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Remark Exam Processing

How to scan In an exam

On the Xerox 8055 model

Technology Services Centre Computer Helpdesk

For any questions on this guide, its processes or exam related questions,
Please contact the Helpdesk 807-346-7777 or helpdesk@lakeheadu.ca



Notes on sheets to be included and scanned

See Annexes for specific examples.

Answer Key — there MUST be at least one answer key, to a maximum of 4. The
standard Remark Examination Sheet is used for this. These must be clearly marked
appropriately as the answer key(s) and if more than one, the Test Form Versions must
be indicated by faculty.

Student Sheets — the student answer sheets to be marked must all be facing the same
way, front of exam upwards, there is an indicator cut on the bottom right corner of the
sheet to allow for easy orientation of the sheets. Order does not matter.

Intake Sheet — this sheet provides the needed instructor and exam information for
proper processing. It will be emailed separately to the helpdesk@lakehead.ca email
account as it is a fillable form. This can be emailed before or after scanning in the
exam. Once emailed, this can be printed and used instead of the cover sheet if desired.

Cover Sheet — this sheet is similar in nature to a fax cover sheet, it allows the Helpdesk
to ensure the exam is associated properly with the right course and instructor.

Before Scanning in Exam

Check that you have the following documents in order and all oriented the same
direction (using the cut corners on the exam sheets as guides). The order these sheets
are scanned in is critical.

1. Cover Sheet, OR Intake Sheet (if provided, only ONE sheet per exam, even if there
are multiple answer keys)

2. Answer Key(s) (1-4)

3. Student Sheets

Scanning Exams

Scanning can only be done on the new Xerox all in one systems.
Login to the Xerox system as normal.

1. Stack the sheets in the required order on the ADF (automatic document feeder).
The long edge (top side) of the paper should be the side that is fed into the scan
feeder, the cut corners will be in the top right. There is no cover sheet or intake
sheet shown in this example only so you can see the cut corner of the student
sheets and the proper orientation. Please see the pictures below for a
demonstration.
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2. Select Scan to Folder:

Remote Sessio

To login press the "Log In / Out” button

a USER

Print Release Select Account Scan To
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a. Select Device Address Book

To login press the “Log In / Out” button,

LUSER

* g

Favorites Device Address Book

b. Select Exam_Upload

Favorites Contacts

E
Exam_Upload

Exam_Upload

c. Press OK
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3.Please note: The following steps are required
Enable 2-sided scanning

Set the orientation to Landscape originals.

Set the original type to Photo & Text

Press Scan to scan your exam sheets through the scanner.

"Log In / Out” button

USER Scan To

Add Recipient

. Exam_Upload

a <course code and number, first initial and last name of professor, exam>

2-Sided Scanning 2-Sided
E Original Orientation | Landscape Originulsl
Original Type | Photo & Text; Printed Original |
-

4. Screen will display a Scanning progress bar and the sheets will feed through the

1e "Log In / Out” button

Workflow Scanning 73

Scanning...

) 6 Originals Scanned

Delete Details

5. Once the exam has completely run through you have two options:
a. Logout of the Xerox system
b. Place another exam on the ADF in the correct order and orientation and press
Start. The settings do not need to be changed, they will remain from the
previous scan. This creates a separate file for the new exam and is a good way
to enter multiple exams at one time.
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6. Once scanning of exam(s) is complete, either the instructor or the staff scanning will
need to notify the Helpdesk there is an exam ready to process. There is no

automated notification process for this. A call or the emailed intake sheet to the
Helpdesk is sufficient.
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Annex A — Sample Cover Sheet

T ¥ | Centre

Eomtnastene a e d Technology Services
“~ VERS]I

Remark Exam Scanning Cover Sheet

Instructor Name: [ irsthname Lastname

EDUC-1111-FAOC

Course Code:

Date- 28 Sept 17
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Annex B — Sample Answer Key

EXAMINATION SHEET
CODE

E

1.D. NUMBER

CRSE - 000 - (A

NAME: 'F\NS"-E’R key

BP9PEPEOEREGE
[CRORCCRORORONONOX XS]

CERRRPRREVERLPERLPEPEPRPEPILVREPRREEE
[ooooNoRoRoRoNONCNONORORORONONORORCRONORONONONORORORCRONO]
loJoRojoRoXoRCRONORORONCRCRORCNORONORONCRORONCRONORORONCONCKC)]
lcjoNoNojoJoNoRoNONONORONORORONONORORONORORONORONORONORONCRO]
ERRRARERERERRERRERRERRERRERAERLRERRRERE

Tepreereerssossoes2eerNR 3858

PLELELLEEELELEEIELIELPELEYERLLELEEE
[oJojojooyojoReRooRoNoNORORONONONONORORORORORONONORONONORO)
[oJojocRORORORORONONCRORORORONCNOROCHONORCRONONORCRORONONORO]
jojojocNoRoRoXoRojoJooRcoRoNooRoNoRojoRoNoJOROJORORONORO!
[CRCRONCRCRCRCRCRCRCRORCHCNORORCRONORORORORCHCRONONONCNCRONC)

T ILELELLHISIELILAIYBLERBEERR38etE8serR

@EEEERPEPPEEPEEPEREEE
[oJoJoJoNoNONORORORORORONONONORONORONORC]
[oJORONONORCRONCHCRORORONONORORORORORONO]
[OJONONONONONONONORORONONONONORORORORORO]
[OXCRCRONCRCHCNCRONCRCORONCRCRONCRONONONC]

TEST FORM
® ® @ ©
Incorrect =) @

Correct

TdlIB_/LREASSHEHEINEERS S

PEOOREPOORR PEEEPEEPEEPEEEPPOERO 8O

SRR N X X X X X L X Y Y X X YT
[ONCNONONCNORORCORONO]

[ONCRONONCNONONCNONO,

oNcRcNoNcRcRONCNOKC)
P60 ?P@ORRRRRARRRAERRABAA

[cRoORCRONONCNOR X X1 JORONOJORONONOXO)
[ONONONON N X X JoJoNoRoNoNONONONONONOKO]

ORCRORONCRONCRONONON RNV R - S I I
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Annex C — Sample Intake Sheet

The front is the only section that should be completed by the instructor and then
emailed to the Helpdesk.

AR 0 A == Lakehead | oo seves
w UNIVERSITY| Centre
EXAM INTAKE AND BATCH HEADER FORM
Instructor's Name: |Fir51name Lastname
Course Number and Section: |CRSE-1D01-WA
Department: [Education
Subject: |Course Building
Phone Number {1234
Instructor's Usermname: |u5emame
Exam Information, all fields mandatory
Exam Date: 10-July-17
Number of Answer Keys: @1 OZ 03 04
Number of student sheets: 35
Multiple Answer Questions:
(write the question #'s) #21, 25-30, 50
Treat Multiples as: @ IAND O OR Ona
Special Instructions:
My GA/TA (name here) will pick up the paper exam.
Report Options, check all that apply .
PDE* Excel ATTENTION: This sheet should be
Full PDF Report Batch [  Gradebook emailed to helpdesk@lakeheadu.ca

ports included: Test Analysis,
Student Statistics, Class Tin consideration of limit=d

resources, if 3 paper copy of
Frequency, Student Response, |, one wnons is required

Student Grade, Condensed Test. | check here.
Technology Services Centre Helpdesk
BO7.346.7777 (internally dizl 7777)
Last Updated & Novemnber 2017 helpdesk@lakeheadu.c | http://helpdeck [akeheadu.ca
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Annex D — Sample Student Exam Sheet

EXAMINATION SHEET

DE

Q
Q

m

1.D. NUMBER

3, |
PEUEREOLEEPEERPPEPEEREREEVOEELLEEEE

PEEEREAEREIRLPEIREREREEPEPRREEPEEE
QEEPEEPEEPEEEEPOROEEEEEREEEELEREELEEE
QEREEREREREREEREPERFREEEREPPERPPEERREEEE
(CRoXcRcRccRcRoNCRONORORONCNORCRCRCRCRCHCRONCRORONORONORONO)

ENRERTEeRRP S5 28885288 R RIREER RS

[oXoXcicjoRoNojoicjojoyoRooRoiciojoRoNoRoRoRoROCRo ORCRONC)
[cjoRcXolojoNoioRoRoloRocRojojoNoo oo JORORONORORORONCRONO)
[cfolcRofoioojoRejoloofojojoyoRoRo oo ORORONORORORONONONO)]
(CRONCRONONORONORORONORORCRORORORORCRONORORORONORONONORORONO)
[CRoNCRCRORORCRCRORGRONORONCONCRGRCRCRCRCRCROJONORCRORORORONC)

F¥L I Ll

4B
49

¥ o

TEST FORM

2 e ee
Incorract

name: e sEDome M\%m me

[ JORORORORONCRORORONO)
[CROJONORORORONCRON RO

Correct

POEEREEOEBG
BOROOOOEE
[ NONCORORORORONCRCNC]
[ NONONONONONONCRONC]
L _NONONCNORORONORONC
L NoNoNONORORONORONC)
(- BoNONORORONONCRONC]

51
52
53
54

P85 8B88c5882388568 88
CEEEEPEELLLLLEROELO®WOE
LONCNONONORONORORONCRONORONONJORORORONC)
QROEECERLEERLELELEREEEE
PERERERERREEPREEREERPEERREEE®E
[SXccNORGRONONORONCRONCRCRCRSRORCHORORC)

SdA3IRE8LRRAIRBEAZIRAERAE

PEREREEEEPEELRPLEEPLEwLE
[oNcRcRoRcRolcRoNoy - X~ Jolol- JORONORORERE)
[ocoNcycyol JOR-JoRol -X - JoRojof - RJORONO)
CeLRreePrRRLRARERERRRREE
BERHERERAERAREEREREE B

- M P w we e e P R ER2TAERER R
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