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CPS (Classroom Performance System), and ExamView Assessment Suite are tools which separately 
or together can be used to produce and/or administer formative and summative assessments, exams, 
and common assessments for individuals or the entire class.  
 
This document is by no means an exhaustive instruction manual for either program, but gives you 
enough information to get your feet wet and allow you to explore the possibilities. 
 
 
 



Creating a class in CPS 
 
Before using the CPS units for a question session, it is necessary to create a class roster of at least 
student names and “clicker” numbers for tabulation of responses. There is an Import function which 
can create a class from a “CSV” (comma separated values) file, but PowerSchool CSV exports 
contain coding that is not compatible with the CPS format. For now, it’s easier to just enter student 
names manually. 

 
Double click on the desktop 

icon for CPS to open the 
program. The opening screen 
contains a help file pop-up that 
can help with some routine 
functions. 
 

 
 
 
 
 
We’ll want to 
click on the 
green “Plus” 
icon to create a 
new class.  
 

 
 
You will be asked to 
designate a location to 
which you can save the 
class and other CPS 
data. It might be a good 
idea to create a 
Desktop or My 
Documents folder 
where you can keep all 
these files. 
 
For your first class, CPS will want you to enter some 
information about you and your class to set up the file. 

 
Fill in at least the information 
marked by asterisks and click 
“Next” to complete the 
registration screens. 
Completing the wizard will 
place a new class with the 
name you provided in the 
pane on the left side of the 
screen. 



 
 

 
Click on the plus mark “New” icon again and select student. 
 
 

A row will appear 
in the right pane 
where you can 
enter the student’s 
first and last 
name, student 
number, gender or 
whatever 
demographic 
information you 
desire. 
 

Each time you hit “enter”, a new student row will be 
added. Continue entering students until you have a row 
for each student. Notice that each student is assigned a 
“pad ID” or clicker number after their name. The file will 
be saved in the folder you set up earlier. 

 
Click on the “Lessons and Assignments” tab to continue 
your preparation for the CPS session. 
 
 
 
 
 
 
 
 
 



 
Preparing a Lesson 

 
CPS lessons can take a variety of forms. Questions can be prepared in the CPS program itself, be 
associated with pictures or PowerPoint slides or imported from the ExamView Assessment Suite. 
Once the class has been created and students entered, lessons can be associated with the class and 
administered at any time. 

 
Click on the green plus mark, “New” icon and select “Lesson from the 
drop-down menu. Provide a lesson title, and other descriptive 
information for the questions you are about to enter. We’ll make the first 
set right now and later import a question file from ExamView.  

 
Click OK and an icon will 
appear in the left pane 
under the class folder 
and again in the right 
pane. 

 
 

 
 
 
 
 
 
Click on the name of your lesson in the left pane. 
Click the “New” icon again and select “Question”. 
We’ll start with a few multiple choice questions. 
 
 

 
Enter your question in the top pane of the pop-up 
window and the multiple choice options in the lower 
panes. Click to place a check mark in the box next 
to the correct answer. 

 
 
 
 
 
 
Click on the small floppy disk icon with the green arrow in 
the pop-up pane to save that one and add more 
questions.  
 

 



 
You can choose from a variety of question types 
when adding any question by simply clicking on the 
pull-down tab at the top of the “Format” section of 
the tool bar. You can have multiple choice with 
anywhere from two to eight options, numeric 
questions with a specified range of correct values, 
true/false or yes/no questions and “performance” 
questions with a rubric.  

 
 
 
Let’s try a numeric response. Just select that 
format, and enter your numeric question. Put the 
best answer in the space provided and a value for 
how much variance you will allow for a correct 
answer. 
 
 
 
 

Continue adding questions of whatever format you wish 
until you have completed your lesson. Then just click on the 
red “Close” icon when you have finished creating 
questions.  
 

 
 
 
 
 
 
 
The questions for the lesson are numbered and 
listed in the right pane and ready for presentation 
to the class. We’ll click on the “Engage” tab to 
present that lesson. 



“Engaging” a Class in CPS 
 
Once the lesson has been prepared and clicker numbers assigned to the class list, you are ready to 
begin asking the questions and collecting student input. The questions in the 
lesson can be previously prepared, verbal questions asked “on the fly” related to 
any topic being discussed in class, or any number of other applications. 

 
 
Plug the CPS radio frequency receiver into a 
USB port on your computer and pass out the 
“clickers”.  
 
Have the students press the “Power/Join” 
button at the bottom of the clicker. 
 
 

 
Select the “Engage” tab in the 
CPS program. Select the 
lesson to be presented by placing a check in the 
box beside its name in the left-hand pane under the 
class name, then click the Engage button. 

 
The CPS screen will minimize and this floating 
toolbar will appear on your desktop. If all we 
wanted to do is administer the question set we 
previously prepared, we could click “Next (#)” 
button next to “Questions”. 
 

The first question of you lesson will appear. Clicking “Start” 
will display a new bar along the bottom providing a timer for 
responses, display options and numbered buttons 
corresponding to each of the clickers. Students select their 
answers by pressing a letter button on their remote and 
“send” to enter their choice. 

 
The student’s 
clicker number will 
turn blue when 
they respond. 
 
 
Pressing “End” or allowing the timer to expire will display a 
check next to the correct option and the percentage of 
students who entered the correct answer. 
 
 

 



 
Clicking on the bar graph icon will open a graphic 
representation of the distribution of student responses. You 
could have a class discussion of the results. One nice 
option allows you to randomly select a student to answer a 

verbal question. Just click on the 
silhouette icon and the name and 
clicker number of one of the class 
members will be displayed. 
Clicking again will randomly 
select another student. 

 
 

 
 
Clicking on the green “right arrow” will advance to 
the next question. You can determine the pace of 
the presentation and discussion as needed. 
When you are done, select the red stop icon in 
the lower left corner to end the session. 
 

 
Click the “Close” icon to 
return to CPS.  

 
 
After class, you can use the 
“Report” tab to evaluate the 
session. 
 
 
 
 
 
 
 
 
 
 
 
 



Team Activities in CPS 
 
 
Another option available for review lessons 
are the “team activities.”  Questions from any 
lesson can adapted for a “Jeopardy”- like 
quiz game.  
 
While in the “Prepare” mode, choose any 
existing question banks or create a new one. 

 
Select the “Team Activities” tab and the green plus 
sign to build a new “Challenge Board”. 

 
 

Enter 
the name for the lesson and 
categories in the game and click, OK. 
 

In the upper left corner of the pop-up window, 
choose the lesson containing the questions you 
wish to include in the game. 

 
One-by-one, drag and drop selected questions 
to the colored buttons. These will be the buttons 
on the game board. 

 
 
When finished, click 
the close button 
and a new review activity will appear. 
 
 
 



 
When you are ready to present the lesson in class, click 
the “Engage” tab, select the lesson, and click on the green 
pointer to start the lesson. 
 
 

 
A session pop-up window will appear. 
Click on the start button to begin. 
 

The game board displays. A student can select the 
category and value of a question. Click on the selected 
button and a question will appear. 
 

 
Students select their answers as in other 
lessons.  
 

When the question is ended, the correct answer will 
be indicated by a check mark. Answer distribution will 
appear to the right and the class percentage of 
correct answers at the bottom. 
  
 

 
Click on the close button in the lower left corner and the game board 
will reappear displaying the remaining buttons.  

 
 
 
 
Continue to the end of the game. You can display student scores, if 
desired, as well as generate reports as in other lessons. 



 
 

Using Reports to Analyze and Evaluate a CPS Session 
 
 
 
Clicking the “Close” icon in the CPS Engage toolbar will 
return you to the CPS program. 
 
 
 

 
Select the “Report” tab in CPS. Your 
session(s) with that class will be listed in 
the large window below the tabs. Click on 
the session title to highlight the results you 
wish to analyze. 

 
Clicking on “Generate” will open a pop-up window with a listing 
of students to be included in the left pane and a list of the 
possible reports and actions that could be applied to the 
selected session. 
 
 
 
 

 
 
 
 
 
 
 

 
The Instructor Summary 
displays the results for each 
student’s responses from 
which a grade could be 
determined. 
 
 
 
 

 
 



 
 
Study guides can be generated to 
provide question-by-question 
feedback to individuals, the teacher 
or the whole class on their results 
displaying the full question, correct 
answer and the student’s response. 
 

 
The question report provides the teacher with the 
question, a list of individual student responses and a 
chart of the distribution of answers. 

The item analysis report gives the teacher a 
view of the distribution of answers from the 
entire class indicating the correct answer for 
each and displaying, if selected, the 
standards reflected in the question. 
 
The various export functions allow CSV 
(comma separated values) files to be saved 
and opened in other applications.  
 
 
 
 
The sessions with analysis can be graded as class participation, quizzes, tests, etc. and entered in 
PowerTeacher. Unfortunately, PowerTeacher does not “yet” allow direct import of the grades/scores 
from CPS. Analysis of the class results can be used as formative assessment to help the teacher 
determine whether students have understood and retained the information to this point. 
 
 
 
 
 
 


