UHCL Scantron Workstation — Scanning and Running Exam/Survey

Reports
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Welcome to UHCL's new Scantron system! Remark Classic OPM's scanning and reporting software is a
powerful system with many options. In these instructions, we'll stick to the most commonly used
features. At the end of this document, we'll provide some resources available if you want to explore
more advanced functionality.

Part 1 — Getting Started

1. Power on the Scantron unit by pressing the left white button in the bottom right corner and load
your Scantron documents into the Scantron machine/reader, making sure that you adhere to the
following:
a. Your "key" sheet must be on the top
b. Place the sheets facing up, with the barcoded edge facing toward you.

— "J
2. If you plan to print hard copies of your exam results, press the OK button on the printercontrol

panel to wake it from “sleep mode.”
3. Loginto the computer workstation with your UHCL computer account credentials.

Scantron Workstation Instructions Rev., 11/09/23 1



4. First Time Using This Computer? Let's configure OneDrive so you can easily save your Scantron

results. Start by clicking the file folder icon at the bottom of your Windows and then click the
OneDirive link.
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5. Doing so should cause the following message to appear. Type your UHCL email address in the space
provided and click the Sign in button.

Set up OneDrive
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6. Login and authenticate with DUO.
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7. Atthe Your OneDrive folder screen, note the location of your OneDrive folder (e.g.,
C:\\Users\username\OneDrive — University of Houston — Clear Lake) and then click the Next button
to continue.

Your OneDrive folder

8. Click the I'll do it later button at the Back up folders on this PC screen.
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9. You'll be prompted to review several more informational screens. Just keep clicking the Next
buttons until you reach the following screen. Then click the Later button.

Get the mobile app

Back Gat the mobile app Later
I §

10. Minimize your OneDrive screen, and we'll focus on the Scantron software, Remark Classic OMR.
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Part 2 - Using Remark Classic OMR
On the computer workstation, locate the Remark Classic OMR icon on the desktop and double-click
to open the application.

1.

2.

When opening Remark Classic the first time, you may encounter a “backward compatibility”
message like that shown below. Check the box next to “I understand that...” and then click the Got
it! Button.

Backwards Compatibility Wamang
Flease note that data and answer key file formats have been upgraded and are not

L\EJ compatible with earlier versions of Remark Classic OMA

It you want to use these files in earlier wersions of the application, be sure to MAKE COPIES i
betore saving them in this version

v

[ | understand that backwards compatisility af my files is not supported. \

Got it

Similarly, you may encounter a software update needed message like that shown below. If so, click
the Close button to continue running your exams, please please let the OIT Support Center know
about the message after you’ve finised so that we get the system updated.

@ Software Update - Y

DOWNLOAD AND INSTALL

Product Release Notes

Remark Quick Stats - New Features and Enhancements
# Student Pretest - Posttest Report: A St t test
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3.

Locate and click the File menu on the Remark main page to open it.

4. From the File menu, select the Open Form Template option.

B Remark Classic OME Data Center
File Edit

Mew Form Template

Imgart Scaftron Sooie Data

Batch Creator

At the resulting Open Form Template screen, double-click the Scantron folder to open it.
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~ Thiz PC 5 Docurnents s Remnark Classic OMR » Templster 5

Orgenize »  Mew folder "
o Quick sccess : _‘ 5 = modiie oF

B Desiop Scantron

4 Downloads

% Documents

= Pictures

& Music

Scantron

B Videos
o OneDrive
o OneDrive - University
@ This PC

¥ MNetwork

File raee:

< | | Supported Files

6. On the next screen, double-click the Scantron form number that corresponds to the form number
on your Scantron sheets. UHCL faculty typically use Form 4521.
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[ Open Form Template
» Tha PC » Docyrments » Remark Claggic OBMR Temnplates Scantrom &
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o Onelivive - Uinkeersity

& s pC B Foren 52047
Faren 54746
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B Form 55141 (e 1) = ¥
Fie name: «|  Suppoeted Files

Cance

You'll be returned to the Remark Classic OMR screen. Locate and click the Read option (either at the
top or on the left side menu).

B Remark Classic OMR Data Center - Form 4521 rco [Untitled (1)]
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Temelates Student Nar Sex Grade Level Month  Day ear [} Special Cack CGusstion1  Question? Questiond O

Validate And Transform Data 5
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Image Viewer ] X Graph Viewer

8. At the Classic Read screen, click the Read button in the lower right corner to begin scanning your

exams. NOTE: If you see a message pop up that says “No barcode reader found on scanner,” click
OK to proceed.
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Classic Read

Which scanner would you like to use to collect your data?

Scanner Source

The scanner to use to process your forms.

B Print Options
INSIGHT 4ES (w/Imaging)

Choose an item (or items) to print and/or add your
Scanner Properties... own custom text.

iNSIGHT 4ES (w/Imaging) Options

The status of the scanner's hardware components,

[ Print on forms at position (mm): 1 : o

Enable imaging
. Scanner Printing is Deactivated

~— 1

Cancel Next >> Read d

OMR Light Source: | Pencil v

18

9. Your pages will begin scanning, and when finished, you should see a screen like the following appear
on the computer. NOTE: Don't be alarmed by the "BLANK" data cells. The job isn't yet finished. Click
the End Scan button to continue processing your scans.

Question101

(= I

10. You'll then see the exam data screen, like that shown below. Note the following areas:
1. Student Names
2. Student ID Numbers
3. Students' Responses to Each Question
4. Digital image of a Student's Exam Form (as you click different student names in the table, the
image will change to that student's form.
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11. For many instructors, clicking the Quick Grade option is the fastest way to score your exams and

compute student grades on the exam.

Question101

12. The Quick Grade window will open and display each student's score and letter grade. You may then
use the options listed to the left of the results screen to see different analyses of student
performance. The default page is the Student Statistics Report, shown in this screen capture.
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13. Another report popular with instructors is the Student Response Report, which shows students'
scores and answers to questions.

I Rermark Clasic OMR Data Center - Form 4521 rco [Untited (]
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Part 3 - Results Output Options

Save Individual Reports as PDFs in OneDrive
1. Select the kind of report you want to save (e.g., 101 — Student Statistics).
2. Select the Export Report option.
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SortOrder  ascending | %
Data to Display on Report 2
Overall Class Averae T160% Grade Yes H
Student Grade Total Percont scadscore  ves H
&
(ONEILL JGHATHAN 0012345 R 71 & %00
E Total Scor ¥
(CARTER SAMANTHA 0033502 A BiI® 20 Lo = z
QUINN JONAS 1384123 ] 215 80.00 1 E
JACKS 0N DANEL 0054321 8 21m sa00 [ I » ]
TEALC MURRAY 0082431 8 212 8100 n o 2
Mean [ %40 ] H
z no &
T Score No 2
£75 score No <
Dedaion@ Mo S
Percentie No -
ves
No
No
No
No
Subjective Total . Yes
ve perce... No
Leaming Objecti. Overall an.
w2023 Student Statishcs Raport Paget
- - Sort
Choose howto sart your data
| oersus

3. Atthe resulting screen, click the Export button.

Export Report

Export format: {Portable Document Format (PDF) =
Pages: All -

Image guality: High -

Export Cancel

4. Select the location in your OneDrive where you want to save the file. Then, specify a name for the
file and click the Save button to finish.
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B3 Export Report... X

« v 4 @ > OneDrive - University of Houston-Clear Lake > v 0 Searct

Organize v New folder e @
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Name Status Date modified

&

v 3 Quick access
Tnews-sample
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[ Desktoy
i 360 demo Audio o)
& Downloads ACUE &
5| Documents Amanda's Files O A

&= Pictures AppData fa)
D Music Attachments o
Scantron cacophony-reigned o
Scantron Files = Class Notebooks [©]
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B videos 5
| Documents =
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: eLearning Beifnding o
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File name:

Save as type: Portable Document Format (*.pdf)

A Hide Folders Cancel

Print a Hard Copy of Results/Reports
1. Select the report type you want to save (e.g., 101 — Student Statistics).
2. Click the printer icon at the top of the screen.

101.- Student Statistics

3. Make sure the selected printer is HP LaserJet Pro M501 PCL 6 at the resulting screen. Then, click the
Print button.
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Part 4 - Export Results and Ending Your Session

Exporting Results to Excel
1. Open any report type (e.g., 101 — Student Statistics).
2. Locate and click the File menu, select Export, and then select the Export Excel option.

-

3. Check or uncheck boxes at the resulting Export Excel screen to specify which reports you want to
export to Excel. Then click the Next button.

Export Excel
Select the reports to export to Excel.

Available Reports a[4]

101 4Student Statistics Report
103 {Class Frequency Distribution Report
105 JStudent Response Report
111 {Class Learning Objective Report
112 4Student Achievement Report
201 JDetailed Item Analysis Report
203 Jitem Analysis Graph Report
204 JCondensed Item Analysis Report
206 JCondensed Test Report
310 JTest Statistics Report

320 qTest Item Statistics Report

Select All Deselect All Next Cancel

4. Atthe resulting Export Excel Reports screen, locate the area in OneDrive where you want to save
the Excel spreadsheet. Enter a name for the spreadsheet and then click the Save button.
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il Export Excel Reports...

Organize »  Newfolder

A
# Quick access

[ Desktop

& Downloads

<] Documents

Name

&/ Pictures
D Music
Scantron

Scantron Files

B Videos

@ OneDrive
@ OneDrive - Univer

87 exam-sampledl-excel-report-20230824. @ 8/24/2023 3:02 PM

+ » ThisPC » Documents » Scantron Files v O Search Scantron Files |

File name: [ |

Save as type: | Excel 2007 - 2016 (*XLSX)

~ Hide Folders

Cancel

5. After a few minutes, the saved Excel file will open. You can select different sheets within the file to
review various Scantron reports for your exam.

Ending Your Session/Signing Out
Close any individual report windows you may have open in Remark Classic OMR. At the final screen, click
the File menu and select the Exit option. Don't forget to take your Scantron forms with you when you

leave!

B‘ Remark Classic OMR Data Center - Form 4521.rco [Untitled (1)]

File Edit

New Form Template

View Tools Help

Ctrl+O
Ctrl+E

Open Form Template

Edit Form Template

Ctrl+G
Ctrl+R

Open Data
Open Report

Ctrl+S
F2

Save Data

Save As

Organize and Save Data  Ctrl+F3

Import Scantron Score Data

Send Email

Batch Creator

Print Ctrl+P

Recent Files

Ctrl+F4

Close Form Template

Ctrl+N j

XD

\J

X Q ’ Read...

Analysis

At the resulting Save Changes screen, you can save the settings you used for this set of exam reports.
Otherwise, click the Don't Save option to continue.
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Save Changes

P Save Changes
K 4

Would you like to save the changes to 'Form 4521.rco [Untitled (1)]" before closing?

Save Changes Don't Save LCancel

Close any other open applications or windows you used. Then make sure that you sign out of the
workstation so that the next user doesn't accidently start a session as you.
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