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Regents Scanning Handbook

Overview

Using existing technology in each school, the NYCDOE scanning process enables schools to simultaneously scan
answer documents for scoring and also to capture individual item-level data.

This Handbook will walk you through the process of:

e Scheduling students for Regents exams in STARS
e  Generating and printing answer documents in ATS
e Scanning answer documents for Regents exams

e Accessing reports in ATS

This Handbook also includes a number of additional resources that will help you prepare for, and administer the
Regents examination. Please see the Table of Contents for a list of the Appendices.

We have also updated the Handbook based on changes to the Regents scanning process. Major recent changes to
the Regents scanning process are as follows:

e Schools must now scan all 10 Regents examinations in order to report item-level data from to the New
York State Department of Education (NYSED). Submission of item-level data applies to all eighth-, ninth-,
tenth-, eleventh-, and twelfth-grade students taking any of the 10 Regents examinations.

e Ascanning confirmation page will now automatically be generated after every batch of answer
documents is scanned. Make sure to review this sheet to learn the scanning status of your students’
answer documents.

e Beginning January 2013, all answer documents, except for January Physics, are two pages (the January
Physics answer document will be one page).

o All student bubbled responses will reside on Page 1.

=  The only responses which schools can change via RGTU are student bubbled responses.
o All constructed response items will reside on Page 2.
=  Page 2is scored, bubbled and scanned at a Scoring Site.
= Scoring Sites are responsible for RGTU corrections for all teacher bubbled responses.
=  Scanned Page 2 answer documents in which any teacher-scored question is blank will
register as “Incomplete.”

o The Physics answer document will be a single page in January, but will be two pages in June
(Physics, Chemistry and Alg.2/Trig. are not administered in August). For January Physics, the
following conditions apply:

= Multiple choice items will be scored by hand at a distributed scoring site; the multiple
choice raw score will appear on the answer document, but individual student responses
will not.

= Constructed response questions are scored, bubbled and scanned at a Scoring Site.

= Scoring Sites are responsible for RGTU corrections for all teacher bubbled responses.

= All January Physics answer documents in which any teacher-scored question is blank will
register as “Incomplete.”
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Section 1: Scheduling Students for the Regents Exam

The first step of the scanning process is scheduling students in STARS. This is a crucial first step because the
information generated in STARS produces the exam invitations and ultimately flows to ATS, which, in turn, enables
all of the printing, scanning, and reporting functions.

The STARS client allows you to schedule students to take the Regents and RCT exams in January, June, and August.
In order to do so, you must first create sections in the Master Schedule by using the exam codes. The exam codes
for the Regents tests are:

STARS Course Codes*

STARS Course Codes for STARS Course Codes for
High School Students Middle School Students
Middle schools may only
register students for June
STARS Course Code HS Regents and for August
Regents Exam Students Regents
*
Algebra2/Trig** MXRT* MXxzT
Chemistry** SXRX* W/
*
Comprehensive English EXRL* Exzt
*
Earth Science SXRU* sxey
*
Geometry MXRG* MXxzG
*
Global History & Geography HXRG* HX2G
*
Integrated Algebra MXRE* MXzE
*
Living Environment SXRK* XK
*
US History & Government HXRU* HxzU
Physics** SXRP* /)

* At the end of the course code, there is 1 character to denote when the Regents exam is being administered (i.e., R=January, E=June,
G=August). For example: in January, Comprehensive English = EXRLR; in June Comprehensive English = EXRLE; in August Comprehensive English
= EXRLG.

** Algebra2/Trig, Chemistry, and Physics are only offered in January and June; there is no August administration for these three exams.

Once you have these codes, you may create one section or multiple sections for each exam code based on the
number of students taking the exam.

The following section will walk you through the process of scheduling students for the Regents in STARS. First, we
will walk through the method for creating sections of the Regents through the Master Schedule Builder. Then,
once the sections are established, we will step through the various ways that you can enroll your students in these
sections.
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Section 2: The Regents Master Schedule Builder

The Master Schedule Builder is an excellent place to begin the Regents scanning process because your students are
already scheduled for their normal classes through this program. Through easy data entry, the Master Schedule
Builder allows you to use the standard Regents exam codes to add lines to the Master Schedule. In order to make
these additions, you need to create Regents sections for a period outside of the normal instructional periods (for
example, period 11, 12, or 13). This section of the Handbook walks you through the steps of adding MULTIPLE lines
to the finalized master.

Please note: When scheduling students, the amount of detail entered in the search criteria (e.g., room number,
section number, or teacher) will increase the number of available printing options. You are encouraged to group
students in some way (e.g. by room, or by teacher/section for a given subject) and to assign each group of
students to a different section for testing. We will address section assignments in Step 9, below.

Step 1: Under Edit, select Master Schedule Builder.

BVIATION HIGH SCHOOL
Reves 718 2817561
Session Settings L2)) P e
Mersion 2.0.3975.19011

3) Confirm Term Details Selection:

School Name | AVIATION HIGH SCHOOL |
Course Promation
Closs Pramotion — Schaol DEN Yoor torm [1 ]
Annualized Scheduls Periods cyeles [ 5 | Mark Periods | 6 |

Request Add/Drop

Student Roquest Fils Edit StartDate [ 0900/2010 | Gurrent
Student Request Builder End Date 06282011 Finalized [ ves
Session Course Bullder

(&l Request Mass changes

Build and Manipulate Master Schedule

2) Master Scheduls
> ) =g
[4]
Ten Week Table =)
Interbisciplinary Course

Alkernate Co

Schedta tass Changes [ setee ]

Clone student Schedule
Add-Drop Utiliy

L W 10031 aM

y e Al B = — || schoot name: aviaTion TRaDES vHs
- - NYC Department OFf Edu || Sehool DBN: 2aQ810 School Year: Z004-Z005  Term ID: 1
I —— o OO e
Help
Filter £3
Workingliss] & BJL1 01 LEADERSHIP o 50 11111 o AIELLO 145
Coursas = E1 01 ENGLISH 1 1 @4 11111 o COHEN 335
E1 oz ENGLISH 1 5 EL] 11111 o BIANCO AUD
Teachers 3 E1 o3 ENGLISH 1 L] ELY 11111 o BIANCO AuD
c1 01 ENGLISH 1 o 3 11111 o rockRS 531
€1 05 ENGLISH 1 s 34 11111 0 rocERs 334
E1 06 ENGLISH 1 L3 34 11111 o GRUSZECK! 330
E1 07  ENGLISH 1 4 34 11111 o GRUSZECKI! 330
1 06 ENGLISH 1 z 34 1ida1 o cruszecr 330
£ 08 EnGLISH 1 3 a4 11111 o cruszeci 330
1R 01 ENG R 2 aa 11111 o RocERs 331
E1R oz ENG 1R a EEY 11111 o COHEN 835
E1R o3 ENG 1R 5 ELY 11111 o COHEN 335
1R 01 ENG 1 “ 34 11111 0 RoGERS 531
1R 05 EnG 1 u 3 11111 0 conen 335
ca 01 EncLsH s 2 3 11111 o woLL a7
= 02 ENGLISH 3 3 34 11111 0 o 331
E3 03 ENGLISH 3 5 34 11111 o POLL 337
E3 04  ENGLISH 3 7 34 41111 o TVWORMEY 331
ca 05 EncLiSH 3 > 34 111 o 1ncovou 335
ca s  EncLISH 3 o a4 11111 o PoiL 337
Esch 1 pemate a 34 11111 o RoGERS 331
'— E3R o1 ENGLISH 3R Ed an 11111 o FERGUSON D36
E3R oz ENGLISH 3R 4 ER] 11111 o FERGUSON 336
lEH s P D Ear 03 EnoLsHaR 7 34 11111 0 FERGUSON 530
£ar 01 EnoLsnR @ 3 11111 o poLL aar
cs 01 EnGLSH S " 3 11111 o SwnEna 330 el
=
“asatan.
) stare| FD] tnbox - Microsoft Outloak | B8] Hsst v 1.1 master ser. [T welcome to Scheduli... w« mI A 11121 am
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Step 2: Click the arrow to the right of WORKING AREA to display the options.

t and Academic Reporting System == x|

School Hame: AVIATION TRADES YHS

School DBH: 24Q610 School Year: 2004-2005 TermID: 1

Filter ¥

Working Area

LEADERSHIP 0 0 AELLO
01  ENGLISH 1 1 34 1111 0 COHEN 335
02 ENGLISH 1 5 34 1111 o BIANCO AUD
show_| 03 ENGLISH 1 6 34 1111 o BIANCO AUD
= 04 ENGLISH 1 9 34 1111 o ROGERS 331
ouIsSS 05  ENGLISH 1 5 34 11111 o ROGERS 331
T v 06 ENGLISH 1 5 34 1111 0 GRUSZECKI 330
07 ENGLISH 1 1 34 1111 o GRUSZECKI 330
08 ENGLISH 1 7 34 1111 0 GRUSZECKI 330
09 ENGLISH 1 3 34 1111 o GRUSZECKI 330
01 ENG 1R 2 34 1111 o ROGERS 331
02 ENG 1R 1 34 1111 o COHEN 335
03 ENG 1R 5 34 1111 o COHEN 335
04 ENG 1R 5 34 1111 o ROGERS 331
05 ENG 1R 2 34 1111 0 COHEN 335
01 ENGLISH3 2 34 1111 o POLL 337
02 ENGLISH3 3 34 1111 o TWOMEY 331
03 ENGLISH3 5 34 1111 o POLL 337
04 ENGLISH3 7 34 1111 o TWOMEY 331
05 ENGLISH3 9 34 1111 o 1acovou 335
06 ENGLISH3 a 34 1111 0 POLL 337
01 DEBATE 1 34 1111 o ROGERS 331
— 01 ENGLISH 3R 2 35 1111 o FERGUSON 336
02 ENGLISH3R 1 34 1111 o FERGUSON 336
Update Schedule 03 ENGLISH 3R 7 34 1111 o FERGUSON 336
04 ENGLISH3R 8 34 1111 o POLL 337
01 ENGLISHS 1 34 1111 o SIRENA 330
————

hEtp 53

Version.

& start| Inbox - Microsoft Outlock | B HSST v 1.1 MasTER 5cH... [[Z5 welcome to schedulr... T 11:2z.8m
Step 3: Click EMPTY.
=12 =1
Tecks Heip.
1| Scivool Name: AVIATION TRADES VHS
School DEN: 240610 Sehool Year: 2004-2008  TenmiD: 1

¥C Department Of Education s wes, o

I vescer Scheduie Suider [ <

Help
Mastar Schodse B Mo,
M LEADERSHIP? L] 50 AIBLLO 145
|:> 01 ENGLISH 1 1 34 COHEN 335
o2 ENGLISH 1 5 34 BIARCO AUD
03 EMGLISH 1 [ 34 BIANCD AU
Courses 4 EMGLISH 1 a =7 ] ROGERS a1
5 EMGLISH 1 £ k) ROGERS: am
Teachers ¥ D6 ENGLISH 1 L 34 GRUSTECK] Jan
0F  EMNGLISH 1 4 34 GRUSFECKHE E=1
08 EMGLISH 1 7 34 GRUSZECK 330
09 EMGLISH 1 3 34 GRUISZECH 330
o ENG 1R 2 34 ROGERS 31
nz FNIG 1R A k) COHFN ans
— —
Wiorking Area
Sec CowrseMame  Period Copedty Cycke  Gender Teacher  Room Mapped Course | Mapped Section | j
Upmiate Schedule I
=l

@ stare| [ inbos - Morosoh outlook. | B kst v 10 master scH... |[TE welcome to Scheduli..
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Step 4: Click SHOW. You will notice that the Working Area at the bottom of your screen is now blank. You are now

ready to begin scheduling your new sections.

Ko Scheduling, Transcript and Academic Reporting Sy stem =12 2]

Wiewa  Took  Help

1| School Name: AVIATION TRADES VHS

e Sehool DEN: Sehool Year: :
MNYC Department Of Education o= me. ceerceo ZaQs10 ar: 20042008 Term iD: 1

Master Schedure Buitder

Filter = Master Scheshse Edit Mode,

Werking Area =

— =]

Coll

Teachers =

H 3143131131

Upiane Schesule I

—
iy seare| [ inbos - Morso cutlock: | B HssT v 1. musTeR scu. . [[TE Welcome to Scheduli... [« @ ti=aam

Step 5: In the Working Area, enter the following information:

COURSE: Enter the exam code.

SECTION: Leave blank for now if you are going to have multiple sections of an exam (we will address
adding multiple sections in Step 9)

PERIOD: Remember to schedule for a period outside of the normal instructional periods (i.e., period 11,
12, or 13).

CYCLE: Enter “00000” for Cycle, as this will enable you to use the EXAM LOAD feature if you want to.
TEACHER: Insert the teacher’s name, if appropriate.

ROOM: You may choose to enter the room number of where the scheduled exam will be taking place, but
it is not required.
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B weiame to Scheduling, Transcrpt and Acadenic Repoeting System 18] ]

School Hame: AVIATION TRADES VHES
- @| School DEN: 240610 School Year: 2004-2005  Torm o 1

Mastar Scheduls Builder

Filter =

Working Area =) o o
Empty = " 1
oz s

Sk I o3 6
Courses = 04 e
s 5

Teachers = L] L
or £}

os 7

os 3

o1 2

—
Uptlate Schedule I

=l
eamion.
an-tlmnhn:ltrwﬂ:m |!]r$lv1.|rns!mscﬂ._.“m o W % 1125 am

Step 6: In the Working Area, click the orange box next to the course code. This will highlight the line in yellow.

B welcone ta Schweduling, Transcript and Acadenic e portang Systbenm =181 1

Fila
SR, ESScheduling, Grade Reporting & Transcript Maintenance |

i —“:";'= na phe = iy —=| School Name: AVIATION TRADES VHS

N % = !‘.‘:“'...‘;‘.:’.‘ || Schost pEN: 240810 School Year: 2004-2005  Term I0: 1

Filter x
Working Area £y o1 o 50 ] 7=
Emwty ~ 01 ENGLISH 1 1 T 11111 0 COHEN 335
0z  ENGLISH 1 5 34 11111 o BLANCO AUD
_Showr | 03 ENGLISH 1 6 =T} 11111 0 BANCO AUD
Courses = 04 ENGLISH 1 o 34 11111 o ROGERS I3
. 05 ENGLISH1 5 k2] 11111 o ROGERS m
Teachers * 06 ENGLISH 1 & 34 11111 @ GRUSZECK] 330
07  ENGLISH1 4 34 11111 o GRUSZECK! 330
08 ENGLISH 1 T 34 11111 @ GRUSFECK] a0
0%  ENGLISH 1 3 34 11111 o GRUSZECK] 330
o ENG 1R z k) 11111 o ROGERS am
n>  FHNG 1R 4 34 19141 n COMEN 135
e ——— — e e

WWiorking Area

—
Upsiate Schadule I

I~

Wersies,
ﬂ'nzn' B anboix - Microsoft outlock: IE]I—EFvI.I.IMSl‘ERSCl—L.. T Welcome bo Schedul... o Wl [y L1:EE Am

Step 7: Now, right-click the same orange box next to the course code. Select CLONE RECORDS when the menu
below appears.
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EE vrelcome to Scheduling, Transcript and Academic Reporting System == =]
File Edit View Tools Help

School Name: AVIATION TRADES VHS

'Scheduling, Grade Reporting & Transcript Maintenance
S B 13

School DBN: 24Q610 School Year: 2004-2005 TermID: 1

L =
NYC Department Of Education Joe i kien, chancsiisr

Help

Master Schedule Edit Mode.

Filter )

Warkinglinea 2l LEADERSHIP 0 0 AIELLO
Empty = 01 ENGLISH 1 1 34 11111 0 COHEN 335
02 ENGLISH 1 il 34 11111 o BIANCO AUD
Showe 03 ENGLISH 1 6 34 11111 o BIANCO AUD
= 04 ENGLISH 1 9 34 11111 o ROGERS 331
Colrses =/ 05 ENGLISH 1 a8 34 11111 o ROGERS 331
Teachers %) 06 ENGLISH 1 6 34 11111 0 GRUSZECKI 330
07 ENGLISH 1 a 34 11111 0 GRUSZECKI 330
08  ENGLISH 1 7 34 11111 0 GRUSZECKI 330
09  ENGLISH 1 3 34 11111 0 GRUSZECKI 330
01 ENG 1R 2 34 11111 0 ROGERS 331

FNG 1R 1 n COHFN

Copy Record(s)
Paste Record(s)

¥ Delete Record(s)

Update Schedule

B Save To Excel
=] Load From Esxccel

i Version_
wstart| Inbox - Microsoft Outlock | HS5T v 1.1 MASTER SCH | 50 welcome to Scheduli... < W8 2 11:30 AM

Step 8: When the Clone Record box appears asking for the number of times you want to repeat this line, select the
number of sections minus one that you want to add to your Master Schedule. You subtract one because you
already have one row in the Working Area. So, for example, if you want 10 sections, make sure the number in the
Clone Record box says “9.” Select CLONE when you are finished.

il B adeariac Reportng System

5 Helo

| School Name: AVIATION TRADES WVHS

HYC Department OF Education e ke, chascete || Schosl DEK: 240610 School Year: 2004-2005  Term ik 1

k=" Vocmsmprr
I tvaster Scheduie uider

Help
Filter £
Working Area =
[Ermpty o
=]

Courses £

Teachers £

—
Upttarte Schedisse I
=l
Werssan
Mﬂm-ww | B esssT v 80 masTER ST | T wekcome to Scheduing, ... [ Clone Record o W8 [y 11:33 AM
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Step 9: Now that you have created all of these periods, you are ready to assign section numbers. In order to do so,
highlight ALL of the rows. To highlight, click the orange box next to the course, hold the shift key, and click on the
orange box next to the last row. Notice the original row on the bottom is not highlighted:

—1=1x]

School Name: AVIATION TRADES VHS
School DBN: 240610 School Year: 2004-2005 Term ID: 1

NYC Department Of Education see i kisin, chanesiar

Filter Master Schedule Edit Mode.
Working Area & LEADERSHIP [ 0 AIELLO
Empty ENGLISH 1 1 34 11111 o0 COHEN 335
(1] ENGLISH 1 5 34 11111 o BIANCO AUD
Show 03 ENGLISH 1 6 34 11111 o BIANCO AUD
ot 04 ENGLISH 1 o 34 11111 0 ROGERS 331
05 ENGLISH 1 5 34 11111 o0 ROGERS 3
Teachers 06 ENGLISH 1 & 34 11111 0 GRUSZECK! 330
or ENGLISH 1 4 34 11111 o GRUSZECHKI 330
o8 ENGLISH 1 7 34 11111 o GRUSZECKI 330
09 ENGLISH 1 3 34 11111 o0 GRUSZECHI 330
2 [}
4 0

ENG 1R 34 11111

MATH A REG o MATH CHAIR
MATH A REG 13 34 00000 o MATH CHAIR 423
MATH A REG 13 34 00000 0 MATH CHAIR 423
MATH A REG 13 34 00000 0 MATH CHAIR 423
MATH A REG 13 34 00000 o MATH CHAIR 423
MATH A REG 13 34 00000 o MATH CHAIR 423
MATH A REG 13 34 00000 0 MATH CHAIR 423
MATH A REG 13 34 00000 0 MATH CHAIR 423

] MATH A REG 13 34 00000 0 MATH CHAIR 123
MATH A REG o MATH CHAIR

Update Schedule I

=l

Wersion_

tfstartl Inbox - Microsoft Outlook | B HSST v 1.1 MASTER SCH...

<« W% 11:35 AM

Welcome to Scheduli...

Step 10: Right-click the highlighted area and select UPDATE RECORDS. A new menu box will appear:

EEE Welcome to Sch, Transcript and Academic Reporting System 1= x|

DS cheduling, Grade Reporting & Transcript Maintenance

Tt
Tromeantion
Tecnmoioar

e School Name: AVIATION TRADES VHS
@ School DBN: 2408610 School Year: 2004-2005 Term ID: 1

ment Of Education Jse | kisin, chancstior

Filter Master Schedule Edit Mode.
Viorkingne 3 LEADERSHIP o 50 AIELLO
ENGLISH 1 a e 44444 o COHEN 335
U 02  ENGLISH 1 LRSI O] 2 hianco AUD
[ S | OIRENGEIS LK) Select column to update. RLANCO) AU
04 ENGLISH 1 ROGERS 331
Counses 05 ENGLISH 1 Course =] ROGERS 331
Teachers o 06 ENGLISH 1 gifl'é”d" = BRUSZECHKI 330
07 ENGLISH 1 GRUSZECHI 330
08 ENGLISH 1 GRUSZECHI 330
09 ENGLISH 1 Repiace with: [ BRUSZECHI 330
ENG 1R I Austo Inererment ROGERS 331
FNG 1R COHFN 3335 ;I
Starts from: i = =
MATH A RI upaate | ATH CHAIR 123
MATH A RI ATH CHAIR 423
MATH A REG 13 34 ooooo o MATH CHAIR az3
MATH A REG 13 34 ooooo o MATH CHAIR az3
MATH A REG 13 34 ooooo o MATH CHAIR az3
MATH A REG 13 34 ooooo o MATH CHAIR az3
MATH A REG 13 34 ooooo o MATH CHAIR az3
MATH A REG 13 34 ooooo o MATH CHAIR az3
— MATH A REG 13 34 ooooo o MATH CHAIR az3
MATH A REG 13 34 ooooo o MATH CHAIR az3
Update Schedule
=l

Wersion.

) start| [E5] Inbox - Microsoft Gutlook | B HSST » 1.1 MASTER SCH..

welcome to Scheduling, ... | Update Record(s)

Step 11: Click SECTION. Then click AUTO INCREMENT. If you want to start with section 1, DO NOT change the
STARTING FROM value.
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_ & x|

School Name: AVIATION TRADES YHS

School DBN: 240610 School Year: 2004-2005 Term ID: 1

NYC Department Of Education Josi 1 Kisin, Ghancailar

Filter E3
Working Area E, LEADERSHIP [ 50 11111 0 AIELLO
Empty 01  ENGLISH 1 ] =a 44444 o OHEN 335
[ERI= TS| Update Record(s) =lhanco AUD
Show
| 03  ENGLISH 1 Select columnn to update. IANCO AUD
= = 04  ENGLISH 1 OGERS 331
ounsss z 05  EN .w = OGERS 331
Teachers o 06 EN Section RUSZECKI 330

07 ENGLISH 1
08 ENGLISH 1
09 ENGLISH 1

Auto Increment

MATH A Rl
MATH A Rl
MATH A REG 13 34 00000 O MATH CHAIR 423
MATH A REG 13 34 00000 O MATH CHAIR 423
MATH A REG 13 34 oooo0D 0 MATH CHAIR 423
MATH A REG 13 34 ooooD 0 MATH CHAIR 423
MATH A REG 13 34 ooooD 0 MATH CHAIR 423
MATH A REG 13 34 ooooD 0 MATH CHAIR 423
[ MATH A REG 13 34 ooooD 0 MATH CHAIR 423
MATH A REG 13 34 ooooD 0 MATH CHAIR 423
Update Sched |
=

Wer:

& start| Inbos - Microsoft Gutlook | B HSST v 1.1 MASTER ScH... | 55 welcome to Scheduing, .. || update Record(s)

Step 12: Click UPDATE. The sections have now been entered.

Reporting Systen =1

Tools Help

Grade Reporting & Transcript Maintenance

School Mame: AVIATION TRADES YHS

School DBN: 24 Q610 School Year: 2004-2005 Term ID: 1

NYC Department Of Education Jceii kiein, Chancaiior

Filter <) |Master Schedule Edit Mode.

Working Area = LEADERSHIP 0 50 AIELLO

Empty 01 ENGLISH 1 2. =Ll = OHEN
IR oo Rocordts) | A

Show
_I DSRENGISH) Select column to update. IANCO
c 04 ENGLISH 1 OGERS
ourses 05 ENGLISH A Course OGERS
Teachers 06 ENGLISH 1 Eerind RUSZECHKI

07 EMNGLISH 1
08 EMWGLISH 1

09  ENGLISH 1 Reptaceluitn RUSZECHKI

ENG 1R ¥ Auto Increment
FHG 1R olien

Startsfrom: [T =]
P—

MATH A upaate |

MATH A R/

MATH A REG 13 34 00000 O MATH CHAIR 423

MATH A REG 13 33 ooooo o MATH CHAIR 423

MATH A REG 13 34 00000 o MATH CHAIR 423

MATH A REG 13 34 ooooo o MATH CHAIR 423

MATH A REG 13 33 ooooo o MATH CHAIR 423

MATH A REG 13 34 00000 o MATH CHAIR 423
[ MATH A REG 13 33 ooooo o MATH CHAIR 423

MATH A REG 13 33 ooooo o MATH CHAIR 423

Update Schedule

Wersion.

& start| Inbox - Microsoft Outlook | B8 HSST v 1.1 MASTER 5CH... |

Welcome ta Schedulng, ... | Update Record(s}
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Step 13: To move records, place the cursor in the yellow area and right-click.

Transcript and Acade Reporting System =15 =]
Edit Viewr Tools Help

Scheduling, Grade Reporting & Transcript Maintenance
School Name: AVIATION TRADES YHS

School DBN: School Year: - 3
NYC Department Of Education soeit rien, cranceiior oo 240810 chool Year: 2004-2005 Term ID: 1

Filter ¥
Viorking[Sueal & LEADERSHIP 0 0 AIELLO
Empty ENGLISH 1 1 34 11111 o COHEN 335
02  ENGLISH 1 5 34 11111 0 BIANCO AUD
show | 03 ENGLISH 1 6 34 11111 0 BIANCO AUD
S = 04 ENGLISH 1 o 34 11111 0 ROGERS 331
ouzsSS X 05  ENGLISH 1 5 34 11111 0 ROGERS 331
Teachers 0 06  ENGLISH 1 6 34 11111 © GRUSZECKI 330
07 ENGLISH 1 4 34 1111 0 GRUSZECKI 330
[1}:] ENGLISH 1 7 34 11111 o GRUSZECHKI 330
1
0
n
0 MATH CHAIR
o MATH CHAIR 423
o MATH CHAIR 423
o MATH CHAIR 123
o MATH CHAIR 423
0 MATH CHAIR 423
o MATH CHAIR 423
0 MATH CHAIR 423
o MATH CHAIR 423
13 34 noooo o MATH CHAIR 123 ‘
Update Schedule |

“ersion.

&) start | Inbox - Microsaft Outlook | B3] HS5T v 1.1 MasTER 5cH... [T welcome to schedu <« md [T 11:43 AW

Step 14: Select MOVE RECORDS.

g System == =]

iew Tools Help

'Scheduling, Grade Reporting & Transcript Maintenance

School Name: AYIATION TRADES YHS
School DBN: 240610 School Year: 2004-2005 Term ID: 1

NYC Department Of Education Joel 1 kiein, chancslior

Filter ¥ Master Schedule Edit Mode.
Worklnglanea & LEADERSHIP [} 50 0 AIELLO
Empty ENGLISH 1 1 34 11111 0 COHEN 335
02  ENGLISH 1 5 34 11111 0 BIANCO AUD
show_| 03 ENGLISH 1 & 34 11111 0 BIANCO AUD
c = o4 EMNGLISH 1 o 34 11111 o ROGERS 3s
ounsss Z 05 ENGLISH 1 5 34 11111 o ROGERS 331
Teachers = EMNGLISH 1 & 34 11111 0 GRUSZECHKI 330
1 Copy Record(s) 11111 0 GRUSZECKI 3so
LIS U 11111 0 GRUSZECHI 330
154 11111 0 GRUSZECHKI 330
G 1R 11111 o ROGERS 3s
E] Sort 11111 n COHFN ﬁfﬁ

Working Area W& Clone Record

[Sec [Eoursear <o Update Record(s)

MATHARE _~— —— — ——  |0DOOD O MATH CHAIR 423
maTH A RE 7 Dslste Record(s) ooooo © MATH CHAIR 423
03 MATHARE m o0 7o Excel ooooo O MATH CHAIR 123
04 MATHARE 00000 O MATH CHAIR 423
i Load From Excel
05 MATH A RE 00000 O MATH CHAIR 423
06 MATH A REG 13 34 ooooo O MATH CHAIR 123
07 MATH A REG 13 34 00000 O MATH CHAIR 423
08 MATH A REG 13 34 00000 O MATH CHAIR 423
[ 09 MATH A REG 13 34 ooooo O MATH CHAIR 123
10 MATH A REG 13 34 00000 O MATH CHAIR 423
Update Sched: |
=
heep a3 ices varsion.
thstartl Inbo - Microsoft Outlock, | HSST v 1.1 MASTER SCH... | 75 Welcome to Scheduli...
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Notice that the Working Area is now empty and the message in the lower-left-hand box indicates 10 records
were moved:

EE Welcome to Scheduling, Transcript and Academic Reporting System == x|
Wiew Tools Help

cheduling, Grade Reporting & Transcript Maintenance
S [ School Name: AVIATION TRADES VHS
! | Fericriona. a
et Fecwnonsey. = School DBN: 240610 School Year: 2004-2005 Term ID: 1
Help
Filter
Working Area = BJL1 01 LEADERSHIP [ 50 11111 0 AIELLO 145
Emi ~| [Ea 01 ENGLISH 1 1 34 11111 0 COHEN 335
pty

E1 02  ENGLISH 1 5 34 11111 0 BIANCO AUD
Show_| E1 03 ENGLISH 1 & 34 11111 © BIANCO AUD
= = E1 04  ENGLISH 1 a 34 11111 0 ROGERS 331
oursse = E1 05 ENGLISH 1 5 34 11111 o ROGERS 331
Teachers > E1 06 ENGLISH 1 6 34 11111 o0 GRUSZECHKI 330
E1 07 ENGLISH 1 4 34 11111 © GRUSZECKI 330
E1 o8 ENGLISH 1 7 34 11111 o GRUSZECHKI 330
E1 09  ENGLISH 1 3 34 11111 0 GRUSZECKI 330
E1R 01 ENG 1R 2 34 11111 © ROGERS 331

F1R n> FNG 1R a 34 11111 n COHFN 335 ;I
= = =

Vuorking Area

Mowed 10 of 10
record{s}.

= |—

Update Schedule

£
.Q:::starti,w:nh::— chrs:snf: o:r’l::: | E:‘;ST v 1.1 MASTER 5cH.., [[Z5  welcome to Scheduti... <« W8 [y 11146 am
Step 15: Scroll through your Master Schedule and confirm that the new lines were moved.
10e Tramscript ared Academic Regeorting Sysbem =1 =]

wiew  Took  Hep

y IO L i i i ance
Zi9S8cheduling, Grade Reporting & Transcript Mainten T —— School Name: AVIATION TRADES VHS
J E— e
—1 e - School EN: 240810 Schwol Year: 2004-2005  Term 0t 1

NYC Department OFf Education s s, crancete

I viorcer Schedue Buider

Filter = Master Schedule Edit Mode.
Werking Areal 3 MET 01 PRECALC 1 w34 1M1 o GUZMAN Rt a31
Emjty - A o1 UNNWVERMATH 11 34 11111 o MATH Y 432
hRA 01 MATHAREG 13 34 vonon o MATHCHAIR. 423 =
Show reRA 02 MATHAREG 13 34 vonon o MATHCHAIR. 423
MKRA o3 MATH A REG 13 34 nom0a (1] MATH CHAIR. 423
¥ rRA 04 MATHAREG 13 34 vonon o MATHCHAIR. 423
Teachars & R 05 MATHAREG 13 34 vonon o MATHCHAIR. 423
MKRA 06 MATH A REG 13 34 nomo0a o MATH CHAIR. 423
oA 07  MATHAREG 13 34 vonon o MATHCHAIR. 423
R 08 MATHAREG 13 34 sonon o MATHCHAIR. 423
MKRA [1]:) MATH A REG 13 34 nom0a (1] MATH CHAIR. 423
e N MATH A RFG 13 34 nonon 0 MALTH CHAR 473 =]

WWorking Area

Moved 10 of 10
recond{s).

Update Schedula

=

) start| [T inbox - Microsoft Outicok | B +EST v 1.1 MasTER M. |[T5 Welcome bo Schedubi... o W 11:49 AM

Congratulations, you have now used the STARS Client to create sections of the Regents exam. Now you are
ready to register students for the test.
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Section 3: Scheduling Students into Exam Classes

Once the exam classes have been added to the Master Schedule, students will need to be scheduled into these
sections. You can use any of the following scheduling methods available in STARS to schedule your students into
the exam classes.

This section of the Handbook will first define the four different scheduling options and then walk you through the
steps for the first two methods, Schedule Mass Changes and Load Exam Function. The second two methods—
Schedule Add/Drop and Walk-In Scheduler—should be familiar to most users. As noted below, you can follow your
standard practices for these procedures.

1. Schedule Mass Changes:

If you are using a single section, you may be able to create a group of students and use the Schedule Mass
Changes function. Use the Group Administration function on the STARS WebPages to create groups. This
function can also be used if you created multiple sections that correspond to the subject classes that the
students are scheduled for. Use the “In” option to select the present class.

2. Load Exam Function:
This function allows you to upload an Excel spreadsheet with the schedule information. (Check the STARS
screen to ensure that you have the required data and column heading. If they are not exact, this function will
not operate properly.)

3. Schedule Add/Drop:
Use this function to add or drop individual students. When registering students through the Add/Drop method,
please use the standard method for this procedure.

4. Walk-In Scheduler: The Walk-In Scheduler works the same way as the schedule add/drop. It is done for
individual students. The school selects the course the student needs to have added and then selects the
section. (You can choose from all of the sections once the course is selected.) When registering students
through the Walk-In method, please use the standard method for this procedure.

Now that we have defined the four ways that you can register students, we will look at the first two methods in
more detail.

First, we will walk through how you can use the Schedule Mass Changes feature to register students for the
Regents in STARS.
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Section 3A: Schedule Mass Changes

As the name implies, the Schedule Mass Changes function allows you to schedule a large group of students for the
Regents provided that they are already entered in STARS. You can accomplish this by following these steps:

Step 1: Select Schedule Mass Changes from the Edit menu:

# wWelcome to Scheduling, Transcript and Academic Reponting System

File [ Edit | ¥iew  Tools  Miscellaneous  Administration

Settings est School 121 2010 -1
Session Settings S
Add, Edit or Deactivate Course Code Session Settings

Code Deck Copy
Add or Modify Courses
Mass Course Activator 3) Confirm Term Details Selection:

e
i
{
H

“Wersion 2.0.3975. 19011

=
=]

School Mame | Test Schoal 121 ]
SchoolDBN | D1z121_| ear [2010 ] Term [ 1 |
Periods [ 1 ] cycles | 5 | Mark Periods [ 4 |
StartDate [ 09082010 | Current [ Yes |

Course Promotion

Class Promotion

Annualized Schedule

Request Add/Drop
Student Request Fils Edit
Student Request Builder

End Date [06/28/2011 | Finalized | Yes |

Session Course Builder

Assign and Edit Student Request I
[ - |
L

BEEE

Request Mass Changes

Build and Manipulate Master Schedule

Master Schedule
Grid To Master Schedule

Current
O

Master Schedule Builder

EEH

Master Schedule File Edit
Ten Wesk Table
InterDisciplinary Course

Alternate Courses

Engine [! 1
Finalize Schedule

Student Schedule Changes

Schedule Mass Changes

Add-Drop Uity

TR https: edul... 0§ Reg: . w, W 11:39 AM

Step 2a: If you are using a group that you have created, you should see it listed on the bottom section of the
screen (see below). Click the line to highlight this group, and then click NEXT. (After confirming that the following
screen is correct, please advance to Step 3.)

+  Welcome 1o Scheduling, Transcript and Academic Reporting System [M[i=1[E3]
File: Edit Wis Toals Miscellaneous Adrinistration
012121 - Test School 121 2010 -1
Pepartment of A
Education Schedule Mass Changes L2)] i oysem
Wersion 2.0.3979.19011
Create Group of Students
Course CoderSection Gender Number of Grade
students = an
C—mCam| . || S o
or E )
© Female © Specify B2
O3
) mMale Oa
Os
Os
o7
Oa
=] Taking MXRG Students 12/08/2010 12/22f2010 PCPilot Oa
grade 10 Grade Level 12/08/2010 1z2/z2/2010 PCRilot O 10
O 11
O 12
O spcL
(=
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Step 2b: If, however, you are scheduling all students currently in a subject class, use the pull-down menu in the
“IN” option to select the course and section that the students are currently taking (see below). Once you have
selected the correct couse and section, click NEXT.

& Welcome to Scheduling, Transcript and Academic Reporting System

File: Edit Wi Tools Miscellaneous Administration

01Z121 - Test School 121 2010 -1
Department of A S
oyl Schedule Mass Changes Q o Syaim

Wersion 20397519011

Create Group of Students

Genter Nurmber of Grade
students & an

QAT @ Al =F
© Female © Specify Ba

Course CoderSection

m & or

) Male

Grade Level 12/08/2010 12/22/2010  PCRiot
Students 12/08/2010 12/22/2010  PCRiat O

& to Schedul... 23 https: . e W edul... Y Regents Scanning s... w114z am

Both Steps 2a and 2b will lead you to the following screen, which displays a list of the students from the group or
the class. Click NEXT.

# Welcome to Scheduling, Transcript and Academic Reporting System
File Edit View Tools Miscellaneous  Administration
012121 - Test School 121 2010 -1
Department of S
ot Schedule Mass Changes L2)] ot sy
‘ersion 2.0.3375.19011
AddiRemove Students
Student 1D Name 'E:if Dtr[':si:' Gender Active? e
» 1 20 st lan 10 405 F Remove Student

n 21 Isr ne 10 440 M 5

u 25 L vt 10 409 F il Add Student ID

n 26 val ih 10 404 F

7 S = ‘d D o L 1

1 37 Abdu isse 10 443 M

1 55 Abt Ja 10 443 F

1 75 D a 10 409 F Hewdonoun

1 76 Gi w 10 408 F 1

1 79 Gc n 10 409 F

1 80 Bi © 10 441 F Add Group

1 85 W n 10 401 M

1 89 Ph rd 10 408 F o

BACK I [ NEXT I |
Your selection returned: 30 student(s) [

;W8 1141 Am
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Step 3: When the following screen appears, use the Add Course Section pull-down list to select the Regents code
and section that you entered earlier.

% Welcome to Scheduling, Transcript and Academic Reporting System

File  Edit Wiew Tools  Miscelaneous  Administration

Scheol: 01Z121 - Test Schoel 121 Term: 2010 -1
m CFN Data/IT: Phone: S
Department of a
Eduostion Schedule Mass Changes L)) g s

Wersion 2.0.3975.19011

Perform Schedule Mass Changes

—

 rsEsccrion o~ o[ ¥ o ™ | o[ | o[ ™
06z “ =l | “ = | “ = | “ =

EOB2

HOE2

HXRA

MG22
v o ¥ | o | o[ | o ¥

REMOVE COURSE/SECTION  ZETElF
toe = | ~ = | v = | “ =

ZLUN

B2, W 1141 aM

Step 4: Click SUBMIT to add the exam to the students’ schedules. When complete, the message in the Results box
should read “Schedule Changes Completed Successfully.”

%€ Welcome to Scheduling, Transcript and Academic Reporting System

File Edit Wi Tools Miscellaneous Administration
Schoel: 012121 - Test Schoel 121 Term: 2010 -1

m CFHN Data/T: Phone: S

Department of

ronepeie Schedule Mass Changes

(]
{
i

Perform Schedule Mass Changes

CECEm v v | S = | S = | 3 = | 9 =
ADD COURSEISECTION
\ 9 ™ | o 5 | o & | o | v v
REMOVE COURSE/SECTION ‘ VI \" | Vl Vl ‘ VI \" | Vl V| | Vl V‘
\ o o | o & | a & o = o =

Results

Changes Comp St Lty Run Excel report
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Section 3B: The LOAD Exam Function

In addition to the Schedule Mass Changes feature in STARS, you can also use the LOAD Exam Function to schedule
students en masse for the Regents. The LOAD Exam Function requires an Excel file that lists the students who will
be taking each exam. You can then use this function to upload the list into STARS to schedule the students.

The Excel file must meet the following requirements in order to be uploaded correctly:
e The file will need to have the following column headings: StudentID, LastName, FirstName, Course,

Section.
e The tab for the worksheet MUST say “Sheet1.”

Below is a sample of what the file should look like (student IDs and names have been hidden). Please note
especially the names used for the headings of each column and the tab name for worksheet. Again, these must

match your worksheet exactly in order for the transfer to work

E3 Microsoft Excel - Sample load exan [ =0 =]
] File Edit Wi Inserk Formak Tools Daka wimc o Help - & =
I = = e (=T 0= = W [N S - W~ S SN ) Bi=_.2- E
gy dmgy sy o) G By | S ey | (= Bl 3 ] ¥ Rephe with Changes.. . Eod Review . !
Fl1& - =
: = : : : S I S =
| 1 StudentlD LastMName FirstMMame Coudrse Section l —a
=
3 [Mooo00000 | Le Jda MERG T ==
4 [M0o0000000 | Ra o MERG T
5 [Mo0000000 | So [N E) MHRG D1
5 [M00000000 Ro Sa MERG T
7 [Mooooo000 | Ro A MERG T
5 [100000000 | Si i MHRG D1
S [MOo0000000 | Sto J MERG T
10 100000000 1S Ca MERG T
11 [TO00000000 Lo Ro MHRG D1
12 (00000000 = Tl MERG T
15 (100000000 Ga Da MERG D1
14 100000000  Ab ci MRS D1
15 [O0000000 | D [=]] MERG T
1E [100000000 | Gi Jo MxRG D1 I 1
17 100000000 Go N MRS D1
18 [ oo0i = E ARG D1 ~
M 4 » el Sheetl § Sheetz £ Sheet=s 7 1= | =
Peady rLIrA

You may either use one file to enter all of the students for each exam, or you may load separate files for each
exam.

The following section outlines the steps you should take if you want to utilize the LOAD Exam Function.

Also, please note that once you have set up your schedules, you can use the EXAM INVITATION report to print
exam invitations. You can also select the option to include the photo of the student on the invitation. See the
STARS User Manual for detailed instructions. This document (HSST v 1.1 LOAD EXAM) can be found in the
document section of the STARS SharePoint.
http://portal.nycboe.net/sites/FinanceAdmin/DIIT/AppDev/HSST/default.aspx
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Accessing the LOAD Exam Function

Step 1: Click the MISCELLANEOUS option from the toolbar. Then click LOAD EXAMS.

€ Welcome 1o Sched! .o, -ocmer oy
File Edit Wigw Tow

: Reporting System

Manags Teril) and Marking Periods ool 121 Term: 2010 -1
Tariod e | able

= Phone:
School Calendar N . A
ession Settings = j—t

®

Special Ed Settings
[ oAb Exams
Exam Iriation

Werzion 20,3876 18011

Load Students CIF Codes 3) Confirm Term Details Selection:

[ Manage Comment Definitions |

School Name |

Test School 121

|
Term [ 1]

School DEN Year

Periads cycian mark paricas [ 1|
Start pate current [ vos

End Date Finalizad [ Yos

012128
012129 - Test School 129 |

Test School 128

2) Select Term:

Year Term Finalized Current
2008 1 (] (]
2010 1

3 hitpsfiatz.nychoe. .. T Fegents Scanning =... Co o, WA 11040 AM

Step 2: When the following screen appears, click SELECT FILE in the upper-right corner. This will prompt you to
select the location of the file. Select the location from your desktop, and click OPEN.

¥ Welcome to Scheduling, Transcript and Academic Reporting System

EEX
File Edit Wie

of

Miscellaneous  Administration

Scheol: 012121 - Test School 121
CFN Data/IT:

Taols

Term: 2010 -1
Phone:
Department
Bducstod Load RCT Exams

s
Foring System
oo . o, Coeter

@

“Wersion 2.0.3975.19011

i 4B ofo | b bl |

Student ID Last Name

First Name

+ Excel file you select should be in this format.
StudentiD
288652451
253124528

LastName

FirstName: Cowse Section

JOHN ‘m

>
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Step 3: Once the file is open, it will display on the screen. Click the UPDATE CHANGES button to submit the file to
STARS.

¥ Welcome to Scheduling, Transcript and Academic Reporting System

File Edit Wiews Tools Miscellaneous Administration

School: 012121 - Test School 121 Term: 2010 -1
m CFHN Data/IT: Phone: S
Department of A
Eduostion Load RCT Exams L 2] oo sy

Wersion 2.0.3975.19011

HE T of3e | b bl | | SelectFle
Student ID Last Name First Name Course Section |
» 100000000 Co 2 MXRG 1
100000000 Lo Ja MXRG 1 =
100000000 Ra =y MXRG 1 L
100000000 Go MNa MXRG 1
100000000 RO Sa MXRG 1
100000000 RO Y MXRG 1
100000000 Si i MXRG 1
100000000 Sto 1 MXRG 1
100000000 1= Ca MxXRG 1
100000000 Lo Ro MxXRG 1

100000000 '3 M MxXRG
) . I

* Excel file you select should be in this format.

StudentiD Lastiame FirstName Course Section
> 288652451 JOHN SMITH | ExRa |o
253124528 JOHN DOE RCTM 07

B Untit..

STARS has now registered the students listed on the Excel file for their respective sections of the Regents.

We are now ready to explore how this information can be used in ATS.
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Section 4: Printing Answer Document from ATS

Once students have been scheduled in STARS, the information flows to ATS on a nightly basis (provided it has been
entered by 9:00 P.M. during the week and 4:00 P.M. on the weekends). This information then enables you to use
ATS to print student answer documents, to scan the completed answer documents, and to generate reports that
synthesize the data in multiple ways. Information about scanning and reporting appears later in this Handbook.
The section that immediately follows focuses on printing the student answer documents.

Though most of your students will have been previously registered through STARS, a number of students will
require you to register them on the day of the exam. ATS provides this capability, as well. The steps for printing
answer documents for both students who are registered through STARS and who are not registered through STARS

are covered below.
This section covers the three following populations of students:

e NYCDOE students previously scheduled in STARS
e Anindividual NYCDOE student who is not previously scheduled in STARS
e A non-DOE student

(Please note: The same procedures for these students also apply to Walk-In students, though the process for Walk-
In students is not specifically covered below.)

Remember, the amount of scheduling details provided in STARS—such as teacher name, section number, and
room number—determines the printing options that are available.

Before we move on to the specific steps for printing your answer documents, now would be a good time to
confirm that your printer requirements are met. You can advance through the process flawlessly, but if your
printer is not up-to-date, you will not have your answer sheets ready on test day.

So please take a moment to make sure that your printer is ready. You can do this by:

e  Making sure that your printer model is compatible with ATS (Lexmark T640 or later). Do not use
incompatible printers (e.g., Lexmark T630) to print answer documents.

e  Making sure that you can print directly to an attendance scanner (Lexmark Attendance Scanner, models
X646 or x656, or the Fujitsu Attendance Scanner, model Fi6670). (You can print to your school’s
attendance scanner or to that of a neighboring school.)

e Verifying that your attendance scanner (or your destination printer) has a sufficient amount of toner for
printing this job.

In addition to taking these steps with the printer itself, you will also want to make sure that the pages you are
scanning are as clean as possible. Make sure all pages are clearly readable and free of any type of print defects.
Discard any pages that have less-than-perfect print quality, correct the cause of the print problem, and reprint
those pages. Imperfections include smudges, stray marks, or faded texts, among other blemishes that might inhibit
the scanner from accurately collecting the data.
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Section 4A: The Trailing Test Page

**XIt is very important that you scan the Trailing Test Page each time
you print a batch of answer documents to confirm that your scanner is
correctly capturing student scan response . ***

To help you determine the usability of your printed answer documents, a Trailing Test Page will be included any
time you print a batch of answer documents. You will then scan this page. It is important that you scan this page
in order to confirm that your scanner is correctly capturing the student scan response. |f no errors are reported,
you can distribute your answer documents. If an error does occur, refer to the DFS Confirmation Page for
guidance.

The batches of answer documents can consist of those that are either printed for the first time or re-printed. There
is no way to generate a Trailing Test Page independent of these batches.

If the Trailing Test Page fails, please check your toner level and the cleanliness of your scanner. If these aspects of
the printer and scanner are all clear, try to print again. When you are ready to re-print, follow the instructions
outlined in Section 5 of this Handbook (“Re-printing Answer Documents”).

If the Trailing Test Page continues to fail after your school has cleaned the scanner and checked toner levels, then
reach out to your CFN or to the DOE Help Desk (718-975-5100) about the problem

The Trailing Test Page is specific for each exam. The one-page answer document for January Physics includes a
one-page Trailing Test Page, and all other two-page answer documents include a two-page Trailing Test Page. The
test scan should include both pages of a two-page Trailing Test Page. The scan is designed to confirm the
readability of both the bar code and the answer bubbles.

An example of a two-page Trailing Test Page appears on the following pages:

23|Page




Regents Scanning Handbook -

The Trailing Test Page for the June Global History & Geography exam (page 1 of 2):

ey HXRGE TEST PAGE = =& 7" ¢
FrmDo: 0TI G AM Refore Distributing Exam Forms,  mossee sindssniniss
Please Scan This Test Page
O Thudent ansent Partl
1. ® O © @ 18 D e ® ® 35 o @& e @
z o @ ® @ 1 Dom e @ 3 0 @ & e
£ o @ e @ . 0O ® ® @ ar ® & & @
4 O @ @ @ . & O ® @ 38 0 e ® @
& ® © ® @ n o @& ® @ | D @2 e @
- o e @ @ = @ o . @ 40 o @ EX
T & @ @ @ M D m ®m . 4 e & & @
8. oD O ® . 25. & O ® M@ 42 D e O @
& ® © ® @ x o e ® @ 43 0 & e @
0. o @& & W F.§ Q] o e w a4, D @ EX
1 o - W @ .- Q] o @ . 45 ® @ EY I )
12 o @ @ . - & © ® M 45 o e o @
13. ® © ® @ . 0o @ ® @ 47, 0 & @ @
4. o @& & @ 3 o@D e @ 48, O & @ @
15. o m e @ 3z 0O ® @ @ 49, ®* @& @ @
1. o ® © @ 33 ® & & @ s0. o & @ @
17 ® © ® @ ES 0o e ® @
Before Distributing Exam Forms,
Please Scan This Test Page
Do not scan with other types of forms
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The Trailing Test Page for the June Global History & Geography exam (page 2 of 2):

g HXRGE TEST PAGE ~ Zanii=o0%
PaatDu: DOTHI ORI AM. Before Distributing Exam FOrms, s wnseas
Please Scan This Test Page

| For Teacher Use Only |
Fart Il - Thesnathy Eccay
0 o5 10 15 2@ LT 35 40 45 50 Enter RatersiScorers £ (3 digits)
C 0O 0O 0O 0 0O 0 0O 0O O e
—— EMW mwa mﬁw
1 ® O & @ o . L ® O
Z o . Ta ® 0
3 @ 0 e m D e
4 ® O Ba ® ©
& o - Bo. .
FPart B - D& Eccay
0 05 10 15 20 2% IO 35 40 45 5.0 Enter Rater'siScorer's # (3 dighs)
O 0 0 O @€ O 0 O O O O
Namag T oreE Numbers (3 dighs) Before Distributing
S Exam Forms,
O .
Please Scan This
ity Test Page
Do not scan with
other types of forms
Adtarninte Languags
G 0 ® & L
Chin=se  Haltian Crecle Komean Russian Epanish
|EF or 804 Acrommedation (Tl in e many an sgply] ELL Arpommaedations (1l in s many o apply)
® & ® © e - @ ©® ® @ ® & & & @ @
L n rimizg 1 n 1. Wsriwd of prassorsrics [eociding Bralis, age DU Thres srsraion 13 Sapams kortion UL Dilingusl ol oo Spicawsry
;m;:::ﬂt'r::iml Le of epal-chadogramimr-chech 6 RJA . polidon 15 Oral BE wrimes In nmive bnguags
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Because the January Physics exam is only one page, its trailing test page is also only one page, as demonstrated

below:
Joh Namg: SXRP -ta..z.w-_mmm.?u :
Pages Printed: 1 Ineeract Mads £ 31 21 O @6E
Print Dace: 014M/2013 01:39 PM SXR‘PR TEST PAGE e
Before Distributing Exam Forms,
Please Scan This Test Page
© Shudent abeert |__For Teacher Use Only |
o Eﬁmﬁmnm
Part A and B-1 Multigle cheice score (0= 500 Part B-2 Enwwal.gé';lfﬂmennnc Errlarﬁﬂﬂ_-.:aj-ru':
® o e © s e O |
© 9 4 o e v ©
@ o ' @
@ @ 3. Mm@ 85 & o
& @ 54 & © @ 85, IO |
= g 5 © @ . @ ©
® 58 & O @ 62 @ @
® =T, & O 60, @ O
_ @ s O @ n @ @
| Example s, @ o . B O @
| score of 45 .
: e 5 ® © e 7 @ ©
Lo
tTZI &1, e o 73 (O ]
S B2, IO T4, OO |
mr':m imlrﬁmmn?;fgmn: Humbers (3 dgil)
- 5 e O o
@ @
— prae ! 8
. 2 o
Principal's leitials |
1| n @ @
B e O
IEP'Dr SID-I.A-:nnmrmd-l'tha} [Iﬂ.i-l'; I.l; ma;m.-u:mplr] ELL Accommaodstions {Fill in 25 many as appiy|
@ @ @ @ ® - @8 o @ @ ® ©» @ - @ @
L Fuedsfiy i gchadulapiioieg 1 Aesbiiey nostingd, Methed of preseniation besch dieg. Sralbe, 11, Time meeraion §2 Sepsiste oaian 18, Al gesl domonas sy
gﬁrzmmﬁhmﬁﬂﬁwmul Uan ol ppeb-checkigrammmer-check. 6. WA 1 O B A 15 Ol iramsdrtion 16, RESponses witTer i ramve Ll fuags

All other trailing test pages (including the June Physics trailing test page) are two pages.
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Section 4B: Printing for NYCDOE Students Previously Scheduled in STARS

This option will allow you to print for a group of students at one time. In order to utilize this option, students

must be scheduled in STARS at least one day prior to printing. Once they are scheduled, you can follow these steps
(see Appendix Il for the approximate time frame when printing can begin):

Step 1: Log in to ATS. When the screen below appears, type REGT where indicated.

[= ™3270 USS ME
File Edit Preferences Help

h® & & LR A B | v E

hool FPlac

o]

‘Lockup

LuLu & Session ID: 6643 36
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Step 2: The following screen will appear. This screen lists the various printing and reporting options offered by ATS.
Tab to RGPR — Print Regents Exam Answer Documents, and press ENTER.

[2] 3270 Uss =)=
File Edit Preferences Help

e & & 0Lhh o8| /& H v BE

1) ¥
ution

The following screen should appear:
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[/ ™3270 Uss =&

File Edit Preferences Help

L® & & | Lk

ID: EPTW1402

[~
F5/
F11/
LULU & Session ID: 1667 7155
Device EPTW1402 negotiated
aé;i;; ) e e & openConnect S... & webCornect - L... (& OpenConnect 5... (& OpenConnect 5... (iw) 2 Microsoft OFF... ~| 23 Regents Orderin. .. WQ B, 1:48PM

This screen includes the various printing options. For now, we are focusing on how to print the answer documents

for students who have been previously registered through STARS.
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Step 3: Tab to the field indicated above and press F4. This will provide a list of the codes for the Regents exams
that you will be scanning (see screen below).

[=] ™a270 Uss BEx]

File Edit Preferences Help

L® & & Rbhkep =2 v H

LuLy & Session ID: 3870 3G
Device EPTW2004 negotiated

@ e~ @ &9 Internet Ex... - | [v) 2 Microsoft 0., | |3 Regents Orderi,.. || ) Regents Orderi... ~ Inbox - Microsa... () Microsoft Excel ... (\ﬁ‘_, B, 250PM
¥

The codes are listed along the left. The numbers on the right indicate the number of pages for each answer
document. Note exam XXXX is avaiable for testing purposes only immediately prior to the answer document
printing window opening.
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Step 4: Tab your cursor to whichever exam you want to print, and hit F2 to select. The following screen should
appear:

B ™N3270 USS

File Edit Preferences Help

LOe® & & LERe B B v &

PROFILE 19-E-435 N ; Publi
nion i ]

SELECTION CRITERTA:
REGENTS EXAM CODE

PRINT 3CHEDULED STUDENTS NOT FPREVI
PRINT STUDENT ID

FRINT AME (FCR NON-FUE WALE-TH)
DATE OF BIRTH: 5

NON-PUE 3

T CETICON: BN L A \LEHA)

DOWHL
ID: EPTWOODL T¥

LULU & Session ID: 7750 36
Device EPTWO0001 negotiated

Step 5: You are printing answer sheets for students who are scheduled in STARS but that have not previously been
printed, so make sure there is a “Y” in the field indicated by the first box above.

Step 6: The second box indicates which printer is active. This should be changed to whatever the code is for your
attendance printer.

Step 7: Hit F6 to execute. You will be prompted to hit F2 to Confirm or to hit F3 to Cancel. If everything looks OK,
hit Confirm. This will print all of the answer documents for the students who are scheduled in STARS to take the
exam you indicated.

NOTE: Schools can use the RGPR function in ATS to print out an answer document throughout the entire day
during which the exam associated with the answer document is administered, though it is strongly recommended
that answer documents be printed two weeks prior to the day of Regents administration. If a school needs to print
an answer document after the exam date, the school should email DAPS (regents@schools.nyc.gov) with an
explanation of its request.
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Now that you have printed answer documents for a number of NYCDOE students who are already registered in
STARS, let’s take a look at the steps you would follow to print an answer document for an individual DOE student
who is not yet registered for the exam.

32|Page




33

Section 4C: Printing an Answer Document for an Individual DOE Student Who Is Not Previously
Scheduled in STARS

This feature allows you both to print an answer document for a student from your own school who is not yet
registered for the exam and to print an answer document for a DOE student who is not even registered at your
school. ATS uses the student’s ID number to generate his or her unique answer document.

Please note: If the student does not know his or her Student ID, you can retrieve that information by using the
“SBIO” function in ATS. Just type “SBIO” in the top field of any Menu screen, and you can access this information

via the student’s name, birthday, or school.

The process for printing an answer document for an individual DOE student should look familiar, as Steps 1
through 4 are the same as those that are required to print a number of exams for students from your school who
are already registered through STARS. In fact, in order to print an answer document for an individual DOE student,
you can follow the instructions indicated on pp. 27-31 above. However, printing for an individual DOE student

requires a few additional steps.

Step 5: On the following screen, once you have entered the exam code, change the default “Y” to an “N” in the

field noted below.
Step 6: As you did before, confirm that the active printer is your attendance scanner.

Step 7: Enter the student’s ID number in the field marked Print by Student ID.

B TN3Z70 USS

File Edit Preferences Help

HL® & & 0O)b L) 6 A B v B

BEGEN

SELECTICHN CRITERIA:
EEGENTS CCDE

SRR AL ERNLERSTHNDENT 3 NOT PREVICOUSLY PRINTED
PRINT ’ UDENT ID
T T RIm d Pl nFu) o FUE

DATE OF EIRTH: NCHN-FPUE

CPTI ' ™", DEFAULT

) J DOWHL
TW3 PRINTER: 4 HOLD d ID: EPTWOO0L T

LULU & Session ID: 7750 9/55
Device EPTWO0001 negotiated

33



34|

Step 8: When the following screen appears, review the information, and press F2 to Confirm or F3 to Cancel.

=¥ Session A - [24 x B0] E

File Edit View Communication Actions window Help
HEEE L E L

PROFILE 10-X-141 New York City Public Schools 12-13-10 13:45:00
RGPRO110-TEST-T Regents Exam Answer Document (RGPR) 00042-DLESLIE

[ENTS EXAM ANSWER DOCUMENT (RGPR)

THE FOLLOWING STUDEMT WAS SELECTED BY STUDENT ID#

PRESS F2 TO CONFIRM OR F3 TO CANCEL

nave: A oo co/ie/es [ F stuoent 100 270 [

SCHOOL: lE]-N- GRD-LV-CLS: 200-10-201 STATUS: A

Fl1/Help F2/Confirm F3/Quit-return F4/ FB8/
Fr/s F8/ F9/ Fio/s F12/Exit

MA a 03/006

" |Connected to remote server/host 65chisD3 using port 23 Lexmark Optra 5 1625 (MS) on LP

You have now printed an answer document for an invidual DOE student who was not yet registered for the exam
through STARS.

Finally, let’s walk through how you would print an answer document for a non-DOE student who shows up at your
school on the day of the exam and wants to take the test.
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Section 4D: Printing an Answer Document for a Non-NYCDOE Student

This function in ATS enables you to print an answer document for a student who is not part of the NYCDOE system,
provided the student presents a signed letter from his or her principal indicating the exam for which he or she is
eligible to sit.

In this case, the first five steps are the same as when you printed for DOE students who were previously scheduled
in STARS (though change the default “Y” in the field marked “Print Scheduled Students Not Previously Printed” to
an “N” or leave it blank), so follow the instructions on pp. 23-25 above to get started.

Step 6: Once you have plugged the relevant printing information into the screen below, tab to the field that asks
for the student’s biographical information (see screen below).

Step 7: Confirm the student’s first and last name, date of birth, and gender. Check this information against a photo
ID.

Step 8: Determine the name of the non-Public School the student attends.

B TN3270 USS
File Edit Preferences Help

E® & & O)bhnLhe A B v H

ILE 19-K-435 [ i g 05-18-11 10:1
EROL10D L -t tic C ) 01531-KFIE

SELECTIC
REGENTZ

FPRINT EDULED STUDENTS NCOT PREWVI
FPRINT i
FR
NON-PUE

PHA)

( ENTER PRINTER IN DOWNL
3 PRINTER: 5 HOLL g ID: EPTW1814 T

LULU & Session ID: 9701 36
Device EPTW1814 negotiated
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Step 9: Press F6 to Execute. The following screen should appear:

PROFILE 10-X-141 New York City Public Schools 12-13-10 13:49:27
RGPRO110-TEST-T Regents Exam Answer Document (RGPR) 00042-DLESLIE
=

REGENTS EXAM ANSWER DOCUMENT (RGPR)

THE FOLLOWING STUDENT WRS SELECTED BY NAME - NON PUBLIC SCHOOL

PRESS F2 TO CONFIRM OR F3 TO CANCEL

NHME:_ DOB: 01/01. SEX: F STUDENT ID: -

SCHOOL: PACKER GRD-LV-CLS: 190-09-000 STATUS:

Fi1/Help F2/Confirm F3/Quit-return F4/ F6/
Ft/ F8/ F9/ F10/ F12/Exit

MA 03/006

You have now created and printed answer documents for a number of NYCDOE students who are already

registered for the Regents in STARS, for an individual NYCDOE student who is not yet registered for the Regents,

and for a non-NYCDOE student who is also not yet registered for the Regents.

The process that follows will enable you to generate and print answer documents for a number of Walk-In

students at one time, provided that all of the students are from the same home school. This option will be useful if
you anticipate a group of Walk-In students or if you are a school, like a Charter School, that does not use STARS to

schedule your students.

This option is called “Print Multiple Students by Home DBN.”
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Section 4E: Printing Answer Documents for Multiple Students by Home DBN

When you create answer documents for students who show up to your school as walk-ins, ATS will assume that
that your school is the student’s “home school.” However, if this student attends another DOE school, the RGPS

function will allow you to print an answer document for this student associated with the student’s actual “home
school.”

Step one: On the Regents sub-menu, tab to the option called Print Multiple Students by Home DBN and hit Enter.

|.i, TN3270 USS BEX

File Edit Preferences Help

L® & & LhR 668 H v H

LULU @ Session ID: 6643 36
Device EPTWOD86 negotiated

£ é;.j; ; a - i N (& webConnect - Inkern... (& OpenConnect Swing ... W B8 ATS screen-shats-3-2.., (L 4144 PM

e
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The following screen will appear.

BEX

|4 ™¥3270 USS

File Edit Preferences Help

L@ & & Lhho e E v H

LEVEL: __ OFFIC
LR L LaRU

& Session ID: 6643 316

LULU

Device EPTWOO086 negotiated
Eé;i;; a e = (& webConnect - Intern. ., (& DpenConnect Swing ... W B8] 4TS screen-shots-3-2..., (i? 4145 P
S —

Step 2: Populate the fields noted above with the relevant information for the answer documents that you want to
print. The Exam Code is mandatory, but once that is established you can opt to narrow the scope of your search

based on Grade, Grade Level, or Official Class.
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Step 3: After you have provided this information, tab your cursor to the field noted below. Hit Enter.

£/ TN3270 USS =<

File Edit Preferences Help

L® & & 0B R B

PROFILE 75-M-501 WEW L

AT
GCTh il

B |H | v E

City Public 8¢

01358-KFIEL

GRADE: 190

= Teund for

LULU & Session ID: 3371 36
Device EPTW0942 negotiated

39



40/

The screen below will appear. This screen lists all of the students who fit your criteria.

£/ TN3270 USS =<

File Edit Preferences Help

CL® & & Lhnho @ B v EH

PROFILE 75-M-501 el Y
EPT1670

GRADE: 190 GRADE

Names Names Student ID’s
blacked blacked blacked out i:::
out for out for for privacy.  [EE
privacy. privacy. 190
140
14an
140
140
1an
140
140

Enter ™" to

FL/Help 2 C ur ; F3/Print

F1/ A/ F ; h 0/ F11/
LuLu & Session ID: 3371 36
Device EPTW0942 negotiated

Please note that this particular search returned 12 students on this particular page (page 1 of 3). Though the
names are blacked out for privacy, each name has a line next to it (see the first arrow and box).

Step 4: Follow the directions at the bottom of the screen, and type a “Y” onto the line for the students for whom
you want to print an answer document. You can choose as many students as you want. If your search yields more
than one page of results, you can select the students you want on one page and then select the students you want
on the second page and then the third page and so on. Selected students will be saved automatically from page to
page. You do not need to print each page at a time.
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The screen below shows that answer documents for six students have been selected.

Step 5: Press F5 to print.

L2 TN3270 USS M==

File Edit Preferences Help

L@ & & 0Lb QB M |+ |E

PROFTLE 75-M-501
REPT1670

GRADE: 190  GRADE LEV .
ATUDENT ID

Names Student ID’s 1an

blacked blacked blacked out ii::
out for out for for privacy. l;,“

privacy. privacy. 120
190
190
140
180
180
1an
180

Device EPTWU0942 negotiated
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Step 6: Before printing, ATS will ask you to confirm the number of answer documents you want to print. (Note the
text highlighted at the bottom of the screen below.) Confirm your printer location (see the first box), press F5
again, and you will print your answer documents.

£ TN3270 USS (=<

File Edit Preferences Help

Le® & & Lhnhaee B v E

PROFILE 75-M-501

-11 15:41:

0100 Grade Lewvel 01358-KFIEL

. ENTER FPRINTER
W3 PRINTER: I

LuLU & Session ID: 3371 1117
Device EPTW0942 negotiated
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After printing, you will return to your list of students. However, please note where indicated below that where you
once had seven students you now have three. This is because you printed four answer documents. Once the
answer documents are printed for a particular student, he or she is removed from this list for that exam.

£ TN3270 USS (=1

File Edit Preferences Help

L® & & BEhne B @ v E

Public

Names Student ID’s
blacked blacked blacked out
out for out for for privacy.

privacy. privacy.

LULD & Session ID: 4400 3i6

Device EPTW1 109 negotiated

NOTE: Schools can print out answer documents for Walk-In students throughout the entire day during which the
exam associated with the answer document is administered, though if possible answer documents be printed prior
to the day of Regents administration and previous notice and communication between schools. If a school needs
to print an answer document after the exam date, the school should email DAPS (regents@schools.nyc.gov) with

an explanation of its request.

To reprint any answer documents, you need to follow the standard instructions for reprinting, which follow in the

next section of this Handbook.
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Section 5: Reprinting Answer Documents

In the event that an answer document has been lost or in any way compromised before the student has had an
opportunity to sit for the exam, the answer document(s) in question can be re-reprinted. Answer documents can
be re-printed for any student whose answer document had been previously generated and printed. For two-page
answer documents, you can opt to reprint only one of the two pages.

The steps for reprinting are straightforward.
Step 1: Log back in to ATS and type REGT when prompted on the main menu.

Step 2: When the following screen appears, tab to RGRR — Re-Print Regents Exam Answer Documents and hit
ENTER.

|/ ™N3270 USS

File Edit Preferences Help

L® & & L)hn o6 H v H

P
R
I
R
P

JOT I
)R PENDING APP

IGHT CTRL/RED ENTER

LULU & Session ID: 6643 3i6
Device EPTW0D86 negotiated

5 é;.j; ; a e Mz (& webConnect - Inkern... (& OpenConnect Swing ... W Bi ATS screen-shats-3-2.., (i; 4:50 PM
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The following screen will appear:

B 1§3270 USS

File Edit Preferences Help

@@%@Wfﬁfﬁﬂ[ﬁﬂﬂ?.

WOFILE 19-E-
ROZ0D

NUMEER : {OPTICHAL)

AGE EEAM
DEFAULT T

LULU & Session ID: 7801 35
Device EPTWO0008 negotiated

Step 3: Refine your search by entering the relevant information in the fields highlighted above. Remember that you
can access the Regents Exam Code by hitting F4. Also, if you do not enter a number in the “Starting Page Number”
field you will reprint all pages for that particular exam. You can select the specific pages you want printed by
entering a student’s ID number or by sorting by teacher, section, or room number.

Step 4: Press F6 to Execute. Your answer sheet will now reprint.

NOTE: Answer documents can only be re-printed during the scanning window for all students registered in STARS.
If a school needs to reprint an answer document after the scanning window closes, the schools should contact
DAPS with an explanation of its request (regents@schools.nyc.gov).
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Sample Answer Documents

Below is an example of a two-page answer document. Please note: The 12-digit unique page number (located in
the upper-left portion of the answer document) for each student’s answer document will remain the same
regardless of the number of times the answer document has been generated and printed. This number
corresponds to the bar code on the right. For 2-page Regents Answer Documents (i.e., all answer documents
other than January Physics, which is one page), the page number of the answer document’s first page will end in “-
1”7, while the page number of the answer document’s second page will end in “-2”.

Integrated Algebra Answer Document (page 1 of 2):

’_> F n0.:011202002186-1 l The University of the State of New York

N | | Regents High School Examination
ame:

NYC Student |o:! Integrated Algebra
Exam/Section: MXRE oo Exam Date: Tuesday, January 22, 2013

Teacher Name:

Exam Time: 9:15 a.m. - 12:15 p.m., only

(3 Student absent

Part |
1. ® @ @ ® 1" ® ® ® ® 21. @ @ ® o
2 0 ©® © © =z 0 @ o © z © @ @ ©
3. @ ©® ©® © 13, ® ® @ 2. ® @ ® ©
a ® ©® @ ® 14, ® ® ® ® 24, ® © @
5 ® ® @ 15, ® ® ® ® 2 ® ® ® O
. ©® ® ©® ® €« © ©® ® ® . 0O © ®
7 @ @ @ 17. o ® ® @ 27. o ® ® 9 ®
8. @ ® ©® © 18, @ @ ® @ 28, @ ® @ ©®
0. ® ® ©® @ 19. @ @ @ o 2. ® @ ® o
10. ®@ ® @® 20. @ ® @ 0. ® @ ® ®

Write your answers for Parts I, 1ll, and IV in the test booklet.

- The declaration below must be signed when you have completed the examination.

| da hereby affirm, at the close of this examination, that | had no unlawful knowledge of the gquestions or answers prior to the examination
and that | hawe neither given nor received assistance in answering any of the questions during the examination.

Signature
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Integrated Algebra Answer Document (page 2 of 2):

Pege no. 0112020021862 The University of the State of New York - L_veane 3 venen gog
Namd | Regents High School Examination e R Y
am Photocopies wil not scan fo ATS
NYC Student ID] ] Integrated Algebra T
Exam/Section: MXRER /88 Roam: Exam Date: Tuesday, January 22, 2013 i .
Teachar Name: Exam Time: 9:15 a.m. - 12:15 p.m., only
|  For Teacher Use Only |
Enter Rater's/Scorer's
Part Il # (3 digits)
. @ o @
az @ O @
33 @ © ®
Enter Rater's/Scorer's
Part lli #1(3 digits)
34, @ o @ @
35. ® © @ @
36, @ © @ @
E Rater's/Scorer's
Part IV e (3 digits)
a7. @ @ @ @ @
38 ® © @ ® @

®n 0 0 & @ ®

Print Raters/Scorers'

MNames (minimum of three) Mumbers (3 digits) ﬁ

Exam Invalidated

O

Principal's Initials

\—/

Alternate Language

® ® ® ® ®

Chinese  Haitian Crecls  Korsan Russian Spanish
IEP or 504 Accommedations (Fill in as many as apply) ELL Accommodations (Fill in as many as apply)
0 ® 6 @ & - O 6 &6 @ @ @ @ ® @ @
1. Flaxibility in scheduling/ming 2, Flexibdity in setling 3, Method of presentation (excluding 1. Time stersion 12 Separate location 13 Bilingual diclionandglossary
Braille, Large typa, and Tast read] 4. Method of response 8. Use of spell-checigrammar-chack. 14. Transisted edition 16 Oral transiation
6 WA T, Other 8 Braille 8, Large type 10, Test read 16. Respansas weitien in nativie language

The field on Page 2 marked “Exam Invalidated” is reserved for cases of academic dishonesty and can only be filled
out by a principal. This box should not be checked if a student fails to qualify for an exam (e.g., if a student did not
meet his or her lab requirement). For these students, a separate bubble is included on the Science answer
documents only (see below). The bubble should be filled out and the document rescanned.
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As previously mentioned, all answer documents are two pages except for the January Physics answer document,
which is only one page (June Physics, however, is two pages). Below is a January Physics answer document:

Page no. 011 F92002702-1 The University of the State of New York 3
Namel | Regents High School Examination
NYC Student ID:tww—~———  Physical Setting/Physics
- SR e Exam Date: Tussday, January 22, 2013
Exam Time: 1:15 - 4:15 p.m., only
[ Student sbsant
-~ Diid not meat
' lab reguiremsants
Pﬁllﬂdﬂ-1ﬂ|ﬁp&|:hﬂnmw-m| Part B-2 Enwfﬂ.o(ﬂ;a?mwhmc EMW
®@ @ @ o B8 © O
O] Q) '
52, ® 8. @ @
@ @
@ @ 54. @ o @ B4 OB
®© © & © o o ® ®
® x
@ = @ o @ -. oW
@ m B o . @ ©
@ 58 @ o . @ @
Example ) m @ o n e e ®
score of 45 R [ :
e o 8. @ O 7 @ @
[ ]
© L @ @ T @ o
|
_ e @ @ n ® O ®
e v ol Numbers (3 digits)
Uxam irenficdated -4 @ EJ @
' 76, @ @
i
[ ™. @ @
| Principals Intisl
78 @ @
™. @ @
IEF or 504 fccommadations [Fill in as many as apply) ELL Accommadations (Fill in as many as apply]
o2 @ @ ® - & @ @® @ o @@ @ - @& @&
L. Flesitditg s chesfulingiorming L Aexibiiny in setieg 3, Methed of praeniation |eecuding Rraile, LL Tirve: gaterean L) Separate koaton 15, Blirgual dicBonanygensary
Laspe type, and Tegtresd| & Method of response & Use of spelchichfgrammarchede @ WA T Dt 1A A S Oral transdanian 16 Arsseries wiittim in natha lasguage
E Braile @ Lacge type 10, Tesi resd

The January Physics exam is the only exam whose multiple choice questions will be scored manually (at a
distributed scoring site). Scorers will bubble in the raw score total of the multiple choice questions on the answer
document. They will then also grade the constructed response questions (Questions 51-79) and bubble in the

appropriate point values on this answer document.
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Also note that underneath the “Student absent” bubble on the answer documents for all four science exams (i.e.,
Living Environment, Earth Science, Chemistry, and Physics), there is an additional bubble indicating that the
student did not meet the lab requirements for the specific course (see below):

Living Environment Answer Document (page 1 of 2):

Page no.: The University of the State of New York - vsEno 3rENe
. Regents High School Examination Incorrect Marks &2 (31 () O @2
Name: eg_ _ 9 . Correct Mark @ Make no stray marks
NYC Student ID: |_|V|ng Environment Photocopies will nof scan to ATS
Exam/Section: Room:
Teacher Name: Exam Date: Wednesday, January 23, 2013
. A _ } ol
O Student absent Exam Time: 9:15 a.m.-12:15 p.m_, only .
Did not meet
O Donsimeet _ &
Part A
. © 6 6 66 @ . O 6 ® @ 2. © @ 66 @
2. © @ ® 12, ®© & ® @ 22. ® © ®

Shading in the “Did not meet lab requirements” bubble should be used only to undo a previously scanned
document. Do not use “Did not meet lab requirements” on a blank document. If a student who was erroneously
scheduled for one of the Physical Setting exams does not sit for the exam — and thus there is a blank answer
document for this student - you should un-schedule the student for the exam in STARS. (Although this process will
officially un-schedule the student for the exam, the REDS report will still include this student’s exam in its
tabulation of the number of exams printed).

Finally, please note that you only need to enter the Rater’s/Scorers’ initials for the individuals who graded this
particular exam. You do not need to include the names of each member of your team.
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Section 6A: Scanning Regents Exams in ATS

After scheduled students take the Regents exams, answer documents are ready to be scanned to ATS via the
attendance scanner. During the scanning process, ATS scores the tests and stores that information so it can be
gathered later via ATS reports (discussed later in this section).

Schools should only scan Page 1 (i.e, the answer document with multiple choice questions), as Page 2 answer
documents (i.e., the answer document with constructed response questions) will generally be bubbled and
scanned at the non-electronic, distributed scoring site. The only situation in which a school should scan Page 2 is
if the exam is being graded through electronic distributed scoring and the student has accommodations. In this
case, the school should bubble in the accommodations and scan the Page 2 answer document, leaving the
constructed response questions blank.

Schools must wait until they receive notification from the DOE to begin scanning answer documents for each

exam. This notice will be sent to all key contacts and Assessment/Data Liaisons via email; it will also be sent
through ATS News and will be posted to the Regents scanning intranet page. Exams scanned before notice is given
will need to rescan all of the documents as they will not have been properly scored. If no notice is received, schools
may begin scanning answer documents for a given exam on the first business day after the exam is administered.

Note that all scanning must be performed by schools during the following hours: Mon-Fri, 5am-8pm; Sat & Sun.:
8:30am-3pm. Any scanning that occurs outside these hours is allowed, but will receive the following message:

Send Results to ATS Detailed Description

ATS is offline from 9 PM to 6 AM. Your scan will automatically be sent

ATS Offline tomorrow after 6:00 a.m., You do NOT have to rescan.

All exams will have the same scan end-date that the DOE will communicate to schools.

Do not attempt to scan large batches too close to the scanning close, as it may not process in time.

After you scan each batch of answer documents, the scanner will automatically generate an SCNS report that tells
you the scanning status of your answer documents. Review this report to determine whether your answer
documents have been properly scanned and processed by ATS. You should also run the REDS repot in ATS to see
“Warnings” noted in the Teacher Section.

For questions regarding best practices for scanning, please see the Appendix I, “Tips for Scanning.” This section
steps through the overall process of scanning the completed answer documents.

The following pages will walk you through the scanning process with screen-shots that will appear on your scanner
while you are scanning:
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Step 1: Note the following home screen on the Multi-Function (MFP). Press BETA — Scan ATS Forms with your
finger.

10.€9.158.43 08.:38 AM 05-12-20¢

Held jobs 7 BETA - Scan ATS Forme)

ower Saver. Beta application ScanBubbleSh. ..

ouch any button to begin.

Step 2: When prompted by the screen below, load the scan sheets FACE-UP into the automatic document feeder.
The top of the page must be toward the feed direction. Do not scan more than 200 pages in a single batch.

Step 3: Press NEXT.

Load your documents on the scanner and press Next.
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Step 4: Wait patiently as the following screen assures you that the MFP has started scanning your pages.

Scanning

canning page 1

Step 5: Continue waiting patiently as the MFP connects to the scan server.

Connecting to
Scan Server...
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Step 6: Wait some more as the application on the scan server processes the bubble sheets.

Processing Job...

Once the application is complete, the MFP will display this message and print a confirmation page.

Scan Successful.

Pages Scanned: 1

Date: 05/12/2009

Time: 01:40:36 PM GMT+00:00
Send Results: Completed

&

File the remaining pages of the batch together with the DFS confirmation page. The DFS confirmation page has an
ID number for each scan job, which will be associated with each individual document in the batch. It is important
to keep the batches in order with the confirmation, as this will assist in retrieving papers as needed in the future.

Step 7: Review the SCNS report, which provides information on scanning status.
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Section 6B: Online Update Screen (RGTU)

**Pplease note the following before reading this section**

e Principals are the only authorized users of the RGTU function.

e The RGTU function should be used only in case of scanning errors, when the scanners did
not accurately pick up students’ and/or teachers’ original responses.

¢ In certain instances, changes made using the RGTU screen will be held for Central approval

e The DOE will track all uses of RGTU; instances of RGTU use will be audited by the DOE
through visual inspection of scanned documents.

[ Taz70 Uss BR[|

File Edit Preferences Help

L@ & & 0D

REGENTS

LULU & Session ID: 1667 3i6
Device EPTW1402 negotiated

b N i N &8 OpenConnect 5., & WebZonnect - L., & OpenConnect 5., & openConnect 5... [fw) 2 Microsoft ©f... | 3 Regents Orderi... (é &)™ 1zoFm

RGTU Use Cases

In some cases, scanners may not accurately capture the information that the student or the teacher provided on
an answer document. In these cases, Principals, or their designees, may use the RGTU function in ATS to manually
correct the errant data.

The RGTU function is reserved for cases where the scanner incorrectly captures responses related to erasures,
selections lightly bubbled in, or stray marks. In this situation, the Principal must determine that the scanner clearly
failed to interpret the student’s intended answer as recorded on the answer document. If there is a discrepancy,
then a change, using the RGTU screen, can be made to reflect the response that the student intended. Use the
REDS report (see page 54) to confirm scanning accuracy.
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Do not erase or re-bubble and then rescan any student responses. Per NYSED policy, under no circumstances may
teachers or administrators mark, erase, or otherwise modify any part of the student section of the answer
document.

There are situations where an answer document is compromised in such a way that the document itself won’t scan
(i.e., spilled liquid on answer document that prevents scanning, the document is ripped, or the document is
smudged in such a way that the scanner is unable to read the answers). In this situation, check to make sure that
the scanner is clean. Then try to scan the answer document by placing it on the glass, rather than through the
feeder. If these approaches do not fix the problem, the Principal is authorized to re-create the un-scannable
document; the school must retain the original document for audit purposes. The school will then rescan the
duplicate answer document.

Changes to the student answers, teacher section, and accommodations are made separately (see below).

Enter SELECT

As of January 2013, schools can only update the Student Answers (i.e., multiple choice questions),
Accommodations, and Alternate Language status. All online edits to the Teacher Answers (i.e., constructed
response questions and essays) must be made centrally or by the Site Supervisor at the site at which the exam is
scored.
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Review and Approval Process

In certain instances, changes made using the RGTU screen will be held for Central approval. If an answer document
with a verified scanning error returns a failing score of 64 or less, and the RGTU change results in a passing score of
65 or greater, then the change will be held for Central review and approval and will cause the record to be locked
until the document status is resolved *. Changes made in RGTU that do not cause a record to move from a failing
score to a passing score will be processed automatically (e.g. a score of 80 to 82 or 49 to 52). Score changes that
involve misadministration, did not meet lab requirements, absent, or invalid scores moving to a passing score will
also be reviewed centrally.

Most requests will be reviewed within 48 hours unless further information is needed. In all cases, each school must
retain a written explanation of each change in RGTU and any re-created answer documents for audit and review
purposes. Principals will be directly notified via email (along with their CFN Data/IT Liaison) if a change requested
has been denied, or if further information is needed to justify the change. Data/IT and/or Assessment Liaisons will
work with DAPS to clarify any such requests.

Principals will be able to review the status of requests in ATS in real-time. If a change is rejected, all RGTU updates
for the document will be deleted and the document will be returned to its previous state and score. Approved
changes will take effect immediately.

Schools are no longer required to complete and submit the On-line Update Tracking Form, and will receive email
communication only in case of rejected RGTU changes.

Finally, please note NYSED Rescoring Policy explicitly prohibits the rescore of any of the open-ended questions on
any Regents exam after each question has been rated the required number of times (as specified in the rating
guide), regardless of the final exam score. Specifically, exams receiving a final score of 60-64 or 50-54 are not
permitted to be re-scored. Principals and other administrative staff in a school or district do not have the authority
to set aside the scores arrived at by the teacher scoring committee and rescore student exams. Under no
circumstances should RGTU be used to enter rescored student exam scores. As a reminder, every change using
the On-line Update screen will be audited by reviewing the original, scanned answer document to determine
why the change was necessary. An image of each scan is recorded and will be used to investigate any perceived
fraudulent activity among item responses.

1f a school attempts to rescan a locked record, the scan sheet will be successfully scanned and sent to ATS—but ATS will reject
the record. The error will appear on the SCNS report, and the record will not be updated.
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Instructions for Updating the Student Section

In order to use the On-line Update function to update a student’s multiple choice responses, follow the steps
below.

Step 1: On the Regents Sub-Menu, tab to Regents Online Update (see below) and click Enter.

[ 3270 Uss L=

File Edit Preferences Help

e & & )b R e B B -
PROFILE 1 =4 Ne ) Cit ublic ! 5 . 9:C =

REPT1¢

RCOS
RCOL
RHSE

ED

LuLy
Device EPTW1402 negotiated

BT @ ceercomet o | @ viescamess -t | @ overcomests. ]| @ omencomesi sen L2 Marszoit ot ] 3 resens crene IR QO )% 122 e

@ Session ID: 1667 3i6

The following screen will appear:
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SELECTIC

RE

Enter SELECTION CRITER

F2
F5
F10

LuLy & Session ID: 1667 710
Device FRTWA4N2 neantiated

Step 2: Insert the exam code and the student ID where indicated by the first box and arrow above. Then select the
section of the exam that requires an adjusted response, indicated by the second box and arrow above. F2 will
direct you to the student portion of the answer document; F5 will direct you to the teacher poriotn, and F10 will
will allow you to update the student’s testing accomodations & alternate language status. Schools will only be able
to use F2 and F10. We will now step through the student section. So, click F2.

A version of the following screen will appear:
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|2 TN3270 USS M=

File Edit Preferences Help

L® & & Lbhnho B B v E

; Pub 05-27-11 16:0
3 s (RGTU; 01159-KFIELDSZ

DENT ID : 08 1 CODE SCHOCL YEAR @ 2010-2011 TERM :
NUMBER : 1

STUDENT ATTENDANCE : P (P - PRESZENT, A - ABSENT) EXAM TNVALIDATED

STUDENT AN:
1.
11.
21.

BAW ZCOR L FINAL 3CCORE

LuLy & Session ID: 185 36
Device EPTWO0170 negotiated

There’s a lot to note on this screen. First, when you initially arrive here, the box #1 will be blank. Mark “P” if the
student was present for the exam. Next, look at boxes #3 and #4. These indicate the student’s current raw and
final score. Finally, box #2 includes an “M,” which means that the scanner is picking up multiple responses for that
particular question. If upon reviewing this question, the scorerer determines that this response is the product of a
stray mark on the page and that the student did, in fact, offer only one answer, the proper authority can change
this answer accordingly. For the purposes of this example, we are going to allow that the student clearly chose “1.”

Step 3: To change this answer, place your cursor in the field with the “M” and replace it with the answer the
student marked, in this case, “1.” Hit F2. Hit F2 again to confirm, and the answer will be changed.
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Note in box #1 below that “1” was actually correct and that the raw and final scores have both automatically
adjusted themselves in boxes #2 and #3. Also note that box #4 reflects the name of the person who inputted the
most recent change and the date that the change was made.

Finally, box #5 confirms that the answers have been updated.

£/ TN3270 USS M=%

File Edit Preferences Help

L@ & & 0Lb Qo R H

B
NAME

DENT ATTENDANCE :

UPDATE 3

LuLU & Session ID: 185 36
Device EPTW0170 negotiated

Click F3 to Exit. This returns you to the main menu for the item-update feature.
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Changes made in RGTU that do not cause a record to move from a failing score to a passing score will be processed
automatically, and the revised score will be immediately integrated into the Summary, Item, and Item Status
reports. If students are registered in STARS, their revised score will flow with the next overnight transfer.

Requested changes that cause a record to move from a failing score to a passing score will be held for review and
approval by DAPS, and will cause the record to be locked until the document status is resolved. You will be able to
tell that your record is being held for review because the “UPDATE STATUS” within the RGTU screen will say
“pending”, as in the case below:

4 TN3270 USS M=%
File Edit Preferences Help

L® & & OLbh oA KB v E

I - vork City Pub
I i Rege 1 5 (RG 011159-KFIELDS2

T
fadudidh

STUDENT
1.
11.
Z1.

STUDENT ANSW
F1/Help
F7/ 3 Refresh F1l0/

LULU & Session ID: 185 3G
Device EPTWO0170 negofiated

DAPS will make every attempt to review these pending requests within 48 hours. To view the status of a
requested move from a failing to a passing score, go to the RGDR screen:
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THIZTD USS 5

P B Prederencon Veip

LA A Session i 4790 1

e ERTVIANT snsrsonsd

Once you type in RGDR and press F2, you will then be taken to this screen:

THIZTD LSS -2

Fim Edd Prefer

LUK @ Session I0- 17 BHT

To identify the status of all RGTU requests at your school, you can you can simply press F2 twice:
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THIZTD LI5S
Fin Edd Prelerences Hilp

E@® & s LG Lo s @H | 6~

[ |

IDs blocked Names blocked for
for privacy privacy.

LA @ Session I 173

Note that the status of the bottom RGTU request is “PENDING,” meaning that DAPS is in the process of reviewing
this request. DAPS will either approve (“APPROV”) or reject (“REJECT”) all RGTU requests, and a schools should
check the RGDR screen periodically to see if the status of a “PENDING” RGTU requests has changed.

In this particular scenario, DAPS has approved the RGTU request, and so the next time the principal logs in to
RGDR, s/he will see that the status of the RGTU request has changed from “PENDING” to “APPROV.”
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THIZTO LSS
P B Pslerences  Hisip

Ee® & s Lok ad @H(~

|

Student IDs Names blocked for
blocked for privacy.
privacy

L @ Session IC 4237 16
Dzgtce EPTW A 30 mogorieried
[FSTaTT T Al B oo Brploere = | 151] Bogenes Sanemgibe = Cerbaied Song & ] BiaTu scremarshits-d, Ik - sl —.mn - nesm
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Section 7: Printing Reports from ATS

Once the answer documents have been scanned, a number of reports are immediately available in ATS in relation
to Regents exams. These reports include the Status Report, the Item Report, and the Item Distribution Report. This
section will walk you through how to access these reports and highlight some of their key features.

Each night, the data generated by ATS is sent to the transcript system and to STARS. For students who are taking
the exam in their own school, the record should be available in STARS for reporting purposes (i.e., report cards,
exam reports) the following day. For students who take the exam in a school other than their own, the records will
be available on the transcript only.

The Status Report and the Item Report are both available through the same menu. We will go through the way to
access these two reports first and then move on to the Item Distribution Report.

Step 1: Log in to ATS and type REGT. When the screen below appears, tab to REDS — Regents Exam Document
Status. Press ENTER.

[/ ™azr0 uss mEE

File Edit Preferences Help

Le & & LbRkeos @ v H

D ENTEER

The following screen will appear:
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|2 3270 Uss BEX

File Edit Preferences Help

Le® & & 0hb&o e E v E

@ Session ID: 12 7148

LuLy

Device EPTW0214 negotiated
e
3 A ) 1] Regents Scanning Ha. .. [, Inbox - Microsoft Out. . (& webConnect - Intern.. & openconnect Swing ... B (\f [~ 5:45PM

Step 2: Enter the exam code for the test for which you want to run your report. (Remember, F4 provides a list of all
of the codes.)

Step 3: Indicate when the exam was taken and the type of report you want to run, indicated by the first box and
arrow above. Please also note that you can choose to print only the exams that have warnings, multiple answers,
or omitted answers by replacing the “N” in this field with a “Y.”

Step 3a (optional): To view exams of all students from your school, including those who took a test at a different
school, click “Y” next to where the that field says “Run by home school.”

Step 4: If you want to print the report, make sure that the printer is set for your attendance scanner, and it F6 to
Execute.

Step 5: If you would rather have the report emailed to yourself so you can access it in Excel, insert your email
address in the field indicated above, make sure that the status is st to “D” for download (also indicated), and hit F6

to Execute.
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In order to access the Item Distribution Report, return to the Regents Sub-Menu (hit F12 to Exit).

Step 1: On the screen below, tab to RADI — Regents Item Distribution Report. Hit ENTER.

Home DBN

LuLuy
Device EPTVW0214 negotiated

& Session ID: 12 36

3 - A &1 Regents Scanning Ha... [~ Inbiox - Micrasoft OuE, ., (& webCannect - Intern... & openconnect Swind ...

The following screen will appear:
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(=) 3270 Uss BN

File Edit Preferences Help

L® & & oLbh ke @ B v |=

LuLu & Session ID: 12 7148

Device EPTWD214 negotiated
a - N R E¥] Regents Scanning Ha .. ' Inbox - Microsoft Qut. .. @ webConnect - Intern. .. @ openConnect Swing ... 12 (\l? ~ GI10PM

Step 2: Indicate the exam code and the term.

Step 3: Make sure that the printer is set up to print to your attendance scanner.

Step 4: Press F6 to Execute. (Please note that this report cannot be emailed to yourself.)
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Section 8: Interpreting the Reports
The following three reports are available via ATS:

e The Document Status Report, which provides information for each answer document scanned and any
potential warning flags that should be reviewed on the answer document.

e The Item Report, which provides information detailing the specific responses marked on individual answer
document.

e The Item Distribution Report, which provides a frequency distribution for each item and the number of
students who selected each potential response.

The following pages break down each of these reports, providing a broad overview of their function, a screen shot
that shows how they look, and some guidelines for how the information contained in each report can be best
utilized.

69 |/Page




70 |

Section 8A: The Document Status Report

The Document Status Report lists the name of the exam and the number of answer sheets that were generated,

scanned, and unscanned. The number of generated answer sheets will equal the total of the scanned plus the
unscanned documents.

To get to the Document Status report, use the following steps:

Step 1: Go to the REDS screen in ATS:

|2 ™3270 Uss AEX
File Edit Preferences Help
Le & & nbke b &~

PROFILE
REPT1 0

ED ENTER

LuLy @ Session ID: 7120 36
Device EPTW0102 negotiated

T Y T Dol s

a e 0 ) Inbiox: - Microsoft Out... | 822 Regerts Scanning Ha... | @ WebConnect - Interm,..
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Step 2a: Type in the exam code.
Step 2b: Type in “T” (for “Status”) in the blank field adjacent to the text “REPORT TYPE”.

Step 2c: Select the appropriate printer (if alternatively, if you want to the report to appear on your screen, you can
type “S” in the field next to “PRINTER”).

Step 2d: Finally, Press F6 to execute, and you will print the Document Status Report.
‘E TN3270 USS B

File Edit Preferences Help

Le & & Lbhhoe B v E

S REPCRT

LuLy @ Session ID: 7120 19164
Device EPTWI 102 negotiated

ar e aE (. Inbox - Microsoft Out.., | @] Regents Scanning Ha (@ webconnect - Intern.. (@ openconnect Swing .. | @ OpenCannect Swing (@ Gmail - Inbo (5,099).

The printed Document Status Report looks like this:
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PROFILE: 15-K-435 ATS NEW YORK CITY PFUBLIC SCHOOLS DATE: 04,/25/11
USER: MBUSHZ REGENTS EXAM DOCUMENT STATUS REPORT ERB‘DGJ BAGE: 1
BERM: X¥XX  SECTION: 33  DEMO/TEST EXAM
RAME RAW  PFIMAL  --8CAM--=  eeeee ACCOMODATIONS ------ ALT RE-
T OFC S00RE  SCORE DATE TIME FRGE I8R/504 BLL WARNINGE LANG SCRN
AESENT, ADAM ABE 201104235 3:30 BM 152435000053
BE0 B0 231
JANE, SMITH 26 €0 20110425 3:20 BM 193435000061 123 il iz 041,/042/046/047
5P
880 DBO 833
JONES , DONALD 4] 86 20110435 3:26 BM 153435000063
880 D80 341
LINDA, JUNES 3 7 20110435 3432 PM 193435000065
880 080 §43
MARTIN, MARTANNE 23 56 20110425 3:31 BM 133435000087
380 DBO 845
MULTIPLE , MAMNY 55 84 20110425 3:18 B 1323425000058 041
g0 080 §37

'ANES, SRLLY a7 100 20110425 3:15 P 153435000055
880 080 833
EMITH, JOEN NOT SCRNNED 193435000057
880 020 B35S
5 B8 20110425 3:22 PM 153435000065 4

, CHARLOTTR
R0 0BO Bag
EEPORT STRMMARY :

masasmsmssnmanass SOORE RAMGE ==cccccmcmmm—mcoe-
EXaM GENERATED UNSCRNRED PRRT SCAN  SCAMNED  WARN ABSENT 0-54 55-84 B5-24 85-100 EXAM TNV
KXXE 3 1 8 2 1 L 14% 2 1% I 14% 3 43%

WAENING HEY:

040 - STUDENT EUBBLED AESENT AND ANSWERS ENTERED
041 - MULTIFLES BEXIST IN STUDENT ANSWERS

042 - OMITE IN STUDENT ANSWERS

043 - MULTIFLES IN ALT LANGOAGE

046 - WULTIFLES IN TEACHER ANSWERS

047 - OMITS IN TEACHER ANEWERS

In addition to listing scanned and unscanned documents, the report lists the number of students who were
“Absent,” and the number of exams that fell within a given grade range.

Finally, the Document Status Report lists the number of Errors and Warnings that occurred in a given batch. The
difference between an Error and a Warning is subtle but important:

e An Error occurs when a scan did not go through. This means that ATS did not receive the data. If an
answer sheet runs through the scanner upside down, for example, or if a bar code is unreadable —these
qualify as errors. An answer sheet that is erroneously scanned will print out a copy of that answer sheet
indicating the flaw and asking you to rescan.

e In contrast, a Warning occurs when ATS collects the data but the data is rendered compromised or
incomplete. Warnings are accompanied by codes that indicate the precise problem. For example, Warning
Code 041 means that a student bubbled in multiple answers; Warning Code 047 means that the teacher
omitted a portion of his or her part of the answer sheet.

The Document Status Report provides at-a-glance information that lets you know how successfully your completed
answer sheets were scanned to ATS.
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Section 8B: The Item Report

The Item Report allows you to analyze the Regents results for individual students and informs decisions on how to
move these particular students forward.

The Item Report looks like this:

FROFILE: 19=K=435 ATE  MEW YORE CITY FUBLIC SCROCLS
[USER: MBOSHZ EEGENTS EXRM ITEM REPORT (REDEZ)
T —

BERM: NXEX  SECTION: 93 DEMO/TEST EXAM

HAME ---8C0RE-- 0 1 H 33 H £
Io# OFC EAW FINRL 12345 G790 12345 67800 12245 €7890 1234567089 OMIT MOLT

ANEWER =sssssssssse ssessssesp §1322 Q2331 42431 43334 24234 23331 wrewemwsw

KBESENT, RDRM KBS
a80 080 B3l
JANE, SMTTH 26 60 42-1- 31L1- -31EM 3444- M2-NX 4123- IMIIFEZLX 3 ]
380 080 833
JOMES , DONALD 3  BE  meess seses 23eed seesl =ees] eewse 022213232
380 080 B4l
LINCA, JONES B 27 12543 212-4 1-343 3123~ 1234} -1234 000000000
a80 080 B43
MBRTIN  MARIANNE 23 56 L2343 212-4 1-342 12-42 12342 12-42 120012432
480 080 o453
MULTIFLE , MANWY 65 B¢ --Ml- ----- --ee- --e- M ----- M---- 131151332 3
BED D80 83T
SMRRTYPANTS, SALLY BT 100  =eese seeee ssess smses smess seeoe 222313444
880 D80 833
EMITH, JOGH @07 41-3 1---- -4le- 2432 123-2 12--3 012212123
480 080 935
VANCE, CHARLOTTE 75 BB --e==d sewem mewes Beees m=lle seese 211323334 '
BED 080 848
REPORT SUMMARY:
. m--—mamssssazesss SO0RE FARGE ==c-------m--mmmm
EXRM  GENERRTED MSCRNNED PARET SCAN  SCRENED  WARN ARSTNT b-54 E5-84 85-84 5-100 ENAM INV
IXTH 9 L] 2 1 1 1% 2 25% P i 38w

The Item Report lists the student’s name, ID, raw, and scaled score.

This report also allows you to see:
o the number of questions the student answered correctly (denoted with a hyphen);
o the number of questions the student answered incorrectly (denoted with the incorrect answer
that the student chose);
o the number of questions the student omitted (denoted with an “x”);
the teacher’s score for the student’s open-ended responses;
o and the number of questions that the student omitted or for which the student listed multiple
answers.

@)

Remember, you can also choose to print only the answer documents that include warnings, multiple answers, or
omitted answers.

The Item Report provides an overview of the standards that the student has mastered and the standards on which
the student needs to continue working.
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Section 8C: The Item Distribution Report

The Item Distribution Report allows you to analyze the Regents results for the student group as a whole in order to
inform instructional decisions for these students as well as for future students.

The Item Distribution Report looks like this:

PROFILE: 19-K-435 ATS  NEW YORK CITY PUBLIC SCHOOLS DATE: 04/25/11
USER: MEUSHZ REGENTS EXAM ITEM DISTRIGUTION REPORT (RADT) PAGE: 1
EXAM CODE: ZXXX

QUESTA aNS 1 ANS 2 ANS 3 BNS 4 TOT RESP  OMIT  MULTI

------ ol T Y i ST T Tt Y telviout el
1 3375 0 0.0 & 50,0 1 125 8 0 0
2 4%  50.0 2 25.0 1 12.5 1 12.5 8 a ]
3 1143 g+ 57,1 2 286 0 0.0 7 0 1
i 2 25.0 av 5000 o 0.0 2 25.0 8 0 0
5 0 0.0 45 50.0 & 500 0 0.0 8 0 0
6 1 1235 2 18500 1 125 T 8 0 0
7 30375 3¢ 62.5 0 0.0 2 0.0 8 0 0
8 1125 2 2500 5+ §2.5 0 0.0 8 0 0
£ 1 12.5 0 0.0 7* B7.5 1] 0.0 a 0 [i]
10 g 75.0 0 00 0 0.0 2 5.0 8 0 0
11 2 25.0 0 0.0 0 0.0 6%  75.0 ] 0 i]
12 1] 0.0 5% £2.5 2 25.0 1 12.8 8 1] g
13 2 5.0 o 0.0 2 25.0 500 8 0 0
14 o 0.0 s 7.4 b 0.0 2 28,6 7 1 0
15 4+ 57.1 2 286 1 143 0 0.0 7 o 1
16 2 25.0 2 25.0 1 12.5 3% in.5 a 1] Li]
17 1 12.5 1 12.5 5+  p2.5 i 12.5 8 0 Q
18 0 0.0 1 125 5+ 62.5 2 25.0 8 ] 0
18 0 0.0 4 50.0 > 25.0 2 25,0 8 0 0
20 1] 0.0 3 4z.9 o 0.0 4% 57,1 7 L] 1
21 3 42.% 4+ EB7.1 Q 0.0 [1} 0.0 7 ] 1
22 ] 0.0 i 0.0 '] 0.0 4* 50,0 8 0 ]
23 1 12.5 4% 0.0 3 37.5 a 0.0 3 ] Q
24 1 14.3 0 0.0 4% 57.1 2 28.8 7 1 /]
25 0 0.0 1 4209 1 143 % 429 7 1 0
26 2 28.6 4+ 571 0 0.0 1 143 7 0 1
27 2z 25.0 2 25.0 4% 50.0 0 0.0 ] 0 0
28 '] 0.0 2 25.0 &% T75.0 a 0.0 8 1] 0
29 1] 0.0 5% g§2.5 2 25.0 1 12.5 8 1] 0
30 5+ 62.5 1 12,5 1 125 1 125 8 0 0

QUESTY  ANS 0 g 1 AN 2 ANS 3 NS 4 AN ANS 6 TOT RSP OMIT MOLTI

-------- St St SUNEE! SRR SURNOTY NSCY S RSt R S A
TEACHER EVAL QUESTIONS

il i 1.k 2 25.0 3 s g 0.0 o 0.0 b 0.0 0 0.4 5 0 ¢
32 1 14.3 1 14.3 5 T1.4 g 0.0 o 0.0 0 0.0 6 0.0 7 1] 1
13 2 25.0 3 315 i 315 ¢ 0o a 0.0 & 0.0 0 0.0 ] 0 ]
£l 2 25.0 1 125 2 150 i 3.5 o 0.0 [ 0 0.0 ] 0 i
5 1 12.5 4 50.0 1 125 ¢ 25.0 o 0.0 0 0.0 0 0.0 ] 4 0
36 1 14.3 1 14.3 2 2.6 1429 0 0.0 0 0.0 0 0.0 7 1 0
7 1 12.5 1 1a.5 3 375 1 12,5 2 25.0 0 0.0 0 0.0 & ¢ 0
38 1 1.5 1 125 2 25.0 3 3.5 1 125 1 0.0 0 0.0 g o 0
i3 1 14.3 o 0. 3428 1 14,3 2 28.6 1 0.0 0 0.0 7 1 i
* « CORRECT ANSWER UNSCANNED EXAMS = 0 TOTAL ABSENT = 1 TOTAL INVALID = 0

The item Distribution Report lists the numbers for all of the Multiple Choice and the Teacher Evaluation questions.

For the Multiple Choice items, this report includes the four potential answer choices and the number and
corresponding percent of students who chose each possible choice. The correct answer is noted with an asterisk.
The report also features the total number of respondents, the number of times a question was omitted, and the
number of times a question was marked with multiple answers on one sheet.
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The net effect of this section of the report is that you are able to see how your class did as a whole. You can see,
for example, that 95.3% of your class answered a given question correctly, or that only 40.9% percent answered
another question correctly, and, furthermore, that 36.2% of the class chose the same incorrect answer. This report
could really encourage you to dig beyond the numbers and investigate the reasons for the scores.

The item Distribution Report also features the scores for the Teacher Evaluation portion of the exam. This section
lists the questions and the number and corresponding percentage of questions that received a given score (0-6).
Evaluators might find it interesting to see where the scores fall across the exam, and an increased number of high
or low scores might prompt you to revisit a particular question.
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Appendix | — Regents Scanning, CFN Turn-Keying Checklist

[ ] Assoon as possible: Identify dates to train your schools, where necessary.

O Invite all key stakeholders involved in the process to this training: Operational Leaders
(principals and Aps); Technical Specialists (testing coordinators, scanning managers,
ATS); and Instructional Leaders (department heads and data specialists).

[ ] Assoon as possible: Turn-key the process to schools (where necessary) and present a live demo
of the process.

O Materials will be posted on Regents Networks Resources page on the Intranet
(http://intranet.nycboe.net/SchoolSupport/NetworksResources/achievement/Assessment/Regent

sExams.htm).

[] During the month prior to test administration: Determine if schools need any support with the
overall process.

O Inquire specifically about logistics, printing and scanning capabilities, and understanding
of the new guidelines.

] Three weeks prior to test administration: Make sure that schools should have scheduled the
majority of students for the Regents exam in STARS.

L] Atthe beginning of the month of test administration: Ensure that schools should identify a lead
person to coordinate the Regents scanning process.

[] By the close of the week prior to test administration: Ensure schools have printed the majority
of their answer documents via ATS.

O Follow up with schools that have not yet printed their answer documents.

[] During the week prior to test administration: Make sure that schools have planed the logistics
of exam day. This includes

O room assignments

O printing extra answer documents when necessary
O making pencils available for students,

O anticipating Walk-In students

O printing and interpreting reports

[] During the test administration period: Support schools during the scanning process
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Appendix Il -
Regents Scanning, School Implementation Checklist

[] During the month prior to test administration:

O If necessary, receive training from your CFN on overall process.

= Conduct demo of overall process through your ATS system.

O Confirm that your school’s printer and ATS scanner is functioning properly:

= Ensure ample paper supply, toner, and the scanner is cleaned.

[] During the month of test administration:

O Three weeks prior to test administration: Schedule the majority of your students for
the Regents exam in STARS.

O Two weeks prior to test administration:

= Inform applicable staff members about the Regents scanning process and
assign people to conduct the following tasks:

e Schedule students for the Regents exam in STARS.

e Print answer documents before the exam from ATS and scan the trailing
test pages from each batch of printed answer documents

e Communicate new process with the exam proctors and the scoring
team.

e Plan the logistics of exam day (e.g., determining room assignments,
walk-in students).

e Scan answer documents with the attendance scanner.

O Use ATS to print the majority of the answer documents before the exams.

D Test Administration Period: Administer exams.

O Make sure that proctors review the completed student answer documents to ensure
that documents are signed and that bubbles are filled in appropriately.

O After the exam, use the attendance scanner to scan the exam Page 1 of the exam (Page
2 should only be scanned if the exam will be scored electronically and the student has
testing accommodations); review ATS reports and address any errors

Ongoing Support

o For support with scheduling, ATS, and STARS, contact your network’s Data/IT ligison.
o For additional resources on the Regents scanning process, please refer to the Regents Intranet Page
(http://intranet.nycboe.net/Accountability/Assessment/YearlyTesting/Regents.htm).
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Appendix Il = Tips for Scanning Answer Documents

Pre-Scanning:

Ensure that the scanner is clean; a dirty scanner may result in inaccurate results. (See below for
instructions on how to clean the scanner.) Note that regular cleaning before and during Regents
week is important, as this will reduce read errors when scanning answer documents and ensure
accuracy in reporting results.

Do not begin scanning until the day after the exam is administered or you have received notice
from the DOE that scanning may begin.

Make sure to scan the trailing test page to ensure that your scanner is working properly.

When scanning two-page answer documents (i.e., all answer documents other than the one-
page January Physics Regents exam), batch all page 1 documents to scan separately from page 2
documents. This will result in faster scanning. Note that the order of the documents for the two
batches does not have to match.

In order to prevent rejections and errors from skewed pages, make sure that all pages in the
batch are squared and aligned along the edges.

Place batch of pages — face up, with the bar code closest to the scanner — on the Automatic
Document Feeder of the scanner and make sure that paper guides are tight along the page
edges.

DFS Scanning Procedure for Fujitsu Fi-6670 Scanners:

(For instruction on using the Lexmark scanner, see below.)

Do not scan more than 200 pages in one batch.

Log onto your Scan PC.

Press the green scan button on the scanner to begin.

Once all of the pages in the batch are scanned, do not add any more pages to the scanner until
DFS confirmation prints out. This process can take up to 12 minutes for 200-page jobs and only 3
minutes for 50-page jobs.

DFS Scanning Procedure for Lexmark Scanners:

Press the “Scan ATS Forms — Beta” button.
Press “Next” to begin scanning documents.

Once answer documents have been scanned (Fujitsu and Lexmark models):

You should receive a DFS confirmation page, indicating the number of successfully scanned and
unsuccessfully scanned documents.
If any errors were observed in the scanning process, the errors will be noted on the DFS
confirmation page, and each page for which an error was observed will be reprinted with a
message prominently displayed. The relevant pages will be noted by the answer document
number, which is found in the top-left corner of the form.

o Retrieve the pages with errors to investigate and re-scan. If errors are still observed

after corrective action, clean the scanner’s lens.
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File the remaining pages of the batch together with the DFS confirmation page. The DFS
confirmation page has an ID number for each scan job which will be associated with each
individual document in the batch. It is important to keep the batches in order with the
confirmation, as this will assist in retrieving papers as needed in the future.

Once this process is completed, repeat the above steps for all remaining batches of answer
documents.

To note:

Schools should use ATS reports when scanning documents. The Document Status Report will
show the scanned status for each answer document; the summary section displays a dashboard
of total documents scanned and outstanding, and the number of Warnings to review. The ATS
Item Report may be used to flag answer documents with data patterns that merit further
investigation.

In the case that an answer document is scanned multiple times (e.g. in the case of re-scoring),
data from the last scan will be recorded on a student’s record. An image of each scan will be
archived for an audit trail. Make every effort to avoid scanning a duplicate answer document.
Whenever possible, print and scan answer documents on the same device. If this is not
possible, scan the trailing test page.

You scan answer documents on any ATS printer, even elementary or middle school printers.
For all support/technical questions regarding the Attendance Scanners or if scanning fails,
contact DFS via the DOE Help Desk (718-935-5100) to open a Help Desk ticket.

Cleaning the scanner — Lexmark & Fujitsu models:

To clean the scanner you will need a paper towel or a soft cleaning rag, and de-ionized glass
cleaner. Sparkle is a recommended brand of cleaner. WARNING: do not use rubbing alcohol to
clean the scanner.

Open the scanner lid.

Apply the cleaning liquid to the paper towel or rag so that it is damp, but not wet.

Gently wipe down the scanner glass with the towel or rag.

ADF Scan Window Flathed Scan Window

Wait a few moments for the scanner glass to dry, and then close the lid.
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Appendix IV — Importing ATS Reports to Excel

The instructions below explain how to import the Document Status Report and the Item Report from
ATS to Excel. Please note that this single download includes both reports on the same spreadsheet. The
Item Distribution Report cannot be downloaded and emailed.

Downloading the Document Status and Item Reports:

1) Navigate to the “REDS” menu in ATS, and populate the “EXAM CODE” and “MONTH” fields. Note

that when downloading this report, the “REPORT TYPE” field should be left blank.
2) If you wish to create a report that only lists warnings, multiples, and omits, indicate this by
entering a “Y” for this field.

3) Inthe “EMAILID” field, enter the NYC DOE ID of the person to whom you would like to send the
report. (You may enter your own ID or that of a colleague.) Enter an appropriate and descriptive

subject in the “SUBJ” field.
4) Inthe “TYP” field in the lower right-hand corner, enter “D.”
5) Press “F6” to execute the command.

|£:) TM3270 USS

File Edit Preferences Help

L® & & 0Lh LB A H| v E

FROFILE Z4-0Q-810
REFT1E1D

REGENT3 EXAM DOCUMENT STATUS REFPCRT
SELECTION

T-20G)

nio - 11

N

SUEBJ: MERE REGENTI REFE

| ENTER PRINTER
PRINTER:

LULU & SessionID: 4744
Dewvice EPTWO106 negotiated

36

6) ATS will display, “Regents Exams selected. Press F6 to confirm FTP.”

7) Press F6. ATS will display, “FTP request submitted. Email confirmation will be sent upon
completion.”

8) Continue as instructed below in step A.
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After you have completed the ATS portion of this request, you will then perform the following steps:
A) An email from ATSPROD@edup.nycenet.edu will be sent to the EMAILID entered with a subject line

of “FTP Confirmation for REDS - <<SUBJ>>", where <<SUBJ>> is the text entered in the ATS field (e.g.
“MXRE REGENTS REPORT")

B) Click on the link in the email. A dialogue box will appear. Click on “Open”.
File Download x|

Do you want to open or save this file?

@ Mame: MBUSHZ REDS.D110420,T105502.5L5.2ip
Type: ‘WinZip File, 5.12KB

From: atsftp.nycboe.net

Save Cancel

W Zlways ask before opening this type of file

I»’ While files from the Internet can be useful, some files can potentially
hiarm wour computer. [f you do nat trust the source, da not open or
save this file. What's the risk?

C) The WinZip application will open, and the dialogue box will show an icon for an Excel file. Double-
click on the file and choose “Yes” when the dialogue box opens.

Caution

- Are pou zure you want o access T
1 thiz file? The full flename waz not =
dizplayed. M

File type is: Microzoft Office Excel
7-2003 Workzheet

Fileriame starts with:
Mbushz reds.d110420.1105502. «lz
[ Do not display this dialog bos in the future.
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D) At the end of the email you received is a string of letters and numbers. This is the password you will
need to open the file. Retrieve the password and enter it into the dialogue box and click “OK”.

Password ﬂﬂ

Pazaword:

ok |
[

Cancel |
Maote: the paszword will be applied to

files pou subsequently add to or extract
from the current archive, and will be

automatically cleared when the archive
iz cloged.

Help

v Mask pazsword

E) The following dialogue box will appear. Click “Yes”.
Microsoft Office Excel

&3

' The file wou are trying ko open, 'MBUSHZ .REDS.D110427.T124516.%L5, is in a different Format than specified by the file extension. Werify that the
. file is not corrupted and is From a trusted source before opening the file. Do you want to open the File now?

Help |
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Appendix V = Instructions for Non-DOE Students

The below instructions are for processing non-DOE students (i.e., students who attend charter schools,
non-public/parochial schools, etc.) who sit for Regents exams at a DOE school.

There are three steps that a school must follow in this case:
e Review documentation which authorizes the student to sit for the exam,
e Print an answer document, and
e Report the student’s results to the non-DOE school.

Review documentation:

All non-DOE students who arrive to sit for a Regents exam at a DOE school must present a note on
letterhead from the school at which they are registered. The note must be signed by the school Principal
or another authorized administrator and must state the student’s name and the exam which he or she is
authorized to sit for. Schools should collect the original letter or make a photocopy. Please keep all
letters for future reference.

Non-DOE students must also present a photo ID which verifies their identity.

Make sure to ask non—DOE students if they have a student ID from prior enrollment in a DOE school or if
they have ever attended a public school. If they do have a student ID, use it when generating an answer
document for this student.

Students without a letter, or with a letter which does not include the required information, are not
permitted to sit for an exam. Likewise, all students must present a photo ID validating their identity in
order to sit for an exam.

Printing an answer document:
Once the documentation is reviewed, schools must print an answer document for the student. Detailed
instructions on how to print the answer document are available in the Regents Scanning Handbook.

Report the student’s results to the non-DOE school:

Once the student’s exam is scored and scanned, the result will be available instantly in ATS. Non-DOE
students should be told that an authorized administrator from the school at which they are registered
must contact the school administering the exam in order to receive the test scores.
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