Printing Test Materials

Print Answer Sheets

You are using the Plain-Paper version 2.3 of Scanline.

Printing Tips: 

· In order to print answer sheets the test must be scheduled.  If this is a benchmark, you do not need to create a schedule.

· Use an HP Laserjet 4000 series or newer laser printer.
· Print a sample answer sheet to check the quality before printing answer sheets for all students.

· On the sample answer sheet check to make sure there is at least a ¼ inch margin between the top of the page and the test title.

· On the sample answer sheet check to make sure the barcodes at the bottom of the page are in no way cut off.  If the barcodes are cut-off, make sure that your Adobe print options have ‘Shrink oversized pages to paper size’ checked or ‘Shrink large pages’ selected.

· IMPORTANT: You must use the “PCL” printer driver or the printout will not scan.  Check the distance from the bottom of the barcode to the bottom of the sheet.  If it is .5 inches, you have the wrong driver!  If it’s closer to 5/8” (another 1/8” further up) then you have used the correct driver (PCL).  Use the following directions to set up direct printing and be sure to select the PCL version of the print driver:

Directions:  Work through the instructions below to learn how to print answer sheets.    
1. When you first log in, click on the Assessment link in the Galileo Welcome page. On each succeeding page, click on the Assessment tab in the red menu bar at the top of the page.
2. Click on Printing in the gray menu bar at the top of your screen.

3. Click on the Print Test Materials link.

[image: image1.png]Setup Curriculum  Grades  Student/Family Reports

Test Planning | Test Construction | Test Scheduling | Test Scoring | Printing

Print Test Materials
ellers District

) School: Desert Elementary Schoal
Class:  Adam's Class

(@ Print Testing Materials






4. Click on Print Answer Sheets.
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5. Use the down arrow on the Select Class drop-down menu to select the class for which you wish to print a test. As a class-level user your class will automatically appear in this drop-down box.  

6. Use the down arrow on the Select Library drop-down menu to select the library from which you wish to print a test. 

7. Use the down arrow on the Select Test drop-down menu to select the test you wish to print. 
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8. Select the students for whom you would like to print an answer sheet.
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9. Select the Schedule of the test for which you wish to print an answer sheet.
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10. Click on the Print/Preview button.


11.  To print the sheets, click on the Print Icon on top of the report itself.

[image: image6.png]AS(E&--d#§EO0RE
{"ZQQ Z





You are now ready to distribute the printed tests and answer sheets to teachers.

