OpScan 4ES Scantron Grader Instructions

Notes: These directions refer to Scantron Form Number 106173 (the large blue form) being used in a class with multiple versions. These instructions are based on my use of the machine; there may be more efficient ways of generating reports, etc. You do NOT need to have a hard-­‐copy answer key to grade the exams, although this is an option.

Organizing Exams

1) Make sure students have bubbled in the correct version of the exam on the form (Test Key Version: A, B, C, D)

2) Students should have bubbled in their ID number

a) You can ask them to only use the last 4 digits of their ID so you can use student response reports without violating FERPA (student privacy);

b) Student ID numbers for your course can be obtained from the academic advisors.

i) The SIS UserID in the CatCourses gradebooks are not the student ID numbers

Scanning Exams

General Information: The scanner will not print anything on Scantron forms, or create images of the forms. You can choose to return the forms back to the students or just create a student response report. The response report shows the students’ ID number, the correct answer, the students’ answers for each question, and color codes whether their answer is correct (green) or incorrect (red). If you chose to return the Scantron forms to the students, I recommend scanning them using the Xerox copy machines to verify that the student has not modified their Scantron form. Form 106173 (big blue form) can be easily scanned with the Xerox copy machines.

3) Open Remark Classic OMR icon on desktop.

4) Click on Open Template – use form 106173 (could also be available under ‘recently used’ when you open the program).

5) Turn scanner on and load exams (extend tray to catch exams).

a) If you only have one version or want to use hard copies of answer keys, make sure the top Scantron is the answer key.

6) Use Quick Scan (icon @ top-­‐middle)

7) Scanner will scan forms.

a) It can sometimes jam; remove the jammed sheet and rescan if necessary (check the ID# on the Remark software screen to see if it was scanned).

b) If a Scantron form gets ripped up, etc. you can manually enter the data later.

8) In the Remark program, you can check ID# and any blank entries. Manually add entries, ID numbers, etc. if necessary by clicking in the appropriate box.

9) Save data

a) Protect student data; use a USB drive and do not save data on the laptop.

b) You can temporarily save data to the laptop in order to email files to yourself, but make sure to delete them before logging out.

Grading Exams (multiple versions, without a hard copy of the key)

General information: all student data is in one file; reports are for all students although organized by exam version.

10) Using an existing answer key

a) Advanced Grade  Test Options  Answer Key File (click on icon on the far right of this window to search and load the answer key)

11) Create key

a) Advanced Grade  Test Versions

i) Check “Define multiple test versions”

ii) Key ID identifies the test version

iii) Create Version, enter A (B, C, etc.) in the pink box

iv) Enter answer for each question.

b) Advanced Grade  Question Properties

i) Highlight all extra questions on the Scantron & uncheck “Grade this question”

c) Save the answer key (USB drive, temporary file, etc.); it will have an .aky extension.

12) Whether you’ve opened an existing answer key or created one, Click Grade. A report window should now open. See Creating Reports below.

Grading Exams (single version, with hard copy of answer key)

General information: If you use this option with a hard copy of the answer key for different versions, you will create different data files and separate reports for each version. This will make it more complicated to upload grades and you will have to manually calculate course averages, etc.

13) Use Quick Grade, which opens a new window that compares scanned Scantron answers with the answer key (first Scantron scanned). I believe you have to indicate which Scantron is the key by clicking in the Test Key box on the Remark Screen and choosing Key.

14) A report window should open up. See Creating Reports, below.

Creating Reports

General Information: You can choose the file format when exporting reports; it’s not obvious that you can scroll to choose pdf, Excel, csv, etc.

15) After you’ve graded the exams (whether using Advanced Grade or Quick Grade) a report window should open up.

16) File  Export  Report (and export as a pdf

17) (I think this is only an option with Quick Grade; and sometimes it does not work). Click F ile Export Excel  Give file relevant name (& temporarily save data file to the desktop or desktop folder). Note: sometimes this doesn’t work
a) This produces an excel file with tabs that contain numerous statistical reports regarding individual questions and for the class as a whole (a sample report is attached)

18) Reports to export
a) Data -­‐> Export text data & grade. Choose Excel 2013.xlsx type and give the worksheet a name.

i) This exports the student ID numbers, responses, and their scores

b) Export -­‐> Condensed Item Analysis

i) This shows you (for each version) what percentage of the students chose each option of an answer. Useful for identifying particularly difficult questions for the class.

c) Export -­‐> Student Responses. Choose pdf

i) This shows for each student (by version) their individual answers and whether or not they’re correct. Warning: Make sure you do not post this with the entire student ID number visible. That violates FERPA.
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