
Printing Bubble Sheets 

1. Log into the computer as yourself. 

2. Log into Mastery Manager by going to https://plainfield.masterymanager.com 

3. From the home screen, click the link to “Assessments” at the top. A list of assessments that you 

have access to will appear.  If the assessment is active, you will see a link to “Forms” on the right 

side of the list next to that assessment. Click this link. 

4. Select the group of student bubble sheets to print. The default is “All Students” which includes 

all students in all of your classes that would take the assessment.  Change the “Forms for” drop-

down to select individual students or individual sections. 

5. Select options for how to print forms 

6. Select options related to whether students will be completing bubble sheets and options for 

bubble displays. 

7. If there is a “Teacher Use” section on the test, you will be able to choose options as to how and 

if to print bubble sheets related to those questions. 

8. Click “Generate Forms to Preview” in order to see what the bubble sheets will look like.  When 

the PREVIEW box displays, click the “Download PDF” button. The preview document will 

download. Open the document to see what your bubble sheets will look like. 

9. If you’re ready to print them for the students, close the tab that has the preview, then click the 

“Generate Forms to Print” button. 

10. The bubble sheets will appear on the screen.  Click the print icon as you would to print any other 

PDF document. 

11. IMPORTANT!!! Make sure the “Fit to page” box IS NOT checked and uncheck any boxes related 

to page scaling. 

12. Print bubble sheets to any printer.  If your print job is over 50 pages, you may have to print to a 

copy center printer. 

 

  

https://plainfield.masterymanager.com/


Selecting the Scanner for Scanning Bubblesheets 

1. Log into the computer as yourself. 

2. Log into Mastery Manager by going to https://plainfield.masterymanager.com 

3. From the home screen, click the “Scan an Assessment” link on the right side of the screen in the 

light blue area. 

4. If prompted to “Open Mastery Manager Driver?” click the “Remember me…” box and then click 

the “Open Mastery Manager Driver” button. 

5. If the building selection is incorrect for some reason, change the drop-down to select your 

building and then click “Save”. The name of the scanning station will reflect the school and 

service tag of the computer to which the scanner is attached (ex. PNHS-3GRWHH2).  

6. If you get a message about “Image Scanner (Not Found), make sure the power is on to the 

scanner using the gray toggle switch on the back of it, then try to scan again. If it is set up and 

turned on, it will say “KODAK Scanner…” instead of “Not Found”. 

7. Place bubble sheets in the scanner face down with the top of the bubble sheets going in first. 

8. Then click “Scan” on the screen. The next screen should look like this: 

a.  
b. Click the “Start” button to begin scanning. If there are any issues with scanning a form, a 

message will appear in the top area with more info as to what kind of error is occurring. 

c. Once forms are scanned, click the “Quit” button. You may go back to your assessment 

list, and click the “Reports” button next to the assessment in order to view your results. 
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