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Purging Teleform Files

Teleform maintains several files that aren’t visible in Reader, Verifier, or ScanStation. It tracks things like completed
batches, reader statistics, export statistics, and scanned images. If not purged periodically, Teleform processing time
can slow considerably. When you’re doing a lot of scanning, it’s a good idea to purge files daily when there are no
batches waiting correction.

The purge will remove Teleform statistics, stored images of documents that were evaluated ok, and completed batches.
To perform a purge:

Open Teleform Reader.

Select ‘Utilities’ at the top of the form, then ‘Purge Log’ in the drop-down menu.

The following screen appears. Check the boxes as shown in the image below. Click ‘Purge Now’.
Teleform will purge all checked files.

PwunNneE

Purges can also be done automatically by selecting the ‘Automatic’ box and entering a number of days.

Purge Log @

[] Automatic []Log results
Schedule Ewvery day at 02:00 Ak

Workstation/Session | <any >

Purge Record type Age

V| Batch 0 All L=l
V] Receive a All =
I E-+Form 0 All =]
V] Undassified a All =
V] Evaluated OK a All =
I Internal data 0 All =]
V] Export a All =
V] Label/Zone a All =
I Send/Print/Reminder 0 All =]
V] Expected Return a All =
V] Reader Form Stats a All =
I Reader Field Stats 0 All =]
V] Verifier Stats a All =
V] Audit Log a All =

Purge now Close



Default Teleform Settings

Open any Teleform module. At the top of the page, click ‘Utilities’, then ‘Configuration’. The
‘Global and Local Teleform Settings’ window will open. Make sure the settings match those

shown below.

Reader Settings

Click on the Reader tab, then the various sub-tabs. Make sure the settings are exactly as shown.

Recognition Tab

Global System  Local System Designer Reader  Merge/Print  Multiuser Features  Configuration Options

Local  Identification Recegniion  QCR Performance Image Handing  General

Character recognition | Confidence threshold V

=G o
Skip blank constrained print fields and image zones
[ ] pisable single line extraction

COMR. recognition | Mark fill low w

10 =

[ 1gnore indefinite location errors

Low confidence character | ~ w

Location lattice use |[]Traditional
[ ]versiFarm

[ |Existing
[ IMark all forms for review

Restore Defaults

oK Cancel Apply Help



OCR Performance Tab

I Global & Local TeleForm Settings - BCS138187

Il Global System Local System Designer FReader Merge/Print  Multiuser Features  Configuration Options

Local  Identification Recogniton OCR Performance Image Handing General
I Advanced Performance Settings

I () Optimized for speed

(i Balance speed and accuracy

(®) Optimized for accuracy

= Warning
Changing these settings from their default values can have a major impact on your TeleForm system's
performance. Click the Help button to find mare information on using these settings.

Restore Defaults

Canicel Apply Help




General Tab

Global & Local TeleForm Settings - BC5138187

Global System  Local System Designer Reader  Merge/Print  Multiuser Features  Configuration Options

Local  Identification Recogniton OCR Performance Image Handing General

[] Collect Reader statistics

I}, Collect Reader field statistics

Form | <Al Forms =

[] Collect MonForm identification information (TeleForm.MFS)

[ ]Leave MonForm faxes in the fax queue (if supported)

[ Distribute all evaluations (filefevaluate)

Evaluation override format | <none = -

Restore Defaults

Cancel Apply Help




Global Systems Settings

Click on the Global System tab, then the various sub-tabs. Make sure the settings are exactly as shown.

General Tab

Global System | gcal System Designer Reader Merge/Print  Multiuser Features  Configuration Options

General Security Image Storage Export Backup Options  Purge Options  Scripting APT  Idle Period * | *

Default language | English V
Minimal tracking

Stall time | 00 =
% Lock timeout | =

WYSIWYG text options |[|Use fax as formatting device

[«]Use printer as formatting device

[ |Enable for pre-v4.0 forms (abels & titles)

[ |Disable for all forms {abels & titles)

[«]Use fixed character positioning in text fields
[ |Fent size modification

Error logging |[]Log file
[ Jwindows event log
[] TeleForm table

[Jcollect verifier statistics

Restore Defaults

QK Cancel Apply Help



Export Tab

Global & Local TeleForm Settings - BC5138187

Global System  Local System  Designer Reader Merge/Print  Multiuser Features  Configuration Options

General Security Image Storage EXport | Backup Options  Purge Options  Scripting API  Idle Period * | *

Export/Commit retries | 0 =

-

Maximum field name length | 32 -

Minimum YARCHAR length | & =

Choice field separator | Double space o

Con't allow a batch to be committed until itis in the ‘Ready to
be committed' state

When mapping fields, only allow compatible types

Pre-Defined Virtual field length | BatchCust1 | | 04 =

Restore Defaults

Cancel Apply Help




Configuration Options Settings

Click on the Option drop down menu and select ‘Enable Scripts’. Make sure the ‘Enable’ box is checked.

-

Global & Local TeleForm Settings - BC5138187 >

Global System Local System Designer Reader Merge/Print  Multiuser Features  Configuration Options

Option | Enable scripts W
Allow scripts to run,

Mote:
Applications should be re-started after changes to this entry.

Section [TeleFarm
Key Enable scripts

Default Checked

Enable

Restore Defaults

Cancel Apply Help




Verifier Options Settings

Open Teleform Verifier. On the top of the screen, click on ‘Options’, then ‘Form Mode’. Make sure options are
checked as shown below.

Form Mode Options X

Correction C'F'ﬁ'il% Appearance Image Positioning
Correction Options
Don't allow incorrect entry

[ ]only allow special characters from recognition settings
[ ]Don't prompt to save data after each form/document

Skip empty image zones
Automatically move to the next character needing review

Capture Options
[ Leave after all fields visited
Leave after tabbing out of last field

Leave when user presses Enter

Always prompt before leaving

Cancel Apply Help
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The default color for highlighting a student response is blue, which sometimes is hard to see. Change the color to red to
make it more visible. Click on the ‘Appearance’ tab, then select ‘Choice/Entry Field Mark’ in the drop-down Colors

menu. Click the color drop-down and select red.

Form Mode Options

Correction Options  Appearance  Image Positioning

Preview
Selected Medical/Dental Cov
Number & Street 4O Employee Oniy
E 2” E E [ E .Empmu&mildren
J |
[ IEmployee Onh
AN B,
~24 E
Colors

Ttem | Choice [Entry Field Mark i,

Multi-Line Image Zone Font Size

Font size | Medium L

Cancel Apply Help

All other Teleform settings are optimized for best performance. Do not make any other changes to settings.



Set up Teleform Forms/Delete Old Teleform Forms

Importing Teleform Forms

Open Teleform Designer. Select ‘File’, then ‘Templates’.
A list of Template folders appears.

Right-click on the main ‘Template’ folder and create a new folder for the forms being set up (Example: Regents

Jan 2019).
Right-click on the folder you just set up and select ‘Import’. The ‘Import’ window opens.

ﬁ’f; Import b

Format | TeleForm - = TFT e

Templates |Algebra 10119

Algebra 11 0119

Chemistry 0119

Earth Science 0119

ELA Q119

Geometry 0119

Global History Transition 0119
Living Environment 0119

US History 0119

To folder | Templates'\Regents'Jan 2019

Duplicate dictionary option | Merge words with existing dictionary b
Mon-Unicode language | <System= b

[ ]Delete selected files if import successful
Preserve auto exports

Impaort Cancel Help

Make sure ‘Preserve auto exports’ is checked. This is critical; if not checked your export files won’t be saved.

Leave other settings as shown.

In the ‘From Directory’ box, browse to where you downloaded the Teleform .tft files, then click OK.
A list of the .tft files appears under Templates. Highlight all of the tft files, click Import.

The forms will show in the Templates folder you created.

Delete Old Teleform Forms

It's a good idea to delete old forms; the Teleform system will run quicker with fewer forms defined.

Open Teleform Designer. Select ‘File’, then ‘Templates’.

A list of Template folders appears. Select the folder containing forms to be deleted.
Select the form to be deleted, then right-click and choose ‘delete’.

Enter the password if prompted, click OK. The form will be deleted.
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Set up Scan Station Job Configuration

Open Teleform Scan Station. (To enter a new Regents Exam)
— Define Job Setting for the form: Click on File, Job Configuration.

) Job Configuration x
Mame Priority D =
@F‘.Egents Algebra I 0617 100 340
@F‘.Egents Algebra I 0317 100 350
@F‘.Egents Algebra IT 0617 100 341
@F‘.egents Algebra IT 0817 100 351
@F‘.Egents Chemistry 0617 100 344
@F‘.Egents Chemistry 0817 100 352
@F‘.Egents Earth Sdence 0617 100 345
@F‘.Egents Earth Science 0817 100 354
@F‘.Egents ELA 0817 100 357
@F‘.Egents ELA CC 0617 100 342
@F‘.Egents Geometry 0817 100 356
@F‘.egents Geometry CC 0017 100 343
@F‘.egents Global History 0617 100 346
@F‘.Egents Global History 0816 100 359
@F‘.Egents Global History 0317 100 355
@F‘.Egents Living Environment 0617 100 8
@F‘.Egents Living Environment 0317 100 358
ﬁﬂpnpnh Phu=ire NA17 Ann 340 ~

Mew... Modify... Delete




- Then click on the ‘New’ button. The Job Properties dialog box opens.

Job Properties - Mew Job 01

General Review/Export Preprocessing Form ID/Capture  Custom Fields  Page Handling

Job name | Mew Job 01

Tracking ID |

Date |

Operator |

Cwner group | all >

Friority | 100 0 High, 255 Low, 100 Normal

Forms,Documents | O 0 =Don't care

Total pages in batch

Error handling |Pmmpt for rejecting or accepting v

] Event logging

Comment

Ok | Cancel | Help




- Under the ‘General’ tab, enter the test name in the Job name field.

Jlé Properties - Mew Job 01

General Review/Export Preprocessing Form ID/Capture  Custom Fields  Page Handling

1ob name | Regents CC Algebra I 0119

Tracking ID |

Date |

Operator |
Owner group | All ~

Priority | 100 — O High, 255 Low, 100 Normal
Forms/Documents | 0 — 0 =Don't care
Total pages in batch ICI

Error handling |Prompt for rejecting or accepting W

[ ]Event logging

Cornment

Concel | | b




Under the ‘Review/Export’ tab, uncheck ‘Allow auto-commit’.

3

General Review/Export Preprocessing  Form ID/Capture  Custom Fields  Page Handling
Review Checkpoint options
|:| Image QC
[ classification QC
[ ]Extraction QC
[ ]Data review

Export options
Skip previously exported forms when re-committing
[ ] allow auto-commit

QK Cancel

Help
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Under the ‘Form Id/Capture’ tab:

In the ‘Expected types’ drop-down menu, select ‘Forms Only’. In the ‘Identification’ drop downs, select
‘Evaluate all images as’ and the form that is being set up. The rest of the settings will populate based on
Identification settings.

JD%rnper’cies- Mew Job 01 =

Germeral Review/Export Preprocessing Form ID/Capture  Custom Fields  Page Handling

Expected types |Forms Only i
Forms
Identification | Evaluate all images as iy
Algebra I 0119 w
Drop-In ID Global settings v
MonForms

Evaluate unidentified as

Algebra I 0119

Auto-rotation

Allows for processing of Forms withaut attachments

Cancel Help



Click on the ‘Page Handling’ tab. Check the box labeled ‘Defer linking until all pages have evaluated’ if not

already checked. Click ‘OK ‘ at the bottom of the window. (If blank pages will be scanned, also check ‘Check for

and remove blank pages’.) Scanner job settings are now complete.

General Review/Export Preprocessing Form ID/Capture  Custom Fields Page Handling

Blank Page Remawval
[ ] chedk for and remove blank pages

Change expected batch page count
Make a copy of deleted blank images

Blank page threshold = 0.00 {when not scanning)

Page Linking
Defer linking until all pages have evaluated
] only link pages in same package
[]Template page numbers increase

Other

[ ]Preserve monochrome from incoming TCT files

K Cancel Help
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Scanning and Verifying

Before Scanning:

" Review all walk-in answer sheets:
- The district and building must be written in at the top of the first page.
- The student ID number must be written at the bottom of the first page and top of the second page.
- The student ID name must be written at the top of the first page and top of the second page.
- Look the student up in Level O to verify that the student ID number is correct.

- Fill'in the vertical lines on the BedsCode barcode at the page bottom (right under ‘Do not write on barcodes’)
- Look up the school BedsCode. Write in above the BedsCode barcode.

" List the districts and schools included in the batch on the Batch Cover Page. This will make it easier to process the
scanned batches in ASAP.

You must first make sure you have the following folders set up on your C drive:

e (Create a folder named MAARS

e Inside the MAARS folder create one more folder with the following name
o Regents

Prior years' scanned files

If there are old files in the C:\MAARS\Regents folder, delete or move to another folder if you want them retained.

19



Scanning a Batch: (For MAARS: DO A BATCH COVER SHEET!)

1. Open and Enable Teleform Reader. (See Teleform Reader directions)
2. Start Scan Station. The main screen appears.

eleForm can Station

File Utilities Window Help

& B P erou U & Q it vericaly DCB «» SRGEH .
XL FRoDREoRLE|LELE
@ Batch Explorer % Transfer H

1]
o
ooo -

Batches to transfer

Batch Status

Pages Result

Details

Progress
Batch progress

0.0 KB.
Overal progress

0 of 0 batches processed

Start Refresh Help
Ready

Erenda Fagan
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3. Click the ‘New Batch’ icon on the top left screen of the Scan Station.
The ‘New Batch’ window opens.

B% TeleForm Scan Station — O
File Utilities Window Help
& @ Defaury w | 2 | Fit Vertically | i .
| 0 Ce | -
@ Batch Explorer % Transfer - &P 00023209 - Batch is being created n
Classification and Indexing 3 B | Detais lProcess ] Item Details ]
& Batch
i & Unclassified (0) Job | & pefault) v Save as...
fii TrashCan )
Tracking ID | | Date |12/15/2017 [E~
Operator |bhgan | Created | 12/15/2017
Priority | 100 === 0 =high, 255 = low, 100 = normal
Pages expected | 0 2| 0=Don'tcare
Error handling | Prompt for action W
Field Value Forms expected | 0 =| 0 =Don't care
Description
Accept Discard Close Options Help

Ready

Erenda Fagan

- In the ‘Details’ Tab, Click the Job dropdown. Select the test to be scanned.

- In the ‘Tracking Id’ window enter a name for the job. The name can be anything that would help identify the

batch. (MAARS: Write Track ID on the Batch Cover Sheet)
- Enter a user name in the Operator window.

21



4. Click the ‘Process’ tab.

- To scan from a scanner connected to the desktop: Click in the ‘Source’ drop down box and select the scanner.

Do not change any other settings. FEEDER=Front and Back

- To scan from a file on a network: Click in the ‘Source’ drop down box and select ‘Directory’. In the ‘Directory’

window, enter the path to the folder containing scanned images.
- Click ‘Start’. The scanner will start scanning.

BR TeleForm Scan Station ===
File Utilities Window Help
& 25 @ [cc migenra 10813 = &| Fit Vertically B e .
4 o
| M L = o -
B4 satch xplorer | 55 Transter @ 00017778 - Batch is being created [E3) -
Classification and Indexing LN | Details Process |Itgm Details |
& Batch -
-« B Unclassified (0) source | Canon DR-90B0CTWAIN
- Trash Can
ﬁ Settings IIE MYS Scanning VJ I Properties
Feeder |Front &Back )
Field Value
Items: O Status: Batch is being created - Has unsaved chang Scan QC
Accept Discard I l Close J { Options J { Help

- Form images display as they are being scanned.

- When scanning is finished, click the ‘Accept’ button below the window of scanned images. This will send the
images to the Reader to be processed. (Note: The ‘Continue’ button is only used if you have more sheets you

need to scan into the batch.)

22



Status: Batch is being created Scan QC

[ Accept [ Discard ][ cose J[ optons |[ reb |

23



Reading Scanned Images

Start Teleform Reader. The main window opens.

1. The Teleform Reader module will automatically start reading the images if it is open and enabled.
e The ‘Enable’ icon is the box with a green triangle and red box. If the icon is gray, there will be an

‘Evaluations disabled’ message in the Message area.
e C(Click on the icon to enable the Reader, and it will start reading.
v" You can click on the button to stop the Reader, and then click again to start again.

2. The Reader will just keep reading images in the batch until the end. No user action is necessary.

3. Before closing the Reader, it’s a good idea to click the Enable icon to turn it off. Otherwise Reader will start
looking for images whenever it is opened.

r

&3] TeleForm Reader - [Message Log] =l = | &=
@ File Utilities Window Help
& @ a0a 25% < |@.
Message Time Date
TeleForm Reader started successfully, 8:10:16 AM Friday, December 04, 2015
Security is enabled. Many features of this application will be disabled until... 81016 AM Friday, December 04, 2015
Kathy Kuper logged on. 8:10:40 AM Friday, December 04, 2015
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Verifying Scanned Images

Start Teleform Verifier. The main window opens.

e There are two ways to view data in the Verifier:

File Options Utilities Window Help
| | | K.

B Batch Management [EJ -
Batch Scan Eval Meed Review Eval OK  Unclassified  Priority  Status Tracking ID Qwner Job | Process |
ﬂ Mon-Batch Images 702 a 0 100 Ready for correction s
ﬂ Research a a 0 100 Ready for correction
S00015599 1 1 [i] 1 0 100 Batch ready to be committed CTE All (Default) Properties
&ooo1s709 18 18 a a 0 100 Batch ready to be committed™ DRC CC Geo All DRC CC Geo
00016731 2 2 a a 0 100 Batch ready to be committed™ BK us2 all Regents Living Refresh
&oo01sas1 0 0 i} i} 0 100 Batch queued EROCES All Regents Earth —
&oo023109 2 2 1 a o 100 Ready for correction kim all Science 4 2
SJooo23208 0 0 0 ] 0 100 Batch was discarded Al (Default) Help
SJonoz3209 0 v} 1] a 0 100 Batch was discarded TestAlg I All Regents Algeb
£ >

Ready Erenda Fagan

1. The ‘Batch Management’ displayed above shows all batches that have been processed through the Reader.
The Status column shows whether the batch is being evaluated by the Reader (Ready for Evaluating,

Evaluating, Ready for Correction, Ready to Commit, Batch is Complete).
o To correct errors in a batch, double click on the batch.
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2. The ‘Image Management’ shows all images waiting correction for a form. The view is changed by selecting
‘Image Management’ from the ‘Utilities’ dropdown menu at the top of the screen. This view is usually used

only when an answer sheet was bookmarked due to missing scores.

ﬁ TeleForm Verifier - Image Management

File Image Options Utilities Window Help

1614 Grade 4 ELA 2016
1615 Grade 5 ELA 2016
1616 Grade 6 ELA 2016
1617 Grade 7 ELA 2018
1618 Grade 8 ELA 2016
1623 Grade 3 Math 2016
1624 Grade 4 Math 2016
1625 Grade 5 Math 2016
1626 Grade 6 Math 2016

3. The Verifier will display answer sheets that need correction.
e Item responses in question will show a highlighted bar across the responses and Teleform ‘best guesses

highlighted.

Ready

MNeeding review
Missing pages
MonForm
Selected

Total

Erenda Fagan

| EEN L) @
B4 Image Management H -
Stored Images
Date/Time Fram Route To Status Template Printed | Correct... |
Help
Options
Reload
Template Batch Image Stats
1613 Grade 3ELA 2016 ~ Mon-Batch Images Properties. .. Evaluated OK 0

101
601

702

’

e You can click the Tab button to accept the Teleform choice or change the value by clicking in the correct

choice or by entering the value in the check box in the bottom window. Click Tab to make the change.
e Be careful not to click in a circle twice. This will remove the response!
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%& TeleForm Verifier - Comp English 0815 (10815) Page 1 of 2 [00017776-1/6] [o@]=]
File Correction View Options Utilities Window Help
H S Iﬂﬁ‘ Fit Horizontally || » ‘ E=) | 10 <0 | | (e
| am £RB | e & .

[/l Comp English 0815 (10815) Page 1 of 2 [00017776-1/6] [Ed] -
Fields 1B Farex TAL Z =
Field Yalue - [

1 e 15.
Time Stamp 12/04/2015 0. | © e 090 © e e @ © &0
Form_Id 10815 E |2_ [OJGIN - JNO] 0. O @ & ® 6. O ©® @
BatchNo 00017776 e
BatchPgho 0 [ @ @ @ @ 1m. © @ @ @ 17 O @ @ ¢
MName
e so0o0@ nooceO weoo
Teacher 50 0 80 1@ Q@ 100 e
CourseSection i
DistrictName 6 0 @ @ ® w0 & @ 202 ©® @ @ -
Scheol 4 1 2
ql 2 g}
q2 3 [2
a3 3
g4 2 rla
g5 3
ab 4 A
3 Remaining a3 Not filled in Kathy Kuper

e [f a response or score is missing, the following message will appear.

e For multiple choice questions, click on the ‘Accept value and set field status to OK’ choice. The student
response will remain blank.

e Continue verifying the answer sheet.

Field Validation @

Field Status
Nt filled in

Action

() Continue - Field will remain marked as irvalid

@ #iccept value and set field stahus to DK

e [fa student ID is missing, enter the ID preceded by 3 zeros.
e All blank answer sheets preprinted with ZZZZZZZZZ (or no ID for forms based on a former Regents form)

will come up as missing pages. As soon as the matching ID’s are entered for both pages as you verify,
the “missing” message will go away!

e For constructed response or essay questions, the teacher score must be found.

Click cancel.

Then click on the pushpin icon on the top of the page. The ‘Hold for Research’ window will appear.
Click ‘OK’ to accept.

Make note of the student ID and the error.

AN
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[ M=
2]
= & Th [P Horzontall v |4 e s I W & =
0 T p Add / Remove Bookmark gJ
FE‘idesl g s n:( Part! 180 it bl | it e =
a1 > Partll 31 2 ® 0 e Pressing OK wil close the farm/dac.
q22 2 32 2
03 S ® 0 @
q24 2 33 2 0o 0 @
2 2 ——
27 2 . .
328 5 Patil 34| 3 ® 0 0
a2 2 s 3 o 00
q30 2 o
Student_ID 000123456 2 3 @ 0 e 6
District_ID 26920006, T
Registratio... 00018001 Total-Parthl |
IEP_Acco... 1
LEF Acco.. A Partlv 37 4 @ 0 @ @ ©
Language_... 0D 38 4 O O 6 6 @ 4
931 0 ¢ »
q32 2 [
q33 2 o
q34 3 [E
q35 3 mE
q36
n37 3 .
< »
2 Rermaining 936 Mot filled in

v After the batch has been verified, all records held for research will remain as ‘Needs Review’ and the
batch status will be ‘Ready for Correction’. To view these records, switch to the Image Management
dialog. All bookmarked answer sheets will display with the pushpin icon.

v After corrections have been found for all bookmarked answer sheets, switch back to the Batch
Management dialog, select the batch, and make the corrections.
° If an error on an answer sheet can’t be resolved in the Verifier, it can be deleted. Switch to the
Image Management dialog. Right click on the image(s) and select ‘Remove from Batch’.

. When all corrections for an answer sheet have been made, the next answer sheet to be corrected will appear.

. When all errors have been corrected, the Batch Management screen appears. The batch will show as ‘Ready
to be committed’. Right click on the batch and select ‘Commit’.

. The data file will be added to the following folder: ‘C:\MAARS\Regents’ folder on the Teleform computer.
Change the ‘dddd’ in the file name to indicate the summer school location. Example: The Global History file
name is ‘AU12GLdddd.csv’. Change to ‘AU12GLSSPitt’. Do not open the file in Excel; it will be reformatted.
This is the file that will be imported into ASAP. If it's necessary to scan additional answer sheets after the
batch has been committed, a new file will be created. Change the second file name to a unique name like
‘AU12GLSSPitt2’

. To change a bubble you previously verified, go to “Image Management”.
e Select “Batch & Form”

e Double click on each answer sheet until you find the one you want.
e Double click on the question and you can change it.
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8. To remove blank sheets: Go to “Image Management”. Right click on blank sheets and select “Remove from
Batch”.

If someone else commits your batch, it resides on their computer and it processed with their batches, not
yours. When this happens, you will need to rescan and go through the process again. You will need to
rename the file (JA...) in the MAARS Regents folder where the scans go first. Then scan & verify. Upload newly

named file (where those scans went) to ASAP. We need to track all batches and make sure you are the one
that committed it as well as making sure you only commit your batch.
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Teleform Designer Basics updated

Designer Environment

[& TeleForm Designer - [Global History 0609 (40609 - Activated, Traditional)]

[ e Edt Wew Shape Object Form LUbites Window Hep . &
DBAG +hXa* ¥ [BI0G B [rewisee v
AL/ +DO0C Banm & 8 & 0 e 0| 5 30 oo S
*[% ¢ [EE | Wi

Fiids ox
B T |
& Shudent D
= Dstrict_ID .
] Registraton_ID 40608
B rame 14
B%ex
Barade
= Teacher
] Schodl
®AIEP_pccom_Code | 14 oo ——— :
I LEP_Accom_Cod 1
Bl Language_Cade Teacher .
idat -
Use 82 pencil or blue or black ink.

2
i a2 Shade circles compietely ss shown bers: © @ O O
Bla: 7o change an anawer, cross out firsi choice and filln rew choke: O M O @

i

1 i i i i W H 1

The University of the State of New York .
REIENTS HIOH SCHOCL EXAMEKATION

GLOBAL HISTORY AND GEOGRAPHY
Friday, June 19,2008 *— §15.a.m 10:12115 pm , only
ANSWER SHEET

Sex DM OF, Grade
.

Schaol |

#qs H © Partl
il os : Answer all S questions for Part | an this answer sheet

S @

@ e
®8e
@

#H © @ @ @ W O @

®
@

a. @
0 @

=]
e ®
>
BN
-

Qe e e

®60 6080 6

@
®® @

@
@
@
@

HEE DO @
3 @

&G
B

@

@
8
S

IO OB O 00 e
EEOEBee D60
o000

®
S

e 10f 2 ¥¥=4156.9.973 WH=2.338.0. Image Zone - Regstrabon. ID - Page Link

e The top line displays information about the current open form.

e Toolbar buttons contain shortcuts to commands that are also available from the menus.

e The Field Window shows on the left of the window. All defined fields are listed in the order added to the form.

e The Design Window on the right is a ‘pasteboard’ for designing a form.

e Setting View Options. Chose ‘Options’ from the ‘View’ menu. Several grid options are available to assist in
visually lining up objects on the form. Grid units, size, and style may be modified. The default ‘Snap to Grid’
option forces objects to align with the grid.

e C(Clipboard. Chose Cut, Past, Undo, Redo from the ‘Edit’ menu or Toolbar.

e Form Objects. There are two kinds of form objects:
- Non-Data: Text and Shapes (lines, rectangles, elipses, graphics)
- Datafields:

Choice Fields. All question response fields on NYS forms are Choice fields with response letters in the
bubbles.

Image Zones. An outlined area on the form that allows for the capture and evaluation of responses or
images. They may contain barcodes, machine printed data, written text, and drawn images. All MAARS
forms use Image Zones to print barcodes of student ID, Bedscodes, and Page Link fields because they
rarely require verification.

Entry Fields: Another type of bubble field not used on NYS forms.

Constrained Print: Print fields with one space bounded by lines for each character in a response. This is
sometimes used to enter a name or address.

Capture Zone: Used for keying information such as an essay or survey response.

Virtual Fields: Used for linking pages and for form scripting.
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Working in the Designer Workspace

Creating a new form.

Open Teleform Designer.
Select File -> New -> Form -> Traditional -> Finish.

Adding and Modifying Text.

Click on the colored ‘A’ text icon on the toolbar or select ‘Text’ from the ‘Shape’ Menu.

Set the font by clicking on the Font icon on the toolbar.

Position the cursor on the form, press the left mouse button, and draw a rectangle to define the text area.
Type the text in the rectangle.

Adding and Modifying Shapes.

Choose the shape from the ‘Shape’ menu or toolbar.

Position the cursor on the form, press the left mouse button, and draw the desired shape.

Define the Line/Fill Properties. The line width default value is 15/1000ths of an inch. You can type any value
between 1 and 200 in the ‘Line width’ box.

Click ‘OK’ to save the new shape.

Working with Shapes.

Sizing: Resize the shape as needed by clicking on the shape. Use the ‘handles’ to adjust the size.
Moving: Click on the shape and drag the shape to move it. To move a group of shapes together, draw a box
around them, and then drag to the new location.
The Teleform Shape Library contains some common shapes that can be pasted to the form, saving the need to
draw a new shape. New shapes can be added to the library for use in other forms. For example, a district
name header could be added to the library, then used for every form created in the district.
To copy an existing shape: Select ‘Library’ from ‘Shape’ menu. Click on the shape to be copied, select
copy, then paste it to the form.
To add a shape to the Shape Library, click on the shape and select ‘Copy’. Open the Shape Library. Click
on the ‘Items’ folder and select paste. You could create your own folders here if needed. The item will
be saved as ‘Current Selection’. Change the name to reflect the field.
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Creating a New Form using an Existing Form

Creating a new form using an existing form is the easiest way to create a new form. This involves the following steps:

opening a form, changing or removing text, adding or removing questions, and changing the export file layout to match

the questions on the form.

MAARS forms for NYS 3-8 assessments and Regents exams may be used to create forms for most testing needs.

Components of the form can include question responses and district, teacher, and student information. The student ID

number is used to link multiple pages.

The forms also contain scripts written to deal with hand-written student ID numbers. Make sure not to change the

student ID field name or the hand-written nhumbers won’t be read.

1. Open Teleform Designer.

2. Select ‘File’, ‘Open’, then click on the form to be used.

3. Click on ‘Save As’ from the ‘File’ menu. The form shown below opens. Enter a new name for the form. If using the
Testing Database, the Form ID must be a 5-digit unique number. To avoid conflict with MAARS Form ID numbers,
add ‘1’ or ‘2’ to the beginning of the form ID shown. To save the form to a different folder, click the ‘Select’ button

to choose the template folder.

[d Save As

Title |Grade 3 ELA Practice Test

Passwond
Passward werify
Authar K Kuper

Description |Grade 3 ELA Practice for Greece

Fam D |11 o
Walid ID range |2 To |EBO00

Folder | TemplateshELA 0910

0K

H Cancel ][

Help

4. Toremove unneeded objects, draw a box around the items and press the delete key.

5. To change text fields, double click on the object and enter text. The font may be changed by clicking on the Font

icon.
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6.

10.

To move multiple fields, draw a box around them, click on the box, and move. You can move entire blocks of
guestions or text together.

To move individual objects, click and hold the mouse on the object and move to the desired location. Be careful
moving question responses. The response objects on MAARS forms consist of two objects: the response bubbles
and text overlaying the bubbles. To move both together, draw a box around the responses and drag to move. You
can move them individually as well, but it’s harder to align them.

When modifying a form with multiple pages, you may want to delete one or two pages. To delete a page, go to the
page to be deleted, select ‘Edit’, then ‘Delete Page’.

To add a page, select ‘Edit’, the ‘Add Page’, then select where you want the page to be added.

When there are multiple pages, you may want Image Zone data like student ID, teacher, or building to print each

form. To repeat these fields that were created on the first page, copy the field. Double click the field and the Field
Properties box opens. Click on ‘Appearance’, then ‘Prefill’. Enter % + the field name from the original field + %. For
example, to print the student ID field from Page 1 on Page 2, you would enter %StdID%. The same field in the pre-

print database will be used, eliminating the need for multiple fields.
Image Zone X

Field Info | Appearance Processing | Validations | Output

Tile | Stle || Dimensions | Prefil ;

Prefil value | %StdName%

Justiication | Lett -

Preview

0K | [ Cancel Help
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11. When you've finished setting up all the objects on the form, you’ll need to change field names on the new fields and

possibly original fields if their sequence on the form changed. In the Fields Menu on the left of the screen click on
each field. Make sure the field name matches the question on the page. If it needs to be changed, double click on
the field and the Field Properties window opens. Type a field name in the Field ID.

Choice Field

FieldInfo | Cheices Appearance

Processin g | Validations

Field ID

scription

Summary

Field Type
Data Type
Length
Decimal Pla
Title

ces

Page Number
Rect

um

Oulput

eric

O

O

X]

0k

| [ cancel

Help

12. You may also need to set the validation rule for constructed response or essay fields. The MAARS forms have ‘Entry

Required’ turned off on these fields because our processing database will catch any missing scores. It would be a
good idea for you to require these fields to be bubbled. Double click on the field, select the ‘Validations’ tab, and
click the ‘Entry Required’ box. Do not check this box for multiple choice fields.

Choice Field 3

Field Info

[A)Eniy required
[ dways review

Choices | Appearance | Processing | Validations

[ Data revie

Output

o

Ok

J [ cancel ][ Restors ][ Helr
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13. When cutting and pasting fields on the form, Teleform adds them to the field list in the order they were placed on
the form. This may not be the order they appear on the form. You will need to change the sequence of the fields in
the field list and the tab order.

- Select ‘Form’, then ‘Fields’ from the menu bar. The ‘Fields’ window displays.

Grade 4 ELA 2009 MAARS - Fields X

Fields |Tab Order
BatchCustd ~ 11
BatchCusts | g |EI |
Orig_File inti
Fags. ID Description
StdlD
Bedscode
DigtM ame
BldgM ame
StdMame:
Grade Treat as tewt
Homeroom Lenglh
DOE
Accommodations Decimal places
LEP_accommodation S
RNT
SMC
ql
q2
q3
qd
99
q6
q7
& ¥
Up Down
R BT
Custorn V‘

The ‘Fields’ window shows all fields on the form. Ignore the Teleform system fields. Review the form fields
to make sure they are all in the correct order. If some are out of order, select a field and press the Up or
Down button until the order is correct.

Select the ‘Tab Order’ tab. This defines the sequence that fields are presented for correction in the Verifier.
Click on the ‘Copy Field Order’ button the match the sequence of fields in the fields window, or select a field
and click Up or Down to select the position.

Grade 4 ELA 2009 MAARS - Fields 3

Fields | Tab Order |

Inchuded Excluded

Ornig_File ~ BatchPgPos
Page_ID i
StdlD
Bedscode
DistName
BldgMame
StdM ame
Grade
Homeroom
DOE

Accormmodations
LEP_Accommodation

When the fields are all in order, click ‘OK’ to save.
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14. Set up the AutoExport file. This is the file that Teleform will create when a batch has been committed. This file can

contain any of the fields on the Teleform form. It can also contain Virtual Fields that may have been created by
scripts written for the form. You define the fields that you want to collect. To set up the file:

- Select ‘Form’, then ‘AutoExport Setup’ from the menu bar. The AutoExport Setup window appears. Click on

the ‘New’ Button.

Auto Export Setup X

Select |
Table Enabled New
Access Files - N:ATesting §coing\Production\NY'S EX&MS 2008-03\ELA,_ Yes —
[JEnable
[ Eail camnmit it this export fails
[] Save to intemal datafile also

- The AutoExport file type is defined in the next window. Although there are a variety of file formats available,

it’s best to either create a CSV file or link to an Access Database table. Select the desired file type. Click the

‘Save As’ button and enter the file path and name of the file to be created.

Grade 4 ELA 2009 MAARS - Auto Export Setup[3] X

Main | File Export | Fields

Table

<Nong>

Settings

Conditional Export

Separator ([

Format | <None>

]

<Mone:

eparated!
DEL - Delimited Values
dBase [.DBF ]
Microzoft Access [ MDB )
Fa=Pra [ .DEBF ]
Paradox [ DB ]
Excel [ %L5 ]
ODBC Text
ODEBC Data Source
SAY - SPSS File
DDE Exporit
Capture to Directary V2
CFi - Confirmation
LiquidDffice
HML
Capture to Directory [VBA]

LiquidQffice - SOAP

Field Condition Walle
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15. Click on the Fields tab. Fields to be included in the export file are defined in this window.

- Check the fields you want in the file and make sure the ones you don’t want are unchecked. You can check or
uncheck a group of fields by selecting them and clicking once.

- Review the order the fields are shown. This is the order they will appear in the file. To move a field, click at
the top of the gray box next to the field and drag the cursor. A red line should appear. Drag this line to the
position where you want to move the field. Make sure to check the sequence of the question response fields
in the file. If you’ve moved questions around on the form, they could be out of order here. When all fields
are in order, click ‘OK’.

Grade 4 ELA 2009 MAARS - Auto Export Setup[2] X

16. Activate the form. Click on ‘Form’, then ‘Activate’. Follow prompts to activate the form.

Main | File Export | Fields
Enabled Field ID Database column [+
[v] Bed:code Bedscode
¥ StdiD StdiD
v Fage_ID Page_ID
[v] Accommadation Accommadation
v LEF LEF
= RANT RANT
[v] Abzent] Abzent]
V] Absent2 Absent2
[v] Abzentd Abzent3
M ql al
¥ 92 g2
] q3 g3
N S O
v 95 g5
V] a6 a5
] a7 7
¥ ] ol
v L:E] ol
V] q10 al0
= qi1 qil
[v] ql2 ql2
[v] q13 ql3 ~

You'll be back to the main AutoExport Setup window. Check the ‘Enable’ and ‘Fail Commit if this Export Fails’

button. Click on ‘OK’ to return to the form.

17. Save the form. Click on the Save icon or select ‘File’, then ‘Save’ from the menu bar.
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