
 
 

 

Scanning of Multi choice Cards 
and 

 
Processing of data 

for 
 

Examination 
and /or  

Lecturer Evaluation 



 
 

Approved Cards 



Gebruik die volgende “batches” vir onderstaande A5 Multikeuse kaart / 

For the A5 Multi choice card below the following batches should be used: 

NWU_40_A5 
(Toetse en Eksamens / Tests and Exams) 

Dosent_Lecturer_40_A5 
(Behalwe vir die inlees van Dosent evaluering data kan dit ook gebruik word om Vraelys data wat nie ‘n 

studentenommer gebruik nie, in te lees)/ 

Besides capturing Lecturer evaluation data this batch could also be used to read Questionnaire data which 
does not include a student number) 

HIERDIE IS DIE AMPTELIKE MULTIKEUSE KAART WAT IN GEBRUIK IS VANAF FEBRUARIE 2014 / 
THIS IS THE OFFICIAL MULTIPLE CHOICE CARD IN USE SINCE FEBRUARY 2014 

 

Kenmerke van die kaart / Characteristics of the card: 
Onder links is die volgende teks gedruk / 
The following text is printed bottom left: 

Verwysingsnommer / File reference: 8.1.7.2.3 
Designed & Printed by CSX 011 663 9300 



Gebruik die volgende “batches” vir onderstaande A4 Multikeuse kaart / 

For the A4 Multi choice card below the following batches should be used: 

NWU_115_A4 
(Toetse en Eksamens / Tests and Exams) 

Dosent_Lecturer_115_A4 
(Behalwe vir die inlees van Dosent evaluering data kan dit ook gebruik word om Vraelys data wat nie ‘n 

studentenommer gebruik nie, in te lees) / 

Besides capturing Lecturer evaluation data this batch could also be used to read Questionnaire data which 
does not include a student number) 

HIERDIE IS DIE AMPTELIKE MULTIKEUSE KAART WAT IN GEBRUIK IS VANAF MAART 2014 / 
THIS IS THE OFFICIAL MULTIPLE CHOICE CARD IN USE SINCE MARCH 2014 

 

Kenmerke van die kaart / Characteristics of the card: 
Die volgende teks is gedruk aan die onderkant van die kaart / 

The following text is printed at the bottom of the card: 

Verwysingsnommer / File reference: 8.1.7.2.3 
Designed & Printed by CSX 011 663 9300 
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Scanning of Multi choice cards  

Test, Exam or Lecturer Evaluation 

1. Open Kofax Batch Manager 

Double click the - icon 
 
2. Kofax Capture – Login dialogue box will open. 

 
 
3. Enter relevant information and Click OK. 

4. Click the  (Create Batch) 
 
5. Choose the appropriate batch class 

(You can use the dropdown arrow to select) 
 
Click Save. Click Close. 

 
6. Select the appropriate batch. 

Click the  (Process Batch) 
 
7. In Kofax Capture Scan, make sure that 

Fujitsu fi-6140 without SVRS with AIPE is selected. 
(You can use the dropdown arrow to select) 
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The appropriate profile will display for example: 

NWU_40_A5 
NWU_115_A4 
Dosent_Lecturer_40_A5 
Dosent_Lecturer_115_A4 

 
8. You are ready to start scanning.  Put the cards in the scanner. 

9. Click the  icon to start the scanning 
Repeat points 8 and 9 until all the cards are read. 
 

10. When done, click the  (Close Batch) 
11. . Click Yes to close the batch 
 
12. In Batch Manager, select the appropriate batch. 

Click the (Process Batch) – icon to start the recognition 
process 

 
13. In Batch Manager, select the appropriate batch. 

Click the  (Process Batch) – icon to start the validation 
process  
 
The Student number is a required field.  If you cannot validate 
the student number you can put a number like 11111111 (8 
digits) for later reference and editing.  Don’t use 99999999 – 
this is used for the memo card. 

 
14. Click YES to close Batch after the validation process 
 
15. In Batch Manager, select the appropriate batch. 

Click the  (Process Batch) – icon to start the export process 
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The Scan process is now complete. 
 
16. In Windows click Start > Run... 

 
Type in multi ModuleCode (please no spaces in the Module 
Code) Your data file with the name, ModuleCode.sdf will be 
saved inside the c:\Kofax\Data\Multichoice folder. 
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Processing of Multi Choice Data for Tests and Exams 

1 Assumptions and choices 
1. Approved cards is used 

 

2. The memo: You have two choices 

• The memo is part of the cards you scanned and is in the first line of your data file.  The student 
number of the memo is 99999999. 

• You want to type the memo in the Excel sheet when you are doing the processing. 

 

3. You know the Type of Exam or Test (examples: Exam1 for Exam 1ste opportunity or Class Test1 or 
Semester Test). 

 

4. You know the number of Questions. 

 

5. The .txt-type of file which is used to import the data in the VSS system will be stored on the same place 
where your original data (.sdf) file is. 

6. The Excel file with the edited data, marks and lecturer’s report will be stored on the same place where 
your original data file is. 

 

7. You have access to the official NWU style sheets on the Novell network.  You are logged into the Novell 
network. 

 

Hint If the Kofax Multi choice scanning solution is used, the data file (.sdf) is stored under the folder 
c:\Kofax\Data\Multichoice 
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2 Processing 
 

2.1 Open MS Excel 
Click, File New, SHARED, Choose the relevant Campus and click multichoice.xltm (Potchefstroom Campus) 
or V_Multichoice.xltm (Vaal Triangle Campus). 

 
 

 

 

On the following screen you will see the steps to process the data. 
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2.2 Import Card Reader Data 
Click on the Import Card Reader Data button and browse to your data file.  Usually the file type of the data file 
is .sdf 

 

The following form will display and you have to complete all the fields and click OK: 

 
 

After you complete the form you will see the Card Reader Data 

 
 

 

2.3 Validation 
Click on the Validate or Repeat Validation button. 

If there is a student number which is not valid Excel will indicate it with a red Circle 

 
On the left hand side of the circled number you will see the card number as it was scanned on the card reader. 

You can edit the card by correcting the student number or delete the entire row or copy this row to a new 
Worksheet. 

 

Repeat the steps until there are no more student numbers which are not valid. 
 

Click the Change or Edit button if there is need to: 

• Edit/Add the memorandum; 
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• Change the weight of the questions; or 

• Use negative marking. 

 

2.4 Change or Edit (optional) 

 
 

The next steps are to get the Marking done and get the Lecturer’s report. 

Click the Marking and Report button: 

 



Processing of Multi Choice Marks 5 

2.5 Marking, Lecturer’s Report and Evaluation of answers 
 

After you clicked the Marking and Report button the process will automatically run. 

• You will get the marks at the Marking Sheet in Excel and  

• You will get the Lecturer’s report at the Report Sheet in Excel.  The Report sheet you can print to get a 
hardcopy of the results. 
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Processing of Lecturer Evaluation data 

1 Introduction 
A lecturer evaluation questionnaire is available to determine how a student experience the effectiveness of the 
lecturer’s teaching.  The questionnaire consists of 28 questions and has five skills that will be evaluated.  There 
are only 4 alternatives that a student can choose from. 

The Questionnaire is compiled by Academic Support Services.  If you have any questions regarding the 
questionnaire please contact the Academic Support Services department on your campus. 

1.1 Steps to follow 
After the students give their responses: 

• Read the multi choice cards at the card reader/scanner; 

• Use MS Excel to process the data. 

 

Before you start the Excel template, you have to know and have access to the path of the data file. 

You must also have the following information: 

(1) Lecturer’s name 

(2) Date of evaluation 

(3) Module code 

 

1.2 Open MS Excel 
 

Click, File New, SHARED, Choose the relevant Campus and click 28Q_EvalLecturer_e.xltm (English) or 
28Q_EvalLecturer_a.xltm (Afrikaans). 

 
Follow the steps and the data will be processed. 
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