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Loading the Scanner 

 

 
 

1. Depress and hold the button labeled Press to Load 

2. In the right tray, place forms face up with the black marks on the left and bottom 

a. Answer key(s) should be on top 

b. Do not fill above the Maximum Sheet Level line. You will have the 

opportunity to add more forms later. 

 

3. Release Press to Load Button  

2 
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Opening Software and Scanning Completed Forms 

 

1. Login to the computer using your ESF credentials 

2. Open Remark Classic OMR Software  

3. Click Open Other Templates 

 
4. Navigate to the OMR-Image folder 

a.  … \Remark Classic OMR\Templates\Scantron\OMR-Image 

5. Select the form number that matches the number on your sheets 

a. The ESF form is 298758-1 

6. Click Read 
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7. Choose your Printing Options 

a. Check Enable Imaging   

i. What this does: saves an image of the scanned form and helps 

when reviewing documents 

b. Optional:  to print directly on the bottom right of the form,  

i. Check Print on forms at position (mm) and choose a number 

larger than 5 

ii. Under Print Options, select the options you want printed  

1. Example: record number, text, or percent total score (only if 

you have one test version and the key is the first form you 

scan) 

2. Click Insert 

 

 
 

 

 

 

 

 

 

 

Select Printing Options 

from this dropdown 

a. 

i. 

ii. 
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8. Click Next 

a. Optional: If you would like to save each scanned form with a unique file 

name such as Form Number and Name, use the Name Builder 

 
 

9. Click Next 

a. Recommendation: Ensure Disable Review Exceptions is selected in blue 

or uncheck all the options so that all scanning happens all at once. You 

will have the ability to review all this same data once the forms are 

scanned. 

 
10. Click Read 
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11. Forms will scan and, if there are errors, a notification will pop up. Follow 

directions under Recovery Recommendation. 

a. The following notification appears when the input tray is empty.  

i. To keep scanning, add more sheets and click Resume Scan. 

ii. If there are no more sheets, click End Scan. 
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Example Output under Data Tab 

 
 

  

Image of 

Exam/Quiz 

Graph of responses of 

highlighted column  

Data Output 

Legend 

Explaining 

Colors 
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Reviewing Responses (Optional) 

 

Also known as Reviewing Exceptions, this step allows you to review the raw data for 

entries that might be of interest such as multiple responses and  blank responses. 

 

1. Under Data Tab, Click Review Exceptions 
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2. Select the options you would like to review 

3. Click Next 
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12. Review and, if desired, make changes  

a. The example below shows a response that processed as blank. The 

associated image is from that person’s form and question number.  

b. This feature is also useful if you’d like to review where multiple responses 

were recorded. 

 
 

13. When done, click End Review 
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Analyzing and Grading  

 

Do you want Quick Grade or Advanced Grade? 

 Choose Quick Grade if you only have one test version and it was the first form 

scanned. 

 Choose Advanced Grade if you have more than one test version and answer 

key and you want the grade analysis to combine all the versions into one report. 

 

Quick Grade  

 

Click Quick Grade on the right side of the top ribbon. 

 

 
 

Move on to the Grade Reporting Section 

 

Advanced Grade  

 

1. Click the Analysis tab 

2. Click Advanced Grade 
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3. Define grading parameters by using the 5 tabs on the left 

a. Test Options 

i. Edit Grade Scale  you can define percentages and letter grades 

ii. Use a test benchmark  this will show up on the final reports 

iii. Use custom report headers  these will show up on every report 

you view/save/export 
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b. Answer Key 

i. If you have one answer key, select that here and click Import 

Key… 

ii. Multiple test versions? Move on to Test Versions 

 

 
 

c. Test Versions 

i. Check Define multiple test versions if you have multiple answer 

keys 
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ii. Click Standard (Multiple Keys) 

iii. Select which field identifies the test version 

 

 
 

iv. For each version: 

a. Click Create Version 

b. Select where the answer key comes from 

c. Click Import Key 

 

 
 

d. Click Grade 

i. Save your Answer key if reusing in future, otherwise select no 
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Grade Reports 

 

1. After Quick Grade or Advanced Grade finish, Remark Quick Stats opens 

a. Here you can review the different reports. Make notes of which ones you 

find interesting because you can use Report Batches to export and save 

all the reports of your choice to a pdf or other format. 

b. Report suggestions: 

i. Class and Student Reports 

1. 101 

2. 105 

3. 150  

ii. Item Analysis Reports 

1. 206 

 

Downloading Reports – Report Batches 

 

1. Click Report Batches 
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2. Click Next 

 
 

3. Select reports and use the arrows to select or deselect reports 

 
 

4. Click Next 
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5. Click Next 

 
 

6. Select Export reports as: 

 
 

7. Click the 3 dots to pick a file location and name for the output 

 
 

8. Click Finish 

9. Click ok 
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Save an Excel File with Grades 

 

1. Click the Data tab 

2. Click Export Numeric Data & Grade Results 

3. Follow the prompts to save your file as a comma separated file (.csv) 
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Saving Files to use again in Remark software 

 

To save the raw data: 

 Go to the Data tab 

 Click Save Data As 

o Select .rmx to open in remark later 

o Select .csv to open in other programs 

 
To reopen the original data: 

 you must pick a template in the Templates tab, then you can “open Data” under 

the Data tab 
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To save graded reports in Remark Quick Stats (to open in Remark at a later date): 

 Click File  Save 

 Choose .rqs file extension 

 
 

 

More Help 

 

User Manual is located Program Files  Remark Classic OMR  Documentation 

 

Contact Heidi Webb (Moon 9D) and/or Ellen Edgerton (Moon 101) 


