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The Examiner ®  
Examination Records System Userôs Guide  
Revision 3.0.227 ï 17 September 2009 

 

This manual is now available from within the program by clicking on 
ñHelpò and then ñShow Manualò on the menu bar. 

 

 

Introduction 

 
The Examiner is a sophisticated, yet easy-to-use, system for the design, development, and deployment of 
both computer-delivered and paper-and-pencil examinations.  The record keeping system used by The 
Examiner will provide you with the information to both track examinee progress and mastery, and to view 
consolidated examination and item analysis information. This ñQuick Startò userôs guide will show you how 
to: 
  

¶ Create a new Examiner history file.  Refer to page 2. 

¶ Read in computer-based tests.  Refer to page 72. 

¶ Read in and score paper-and-pencil tests.  Refer to page 4. 

¶ View examinee records.  Refer to page 21. 

¶ View exam records.  Refer to page 32. 

¶ View rosters.  Refer to page 54. 

¶ Editing index titles.  Refer to page 58. 

¶ Merge and Extract records.  Refer to page 69. 

¶ The structure of the database system.  Refer to page 37. 
 
 
Please refer to the change history at the end of this userôs guide for information on new and 
changed features. 
 
 

The appearance of the buttons in this manual differ dramatically from the 
buttons in the program.  With release 3.0.215 the programôs buttons 
have been changed to reflect current Windows standards.   

 

It is anticipated that the roster subsystem will be removed from the 
records system in the third quarter of 2009.  The functionality of rosters 
has been replaced with the exam field-stamping feature. 

 

Printing Reports ï General Information 
 

Most sections of the Records System will allow you to print a report.  In most cases you 
will be given the choice of either printing directly to the printer or printing to a PDF file: 
 

 

¶ Click on ñStart Printò to print to your printer.  You will see the 
usual ñSelect Printerò dialog. 

¶ Click on ñMake PDFò to create a PDF file.  You will be asked 
to specify the name and location of the PDF file.  To protect 
the PDF file with a password, make a check mark in the box. 

¶ To specify paper sizes and margins, click on the ñPaper 
Setupò button. 
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Creating your Records Database 
 

Before you can use the records system, you must create an empty records database or access an 
existing database.  Often, the existing database will have been created by a secondary Examiner product 
such as the Proctor System.   
 

Creating a New Records Database 
 

 

Click on ñFileò and then ñNewò to create a new records database.  At 
the prompt, enter the name you want to give your records database 
and click on ñsaveò.  
 
You will see a message indicating success. 

 

 
Accessing an Existing Records Database 

 

 

Click on ñFileò and then ñOpenò to access an existing Examiner 
history database.  You can also select from the numbered ñmost 
recentò database list at the bottom of the File menu options. 
 
Note that when you see the file-selection dialog box you will see all 
the Microsoft Access databases in your current folder.  If you attempt 
to open an Access database that is not and Examiner history file you 
will see a warning message. 

 
Automatically Accessing an Existing Records Database 

 
Using a ñcommand line argumentò you can automatically attach a records database when the program is 
launched.  Right-click on the shortcut to the Records System Program and then left-click on ñPropertiesò.  
Change the ñTargetò line in the Properties display to look like this (changing the information where 
appropriate): 
 
"C: \ Program Files \ The Examiner \ examrecs32.exe" " - hD: \ Examiner Data \ ExamHistory.MDBò 

 

After the close-quote after the ñ.exeò enter a new open quote and text beginning with a ñ-hò the 
information after the ñ-hò is the location of the history file you want opened.  The file must exist. 
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Reading Exams into your Records Database 
 

Before you can view records you must read in completed tests.  These can be tests that are delivered via 
computer or paper and pencil tests.  A number of Examiner add-on products such as the Proctor System 
automatically read in completed exams. 
 

In previous versions of The Examiner computer-based tests were separate files that could be read into 
the system.  This is not the case with Version 3 of The Examiner.  Users of Version 2 that need to read in 
completed exams can refer to the description on page 72 of this document. 

 
 
Reading Paper and Pencil Tests 
 
Paper and pencil tests scoring can be accomplished in three ways: 
 

¶ Scanning the tests into the database via an Optical Mark Reader (OMR) scanner. 

¶ Manually scoring the tests via the keyboard. 

¶ Reading a specially formatted file. 
 
In all these cases, you must follow a number of steps before you can score the tests: 
 

¶ Creating of paper and pencil test and associated key file. 

¶ Consolidation of test keys into a single database. 

¶ Selection of test key for scoring. 
 
Creating the Exam Records Key File 
 
Before you can perform any paper-and-pencil scoring you must create a special Access database to 
contain the keys.  You can do this in either the Exam Test Printing Utility or in the Records System.  
These are the steps to create a file in the records system.  After creating this file, and before printing a 
test, you must enter this file name in the appropriate spot in the Exam Test Print Utility. 
 

 

 
In the menu bar, click on ñScoringò, then ñPaper-
and-Pencil Examsò, and finally ñChange Keyfile and 
Edit Keysò. 
 

 
 

 

The first time you use paper-and-
pencil scoring you will see a 
message that tells you that you 
havenôt created a key file.  You can 
either use the ñdefaultò button to 
create a key file in the same folder 
that your current records file is in, or 
you can use ñCreate New Key Fileò 
to explicitly enter a file name.  You 
can search for a key file by clicking in 
the yellow field at the top of the 
window. 
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 Editing / Creating a Paper-and-Pencil Answer Key 
 
The easiest way to create an answer key is to generate it automatically when the test is printed.  
Sometimes you may want to manually create a key from an existing paper-and-pencil test or you may 
need to edit or delete an existing key. 
 

 

Enter the key options by clicking on ñScoringò, ñPaper-and-
Pencil Examsò, and ñChange Keyfile and Edit Keysò from the 
main records page. 

 
 

 

On the Key Options page: 
  
Å Click on the ñCreate New Keyò 

button to create a new key.  
Å Click on the ñEdit Existing Keyò 

button to edit an existing key.  
See page 10. 

 
 
Creating a New Key / Editing an Existing Key 
 

 

After clicking on ñCreate New Keyò you will be asked how many 
items will be in your test.  Enter a number from 1 to 500 and click 
on ñOKò. 

 

 

Enter information into all the white 
fields.  Even though the key you are 
creating may not have been made 
using The Examiner, you need to add 
information as if it was.  This 
information will be recorded when an 
exam is scored using this key.  
Remember that the item bank name 
and the exam key ID must be unique 
for the current key file. 
 
The ñMastery Pointsò field is not the 
number of items necessary for 
mastery.  It is the number of points,   
the sum of the mastered item weights, 
that are necessary for exam mastery to 
be awarded.  
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Next, click on the ñItemsò tab.  A 
table will be shown ready for you 
to enter information about your 
test.  The system will enter as a 
default multiple-choice items with 
ñAò marked as the correct 
alternative.  Click on the ñIDò field 
in the first item to start the editing 
process. 

 

 

Enter the ID number of the item in the ID column.  Even if you 
are not using a ñrealò Examiner item bank, you must enter an 
ID.  IDôs can be from two to ten ñlevelsò deep.  An ID may 
exist on once in any key.  All IDôs must be at the same level 
(you canôt have an ID of 3.2.1 and 42.33.23.12.3 in the same 
key).  Digits can run from 1 to 250. 

 

Enter the weight of the item. This is the number of points that 
will be awarded for the item if the examinee masters it.  
Weights can run from 0 (no points are awarded for mastery) 
to 100.  If you want the item to be given a mastery weight of 
the sum of the answered alternatives, click on the yellow 
button at the bottom of the display. 

 

Select the item type from the drop-down list.  You cannot 
create ñessayò type items  Keys for these items can only be 
created by the Exam Print Utility. 



The Examiner ï Examination Records System Userôs Guide  

 

Page 7 

 

Multiple Choice 

 

Enter the number of alternatives at the prompt.  This is a 
number from 2 to 10. 

 

When you click on the ñAnswerò column a series of check 
boxes will be shown, one of each of the alternatives.  Click on 
the alternatives you want to consider correct. 

 

If the alternatives are randomized, enter the randomization at 
the prompt.  You must first press the Delete key, and then 
enter the new randomization.  In the example shown at left, 
ñDCABEò, the ñrealò D alternative has been shuffled in ñAò 
slot, the C alternative into the ñBò slot, and so on.  After you 
leave this field, the grey fields on the right of the table will 
change to reflect what you have entered. 

 

Enter the weight that will be awarded if the alternative is 
selected.  This can run from ï99 to +99.  As a default, the 
letter that was selected in the previous step will have an 
alternative weight of 1 and the incorrect letters will have 
weights of ï1. 

 

Enter the number of points required from the answered 
alternatives to achieve item mastery.  This is not the weight of 
the item unless you have selected that the sum of the 
answered alternatives is to be the item weight. 

 

The two right-most columns show the answers and weights 
for the item as they appear in the printed test.  You cannot 
enter these fields, they are automatically created from what 
you have already entered.  If the ñAlt.Orderò column has no 
scrambling, the two columns will repeat the information to 
their left.  However, as with the example shown, scrambling 
has occurred the columns will reflect what the examinee has 
to answer to master the item.  The correct answer for the item 
is ñBò.  However, this has been ñshuffledò into the ñDò position, 
and thatôs what is shown in the ñPr.Answerò column.  The 
weights change accordingly. 

True False 
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If you have selected ñT/Fò (true/false) as the item type the ñAltsò column will default to true and mastery 
will automatically be set to ñ1ò.  You cannot edit the ñAlt. Orderò column.  When you click on the ñAnswerò 
column a box will appear where you can check ñTò or ñFò for the correct answer. 
 

Short Answer and Numeric 

 
 
If you have selected ñShort Answerò or ñNumericò change the ñAltsò column to reflect the number of 
answers that you want to score.  Next, click on the ñClick Hereò in the ñAnswerò column.  An editing 
screen will appear.  Click on the appropriate lettered tab and enter the answer that you want.  Remember 
that the system will not be automatically scoring with this answer.  You will use this when manually 
scoring a test. 
 

Essay 

 
 
Essay items cannot be created or edited in the Records System, they can only be automatically created 
by the Exam Print Utility when an exam is printed.  You cannot edit an essay item.  However, you can 
view an essay answer.  To view the answer click on the cyan ñEssay Item ï Click for Detailsò entry in the 
table.  A pop-up screen will show the answer with a tab for each of the answers.  Remember, this is the 
answer that was in the item bank at the time the exam was printed.  If the item bank has been edited and 
the item changed after the exam was printed the answer shown in the records system will not match the 
answer contained in the item bank. 
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The ñPr.ò Columns  
 
The two right-most columns both start with the abbreviation ñPr.ò.  That stands for ñPrintedò.  These 
columns are built based on the columns to the left and cannot be edited.  If the ñAlt.Orderò column is not 
randomized (ie. ñABCDEò) the ñPr.ò columns will be exactly the same as the ñAnswerò and ñWeightsò 
columns.  However, if you have randomized the alternatives (ie. ñDCABEò) then the ñPr.ò columns will 
change to reflect the new order.  The ñPr.ò columns show what the examinee would have to answer on 
the answer sheet in order to master the item.  For example, if the correct answer to the item as entered in 
the ñAnswerò column is ñBò, and the randomization is ñDCABEò, the ñPr.Answerò column will list ñDò as the 
correct answer since the ñBò has been shuffled into the ñDò position.  To pass the item, the examinee must 
answer ñDò, not ñBò.  The ñPr.ò columns will allow you to quickly score a test without having to work out the 
de-randomization of each item. 
 
 
Storing the Key 
 
To store the key, click on the ñSaveò button. 
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Editing an Existing Key 
 

 

After clicking on ñEdit Existing Keyò you will be 
shown a list of keys currently in your key file.  
Double-click on a key to edit it.  You can sort the 
columns by left-clicking once on the column 
heading of the column you want to sort. 

 

You will be able to edit the key using the same 
options as described under ñEntering a New Keyò 
with the addition of two additional options: 
 
Export ï You can save an image of the key as an 
ASCII file that can be read by Microsoftôs Excel 
program. 
 
Delete ï You can delete the key from the key file.  
 

 
You will be able to edit the key using the same options as described under ñEntering a New Keyò. 
 

 
 
If you have changed the key number you will be asked if you want to store this as a new key, or if you 
want to delete the old key and replace it with the revised key.



The Examiner ï Examination Records System Userôs Guide  

 

Page 11 

 
Scanning Tests Using an OMR Scanner 
 
Optical Mark Reader (OMR) scanners read ñbubble sheetsò.  A number of common scanners are 
supported by The Examiner.  The controls used by most scanners are similar.  For this document, the 
interface used for Scantron scanners will be shown as an example.  Interfaces for Sekonic and NCS 
scanners are similar.  Detailed instructions for operating these scanners are covered in separate 
documents. 
 

 

 
To being the scanning process click on 
ñScoringò, then ñPaper-and-Pencil Examsò, and 
finally ñScan Sheetsò in the menu bar. 
 

 

 

 

Click the button that corresponds to your scanner. 
 
Mark the ñDonôt ask..ò box to automatically go to your 
selected scanner when you choose to scan sheets.  
You can change scanner types by selecting ñChange 
Scanner Typeò on the previous screen. 

 

Scantron-Opscan 
Use this option if you use an ñOpscanò scanner.  Prior to 2009, Opscan scanners 
where made by NCS.  In 2009 Scantron Corporation acquired the NCS optical 
scanner division.  If you use an NCS scanner you should select this option.  

Classic Scantron 

If you use an older Scantron scanner such as a ñScanmarkò you should use this 
option. 
 
If you are using the Windows Vista operating system or Windows systems newer 
than Vista you must use the Examiner Scantron Scanner Utility that was installed 
with the records system. 

Chatsworth ACP 

Use this option for the Chatsworth Data Corporation ACP 2200 narrow-card scanner.  
For information on creating a form definition for the scanner and details on setting up 
the scanner refer to the ñExaminer Chatsworth Scanningò document that was 
installed with the software. 

Sekonic 
Use this option for Sekonic scanners.  In the past, Sekonic scanners were sold under 
the ñScanning Systemò label. 
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The Scanner Interface 
 

The interface used by all the supported Examiner scanners is very similar to this one.  Most of the 
differences lie in the control boxes on the right edge of the screen.  This document will not deal with the 
setup of these options. 

 

 
 
The Examiner directly controls all the supported scanners.  The system does not use any intermediate 
files.  In all cases in order to scan, you must: 
 

¶ Specify where that scanner is connected, and how the scanner is configured. 
o Note that if you are using newer USB-based scanners you will need to use the Com-port 

utility supplied with the scanner.  In the above example the USB scanner connection has 
been ñmappedò to the COM 6 serial port.  You may need to contact The Examiner for 
help in configuring your scanner and Examiner software.   

¶ Specify the scanner control file that is used to control the scanner. 

¶ Configure the options for storing the results from the ñbubbleò sheets in the Examinerôs history 
files. 

 

If you are using a USB port utility and your scanner no longer recognizes the port, your 
computer may have shifted the port it is using.  This action has been noted with Windows 
7 and may occur with other release.  Use the control panel device manager to determine 
what Com port the USB utility is using. 

 

 

Specify the Scanner Control File 
 
After the scanner has been configured you need to tell the Examiner what control file is to be used.  This 
control file has information that translates the ñbubblesò on the OMR sheet into information that can be 
used for scoring by The Examiner.  Contact The Examiner for information on how to set up a scanner 
control file.  Support for a number of common bubble sheets are included in the basic Examiner 
installation. 
 

 

Click on the yellow field to specify a 
scanner file.  If you do not know where 
your scanner files are located, click on 
the ñFind Fileò button to access a file 
search utility that will assist you in 
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locating the scanner files. 
 

The scanner control file must produce a data stream that is compatible with The Examinerôs scanner 
interface.  Refer to page 19 for the field definitions used in the scanning process. 
Configure the Examinerôs Data Storage Options 
 
Before data can be stored in The Examinerôs history files, the system needs to know what answer key to 
use when scoring the OMR form.  In many cases, that information is read directly off the form.  In other 
cases, some of the information needed is on the form, but some must be specified. If neither of these 
cases is true, you must explicitly tell the system what key to use.  The top options of this section let you 
specify key information. 
 
After the system knows what key to use, it can scan the sheet.  The Examiner can just pass data through 
from the sheets to the history system ñas isò, or it can perform a number of error checks.  The bottom 
options of this section let you specify how the Examiner is to interact with the scanned data. 
 

 
 

In the following section, the check box next to the section must be marked before that option is active.  In 
some cases, you wonôt be able to edit the optionôs features until you make a mark in the check box.  If an 
option doesnôt appear to be working while you are running the scanner, make sure that the check box for 
the option is marked. 
 

Force Use of Exam Key ID Use this option to explicitly select the key to be used for 
scoring. Clicking on this option will display a list of all the keys 
that are currently available in the attached key file.  Even if key 
information is entered into the OMR form, it will be ignored. 

Force use of Item Bank If the Scanner Definition only has a key number, and not an 
Item Bank, specified you must use this option to select the 
bank that the test you are scoring is from.  All answer keys are 
defined as a combination of a unique Exam Key ID contained 
in a specific Item Bank.  The Key ID scanned from the form will 
be combined with the selected item bank to derive the key 
used for scoring. 

Add Examinee to Roster If specified, each scanned examineeôs ID will be added to the 
named roster. 

Review Responses during 
Scanning 

If selected, an editable image of each scanned sheet will be 
displayed after each sheet is scanned.  At this point, you 
decide if you want to score the sheet or continue without 
scoring.  Refer to the section on Manual Scanning for 
information on editing the scan sheet image. 
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Stop on Error Character If the character at the right is detected in the scanned data, an 
editable image of the sheet will be displayed with the error 
highlighted.  This error is usually caused when more than one 
mark is detected in a scanned zone.  For example, both ñAò 
and ñBò are selected with a multiple-choice item. 

Stop on blank or error character 
in Examinee ID 

If selected, the system will give an error message if these 
conditions are detected.  Since all exams are referenced by 
the Examinee ID, this option will lower the chance of having 
bad data in the history file from a miss-entered ID. 

Stop if ID length not equal to N Again, this option assures that a ñgoodò ID has been scanned.  
If IDs are supposed to be of a fixed length, use this option to 
make sure they are. 

Printer Serial Number Starting 
at N 

If equipped with a printer, this will cause the scanner to print 
an incremented serial number on each sheet as it is scanned. 

Low Score halt at NN% If a sheet is scanned with an incorrect key, the score for this 
sheet will usually be low.  This option can be used to detect 
this condition.  For example, in a test that uses four-alternative 
multiple choice questions, random answers will give a score of 
25%.  Setting the Low Score Halt at or near 25% will detect 
the error. 

Add Field XXX = YYYY You can ñstampò each exam as it is read with up to four 
values.  What this option will do is to add the field named in 
the left column to the exam table.  The value in the right 
column will be added to that field.  This option can be used to 
stamp exam records with information such as a class identifier. 

 

 

The Scanning Process 
 
First click on the ñLoad Scanner Fileò button to transfer the form definition information into the scanner. 
After that process has been completed, the button will change to ñBegin Scanningò.  Load your sheets 
into the scanner and click on the button.  Scanning will commence under the control of the options you 
have selected.   
 

¶ Scanning System and NCS - The caption on the button will change to ñHalt Scanningò.  If you 
want to stop scanning before all the sheets are read, click on the ñHalt Scanningò button.  Any 
sheet that is feeding through the scanner will be stored. 

¶ Scantron - If you want to stop scanning before all the sheets are read, click on the ñENDò  button 
on the scanner.  This button may be marked ñENDò or it may simply be a big green button!  If you 
have any questions about what button to push, please contact The Examiner.   Any sheet that is 
feeding through the scanner will be stored. 

 
As the sheets are scanned you will see a number of messages.  Most of these messages are controlled 
by the options described in the previous section. Some errors will cause an image of the answer sheet to 
display on the screen with the error lines highlighted.  Other errors will display a message box with the 
error noted.   
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ID / Name Mismatch 
 

 

When an exam is stored, the ID on 
the exam is the unique ñindexingò 
key in the database.  The scanned 
name is associated with this key.  
When a sheet is scanned the 
system checks to see if there 
already is a record associated with 
the scanned ID.  If so, it uses it.  
This screen will appear if the name 
in the scanned test does not match 
the name associated with the 
scanned ID in the history file. 
 
This usually happens if either the 
test being read or the test that 
created the original history record, 
had the wrong examinee ID on it.  

 

Four possible actions can be taken: 
 

¶ Click on the ñStore With Existing Name in History Fileò button if you want to store this test with the 
name currently associated with the ID in the history file.  For the sample shown, the test will be 
associated with ñGary Brownò and not ñMary Smithò. 

¶ Enter a new ID at the prompt and click on the ñStore with this NEW IDò.  The system will check to 
see if this ID already exists in the history file.  If not, the record will be stored with the ID you have 
entered.  If the ID exists, you will be warned and told to either enter a different ID or click on the 
ñPick ID From Listò button to select an existing ID. 

¶ Click on the ñPick ID From Listò to store the record under an existing ID.  When you click on the 
button, you will be shown a list of existing examinees.  Double-click on the ID you want to use. 

¶ Click on the ñSkip Test Do Not Storeò button to not store the record at all. 
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Scoring Tests Manually 
 

 

 
To begin the scoring process click on ñScoringò, then 
ñPaper-and-Pencil Examsò, and finally ñManual 
Scoringò in the menu bar. 
 

 

 

 
Enter the dates that you want to use for scoring.  To 
use todayôs date click on the ñSet to Todayò button.  
You can avoid being asked this question a second time 
by making a mark in the option box in the lower left 
corner of the display.  Click on ñSaveò to continue. 
 

 

 

Scoring a Test 
 

 
 

Follow these steps to score a test. 
 

1. Click on the ñExam Key IDò bar to select an exam key from the keys that you loaded into the 
system.  You cannot score a test until the key has been loaded! 

2. Enter the examineeôs name at the prompts.  If you already have names in your history file, you 
can select them from the drop-down list at the right. 

3. Enter the examineeôs ID at the prompt.  Remember that the ID is the identifier used by the 
Examiner to link an examineeôs record to their tests. 

4. Use the ñadd fieldsò section to stamp information on the exam records.  Refer to the earlier 
section for information on using these fields. 

5. Once you entered in a key, additional tabs will appear.  Click on the tab to the right of the ñIDò tab 
to enter the examineeôs answers in an image of an answer sheet. 
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6. Click on a letter to select and deselect the examineeôs answer. 
a. If there are more than one answer tabs, make sure you go to all the tabs. 

7. Click on ñScore Sheetò when you are done entering the examineeôs answers. 
8. When you are done with all the examinees, click on ñDoneò. 

 
Scoring Alpha and Numeric Items 
 

 
 

If you click on an item and the item is an alpha or numeric item a second screen will pop up.  This screen 
will show the answers to the item.  If you want to give an examinee credit for one or more of the 
alternatives click on the letter of the alternative in the pop-up.  When ñSaveò is clicked the marked letters 
in the secondary screen will be transferred to the main screen and used for scoring. 
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Scoring Essay Items 
 

 

When you view the answer-sheet image 
for a test that contains essay items you 
will see one or more ñ0ôsò in the column 
to the right of the item number.  There 
will be one ñ0ò for each model answer in 
the test item.  To score an essay item 
click on one of the ñ0ôs. 
 

 

A secondary screen will appear.  The 
ñmodelò essay answers will be shown on 
the bottom of the screen.  If is more than 
one answer you can see the model 
answer by clicking on the column at the 
top of the display.  To score the item 
enter the number of points that should 
be awarded for each answer in the 
ñachievedò slot of the table.  You can 
enter a number from 0 to the ñMaximumò 
value for the column.  You can give full 
or zero credit by clicking on the ñMax 
ALLò or ñZero ALLò button.  Click on 
ñScoreò to score the item.  This does not 
score the testéjust the item. 
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Scoring Tests Manually from a Score File 
 

 

 
To begin the scoring process click on ñScoringò, then 
ñPaper-and-Pencil Examsò, and finally ñRead Score 
Fileò in the menu bar. 
 

 

 

 
 
Follow these steps to use a scoring file: 
 

1. At the top prompt, enter the name of the file that is to be read. 
2. Set the scoring options.  Refer to the previous sections for information on these options. 
3. Click on ñRead Fileò. 
4. The file will be processed much the same as OMR scanned sheets are processed. 
5. When you are finished scoring, click on ñDoneò. 

 
Note that the data must be in the format specified in the following section. 
 
 

Scoring Data Format  
 
Whether the scoring data comes from an OMR scanner or a scanner file, The Examiner expects the data 
to be in a standard format.  The following table defines the ñtagsò that control the file.  When designing an 
OMR control file such as the Scantron-standard ñ800ò file these tags must precede the scanned data.  A 
sample input file might appear as: 
 
$$ID:123121234$$LNAME:BROWN$$FNAME:JEFF$$MI:C$$CD:10023$$DB:AGBANK$$FLEXAMS:L

OCATION:MN$$FLEXAMINEES:GENDER:M$$MONTH:09$$DAY:26$$YEAR:2002$$IT:ABCCABABCCD

CABAB$$## 

 
$$ID: ID.  In the sample this is ñ123121234ò.  This is a required field and is used as 

the primary key in the history file. 

$$LNAME: Last Name.  In the sample file this is ñBROWNò. 

$$FNAME: First Name.  In the sample file this is ñJEFFò. 

$$MI: Middle Initial.  In the sample file this is ñCò. 
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$$CD: The exam key number that will be used for scoring.  Combined with the 
ñ$$DB:ò value or a forced item bank this uniquely identifies the key.  In the 
sample file this is ñ10023ò. 

$$DB: The item bank the key was generated from.  This must exactly match the 
bank stored in the examkey file.  If the key references the bank with an 
ñ.XAMò extension then the $$DB tag must too. 

$$FLEXAMS:aaaaa: Add exam field.  This is a two-part tag.  The second part, labeled to the left 
as ñaaaaaò and in the sample as ñLOCATIONò is the name of the field in the 
exam table that the data is to be loaded in.  In the example, the value ñMNò 
will be loaded into field ñLOCATIONò in the exams table. 

$$FLEXAMINEES:aaaaa: Add examinee field.  This is a two-part tag.  The second part, labeled to the 
left as ñaaaaaò and in the sample as ñGENDERò is the name of the field in the 
examinee table that the data is to be loaded in.  In the example, the value ñMò 
will be loaded into field ñGENDERò in the examinees table. 

$$MONTH: 
$$DAY: 
$$YEAR: 

The tags of these commands will be the exam date that is to be stored with 
the exam record.  In the above example, the date stored will be 26 
September 2002. 

$$IT: The examineeôs responses.  These are what the examinee has answered on 
an answer sheet.  A skipped answer on the sheet must be a single blank.  If 
the examinee made a ñmulti-markò a ñ?ò should be entered.  In our example, 
the examinee entered: ñABCCABABCCDCABABò. 

$$## This is the end-of-record identifier.  It must be followed by a carriage-return 
and line feed. 
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Viewing Examinee Records 
 

Once you have added exam records you can view their scores.  To look at aggregate data, use the ñView 
Examsò menu option. 
 

 

 
To begin viewing examinee data, click on ñViewò and then ñExamineesò 
in the menu bar. 
 

 
The Examinee Table 
 
Two views of the examinees are available.  The first, and default, view shows additional information about 
each examinee such as how many exams, the dates of the first and last exam.  If you have a large 
number of examinees this table may take some time to plot. 
 

 
 

 

 
To switch between the full and abbreviated display, click on ñToolsò in 
the menu bar, and then ñShow Exam Infoò.  This will toggle the exam 
information on and off. 
 

 

 
 

Options 
 
Sorting 
 
To sort the display, click once on the Name or ID column.  The display will be sorted on that column.  
Alternatively, you can click on ñToolsò in the menu bar and then ñSort by IDò or ñSort by Nameò. 
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Searching 
 

 

 
 
To search for an examinee, click on ñToolsò in the menu 
bar, then ñSearch byò, and finally ñNameò or ñIDò. 
 

 

 

 
At the prompt, enter your search string.  You can use 
wild-card characters such as ñ*ò and ñ?ò to look for a 
series of names or IDôs.  Click on Help for information 
on searching whilst viewing the display. 
 

 
After you are done searching, you restore your screen to a ñfullò view by clicking on the ñClear Searchò 
button at the bottom left of the table. 
 
Creating a New Examinee 
 
An examineeôs record is automatically created when a test is read into the records database.  Sometimes 
you may want to manually create an ñemptyò examinee record.  This is often done when an examineeôs 
test has been assigned to an incorrect ID. 
 

 

 
Click on ñToolsò in the menu bar, and then select ñCreate New 
Examineeò. 
 

 

 

 
 
At the prompts enter the name and ID of the 
examinee.  Click on ñSaveò to create the 
examinee. 
 

 
 
Viewing an Examineeôs Data 
 
To view the data on a single examinee, double-click on that examineeôs line, or highlight the line and click 
on the ñView Examineeò button. 
 






































































































