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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: 

 Scheduling students for Regents exams in STARS 

 Generating and printing answer documents in ATS 

 Scanning answer documents for Regents exams 

 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:  

 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. 

 A scanning 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. 

 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 2 is 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 
High School Students 

STARS Course Codes for 
Middle School Students 

Regents Exam  
STARS Course Code HS 

Students  

 
 

Middle schools may only 
register students for June 
Regents and for August 

Regents 

Algebra2/Trig** MXRT*  
MXZT* 

Chemistry** SXRX* 
n/a 

Comprehensive English  EXRL* 
EXZL* 

Earth Science  SXRU* 
SXZU* 

Geometry  MXRG* 
MXZG* 

Global History & Geography  HXRG* 
HXZG* 

Integrated Algebra  MXRE* 
MXZE* 

Living Environment  SXRK* 
SXZK* 

US History & Government  HXRU* 
HXZU* 

Physics**  SXRP* 
n/a 

* 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. 

 

The CURRENT Master Schedule will appear in the data grid: 
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Step 2: Click the arrow to the right of WORKING AREA to display the options. 

 

Step 3: Click EMPTY. 
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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. 

 

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. 

 



R 

9 | P a g e  
 

Regents Scanning Handbook 
9 | P a g e  

 

 

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

   

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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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. 
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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: 

   

 

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

 

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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Step 12: Click UPDATE. The sections have now been entered. 
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Step 13: To move records, place the cursor in the yellow area and right-click. 

   

 

 

Step 14: Select MOVE RECORDS. 
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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: 

 

 

Step 15: Scroll through your Master Schedule and confirm that the new lines were moved. 

 

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: 
 

 

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.) 
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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. 

 

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. 
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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. 

 

 

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.” 
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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: 

 The file will need to have the following column headings: StudentID, LastName, FirstName, Course, 
Section. 

 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 

 

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 

 
 
 
 
 
 
 
 
 
 

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. 

 

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. 

 

 

 

 

 

 

 



R 

21 | P a g e  
 

Regents Scanning Handbook 
21 | P a g e  

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

STARS. 

 

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: 

 NYCDOE students previously scheduled in STARS 

 An individual NYCDOE student who is not previously scheduled in STARS  

 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: 

 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. 

 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.)   

 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 

 

 

 
 
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.   If 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:   

 

 

 

 

 

 

 

 

 

 

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

 
 

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 II for the approximate time frame when printing can begin): 

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

 

 
 

The following screen should appear: 
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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).   

 

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: 

 

 
 

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

 
 
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.  
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Step 9: Press F6 to Execute. The following screen should appear: 

 

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. 
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The following screen will appear. 

 

 

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

 

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.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Names 

blacked 

out for 

privacy. 

Names 

blacked 

out for 

privacy. 

Student ID’s 

blacked out 

for privacy. 
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The screen below shows that answer documents for six students have been selected. 
 
Step 5: Press F5 to print. 
  

 

 

 

 

 

 

 

 

 

 

Names 

blacked 

out for 

privacy. 

Names 

blacked 

out for 

privacy. 

Student ID’s 

blacked out 

for privacy. 
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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. 
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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.  

 

 

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. 

 
 
 
 

 

Names 

blacked 

out for 

privacy. 

Names 

blacked 

out for 

privacy. 

Student ID’s 

blacked out 

for privacy. 
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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. 
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The following screen will appear: 

 

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). 

 

 

  

mailto:csandor2@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”, while the page number of the answer document’s second page will end in “-2”. 

Integrated Algebra Answer Document (page 1 of 2): 

 

 



R 

47 | P a g e  
 

Regents Scanning Handbook 
47 | P a g e  

Integrated Algebra Answer Document (page 2 of 2): 

 

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: 

 

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): 

 

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: 

 
 

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 III, “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.  

 

 

 

 

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. 
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Step 4: Wait patiently as the following screen assures you that the MFP has started scanning your pages.  

 

Step 5: Continue waiting patiently as the MFP connects to the scan server. 
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Step 6: Wait some more as the application on the scan server processes the bubble sheets. 

 

 

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

 

 

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) 
 

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

 Principals are the only authorized users of the RGTU function.  

 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 

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

   

 

 
 
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). 
 

 
 
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 

1
.  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. 

 
 
 
 

  

                                                                 
1
 If 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. 
 

 
 
The following screen will appear: 
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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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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. 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 

3 4 
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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. 
 

 
 
Click F3 to Exit. This returns you to the main menu for the item-update feature.  
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

1 

2 3 

4 

5 
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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: 

 

 

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

 

To identify the status of all RGTU requests at your school, you can you can simply press F2 twice: 
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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.” 
 

IDs blocked 

for privacy 

Names blocked for 

privacy. 
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Student IDs 

blocked for 

privacy 

Names blocked for 

privacy. 
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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. 

 

 

 

 

The following screen will appear: 
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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. 

 

 

 

The following screen will appear: 
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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: 

 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. 

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

 

 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. 
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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: 
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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. 

 
 
 
The printed Document Status Report looks like this: 
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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: 
 

 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. 

 

 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: 
 

 

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”);  
o 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. 
 

 



R 

74 | P a g e  
 

Regents Scanning Handbook 
74 | P a g e  

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: 

 

 

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 I – Regents Scanning, CFN Turn-Keying Checklist 
 

 As soon 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). 

 As soon 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. 

 At the 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 

 

 

http://intranet.nycboe.net/SchoolSupport/NetworksResources/achievement/Assessment/RegentsExams.htm
http://intranet.nycboe.net/SchoolSupport/NetworksResources/achievement/Assessment/RegentsExams.htm
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Appendix II –  
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: 

 Schedule students for the Regents exam in STARS. 

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

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

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

 Scan answer documents with the attendance scanner. 

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

 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 liaison.  

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).  

http://intranet.nycboe.net/Accountability/Assessment/YearlyTesting/Regents.htm
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Appendix III – 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. 



R 

79 | P a g e  
 

Regents Scanning Handbook 
79 | P a g e  

 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. 

 
 Wait a few moments for the scanner glass to dry, and then close the lid. 

 

 



R 

80 | P a g e  
 

Regents Scanning Handbook 
80 | P a g e  

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

  

 
 

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”. 

 
 

 
 
 

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. 

 
 

 
 
 
 
 
 
 

 

mailto:ATSPROD@edup.nycenet.edu
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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”. 

 
 

E) The following dialogue box will appear. Click “Yes”. 
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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: 

 Review documentation which authorizes the student to sit for the exam, 

 Print an answer document, and 

 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. 
 
 
 
 
 
 
 
 
 
 
 
 


