
Scantron Instructions 

 

● Obtain full sheet Scantron forms from your departmental office 

○ Pink or blue forms.  A combination of both works as well. 

○ Purple half sheets are scanned through machines kept in your department 

● Before the test, inform students 

○ Bring a number 2 pencil 

○ Bubbles for answers, name, and ID must be filled in completely 

○ Name and ID number MUST be completed 

● Student ID number is the main identifier for Scantron testing 

○ If a student doesn’t know their ID number, the faculty roster for the class has this 

information 

○ ID number goes into the first seven boxes of the field 

○ If there is no ID number when the library gets the exam, we will fill in a “dummy” 

ID number, which results in this: 
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● If you are giving two versions of the same test, you will 

have two keys, each marked in the “Test Form” box as 

seen here.  Also, the students will have to mark their forms 

as well. 

 

 

 

 

 

 

 

 

● Include a “Faculty Cover Sheet” when submitting the forms to the library. 

○ An electronic copy of the form can be emailed to you.  This form can be 

completed and saved to your computer, printing only as needed. 

○ The library also keeps hard copies available. 

● After the exam, drop forms off at your campus library. 

○ East Peoria:  located behind the reference desk.  

○ PDC and North Campus:  hand exams to the Reference Librarian 

○ Please let staff know (on the cover sheet) if you have had a test scanned at a 

different campus for a class.   

● Reports will be emailed to you within 24 hours (usually earlier).   

● Forms can either be picked up or returned to you via campus mail at the East Peoria or 

North campus libraries.  Forms will be returned to your staff mailbox at PDC. 

 

 



 

 

Reports examples 

 

 
 

 

 

 
 



 
 

 

 

 
 

 


