tool  

You can deliver tests to your class using the Standard, Student Paced, Student Practice, or 

Teacher Led mode.  

 

The Standard mode works like your lecture lessons, where students take the paper test first at 

their own speed, then input 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 Student Practice modes allow students to answer questions and input 

them into CPS at their own pace.  

 

The Teacher Led mode is ideal for giving multiple-version tests. Create a FastGrade answer key 

for each of the different test versions, and then distribute the versions to your students. As you 

move question by question, each student answers their 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 learning environment.  

 

System Requirements  

To use CPS, you will need 

¶ Intel Pentium III or higher microprocessor  

¶ At least one open serial port or USB 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 

 

We recommend using a projection system, such as a projector, LCD, or TV. However, a 

projection system is not required to run CPS. 
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Hardware  

The CPS classroom setup consists of the following: 

¶ Teacher classroom computer: desktop or laptop 

¶ Receiver unit 

¶ Student response pads 

 

The student response pads have unique buttons representing multiple-choice, true-false and yes-

no type question answers. 

 

IR Pads  
The IR response pads use infrared technology to communicate between  

the response pads and the receiver unit. Students can answer multiple-

choice questions using the A-H buttons. Button options not included as  

an answer option for a given multiple-choice question will be disabled  

for that particular question. 

 

¶ True-false and yes-no questions are answered by using the A and 

B buttons respectively.  

¶ The F button is a question scrolling function (when there are 

fewer than 6 multiple-choice answer options). Students can use 

this during the Student Paced or Student Practice mode deliveries. 

Just press on 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 the F button again to stop the scrolling. 

¶ Under the G and H button are directional arrows. Students use 

this function during Student Paced and Student Practice mode 

deliveries. It allows students to go backwards or forwards to 

questions, check their answers or answer any skipped questions. 

 

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

unit connected to the teacherôs personal computer, press and release the button representing their 

answer. 

 

 

 

 

 

 

 

 

 

 

 

Figure 3: The IR 
Pad uses infrared 
technology with the 
CPS software. 
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RF Pads  
You can also use radio frequency technology with CPS. In addition 

to multiple-choice, true/false, and yes/no question, RF technology 

also allows you to ask numeric questions. For example, you can ask 

the question, ñWhat is three squared?ò and allow your students to 

input their answer. 

 

The response pads also allow students to answer numeric questions 

with an equation. The ñsymò button allows students to enter eight 

different symbols: . (decimal), /, _ (space), *, +, -, ( ), =, x, and y. 

 

The RF response pads also have an ñAuto Joinò mode for Higher Ed. 

When Higher Ed students turn on the response pads, the pads 

automatically search for a receiver unit to ñjoin.ò Teachers can still 

have students manually join the class from within CPS. 

 

Software  

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 4: The RF Pads 
use radio frequency 
technology with the CPS 
software. 
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Training Course Activities  
The following sections of instruction are most effective with hands-on participation from you. 

 

A. The CPS Database 
CPS stores all of your lesson and class information within a database. You can 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.  

Whether youôre a first-time CPS user or a seasoned 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 create a 

new *.cps database file.   

 

To create a new CPS database, follow these directions: 

1. Open CPS from the desktop icon. The CPS Open or 

Create New CPS Database window appears. 

2. Choose Create a new CPS File.  

3. Click OK . The New CPS File dialog box opens.  

4. Go to Step 4 in the next section for further 

instructions. 

 

 

 

Subsequent CPS Users  

If you have used CPS 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 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 folderð

not in the My  Documents folder or any other folder that 

displays in the Save in drop-down list.  

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

Figure 6: Creating a 
new database from 
within CPS 
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5. Click Save and wait while CPS processes your request. The Engage>Lessons and 

Assessments tab opens with your database name in the left panel. 

 

The database you created automatically opens each time you start 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, follow these directions: 

1. Open CPS from your desktop icon. 

2. Click the File menu. 

3. Click Open Database, or look in 

the list of recently opened 

databases. 

4. If you selected the Open Database 

command, an Open CPS File 

dialog box appears. 

5. Search for and select the database 

you want to activate.  Use the 

Look in drop-down list if you need 

to navigate around your hard drive 

to find the correct folder. 

6. Click Open. Any lessons in this 

database display on the 

Prepare>Lessons and Assessment tab. 

 

Next you will create a class of students.  

 

 

 

 

 

 

 

 

 

 

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

List of recently 

opened databases 
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B. The Prepare>Classes and Students Tab 
You can add classes of students to your database from the Prepare>Classes and Students tab. 

When you click the Prepare>Classes and Students tab, the following window appears if there 

are no previous classes entered. Note the split screen. The left side is the class side and the right 

side is the student side. 

 

 
 

 

 

Create a K - 12 Class  

A K-12 class is a roster of students using a numbered system of pads.  You can link K-12 classes 

to CPSOnline or keep them as stand-alone classes within CPS.   

  

To create a K-12 class, follow these directions: 

1. Click the Prepare>Classes and Students tab. 

2. Click New in the Home group .  A pop-up menu appears.   

3. Select Class.  The CPS New Class Wizard appears. 

4. Choose K-12 as your Institution Type . 

5. Click Next to continue.  

6. If this is your first time creating a CPS class, enter your Contact Information and click 

Next to continue.  If you have previously created a CPS class, CPS stored your contact 

information.  You will automatically move to the Class Information page. 

 

 

 

 

 

 

 

 

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

Class side Student side 
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7. Enter your Class Information.   

¶ 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. 

¶ Make this a CPSOnline class (An 

instructor Setup Code is required):  Leave the box in front of this option blank. 

¶ Attendance Options: This is the location where you store your attendance records in 

CPS. You can choose to view the attendance as a grade in the Assessments area of the 

Report>Gradebook tab or choose to view the attendance as Absent/Present in the 

Class Info area of the Report>Gradebook tab. 

8. Click Next to continue. 

9. Click Next to create your class or click Back to review your information. 

10. Click Done to close the CPS New Class Wizard and return to the Prepare>Classes and 

Students tab, or create another class by clicking the box in front of the I want to make 

another class option. 

 

 

 

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, follow these directions: 

1. Click the Prepare>Classes and Students tab. 

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

 
Figure 9: Enter class information 

 

Class name 

appears here. 

Figure 10: After you create a class, the class name appears on the classes side of the 
Prepare>Classes and Students tab.  
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3. Click New in the Home group . A pop-up menu appears. 

4. Select Student.  CPS displays the default student information.  CPS automatically saves 

the default student data row.  

 

 

5. Quickly add personalized student information to a student data row by typing in the 

studentôs first name, click the Tab key on your keyboard, type in the studentôs last name, 

and click Enter on your keyboard.  Clicking Enter saves the studentôs information and 

automatically moves you to the next student data row.  CPS automatically assigns the 

next student a pad ID number in numeric order.  You may change the studentôs pad ID 

number by clicking on the Pad ID data field and entering in a new pad ID.   Data fields 

include the following fields: 

¶ First name (required)  

¶ Last name (required)  

¶ Pad ID (required) 

¶ Student ID (required for REAP) 

¶ Gender (required for REAP) 

¶ Ethnicity (required for REAP) 

¶ Economically disadvantaged (not required) 

 NOTE: If you are using REAP, each student must have a unique student ID. If you 

know your studentsô 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 in the Home group  when you have added all the studentsô data.  

CPS will automatically display the studentsô information in the student side. 

 

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.  

 

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

 

Figure 11: Add students to a K-12 roster 

Student data row 
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C. The Prepare>Standards Tab 

Download State Standards from eInstruction  

You can download state and national standards from eInstruction. Many of these standards are 

also available for REAP reporting.  

 

To download standards, follow these directions: 

1. Go to 

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

2. From the pull-down menu, choose State 

Standards. 

3. Click OK to continue.  

4. Select a state from the pull-down menu. 

5. Click Go. 

6. Choose the Standards from the links provided. 

A File Download window appears. 

7. Click Save. A Save As window appears. 

8. Browse through your computer to choose the 

location to which you would like to save the standards.  

9. Click Save. 

 

Import Downloaded Standards  

Most states with CPS-enabled schools have their standards on the web for easy access. If 

eInstruction has posted your stateôs educational standards, then you can download them to your 

computer and import them into your CPS database.    

 

To import downloaded standards, follow these directions: 

1. Open CPS from your desktop icon. 

2. Click the Prepare>Standards tab. 

3. Click Import in the Standards group .  The CPS Import Standards window 

appears. 

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

5. Select the path and file name of the standard you want to import in the Look in: box. 

6. Click the Open button.  The imported standards display in the CPS ï Import 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 minutes depending on the amount of standards you are importing.  

Your standards will be in the standard side  of the Prepare>Standards tab. 

 

 NOTE: CPS does not allow you to edit the attributes of standards downloaded from 

eInstructionôs website.  Standard attributes are: title, details, code, type, and org.  

 

Figure 12: Downloading state standards 
from eInstruction 

http://www.einstruction.com/downloads

