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This guide is an introduction to setting up a FoD-OMR form, with different OMR zones (Matrix and Random, single choice and summation), other
objects together with how to arrange these objects on the form.

Ad

Grid |4S channels vl J

Orientation:

Landscape [timing marks on top)
Landzcape [timing marks on bottom)

Double sided printing [duplex):

I Simplex d
Tombstones... |

Preferences | Folders I Custom mask |

Measurement units: [l R IT T -

Save the form name it "Beginner's Guide" or another appropriate name.

In Tools > Preferences set the Measurement units to 300 dpi (1/300 of inch). This allows for both 48 and 40 channel scanners without

decimals (channel spacing is 50/300 for 48 channel, or 60/300 for 40 channel, other items items adjust to fractions of 48 and 40 channel
measurements.

To define the timing lines select Timing Lines

Timing Lines

Mumber of timing marks:
41 |
Qffset from edge of the page [A]:

I‘I 5000 (300 dpi) _Ij

[ Save as defaults

* in the Draw toolbar. In the dialog box, set Number of timing marks to 41.

Size of timing marks [B]:
23.00[300 dpi) = ™ Leaveasitis

Space between timing marks [C]:
B0.00 [300 dpi) ;I [T Leaveasitis

The Timing Marks appear on the right side of the form in red. Right-click anywhere on the form and click Apply changes.

First step is to set up the page in File > Page Setup. Set Paper to A4 or Letter and Grid to 48 channels. If you have a 40 channel scanner be
prepared to adjust position of channels down to fit.
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Apply changes
Cancel

Delete
Insert group...

Dimensions...
Sizes 3 ]
Spacing (3
Space evenly

You can now modify the spacing of the timing marks by right-clicking the timing marks and select Properties. In the dialog box you can change
the space between the timing marks as well as their size.

Mumber of timing marks:
=1

Unitz: [300 dpi]

Size . Cancel
23.00 [
23.00

23.00

23.00
23.00 Mode
23.00 {+ Edit

23.00 " Select
23.00

= Set sizes

23.00 I
23.00 - ]
ST = Set zpacing...

Change the spacing to create one group of 10, five groups of 5, one of 4 and the last 2 together. Set the spacing evenly between the groups.

Top
Student

Matrix Zones for responses are define by a series of mouse clicks. You define start point (1), then spacing between choices (2), number of
choices (3), spacing and orientation between elements (4), and finally number of elements (5).

To set up a student numberof six digits:

. Click the Matrix Zone 55| button. The mouse pointer changes to a cross-hair.
2. Select where to "click" to start the zone. You can see Row and Column in the Status Bar (bottom of the window).

-

Channel: Row:l left:1992.50 top:200.50 (300 dpi) Mo selection
—-—

. Click the second choice of the first element to define the element's orientation (along columns or rows) and the spacing between choices.
. Click the /ast choice of the first element to define the number of choices.

. Click the first choice of the second element to define the spacing between elements.

. Click the first choice of the last element to complete the zone.

[N B S OV)

Fourth click

l

First click —» : 4+— Last click

Second click —»

Third click —»

e Open the properties of the zone, either by double clicking the zone, or by right clicking and selecting Properties.
e From the Response shape area, select the shape to the right of NULL and set White filled.

e There are standard text choices to choose from, accessed from Standard.choloes Choose Numbers (from 0).
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Choice text |Matrix i Frame | Plate I Origin | Fon'natl Fort I

Standard choices... I

Response shape: W White filled

MULERC O c>= B
GO OO K

Text appears on; |NI Tepeats Vi

-Offset frommak ————————————
Horizontal: |D.U’D (300 dpi) _._IQ

Vertical: 0.00 (200 dpi)

1
2
3
4
5
6
=
2
9
1

0O~ LN b R —

=]
(=]

Cancel |

e In the Matrix tab, check the Horizontal origin is 40 and Vertical origin is 1, change them if different.

Choice text  Matrix |F|E|me I Plate I Origin I Forrnatl Fort I

Horizontal origin: I‘m _,;‘
Vertical origin: I'I _,;‘

Choices——— Repeats

Spacing: Spacing:

Court: I'”:l _I:j Court: IG _I:j

" Horizontal ' Horizontal
& Vertical " Vertical

oK I Cancel

Jump to the Plate tab to change the color of the response text. FoD OMR regonizes only "three colors": Black, Blind (shown as Red) and Other
(shown as Blue). More information on blind and other colors is available in the manual.

e Set the Plate to Blind.

Choice text! Matrix | Frame FPlate |Drig'rr1 | Forrnatl Font I

" Black

e On the Frame tab mark all three choices. This tab frames the zone with borders, internal lines and shading.
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Choice text | Matrx  Frame | Plate | Origin | Fomat | Fort |

Draw | Borderl Comers | Stripes and dividers I

v Border
¥ Dividing lines

T

e On the Border tab, untick Auto offsets and change the settings to those shown below. Width should be increased to the second thinnest
option.

Choice text | Matrx  Frame | Plate | Origin | Fomat | Fort |

Draw  Border |Comers | Stripes and dividers I

[T Auto offsets

Top (&) |1 00.00 (300 dpi) j

Left [B): |25.DD[3UUdpi] _I;l
Battom (C): |3n 00 (300 dpi) _IZI

Right (D} [25.00 (300 dpi)

width: I _— vl

® |n the Title Line M dialog box you create the line dividing the Title space from the choices. Set the Placement to Top, untick
Auto distance and set to 25. Width should be increased to the second thinnest option.

Placement [T Auto distance
 None Distance:

Cln | [Eooc0e
& Top
" Right
 Bottom

W Auto width

Draw | Border

V' Topleft [&]
V' Topight (B]
™ Bottom-right (C) %
=
)
=

i

[~ Battorn-left D]

[~ Auto-size

Roundness: I‘I 3.00 (300 dpi) _I;'

e Finally set the stripes that divides the elements for visual clarity. These should be Vertical and a light shade (via the Slider - move to the
left).
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Choice text | Matrx  Frame | Plate | Origin | Fomat | Fort |

Draw I Borderl Comers

Orientation
" Horizontal
& Vertical

LColor of the stripes:

® | eave the settings on the Origin and Format tabs as is, and select the Font tab.
e Select Arial font and change the Size to 6. Click OK. The zone should now look as below.

(03|03 |3 |3 |3 | 3
(0393|2333 =3 | =3

Test

There are a number of ways to copy a Matrix zone:

Copy, Paste and change the values in the Matrix tab
Copy, Paste, Drag and Resize
Use Ctrl+Drag to make the copy, then Resize

Copy and use Paste At ] to make the copy, then Resize
Make, then delete each new Test field until you have used all methods please.
Copy and Paste and change the values in the Matrix tab:

e Copy and Paste the Student zone. The zone is placed on top of the already existing zone.
e Open the Properties of the zone and in the Matrix tab change the Horizontal origin to 34, and set Repeats, Count to 4.

Zone Object E|

: - [EBETIE S B |
Choicetent  Matrix lFlame] Plats 1 Origint ] Forrnat] Font ] i
BEEmEmE
Honzontal ongin: {34 ‘zj} - BB EEEE
Vertical orgin;. {1 =9 CBEEEREE
CBEEEEE
EEREBE
i~ Chaices - Repeats  EEaEzEE
Count; |10 j__i Court: {0 1o . mEEREEE

Spacing: |1 = Spacing: |1 = EEmEE
== EEDE

" Horizontal * Hanzontal

(* Vertical  Vertical

oK | caneel |

e Leave the other settings as is.
e Click OK. Your two zones should now look as below.
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|

Copy, Paste, Drag and Resize:

e Copy and Paste the Student field. The field is placed on top of the already existing field.

i

=

=

=

3

= =
[ (a2
@ @
E =l

e Drag the zone to the left until only one repeat overlaps and let go of the mouse.

&

e Select the middle black handle on the right side and resize the zone to 4 repeats.
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- T F -5

T 5

I~

-
Use Ctrl+Drag to make the copy, then Resize:

e Hold Ctrl while dragging the zone to the left. This creates a copy.

=

® Resize the zone.

Copy and use Paste At 3 to make the copy, then Resize:

e Copy the zone.
® Select the Paste At button in the toolbar.

= =iy
=

® The mouse pointer changes to a hand.
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a

® You can check the Row and Column in the Status bar to ensure the position is correct.

[Channel14 Row:l  Ieft:1692.00 topi93.25 (300 dpi)  |1eft1694.00 top200.00 width:1844.00 height:740.00 (300 dpi)
|

ol |l |

® Resize the zone.

5 | B | ||+ | | | D | | S |
DD|E (@ - || D@D S|
[5-] | 5o} | -] | 3-] QR 5oL 5o} | o} [ -2} | 3o2d | e
D EEE - | e
B - 2SS EE
BEEE - 2D
53 | | || - | || | = | =B =
DEZEE D=

]
2]
]
7]
]
]
]
]
2]
]

Question Answers

To set up the first group of 5 (of the 125 Questions):

o Click the Matrix Zone 55, button. The mouse pointer changes to a cross-hair. As with Student a series of clicks completes the zone.
e Position the zone in the first group of 5 timing marks.

SeconT click
- -
TTTT.
First click ——» | 3|(23 |33 | 3| «— Third click
Fourth click— |{ 3|3 [3|3 |2
(] (] (e ] .
(] (] (e ] .
Lastclick — |(23|3|3|3|2

® The zone uses the same frame as the last zone created and for this zone the i roierties will need to be adjusted.
e Open Properties of the zone (opens to the Choice Text tab) and use S EiEEE to set Letters (upper case).
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Choice text |Matrix | Frame | Piate | Origin | Format | Fort |

Besponse shape: WV White filled

MULE=RS O co= E
20 O e ot

Text appears on; INI repeats 'i

—Offset frommark ———————
Horizontal: |D-U’D (300 dpi) _._I;i

Vertical: 0.00@00) =

® On the Matrix tab check the settings match those below. The different order of mouse clicks used to create the zone inverts the
Horizontal and Vertical settings for Choices and Repeats.

Choice text  Matrix | Frame | Plate I Origin | Forrnatl Font I

Honzontal origin: i5 _I;
ertical onigin: I11 ...I;

~Choices
|5 ...I: Court: |5
Spacing: I1 __Ij Spacing: |1
& Horizortal " Horizontal
" Vertical & Vetical

Top (A).

[ Auto offsets

Top [A] |3n 00 (300 dpi] -
Left (B): |1 30.00 (300 dpi) _I;l
Battam (C): |3U.UU [300 dpi) _I;

Right (D |25.un[3nudpi] =

width: I— vl Title line... |
ok | cancel |

e In the Title Line dialog box, click Left and leave the other settings as is.

[~ Auto distance
Distance:

25.00 (300 dpi) _IQ

W Auto width

® On Corners tick to set rounding on all corners.
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Choice text | Matrx  Frame | Plate | Origin | Fomnat | Fort |

Draw I Border Stripes and dividers I

V' Topleft [&]

V' Topright (B] ’

¥ Bottom-right (] =
v Bottorrleft D) %
=1

i

[ Auto-size

Roundness: I‘I 3.00 (300 dpi) _I;'

oK | Cancel |

e On Stripes, change to Horizontal.

Choicetext | Matrx Frame | Plate | Origin | Fomat | Font |

Draw I Borderl Comers

Orientation

@ Horizontal

 Vertical

Lolor of the stripes:

e Your zone should now look like below.

~

mE® S o )
w6 O O 6
BEC DB
BECDE
BEC DB

Copy the zone to create the 25 groups:

e While holding Ctrl, drag the zone to the right until it is in Channel 14. Continue to copy the zone until 5 are spaced evenly across the row.

Any method for moving zones (listed in Test section) is suitable.
® You can continue to copy the zones individually, moving them to the next row of zones.
e Alternatively, select all five zones and copy and paste them as a group. Selecting the zones can be done by dragging the mouse over

them (while holding left mouse button) or selecting each in turn while holding Shift.
e There should now be 5 x 5 question zones on the form.
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Number the Question Answers (Individually)

Top

There are several ways of adding the text Q1-Q125 to the form. Two ways are explored in this guide. The first one we will explore involves
creating Text objects.

Create a Text Object:

e To place the first Text object, select the T tool. The mouse pointer changes to a cross hair.
® Drag the mouse to create the Text Object. The Text Object dialog box opens.
® Type Q1-Q5 in the Definition tab.

e On the Format tab set the Horizontal Alignment to Right.
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Definition  Format |F‘Iate | Posﬂionl Font |

~Mignment ——— | Line spacing

Herizontal: ‘-'t’l - Type: ISingIe vI
Vertical: PXT"D vI Exact: | __I-_:"i

- Tabs
* Ao

(" Equal |0.00 (300 dpi) _jl

" List Lt

e On the Font tab set the Font size to 9. Click OK.

Defin'rtinnl Fnrrnati Plate | Position  Fort |
Mame; Style:
I@ |Fleg|.||ar

i :

T Arial Black
T Arial Namow
T Arial Rounded MT Bold

T Arial Unicode M35
T Astann

Underine: I

Orientation l? ﬂl Vl bl

Clor: 0

[ ok ]

(ailzsc o e
Llzmoos

Q3

oo

‘Q4@@@@E
QmmoDmsE
mEO e

e The Text object is not aligned correctly. This is because Line Spacing is set to Single (default setting), but it can be changed on the
Format tab. The text should be spaced to the same as the space between the Timing Marks.
® Check the space set between the Timing Marks by accessing Properties by right-clicking the Timing Marks.
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Humber of timing marks:
—
Space
60.00.

8000
E0.00

£0.00

50.00
150.00

|Size

2m
2300
|23.00
230
230
123.00
23.00
|23.00
123.00

2200

Emlmi-ﬂim =

rode———
& Edit

™ Select

Set gizes... |
- Set spacing... |

=

ra

=]

-

o

E

m

Definition  Format |F‘Iate | Posﬂionl Font |
- Mignmert—————————————
Horizontal: i‘—h’l V]

Vertical:

linespacing————
IExact - I

60.00 (300 dpi

Type:

A Top - Exact: =5

- Tabs
&+ Ao

(" Equal |0.00 (300 dpi) __-_1
O List

e Click OK.
(Mmoo a =
wEeecos| =
lmsooce- =
Mrmcoo - =
| oslmmocoE - =

The spacing now matches the Timing Marks, and with this method the Text object can be copied across and down the form to create the 25 (5
by 5) text objects containing Q1-Q125. To retain even spacing, use Nudge. See below for a guide to this.

This method present a problem when spacing between the Timing Marks is changed.

e Open Properties of the Timing Marks again.
® On the 13th Timing Mark, change Space to 100.

Humber of timing marks:

Cancel |

il

Units: (300 dpi]

[ -

|Size

2m
2300
|23.00
230
230
123.00
23.00
2300
123.00

2200

Space
60.00.
8000
E0.00
£0.00
15000
5000
[100.0]
£0.00
60.00
150,00
£0.00

ononn

Iu:;iool-q =

A

=

Mode
& Edit

ra

w

™ Select

Set gizes... |
- Set spacing... |

=

E

o

m

=

o

e Click OK.
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(eecoe|: =
weecoe - -
Q3
pEECe® - -
EEcos - -

| mmoos - m

e The spacing of Timing Marks has changed, but the Text has not.
e Change the Timing Marks spacing back as before.
Using Nudge to arrange Text Objects

Nudge (using the keyboard arrows to move objects on the form) can be used effectively to arrange objects as needed. Nudge Distance = can
be accessed through the Tools toolbar or menu. For this exercise use Difference between selected objects.

e Select two question zones one apart in both directions, and press i (nudge). Select Difference between selected objects and click
OK.

Pre-defined values:

25300 dpi

5 (300 dpi)

1 dpi

[

Full OMR grid

Half of OMA grid

1 Mudge walue | S
Haorizarital: 1450-00 (300 dpi) ___Jj - ) VRS Te

| Veicat  [390.00(300dpi] TZ = | | second

oK | Canicel ]

® Now any selected object(s) can be moved by the "nudge" distances, using the arrow keys, in any direction.

Top

Number the Question Answers (using zones)

Using "NULL" or "no shape" zone objects to create Q1-Q125 is reliable and quicker as it avoids aligning text objects and automatically adapts to
response position changes. To do this we will create a zone with the response text offset from the mark. Response text can be offset left
(negative) or right (positive) of the zone center.

The zone is a single line of 25 choices with no repeats ("short" zone) and is created, as with the other zones, with a series of mouse clicks. For
more information of "short" zones see the manual.

Creating a 5 choice zone to start, then extending it, will make the process easier to understand.
Create a "short" zone:
® To create a zone with 5 choices in one column three mouse clicks are needed.

o Select the Matrix 5. tool. Click the top A in the top left zone.
e Click the second A, and finally the fifth A as below.

J

g

First click —— A B @ @ B
Second dick ——[|{A3 {6} [C3 ¢ (B2
AEBQDE
"5 . m e
Third click .

e To "finish" the zone with 5 Choices and no Repeats, right-click the mouse anywhere on the page.

~ -

| BBlEeEocze
Qe C D6
o mE D E
OEcoD s
CrREcDo®

\

e Open the Properties of the Zone.
e Set the Response shape to NULL, and type Q1-Q5 in the Choice text box.
e Click OK.
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e e e e
wimo o e
| mrcos
U|BE E D E
B o®

The new zone is placed on top the other and has the same Properties as the previously created zone, so there are a few changes to make.

e Open Properties again.
® Choice text needs to move left, a negative Horizontal offset. Set to -30.00.
e Untick White filled.

Besponsa shape: [~ White filed

BO0c o R
OLEEED gl=

Text appears on; INI repeats vi
Offsetfrommakk ———————————
Horizontal: -30.00 {300 dpi)

Vertical: 0.00@00H) =

® |Leave Matrix tab as is.
e On the Frame tab, untick Border, Dividing lines, Stripes. Settings for the underlying zone remain as is.

Cholce text | Matix  Frame | Plate | Origin | Fomat | Fort |
Borderl Comers | Stripes and dividers I
[~ Border

I Dividing lines

[~ Stripes

e On the Plate tab, set the plate to Black.

Cholcetextl Matroc i Frame Flate |0rigin | Forrnatl Font I

e On the Format tab, set the Horizontal Alignment to Right.
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Choice text | Matrx | Frame | Plate | Origin  Fomat | Fort |

~Mignment ——— | Line spacing

Horizontal: i:'t’l VI Type: Single -
Vettical:  |gA% Center  ~ Exact: | ...IQ

- Tabs
&+ Ao

" Equal |‘3.DL‘{3GI}dpu,‘- _':I

" Lst Lzt s=tup

T Arial Black

T Arial Namow

T Arial Rounded MT Bold
T Aral Unicode MS

T Ratann

Underiine: I
Oriertation: |0 =

Color | — 0

e Click OK. Your two zones should now look like below.

B EEEET )
Rrecos
- Beecos
Urmocos
flmmooe

Rather than repeating this for each of the 25 zones that make up the 125 Questions, extending it over 25 rows saves time and effort.

o On the Matrix tab, set the number of Choices to 25.

Choicetext Matrix | Frame | Plate | Onigin | Fomat | Font |
Horizontal origin; I5 _Ij
ertical onigin: |'|'I _.I;

Count: 1

Spacing: |‘I _.I: Spacing: |1

" Horizontal % Horizontal
(% Vertical " Vetical

® On the Choice text tab, there are now 25 choices. Extend the numbers as shown on the sample PDF.
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Choice text | Matric | Frame | Plate | Origin | Fomat | Fort |

- | Standard choice:

Besponsa shape: [~ White filed
B Ccrz= F
O o

Text appears on; I.NI repeats 'i

1~ Ofzet from mark
Horizortal: -30.00 {300 dpi) __J

Vettical 0.00 (300 ki) =

Click OK.

Copy and Paste the zone to the other columns, using one of the methods tried above in the Test section.
Renumber the zones as per the sample PDF.

Your form should now look as below.

e o o o

|
I
]

WU T T TTT

U ODeETTuun

+ 2]
a7l

o +24

L L LU
LI

B BB B

23|
e ief

B BB B[R
]
"
W EFTEE
W
L
k) BF ) BB
BlBB B
IR LR
BB BB

R
L3
[

T
CILILILIE
[ALO LN
BB B[R A

"

W
BB B0 O
BB BB B
LRI

L
W
L

e;sh

I_

oxfE X =

Bt

e
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e

f

"

L
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B BB BB

e
LI
B B0 BB
B BB BB
LI

]
L]
B

i

|
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