CLiKAPAD On Site Quick Reference
WJA Licence Key: 2205030500

BEFORE STARTING
Pause OneDrive syncing, Set up & test keypads, Clear Data → Voting Results → Clear
Setup → Keypads (set range)
Test → Press buttons on each keypad
To check batteries press 10 & * together, no beep, or flat, quiet beep = low batteries
Clear Data → Voting Results → Clear
Complete sign in process

DURING SESSION
Press V if vote doesn’t auto start or if you want to start the vote again
Press V to clear a graph and start the vote again
Press K to display which keypad numbers you are waiting for
Press – (minus button) to remove keypads from the ‘waiting for’ list
Press + (plus button) to add all keypads in range into the ‘waiting for' list

BEFORE LEAVING SITE
Export → Excel (check it’s all there!)
Delete the REC file

1. Before the Session – Setup Checklist
Save files locally and pause OneDrive syncing – click on the blue cloud icon near the clock at bottom right. Click the settings icon (gear icon) top right of new window. Click on pause syncing and choose duration.
2. Keypad Setup & Testing
· Connect receiver (USB).
· Add-ins → CLiKAPAD → Setup → Keypads.
· Set keypad range (e.g., 1–6). Note that you can keep this set to your maximum all the time if you wish, so if you own 14 keypads, set it to 1-14. 
· Click on Test button and press 8 on every keypad.
· If any keypads are not working, increase your range (if it’s not set to the maximum) and replace them with one of your extra keypads. 
3. Sign in process
Ensure that your ppvote Participant List is saved to the same folder as your course PowerPoint file. Complete all trainee details prior to starting the course. 
4. Running the Course
· Clear previous data: Voting Results → Clear Data.
· Start slideshow.
· Votes will open automatically providing Auto launch is switched on in the CLiKAPAD menu. Press V if a vote doesn’t open. 
· Press V to clear the graph and re-open a vote if needed.
· Press K to show keypad numbers that are yet to vote. If you have a keypad within your range that is not in use, press the minus key during a vote once all active keypads have voted and the K list will no longer include that device number.
· If you crash during a session, first check that your slides show the results for the votes prior to the crash. If they do, simply carry on from where you got to. If they don’t you need to check they have been saved to the REC file before you carry on. 
The REC is a back up of all the voting data. It will be in the same folder as the presentation and it will have the same name as the presentation but will say “– Voting Results” at the end of the file name. Right click on the file and choose open with notepad. Scroll down and check that the last line of results shows today’s date and the time that you last ran a vote before the crash. If so, you can simply carry on from where you left off. 
If the data is not on the slides and has not been backed up to the REC, you will need to either run all the votes again or switch to using a paper test. 
5. Exporting Results
· Voting Results → View & Export → Export to Excel.
· Columns missing from your report? Ensure PP Vote Participant List.xlsx is in the folder.
· Complete trainee details after export.

For more information/detail, refer to the WJA CLiKAPAD Quick Start Guide or visit wja.clikapad.com. Most questions are answered in the FAQs section but you can also search for other answers/issues/errors.
For more help, email wja@clikapad.com. You will initially get a response from AI, if it has a suggested answer. When a human is available they will contact you if you have not responded to confirm that the issue has been resolved.
