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What is vCapture Express for Acuity?

vCapture Express for Acuity is an application that can print Acuity assessment forms
(optionally with pre-populated data from Acuity roster files) and scan and capture data
from completed test forms for export to the Acuity system. The vCapture software is
only installed on the computer attached to the scanner.

System Requirements

vCapture Express for Acuity has been designed for the following operating systems:
*  Windows 2000
*  Windows XP

Minimum Supported Requirements
* All image based scanners using TWAIN scanner drivers. Most popular image
based scanners include:
o0 Fujitsu
0 Brother
256 MB RAM
100 MB free hard drive space
Pentium 3 or greater — 500 Mhz or more
True Color Video Card (24 or 32 bits — 16.8 Million colors) — 1024x768
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Installation Instructions

The instructions for installing vCapture Express for Acuity contain the following
sections.

* 1.1 Launching the Installer

e 1.2 Prerequisites

e 1.3 Installer Screens

* 1.4 Uninstalling

1.1 Launching the Installer

To install vCapture Express for Acuity, double-click the installer icon,
vCaptureExpressSetup.exe. This launches the installer application that will install
vCapture Express for Acuity.

1.2 Prerequisites

vCapture Express for Acuity requires the .NET 2.0 Framework and Adobe Acrobat
Reader 5.2 or later. If either prerequisite is not detected when the installer is launched,
the Prerequisites dialog appears and prompts the user to install the necessary prerequisite.

vCapture Express requires that the following requirements be installed on your computer
<1 prior to installing this application. Click OK to begin installing these requirements:

Status  Regquirement

Pending DotNet20Prereq
Pending AdobeReaderinstallerwrapper

[ 0K J [ Cancel J

.NET 2.0 Framework
vCapture Express for Acuity requires the .NET 2.0 Framework. If the installer detects that

the .NET 2.0 Framework is not installed, the user is prompted to install it. This launches
the .NET 2.0 Framework installer.
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Welcome to Microsoft .NET Framework 2.0
Setup

This wizard will guide you through the installation process.

Click Next and follow the prompts and instructions to install the .NET 2.0 Framework.
Adobe Acrobat Reader

vCapture Express for Acuity requires Adobe Acrobat Reader 5.2 or later in order to print
Assessment test forms. If the installer detects that Adobe Acrobat Reader 5.2 or later is not
installed, the user is prompted to install Adobe Acrobat Reader. (Adobe Acrobat Reader
5.2 will be installed on Windows 98, Adobe Acrobat Reader 6.0 will be installed on
Windows 98 SE and Windows 2000 or later). This launches the Adobe Acrobat Reader
installer.

Adobe Re"" 6.
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Click Next and follow the prompts and instructions to install Adobe Acrobat Reader.
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1.3 Installer Screens

After installing any prerequisites, the installer will display the primary vCapture Express
for Acuity installer screens.

Welcome Screen

The welcome screen introduces the user to the vCapture Express for Acuity installer.

1}3%_v€aplure Express - InstaliShield Wizard

Welcome to the InstallShield Wizard for
vCapture Express

e InstallShield{R) Wizard will install vCapture Express on
pur computer, To continue, click Next.

WARNING: This program is protected by copyright law and
international treaties,

< Back [ Next > ] [ Cancel ]

Click Next to proceed with the installation.
License Agreement

The license agreement screen prompts the user to accept the terms of the vCapture
Express software license agreement.

iz vCapture Express - InstallShield Wizard

License Agreement
Please read the following license agreement carefully.

~

Software License Agreement

NOTICE TO USER: PLEASE READ THIS AGREEMENT

CAREFULLY. BY COPYING, INSTALLING OR USING ALL OR ANY
PORTION OF THE SOFTWARE YOU ACCEPT ALL THE TERMS

AND CONDITIONS OF THIS AGREEMENT. YOU AGREE THAT

THIS AGREEMENT IS LIKE ANY WRITTEN NEGOTIATED
AGREEMENT SIGNED BY YOU. THIS AGREEMENT IS
FNFORMFARIF AGATNST VNIT AND ANV IEGAT. FNTITY THAT ¥

(O1 accept the terms in the license agreement

(5)1 do not accept the terms in the license agreement

InstallShield

Copyright © 2008 by PaperFree Corporation



Read the terms of the software license agreement, click I accept the terms in the license
agreement, and click Next to continue with the installation.

Optionally, click Print to print out the terms of the software license agreement.
Choose Destination Folder

The destination folder screen prompts the user to accept or change the location in the file
system where vCapture Express for Acuity will be installed.

Destination Folder o
Click Mext to install to this Folder, or click Change to install to a different folder. @ y
ar

JEB Install vCapture Express to:

C:\Program Files\Virtual Solutions IncivCapture Express\,

l < Back ][ Next > ] [ Cancel I

To change the location from the default, click the Change button and select a folder in
the file system where vCapture Express for Acuity will be installed.

To accept the default location, or once the location has been changed, click Next to
continue with the installation.

Choose Default Roster File Location
The default roster file screen prompts the user to accept or change the location in the file
system where vCapture Express for Acuity will look for Acuity roster files. This location

will not prevent the user from browsing for roster files when vCapture Express for Acuity
is run, it is simply the first place that the user will be taken to when loading roster files.
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i vCapture Express - InstallShield Wizard @

Default Acuity Roster File Folder o

Choose the default folder where vCapture Express will look for Acuity roster files, *

d "~ Load Acuity roster files from:
{ j

C:\Program Filesivirtual Solutions IncivCapture Express),

[ <Back |[  Next> | [ Cancel ]

To change the location from the default, click the Change button and select a folder in
the file system where vCapture Express for Acuity will look for Acuity roster files.

To accept the default location, or once the location has been changed, click Next to
continue with the installation.

Ready To Install Screen

The ready to install screen tells the user that the installer is prepared to install vCapture
Express for Acuity.

Ready to Install the Program
The wizard is ready to begin installation. -

Click Install to begin the installation.

If you want to review or change any of your installation settings, click Back. Click Cancel to
exit the wizard.

[ < Back " Install ] [ Cancel J

Click Install to proceed with the installation.
Finished Install

The finished install screen informs the user that the installer has completed.
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i vCapture Express - InstallShield Wizard

InstallShield Wizard Completed

e InstallShield Wizard has successfully installed vCapture
xpress. Click Finish to exit the wizard,

Launch vCapture Express

Click Launch vCapture Express to close the installer and immediately start vCapture
Express for Acuity.

Click Finish to close the installer.
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1.4 Uninstalling

To uninstall vCapture Express for Acuity from a computer, do the following.

1. In Windows, go to the Add or Remove Programs control panel.
2. Find the entry for vCapture Express and click the Remove button.

¥ Add or Remove Programs Q@@

— -
) Currently installed programs: [ Show updates Sort by: | Name v/
Change or =
P 15! BCM .92 56K Modem s
i Programs 1’5’ Broadcom 440x 10/100 Integrated Controller
E’j Brother MFL-Pro Suite Size  13.0SMB
E a ﬂ?}‘ Intel{R) Extreme Graphics Driver
Add New
Programs ﬂ’_-’;l K¥-5202xC 5204xC TWAIN Driver Size 1.32M8
Q LiveReq (Symantec Corporation) Size 1,98MB
% LiveUpdate 1.80 (Symantec Corporation) Size 4.86MB
Add/Remove " ’
Wirdows 15] Microsoft \NET Framework 2,0 Size  88.68MB
Components | @4 norton Antivirus Corporate Edition Size  19.67MB
@/ 1" Norton Ghost Size  60.30MB
IE’ Paint,NET v3.22 Size 4.31MB
Set Program
Access and % PaperPort Size  57.37MB
Defaults
., vCapture Express iz 7.09MB
Click here for support information.
To change this program or remove it from your computer, click Change or Remove,
15 windows Installer 3.1 (KBS93803)
(@ windows Internet Explorer 7 Size 2.75MB

3. Follow the prompts to remove vCapture Express for Acuity.
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2 Getting Started

To get started with vCapture Express for Acuity quickly, read the quick start topics in this

section.
e 2.1 Launching the Application
* 2.2 Welcome Screen
e 2.3 Loading a Roster File
* 2.4 Printing Forms
e 2.5 Scanning and Processing Completed Forms

Copyright © 2008 by PaperFree Corporation
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2.1 Launching the Application

There are two ways to launch vCapture Express for Acuity: Use the installed shortcut or
launch the executable from Windows Explorer.

Launching vCapture Express for Acuity from the installed shortcut

PoONME

Click on the Start button in the Windows task bar.
Click on All Programs from the pop up menu.
Find the vCapture Express directory from the list and click on it.

Click on vCapture Express from the resulting list to launch the application.

Administrator

fe Internet

( Internet Explorer
] E-mail
& Outlook Express

@ vCapture Express
B Motepad
E‘ PaperPort

Y / Morton Ghost

| Files and Settings Tr,
Wizard

E Paint.MET

all Programs B

I Accessaries

) Administrative Tools
I Brother

) Games

I Morton Antivirus Corporate Edition
[/ morton Ghost 2003

[ ScanSoft PaperPort 9.0

1@ Startup

@ Internet Explorer

w msn

[9) Outlook Express

¢ Remoate Assistance

® windows Media Player
4 windows Messenger
A Windows Movie Maker
J@ PrintMe Internet Printing

@ vCapture Express
| [ Adobe Reader 6.0
[Ef Paint.NET

vy v v v w v wv v

[ @ vCapture Express

@Log off [ | shut Down

Launching vCapture Express for Acuity from Windows Explorer

1. Type WinKey-E to launch a new Windows Explorer window.

2.

3. Double click the executable vCapture Express.exe to launch the application.

In the Address bar type C:\Program Files\Virtual Solutions Inc\vCapture

Express (or the location chosen at install time if different).

Copyright © 2008 by PaperFree Corporation
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2.2 \Welcome Screen

After launching vCapture Express for Acuity, the splash screen appears while the
application initializes.

When the application has initialized, the main application window appears, with the
Welcome Screen appearing over it.

Welcome to vCapture Express

Use this application to print assessment forms and scan completed
assessmnent forms for entry into the Acuity system, : 4

To load a roster file generated by the Acuity system,
click the “Load Roster” button,

To print assessment forms (with optional pre-population of Student Mumbers),
click the “Print Tests” button,

To scan completed assessment forms, click the "Begin Scanning” button,

[] Don't show this dialog again.

The Welcome Screen explains the three main tasks that can be accomplished directly
with vCapture Express for Acuity.

1. Loading an Acuity roster file into vCapture Express for Acuity
2. Printing test forms for the Acuity assessment system.
3. Scanning and processing completed assessment forms.

To prevent the Welcome Screen from appearing on subsequent launches of vCapture
Express for Acuity, click the checkbox labeled Don’t show this dialog again.

Click the OK button or the X button in the upper right hand corner of the Welcome
Screen to close it and proceed with using vCapture Express for Acuity.

Copyright © 2008 by PaperFree Corporation
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2.3 Loading an Acuity Assignment Roster File

There are a number of ways to load an Acuity assignment roster file into vCapture

Express . When printing or scanning, the application always presents an option to load a

roster file at that time. However, the easiest way to load a roster file is presented here.

1. Arroster file must have previously been created from the Acuity assessment
system. See the Acuity Administrator Guide for details. When saving the
Acuity assignment roster file to the scanning station, use a naming convention

that will allow you to identi

2. Click the Load Roster button from the main vCapture Express for Acuity

toolbar.

a Load Roster g

3. The Load Acuity Roster File appears. The default directory was specified at
install time. If the desired roster file is not at this default directory, browse to
the directory on the file system where the desired roster file is located.

fy the assignment easily.

Print Tests ‘Begin Scanning t )

¥

Load Acuity Roster File @@
Look in: | [ AcuityTestSupport v ¥ ® [+
Y F=1 8thar-langarts-roster-file
f,’ [Z] raster
My Recent
Documents
= -}
Desktop
My Documents
8
4y Computer
‘;) File name: Bthar-langarts-roster-file v
.
My Network  Files of type: Comma Separated Yalue Farmat [*.csv) v

4. Select the desired roster file and click Open.

Copyright © 2008 by PaperFree Corporation
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5. If the roster file is correctly formatted, a message box appears to confirm this.

vCapture Express @

o
1 ) Successfully loaded roster file.

6. Click OK to confirm that the roster file was loaded.
7. The status bar at the bottom of the screen is updated with the path of the loaded

roster file.

Roster file loaded: C:\Acuity TestSupport\8thgr-langarts-roster-file.csv
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2.4 Printing Student Answer Sheets

There are number of options for the printing of Acuity assessment answer sheets with
vCapture Express for Acuity. To see the full range of options, look at the How To...
section later in this document.

This section describes the most common options for printing Acuity assessment answer
sheets with a loaded Acuity roster file from vCapture Express for Acuity.

1. Click the Print Tests button from the main vCapture Express for Acuity toolbar.

a Load Roster g Print Tests «Begin Scanning |
: =

2. The vCapture Express — Print dialog appears with a number of options to
choose.

vCapture Express - Print

Printer

SCTH B rother DCP-8060 USE Printer v

Test Template

Template: | CR Scoring Answer Sheet v
Roster File
Path: Browse |

Pre-populate Forms

Pre-populate forms from roster file

Test Number Copies

(&) Use roster file Forms to print:
) Specify:

Test Number:

[ Print ][ Cancel ]

3. Inthe Printer section, the current default printer is selected. To choose a
different printer, click on the drop down arrow and select the desired printer.

Copyright © 2008 by PaperFree Corporation
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vCapture Express - Print
Printer

Printer: | Brother DCP-2060 LUSE Printer v
PaperPort Color Image
TestT | PaperPort Black & White Image
SRRl Brother DCP-B060 USE Printer

4. Inthe Test Template section, the current test template to be printed is selected.
To choose a different test template to print, click on the drop down arrow and
select the desired test template.

Test Template

Template: | CR Scoring Answer Sheet v
CR Scoring Answer Sheet
Roster File Generic Answer Sheet
oster File Acuity Algebra Answer Sheet
Path:

5. Inthe Roster File section, the path to the currently loaded Acuity roster file is
displayed (if no roster file is loaded, this path is blank). To load an Acuity roster
file, click Browse and choose the desired roster file.

6. Once a roster file is loaded, the checkbox Pre-populate forms from roster file is
checked. With this box checked, the student number and test number of each
printed form will be filled out with one line from the roster file.

® 0280
McGraw-Hill Benchmark Assessment System

Name: DEBRA BELLNYC Date:
Student Number Test Number
6 0 0O 7 0 17 5 9 0 4 5
COIROICO0OD GOO®OE
[+]
ONONONORORONONORONORORO! ONONONONONO) ¥
EEEIRREREIIRRE GO EE o »
-0 «®
ONONONONONONONORONONONRG! ONONONONONO) 232 B
N TN SN TSN TN Py a S SN Q'CZ o}
ORONONORONSNONOIAMNOISIC! ONONONON MO gﬁg ©
o
ONONONONONONONONONORORC! ON NONONON | .':E%n:';@
o a = ©
- I I I I S I I =
GOOODDOOHODHO® OOOOOE 80858
> E a0 g
ONOGNONONGHNONONGION NON ONOGNONONONG! 9§§§§
25878
@ EHEOEEOHE®EEDE ONONONONOMNO] %;éggg—
= Q9 4@ = S
oNfoNoNoRoNoNoNoRoNoRoNONEONON NoNoN© poree

7. The Test Number section is set to Use roster file to indicate that the pre-printed
test number will be pulled from the lines of the roster file.
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8. Inthe Copies section, the Forms to print counter is disabled and the number of

lines in the loaded roster file is displayed.
9. Click Print to initiate the printing process. This brings up a dialog that displays
the progress in preparing the forms that will be printed and sending the forms to

Adobe Acrobat Reader for printing.

'vCapture Enterprise
Preparing images for printing...

IIlIIIIIIIIIIIIIIIIlIIIlIIIIIIIIIIIIIIIIIIIIIII*

Status: Sending forms to Adobe Acrobat for printing. ..

10. Once the forms have been prepared, Adobe Acrobat Reader is launched and the

forms are sent to that application for printing.
11. When the forms have been spooled to the printer, the progress dialog disappears

and printing will begin when the printer is ready.
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2.5 Scanning and Processing Completed Forms

The primary use of vCapture Express for Acuity is to scan filled out assessment answer
sheets and capture the information for export into the Acuity assessment system. This
section describes one straightforward way to use vCapture Express for Acuity to
accomplish this.

Scan completed assessment answer sheets into vCapture Express for Acuity

1.

Prepare a stack of paper assessment answer sheets that are all of the same
template type and have been filled out. Place the paper on a scanner that is
attached to the computer on which is installed vCapture Express for Acuity.
Within vCapture Express for Acuity, click the Begin Scanning button from the

main vCapture Express for Acuity toolbar.

a Load Roster g Print Tests «Begin Scanning

The Choose Form Template and Roster File dialog appears.

In the Form Template section, choose the test template that matches ALL of the
paper assessment tests to be scanned (All the tests to be scanned MUST be of the

same template type).

Choose Form Template and Roster File

Form Template

Template: | CR Scoring Answer Sheet v
CR Scoring &nswer Sheet
Roster File Generic Answer Sheet
1oster FIIE | 4 cyity Algebra Answer Sheet
Path
[ oK ] [ Cancel ]

In the Roster File section, if the Acuity roster file that matches the tests to be
scanned is not currently loaded, click the Browse button and choose the desired
Acuity roster file.

Click the OK button to begin scanning on the computer’s default scanner. The
toolbar will change with the Begin Scanning button becoming the Stop Scanning
button. It may take a few moments for the scanner to warm up.
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E Load Roster ‘ Print Tests “Stop Scanning " a

7. Once the scanner begins scanning, the images will begin to appear in vCapture
Express one at a time.

# vCapture Express R

File Edit View Scan Help

i E Load Roster ‘ Print Tests ékesume Scanning BProcess Images lﬁﬂ’o View ( 2 Zoom In (_i Zoom Out
2 x

Images

"~
D eoc

COeD
- Thn MeGraw-Hill Benchmark Assessment System

Name: Date:

StugentNomber Test Numbar

T B ———

Image 4

v

Roster file loaded: C:\Acuity TestSupport\8thgr-langarts-roster-file.csv

8. When the scanner has finished scanning, the Stop Scanning button becomes the
Resume Scanning button, and the Process Images button is enabled.

B Load Roster ‘ Print Tests ’éResume Scanning BProcess Images

Once scanning is completed, process the images to export the data

1. Click the Process Images button to begin the data export process.

E Load Roster ‘ Print Tests &Resume Scanning lgprocess Images

2. The Process Images message box appears. Click OK to begin processing.
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vCapture Express - Process Images

Process Images
Would you like the scanned images to be processed?
(%) Yes, process the images.
¢y No, save the scanned images for processing at a later time and reset
~ wCapture Express.
Roster File

Path: [ Browse J

Use the roster file for processing. If a roster file is loaded, vCapture Express
will check all recognized Student Numbers and Test Numbers against the
roster file.

3. The Processing Progress dialog appears and displays the progress through the
steps of Preparing Images, Analyzing Images, Reading Data, and Completing.

Progress

Analyzing Images - 0%

TTIT |

Cancel

4. If there are any data validation errors, the Invalid Data message box appears.
Click OK to continue.

vCapture Express @

i ) Some of the data on the scanned Forms are not valid.
wCapture Express will show each image with invalid data and prompt For the missing data.

Click "OK" to continue,

5. For each image that has data validation errors, one or more of the following data
validation dialogs will appear.
a. If ascanned answer sheet is not of the same test template type chosen at
the beginning of scanning, the Invalid Identification dialog appears.
Choose Discard Image and click OK to remove this image from the
current list of images to be exported.
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¢ vCapture Express
This image could not be identified as a MGH-Acuity-60i form.
What should be done with this?

) Discard Image. The image will be removed from the list of currently
scanned images. Mo data will be saved.

() Save as Exception Image. The test image will be saved to disk for
later manual viewing. You may also reload exception images by
choosing the Load Exception Images' menu item.

[ 0K ] [ Cancel Processing ]

b. If a scanned test has no filled in answers that can be detected, the No
Answers dialog appears. Choose Discard Image and click OK to remove
this image from the current list of images to be exported.

vCapture Express

vCapture Express did not detect any answers present on this image. No
data has been retrieved from this image.

What should be done with this form?

(¥ Discard Image. The image will be remaved from the list of currently
scanned images. No data will be saved.

() Save as Exception Image. The test image will be saved to disk for
later manual viewing. You may also reload exception images by
choosing the Load Exception Images" menu item.

[ oK ] [ Cancel Processing ]

c. If ascanned test has a student number that does not appear in the loaded
Acuity roster file, the Correct Data — Student Number dialog appears.
Enter the correct value for the student number of the image that is
presented, and click OK, or click Ignore Issue if the capture student
number is correct.
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' Correct Data - Student Number

Student Number was not found in the
loaded roster file.

Student Number:
11111

[ oK ] [ Ignore Issue ]

[ Save Exception Image and Discard ]

[ Cancel Processing ]

d. If a scanned test has a test number that does not appear in the loaded
Acuity roster file, the Correct Data — Test Number dialog appears.
Enter the correct value for the test number of the image that is presented,
and click OK, or click Ignore Issue if the capture test number is correct.

' Correct Data - Test Number

Please enter the correct value for the
following field on the displayed image:

Test Number:

55555
[ oK ] [ Ignore Issue ]

[ Save Exception Image and Discard ]

[ Cancel Processing ]

6. After all data has been validated, or if there are no validation errors, the Data
Capture Complete message box appears. Click OK to choose an export file
location.

Data Capture Complete g]

i ) All data has been captured and saved.

Click "OK" to choose the location to save the export: file,

7. The Save Acuity Export File dialog appears. Choose a location and file name
(or accept the defaults) and click Save.
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Save Acuity Export File @

Save in: ‘VDDataFiles V\ ) ¥ 2 G-

\ 2] AcuityExportz00801 16081623

( £ [Z) AcuityExport200801 16083150
MyRecent  |[Z) AcuityExport200801 16084655
Documents | [Z] AcuityExport20080116091632
= @ AcuityExport20080116091523
L [Z) AcuityExport200801 16091929
2] AcuityExport200801 17093653
[Z) AcuityExport20080121040124

' File name: J.cuityE xport20080121064354 vl [ save |
MyNetwork  Saveastype: | Plain Text Files(" ta) v Canicel

8. The Reset vCapture Express dialog appears. Click Yes to reset vCapture
Express for Acuity and complete the data export process.

Reset vCapture Express? X

\t’/- Data has been saved.
-

Would vou like to reset wCapture Express for scanning?

| L owe ]

Fi=
1)
w

9. Upload the saved data file into Acuity. In the Acuity assessment system, use the
Upload Scanned Answer Sheet menu to load the data file into Acuity for scoring.
See the Acuity Administrator Guide for details.
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3 How To...

To learn how to accomplish various tasks with vCapture Express for Acuity, read the
“how to” topics in this section.

* Load a Roster File

* Print Blank Test Forms

* Print Test Forms Pre-Populated From an Acuity Roster File

* Choose a Scanner

* Change a Scanner’s Configuration

* Resume Scanning

* Save Exception Images

* Discard Exception Images

* Load Exception Images

* Discard All Current Images

Copyright © 2008 by PaperFree Corporation
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3.1 Load a Roster File

To load an Acuity roster file into vCapture Express for Acuity, perform the following
steps.

1. Arroster file must have previously been created from the Acuity assessment
system.
2. Click the Load Roster button from the main vCapture Express for Acuity toolbar.

‘ a Load Roster‘ ‘ Print Tests ‘Begin Scanning | b

3. The Load Acuity Roster File appears. The default directory was specified at
install time. If the desired roster file is not at this default directory, browse to the
directory on the file system where the desired roster file is located.

Load Acuity Roster File @@

Look in: | ) AcuityTestSupport v ¢ y Al -
Y 2] e p————"
‘,) ] roster

My Recent

Documents

rﬂ,
Desktop

My Computer
‘;i] File name: Bthar-langarts-roster-file v
- . :
My Network  Files of type: Comma Separated Value Format [*.csv) v Cancel

Select the desired roster file and click Open.
If the roster file is correctly formatted, a message box appears to confirm this.

vCapture Express @

L
1) Successfully loaded raster Fie,

o ks

6. Click OK to confirm that the roster file was loaded.
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The status bar at the bottom of the screen is updated with the path of the loaded roster
file.

Roster file loaded: C:\Acuity TestSupport\8thgr-langarts-roster-file csv
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3.2 Print Blank Test Forms

To print blank test forms in vCapture Express for Acuity, perform the following steps.

1. Click the Print Tests button from the main vCapture Express for Acuity toolbar.

a Load Roster ‘ Print Tests \cBegin Scanning | L..,"

2. The vCapture Express — Print dialog appears with a number of options to

choose.

. vCapture Express - Print
Frinter

[2((13 -l B rother DCP-8060 LUISE Printer v

Test Template

Template: | CR Scoring Answer Sheet v
Roster File
Path: | [ Browse ]

Pre-populate Forms

Pre-populate forms from roster file

Test Number Copies
(&) Use roster file Forms to print:
) Specify:

Test Number: _

[ Print ][ Cancel ]

3. Inthe Printer section, the current default printer is selected. To choose a
different printer, click on the drop down arrow and select the desired printer.

Copyright © 2008 by PaperFree Corporation
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.'.fCapture Express - Print

Printer

Printer: | Brother DCP-2060 LUSE Printer v
PaperPort Color Image
. PaperPort Black & White Image
LR £ other DCP-8060 LSE Printer

4. Inthe Test Template section, the current test template to be printed is selected.
To choose a different test template to print, click on the drop down arrow and
select the desired test template.

Test Template

Template: CR Scoring Answer Sheet v
CR Scoring Answer Sheet
Roster Fil Generic Answer Sheet
oster File Acuity Algebra Answer Sheet
Path

5. If aroster file is loaded in the Roster File section, uncheck the checkbox Pre-
populate forms from roster file (if no roster file is loaded, this option is
disabled).

6. Inthe Test Number section, leave the Test Number box blank.

7. Inthe Copies section, set the Forms to print counter to the number of forms that
should be printed.

8. Click Print to initiate the printing process. This brings up a dialog that displays
the progress in preparing the forms that will be printed and sending the forms to
Adobe Acrobat Reader for printing.

' vCapture Enterprise

Preparing images for printing...

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII*

Status: Sending forms to Adobe Acrobat for printing. ..

9. Once the forms have been prepared, Adobe Acrobat Reader is launched and the
forms are sent to that application for printing.

10. When the forms have been spooled to the printer, the progress dialog disappears
and printing will begin when the printer is ready.
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3.3 Print Test Forms Pre-Populated From an
Acuity Roster File

To print test forms with pre-populated data from an Acuity roster file in vCapture
Express for Acuity, perform the following steps.

1. Click the Print Tests button from the main vCapture Express for Acuity toolbar.

a Load Rosterg Print Tests ‘Begin Scanning [} J
: r

2. The vCapture Express — Print dialog appears with a number of options to
choose.
"."Capture Express - Print
Printer

[2((13 -l B rother DCP-8060 LUISE Printer v

Test Template

Template: | CR Scoring Answer Sheet v

Roster File

Path: Browse |

Pre-populate Forms

Pre-populate forms from roster file

Test Number Copies
(&) Use roster file Farms ta print;
) Specify:

Test Number:

[ Print ][ Cancel ]

3. Inthe Printer section, the current default printer is selected. To choose a
different printer, click on the drop down arrow and select the desired printer.
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vCapture Express - Print
Printer

Printer: | Brother DCP-2060 LUSE Printer v
PaperPort Color Image
TestT | PaperPort Black & White Image
SRRl Brother DCP-B060 USE Printer

4. Inthe Test Template section, the current test template to be printed is selected.
To choose a different test template to print, click on the drop down arrow and
select the desired test template.

Test Template

Template: | CR Scoring Answer Sheet v
CR Scoring Answer Sheet
Roster File Generic Answer Sheet
oster File Acuity Algebra Answer Sheet
Path:

5. Inthe Roster File section, the path to the currently loaded Acuity roster file is
displayed (if no roster file is loaded, this path is blank). To load an Acuity roster
file, click Browse and choose the desired roster file.

6. Once a roster file is loaded, the checkbox Pre-populate forms from roster file is
checked. With this box checked, the student number and test number of each
printed form will be filled out with one line from the roster file.

7. The Test Number section is set to Use roster file to indicate that the pre-printed
test number will be pulled from the lines of the roster file.

8. Inthe Copies section, the Forms to print counter is disabled and the number of
lines in the loaded roster file is displayed.

9. Click Print to initiate the printing process. This brings up a dialog that displays
the progress in preparing the forms that will be printed and sending the forms to
Adobe Acrobat Reader for printing.

vCapture Enterprise

Preparing images for printing...

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII*

Status: Sending forms to Adobe Acrobat for printing. ..

10. Once the forms have been prepared, Adobe Acrobat Reader is launched and the
forms are sent to that application for printing.

11. When the forms have been spooled to the printer, the progress dialog disappears
and printing will begin when the printer is ready.
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3.4 Choose a Scanner

To choose a scanner to use from vCapture Express for Acuity, perform the following
steps.

1. Select Choose Scanner from the Scan menu.

Scan I Help

Choose Scanner...

v || Hide Configuration

Scan

2. Clicking the menu item brings up the Select Scanner dialog.

T\w-Brather DCP-8060 LJSB
Panazonic KM-5202xC S204xC
Wla-Brother DCP-3060 USE

Select | Cancel |

3. Choose the scanner to be used and click Select to make the choice.
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3.5 Change a Scanner’s Configuration

To change a scanner’s configuration before scanning, perform the following steps.

1.

Select Hide Configuration from the Scan menu to toggle whether the
scanner’s configuration dialog should appear when scanning is initialized.
The default is for this to be toggled on such that the configuration will not
appear.

Scan | Help

Choose Scanner...

v | Hide Configuration

Scan

Click the Begin Scanning button from the main vCapture Express for Acuity
toolbar.

a Load Roster g Print Tests ‘Begin Scanning | |} '. J
. {

The Choose Form Template and Roster File dialog appears. Choose the
desired Template and optionally browse for a roster file.

Choose Form Template and Roster File

Form Template

Template: | CR Scoring Answer Sheet v
CR Scoring &nswer Sheet
Roster File Generic Answer Sheet
oster File Acuity Algebra Answer Sheet
Path:

[ oK ][ Cancel ]

Click OK. The current scanner’s Configuration dialog will appear. Change
any settings that the scanner provides, and proceed through the dialog.
Scanning will proceed as described elsewhere in this file, with the selected
scanner configuration.
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3.6 Resume Scanning

To resume scanning after scanning has stopped, or after an error with the scanner,
perform the following steps.

1. When the scanner has finished scanning, the Stop Scanning button on the main
toolbar becomes the Resume Scanning button.

a Load Roster g Print Tests ‘Resume Scanning \ gprocess Images

2. Click Resume Scanning on the main toolbar to proceed with scanning.
3. The toolbar will change with the Resume Scanning button becoming the Stop
Scanning button. It may take a few moments for the scanner to warm up.

é Load Roster g Print Tests astop Scanning | | L
: -
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3.7 Save Exception Images

During the processing of the scanned images, data validation exceptions may occur. One
of the options for dealing with a data validation exception is to save the exception image

for later processing. This removes the image from the current group of images, excludes
the image from the export file, and saves the image to the file system.

To save an image as an exception image, perform the following steps.

1. For each image that has data validation errors, one or more of the following data
validation dialogs will appear.

a. If ascanned test is not of the same test template type chosen at the
beginning of scanning, the Invalid Form Type dialog appears. Choose
Save as Exception Image and click OK.

" vCapture Express
This image could not be identified as a MGH-Acuity-B0i form.
What should be done with this?

O Discard Image. The image will be removed from the list of currently
scanned images. Mo data will be saved.

(3) Save as Exception Image. The test image will be saved to disk for
later manual viewing. You may also reload exception images by
choosing the Load Exception Images' menu item.

[ 0K ] [ Cancel Processing ]

b. If a scanned test has no filled in answers that can be detected, the No
Answers dialog appears. Choose Save as Exception Image and click
OK.

vCapture Express

vCapture Express did not detect any answers present on this image. No
data has been retrieved from this image.

What should be done with this form?

() Discard Image. The image will be removed from the list of currently
scanned images. No data will be saved.

(3) Save as Exception Image. The test image will be saved to disk for
later manual viewing. You may also reload exception images by
choosing the Load Exception Images" menu item.

[ oK ] [ Cancel Processing
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c. If ascanned test has a student number that does not appear in the loaded
Acuity roster file, or if the student number is invalid, the Correct Data —
Student Number dialog appears. Click Save Exception Image and
Discard.

, Correct Data - Student Number

Student Number was not found in the
loaded roster file.

Student Number:
11111

[ oK ] [ Ignore Issue ]

[ Save Exception Image and Discard ]

[ Cancel Processing ]

d. If a scanned test has a test number that does not appear in the loaded
Acuity roster file, or if the test number is invalid, the Correct Data — Test
Number dialog appears. Click Save Exception Image and Discard.

V-Correct Data - Test Number

Please enter the correct value for the
following field on the displayed image:

Test Number:

55555
[ oK ] [ Ignore Issue ]

[ Save Exception Image and Discard ]

[ Cancel Processing ]

2. The Save As Exception dialog appears. Choose a name for the exception image
and browse to the desired folder in which to save the image.
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Save As @
Save in: ‘@AcuilyTaslSuppmt Vi <) ? ° [
a ) MGH-Acuity-5Di-9cr-0
(9 =) MGH-Acuity-g0i
My Recent
Documents

-

Desktop

My Documents

My Computer

- File name: MIEH-Acuit -50i-9cr-0 V‘ I Save
My Network Save as type: ‘ TIF Exception Image [*tif) v ‘ [ Cancel ]

3. Click Save to save the image and return to processing other images.
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3.8 Discard Exception Images

During the processing of the scanned images, data validation exceptions may occur. One
of the options for dealing with a data validation exception is to discard the exception
images. This removes the image from the current group of images, excludes the image
from the export file, and indicates that the images can be safely discarded without being
saved.

To discard an exception image during processing, perform the following steps.

1. For each image that has data validation errors, one or more of the following data
validation dialogs will appear.

a. If ascanned test is not of the same test template type chosen at the
beginning of scanning, the Invalid Form Type dialog appears. Choose
Discard Image and click OK.

¢ vCapture Express
This image could not be identified as a MGH-Acuity-60i form.
What should be done with this?

) Discard Image. The image will be removed from the list of currently
scanned images. Mo data will be saved.

() Save as Exception Image. The test image will be saved to disk for
later manual viewing. You may also reload exception images by
choosing the Load Exception Images' menu item.

[ 0K ] [ Cancel Processing ]

b. If a scanned test has no filled in answers that can be detected, the No
Answers dialog appears. Choose Discard Image and click OK.

vCapture Express

vCapture Express did not detect any answers present on this image. No
data has been retrieved from this image.

What should be done with this form?

(¥) Discard Image. The image will be removed from the list of currently
scanned images. No data will be saved.

() Save as Exception Image. The test image will be saved to disk for
later manual viewing. You may also reload exception images by
choosing the Load Exception Images" menu item.

[ oK ] [ Cancel Processing
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c. If ascanned test has a student number that does not appear in the loaded
Acuity roster file, or if the student number is invalid, the Correct Data —
Student Number dialog appears. There is no option in this dialog to
simply the discard the image. It must be saved as an exception, as
described in the previous section.

Correct Data - Student Number

Student Number was not found in the
loaded roster file.

Student Number:
11111

[ oK ] [ Ignore Issue ]

[ Save Exception Image and Discard ]

[ Cancel Processing ]

d. If a scanned test has a test number that does not appear in the loaded
Acuity roster file, or if the test number is invalid, the Correct Data — Test
Number dialog appears. Click There is no option in this dialog to simply
the discard the image. It must be saved as an exception, as described in
the previous section.

' Correct Data - Test Number

Please enter the correct value for the
following field on the displayed image:

Test Number:

55555
[ oK ] [ Ignore Issue ]

[ Save Exception Image and Discard ]

[ Cancel Processing ]

2. If the Discard Image option was chosen, that image is now removed from
processing and no data will be exported for it.
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3.9 Load Exception Images

To load exception images that were previously saved into vCapture Express for Acuity,
perform the following steps.

1. Select Load Exception Images... from the File menu to choose previously
scanned .tif images that will be processed by vCapture Express for export to
Acuity.

File | Edit View Scan Help

Load Roster...
Print Tests...

Load Exception Images...

Bxit

2. Clicking the menu item brings up the Open Exception Image dialog.

Open Exception Image(s) @

Look in: | I AcuityTestSupport B J 5 il m'

N =T vcH-acuity-s0i-9cr-0)
4) i) MGH-Acuity-60i

My Recent
Documents

Desktop

My Documents

e
My Computer
-") File name: MGH-Acuity-50i-cr-0 ™
-
My Network  Files of type: Exception Images (" tif) v

3. Select one or more images to load into vCapture Express for Acuity and click
Open.

4. Each image is loaded into vCapture Express for Acuity as if it had just been
scanned.
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3.10 Discard All Current Images

After scanning is complete, the Process Images button is enabled on the main toolbar.
At this time, to discard all the images loaded in vCapture Express for Acuity, rather than
processing them, perform the following steps.

1. Click the Process Images button.

a Load Roster g Print Tests «Resume Scanning Eprocess Images

2. The Process Images message box appears.

Process Images
Would you like the scanned images to be processed?
(%) Yes, process the images.
@) Mo, save the scanned images for processing at a later time and reset

~ vCapture Express.

Roster File

Path: [ Browse J

Use the roster file for processing. If a roster file is loaded, vCapture Express
will check all recognized Student Numbers and Test Numbers against the

roster file.
0K

3. Click the radio button next to No, save the scanned images for processing at a
later time and reset vCapture Express.

4. Click the OK button.

5. vCapture Express for Acuity will save the images to the Archive path and reset.

Copyright © 2008 by PaperFree Corporation



4 Reference

This section contains reference descriptions of the menus, tools, and dialogs in vCapture
Express for Acuity.

The main sections of this reference are as follows.

* File Menu

e Edit Menu

*  View Menu

¢ Scan Menu

* Help Menu

* Main Toolbar

* Validation Dialogs
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4.1 File Menu

The file menu contains options for interacting with files and closing vCapture Express for

Acuity.

File | Edit View Scan Help

Load Roster...
Print Tests...

Load Exception Images...

Exit

The file menu contains the following options.

* Load Roster

* Print Tests

* Load Exception Images
e Exit
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4.1.1 Load Roster...

Select Load Roster... from the File menu to choose an Acuity roster file that vCapture
Express for Acuity will use for pre-populating printed tests or validating scanned test

data.

FiIelEdit View Scan Help

Load Roster...
Print Tests...

Load Exception Images...

Exit

Clicking the menu item brings up the Load Acuity Roster File. The default directory
was specified at install time. If the desired roster file is not at this default directory,
browse to the directory on the file system where the desired roster file is located.

Load Acuity Roster File @@
Look in: | ) AcuityTestSupport v ¢) ¥ v
oY [4)5thar-langarts-roster-File
L_‘:) [£) roster
My Recent
Documents
T
Desktop
My Documents
L
My Computer
.;9 File hame: ‘8thgr<langarts-roster-lile v
>
My MNetwork Files of type: ‘ Comma Separated Value Format [*.csv) v Cancel

Select the desired roster file and click Open.

If the roster file is correctly formatted, a message box appears to confirm this.

vCapture Express @

L
o | ) Successfully lnaded roster file,
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Click OK to confirm that the roster file was loaded.

The status bar at the bottom of the screen is updated with the path of the loaded roster
file.

Roster file loaded: C:\Acuity TestSupport\8thar-langarts-roster-file.csv
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4.1.2 Print Tests...

Select Print Tests... from the File menu to print Acuity assessment test forms with or

without pre-populated Student Numbers and Test Numbers.

File‘Edit View Scan Help

Load Roster...
Print Tests...

Load Exception Images...

Exit
Clicking the menu item brings up the vCapture Express — Print dialog.

vCapture Express - Print

Printer

S(CTH B rother DCP-8060 USE Printer v
Test Template
Template: | CR Scoring Answer Sheet v
Roster File

Path: Browse |

Pre-populate Forms

Pre-populate forms from roster file

Test Number Copies
(&) Use roster file Forms to print:
) Specify:

Test Number:

[ Print ][ Cancel ]

In the Printer section, the current default printer is selected. To choose a different
printer, click on the drop down arrow and select the desired printer.
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.'.fCapture Express - Print
Printer

Printer: | Brather DCP-8060 USE Printer v
PaperPort Color Image
Test el PaperPort Black & ‘White Image
SR | other DCP-8060 USE Printer

In the Test Template section, the current test template to be printed is selected. To
choose a different test template to print, click on the drop down arrow and select the
desired test template.

Test Template

Template: | CR Scoring Answer Sheet v
CR Scoring Answer Sheet
Roster File Generic Answer Sheet
ioster File Acuity Algebra Answer Sheet
Path

In the Roster File section, the path to the currently loaded Acuity roster file is displayed
(if no roster file is loaded, this path is blank). To load an Acuity roster file, click Browse
and choose the desired roster file.

Once a roster file is loaded, the checkbox Pre-populate forms from roster file is
checked. With this box checked, the student number and test number of each printed
form will be filled out with one line from the roster file.

If a roster file is loaded, the Test Number section is set to Use roster file to indicate that
the pre-printed test number will be pulled from the lines of the roster file. To override the
test number(s) from the roster file, or if there is no roster file loaded, set the Test
Number section to Specify and type in the desired test number.

In the Copies section, if a roster file the Forms to print counter is disabled and the
number of lines in the loaded roster file is displayed. If no roster file is loaded, enter the
desired number of forms to print.

Click Print to initiate the printing process. This brings up a dialog that displays the

progress in preparing the forms that will be printed and sending the forms to Adobe
Acrobat Reader for printing.
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‘vCapture Enterprise

Preparing images for printing...

IlIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

Status: Sending forms to Adobe Acrobat For printing. ..

Once the forms have been prepared, Adobe Acrobat Reader is launched and the forms are

sent to that application for printing.

When the forms have been spooled to the printer, the progress dialog disappears and
printing will begin when the printer is ready.
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4.1.3  Load Exception Images...

Select Load Exception Images... from the File menu to choose previously scanned .tif
images that will be processed by vCapture Express for export to Acuity.

FiIe‘Edit View Scan Help

Load Roster...
Print Tests...

Load Exception Images...

Bxit

Clicking the menu item brings up the Open Exception Image dialog.

Open Exception Image(s) @
Look in: | () AcuityTestSupport v €] S Al -
5
{ ‘) 5] MGH-Acuity-60i
My Recent
Documents
?“}
Desktop
My Documents
My Computer
q File name: MGH-&cuity-50i-9cr-0 v
-
My Network  Files of type: Exception Images [*.tif) v

Select one or more images to load into vCapture Express for Acuity and click Open.
Each image is loaded into vCapture Express for Acuity as if it had just been scanned.

# vCapture Express

Ble Edt View San Help

.
McGraw-HiH Benchanark Assessment System

Roster file loaded: C:\AcuityTestSupportiSthgr-langarts-roster-file csv
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414  Exit

Select Exit from the File menu to close the vCapture Express for Acuity application.

FiIelEdit View Scan Help

Load Roster...
Print Tests...
Load Exception Images...

Exit

If there are currently images loaded in vCapture Express for Acuity, a message box
appears to warn that these images will not be processed (but they are saved to disk for
later processing).

j There are currently scanned images loaded in the application.
! Exit wCapture Express?
(Images have been stored to C:\Program FilesiVirtual Solutions InclvCapture
Express\archived\AcuityDataFiles20080121065639)

Click Yes to proceed with closing vCapture Express for Acuity.
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4.2 Edit Menu

In vCapture Express for Acuity, all items under the Edit menu are disabled at all times.

Edit | View Scan Help

¥)

(%
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4.3 View Menu

The view menu contains options for changing the layout and appearance of windows in
vCapture Express for Acuity.

View ‘ Scan  Help

v | Images

Full Screen F11

The view menu contains the following options.

* Images
e Full Screen
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4.3.1 Images

Select Images from the View menu to toggle the appearance of the Images sidebar.

View ’ Scan  Help
v Images
Full Screen Fi1

When Images is selected, the Images sidebar appears in the main window to display the
images that have been scanned.

: Images ax
=

Irmage 2

Image 3

Image 4
W
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4.3.2 Full Screen

Select Full Screen from the View menu to cause the vCapture Express for Acuity main
window to take over the entirety of the computer screen.

View ‘ Scan  Help

v Images

Full Screen Fii

Hit the F11 key to toggle between full screen and standard window mode.
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4.4 Scan Menu

The scan menu contains options for related to scanning in vCapture Express for Acuity.

Scan ‘ Help

Choose Scanner...
v | Hide Configuration
Scan
The scan menu contains the following options.
* Choose Scanner

* Hide Configuration
* Scan
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4.4.1 Choose Scanner...

Select Choose Scanner from the Scan menu to change which scanner will be used by
vCapture Express for Acuity if more than one scanner is available.

Scan I Help

Choose Scanner...

¥ | Hide Configuration

Scan

Clicking the menu item brings up the Select Scanner dialog.

T'w-Brother DCP-8060 LJSB
Fanasonic KA-5202:C 5204xC
“WA-Brother DCP-8060 USE

Select | Cancel |

Choose the scanner to be used and click Select to make the choice.
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4.4.2  Hide Configuration

Select Hide Configuration from the Scan menu to toggle whether the scanner’s
configuration dialog should appear when scanning is initialized. The default is for this to
be toggled on such that the configuration will not appear.

Scan | Help
Choose Scanner...

v | Hide Configuration

Scan
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4.4.3 Scan

Select Scan from the Scan menu to initiate the process of scanning test forms into
vCapture Express for Acuity for processing and export.

Scan ’ Help

Choose Scanner...

v | Hide Configuration

Scan

Clicking the menu item brings up the Choose Form Template and Roster File dialog.

In the Form Template section, choose the test template that matches ALL of the paper
assessment tests to be scanned (All the tests to be scanned MUST be of the same template

type).

In the Roster File section, if the Acuity roster file that matches the tests to be scanned is
not currently loaded, click the Browse button and choose the desired Acuity roster file.
Click the OK button to begin scanning on the computer’s default scanner. The toolbar
will change with the Begin Scanning button becoming the Stop Scanning button. It
may take a few moments for the scanner to warm up.

a Load Roster é Print Tests astop Scanning

Once the scanner begins scanning, the images will begin to appear in vCapture Express
one at a time.
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# vCapture Express
File Edit View Scan Help
E Load Roster ‘ Print Tests ﬁResume Scanning QProcess Images lﬁﬂ‘a View aZoomln QZoom Out
; J
: Images 3 x
-~
euCTeD
McGraw-Hill Benchmark Assessment System
Name: Oate:
1 ‘Stugent Number Tt Mumbar
: oL 2996
ol
Image 2
[ ——
&
2
»
H
»
Image 3 u
=
s »
a0 R "
a
o
P
@
“
a
R—
Image 4
v R ——
Roster file loaded: C:\Acuity TestSupport\Bthgr-langarts-roster-file.csv

When the scanner has finished scanning, the Stop Scanning button becomes the Resume
Scanning button, and the Process Images button is enabled.

B Load Roster ‘ Print Tests

€ Resume Scanning
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4.5 Help Menu

The help menu contains options for learning about vCapture Express for Acuity.

Help |

‘) HE|D

About vCapture Bxpress...

The help menu contains the following options.

* Help
* About vCapture Express
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451 Help

Select Help from the Help menu to open the help file for vCapture Express for Acuity.

Help ‘
a Help

About vCapture Bxpress...
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4.5.2  About vCapture Express
Select About vCapture Express from the Help menu to see information about vCapture
Express for Acuity.

Help

© Hep

| About vCapture EXpress... ]

Clicking this menu item brings up the About dialog with information regarding the
particular version of vCapture Express.

LUV IYFIL L) 2UU4-2U0E I uddl suiuuons, Inc, all Rights Reserved,

Click OK to return to the application.
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4.6 Main Toolbar

The main toolbar appears at the top of the main window of vCapture Express for Acuity

below the main menu.

a Load Roster é Print Tests cBegm Scanning

The main toolbar contains the following buttons.

* Load Roster

* Print Tests

* Begin Scanning
* Process Images

e Fit To View
e Zoomln
e Zoom Out
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4.6.1 LLoad Roster

Click the Load Roster button from the main toolbar to choose an Acuity roster file that
vCapture Express for Acuity will use for pre-populating printed tests or validating

scanned test data.

H a Load Roster‘ Print Tests «Begin Scanning |

Y

Clicking the toolbar item brings up the Load Acuity Roster File. The default directory
was specified at install time. If the desired roster file is not at this default directory,
browse to the directory on the file system where the desired roster file is located.

Load Acuity Roster. File @
Look in: | (29 AcuityTestSupport vi O 2 e @
5 Bthgr-langarts-roster~file
‘) ] roster
My Recent
Documents
rﬂﬂa
Desktop
My Documents
My tomputer
‘Q File hame: [8lhgr-Iangalls-roster-lile v
-
My Network Files of type: ‘ Comma Separated Value Format [*.csv) v Cancel

Select the desired roster file and click Open.

If the roster file is correctly formatted, a message box appears to confirm this.

vCapture Express @

L]
1 ) Successfully loaded roster file,

Click OK to confirm that the roster file was loaded.

The status bar at the bottom of the screen is updated with the path of the loaded roster

file.
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Roster file loaded: C:\Acuity TestSupport\8thgr-langarts-roster-file csv
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4.6.2 Print Tests

Click the Print Tests button on the main toolbar to print Acuity assessment test forms

with or without pre-populated Student Numbers and Test Numbers.

: = LB,
a Load Roster‘ PrintTests‘«Begin Scanning | ! 4

Clicking the toolbar button brings up the vCapture Express — Print dialog.

vCapture Express - Print
Frinter

[2((13 -l B rother DCP-8060 LUISE Printer v

Test Template

Template: CR Scorihg Answer Sheet v
Roster File
Path | : |

Pre-populate Forms
Pre-populate forms from roster file

Test Number Copies
&) Use roster file Forms to print: '
) Specify:

Test Number:

[ Print ][ Cancel ]

In the Printer section, the current default printer is selected. To choose a different
printer, click on the drop down arrow and select the desired printer.

vCapture Express - Print

Printer

Printer: ‘ Brother DCP-8060 USE Printer v

PaperPart Color Image
T PaperPort Black & ‘White Image
BB B other DCP-8060 USB Printer
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In the Test Template section, the current test template to be printed is selected. To
choose a different test template to print, click on the drop down arrow and select the
desired test template.

Test Template

Template: | CR Scoring Answer Sheet v
CR Scoring Answer Sheet
Roster File Generic Answer Sheet
ioster File Acuity Algebra Answer Sheet
Path

In the Roster File section, the path to the currently loaded Acuity roster file is displayed
(if no roster file is loaded, this path is blank). To load an Acuity roster file, click Browse
and choose the desired roster file.

Once a roster file is loaded, the checkbox Pre-populate forms from roster file is
checked. With this box checked, the student number and test number of each printed
form will be filled out with one line from the roster file.

If a roster file is loaded, the Test Number section is set to Use roster file to indicate that
the pre-printed test number will be pulled from the lines of the roster file. To override the
test number(s) from the roster file, or if there is no roster file loaded, set the Test
Number section to Specify and type in the desired test number.

In the Copies section, if a roster file the Forms to print counter is disabled and the
number of lines in the loaded roster file is displayed. If no roster file is loaded, enter the
desired number of forms to print.

Click Print to initiate the printing process. This brings up a dialog that displays the
progress in preparing the forms that will be printed and sending the forms to Adobe
Acrobat Reader for printing.

vCapture Enterprise

Preparing images for printing...

:IIIIIIIIIIIIIIIIIIIlIIIIIIIIIIIIIIIIIIIIIIIIII*

Status: Sending forms to Adobe Acrobat For printing. ..

Once the forms have been prepared, Adobe Acrobat Reader is launched and the forms are
sent to that application for printing.

When the forms have been spooled to the printer, the progress dialog disappears and
printing will begin when the printer is ready.
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4.6.3  Begin Scanning/Stop Scanning

Click the Begin Scanning button on the main toolbar to initiate the process of scanning
test forms into vCapture Express for Acuity for processing and export.

a Load Roster g Print Tests «Begin Scanning | | | = o
. Tir

Clicking the toolbar button brings up the Choose Form Template and Roster File
dialog.

'Choose Form Template and Roster File

Form Template

LCIEIE CR Scoring Answer Sheet v
Roster File
Path:

[ oK ][ Cancel ]

In the Form Template section, choose the test template that matches ALL of the paper
assessment tests to be scanned (All the tests to be scanned MUST be of the same template

type).

Choose Form Template and Roster File

Form Template

Template: | CR Scoring Answer Sheet v
CR Scoring Answer Sheet
R Fil Generic Answer Sheet
oster File Acuity Algebra Answer Sheet
Path

[ oK ][ Cancel ]

In the Roster File section, if the Acuity roster file that matches the tests to be scanned is
not currently loaded, click the Browse button and choose the desired Acuity roster file.
Click the OK button to begin scanning on the computer’s default scanner. The toolbar
will change with the Begin Scanning button becoming the Stop Scanning button. It
may take a few moments for the scanner to warm up.
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E Load Roster ‘ Print Tests dstop Scanning

Once the scanner begins scanning, the images will begin to appear in vCapture Express
one at a time.

# vCapture Express - =X

File Edit View Scan Help

E Load Roster ‘ Print Tests éResume Scanning gProcess Images ‘HKTOView ( z Zoom In (_] Zoom Out
2 x

! Images
A
= 3 D@D
T R¥es McGraw-Hill Benchmark Assossment System
L Nama: Date:
$isas 's 2 B Stucent Number Tost Numbar
:. bt K s 4 o
Image 2
[ T —
Image 3
Image 4
~

Roster file loaded: C:\Acuity TestSupport\8thgr-langarts-roster-file.csv

When the scanner has finished scanning, the Stop Scanning button becomes the Resume
Scanning button, and the Process Images button is enabled.

E Load Roster ‘ Print Tests €Resume Scanning QProcess Images
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4.6.4  Process Images

Click the Process Images button on the main toolbar to begin the data export process.

a Load Roster g Print Tests ‘Resume Scanning Sprocess Images

The Process Images dialog appears. Choose Yes to process the images at this time.
Choose No to save the images for later processing and remove them from vCapture

Express for Acuity.

vCapture Express - Process Images
Process Images
Would you like the scanned images to be processed?
(%) Yes, process the images.
¢y No, save the scanned images for processing at a later time and reset
~ vCapture Express.
Roster File

Path: [ Browse J

Use the roster file for processing. If a roster file is loaded, vCapture Express
will check all recognized Student Numbers and Test Numbers against the

roster file.
[ ok

If a roster file is loaded, keep the Roster File checkbox checked to have all Student
Numbers and Test Numbers validated against the roster file. Uncheck this check box to
not validate that the Student Numbers and Test Numbers appear in the roster file (use this
option if more than a few student numbers being processed do not appear in the loaded
roster file).

The Processing Progress dialog appears and displays the progress through the steps of
Preparing Images, Analyzing Images, Reading Data, and Completing.

Progress

Analyzing Images - 0%

Cancel
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If there are any data validation errors, the Invalid Data message box appears. Click OK
to continue.

vCapture Express @

i ’ Some of the data on the scanned forms are not valid.
wCapture Express will show each image with invalid data and prompt for the missing data.

Click "OK" to continue.,

For each image that has data validation errors, one or more of the data validation dialogs
will appear.

After all data has been validated, or if there are no validation errors, the Data Capture
Complete message box appears. Click OK to choose an export file location.

Data Capture Complete @

i , All data has been captured and saved.

Click "OK" to choose the location ko save the export: file,

The Save Acuity Export File dialog appears. Choose a location and file name (or accept
the defaults) and click Save.
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Save Acuity Export File

D

My Recent
Documents

Desklop

My Documents

My Computer

S (o

My Network

Save in: I@DataFiles VJ O ¥ B G-

PIX]

E] AcuityExport200301 16081623
B AcuityExpork200801 16083150
B AcuityExport200301 16084655
E] AcuityExport200801 16091632
E] AcuityExport20080116091823
E] AcuityExpork20030116091929
E] AcuityExport20080117093653
|E=j AcuityExport20030121040124

File name: [ecuiEsportz00e0 21054359 vl [Csae ]
Save as type: |Plain Text Files[" txt) vi [ Cancel ]

The Reset vCapture Express dialog appears. Click Yes to reset vCapture Express for

Acuity and complete the data export process.

Reset vCapture Express? ;

9 , Data has been saved.
. J

Would vou like to reset wCapture Express for scanning?

L Tfes J [ Mo ]
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4.6.5 Fit To View

When an image is loaded in vCapture Express for Acuity, the Fit To View button can be
clicked to reset the view of the image to include the entire image.

i Fit To View LK_/{'Zoom In "\&Zoom Qut
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4.6.6 Zoom In

When an image is loaded in vCapture Express for Acuity, the Zoom In button can be
clicked to increase the size of the image in the main view.

iFit To View l\&lmom In "%Zoom Out
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4.6.7 Zoom Out

When an image is loaded in vCapture Express for Acuity, the Zoom Out button can be
clicked to decrease the size of the image in the main view.

iFit To View L\%-lmom In '\&Zoom Qut
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4.7 Validation Dialogs

During the processing of images in vCapture Express for Acuity, various types of
validations of the images or data on the images may fail. These failures cause one of the
following four types of dialogs to be presented.

* Invalid Form Type Dialog

* No Answers Dialog

* Invalid Student Number Dialog

* Invalid Test Number Dialog
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4.7.1 Invalid Form Type Dialog

During the processing of images in vCapture Express for Acuity, if a test form is
determined to be a form type other than the one that was expressly chosen in the Begin
Scanning dialog, the Invalid Form Type dialog appears.

i vCapture Express
This image could not be identified as a MGH-Acuity-60i form.
What should be done with this?

) Discard Image. The image will be removed from the list of currently
scanned images. Mo data will be saved.

) Save as Exception Image. The test image will be saved to disk for
later manual viewing. You may also reload exception images by
choosing the Load Exception Images' menu item.

[ 0K ] [ Cancel Processing

Options when the Invalid Form Type dialog is presented

1. Choose Discard Image and click OK. This will remove the image from being
processed and no result will be output for this image in the export file.

2. Choose Save as Exception Image and click OK. This will remove the image
from being processed but save the image to a user-chosen location for loading and
processing at a later time. No result will be output for this image in the export file
at this time.

3. Click Cancel Processing. This will return vCapture Express for Acuity to the
post-scan state and discard any processing that has occurred to this point.
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4.7.2  No Answers Dialog

During the processing of images in vCapture Express for Acuity, if a test form is
determined to have zero answer bubbles filled out, the No Answers dialog appears.

vCapture Express

vCapture Express did not detect any answers present on this image. No
data has been retrieved from this image.

What should be done with this form?

(¥) Discard Image. The image will be removed from the list of currently
scanned images. No data will be saved.

) Save as Exception Image. The test image will be saved to disk for
later manual viewing. You may also reload exception images by
choosing the Load Exception Images" menu item.

[ oK ] [ Cancel Processing

Options when the No Answers dialog is presented

4. Choose Discard Image and click OK. This will remove the image from being
processed and no result will be output for this image in the export file.

5. Choose Save as Exception Image and click OK. This will remove the image
from being processed but save the image to a user-chosen location for loading and
processing at a later time. No result will be output for this image in the export file
at this time.

6. Click Cancel Processing. This will return vCapture Express for Acuity to the
post-scan state and discard any processing that has occurred to this point.
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4.7.3 Invalid Student Number Dialog

During the processing of images in vCapture Express for Acuity, a number of validations
can fail that are related to the Student Number that is read from a test form. If any of
these validations fail, the Correct Data — Student Number dialog appears.

Correct Data - Student Number

Student Number was not found in the
loaded roster file.

Student Number:

11111
[ oK ] [ Ignore Issue ]

[ Save Exception Image and Discard ]

[ Cancel Processing ]

Validations that can fail and present this dialog

1. If an Acuity roster file is loaded, and the Use Roster File for VValidations

checkbox was checked in the Process Images dialog, the student number is

validated to insure that it appears in the roster file.

The student number must not be blank.

The student number must not have any blank spaces in the middle.

4. The student number must not have any columns that have multiple bubbles filled
in.

wn

Options when the Correct Data — Student Number dialog is presented

7. Enter the correct student number in the text box and click OK. This will cause
the entered student number to appear in the final export file in place of the read
value.

8. Click Ignore Issue to accept the read value in the export file.

9. Click Save Exception Image and Discard to save the image to the file system
and remove it from processing. It will not appear in the export file.

10. Click Cancel Processing to return to the post scan state and discard and
processing that has occurred.
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4.7.4  Invalid Test Number Dialog

During the processing of images in vCapture Express for Acuity, a number of validations
can fail that are related to the Test Number that is read from a test form. If any of these
validations fail, the Correct Data — Test Number dialog appears.

Correct Data - Test Number

Please enter the correct value for the
following field on the displayed image:

Test Number:

55555
[ oK ] [ Ignore Issue ]

[ Save Exception Image and Discard ]

[ Cancel Processing ]

Validations that can fail and present this dialog

5.

6.
7.
8.

If an Acuity roster file is loaded, and the Use Roster File for Validations
checkbox was checked in the Process Images dialog, the test number is validated
to insure that it appears in the roster file.

The test number must not be blank.

The test number must not have any blank spaces in the middle.

The test number must not have any columns that have multiple bubbles filled in.

Options when the Correct Data — Test Number dialog is presented

11. Enter the correct test number in the text box and click OK. This will cause the

entered test number to appear in the final export file in place of the read value.

12. Click Ignore Issue to accept the read value in the export file.
13. Click Save Exception Image and Discard to save the image to the file system

and remove it from processing. It will not appear in the export file.

14. Click Cancel Processing to return to the post scan state and discard and

processing that has occurred.
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