University of Glasgow IT Services
Optical Mark Reader (OMR) Request Form

PLEASE NOTE: ALL FIELDS MUST BE COMPLETE.

	Contact Name:
	

	Telephone Number:
	

	Department:
	

	Full Departmental Address:
	

	Course Name:
	

	Course Code:
	

	Email Address:
	

	Date:
	

	Number of forms that are to be processed. 
Do not include your master copy in this total.
	

	OMR Type:
	Edpac /true false  /student evaluation


	Which format is the class list provided in for EDPAC sheets or True & False sheets? 

Please choose from the following options:

	
Excel


	
Text                                                                       

	Note:  Without the class list matriculation numbers cannot be checked/corrected

	Output Options for Student Evaluation of Teaching. Please select the required format option. 

	Paper Only  
	Excel 
	Both

	Scoring for EDPAC & True/False. Please enter scores for the following options.

	Correct

(Default 1)
	  Incorrect

 (Default 0)
	Missing

(Default 0)
	Multiple 

Response

(Default 0)

	Class list/output

	    RW CD/DVD
	Flash drive
	

	Any other requirements?




Submission notes 

· Jobs must be submitted in a large envelope, plastic folder or box.

· Never use staples or paper clips.

· MAC users must be able to read PC formatted CDs.

· Output is readable by Excel 97 or above
· As part of your risk assessment you may want to take a photocopy of the Answers Sheets before submission in the unlikely event of loss or damage.

For enquiries please telephone 330-4843 or visit http://www.gla.ac.uk/it/whatwedo/omr
	COMPUTING SERVICE USE ONLY

	RQ Number:
	Help Desk Number:
	Processed Date:







































































