www.sandi.net/datadirector

PRINTING EXAM ANSWER SHEETS

This job aid provides step-by-step instructions for printing exam answer sheets from DataDirector
with student and teacher names bubbled in (“pre-slugged”).

1) Open DataDirector (www.achievedata.com/sdusd) and login. [Hint: Use your
employee ID for the username and district password for the password.]

2) Click on Exams (Step A).

DataDirector*

Achieving results by making sense of your da/

ZCommunicati

3) Click on the exam title for which you want print answer sheets (Step B). [Hint: Use
the Subject Area, Grade, or Scope filters or search by Exam ID to shorten the list.]

Status | Title 1D Author Exam Date Share Hide Duplicate Delete [ |

@ | 200509 Math Benchmark 3 - GRADE | 2611 Testing Admin 0323/2009 - 04/03/2009 L_;-‘p = ?E_'— |
53 DataDirector

@& | 2008-03 Math Benchrng PADE 1482 Testing Admin 012052009 - D206/2009 = ?E: O
53 DataDirector

L 20NA-09 kdath Benchmark 1 - GEADE 1033 DataDirectnr Admin 102052008 - 10242005 = E=Y =1

4) Click on With Student Names (Step C) located on the left side of the screen under
the Answer Sheets heading.

ANSWER SHEETS

With Student Mames <@
Without Student Mames

(Generic)

5) Click on Continue to the next step. It will take a few moments for the next
window to open.

Exam Answer Sheets Creation &
Print Answer Sheets for Individual or Multiple Classes

School: Marshall Middle

Click the button below to specify the criteria to generate the answer sheets.

Continue to the next step
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PRINTING EXAM ANSWER SHEETS, continued

The Exam Answer Sheets Creation window (shown below) allows you to specify
which students to print answer sheets for. [Hint: To select a single criterion in a
category, click on it. Multiple criteria can be selected by dragging the mouse or using
Ctrl + click (Command for Macs)].

6) Teacher(s): All teachers are automatically selected so nothing needs to be done.

7) Term(s): Select the current term(s) (Step A).

8) Grade(s)

Elementary Schools: Select the appropriate grade level for the exam. For

example, if the exam is to be given to 3" graders, select 3.

Secondary Schools (Optional): If relevant, select the grade level of the exam

(Step B). For example, the Grade option would not be relevant for an Algebra exam

because students in various grade levels may be enrolled in an Algebra course.

However, if the exam is a 10" grade English test, then it would relevant to select 10.
9) Period(s)

Elementary Schools. Nothing needs to be selected.

Secondary Schools. (Optional): Leave blank to include all periods. To print answer

sheets for students in one or more periods, select the desired period(s).

10) Course(s)

Elementary Schools. Nothing needs to be selected.
Secondary Schools: Using Ctrl + click (Cmd for Macs), select all relevant courses
(Step C). Assessment Services will provide course lists for district exams.

11) Click on Generate Answer Sheet (Step D). [Hint: To print answer sheets for
individual students, select | want to pick the students individually (located to
the left of Step D), then on Generate Answer Sheet (Step D). Select the desired
student(s) and click on Generate Answer Sheet.]

Exam Answer Sheets Creation
Specify criteria to refine the student roster.

Select Teacher(s) Select Termis) Select Grade(s) Select Period{s) Select Course(s)

Andreasen, Erin Ly G A ADVISORY (8027
Atkinsan, Caprice Q2 v 1 ALG 1 ADY CLIP) (40632
Bailie, Sherry g 2 ALG 1 ADY SHIP) (40630
Baylon, Calvin 3 ALGEBRRAS 1 SHIPY (404110
Berthiaume, Henry 4 ALGEBRA (P (40417
Bizhap, wiliam = ALGEBRA 1(F) (40413
Braun, David =] APL US HIST 8TH (7351)
Carambas-maldonado, Carrie APLWLD HST TTH (73500
Carroll, Barbara AFP RDG DEY 7-8 (7333
Catter, Sharan APPL EMG 7-3 (7342)
Cena, Eleanor APPL MATH 7-3 (7303
Chalupsky, Jean APPL SCHLT 7-8 (7323)
Cook, Maryann ARTFTH 1 (101)
Courington, Ashley ARTETH 1 (120)
Cranford, Andree bl ARTS STH-6TH (104)
DI wiant to pick the students in{liui{lually’ Generate Answar Sheet ]
8/31/2009 Research and Evaluation Division Page 2 of 3

San Diego Unified School District



PRINTING EXAM ANSWER SHEETS, continued

12) Open the Adobe PDF file to print the answer sheets. (Note to Mac users: be sure to
use Adobe Reader to open this file.) The first page is a printing instruction sheet
followed by the answer sheet(s). The two most important instructions when printing
answer sheets are:

e print to a laser printer and

« select “Fit to Printable Area” in the printer settings.

\
MAC \ PC
Print Print E
Printer: | ho Laserlet 4300 (CODIEGACE... | &)
Heme: | Brocher DCPE0S0 SR Privter . F‘muu\:s
Presets: | Standard ] G T
— ' e Slix ]l PAGE DISPL AYED
@ 8 ¥ x 11 PAGE DISPLAYED P -
e —=— i i - ,
s Papes: ) Revrze Pages [ |-} SACI T
OPages [1-51 i
SCALE PAGE HERE T e
| = SCALE PAGE HERE

Page Scaling | Fit to Printable Area 1

Fagefozding  FinoPinictiediza v

7] ke Fickate ard Coreer

& Auto-Rotate and Center

Units: Inches  Zaom: 93%
| Chanse Faper Searce by POF pags 520

[ Advanced... Primina e ) gy gy
: p— ;
= A Urits Insres Zoum: 9%
23113
? (CPDFv ) (CPreview ) ( Supplies... ) _Cancel ) Pinting Tipe | | Advarced ok | [ cancnl

Shown below are examples of the printing instruction sheet and answer sheet:

PRINTING INSTRUCTIONS PRE-SLUGGED ANSWER SHEET

F F =

Marshall Middle StudentName: ~ SDUSD, Student
'2008-03 Leracy Benchmark 1 - GRADE &

ATTENTION: PLEASE FOLLOW ALL DIRECTIONS

1) LeﬂerPaper—Pimonwme,a Yax 11 paper only.

Teacher ID Number Student ID Number
2) Laser Printer - Use a laser printer only. Do NOT make photocopies of answer shests B
i . Important Marking Instructions | |0|0 0‘0|0 0 0|0‘
? Bl i et et o e e e e st oty A RRRARR R
* Mark dark, heavy marks that fil ovals completely. @ 0@@ @ @
4) Adobe Reader (PC or MAC) * Erase unwanted marks cleanly. 0000 O|.{O - i
« Use Adobe Reader 7 or later * Make no siray marks on this answer shest O Q
=+ From Page Scaling in the Print screen, select 'Fitto Printable Area/Margins’ or ‘Reduce to . . @@@@@0@@ @ 0 ; O )
Printable ArealMarging’ CORRECT: lo)'e)lo)le}[e) e} e}(e 0|
+ IaLetier sized image (8 . 11) is ot dsplaying on the Prit e, STOP prining, A O0DR T 100100110 910 ) 00/0/0/
+ GoloFie >F‘=1geuelup(MadulPrrnuetuptPCJandseia:!Leuerpaqu MNow print. INCORRECT: ' W \ 9@@@9@0@@@ 0 . G‘
A 5 Teacher 0100000 oeREY
e — e 000eE0CeEE (¢ 0 )
: S = fm 9000000000) [01900000000| PP
§ % x 11 PAGE DISPLAYED s i ] 000EEEO0 0/0(0 9
== s reis [9009000000) (668060000 PRRIRRIRIR

P00 + EOEE = Q000 = Q000 =» QOOQ
0000 + OO0 = QOO0 = Q000 » 0000
8600 » EOOO v OO0 = OEOD v BOOO
@00 » GEOL «» 0BEE = 0EED = QEEO
0000 = 0EOO » 0ROO = QGO0
0000 » 0000 = QOO0 » 0000
000 v OO = 000 = 0000

In'mm‘tanl Notes:
Leave Adobe Reader Open - Do NOT close Adobe Reader unil the ENTIRE job has
finished printing. Ensure that Reader is NOT UPDATING while printing. For best printing
results, save the PDF 1o your computes, open the file and then print.
« Preview on MAC — Do NOT use Preview on a Mac. It is recommended that you print
with Adobe Aciobal or Aciobat Reader.
+ DataScanner 1.2.2 - Scan using Dmma 122 only.

L=

IMPORTANT. Beiore printing actual student answer sheets,
TESTALL SCANNEHS AND PRINTERS. To do ihis, print a sample se!of test sheets, filin the
se5 and scan e results. Ensure the tess scan as
Fwaddnma"hedp please call us af (877) 993-, 2633

Ste D747 Exam ;2611 Achieve! Data aiutions, LLC

'_ fes '_ wwar AcheveDaD com '_
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