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Congratulations on downloading the ZIP-scan PrintScanScore test correction solution!

Installation Instructions

YOU MUST FIRST HAVE A PRINTER/SCANNER INSTALLED AND FUNCTIONAL ON THE COMPUTER
THAT WILL BE USING THE PROGRAM! The PrintScanScore program does NOT contain any printer or
scanner drivers. The program will use the existing TWAIN drivers that are automatically loaded when you

correctly install your scanner on your PC. If you do not have a functional printer/scanner installed DO NOT
CONTINUE WITH THE INSTALLATION!

You have downloaded the software in a zipped format from the www.ZIP-scan.com web site. When you

double click the icon for the program, the installation process will begin. When you are asked where you want

to install the software, do not install it into the default Program Files folder. Create first a folder named "ZIP-

scan" on the C: drive and then be sure to install the program into this folder. This will enable all the scanned

files you will be creating to be better handled. Using a new folder is essential for Window 7 and VISTA users.

We have integrated the Test Wizard program which we have sold for over 8 years with the new full sheet
optical scanner capability in PrintScanScore. There are many advanced features in this software that you will
not use. You can simply disregard these features by following this guide and focus on the basic test correction
and report generation capability. Note that there is a separate QUICK USER'S GUIDE for those who want to
learn the basic features quickly.


http://www.zip-scan.com/

Below is the image of the initial Welcome screen. We'll start by setting up and printing the test forms.
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Click | <= Print Testing Sheets

at the bottom and the following screen appears:
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Note the Number of Digits in ID option. As you select from 4 to 9 digits, please note the number of Max
Questions changes and the number per page changes. For each increase in the number of ID digits, the
number of questions that fit on the page decreases by two. Four digit ID forms have 110 questions per page
and the 9 digit ID forms have 100 questions per page. If you specify more questions than will fit on a page,
additional pages will automatically be created. Our recommendation is to print full pages of questions so the

pages can be used with tests of any number of questions.



Click

¢ Generate Fom | and the Output Options screen below appears.
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With Preview selected, click 0K and the form you selected will be displayed on the screen.

Click the to return to the first screen.

With Printer selected, you can print the test sheet you selected that was displayed in the Preview
option. Click for the printer, and the box at the bottom of the screen to select the number of
copies to be printed.

e With File selected, the drop down menu has a PDF option, and by clicking the F‘ a Browse screen

opens and you can select where you want the PDF file to be saved. After you select the Save option in

browse to save the location for the PDF, then click 0K to save the PDF file.

The

Scan Sheets

button will not be used since you have the full-featured complete PrintScanScore

software. This button is used with the supplemental Print&Scan software that is available when you purchase

the PrintScanScore solution. This will enable remote locations to print and scan tests for later scoring at a

different location that has the PrintScanScore complete software solution if needed.

After you have printed the test sheets, you need to give a test to your students, or create a practice set of test

sheets. (Hint: The software will let you reuse the same practice test sheets multiple times if you change the ID

number on the PC screen.) Tests of any size up to 330 questions (for 4 digit ID) are supported. Make sure

that your students mark the bubbles darkly. Number 2 Pencils work very well as do ball point pens (blue,

black, or red ink), Sharpie markers (fine point), and any dark marking method. The marks must fill most of the

bubble and not extend very much beyond the limits of the bubble.



When you are done with the Generate Forms option, click the to return to the Welcome screen. and then
click| stat 3> | atthe bottom right of the screen to open the Configuration screen, which is the first of six
tabs in the Test Wizard program that are listed across the top of the screen.
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The Test Name and Test ID fields that you fill in is the information which will be printed on the top of the test

reports that are generated by the Test Wizard and the name of the files that will be created.

I The number in the Form Number field is printed on the left side of the test form that you are going to correct.

Look at the test form and get this number correct. It is very important! This five digit number consists of the

maximum number of questions that fit on 3 pages (330 for the 4 digit ID test form) and the number of ID digits
on the test form preceded by a zero.

I A second extremely important entry is Number of Relevant Questions. This is the number of questions on
the test that you are going to correct. This can be any number from 1 to 330. This number determines how

many questions will be corrected (the rest of the sheet is ignored). If this number is larger than one sheet of

questions, the required additional sheets will automatically be expected by the software to be scan and scored.

On the right side of the screen near the top is an option for Use Drop Sounds. The default is ON. Each time
when a test sheet is scored a sound will be made by the speakers of the PC. This will be discussed in detail

later. If you do not want to have a sound, remove the check from this box.



Ignore the Answer Labels and Load Profile sections in the middle for now. They will be discussed in the

Advance Feature section later in this manual.

We will cover the Print section in detail now. Check the box Use student names file if you want the names of

the students included automatically on the reports. (You will need to create a simple .txt data file with the

WordPad program included in the Accessories programs of Windows). This data file will list on each line a

student 6s | D taby mh éhre,n tt then s<¢ u d e line foreach studemt. Clicky Browse.. | n
and find the file you created. Next click Open . If you are successful, the data will appear to the right
with headings of ID and Name.
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If you check the box in front of Print Student Report When Scanned and select the printer you want to use,

eachtimea st ude istobected, e $ that

individual eepdrt &vil immediately print on the specified

printer. This would allow the student to immediately get their individual report from the printer output tray and

return to their desk to assess the results of their test.



Click| Nest 3» | at the bottom right and the Point Value screen opens.

Point Value

You can enter the same point assignment value for all questions, or you can customize the test to give greater

value to some of the questions. Use the tab key to move to sequential blocks that will turn blue, and then just

type in the new value.
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The screen will display a box for every question on the test. You can assign different point values to every

guestion or the same by setting the default and click

are to be different.

% Setall

. Then edit just those individual questions that

Click | X setPenaly¥alues | and you will get the screen below listing every question on the test and the penalty

point value that you wish to deduct when they provide a wrong answer for a question. The value is positive on

the screen, b ut it will be deducted when there is a wrong answer to discourage guessing on the test. If the

guestion answer is blank, then there is no deduction to the score.
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The | & SetOuestion Groups | button will be discussed later in the Advanced Features section of this manual.

B ZIP-scan Test Wizard | CEX)
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From the Scan Master setup screen, click W, Master Data and a drop down menu will appear. The

only option that you need to use now is the top selection: Scan/Score. Select Scan/Score and a Select

Folder to Save Image Into screen will appear. Create a new folder for the images that will be scanned and

then click + 0K

The Multi Page Scanning screen is displayed. Place the master test form(s) with all of the correct answers

marked into the input tray of the scanner. If there is only one scanner accessible to your PC, you are ready to

scan the master test form(s). Click | g Scan | and the scanner should initiate the scan of the master test

sheet(s). | (If no scan occurs, click on the small red image of a scanner at the top left for a drop down menu of

all the scanners attached to your PC and pick the scanner that you want to use. If the selection box is blank,

either the scanner is not on or is not correctly installed). Then click | 3%, Scan

completed, the screen will look like the screenshot below:

again. After the scanis
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You should see the scanned image of the master test form in the large window on the right. There are slider
bars on the sides of the image and zoom in/zoom out buttons at the top that enable you to shift the image so
you can look at the bubbles that are marked. Are your bubbles dark and are the black squares dark? Even if
they are not dark, your scanner should work, but you may need to make an adjustment to the Recognition
Settings (discussed later). Please look carefully at the image and remember the appearance of the marks on

this page. Enlarge the screen, use the slider bars and the buttons at top of screen to get a good view of the

marks on the scanned test sheet. Next click| + Done

The Test Wizard then processes the scan of the master test form(s) and the screen will change as shown
below with a one line listing at the top of all the correct answers to the questions. If you have the sound
settings turned on, you might hear a "boing" sound, indicating that there was one or more ambiguously marked
bubble(s) on the master test form. These will be indicated by a ? in one or more of the cells (shaded in yellow).
The master test form must be corrected and re-scanned with no errors to ensure accurate student
comparisons to the master. If the scan was complete with no errors, there will not be a sound created. You can
then proceed with the student scoring. YOU HAVE JUST SCORED YOUR FIRST MASTER TEST SHEET!

Click | Next »» to go to the Scan Tests screen. If there are any answers that are indicated as ambiguous,

you must either correct the master sheet by adjusting the marked bubble darkness, or follow the instructions in

the Recognition Settings section that is next.
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Recognition Settings

I IMPORTANT: If any of the answers are ambiguous, there is a problem that needs to be resolved. (Note: you

can edit the screen to correct these answers, but it is best to take the time now to calibrate the scanning

function). The scanner should read the master test sheet perfectly. If not, click W, Master Data to

display the drop down menu and then select the Recognition Settings option to open the screen as displayed

below. (If you are using non-USA size A4 paper, change the PageWidth in inches field to be 8.26 inches).

Recall the appearance of the marks on the scanned master test sheet. If the marked bubbles were very dark,

then change the Answer Mark Threshold Percent to be 30. If the appearance of the marks was very light,

then change the percentage to be 15 or lower. Then click 0K

Next, click and reload the master test sheet(s) into the scanner. Click W, Master Data

select the Scan/Score option and click| g/ Scan |to scan the sheet again. Click| « Done | to have the scanned

page(s) scored. Inspect the correct answer listing and if it is correct, then proceed by clicking | nNex » |. If




