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Chapter 1: Getting Started

The Classroom Performance System (ClEBYyeloped by elnstruction Corporatisasoftware

and hardwar@ackag. The hardware consists of a radio freque(Rly) or infrared(IR)

response pads amdceiver unit The CPS software allow®uto create and deliver course

relevant questions and standar®udents use their response pads to respond to the questions
andst andards you deliver. The receiver unit
compiles and reports student performance results.

With CPS you can
9 Construct, organize, and deliver your own interactive set of questions.
1 Create review materiats deliver in a competitive, fun, and fgsaced learning
environment.
1 Run CPS and another software application, lke PowerPoint, simultaneously; access the
ontscreen CPS bar for a verbal question; or select predefined questions.

1 Input standards based gourdistrict or stateequirements 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 edatlent performs in class.

Record all CPS and ne@PSgenerated grades and automatically calculate averages.
Take and record attendance in a quick, fun way.

= =4 -4 _—a_°

This chapter provides you with information ot
1 Installing CPS
1 Mouse/Keyboard Shortcuts
1 SoftwareSupport Information
1 New Features in CPS 5

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

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

To run the CPS package, depending on your operating system, you will needoteépll
components:
Windows Operating System
1 Intel Pentium Il or higher processor
T One USB port
T A minimum of512 MB RAM (512 recommended)
1 Atleast 120 MB of hard drive space for CPS software; databaserequaite more hard
drive space
1 Microsoft Windows 2000 with Service Pack 2, Windows XP Professional or Home
Edition, or Windows XP Tablet PC Editipwindows Vista
1 Screen resolution of 800x600 or higher

Mac Operating System

Mac OS X, including 10.8 andgreater

PowerPC G3 300 MHz or better processor, including G4
512 MBofphysical RAM (512 MB recommended)

120 MB of free hard disk space

One open USB port

800 x 600 display, thousands of colors or better

= =44 _—a_4a_-2

We recommend using a projection system, such as a projector, LCD, or TV, but a projection
system imotrequired to use CPS.

Install CPS from the CPS Installation CD

1. Insert theCPS Installation CDnto your CDROM drive. The Install window appears
with thefollowing options:
1 Install CPS: Click this button to begin thEPSinstallation process.
1 Content: Click this button to access links fatownloading standards,
downloading Image Library, and going to McGradill textbook list.
1 Training : Click this buttonto access links for Webinar training, and training
videos.
1 Other Products: Click this buttonto access links for other great CPS products,
such as: CPS Chalkboard, REAP, ExamView Assessment Suite, and ExamView
Learning Series.
1 ContactUsCl i ck this button to contact el nst
Support.
2. Click thelnstall CPS button to install CPSfthe installation process does not siart
two minutes:
a) Click theStart button from your Windows taskbar.
b) Click theRun commandA pop up window appears. Type CROM drive
f\install.exe in the pojup window.For exampled:install.exe
c) Click OK.
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3. Click I Agree andContinue in the License Agreement dialog box. If you do not agree,
the installation process stops.
4. Follow the InstalWizard prompts to finish installing CPS.

Mouse/Keyboard Shortcuts

The CPS Guide and software ssermalWi ndowdés conventions. They i
1 Click: press and immediately release the left mouse button.

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

91 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
accomplishedrelease the left mouse button.

1 Pop-up hints: Roll your mouse over any button on any CPS tab to see aftan&tion
description.

1 Selector Highlight : indicates an operation of choosing a command, typically from a list
of options. Accomplish this by clickgnthe left mouse button on a menu or list box,
dragging to the command, and then releasing the left mouse Rikfdmt-click : click
and release the right mouse button.

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

1 Shortcuts: key combinations and sequences are often used to shorten the command

functions of software. For examplEtrl+W means to hold th€trl key while pressing

W.

Ctrl+C : Simultaneously press tl@&r| key and theC key to copy selected text.

Ctrl+V : Simultaneously press ti&r key and the/ key to paste selected text into

another location, file or software application.

1 Ctrd + highlighted items: select nofconsecutive items from a list by highlighgian
item, pressing th€trl key, and highlighting other items.

1 Shift+ highlighted ite ms: select consecutive items from a list by highlighting an item,
pressing th&hift key, and highlighting other items.

1 Move:to move lessons, standards, questions amer aie ms within CPS, simply
highlight the item and drag it to another available location within CPSsotaen
messages will inform you if the location is or is not available. The item will no longer be
available from its source location.

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

9 Link : to link items to one another within CPSmply 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 locationditinked 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 \ngtip //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 qud®ns about CPS,Ipase contact a CPRechnical SupporAgent

Hours

Monday- Thursday 7 A.M- 6 P.M. CT
Friday 7 AAM.-5 P.M. CT

Contact Information

Chat and Emailhttp://www.einstruction.com/support
Knowledge Basehttp://kb.einstruction.com
Phone: 888.333.4988

Training Information

Professional Development Seminaurip://www.einstruction.com/pds
Online Training:http ://www.einstoction.com/training
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New Features in CPS 5

CPS5includes 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

1 Application Updates: CPS automatically checks for updated @rforms you when CPS
software and firmwarepdates are available.

1 CPS User Interface CPS5 contains an upgraded user interface. The upgraded user
interface allows you to easily utilize all the functions of CPS, including: creating classes,
studentsjessons, and questions; engaging lessons and assessments; utilizing the CPS
Gradebook and report functions, and much more!

1 Workflow: CPS5 contains an improved workflow that simplifies creating, engaging,
and reporting content and assessmeiitsappropriate items are grouped under Prepare,
Engage, and Report.

1 Engage Content CPS5 allows you to easily engageultiple lessons with ExamView
banks and PowerPoint files.

1 Gradebook: CPS5 contains an upgraded GradebooBome notable upgrades are: the
Gradebook automatically sets the view to ¢bherent date; and you can easily papel
the From and To date fieldspd Grading Period fields.

1 Question TemplatesOrganization: Question templates within CPsare organizednia
streamlined manner that allows you to easily select and utilize any question template.
Test Pads With CPS5, it is simpleto utilize the Test Pad function.

Join Tuning: CPS5 nowcontains a Join Tuning feature for Highe rigdtionuse.

CPS Charting Window: The CPS Charting tool nowontains 2D capability. The CPS

Charting window displays frequencies and percentages directly @aines

1 Copy, Cut, and PasteFunctionality : CPS5 allows you to copy, cut, and paste

information to lessons, less questions, and student recards

In-line StudentEditing : CPS5 allows you tomoreeasily edit student information.

Loaner Pad: CPS5 allows instructorsto provide loaner pads tdigher Education

students.

CSV Class Import: CPS5 includes extended columns for CSV class import.

Update Service CPS5 includes an Update service that notifies you of future releases of

CPS and upgrades for CPS.

1 NewContent File Types CPS5includes the ability to associate additional file types to
lessons.

1 NewContent Folder. CPS5 includes the ability for you to create organizational folders
to better organize your content.

1 Snapshot Button:During the response cycle, you can also takeestghot of the current
screen by using tHenapshotbutton.
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Chapter 2. CPS Overview

You will quickly integrate CPS into your lessong inderstanding a ¥e importantconcepts
within CPS. The CPS program is divided into thréasic categoriexreate engage, and report.

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

Engage Functions (Chapter %
1 Understand the Response System
1 Deliverymodes
1 Engaging students in the classroom

Report Functions (Chapter 5)
1 Reporting System
1 Types of Reports
1 Add norCPSgenerated grades
1 Setup your Gadebook
1 Keep attendance records

Create Functions

You create databases using @RS ceation function Any one database contains classes and
students, team activities, assessments in lessons and standards, a gradebook, and reports.

Classesare saved in the databases you exed@hey are like class rosters with additional
information (gender, ethnicity, student ID, and pad ID) that the CPS response systéon uses
collect performance feedbacH.he Report>Reportstab also has a function that allows you
quickly take attendance huging 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.

Lessonsof questios or coordinating answer keys are stored in databases that you drbate.

lessons are delivered in a classroom environm8hidents use their response pads to respond to

the questions, and CPS records performantaemir studentYou may use the re cded
performance data at anytime.

Standards are state, district, school or instructor established goals for entire lessons or
individual questions.You may &sociate standards with questions, deliver tijpsstions to

14



Chapter 2: CPS Overview

studentsand hengenerate performance reports sorted bgddeds. This allows you to see
performancelata in relation to standards

Engage Functions

You can use &PS delivery sessioo present questions sdudents in various formats sues
1 Verbal questions
1 FastGrade answer keys
1 Team Activities
1 Questionsifom a lesson or standard

The CPS response system is the hardware syigtroonsists od receiver unit and set of

response pads. Students use their infrared or radio frequencysegals to answer questions.

The receiver unitises infrared or radio frequency signals to capturestuded r esponses t
guestiona nd r e c o rrespossesuod later évaldation. CPS uses the CPS response system

to create an interactive classroondao record performance data

From theEngage>lessonsand Assessmentab, you candelivery your assessments as a
Teacher LedhssessmenBtudent Paceassessmenor Student Practicassesment These
modesof deliveryrecord student performance. This data is available for evaluation via the
Report>Reportstab, and if you so specify, CPS records grades iGtlagebookYou can also
deliver questions using thereviewcommandon thePrepare>Lessonsand Assessmentabor
the Prepare>-Standardgab; howeverPreviewdoes not record performance data.

From theEngage>TeamActivitiestab, you can deliver questions, which are taken from lessons
or standards, in a game board settiNg.ur students may not even realize they are learning!

Report Functions

CPS compiles reporteom theperformancalata collected fomeacht udent 6 s respons
CPS takes information submitted bya ¢ h s tespdneerpaddrig a delivery session and

organizes the information by class, attributes the data to the appropriate student/team, and makes
theperformane data available to view via tHeeport>Reportstab. You can also choose to
includerecorded performance data in Report>Gradebookab.

CPS saves the performance data captured by the CPS response system during a delivery session
in the database. Yamay access this performance data viaRbport>Reportstab. Areport
containsinformation includingstudent name, pad ID, ratio of attempted to correct responses, and
percentage cored. CPS contains mitiple types of reports that offgiou variety andlexibility

when reviewing student data. CPS also offers the ability to export these reports to word
processing or spreadsheet applications.

TheGradebook s an organizational tool that keeps st
periods using your own point systeof letter grades and weight$he Gradebookecords both

CPS and noi€PSgenerated grades for each studdnalso calculates averages according to

your instructions and keeps track of attendance.
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CPS allows you to congict courserelevant questions. S also gives you the ability to track
each student's performance data generated during lesson or team activities skedisiens.

This tracking produces student and class grades and performance reports with respect to your
course lesson.

This chapter shows you how to
1 Create databases
1 Create lessons
f Useel TownCenter
SEARCH
1 Create standards
1 Create classes
1 Create team activities

Databases

A CPS database is a file with a file extension of .cplis file is where you save all your
guestions, and where CP®res all the reports gierformancelata A CPS databaseontains
lessons, standarddasses, team activitiegerformae data (reports), ther@lebook, and
attendance recordg his section will show you how to

1 Create new databases

1 Protect database with a password

1 Open existing databases

1 Import/Export databses in XML

Create a New Database

Although you can create many CPS databases, we suggest you create oQygamezing the

data collected by CPS is easy when you save multiple classdsssons to a single database.
Whet her vy otimg €RS user of a seasoned pro, follow the steps below to create a new
CPS database.
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First-time CPS Users

If you have never used CPS before, you will need to crea
new *.cps database file.

To create a new CPS databdsdlpw these directions:
1. Open CPS from the desktop icon. The CPS Open
Create New CPS Database window appears.
2. ChooseCreate anewCPS 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 filefollow these directions
1. Open CPS from your desktop icon.
Click File from the menu bar.

Chapter 3: Create Functions

{J* CPS - Open or Create New CPS Database ==
New File

@ Create a new CPS database.

Opegfffle
4 Open an existing CPS database.

Open Recent

Open 2 recently used CPS database.

"A\Beta Databases\Random | 4
5.0 BETA\Beta Databases\New CPS
‘A\Beta Databases\Best One| _

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

2.

3. Click NewDatabase... A New CPS Database window appearsfgiz| seting: Help

4. In theFile Nametext box, type the database name that you ar{ ... pstabsee..
creating. The file extension *.cps is automatically added to OperiDatibaze..

your file name.

Export Database...

NOTE: Make certain that you save this datab#se location that Ihport Daabases,

you can remember latefhe install program created the

Compact Database

elnstruction andCPS_Databasedolders on your hard drive when Save 2 Copy As.

you installed the databases from (30 yas can save databases in

CPS_Databases if you wish

Figure 2: Creating a
new database from

/ Please refer to tHamstall Free Database of Questigestion within CPS

for information about existing databases.

5. Click Saveand wait while CPS processes your requBst Engage>Lessons and
Assessmenttab opens with your database name ini¢ffiepanel.

The database you created automatically ogacs time you start CPS.
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Protect a Database with a Password
You canuse the Password optiongoevent your database from being opened, and possibly

Chapter 3: Create Functions

altered, by anyone who does not have your permissid®e Password option protects your

databasgtherefore, it also protects all the information within your database, such as your
The Passywbad is available from th8ettingsmenu

lessons, classes, and standards.

Before you enable the Passwords function, keep in mind

1 Anoption box from theedit Password window enables/disables the password security for
order

the databaseY o u mu st

check

this AonoO i n

I Anytime you acess a passwoiprotected databasgou are required to input the

password before it will open.

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

the password in the Edit Password window.
1 When importing or building lesss or standards from a passa«protected database,
you do not have to provide the password.
1 When importing classes from a passwprdtected database, you must provide the

password.

To enable the Passwords functidallow these

directions:
1. Click theSettings menu.

2. Selectthd® a s s wo aomhreaéd. The Edit

Password window appears.

3. Choose tdEnable PasswordProtection for
this CPS databasein order to activate the

password fields.

4. Type in your personal password in the first tw

fields, Enter PasswordandConfirm

Password

5. Create your own hint or reminder question to

help you remember your password.
6. Click OK to save your password protection database

information.

Enter a password in the fields below. The password must be
at least 6 characters long. You may enter a reminder
guestion in the "Hint Question” field below.

V| Enable Password Protection for this CPS database

ter Password:

Confirm Password:

¢ Edit Password (=3

Hint Question: What is my favorite book?

I 0K | i Cancel

\

Figure 3: Password-protecting a CPS

To disable thé?asswords functigrollow these directions:

1. Click theSettings menu.

2. Selectthe® a s s wo comireaéd. The Edit Password window appears.

3. Click the box next to th&nable Password Protection for this CPS databaseption so
that the checkmark disappears.

4. Click OK to save your settings and return to CPS.

18
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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 aexésting .cps file rom the Open or Create New CPS
File dialog box.

To open an existing databadellow thesedirections:
1. Open CPS from your desktop icon.
2. Click the File menu
3. Click OpenDatabase or look in
the listof recently opened
Import Dot opened database
databases )
4. If you selectdtheOpenDatabase |[—" —
. C:\Users\jamie.roddy\Documents\CPS 5.0 BETA\Beta Databases\Random Databases\English.cps
comma nd , an O pe n C P S F ||e nts\CPS 5,0 BETA\Beta Databases\New CPS File.cps
d Ia |O bo X a nts\CPS 5.0 BETA\Beta Databases\Best One\New REAP.cps
g boxappears. e
5. Search for and select tdatabase A
you want to activateUse the ity o e T e e A R
LOOk | n d I‘Op—dOWﬂ I|St |f yo u need C:\Users\jamie.roddy\Documents\CPS 5.0 BETA\Beta Databases\English.cps

C:\Users\jamie.roddy\Documents\CPS 5.0 BETA\Beta Databases\DB for screenshots.cps

to navigate arounglour hard drive | e

to find the correct folder. Figure 4: Opening a recently used database from the
6. Click Open Any lessons in this File menu

database display on the

Prepare>Lessors and Assessmertdb.

File) Settings Help

List of recently

ADocuments\CPS 5.0 BETA\Beta Databases\REAP\District_Teacher.cps

Import/Export XML Databases

You can imporor exportanentire CPS databasehichincludes lessons, standartsam
activities and Gradebooknto a new database.

Export a Database

You canuse and XML format t@xport an entire databasdhe database contailessons,
standard, team activities, classes, agdur Gradebook.

To export a database, follow these directions: Settings .~ Heip
1. Open CPS from your desktop icon. Hew o
2. Open the databas@u would like to export. SRR

Export Database...

3. Click the File menu and choosexport Database The =
Package and ExpoBDatabase window appears. /Clwtoatabase
4. Browse through your computer to find the locationto whif /... copy 2.
you would like to save your exported database. Figure 5: Exporting a
5. Type in a database name in ffiee name text box. database from the File menu
6. Click Saveto save your database, as an XML file, to your
computer.
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Importa Database
You can import alatabasén an XML formatinto a new or existing dabase.

To import a database, follow these directions

1. Open CPS frm your desktop icon. [File] Settings Help
2. Open the databaseto which you would like to import an New Database...
existing database. Alternatively, create a new database. Open Database...

| Please refer tthe Create a New Databasectionfor Dot Boiohase:

information on creating a new database
3. Click the File menu and choodenport Database... The / S
. Save a Copy As...
Import Packaged Database window appears. .
4. Browse through your computer until ydind the database yol
would like to import.

Import Database...

mpact Database

Figure 6: Importing a
database from the File
menu

@ 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 athe 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>Lessoa and Assessmentab,andEngage>Lessos and Assessmentab. Your

team activities will be in thBrepare>Team Activitietab and thé&engage>Team Activitietab.

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

CPS provides you with several ways to create a lesgon.can

1 Create traditional lessons with class participation questions

1 Create lessons using PowerPoint

1 Create lessons using the FastGrade option: with a Fast@ssba there is noeed 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
1 Import entire lessons from other CPS datasa

T
1

ThePrepare>lessonsand Assessmentabscreerand theEngage>Lessos and Assessments
tab screemsplits into two windows.These windows can either be vertical or horizontal,
depending on your preferenc&he default is vertical viewTo switch views, simply click

Orientation

Orientation locatedin theList group

The left window (top in horizontal view) gives a view of all lessmrghis open database. We
refer to this as the lesson sidéhe name of the open database is the first item listed in the left
window. Beneath that are pareletvel lesson namedf a parentlevel lesson name contains
child-level lesons, then a plus (+) symbol appears next to the parent lesson @éckeheplus
(+) symbol to see all childevel lessons.

The right window (bottom in horizontal view) lists all of the questassociated with thiesson
name highlighted ithe lesson sideWe refer to this as the question sid®hen you highlight
the database name, all lessons (and the number of questions in the lessons) display in the
question side.

File Settings Help

Prepare
2 Classes & Students Team Activities .| Standards
" B ; a2 5 = ] i .
./ Edt fCategories... Cut ¥ Import... &, Buider... 2 im ( : 10nline Tutorials. ..
M Delete “HAcheck Spelling. .. Copy  “¥JExport to Mac... (S
Mew 5 e - AddFiles... | []view Columns v SEARCH ; )
v Q| Preview. .. = Print... Orientation
Home Lessons Questions Online List
&= [ English.cps | Number | Title/Question Stem | Type | Difficulty | St
7 PowerPoint [N British Literature - 0
2-Ld _ ) [N} American Literature - 0
Ll B”“sh Llle@ture ? 1 Enest Hemingway wrote which of these no... MC 3 1
e LL] American Literature ? 2 Alice Walker wrote which of these novels MC3 1
!—4 Eoelf}' ? 3 The word literature is dervied from what La... MC3 1
gl aramsnAL ? 4 Literature is stricly written text. T/F 1

L N

Lesson side Question side

Figure 7: Viewing the Prepare>Lessons and Assessments tab
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When you highlight a lesson name from tégson sideall questions for the highlighted lesson,

including any childlevel lessongisplay on the question sidd.he question side also displays

the number of questions, the type Lesbonsgcanest i on
be in outline or hierarchical fornt-or exampleyou could create a level of lessons titled

Chapter 1, Chapter 2, and so 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

Importlessons

= =4 -4 a8 _a_2

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 n@ lesson, follow these directions
1. Open the datalsa in which you want to create a lesson
2. Click the Prepare>Lessonsaand Assessmentsb.

a. To create a paretievel lessn, T CP5 - Lesson Attributes =
highlight the database name, which
is listedfirst on the lesson side. [ Forent Losson: Lesson 1

b. To create a childevel lesson,
highlight a lesson nameCPS will
list the new lesson beneath the lesspn
name you highlighted. Description:

| Pleaserefer to theLessonsection 6r Piscuss e sements of poety.
information about parefievel lessons
andchild-level lessons.

Title:
Poetry

=0 Unigque |dentifier:

nnnnn

MNew

3. C“Ck NeWin the HO me group % A Delivery Style (Only for Student Paced Assessments): M

menu appears.

Click the Lesso menu item.

The CPS Lesson Attributes window —

appears.

6. Type in the title of your lesson. Optionally, | ok || cancel |
you can add a description, unique identifiek
or associate a piate file that you can view Figure 9: Creating a CPS Lesson with the CPS
in There It Is'mode Lesson Attributes window

7. Click OK.

Associated File:

ok
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You can ge the keyboard comman@sl and Ctrl+Shift , along with mouse selections and
movement to move, copy, or link lessons.

/ Pleaserefer to theMouse/Keyboard hortcutsection for more shortcut hints

Create FastGrade Lessons

Use the FastGrade featwas a supplement toorksheets and other hargides. You can create a
FastGrade answer kegistribute haradopies 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,
prefeably one that has the correct answers indica¥ml should make this FastGrade lesson
before you present it to your students.

To create a FastGrade lesson, follow these directions:

1.
2.
3.

Open CPS from your desktop icon.
Click thePrepare>Lessonsand Assessnms tab.

Select the databasmmeor lessomame, from the lesson side (left or top window) of the
screen thayou want to create a FastGrade lesgson

="

MNew

Click Newin theHome groupl_~ A

menu appears.

Selectthe FastGrade menu item TheCPS

LessonAttributeswindow opens

Type a name for your FastGrade lesson in the

Title box and optionally, a description or

unique identifier. You caalso add a picture

file (jpeg, bitmap, or gif) that will appear wher
you engage the lesson in There Itrisbde.

Click OK. The CPS FastGrade windapens

showing the following features:

9 Title: The name you typed inthe CPS
Lesson Attributes window.

1 Number of questions in this LessonThe
number of questions you have successful
added to the FastGrade answer key.

1 Properties: Opens the CPS Lesson
Attributes window.

1 Question type columns Quesion types in

=

m CPS - Lezzon Attributes

m Parent Lesson: Lesson 1

Title:
Poetry

Description:

Discuss the elements of poetry.

Unigue ldentifier:

rrrrr

Delivery Style (Only for Student Paced Assessments): | All Answer Types -

Iy Associated File:

Browse...

0K

|| Cancel |

individual columns enable you to add

various question types to the FastGrade Figure 8: Creating a title for a FastGrade lesson in

answer key.

the CPS Lesson Attributes window
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i Standards associated with the current questiorStandards in the open database

Chapter 3: Create Functions

appear so that you can associate them with each question if you like.
1 Current Question # The question number you are currently working on. This
number is always one more than the Number of questions in this Lesson.
1 Previous: Moves to the previous question in your FastGrade answer key. This action
ype and correct
number position of this question as the Current Question #.
1 Next Moves to the next question in your FastGrade answer key. This action

highlights the previous questiod s t

answer

highlights the next gquest.iogplayngtheype and
number position of this question as the Current Question #.

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

1 Add: Allows youto add a numeric question.

1 Other: Al l ows you to create fApl acehco)lder(‘)
NOTE:I f Il eft at default, AOt her 0 questio
guestions.

[ # CPS - Fast Grade o =S

Lesson Information

Title: Poetry Number of questions in this Lesson - 0 Properties...

MC 8 MC7 MC & MC5 MC 4 MC 3 MC 2 True/False Yes/No Numeric

O e

[ None il None Bl None Wl  Add

( 0 M o | 0 M 0 [ None Ener correct

answer. Then
add a numeric
tion.

[ None | =

“ “ Performance QOther

; % Used to create a

K 3 Sectatumcmcicr [ I e IR

performance question. questions. (ex.

m Select Rubric v RS

answer, efc.)

Standards associated with the current guestion: Current Question #: 1
g
#-{7]  Texas Standards {TAKS)
fﬁ\ [F]  Texas Standards {TAKS) Update

Prev [ QK ] [ Cancel I

Using the CPS FastGrade window

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

for each question.
9. Repeatstep8nt i | youbve

name in thdesson side of the window.

entered

n

every qguestion
10.Click OK. ThePrepare>lessors and Asseanentstab appears with the FastGrade lesson

24
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Create Lesson Questions

After you create a lesson, you can populate the lesson by adding lesson qué&tiooan
create questions by using the CPS Question Author windidvis section will show you hoto

=44 -_8_-9_48_4_98_2a_-29_-24_-°2_-12-

Use the Question Author window

Create gestions in a paretkevel or childlevel lesson
Create subjectiveugstions

Create chalkboardugstions

Select a questiorimplate

Add audio/video atesto lesson questions
Add rotesto lesson questions
Createlessomuestions with gphics
Display gaphics withinlessomuestions
Assigndifficulty levels to lessoiguestios
Associate tandards tdessomuestiors
Associate categories tessomuestions

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

i H () s o | - ) P Q &

Template v
Mew  Save Close Wi B 7|U|Ss|xX|[a by Color T | Engage Question = Preview Spelling
v

v v v

MNavigate Font Format Options Proofing

Figure 12: Using the Question Author window to create a question

i B

Click_"™"_|in theNavigate groupto create a new question.
Save

Clickl_~__Iin theNavigate groupto save the question and remairthie CPS Question
Author window

(X

ClickL?®*_|in theNavigate groupto close the Question Author window.
Click in theNavigate groupto move to the previous oext question in the
lesson

Click 2l[E in theNavigate groupto save the current question and move to the
previous or next question in the lesson.
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Times New Roman bdl Size(l6 g

B|7|U|Six*X;lalje?v|Color| ] |4

i Utilize the buttons within thé&ont group to

change the text options for a question.

Click

Template v

in theFormat group to select a template style to apply to the question.

Template styles include: Chalkboard, graphic, no graphic.

Click the blue arrow in the dredown bo es > in the Format grop to select
a question template

Click

&, Show Question

in theFormat groupto utilize the Chalkboard function. You

must choose Chalkboard as the template style in order f&@hivr Questionbutton to
become active.

Click

-~

Engage

hd

in theOptions groupto select delivery options for the question. Delivery

options include
o Show imagefter response

© OO

Click

Show image full screen
Exclude questions from Sgilaced and Practice assessments.
Engage as Freeform

P

Question
v

in theOptions groupto

o Associate the question with a standard

Please refer to th@ssociate Standards to Questieestions for instructions
on how to associate standards to questions.
0 Assign a category to the question
0 Include notes and media with the question
0 Assign a dfficulty level to the question

/

Click

Preview

Click

Spelling

v

in theProofing groupto preview the question.

in theProofing groupto check spelling. You may decide to

o Check spelling now
o Check spelling upon saving the question
o0 Select check spelling options
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Create Questionsin  a Parent -level or Child -level L esson

To create questions in a pardaewelor child-levellesson follow these directions:

1. Open CPS to thBrepare>Lessonand Assessmentsab.

2. Highlight the lessonfrom the lesson side (left or top window) of the screyo 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 Newin theHome

E m / CPS - Question Author - Question 20

n W Y i
H fa Comic Sans MS 7 sefa || EE
New Save G

Template ~

Cose (MEA|B 7 U S x X, (3] +2~|Coor (T ~

Mew
groug—~__I. A menu appeatrs.

4. SelecttheQuestim menu item "He" and "She" are examples of pronouns.
The CPS Question Author windo
appears

5. Click Template in theFormat

Template v
groud E Select the

template style you want to apply to True
the question. You may select N
Chalkboard no graphicsadd Boes
graphics el

6. Click the blue arrow in the drep
down box in thdcFormat

gro u_ A list ofquestion Figure 13: Creating a question from the Question
templates appesr Theseguestion  Author window

templates are associated with the

template style you selected in step 5

| Please refer to thBelect a Question Templagectionfor detailed information about
available question templates
Type the question in the question box of ghestiontemplate you selected.
Typeanswers in the answer boxes of theestiontemplate you selected.
Select a corrednswer by clicking in the chebkx beside that answeso that a
checkmark appears
-

Save

10.Click Savein theNavigate groug__¥__[to save the question.

11.Repeat steps-20 to add addibnal questions to the lesson.

12.When you finish adding questions, click tGsein theNavigate group. All questions
appear in the question side of fReepare>Lessors and Assessmentsb.

Question B X

© 0N

| Please refer to thEdit Lesson Questiorsection for information about editing
existing questions.
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Create Subjective Questions
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You can create subjective gquestions, with
subjective questions use tRerformance Questiontemplatein the CPS Question Author

window.

To create a subjective questidallow these directions:
1. Open CPS to thBrepare>Lessonand Assessmentsb.

2. Highlight the lessoiyou want to include the subjective question in. The question side of

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

3. Click Newin theHome group

_Jd

MNew

v

5. Click Template in theFormat groug

A menu appears.
4. SelecttheQu e s t menn gemThe CPS Question Author wind@appears.

Template v

. Select theemplate style you want to

apply to the question. You may selgChalkboard no graphicsadd gaphics
6. Click the blue arrow in the dregown box in thd~ormat grou. A list of question

templates appears.
7. SelectPerformance Question

8. Type your queshn in the Question Box.
9. Select an associated rubric from k&sociate Rubricbox.

10. Click Savein theNavigate groupg__*

11.Click Closein theNavigate groug

Close

to save your question.

to close the CPS Question Author window

Alternatively, you can create subjective multigboice, true/false, or yes/opestion by

following thesedirections

1. Open CPS to thBrepare>Lessonand Assessmentsab.
2. Highlight the lesson you want to include the subjective question in. The qusiskgoof
the screen will be empty if you have not previously added or imported any questions.

3. Click Newin theHome group

_i

New
v

5. Click Template in theFormat groug

A menu appears.
4. SelecttheQu e s t memuiem The CPS Question Author windappears.

Template v

apply to the question. You may select

i Chalkboard
1 No graphics
1 Add Graphics

. Select the template style you want to
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Click the blue arrow in the dregown box in thecormat grou. A list of question
templates appearsThese gestion templates are associated with the template style you
selected in step 5Choose a multiplehoice, true/false, or yes/no question template
Ensure there are no checkmarks insigeltbxes next to the answers.

-
Save
Click Savel_~__[in theNavigate groupto save your question.

Close the CPS Question Author windtovwreturn to thdrepare> essonsand
Assessmentsb.

® 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 gstions.

/

Please see tHengage Verbal Questions withe CPS Chalkboarsection for more
information about the CPS Chalkboard.

To create a Chalkboard question, follow these directions:

1.
2.
3.

Open CPS from your desktop

Open thePrepare>Lessons and Asse ssmetais.

Click on the lesson, from the lesson side (left orwopdow) of the screen, you watat
add a Chalkboard questitm

_

Mew
Click Newin theHome groug__~ A popup menu appears.

Click Questionfrom the popup menu. The CPS Question Author window opens.

: . : Template v
Click the blue arrow in th&emplate drop-down menu in théormat groug sl

A list of question templates appears

SelectChalkboard fromthe list of question templates. The Chalkboarestjon

template appears.

Use the Chalkboard toolbar, on the-ladtnd side of the CPS Question Author window, to

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

Click the Pencilbutton to draw on the Chalkboard template.

™,

Click the Eraserbutton toerasea portion or all of the drawing on the Chalkboard
template.

Click the Line Tool button to draw lines on thehalkboardtemplate.

Click theDelete buttonto erasethe Chalkboard template.
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0,2/ .i~ .
2222 [ Click here to select a color.

I Click here toselect a line width.

e Click the Answerbutton to show the question and answer stem for the question
displayed on the Chalkboard template.

Click thelmport Image button to import an image.

|_Pee= | click theReloadbutton to reload the most recent image file.

Click here to load a previously used image.

9. Use theAnswerbutton to select the answer stem for the question. You can choose from
YIN, T/F, MC2, MC3, MC4, MC5, MC6, MC7, MC8, Numeric, or Short Answer.
10. Type the answers into the answer boxes.

11.Click Savein theNavigate group H to save the question.
(%)

12.Click Closein theNavigate 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. Belomameetharb0 question

templates and graphic placement options that are available.

MC2, Answer Graphics Il : 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 ar
guestion choice

1 MC2, Big QuestionGraphic: This is a
multiple-choice question with 2 answer
choices A-B) where you can include a
large graphic with the question text but nc
in the answer choices.

MC2, No Graphics: This is a multiple
choice question with 2 answer choicés (
B) and no graphics included in the questi
text or in the answer choices.

1 Chalkboard: The chalkboard template l
gives you the opportunity to draw or
loadimages 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.

1 MC2, Answer Graphics: This is a
multiple-choicequestion with 2
answer choicesA-B) and no graphics
included with the question text, but
with a graphic included for each ofth: T
answer choices.

il MC2, QuestionGraphic: This is a
multiple-choicequestion with 2 answer
choices A-B) and a graphic included
with the question text, but not in the
answer choices.

1T  MC2, QuestionGraphic Right: This
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1 MC4, QuestionGraphic
Bottom: This is a multiplechoice
guestion with 4 answer choices
(A-D) and a graphic included witt
thequestion text but not in the

Chapter 3: Create Functions

MC3, QuestionGraphic Bottom: This
Is a multiplechoice question with 3
answer choicesA-C) and a graphic
included with the question text but not ir
the answer choices. The graphic goes
directly beneath the question text.

MC3, QuestionGraphic Right: This is

a mulkiplechoice question with 3 answe
choices A-C) and a graphic included
with the question text but not in the
answer choices. The graphic goes to th
right of the question text.

MC3, Question Graphic, Answer
Graphic: This is a multiplechoice
guestion with 3 answer choices-C)

and a graphic included with the questio!
text, and with each of the answer choice

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 QuestionGraphic: This is a
multiple-choice question with 4 answer
choices (AD) 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 m graphics included in the
guestion text or the answer choices.
MC4, No Graphics, Big Question: This
Is a multiplechoice question with 4
answer choices @) and no graphics
included in the question text or the
answerchoices. This template is ideal fo
essay questions or other question types
with extensive text.

MC4, QuestionGraphic: This is a
multiple-choice question with 4 answer
choices (AD) and a graphic included
with the questionetxt but not in the
answer choices.
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1 MC®6, No Graphic: This is a multipl

choice question with 6 answer cho
(A-F) and no graphics included wit
guestion text or the answer choices. 11

template works best with RF response ¢

pads.
MC6, Question Graphic: This is a
multiple-choice question with 6 answer

AlhAaiAaAnacs AT AnrnA A Avrarn A AaceeA~AsTmstA A
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MC5, Answer Graphics Il : This is a
multiple-choicequestion with 5 answer
choices (AE) and no graphics included
with the question text but with only
graphics included for each of the answ
choices. There is no text allowed for at
answer choice.

MC5, No Graphics: This is a multife-
choice question with 5 answer choices
(A-E) and no graphics included with th
guestion text or the answer choices.
MC5, No Graphics, Big Question

This is a multiplechoice question with
5 answer choices (&) andno graphics
included in the question text or the
answer choices. It is ideal for essay
guestions or other question types with
extensive text.

MC5, QuestionGraphic Mid: This is a
multiple-choice question with 5 answer
choices (AE) and a graphic included
with the question text but not in the
answer choices. The graphic goes
between theuestiorand the answer
choices.

MC5, QuestionGraphic Right: This is
a multiplechoice question with 5
answer choices () and a graphic
included with the question text but not
in the answer choices. The graphic go¢
to the right of the question text, and ca
be a largescale graphic.

MC5, Question Graphic Right Big:
This is a multiple choice question with
answer choices (), and a graphic
included with the question text but not
in the answer choices. The graphic goe
to the right of the question text and car
be unusually large if needed.

MC5, QuestionGraphic Right Small:
This is a multiple choice question with
answer choices (&) and a graphic
included with the question text but not

in the answer choices. The graphic gO(O\A

to the right of the question text.

answer as opposed to multiple ch0|ces.

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

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

Y/N, Question Graphic Bottont 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.

1

1

1
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YIN, QuestionGraphic Il : This is a
yes/no question and a graphic include
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 go
beside the question and can be large
Y/N, Question Graphic Right: Thisis

a yes/no question with a graphic
included with the question text but not
in the answer choices. The graphic go
beside the question and can be large.

NOTE: You will not be able to use MG6MCS8 guestion types with IR pads Btudent

Paced or Student Practio®mdes 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, pleasaldadvthe newer version from

our website http ://www.einstruction.com/downloads
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Add Audio/Video Notes to Lesson Questions
Attach videos, audio clips, and more to your CPS questions.

/ Pleasaefer to theAdd Notesto Lesson Questiorsectionbelow for information on
including rotes in your lesson questions.

® NOTE: The following instructions assume you are adding a note to an existing
guestion 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 iwindow
displayed, the process is the same.

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

1. Open thePrepare>Llessonsand
Assessmenttghb

2. Click onthe lessomame you want to
includea question witlaudio/video
notes to. The questions in thiesson

. Question Note

Helpful Information
Use the tabs below toadd additionl information to your question

(e.g.. text, html, documents, etc.).

Browse.

CPS Notes are text notes you type below and may be available before, during or after delivering a question
Audio/Video files may be added to your question and launched from CPS. You may use files other than audio and video

=
o

(3,

(Saves Data)

will display onthequestion side of the| ... s
screen.

3. Doubleclick on the question to which
you want toadd a note.The CPS
Question Author windovappeas.

4. Click Questionin the Options

<%

L]

File Path/Name

Question
grou_~
appears.

5. SelectNotes and Media The
Question Note window appears.

6. Click ontheAudio/Video tab.

7. Click Browse. Locate the file you wish to attach and cloken The CPS File Details
window appears.

8. Ifthe information is correct, clickOK. The file will be listed in théudio/Video tab.

®NOTE: There is a checkbox
available afterresponse 6 | f you check this box,
guestion delivery is complete. This means thatNbgesbutton shown below will not
appear on your question until you cliekd after delivering the questioihf youare
using theAuto Move to Next Questionfeature, this box must be left unchecked for
your note to be available.

9. Click Closeto exit the Question Note window. This automatically saves any changes.
You will returnto the CPS Question Author window.

Make all file(s) available after response [ Remove | [Remove Al
A pop-up menu — ‘
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 Savein theNavigate groug—*

to associate thigudio/videonote with this

question.

11. Click Closein theNavigate groug

Close

to return to thé’repare>Lessonand

Assessmentsb.

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 quedionexamplewhile authoring a
guestion about Indefinite Pronouns, yaan add a note that defines Indefinite Pronouns and

compares that to the definition of Personal

Pronouns.

To add notes ta lesson questioiollow these directions:

1. OpenthePrepare>lessons and Assessmetdd romm =
of CPS. (2
2. Click on the lesson name you waatinclude a iy i el s e
question with notes to. The questions in the | “=™ ™™~
lesson will display on the question side of the i @ G 0

screen.

3. Doubleclick onthe question to which you want
to add a noteThe CPS Question Author windoy

appears.

4. Click Questionin the Options group.

> )

Question

R A

pop-up Menu appears.

5. SelectNotes and Media The Question Note  Figure 15: Adding an Audio/Video Note to a question

window appears.

No

from the Audio/Video tab of the Question Note

Type in your noteunder theCPS Notestab. window
Usethe Font button andColor buttonto adjust the format:

1 Font: Notes automatically use the default font. Set the default font fro®@etiangs
menu item found on the main CPS window. You can adjust the size and style of the
text in your note using tHéont button.

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

to draw attention to it.

8. Click Closeto exit the Question Note window. This automatically saves any changes.

You will returnto the CPS Question

Author window.

Save

9. Click Savein theNavigate grougd_—~

to associate this note with this question.
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Close

10.Click Closein theNavigate group
Assessmentsb.

to return to thé’repare>Lessons and

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 tdéNties and Mediaé
commau from theQuestionmenu item.

Create Lesson Questions with Graphics

You can add .jpg, .gif, or .omp 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 qgstion with a graphic, follow these directions
1. Open thePrepare>lessonsand Assessmentsab of CPS.
2. Click onthe 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. Douwle-click on the question you want to add a graphictbe CPSQuestion Author
window opens.

Template v

Click Te mplate in theFormat groug . A popup menu appears.

Click Add graphics, and selecthe graphic style.

Rightclick inside the graphic area. ghortcut menu appears.

Click theBrowse command. The Set Image File window opens.

Use theLook 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 displaythis graphic area.

10. Click the Openbutton. The graphic appears in the graphic area of the question or answer
option you selected.

©ONOO A

11. Click Savein theNavigate groug__*__[to associate the graphic with this question.

12.Click Closein theNavigate groug
Assessmentsab.

to return to thé’repare>Lessons and

Display Graphics within Lesson Questions
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Show Image  After Response
The Show ImageAfter Responseoption is availabl@nly with question templates that include a

question graphic.

To use the Show Image After Respoageion follow these directiost

1.
2.

Open thePrepare>Llessonsand Assessmentab of CPS.

Click on the lesson nantbat contains the question you want to utilize $i®w Image

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

Doubleclick on the gestion that contains a graphigou wantto utilize theShow

Image After Responsefor. The CPS Question Author window appears.

Click Engagein the Options

-~

S v Show Image After Response G
gm“r&?%_ Apopupnmnu Show Image Full Screen
appears. Exclude Question from Self-Paced and Practice Assessments
Click theShow Image After Engage As FreeForm

Responsamenu item. A checkmark
appears next to the option.

Click Savein theNavigate

Save
group_¥

Figure 16: Displaying a graphic after the response with
the Show Image After Response option

Close

Click Closein theNavigate group
Assessmenttab.

to return to thé’repare>Lessons and

NOTE: If you havethe Show Image After Responsgtion 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.

Toturn offthe Show Image After Responsgtion follow these directions:

1.

Open a question from therepare>lessonsand Assessmentab. The CPS Question
Author windowappears.

~

Eng—age
From the CPS Question Author windp@lick Engagein theOptions groug_—~»__|. A
pop-up Nenu appears.

Click theShow Image After Responsenenu item so that the checkmark disappears.
Save
Click Savein theNavigate groug__*__|to save the change.
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(%)

Close

5. Click Closein theNavigate groug
Assessmenttab.

to return to thé’repare>Lessons and

Show Image Full Screen
TheShow Image Full Screeroption is availabl®nly with question templates that include a
guestion graphic.

To use thioption follow these directions:
1. Open thePrepare>lessonsand Assessmentsb of CPS.
2. Click onthe lesson name that contains the question you want to utili3éolve |mage
Full Screenoption for. The questions in that lesson will display on the question side of
the screen.
3. Doubleclick on the question you want tailize theShow Image Full Screeroption for.
The CPS Question Author window appears.

-~

B
4. Click Engagein the Options grougd . A pop-up menu appears.

5. Click theShow Image Full Screen o Ineae At Resporen
menu item. Acheckmark appears | ¥ Show Image Full Screen <
next to the option. Exclude Question from Self-Paced and Practice Assessments
6. Click Savein theNavigate Engags e FreeFar
J
I I Figurel7: Displaying a graphic full screen with the
Save Show Image Full Screen option
groug_

Close

7. Click Closein theNavigate groug
Assessmenttab.

to return to théPrepare>Lesons and

® 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 ydu 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 theShow Image Full Screeroption follow these directions:
1. Open a question from thiereparexessons and Assessmeiad. The CPS Question
Author windowappears.
2. Fromthe CPS Question Author windpo@lick Engagein theOptions groum. A pop-up
menu appears.
3. Click theShow ImageFull Screenmenu item so that the checkmark disappears.
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4. Click Savein theNavigate groug_>__|to save the change.

Close

5. Click Closein theNavigate groug
Assessmenttab.

to return to thé’repare>Lessons and

Exclude Question from Self -Paced and Practice Assessments

The Exclude Question from SelfPaced and Practice Assessmentgtion is a valuable tool
when grading papdrased exams or assignments that comaestion types that need to be
answered in written form. If you select this option for a given question, the question will be
skipped wlen you deliver SelPaced assessments and Practice assessments.

For exampleyou have a five question papesised testhatyou want to deliver and grade as a
SeltPaced assessment or Practice assessment.

Questions 1, 2, 4 and 5 are all multjglkoice, but question 3 is to be answered in essay form.
Because CPS cannot collect and grade an answer in written form, wistadéat completes
guestion 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 havitmskip over questions that cannot be answered using their pad.

To use thé&xclude Question fromSelfPaced and Practice Assessmentgtion follow these
directions:

1. Open thePrepare>lessonand Assessmentsb of CPS.

2. Click onthe lesson name that caims the question you want to utilize tBrclude
Question from SelfPaced and Practice Assessmentgtion for. The questions in that
lesson will display on the question side of the screen.

3. Doubleclick onthe question you want to utilize tBeclude Quedion from Self-Paced
and Practice Assessmentsption for. The CPS Question Author window appears.

-~

-
4. Click Engagein the Options grougd heis A popup menu appears.

5. Click the Exclude Question from
SeltPaced and Practice
Assessmentsnenu item. A (
checkmak appears next to the optior v| Exclude Question from Self-Paced and Practice Assessments

6. Click Savein theN avigate Engage As FreeForm

Show Image After Response

Show Image Full Screen

Figure 18: Excluding a question from SMA mode with
the Exclude Question from SMA option
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Save
group—~

Close

7. Click Closein theNavigate groug
Assessmenttab.

to return to thé’repare>essons and

To turn off theExclude Question fromSelfPaced and Practice Assessmentption follow
these directions:

1. Open a question from tlierepare>Lessons and Assessmetals. The CPS Question
Author windowappears.

-

R
2. Fromthe CPS Question Author windp@lick Engagein theOptions groug boric . A

pop-up Mmenu appears.
3. Click the Exclude Question from SelPaced and Practice Assessmentsenu item so
that the checkmark dippears.

4. Click Savein theNavigate groug_~__1to save the change.

Close

5. Click Closein theNavigate grougd
Assessmenttab.

to return to thé’repare>Lessons and

Engage as FreeF orm

ChooseheEngage as Freebrm optionto 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 freeforrmtw| 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 th&engage as Freefomoption, follow these directions:

1. Open thePrepare>lessonsand Asessmenttab of CPS.

2. Click onthe lesson name that contains the question you want to utiliEmglage as
Freeform option for. The questions in that lesson will display on the question side of the
screen.

3. Doubleclick onthe question you want to utilidee Engage as Freedrm option for.

The CPS Question Author window appeatrs.

-

Endége
4. Click Engagein the Options grougd__~ A popup menu appears.
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5. Click the Engage as Freeérm menu
item. A checkmark appears next to

the option
6. Click Savein theNavigate
Save
group_~

Chapter 3: Create Functions

Show Image After Response

Show Image Full Screen

Exclude Question from Self-Paced and Practice Assessments

v| Engage As FreeForm <—

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

7. Click Closein theNavigate groug

(%)

Close

assessmentsb.

To turn off tre Engage as Freefornoption, follow these directions:
1. Open a question from tlitrepare>Lessons and Assessmeiats. The CPS Question

Author windowappears.

to return to thé’repare>Lessons and

~

Engage

2. Fromthe CPS Question Author windo@lick Engagein theOptions groug_~__[. A

pop-up menu appears.

3. Click the Engage as Freefornmenu item so that the checkmark disappears.

4. Click Savein theNavigate groupg__~

5. Click Closein theNavigate groug

Close

Assessmentsb.

Assign Difficulty Levels to Lesson

to save the change.

Question s
Questions can range in difficulty rom 1 (easiest) to 5 (hardest).

To assign a difficulty level to a questjofollow these directions:
1. Doubleclick ona question from thErepare>Lessonsand Assessmentab. The CPS

Question Author windovappears.

&

Question
v

2. Click Questionin the Options groug
appears.

. A popup menu

3. Use the up and down arrows in Déficulty menu item to
select a difficulty level ranging from 3.

to return to thé’repare>Lessons and

Standards

ﬁ Cateqories
& MNotes and Megl

Difficulty 18

Figure 20: Choosing a
question difficulty level
from the Question
Author toolbar




Chapter 3: Create Functions

4. Click Savein theNavigate group__~

Close

5. Click Closein theNavigate grougd to return to thé’repare>Lessons and
Assessmentgb. The difficulty level you assigned to the question will appear next to the
question in the Difficulty column.

Associate Categoriestoa  Lesson Question

You can create and assign categories to your questions. After you deliver your lesson, you can
use the categories with tkharting windowto slice performance data.

To associate categories to a questioiliow these directions:
1. Create a new questiondoubleclick onan existing question in tHerepare>Lessons
and Assessmentab. The CPS Question Author wind@appears.

&
)4 Categories @

Question Question(s) belong tothese categories:

2. Click Questionin the Options groug_—~__I. Apop ||
up menu appears.

3. Click the Categoriesmenu item. The Categories W[
window appears. ki

4. Typea category name in tl@@uestion(s) belong to
these categoriesbox. You can add multiple
categories bgeparating them with a comma. [ New |

5. Click Add to List. The category name will appear i :
the category list box. CPS will automatically : ,
associate the current question with the categgdes ndicais caegoriesbelonging o some
create. Alternatively, you camld a new category by

clicking New and typing in the category name. ok J[ concel ]
6. Click OK to save your changes and returnto the Figure 21: Associate a category to
CPS Question Author windaw a question using the Categories

H window

7. Click Savein theNavigate groupg__

Close

8. Click Closein theNavigate groug
Assessmentsb.

to return to thé’repare>Lessons and

Associate Standardsto 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.
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To associate specific standards to a question, follow these directions:
1. Click onthePrepare>Lessons and Assessmetais.
2. Doubleclick onthequestion form the question side (right or bottom window) of the
screen thayou want to associate a standard ilhe CPS Question Author window
appears.

p

Question

Click Questionin the Options grougd_~__I. A pop-up menu appears.

Click theStandards menu item. The CPS Question Standards window appears.
Click inside the boxes besidiee
standardsyou want to associate
with this question.You may
associate the questions with

ok w

CPS - Question Standards

multiple standardsUse to
see any childevelstandards and
select them if you like.

6. Click OK to save the association
and return to the CPS Question
Author window

7. Click Savein theNavigate

&
' +
5 Tex:

Save

rds (TAKS) Update

groug—= ;
8. Click Closein theNavigate o) e
Figure 22: Associating standards to a question with
the CPS Question Standards window
groud 2% | to return to théPrepae>Lessons and gsessmenttab.

To review which standards are associated with any questpen a question in the CPS
Question Author windovard repeat steps 2 and 3

Create Lessons with the Lesson Builder

When you use the Lessons Buildenction, you can build one lesson of questions from several
pre-existing lessongzor exampleif a Language Arts database has 32 lessons in it, each lesson
representing a chapter from a text, you can create demigdexam from the first sbessons
(chapters) without reyping all the questions. You can also create a lesson from multiple
databases.

To create a lesson from the Lesson Buijldeliow these directions:
1. OpenthePrepare>Lessonsand Assessmentsb.
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2. Select a lesson from thesson side of the screen.

. . . “~\ Builder. .. . . .
3. Click Builder in the Lessonsgrougd > The Builder window opens showing the
features listed below:
“\ Builder - Target Lesson: Indefinite Pronouns o (B[]

E

File

Number Type  Difficuty 4

Mc4 2

This pane containde lesson to which you are adding questior

»
Dragged Questions )
@ Link Copy electe [ Link Random Questions ‘

Number  Question Stem

This pane 7
contains éssons | 2« caivessnzes T

and standards || This pane containsugstions available in
available in the thelessonor standard selected in the
open database || bottom left pane.

Figure 23: Creating lessons using the Lesson Builder

The File menu allows you to alter the target lesson you are buildor, fimport
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 imp@ndatabaseYou 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 Thelink Selected Questiondutton allows you to select questions from
the bottonright pane and copy the questions to the top pane.
o ThelLink R andom Questionsbutton allows CPS to select random
guestiondrom the open database and copy them tddphgane.

NOTE: Check whether the databaggen 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 menuto 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
destindion into which you want to builquestions. If not, use thele menuto

select a different lesson name from the open database.
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. Select a lesson from the database open in the bottom left pane. Alternately, you can
choose to build rom Standards questiasiply click theStandardstab in the bottom

left window. Questions for the selected lesson or standard display in the bottom right
pane.

. Select questiondrom the bottom right panég copy or link into the target lesson.

Press theCtrl key and your muse simultaneouslty select specific questions to inckid

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

. Use theLink or Copy optionbuttons, in the
Dragged Questions arga,choose how you
wantthe questions moved.

. Click the Link R andomQuestionsbutton to Random Questions

Lesson Name: Poetry

Select the number and types of questions to be selected at random:

choose the number of specific question types o o —
you want to include in the target lesson. Click Trees: Questions: - Avallatie
the OK button to complete this random PED  True/False 0 B 8
selection. g e/t 0B 0

Multiple Choice 0 z 4

Numeric 0 - 0

=2 |

Preparex essonsand Assessmentab. Your
lesson will appear in the left (or top in
horizontal view) window.

| ok | [ cams |

Figure 24: Selecting random questions
from the Random Question Selector in the
Builder window
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Edit Lessons

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

Edit lesson attributes

Add guestions to an existingsson

Edit lesson questions

Rearrange questions within a lesson

Copy questions

Deletea lesson

Deletelessomuestions

Delete graphics from questions

Adjustthe question font

Add a special character to a question or answer
Search for questions

Spelicheck questions

Print lessons and question

= =4 -_4_-9_9_9_-98_90_29_-242_-52._-2=2_-2

Edit Lesson Attributes

To edit lesson attributes, follow these directions:
1. Open CPS from your desktop icon.
2. Click thePrepare>Lessonsand
Assessmentsb. I\ Parent Lesson: Grammr
3. Select the lessoifrom the lesson side of thg e
window, you want to edit

[[% CPS - Lesson Attributes ==

) L ’J Edlt Description:
4' C“Ck Ed |t N the Ho me gro L ]Ir Teach different types of punctuation and sentence structure

Alternatively, rightclick and choose the
E d i todnmand from the shortcut menu q

Unigue |dentifier:

doubleclick the lesson name. The CPS Engish 100,001
Lesson Attributes window appears. Associated File:
5. Editthe lesson titlethe lesson description,
or the unique identifier. Optionally, you (o]

may also adar change the file associated
with the lesson.

6. Click OK to save your changes or click Figure 25: Editing a lesson with the CPS Lesson
Cancelto negate your changes. Attributes window

‘ 0K H Cancel I
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Add Questions to an Existing Lesson
To add questions to an existing lesson, follow these directions:

1.

© 0N

Highlight a lesson name from the lesson side oRtepare>Llessors and Assessments
tab. The question side should be empty if you havemotiously added or imported any

questions.
C“Ck Nern the Ho me // CPS - Question Author - Question =20 ==
1 =H O e e L e
New Save Cose (AjpAl|B F U 8 x X (2 «|color T ~ Engfge Q‘Nefuon Previey SDEV‘MQ
Mew
groug—~__I. A menu appears.

SelectthdQ u e s t fine;n é
item. The CPS Question Author

window appears. A
Click Te mplate in theFormat
groug il Select the

templatestyle you want to apply
to the question. You may select
1 Chalkboard

1 No graphics

1 Add Graphics

Click the b_lue arrow in the drep Figure 26: Adding additional questions to a lesson
down box in théFormat with the CPS Question Author window

gro u. A list of question

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

| Please refer to thBelect a Question Templadection for detailed information about
the available question templates.

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

Typeanswers in the answer boxes of the template you selected.

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

/ Please refer to th® uestion Author Windovsection for detailed information about
the function of each button within the Question Author window.

10.Click Savein theNavigate groug__¥__[to save the question.

11.Click Closein theNavigate groug

Close

to return to thé>repare>Lessons and
Assessmentab.
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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.
2.

Click the Prepare>lessonsaand Assessmentsab.
Select the lesson from the lesson Kigé or top window) of the screernThe questioa
within the selected lesson appear ba&quesbn side (right or bottorwindow) of the
screen
Select that questigryou want to editfrom the question side of the window.
P

Click Edit from theHome grop! &t Alternatively, rightclick the selected question
and choose thedit € command from the shortcut menu or dotbliek the selected
question. This opens the CPS Question Author window
Make any changes to thgiestion, answer choices, question template, subjective status,
difficulty level, formd, note, and standards from the Question Auttimdow.

® NOTE: Display the file path of a graphic included in a question by rolling your

mouse cursor over the graphisetf or rightclicking on the graphic.

Click Savein theNavigate groug_*__|to save changes you made to the question.

Close

Click Closein theNavigate group
Assessmenttab.

to return to thé’repare>Lessons and

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

To move a lesson questiollow these directions:

1.
2.

3.

Click on thePrepare>Lessonsand Assessmentsb.
Select the lesson that contains ¢heestion you would like to move. The questions appear
in the question side (right or bottdmf the window.
From the question side, select the question that you would like to move.
UD

L Down
Click Up or Down from theList groug 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 thePrepare>Lessonsand Assessmentsb.
2. Select a lesson from which you want to copy questions to another lesson. Questions in the
selected lesson apar in the question sideight or bottom)of the window.
3. Select a question or a group of questio¥su can select a group of questions by
simultaneously pressing the mouse button and pressir@€tthbutton 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 whin the same lesson, follow these directions:
1. Click thePrepare>Lessonsand Assessmentsab.
2. Select a lesson from the lesson side of the window. Any questions in the lesson appear in
the question sid&ight or bottom)of the window.
3. Select a question @ group of questionsYou can select a group of questions by
simultaneousiypressing the mouse button and pressingiinebuttonfrom the

keyboard
Copy
4. SelectCopy from theHome groug
5. Click your mouse on the question side (right or bottom) of the window.
6. SelectPastefrom theHome group A== The copied question appears in the

question side (right or bottom) of the window.

Delete alLesson

To delge an entire lesson of questions, follow these directions:
1. Click thePrepare>Lessonsaind Assessmentsb.
2. Select thdesson, which you want to delefgm the lesson side (left or top) of the

window.
_ * Delete . . .
3. Click Deletefrom theHome grougd Alternatively, rightclick on the lesson
name and choose tBeletecommand fom the shortcut mené confirmation message
appears.

® NOTE: If you select a lesson that has chddel lessons beneath it, the chikdel
lesson(s) delete as well. Use caution when deleting lessons from the lesson side of the
window.
4. Click OK to deletethe lessomr Cancelto stop
5. Repeat step2-4 for as many lessons as you want to delete.
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Delete Lesson Questions
To delete lesson questions, follow these directions:

1.
2.

3.

No o

Click the Prepare>lessons and Assessmertab.

Select the lessgomvhich contains the questions you want to de ketam the lesson side
(left or top)of the window.

Select the question(s) you want to del&tam the question sid@ight or bottom)of the
window.

. * Delet . . .
Click Deletefrom theHome groug "% | Alternative ly, rightclick on the selected

questions and choose tbeletecommand from the shortcut meruconfirmation
appears

Click OK to delete the questicor Cancelto stop.

Repeat step2-5 for as many questions as you want to delete from this lesson.
Click the lesson name in thiesson sideléft or topwindow) to seeupdated question
numbers Question numbers update automatically when you exit the lesson.

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

1.
2.

3.

Click thePrepare>Lessonsaand Assessmentsb.

Select the lessgrirom the lesson side (left or tegindow), that contains the question
with the graphic you would like to delete.

Select the questionidm the question side (right or bmin window), that containghe
graphic you want to delete.

// Edit

Click Edit from theHome groug
The CPS Question Authcwmdowappears

NOTE: Display the file path of a graphic
included in a question by rolling your
mouse cursor over the graphic itself or I

right-clicking on the graphic. oo {" 2T —
Rightclick on the graphic area. A shortcut o 0 g

menuappears.

Click theRemovecommand. The graphic is
deleted, but the question template that alloy
a graphic is still active.

f To ad_d a new graphic to thiS _ Figure 27: Removing a graphic from a question
guestion, follow ke instructions in  in the CPS Question Author window

Create Questions with Graphics

1 To eliminate the possibility of using a graphic with this question, dlekplate
in the Format group and select either tk&halkboard menu item or th&lo
Graphic menu item, then click the blue arrow in the diabgvn menu in the
Format group and select a question template.
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7. Click Savein theNavigate grougd_>__Ito save changes you made to the question.

Close

8. Click Closein theNavigate groug
Assessmenttab.

Adjust the Question Font

to return to thé’repare>Lessons and

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 questipim the
Question Author windoywyou see the font

==

style that comes with CPS. You can alter thg ==
default font so that every new cai®n you :
type appears withiour chosen fonstyle.

To change your default fonfbllow these
directions:

Effects

| Stikeout

Sample

1. Click theSettings menu. Amenu ks | AaBbYyZz
appears. Coor:

2. ChooseDefault Font. The Font WDk v X :
window appears.

3. Adjust the style, size, or color in this
dialog box. Figure 28: Setting the default font from the Font

4. Click OK to sae your new default ~ window
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 anstwdiow these directions:
1. Openthe CPS Question Author window. You canopen the CPS Question Author
window by doubleclicking on a questiom thePreparextessons and Assessmeltiab.
2. Highlight the question and/or answer text in the CPS Question Author window

Alternatively, click the green arrow in thént groug

>

v

and selecSelect All

3. Click the font options in th&ont group to adjust the font of the highlighted ttekont

options include
1 Text font
1 Textsize

1 Text styles including: Bold, italic, underline, strike througiperscript, and

subscript
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4.

5.

M1 Textcolor

Save
Click Savein theNavigate groug__~

(%)

Close

Click Closein theNavigate group
Assessmenttab.

Add a Special Character
Also included in theCPS Question Author window the ability to add special characters to your
guestions or answers. If you are a math or science teacher, this function is especially helpful in
creating questions with symbols to accuragdgress equations and other coneslevant data.
However, anyone can use the character map to incorporate a more specialized question into any
lesson.

Chapter 3: Create Functions

to savechanges you made tbe text

to return to thé’repare>Lessons and

To add a special character to a question or andodow these directions:

Open the CPS Questigyuthor windowby doubleclicking on the question, in the
Prepare>Lessons and Assessmetats youwant to add a special character to

Place your cursor in the question or answer text box where youaevplaice the special

1.

2.

character

Click the Character Map button in theFont groug

3

“|. The Character Map window

appearsNotice the font currently selected in thent drop-down list.

Adjust this font style if you like by using the
arrow in that dropdown list to see other
charactr map options.

Find the character in the large portion of the
window you want to incorporate into your
questions or answers.

Click theSelectbutton. That character appea
in the Characters to Copy text box.

Repeat steps 4 andfé@ as many characters a
you want to add.

Click Copy.

Close the Character Map return to the CPS
Question Author windowMake sure your

fodlE =
Font: v [ meb |

(E=s s ]

Xt Character Map
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Characters to copy ‘ [ select

Adyanced view
U+0021: Exclamation Mark

Figure 29: Choosing a special

mouse crsor is where you want the charactelcharacter from the Character Map

to go.

window

10.Use the keyboard comma@IRL+V to Pastethe characters into this area.
| Pease refer td/o use/Keyboard hortcutssection for information on keyboard

commands.

Your special characters display during a deliveggsiorjust like any other text.
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Search for Questions

You can use the Question Findeature 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 seafohthe question.

To search for question®ollow thesedirections:

Chapter 3: Create Functions

1. Open CPS to therepare>Lessonsand Assessmentsab or Prepare>3$andardstab.

2. Select the lesson or standafieom the lesson or standard side (left or top window) of the

screen thahas a question you would like to search fQuestions withn the lesson or
standard display on the question side (right or bottom winddwhe screen

3. Select the question you would like to search for.
4. ClickQue st i on inthéQuekstonsé

GfiQuestion Finder...

groug . Alternatively, rightclick on the

question to access the pagp menu and choose

Questi on. e @PSQuestion Finder

window appears.

5. Use the CPS Question Finder windtwwiew all of the
locations of your selected question. Read below for
more informaion on the window:

1 Question The question you selected appears in
bold print at the top of the CPS Question Finder
window.

1 Lessons The Lessons section of the window shoy
you every lesson that contains the question, as w
as howmany total questions are in each of the
lessons.

1 Standards: The Standards section lists every
standard associated with your question.

' CPS Question Finder =l = =

Question- *1"
A copy of this guestion can also be found in the following areas of CPS

Lessons:
[c. Tie

UJ  Poetry - 12

Standards:
| C.. Tile

(D) Use root words and other structural cues such as prefices,

Challenge Boards:

| Title Category Level

| Close

1 ChallengeBoards: The Challenge Boarskction
lists every Challenge Board that contains your
question.

Figure 30: Searching for a
guestion using the CPS Question
Finder window

6. Select the location of your question that you would like

to edit.

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

Board that contains your question.

8. Click Closeto return to thd’repare>Lessonsand Assessmentabor

Prepare>3andardstab.
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Spell - check Questions
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CPS can spettheck your questions with the CPS Spell ChecKeu can use spetiheck in
several ways. You can sp&lheck questions within an entire lesson. Youaatomatically
spelicheck eaclguestion beforenoving to the next question, ooy can use the Spell Checker

icon to check a specific questiavnthin the CPS Question Author window

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

directions:
1. OpenthePrepare>Lessons and

Assessmentthb

2. Click onthe lessoname you want to
speltcheck questions in.

3. Click Check Spellingin the Home

“Check Spelling. ..

groug . Ifthe Spell

% Spell Check

Not in Dictionary:

Typing a note to dfdsad question.

Suggestions:

(daftest ]

Check finds any misspelled words, th¢ Genos

Spell Check window appears.
4. Use the Spell Check window to chang
the spelling, ignore the word, or acces

the SpelCheckerOptions window.

lgnore
lgnore All

Add

Change |

| Change Al |

1 Options... | | Close |

| Pleaseefer to theSet Spell
Checker Optionsection for more
information on changing the Spell
Checker options

Spell - check Questions within the CPS Question Author Window

Figure 31: Spell-checking a questions with the

Spell Check window

To use the CPS Spell Checker in the Question Author window, follow these directions:
1. OpenthePrepare>Llessonsand Assessmentsab.
2. Create a new question or edit an existing gjoasThe CPS Question Author window

appears.

/ Pleasaefer to theCreate Lesson Questiogssction orEdit Lesson Questiorsection

for more information on creating or editiagquestion.

3. Click

in theProofing group The CPS Spell Checkautomatically spelthecks

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

appears.Alternatively, you can sele&pelling in the Proofing group

appears.

Spelling

v

A menu

1 Select theCheck Spelling Nowmenu item to speltheck the question now.
1 Select theCheck Spelling on Savanenu item to check the spelling of the

guestion when you save itthe Question Author window.

4. Use the Spell Check window to change the spelling, ignore the word, or access the Spell

CheckerOptions window.
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/ Please refer to thBet Spell Checker Optiosgction for more information on
changing Spell Checker options.

Set Spell Checker Options
You can set your Spell Checkier ignore capitalized words, ignore alphanumeric words, or even

to recognize special words from your custom dictionary.

To setup the Spell Checker optipffsllow these directions:
1. Click thePrepare>Lessonsaind Assessmentsb.
2. Select a question you witdl like to spellcheck or create a new question. The CPS
Question Author window appears.

| Pleasaefer to theCreate Lesson Questiossction for more information on creating

lesson questions.
3. Click Spelling in the Proofing

Spelllng =% Spell Checker Options =)
groug”~ A menu appears. General Optiona
4. Select theSpell Checker Optionsmenu A 7] lgnore UPPERCASE words
item. The Spell Checker Options window ] lgnore words with letters and numbers
appears.
1 Ignore uppercase words- To have SIS
Spell Checkergnore capitalized letters, | 45k  Fatyor custonistofcorecty spelied [ e
click the box next to thisption so that
a checkmark appears.
1 Ignore words with letters and [Ceencs ] [L_ok_]

numbers - To have Spell Checker
ignore alphanumeric "words," click the
box next to this option so that a
checkmark appears.
9 Custom Dictionary - To add words to or create a custom dictionary for Spell
Checkey click theEdit 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 Chedb®ing the custom dictionary, the Spell
Checker can identify special words or acronyms that you frequently use.

To create @ustom dictionaryfollow these directions:
1. Click thePrepare>lessonsand Assessments  [-==.
tab.
2. Select a question you would like to spelieck
or create a new question. The CPS Question
Author window appears.

[l

Spelling
3. Click Spelling in the Proofing groug ~ A
menu apears.
4. Select theSpell Checker Optionsmenu item.
The Spell Checker Options window appears. Figure 33: Creating a custom dictionary
5. Click Edit.... TheUser.doc Notepadwindow with the Dictionary Notepad window
appears.
NOTE: Put each word onseparate line.

6. When you've added all your words, cliEke thenSave Close the Dictionary Notepad
window to return tahe Spell CheckeOptions window.

Print CPS Lessons

You can print pur CPS lesson (be it an exam, homework or review), hand it out to students, and
then grade the material with the CPS response systau can print lessons directly from CPS,

or you can export lessons to a word processing application and print the fresedhe word
processing application.

Print CPS Lesson from CPS
To print your CPS lessomom CPS
follow these directions:

1. Click thePrepare>Lessors and
Assessmenttb.

2. Select the lessgrrom the lesson
side (left or top windowpf the
screenyou want to print.

3. Click Pr i nirttléelLessons

wey Print. ..

groug . The CPS Print
Questions window appears
Alternatively, rightclick on the
lesson name to access the pgp

menu. ChoosePrint Questions

from the popup menuThe CPS Figure 34: Printing questions from the CPS Print
Questions window

7] Select All 7] Include Answer Key Include Name Include Date AnswerKeyOnly [ Preview |[ Cose |
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Print Questions window appears.

4. Click inside the box in front othe questions you want to primtr click SelectAll in the
lower left corner to include every question on the printeutheckmark will appear in
the box in front of the questions you selected.

1 Ifyouwant an aswer key, an area for including a name, an area for incladdzge,

or a combinatiof any of the available options included in your printout, check the

box or boxest the bottom ofhe CPSi Print Questions windowhat coincide with
your preference.

5. Click the Previewbutto A;’I‘EV':*_| ThePrintPreview window opens showing the
selected questions just as they will pdirgxcept for graphics.

® NOTE: The directory path of any graphic associated witjuestion displays in the
Preview window. Graphics will print, hdo not display in the Previewindow.

=

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 coacted to a printer, and then click t&& button to print this
lesson.

8. Inthe CPS Print Questions window, click thsebutton to return to the
Prepare>lessonsand Assessmentab.

Print CPS Lessons from a Word Processing Application
To print your CF5 lesson from a word processing application, follow these directions:
1. Click thePrepare>Lessons and Assessmetais.
2. Select the lessgifrom the lesson side (left or top windowf)the screenyou want to
print.

3. Click P r i nin tiée Lessonsgroug . HHLLTEG . The CP3 Print Questions window

appears. Alternatively, rightlick
on the lesson name to access thl[
pop-up menu. ChoosBrint
Questionsfrom the popup
menu.The CPS Print Questions
window appears.
4. Click beside the questions you
want to print, or clik SelectAll
in the lower left corner to include
every question on the printout
1 If youwant an answer key, af
area for including a name, an
area for including a date, or a
co mb inatio n Of any Of the 7] Select All Include Answer Key Include Name Include Date Answer Key Only [ Preview ] [ Close
ava”ab_le options included in Figure 35: CPS Print Questions window
your printout, check the box
or boxes at the bottom of the

7 CPS - Print Questions e
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CPSi Print Questions window that coincide wibur preference.

5. Click the Previewbutto L Preview | ThePrint Preview window opens showing the
selected questions just as they will pdirgxcept for graphics.

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

Click Outputfrom the side toolbar. A list of export options appears.
Select theRTF File or Text File export option

1 AnRTF file will open in Microsoft Word.

1 A TextFile will open in Notepad

The Export report to RFT File or Export Report to Text File window appears.

8. Use theSave in:drop-down menu to locate the location you want to save the lesson.
9. Type in the file name in thEile name:box.

10.Click Save

No

11.The lesson questioagpen in thavord processing applidion. Look at the word
processing applicati omobtleprintout.l e bar to see

® NOTE: If Microsoft Word is set to automatically view text and graphic files, then
graphics associated with questions display as wehesext. 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 thérint command. The Print window appears.
14.Make sure you are connected to a printer, and thek ttie 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 clizglose.
16.In the CPS Print Questions window, click tbisebutton to return to the
Prepare>lessonsand Assessmentab.

Create Rubrics

You can crete custom rubrics for performangeesions. When you engage performance
guestions in CPS, you can associate them to a rubric, and award the students points based on
your rubiic. You can include this grade information in fReport>Gadebooktab.

This section will show you how to
1 Create a rubric
Associate a rubric to a performangeestion
Edit a rubric
Copy a rubric

1
1
1
1 Delete arubric
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Create a New Rubric

To create a new rubric, follow these directions:
1. Click theSettings menu.
2. SelectPerformance Question Rubric Wi z a rnteBu tem The CPS Performance
Question Wizar@ppears.
3. Check theCreate New Rubric

7| Create New Rubric

Performance Question Rubric Information

§ ’ Enter the information for your rubric.

box__ , in the New Rubric

section R—
4. Click Nextto continue.
5. Fill in the Rubric Name box. Tokl Norber o6 [
6. Choose the number of categories fromThéal

Number of Categoriespull-down menu.

7. Click Nextto continue.

8. Type in the names of yoaategoriespr leave
the default names.

9. Click Nextto continue

10. Verify that the information yopreviously
entereds correct. ClickBack to edit the Figure 36: Creating a rubric for the first
information andNext to save the information time using the CPS Performance Question

11.Click Doneto save your rubric and return to Wizard
thePPrepare>lessonsand Assessmentab.

Associate a Rubricto a
. /' CPS - Question Author - Question #20 ==
Performance Question e - oo

To associate aubric to aperformance | i
question follow these directions:

1. Click onthePrepare>Lessons
and Assessmentab.

2. Select the leson from the lesson
side (left or top window) of the
screen thatontains the
performancejuestion you want
to associate a rubriith.

3. Fromthe question side (right or
bottom window), dubleclick on é
theperformancejuestion you Associated Rubric

Standara

want to associate with a rubric. T
The CPS Question Author Figure 37: Choosing a rubric to associate with a
window appears. performance question

4. Click the Associated Rubric
drop-down menu.

® NOTE: You can only associate a rubric with a performance question. If you do not
see theAssociated Rubricdrop-down box, follow these directions
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a. Click the blue arrow in thEormat grOLpJ. A dropdown menu
appears.
b. Click Performance Question This changes the current question template
to a performance question template. Associated Rubricdrop-down
box will appear at the bottom of the Question Author window.
5. Select the rubric yowant to associate with this question.

6. Click Savein theNavigate groug__~

Close

7. Click Closein theNavigate groug
Assessmenttab.

to return to thé’repare>Lessons and

® NOTE: If you use thePerformance Questidemplateand youuse CPSOnline, onthe
Advanced Engage Options windanake sure to uncheck tBaitomatically Upload

box
Edit a Rubric
You can edit existing rubrics in CPS.
£ CPS - Performance Question Rubric Wizard [=] B =
To edit a rubricfollow these directions: Pofomance Quesion Fubrs Hefl Ffomatn o
1. Click theSettings menu B s M s A o
2. Select thPe formance Question B oo Fiomatn bt ot st
Rubric Wizard... menu itemThe Et s
CPS Performance Question Wizarq % Zesegomessemmnimest T —_—
appears_ \ ée;rj ::rbnc operation to perform on it
3. Select the rubric you want to edit e \ e
from the list of existing rubrics in et e
the Existing Rubrics section. v
4. Click the circle next to th&dit = ﬁ -
: - nstruction
option so that a dot appears. PRy
5. Click Nextto continue
6. EdittheRubric Name andbr Total — s
Number of Categories Figure 38: Editing a rubric from the CPS Performance
7. Click Nextto continue Question Wizard
8. Edit any of the category names.
9. Click Nextto continue
10. Verify that your rubric information is correct: cligkack to change the information and

Nextto continue.
11.Click Doneto sase your rubric
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Copy a Rubric
You can copy a rubrianiCPS.

To copy a rubricfollow these directions:
1. Click theSettings menu
2. SelectPerformance Question
Rubric Wizard.... The CPS
Performance Question Wizard
appears.
Select the rubric you want to
copy from the list of existing
rubrics in the Existing Rubrics
section.
Click the circle next to the
Copy option so that a dot
appears.
Click Nextto continue
Edit theRubric Name and
Total Number of Categories
Click Nextto continue

oo
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2 CPS - Performance Question Rubric Wizard

Performance Question Rubrics Helpful Information

(2.

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

New Rubric

=

Create a new rubric

[] Create New Rubric

Existing Rubrics

Check this button and click Next to

M s sbricfrom your list of existi to edi
lect a rubric from your list of existing rubrics to edit, copy the selected Rubric and edit it.

EM W  delete or copy.

You may contact elnstruction
technical support at
techsupp@einstruction.com or 888-
333-4988 for additional help.

Instruction

Cancel ‘

ol @ ==

Edit the category names.
. Click Nextto continue
0. Verify that your information is

Figure 39 : Copy a rubric from the CPS Performance
Question Wizard

correct: clickBack to change the information anext to continue.

11.Click Doneto 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 rubricfollow these
directions:

1. Click theSettings menu.

2. SelectPerformance Question
Rubric Wi z a r. @hé CPS
Performance Question Wizard
appears.

Select the rubric you want to
delete from the lisbf existing
rubrics in the Existing Rubrics
section.

Click theDeletebutton. A
confirmation window appeatrs.
SelectOK to delete the rubric, or
selectCancelto negate this

2 CPS - Performance Question Rubric Wizard

Performance Question Rubrics Helpful Information
New Rubric

Create a new rubric. Move your mouse over any
setting to see further
information about that setting.

= Create New Rubric
Existing Rubrics

[ ) Selecta rubricfrom yourlist of existing rubrics to edit,
E delete or copy.

Check this button and click Next to
copy the selected Rubric and edit it.

Existing Rubrics

& standard
You may contact elnstruction
technical support af

P

Edit [ Dekete | ¢ R

@ Copy !Hgiuggtjug.ﬂ
) (Lhee > |

et 1
it
techsupp@einstruction.com or 888-
333-4988 for additional help.

=l = s
(2.

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

Import Lessons
You can import lessons boftom CPS and from ne@PS applications to engage in CPS. This
section will show you how to
1 Import CPS lessons
Import Scanner Results
Import lessons fronMicrosoftWord
Import ExamView lessons
Import PowerPoint Presentations

® NOTE: CPS cannot impoxjuestions with images larger than 64K.

1
1
1
1

Import CPS Lessons

CPS lets you import prexisting lessons from other CPS databases. This import function is a real
time-saver for busy instructorBor example if you have a lesson in a database for a marketing
class that would be beneficial for your management classview; you can import the

marketing lesson to the management database.

To import CPS lessons, follow these directions:
1. Open CPS fronyour desktop icon.
2. Open the database into which you want to import the lesson, and click the

Prepare>l'esson$nd CPS - Import Lessons (B3
Assessme nt@-b . Choose the CPS Database that contains the Lesson(s) you wish to import.
/ P |e ase re fer to tr@ De nan lm C:\CPS_Databases\German Beta.cps

Existing Databassection for Chisons s Lssain o Lasuoti yousish oot
information on how to open an| (= EEnrrs
existing database.
3. Select the target lesson into which
you want to import another lesson
4. Click Import from theLessons

“@ Import... .
groug i Alternatively,

right-click the selected lesson
name and choose theport
command from the shait menu.
The CPS Import Lessons window
appears.

5. Click theBrowse button. An Open
dialog box appears.

6. Select the path and file name of th

Ie§son you want to import, and [ Geartn ] [ Concel
click theOpenbutton. The path - ,
and file name appear at the top OfFlgure 41: Importing a CPS lesson to another

database
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the CPS Import Lessons windo¥ny lessons in the database appear in the larger text
area dthe CPSi Import Lessons window

Select individual lessons from this database by clicking in the box beside each lesson
name.

® NOTE: When you select a lesson that has clalk| lessons, the chiltvel lessons
areautomaticallyselectedas well

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 Brepare>Lessonsand Assessmentab. You can edit

guestionsand 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 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 studene s ul t s,
follow the directions below to import the data into your CPS database.

To import scanner result®llow these directions:

1.
2.
3.

Open CPS from your desktop icon.

Open the database into which you want to import the scanner performance results.

In the Prepare>Lessons and Assessmetatls, aeate a FastGrade lesson with the correct
number of questions and answers to corresp

/ Please refer to theéreate FastGrade Less@®tion 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 Il when recordingasener results. Doing so will ensure consistency
between the CPS lesson and imported scanner file.

In thePrepare>Lessons and Assessmetats, ight-click on the FastGrade lessam the

lesson side (left or top window) of the scregmuwant to import scaner results for. A

menu appears.
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S ¢ a n nmenu itegelked-éatune Activation dialog box

activation key for the scanner feature
Use the key provided with your CPS
system from NCS Pearson, or call
elnstruction at 888.333.4988 for an
activation key. Once activated, the

Feature Activation

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

If you received an activation key with your scanner, please typeit in the box Iabeled "Activation Key”
below. The activation key thatcame with your scanner is only licensed for this installation of The
Classroom Performance System. Ify vould like to activate a scanner for other installations of The
Classroom Performance System, please call elnstruction at 1-888-333-4988.

If you do not have an activation key, you may purchase one by calling elnstruction at 1-888-333-4388,
The activation key will only be licensed for this installation of The Classroom Performance System. If you
would like to activ ate a scanner for other installations of The Classroom Performance System, please

note this when calling.

import form will be displayed now and
on future executions.

7. Click theShowicon to view a list of
the lessons in yawatabase.

Activation Code: 1001885283

Activation Key:

[ Activate i ‘ Cancel ‘

8. Select the lesson that corresponds Wirigyre 42: Activating a scanner session from the
the scanner file you are importing ancreature Activation dialog box
drag it into the Lesson box on the
upper right side of the Create Scanner Sessiodow. The Lesson title, ID, and humber
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 youCPS roster must match with the student IDs in the scanner file.
11.Continuein puttingyour setup preferences.
1 Click Create once you have input all required data. The Session Summary window
may appear showing any issues experienced during the sessiot impor
9 Click Yesif you desire to store the session in your databasd&aritlyou do not.
o If you selectYes, your scanner session will be imported and available for
generating extensive data reports viaRlegport>Reportstab.
o Ifyou seleciNo, the Create Smner Session window will appear allowing you to
either make any preference changes before importing again, or cancel the session
alltogether.

Import Lessons from Microsoft Word

The Import from Wordeature will allow you to quickly import R Hormatted questions into
CPS. At this time you will not be able to import tables from Word into CPS.
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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 tH8PS Import from
Word Formasectiorbelowfor
information on how to format your
document befor@mporting it. \
2. Click theSaveasoption from theFile
menu. The Save as window will open.

3. FromtheSaveastype pulcdown menu,

save the file as Rich Text Format
(*rtf) document. Figure 43: Saving a file as an RTF document in

Microsoft Word
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
Savein pull-down menu.

NOTE: You will not be able to import tables from your RTF document into CPS.
Open CPS from your desktop icon.
Click on thePrepare>Lessonsand Assessmentsb.
Click Import... intheLessons

“@ Impott. ..

oo b

grouy
7. Click ontheBrowse button. The Open

dialog box will appear. Use theook in:

pul-down menu to view the folder your

file is in. Use theFiles of Type pull-

down menuo view RTF files. \
8. Click Openand CPS will begin

importing your files from Word.

NOTE: You can import files Figure 44: Importing an RTF lesson into CPS
from other word processors, such ac
MS Works, WordPerfect, or Word Pad as long as you can saWethas 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 exargetbe table to
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