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Step 1:  Create a Database

First-time CPS Users

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

 To create a new CPS database, follow these directions:

1. Open CPS from the desktop icon. Be sure the Prepare Tab is selected.
2. Click on File and choose New Database. 
3. Click OK. The New CPS File dialog box opens. 
4. In the File Name text box, type the database name that you are creating. The file extension *.cps is automatically added to your file name.  

Subsequent CPS Users 

If you have used CPS before and want to create a new database file, follow these directions:

1. Open CPS from your desktop icon. 
2. Click File from the menu bar. 
3. Click New Database.... A New CPS Database window appears. 
4. In the File Name text box, type the database name that you are creating. The file extension *.cps is automatically added to your file name. 
NOTE: Make certain that you save this database in the CPS folder and inside that, the CPS_Databases folder—not in the My Documents folder or any other folder that displays in the Save in drop-down list. The install program created the eInstruction and CPS_Databases folders on your hard drive when you installed the databases from CD.  

5. Click Save and wait while CPS processes your request. The Engage>Lesson and Assessments tab opens with your database name in the left panel. 

Step 2:  Create Lessons

To create a new lesson, follow these directions:

1. Open the database in which you want to create a lesson. 
2. Click the Prepare>Lessons and Assessments tab.  
3. Click New. 
4. Click Lesson. 
5. The CPS Lesson Attributes window appears. 
6. Type in the title of your lesson. 
7. Click OK. 

Step 3:  Create Questions in a lesson

To create questions in a lesson, follow these directions:

1. Open CPS to the Prepare>Lessons and Assessments tab. 
2. Highlight the lesson, from the lesson side (left or top window) of the screen, you want to include the question in.  The question side of the screen will be empty if you have not previously added or imported any questions. 
3. Click New. 
4. Select the Question menu item. The CPS Question Author window appears. 
5. Type the question in the question box of the question template you selected. 
6. Type answers in the answer boxes of the question template you selected. 
7. Select a correct answer by clicking in the checkbox beside that answer, so that a checkmark appears. 
8. Click Save and navigate to the next question. 
9. Repeat steps 5-7 to add additional questions to the lesson. 
10. When you finish adding questions, click Close. All questions appear in the question side of the Prepare>Lessons and Assessments tab. 

Step 4:  Create a K-12 Class 

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

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

1. Click the Prepare>Classes and Students tab. 
2. Click New and Class.
3. Choose K-12 as your Institution Type. Click Next to continue. 
4. If this is your first time creating a CPS class, enter your Contact Information and click Next to continue. If you have previously created a CPS class, CPS stored your contact information. You will automatically move to the Class Information page. 
5. Enter your Class Information. 

6. Click Next to continue. 

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

8. Click Done to close the CPS New Class Wizard and return to the Prepare>Classes and Students tab, or create another class by clicking the box in front of the I want to make another class option. 
Step 5:  Add Students to a Class

1. Click Prepare>Classes and Students tab.

2. Highlight class name.

3. Click New>Student.

4. Enter information for student.

5. To assign student number only, press Enter until you have the correct number of students you need.

Step 6:  Engage a lesson

 

To engage a lesson, follow these directions: 

1. Open CPS from your desktop icon. 
2. Click the Engage>Lessons and Assessments tab. 
3. Select the lesson from the lesson side (left or top window) you want to engage.  A checkmark appears in the box in front of the lesson you selected. 
4. Click Engage.  The CPS Engage toolbar appears.  
5. Click Questions. 
6. Highlight the lesson and the question you want to engage. 

Step 7:  Generate Reports

After you engage an assessment in CPS, CPS records the student performance data in the Report>Reports tab.  From the Report>Reports tab, you can view a variety of reports of the performance data.

 To generate a report from an assessment, follow these directions:

1. Open CPS from your desktop icon. 
2. Click the Report>Reports tab. 
3. Select a session from which you want to generate a report. 
4. Click Generate in the Reports group. The CPS Reporting window opens. This window displays the names of the students (per their class entry) who participated in the session you selected. It also displays the available report types. 
5. Select the students on whom you want to generate a report. Reports include only performance data from students with a check mark by their name. You can select every student using the Select All option or Filter out students who didn’t respond by selecting Filter out students who didn’t respond. 
6. Select a report type from report type list on the right side of the window. 
7. Click Preview. A Print Preview window opens and displays the report. 
8. Click the Views button in the left column of the Print Preview window and use the four icons there to see different views of the report. These icons also appear in the toolbar.
9. To exit the Print Preview window, click the Close button on the left end of the toolbar. 
10. Click the Close button on the Reporting window to get back to the Report>Reports tab.

