PCG

PCG Terms

Preslug — the process of pre-bubbling the student’s
information on an answer document

Form Type - the scan sheet form number

QBA — Question Based Assessment (QBA) contains
the actual test questions and responses in PCG
Quick Tests — only the answer keys are entered into
the PCG, but the tests reside outside of the
application
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= 1. Select Form Type.
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1, 4 SetPage Scaling to- None.
—= 5. Print Preslugged Avswer
23 Docwmendts:

From the Main Menu, select Preslug Scan Sheets.

In the navigation tree, drill down to
the desired teacher’s folder. The
viewing screen will display scan
sheet options.
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Main Menu

Click the Form Type drop box
and select the appropriate scan
form for the test.

B Preslug Scan Sheets
Fiter Tree % |5

4 = Preslug By Campus.
] ADAMS, SHANNON
(2] Preslug By Grade Level

Please note: Forms beginning with
“D2SC F” are plain paper forms.

When preslugging Scantron forms,
you may need to use horizontal and
vertical printing alignment options
to move the student ID bubbles on
the page.
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Additional Label
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Horizontal Printing Adjustment: o
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Click the lookup icon to select the Test.
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m Welcome | Logout
A test selection screen will open
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test and click the paper icon to R o |" @ LANGUAGE ARTS
select the test. The title of the test copiest| (] MATHEMATICS
will turn red to show that it is Tl S TaEET
[ d. T . the test. click - L[] 4th Grade
selected. o pl’eVIew e test, clic [ 4th GRADE MATHEMATICS
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Click the green check mark to add EE,
the selected test to the scan sheet s |
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In the Print Sort Option field, you

PCG Welcome | Logout
can select how you want the
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and alphabetized by student name regardless of which class the student is in.
e By Student — Answer documents would be preslugged in alphabetical order by student name
regardless of teacher or class selected.
e By Gender, by Student — Answer documents would be preslugged by females in alphabetical
order followed by males in alphabetical order.
e By Grade Level, by Student — Similar to the “By Student” option except that the grade level is
included.
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To save this group for future e <5 @ et p——. i
. . " reslu ampus Additional Label:
preslugging, click the Save e 1

. . [ Preslug By Grade Level
P res I u g S e I ections C I IC k Sa ve Herizontal Priniing Adjusiment. g Negative values move printing to the et while positive values move printing to the right
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Sample plain-paper answer document
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AMAYA, DAVID

ADAMS 124 3-302-11400-ENG

= ES - ROSEMARY = 4th Gr

Sample Scantron answer document (to be printed on pre-printed/purchased forms).
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