Placing pictures on the CPS
1. Create a CPS file to be saved in your district file

2. Choose pictures from the Organize clips… part of WORD

3. (you may also use Clip Art on Office Online)

4. Click on the Downloaded Clips
5. Once you have found the type of pictures you want go up to VIEW and put them in a list form (rather than thumbnail, this way you can copy them)

6. Highlight the one you want and then save it to the CPS file that you have created.

7. Once you have copied all of the pictures you want to your CPS file close the Downloaded clips and open your CPS file.

8. You need to change all of these clips to jpg, in order to do this you RIGHT click on a clip art and go to: Open with….
9. Then you click on Microsoft Office Picture Manager go to FILE and then to EXPORT
10. On the right in blue you will find Export with this file format scroll down to JPEG File Interchange Format then click OK.
11. Close this and go back to your CPS file and you will see two items with the same number but one has jpg at the end KEEP that one and delete the other one.

12. You need to do this with each picture until all of them have jpg at the end of the number.  Now you are ready to begin to make a multiple choice quiz.

13. Click on the CPS icon on your desktop and find the lesson or lessons you have created. 

14. Click on the first multiple choice question choose the box you want your answer to be in then click in the box you then on BROWSE.

15. This will pull up your CPS file (you may need to scroll down until you find your district file, open this and locate your CPS file and open it)

16. I suggest then RIGHT clicking and changing the format to THUMBNAIL instead of LIST since it makes it easier to see the individual pictures. 

17. CLICK on the picture and click OPEN and you will see the picture in the square click on SAVE after each picture placement.
Placing Numbers into a Multiple Choice question
1. Go to START and PROGRAMS find PAINT in the accessories

2. In PAINT you will make a text box and then you can type in words or numbers.  If you want to change FONT or SIZE go to VIEW and scroll down to TEXT TOOLBAR and you can select what you want.

3. Once you have what you need save this to you CPS file (it will be saved as a bmp and you will need to change this to a jpg)

4. You need to change all of these clips to jpg, in order to do this you RIGHT click on a clip art and go to: Open with….
5. Then you click on Microsoft Office Picture Manager go to FILE and then to EXPORT
6. On the right in blue you will find Export with this file format scroll down to JPEG File Interchange Format then click OK.
7. Close this and go back to your CPS file and you will see two items with the same number but one has jpg at the end KEEP that one and delete the other one.

· You need to do this with each picture until all of them have jpg at the end of the number.  Now you are ready to begin to make a multiple choice quiz.

· Click on the CPS icon on your desktop and find the lesson or lessons you have created. 

· Click on the first multiple choice question choose the box you want your answer to be in then click in the box you then on BROWSE.

· This will pull up your CPS file (you may need to scroll down until you find your district file, open this and locate your CPS file and open it)

· I suggest then RIGHT clicking and changing the format to THUMBNAIL instead of LIST since it makes it easier to see the individual pictures. 

· CLICK on the picture and click OPEN and you will see the picture in the square click on SAVE after each picture placement.
