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Introduction and Overview

Welcome to the Classroom Performance System (CPS) family. elnstruction is delighted to offer
you a creative and interactive method of class participation, test preparation, presemtetion
complee performance reporting.

There are some required processes that you and your students must complete before you can start
using CPS in your classroom(sJome processes are instructor oriented and others are student
oriented. Please refer to the coorditing sections of each process:

Have your schooldokstore oder response pads (Instructor)

Install CPS from the CPS Installation GIdstructor)

Create adatabase (Instructor)

Create dligherEd CPSOnlineclass (Instructor)

Purchase responspadat thebookstore (Student)

Register a response pad in a CPSOnline class (Student, Instructor)

Assign a loaner pad toHigherEd student (Instructor)

Import PowerPoinpresentationginstructor)

Engage PowerPoimt resentations with CPS (Instructor)

Use your CPSAme class for following semestefisistructor)
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@ NOTE: Students will have to either purchase access or present an enrollment code when
registering their response pads online.

System Requirements

Intel Pentium Il or higher microprocessor

At least one opeserial port olUSB port

A minimum of 512MB RAM required

At least 120 MB of RAM for CPS software; databases may require more room
Windows 2000 operating system or higher

Screen resolution of 800x600 or better
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We recommend using a projection system, agh projector, LCD, or TV, but a projection
system isnotrequired to use CPS.



Test Kit

As part of your adoption of CPS, you should receive a test kit that cofiteesponse pad
enrollment code, and@PS receiver unitYou can use thesceiver unit, response pad, and
enrollment code to test the student enrollment proddssrecommend setting up the test kit on
your office computer.This will allow you to get comfortable using the systamd if you
chooseprovide a place where studsrtan test their pads during your office hours.

To test the system, please do the following:
1. Connect the CPS receiver unit to your computer and install CPS. The installation CD is
packagedn a CPS for Higher Education booklet.
2. Use theCreate a Databasmstructions to create your CPS database.
3. Use theCreate aHigher EACPSOnline Clasmstructions to createa CPSOnline class
4. Use theStudent Instructiomfor Enrolling a Response Pad in a CPSOnline Ciiaskis
document to enrokh sample student

@ NOTE: To use CPS in your class(es), you will neethttall CPSon the classroom
computer.Once your students have enrolled in your CPSOnline class, you can download
your class roster to that comput&ome instructors choose to download their class roster
in their office and bring it to class on removable media such as a Zip drive or USB drive.

@ NOTE: You can use the enrollment code in your test kit only oiffcgou choose to test
the system before your next semester, please éthail/www.einstruction.com/support
or call us aB88.333.498&t that time.

Have your School Bookstore Order Response Pads

Before a school term begins, have the bookstore order the appropriate number of student
response pads, pgour class enroliment.

elnstruction wil/ creanétgouwesbhuoel 6se@P8Onlk
CPSOnline site, you will be ready to create your CP®®@nlirtual classroom using the CPS
Class Wizard. | f yawailable, @eade coathcbemnstractionat i s not vy

888.707.6819 and ask for the Administrator for YBased Initiatives so that we may set it up
for you.


mailto:techsupp@eInstruction.com

Install CPS from the CPS Installation CD

1. Insert theCPSlinstallation CDinto your CBROM drive. The Irstall window appears
with the following options:
1 Install CPS: Click this button to begin the CPS installation process.
1 Content: Click this button to access linksr downloadingstandards,
downloading Image Library, and going to McGr&lMl textbook list.
9 Training: Click this button to amess links for Webinar trainirend training
videos.
1 Other Products: Click this button to access links for other great CPS products,
such as: CPS Chalkboard, REAP, ExamView Assessment Suite, and ExamView
Learning Series.

f ContactUs Cl ick this button to contact el n:t
Support.
2. Click thelnstall CPS button to install CPS. If the installation process does not start in
two minutes:

a) Click theStart button from your Windows taskbar.
b) Click theRun command. A pojup window appears. Type CROM drive
fA\install.exe in the popip window.For example d:\install.exe
c) Click OK.
3. Click I Agree andContinue in the License Agreement dialog box. If you do not agree,
the installation process stops.
4. Follow the Install Wizard prompts to finish installing CPS.

Create a Database

A CPS database is a file that is created by CPS and has a file extertsapsoT his file
contains your class rosters, lesson questions, and all the reports of student peefofn@GiPS
database may contain lessons, class rosters, teantiestistudent performance dasand
attendance records.

The following steps assume you have never used CPS on your computer. If you are a current
CPS user and would like to create a nevablase, simply use th&le menu in CPS and choose
New Database

To create a database, follow these directions:
1. Open CPS from your desktop icon. The Open or Create New Database window appears.
2. ChooseCreate a new CPS databas@he New CPS file window appesa
3. In theFile namebox, title your database.
4. Click Save Thenew database will have a file extension of *.cps. CPS will open your
new database to tlirepare>Lessons and Assessmetats.

You can add lessons, questions, and team activities to youadatabce yoareateit.



Create a Higher Ed CPSOnline Class

Onc

rost er of t he,responsg@ad IDnsnbersand mmegy also contain student ID

e youbve created your da

tabase, yo

u will n

numbers, gender, aticity, and economic disadvantage status. When you engage a lesson,
students answer the questions using ttesponse pads, and CPS saves performance data for
each student.

Students typically purchase their response pads from their school bookst@erall their

res

ponse pads into the cl as

s through

el nstruc

information to your CPS class when you sync, and CPS creates your clasdVhstegou sync
your class with CPSOnline, you can make student gratkess lessons, and class performance
results available online.

@ NOTE: If you teach multiple sections of a class, you must create a separate CPSOnline

class for each section.

The following directions are divided into two sections:
| do not have a @PSOnline Username and Passwordlf this is your first time creating
a CPSOnline class, please follow the directions in this section.
| do have a CPSOnline username and passwordf you have created a CPSOnline
class in the past and have a CPSOnlinenasee and password, please follow the

1
1

directions in this section.

| do not have a CPSOnline Username and Password
To create a Higher Ed class, follow these directions:

1.

6.
7

8.
9.
10.

. Enter yournstructor SetupCode If you do not

Click thePrepare>Classes and Studeri&b.
1

Click Newin theHome group_"#*_|. The CPS New [@ss

Wizardhppears.

@ Higher Education

ChooseHigher Ed as your institution typ

Click Next.

@ No

Click No to indicate you do not have a
CPSOnline username and password.
Click Next.

have one, pleascontact elnstruction at 888.333.498

Your Instructor Setup Code

C
f Please enter your Instructor Setup Code.

Click Next.
Select your institution from the list.
Click Next.

Enter your Instructor Setup
Code



11.Create your CPSOnlinesarname angassword.

12.Click Next.

13. Enter your account information.

14.Click Next.

15. Enter your Higher Ed Class informationdaclick
Next.

1
1

T

1

1 Sync Options This option allows you tolmose whether or not you automatically
sync your class information with CPSOnline each time you open your database.

Class Name A class name is required.

Class Designation Entering a class designation
is optional.

Office Hours: Entering your office hours is
optional.

Class Start Date A class start date is required.
The class start date is thest day students can
enroll in this class.

Class End Date A class end date is required.
The class end date is the last date of the class.
Notification Date: The notification date is
optional. You will receive an email notifying
you when a change tayr roster occurs,
beginning on the notification date you enter.
Enable Notification Datebox Select the
Enable Notification Datebox to enable the
notification date option. A checkmark will
appear when you select the box.

Attendance Options This is te location where

Account Information

? Please enter the following account information.

Title | (Ms... Prof., Dr., etc)
“First Name

“Last Name

“Email Address

Phone Ext.

Teacher Code

Enter your Account information

Higher Ed Class Information

® Please enter the following information about your class.

“Instructor

“Class Name
Class Designation
Office Hours
“Class Start Date

“Class EndDate  ®

Notification Date ~ ©/1</<

V| Enable Notification Date
Attendance Options
@ Display new attendance sessions in the Reports tab

Display new attendance sessions as Absent/Present
in the Class Info area of the Gradebook tab

you store your attendance records in CPS. You Enter your Higher Ed Class
can choose to view the attendance as a grade ir Information

Assessments area of tReport>Gradebooktabor choose to view the attendance as

Absent/Present in the Class Info aodédhe Report>Gradebookab.
16. Enter your Online Class Options. Cliblext.

Online Study Guide This option allows

options. You can choose to automatically
show a study guide online for each
assessment you upload,yamu can have CPS
prompt you to show the study guide after
you upload each assessment.

Online Class Options

you to change the Online Study Guide <

Please change any of the options below for your class.
CFSSOnime Study Guide
~| Show study guide for uploaded sessions.
|”] Ask me for each session | upload.

Sync Options

Automatically sync class when CPS starts.

® NOTE: You must béncompliancewith
FERPA (Family Education Rights and
Privacy Act) laws before showing study
guides online.

Enter your account information

17.Click Nextto create your class or cli&ack to edit your class information.
18. Select Print Options.




@ NOTE: Please note the class key. Yowdents will need the class key to enroll in
this CPSOnline class.
19.Click Doneto close the CPS New Class Wizamt return to th@repare>Classes and
Studentdtab, or create another class by clicking the box in front of went to make
another classoption.

CPS will sync your class with CPSOnline and create your class. You will have access to your
CPSOnline class through CPS.

| have a CPSOnline Username and Password

To create a CPSOnline class, follow these directions:
1. Click thePrepare>Classes and Studeri&b.

IEE

2. Click Newin theHome group ™" | The CPS New Class Wizaagpears.
3. ChooseHigher Ed as your institution typlL > " ="
4. Click Next.
5. Click Existing Userto indicate you do have a CPSOnline username asgljuad.
6. Click Next.
7. Enter your CPSOnline username and password.
8. Select your Higher Ed institution from the drdpwn menu.
9. Click Next.
10. Enter your Higher Ed Class information and clicl
Next "R e it i emson oty

1 Class Name A class name is required.

1 Class Designation Entering aclass
designation is optional.

9 Office Hours: Entering your office hours is

“Instructor
“Class Name -ooty

Class Designation

Office Hours

optional.

1 Class Start Date A class start date is
required. The class start date is the first day

students can enroll in this class.

“Class Start Date /1272007~
6/12/2007 ~

“Class End Date

Notification Date ~ 6/12/2007

Class End Date A class end datis required.
The class end date is the last date of the clas

V| Enable Notification Date

Attendance Options

@ Display new attendance sessions in the Reports tab

1 Notification Date: The notification date is
optional. You will receive an email notifying
you when a change to your roster occurs,
beginning on the notification date you enter.

1 Enable Notification Datebox: Select theEnable Notification Datebox to enable
the notification date option. A checkmark will appear when you select the box.

1 Attendance Options This is the location where you store your attendance records in
CPS. You can choose wew the attendance as a grade in the Assessments area of the
Report>Gradebookabor choose to view the attendance as Absent/Present in the
Class Info area of theeport>Gradebookab.

Display new attendance sessions as Absent/Present
in the Class Info area of the Gradebook tab

Enter your Higher Ed class
information



11.Enter your Online Class Options. Cliblext.
1 Online Study Guide This option allows you to change the Online Study Guide

options. You can choose to automaticall 5o
ShOW a StUdy gUIde Onllne for eaCh L ] Please change any of the options below for your class.
assessment you upload, oryoucanhav | 2. .. _
CPS prompt yOU tO ShOW the Study gu'd' ~| Show study guide for uploaded sessions.
after you upload each assesent. Ask me for each session | upload.
® NOTE You mUSt bencompllance Sym?Dtt‘tjr":'saticall"5\-n<:class"'hen CPSstarts
with FERPA (Family Education

Rights and Privacy Act) laws before
showing study guides online. Enter your online class options
1 Sync Options This option allows you to
choose whether or not you automatically sync your class information with CPSOnline
each time you open your database.
12.Click Nextto create your class or cli@ack to edit your class information.
13. Select Print Options.

® NOTE: Please note the class key. Your students will need the class key to enroll in
this CPSOnline class.

14.Click Doneto close the CPS New Class Wizamt return to th@repare>Classes and
Studentgtab, or create another class by clicking the box in front of ¢vent to make
another classoption.

Purchase a Response Pad at the Bookstore

Eachof your enrolled students must purchase a student response pad through the bookstore
(much like a text book)They will use the response pad for one or more classes each term.

The student will receive the following:
1 Student response pad
1 Directions forenrolling in your CPSOnline class

® NOTE: After the semester is ovehe studerstmay sel their pads back to the bookstote,
another studenor theymay keepheir pads. The next student to use the response pad will be
required to enroll in CPSOnline uise the pad the next semester



Register Response Pads in a CPSOnline Class

In order for your students to enroll in your CPSOnline class, prgwdestudents with a copy
of theStudent Instructions this guidealong with your CPSOnline claksy.
1 Students may also retrieve these instructions by visiting elnstruction.com, clicking the
Studentsbutton, and clicking thinstructions for Enrolling Your Response Pad
through CPSOnlinelink on the lefthand side of the screen

If you are usinghe test kit, use the Enrollment code included with your Test Kit.

® NOTE: If you teach multiple sections of a class, be sure to provide students the correct class
key for their individual section.

Locate Your Class Key
To find your class key, follow theteps below:

1. Click on thePrepare>Classes and Studerigb of CPS.
Select your CPSOnline class.

2.
I .
3. Click Edit in theHome grouf # Edt . The CPS Class Information wind@ppears.
4. Click on theClass Information tab. The Class Key istated in the€lass Information
tab.

Required Information for Students

Each student is required to provide the following information when thexgsedfl into your
CPSOnline class:
1 Class key
1 Response pad
1 Method of @myment(You may ug a credit card, personal check, or an enrollment
code/coupon codg.

10



Student Instructions for Enrolling a Response Pad in a CPSOnline
Class

You need to create a CPSOnline account before you enroll your response pad through
CPSOnline.

Create your CPSOnline account
To create your CPSOnline account, follow these directions:
1. Go towww.einstruction.com

© Students

2. Click the Studentsbuttor
3. Select your school or wersity from the drop | TEEEeEE

down menu. A
: _
4. Click theChoose Sitebutton.

Select your school or university
and click Choose Site

5. Enter your serasnprbermée pauuos
space provided on th&elcome to CPSOnlingpage, if this is your first time to use
CPSOnline. If you have previously used

Are you new to CPSOnline?

C P S O n I | ne Cl | C k th‘ Already have an account? Sign In Here If you've never used CPSOnline before, create an account by entering your serial number below.
link to log in to your existing CPSOnline o [
aCCO u nt . Where's my setial number?

Already have an account? Sian In Here

6. Click theCreate Your Accountbutton.

7. Type in your account information on tzeate
Your Account page. Enter your first name anc
last name as they appear in official university records.

Enter the serial number

@ NOTE: Please note your Create your account

CP Sonlln e username an d lease choose a unigue Lsermame and Password. For example, you could use your first name and the last four digits of your phone number
password. You will use your | .. —
Cpson“ne username and ‘ConfirmPassword |

. * Email Address: 1
password to Iogln to *Confirm Email Address: [
Cpsonllne You WI” also use Note: If you are going ta include a nickname in addition to your real name, please use single quates (') rather than daukle quates (*).
your CPSOnline username anq ........ ——
password for WebCT and ——

Phone: (e0.547-898-7987)

Blackboard accoqntslf you S —— i
include your email address, B
elnstruction will send you an
email with your CPSOnline [ =
username and password
information. Enter your account information

8. Click the Submit button.

You have created a CPSOnline account. You are now ready to enroll your response pad in a
CPSOnline class.

11



Enroll Your Response Pad in a CPSOnline C  lass
The following directions continue from tladovestep 8

To enroll your response pad in a CPSOnline class, follow these directions:
9. Click theYesbutton, on theé\ccount

Confirmation page, to immediately enroll in| enoninaciass
yO U r CI aSS . If you need to register for your class(es) please choose "Yes' below.

If you wish to enroll later, you can log back into your account and choose ‘Enroll In & Class'.

Click the Yes button to enroll in your
class

10. Entertheclass keyyour instructor gave yoan the

Enroll in a Classpage. Enroll in a class
11.Confirm yOUfClaSS key Please enter the following pieces of information:
12.Enter your arollment code or coupon code If — —

you do not have an enrollment code or coupon cd C“‘f“m“;“ ——

leave the code field blank. T [Fesoi0a =]
13.Read theStudent Refund Policy You can access Student D 1
theStUdent Refund POIICyby C“Cklng the If you have an enrollment code or a coupon code,

Student Refund Policy . | . k please enter it below. These codes can be found in
| n . McGraw-Hill text books or may be purchased through
your campus hookstore.

14. Select thel have read and agree with the Student | "~ * ——
Refund Policy box.

15 . C | | C k th e N eXt b UttO n. M 1 have read and agree with the - Studert Refund Policy

@ NOTE: If you entered an enllmment code or o
coupon code, proceed to step 22.

Next == l Back to Account Information

Enter information in the Enroll in a
Class screen

16.Choose a payment option on thayment

. Payment Options
o ptl ons page ) Please choose a payment option below.
NOTE: Payment options may vary.
17.Click theNext button. on‘ . ;13; 22:0;:::::::10 all your CPSOine classes for this term only.

SPECIAL OFFER

€ $50.00 for a discounted Lifetime Subscription to CPSOnline. This is your
only chance to purchase a Lifetime Subscription for & discounted price.

Next=> | cancel Enroliment

Choose a payment option

12



18. Enter your billing information on thgilling

*First Hlame: I

Information page. " ——

. Bu: e fappicable) [

19. Click theNext button. _ e
20. Enter your payment information on tRayment o —

Information page.
21.Click theNext button

22.Click theEnter the Classbutton, or clickthe Account
Information button on thé&enroliment Complete page.
1 Click theEnter the Classbutton to view options for
your specific CPSOnline class.

Billing Information

1 Click theAccount Information button to manage ]

your CPSOnline account information and enroll ir
additioral CPSOnline classel.you enroll in more

than one CPSOnline class, your

response pad may have a
different assigned ID for each
class You professors will need
this information; therefore, you
shoul d
assignedD for eachclass You

can use the reminder emails fror..

Please enter your biling information below

Enter your payment information

. Enroliment Complete

our enroliment is complete. Do you wish to Er‘lsr your class now or view your user account information?

{Eﬂter The Class | [,lccoum IrrformahonJ

note yol

Click Enter the Class button, or click Account Information

button

elnstruction to keep track of your information.

23.0nce you finish enrolling your response pad in all of your CPSOnline classes, click the

Log Out button.

How Do | Manage My CPSOnl ine Ac count?
When you log on to CPSAnk, your homepage displays a list of the classes you enrolled in.

Your homepage displays links for managing your CPSOnline account under this list of classes.

The following links allow you to manage your CPSOnline account:
1 Update My Profile: Update youprofile, including your student ID number.

1 Manage My Pads Add,

remove, and

1 Enroll in a Class Enroll in additional CPSOnline classes.
1 Logout link: Logout from your CPSOnline account.

' Account Informetion

CEAM2SA0 002 | 12167005 1
CEAMEIN 0T | 1211/2005 1

| Lxeslefiv Prolie | oo iy Prese | Enecd b ncinss | Lot

i Choose your dexx bebow tologin. If you nesd o enmol into 8 daxx, dick on'BvdllIn A Chass’ bedow.

; Clozs Nome Ondine Clazs Ends Pad 1D Pad Sesinl Mumber Student
POOGFT  chane dange
IOOGFT  chane chane:

—

<«——— Listof classes

Manage your account

change

A

Links for managing your
CPSOnline account.

13
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Assign a Loaner Pad to a Higher Ed Student

You may wutilize CPSO&6 | oanctoasded wHodoegot hisoehet o a's
response pad. The | oaner pad feature all ows
regul ar r espons essqgial dumbeo Thehsadeht mayrtherruseghe thaner pad
through <cl ass. The next time you sync your ¢
number will automatically sync. Thelodnérpadisespons
then available for you to assign tdifferentstudent.

To assign a loaner pad to a Higher Ed student, follow these directions:
1. Open CPS from your desktop icon.
2. Click thePrepare>Class and Studetdb.
3. Click the namef yourHigher Ed CPSOnlinen the classes side (left tmp window) of
the screen.
4. Cl i ck t he st uahthestudents side (right omattom window) of the
screen.

Loaner Pad

5. Click Loaner Padin the Studentsgroug
6. Enter the | oaner padbs seri al number into

7. Click Savein the Studentsgroug Fisave .

Import PowerPoint Presentations

You can import PowerPoint presentation into CPS to engage as a lesson. A new feature of CPS
5.0 is that you can import PowerPoint presentations into any folder within your database. You
are not limied to importing PowerPoint presentations strictly to a PowerPoint folder. Therefore,
if you have a History folder you want to import a PowerPoint presentation into, you can! You

can also create a folder, title the folder PowerPoint, and import PowepPesentations into

your PowerPoint folder.

To import a PowerPoint presentation, follow these directions:
1. Click thePrepare>Lessons and Assessmetais.
2. Click on the folder, in the lesson side (left or top window), you want to import
a PowerPoint presgation into.
3. Click Add Filesin theLessons

grouﬁ' addfies..|  The Add Files Lookin:  [fE] Documents v
window opens. _ _
4. Use thd.ook in: box to locate the Use the L.ook in: box to _Iocate_ the PowerPoint
. . presentation you would like to import
PowerPoint presentation you would
like to import.
5. Click the arrow in thé-iles of Type:
box, and select the PowerPoint
[*.pps,*.ppf option.
Click Open.

Files of type: [,-’-‘dl Files {".7) 'J

f s . i

Select the PowerPoint [*.pps,*.ppt] option
from the Files of type: box

o

14



The PowerPoint presentation appears in the folder you selectedRrefpere>Lessons and
Assessmentab and th&Engage>Lessons and Assessmetais.

Engage PowerPoint Presentations with CPS
You can engage a PowerPoint presemtawithin CPS. You will use the Standard delivery

mode to engage a PowerPoint presentation.

/For more informat.
Guide.

This section will instruct you how to

1 Engage a PowerPoint presation

on on Standard

1 Engage CPS lessons with a PowerPoint presentation

Engage a PowerPoint Presentation

To engage a PowerPoint presentation, follow these directions:
1. Open CPS to thEngage>Lessons and Assessmetats.

2.
3.

Doubleclick on the folder that contains the PoRent presentation you want to engage.

mo d e,

pl eas

Select the PowerPoint presentation you want to engage. A checkmark will appear in the
box in front of the selected PowerPoint presentation.

Click Engagein theTeachgroup

5

Engage

Your presentation will appear with t#S

Engage toolbar at the bottom of the screen.

Press any key on your
keyboard to begin your
presentation.

® NOTE: If you would
like to ask a Verbal
Question, click the
Chalkboard button on
the CPS Engage
toolbar. If you would
like to select a random
student, click theClass
button on the CPS
Engage toolbar.

Click theClosebutton on

the CPS Engage toolbar

after you have finished

your presentation.

Emily Dickinson

1803-1886
AMERICAN POET

CPS Engage toolbar

A

\

(oo g s i o | | @ oaces | o

PowerPoint presentation with the CPS Engage toolbar

15



Engage CPS Lessons with a PowerPoint Presentation

You can engage a PowerPoint presentation with a CPS lessons, FastGrade lessons, or ExamView
lessons. You may only engage one PowerPoint presentation at a time.

To engage CPS lessonghva PowerPoint presentation, follow these directions:

1. Open CPS to thEngage>Lessons and Assessmetats.

2. Doubleclick on the folder that contains the PowerPoint presentation you want to engage.

3. Select the PowerPoint presentation, from the lessonlsiti®r top window) of the
screen, you want to engage. A checkmark will appear in the box in front of the selected
PowerPoint presentation.

4. Select the lesson, from the lesson side (left or top window) of the screen, you want to
engage with the PowerPoiptesentation. A checkmark will appear in the box in front of
the selected lesson.

N

Engage

5. Click Engagein theTeachgroup
Engage toolbar at the
bottom of the screen.

6. Use the CPS Engage
toolbar to engage your
lesson. Emily Dickinson

7. Use the buttons on the ‘
PowerPoint screen to movi

. Your presentation will appear with the CPS

through the PowerPoint PO ¢ i ou i
presentation. These
buttons are located on the
bottom left corner of the
PowerPoint screen. They
are transparent until you
roll your mouse over them. CPS Engage toolbar
£ A
8. Click Close to end [ \

[7vens | giomsoms| o | oo | | o eucrs | v |
the sesion and return to
theEngage>Lessons and
Assessmentb.

PowerPoint presentation with the CPS Engage toolbar
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Use Your CPSOnline Class for Following S  emesters

Once ssemetertermends, Yy ou may wa n tsonlire site and staed tldse
information for a new semester witmaw set of students

To recycle a Higher Ed class, follow these directions:
Open CPS from your desktop icon.

1.
. Click thePrepare>Classes and Studert&.
. From the class side (left or top window), select the class you wish to recycle.

2
3
4.
5
6

Click Edit in theHome grouﬁﬂl. The CPS Class Information wind@appears.

T

T

When a checkmark appears
next to theClassKey option,
your Class Key from the
previous semester will be
retained for the next semester.
Uploaded CPS Session€lick
the box next to th&Jploaded
CPS Session®ption so that a
checkmark appears. When a
checknark appears next to the
Uploaded CPS Sessions
option, your recycled
CPSOnline class will still
contain your uploaded CPS
sessions from the previous
semester.

New Start Date Use the puH

. Click theRecycleCPSOnline Classtab.
. Select your Recycle CPSOnline Class options.
Class Key Click the box next to th€lassKey option so that a checkmark appears.

Recycle your HE CPSOnline class

down menu to view a pepp calendar. Select a new class start dagendnber:
students cannot register for your class until the start date.

New End Date Use the pulldown menu to view a pepp calendar. Select a new end

date for the class.

Enable Notification Date Click the box next to the EnabiMotification Date option
to remove the checkmark. If the checkmark is there, you will receive an email from

elnstruction regarding every student who registers for your class after the notification
date. For example, some instructors use this functiootitythem when students
enroll after regular enroliment dates.
New Notification Date Use the pulidown menu to view a pepp calendar. Set your

new notification date.

warning box appears.

NOTE: If you recycle your clasthenCPS will delete all the students within the
class. Recycling your class has no effect on your instructor account.

. Click Recycleto recycle your CPSOnline class. Are you sue you wish to proceed?
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