MCQ Process Document for Gradescope
Ulwazi–Gradescope MCQ Assessment Process
1. Purpose
The purpose of this document is to define the standard process for administering MCQ assessments using Ulwazi and Gradescope. This ensures consistency, accuracy, and alignment with institutional requirements.
2. Scope
This Process Document applies to all lecturers conducting formative and summative MCQ-based assessments using bubble sheets and Gradescope.
3. Assignment Setup
Lecturers are required to:
· Create the assignment link in Ulwazi
· Configure the corresponding answer key in Gradescope
Reference: How to create a bubble sheet assignment for an MCQ test in Gradescope
4. Summative Assessment Process
1. Examination Period (May/June Cycle):
· MCQ cards will remain available for use during this period
· Thereafter, Gradescope will be implemented for all assessments
2. Printing and Submission: Lecturers print bubble sheets and submit them to the Examinations Office
3. Documentation Submission: The question paper must be submitted to the Examinations Governance Office (EGO) together with the bubble sheets
4. Post-Examination Collection: Lecturers collect completed bubble sheets from the examination venue
5. Scanning: Lecturers scan completed scripts into Gradescope
6. Marks Processing: Marks are exported from the Ulwazi Gradebook and captured in AMS
5. Formative Assessment Process
1. Preparation:
· Lecturers transport bubble sheets directly to the venue
· The Examinations Governance Office (EGO) may assist with printing where required
2. Post-Assessment Handling: Lecturers collect and scan all completed scripts
3. Marks Processing: Marks are processed and uploaded to AMS via Ulwazi Gradebook export
6. Controls and Compliance
· All submissions to the Examinations Governance Office (EGO) must meet examination deadlines
· Data accuracy must be verified prior to uploading marks into AMS
· Lecturers are accountable for ensuring the quality and completeness of scanned scripts
7. Roles and Responsibilities (RACI Matrix)
	Activity
	Lecturer
	EGO
	Exams Office
	ICT / Support

	Assignment Setup
	R
	-
	-
	C

	Bubble Sheet Printing
	R
	C
	A
	-

	Question Paper Submission
	R
	A
	-
	-

	Exam Distribution
	-
	A
	R
	-

	Script Collection
	R
	-
	C
	-

	Script Scanning
	R
	-
	-
	C

	Marks Export & Upload
	R
	-
	-
	C



Legend:
· R = Responsible
· A = Accountable
· C = Consulted
8. Workshop Summary (For Stakeholders)
8.1 Key Changes
· Transition from MCQ cards to Gradescope-based processing
· Increased lecturer responsibility for: 
· Scanning
· Marks processing
· Centralised governance through the Examinations Governance Office (EGO)
8.2 Key Risks
· Scanning quality issues
· Delays in submission to EGO
· Data mismatches between Ulwazi and AMS
8.3 Mitigation Actions
· Conduct stakeholder training workshops
· Provide step-by-step guides and resources on the intranet
· Implement validation checks prior to AMS upload
8.4 Training Focus
· Assignment setup in Ulwazi and Gradescope
· Scanning standards and quality control
· Marks export and upload processes

