





Test-Scoring Instructions (continued)

Back Side of Scan Sheet:

) UNIVERSITY OF S~ owned x e T'égm- :zgiff;;;'m__';? OE
Instructors (when completing the KEY sheet): WISCONSIN - STOUT E M =
DIRECTIONS ON THIS SIDE ARE SORT BY ID NUMBER ()/mm
Lo i . FOR INSTRUCTORS/STAFF ONLY SORT ALPHABETICALLY C/mm
» Mandatory: Fill in the SUBJECT NAME (left justified) T HOT SOATED =
and COURSE NUMBER. O siaLE RespoNsE TesT
(Department numbers used prior to 2000 are now obsolete!) :':CL:LSU';':U'“ b i L S
» Optional: Fillin the SECTION # and TEST #, right justified. CIRGLES on this slde Freausici cemmmtmon O
For example: section #5 should be entered as 005, " CIRGLES for sither heir name o+ thlr 10 e |
number (front side/every sheet), or the answer () EVALUATION
test #2 should be entered as 02. sheei(s) will be rejected by the scanner. © i
> Mandatory: Fillin the ITEM TOTAL (right justified); s e e
remember to subtract any “skipped” or “eliminated” questions - EvALOATION.
from the total. All three spaces must be bubbled in; use * EALin 016 Il g sotiudporchiny CIRCLES oeeanmuEny
preceding zeros if necessary. For example: 005, 020, 050, F‘: . s i
. In course identifiers, item Total, an JELEPHONE NUMBES.
070, 075, 100, 150’ etc. Evaluation CIRCLES on this side. SRS
» Use Same Key for all Sections: e ems raed Vi e G
bubble YES if more than one section uses the same key; T caupus sonsess

mMoOe00

bubble NO if each section has a unique key. iolicce

» Select how you want the scores sorted on the Raw Score
printout, alphabetically by last name of student, numerically by
student ID number, or not sorted. (Default = alphabetically)

» Mandatory: Indicate if this procedure is a

“single response” TEST/QUIZ/EXAM
or an EVALUATION.

» Within the Stats Requested section, you can choose any
combination of Raw Score, Frequency Distribution, or ltem
Analysis. (Statistical reports do not apply if EVALUATION)

» Fill in your name, department, and telephone number so you
can be contacted with any questions regarding your KEY.

» Bubble in whether you will PICK-UP the test packets
at Room 210 of the Administration Building, or CAMPUS MAIL
if you want the results returned to you via campus mail.

(Please remember to provide your campus address for campus mail return.)

» We will do our best to ensure your tests (or evaluations) are
processed within 24 hours from their delivery to us. If timing is
crucial, we recommend you do NOT send tests by campus
mail; it is reliable, but not always timely.
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Please turn over for more instructions regarding the front side of the key sheet.
Statistical information regarding Raw Score & Item Analysis is inside this booklet.






