
Table One 
 Curriculum Plan 

 

Task: 
• Create a LET 1 curriculum plan. (Pages 13) 

o Include 15 hours of electives.  
• Make note and talk about facts listed at the bottom of page 14.  
• After saving curriculum plan, go back and edit the curriculum plan. (Pages 30) 

o  Add 10 more hours and new electives.  

 



Table One 
Curriculum Plan 

 

 

Creating a Curriculum Plan (Pages 13): 

1. From the CMv3 Rosters screen, click Curriculum Plan from the top menu. 
2. The Open Curriculum Plan prompt appears, click the Yes button to confirm. 
3. Click the Create New Plan button or select Create New Plan from the Curriculum Plan drop-down 

menu. 
4. From the Create New Plan window, select the desired school schedule from the drop-down list. 
5. Select the desired LET Level 
6. Enter the Total School Hours for the year. 
7. Click the Continue button. 
8. From the New Plan screen, you can select lessons. 
9. Once you have finished adding lessons, labs, etc., click the Save Plan button. 
10. Create a name for your Curriculum Plan in the Enter Curriculum Plan Name text box. 

Edit a Curriculum Plan (Pages 30): 

1. Click the Edit Existing Plan button or select Edit Existing Plan from the Curriculum Plan 
drop-down menu. 

2. Select the desired Curriculum Plan that you would like to edit from the list. 
3. Click the Edit Plan button. 
4. Edit your selections and click the Save Plan button when finished. 

 
 
 
 

 

 

 



Table Two 
 School Year, Period and Roster 

 

 

Tasks: 
• Create a school year. (Page 15) 
• Create a class period (Page 16)  
• Assign Curriculum Plan to class period.  
• Discuss both methods of Creating a Master Roster  

o JUMs Upload 
o Manual Entry 

• Assign Cadets to a Class Period. (Page 18) 
 

 



Table Two 
 School Year, Period and Roster 

 

Create a School Year (Page 15): 

1. From the CMv3 Rosters screen, select Add School Year from the School Year drop-down menu. 
The Add School Year window displays. 

 
2. Select the Start and End dates. 
3. Add a description in the Description text box. 
4. Click the Add School Year button. 

 



Create Class Periods (Page 16): 

1. From the CMv3 Rosters screen, select Add a Period from the Periods drop-down menu or click 
the Add New Period button. The Add a Period window displays. 

 
2. Enter the Period Name in the text box. 
3. Enter the Period Description (optional) in the text box. 
4. Click the Add button. 

 
 

 

 

 

 



Assign Curriculum Plan to class period (Page 21): 

1. Select Assign Curriculum Plan to Selected Period from the Periods drop-down menu or click the 
Assign Curriculum Plan button in the bottom right-hand corner. The Select Curriculum Plan 
window displays. 

 
2. Select the desired Curriculum Plan from the list.  
3. Click the Assign Selected button. 

 
 
 
 
 

 

 

 

 



Create a Master Roster (Page 17): 

1. Select Manage Master Cadet Roster from the Rosters drop-down menu. The Manage Master 
Cadet Roster window displays. 

 
2. On the left side of the Manage Master Cadet Roster screen, fill out the Cadet information. 
3. Click the Add New Cadet button. 
4. Once you have finished adding the Cadets to the Master Cadet Roster, click the (X) in the top 

right corner to close the window. 

 
 
 
 
 
 
 
 



Assign Cadet(s) (Page 18): 

1. Select Assign Cadets to Period from the Rosters drop-down menu or click the Assign Cadet 
button. The Assign Cadet window displays. 

2. Select the Cadet(s) that you wish to assign to the period. 

 

 



Table 3 
Response Device Inventory 

 

Tasks: 
• Instructor them to plug in the USB antenna first. Then launch CMv3. 
• Show how to set RF Channel.  
• Show and discuss how to add new Response Devices.  (Page 20) 

o Go over both manual and auto add. 
• Show how to assign Response Device to cadets. 
• Show where to find the Response Device Help PDF.  

 

 

 



Table 3 
Response Device Inventory 

 

Creating a Response Device Inventory (Pages 19): 

Manual Add 
1. From the CMv3 Rosters screen, select Manage Response Device Inventory from the Response 

Device drop-down menu. The Manage Response Device Inventory window displays.  
 

 
2. Select the Type drop-down list to select the Response Device type.  
3. Assign the response device a unique number (1-64) in the User ID Number 1-64 text box.  
4. Add the RF Device ID from the sticker on the back of the device to the RF Device ID text box. 

 
 
 
 
 
 
 
 
 
 



5. Click the Add New Device button. 

 
 

Auto Add 
 

1. Select the Auto Add Devices button. 

 
2. From the Auto Add Devices window, select the device types that you wish to record. 
3. Click the Start Recording button. The Auto Add Devices window displays. 
4. Click the “A” button on each device that you wish to record. 
5. When done, click the Stop Recording button to add the response device(s) to the 

Response Device Inventory. 

 



Assign Response Device to Cadets (Pages 20): 

1. Select a Period from the Periods list on the CMv3 Rosters screen.  

 
2. For all Cadets listed under the selected period, assign each Cadet a response device. 
3. Click the selected Cadet’s User ID Number field. The Assign Response Device window 

displays. 

 
4. Click the Assign Selected Response Device to Cadet button. 



Table Four 
 Create Custom Lesson 

 

 

Tasks: 
• Create a new presentation. (Page 63)  
• Discuss what are required slides.  
• Show and discus custom resources. (Page 66)  
• Edit an existing Slide. (Page 66) 
• Make new slides. (Page 69) 

o Include an embedded video.  
• Review making edits to a previously create custom slide. (Page 70) 



Table Four 
 Create Custom Lesson 

 

Create a new custom lesson (Page 63/64): 

1. From the CMv3 Home screen, select the desired lesson that you would like to customize from 
the lesson list.  

2. Click the Customize Lesson button. 
 

 
 

3. Select Presentation from the top menu and then select New Presentation. The New 
Presentation window displays. 

4. In the Enter presentation name text box, enter the name of the presentation. 

 

 

 

 

 

 



5. Click the Create New Presentation button. The presentation list will populate with a basic lesson 
presentation for you to customize. 
 

 
 

6. Click the Save Presentation button. 
 

 



Edit an existing slide (Page 66): 

1. Select the desired slide and click the Copy Slide to Custom Resources button. The slide has now 
been copied to the Custom Resources tab.  
 

 
 

2. Select Custom Resources from the top menu and then select Manage Custom Resources. 
 

  

 

 

 



3. Select the slide that you wish to modify and click the Edit Selected Slide button. 
 

 
 

4. When finished editing the slide, click the file tab and save your changes. Click the (X) button to 
close the PowerPoint slide. 

5. Exit the Manage Custom Resources window by clicking the (X) in the top right corner of the 
window. 

6. Select the modified slide and click the Add Selected to Presentation button. It will appear above 
the selected area in the presentation slide list. 

 
 
 
 
 



Make a new slide (Page 68): 
1. Select Custom Resources from the top menu and then select Manage Custom Resources. 

 

 
 

2. To create your own slide, in the Add Blank Slide from Template text box, enter the slide name. 
3. Click the Add Blank Slide button. CM will open a blank side in PowerPoint. The slide will have the 

chapter/lesson header. 
 

 
 



4. When finished editing the slide, save and close the PowerPoint file. 
5. Exit the Manage Custom Resources window. The Custom Resources tab will update. Now you 

may select a custom resource and add it to the presentation. 

 

Add video to a new slide: 

Steps may vary based on your version of PowerPoint. 

1. Create a new slide. 
2. Select Insert from the top menu, then select Video -> Online Video (far left). 

 
 

 
 

3. This is where steps my vary. 
a. Option one: Insert YouTube URL and click Insert button at the bottom.  
b. Option two: Search for Video topic in YouTube search bar and select desired video. 

4. Resize video to fit page. 
5. When finished editing the slide, save and close the PowerPoint file. 

 

 



Table Five 
 Create Custom Question 

 

Tasks: 
• Add Question Category (Page 102) 

• Add Instructor Question (Page 107) 
o Discuss different types of questions. (Page 93) 
o Talk about image management. 

 Add custom images. (Page 96) 
• Edit Instructor Question (Page 109) 

o Make note and talk about facts listed at the bottom of page 109 and on page 
111.  

 



    

Table Five 
 Create Custom Question 

 

1. From the CMv3 Home screen, select Assessments from the top menu and then select 
Create Assessment.  

2. Click the Question Editor button. The Question Editor window displays. 
 

 

 

 

 

 

 

 

 



Add Question Category (Page 102): 

1. Expand the question tree for the selected lesson. 
2. Click the icon to the right of Instructor Created Question Categories that looks like a plus 

sign (this is the add icon). The Add Question Category prompt appears. 
 

 
 

3. In the Question Category Name text box, type in a name.  
4. In the Question Category Description text box, type in a description. 
5. Click the Add Question Category button. 

 

 
 
 
 

 



Add Instructor Question (Page 107): 

1. Navigate to the desired Instructor Created Question Categories to add the question. 
2. Select the desired category and click the Add icon on the Instructor Created Question 

Categories. 
 

 

 

3. In the Question Name text box, fill in the name. 
4. Select the appropriate question type in the Question Type drop-down list. 
5. Select the desired graphics category in the Graphic Category drop-down list. 
6. Select the desired question category in the Question Category drop-down list. 
7. Choose the question difficulty in the Question Difficulty drop-down list. 
8. Type the question text and answer text in the provided text boxes. Use the formatting 

bar as needed. 
9. Mark the correct answer. 
10. (Optional if you selected a graphics category) Click Add Question Image/Add Answer 

Image. The Image Management window displays. 
11. Click the Save button. 

 

 



 

Edit Instructor Question (Page 109): 

1. Navigate to the desired Instructor Created Question Categories that you wish to edit. 
2. Select the desired category and click the Edit Question icon. The Edit Question 

window displays. 
 

 

 

3. Edit the question and when finished, click the Save button. 

 

 



Table Six 
 Create Assessment 

 

Tasks: 
• Create new LET 1 Assessment. (Page 77) 

o 3 Question Minimum 
 Must use Custom/Instructor create question. 

 



Table Six 
 Create Assessment 

 

Create a new assessment (Page 77): 

1. From the CMv3 Home screen, select Assessments from the top menu and then select 
Create Assessment. 
 

 

 

 

 

 

 

 

 

 



2. Drill down through the Question Tree to a question group and select it. The question 
group is selected and the questions in the group are displayed in the lower-left 
Questions list box. 
 

 
 

3. Select the questions you wish to add to the assessment, then click the Add selected to 
Assessment button. 
 

 
 



4. When you are ready to save the assessment, click the Save Assessment button or select 
Assessments from the top menu and then select Save Assessment. 

5. In the Enter assessment name text box, enter the name. 
6. Click the Save As New Assessment button. 

 

 

 

 

 

 

 

 

 



Table Seven 
 Demonstrate Assessments 

 

 

Tasks: 
• Demonstrate how to administer an assessment. (Page 86) 

o Briefly mention QT2 Clickers when assessment prompts cadets to 
click to join assessment.  

• Show and go over question delivery preferences. (Page 58) 
• Demonstrate self-paced assessment. 
• Go over the difference between Instructor Led and Self-paced. (Page 86/89) 

 

 



Table Seven 
 Demonstrate Assessments 

 

Instructor-led  

Administer an instructor-led assessment (Page 87): 

1. From the CMv3 Home screen, select Assessments from the top menu and then select 
Administer Assessment. The Administer Assessment window displays. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 



2. Select the assessment that you wish to administer from the list. 
 

 
 

3. Click the Load Selected button. The CMv3 Assessment window displays. 
4. Instruct Cadets to use their response devices to click in to join the assessment.  
5. After all Cadets have joined, click the Start Assessment button. Select Help from the top 

menu and then select Question Delivery Preferences to verify your preferences. 
 

 



 

 
 

6. Use the Next and Back buttons to navigate the assessment. 
7. When the assessment is finished, click the Home button. The Exit Assessment 

confirmation prompt displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Self-Paced 
Administer a self-paced assessment (Page 89): 

1. From the CMv3 Home screen, select Assessments from the top menu and then select 
Administer Assessment. The Administer Assessment window displays. 
 

 
2. Select the Self-Paced tab. 
3. Select an assessment from the drop-down lists. 

 
 

4. Click the Next button. A confirmation prompt appears. 
5. Click Yes to proceed or No to cancel. 



6. The CMv3 Self-Paced Assessment window displays. 
 

 
 

7. Instruct Cadets to use their response devices to click in to join the assessment. 
8. After all Cadets have joined, click the Start Assessment button. 
9. The “Ready to Start Assessment” confirmation window displays. Click the OK button. 

 

 
 
 
 
 
 
 
 
 

 



Table Eight 
Reports Manager 

 

Tasks: 
• Show and Discuss Curriculum Plan, Generate Exam.  (Page 112) 
• Discuss Presented Lessons, Questions Presented report and Instructor Summary report/ 

Exam Summary report.  
• Talk about the difference between Exam Summary report and Instructor Summary 

report. (Page119/120) 
• Remind everyone that you always Export reports to save them.  

 



Table Eight 
 Reports Manager 

 

From the CMv3 Home screen, select Reports from the top menu. 

 

 

Generate Curriculum Plan report (Page 112): 

1. Click Curriculum Plan located on the left-hand navigation bar. The Curriculum Plan 
Options window displays. 
 

 



2. Click the button next to the curriculum plan from the list shown. 
3. Click the Run Report button. The generated report displays. 
4. Press Export to Save a copy on the computer. 

 

Generate Exam report (Page 118): 

1. Click Generate Exam located on the left-hand navigation bar. The Exam Options window 
displays. 

2. Click the checkbox next to the exam(s) that you would like included in the Generate 
Exam report. 
 

 
 


