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Student Guidance Notes for Multi-Choice Exams 
 
Multi-choice exam Answer Sheets are marked by an optical reading scanner.  The following 
guidance is provided to prepare candidates for sitting an exam using the machine readable Answer 
Sheet. There are some very important points to note, however the method in which you record 
your answers on the Answer Sheet is not difficult and is very similar to the format used when 
completing a lottery ticket request.   
 
The Answer Sheet has two sides with several sections.  Some sections must be completed and 
some are dependent upon the nature of the particular exam.  Full details of the requirements are 
provided within this document. 
 
An example of the front and back pages of the Answer Sheet are shown below: 
 

     
 

  



Last updated 07.03.13 (SAO)  Page 2 of 4 

You must bring a HB pencil and eraser 
 You must remember to bring a HB pencil and an eraser to your multi-choice exam.   

 If your exam also has a section that requires written answers you will also need a pen to write 
your written answers in the separate standard answer booklet. 

 You must not use pen on the multi-choice Answer Sheet as if you make a mistake this cannot 
be erased. 

 A HB pencil is required as this makes a clear dark line on the Answer Sheet that the scanner 
can read easily.  Softer pencils make fainter marks that may not be read by the scanner.  

 

Completing your personal and exam details 
 On the top of the first page of the Answer Sheet you are required to complete your name and 

the exam module details as shown in the section labelled A on the image on the next page. 

 You should then write your exam candidate number in the boxes in section labelled B.  You 
will note the preceding ‘Y’ for your exam candidate number is already pre-printed. 

 You should then mark your exam candidate number in the columns beneath in the section 
labelled C below.  For example if your number is Y0151111 you should mark a horizontal line 
through [0] in the first column beneath the first number, through [1] in the second column, 
through [5] in the third column etc. 

 You must not make any marks on the Answer Sheet outside this area as this will interfere with 
the reading of your Answer Sheet. 

 The Answer Sheet will be marked by staff within the Student Assessment Office using the 
scanner and the academic markers will not be given the sheets with your name and number 
on them together, therefore your anonymity will be preserved. 

 If your exam also has a section that requires written answers you should only use your exam 
candidate number on the separate standard answer booklet; you must not write your name 
on the separate answer booklet. 

  
 
  

A 
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Answer Sheet format 
 The Answer Sheet has been designed for all the types of multi-choice questions we use within 

the department. 

 Each section is used for a different type of multi-choice question. 

 There are three sections on the Answer Sheet: 

 Single Best Answer Section 
 True/False Section 
 Extended Matching Section 

 Not every type of question is used in each exam and therefore you may not use some sections 
of the Answer Sheet. 

 Your question paper will clearly state which section, or sections, of the Answer Sheet you 
should use for your particular exam. 

 In addition the Answer Sheet is designed to accommodate the maximum number of questions 
each section may have in any of our multi-choice exams across the department.   

 Therefore you may not be required to enter a result against every question.  For example the 
Answer Sheet can accommodate up to 100 Single Best Answer questions, however your 
particular exam may only have 40 questions.  Therefore you would only mark your responses 
against questions 1-40.  

 The Single Best Answer Section is on the first page.  Briefly this section relates to questions 
where there is one correct answer from four possible option responses (ie A-D); you must not 
mark more than one correct answer for each question. 

 

 The True / False Section is on the second page and is used for questions that are structured 
with a scenario followed by five statements.  For each statement (ie Statement A, Statement 
B, Statement C etc) the candidate needs to indicate whether it is True (T) or False (F). 

 
  



Last updated 07.03.13 (SAO)  Page 4 of 4 

 The Extended Matching Section is on the second page and is used for questions where the 
correct response for the question is selected by the candidate from a list of possible options 
labelled A-Z. 

 
 

Marking your answers 
 When marking your responses to the questions you should mark a clear horizontal line in the 

response field as indicated below. 

 

 If you make a mistake use an eraser to rub out any errors thoroughly, making sure you leave 
no smudges. 

 You must not use ticks, crosses, circles or diagonal lines as you will not receive marks if these 
are used. 

 If you do not know the answer you should leave your response blank. 
 


