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TO BEGIN USING THE CPS CLICKERS 
CLASSROOM PERFORMANCE SYSTEM 

 

1. Install the CPS software on your computer. 
2. Plug in your receiver. 
3. Click on the CPS icon located on your desktop. 
4. Click on New Database 
5. Give the database your name because it is where you will store YOUR lessons.   
6. Choose a place to save it where you can find it later, for ex. in My Documents. 
7. Across the top, you see 3 main tabs, PREPARE, ENGAGE, and REPORTS.  Each tab has 

subtabs under each main tab. 

 

SETTING UP CLASSES 
 

1. Choose the Prepare tab first. 
2. Select the Classes & Students subtab.  This is where you will set up your classes and add 

your students. 
3. Click NEW (the green plus sign), and select Class. 
4. Follow the instructions to set up your class. 
5. Once the class has been set up, click NEW (the green plus sign), and select STUDENT. 
6. hƴ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ά{ǘǳŘŜƴǘέ ǿƛǘƘ ŎƭƛŎƪŜǊ ƴǳƳōŜǊ мΦ 
7. Clicking ENTER on your computer will add more students.  You can add as many as you 

have students. 
8. You can now go back and type in your students names OR you can import them.  If you 

can export your class roster from STI as a CSV file, it can be imported into CPS. 
9. To import your roster, click on IMPORT, and select .CSV file.  Browse to find the .csv file 

that was exported from STI.  Select the file, click OK, and the students will be assigned to 
a clicker number. 

10. Student information can be edited or changed when needed. 
11. When finished, always click SAVE. 

 

SETTING DELIVERY OPTIONS 
 

1. Next click on settings at the top of the program. 
2. Select Delivery Options. 
3. Under Teacher Managed set up your page like the one shown on the next page. 
4. LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ŀ /ƘŀǊǘ όƎǊŀph) to show after each question, uncheck Auto Show 

Charting. 
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5. LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƘŜ /ƭƛŎƪŜǊ ƴǳƳōŜǊ ǘƻ ǎǘŀȅ ƭƛǘΣ ǳƴŎƘŜŎƪ Show Pads That Have 
Responded. 
 

 

 
6. To make sure your receiver will pick up the Clicker responses, click on the Receiver tab. 
7. Click on Detect CPS Receiver. 

 
 

8. When finished, click OK on bottom of screen. 
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VERBAL MODE 
 

1. Choose the Engage tab next. 
2. To get started using CPS, select the Lessons & Assessments subtab. 
3. Next click on the green, Engage Verbal icon. 

 

 
 

4. Choosing Verbal Mode, which allows you to ask a question on the fly, use questions 
from your textbook, or use Workspace to write a question, will give the screen below. 
 

 
 

5. Give the session a title by typing in the Session Title box, choose the correct Class, and 
click OK to get the toolbar below.  The toolbar can be moved (if in the way) by clicking 
on the blue plus sign and dragging the bar. 
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6. Click on the Verbal tab and choose what type of question you want to ask, which will 
then give the toolbar below, showing the Clicker numbers.  If set under Delivery 
Options to show Pads That Have Responded, lights will turn dark blue and stay lit.  If 
this option is turned off, the when students respond, the light will only blink dark blue.  
Since students can change their answers until a session is ended, a green light indicates 
a student is sending the same answer and a yellow light indicates a student is changing 
their answer. 
 

 
 

7. When all students have answered, click on End to end the question.  Students can 
change their answer until you have ended the question. 

8. When the graph comes up, input the correct answer to indicate which answers on the 
graph are correct. 

9. Click Close to close the graph. 
10. Verbal questions can continue to be asked until you click the Close tab on the toolbar 

shown after #4. 
11. Clicking on Chalkboard on the toolbar will allow you to write questions and load images. 
12. Clicking on Options on the toolbar will allow you to change your delivery options. 
13. Clicking on Class on the toolbar will allow you to call on students randomly.  This can be 

done anytime you see the blue person icon. 

 

FASTGRADE TESTS 
 

1. To use CPS with paper tests, ExamView tests, or CPS tests, go to the Prepare tab again. 
2. Under the Prepare tab, choose the Lessons and Assessments tab. 
3. Making sure your CPS database name is selected, click on New and choose Folder. 
4. Set up folders for each topic, subject, chapter, or class.  Folders are a way to organize 

your tests, activities, and quizzes. 

 
1. Using FastGrade for paper tests, you will input your answers into CPS, which will allow 

students to use the clickers to answer questions on a paper test.  This is usually given as 
a Student Paced test, where each student works at their individual pace. 

2. Under the Prepare tab, Lessons and Assessments tab, choose a folder to put your test 
answers. 
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3. Click on the New icon and choose FastGrade Lesson.  You will get the screen below 
where you will name the test, give other information, and can choose different answer 
types. 

 
 

4. After filling in the information and clicking OK, will give the screen below. 
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5. The question types are across the top, most standardized test are Multiple Choice with 4 
choices, so you would use the column MC4. 

6. Notice the Current Question # is 1.  Clicking on the correct answer for question 1 will 
automatically advance the Current Question # to 2 and so on.   Question types can be 
mixed on a test.  If inputting Numeric answers, you must click Add. 

7. When finished click OK. 
8. To give the test, first click on the Engage tab, then Lessons and Assessments tab.  Put a 

check mark in the box beside the test you wish to deliver.  You can now set your Engage 
Options by choosing a Title, Type of assessment and Class.   

9. Clicking on Advanced, will allow you to add points, standards, and other things to the 
lesson. 

10. If you want the questions to appear in your reports, you can click on each question 
(where it says Question #1) and type the question and answer choices. 

11. Clicking on Assessment Setup, choose Student Paced, and then click Engage, as shown 
in the picture below. 
 

 
 

12. Depending on which type of clickers you are using will determine what your next 
window looks like when you click on Engage. 

13. If using the IR (Infrared set), you will get the picture below.  The top row of numbers 
represents the clicker numbers and the bottom row of numbers represents the question 
number.  Once a student answers a question, the bottom number will automatically 
advance to the next number.  Students will need to look at the screen under their clicker 
number to see what question number they are on.  They can use the arrows on their 
clicker to skip questions or go forward or backwards to a question to change their 
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answer.  Because students CANNOT see what answers they have input, I recommend 
that they write their answers on paper for reference. 
 

 
 

14. If using the RF (Radio Frequency set), you will get the picture below.  As indicated on 
the screen, you will need to turn off your projector.  This screen will be on your teacher 
computer, where you can check on ǎǘǳŘŜƴǘΩǎ answers and see the percentage correct at 
the bottom to see how students are doing on the test.  Students can use the arrows on 
their clickers to skip questions to go to a particular question to change their answer.  
The biggest difference is that since the RF Clickers have an LCD screen, students can see 
what question they are on and what answer they gave. 
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EXAMVIEW TESTS 
 

1. Under the Prepare tab, Lessons and Assessments tab, choose the Folder you want to 
add the ExamView Test. 

2. Click on the Add File, browse to where your ExamView Tests are stored, and choose the 
one you want to add.  Click Open to add it to CPS. 

 

 
 

3. To deliver your ExamView Test, go to the Engage tab, Lessons and Assessments tab, and 
put a check in the box next to the ExamView test you just added 

4. You are now ready to set your Engage Options as you did under FastGrade Tests, then 
click on the green Engage button.  You will get the Teacher Managed toolbar shown 
below.  Notice that it has two extra buttons not found on the Verbal Mode Toolbar. 
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5. The Questions button, will allow you to randomly choose questions from the selected 
test. 

6. The Next #1 button will allow you to start the test questions beginning with question #1. 

 

USING POWERPOINT 
 

1. First you must import your PowerPoint lesson into CPS as you did with your ExamView 
file. 

2. Under the Prepare tab, Lessons and Assessments tab, choose the Folder where you 
want to put the PowerPoint lesson. 

3. Clicking on Add File, browse and find the PowerPoint you wish to import. 
4. To deliver your PowerPoint lesson, go to the Engage tab, Lessons and Assessments tab, 

and put a check in the box next to the PowerPoint lesson you just added. 
5. You are now to set your Engage Options as you did under FastGrade and ExamView 

Tests, then click on the green Engage button.  Notice that this time the green Verbal 
Engage button is what you are choosing. 

6. To ask a question, follow the Verbal Mode steps that you learned earlier, choose the 
type of question, end the session after all have answered, select the correct answer, and 
then close. 

7. To move to the next slide, click anywhere inside the PowerPoint slide. 
8. Close by clicking the red X on the Verbal Mode toolbar AND close the PowerPoint slide 

to get back to the CPS software. 

 

CREATING YOUR OWN TESTS 
 

1. Under the Prepare tab, Lessons and Assessments tab, choose the Folder where you 
want to put the new lesson or test. 

2. Click New and choose Lesson, give it a name, and click OK. 
3. Click New and choose Question.  This will bring up the Question Author, where you can 

choose question Type. 
4. Under Template, there are lots of choices and graphics or no graphics can be imported 

to use in questions, answers or in both. 
5. Along the top left you see New, which will allow you to add a new question; Save, which 

will allow you to save the question, just created or save and close if that is the last 
question; and Close. 

6. To the right of these are two disks with green arrows.  Clicking on the first one will save 
the question just created and move back to check the previous question.  Clicking on the 
second one will save the question just created and move forward to create a new 
question. 
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7. There are also choices for fonts, size, color, and other type choices.  There is also a 
Spelling check feature. 
 

 
 

CHALLENGE BOARD GAME 
 

1. To create a review game using previously created test questions, go to the Prepare tab, 
then the Team Activities tab. 

2. Click on New to get the screen below. 
 

 


