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i>Clicker Checklist 
 

Before the term starts: 
 

 Do I have i>Clicker Materials (from the Centre for Teaching & Learning)? 
o Base / receiver: if it is not already in the classroom I am teaching in I must contact the 

Centre to get my own iClicker base. 
o USB Flash Drive: contains i>Clicker software and documentation. 
o Blue Instructor Remote: to control clicker sessions and presentation. 

 Has the Bookstore ordered enough i>clicker remotes (for students)? 
o To order clickers for your class, search the ISBN: 9780716779391  

 Do I have the latest version of the software? 
o If not, run the WebUpdate application in the course folder MyCourseMAC. 

 How many courses will I be using i>Clickers in?  Do I have an iClicker folder for each class? 
o If not, copy the My Course folder and rename accordingly for each section where I 

intend to use clickers (ie:  clicker – PHYS101 Section 001 Winter Term 1 2009). 
 

 Have I allowed my students to register their clickers on WebCT Vista? 
o If not, in the Build tab in your course in WebCT Vista, click “Add Content Link”  

“iClicker Registration”  
 

 Do I want to set different participation and / or performance points per clicker session or do I 
want to set it once for the entire term? 

o To set the grading for the iClicker sessions, open the iClicker application, Press “Your 
Settings and Preferences” and change your grades.  In the bottom right, you can press 
“Set for session” or “Set for term”. 
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Before the class starts: 
 

 Have I prepared my clicker questions for my lecture? 
o iClicker works with almost all presentation software and will screenshot your questions 

for you so you can refer to them at a later date. 
 

 Have I updated my class list? 
o During the first few weeks, run the CMS Integrate Wizard application to download the 

class roster from WebCT Vista into iGrader since students might drop / add your course. 
 

 Have I changed the default i>Clicker frequency if I am not using the default AA frequency? 
o You will not need to do this if you are using a classroom with a pre‐installed receiver but 

if you need to do this, you can change that in Settings and Preferences. 
 

 When I open my iCicker software, does my software look messy? 
o If so, you should change the DPI of your fonts.  To do this contact UBC Okanagan IT for 

support at 250‐807‐9000 or place a work order. 

 

After the class / term: 
 

 Have I synchronized my iGrader scores into my Vista Grade Book? 
o Follow the steps in section I on Page 19. 

 
How do I set up the iClicker hardware? 

1.  To find out if the classroom you will be teaching in has a permanent affixed 
iClicker receiver hub, contact IT Services at 250‐807‐9000 or confirm with the 
Centre for Teaching and Learning, Janine Hirtz at 250‐807‐9133. 

 
2.  To get your own iClicker receiver hub, USB key, and instructor remote, contact 

the Centre for Teaching and Learning or Janine Hirtz at janine.hirtz@ubc.ca.  You 
can use your receiver to test using iClickers and/or use it in class. 

 
3. In one of the two ports at the back of the hub, insert the hub’s USB in the “To 

Computer” slot and insert the other end into the USB slot of your computer. 
 

4. You can insert your USB key in the hub’s other slot, “Flash Memory,” or insert it into 
the USB slot of your computer.  
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B) USB Drive 

I’ve plugged in my USB drive. What should I do with the MyCourseMac folder? 
 
1. Open a new Finder Window.  

 
2. Open “iCLICKER” in the left sidebar.  
 
3. Select the “MyCourseMac” folder. Right‐

click or press the Ctrl button your 
keyboard and your trackpad button. 

 
4. Select “Duplicate”.  
 
5. Click your the copied folder and press the Enter/Return key.   
 
6. Rename your folder to your course section.  
 
7. Go into your new folder and run the WebUpdate_V2 application to get the latest 

version of the software. 
 
8. Repeat as necessary. 
 
NOTES: 
If you intend on using the same settings (i.e. points distribution, etc) and 
preferences for iClicker for all your classes, please go to section E on page 9 and 
then return to this section. 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C) WebCT Vista: Adding iClicker Registration to your Course 

How do I let my students register their clickers? 
 
1. Login to your WebCT Vista course. 
 
2. Click the “Build” tab.  
 
3. Click on “Add Content Link.”  
 
4. Select “iClicker Registration.” 
 
5. Click “Create iClicker Registration.” 
 
6. Enter any title, i.e. “Register Your Clicker.”  

 
 

7. Press “Save” and the following will appear. 
 
8. Your new registration icon should look like this: 

 
9. Click the “Student View” tab and 

click on your new icon. It should 
look like this: 

 
 
 
 
 
 
 
 
 
10. When the student, registers his or her clicker, 

the screen below will appear: 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D) CMS Integrate Wizard & WebDAV 

How do I get my class roster from my WebCT course? 
 
1. Go to WebCT Vista 

(www.vista.ubc.ca). On the left 
sidebar, click Instructors. 

 
2. Click “WebDAV setup” under Quick 

Links. 
 
 
 
 
3. Login with your faculty CWL login. Your Utility ID and password will be used to 

connect to your WebCT courses. 

 
 
4. In your clicker course folder, open the CMS Integrate Wizard application.  

 
 
5. Enter your WebDAV account information in “Your CMS User Name” and “Your 

CMS Password” respectively. Press Login. 

 
 
6. In the dropdown menu, select your course and press “Import Student Roster 

from CMS”. Your class roster will be imported into iGrader.  

 
 Notes: In iGrader, all students in your course with a registered clicker will be in 
BLUE; all students who HAVE NOT registered their clicker in WebCT Vista as well 
as unregistered clicker ids will be in RED. 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E) iClicker Interface, Settings & Preferences 

How do I set up my course settings in iClicker?  
 
1. Open the iClicker application in your 

Course folder. 
 
2. When you open iClicker, there are 4 

options on the Welcome Screen 
interface: Start Session, Your Settings 
and Preferences, Loan Clickers 
(manually), and Resume Last Session. 

 
3. Press “Your Settings and Preferences.” 
 
4. Most of these settings are self‐

explanatory. However, if you still need 
assistance, roll your mouse over the 
“Help” button  on the right beside each setting. 

 
5. A few of the most 

important settings:  
a) General Tab ­ Course 

Name: This is displayed 
on the iClicker 
Welcome Screen, 
iGrader interface, and 
HTML Reports but is 
NOT the equivalent to 
naming of the course 
folder. (See Section B 
on page 6 of this guide 
for these steps) 

 
b) General Tab ­ Select 

Frequency Code: The 
default frequency 
channel is set to AA. If 
you are the only 
professor using clickers in the vicinity, you can leave it be. Otherwise, you or 
the other instructor will need to change the frequency. If you are in a 
classroom with a permanently affixed iClicker receiver hub, the frequency 
is fixed and will override any frequency change made in this feature. 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c) General Tab ­ Frequency Change Alert: When you change your frequency 
from the default, a popup will alert your students to change their frequencies 
as well at the beginning of 
each session. This setting 
defines how and when you 
want the alert to close 
(automatically or 
manually). The frequency 
in this alert will be set to 
the frequency in iClicker. If 
a permanently affixed 
iClicker receiver hub is in 
use, it will not be 
displayed properly here. 

 
 
NOTE: To change 
frequencies on the 
iClickers (This is also on 
the back of the iClickers): 
a. Insert the iClicker receiver hub into your computer. 
b. Press the On/Off button until the blue Power light flashes 
c. Enter the new Frequency until a GREEN Vote Status light appears 
d. Redo this for every session since the frequency will revert back to AA. 

 
d) General Tab ­ Designated Instructor Remote: Enter the ID of your blue 

Instructor Clicker here in order to control the iClicker software and your 
presentation software (Powerpoint, PDF, Keynote, etc) from anywhere in the 
classroom. 
 

e) Question/Polling Tab ­ 
Option #5: If you have 
prepared your Clicker 
questions PRIOR to your 
lecture so this option should 
be left as No. 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f) Scores Tab – Participation/Attendance Points: If students answer any 
questions in the session, they get participation points even if their answer for 
the question(s) is/are wrong.  
 

 
 
g) Scores Tab – Performance Points: These points are awarded by question for 

specific answer(s); therefore, if the student gets a correct answer, they would 
be awarded the points. 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F)  (OPTIONAL) Predefining Question Titles and Answers 

iClicker uses Q1, Q2, etc. for every question per session. I want to be able to 
name my questions. Is there a way to do that? 
 
1. In the course folder, you can create titles for 

your questions by creating a questionlist.csv file 
with the format “question title, correct answer”. 
There can only be one questionlist file at one 
time.  
 
To create more question lists for future sessions, rename the files (i.e. Lecture 
1.csv) until you plan on using them.  

 
2. In iClicker: 
a) Press “Your Settings & Preferences” 
b) Press the “Question/Polling” tab 
c) Select “Yes” to the “Would you like a Pop Up Window to Appear Before Each 

Question?” 

 
 

 
 
3. Open Excel: 
 

i) In column A, enter the question’s title and in 
column B, enter the corresponding answer.  
 

ii) Click File ‐> “Save As” 
 

iii) Select your iClicker 
course folder. 
 

iv) In the File Name text 
field, enter 
“questionlist.csv”  
 

v) Press Save. If you have an 
existing questionlist file, a 
popup box will appear asking to replace it. Press “Yes.” 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G) iClicker: Running Sessions 

How do I run clicker sessions and how do I control my clicker sessions? 
 
1. Before starting a session in class, plug in the iClicker receiver hub. Ask your 

students to turn on their clickers and if needed, change their frequencies. (See 
Section E of this guide for more information) 

 
2. In your clicker course folder, open the iClicker application. 
 
3.  Choose from the two session tabs:  
a) Start Session: For each lecture, you will start a 

new session. Each session will have its own 
column in iGrader. 
 

b) Resume Last Session: If in the middle of your 
lecture, you close iClicker or your computer 
crashes, you can resume your previous session 
and the clicker marks in that session will not be 
erased. 

 
4. Plug the base into your computer and press 

“Start Session”. The Welcome screen disappears 
and is replaced with a floating menu bar as 
shown on the right. 

 
5. Press the “Start” button when you start asking 

your students a question. Press the “Stop” 
button to stop polling your students. 

 
If you predefined question titles and answers 
and chose the option to display a pop‐up to edit 
question information (Option 5 in the General 
Tab of the Preferences), the Question/Answer screen (shown above) will 
appear. The answer will stay hidden from your students. 

 
6. A Timer will appear and will count up/down 

depending on your settings. A counter shows 
the number of student votes. 

 
NOTE: iClicker will take a screenshot of your screen for each question, meaning 
if you use a presentation software (i.e. Powerpoint) it will screenshot the slide 
you show to your students. This allows you to later review your questions 
without having to dig up the lecture slides. 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7. You can press the “Display” button 

at any time during your session to 
show a bar graph of your students’ 
responses with percentages and 
number of votes for each choice. If 
you want to show the correct 
answer after the question, you can 
click on the correct answer on the 
display graph. Press the “Hide” 
button to hide the graph. 

 
 
 
 
 
8. The v arrow button  is your Options button. Pressing it will give you a drop 

down menu to: 
 

a) Loan/Register Clickers – Students MUST 
register their clickers in WebCT Vista (See 
Section E on page 11 of this guide).  
Clickers SHOULD NOT be registered using this feature. We do not recommend 
using the “Loan/Register Clickers” feature 

 
b) Questions On The Fly – Use for spontaneous questions that are not part of 

your planned lecture without interrupting your regular presentation. 
 

c) Settings and Preferences – Change your settings without closing and 
reopening iClicker. 

 
9. Press the square button in the top right corner to close iClicker when you are 

done your session. 



 

  15 

H) iGrader: Interfaces & Session Grades & Session Reports 

iGrader looks a bit complicated. There are so many features! How do I use it? 
 
1. In your iClicker course folder, open the iGrader application.    
 
2. The main screen of iGrader has a table with your students in each row and each 

clicker session in each column: 

 
 
3. You can click on each student’s name to see their name, student number, and list 

of registered clickers. We do not recommend using the “Add New Clicker” 
feature. 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4. Each clicker session is labeled by date. If you run more than one session on a 

day, the second session will have “‐2” appended after the date and so on.  
 
5. If you click on a session date, the “Session Summary” screen below will appear. 

You can edit Participation/Attendance Points and Points for that specific 
session. 

 
NOTE: If you already set up the marks distribution in your iClicker Settings 
and Preferences, you do not need to re­edit them in iGrader. 

 

 
 
6. You can also rename the Session Name instead of using the date. 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7. iClicker takes a picture every time you ask a question. You can view the 
screenshot using the “View Screenshot” button.  

 

 
 
8. In the iGrader main interface page, iGrader can create Reports and view them. 

Press the “Run/Update HTML Reports” button.    
 

a) A Report Summary (shown below) will pop‐up with a description of each 
option. You can click on each blue, underlined link to view the report. 

 
 










