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Schoolnet Scanning Tip Sheet
This document provides instructions and troubleshooting tips for ScanIt. Please post this guide as well as the Scanning Answer Sheets Quick Reference Card beside each scanner. Schoolnet quick reference cards and other resources are available at https://schoolnet.tms.pearson.com.
Printing Answer Sheets
A prerequisite to successful scanning is properly printed answer sheets. For details, refer to Printing Assessments and Support Material Quick Reference Card. You may wish to print and post this document next to printers that will be used for printing answer sheets.
Initial Use of Scanner for Schoolnet Answer Sheets
If you are using a scanner that has not previously been used to scan Schoolnet answer sheets, refer to the ScanIt Installation and User Guide, located in the Help and Support Library which you can access by clicking [image: ] in the upper right of your Schoolnet site.
Issue Reporting
If you encounter a problem that cannot be solved by recalibrating or any of the troubleshooting suggestions below, please send an email to ____________. Include the following information:
· The name of the school 
· Your name and contact information
· The username of person with the issue 
· The type of paper you are using—plain paper or OMR
· The steps required to reproduce the issue
Save and attach the ScanIt log. There is a View Log link in the lower left corner of the screen. If possible, scan and send the answer sheet with the information outlined above.
For hardware (printer and scanner) questions, contact: ____________
For network issues, contact: _____________
Troubleshooting
If the scanner has been used before for scanning Schoolnet answer sheets but you are now experiencing issues, confirm the following:
· Scanner is properly connected and turned on prior to scanning 
· The green light indicates "on"
· In the event of poor reads or forms not recognized, use paper guides and make sure the forms are feeding straight
It does not matter which end goes in first, as long as the bubble side of the answer sheet faces the correct way according to scanner requirements. 
Frequently Asked Questions
Q: 	ScanIt is not reading the responses scored on the answer sheet. I see that the student bubbled in the answers, but ScanIt says the responses are blank.
A: 	This could be a configuration error. When configuring the scanner, select the TWAIN driver, which usually has "TW," not "WIA," in the name.  
Q: 	I received a ScanIt error: “An error was encountered preparing the image.”
A:  	Microsoft .Net 3.5 and updates are not installed. Your computer needs Microsoft .NET Framework 3.5 and all related updates. To check if you have the correct software:
1. Click Start
2. Click Control Panel 
3. Click Programs 
4. Click Programs and Features
5. Make sure you have Microsoft .Net Framework 3.5, and check that you have installed all updates  

Q: 	I received a ScanIt error: “An error occurred when trying to save document.”
A:  	Either the computer lost a network connection or you are attempting to rescan a scan sheet that is already in the current batch. Verify your network’s connectivity and check that you are scanning answer sheets only once.
Q: 	I received a ScanIt error: “No Markers Found.”
A:  	The plain paper answer sheets printed incorrectly. Check your printer settings to avoid a repeat of the same error. Typically timing mark errors are caused by scaling issues, missing marks or insufficiently dark marks. 
Q:	I received a ScanIt error: “Student ID could not be recognized.”
A:  	If this is a manually entered Student ID, check the number and also that the bubbles are adequately darkened in. For brand new students, verify that the student is visible in Schoolnet – if not, it may be necessary to scan the sheet the next day. 
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