Test Scanning Information

Test scanning is done through the Education Department, located on the second floor of
Miller Hall. The Education Office is open Monday through Friday, 7:30-4:00. Test
sheets are available from their office. Please pick up materials ahead of time in case the
office is closed for any reason.

When taking tests, students must use a #2 pencil and clearly mark their student L.D.
number and name. Failure to follow these instructions interferes with the test scanning
equipment.

When turning in test sheets for scoring, please make sure to completely fill out a “green
sheet” and include an answer key. Scoring is usually completed within 24-48 hours,
depending on the department workload. Unless other means of delivery are requested,
you will receive a phone call when your tests have been scored and are ready to be picked

up.

If you have any questions regarding test scanning, please contact Jodi in the Education
Department at ext. 4737.



