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1 Getting started with OpScan8

Switch the scanner on 20 minutes prior to scanning. This should be done at all times because the
scanner takes approximately 20 minutes to warm up and run diagnostics tests.

Once 20 minutes has lapsed, load the answer sheets in the input tray.

2 Loading sheets

1. Sheets must be loaded as indicated in Figure 1 below. The ‘bar code’ should always be
towards you.

Fiqure 1

2. The first answer sheet must always be the one containing the memorandum.

3. Ensure that the University Number section is filled in properly as indicated in Figure 2 or the
sheet will be rejected. The memo does not need to have the University Number filled in.

lo9905/7 2
® ®

Fiqure 2
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3 The Scanning process

L
1. Double click on Scan Tools Plus Icon on the desktop. Scanrods Ps.Ink

2. Select the Application that you want to use. This relates to the form ID of the answer sheet
you have loaded. The form ID, CSX???, is indicated at the bottom right corner below the
instruction box on the response sheet)

Apchcation DataPls [ e Cowet Adwors Opbors Confgure  Hep

Application |y LN
—‘-“— Dists ke — Ep Seaie prafile Camveraisn prafile
E [evanstestdat | [coifdSep = [coxiBasep = DngdBascp v
LL:IEI‘. \
& Select the Application
¢.gf_. pp
s

3. Onthe menu bar, click on Data File and then select New. This is data file which you will
later export to MS Excel. This file will be saved in the folder C:\Program Files\Pearson
NCS\ScanTools Plus\Data Files. For your convenience, a shortcut to this folder has been
placed on the desktop.

Please follow the following naming convention when naming your data file:

CCYYMMDD YOUR COURSE CODE, i.e. 20120425AGLE111

In the event that there is more than 1 lecturer for a particular course, append your initialsl,
e.g. 20120425AGLE111MM

N ——
kn-cmmmwvm

E amna -
Pims Elltpulle Besde prolile Comveinion polile
E Qo QD cndliidSep v |cewDBASup = | |cenibdSop el
V., OWbShD b
g —
— o |
Bt

ol .
=

Drata File Mame:
| - Enter the name of the Data file

| k. | Caricel |

4. You are now ready to scan. Click on the Scan Button on the top left of your screen.
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Scan ok Plus
Bghcator, DaluPls [ o Cowwt Adorn Ophora Covdgure Mg

pcaton BT O -
sile Edit et Senre prafile Camversian profile
M'mn dat =| [coaidBep | [codBaep -] [cosiBABep -]

= O
e Click on the Scan Button to
| &3 begin scanning.

5. Follow the prompts:
“Scanning of answer keys has been completed. Ready to begin scanning the respondent
forms.” Click OK to Continue.

e ‘Applicatinn ‘
!_Scanning - evanstest. dat EJ I
L |

Scanlools Plus

Conversion profile

Q) Scanning of answer keys has been completed, Ready to begin scanning of respondent forms, (SCN1092)

Cancel

End Scanning |

JE# scanTools Plus E? ScanTaols Plus Help 2 Novell Groupise - ..., 3 Yahoo! - Microsoft In... & B0 1127 am

6. Scan the response/answer sheets. If the scanning stops for whatever reason, correct the
error and click Resume.

7. After all the response sheets have been scanned, click Stop

8. Please note that the scanner has been configured to reject all answer sheets where there is
an error with the student number. Refer to the troubleshooting section below.

9. OPTIONAL: Double click Shortcut to data files on desktop to ensure that your data file was
created. This is A .DLM FILE. Now you are ready to export your data to MS Excel for
processing.

OpScan Manual 5



4

Importing your data into MS Excel

.

P ograrn T @ Set Program Access and Defaults
eighborhood ’ 0 Windows Catalog

% windows Update

l@ Accessories
I Citrix ’
@ Games 4

/ Internet
é Internet Explorer || (&) Movell (Common) 4

I/ RealvnC »
E-mail @
novell GroupWise 1@ ScanDr II 4

f@ Scantron 4
Microsoft Office Excelf [@ SoundMax »

I Microsoft Office Tools »
= Microsoft OFfice Access 2007

[E! Microsoft Office InfoPath 2007

(@ Microsoft Office PowerPoint 2007
[ Microsoft OFfice Publisher 2007

W Microsoft Office Word .
: Perform calculati

1@ Startup > in spreadsheets
. Adobe Reader 8
a Internet Explorer
Microsaft OFfice Worll w8 Msn

J

7 ] I/ Spybot - Search & Destroy »
++ ScanTools Plus

Motepad

) Outlook Express

.. Remote Assistance
® windows Media Player

Citrix Program Neighl
-
@ Calculator
ﬂ ‘Windows Messenger
| ) windows Movie Maker

allPrograms B @B Microsoft Security Essentials

@l g OFF @ Shut Down

'4 start T Document1 - Microsof...

1. Goto Start/ All Programs / Microsoft office / Microsoft Excel xxxx
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1=
:

Open

Save

Save As

Print

Prepare

Send

Publish

L WeE D FT L@

Close

157
16
17

Recent Documents

1=

20110517bman211
20110517bman211

g b

templ

[+=

testl

un

sample3

=

sample2

1=

sample
20110425aglel11mold2
20110428aglelllmold
20110428aglelilmold
b 20110428aglel1lmol
20110407aglelllunkn

(V=TT

4 20110407aglelllunkn
20110404agle11lsel
3 20110404 AGLETI11SEL

20110323aglelll
20110323agle111

Mo View
- |WrapText
= | {Merge & Cent:
=
. i
=
= LS t
=
=
=
=
=
=
=
=
=
=
=

2. Click the Office button

3. Open

2] Excel Optjons || X Exit Excel |

Loak in:

@ My Recent
Docurnents

@ Desktop

ag
Docurnents
Cornpuker

‘ﬂ Il Plekbwork
Places

Taals -

I Administratar's Documents

:E Py Carnpter

I Administratar's Documents
[ User's Documents

|5 Shared Documents

e Local Disk (C:)

i DWDJCD-RMW Drive (D)
28 Syson'Thou' (F:)

S# Apps on 'Tlou' (G

File: name: | /

5

Files of type: |AII Excel Files /

|

2

=] Cancel

4. Click on the Look in: dropdown arrdd
5. Select Desktop
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Zamputer

‘:J My Metworlk
Flaces

Tools -

Lok in: |@ Desktop vl @-0h | X Chi B~
@ Iy Recent Iame Size  Type Date Modified
ﬂ Mv Documents Syskern Folder
@ Desktop :i Iy Computer Syskern Folder
—_— ‘QMV Metwork Places System Folder
@';;cuments 22011051 7bmanz11 31KB Microsoft OFfice Exc...  S{17/2011 2:40 FM

1KE Shorkcut

4f22/2010 12:05 PM

File: narne: |

]

Files of bype: |AII Excel Files

9

Open vl[ Cancel

6. Select Shortcut to Data Files

Lok in: | |5) Data Files “ | @-0@ X Cu
@ My Recent Mame Size  Type Date Modified
Daocuments
(& Desktap
(5 4
Daocuments
My
Computer
‘d My Mebwork,
Flaces
File name: w
; —
Files of Evpes | o) Exeel Files F >
&Il Excel Files
Al web Pages

7. Change Files of type: to All Fi
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Look in: [5) Data Files v @-h X CiE-
5 My Recent Mame Size  Twpe Ciate Modified =
Documents || |2 20010428agle11 1malb 14KE DAT File 4/28/2011 10:54 &M
(&3 Desktop ] z0010428agle11 1makb 14KE DLM File 4/28/2011 10:52 AM
%]20110322ec0n111 S7KE DATFile 3(22/2011 11:19 AM
Bg’;’cuments [2]20110322800n1 11 63KB DLMFile 3222011 11:19 &M
& agle ile :
" 20110323agle111 6KE DATFi 3(23/2011 9:49 AM
<4 c;’mputer =011 gle1ll 6KE DLMFils 3123/2011 9:43 AM
My Network 2] 201 10404agle111 15KB DLMFils 4/4j2011 3:53 PM
Qe |%]201104048GLE1 11 17KE  DAT File 4{4/2011 3:57 PM
|2]20110404agle111hla 17KB  DLMFils 4/4j2011 4:15 PM
] 201 104044GLE1 1 1HLA 19KE DAT File 4{4/2011 4:15 PM
] 20110404agle111hav GKE DLMFil 4/4j2011 3:39 PM
2] 201 104048GLET 11HOY 9KB DATFils 404j2011 3:42 PM
[%]20110404agle1 114l 24KB DLMFile 4{4/2011 4:10 PM
2] 201104048GLET 11LAL 27KB DATFile 4/4j2011 4:10 PM
%] 20110404agle111mad 22KB DATFile 4{4/2011 3:36 PM
2] 20110404agle111mad 19K DLM File 4{4/2011 3:36 PM
2] 20110404agle111mak 16KB DAT Fils 4/4j2011 3:25 PM
%] 20110404agle111mak 14KE DLM File 4{4/2011 3:25 PM v
File name:
Files of bype: | gl Files
(o= O oo ]

8. Select the data file you created in step 3 above (The Scanning process). Please note that 2
files were created. Select the .DLM file
9. Click Open

Text Import Wizard - S5tep 1 of 3

The Text Wizard has determined that wour data is Delimited.
If this is carrect, choose Mext, ar choose the data bype that best describes yvour data,
Criginal data type

Chioaose the file bype that best describes wour data;
(%) Delimited: - Characters such as commas or tabs separate each Field.

() Fixed width - Fields are aligned in columns with spaces between each field,

Start import ak o |1 % | File origin: 437 1+ OEM United Skates w

Preview of file Ci\Program Files\Pearson MCS\ScanTools PlusiData Filesi20110323agle111.dim.

Cancel

Next = ][ Finish

10. Select the Delimited Option
11. Next
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Text Import Wizard - Step 2 of 3

This screen lets wou set the delimiters wour data contains. You can see how vour text is affected in the preview
below,

Delimiters

Tab

[ ] Semicala [] Treat consecutive delimiters as one

Text qualifier; w

Data preview

3112263
E94r7017
211493Z
2011068 b4

4 >

Cancel ] [ < Back ] I Mext = I [ Finish

12. Select Comma
13. Next

Text Import Wizard - 5tep 3 of 3

This screen lets you select each column and set the Data Format,
Columnn daka Format

(%) General
) ‘General' converts numeric values to numbers, date values to dates, and all
Text remaining values bo text,

() Do not import column {skip)

Data preview

enerlCeperCencrCopnerCoenerCenorlCoperiConerConerenerConoriConoy|
2 L o E ] 2 o L E K IL j 3
3 [ <} 5] [ i [ <) £ 3 £ [
E n = 3 <] <] [ 3 E <] E =
i L E E ] ] K 5] E i3 i L
3 n = £ [ i = <) £ 3 £ n L3
¥
Cancel ] ’ < Back

14. Finish

Your data has been successfully imported and ready for manipulation. Remember to save it as

an Ms Excel workbook.
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5 Multiple scanning sessions for same data file

If you need to append to a data file that was created during a previous session, do the following:

arwdE

6 Troubleshooting

6.1 Known errors

Open the Shortcut to Data Files on the Desktop.

Delete the .dIm file for that particular data file.

Open ScanToolPlus

Select the relevant data file and ensure the that the Conversion profile is set to None
Repeat steps from bullet point # 4 on page 4

ERROR

SOLUTION

Scanner not ready

Wait for 20 — 30 minutes after switching on scanner

Input hopper empty

Load sheets

Unknown form id marks

Refer to section: Loading Sheets (1)
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