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Preparing answer sheets for scanning Answer sheet do’'s and don’ts

Before you scan an answer sheet, take a second to review it This sample answer sheet illustrates the most common causes of scanning errors.
and make sure:
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When you prepare a batch of answer sheets, make sure that: & ons
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Scanning and uploading answer sheets

The Edusoft Grader handles the scanning and upload process seamlessly. All you
need to do is load answer sheets into the scanner’s feed tray and let the Edusoft
Grader do the rest. First, the Edusoft Grader tells the scanner to scan the batch of
answer sheets in its feed tray.

To scan and upload answer sheets:
1 Start the Edusoft Grader if it isn’t already running.

2 In the Edusoft Grader Login screen, enter your user name and password.
Click login.

¢z:Edusoft  grader login

need help?

Please enter your username and password
username

———— Enter your Edusoft user name.

password

———— Enter your Edusoft password.

If you don't have a user name or
have forgotten your password,
contact your Edusoft administrator.

advanced options

& exit m

3 Click scan in the Edusoft Grader. Make a note of the time.
FE®

1 38

need help?

f" EdusoftGrader

¢2» Edusoft

Place answersheets to be graded face-up
in the scanner, then click the scan button below

Do not place more than 50 answersheets in at a time
Make sure students have bubbled their names or ID humbers
Do not bend or fold answersheets
e ’—— Click to begin scanning the answer
B2 sheets in the scanner’s feed tray.

% logout

Y ou make a note of the time because Edusoft identifies scanning sessions by
time. You can scan as many batches as you wish during a session, and have
as many sessions as you have time for in a day.
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The Edusoft Grader tells you the number of answer sheets you’ve scanned in
this batch.

& EdusofiGrader

¢»» Edusoft
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need help?

This is the number of answer sheets
that were scanned in the current batch.

[
You have scanned 4 answersheet(s).

If this is not correct, click back to rescan
If this is correct, click upload to begin upload

L Click to return to the previous screen and
Sean rescan this batch of answer sheets.

answersheets

leles——— Click to upload this batch of answer
sheets to the Edusoft system.

4 Review the number of scanned answer sheets and click either back or
upload.

m If the number is not correct, reload the batch of answer sheets and click
back to rescan them.

m If the number is correct, click upload to begin uploading the answer
sheets to the Edusoft system. Answer sheets are not uploaded unless you
click upload.

The Edusoft Grader displays progress information as it uploads the answer
sheets, and lets you know when the uploading is completed.

5 Once the current batch of answer sheets has been uploaded, click scan more
to scan another batch of answer sheets, or click view results to view the
results that have been uploaded to the Edusoft system.

Tip: You can also view scanning results by logging in to the Edusoft Web site
from any computer. Click the Admin Tab and click the Grading link. Viewing
results on another computer frees up the Grader computer for others to use.
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