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Just like printing off answer sheets, scanning an exam into DataDirector simply 

involves following the instructions that appear on your screen – a four-step process 

that will lead you toward the reports and data to help your class achieve.

Step 1: Log in

1. Click the DataScanner icon on the 

scan station.

2. Enter your DataDirector username 

and password.

Step 2: Select your exam

1. Use the exam selector at the top of the screen or the Exam ID box to 

locate your exam.

Hint: The Exam 

ID is located in 

the lower left 

corner of each 

answer 

document.
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2. Confirm that you’ve selected the 

appropriate exam.  Your student 

answer documents should exactly 

match the template on the screen.

Step 3: Scan your exam

1. Load your answer documents and click “Scan Now.”

2. After all documents are 

scanned, click “Finish” or 

“Continue” to scan more 

documents for the same exam.  

Do not scan documents for a 

different exam.

3. Review the Scanning 

Summary:

Scanned – # of sheets 

identified by the scanner

Processed – # of recognized 

DataDirector documents

Approved – # of answer 

documents ready to commit to 

DataDirector

4. If necessary, fix any answer 

documents that were not 

approved.  

Otherwise, click “OK.”
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Step 4: Review, Approve, & Commit Your Results

1. If necessary, review unapproved answer documents.  You can find these 

documents by clicking the maroon drop down menu, as indicated below.

2. If you’d prefer to leave unapproved documents in their current state, 

simply click “Approve this document.” All yellow student responses will be 

graded as incorrect.

If you’d prefer to fix the student responses, you can make manual 

corrections by clicking the yellow text box and typing the appropriate 

response.
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If you suspect the scanner is not identifying the bubbles, you can make 

adjustments on the fly.  In the section labeled “Bubble Sensitivity”…

-click the down arrow to decrease the sensitivity for faint bubbles

-click the up arrow to increase the sensitivity for dark bubbles

Then, click “Recapture Current” or “Recapture All” to save your adjustment.

3. If student responses appear on the left of the screen, but are blank or 

undetected on the right, it’s likely a registration mark problem.   Each 

answer sheet has 6 little “Ts” on it, as seen in the example below.  If those 

“Ts” are cut off, the answer sheet will not fully process. 
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4. Check the “Summary” section to verify that all answer sheets have been 

processed and approved.  When that’s completed, click “Commit Results”

to send the results immediately to DataDirector.


