Using the Scantron Equipment to Grade Exams

Overview
The Center for Teaching Innovation has an NCS OpScan 3 Scanner (Scantron
replacement) for grading purposes which is used by Ul faculty to quickly and
accurately grade their multiple choice exams. Specia forms for this may be
purchased through the Ul bookstore as follows:
Header Form: 229840 (one required per test)
60 question Form: 229628 (one required per student + Answer Key Form)
100 question Form: 229630 (one required per student + Answer Key Form)

Schedule Scantron Use
Make an appointment for initial introduction and Training on this equipment
located in Education 208 by calling the CTI at 885-2121.

To Schedule the machine throughout the year for scanning, please call the ITS
scheduling desk at 885-2127.

Studentsfill out Answer Forms
Students need to use a#2 pencil when filling out their forms. Pen is not
acceptable. The Identification # should be filled out using the Student ID number,
left-justified without blanks or dashes. (i.e. 12345678)

Student ID number must be unique for each
student and have a minimum of 3 digits.

It cannot contain Hyphens or Spaces,

must be LEFT JUSTIFIED, and in #2 Pencil.
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All answerswill be given 1 point value. The software does not support
weighted scoring. Only one answer per question is alowed. Students
marking two answers correct for a question will cause the Scantron to mark
the answer as incorrect automatically.




Fill out Header Form
Y ou need one Header Form per Test Version.

Header Form
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Fill out blue side of the Header Form. The green side of the form (Group
Header) is not used.




Fill out Answer Key Form

Y ou need one Answer Key per Test Version. Test Versions must be presorted.

Answer Key Form
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If any questions have been skipped, enter "actual" number of questions
answered. (e.g. enter 44 if you skipped one question out of 45)
Scan Exams
1 Log in to the Scantron Machinein the CTI Lab. Select
Start > examSYSTEM 11
3. Select Score and Store. Enter a name for your Data Set.
Click Next. (Figure 1)
4, Insert the forms into the Scantron input tray in the
following order:
1) The Header Form goes on top .
2)  TheAnswer Key Form goes second Figure 1
3) The Student Answer Forms go under the
Key Bar Codes
Make sure that the bar codes on the forms are facing up, /
aligned next to the LCD panel towards the front of the - q
Scantron when you put them in the input tray. Don't Header
load more then about 25 pages into the input tray of the — Key
Scantron at atime. (Figure 2) — Student
) ) Figure 2
5. Once you have loaded your formsinto the input tray
in the correct order, push down on the Pressto L oad Output Tray Input Tray
button on the scanner, located just behind the input 1
tray. (Figure 3)
6. Begin scanning by selecting Start Scan in the
examSY STEM |1 software. The scanner will scan the
Header. Click Accept.
Push to L oad
7. The scanner will scan the Answer Key. Click Accept. Figure 3



The scanner will start scanning the Student's Answer Forms.

When an error occurs, take the form containing the error out of the output bin. The
location of the error displays on the screen to help you identify the location of the
problem. (e.g. Sudent ID, Last Name, First Name, Paper too Thick, Paper too
Thin) Perform any corrections necessary using a number 2 pencil, and place the
Answer Form back in the input bin to be scanned again.

To scan in more then 25 pages, wait until the first set has finished scanning and
then load more forms and click Resume.

Tip: Oncein awhile the Scantron misses grading a Student Answer Form
because it feeds two sheets through at once. To avoid this problem, run the
Student Answer Forms through the Scantron twice. If the student ID
number is aduplicate of one already in the Data Set, the original results for
the student are overwritten with the newer results.

Once you are done scanning al your forms, click Stop.

Print
1.

Reports
Once dl the forms are scanned, generate reports by clicking

Reports. Locate your Data Set and then click the
button to select it. Click Next.

Choose the type of report that you would like to print.
Reports must be selected one at atime. Click Next.
(Figure 4)

Individual Test Results Figure 4
Prints exam results for each individual .

Individual 1tem Response
Prints student responses for each question.

Item Analysis
Prints an analysis for each question. (Difficulty factor of 1.0 meansthe
guestion was easy because every student got it right.)

Absolute Frequency Distribution
Prints a histogram showing the score distribution.



(Refer to example reports at the end of this tutorial
to see a full version of each type of report.)

3. To print aReport, click onthePrint  iconinthe \ _
toolbar. (Figure 5) Print feon
4, To print another report, click the Back button, and
repeat steps 2-3.
Figure 5

Export Resultsto Excel (Optional)
Y ou may wish to export your datato a Microsoft Excel Spreadsheet in order to
calculate test score percentages using formulas and/or to merge your test scores into
your existing grade book. However, merging test scoresis amanual, time
consuming process that is prone to errors. Y ou may not find this optional step
helpful or beneficial.

1 Press examSY STEM Il Home button, select Data Set M anagement and choose
Export Test Data Sets

2. Locate your Data Set and click the
button to select it.

3. Select DLM Tab Delimited.
(Figure 6)

4, Select the Browse button to indicate
location (A:\ for floppy, E:\ for Zip)
and filename.dIm for your exported
datafile and click Save.

5. Press Export. Export saves your data Figure 6
toa.dimfile.

6. Sdlect Start > Microsoft Excel

7. Select File> Open. Select Files of type: All
Files (*.*). Locate the .dim file by
navigating to its location and press Open to
open the .dimfile. (Figure 7)

8. Animport wizard will help you import your
data correctly. Select Delimited > Next >
Tab > Next. Scroll right to find the column
containing the Student 1Ds and select it by
clicking on it. Change its column data Figure 7
format from General to Text. Click Finish.
(This change causes Excel to keep the leading zeros for the Student IDs which is
important when merging with an existing grade book.)



9. Y ou need to keep only afew of the columns imported into Excel. Delete all
columns other than: First Name, Last Name, Student ID, and Test Scores.

10.  Select Save As, and change the Save As
Typeto Microsoft Office Excel Workbook
(*.xls). Enter afile name with an .xls
extension. Click Save. (Figure 8)

11. Instructions for using Excel’ s advanced
features such as formulas and merging
techniques are outside the scope of this
guide. Please contact a CTI staff member for

assistance.
Figure 8

Figure 8

Deletethe Data Set
It isagood ideato delete your Data Set before you leave the CTI lab because the
Scantron machine is open for anyone to use and others will have access to the
information. Additionaly, the only way to make changesto a Data Set is to make
any corrections by hand and then rescan the student forms. There are no editing
features within the Scantron software.

1 Press the examSY STEM Il Home button, select Data Set M anagement and choose
Delete Test Data Sets.

2. Locate your Data Set, select it, and click Delete.

Exit Software
1 Exit the examSY STEM 11 software by selecting File > Exit.



