Preparing the Answer Key for Processing by Testing Services

The answer key is always the first answer sheet run through the scanner. Certain fields must be coded on the answer
key in order to distinguish it from the student answer sheets and to tell the scanner which answers are correct. Below is
an example of an answer key coded onto the NIU N5-10 scan sheet. When coding any scannable form, always use a
soft, No. 2 lead pencil.

If you have any special processing requests, please call Testing Services (815-753-1203) before administering the
exam to assess its feasibility.
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The following information must be coded on every answer key.

e The LAST NAME Field - Code the four-letter department code (e.g., PSYC, ACCY, MATH, etc.) into the first
four positions of the Last Name field.

e  The INIT. Field - Code the initials 'XX" into the INIT. field. This tells the scanner which sheet is the answer
key.

*  The ID NUMBER Field - Code your three-digit course number, four zeros and the two-digit section number
into the nine boxes of the ID NUMBER field. For example, if your course number is 428, section 03, you
would code 428000003 into the nine boxes of the ID NUMBER field.



*  The FORM Field - If there is more than one form of the test (e.g. Form A and Form B), code the appropriate
form designation in the FORM field. If your test has two forms, you will need two answer keys.

»  The SEC. Field - Code your two-digit section number into the SEC. field. If you teach more than one section
of a class and want Testing Services to process these sections together, code your lowest section number.

«  The MISC. Field - Occasionally, you may wish to add an external score to each student's test file using the
answer sheets from the current exam. There are two ways this can be processed:

1. The external score can be added to the cumulative test file, but not added to the scores from the current
test. For example, you may wish to add a recitation or homework grade to a student’s cumulative test file.

2. The external score can be added to the scores on the current test. For example, you may wish to add the
scores from an essay component to each student’s objective score.

If you wish to add an external score on the answer key, code the maximum possible external score into the first
boxes of the MISC. field.

It is the instructor's responsibility to enter and code the external score into the MISC. field of each student's
answer sheet. If you have any questions or are unsure of how to proceed, please speak with a member of
Testing Services when you drop off your exam.

NOTE: Code one correct answer for every question on the exam. If there is more than one correct answer for a
question, inform Testing Services when you deliver your answer sheets for processing. DO NOT CODE MORE
THAN ONE CORRECT ANSWER FOR EACH QUESTION.



Preparing the Weights Sheet for Processing by Testing Services

Occasionally, an instructor might also include a Weights Sheet in addition to their answer key. As the name implies,
this is an additional answer sheet used to assign different weights to the different items of the exam.
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The following elements should be included on the Weight Sheet:

«  The LAST NAME Field - Code 'WTS' into the first three positions of the Last Name field.
«  The INIT. Field - Code 'ZZ" into the INIT. field.
« The ID NUMBER Field - Code a sequence of nine sevens (i.e. 777777777) in the ID Number field.

«  The SEC. Field - Code your two-digit section number into SEC. field. If you teach more than one section of a
class and want Testing Services to process these sections together, code your lowest section number.

«  The FORM Field - If there is more than one form of the test (e.g. Form A and Form B), code the appropriate form
designation in the FORM field. You must have a separate Weights Sheet for every form of your test.

«  Make sure you have coded a weight for every item on the answer key on the weight sheet (i.e., A =1 point, B =2
points, C = 3 points, etc.)



