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Chapter 1: Getting Started  
 
The Classroom Performance System (CPS), developed by eInstruction Corporation, is a software 

and hardware package.  The hardware consists of a radio frequency (RF) or infrared (IR) 
response pads and receiver unit. The CPS software allows you to create and deliver course-
relevant questions and standards.  Students use their response pads to respond to the questions 

and standards you deliver.  The receiver unit records studentsô performance results.  Then CPS 
compiles and reports student performance results. 

 
With CPS you can 

¶ 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 district or state 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. 

 

 
 

 
 
 

 
 

 
 
 

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

 
For those who would like CPS training, please visit our training site at 
www.einstruction.com/training.   

 
 

 
 
 

This chapter provides you with information on 

¶ Installing CPS 

¶ Mouse/Keyboard Shortcuts 

¶ Software Support Information 

¶ New Features in CPS 5  

 

 

http://www.einstruction.com/downloads
http://www.einstruction.com/training
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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 512 MB RAM (512 recommended) 

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

¶ Microsoft Windows 2000 with Service Pack 2, Windows XP Professional or Home 
Edition, or Windows XP Tablet PC Edition, Windows Vista  

¶ Screen resolution of 800x600 or higher 

 

Mac Operating System 

¶ Mac OS X, including 10.3.9 and greater 

¶ PowerPC G3 300 MHz or better processor, including G4  

¶ 512 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  CPS from the CPS Installation CD  
1. Insert the  CPS Installation CD into your CD-ROM drive.  The Install window appears 

with the following options: 

¶ Install CPS: Click this button to begin the CPS installation process. 

¶ Content: Click this button to access links for  downloading standards, 

downloading Image Library, and going to McGraw-Hill textbook list. 

¶ Training : Click this button to  access links for Webinar training, and training 

videos. 

¶ Other Products: Click this button to access links for other great CPS products, 

such as: CPS Chalkboard, REAP, ExamView Assessment Suite, and ExamView 
Learning Series. 

¶ Contact Us: Click this button to contact eInstruction and eInstructionôs Technical 
Support.  

2. Click the Install CPS button to install CPS. If the installation process does not start in 

two minutes: 
a) Click the Start button from your Windows taskbar.  

b) Click the Run command. A pop-up window appears.  Type CD-ROM drive 
ñ:\install.exe in the pop-up window. For example: d:\install.exe 

c) Click OK . 



Chapter 1: Getting Started  

11  

 

3. Click I Agree and Continue in the License Agreement dialog box. If you do not agree, 
the installation process stops. 

4. Follow the Install Wizard prompts to finish installing CPS.  

Mouse/Keyboard Shortcuts  
The CPS Guide and software uses normal Windowôs conventions. They include the following 

¶ 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 function 

description. 

¶ 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. 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 Ctr l 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 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 

http://support.microsoft.com/default.aspx?scid=kb;EN-US;q126449
http://support.microsoft.com/default.aspx?scid=kb;EN-US;q126449
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Software Support Information  
CPS aids your instructional delivery process and enhances your flexibility and creativity. If you 
have any questions about CPS, please contact a CPS Technical Support Agent.  

Hours  
Monday - Thursday 7 A.M. - 6 P.M. CT 

Friday 7 A.M. - 5 P.M. CT 
 

Contact Information  
Chat and Email: http://www.einstruction.com/support 
Knowledge Base: http://kb.einstruction.com 

Phone: 888.333.4988 
 

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

Online Training: http://www.einstruction.com/training 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

http://www.einstruction.com/support
http://kb.einstruction.com/
http://www.einstruction.com/pds
http://www.einstruction.com/training
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New Features in CPS 5  
CPS 5 includes many new features that enable you to easily navigate and use CPS.  These new 
features also enable you to create a more fun and flexible learning environment.  These new 

features include 

¶ Application Updates: CPS automatically checks for updates and informs you when CPS 

software and firmware updates are available.  

¶ CPS User Interface:  CPS 5 contains an upgraded user interface.  The upgraded user 

interface allows you to easily utilize all the functions of CPS, including: creating classes, 
students, lessons, and questions; engaging lessons and assessments; utilizing the CPS 
Gradebook and report functions, and much more!  

¶ Workflow :  CPS 5 contains an improved workflow that simplifies creating, engaging, 
and reporting content and assessments. All appropriate items are grouped under Prepare, 

Engage, and Report. 

¶ Engage Content: CPS 5 allows you to easily engage multiple lessons with ExamView 

banks and PowerPoint files. 

¶ Gradebook:  CPS 5 contains an upgraded Gradebook.   Some notable upgrades are: the 

Gradebook automatically sets the view to the current date; and you can easily populate 
the From and To date fields, and Grading Period fields.  

¶ Question Templates Organization: Question templates within CPS 5 are organized in a 

streamlined manner that allows you to easily select and utilize any question template.  

¶ Test Pads: With CPS 5, it is simple to utilize the Test Pad  function.  

¶ Join Tuning : CPS 5 now contains a Join Tuning feature for Higher Education use.  

¶ CPS Charting Window: The CPS Charting tool now contains 2D capability.  The CPS 

Charting window displays frequencies and percentages directly on the charts.  

¶ Copy, Cut, and Paste Functionality : CPS 5 allows you to copy, cut, and paste 

information to lessons, lesson questions, and student records. 

¶ In-line Student Editing : CPS 5 allows you to more easily edit student information.   

¶ Loaner Pad: CPS 5 allows instructors to provide loaner pads to Higher Education 
students. 

¶ CSV Class Import: CPS 5 includes extended columns for CSV class import.  

¶ Update Service: CPS 5 includes an Update service that notifies you of future releases of 

CPS and upgrades for CPS.   

¶ New Content File Types: CPS 5 includes the ability to associate additional file types to 

lessons. 

¶ New Content Folder: CPS 5 includes the ability for you to create organizational folders 

to better organize your content.  

¶ Snapshot Button: During the response cycle, you can also take screenshot of the current 

screen by using the Snapshot button. 
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Chapter 2: CPS Overview  
 
You will quickly integrate CPS into your lessons by understanding a few important concepts 

within CPS.  The CPS program is divided into three basic categories: create, engage, and report. 
 
Create 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 

¶ Delivery modes 

¶ Engaging students in the classroom 

 

Report Functions (Chapter 5)  

¶ Reporting System 

¶ Types of Reports 

¶ Add non-CPS-generated grades 

¶ Setup your Gradebook 

¶ Keep attendance records 

 

Create  Functions  
You create databases using the CPS creation function.  Any one database contains classes and 

students, team activities, assessments in lessons and standards, a gradebook, and reports. 
 
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 Report>Reports tab also has a function that allows you to 

quickly take attendance by using the response pads. 
 
Team Activities are game boards that award point values for correctly answered questions that 

you have delivered from a lesson or standard. 
 

Lessons of questions or coordinating answer keys are stored in databases that you create.  The 
lessons are delivered in a classroom environment.  Students use their response pads to respond to 
the questions, and CPS records performance data per student.  You may use the recorded 

performance data at anytime.   
 

Standards are state, district, school or instructor established goals for entire lessons or 
individual questions.  You may associate standards with questions, deliver those questions to 
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students, and then generate performance reports sorted by standards.  This allows you to see 
performance data in relation to standards. 

Engage Functions  
You can use a CPS delivery session to present questions to students in various formats such as:  

¶ Verbal questions 

¶ FastGrade answer keys 

¶ Team Activities 

¶ Questions from a lesson or standard 
  

The CPS response system is the hardware system that consists of a receiver unit and set of 
response pads. Students use their infrared or radio frequency response pads to answer questions.  

The receiver unit uses infrared or radio frequency signals to capture studentsô responses to 
questions and record studentsô responses for later evaluation. CPS uses the CPS response system 
to create an interactive classroom and to record performance data.  

 
From the Engage>Lessons and Assessments tab, you can delivery your assessments as a 
Teacher Led assessment, Student Paced assessment, or Student Practice assessment  These 

modes of delivery record student performance. This data is available for evaluation via the 
Report>Reports tab, and if you so specify, CPS records grades in the Gradebook. You can also 

deliver questions using the Preview command on the Prepare>Lessons and Assessments tab or 
the Prepare>Standards tab; however, Preview does not record performance data. 
 

From the Engage>Team Activities tab, you can deliver questions, which are taken from lessons 
or standards, in a game board setting.  Your students may not even realize they are learning! 

 

 Report  Functions  
CPS compiles reports from the performance data collected from each studentôs response pad.  
CPS takes information submitted by each studentôs response pad during a delivery session and 

organizes the information by class, attributes the data to the appropriate student/team, and makes 
the performance data available to view via the Report>Reports tab.  You can also choose to 

include recorded performance data in the Report>Gradebook tab. 
 
CPS saves the performance data captured by the CPS response system during a delivery session 

in the database.  You may access this performance data via the Report>Reports tab.  A report 
contains information including student name, pad ID, ratio of attempted to correct responses, and 

percentage correct.  CPS contains multiple types of reports that offer you variety and flexibility 
when reviewing student data.  CPS also offers the ability to export these reports to word 
processing or spreadsheet applications. 

 
The Gradebook is an organizational tool that keeps studentsô 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: Create  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.  

 
 

 
 

 
 

 
 
 

 
 

 
 

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 performance data.  A CPS database contains 
lessons, standards, classes, team activities, performance data (reports), the Gradebook, and 

attendance records.  This section will show you how to 

¶ Create new databases 

¶ Protect database with a password 

¶ Open existing databases 

¶ Import/Export databases in XML 
 

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 youôre a first-time CPS user or a seasoned pro, follow the steps below to create a new 

CPS database. 
 

 

 

 

This chapter shows you how to 

¶ Create databases 

¶ Create lessons  

¶ Use eI TownCenter 

SEARCH 

¶ Create standards 

¶ Create classes 

¶ Create team activities 
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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 a location that 
you can remember later. The install program created the 

eInstruction and CPS_Databases folders on your hard drive when 
you installed the databases from CD, so you can save databases in 

CPS_Databases if you wish.   

/ Please refer to the Install Free Database of Questions section 

for information about existing databases. 

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.  

 
 
 

 
 

 
 
 

Figure 1: Creating a new database 
as a first-time user 

Figure 2: Creating a 
new database from 
within CPS 
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Protect a Database  with a Password  
You can use the Password option to prevent your database from being opened, and possibly 
altered, by anyone who does not have your permission.  The Password option protects your 

database; therefore, it also protects all the information within your database, such as your 
lessons, classes, and standards.   The Password option is available from the Settings menu. 
 

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 ñonò in order to establish a database password. 

¶ Any time you access a password-protected database, 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.  

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

you do not have to provide the password.  

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

password. 
 

To enable the Passwords function, follow these 

directions: 
1. Click the Settings menu. 

2. Select the Passwordsé command. The Edit 
Password window appears. 

3. Choose to Enable Password Protection for 

this CPS database in order to activate the 
password fields.  

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

5. Create your own hint or reminder question to 

help you remember your password.  

6. Click OK  to save your password protection 
information. 

 
To disable the Passwords function, follow these directions: 

1. Click the Settings menu. 

2. Select the Passwordsé 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. 

 

 

Figure 3: Password-protecting a CPS 

database 
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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. 
 

Import/Export XML Databases  
You can import or export an entire CPS database, which includes lessons, standards, team 
activities, and Gradebook, into a new database. 

 

Export a Database  
You can use and XML format to export an entire database.  The database contains lessons, 
standards, team activities, classes, and your Gradebook.   

 
To export a database, follow these directions: 

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. 
4. Browse through your computer to find the location to which 

you would like to save your exported database. 

5. Type in a database name in the File name text box. 
6. Click Save to save your database, as an XML file, to your 

computer. 

Figure 4: Opening a recently used database from the 
File menu 

Figure 5: Exporting a 
database from the File menu  

List of recently 

opened databases 
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Import a  Database  
You can import a database in an XML format into a new or existing database.   
 
To import a database, follow these directions 

1. Open CPS from your desktop icon. 
2. Open the database into which you would like to import an 

existing database. Alternatively, create a new database.  

/ Please refer to the Create a New Database section for 

information on creating a new database. 
3. Click the File menu and choose Import  Database.... The 

Import Packaged Database window appears. 
4. Browse through your computer until you find the database you 

would like to import. 

 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.  
 
CPS will store all of your data in the appropriate CPS tabs.  For example, your lessons will be in 

the Prepare>Lessons and Assessments tab, and Engage>Lessons and Assessments tab.  Your 
team activities will be in the Prepare>Team Activities tab and the Engage>Team Activities tab.  

You will be able to edit your imported data just like any other lesson, standard, class, team 
activity, or gradebook entry in your database. 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 

 

 

 

Figure 6: Importing a 
database from the File 
menu 
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Lessons  
CPS provides you with several ways to create a lesson.  You can  

¶ Create traditional lessons with class participation questions 

¶ Create lessons using PowerPoint 

¶ Create lessons using the FastGrade option: with a FastGrade lesson there is no need for 
you to create questions 

¶ Create lessons using the CPS Question Author window and toolbar 

¶ Create quick CPS answer keys to accompany existing hard copy material using the 

FastGrade option 

¶ Import entire lessons from other CPS databases 

 
The Prepare>Lessons and Assessments tab screen and the Engage>Lessons and Assessments 

tab screen 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 

Orientation located in the List  group . 

 
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 contains 
child- level lessons, then a plus (+) symbol appears next to the parent lesson name.  Click the plus 

(+) symbol to see all child- level lessons.  
 
The right window (bottom in horizontal view) lists all of the questions associated with the lesson 

name highlighted in the lesson side.  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. 

 

 
 

 
Figure 7: Viewing the Prepare>Lessons and Assessments tab 

Lesson side 

 

Question side 
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Figure 9: Creating a CPS Lesson with the CPS 
Lesson Attributes window 

When you highlight a lesson name from the lesson side, all questions for the highlighted lesson, 
including any child-level lessons, display on the question side.  The question side also displays 

the number of questions, the type of question, and each questionôs 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.  
 

This Lesson section will show you how to 

¶ Create lessons 

¶ Create FastGrade lessons 

¶ Create lesson questions 

¶ Edit lessons 

¶ Create rubrics 

¶ Import lessons 
 

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 these directions: 

1. Open the database in which you want to create a lesson.  

2. Click the Prepare>Lessons and Assessments tab.   
a. To create a parent- level lesson, 

highlight the database name, which 
is listed first on the lesson side.   

b. To create a child- level lesson, 

highlight a lesson name.  CPS will 
list the new lesson beneath the lesson 

name you highlighted.  

/ Please refer to the Lessons section for 

information about parent- level lessons 
and child- level lessons. 

3. Click New in the Home group .      A 

menu appears.  
4. Click the Lesson menu item. 

5. The CPS Lesson Attributes window 
appears.  

6. Type in the title of your lesson. Optionally, 

you can add a description, unique identifier, 
or associate a picture file that you can view 

in There It Is! mode. 
7. Click OK . 
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Figure 8: Creating a title for a FastGrade lesson in 
the CPS Lesson Attributes window 

 
 

You can use the keyboard commands Ctrl  and Ctrl+Shift , along with mouse selections and 
movement to move, copy, or link lessons.  

/ Please refer to the Mouse/Keyboard Shortcuts section for more shortcut hints. 
 

Create FastGrade Lessons  
Use the FastGrade feature as a supplement to worksheets and other hardcopies.  You can create a 
FastGrade answer key, distribute hard copies to the students, and have them respond for a quick 
grade. 

 
When you create a FastGrade lesson, please have a hard copy of the course material with you, 

preferably one that has the correct answers indicated.  You should make this FastGrade lesson 
before you present it to your students.  
 

To create a FastGrade lesson, follow these directions: 
1. Open CPS from your desktop icon. 

2. Click the Prepare>Lessons and Assessments tab. 
3. Select the database name or lesson name, from the lesson side (left or top window) of the 

screen that you want to create a FastGrade lesson in. 

4. Click New in the Home group .  A 
menu appears. 

5. Select the FastGrade menu item. The CPS 
Lesson Attributes window opens.   

6. Type a name for your FastGrade lesson in the 

Title  box and optionally, a description or 
unique identifier. You can also add a picture 

file (jpeg, bitmap, or gif) that will appear when 
you engage the lesson in There It Is! mode. 

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. 
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¶ Standards associated with the current question: Standards in the open database 

appear so that you can associate them with each question if you like.  

¶ Curr ent 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 questionôs 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 questionôs type and correct answer as well as displaying the 
number position of this question as the Current Question #. 

¶ Rubricé: Allows you to associate a rubric with a question. 

¶ Add: Allows you to add a numeric question. 

¶ Other: Allows you to create ñplaceholderò questions for essays, short answer, etc.). 
NOTE:  If left at default, ñOtherò question types engage as subjective, MC8 answer 

questions. 
 

8. Click the blue answer button that corresponds with the question type and correct answer 

for each question. 
9. Repeat step 8 until youôve entered every question into the CPS FastGrade window. 

10. Click OK . The Prepare>Lessons and Assessments tab appears with the FastGrade lesson 
name in the lesson side of the window.  

Using the CPS FastGrade window 
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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.  This section will show you how to  

¶ Use the Question Author window 

¶ Create questions in a parent- level or child-level lesson 

¶ Create subjective questions 

¶ Create chalkboard questions 

¶ Select a question template  

¶ Add audio/video notes to lesson questions 

¶ Add notes to lesson questions  

¶ Create lesson questions with graphics 

¶ Display graphics within lesson questions 

¶ Assign difficulty levels to lesson questions 

¶ Associate standards to lesson questions 

¶ Associate categories to lesson questions 

 
 

Use the Question Auth or Window  
Use the main ribbon in the Question Author window to complete the following tasks: 

 
 
 

 
 

 

¶ Click  in the Navigate group to create a new question. 

¶ Click  in the Navigate group to save the question and remain in the CPS Question 

Author window. 

¶ Click  in the Navigate group to close the Question Author window. 

¶ Click  in the Navigate group to move to the previous or next question in the 
lesson. 

¶ Click  in the Navigate group to save the current question and move to the 
previous or next question in the lesson. 

Figure 12: Using the Question Author window to create a question 
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¶  Utilize the buttons within the Font group to 
change the text options for a question. 

¶ Click  in the Format group to select a template style to apply to the question.  
Template styles include: Chalkboard, graphic, no graphic. 

¶ Click the blue arrow in the drop-down box  in the Format group to select 
a question template.  

¶ Click  in the Format group to utilize the Chalkboard function.  You 
must choose Chalkboard as the template style in order for the Show Question button to 
become active.   

¶ Click  in the Options group to select delivery options for the question.  Delivery 
options include 

o Show image after response 
o Show image full screen 
o Exclude questions from Self-paced and Practice assessments. 

o Engage as Freeform 

¶ Click  in the Options group to  

o Associate the question with a standard 

/ Please refer to the Associate Standards to Questions sections for instructions 

on how to associate standards to questions. 

o Assign a category to the question 

o Include notes and media with the question 

o Assign a difficulty level to the question  

¶ Click  in the Proofing group to preview the question. 

¶ Click  in the Proofing group to check spelling.  You may decide to  

o Check spelling now 

o Check spelling upon saving the question 

o Select check spelling options   
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Create Questions in  a Parent - level or Child - level L esson  
To create questions in a parent- level or child- level lesson, follow these directions: 

1. Open CPS to the Prepare>Lessons and Assessments tab.  
2. Highlight the lesson, from the lesson side (left or top window) of the screen,  you want to 

include the question in.  The question side of the screen will be empty if you have not 
previously added or imported any questions. 

3. Click New in the Home 

group . A menu appears. 

4. Select the Question menu item. 
The CPS Question Author window 
appears. 

5. Click Template in the Format 

group .  Select the 

template style you want to apply to 
the question.  You may select: 
Chalkboard, no graphics, add 

graphics 
6. Click the blue arrow in the drop-

down box in the Format 

group .  A list of question 
templates appears.  These question 

templates are associated with the 
template style you selected in step 5.  

/ Please refer to the Select a Question Template section for detailed information about 
available question templates. 

7. Type the question in the question box of the question template you selected. 
8. Type answers in the answer boxes of the question template you selected. 

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

10. Click Save in the Navigate group  to save the question.  

11. Repeat steps 5-10 to add additional questions to the lesson. 
12. When you finish adding questions, click the Close in the Navigate group. All questions 

appear in the question side of the Prepare>Lessons and Assessments tab. 
 

/ Please refer to the Edit Lesson Questions section for information about editing 

existing questions.  
 

Figure 13: Creating a question from the Question 

Author window 

 

Question Box 

Answer 

Boxes 
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Create Subjective Questions  
You can create subjective questions, with no ñcorrectò answer, within a CPS lesson. These 
subjective questions use the Performance Question template in the CPS Question Author 
window.  

 
To create a subjective question, follow these directions: 

1. Open CPS to the Prepare>Lessons and Assessments tab. 
2. Highlight the lesson you want to include the subjective question in.  The question side of 

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

3. Click New in the Home group . A menu appears. 
4. Select the Questioné menu item. The CPS Question Author window appears. 

5. Click Template in the Format group .  Select the template style you want to 
apply to the question.  You may select: Chalkboard, no graphics, add graphics. 

6. Click the blue arrow in the drop-down box in the Format group .  A list of question 
templates appears.   

7. Select Performance Question. 

8. Type your question in the Question Box. 
9. Select an associated rubric from the Associate Rubric box. 

10. Click Save in the Navigate group  to save your question.  

11. Click Close in the Navigate group  to close the CPS Question Author window. 

 
Alternatively, you can create subjective multiple-choice, true/false, or yes/no question by 
following these directions: 

1. Open CPS to the Prepare>Lessons and Assessments tab. 
2. Highlight the lesson you want to include the subjective question in.  The question side of 

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

3. Click New in the Home group . A menu appears. 
4. Select the Questionémenu item. The CPS Question Author window appears. 

5. Click Template in the Format group .  Select the template style you want to 
apply to the question.  You may select 

¶ Chalkboard 

¶ No graphics 

¶ Add Graphics 
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6. Click the blue arrow in the drop-down box in the Format group .  A list of question 
templates appears.  These question templates are associated with the template style you 

selected in step 5.  Choose a multiple-choice, true/false, or yes/no question template. 
7. Ensure there are no checkmarks inside the boxes next to the answers.  

8. Click Save  in the Navigate group to save your question. 
9. Close the CPS Question Author window to return to the Prepare>Lessons and 

Assessments tab. 

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

Create Chalkboard Question s  
The Chalkboard template in the CPS Question Author window allows you to create custom 

images or drawings for your questions.  

/ Please see the Engage Verbal Questions with the CPS Chalkboard section for more 

information about the CPS Chalkboard. 
  

To create a Chalkboard question, follow these directions: 
1. Open CPS from your desktop 

2. Open the Prepare>Lessons and Assessments tab. 
3. Click on the lesson, from the lesson side (left or top window) of the screen, you want to 

add a Chalkboard question to.  

4. Click New in the Home group .  A pop-up menu appears. 
5. Click Question from the pop-up menu.  The CPS Question Author window opens.  

6. Click the blue arrow in the Template drop-down menu in the Format group .  
A list of question templates appears. 

7. Select Chalkboard from the list of question templates.  The Chalkboard question 

template appears.  
8. Use the Chalkboard toolbar, on the left-hand side of the CPS Question Author window, to 

add images, draw on the screen, or alter the pen settings. 

 Click the Pencil button to draw on the Chalkboard template.  

 Click the Eraser button to erase a portion or all of the drawing on the Chalkboard  

template. 

 Click the Line Tool button to draw lines on the Chalkboard template. 

 Click the Delete button to erase the Chalkboard template. 
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 Click here to select a color. 

 Click here to select a line width. 

 Click the Answer button to show the question and answer stem for the question 
displayed on the Chalkboard template. 

 Click the Import Image button to import an image. 

 Click the Reload button to reload the most recent image file.  

 Click here to load a previously used image.  
9. Use the Answer button to select the answer stem for the question. You can choose from 

Y/N, T/F, MC2, MC3, MC4, MC5, MC6, MC7, MC8, Numeric, or Short Answer. 
10. Type the answers into the answer boxes. 

11. Click Save in the Navigate group  to save the question.  

12. Click Close in the Navigate group  to close the Question Author Window.  
 

 

Select Question Template s 
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. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ Chalkboard: The chalkboard template 
gives you the opportunity to 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. 

. 

 

 

 

¶ MC2, Answer Graphics II : This is a 
multiple-choice question with 2 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. 

¶ 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 
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¶ 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. 

¶ 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. 

¶ 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. 
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¶ MC6, 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. 

¶ MC6, Question Graphic: This is a 

multiple-choice question with 6 answer 
choices (A-F) and a graphic associated 

 

¶ 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.  

¶ 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. 

 

¶ MC5, 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. 

¶ MC5, 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. 

¶ MC5, 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. 

¶ MC5, 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. 

¶ MC5, 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. 

¶ MC5, 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. 

¶ MC5, 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. 
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 NOTE: You will not be able to use MC6 - MC8 question types with IR pads in Student 
Paced or Student Practice modes because the F, G, and H buttons are directional buttons. 

 
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. 
 
 

¶ 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 

¶ 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. 

 

¶ 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. 
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Add Audio/Video Notes to  Lesson Questions  
Attach videos, audio clips, and more to your CPS questions.  

/ Please refer to the Add Notes to Lesson Questions section below 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. 

 

To add Audio/Video notes to lesson questions, follow these directions: 

1. Open the Prepare>Lessons and 

Assessments tab. 

2. Click on the lesson name you want to 
include a question with audio/video 
notes to.  The questions in the lesson 

will display on the question side of the 
screen. 

3. Double-click on the question to which 
you want to add a note.  The CPS 
Question Author window appears. 

4. Click Question in the Options 

group . A pop-up menu 

appears.  
5. Select Notes and Media.  The 

Question Note window appears. 
6. Click on the Audio/Video tab.  
7. Click Browse. Locate the file you wish to attach and click Open. The CPS File Details 

window appears. 
8. 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, ñMake all file(s) 

available after response.ò 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 after delivering the question. If you are 

using the Auto Move to Next Question feature, this box must be left unchecked for 
your note to be available. 

9. Click Close to exit the Question Note window.  This automatically saves any changes.  
You will return to the CPS Question Author window.  

Figure 14: Adding an Audio/Video note to a question 
from the Audio/Video tab of the Question Note 

window 
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10. Click Save in the Navigate group  to associate this audio/video note with this 
question.  

11. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 

 

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. 
 

To add notes to a lesson question, follow these directions: 
1. Open the Prepare>Lessons and Assessments tab 

of CPS. 
2. Click on the lesson name you want to include a 

question with notes to.  The questions in the 

lesson will display on the question side of the 
screen. 

3. Double-click on the question to which you want 
to add a note.  The CPS Question Author window 
appears. 

4. Click Question in the Options group.  A 
pop-up menu appears.  

5. Select Notes and Media.  The Question Note 

window appears. 
6. Type in your note, under the CPS Notes tab. 
7. Use the Font button and Color button 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 Font button. 

¶ Color: make all of the text in your note, or only selected words in your note, colored 

to draw attention to it. 
8. Click Close to exit the Question Note window.  This automatically saves any changes.  

You will return to the CPS Question Author window.  

9. Click Save in the Navigate group  to associate this note with this question.  

Figure 15: Adding an Audio/Video Note to a question 

from the Audio/Video tab of the Question Note 
window 
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10. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 

 
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 é 
command from the Question menu item. 

 

Create Lesson 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.  

 
To create a question with a graphic, follow these directions 

1. Open the Prepare>Lessons and Assessments tab of CPS. 
2. Click on the lesson name you want to include a question with graphics to.  The questions 

in that lesson will display on the question side of the screen. 

3. Double-click on the question you want to add a graphic to.  The CPS-Question Author 
window opens. 

4. Click Template in the Format group .  A pop-up menu appears.  

5. Click Add graphics, and select the graphic style.  
6.  Right-click inside the graphic area.  A shortcut menu appears. 

7. Click the Browse command. The Set Image File window opens. 
8. 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. 
9. Highlight a graphic file that you want to display in this graphic area. 
10. Click the Open button. The graphic appears in the graphic area of the question or answer 

option you selected. 

11. Click Save in the Navigate group  to associate the graphic with this question.  

12. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 
 

 
 

 
 

Display Graphics  within Lesson Questions  
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Show Image  After Response  
The Show Image After Response option is available only with question templates that include a 

question graphic.  
 

To use the Show Image After Response option, follow these directions: 
1. Open the Prepare>Lessons and Assessments tab of CPS. 
2. Click on the lesson name that contains the question you want to utilize the Show Image 

After Response option for.  The questions in that lesson will display on the question side 
of the screen. 

3. Double-click on the question, that contains a graphic, you want to utilize the Show 

Image After Response for.  The CPS Question Author window appears. 
4. Click Engage in the Options 

group .  A pop-up menu 
appears. 

5. Click the Show Image After 

Response menu item.  A checkmark 
appears next to the option. 

6. Click Save in the Navigate 

group .  

7. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 

 

 NOTE: If you have the Show Image After Response 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 the Show Image After Response option, follow these directions: 

1. Open a question from the Prepare>Lessons and Assessments tab. The CPS Question 
Author window appears. 

2. From the CPS Question Author window, Click Engage in the Options group .  A 

pop-up menu appears. 
3. Click the Show Image After Response menu item so that the checkmark disappears.   

4. Click Save in the Navigate group  to save the change.  

Figure 16: Displaying a graphic after the response with 

the Show Image After Response option 
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5. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 

 

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

To use this option, follow these directions: 
1. Open the Prepare>Lessons and Assessments tab of CPS. 

2. Click on the lesson name that contains the question you want to utilize the Show Image 

Full Screen option for.  The questions in that lesson will display on the question side of 
the screen. 

3. Double-click on the question you want to utilize the Show Image Full Screen option for.  
The CPS Question Author window appears. 

4. Click Engage in the Options group .  A pop-up menu appears. 
 

5. Click the Show Image Full Screen 

menu item.  A checkmark appears 
next to the option. 

6. Click Save in the Navigate 

group .  

7. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments 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 the Show Image Full Screen option, follow these directions: 

1. Open a question from the Prepare>Lessons and Assessments tab. The CPS Question 
Author window appears. 

2. From the CPS Question Author window, Click Engage in the Options group .  A pop-up 

menu appears. 
3. Click the Show Image Full Screen menu item so that the checkmark disappears.   

Figure17: Displaying a graphic full screen with the 
Show Image Full Screen option 
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4. Click Save in the Navigate group  to save the change.  

5. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 
 

Exclude Question from Self - Paced and Practice Assessments  
The Exclude Question from Self-Paced and Practice Assessments 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 you deliver Self-Paced assessments and Practice assessments. 

 
For example, you have a five question paper-based test that you want to deliver and grade as a 

Self-Paced assessment or Practice assessment.  
Questions 1, 2, 4 and 5 are all multiple-choice, but 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.  

 
Students have the convenience of being automatically transferred to the next available multiple-
choice question instead of having to skip over questions that cannot be answered using their pad.  

 
To use the Exclude Question from Self-Paced and Practice Assessments option, follow these 

directions: 
1. Open the Prepare>Lessons and Assessments tab of CPS. 
2. Click on the lesson name that contains the question you want to utilize the Exclude 

Question from Self-Paced and Practice Assessments option for.  The questions in that 
lesson will display on the question side of the screen. 

3. Double-click on the question you want to utilize the Exclude Question from Self-Paced 

and Practice Assessments option for.  The CPS Question Author window appears. 

4. Click Engage in the Options group .  A pop-up menu appears. 

 
 

 
 

5. Click the Exclude Question from 

Self-Paced and Practice 

Assessments menu item.  A 

checkmark appears next to the option. 
6. Click Save in the Navigate 

Figure 18: Excluding a question from SMA mode with 

the Exclude Question from SMA option 
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group .  

7. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 
 

To turn off the Exclude Question from Self-Paced and Practice Assessments option, follow 
these directions: 

1. Open a question from the Prepare>Lessons and Assessments tab. The CPS Question 
Author window appears. 

2. From the CPS Question Author window, Click Engage in the Options group .  A 

pop-up menu appears. 
3. Click the Exclude Question from Self-Paced and Practice Assessments menu item so 

that the checkmark disappears.   

4. Click Save in the Navigate group  to save the change.  

5. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 
 

Engage as FreeF orm  
Choose the Engage as FreeForm option to deliver freeform questions with your lessons. 
Choosing this option will not change the information in the Question Author window; however, 

your questions will be delivered in a freeform control rather than in the template. This option 
allows you to display questions with a large amount of text, without needing to scroll through the 

information.  
 

 

To use the Engage as Freeform option, follow these directions: 
1. Open the Prepare>Lessons and Assessments tab of CPS. 

2. Click on the lesson name that contains the question you want to utilize the Engage as 

Freeform option for.  The questions in that lesson will display on the question side of the 
screen. 

3. Double-click on the question you want to utilize the Engage as FreeForm option for.  
The CPS Question Author window appears. 

4. Click Engage in the Options group .  A pop-up menu appears. 
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5. Click the Engage as FreeForm menu 

item.  A checkmark appears next to 
the option 

 
6. Click Save in the Navigate 

group .  

7. Click Close in the Navigate group  to return to the Prepare>Lessons and 

assessments tab. 

 
To turn off the Engage as Freeform option, follow these directions: 

1. Open a question from the Prepare>Lessons and Assessments tab. The CPS Question 

Author window appears. 

2. From the CPS Question Author window, Click Engage in the Options group .  A 

pop-up menu appears. 
3. Click the Engage as Freeform menu item so that the checkmark disappears.   

4. Click Save in the Navigate group  to save the change.  

5. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 

 
 

Assign Difficulty Levels to Lesson Question s 
Questions can range in difficulty from 1 (easiest) to 5 (hardest).  

 
To assign a difficulty level to a question, follow these directions: 

1. Double-click on a question from the Prepare>Lessons and Assessments tab. The CPS 
Question Author window appears. 

2. Click Question in the Options group .  A pop-up menu 

appears.  
3. Use the up and down arrows in the Difficulty menu item to 

select a difficulty level ranging from 1-5. 

Figure 19: Engaging a question in FreeForm mode 
with the Engage as Freeform option  

Figure 20: Choosing a 
question difficulty level 

from the Question 
Author toolbar 
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4. Click Save in the Navigate group .  

5. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab.  The difficulty level you assigned to the question will appear next to the 
question in the Difficulty column.  

 

Associate Categories to a Lesson 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, follow these directions: 

1. Create a new question or double-click on an existing question in the Prepare>Lessons 

and Assessments tab. The CPS Question Author window appears. 

2. Click Question in the Options group .  A pop-

up menu appears.  
3. Click the Categories menu item.  The Categories 

window appears.  

4. Type a category name in the Question(s) belong to 

these categories: box. You can add multiple 

categories by separating them with a comma. 
5. Click Add to List . The category name will appear in 

the category list box. CPS will automatically 

associate the current question with the categories you 
create. Alternatively, you can add a new category by 

clicking New and typing in the category name. 
6. Click OK to save your changes and return to the 

CPS Question Author window. 

7. Click Save in the Navigate group .  

8. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 
 

Associate Standards to a Lesson Question  
In the Question Author window, after you typed in a question and answer options, you can 

associate specific standards to the question.   

Figure 21:  Associate a category to 
a question using the Categories 

window 
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To associate specific standards to a question, follow these directions: 

1. Click on the Prepare>Lessons and Assessments tab. 
2. Double-click on the question, form the question side (right or bottom window) of the 

screen that you want to associate a standard to.  The CPS Question Author window 
appears. 

3. Click Question in the Options group .  A pop-up menu appears.  

4. Click the Standards menu item.  The CPS Question Standards window appears. 
5. Click inside the boxes beside the 

standards you want to associate 
with this question.  You may 
associate the questions with 

multiple standards. Use  to 
see any child-level standards and 

select them if you like. 
6. Click OK  to save the association 

and return to the CPS Question 

Author window. 
7. Click Save in the Navigate 

group .  
8. Click Close in the Navigate 

group  to return to the Prepare>Lessons and Assessments tab. 

 
To review which standards are associated with any question, open a question in the CPS 

Question Author window and repeat steps 2 and 3. 
 

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, follow these directions: 
1. Open the Prepare>Lessons and Assessments tab. 

Figure 22: Associating standards to a question with 

the CPS Question Standards window 
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2. Select a lesson from the lesson side of the screen. 

3. Click Builder in the Lessons group .  The Builder window opens showing the 

features listed below: 
 

 

 

¶ The File menu allows you to alter the target lesson you are building from, import 
lessons from a different database (.cps file), and close the Builder window.  

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

¶ The bottom left pane lists the lessons available in the open database. 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.  

o The Link Selected Questions button allows you to select questions from 

the bottom right pane and copy the questions to the top pane.   
o The Link R andom Questions button allows CPS to select random 

questions from the open database and copy them to the top pane.   
 

 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 

File menu 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 File menu to 
select a different lesson name from the open database. 

 

Figure 23: Creating lessons using the Lesson Builder  

 

This pane contains the lesson to which you are adding questions. 

This pane 

contains lessons 

and standards 

available in the 

open database. 

This pane contains questions available in 

the lesson or standard selected in the 

bottom left pane.  



Chapter 3: Create Functions  

 

46  

 

4. 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 right 
pane. 

5. Select questions, from the bottom right pane, to copy or link into the target lesson.  
6. Press the Ctrl key and your mouse simultaneously to select specific questions to include 

in the target lesson. While pressing your mouse button, drag those selected questions into 

the top pane. 
7. Use the Link  or Copy option buttons, in the 

Dragged Questions area, to choose how you 
want the questions moved.  

8. Click the Link R andom Questions button to 

choose the number of specific question types 
you want to include in the target lesson. Click 

the OK  button to complete this random 
selection. 

9. Close the Lesson Builder to return to the 

Prepare>Lessons and Assessments tab. Your 
lesson will appear in the left (or top in 

horizontal view) window. 
 

 
 

 
 

 
 
 

 
 

 

Figure 24: Selecting random questions 

from the Random Question Selector in the 
Builder window 
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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 questions to an existing lesson 

¶ Edit lesson questions 

¶ Rearrange questions within a lesson 

¶ Copy questions 

¶ Delete a lesson 

¶ Delete lesson questions 

¶ Delete graphics from questions 

¶ Adjust the question font 

¶ Add a special character to a question or answer 

¶ Search for questions 

¶ Spell-check questions 

¶ Print lessons and question 

 

Edit Lesson Attributes  
To edit lesson attributes, follow these directions: 

1. Open CPS from your desktop icon. 

2. Click the Prepare>Lessons and 

Assessments tab. 
3. Select the lesson, from the lesson side of the 

window, you want to edit. 

4. Click Edit in the Home group . 

Alternatively, right-click and choose the 
Edité command from the shortcut menu or 
double-click the lesson name. The CPS 

Lesson Attributes window appears. 
5. Edit the lesson title, the lesson description, 

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

6. Click OK  to save your changes or click 
Cancel to negate your changes. 

 
 
 

 
 

 

Figure 25: Editing a lesson with the CPS Lesson 
Attributes window 



Chapter 3: Create Functions  

 

48  

 

 
 

Add  Questions to an Existing Lesson  
To add questions to an existing lesson, follow these directions: 

1. Highlight a lesson name from the lesson side of the Prepare>Lessons and Assessments 

tab. The question side should be empty if you have not previously added or imported any 

questions. 
2. Click New in the Home 

group . A menu appears. 

3. Select the Questionémenu 
item. The CPS Question Author 

window appears. 
4. Click Template in the Format 

group .  Select the 

template style you want to apply 
to the question.  You may select 

¶ Chalkboard 

¶ No graphics 

¶ Add Graphics 
5. Click the blue arrow in the drop-

down box in the Format 

group .  A list of question 

templates appears.  These question templates are associated with the template style you 
selected in step 4.   

6. Select a question template.  

/ Please refer to the Select a Question Template section for detailed information about 

the available question templates. 
7. Type the question in the question text box of the template you selected. 
8. Type answers in the answer boxes of the template you selected. 

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

/ Please refer to the Question Author Window section for detailed information about 

the function of each button within the Question Author window.  

10. Click Save in the Navigate group  to save the question.  

11. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 

 

Figure 26: Adding additional questions to a lesson 
with the CPS Question Author window 
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Remember to save your question before exiting the CPS Question Author window. 

 

Edit Lesson Questions  
To edit lesson questions, follow these directions: 

1. Click the Prepare>Lessons and Assessments tab. 
2. Select the lesson from the lesson side (left or top window) of the screen.  The questions 

within the selected lesson appear on the question side (right or bottom window) of the 
screen.   

3. Select that question, you want to edit, from the question side of the window. 

4. Click Edit from the Home group .  Alternatively, right-click the selected question 
and choose the Edit  é command from the shortcut menu or double-click the selected 

question. This opens the CPS Question Author window. 
5. Make any changes to the question, answer choices, question template, subjective status, 

difficulty level, format, note, and standards from the Question Author 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. 

6. Click Save in the Navigate group  to save changes you made to the question.  

7. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 
 

Rearrange Quest ions within a Lesson  
You can rearrange the order of questions within a lesson.  

 
To move a lesson question, follow these directions: 

1. Click on the Prepare>Lessons and Assessments tab. 

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

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

4. Click Up or Down from the List group  to move the question. 
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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 L essons  
To copy questions to other lessons, follow these directions: 

1. Click the Prepare>Lessons and Assessments tab. 
2. Select a lesson from which you want to copy questions to another lesson. Questions in the 

selected lesson appear in the question side (right or bottom) of the window. 
3. Select a question or a group of questions. You can select a group of questions by 

simultaneously pressing the mouse button and pressing the Ctrl  button from the 

keyboard. 
4. 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 L esson  
To copy questions within the same lesson, follow these directions: 

1. Click the Prepare>Lessons and Assessments tab. 

2. Select a lesson from the lesson side of the window. Any questions in the lesson appear in 
the question side (right or bottom) of the window. 

3. Select a question or a group of questions.  You can select a group of questions by 

simultaneously pressing the mouse button and pressing the Ctrl  button from the 
keyboard. 

4. Select Copy from the Home group . 
5. Click your mouse on the question side (right or bottom) of the window.  

6. Select Paste from the Home group .  The copied question appears in the 

question side (right or bottom) of the window.  
 

Delete  a Lesson  
To delete an entire lesson of questions, follow these directions: 

1. Click the Prepare>Lessons and Assessments tab. 
2. Select the lesson, which you want to delete, from the lesson side (left or top) of the 

window.   

3. Click Delete from the Home group . Alternatively, right-click on the lesson 
name and choose the Delete command from the shortcut menu. A confirmation message 

appears. 

 NOTE: If you select a lesson that has child- level lessons beneath it, the child- level 
lesson(s) delete as well. Use caution when deleting lessons from the lesson side of the 

window. 
4. Click OK to delete the lesson or Cancel to stop. 
5. Repeat steps 2-4 for as many lessons as you want to delete. 
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Delete Lesson Questions  
To delete lesson questions, follow these directions: 

1. Click the Prepare>Lessons and Assessments tab. 
2. Select the lesson, which contains the questions you want to delete, from the lesson side 

(left or top) of the window. 
3. Select the question(s) you want to delete from the question side (right or bottom) of the 

window. 

4. Click Delete from the Home group . Alternatively, right-click on the selected 

questions and choose the Delete command from the shortcut menu. A confirmation 
appears.  

5. Click OK  to delete the question or Cancel to stop. 

6. Repeat steps 2-5 for as many questions as you want to delete from this lesson.  
7. Click the lesson name in the lesson side (left or top window) to see updated question 

numbers. Question numbers update automatically when you exit the lesson. 
 

Delete Graphics from Questions  
To delete graphics from questions, follow these directions: 

1. Click the Prepare>Lessons and Assessments tab. 

2. Select the lesson, from the lesson side (left or top window), that contains the question 
with the graphic you would like to delete. 

3. Select the question, from the question side (right or bottom window), that contains the 
graphic you want to delete.  

4. Click Edit from the Home group . 

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.  

5. Right-click on the graphic area. A shortcut 

menu appears.  
6. Click the Remove command. The graphic is 

deleted, but the question template that allows 
a graphic is still active.  

¶ 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, click Template 

in the Format group and select either the Chalkboard menu item or the No 

Graphic menu item, then click the blue arrow in the drop-down menu in the 
Format group and select a question template.   

Figure 27: Removing a graphic from a question 

in the CPS Question Author window 
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7. Click Save in the Navigate group  to save changes you made to the question.  

8. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 
 

Adjust the Question Font  
You can adjust the font displayed for all CPS questions (default font), or for a particular question 

or answer.  
 

Change the Default Font  
When you type in your first question, in the 
Question Author window, you see the font 

style that comes with CPS. You can alter the 
default font so that every new question you 

type appears with your chosen font style.  
 
To change your default font, follow these 

directions: 
1. Click the Settings menu. A menu 

appears. 
2. Choose Default Font. The Font 

window appears.  

3. Adjust the style, size, or color in this 
dialog box. 

4. Click OK  to save your new default 
font. 

 

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, follow these directions: 

1. Open the CPS Question Author window.  You can open the CPS Question Author 

window by double-clicking on a question in the Prepare>Lessons and Assessments tab. 
2. Highlight the question and/or answer text in the CPS Question Author window.   

Alternatively, click the green arrow in the Font group  and select Select All. 
3. Click the font options in the Font group to adjust the font of the highlighted text.  Font 

options include 

¶ Text font 

¶ Text size 

¶ Text styles including: Bold, italic, underline, strike through, superscript, and 

subscript 

Figure 28: Setting the default font from the Font 
window 



Chapter 3: Create Functions  

 

53  

 

¶ Text color 

4. Click Save in the Navigate group  to save changes you made to the text.  

5. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 

 

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, follow these directions: 

1. Open the CPS Question Author window by double-clicking on the question, in the 

Prepare>Lessons and Assessments tab, you want to add a special character to.   
2. Place your cursor in the question or answer text box where you want to place the special 

character. 

3. Click the Character Map button in the Font group .  The Character Map window 

appears. Notice the font currently selected in the Font drop-down list. 
4. Adjust this font style if you like by using the 

arrow in that drop-down list to see other 

character map options.  
5. Find the character in the large portion of the 

window you want to incorporate into your 
questions or answers. 

6. Click the Select button. That character appears 

in the Characters to Copy text box. 
7. Repeat steps 4 and 5 for as many characters as 

you want to add. 
8. Click Copy. 
9. Close the Character Map to return to the CPS 

Question Author window. Make sure your 
mouse cursor is where you want the characters 

to go.  
10. Use the keyboard command CTRL+V  to Paste the characters into this area.  

/ Please refer to Mouse/Keyboard Shortcuts section for information on keyboard 

commands.  
 

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

Figure 29: Choosing a special 

character from the Character Map 
window 
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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 for the question.  

 
To search for questions, follow these directions: 

1. Open CPS to the Prepare>Lessons and Assessments tab or Prepare>Standards tab.  
2. Select the lesson or standard, from the lesson or standard side (left or top window) of the 

screen that has a question you would like to search for.  Questions within the lesson or 

standard display on the question side (right or bottom window) of the screen. 
3. Select the question you would like to search for. 

4. Click Question Finderéin the Questions 

group .  Alternatively, right-click on the 

question to access the pop-up menu and choose 
Question Finderé.  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. 

¶ 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.  

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 Prepare>Lessons and Assessments tab or 
Prepare>Standards tab. 
 

 
 

 
 

Figure 30: Searching for a 

question using the CPS Question 

Finder window 
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Spell - check Questions  
CPS can spell-check your questions with the CPS Spell Checker. You can use spell-check in 
several ways. You can spell-check questions within an entire lesson.  You can automatically 
spell-check each question before moving to the next question, or you can use the Spell Checker 

icon to check a specific question within the CPS Question Author window.  
 

Spell - check Questions within an Entire Lesson  
To use the CPS Spell Checker to spell-check questions within an entire lesson, follow these 

directions: 
1. Open the Prepare>Lessons and 

Assessments tab. 

2. Click on the lesson name you want to 
spell-check questions in. 

3. Click Check Spelling in the Home 

group .  If the Spell 
Check finds any misspelled words, the 

Spell Check window appears.  
4. Use the Spell Check window to change 

the spelling, ignore the word, or access 
the Spell Checker Options window.  

/ Please refer to the Set Spell 

Checker Options section for more 
information on changing the Spell 

Checker options. 
 

Spell - check Questions within the CPS Question Author Window  
To use the CPS Spell Checker in the Question Author window, follow these directions: 

1. Open the Prepare>Lessons and Assessments tab. 
2. Create a new question or edit an existing question. The CPS Question Author window 

appears. 

/ Please refer to the Create Lesson Questions section or Edit Lesson Questions section 
for more information on creating or editing a question.  

 

3. Click  in the Proofing group. The CPS Spell Checker automatically spell-checks 

your question.  If the Spell Checker finds any misspelled words, the Spell Check window 

appears.  Alternatively, you can select Spelling in the Proofing group .  A menu 

appears. 

¶ Select the Check Spelling Now menu item to spell-check the question now. 

¶ Select the Check Spelling on Save menu item to check the spelling of the 

question when you save it in the Question Author window.  
4. Use the Spell Check window to change the spelling, ignore the word, or access the Spell 

Checker Options window.  

Figure 31: Spell-check ing a questions with the 

Spell Check window 
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/ Please refer to the Set Spell Checker Options section for more information on 

changing 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, follow these directions: 
1. Click the Prepare>Lessons and Assessments tab.  
2. Select a question you would like to spell-check or create a new question. The CPS 

Question Author window appears.  

/ Please refer to the Create Lesson Questions section for more information on creating 

lesson questions. 
3. Click Spelling in the Proofing 

group .  A menu appears.  
4. Select the Spell Checker Options menu 

item.  The Spell Checker Options window 

appears. 

¶ Ignore uppercase words - To have 

Spell Checker ignore capitalized letters, 
click the box 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. 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 Figure 32: Spell Checker Options 

window 
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Add Words to the Spell Checker  Dict ionary  
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, follow these directions: 

1. Click the Prepare>Lessons and Assessments 

tab. 

2. Select a question you would like to spell-check 
or create a new question. The CPS Question 
Author window appears.  

3. Click Spelling in the Proofing group .  A 
menu appears.  

4. Select the Spell Checker Options menu item.  
The Spell Checker Options window appears. 

5. Click Edit.... The User.doc - 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   
You can print your CPS lesson (be it an exam, homework or review), hand it out to students, and 

then grade the material with the CPS response system.   You can print lessons directly from CPS, 
or you can export lessons to a word processing application and print the lesson from the word 
processing application.  

 

Print CPS Lesson from CPS  
To print your CPS lesson from CPS, 
follow these directions: 

1. Click the Prepare>Lessons and 

Assessments tab. 
2. Select the lesson, from the lesson 

side (left or top window) of the 
screen, you want to print. 

3. Click Printé in the Lessons 

group . The CPS ï Print 
Questions window appears. 

Alternatively, right-click on the 
lesson name to access the pop-up 
menu.  Choose Print  Questions 

from the pop-up menu. The CPS 

Figure 33: Creating a custom dictionary 

with the Dictionary Notepad window 

Figure 34: Printing questions from the CPS Print 

Questions window 
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Print Questions window appears. 
 

4. Click inside the box in front of the questions you want to print, or click Select All  in the 
lower left corner to include every question on the printout.  A checkmark will appear in 

the box in front of the questions you selected.  

¶ If you want an answer key, an area for including a name, an area for including a date, 

or a combination of any of the available options included in your printout, check the 
box or boxes at the bottom of the CPS ï Print Questions window that coincide with 
your preference.  

5. Click the Preview button . The Print Preview window opens showing the 
selected questions just as they will printðexcept 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. 

6. Click  on the top toolbar to print the selected questions as they appear in the Print 
Preview window.   The Print widow appears. 

7. Make sure you are connected to a printer, and then click the OK button to print this 
lesson.  

8. In the CPS Print Questions window, click the Close button to return to the 
Prepare>Lessons and Assessments tab. 
 

 

Print CPS Lessons from a Word Processing Application  
To print your CPS lesson from a word processing application, follow these directions: 

1. Click the Prepare>Lessons and Assessments tab. 

2. Select the lesson, from the lesson side (left or top window) of the screen, you want to 
print. 

3. Click Printé in the Lessons group . The CPS ï Print Questions window 

appears. Alternatively, right-click 
on the lesson name to access the 

pop-up menu.  Choose Print 

Questions from the pop-up 
menu. The CPS Print Questions 

window appears. 
4. 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 including a name, an 

area for including a date, or a 
combination of any of the 
available options included in 

your printout, check the box 
or boxes at the bottom of the  

Figure 35: CPS Print Questions window 
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CPS ï Print Questions window that coincide with your preference.  

5. Click the Preview button . The Print Preview window opens showing the 

selected questions just as they will printðexcept 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. 

6. Click Output from the side toolbar.  A list of export options appears.   
7. Select the RTF File or Text File export option.  

¶ An RTF file will open in Microsoft Word.   

¶ A Text File will open in Notepad.  

The Export report to RFT File or Export Report to Text File window appears.  
8. Use the Save in: drop-down menu to locate the location you want to save the lesson. 
9. Type in the file name in the File name: box. 

10. Click Save. 
11. The lesson questions open in the word processing application. Look at the word 

processing applicationôs 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. 

12. Review the file and make any layout adjustments. 
13. Click the File menu and the Print  command.  The Print window appears.  

14. 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. 

15. Return to the Reporting Preview window and click Close. 
16. In the CPS Print Questions window, click the Close button to return to the 

Prepare>Lessons and Assessments tab. 
 

Create Rubrics  
You can create custom rubrics for performance questions. When you engage performance 

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 Report>Gradebook tab.  

 
This section will show you how to 

¶ Create a rubric 

¶ Associate a rubric to a performance question 

¶ Edit a rubric 

¶ Copy a rubric 

¶ Delete a rubric 
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Create a New Rubric  
To create a new rubric, follow these directions: 

1. Click the Settings menu. 
2.  Select Performance Question Rubric  Wizardé menu item.  The CPS Performance 

Question Wizard appears.  
3. Check the Create New Rubric 

box , in the New Rubric 
section. 

4. Click Next to continue. 
5. Fill in the Rubric  Name box. 
6. Choose the number of categories from the Total 

Number of Categories pull-down menu.  
7. Click Next to continue.  

8. Type in the names of your categories, or leave 
the default names. 

9. Click Next to continue.  

10. Verify that the information you previously 
entered is correct. Click Back to edit the 

information and Next to save the information. 
11. Click Done to save your rubric and return to 

the Prepare>Lessons and Assessments tab. 

 
Associate a Rubric to a 
Performance  Question  
To associate a rubric to a performance 
question, follow these directions: 

1. Click on the Prepare>Lessons 

and Assessments tab. 
2. Select the lesson, from the lesson 

side (left or top window) of the 
screen that contains the 

performance question you want 
to associate a rubric with. 

3. From the question side (right or 

bottom window), double-click on 
the performance question you 

want to associate with a rubric. 
The CPS Question Author 
window appears. 

4. Click the Associated Rubric 

drop-down menu. 

 NOTE: You can only associate a rubric with a performance question.  If you do not 
see the Associated Rubric drop-down box, follow these directions 

Figure 36: Creating a rubric for the first 
time using the CPS Performance Question 
Wizard 

Figure 37: Choosing a rubric to associate with a 
performance question 
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a. Click the blue arrow in the Format group .  A drop-down menu 
appears. 

b. Click Performance Question.  This changes the current question template 
to a performance question template.  The Associated Rubric drop-down 

box will appear at the bottom of the Question Author window.  
5. Select the rubric you want to associate with this question. 

6. Click Save in the Navigate group .  

7. Click Close in the Navigate group  to return to the Prepare>Lessons and 

Assessments tab. 

 NOTE: If you use the Performance Question template and you use CPSOnline, on the 
Advanced Engage Options window make sure to uncheck the Automatically  Upload 
box. 

 

Edit a Rubric  
You can edit existing rubrics in CPS.  
 
To edit a rubric, follow these directions: 

1. Click the Settings menu.   
2. Select the Performance Question 

Rubric  Wizard... menu item. The 
CPS Performance Question Wizard 
appears. 

3. Select the rubric you want to edit 
from the list of existing rubrics in 

the Existing Rubrics section.     
4. Click the circle next to the Edit  

option so that a dot appears.  

5. Click Next to continue. 
6. Edit the Rubric  Name and/or Total 

Number of Categories.  
7. Click Next to continue. 

8. Edit any of the category names.  
9. Click Next to continue. 

10. Verify that your rubric information is correct: click Back to change the information and 
Next to continue. 

11. Click Done to save your rubric. 

 
 

Figure 38: Editing a rubric from the CPS Performance 
Question Wizard 
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Copy a Rubric  
You can copy a rubric in CPS.  
 
To copy a rubric, follow these directions: 

1. Click the Settings menu. 
2. Select Performance Question 

Rubric  Wizard.... The CPS 
Performance Question Wizard 
appears. 

3. Select the rubric you want to 
copy from the list of existing 

rubrics in the Existing Rubrics 
section.     

4. Click the circle next to the 

Copy option so that a dot 
appears.  

5. Click Next to continue. 
6. Edit the Rubric  Name and 

Total Number of Categories.  

7. Click Next to continue. 
8. Edit the category names.  

9. Click Next to continue. 
10. Verify that your information is 

correct: click Back to change the information and Next to continue.  

11. Click Done to save your rubric. 
 

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, follow these 
directions: 

1. Click the Settings menu. 

2.  Select Performance Question 

Rubric  Wizardé.  The CPS 

Performance Question Wizard 
appears.  

3. Select the rubric you want to 

delete from the list of existing 
rubrics in the Existing Rubrics 

section.   
4. Click the Delete button.  A 

confirmation window appears.  

Select OK to delete the rubric, or 
select Cancel to negate this 

 

Figure 39 : Copy a rubric from the CPS Performance 

Question Wizard 

 
Figure 40: Delete a rubric from the CPS 
Performance Question Wizard 
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action.  You will return to the CPS Performance Question Wizard. 
5. Click Cancel to exit the CPS Performance Question Wizard. 

 

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 Microsoft Word 

¶ Import ExamView lessons 

¶ Import PowerPoint Presentations 

 NOTE: CPS cannot import questions with images larger than 64K. 

 

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.  
 

To import CPS lessons, follow these directions: 
1. Open CPS from your desktop icon. 

2. Open the database into which you want to import the lesson, and click the 
Prepare>Lessons and 

Assessments tab. 

/ Please refer to the Open an 
Existing Database section for 

information on how to open an 
existing database. 

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

4. Click Import from the Lessons 

group .  Alternatively, 
right-click the selected lesson 

name and choose the Import  
command from the shortcut menu. 
The CPS Import Lessons window 

appears. 
5. Click the Browse button. An Open 

dialog box appears.  
6. 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 Figure 41: Importing a CPS lesson to another 

database 
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the CPS Import Lessons window. Any lessons in the database appear in the larger text 
area of the CPS ï Import Lessons window. 

7. Select individual lessons from this 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. 

8. 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 Prepare>Lessons and Assessments 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.  

 

Im port 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 studentôs results, 
follow the directions below to import the data into your CPS database.  

 
To import scanner results, follow these directions: 

1. Open CPS from your desktop icon. 

2. Open the database into which you want to import the scanner performance results. 
3. In the Prepare>Lessons and Assessments tab, create a FastGrade lesson with the correct 

number of questions and answers to correspond with the scanner fileôs answer key.  

/ Please refer to the Create FastGrade Lessons section for information on how to create 

a FastGrade lesson. 

 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. In the Prepare>Lessons and Assessments tab, right-click on the FastGrade lesson, on the 

lesson side (left or top window) of the screen, you want to import scanner results for.  A 
menu appears. 
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5. Select the Create Scanner Sessioné menu item.  The Feature Activation dialog box 
appears, prompting you to enter the 

activation key for the scanner feature. 
6. Use the key provided with your CPS 

system from NCS Pearson, or call 
eInstruction 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 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 in putting 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. 
o If you select Yes, your scanner session will be imported and available for 

generating extensive data reports via the Report>Reports tab.  

o 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. 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

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.  

Figure 42: Activating a scanner session from the 

Feature Activation dialog box 
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To import your files, follow these directions: 

1. Open your file in Microsoft Word. You will need to format your document before 
importing it.  

/ Please refer to the CPS Import from 
Word Format section below for 

information on how to format your 
document before importing it. 

2. Click the Save as option from the File 

menu. The Save as window will open.  
3. 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. 

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

4. Open CPS from your desktop icon.   

5. Click on the Prepare>Lessons and Assessments tab. 
6. Click Import...  in the Lessons 

group . 
7. 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.  
8. Click Open and CPS will begin 

importing your files from Word.  

 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. 

 
 
 

 
 

 
 
 

 
 

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 

Figure 43: Saving a file as an RTF document in 

Microsoft Word 

Figure 44: Importing an RTF lesson into CPS  


