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APPENDI X C.  SCANNER | NSTRUCTI ONS

C.1 | NTERACTI ON OF NCS OPSCAN SCANNERS, SCANTOOLS Il SOFTWARE, AND MCAI M5

MCAI M5 is devel oped to work with scanners, ScanTools Il software, and
answer sheets purchased from NCS Pearson. Refer to Paragraph C 2 for
ordering information.

MCAIMS is progranmed to read and score the responses that you coll ect

in a data file using ScanTools Il software. Note that scanning tests can
take place with the scanner connected to a PC other than where MCAIMS is
installed. Using the ScanTools Il software, you will create data files

that can be noved to another |ocation on your PC or transported (e.g.
emai | s, disks) to another PC that has MCAIMS installed. After placing the
data file in the Backup fol der of your MCAIMs installation, you can then
open MCAI M5 to access and process the test data established when you
scanned your tests.

Your Scan Only application allows you to select fromtwo edit
profiles for each test that you scan. These profiles are distributed with
the release of MCAIMS 3.5. The profiles will either allow the process to
continue despite irregularities in the data field (e.g., onmitted marks in
test data item) or stop the scanner for you to renove the sheet (e.g.

i nconplete SSN). These profiles, created at Ground Training Branch (GIB)

with the ScanTools Il Designer version, allow sonme flexibility in how the
scanner handl es the scanned data. There was no need for GIB to purchase
the scoring feature in ScanTools Il software because MCAIMS will handl e the

uni que rul es associated with weighting various tests.

Note that you may convert your data file to a format that can be used
by ot her software prograns such as Access dat abase, Excel spreadsheet, or
SPSS statistical package. Refer to your ScanTools Il User’'s Quide for
gui dance in converting data. However, if you do convert data for other
uses, do not attenpt to use those data files in the MCAIMS software. The
use of converted data in other software packages (e.g., SPSS, Access,

Excel) is not supported by the MCAIMS Techni cal Support Staff.

CAUTI ON:  NEVER pl ace a copy of a data file that has been used with SPSS or
any other third party tool back into the live environment where it nay be
used by MCAIMS. Failure to follow these precautions may result in MCAI MS
program failures, for which there may NOT be technical support or a neans
of recovery.

The follow ng steps sunmarize what you nust do to set up your scanner
and ScanTool s software to create the data files.

1. Connect your scanner to a PC where scanning can take place (refer
to the operating guide for your scanner nodel).

2. |If you are using a new scanner for the first time, you do not need
to configure your scanner. A new scanner arrives pre-configured.
If you previously configured your scanner to the Sentry 3000
setting to use with earlier versions of MCAIMS, you nust
reconfigure your scanner to the standard default setting (refer to
Paragraph C. 3 below or to the operating guide for your scanner
nodel ) .

CAUTI ON:  Ensure that you are using the default scanner setting,

not the Sentry 3000 setting as was used in previous versions of
MCAI M5
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3. Install a copy of ScanTools Il software on the PC where scanning
wi || occur according to the procedures below or refer to pages 11-
25, Chapter 2, ScanTools Il Users Guide. A copy of the software is
requi red for each NCS Pearson Scanner

a. Contact your MCAIMS Technical Support Representative for
i nstructions on downl oadi ng and installing MScanTool s. exe,
which is a registered version of the ScanTools Il Scan Only
software. Your representative will not only advise you of the
| ocation of the downl oad but al so provide you with the License
Key, required for installing the software.

b. Go to the GIB Wb site and downl oad ScanTools Il software to a
fol der of your choosing.

c. The self-extracting software will download to the fol der of your
choosing. Note that three folders and seven files will be
extract ed.

d. Double-click Diskl and eleven files will be displayed.

e. Double-click on setup.exe to initiate the installation of the
software. The Install Shield process is initiated, and the
Set up di al og box opens.

f. Enter the License Key provided by your MCAIMS Techni cal Support
Representative. |nclude spaces.

HI NT: lgnore the pronpt to register the software because it has
al ready been registered.

g. The software autonatically installs the ScanTools shortcut on
t he deskt op.

h. When the software is installed, you nay refer to the Help files
or to the 114-page ScanTools |l Users Guide in Adobe Acrobat
(.pdf) fornat.

4. Configure the scanner, using ScanTools (refer to pages 26-28,
Chapter 2, ScanTools Il Users Guide). Note that this configuration
is acconplished fromw thin the ScanTools Il nmenu and shoul d not be
confused with the configuration that you performon the scanner in
Step 2 above.

5. Place the application file (z001.sds) provided by GIB under the
appropriate PC drive and the following folders: ProgramFiles, NCS

Pearson, ScanTools Il, Applications. Place the application
profiles (Profilel.$ep and Profil e2. $sep) under the foll ow ng
folders: ProgramFiles, NCS Pearson, ScanTools I, Profiles.

6. Refer to the procedures provided in Paragraph C. 4 to scan your
tests, using ScanTools II.

C.2 OPSCAN® SCANNER AND ANSWER SHEET ORDERI NG | NFORMATI ON

The MCAI M5 32 software has been devel oped and tested to work with the
OpScan® optical mark readi ng scanners from NCS Pearson. A nunber of
different nodels are available to neet varying processing speed
requirenents. dick on this link for a list of nodels and i nformation
descri bi ng those nodels: http://ww. ncspearson. com scanner s/ nodel s. ht m

In addition to a scanner, you will also need NCS Pearson’s ScanTool s®
Il software. There is a “Scan Only” version of this software that is
required to control the scanner so that it can read the MCAI MS answer
sheet s.
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OpScan® scanners (Figure C-1) and the ScanTool s® |1 software are
avai | abl e through NCS Pearson’s GSA Federal Supply Service schedul e. For
nore infornmation, please call NCS Pearson at 1-800-447-3269 or e-nail them
using this link: http://ww. ncspearson.coni contact/dns-info. htm

The MCAI M5 2000 software uses a 240-item General Purpose Answer Sheet
— Form Nunber 30423 (see exanple on the follow ng website,
htt p: // ww. val uebri dge. com val uebri dge/ nenber s/ sanpl el i b/ sanpl es/ 30423-
2.pdf. These answer sheets can be purchased from NCS Pearson by calling 1-
800- 367-6627 or on-line at: http://ww. val uebri dge. com

Figure C1. View of Scanner

C. 3 RECONFI GURING THE OPSCAN 3, 4, AND 5 SCANNER

The followi ng instructions are sunmari zed from Appendi x B, Qperator's
Manual for the Opscan 3 and Opscan 4 Scanners. Reconfiguring the scanner
consi sts of accessing the background nmenu on the operator panel and then
the pronpts. Note that you nust reconfigure your scanner only if you had
previously selected the Sentry 3000 setting to use with previous versions
of MCAIMS. If you are using a new scanner for the first tine, do not
reconfigure your scanner.

1. Simultaneously hold down the left and right push-button keys on the
operator panel until you see the nessage:

Background Menu
2. Release the keys. The follow ng nessage is displayed:
(Name of Scanner) = firmwnare version
Cont i nue
3. Press Continue. The followi ng nessage is displayed:
Sheet Count = XXXXXXXX
Cont i nue
4. Press Continue. The follow ng nessage is displayed:
Uilities?
NO YES
5. Press YES. The follow ng nessage is displayed:
Top Head Cali bration?
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NO YES
Press NO. There are two possibl e responses.

a. |f your scanner has a dual read head, the follow ng nmessage is
di spl ayed: (This would apply for nobst MCAIMS users.)

Bot Head Cali brate"
NO YES
Proceed to step 7.

b. If your scanner has a single read head, the foll ow ng nessage
i s displayed:

Conm Configuration?
NO YES
Proceed to step 8.
Press NO. The follow ng nessage is displayed:
Conm Configuration?
NO YES

Press YES. The follow ng nessage is displayed:

NCS Standard Config?
NO YES

Press YES. Then a series of pronpts with different baud rates
appear. For best performance, select the nmaxi num baud rate. The
preferred baud rate for Wndows 2000 is 38400. The ONLY al | owabl e
baud rate for Wndows NT is 38400. The maximum baud rate for

W ndows 95/98 is 19200.

Sel ect the baud rate you need to use by pressing Yes. The
foll owi ng nessage is then displ ayed:

Conm Confi g Conplete
Qi t
Press QU T. You have reconfigured your scanner.
Di spl ay brightness.
Yes or No
Press NO until the foll owi ng nessage is displayed:
Exit Uilities Menu?
NO YES
Press YES. The followi ng nessage is displayed:
Exit Background Menu?
NO YES
Press YES. You are now ready to do your scanni ng tasks.
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C.4 SCAN TESTS USI NG SCANTOOLS 11

This section describes howto create the data files, scan your tests, and
transfer the data files to MCAIMS. It is organized in three sections:

« Prepare to Scan (Paragraph C 4.1)
« Scan Your Answer Sheets (Paragraph C. 4.2)
« Post-Scan Actions (Paragraph C. 4. 3)

HINT: It is recommended that you scan no nore than 80 sheets at a tine to
prevent janming. Note that as the sheets feed through the scanner, the top
sheet (in the unscanned stack) becones the bottom sheet (in the scanned
stack).

HINT: |If only Version A exists, the bubble sheets do not have to be
mar ked. Even if the bubble sheets are nistakenly marked as other versions,
the systemdefaults to Version A for scoring purposes.

HINT: |If nultiple versions of a test exist, the bubble sheets nust reflect
the correct version. |If a bubble sheet is m stakenly nmarked as another
version or if no version is marked, MCAIMS will later pronpt you to enter
the correct version before continuing with the scoring.

WARNI NG Be sure that you nane your data file in a nanner that you can
easily identify it when you are ready to score the file. |If you score the
wrong data file, you could have disastrous results for scores, class
standi ngs, and GPAs.

C.4.1 Prepare to Scan

This section describes howto set up the ScanTools Il software and prepare
t he answer sheets for scanning.

1. Double-click the ScanTools Il icon on your desktop. The ScanTools
Il application opens (Figure C2).

=10l x|

LoscanTeals 11
leation Data File DBrefile Actions Options Conflgure Help

a o
Application  [MCAIMS Scan - 1 =
SEAN_ a1 file Edit profile

Score profile Conversion profile

Y T | [oromect.cen  EllirNone =] [None~ CH

Figure C-2. ScanTools Il Main Menu

2. Referring to Figure C-3, select the MCAIM5S Scan — 1 application in
the Application file bar. This application contains the profiles
you need to scan tests and produce data files that MCAIMS can
process.

q_’ffrs::lfuuls n e
Application Data File Profile Actions Options Configure Help

ol e | Bplication  [CAIMS Scan - 1 |
Data file MCAIMS Scan-1 ... | Convers

0101x4.dat bt | |*None* = I*Nnne*

profile1.Sep

Figure C-3. Select Application
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3. Fromthe Options nenu, choose Scanning Options. The Scanni ng
Options dialog box (Figure C-4) opens with two tabs (File Nanmes and
Scanner Control) displayed.

HINT: It is recommended that you edit only the two itens described
bel ow under File Nanes. Accept the default sel ections under
Scanner Control for Threshold (Nornmal) and Discrimnation (Mediun).
Scanning Options x|
File Hames | 5canner Contral |
— Data Fik — Output Conversion
o e Corrversi ion Profile:
@ [ [ © U :
" Use autoname Defire Autorame, ® Uzl I |
Output File:
- Score Profil + Use default name
€= Use cunent  Use ather
 Useselected | =l [ Bruwse..l
— Edit Pral —Data and Output Conversion Files
% Use curent 3 " Append
© Usessleoted | ] & Replacs
¥ Orline Edit Canection " Replace at 5/M (Mot with online conversion]
Cancel |
Figure CG4. Scanning Options
a. Determine if you wish to make your edit corrections on line or
manual | y.

(1) If you wish to edit the scanned data online in the Edit
Correction dialog box, click the checkbox beside Online
Edit Correction on the File Names tab. This is the
preferable option if you have a |l arge stack of answer
sheets to scan.

(2) If you wish to make edits directly to the answer sheets
(e.g., fill in bubbles for inconplete SSN), do not check
beside Online Edit Correction.

b. Under Data and Qutput Conversion Files on the File Nanes tab,

choose Repl ace (not Append). |If you choose Append, you could

create duplicate records in your data file; MCAIMS will not
score duplicate records.
c. CUick on OK. This returns you to the ScanTools Il main nenu.
4. Verify your configuration paths. Fromthe Configure nenu, choose

Pat hs. The Pat hs di al og box opens (Figure C5).
|
Application:
IF'rogram Filez%MCS PearsontScanTools [N pplicationss Browse. I
Erafile:
IC:'\F’nglam Fil=s\MCS PearsonhScanTools HWProfilesh Browse. .. I
Data:
IC:\MC‘-N’IN'\EEackup:
(ol | Cancel |
Figure C-5. Paths
The default Data path (C \Program Fil es\ NCS Pearson\ Scan Tool s

I1\Data Files) may be appropriate if scanning and scoring wll
occur on different PCs. Oherw se, change the Data path to your
MCAI M5 f ol der where scoring will occur.
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5. Create a new data file for each test you wish to scan or select an
existing data file.

a. To create a new data file, choose the Data File nenu (Figure
C6).

CScanTesls Il . =10l x|
Application | Data File Profile Actions Options Configure Help
Al Select.. -1 -

SCAM

D: _ le Score profile Conversion profile
|E View.. CtrkShiftD [SED 7| |*N0n8* | I*Nurn:* =

Figure C-6. Data File Menu

(1) Choose New. The New Data File dialog box (Figure C7)
opens.

New Data File x|

D ata File Mame:
IIeadershid

0K I Cancel |

Figure C7. New Data File

(2) Enter a nane to identify the test data you plan to scan.
Al t hough ScanTools Il software allows you to enter a
maxi mum of 24 al phanuneric characters, MCAI M displ ays
only 8 characters in the Open File dialog box. MCAI M
truncates any renmi ning characters. Avoid the characters
identified within parentheses (: “ / <> ?/) and valid
DOS nanes (aux, conil, con2, conB, com¥, Iptl, Ipt2, |Ipt3).

(3) dick on OK. Note that ScanTools Il adds the suffix
(.dat) to the nane.

WARNI NG Be sure that you nane your data file in a manner that you
can easily identify it when you are ready to score the file. |If
you score the wong data file, you could have disastrous results
for scores, class standings, and GPAs. Recommend you use part of
the Test ID for your Data File nane for easier tracking.

b. To select an existing data file, click the down arrow in the
Data file bar. The Data file drop-down nmenu (Figure C8) opens
for you to choose the file to which you wish to scan test data.

ation Data File Profile Actions Options Configure Help

Application  [iMcAIMS Scan - 1 =l

Data file Edit profile Score profile Conversion prc
0101x4.dat =1 [protite1.sep =] [*Mone~ =] [*rone~
01014 dat
0101x5 dat

0101x9.dat

Figure C8. Data File

6. Referring to Figure C9, click the down arrowin the Edit profile
file bar. The Edit Profile drop-down nenu (Figure C-7) opens.
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45 ScanTesls Il
Applicati Data File Profile Actions Options Configure Help

> == Application  [|CAIMS Scan - 1 El

Data file Edit profile Score profile Conversion profile

“ I[I] 01x7.dat j IprufiIEZ.Sep j I"Nune" j I"Nune" LI

profile].Sep

fmlileZ.Se i
Figure CG9. Edit Profile

7. Referring to Table C-1 for a description of the two permissible
MCAI M5 profiles, select the desired Edit profile. Note that each
Profile contains four elenents: Last Nane, SSN, Version, and Test
Itens. ScanTools software requires you to correct each error found
in these elenents before it will advance to the next itemduring the
edit phase.

i =

Table C-1. Edit Profiles

Profil e Nane Descri ption

Profil el. $ep | The Last Nane nust be conplete; the scanner will stop
for you to remove the record if it is not.

The SSN nust be conplete; the scanner will stop for you
to renove the record if it is not.

The Version will not be checked by ScanTool s software;
MCAIMS will performa partial check (i.e., verify that
the version on the record exists for that test). The
user is responsible for ensuring the correct version is
entered on the test sheet. MCAIMS will assume that an
incorrectly marked version is Version Aif only one
versi on exists.

The scanner will not stop for blank test items or test
items with nultiple marks. Blanks will appear on the
data record as a space; multiple marks will be flagged
on the data record with an asterisk. MCAIMS will score
bl anks and nultiple marks as errors.

Profil e2.$ep | Last Nane — sanme as Profile 1
SSN — sane as Profile 1
Version — sane as Profile 1

The scanner will not stop for blank test itemns; blanks
wi || appear on the data record as a space. The scanner
will stop for test itens with nultiple marks to all ow

the tester to nake a determination. MCAIMS will score
bl anks and nultiple marks as errors.

HINT: In addition to the reasons stipulated in the edit profiles,
the scanner will stop for skewed, jammed, or double-fed sheets;
sheets unreadable for IDs or timng narks; comunication errors
bet ween the scanner and your PC, and an enpty input hopper. You
will receive a Scanner Error dialog box for any of these problens.

8. Ensure that the correct answer sheets are used. The standard form
for scanni ng purposes is General Purpose - NCS - Answer Sheet -
Form No. 30423 (informally called bubble sheet). Each sheet
contains five choices for 240 questions. There are 500 sheets per
box. The sheets can be purchased from National Conputer Systens,
P.O Box 997, Owatonna, M nnesota 55060- 0997

9. Referring to Table C-2 and Figure C 10 bel ow, ensure that the
i nfornmati on for each student (last nanme, SSN, and test version) is
conpl eted on Side Two of the answer sheets. The letter or nunber
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is entered with the appropriate nunber "bubble" beneath it darkened
with a nunber 2 pencil.

Table C-2. Description of Answer Sheet

Data Item Action Required
Last Nane Enter the last nane to the right of the title “Nane”
with the answer sheet turned horizontally facing you
(Side Two will be on the bottomleft).
SSN Enter the SSN beneath the title "ldentification Number"

with the answer sheet turned horizontally facing you
(Side Two will be on the bottomleft).

Test Version

Enter the test version with the answer sheet turned
right so that Side Two is on the top left side (refer to

Fi gure C-10). The test version consists of a two-digit
nunber (e.g., 01, 02, 03) which corresponds to the
version (e.g., Ol equals version A ... 05 equals version
E . 26 equal s version 2).

== -

Figure C-10. Side Two Left Corner of Answer Sheet

HI NT: The scanner can accommpdate multiple versions of the sane
test in a scanning session.

a. |If the last nane is omtted (i.e., at least the first bubble
not filled in), the edit profile will require you to correct
this omi ssion.

b. If the SSNis inconplete (i.e., one or nore bubbles not filled
in), the edit profile will require you to correct this
omssion. |If the SSNis incorrect (i.e., wong nunmbers), the
scanner will record the data and all ow MCAIMS to adjudi cate the

problem Note that MCAIMS will reject the record of any SSN
and | ast nane that does not match an SSN in the class and test

dat abase.

c. |If the version is incorrect or onmitted, the scanner will accept
the record. |If the version is incorrect or omtted and only
one version exists, MCAIMS will default to Version A. Note
that an incorrectly identified version will result in a test
bei ng i naccurately scored i n MCAl M5

d. If there are multiple marks for a test itemunder profile2, the
edit profile will require you to correct this error

10. Load the answer sheets vertically in the scanner tray so that Side
One is on your right as you face the scanner. Ensure the timnng
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mar ks (row of black rectangles along the edge of the form are
faci ng you.

HI NT: The answer sheet on top of the stack is scanned first. As
the sheets are scanned, the order is reversed in the output tray.

11. Ensure the sheets are straight, push the Press to Load button and
nove t he Maxi num Sheet Level guide bar close to the sheets to keep
the set aligned as each sheet nobves through he scanner. |n order
to control the process (i.e., to prevent janming), it is
recomended that you scan no nore than 80 sheets at a tine.

C. 4.2 Scan Your Answer Sheets

This section describes how to scan your answer sheets and correct either
scanner or docunment errors. Scanning errors include unreadable formIDs or
timng marks, sheet jans, conmunication errors between the scanner and your
conputer, and an enpty input hopper. Docurment errors include those
elements in the specific Edit Profiles (i.e., Last Nane, SSN, Test Version
and Test Itens). Note that you can correct the answer sheet manually
(scanner or docunment errors) or edit the data file online (document
errors). Before you begin scanning, ensure that you have sel ected the
correct data file and profile for your answer sheets.

HI NT: Before you begin scanning, ensure that you have a recent d ass
roster sorted both by last name and by SSN. The scanner nay stop for you
to correct inconplete SSNs or nissing nanes. Be prepared to nake accurate
edits manually to the answer sheet to be rescanned or online in the Edit
Correction dial og box.

1. dick on the Scan icon on the Action bar of the ScanTools Il w ndow
(Figure C11). |If the data file already exists and you have chosen
to replace an existing file, you receive a confirnmati on nessage.
Cick Yes and the data file opens. |If the data file does not
al ready exist, the scanner begins scanni ng the docunents
i medi at el y.

S ScanTesls Il

Application Data File Profile Actions Options i

i ) [Application  [jyCAIMS Scan - 1
Data file Edit profile

5
“ [0101x32.dat | [profilez.sep =] [

Figure C-11. Location of Scan Icon

HINT: As the sheets feed through the scanner, the Scanning
progress wi ndow (Figure C 12) displays the elapsed tinme, sheets
scanned, docunents scanned, plus the nunber accepted, requiring
edit, or rejected. In this application, the docunents are
identified by serial nunber, SSN, and nane.
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i Scanning - 0101x.dat

Elapzed time: 000017 Document; MCScan [1)

Sheats scanned 10 000005 0011 2Z334BANKS
Documents scanned: 10 000006 4545451 23CARTER
Q00007 BR4ER4ER4MWILLIAMS
10 Documents accepted [ al 1000003 1606015957BARBER
| 0 Nezding edi (%) 000009 7894561 2240AMS
- 0000 789789777 TRAVIS
| 0Documents rejected (0%)

\_u_l»_li

End Szanning

Figure C-12. Scanner Progress

If a scanner error occurs (e.g., unreadable timng nmarks, sheet

j ans, conmmuni cation errors), the Scanner Error dialog box (Figure
C-13) opens and advi ses you of the problem and provides a recovery
solution. Renpbve the sheet, take corrective action, and click on
Resune. The scanner advances to the next sheet.

i Scanner Error % 3 il

Error=]: Last document:
Unknown Form ID marks 7834561 224DAMS

Scanner not ready

Expecting zheet:
Start of document

Recowven:

Remowve sheet from output stacker. Check that proper sheet was
scanned.

THesume Fescan Docunment I Stop I

Figure C-13. Scanner Error

If a document error occurs as the sheets feed through the input
hopper (e.g., the last name omtted, SSN inconplete, or test items
have nultiple marks), the systemresponse depends on whether you
selected Online Edit Correction or not.

a. |If you did not select Online Edit Correction during the
preparati on stage, the scanner stops for each error and the
Edit Failure dialog box (Figure C 14) opens.

(1) Renove the answer sheet, correct the error on the spot,
place it on top of the stack of sheets, and click on
Rescan Sheet. Note that an inconplete SSNis not an
optional edit; therefore the Accept As Is button is not

enabl ed.
| Bl Fadiers x|
Fisid Fadsdl ol
T Hiuml ke comobobe [RITRSE 3 | - |
I I Dszcen 5hass I | Siop Soarneng

Figure C14. Edit Failure
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(2) As an alternative, you may note the sheet (identified by
SSN and | ast nane), renpve and set it aside to nmake your
correction(s) and re-scan the sheets later. Cdick Rescan
Sheet to nove to the next one.

b. If you selected Online Edit Correction during the preparation
stage, the scanner stops for each error and the Scanner Error
di al og box (Figure C15) opens. The system advi ses you of the
probl em and provides a recovery solution. Renpve the sheet and
click on Resume. As the scanner advances to the next sheets,
the Edit Correction dialog box opens.

HI NT: Do not attenpt to edit the errors noted in the Edit
Correction dialog box until the entire stack of answer sheets have

been scanned. It is too confusing. Sinply renove the failing sheet
and click Resune each tinme an error is noted. The sheets failing
docunent edit will be queued for online edit corrections.

(1) When the current stack of sheets have fed through the
i nput hopper, a nmessage in the Scanner Error dial og box
(Figure C-15) advises you to add sheets to the input
stacker. At this point, you nmay edit those errors in the

queue.
i Scanner Error x|
Error[z]: Last document:
Input hopper emply TE94561 22A0AMS

Scanner tot ready B el

Start of docurment

Recowven:
Add sheets to input hopper.

Hesume Frescan Document I Stop I

C- 15. Scanner Error

(2) If you do not wish to scan additional sheets, click on
Stop. The Edit Queue Not Enpty dial og box (Figure C 16)
opens.

Edit Queue Motk Empky : =]

There are =till records in the edit queues. You may exit without
editing. suzpend s=canning but continue editing. or continue
with =canning.

Edit Only I LContinue I

Figure C16. Edit Queue Not Enpty

(a) If you click on Exit, the scanning session
term nates without any corrections nade to the data
file. Note that certain failures may produce
unexpected results in MCAIMS (e.g., nultiple
responses to a data itemw ||l cause the data itemto
be treated as an incorrect response wthin MCAl MS)
However, MCAIMS will contest inconplete SSNs and you
wi |l be given another opportunity to correct the SSN
of a data record that does not appear on the class
roster.
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(b) If you click on Continue, the Scanner Error dial og
box reopens. |If you wish to scan additional sheets,
pl ace themin the input hopper and click on Resune.
When you finish scanning, the Edit Queue Not Enpty
reopens.

(3) dick on Edit Only to access the first docunent requiring
correction. The Edit Correction dialog box (Figure C 17)
opens. Note that you nust edit each error found in order
to nmove to the next field or record.

Edit Correction

Field Serial Mumber:  0DDOODS
Diizplay Field:
192939495

Fiecords in Qusues: 2

Currert Fecord
’7 Imitislly Failing: 1

Urncorrected: 1

Text:  [Rmmmmmnmm

¥ Show Spaces Offset: 1 Tupeower
Positions 1 ta 20 MMARNDATORY, CORBECTIOR —l
REQUIRED. Area should be left justified. Area should not
Ee blank.

Mot Field | [ Mewt Fecord ||
C-17. Edit Correction (M ssing Nane)

(4) Referring to Table C-3 below for a description of the data
fields in the Online Edit Correction dialog box, nmake the
appropriate corrections for each type error

Table C-3. Edit Corrections

| TEM DESCRI PTI ON

Serial Nunber I ndicates the order in which the sheet was scanned.

Display Field This field uniquely identifies the record.

Records in The nunber of records that need to be edited

Queue according to the profile selected for this scanning
sessi on.

Initially The nunber of itens failing in the current record.

Failing

Uncorrect ed The nunber of itens uncorrected in the current
record

Text Area to type in the correction for the failing item
(e.g., mssing nane, correct SSN)

Show Spaces Thi s checkbox (if checked) indicates spaces in the

text field above. This is helpful if you wish to

det erm ne any ski pped bubbles on the answer sheet.
Move the right arrow key to the space in the Text
field; the itembelow identifies the test item
number .

O fset I ndicates the position of the right arrow key within
the Text field in relationship to the |eft nobst
position. This applies when editing in the SSN or
Name fi el ds.

[tem For an answer sheet bubble item indicates the
position of the right arrow key within the Text field
inrelationship to the left nbst position. This
applies when editing a Test Itemfield. The position
nunber corresponds to the test item nunber on the
answer sheet.
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| TEM

DESCRI PTI ON

Typeover/ I nsert

Typeover indicates that any changes you nake anywhere
in the Text area wll

type over any text or space

(based on currently there. Insert indicates that typing does
keyboard Insert |not erase but inserts in front of the current

butt on) position.

Untitled Description of action required for any nandatory

corrections.

Version 4.0

(a)

(b)

If the Nane field is enpty (see Figure C- 16 above),
pl ace the cursor in the Text field and type the
correct nanme. Then click on Next Field to see if
there are additional corrections for this answer
sheet or Next Record when the edit is conplete.

If the SSNis inconplete (Figure C 18), place the
cursor in the Text field and type the correct SSN
Cick on Next Field to see if there are additiona
corrections for this answer sheet or Next Record when

edit is conplete.
Edit Correction ==
Field Serial FNumber: ooooo0s
Dizplay Fisld:
007 21224FIERCE
Records in Quesus: 1
Current Record
Imitially Failing: 1
Urncorected: 1
Tent: IEIEI?IZ‘I 234
I~ Show Spaces Offset: 1 Tyupeower
IMAND.&TDF{Y, CORRECTION REQUIRED. Area should be;l
complete. Area should not be blank
[
Mest Field | MHext Record ||
C-18. Edit Correction (Inconplete SSN)
(c) If the Test Itenms field contains multiples, the
multiple will be indicated with an asterisk (Figure
C-19). Place the cursor in the Text field and right

Edit Correction

arrow over to the left of the asterisk. Note that

t he nunber appearing beside the Ofset field

i ndicates the item nunber on the answer sheet. |If
you cannot determ ne which response the student

i ntended to erase on his answer sheet, type anything
other than A-E or an asterisk (e.g., type a nunber).
When finished editing the field, click on Next Field
to see if there are additional corrections for this

answer sheet or Next Record when the edit is
conpl ete

Serial Mumber:  OOooo0z
Displaw Fisld:
1S9ES9209FRITS

Records in Qusus: 3

Current Fecord
’7 Imitislly Failing: 1

Urncorrected: 1

T ext:

IAEIEE.&EIA&AEE“E BEBCasanBAE BB CAate s BAE BB Cadots,

I~ Showe Spaces It=rn: 1 Tupsower

I=]|

contain o more than 240 omits [185] and O multiples (1),
Area ma i be Blank.

MHext Recard I

Mest Field |

C-19.

Edit Correction (Miltiple Responses)

C 14 9/ 12/ 2003



MCAI M5 32 USER S MANUAL

(d) If there are no additional corrections to be nade in
the edit queue when you click Next Field or Next
Record, the systemcloses the Edit Correction dial og
box and returns you to the ScanTools Il Min Menu

C. 4.3 Post-Scan Actions

This section describes howto review the data file you just created and
where to place the file for access by MCAlI M5

WARNI NG Be sure that you have named your data file in a manner that you
can easily identify it when you are ready to score the file. |If you score
the wong data file, you could have disastrous results for scores, class
standi ngs, and GPAs. Recommend you use part of the Test ID for your Data
File name for easier tracking.

1. To verify the results of the sheets you just scanned, select Data
File, Viewon the nenu bar. The View Data dial og box (Figure C 20)
opens.

B [=14

i Wiew Data File - 0101x.dat

Serial number: 000001 Display field: 789456122ADAMS
NCS Header 001000001001 100402001 % ==5311 =#0001 ===af=

SSH 789456122
Hame ADANS ansnsannsnnnn
Yersion o3

Test Hems DABEADACDCEDEBECECCODDDEDEDC =ms s samsnsannan

Serial Murnber

Clos= || Print... I Find... I Forts... I I 1= I ShowNCS Header

GoTo IV Show Spaces

Figure C20. View Data
a. Refer to Table C-4 for an explanation of the data fields.

Table C-4. View Data

| TEM DESCRI PTI ON
Seri al Non-editable field displaying the nunerical order in
nunber whi ch the record was scanned.
Di spl ay Non-editabl e field displaying the SSN and | ast nanme of
field the current student record

NCS Header Non-editable field displaying t he NCS header information
for this application.

SSN Non-editabl e field displaying the SSN of the student
record scanned.

Nane Non-editabl e field displaying the | ast nane of the
student record scanned.

Ver si on Non-editable field displaying the test version for the

student record scanned.

Test ltens Non-editabl e field displaying the choices scanned for the
student record selected. Note that spaces are indicated
with an asterisk. This is significant when the asterisk
appears within the al phabetical listing of choices. At
the end, asterisks typically represent bubbles not filled
in because they are not part of the test.

b. Choose the Show Spaces checkbox if you would like to identify
any omtted test itens. Do not check “Show NCS Header” because
this information requires too much space (which is repeated for
every record scanned).
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c. Advance through each record by clicking the arrow button if you
wi sh to verify the data recorded for each student.

d. dick Print if you want a sunmmary report of the test data
scanned for the given cl ass.

e. Cick Cose to exit this dialog box.

2. Exit ScanTools and ensure that you can access the data file you
just created from MCAIMS. This step is especially inportant if
your scanner is connected to a different PC than where MCAIMS is
installed. If you did not change from your default data path,
which is usually | ocated under C:.\Program Fil es\ NCS Pear son\
ScanTools IlI\Data Files (depending on where you installed
ScanTool s), you will need to copy the data file to the Backups
fol der under your MCAIMS installation. Fromhere, the file may be
accessed for scoring wthin MCAI V5.
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