


b uilding        the    answer       k e y
Building the Answer Key

 Mark the answer to each question.1.	
 Click 2.	 Continue.

Building the answer key - individual question weights defined
If defining individual question weights for an assignment:

 In the 1.	 Weight column, type the points (weight) for each question.
 Follow instructions for Building the Answer Key above. 2.	

building the answer key - multiple answers
If you have allowed for multiple answers, select how you want the responses graded: single, exact, or partial.

Single Grading•	  - Correct with only one answer selected.
Exact Grading•	  - Correct only when all answers are selected.
Partial Grading•	  - Correct when one or more of the answers are selected.   
Each correct answer gets a fraction of the points allotted to the question.  Indicate 
number of choices (1-5) the student can select using Answer Options menu.  
Examples: 

Checking A, B, and Single•	  - Student can answer A or B for full credit, but not both.
Checking A, B, and Exact•	  - Student must answer both A and B for full credit.
Checking A, B, and Partial•	  - Student must answer A and/or B.  If  there are 5 possible answers & the student answer is ABD, then score is 4:  1 
point for answering A, 1 point for answering B, 1 point for NOT answering C, 0 points for answering D, 1 point for NOT answering E. 

Note: With multiple versions of an  
assignment, clicking Continue brings up an 
answer key for the next version to mark  
answers. After all keys have been built, 
clicking Continue takes you to the Import 
Scantron Scores page.

score      assignment        
upload scantron file

 1.	 If you are not already on the Import Scantron Scores page, to to the Course Tools page and click Assignments. 
 In the 2.	 Assignment list, select the assignment whose scores you want to upload. 
 On the menu, click 3.	 Scores. 
 Click the 4.	 Import Scores link. 
 Click 5.	 Browse, browse to the scantron file’s location and then click Open. 
 Click the 6.	 Upload button and then click the Finish link. 

resolving conflicts
To resolve any conflicts that may arise:

 1.	 On the Course Tools page, click Assignments. 
 In the 2.	 Choose an assignment list, select the assignment whose scores 
you want to resolve. 
 On the menu, click 3.	 Exceptions and then click Resolve Conflicts. 
 4.	 Correct conflicts by selecting a number that corresponds to the correct student listed in the Students without scores table. 
 Click 5.	 OK. 

You may need to refer to scanned cards to match scores.•	
Students who didn’t complete the assignment, or whose •	
card wouldn’t scan, will remain on the list of students 
without scores and their scores will have to be entered in 
the Gradebook manually.

Note: You must have WID View 
Enabled to perform this function.

Conflicts that can be resolved include:
Student(s) with incomplete card data or card information that needs repaired.•	
Student(s) who have an account but are not enrolled in the course can be added.•	
Student(s) who have changed their student identification number can be attached to the correct assignment.•	
Student(s) who have made a mistake entering their student identification number can be attached to the correct assignment.•	
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