
Eastern Illinois University - Office of Academic Assessment and Testing 

Exam Scoring Request Form 

Instructor Name: __________________ Department: _____________ 

e-mail: __________________ Office Phone: _____________ 
 

When scoring is complete, contact me via  
(check one):  

 e-mail     Phone (local): ____________         

Results/scanned forms may be picked up by:  

 Instructor only         Department representative        

 Other (please specify): _____________ 

Results Output Format  (choose 1 option only):  
 Printed           Electronic (results will not be printed at OAAT – you will need to pick up scanned forms) 

Exam Title: ________________________________________________________ 
Available Reporting Options: 
  Standard Report Set 

    Includes:  
       Student Statistics Report  
       Class Frequency Distribution Report  
       Condensed Item Analysis Report 
  Student Report Set     Includes:  

       Student Statistics Report  
       Class Frequency Distribution Report 
       Student Grade Report     
  Statistical Report Set     Includes:  

       Student Statistics Report  
       Class Frequency Distribution Report 
       Detailed Item Analysis Report 
       Test Statistics Report 
       Test Item Statistics Report 

Individual Reports 
 Student Statistics Report  

 Class Frequency Distribution Report 

 Test Statistics Report  

 Student Grade Report    
 Detailed Item Analysis Report  

  Condensed Item Analysis Report  
 Item Analysis Graph Report   
 Test Item Statistics Report 

If exam has multiple test forms/versions:   
 Comparative Grade Report by test form 

Results must be combined, Item Analysis will not be available 

 If exam has more than one test form/version:   Do not combine results       Combine results*            
                                                                                                                                         (*Item Analysis will not be available) 

  Exam utilizes Learning Objectives 
     (If checked, please complete Side 2)   Questions have multiple point values 

     (If checked, please complete Side 2)  
      Exam utilizes non-standard grade scale (Standard grade scale: 90% = A, 80% = B, 70% = C, etc.)


(If checked, please complete Side 2) 

 ----------------------------
Special Instructions: 

For Office Use Only: 

Date/Time Received: by: Date/Time Completed: by: 

Date/Time Contacted: by: Date/Time Picked Up: by: 

Picked up by (signature): 

wllong
Note
Results Output Format - PrintedResults will be printed, and will be available for pick up at the Office of Academic Assessment & Testing. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Results Output Format – ElectronicReports will be uploaded to a secure website and will not be printed by OAAT. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Exam Title
You will be allowed up to 25 characters to be placed on the heading of each report you wish to receive. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Standard Report Set
Contains Student Statistics Report, Class Frequency Distribution Report, and Condensed Item Analysis Report. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Student Report Set
Contains Student Statistics Report, Class Frequency Distribution Report, and Student Grade Report. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Statistical Report Set
Contains Student Statistics Report, Class Frequency Distribution Report, Detailed Item Analysis Report, Test Statistics Report, and Test Item Statistics Report. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Student Statistics Report
Commonly referred to as an “Alpha List.” Provides the scores for all students in the class. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc

wllong
Note
Individual Reports
If none of the report set options meet your reporting criteria, or you wish to enhance a report set please select individual reports in this column. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Class Frequency Distribution Report 
Displays the breakdown of scores for an entire class in table format. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc

wllong
Note
Test Statistics Report
Displays descriptive statistics (e.g. mean, standard variation, reliability) for the overall exam. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc

wllong
Note
Student Grade Report
Commonly referred to as a “Clip Sheet.” Provides a detailed grade report for each student who took the exam. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Detailed Item Analysis Report
Provides in-depth statistical data for each question on the exam, and displays how examinees answered them. When combining multiple test forms, you will not receive this report. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc

wllong
Note
Condensed Item Analysis Report
Displays how examinees answered each question on the exam in a basic format. When combining multiple test forms, you will not receive this report. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Item Analysis Graph Report
Contains graphs of frequency (how examinees answered each question). When combining multiple test forms, you will not receive this report. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Test Item Statistics Report
Provides data for each question on your exam. When combining multiple test forms, you will not receive this report. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Comparative Grade Report 
If you are combining multiple test forms or sections, this report provides statistics by test form or course section. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
If exam has multiple test form/versionIndicate if test forms should be scanned together (all results reports will be combined, and the Comparative Grade Report will be available) or separately. When combining multiple test forms, you will not receive Item Analysis Reports or the Test Item Statistics Report. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Exam utilizes Learning Objectives (checkbox)
Your exam may contain Learning Objectives (also known as subtests). To utilize this feature, check this box, and complete the “Learning Objectives/Subtests” table on page 2 of this form. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Questions have Multiple Point Values (checkbox)
You may assign point values to questions and/or entire learning objectives on your exam. To do so, check this box, and complete the “Multiple Point Values/Weighted Scores” table on page 2 of this form. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Grade Scale Values (checkbox) 
You may assign letter grades or pass/fail status based on the percentage of items answered correctly. To do so, check this box, and complete the “Multiple Point Values/Weighted Scores” table on page 2 of this form. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc




Learning Objectives/Subtests 
If your exam contains learning objectives, please complete the table below. Under the “Learning 
Objective Title” heading, write the name of the learning objective/subtest as you would like it to appear 
on your reports. Then, in the corresponding row, write the question numbers, separated by a comma, 
under the “Questions” heading. If you wish for any Learning Objective to have multiple point 
values/weighted scores, please complete the “Multiple Point Values” section below. If you have more 
than 5 learning objectives, please attach another sheet of paper. 

Learning Objective Title Questions 

1.   
2.  
3.  
4.  
5.  
 

Multiple Point Values/Weighted Scores 
You may assign point values to questions and/or entire learning objectives on your exam. Please write 
the question numbers (from your key), separated by a comma, or learning objective number (from the 
“Learning Objectives” table above) under the “Questions/Learning Objectives” heading. Then, write the 
point value for the items under the “Point Value” heading in the corresponding row. 

Questions/Learning Objectives Point Value 

  
  
  
  

 
Grade Scale Values 

You may assign percentage values to the grade scale that prints on your report. This percentage score 
is based on the number of items answered correctly. Please write the desired minimum percentage 
correct for each letter grade indicated below (for example, 94% = A, 88% = B, etc). If you wish to 
indicate Pass/Fail only, then indicate the minimum passing percentage value in the last row. You may 
not indicate both letter grades and pass/fail status on results reports. 

Minimum Percent Correct Grade Value 

 A 
 B 
 C 
 D 
 Pass/Fail 

 

wllong
Note
Exam utilizes Learning Objectives (table on page 2)
Under the “Learning Objective Title” heading, write the name of the learning objective/subtest as you would like it to appear on your reports. Then, in the corresponding row, write the question numbers, separated by a comma, under the “Questions” heading. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Questions have Multiple Point Values (table on page 2)
Under the “Multiple Point Values/Weighted Scores” heading, write the question or Learning Objective number. In the corresponding row under the “Point Value” heading, write the point value for that item(s). For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc


wllong
Note
Grade Scale Values (table on page 2)
You may assign letter grades based on the percentage of items answered correctly, or you may indicate Pass/Fail status. Complete this section by indicating the minimum percentage score for each letter designation or passing status. For more details, see http://www.eiu.edu/~acatest/Remark%20Faculty%20Guide%20Online.doc
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