versity
assachu

1

_ Uni

T4
L
¥
=
L
Ty
=
L
s
7L
o
O




. University of
OpScan Services has Massachusetts

been upgraded to be Amherst EXTI
hetter than ever!

OpScan Services can be utilized by any UMass Amherst campus department or
. associated group which has a need to score or compile a multiple-choice / true-
., false quiz or exam.

The service is super easy to use.
- _ #» The following presentation will lead you through the process.
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THE SCORING PROCESS

OpScan Scoring Process

. Test packet is submit for scoring.

. Test is scanned and scored.

. Results are tabulated and then uploaded to OneDrive.

. A notification email is sent to the professor.

. The hard copies are securely packaged for return to the professor.
6. The packet is picked up by Distribution Services.

. The packet is delivered by Distribution Services to the staffed

location indicated on the job ticket.

Complete Test Packet
*lob et

+ Test Header

« Test Answer Key

* Student Answer Sheet

Each test/version must be it's own
packet.

> 2021 Fall MidTerm

Modified ~
Batch Results Sample.pdf
“Full Export Sample.xlsx

Grades_LMS.csv About an hour ago
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SUBMISSION PROCESS

OpScan test forms will now be brought to the Mail Services Office located at
120 Tillson Farm Road, Amherst (Across from the UMass Campus Police
Station) between the hours of 9:00AM and 5:00PM, Monday through Friday.
Whitmore is no longer a drop-off location.

Before you drop off your exam(s), please be sure that you have done

the following for EACH exam being submitted:

« Completed a job ticket.

* Completed a Test Header Sheet.

« Completed a Test Answer Key, clearly marked with the test/version name.

* Verified that all Student Answer Sheets are face up and oriented in the
same direction. (The easiest way is to align the notches at the top.)

* Only green answer sheets will be accepted.

In an effort to provide the quickest turnaround possible, the test package(s)
must be complete prior to being dropped off for scoring. Following the
above instructions will help prevent delays in processing which could
include holding the package(s) aside, unscored, until the missing
information is provided or errors have been corrected.

University of

Massachusetts
Amherst BE REVOLUTIONARY"

POSITIVE

takeaway

« Ample parking near building
« Bus stops nearby
* Bike station planned for future



https://umass.sharepoint.com/:b:/s/MediaCenter/EaSWYQy5uBtGmMIoYzhD5r4BMJCwgpHyE25VnPNC9XKO0Q?e=deNbRN
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GRADING

Our new, high speed OpScan® 16 document scanning machine is
designed to scan and score exams using Optical Mark Recognition
(OMR) technology. Exam results will be calculated and exported
into a series of pdf reports, a detailed results report spreadsheet
and a simplified csv file for upload to the Learning Management
System. (Currently MOODLE)

We pride ourselves on offering two-working-day service on all
exams but often get scores and reports returned to our customers
much sooner. This is especially true during extreme, high volume
times such as mid-terms (anxious students, vacation times) and
final exams, where time is critical for submitting final grades.

The original hard copies will follow within 3-5 business days via
Distribution Services.

All exams are processed as quickly as possible on a first come basis.

University of
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RESULTS DELIVERY

Digital Exam Results

The results files will be uploaded to a secure University OneDrive folder

that will only be accessible by you and the OpScan® staff.

Quick Access

\of  Batch Results Sample.pdf

5 Full Export Samplexlsx

Hi ~Grades_LMS.csv
Create shared library

- —
i1 OneDrive Ty \ O Ssarch
Carie Berg T Upload ~ & Share @ Copylink Z3 Sync + Download
B3 My files
U Recent )
My files > OPscan reports test @> Professor 012345 - COMEDY 101 > Fall MidTerm 2021 &
& Shared
5 Recycle
) lemEsli D Name Modified Meodified By File size

Fig. 1 - Example of the results file upload contents.

University of

Massachusetts
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Student Response Report

Reports included:

» Class Frequency Distribution Report

+ Condensed Item Analysis Report

+ Condensed Test Report

+ Student Response Report (PDF & Excel)

« Test Item Statistics Report

« Grades CSV file for import to the
Learning Management System
(Currently Moodle)




RESULTS DELIVERY

Notifications

You will receive a notification message and link via email when the exam(s) have
been graded and the digital file(s) have been delivered to the OneDrive folder. Simply

click on the link provided to navigate to the file(s).

OpScan
OpScan shared the folder "OPscan reports test” with you.

@ I there sre problems with how this message is displayed, click here to view itin a web browser.

=
OpScan shared a folder with you

I

Here's the folder that OpScan shared with you.
OPscan reports test

This link only works for the direct recipients of this message.

!_ Click here

OpScal 10-reply@sharepointonline.com:> Carie Berg 7/1/2021
Documents - Full Export Sample.xlsx
© I there are problems with how this message is displayed, click here to view it in a web browser. -

87 Full Export Samplexlsx has been added

M Click here

OpScan

Shared With Internal:

Modify my alert settings | View Documents

Fig. 2 - Example of new folder notification email.

University of

Massachusetts
Amherst BE REVOLUTIONARY"

Fig. 3 - Example of new file notification email.




RESULTS DELIVERY

Paper Originals

The paper originals will be delivered in a tamper
evident taped envelope to the address you specify
at the bottom of your job ticket.

In order to maintain confidentiality and for security
tracking purposes, the originals must be signed for at
the time of delivery; therefore, the delivery
destination must be staffed.

A CLEAR, CONCISE ADDRESS IS REQUIRED.
RETURN ADDRESS FOR DELIVERY OF SCORED EXAM SHEETS (REQUIRED):

-

To the ATTENTION of: DEPARTMENT:

-

STAFFED CAMPUS DELIVERY ADDRESS:

(Roem # and Building)

University of

Massachusetts
Amherst BE REVOLUTIONARY"




SUMMARY OF CHANGES

Whitmore is no longer a drop-off location. The new drop-
off location is in the Mail Services building located at
120 Tillson Farm Road.

Exam results files will be delivered to a secure OneDrive
folder. The files themselves will no longer be emailed. A
notification email will be sent to the professor when the
files have been delivered to the OneDrive folder.

For security purposes, exam results will only be delivered
to the professor’'s OneDrive folder. The professor will be
responsible for dissemination to their authorized
teaching staff.

The job ticket has changed. Please digitally fill it in, print it
and include it with your exam package. This will
drastically reduce readability errors. If you still have
printed copies left over from the previous year, please
discard them.
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REPORT SAMPLES

University of
Massachusetts

Amherst BE REVOLUTIONARY"

These five reports are combined into one pdf file named “Batch Reports”,

Condensed Test Report

Condensed Test Report

Condensed Item Analysis Report

Condensed Item

Analysis Report

Class Frequency Distribution Report
o awne

nnnnnnn

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

The two reports
below are
individual

spreadsheets.

Class Frequency
Distribution Report

Student Response Report

Test ltem Statistics Report

H

H
58

Student Response Report

(PDF)

Test Item Statistics Report

Student Response Report
(Excel)
Ho o -
File [ nset  Pagelayout  Formulas  Data  Review Vi
o Y o o=
b Cut Calibri - A EEo &
= FR) Copy ~
aste o A === &=
T SromatPainter 0 1 Y 7= b-A- === 85
Cliphoard & Font w Alignm
B9 2 F
A ] € D E
1 |Student Name D Percent Score Total Score
2 64 16
3 84 21
4 [ ] - = 7% 19
5 72 18
6
7

Grades for Import Into The Learning

Management System (Currently Moodle)

(CSV)



https://umass.sharepoint.com/:b:/s/MediaCenter/Ef4z_Mhm0zBJq0Nxe1u2tPcBkRonohniWxhS0KhJvylzEg?e=Ia46KL
https://umass.sharepoint.com/:b:/s/MediaCenter/Ef4z_Mhm0zBJq0Nxe1u2tPcBkRonohniWxhS0KhJvylzEg?e=gjBy2q
https://umass.sharepoint.com/:b:/s/MediaCenter/Ef4z_Mhm0zBJq0Nxe1u2tPcBkRonohniWxhS0KhJvylzEg?e=gjBy2q
https://umass.sharepoint.com/:b:/s/MediaCenter/EXK-mDC1WBVGgzaVX5ilGkMBGi_pgr1GsgoSR60dJd53qg?e=zzMfPh
https://umass.sharepoint.com/:b:/s/MediaCenter/EXK-mDC1WBVGgzaVX5ilGkMBGi_pgr1GsgoSR60dJd53qg?e=vaxDia
https://umass.sharepoint.com/:b:/s/MediaCenter/EXK-mDC1WBVGgzaVX5ilGkMBGi_pgr1GsgoSR60dJd53qg?e=vaxDia
https://umass.sharepoint.com/:b:/s/MediaCenter/ERoSkXr75HlOp9RFl6dqrYQBsrdKl5oqWFMSM-05gftR7g?e=KQSZde
https://umass.sharepoint.com/:b:/s/MediaCenter/ERoSkXr75HlOp9RFl6dqrYQBsrdKl5oqWFMSM-05gftR7g?e=SmuqWZ
https://umass.sharepoint.com/:b:/s/MediaCenter/EVUmqxfPc0lCpBDIA-8_eUMBU0vidp7A748tFMqkXsYRKQ?e=XDLxbI
https://umass.sharepoint.com/:b:/s/MediaCenter/EVUmqxfPc0lCpBDIA-8_eUMBU0vidp7A748tFMqkXsYRKQ?e=XDLxbI
https://umass.sharepoint.com/:b:/s/MediaCenter/EZuY205bHE5AufxPKHYsPBAB9KURLkZKpUcinyuuYO-psw?e=iCwgn9
https://umass.sharepoint.com/:b:/s/MediaCenter/EZuY205bHE5AufxPKHYsPBAB9KURLkZKpUcinyuuYO-psw?e=kXIFDj
https://umass.sharepoint.com/:b:/s/MediaCenter/Eczir2btIJFKrgdZ4zZAhVEBfdJDIFeEUo4yn5WSl0n2WA?e=9tVSxF
https://umass.sharepoint.com/:b:/s/MediaCenter/Eczir2btIJFKrgdZ4zZAhVEBfdJDIFeEUo4yn5WSl0n2WA?e=alMjYW
https://umass.sharepoint.com/:b:/s/MediaCenter/Eds7LVRC7V1MuF8kI5tR_qAB_BMRhBWQ-26C8Et_2TzEaw?e=CVLwA1
https://umass.sharepoint.com/:b:/s/MediaCenter/Eds7LVRC7V1MuF8kI5tR_qAB_BMRhBWQ-26C8Et_2TzEaw?e=byUENk
https://umass.sharepoint.com/:b:/s/MediaCenter/EVUmqxfPc0lCpBDIA-8_eUMBU0vidp7A748tFMqkXsYRKQ?e=ndGH6c

E———
JOB TICKET OPSCAN FORM GUIDE SHEETS

Click the link below the form sample Below you will find guide sheets illustrating the proper way to fill out each of the OpScan forms to
to access the pdf for download. The meet scanning requirements. Ensuring the accuracy of your forms will help avoid processing delays.
form is not intended for online use.

GENERAL ‘URF’USCF‘A"\‘SH ER SHEET T GENERAL PURPOSE ANSWER
University o OPSCAN SERVICES ¥ ¥ 0350 342
assachusetts 3555 nobsd : : (Aiways staet st row-
Amberst EXTT Job Ticket for Exams . . : only 1 bubbie perrow)

Please note: A separate Job Ticket, Test Header

This form was not intended for online use. Please o c o0 ¢ eo g e
the completed form and then include it with the exam batch, The ANSWERKEY bose Taeeee STUDENT ANSWER SHEET | ' "
upload the results reports to asecure OneDrive folder. You will receiv fication when the fles have been ot saes

PENCIL ONLY!
uploaded.

CUSTOMER CONTACT INFORMATION (The person to contact by phone or email about this job,)

NAME: PHONE:
EMAIL: o o
Row"A'is always 1

INSTRUCTOR & COURSE INFORMATION (Must be the instructor and course on record in SPIRE.) o e | pane o

: il questions (from1-200) | al
DEPARTMENT: INSTRUCTOR: TERE U R R R FEEEE R T 1 PUUEELRE R R FEEEEE FEE i i
'COURSE NAME: SECTION:
UNASS et Test Answer Key Student Answers Sample

6-Digt TEST ID NUMBER" alo used on Test Header Sheet: ()
Use “0” followed by the 5-digit SPIRE Course ID Number

TEST NAME:

ADDITIONAL NOTES:

No changes were made to the OpScan forms shown.

RETURN ADDRESS FOR DELIVERY OF SCORED EXAM SHEETS (REQUIRED):
To the ATTENTION of: DEPARTMENT: Test Header Sheet

STAFFED CAMPUS DELIVERY ADDRESS:

Foom # and Building

= THIS SECTION FOR UMASS OPSCAN SERVICES STAFF ONLY ::

Received by OpScan Services BY: DATE: TIME:

Exam(s) Scored & Results Emailed BY: DATE: TIME:

Now.
I]RDER Need more green answer sheets or blue books? You
ﬂ“ll“E can now order them online! Click here to get started.

OpScan Job Ticket

University of

Massachusetts
Amherst BE REVOLUTIONARY"



https://umass.sharepoint.com/:b:/s/MediaCenter/EUwGhp5eu59JsSc5gd4wc7kBosKm-T9P_CviUDhgSMZXNA?e=Hgikic
https://umass.sharepoint.com/:b:/s/MediaCenter/EUwGhp5eu59JsSc5gd4wc7kBosKm-T9P_CviUDhgSMZXNA?e=TyztSC
https://umass.sharepoint.com/:b:/s/MediaCenter/ESqm_L4usZFIpoqjfLc06hkBH_NJA3zHWX_699_lPwXCoQ?e=veQj8x
https://umass.sharepoint.com/:b:/s/MediaCenter/ESqm_L4usZFIpoqjfLc06hkBH_NJA3zHWX_699_lPwXCoQ?e=asgTW8
https://umass.sharepoint.com/:b:/s/MediaCenter/Ea9RgcUGzddDk46K4TiCNlwBsO9hKDBxtmVIiqtA3P1u9w?e=TbfcZS
https://umass.sharepoint.com/:b:/s/MediaCenter/Ea9RgcUGzddDk46K4TiCNlwBsO9hKDBxtmVIiqtA3P1u9w?e=Ceywn2
https://umass.sharepoint.com/:b:/s/MediaCenter/EaSWYQy5uBtGmMIoYzhD5r4BMJCwgpHyE25VnPNC9XKO0Q?e=deNbRN
https://umass.sharepoint.com/:b:/s/MediaCenter/EaSWYQy5uBtGmMIoYzhD5r4BMJCwgpHyE25VnPNC9XKO0Q?e=deNbRN
https://umass.webdeskprint.com/PSP/app/PSP_Start.asp

HELPFUL TIPS

Use #2 pencils only. Ink is not permitted.
Student ID numbers must be included on the answer sheets.

Do not bend, fold, rip or fold up any of the sheets to be scanned as they
may jam the scanner. Damaged sheets that do not scan will be returned
to the instructor to be scored by hand.

The bubbles need to be fill in dark and complete. Light marking or use
of checkmarks, x's, etc have a high probability of being missed during
scanning.

Make sure no erasure marks are left on the sheet. They could be
misread as a response by the scanner.

Do not include paper clips, staples or rubber bands with your packet.
Do not include any blank sheets as it could skew the test statistics.
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(In the Mail Services building) j Amberst
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mailto:opscan@admin.umass.edu
https://www.umass.edu/mail/opscan-services-0
https://umass.sharepoint.com/:b:/s/MediaCenter/EagP5sopz4ZBg_RZBF0V3D0BG9v4TIU210rptWuJQw39Qw?e=Jg66kd
https://umass.sharepoint.com/:b:/s/MediaCenter/ESUApwj3brtAlAxBBGClERoBNBFWnZIvrv1-B8zhiHQbtQ?e=fcSY2b
https://umass.sharepoint.com/:b:/s/MediaCenter/EZnBjko6wslImteSrEctEQ8BP1m2vWC7GAu29qM06ZuAdQ?e=LT7fyl
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VISIT US ON THE WEB FOR MORE INFORMATION

Mail, Distribution &..

University of Massachusetts Amherst Visit Apply Give Q

Mail, Distribution & OpScan Services

Campus Mail Domestic & International Mail Order Forms & Requests OpScan Services
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