
 

Step One 
Access the computer at your 
site with the DataScanner 
Software.  You can locate this 
computer by asking an 
Administrator at your site. 
 
The computer will have a 
scanner attached as well as the 
DataScanner Icon on the 
computers desktop. 

 

Step Two 
Login to DataScanner. 
 
1- Double Click on the 
DataScanner Icon and Login 
using your DataDirector 
Username and Password. 

 



Step Three 
Select the school you are 
currently working at to record 
your exams. 

 



Step Four 
Select the exam you want to 
scan into DataScanner. 
 
1- Use the Exam ID number 
located in the lower left hand 
corner of the Student Answer 
Document to determine the 
Exam ID. 
 
2- Select the exam by using the 
mouse and click on the exam. 

 

Step 5 
The exam will pop up in the 
background, and you can verify 
the correct exam has been 
selected exam for scanning. 
 
If it is the correct exam, select 
Yes. 
 
If it is not the correct exam, 
select No. 
 
 

 



Step 6 
Once you have verified the 
correct exam, you are ready to 
scan your exam. 
 
1- Locate the scanner 
connected to the computer 
(Figure 1) 
 
2- Load the exams facedown 
with question #1 to be scanned 
first .  The scanner can hold up 
to 50 exams in the tray.(Figure 
2) 
 
3- Select Scan Now when the 
exams are ready to be scanned 
(Figure 3) 

                      

              

Step 7 
Once the scanner has 
completed you can select 
Finish if you have scanned all 
the exams, or Continue 
Scanning if you have more 
exams to scan. 
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Step 8 
A scanning summary window 
will appear when the scanning 
is complete. 
 
1- Verify the number of exams 
scanned. 
 
2- Errors in scanning can be 
fixed after acceptance of the 
scanning. 
 
3- Select OK 

 
 

 

 

 

 

 



Step 9 
Any exams not approved will be 
shown in the window.  You can 
verify they results were 
recorded correctly or make 
changes directly on the exam 
grid by selecting the question 
and replacing the answer with 
what the student intended. 
 
1- Make corrections to the 
exams. 
 
2- Approve the document. 
 
3- Commit the Results 
 
4- The exams have been sent to 
DataDirector and the results 
can be reviewed. 
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