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Remark Classic OMR Overview

Chapter 1

Remark Classic OMR is a data collection software package that allows you to utilize
paper forms and OMR scanners to collect data. The Remark Classic OMR software gives
users of OMR scanners an easy solution for collecting and tabulating data.

The Remark Classic OMR software utilizes a form template for each form type. The form
template contains information about the form. Filled-in forms are scanned using an OMR
scanner with the corresponding form template. The software is equipped with form
templates for many common standard forms. Remark Classic OMR also contains a
Template Editor to allow you to create form templates for forms that are not already
included in the software.

1.1 Overview

The Remark Classic OMR software provides an easy to use interface for people who use
traditional OMR scanning systems. The Remark Classic OMR User’s Guide contains all of
the necessary information for using the Remark Classic OMR software on Microsoft
Windows based systems.

Using the software can be broken down into the following procedures:

e Choose an OMR form to use. Forms can be purchased from vendors
specializing in the creation of OMR forms. There are also software packages
available to help you create your own OMR forms.

¢ Create a form template file. The form template tells Remark Classic OMR how
to read your form. Form templates are created and/or edited in the Remark
Classic OMR Template Editor. Each form you wish to process requires a form
template, but the form template is a one-time setup that tells the software how
to read your particular form.

Note: Remark Classic OMR contains pre-defined form templates for many
form types. The Template Editor is used when form templates need to be
created for those form types that do not have pre-defined form templates
(custom forms) or to make changes to existing form templates.

e Scan filled-in forms. Remark Classic OMR displays the data in a spreadsheet
style grid based on the form template you created. Each row of this grid
corresponds to one scanned form in its entirety and each column corresponds to
one question or variable on the form.

e Save data and/or use the built-in analysis tool, Remark Quick Stats®.
Save the data to over 30 output formats, including Access, Excel, SPSS, Oracle,
SQL Server, ODBC, etc. Or, use the analysis program included with the software,
Remark Quick Stats, to tabulate your survey or grade your test. If you use
Remark Quick Stats, you can take advantage of powerful grade results,
crosstabulations, graphs, charts and more.
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1.2 Optical Mark Reading Basic Concepts

Traditional Optical Mark Reading (OMR) involves two major components: OMR scanners
and OMR forms. OMR scanners are peripheral machines attached to your computer that
are made to specifically read and interpret the marks on OMR forms. OMR forms are
bubble sheets that are created to precise specifications so that they can be read by an
OMR scanner. These forms are used for testing, surveying or anything else that requires
the collection of information.

OMR forms are set up in terms of rows and columns. There are two characteristics of an
OMR form that allow the OMR scanner to recognize data:

¢ Timing Marks- small, black marks that signify the vertical position of each row
of data on the sheet.

e Columns- the number of columns (channels) that are contained on the form.
Each bubble on the form lines up with a particular column. OMR scanners can
typically read either 12 or 48 columns, though there are other variations. See
your OMR scanner’s documentation for the specifications for your model.

OMR forms can optionally have other characteristics. Here are some other terms with
which you should be familiar:

e Sheets- the number of physical pieces of paper a form contains. For example, a
double sided form on one piece of paper would contain one sheet with two sides.

e Page ID Marks- pre-printed sequence of marks on an OMR form that when
taken together produce a unique ID for the sheet.

¢ Respondent Tracker (Lithocode)- a respondent ID that identifies a particular

respondent’s form as it is being read by the OMR scanner. Respondent trackers
can be represented by OMR bubbles or barcodes.

The following example shows you how timing marks and columns work, followed by a
sample OMR form.
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Column 1 Column 48

l l

= 0000000000000 000000000000000000C0O0000000C0000000
= 0000000000000 00000000000000000CO0000000Q000Q0000
=00000CO000O00000000000000000C000CO00000000C00000
=00000Q0000000000000000000000Q00CO0000000000CO0000
=00000C00000000000000Q00000000000C0000000000000000
=000000C000000000000000000000000000000000000000000
=000000000000000 0000000C000000C00000C00000000
=0000000000000000000000CO0000OCO00000000COOCO0000
=0000000000000000000000000000O0OCCO00000COOCO0000
=000000000000000Q000000000Q000000Q000000000C00000
=OQ000000Q0000Q0000000000000000000000000COO0O000000
= Q000000000 0000000Q000000000O0QO00CO000C00000000
=0 0000000000 00000CO000000000CO00COO0QO00CO000000C
=0 0000000000000000000000000000000000000000O00CO00
=O0000000000Q000000000000000CO000000000000000C000
=O000000000000000CO0000000000O0000000000CO0000000
=0000000000000C00000000000000C0000000000000O000000
-OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO
=0O0000000000000000000C0OCO00CQ000000000000O000000

This grid sample represents a fairly common 48-column form layout and allows you to
count timing marks and columns on a form. Each region on a form lines up with a
particular timing mark and a particular column (e.g., a region might start in row 10,
represented by timing mark number 10, and column 12, represented by column 12). An
OMR scanner uses the timing marks and columns on the form to locate regions
containing OMR bubbles.

The form on the following page is an example of an OMR form. You can see that the
timing marks run down the left side of the form. There are 64 timing marks. This form
also has 48 columns. Each row or column of bubbles lines up with a particular timing
mark and a particular column number.

The OMR scanner finds the OMR bubbles on the sheet using these timing marks and
columns. When creating form templates in Remark Classic OMR, you also identify OMR
bubbles to be processed using the timing marks and columns.




Remark Classic OMR User’s Guide

T BCoPopeced
i O0e000eeed
L eoebtneoes
ql 90000008
B ©O0pLegey
G CISISICICIEISICS

P

2]

:
. @

o
8 3
g B

1

[Peeee
ElelTiee
E 0000
B Elelerete
Cle0eed)
HoEcrE
rleoooe
S lOOOS
Fledess

Make dark marks.

Erase completely te make a change.

Do not make stray marks.

EXAM ANSWER SHEET

TREHGE T ABOEE 2 HEOGE *AECOD @000
: REOBE 2®BO0CE =GRVEE *EROCEE *ABEO®
:@EBOTE PEBROOE =®BEEE =EEOEL sE@RCDE
1 BEODE “ERCDE *@POOE *E@ECO0P «“®ELOD
s@EPOO® TRRCEE sEBO0® »EEOVE sBEOO®
s HOOOD *OPOLE ®EECLE® *EECOE «EERDO®
7HEOO® T EROO® T ®EROOE ¥ EROVE® v RROO®
t REOO® ©EEOOC »@ECOE =EBO00 «“@BLOE
* PROTE *EEODE HECO® *»BECOO “BEOLCE
v BEODE 2EHOOE BELOE «@eLO0 »EROTE
8 @EHCOG «cRLOE 7EROLE ® @@@@@ " ABCOE
2 BHTCO 2®PLOC 2ERO0® =EEOEE® =GO
S @EOEE «EEOOE #PEPOEE =EHCDE =»BELBO
“HEODE =*AEOCCEe »EeOOE *APODO =ABLOE
sPOCOE = EEOEE =@EECOE =GC00P *BBOCD
5 HOOOEC * @@OOD® »AEOEE *PECOE *®BOTE
7 ECOE T EOEDE® TAPOeD TERAOGE ¥EABOO®
8 REOOE® =®ELO® "ERECOD =EBCOE =@ECOEE
9 REOOD *@B®OOG® 7 EROOE =ERLLE =« @EODE
0 HRUOET T AEOO® ©FEOHE® *BECOE wWEEOBO




Remark Classic OMR Overview

1.3 What is Included with your Software

Each purchase of Remark Classic OMR includes the following:

One copy of the software on CD-ROM
Four user’s guides, all in PDF format (all files install with the software):
o Remark Classic OMR 4 user’s guide
o Remark Quick Stats user’s guide
o Remark Classic OMR Automation Wizard user’s guide
o Remark Classic OMR Supported File Formats user’s guide

1.4 New Features in this Version

Remark Classic OMR 4 has many new features. The following list provides an overview of
what is new in this version. Please see the specific sections of this user's guide
corresponding to the listed feature for complete details.

All of the new features in this version are too numerous to mention. We have highlighted
some of the bigger features here. Take some time to review this manual and the
software to see all of the new enhancements.

Support for Image Enabled Scanners. Support for Scantron iNSIGHT
scanners’ imaging capabilities is available using ScanTools®. An image viewer at
the bottom of the Data Center shows an image of each scanned form. As forms
are scanned, images are saved of each form.

Email. An email option is available in the Remark Classic OMR Data Center and
Remark Quick Stats to email data and reports as attachments. You can use
Remark’s built-in email client in conjunction with your SMTP server or Microsoft
Outlook®.

Send Wizard. A Send wizard was added to move files via FTP or email with
minimal interaction. You send data and reports from a folder on your computer or
network to an FTP site or via email using your own SMTP server. You can set up
profiles to be reused as needed.

Windows 7 Support. Windows 7 is fully supported in both 32 and 64-bit
versions. (Note: If your scanner requires a driver, check with the scanner
manufacturer for Windows 7 compliant drivers.)

Microsoft Office 2010 Support. The Access® and Excel® 2010 file formats are
now supported anywhere database formats are supported (e.g., database lookup,
saving data, exporting report data).

SQL Server and Oracle Support. You may now save data to the SQL Server
and Oracle formats without going through an ODBC connection.

Save Data Builder. You can now customize the data saving process by including
a region from your data set in the file name. For example, if you are processing
exams and wanted the data file to be saved by instructor, you could use the
instructor region from the database as the base name.

Save All Data. You can save multiple data files to a master data file with the
click of a button. This feature allows you to easily combine related data (data that
originates from the same template).

Database Lookup for Multiple Pieces of Data. You can now use the Database
Lookup feature to pull more than one piece of data from your external database.
This feature is great for looking up identifiers and pulling demographic
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information from external files into your Remark data (e.g., looking up a student
identification number and pulling in names and other demographics).

All Response Option for Multiple Choice Questions. Multiple choice questions
can output all responses chosen (instead of MULT) even when only one is
allowed. For test grading, this makes it easy to allow different correct answers
without rescanning forms.

Respondent Detection. You can detect who has and has not completed your
form by using Respondent Detection in conjunction with Database Lookup. Using
the information from the external database, you can verify which respondents
exist in the scanned data file.

Review Exceptions. A Review Exceptions utility is included with the software
that cycles through the open data set and searches for any data exceptions
(blank responses, multiple responses, etc.). This feature is particularly useful
when using an image enabled scanner. An image viewer appears at the bottom of
the screen to assist with data clean up.

Review Duplicates. You can review data files for duplicate entries based on a
piece of data. For example, you can check for duplicate student identification
numbers and then choose whether to discard duplicates.

Logging of Changes. Changes to data sets can be logged in a password
protected Access database.

SPSS File Format Enhancements:

o The eight character region name limit has been removed. Region names
up to 64 characters are now supported when saving to the SPSS format.

o You no longer have to set up questions that allow more than one response
as Boolean regions. The software breaks apart the multiple responses into
separate questions when saving to the SPSS format.

o Numeric regions that contain missing data now use the designated
missing value (e.g., -1, 99, etc.) instead of 0 when exporting to SPSS.

o The Advanced window is now available when saving data to the SPSS
format so that you can chose what regions to include and set region sizes
for your data set.

Automation Wizard. An Automation Wizard is included with the software that
allows you to set up executable files that perform basic software functions. For
example, you can choose a template to open, initiate the scanning process, save
the data and run specific reports by setting up an Automation Wizard file that
executes these commands.

Freezing Columns/Rows. You can now freeze columns and rows in the Data
Center so that when scrolling, they are always visible.

Auto Check for Updates. A method for checking for software updates was
added to the Help menu and program preferences.

Remark Quick Stats Improvements:
New Reports:

Question Mean Report. This new survey tabulation report shows each question
on the form, along with the minimum and maximum responses, mean and a bar
chart of the mean.

Student Response Report. This new test grading report shows a matrix of all
the students and test questions, the answer chosen, and a color code to indicate
whether it was the correct response. It provides fast insight into both student and
question performance.
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Demographic Grade Report. This new version of the Comparative Grade report
allows you to compare up to three regions in your data in a table format (as
compared to the Demographic Comparison Report that is in hierarchical format).

Basic Item Analysis/Condensed Test Report. This new report for both tests
and surveys provides a condensed view of all questions on the form, response
frequencies and means. For test grading, it optionally shows test score
information, such as min, max, and mean scores, standard deviation, prevalent
non-distractors and class performance by upper and lower percentages.

Enhanced Reports:

Detailed Item Analysis Report. Cumulative and Valid Percent statistics can be
turned off in the Detailed Item Analysis report for surveys.

Student Statistics Report. T-Score, Z-Score, ETS Score, and Dev. IQ have
been added to the Student Statistics Report (shown optionally).

Condensed Item Analysis Report. Colors have been added to the bar charts
on Condensed Item Analysis report to highlight the correct answer and the
distracters chosen when performing test grading.

Test Item Statistics Report. Several enhancements have been made to the
Test Item Statistics report to make it more readable, including: renaming
Benchmark P-Value to Benchmark, changing the P-value to a straight percentage,
renaming Benchmark % as Percent Correct and changing the value to a straight
percentage, and adding options for each of the columns to be shown/hidden.

Response Reports. Response reports can now be sorted by Respondent ID or
Response.

General Features:

Report Batch Wizard. The Report Batch Wizard allows you to select, print and
export multiple reports at one time. In addition, you can apply filters that
automatically execute as the reports are run (e.g., filter the grades based on
teacher). Report Batch Wizard configuration files can be set up and reused.

NA (Non Applicable) Answer Choices. You may now exclude NA answer
choices from your analysis reports, providing you with more accurate means and
statistics. For example, if your answer choices are Strongly Agree, Agree,
Neutral, Disagree, Strongly Disagree, NA: if someone chooses NA, you can have
it not count in the statistics, but still be able to see how many respondents chose
the NA response.

Scaled Scores. The Grade Wizard supports “scaling” a score, whereby you look
up grades in a table and then apply the scaled score from the external file. You
can define a default scaled score lookup for the overall test and for learning
objectives. Scaled scores can look up by either total score, percent score or
percentile. The following grade reports support the scaled score: Student
Statistics Report, Student Grade Report, Comparative Grade Report,
Demographic Grade Report and Student Response Report.

Support for Multiple Versions of an Answer. You can now enter various
versions of an answer and have them all treated as the correct response. For
example, if .25 and Y are both correct, using the Grade Wizard you can instruct
the software to allow either answer to be considered correct.

Turning Off Subjective Questions Using Easy Grade. When using Easy
Grade, if a subjective question is left blank or contains non-numeric data, it is
excluded from the grade operation (marked as not graded/not subjective).
Otherwise, if the subjective question contains a numeric value, that value is used
as the total possible subjective points for the question.
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¢ Blackboard Export. The ability to export grades to Blackboard has been added.
A Blackboard Building Block is available to streamline importing grades into
Blackboard.

e Screen Captures. You may now access a screen capture utility in Remark Quick
Stats to capture portions of reports (e.g., graphs to place in other applications).

¢ Data Groups. When analyzing multiple data sets together, you can enter a
descriptive name for each data set. That name can then be used to filter data in
Remark Quick Stats, as well as on certain reports, such as the Demographic
Comparison, Comparative Grade and Comparative Item reports. This feature is
useful for comparing data sets.

¢ Importing and Exporting of Grade Scales: You can now import and export
grade scales for the purposes of sharing them via the Remark Quick Stats
Preferences.

1.5 Technical Support

Please use the following guidelines for seeking technical support for Remark Classic
OMR.

Outside the U.S.
Contact your local sales agent for support.

Within the U.S.

NOTE: Services no longer under warranty or covered under a support
agreement may be billable.

When you have questions that are not answered by this manual or by the online Help
system, call Scantron Software Support using the procedure below:

Procedure
1 Record the sequence of steps leading to the problem.
2 Record the text of all error messages encountered.

3 Have your software Serial Number available; it is displayed in the About Remark
Classic OMR window in the Help menu.

4 Be available at the scanning system.
Call Scantron Software Support at 1-800-445-3141.

ul
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Chapter 2

2.1 Overview

This chapter provides system requirements, software installation instructions and
starting and exiting procedures. Please consult your scanner’s installation guide for
specific scanner installation instructions.

2.2 System Requirements

The following section provides the system configuration required for running Remark
Classic OMR.

e Personal computer with 1 GHz or faster processor

e Windows 32-bit and 64-bit operating systems: XP SP3, Vista SP2 and Windows 7
(Note: SP stands for “Service Pack”)

o Remark Classic OMR runs on Windows Server 2003 SP2 and Windows
2008 SP2, but please note the software is not a client/server application
and is not supported in a virtual or server-based environment

¢ 1GBRAM

e 1 GB free fixed disk space

¢ CD-ROM drive (for installation purposes)

e Screen/monitor resolution of 1024x768 or higher and at least 32-bit color
e Mouse or other pointing device

e Supported scanner

e Windows-supported printer (optional)

e PDF viewer required to view installed documentation (optional)

e Microsoft Outlook 2007 or greater can be used for email functionality; if not
present an internal Remark Classic OMR email client (using your SMTP server)
may be used (optional)

2.3 Installing the Software

You must run the Remark Classic OMR installation program in order to use the software.
Install Remark Classic OMR on a fixed drive with at least 1GB of free disk space. To scan
directly into Remark Classic OMR, you must install the software on the same system to
which the scanner is attached. Before installing the software, make sure you are an
administrator on your computer. Each single license of the software can only be installed
on a single computer.

If you are upgrading to Remark Classic OMR 4 from an earlier version, do not install the
software in the same directory as your previous version. Once the installation is
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complete, you can copy information from your old installation that you want to use in
the new version (e.g., form templates, data, etc.).

Note: Modified/custom form template files are not backwards compatible.
Remark Classic OMR 4 converts form templates from previous versions of
the software automatically. However, once a form template has been
converted, it cannot be opened in a previous version of the software. Always
make copies of form templates before converting them. For standard forms,
templates are included with the version 4 software.

To install Remark Classic OMR

The Remark Classic OMR CD-ROM contains an auto play feature so that when it is
inserted into your CD-ROM drive, the installation begins automatically. This feature is
only available if your CD-ROM drive’s auto play feature is enabled. If the software
installation does not automatically start, use the following instructions to install the
software.

1 Insert the installation CD-ROM into your CD-ROM drive.
2 Select Start on the taskbar, click Settings and then click Control Panel.

Note: Accessing the control panel may vary slightly based on the version of
Windows you are running.

3 Double click Add or Remove Programs (or Programs, depending on your
operating system).

4 Click Install and then follow the on-screen instructions to display the Remark
Classic OMR Installation window.

Note: The .NET 3.5 Framework is required to install Remark Classic OMR. If
you do not have it installed on your system, you are prompted to install it.
Once the .NET Framework installation completes, the Remark Classic OMR
installation resumes normally.

5 Follow the on-screen instructions to complete the installation. You are prompted for a
serial number and authentication code. You can find this information on a sticker
on the CD case that came with your software.

6 Some operating systems may ask whether you wish to install the software for all
users or only the person currently logged into the computer. In most cases, and
especially if multiple people use this computer and need to use Remark Classic OMR
on this computer, you should choose the option for "all users/anyone who uses."

7 When the installation completes, click the Finish button to close the installation
program.

2.4 Uninstalling the Software

If you need to uninstall the software, use the Windows Control Panel|Add or Remove
Programs function.

Note: When uninstalling the software, all program and default files are
removed. Files that you created remain on the system. However, for best
practices purposes, if you plan to reinstall the software, we recommend
backing up any files you wish to save prior to uninstalling the software.

10
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To uninstall Remark Classic OMR
1 Select the Start menu, click Settings and then click Control Panel.

Note: Accessing the control panel may vary slightly based on the version of
Windows you are running.

2 Select the Add or Remove Programs option (or Programs, depending on your
operating system).

3 Select Remark Classic OMR 4 from the list and then click Remove or Uninstall.

4 Follow the on-screen instructions to complete the uninstallation.

2.5 Running Remark Classic OMR

Use the following procedures to start and exit Remark Classic OMR:

To start Remark Classic OMR

1 If you chose to install a shortcut on your desktop during installation, double click this
shortcut. Otherwise, select Start from the taskbar.

2 Highlight Programs, highlight Remark Classic OMR 4 and then click Remark
Classic OMR Data Center. To go directly to the Template Editor, click Remark
Classic OMR Template Editor.

Note: Accessing the installed programs may vary slightly based on the
version of Windows you are running.

The About Remark Classic OMR window displays. This informational window remains
for a few seconds while the program loads. When complete, the main Remark Classic
OMR window displays.

2.6 Registering the Software

You can register your Remark Classic OMR software from the Help menu within the
software. The Register Software link takes you to the Scantron website, where you can
fill out a short registration form. We encourage you to register your software so that you
receive important product updates.

To register your software

1 In the Remark Classic OMR Data Center, select the Help menu and then click
Register Software. You must have an active Internet connection.

2 The registration page of the Scantron website appears in your default web browser.
3 Fill in the regions requested and then click the Submit button.

2.7 Updating the Software

Remark Classic OMR periodically needs to be updated to the latest version when
maintenance releases are made available. The option to Check for Updates is listed
under the Help menu. If you are experiencing any problems with Remark Classic OMR,
we advise checking for software updates prior to contacting Remark support. This step
avoids contacting support for known issues that are already corrected within the
software.

11
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In addition, you can have the software automatically check for updates each time it
starts up. To enable this feature, select Tools|Preference|Check for Updates. Then
turn on the checkbox for Check for updates when starting.

The Remark Classic OMR Automatic Update collects some system configuration data in
order to provide you with updates that apply to your installation. This information
includes:

e Product Name e System Finger Print
e Remark Serial Number e Software Version and Build Number
¢ Remark Authentication Code

Gravic, Inc., author of the software, is committed to helping protect your privacy. Using
the automatic update feature does not collect your name, address, email address, or any
other form of personally identifiable information. Your Internet Protocol (IP) address is
logged when you connect to the Gravic website, but this address is only used to
generate aggregate statistics.

To check for updates manually

1 Select the Help menu and then click Check for Updates. You must have an active
Internet connection.
Remark Classic OMR goes out to the Gravic website and checks for an update for

your product. If an update is needed, you are prompted to download and install the
update. If an update is not needed, you are advised that your software is up to date.

12
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Chapter 3

3.1 Overview

This chapter provides an overview of how to get around in Remark Classic OMR,
including the menu items and tools available in the software. Wizards and other
navigation tools are also described. Specific functions are explained in more detail in the
appropriate sections of this user’s guide.

3.2 Remark Classic OMR Components

The Remark Classic OMR software interacts with you through three main components,
which can display multiple windows. You may display many windows simultaneously,
allowing you to use multiple Remark Classic OMR documents at one time.

Remark Classic OMR contains a Template Editor component, a Data Center component
and a Remark Quick Stats component. The Template Editor is used to create form
templates for each form you want to process in the software. The Data Center is used to
process forms, clean data and save/export data. Remark Quick Stats is used to grade or
tabulate processed data.

A shaded title bar designates the active or current window. Minimize documents on the
desktop by clicking the minimize button located in the upper, right-hand corner of the
window. Double clicking the minimized icon causes the document to become the current
window.

The software contains a menu bar, a toolbar and a status bar. The toolbar displays tools
that, when selected, perform the
function of an option under a menu
pull-down item. Shifting between
different types of windows causes the
menu bar and the toolbar to change.
Tools and options that lack functionality
in a particular window do not display or
are disabled (grayed out). The status
bar displays information about the
active document or the selected
command.

]
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3.3 Navigation Tools

Remark Classic OMR includes many wizards and navigation shortcuts to help you move
through the software. The left portion of the Data Center contains a Task Pane that acts
as a guide to help you decide what you would like to do. Once you perform a function,
this Task Pane automatically updates with new options based on the last function you
performed. You may use this tool as a way to understand what options are available to
you at any time. Most options displayed in the Task Pane are also available from the

13
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menus or toolbar. If you would prefer not to use the Task
Pane, you may close the window by selecting the View menu
and disabling the option titled Task Pane. You may also close
sections of the task pane by clicking the title bar of the
section.

In some windows you will also notice an information button

@ . When you see this button, hover the mouse over the
button to view details about the current window, action, etc.

3.4 Using the Mouse and Keyboard

This section details the different mouse and keyboard
conventions used in the Remark Classic OMR software. You
can use either the mouse or the keyboard to perform
functions within Remark Classic OMR. Occasionally, you might
find it easier to combine the mouse and keyboard functions.

3.4.1 Using the Mouse

Data Options

Q] Read Wizard

Customize your data collection kasks by stepping through the
Read Wizard.

o Review exceptions

Perform data validation.

3g Review duplicates
Search for duplicate records.

5 open data file

Browss the flle system For a data fils to opsn inko the active
form template.

B Zeve date

Save the Form template data,

Bl sevedstaas

Save the Form template data as another Fils.

[#) Email Data

Email data as a ZIP attachment

Recogrition Tools

Tools for modifying recognition settings and re-reading
images.

Exceptions Legend

@ Muliple responses

@D Blank responses

@ Recognition errors
Image regions

@ Database lookup regions

@ Barcode regions

@ OR regons
Repeated rank responses

@ Multiple exceptions

In this User’s Guide, the phrase “the mouse button” refers to the left mouse button,
unless otherwise stated. The following table lists the different mouse actions and their

meanings:

Mouse Action Meaning

Click Press and release the mouse button

Double click Press and release the mouse button twice

Right click Press and release the right mouse button

Press Press and hold the mouse button

Drag Move the mouse while holding down the mouse button

3.4.2 Using the Keyboard

You can use the keyboard or the mouse and the keyboard to make selections and

perform functions within Remark Classic OMR.

To use the keyboard to select objects

1 Press Tab to activate the next item in a window.
2 Press Shift+Tab to activate the previous item.

3.4.3 Using Keyboard Shortcuts

Most menu items and window objects provide “shortcut keys” as an alternative to using
the mouse. An underlined letter in the label indicates the shortcut letter for the

particular object or menu item.

To pull down a menu item using keyboard shortcuts

1 Press Alt + the shortcut letter of the menu item shown on the menu bar. (For

example, press AlIt+F to access the File menu.)

14
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2 Press the underlined letter of the desired item from the pull-down menu.

Many Remark Classic OMR menu pull-down options also employ “hot key” shortcuts
(e.g., use Ctrl+X for “"Cut”).

3.4.4 Scrolling

When you select a scrolling list, the Up/Down arrow keys, the Page Up/Page Down keys,
and the Home/End keys perform the following actions:

e The arrow keys move the list up or down a line at a time.
e The Page Up/Page Down keys move up or down a “page” (window) of text at a
time.
e The Home/End keys move to the top or bottom of a list.
Use scroll bars to view additional items in a list or different parts of a window. The
following table explains how to use the mouse within a vertically oriented scroll bar to
produce various results:

Mouse Action Result

Click the arrow at the bottom of the Moves your view in the list down one line
scroll bar

Click the arrow at the top of the Moves your view in the list up one line
scroll bar

Drag the elevator on the scroll bar  Allows you to see various parts of the window.
To drag the elevator, point to the elevator with
your mouse, press the mouse button and drag
the elevator along the scroll bar

Click the mouse pointer above the Moves the elevator up one section
elevator in the scroll bar

Click the mouse pointer below the Moves the elevator down one section
elevator in the scroll bar

3.5 Menu Items

Context-sensitive help is available for all menu items by highlighting the item in question
and pressing F1. The following sections provide menu options for the Remark Classic
OMR Template Editor and Data Center. Menu options for Remark Quick Stats are
detailed in the Remark Quick Stats User’s Guide, which you can access under
Start|Programs|Remark Classic OMR 4|Documentation. Please see the corresponding
sections in this user’s guide for complete descriptions of the features that can be
accessed from the menus.

Most menu items can be represented on the toolbar, which is completely customizable
within the Data Center (the Template Editor is not customizable). You may choose what
toolbar buttons to display, whether to display them as images or text, and what text to
include. You may also drag toolbars using the mouse to the desired location.

To customize the tools displayed on the toolbar in the Data Center
1 Right click the toolbar and then click Customize.
2 On the Toolbars tab, choose the toolbars to display.

15
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3 On the Commands tab, choose a command you

wish to display and drag it to the toolbar to .
|
permanently place it on the toolbar. .| : 1
) Toolbars  Sommands | keyhoard | Options
4 On the Keyboard ta b, review the keyboard TUaddacummand_tufatuu\bar:se\ectacateguryanddragthe
shortcuts for various tools. You may also create commend oLt f thi dabg £0x o a foobar

Cateqories: Commands:

new toolbar shortcuts.

5 On the Options tab, choose whether to show full
menus when dropped down, reset the menu usage, | [meme

Mew Form Template. ..

Open Form Template, ..

Edit Form Template. ..

;:L: Convert ko Web Survey...
Toolbar Icons -

display large icons, whether to show ScreenTips on L |} =Nl
toolbars, whether to show shortcut keys in the Recoanton Tenplet ; St
ScreenTips, and whether to use menu animation b g | savepetoss. v

(changes how menus drop down).

Clase

Note: When customizing the toolbar, you can
see all of available toolbar options. If you
attempt to drag a button to the toolbar and subsequently do not see the
item on the toolbar, this means that the item you have selected is not valid
for your setup (e.g., a disabled feature).

To modify toolbar buttons

Right click the toolbar and then click Customize.

Go to the toolbar and right click the button you wish to modify.
Choose the desired option from the menu.

When you are finished modifying the toolbar, click the Close button on the
Customize window.

A W NR

To delete toolbar buttons

Right click the toolbar and then click Customize.

Go to the toolbar and right click the button you wish to remove.
Click the Delete option.

When you are finished modifying the toolbar, click the Close button on the
Customize window.

A W NR

3.5.1 File Menu

Use the items in the File menu to perform operations on files. The operations include

creating, editing, opening, closing, saving, displaying, and printing the data contained in
these files.

Template Editor:

Tool Menu Pull- Function
Down Item

ﬁ New Creates a new form template.
(Ctrl + N)

Open... Opens an existing form template for editing.
Template
(Ctrl + O)

u
L
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Tool

Menu Pull-
Down Item

Function

Close Closes the current form template.
(Ctrl + F4)

l! Save Saves the open form template to a new or existing file.

- (Ctrl + S) Clicking the Save button creates a new form template file
or save the form template to the current file if one has
already been established.

Save As Saves an existing form template file under a new name or

(Ctrl + A) allows you to change the path to which the file saves.

Recent Files  Displays the most recently used files. Click a file to open
it.

Properties Displays the properties for the open form template.

Launch Launches the Remark Classic OMR Data Center with the

Remark current form template file open.

Classic OMR

Exit Exits the Remark Classic OMR Template Editor.

(Alt + F4)

Data Center:

Tool Menu Pull- Function
Down Item
1;_}| New Form Launches the Remark Classic OMR Template Editor in the
- Template new template state so that you may create a new form
(Ctrl + N) template.
Open Form Opens an existing form template for processing forms,
| Template opening data and running reports. Multiple form
(Ctrl + O) templates can be opened simultaneously, and the same
form template can be opened multiple times.
| Edit Form Launches the Template Editor with the active template
- Template automatically open for editing.
(Ctrl + E)
tsemetownsne.  Convert to Converts the form template file to a Remark Web Survey
Web Survey file for use in the Remark Web Survey application. This
option only appears if you have Remark Web Survey
installed on the same computer as Remark Classic OMR.
| Open Data | Open Data Opens an existing data file and displays the data in the
(Ctrl + G) current template grid window. Remark Classic OMR can

read and save data in dozens of different file formats.

-30pen&eport...| Open Report

(Ctrl + R)

Opens an existing report file that was saved in Remark
Quick Stats.

17
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Tool Menu Pull- Function
Down Item
ﬂl Save Data Saves data from the grid to a new or existing data file.
—~— (Ctrl + S) Clicking the Save button creates a new data file or save
the data to the current file if one has already been
established.
Save Data Saves an existing data file under a new name, allows you
As (F2) to select an output format, or allows you to change the
path to which the file saves.
Pisav=alnata..  Save All Saves all open data files to one master file, allowing you
Data to select a file name, output format and the path to which
(Ctrl + F2) the file saves.
Save Data Launches the Data Builder, which allows you to customize
Builder the data saving process by dynamically building file
(Ctrl + F3) names and locations using information from the active
data set.
had Email Emails the active data set using Microsoft Outlook or the
built-in email program.
g Batch wizard... | Batch Opens the batch wizard so that you can create batch files.
Wizard Batch files allow you to process a header sheet with
identifying information for the forms that follow.
= | Print Prints the contents of the grid.
Bl (Ctrl + P)
Recent Files  Displays the most recently used files. Click a file to open
it.
Close Closes the current data grid. If there are unsaved
(Ctrl + F4) changes, you are prompted.
Close All Closes all open data grids. If there are unsaved changes,
Templates you are prompted.
and Data
Exit Exits the Remark Classic OMR Data Center.
(Alt + F4)

3.5.2 Edit Menu

Use the items in the Edit menu to perform common Windows functions on one of the
Remark Classic OMR documents. The operations include typical clipboard operations,
such as copying and pasting information, and several data manipulation operations, such
as finding & replacing.

Template Editor:
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Tool Menu Pull- Function
Down Item
5] Undo Undoes the most recent change to the form template.
(Ctrl + 2)
e Redo Redoes the last action to which Undo was applied.
(Ctrl +Y)
% Cut Moves a selection of text or region from one place to
(Ctrl + X) another by cutting it from the original position and
pasting it in a new position (paste is a separate
command).
E Copy Allows for easy duplication and movement of information.
(Ctrl + C) You can copy a selected portion of text from a form
template, or a region from one part of a form template
(or a different document altogether), and paste itin a
different part of the form template.
fm Paste After Pastes information from the clipboard after the selected
(Ctrl + V) node in the tree view.
Paste Before Pastes information from the clipboard before the selected
(Ctrl + B) node in the tree view.
4 Delete Removes the highlighted information. This operation does
: (Delete) not use the clipboard, and Remark Classic OMR retains no

copy of the deleted information (except by Undo).

Data Center:

Tool Menu Pull- Function
Down Item
fe Cut Moves a section of text from one place to another (or to
_J (Ctrl + X) another document) by cutting it from the original position
and pasting it in a new position (paste is a separate
command).
a ' Copy Allows for easy duplication and movement of information.
—_ (Ctrl + ©) You can copy a selected portion of text from one part of a
data grid (or a different document altogether), and paste
it in a different part of the data grid.
= l Paste Whenever a section of text is copied or cut, Remark
B=S (Ctrl + V) Classic OMR places the contents on the clipboard. This

intermediary holds the information so you can paste it
(multiple times if desired) until you place something new
on the clipboard (by cutting or copying something else).
Data can be copied from a document of one program and
pasted to a document of another as long as the data are
compatible.
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Menu Pull- Function

Down Item

Tool

Paste Allows you to paste information from one cell in the data
Special grid to multiple cells.
Delete Removes the highlighted information. This operation does
(Delete) not use the clipboard, and Remark Classic OMR retains no
copy of the deleted information.
Insert Row Inserts a row into the data grid based upon the active
(Shift + cell. The row is added above the row containing the active
Insert) cell.
Delete Row Removes a row in the data grid. The row containing the
(Shift + active cell(s) is deleted. This operation cannot be undone.
Delete)
"?ﬁl Find Displays a window asking for the search text. Remark
i (Ctrl + F) Classic OMR searches forward from the cursor position for
the text requested.
ﬁ' Find Next Searches for the next instance of the previous search. If
— (F3) Find has not yet been chosen, or could not locate the
previous search, Find Next disables.
@replac= | Replace Displays the Replace text window. The search text box
(Ctrl + H) contains either the highlighted text or the previous search
text, and the replace text contains either the previous
replace text or is blank. You can replace all occurrences of
the search text by clicking Replace All.
Select All Highlights the entire data grid. This is equivalent to
(Ctrl + A) clicking the top-left corner of the grid and dragging the
mouse to the bottom-right, selecting all cells in the
process.
Dssort... | Sort Allows the sorting of data in ascending or descending

patterns based on particular regions.

3.5.3 View Menu

The View menu allows you to choose which toolbars you would like to display and
allows you to customize the current view.

Template Editor:

Menu Pull- Function

Down Item

Tool

Toolbar Displays the toolbar buttons that are used as shortcuts

to perform functions (e.g., open, save, etc.)
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Tool Menu Pull- Function

Down Item

Status Bar Displays the status bar, which is the horizontal bar
located at the bottom of a window that displays pertinent
information about application processes or the currently
selected item.

Read Displays the arrows representing the direction in which

Direction forms are read by an OMR scanner and acts as a guide

when creating regions on your form template.

Data Center:

Menu Pull-
Down Item

Function

Amageviewer |  IMage Displays the Image Viewer in the Data Center to show
Viewer images of forms as they are scanned or when clicking in
a cell. This option is only available when using an image-
enabled scanner.
[ Graphviewer | - Graph Displays the Graph Viewer in the Data Center to show a
Viewer graph of data as forms are processed or when clicking in
a cell.
@ TsskPane | Task Pane Displays the Task Pane in the left side of the Data
W— Center, which provides shortcuts to frequently used
functions (e.g., open, save, etc.). The Task Pane updates
with appropriate tasks as you perform certain functions
in the software.
Flag Legend Displays the legend explaining each type of exception

flag and its associated flag color.

Freeze Rows

Freezes grid row(s) so that if you scroll in the data grid,
the frozen rows still appear.

Unfreeze Unfreezes any row(s) to which you applied the Freeze
Rows Rows property.

Freeze Freezes the grid column(s) so that if you scroll in the
Columns data grid, the frozen columns still appear.

Unfreeze Unfreezes any column(s) to which you applied the Freeze
Columns Columns property.

Theme Allows you to choose a theme for the software, which

defines colors, fonts, title bars, etc. You may also choose
whether to display large or small icons on the toolbar.
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3.5.4 Tools Menu

The items available in the Tools menu are the primary Remark Classic OMR operations.
These items vary slightly from the Template Editor to the Data Center.

Data Center:

Tool Menu Pull- Function
Down Item
‘Ureadwizard | Read Wizard Opens the Read Wizard so that you may read page(s)
(F5) from a scanner and place the data into the data grid.
g' Easy Scan Begins the scanning process based on the last settings
— (Ctrl+F12) used in the Read Wizard. Note that you cannot adjust
the settings. If you are unsure of the last settings
used, you should use the Read Wizard to scan your
forms.
O | End Read Stops the process when scanning forms.
yl Review Searches the open data grid and allows you to correct
— Exceptions exception cases (e.g., blank or multiple responses) and
(F4) enter input region information. The Task Pane on the
left shows the available options.
FaReview Duplicates... | Review Searches the open data grid and allows you to correct
Duplicates duplicate entries (e.g., two records in the data set
belonging to the same respondent based upon the
respondent ID). The Task Pane on the left shows the
available options.
Analysis Accesses the grade and survey options in the software:

I}gasy Grade l

{7 Grade Wizard |
uf Easy Survey |

| Survey Wizard |

&

Easy Grade: grades the current data set using the first
grid row as the answer key and grading options as
defined in the form template. (F6)

Grade Wizard: launches the Grade Wizard for
customized grading. (Ctrl + W)

Easy Survey: tabulates the current data set using
tabulation options as defined in the form template.
(Ctrl + U)

Survey Wizard: launches the Survey Wizard for
customized survey tabulation. (Ctrl + I)

Analysis Preferences: allows you to modify settings
that control the way Remark Quick Stats looks, feels
and performs.

View Reject
Log

Displays a log file of all forms that were rejected when
scanning forms using a reject stacker.

ﬁnutomation Wizard,., |

Automation
Wizard

Launches the Automation Wizard, which allows you to
set up executable files that automate basic Remark
Classic OMR functions.
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Tool Menu Pull- Function
Down Item
iPsendwizard.. Send Wizard  Launches the Send Wizard, which allows you to email a

data file or send it to an FTP site.

Test Import
Wizard
(F12)

Launches the ExamView® Import Wizard, which allows
you to import legacy data from the ExamView
software.

_%1 Respondent Detection, | Res pon dent

Detection
(F11)

Allows you to determine which respondents in your
data have been processed, not been processed or have
been processed multiple times. This feature is used in
conjunction with the Database Lookup feature.

@I Perform Spell Checks the selected data file for spelling errors.
— Check (F7)
:gl OMR Scanner Accesses the OMR Scanner Properties window so that
o) (Ctrl + F8) you can set up a scanner or make changes to the
current scanner setup. Use this option when using an
OMR only scanner (one without imaging).
OMR/Image Accesses the OMR/Image Scanner Properties window
Scanner SO you can set up a scanner or make changes to the
(Ctrl + F9) current scanner setup. Use this option when using an
image-enabled scanner.
= ' Preferences Allows you to modify settings that control the way the
—_ (F9) Data Center looks, feels and performs. Use the Task

Pane in the Preferences to perform software
customization. Remark Classic OMR saves any changes
you make and applies them to future actions.

3.5.5 Sheet and Region Menus

The Sheet and Region menus are available in the Template Editor as you are creating

or editing a form template. These menus give you options to add, delete, edit and view
the properties of regions in the form template. The items change depending on whether
you have selected a Page node or a Region node in the tree view.

Tool Menu (Page Menu Pull- Function
or Region) Down Item
Sheet & Region Insert Inserts a page or region before or after
Before/After the selected node. Regions can be OMR,
barcode or Input.
= Region Add Linked Adds a region to another region, linking
Region them into one question. This feature is

used for regions that have text or lines
separating the answer choices and the

OMR box cannot be drawn around all of
the marks together.

23



Remark Classic OMR User’s Guide

Tool Menu (Page Menu Pull- Function
or Region) Down Item
e Region Link Links multiple regions together so that
they are considered one question.
=) Region Break Separates a linked region into individual
— Region Link  regions.
Sheet & Region Properties Shows the properties for the sheet or

region.

3.5.6 Help Menu

When you have questions about the use of Remark Classic OMR, or about a specific
menu or command, look in the help file.

Note: Help is context-sensitive. Press F1 while any Remark Classic OMR
window is active and help text appropriate to that window displays
whenever possible.

Tool Menu Pull- Function
Down Item
O' Contents Displays the contents of the Remark Classic OMR help

file.

Documentation

Displays a folder containing the Remark Classic OMR
user’s guides in PDF format.

Edit
Authentication

Allows you to enter a new serial number or
authentication code for the software. You should only
use this option when directed by Scantron personnel.
(Data Center only)

Register Launches your default web browser and loads the

Software software registration page on the Scantron website.
We strongly recommend that you register your
software so that you receive important product
notifications. (Data Center only)

Check for Checks the Gravic website for a software update. If an

Updates update is available, you are given prompts to
download and install it. If no update is available, you
are notified that your software is up to date.

Copyrights Displays copyright information for Remark Classic

OMR. (Data Center only)

About Remark
Classic OMR
Template
Editor/Data
Center

Displays the About Remark Classic OMR window,
showing information about Gravic, Inc. as well as the
serial number and current version of the software that
is running.
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3.6 Accessing the Software Help File

Remark Classic OMR includes a help file to provide answers to your questions. Use the
following procedures to access help when running Remark Classic OMR:

To access online help
1 To view context-sensitive help on the current window, press F1.

2 To view the main help contents window for Remark Classic OMR, select the Help
menu and then click Contents.
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Chapter 4

4.1 Overview

This chapter provides general information about OMR scanners and how to configure
your scanner in Remark Classic OMR. You should already have your scanner connected
to your computer and, if necessary, the drivers installed that allow the scanner to work
before attempting to use your scanner with Remark Classic OMR. Remark Classic OMR
allows you to set up your scanner in one of two ways: OMR Only or OMR/Image
Scanners (captures scanned form images).

4.2 OMR Scanners- General Information

An OMR scanner is a peripheral device attached to a computer that is used to scan
paper-based documents, such as standardized tests, evaluations and other form types.
OMR scanners come in two basic types: hand feed and automatic feed. You feed sheets
through a hand feed scanner one at a time. An automatic feed scanner can handle
batches of sheets at one time. Some scanners connect to the computer with a serial
cable and some connect using a USB cable (a driver is typically required for a USB
connection). If your scanner uses a serial connection and your computer does not have a
serial port, you may need to purchase an adapter. Please contact your scanner
manufacturer for recommended adapters.

4.3 OMR Forms

OMR forms are created specifically to be read by OMR scanners. For this reason, these
forms are created to very precise specifications. It is important to review these concepts
here before you begin scanning forms.

Aside from the bubbles on the form, the two major characteristics of an OMR form are
the Timing Marks and the Columns.

4.3.1 Timing Marks

Timing marks are small, black marks that signify the vertical position of each row of data
on the sheet. These marks are placed along the edge of the form and indicate the
presence of mark information to the OMR scanner.

4.3.2 Columns

Columns refer to the number of columns (sometimes called channels) that are contained
on the form. OMR scanners can typically read either 12 or 48 columns, although 5, 14
and 40 are also possibilities. Each mark on the form lines up with a timing mark and a
column. See your OMR scanner’s documentation for the specifications for your model.
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The following example shows the typical layout of timing marks and columns on a form.
The timing marks go down the left side of the form and the columns are humbered from
left to right. The actual bubbles for each field on the form could correspond with any
combination of timing marks and columns (e.g., a region on the form may be present
beginning with timing mark three and column five).

Column 1 Column 48
=OQO0000000000000000000O0000000000CO00O0000COOOO0C000
Ldolelelelelelelelelolelelololslo]elelalalelololelololelnlolelalolololo]ololalelelelelelolnlolo]e)]
=0000000C0CO000000000000000000C0O000CO000000000000
= 0000000000000 0000000000000C000 (e]lolelelolelslolelololeoln]e]
=mOO000CO0000000000000000000000000000000000O000000
=QOQ00CCOOO0O0000000000000000000000000000000000000
=00000000C0Q0OVOQ000000000000Q0000Q00QO00OCOOOQO0O00
=0Q00000000000000000000CO000OO00000000000COOO000O00
=OO0000Q000000000000000000000000COO000COCOOOO0000
=mOO00000000000000000000000000000Q00000CO000000C00
mOO00000O00000000CO0000000000000000000COO0O00Q000
=mOOQ0000000000000CO000CO00000O0O000000COCOO0O00000
=0 0000000000000 0CO000000000000OCO000000CO0000000
Laolelsleleleolelolelolelslolclolo]lolololololololololelelelelolo]lolelo]lololo]elololololololololo]e
L lelelelelolelelolelolelelolelole]elo elololololelolo]olololo]o]olelolololnlololololalslolololo]e
=O 0000000000000 00C00000000Q000000000Q000OCOO000000
=0 0000000000000 O0CO0000C000QC0O000CO000Q00Q00000000
=0 0000000000000 OQ00Q000000Q0C00000O0000COO0O00CO00
=O0000000000000000C000000000CC0000000O0CO0O00000000

4.4
Selecting Your OMR Scanner

Remark Classic OMR currently supports several OMR scanners. To use an OMR scanner
with the Remark Classic OMR software, you must first select your OMR scanner from the
list of supported OMR scanners. Please note that if your scanner requires a separate
driver to operate, you must install that driver prior to using the scanner in Remark
Classic OMR. Please see your scanner documentation for assistance with drivers and
installation.

4.4.1 Selecting an OMR Only Scanner

If your scanner is an OMR only scanner, meaning it does not have imaging capabilities,
you should set it up using the OMR Scanner Properties window. The following scanners
can work in this mode:

OpScan 2 Scanmark 2000
OpScan iNSIGHT 2 (OMR only) Scanmark 2250
OpScan 3 Scanmark 2500
OpScan 4/4U Scanmark 4000
iINSIGHT 4/4ES (OMR only) Scanmark 5500
OpScan 5 Scanmark ES2010
OpScan 6 Scanmark ES2260
OpScan 7 Scanmark ES 2800
OpScan 8 EZData
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To select your OMR scanner

1 From the Remark Classic OMR Data Center, select the Tools menu, click OMR
Scanner and then click OMR Scanner Properties.

2 Click the Scanner Type down arrow to display a list of available scanner types.

Choose the scanner you are currently using.

Based upon your scanner selection, default settings are displayed. You may change the
settings if it is appropriate to your system’s setup. The following table details the

scanner options:

Area Options

Meaning

Scanner Type

Shows the available OMR scanner
models.

Scanner Settings  Recognition Threshold

Sets how leniently or strictly the
software interprets the marks. This
setting specifies a value at which a
mark is considered filled.

Mark Discrimination

Sets the value that determines the
difference between two marks that
are filled or partially filled, as in the
case of erasures.

Discrimination Cutoff

Sets the value at or above which
any mark is considered filled
regardless of how other marks in
the field are filled.

Scanner Timeout

Sets the number of seconds for the
scanner to respond before timing
out.

System Pause

Feeder option installed

Sets the amount of time in
milliseconds (1/1000th of a second)
that the system pauses to ensure
that all internal OMR scanner
operations are complete.

Mark this checkbox if your scanner
has an automatic sheet feeder.

Duplex option installed

Mark this option if your scanner has
duplex capabilities, meaning it can
scan both sides of a sheet of paper
in one pass through the scanner.

Select stacker installed

Mark this option if your scanner has
a select stacker installed
(sometimes referred to a reject
stacker or reject hopper). The
select stacker is a separate tray
where forms containing problems
reside (e.g., if a form is scanned
but cannot be recognized).
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Area Options

Meaning

Transport printer installed

Mark this option if your scanner has
a printer, which can be used to
print score information or items
such as date, time and record
number as forms are scanned.

Barcode option installed

Mark this option of your scanner
has a barcode reader.

SelfScore option installed

Mark this option if your scanner can
run in SelfScore mode (where
grading is handled on the scanner
using the scanner’s panel).

COM Port Settings Port Number

Use this setting to select the com
port number on the computer to
which the scanner is connected. If
your scanner is connected via a
USB converter, there is still a com
port listed.

Baud Rate

Use this setting to set the default
data transfer rate. This setting
controls the speed of the transfer of
data.

Data Bits

Use this setting to set the default
value for data bits, which are the
smallest unit of information on the
computer. Information is gathered
by combining data bits into bytes of
information.

Parity

Stop Bits

Use this setting to set the parity,
which is an error detection method
used to verify the integrity of
individual characters in the data
being transferred.

Use this setting to set the default
value for stop bits, which are bits
that indicate that a byte has just
been transmitted. Every byte is
preceded by a start bit and followed
by a stop bit.

Flow Control

Use this setting to set the default
value for flow control, which is the
process of adjusting the flow of
data from one device to another to
ensure that the receiving device
can handle all of the incoming data.
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Note: Once you select your scanner model, the default settings are often
appropriate. You may just need to tell the software which options your
scanner has installed.

3 Mark the appropriate options for your scanner. The settings you choose for the COM
port must match the settings on the scanner exactly. Some scanners require you to
manually configure or run configuration sheets through the scanner in order to
establish settings. Please use your

scanner’s user’s guide for 7 x|
configuration steps. Once the OMR Scanner Properties
. . Select the settings appropriate to the connected scanner:
scanner is configured, use the
same settings in Remark Classic o T < compor sengs
O M R . Scanner Setkings Port pumber:

[m] Baudrate:  |35400

4 Click the OK button to save your Reccankion dyeshakt: | 7
. Mark discrimination:
scanner setup options. -

Duplex option installed Databits: |7
O select stacker installed
Transport prinker installed

w

Parity: Odd
Discrimination cut-off: 10 arty.

Bl R E ==

A (4] (R3] (<3 <>

Note: Once you have selected Scanner timeaut (sec i |10 g:i@iﬁf’:ﬂﬁﬂi‘:i:d Stopbits: |7 d
H H - low contral: |Hardware

your scanner, clicking the system pause (s |50 Pl ceniel

Defaults button sets the

scanner’s properties back to
original software installation
state.

5 Select the Tools menu, click OMR Scanner and then click Set as Default Scanner.
Remark Classic OMR uses this scanner when any scanning commands are executed.

You are now ready to scan forms or if necessary, create a template in the Remark
Classic OMR Template Editor. Go to Chapter 5 if you need to create a form template for
your form. If you already have a form template for your form, you may go to Chapter 6
to learn how to scan filled in forms.

Tip: Many standard forms already have form templates in the software.
Check the Templates folder of your Remark Classic OMR installation
directory to see the form templates that ship with the software (the default
path is C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR).

4.4.2 Selecting an Image Enabled Scanner

If your scanner has imaging capabilities, meaning that it can capture images of the
forms as they are scanned, you should set up your scanner in the OMR/Image Scanner
Properties window. The following scanners have image capabilities:

iNSIGHT 20 iNSIGHT 2 (USB mode)
iNSIGHT 30 iNSIGHT 4/4ES (USB mode)

Please note that all the scanners listed in section 4.4.1 can be set up in the OMR/Image
Scanner properties. However, we recommend only using this option for the scanners
listed above.

When using an image-enabled scanner, an image of each sheet is captured during
scanning. You can archive these images and use them to view exceptions on forms that
may need your attention (e.g., a multiple response where one was not permitted).
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To select your OMR/Image scanner

1 From the Remark Classic OMR Data Center, select the Tools menu, click
OMR/Image Scanner and then click OMR/Image Scanner Properties.

2 Click the Auto Detect Scanner button to have the software automatically search for
scanners on the system. Your scanner must be turned on, connected to the
computer, and the driver must be installed (if necessary).

Note: You can choose your scanner in the Scanner Configuration area
however, in most cases we recommend simply clicking the Auto Detect
Scanner button.

Based upon your scanner selection, default settings are displayed. Most items are turned
on and off automatically based on how the scanner is configured. If an option is
disabled, it means you cannot turn it on or off manually. You have to adjust it on the
scanner. Under normal scanning conditions, the default settings are appropriate. The
following table details the scanner options:

Area Options Meaning

Auto Detect Scanner Searches all ports on the system for
an active scanner. The scanner
must be plugged in, turned on and
connected to the computer and if
necessary, the driver must be
installed in order for the software to
find it.

COM Port Settings Baud Rate This setting determines the default
data transfer rate. This setting
controls the speed of the transfer of
data.

Data Bits This setting determines the default
value for data bits, which are the
smallest unit of information on the
computer. Information is gathered
by combining data bits into bytes of
information.

Parity This setting determines the parity,
which is an error detection method
used to verify the integrity of
individual characters in the data
being transferred.

Stop Bits This setting determines the default
value for stop bits, which are bits
that indicate that a byte has just
been transmitted. Every byte is
preceded by a start bit and followed
by a stop bit.
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Area

Options

Meaning

Scanner Options

Use select stacker

Mark this option if your scanner has
a select stacker installed
(sometimes referred to a reject
stacker or reject hopper). The
select stacker is a separate tray
where forms containing problems
reside (e.g., if a form is scanned
but cannot be recognized).

Use transport printer

Mark this option if your scanner has
a printer, which can be used to
print score information or items
such as date, time and record
number as forms are scanned.

Use SelfScore

This option is marked if your
scanner is running in SelfScore
mode (where grading is handled on
the scanner using the scanner’s
panel). Note that if the scanner is in
SelfScore mode, this checkbox is
checked and disabled. To turn off
SelfScore, reset the scanner and
then click the Find Scanner button.

Use bar code reader

Mark this option of your scanner
has a bar code reader and you want
to read bar codes.

Duplex scanner

Mark this option if your scanner has
duplex capabilities, meaning it can
scan both sides of a sheet of paper
in one pass through the scanner.

Write operations log

Mark this option to create an
operations log file for the batch.
The file is located in the ScanTools
Plus Data directory, in a file named
OPERATE.LOG, and contains
statistics on scanning operations.

Recognition
Settings

Threshold

Sets how leniently or strictly the
software interprets the marks. This
setting specifies a value at which a
mark is considered filled.

Discrimination

Sets the value that determines the
difference between two marks that
are filled or partially filled, as in the
case of erasures.
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Area Options Meaning

Mark Cutoff Sets the value at or above which
any mark is considered filled
regardless of how other marks in
the field are filled.

Timeout Sets the number of seconds for the
scanner to respond before timing
out.

3 Mark the appropriate options for your scanner. Most options are enabled and
disabled based on how the scanner is configured. If an option is disabled, you may
not change it in the software (you can typically change it on the scanner if it is a
supported feature of your particular scanner). You can turn on and off certain
features such as the printer and select stacker.

4 Click the OK button to save your scanner setup options.

Note: Once you have selected your scanner, clicking the Find Scanner
button sets the scanner’s properties back to the original state.

5 Select the Tools menu, click OMR/Image Scanner and then click Set as Default
Scanner. Remark Classic OMR uses this scanner when any scanning commands are
executed.

You are now ready to scan forms. Proceed to Chapter 6 to learn how to scan filled in

forms.
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Chapter 5

5.1 Overview

The first step in using Remark Classic OMR is to create or locate the form templates for
the forms you wish to process in the software. A form template file contains the
information needed to instruct Remark Classic OMR about each form. The form template
conveys the location of the information on the pages (e.g., the bubbles the respondents
will darken) and the specifics of the data you require. The form template defines the
backend database you will use for storage of the processed data. You create a form
template for each form that you wish to process using the software.

Remark Classic OMR contains pre-defined form templates for many commonly available
forms. If your form does not have an associated form template, you need to make a
form template in order to use the form. Form templates are created in the Remark
Classic OMR Template Editor. If a form template already exists for your form, you do not
need to use the Template Editor at all. You can skip to Chapter 6, Scanning Forms, and
start scanning your forms.

Tip: Before attempting to use the Template Editor, check to see if your form
already has a template created. By default, form templates are installed in
this location: C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR. If you see folders that contain form templates
you do not use, please do not delete the folders; this will force Remark
Classic OMR to try to reinstall them when you next run the software.

Form templates are created by looking at the physical form and then recreating the
bubble areas in the Remark Classic OMR Template Editor. You use the mouse to drag
boxes (called regions) around the marks (e.g., bubbles) and other areas you want to
have recognized on your form. These regions tell the software where each piece of
information you want to capture is located on the page and other pertinent information
about the form. They also tell the software what type of data you need the software to
output from each area. You may only edit and create templates that have a .rco
extension, which work with regular OMR scanners (not OMR/Image scanners).

Special Note for Image-Enabled Scanners: If you are using an image-
enabled scanner, you are not able to create and edit form templates. You
must use the templates found in C:\Program Files\Gravic\Remark Classic
OMR 4\Templates\Scantron\OMR-Image. There are required files that match
these templates; therefore changing the templates causes them to stop
working with the software. If you have a need to change an existing form
template or create a form template for a custom form, please contact
Scantron for assistance.

The following topics are covered in this chapter:
= Creating form templates (Section 5.2)

» Using the Template Editor (Section 5.2)

= Region types (Section 5.2)
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= Creating regions (Section 5.2)

= Advanced region options (Section 5.3)

= Additional features (Section 5.4)

* Saving Form Templates (Section 5.5)

» Editing existing form templates (Section 5.6)

5.2 Creating Form Templates

5.2.1 Using the Template Editor

The Remark Classic OMR Template Editor contains two basic components that you use to
create and edit your form templates. The left portion of the Template Editor window
contains a tree view with nodes representing each region in your form template. You can
think of the tree view as an item list. The right side of the window contains a page
representation of your form, or a graphical replication of your form. You may use the
tree view and the page representation area to work with your form template. Each node
in the tree view contains the properties of that node, which can be accessed by double
clicking the node. You may also double click within a region in the page representation
area to view the region’s properties. Continue with the following sections for specific
instructions on using the Template Editor. If you are unfamiliar with OMR terminology,
you may wish to read Chapter 1: Remark Classic OMR Overview before attempting to
use the Template Editor.

5.2.2 Region Types

Regions are explained in more detail later in this chapter, but it is worth providing an
overview here. There are three basic region types that Remark Classic OMR can process:

Region Type What is on Description
Your Form
OMR (Optical Bubbles, OMR regions are used to capture
Mark checkboxes or marks, such as bubbles and
Recognition) any other checkboxes, on your form. Marks can
complete be used to collect many varying types
shape, often of information, ranging from multiple
used for choice questions to ID numbers to
answering names.
multiple choice
questions,

filling in names
and codes, etc.

Barcode

Printed barcode
or barcode
sticker

Barcodes are used to encode just about
any desired information, ranging from
names to ID numbers to other
demographic information.
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Region Type What is on Description
Your Form

Input An area for Input regions allow you to manually
handwritten enter information into your data set.
text, or other For example, you can use Input regions
information to capture handwriting from comment

that cannot be  areas and other open ended questions.
automatically The software does not automatically

converted to interpret handwriting, but it does allow
data you to hand enter the written
information.

Now that you know how your form translates to a form template, we can begin the
basics of form template creation.

5.2.3 Beginning the Form Template

Form templates are created in the Remark Classic OMR Template Editor. There are two
main ways to access the Template Editor to create a new form template:

e From the Remark Classic OMR Data Center, select the File menu and then click

New Form Template or click - . Alternatively, with the Templates tab selected,
click New form template in the Task Pane.

e From your Windows Start menu, click Start|Programs|Remark Classic OMR
4|Remark Classic OMR Template Editor.

To create a new form template

1 From the Template Editor, select the File menu and then click New, or click 2 ,
to begin a new form template.

The Form Template Creation Wizard = E
WIndOW appears' Thls Wizard aIIOWS you to Welcome to the Form Template Creation Wizard Z
speCIfy general information about the form Follow the steps below that walk you through the template creation process.
template, including a name, description, welcome | Froperties | Trinamare | s | eoce |
number Of Sheets, COlUmnS and tlmlng ma rkS ::ri';‘:trgTamp\ate[reatmr\leardW\Hqu\daynuthrnuqhther\acessarystepsnfcraatmgas\mp\anradvanced
and other pertinent information.
Step 1:  Define form template properties.
2 Click the Next>> button to start the step 2 Defne shest properte,
. Step 3:  Define form identifisrs.
wizard. Step 4:  Define page ID (skurk marks). (optional)
3 In the Form Type SeCtIOI’], Choose Step 5:  Define respondent trackers (ithocodes). {optional)
. Step 6: Define read head marks. (optional)
Simplex Form or Duplex Form. A
simplex form contains a single sided sheet
or sheets and a duplex form contains a
double sided sheet or sheets. Here are g I o |

some examples of form types:

e One sheet of paper with OMR marks on one side is a simplex form with one
sheet.

e One piece of paper with OMR marks on both sides is a duplex form with one
sheet.
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e Two pieces of paper with OMR marks on both sides is a duplex form with two
sheets (this is often in booklet form).

4 In the Form Details section, choose the

Number of Sheets and the Number of B
Columns in the form. The number of T 4
sheets Corresponds W|th the hOW ma ny Spexify the basic form kemplate properties below.
pieces of paper the form contains (not wWekome  Properties | TimingMarks | 10s | |
the number of sides). For example, a -
one page duplex form would have one © puglex Fom
1 i Form Details
sheet with two sides. et [T]
5 In the Form Description box, enter a tumber of ok [15 2]
brief description of the form, if desired. e
6 In the Form Manufacturer box, enter Herutace ‘Dm — '
the name of the form manufacturer, if
desired.
7 If this form template will be used to scan = ey Fin

in SelfScore mode (specially equipped
scanners only), mark the checkbox titled
SelfScore form template.

8 Click the Next>> button to continue. I -

Timing Marks ﬂ

Th e Ste p 2 w | n d oW a p p ears. Specify the timing mark details below,

welcome | Properties  Timing Marks IIDS ] ]

9 If all of the sheets within the form have P ot e o of o it
the same number of timing marks, mark Hursr ofrows (ring vy [ 63 ]-2]
the checkbox for Pages Contain the
Same Number of Timing Marks and
then enter the number of timing marks
on the form. If each sheet has a
different number of timing marks,
deselect the checkbox and type in the
number of timing marks on each side of
each sheet.

10 If your form does not contain page ID
marks or respondent trackers, click the
Finish button and proceed to section 5.2.3. Otherwise, click the Next>> button to
continue.

The Step 3 window appears. This window allows you to specify page ID marks and/or
respondent trackers (lithocodes) if either is present on your form. Page ID marks are
used to identify a sheet within a form. A respondent tracker, often called a lithocode, is
used to identify a particular respondent. A respondent tracker can be an OMR region or a
barcode. In order to use respondent trackers, you must have a multi-sheet form. You
can use respondent trackers and page ID marks independently or together. If you use a
page ID mark in conjunction with a respondent tracker, Remark Classic OMR can identify
specific sheets as belonging to a specific respondent when reading forms. This feature is
useful when scanning multi-page forms, such as booklets. If the pages are scanned out
of order, the software is able to collate the data together based on the page IDs and
respondent trackers.

o . £
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[ E
11 If identifying a page ID mark, mark the b values 4
Checkbox for Page ID Mark Present. Specify the page ID (skunk mark) and respondant tracker (lithocode) details below,
12 SeIeCt Whether the page D mark is W’E_\mma | Properties | TmingMarks  IDs } PagsID | Respondert Tracker
R ¥ Pags 1D Fresent
oriented by Column or Row. The O crondtyon  Locsteimron [T ]2
specific information about the mark’s O rirtedsy b Sartoohams [ ]2
location changes depending on its e |
(o] ri entat | on. Respondent Tracker (Lithocode) Properties
. ) Respondent tracker present
13 Enter the information about the page ID [E sl responcent tracer ngrid
mark’s location (e.g., location row or [onarntEe <
column, start row or column and end row
. . O read head testinrow: | 1 |
or column). You will be able to specify
specific locations in the next step. Use
caution when entering the end column. If || oo ] e | L

you instruct the software to read all the

way to the end of the form, any stray marks in that area can be picked up, causing
the page not to be recognized. It's advisable to use an End Column that is one after
your last page ID mark.

14 If identifying a respondent tracker, mark the checkbox for Respondent tracker
present.

15 Mark the checkbox for Display Respondent tracker in grid if you would like the
data from the respondent tracker to be visible in the data grid during form
processing.

16 Select the type of region being used for the respondent tracker in the box titled
Recognition type. This region can be an OMR region or a barcode region.

Note: If using an OMR region as a respondent tracker, the OMR region must
output a single piece of data.

17 If the form you will be scanning has a read head test row (a sequence of marks that
tests the read heads on the OMR scanner), mark the checkbox for Read head test
in row and then enter the row humber in the adjacent box. If your form does not
have a read head test row, you may skip this step (it is not common).

18 Click the Next>> button to continue.

The Step 4 window appears. This window

allows you to select properties pertainingto [ -
the page ID markS- PagD:ﬁIrzthaDagalD(s)ﬂJnkmark)valuesnr\thesheetshe\nw‘ ﬂ
19 Select the column(s) that contain the Welome | Properties | TmingMarks | 105 Page D | espancent Tracker

page ID marks. Sheeti[1] | sheet172] | Shestz[i] | sheetz[z] B

Column 1 1 O [m] [m] ]

20 If scanning a double sided form, mark the | ==z [ = g =

checkbox for Sheets have the same — A B

page ID values on both sides if the o R

page ID marks are identical on both sides |+ £ F © ¢

of the sheet. If the same page ID marks amél B B

are not present on all sides of all sheets, amie—H 0

deselect this checkbox and place il o[

checkmarks in the appropriate columns D s tesanepose 1 s oy e

where the page IDs are located on each e e 22 grsh

sheet.

21 If you have chosen to use respondent trackers (lithocodes), click the Next>> button
and go to step 22. Otherwise, click the Finish button to complete the Form
Template Creation Wizard.
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22 If you are using respondent trackers, the

Step 5 window appears. In the
Template sheets containing
respondent tracker regions area,
select the location of the respondent
trackers on the various sheets.

Respondent trackers do not have to be

present on each sheet. The default

options for duplex forms are: All the odd

numbered sheets or All the even
numbered sheets and. The default
option for simplex forms is All sheets.

You may also enter custom locations by
selecting the Custom option button. If
using custom locations, enter them in the
Respondent Tracker Present grid on a

per sheet basis.

23 Click the Properties tab to enter
properties for the respondent trackers.

This information tells the software where
to locate the respondent tracker on the

form.

24 1In the box titled Region Name, enter a
name for the region. The default name is

Respondent ID but you may enter a
different name.

25 In the Region Options section, choose a

region type.

o If the respondent tracker region is an
OMR region, it must output a single

piece of data. Therefore, you are

Respondent Tracker (Lithocodes) ﬂ
Define the respondent tracker (thocods) details below.
Welcome ] Properties } Timing Marks Ile ] PageID  Respondent Tracker
Sheet Location 1 Properties 1
Template sheets containing respondent tracker @ Allthe odd numbered sheets
(ithooods] 1e3ons: 4y the ven numbered shests
© Custom
Respondent Tracker Present *
sheet 1111
sheet 1 [2] |m|
sheet 211
Shest 2 [2] [m]
| v[]
Respondent Tracker (Lithocodes) ﬂ
Define the respondent tracker (lthocods) details below.
Welcome ] Properties } Tiring Marks }ID;} Page ID RespundentTra:ker}
Shest Location  Properties 1
Region name: [Respondenit 1D |
Region Optians
Type: Origntation:
Grid - [alumn =l
Reegion Layout
Start column: [ 1 5] Columns inregion: [ 10 |5} columngap: [ ]2
strtrows (1] vomsimrogons [ 1] oo [T
Cancel << Back. l:l Einish

limited to the Grid, Add and Binary region types.

o If the respondent tracker is a barcode region, you can choose the Text or

Numeric data type and enter the Measurement Options for the barcode.

Barcodes must be vertical in orientation.

26 If using an OMR region, select the orientation in the Orientation drop-down box.

Orientation can be by Row or Column.

27 In the Region Size section, enter the location of the respondent tracker region.
Enter the following information: Start column, Number of columns, Column gap,
Start row, Number of rows and Row gap. This information translates to the

location of the region on the paper form.

Note: Specific properties of regions are described in greater detail later in

this chapter. If you require more
information about region types and
region sizes, please refer to Section
5.2.4.

28 Click the Finish button to complete the

Form Template Creation Wizard.

Remark Classic OMR opens a window with a

tree view on the left and a page
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representation of your form on the right. The blue arrows indicate the direction in which
the form is read. In this window you outline the areas to be recognized. You use this
window to show the software where the various regions of data are on your form and
what to output during scanning. This task is accomplished by creating regions.

5.2.4 Creating Regions

Regions can be created several different ways: by using the tree view, menus, or
toolbar. The following sections detail these methods.

You can create regions using the tree view by utilizing the page representation area to
bring up any of these menus.

Using Menus to Insert Regions Using a Mouse to Insert Regions

1 Click the node above or below 1 Click the node above or below
where you would like the new where you would like the new
region to be added so that it is region to be added so that it is
highlighted. For the first question, highlighted. For the first question,
click the Sheet 1 node. click the Sheet 1 node.

2 Click the Region menu if you have 2 Right click the same node, to
selected a region. Click the Sheet display a drop-down menu.
menu if you have selected a sheet.

3 Click Insert Before or Insert 3 Click Insert Before or Insert
After, depending on where you After, depending on where you
would like the new region or sheet would like the new region or sheet
located in respect to the located in respect to the highlighted
highlighted node. node.

4 From the Insert menu, choose Region, Input, or Barcode, depending on the type
of region you want to create. See the next section for detailed descriptions of each of
these region types.

The Region or Sheet Properties box appears. Region types and properties are
explained in Section 5.2.5.a.

Using the toolbar and the page representation area to create regions

1 Select the toolbar button representing the region type you would like to create: L —

| | (OMR, Input, Barcode).

The mouse turns to a crosshair when defining an OMR region. For Input and Barcode
regions, the Region Properties window appears immediately.

2 If defining an OMR region, drag a box through the area representing the positioning
of your region in the page representation area. For example, if you are creating an
OMR region that starts in column three and at timing mark five, and contains ten
rows and five columns, you would place the crosshair at column three and row five
and then drag the box ten rows and five columns. If you make a mistake when
dragging the box, you can make corrections in the Region Properties window.
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The Region Properties window appears. The next few sections outline each of the
possible region types and their properties.

5.2.5 OMR (Optical Mark Recognition) Regions

An OMR region is an area on the form containing OMR bubbles, checkboxes, or some
other complete shape. The respondent darkens the marks that correspond with his or
her answer choice. Each OMR region contains a specific number of rows and columns. A
single OMR region can contain one or more questions. When an OMR region is created,
you must specify certain properties pertaining to the region, including the size of the
region, the type of region and what output Remark Classic OMR should generate. These
topics are covered in the following sections.

5.2.5.a OMR Region Types

There are six types of OMR regions. The following section describes each type in full
detail, and includes examples of each style. The examples include the region as it looks
on the printed form as well as how a selected response might appear in the data grid
when you are processing forms.

Multiple Region: A Multiple region designation is used for multiple-choice style
questions. These questions can allow a single response or multiple responses. One
Multiple region may contain more than one question.

Example 1:
Form: Data Output:
Gender Gender
@® Female Female
O Male
Example 2:
Form: Data Output:
Questionl | Question2 | Question3
Question 1 o © ® A B C
Question 2 ®» @ © O
Question 3 ® ® O

Grid Region: A Grid region designation is used for questions where the output from the
rows and columns represents one piece of data. The respondent typically fills in several
bubbles that make up one response (e.g., student ID numbers, names, social security
numbers).

Example:
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Form:
Identification Number
01 2 3 4 5 6

" JONONONONONO,
ON JNORONONONO)
ONON NONONONO,
ONONON NONONO,
ONONORON JNONO)
ONONONONON NO;
ONONONONONON )
ONONONONONONG
©@OOOOOO
Data Output:
Id Number

0123456

List Region: A List region designation is used for regions that contain multiple choice
style questions, but the response bubbles are not contained in a single row or column.
Each bubble has a unique output value.

Example:

Form:
What is your middle initial?

®e006 06O

ONONGE NONONONG
ONONOGRONONONONO)

Data Output:
Middle Initial
L

Add Region: An Add region designates a region where the values of all of the chosen
OMR bubbles are added together to produce one value. You can assign individual values
to each answer choice (or mark on the form).
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Example 1:
For this example, you could add each of the scale values chosen to make up one total
response:
Form:
Please answer the following questions honestly using the scale provided:
Unhappy Happy
1 2 3 4 5
How do you feel today? 0 ) 0 0 0
How did you feel yesterday? 0] () 0] 0 0
How did you feel last week? 0] 0] o 0] O
Data Output (2+2+3):
Feelings
7
Example 2:

In this example, you could assign a 1 to each positive response and a -1 to each
negative response and Remark Classic OMR would output a total:

Form:

Mark the characteristics that you think apply to you:

(+1) (-1)

o happy most of the time @) unhappy most of the time
0] laid back o tense

0] fun o boring

o intelligent @) unintelligent

o exceptional 0] average

Data Output (1+1+1-1-1):

Characteristics
1

Boolean Region: A Boolean region designation is used when you want a user-defined
value (e.g., Yes) to be output if an answer choice is selected and another user-defined
value (e.g., No) for answer choices that are not selected. Each response is output to a
separate cell in the data grid during form processing. In comparison, when you use the
Multiple or List region types for questions that allow multiple responses, Remark Classic
OMR places the data in a single cell, delimited by commas. The Boolean region type is
useful for questions that allow multiple responses but for which you need the data in
separate cells. For example, the Boolean region type can be used when you are
exporting data to programs such as the legacy SPSS format that cannot handle multiple
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responses that are delimited by a comma. (The regular SPSS format does not require
multiple responses to be output as Boolean regions.)

Example:

Form:
In which of the following activities do you participate (mark all that apply)?

Athletics (collegiate)
Athletics (intramural)
Chess Team

Debate Team
Marching Band

ol INeoN JNe

Data Output:
Activityl Activity2 Activity3 | Activity4 | Activity5

No Yes No Yes No

Binary Region: A Binary region designation is used when you want a pre-defined value
(1) to be output if an answer choice is selected and another pre-defined value (0) for
answer choices that are not selected. Binary regions output all responses to one cell.
Using the previous example you would have the following:

Example:

Form:
In which of the following activities do you participate (mark all that apply)?

Athletics (collegiate)
Athletics (intramural)
Chess Team

Debate Team
Marching Band

o JeoN INe)

Data Output:

Activities
01010
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5.2.5.b Region Orientation

The region orientation property determines how the region is laid out: by column or by
row.

Column: Regions oriented by column contain questions that are positioned on the form
in columns when the sheet is viewed in portrait position with the timing marks on the
left.

Example:
- ®
-
[ ©
[ ©

Row: Regions oriented by row contain questions that are positioned on the form in rows
when the sheet is viewed in portrait position.

Example:

- @00
ONONONO)

- ® 000

5.2.6 Defining the OMR Region

Once you have inserted an OMR region, the OMR Region Properties window appears. The
following table contains a brief summary of the OMR Region properties. Further details
on Region Types and Region Orientation are contained in the sections that follow.

Property Function

Region Name A name assigned to an OMR region. Region names are used as grid
column headers in the data grid window and are exported when
saving data to common file formats. Region hames are limited to
60 characters.
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Property

Function

Type

The type of OMR region being described. Region types include:
Multiple- indicates a region containing multiple-choice questions.

Grid- indicates a grid or matrix of marks (bubble, checkbox) that
equates to a single piece of data (e.g., student ID number).

List- indicates a region where each mark is assigned a unique
output value, but the marks are not contained in a single row or
column (e.g., a list of answer choices).

Add- indicates a region where the values for each of the answers
that are filled by the respondent are added together to produce a
single value for numeric data, or concatenated together for textual
data.

Boolean- indicates a region where a user-defined value (e.g., Yes)
is output for filled responses and another value (e.g., No) is output
for non-filled responses. Boolean regions output one piece of data
for each mark (answer choice) in the region.

Binary- indicates a region where a value of 1 is output for filled
responses and a value 0 is output for non-filled responses. Binary
regions output a string of responses (1s and 0s) to a single cell.

Orientation

Sets the orientation of the region in terms of columns and rows:

Column- the region contains questions that are oriented by
columns.

Row- the region contains questions that are oriented by rows.

Start Column

Sets the first column number in the region. Columns correspond to
the column number on the paper form (1-48).

Number of
Columns

Sets the number of columns contained in the region.

Column Gap

Sets the distance between columns of bubbles in the region. If
bubbles are right next to each other, this number is typically 1. If
there is a one bubble gap between bubbles, the column gap is
typically 2 (or -2 if working on the backside of the form).

Start Row Sets the first row number in the region. Rows correspond to the
timing marks on the left side of the form. For example, if the first
bubble in the region corresponds with the fifth timing mark, the
start row is 5.

Number of Sets the number of rows contained in the region.

Rows

Row Gap Sets the distance between rows of bubbles in the region. If
bubbles are right above one another, this number is typically 1. If
there is a timing mark gap between rows of bubbles, the row gap
is typically 2 (or -2 if working on the backside of the form).

Data Type Sets whether the data should be considered text or numeric when

saved/exported.
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Property

Function

Possible label
scales

Sets a range of pre-determined values as output Labels (e.g., A-E
or 1-5). Use this setting to quickly enter Labels into the Labels grid
as opposed to entering each Label individually. Each mark on your
form is represented by a Label. The Label is the output when the
form is scanned. Note that only label scales corresponding to the
number of answer choices you have selected appear in this list.

Labels

Sets the output data that appears in the data grid when reading
forms. Each mark on your form is represented by a Label. The
Label is the output when the form is scanned. You cannot use the
following reserved characters in the list of Labels: commas,
quotation marks, semicolons or parentheses. Enter labels carefully
because once you have processed data, you cannot change your
labels without reprocessing your forms.

Value

Use this setting to associate a numeric value with each textual
answer choice (Label). Values are used for calculating statistics for
responses that are set to the textual data type. Values are also
used when saving to the SPSS file format. Note that values are
not used as point values when grading tests. You cannot assign
partial credit to individual answer choices when performing test
grading.

Possible value
scales

Sets a range of pre-determined numbers as Values. Use this
setting to quickly enter Values for each of your textual output
Labels into the Values grid as opposed to entering each Value
individually.

Scale

Sets a range of user-defined values as Labels that you can save
and use over again (e.g., Excellent, Good, Fair, Poor). Click Edit to
edit an existing scale. Or, enter a scale in the Label Range box or
Labels grid and click Add to add the scale to your list of reusable
scales.

Define Format

The Define Format feature applies to Grid OMR regions only.
Mark this checkbox to enter a pattern for the data that is output
during form processing. The default setting (*) indicates that the
characters are displayed one after the other with no separators.
The * is a placeholder for your data. You may change this pattern
to enter items such as slashes for a date, decimal points, etc.
Enter the appropriate character in the proper position (e.g., for a
date: **/**/****)
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To create an OMR region E -
1 From the Sheet or Region menu choose o e ot o the e 4
Insert After or Insert Before and then click egersrome: [Gvedin ‘
Region Definition
Region, or click M . Type: [Muliple =] orientation: [Raow =]
2 Use the mouse to drag a box around the marks RegionLayout
|n the reglon |n the page representatlon Start column: ﬁ Columns in region: ﬁ Column gap: ﬁ
section. If you accidentally select the wrong sortrow [ ] rowsireson 51 powoe: |
number of marks, you can correct it within the T
properties window that appears next. l@ararvw - Cutput: _ e
3 In the OMR Region Properties box, enter the possible abel scls: L Y
appropriate properties for the region based on =l et N
the table provide on the previous page. When -
entering labels, remember that this is the T T
output in your data file. Ensure the labels are
entered carefully. ExEm =
4 Click the Advanced button if you would like to i )
use any advanced region options. See Section 5.3 for detailed LERRE
descriptions of the advanced features.
2 |[* )
5 Click the OK button. PERDE
After creating an OMR region, you see the region in the page 3 %) [B) [ [ E)
representation area and a new node is added to the tree view. Each
OMR region in the page representation area is shaded in gray or 4 |1 (E) (2} (D) [E)
yellow to differentiate the regions. A selected region is outlined in
red S REEBE

5.2.7 Linking OMR Regions

Marks that have a disproportionate humber of columns and rows or column/row gaps
cannot be selected in one region definition. The Add Linked Region function allows you
to link these types of marks into one OMR region. OMR Region types that can be linked
include Multiple, Grid, List, Binary and Add. The following is an example of a region that
falls into this category:

O DO F
O E O G

O oo
0O wm >

Each column contains varying numbers of bubbles. You can link the columns together
using the Add Linked Region option. Once linked, the software treats the bubbles as one
question.

To use the add linked region function

1 Create an OMR region for the first set of marks (OMR bubbles) to be linked as if they
were their own region (in the previous example, you would select the first column of
marks for “A-C").

2 After defining the first part of the region, select the Region menu and then click Add

Link, or click — 1. Alternatively, you can right click the item in the tree view and
choose Add Link.
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The mouse turns into a crosshair.

3 Drag a box covering the second set of marks to be defined (in the previous example,
you would select the second column of marks for “D-E”).

When you release the mouse button the OMR Region Properties window appears. This
window contains the same settings that were defined for the first part of the region that
you selected. You need only define the Labels and Values (if desired) section of the
window.

4 Make any necessary changes to the region definition and then click the OK button.
5 Continue using Add Link until all marks in the region are defined.

Regions that are defined with the Add Link
function are automatically linked to the
previous region. These regions are colored blue
in the page representation window.

To view or change the properties of all regions
included in a linked region, you can select all of
the nodes representing the linked region, right
click the mouse and then click Properties. The
Properties are for the region as a whole (all of
the linked regions). To make certain changes to
a region that is already linked, you need to first |[..... i — — s
separate the regions, make the changes and

then relink the regions.

- (5]

To separate a linked region

1 Use the tree view or page representation area to select one of the OMR boxes within
the linked set you want to separate.

e

2 Select the Region menu and then click Unlink, or click

The regions are separated into individual OMR regions. If you need to make changes to
the regions, edit the regions and then relink them.

To relink regions

1 While holding down the Shift key, select each OMR region to be linked by either
clicking its node or clicking it in the page representation area.

2 After all regions are highlighted, select the Region menu and then click Link, or

click =1 Note that regions must be of the same OMR Type and Data Type to be
linked.

5.2.8 Creating an Input Region

Input regions reserve space in the data grid for the manual insertion of text during or
after scanning. Use Input regions to capture handwritten information (e.g., a person’s
name). You can manually type the information contained in the Input region into the
data grid.

An input region has the following properties:
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Property

Function

Region Name

A name assigned to an Input region. Region names are used as grid

column headers in the data grid window and are exported when
saving data to common file formats. Region names are limited to 60
characters.

Default Fill Sets a default entry to be used in the Input region. The information
typed here is automatically output to the data grid when forms are
scanned. You may optionally use the Auto Increment option if
entering a numeric value. The data is incremented by one as each

form is scanned.

Sets whether the data should be considered text or numeric when
saved/exported.

Data Type

To create an input region

1 From the Sheet or Region menu, click Insert Before or Insert After, then choose
Input, or click < : [ -
2 In the InPUt Region ProPerties bOX, enter Inp;:;ﬁl:gd:i?edpmpertiesFnrthainputreginn _“{J
the appropriate properties for the region :
based on the information in the previous E;g;ff“ |
table. Default fil:
3 Click the Advanced button if you would like | — O
to use any advanced region options. See o3
Section 5.3 for detailed descriptions of the
advanced features. Advanced... x Cancel
4 Click the OK button.

After creating an Input region, a new node is added to the tree view. Input regions are
not visible in the page representation area.

5.2.9 Barcode Regions

Remark Classic OMR can capture data from barcodes on your forms. In order to use
barcodes, your OMR scanner must include a supported barcode reader. You must set the
barcode guides on the barcode reader component of the OMR scanner so that they begin
with the column containing the barcode. Remark Classic OMR then reads the barcodes
that are in that column. Barcodes must be oriented vertically on the form. Consult your
OMR scanner’s documentation for specific information about the barcode reader function
on your OMR scanner and any limitations on how many barcodes you may place on one
form.

Note: Most barcode readers allow for a certain number of barcodes per
column. Check your OMR scanner’s specifications for this information.

Barcodes are often placed on forms using stickers. Remark Classic OMR cannot
determine how many barcode stickers are on a form and whether barcodes are missing.
Therefore, if you are in this situation, it is advisable to create a barcode that reads
“blank” and use it as a placeholder for the missing barcode. For example, suppose you
are anticipating having five barcodes on your form. However, on some forms there are
only four barcodes. Suppose the four barcodes are in positions 1, 2, 3 and 5 (the space
allocated for the 4" barcode is not used). On the affected forms, put a barcode that
reads “blank” in the space occupied by the 4" barcode. Otherwise, Remark Classic OMR

51



Remark Classic OMR User’s Guide

will read the 5% barcode as the 4" barcode. By having the “blank” barcode, you can

easily discern which barcode was missing.
Barcode regions have the following properties:

Property Function

Region Name A name assigned to a barcode region. Region names are used as

grid column headers in the data grid window and are exported

when saving data to common file formats. Region names are

limited to 60 characters.

Data Type Sets whether the data should be considered text or numeric when
saved/exported.

Barcode Barcodes are oriented vertically on OMR forms. This property is not

Orientation changeable by the user.

Measurement Sets the number of millimeters from the leading edge of the form to
the leading edge of the barcode (used for Sekonic OMR scanners

only).

To create a barcode region

1 From the Sheet or Region menu, click Insert
Before or Insert After, then choose Barcode,

or click

2 In the Barcode Region Properties box, enter
the appropriate properties for the region based
on the information in the previous table.

3 Click the Advanced button if you would like to
use any advanced region options. See Section
5.3 for detailed descriptions of the advanced

features.
4 Click the OK button.

After creating a Barcode region, a new node is

-

Barcode Region
Set the desired properties for the barcode region,

=

(1]

Reqgion name: |Barcode

Barcode Definition

Data bype: Crientation:

|Text ﬂ |

Barcode Positioning

farm to the lead edge of the barcode region.

Measurement (MM}: Elﬁ
Advanced... QK

[

Measurement in millimeters {0 - 3553 from the lead edge of the

Cancel

added to the tree view. Barcode regions are not visible in the page representation area.

5.3 Advanced Region Properties and Features

Each region type (OMR, Input and Barcode) has a set of more advanced features

associated with it that are optional. When creating regions, you see only those options

appropriate for the type of region you are creating. You can access the advanced

features by clicking the Advanced button in the Region Properties window.
Each advanced feature is explained in detail in the following sections.
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5.3.1 Advanced Properties: General: Include Region in Read
Operation

Remark Classic OMR allows you to set whether to read a region that has been defined.
Most of the time, you want to read each region you define, thus this property is on by
default. However, there may be an occasion where
you wish to turn off recognition of a particular 2 o
region for your application. You can deselect the Advanced Regian Properties E
Read region checkbox to exclude data from this ’ -

. . . . G Multiple Exceptions
region when processing forms. If this checkbox is ~
not marked the region exists in the form template, \(_ 3w ===

but no data is captured during form processing. ST :
This checkbox is on by default.

To include a region in the read operation
1 Create a region as defined in Section 5.2.4.

2 From the Properties window, click the
Advanced button.

3 Mark the checkbox for Include region in read | B us:at g
operation.

4 Click the OK button twice to save the changes conce
and return to the tree view.

D‘\D ‘m|‘-‘|0‘|”‘ |6 |LAJ |’\J |H

5.3.2 Advanced Properties: General: Required Region

Remark Classic OMR allows you to make items required to be filled during scanning. If
an item is marked as required in the form

template and you are using the Review Exceptions <
feature, Remark Office OMR flags any items that Goneral P
are left blank. If you are using Review Exceptions Sy oG e eI =
during scanning, the scanning stops so that you General | anspie | Blrk Moo vt |

may review the unrecognized item. If you are t
using Review Exceptions after scanning, Remark < Blerelien A
Office OMR includes the unrecognized item during ~— -
the review operation.

|»

@ [ o fon [ o fra

To set an item as required 5

10

1 Create a region as defined in Section 5.2.4. i

1z
13

2 From the Properties window, click the . A
Advanced button.

3 Mark the checkbox for Required item.

4 Click the OK button twice to save the changes = Concel
and return to the tree view.

Use default region names

5.3.3 Advanced Properties: General: Question Text and Region
Names

The Question text and names section of the Question Properties window allows you to
enter custom question text and question names. Question text is displayed on reports
and exported to certain formats, such as SPSS. Question names are used as column
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headers in the template grid and are exported along with your data. Question names are
limited to 60 characters.

5.3.3.a Question Text

Question text may optionally be added to make reports more meaningful. When
question text is present, it is used on the reports to identify the question. If no question
text is entered, the region names are used on the reports.

You may manually type question text into the question text grid or paste text from the
Windows clipboard by using the keyboard shortcut, Ctrl + V, or by double clicking a cell,
then right clicking and choosing Paste from the menu. In order to paste information, you
must first copy it from another location (e.g., a Word document). You may select
multiple rows in the grid to paste multiple lines of question text.

To enter question text for a new region
1 Create a region as defined in Section 5.2.4. -

2 From the Propel‘ties W|ndOW, C|iCk the AdvancengginnPrnperties
Advanced button. Set & reqion's advanced propertiss.

3 Click in the first grid cell under Question Text.

4 Type the desired question text in the first grid
cell. Alternatively, double click in a cell, then Lo Goen 1 2
right click and select Paste from the menu or \E;:m:g::::::}:;:j @
press Ctrl + V on the keyboard to paste the 5 [sampl Question Text 5 &
contents of your Windows clipboard into the cell.

5 Press the Enter key on the keyboard or click in
the next cell going down to continue adding
question text (only applies to regions with more <
than one question). I i et g s

6 Once you have entered all of the desired
question text, click the OK button twice to save B
the changes and return to the tree view.

=3 |

General } Anaysis | Blank/Muliple Exceptions

region in read op)

Reguired item

Question Text |\ [ Question Names | =
ot

The question text is stored with the template file and is visible on select reports in
Remark Quick Stats.

5.3.2.b Question Names

When defining an OMR region with multiple questions in the same region, you can
specify individual question names for each question in the region. By using individual
question names, it is easier to save data to existing databases and other file types that
may already be set up with specific fields.

By default, Remark Classic OMR uses sequential region names for each question in the
same region. Sequential region names consist of adding humbers sequentially onto the
region name you provide in the OMR Region Properties window. For example, if you
enter a region name of Question, Remark Classic OMR calls the individual question
names within the region Questionl, Question2, Question3, etc.

In contrast, if you use the Question Names section of the Advanced window to enter
individual question names, you are able to customize the question name for each
question within the region. Question names are limited to 60 characters each.

Tip: The following characters are not allowed in region/question names due
to the problems they could cause when exporting data to certain formats:
. - Period
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I - Exclamation

' - Singe quote

[ - Left bracket
] - Right bracket
, - Comma

" - Double quote
Left paren
Right paren

(_
)_

To insert individual question names

1
2

3

Create a region as defined in Section 5.2.4.

From the Properties window, click the
Advanced button.

Deselect the Use default region names
checkbox at the bottom of the window.

Click in the first grid cell under Question
Names.

Type the desired question name in the first grid
cell. Alternatively, double click in a cell, then
right click and select Paste from the menu or
press Ctrl + V on the keyboard to paste the
contents of your Windows clipboard into the cell.

Press the Enter key on the keyboard or click in
the next cell going down to continue adding
question names (only applies to regions with
more than one question).

Once you have entered all of the desired
question names, click the OK button twice to
save the changes and return to the tree view.

-

Advanced Region Properties
et & region's advanced properties.

s

General \ Bralysis | Blank/Muliple Exceptions |

Include region in read operation
O required item

Question Text g [ Question Names | W

| 1 [sample Question Text 1 at
ample: G
ample: Cu
ample Question Tex!
ample Question Tex

O use default region names

The question names are stored with the template file and are visible on select reports in
Remark Quick Stats.

5.3.4 Advanced Properties: Analysis: Test Settings

Remark Classic OMR provides useful test grading features that you can customize. You
decide which regions to grade and set the test points to be used for grading.

The following table lists the region types and their default grade settings:

Region Grade Status Test Type Test Points
Type (Objective or
Subjective)

OMR Multiple, Boolean and Objective Correct: 1

List: Graded Incorrect: O

No Response: 0

Grid, Add and Binary: N/A

Not Graded
Input Not Graded N/A N/A
Barcode Not Graded N/A N/A

55



Remark Classic OMR User’s Guide

Questions can be designated as Objective or Subjective questions. An objective question
is one where respondents choose one or more pre-defined answers on a form by
darkening in a mark (e.g., bubble). These questions are typically multiple choice or
true/false questions. A subjective question is one that is open ended and must be
graded by a human, such as an essay or short answer question. Remark Classic OMR
cannot automatically read this type of question; however, you can include points from a
subjective question when grading. First, place a region on the form where the instructor
can enter the appropriate amount of points earned on the subjective portion of the test.
This is typically an OMR region where the instructor bubbles in the points earned. Then
designate the region as a subjective item in the form template. This region must be set
to the numeric data type in order to use the region as a subjective region. When setting
up your answer key, enter the maximum number of subjective points that can be earned
(see the Remark Quick Stats User’s Guide PDF file under Start|Programs|Remark Classic
OMR 4|Documentation for further details about setting up answer keys). When grading,
Remark Classic OMR displays the overall, objective and subjective scores.

Extra credit is available in the Region item properties using the All points awarded
should be treated as extra credit checkbox. This feature allows you to use Easy
Grade to grade the tests and still designate a question as extra credit. When this
checkbox is selected, any points awarded for the question are added to the total score
(therefore it may be possible to score greater than 100%).

To set grade options

1 Create a region as defined in Section 5.2.4.

2 From the Properties window, click the Advanced button.

3 Click the Analysis tab.

4 In the Test Settings section, mark the radio button for Grade this item.

Note: If grading tests and using multiple answer keys, there is a third
option for Designate as key identifier. Use this option when creating a
region that contains the test answer key version information. For example, if
you distribute three versions of the test - A, B, C- you can use the
Designate as key identifier property on the region that contains the
particular test’s test version (A, B or C). Remark Quick Stats can then use
the region to sort the tests into their respective groups so that they are
properly graded.

a E
5 In the Testing Point System section, select Analysis 4
. - - . ) EZ)
the type of question: Objective item or Specly the analst cptons.
Subjective item_ General  Analysis Blank./Multipls Exceptions I
6 If using an Objective item, enter the values o e
- - Do not grade this item 0 nok tabulate this itemn
for Correct points, Incorrect points and No ® Grade thi ke @ Tabute this em
Response points that are appropriate for the ©
H H Tesking Point System
region. You_may us_e a negative number to st tomtype: [opprivamogen 2] Comsctports: [ 1]
SUbtra.Ct p.OInts for incorrect or Unanswereq Oh]a;_tiveitsarr‘;s_artety!;ical\y multlwlplechn.\cte Incorrect poinks: | 0|
questions if desired. You may also use decimal Efuz?mlfp;sgvel?ce;Z;fg:;;i?yconﬂs 1o responses pants; |84
places. CI g e
Note: A single question can have multiple s Resgondent 10
correct responses, which you can designate o
when scanning the answer key or using the
Grade Wizard. However, you cannot utilize
Caresl
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partial credit on a per response basis (e.g., a=1 point, b=2 points, c=3
points, etc.).

7 If desired, mark the All points awarded should be treated as extra credit
checkbox to mark the question as extra credit. (Note: you can also mark regions as
extra credit in the Grade Wizard when grading.)

8 Click the OK button twice to save the changes and return to the tree view.

When grading tests using Easy Grade, the properties set in this window apply. They can
be changed on the fly using the Grade Wizard.

5.3.5 Advanced Properties: Analysis: Survey Settings

Remark Classic OMR provides useful survey tabulation features that you can customize.
You decide which regions to tabulate.

The following table lists the region types and their default survey settings:

Region Type Survey Status
OMR Multiple, Boolean and List: Tabulated
Grid, Add and Binary: Not Tabulated
Input Not Tabulated
Barcode Not Tabulated
P E
To set survey options mmyE 4
1 Create a region as defined in Section 5.2.4. PSRRI R P —
2 From the Properties window, click the Test ettngs S——
Advanced button. ol | e
3 Click the Analysis tab. o
4 In the Survey Settings section, mark the Testtemtpe: [T o] s [ 11
option button for Tabulate this item. 2 S, e %ﬂ
5 Click the OK button twice to save the changes _Dmmmdsm;
and return to the tree view. i
When tabulating surveys using Easy Survey, the o
properties set in this window apply. They can be
changed on the fly using the Survey Wizard.
£ancdl

5.3.6 Advanced Properties: Analysis:
Analysis Respondent ID

You may also set a particular region as an Analysis Respondent ID region so that it can
be used as an identifier on reports. This feature is useful when you are capturing items
such as ID numbers or names. When set as an Analysis Respondent ID region, the
resulting reports show the information captured in the region alongside of the results.
For example, if you administer a test where the students enter their ID number, the
grade report shows the ID number and then that student’s grade. When exporting data
to some gradebook packages, you may also be required to set an Analysis Respondent
ID.
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Note: Analysis Respondent IDs are included as identifiers in the analysis,

but they are not tabulated or graded. In
order to set a region as an Analysis
Respondent ID, make sure it is set to Do not
grade this item and Do not tabulate this
item.

To set an Analysis Respondent ID

1
2

3

Create a region as defined in Section 5.2.5.

From the Properties window, click the
Advanced button.

Click the Analysis tab.

In the Analysis Respondent ID section, mark
the checkbox for Designate as a respondent
ID.

Click the OK button twice to save the changes
and return to the tree view.

5.3.7 Advanced Properties: Blank
Responses

You can specify how Remark Classic OMR should handle blank responses in OMR regions
when processing forms and exporting data. The default setting for blank responses is to

insert the word BLANK for items that are not answered. Yellow color coding is also

Analysis
Specify the analysis options.

= |

General  Analysis BlankMultiple Exceptions ]Dalabase

Test Settings

& Do not grade this itsm

O Grade this item

O Designate as test key identifier

malysis Respondent 1D
Designate as a respondent ID

Survey Settings
@ Do not kabulake this itam
Q Tabulate this item

applied to the data grid, making the blank exceptions easier to locate. You can replace
the blank values on a region-by-region basis. You may choose one of the default options
listed or type in a custom value.

To set blank response settings

1
2

3

Create a region as defined in Section 5.2.4.

From the Properties window, click the
Advanced button.

Click the Blank/Multiple Exceptions tab.

In the Blank Exception Handling section,
choose a value from the Replace with drop-
down list or enter a unique replacement of your
own. Pre-set choices include BLANK, Asterisk
(*), Nothing, Space Character, Tilde (~),
and VOID.

You may optionally use the Flag Blanks setting
to further refine how blank responses are
handled for Grid regions. Using this setting
allows you to further customize how Remark
Classic OMR interprets blank responses. Grid
regions are often used to capture data that vary
in length, which can lead to unintended blank

Blank/Multiple Exceptions /
Specify how you would like to handle blank and multiple exceptions.
iGeneral I Analysiz  Blank/Multiple Exceptions I Database
Elank Exception Handling
Replace with:
ELANEK -
Flag grid blanks:
Always hd
Multiple Exception Handling
[ select mast filed response
O (=
Replace with:
Asterisk [*] -

responses. For example, you may have respondents fill in bubbles corresponding to
their name and allow for ten characters. If a name only contains five characters, the

region may come up as blank simply because the respondent did not utilize all ten

characters. Or you may have questions that are often left blank due to the nature of
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the question (e.g., it will not apply to many respondents). In such a case, you can
replace blank characters with Nothing and use the Flag Blanks parameters to
further define the output. The options are as follows:

Option Description

Always If any character in the region is left blank, or the entire
question is left blank, regardless of the replacement characters
being used, the region is considered blank. Replacement
characters, if used, are still utilized, but the region contains the
yellow BLANK exception color.

Ignore If a leading or trailing character in the region is left blank, it is

leading/trailing ignored. This allows you to capture data smaller than the
allotted region without it being considered blank. You will see
whatever data is captured and the region will not contain a
yellow BLANK exception color. This setting applies to Grid
regions only.

Never If any character within the region is blank, or the entire
question is left blank, Remark Classic OMR ignores it. The
region never appears with a yellow BLANK exception color in
the data grid.

Ignore Leading If a leading character in the region is left blank, it is ignored.
This allows you to capture data smaller than the allotted region
without it being considered blank. You will see whatever data is
captured and the region will not contain a yellow BLANK
exception color. This setting applies to Grid regions only.

Ignore Trailing If a trailing character in the region is left blank, it is ignored.
This allows you to capture data smaller than the allotted region
without it being considered blank. You will see whatever data is
captured and the region will not contain a yellow BLANK
exception color. This setting applies to Grid regions only.

5 Click the OK button twice to save the changes and return to the tree view.

5.3.8 Advanced Properties: Multiple Responses

You can specify how Remark Classic OMR should handle blank and multiple responses in
OMR regions when processing forms and exporting data. The default setting for multiple
responses is to show all responses but flag the data grid cells green when more than one
response is chosen and not permitted. Also by default, only one answer response is
allowed. You can replace the multiple values on a region-by-region basis. You may
choose one of the default options listed or type in a custom value.

Note: In previous versions of Remark Classic OMR, the word MULT was
output when multiple responses were found and not permitted. If you were
using a previous version of Remark Classic OMR, any form templates that
you convert still have the previous default replacement of MULT. If you
would like to change old form templates to use the new ALL functionality,
open the form template in the Template Editor and change the Replace
with setting under Region item properties. Note that any new form
templates you create use the ALL option by default.
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To set multiple response settings

1

2
3
4

Create a region as defined in Section 5.2.4.

From the Properties window, click the Advanced button.

Click the Blank/Multiple Exceptions tab.

In the Multiple Response Handling section, optionally mark the Select most
filled response checkbox. Selecting this option forces Remark Classic OMR to select
the mark it thinks is the most filled when more than one mark is detected. We do not
recommend turning on this setting for most applications.

Tip: Use extreme caution when using the Select most filled option. Using
this option means that Remark Classic OMR never returns a multiple
exception for you to review. The software always chooses what it thinks is

the most filled mark.

Optionally, decide whether you want to allow
multiple responses (not allowed by default).
To allow more than one response, mark the
checkbox for Limit the number of multiple
responses permitted to. Then use the box
next to it to select the number allowed. You
can type a number or use the up and down
arrows to choose a number. If a respondent
chooses more responses than allowed, the
text entered in the Replace with box is used
to signify a multiple response.

In the Replace with box, choose a value
from the drop-down list or enter a unique
replacement of your own. Pre-set choices
include ALL, MULT, Asterisk (*), Nothing,
Space Character, and Tilde (~). If you
choose the ALL option (this is the default
setting), all chosen responses are displayed
in the data grid, but it is still flagged green
for review. Having all the responses

Blank/Multiple Exceptions ,/’
Specify how you would like to handle blank and multiple exceptions.
General ] Analysis Blank/Multiple Exceptions l Database
Blank Exception Handling
Replace with:
Er ~|
Multiple Exception Handling
[ select most filled response
Limit the number of multiple responses permitted ko; ﬁ
Replace with:
| All Responses [ALL] j

expedites the cleanup process and allows you to easily change your mind about
allowing multiple responses after processing forms.

Note: If you were using a previous version of Remark Classic OMR, any
form templates that you convert still have the previous default replacement
of MULT. If you would like to change old form templates to use the new
ALL functionality, open the form template in the Template Editor and
change the Replace with setting under Region item properties. Note
that any new form templates you create use the ALL option by default.

7 Click the OK button twice to save the changes and return to the tree view.

5.3.9 Advanced Properties: Respondent Trackers

Respondent Trackers, or lithocodes, can be used during scanning to place all of one
respondent’s data together in a single data record. You designate a unique OMR or
barcode region in the form template as your respondent tracker. Then, along with page
ID marks, Remark Classic OMR matches data from the sheets scanned to their
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appropriate data records. Respondent trackers can only be used on multi-sheet forms
and must be used with page ID marks.

Setting up a respondent tracker has two parts. The first part is to tell Remark Classic
OMR that you are using a respondent tracker in the form template properties. This step
is covered in Section 5.2.3. Once you have told the software you are using a respondent
tracker, and entered information about the respondent tracker region’s properties, the
region is created automatically for you. You have successfully set up a respondent
tracker at this point. If you need to modify the respondent tracker, you may use the
instructions below.

To modify a respondent tracker

1 When setting up the form template, ensure you - R
have entered the appropriate page IDs and :
R . R Respondent Tracker (Lithocode) ;'/j
respondent tracker information (see Section O R S e e
5. 23) . Gareral | Anabss |  Blank/MuliplsExceptions  Tracking | Datatess |
2 The respondent tracker region is created e R e e

automatically for you. If you need to make
changes to the field, continue. Otherwise, you
have set up the respondent tracker field.

3 Open the properties for the Respondent tracker
region.

4 If you need to make any modifications to the
region’s set up, do so in this window.

5 From the Properties window, click the
Advanced button.

6 Click the Respondent tracker tab. Use the Set
as a respondent tracker (lithocode) region
checkbox to turn on or off respondent tracking
on this region.

7 Click the OK button twice to return to the tree view.

5.3.10 Advanced Properties: Database Lookup

Remark Classic OMR has a Database Lookup feature that can: 1) verify that recognized
data from a region appear in an external database, and 2) lookup and replace
recognized data with additional regions from an external database. To use this feature,
you link a region in the form template to an external database. As each form is scanned,
Remark Classic OMR verifies that the recognized data appear in the selected database
region. If the data are not present, Remark Classic OMR flags the question as a
Database Lookup error for correction. Database Lookup can be used with OMR, Input
and Barcode regions.

This feature is useful for validating names, identification numbers, zip codes, etc. It is
also useful for pulling information you have already collected out of a database and
inserting it into your processed form data. When you set up a Database Lookup region,
you tell the software what region to validate, and whether to replace the output with a
region from the external database and/or append additional regions from the external
database.

For example, suppose you are grading tests and you have the students fill in their ID
numbers on the forms being processed. You could verify the ID numbers in a database
to ensure the right forms are being scanned, and then specify another value that
corresponds to the ID number (e.g., a name). If the ID number is found in the database,

61



Remark Classic OMR User’s Guide

Remark Classic OMR automatically displays the corresponding value (student name in
this case) for that ID number in the data. When you run your grade reports, they are
produced with each student’s name, yet you did not have to type in that information (or
have students bubble it in on the form).

To use database lookup

1 Create a region as defined in Section 5.2.4.

2 From the Properties window, click the Advanced button.
3 Click the Database tab.

4 Mark the checkbox for Use Database Lookup.

5

In the Database Selection area, use the Type drop-down list to select the type of
database to which you want to connect this region (e.g., Access, Excel, etc.).

6 Click the Browse... button to locate and select the database file.

Note: You should not move the database or change the name once the link
is established. Otherwise, the link is broken. Make sure the database is in its
final format and location before linking it to the form template.

7 Select a file and then click the Open button (or double click the file name).

If using an ODBC connection, perform the Steps 8-10 (you need to obtain specific
information from your database administrator to complete these steps). Otherwise, skip
to Step 11.

8 [OPTIONAL] Select your database type from the DSN drop-down list.

9 [OPTIONAL] Select the appropriate checkbox to indicate whether your database is
Directory or DSN based: Directory based or DSN based.

10 [OPTIONAL] If your database utilizes password protection, use the Username and

Password boxes to enter your login information. If the database is not password
protected, you may skip this step.

11 In the Lookup & Return section, click the Connect to Database button to link the
database to the region.

12 Use the Table drop-down list to select the table
in the database containing the fields to which r =
you are Ilnking the region' Database Verification ﬁ

13 Use the Lookup drop-down list to select a field T e e
in the connected database to which you want to | 57| i | smtsbestn  orome |
link this region. When the forms are processed, e e (st
the respondents’ answers are verified against e R j o |
the values in this database field. If the answer is
found in the database field, Remark Classic OMR e Attt
outputs the Replace value. If the answer is not | \ | \
found in the database field, Remark Classic OMR T B
flags it for review. o (B B e [0

14 Use the Replace drop-down list to select a field T T
in the connected database to return when the : b
Lookup region is verified. If you only want to
verify data and not replace it with anything else,
use the same field in both the Lookup and

[ 1] Led

=z =
& oa
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Replace lists. If you want to look up the value and then replace it with a different
database field’s information, select the appropriate field in the Replace list.

15 If desired, select database fields from the Additional Return Regions list to insert
additional information from the database into the data grid during scanning. You may
look up a field once but return several database fields’ worth of information. This is a
quick and easy way to get information out of the existing database and into your
scanned data. Regions are listed in the data grid in the order in which they appear in
the Additional Return Fields list.

16 If desired, use the Return Names column to specify region names for the return
regions. By default, the name is taken from the external database to which the
region is connected. You may type a new name in the Return Names cell if desired.

17 Use the drop-down arrow to select Yes in the Respondent ID box to include the
return region in the reports as a respondent identifier. If this setting is set to Yes,
the data collected from this region is used on the appropriate reports to identify the
respondent.

18 Click the OK button twice to save the changes and return to the tree view.
When you scan your filled in forms, Remark Classic OMR looks up the captured data in

the database and if found, returns your Replace and Additional Return Field data. You
can then filter report information based on these additional fields.

5.4 Additional Template Editor Features

The Remark Classic OMR Template Editor provides several other features and functions
to help make it user friendly. The following features and/or functions are available:

¢ Copy/paste

e Drag/drop (reordering)
e Delete

e Undo/redo

e Moving regions

e Zoom

e File properties

All of these features can be accessed from the menus. Many also have toolbar buttons or
can be accessed by right clicking the mouse on a node in the tree view.

5.4.1 Copy/Paste

When creating regions with similar attributes, using the Copy and Paste options can
facilitate the form template creation process. You can copy regions on the same page or
on different pages within the same form template.

To copy and paste a region

1 Activate the region(s) you want to copy by clicking within the region boundaries in
the page representation area or clicking its node in the tree view.

2 Select the Edit menu and then click Copy, click = , right click the mouse and select
Copy or press Ctrl+C on the keyboard.

3 Highlight the node before or after where you would like the region copied.
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4 Select the Edit menu and then click Paste Before (Ctri+B) or Paste After
(Ctrl+V) to place the copied node either before or after the selected node.

]
Note: You may also use the toolbar button for Paste, \ﬂ‘, or right click and
choose Paste to paste the region after the highlighted node.

After pasting a region, the region appears in the page representation area of the
Template Editor window over top of the original region. You then need to position the
region correctly in the page representation area by dragging it with the mouse.

5.4.2 Drag/Drop

The drag/drop feature allows you to click a region in the tree view and drag it to another
position within the tree. The order of the regions in the tree view determines the order
of the regions in your data set. You may set the order of the regions on a page without
regard to where the region is located on the page representation. When using drag/drop
you can either move a node or copy a node.

To move a node using drag/drop
1 Select the node representing the region you would like to move.

2 While holding down the left mouse button, drag the region to its new desired
location.

3 When you have reached the new location, release the mouse button. A dialog box
appears, confirming whether you want to move the region to the new location.

4 Click the OK button to move the node.
Tip: You can press the Shift key on the keyboard as you drag a node to
toggle between Move Before and Move After options. By pressing Shift, you

can move a region before the selected region (otherwise, the region is
placed after the selected region automatically).

To copy a region using drag/drop
1 Select the node representing the region you would like to copy.

2 While holding down the left mouse button, drag the region to its new desired location
and then press the Ctrl key while still holding down the left mouse button.

3 When you have reached the new location, release the mouse button. A dialog box
appears, confirming whether you want to copy the region to the new location.

4 Click the OK button.
After copying a region, the region appears in the page representation area of the

Template Editor window. You then need to position the region correctly by dragging it
with the mouse.

5.4.3 Deleting Regions
Use the Delete option to remove unwanted region definitions.

To delete a region

1 Activate the region you want to delete by clicking within the region boundaries or
clicking its node in the tree view.
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2 Select the Edit menu and then click Delete, click al , right click the mouse and
choose Delete or press Delete on the keyboard. You may also right click the region
and choose Delete from the menu.

5.4.4 Undo/Redo

Remark Classic OMR employs Undo and Redo in the Template Editor. Using Undo
negates the last action that was performed. Using Redo repeats the last action for which
undo was used.

To use undo

1 Select the Edit menu and then click Undo, click
keyboard to negate the previous action.

, or press Ctrl+Z on the

To use redo

1 Select the Edit menu and then click Redo, click
keyboard to repeat the previous action.

, or press Ctrl+Y on the

5.4.5 File Properties

You may view the properties of a form template at any time by selecting the File menu
and then clicking Properties. From this window you can review the form template
information such as name, description, sheet information, timing marks, page IDs and
respondent trackers.

5.5 Saving a Form Template

You may save a form template at any time. It is recommended that you save your form
templates as you go in case you are interrupted.

To save a form template

Ei

1 Select the File menu and then click Save, or click
definitions.

, to save the region

You may also use the Save As function to save the form template under a new name.

2 In the Save As dialog box, enter a file name in the box titled File name.
3 Choose a directory location in the box titled Save in.
4 Click the Save button.

Form templates can only be saved with a .rco file extension.

5.6 Editing an Existing Form Template

You can edit previously created form templates to add or delete pages or to make
changes to the region definitions or page layout.

Note: Changing the structure of a form template after processing a batch of
forms can cause compatibility conflicts between the form template and
previously saved data files. Changes to the number of questions, the
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question order or the output labels will likely invalidate existing data files
and Grade Wizard/Survey Wizard definition files.

Form templates from previous versions of the software can be opened in the Remark
Classic OMR 4 Template Editor. The software automatically converts older form
templates to the new version. Form template files are not backward compatible. Once a
form template has been converted to the new version, it cannot be opened in a previous
version of the software. Always make copies of form templates before converting them.

To edit a form template

1

2

3
4

If not already running, start the Remark Classic OMR Template Editor program.

H
W

Select the File menu and then click Open, or click . You may also use the

Recent Files option under the File menu to open files.
Select the form template you would like to edit.
Click the Open button.

The form template is displayed in the tree view, with the page representation area on
the right.

5

Double click within the boundaries of any region you want to edit, or double click the
node representing the region in the tree view to display the Region Properties
window.

Make the desired changes to the region’s properties and then click the OK button.

Note: For more information about region types see the Creating Form
Templates section of this chapter.

Save the form template when finished editing.
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Chapter 6

6.1 Overview

This chapter explains how to scan forms in the Remark Classic OMR Data Center. You
should refer to your scanner’s documentation for instructions on installing and using the
scanner. You scan forms directly from a scanner connected to the computer running
Remark Classic OMR. Before scanning forms, ensure your OMR scanner is connected to
the computer running Remark Classic OMR and is in working order (See Chapter 4.)
The procedure for scanning forms varies based on the scanner you are using. The steps
are separated in this user’s guide based on whether you are using an OMR scanner (no
imaging) or an OMR/Image scanner (image-enabled). See Chapter 4 for a list of
supported scanners and set up information.
The following topics are covered:

e Scanning forms with an OMR scanner (Section 6.2)

e Scanning forms with an OMR/Image scanner (Section 6.3)

e Batch processing (Section 6.4)

e Overwriting data (Section 6.5)

¢ The Image Viewer (Section 6.6)

e Reviewing exceptions (Section 6.7)

e Respondent detection (Section 6.8)

e Reviewing duplicates (Section 6.9)

e The Graph Viewer (Section 6.10)

e The Test Import Wizard (Section 6.11)

6.2 Scanning Forms with an OMR Scanner

This section outlines how to scan forms using an OMR scanner, which is set up by
clicking Tools| OMR Scanner|OMR Scanner Properties. OMR scanners do not use
image capabilities. If you want to scan using imaging, please see Section 6.3.

6.2.1 Opening a Form Template

The Remark Classic OMR software requires a form template file for each unique form
that you want to scan. This file defines all of the information needed for the software to
read the form. Form templates are created in the Remark Classic OMR Template Editor,
which is covered in Chapter 5 of this user’s guide. Once you have a form template for
your form, it can be reused as often as needed (as long as the form does not change).
Please note that for most standard forms, form templates are already installed with the
software. These files can typically be located in C:\Program Files\Gravic\Remark Classic
OMR 4\Templates\Scantron\OMR. You only need to create a form template for your form
if one does not already exist. OMR form templates have a .rco extension.
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Note: The OMR-Image folder contains form templates that are used with
image-enabled scanners. If using an OMR Scanner without imaging, you
should not use those templates.

To begin the scanning process, open the form template file corresponding to your form
in the Data Center. The Remark Classic OMR template grid window uses a spreadsheet
style interface to display scanned data. Each grid column corresponds to an item or
question on the form, as it was defined in the form template. If your form template
contains multiple pages, each page is separated by a blue line.

Important Note: Form templates from previous versions of the software
can be opened in the Remark Classic OMR 4 software. Once they are opened
in the new version, form templates are automatically converted. Form
template files are upward compatible only. Once a form template has been
converted to the new version, it cannot be opened in a previous version of
the software. Always make copies of form templates from previous versions
before converting them.

To access the Data Center

1 From the Windows Start menu, click Programs|Remark Classic OMR 4|Remark
Classic OMR Data Center.

You can see a Task Pane on the left and an empty grid on the right. This grid is where
your form template is opened and forms are scanned.

To select a form template

1 Select the File menu and then click Open Form Template, or cIick*‘" , to display
the Open form template window. Alternatively, select Open form template from
the Task Pane.

Note: Form template file names have a RCO file extension.

Tip: You can access recently used form templates from the File menu or the
Task Pane.

2 Use the Look in drop-down list to locate files on your computer or network. Select
the correct form template file by clicking its name. The default directory for form
templates for OMR scanners is C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR.

3 Click the Open button to open the form template and display the corresponding data
grid window.

Once the form template is open, you may
begin scanning forms. By default, when o — — s
you open a form template, you see the o= e = _— —————e
data grid across the top of the screen and
the Graph Viewer at the bottom of the data :
grid. The data grid is where you see the el £
data as forms are processed. The Graph
Viewer graphs the tabulation of a single
question, as selected in a cell of the data
grid.
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6.2.2 The Remark Classic OMR Read Wizard for OMR Scanners

Scanning forms is handled through the Remark Classic OMR Read Wizard. When
scanning forms in the Remark Classic OMR Data Center, the software reads pages
directly from an OMR scanner connected to the computer. Before attempting to read any
pages from the scanner, turn on your scanner, ensure it is set up in Remark Classic OMR
and open the form template that corresponds to your forms. (See Chapter 4 for
information about setting up your scanner.)

Note: The forms you wish to process must correspond to the selected form
template.

The Read Wizard uses the scanner you have selected as the default scanner. It's
possible to have a scanner set up as both an OMR Scanner and an OMR/Image Scanner.
If this is the case, make sure you choose the one you want to use by default by clicking
the Tools menu, selecting the desired scanner (OMR Scanner) and then clicking Set as
Default Scanner.

The Data Center places the recognized data in the open data grid. All data obtained from
reading one form appear in a single grid row. Each column of the data grid corresponds
to each variable (question) defined in the form template.

Note: If you have not yet set up a scanner in Remark Classic OMR, select
the Tools menu, click OMR Scanner and then click OMR Scanner
Properties. Choose your scanner and any options installed on the scanner
that you wish to utilize. The OMR Scanner Properties window is covered in
detail in Chapter 4.

To read pages from the scanner
1 Open the correct form template. (See Section 6.2.1 Opening a Form Template.)
2 Place the completed forms in the scanner.

3 Select the Tools menu and then click Read Wizard, or click =l

Alternatively, you may select the Read Wizard link from the Task Pane.

4 In the Welcome window, you see your scanner listed. Beneath the scanner are the
options you have indicated are installed on your scanner in the Scanner Properties
window. The following options may be available to you depending on your scanner’s

capabilities:

Option Description

Duplex scanning You may use this option if your OMR scanner has duplex

enabled capabilities, meaning it scans both sides of the sheet in one
pass through the scanner. If scanning a single sided (simplex)
form, you do not need to turn off duplex scanning.

Grading/Scoring You may use this option if your OMR scanner has grading

enabled capabilities built into the scanner. Grade-enabled scanners
often print student scores on the forms as the forms are
scanned (see your scanner manufacturer’'s documentation for
information about scoring scanners).

Barcode reader Mark this option if your OMR scanner has a barcode reader.

enabled
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Option Description

Printer enabled Mark this option if your OMR scanner has a printer. You can

print certain items, such as score information and dates, on
forms as they are scanned.

Select stacker Mark this option if your scanner has a select stacker (rejecter).
enabled When forms cannot be read, they are sent to the select stacker

to be reviewed, without collecting data from them.

Items with a checkmark in a green circle are available and enabled. Items with a
dash in a red circle are not enabled. If
you would like to change any of these

options, click the Setup button
(remember to click OK in the Scanner e e S O St
Properties window to return to the ot v i bty [Tl v o

Read Wizard). (Note you may only

enable items that are installed on your Mo Scton NELGHT 41

Scantron iHSIGHT 4 (OMR) Optians

Duplex seanning enabled:

OMR scanner.)

If your OMR scanner has a printer arcoc e enabid
installed and you have indicated that you Rl
have a printer in the Scanner e
Properties window, you may optionally T
mark the checkbox for Activate Print

Options. (Printer options are covered in more detail in Section 6.2.8)

e Use the drop-down list to choose an item to print or enter free form text. Note
that some scanners can print a limited amount of text. Therefore, all three drop-
down lists may not be enabled in order to ensure you do not select more text
than can be printed with your OMR scanner.

e Certain OMR scanners can print on the last two inches of the form only. In the
Print position box, specify where to print the information on each sheet by
entering a value of 0-27 for the start position (the number varies from scanner to
scanner).

[Optional] If your OMR scanner has a select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
When the select stacker is enabled, forms that are not properly read are sent to the
select stacker without any data being captured. You may review the forms, correct
any problems and rescan them if desired.
The reject options are covered in detail in

Grading/Scoting enabled:

00000

SeCtion 627 Reject Exceptions (optional) <
¢ In the Reject Exceptions window,
specify whether to reject exception 5t it o s et ot e
cases during the scanning process by
marking the Activate Reject e S
Exceptions checkbox. e Dl regredron
o In the Reject Exceptions Options i e
area, mark the checkboxes for those
cases that you wish to reject during
scanning.
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7 [Optional] If you would like to configure Review Exceptions options, click the
Next>> button to continue. Otherwise click the Read button to begin scanning
pages.

Review Exceptions is a way to correct exception cases found on forms, such as blank
and multiple responses (see Section 6.7 for further details about using this feature).
When using Review Exceptions (as opposed to a select stacker), scanning stops but the
pages are not sent to a select stacker. You are able to review the problems on the spot
and make corrections, then continue scanning.

e In the Review Exceptions window, specify whether to review exception cases
during the scanning process by marking the Activate Review Exceptions

checkbox.

¢ In the Review Exceptions Options E i
area, mark the checkboxes for those R e B, S
cases that you wish to review during
Scannlng. The fO”OWIng OptIOI"IS are Review Exceptions is the process of cleaning data that have been Flagged during a read operation.
available: Multiple responses, Blank D e
responses, Input regions, A stsbselokip rogens
Database lookup regions, Barcode B e Dredtors
regions, or Required items.
Reviewing Exceptions during scanning
causes the software to stop scanning B -

when it encounters any exception
cases you select. You can then make the appropriate adjustments and the
scanning resumes.

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning when problems occur.

8 Click the Read button to begin scanning pages.

Note: If desired you can click the drop-down arrow on the Read button and
choose Save or Save and Read. If you choose one of the save options,
your Read Wizard settings are saved as an Automation Wizard file (.rcez).
The Automation Wizard is used to automate form processing. Please see the
Remark Classic OMR Automation Wizard User’s Guide.pdf file
(Start|Programs|Remark Classic OMR 4|Documentation) included with your
software for more information about the Automation Wizard.

Remark Classic OMR continues scanning pages until the scanner’s sheetfeeder is empty.

9 After processing all of the pages, you are prompted to continue scanning. Click Yes
to scan more pages or No to end the scanning process.

6.2.3 Scanning Using Default Settings with an OMR Scanner (Easy
Scan)
Once you have run the Read Wizard, you may optionally scan using default settings

without running the Read Wizard each time. This method is called Easy Scan and
scanning occurs using the last settings specified in the Read Wizard.

Caution: Easy Scan is useful if you are using the same settings each time
you scan. If you are uncertain about what settings exist, it is recommended
that you run the Read Wizard to initiate scanning.
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To use Easy Scan
1 Open the correct form template. (See Section 6.2.1 Opening a Form Template.)
2 Select the Tools menu and then click Easy Scan, or click the Easy Scan toolbar
>d
button ™ .
All pages in the scanner are scanned based on the last settings used in the Read Wizard.

You then see a spreadsheet of data. Each row represents one complete form and each
column represents each item (question) defined in the form template.

6.2.4 Scanning Multiple Sheet Forms Without Page ID Marks Using
an OMR Scanner

Page ID marks are a pre-printed sequence of marks on an OMR form that when taken
together produce a unique ID for the sheet. If you do not have page ID marks on your
forms, Remark Classic OMR cannot discern whether the forms are being scanned in
proper sheet order. You must read the forms in proper sheet order so that Remark
Classic OMR can process the sheets correctly (e.g., sheet one, sheet two, sheet three,
etc.). Follow the directions above for scanning forms, ensuring the forms are in the
correct sequential order.

6.2.5 Scanning Multiple Sheet Forms with Page ID Marks Using an
OMR Scanner

If you have page ID marks on a form, Remark Classic OMR uses the page ID marks to
know whether the correct sheet of the form is being processed. If the sheets are out of
order, they are flagged with an error message. The page ID marks act as a sheet
identifier. When you create a form template with page ID marks, you specify the
location of the marks on the form so that Remark Classic OMR can identify the various
sheets of each form that is scanned. In order to recognize different sheets within one
form, the sheets must have different page ID marks. If the page ID marks are identical
from sheet to sheet, Remark Classic OMR is able to tell of you are scanning the correct
form, but it is not able to differentiate sheets within that form. In addition, you must
keep all of the sheets belonging to one respondent together, unless you are also using
respondent trackers (see section 6.3.4 for information about respondent trackers).

To read multiple sheet forms with page ID marks
1 Open the correct form template. (See Section 6.2.1 Opening a Form Template.)
2 Place the completed forms in the scanner.

3 Select the Tools menu and then click Read Wizard, or click S .

Alternatively, you may select the Read Wizard link from the Task Pane.

4 In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties
window. If you would like to change any of these options, click the Setup button.

5 [Optional] If your OMR scanner has a printer installed and you have indicated that
you have a printer in the Scanner Properties window, you may optionally mark the
checkbox for Activate Print Options. (See Section 6.2.8 for detailed information
about printing.)

6 [Optional] If your OMR scanner has a select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
Otherwise click the Read button to begin scanning pages. When the select stacker is
enabled, forms that are not properly read are sent to the select stacker without any
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data being captured. You may review the forms, correct any problems and rescan
them if desired. Please see Section 6.2.7 for detailed information about using a
select stacker.

7 [Optional] If you would like to configure Review Exceptions options, click the
Next>> button to continue. Otherwise click the Read button to begin scanning
pages. Review Exceptions is a way to correct exception cases found on forms, such
as blank and multiple responses (see Section 6.7 Review Exceptions for further
details about using this feature).

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning when problems occur.

8 Click the Read button to begin scanning pages.

Remark Classic OMR reads forms until it cannot interpret the page ID mark or until all
pages in the scanner are scanned. The software alerts you to an incorrect sheet, at
which time you have several options, depending on how you are set up. If using a select
stacker and rejecting misordered pages and form
read errors, any sheets that are scanned out of
order are simply sent to the select stacker. Upon
scanning completion, you can view a log of
showing why sheets were rejected. If you are not
using a select stacker, you receive a message that
the sheet cannot be identified and when you click
the OK button, you can decide whether to
continue scanning. In either case, you

can remove the sheet and replace it _
with the correct sheet and then click
Yes. Or, you can remove the sheet
and then move onto the next sheet by 9 Would you like ko continue scanning pages?
simply clicking Yes. To stop scanning
all together, select No. To view the ;
reject log, click View Log.... (The :
reject log can also be accessed any
time by clicking Tools|View Reject
Log).

Sheet |dentification Failure @

1 "_\ The sheet could not be properly identified.
L

Yes | l Mo ] l Wiew Log...

6.2.6 Reading Multiple Sheet Forms with Respondent Trackers
Using an OMR Scanner

Page ID marks alone act as sheet identifiers, but with the addition of respondent
trackers (lithocodes), you can also keep respondents’ data together. A respondent
tracker acts as a respondent ID and must be used in conjunction with page ID marks,
which act as sheet identifiers, as explained in the previous section. If you have
respondent trackers and page ID marks on your form, you can scan forms in any order
and Remark Classic OMR is able to match sheets using the page ID marks and
respondents to the appropriate record using the respondent trackers. Respondent
trackers can be OMR or barcode regions. Setting up respondent trackers in your form
template is covered in Chapter 5.

1 Open the correct form template. (See Section 6.2.1 Opening a Form Template.)
2 Place the completed forms in the scanner.
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3 Select the Tools menu and then click Read Wizard, or click =l

Alternatively, you may select the Read Wizard link from the Task Pane.

4 In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties
window. If you would like to change any of these options, click the Setup button.

Click the Next>> button to continue.

6 [Optional] If your OMR scanner has a printer installed and you have indicated that
you have a printer in the Scanner Properties window, you may optionally mark the
checkbox for Activate Print Options. (See Section 6.2.8 for detailed information
about printing.)

7 [Optional] If your OMR scanner has a select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
Otherwise click the Read button to begin scanning pages. When the select stacker is
enabled, forms that are not properly read are sent to the select stacker without any
data being captured. You may review the forms, correct any problems and rescan
them if desired. Please see Section 6.2.7 for detailed information about using a
select stacker.

8 [Optional] If you would like to configure Review Exceptions options, click the
Next>> button to continue. Otherwise click the Read button to begin scanning
pages. Review Exceptions is a way to correct exception cases found on forms, such
as blank and multiple responses (see Section 6.7 Review Exceptions for further
details about using this feature).

ul

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning

when problems occur

9 Click the Read button to begin
scanning pages.

“\.‘»‘/ Diata For this page already exists, how would vou like to proceed?
-

Record: 1
Page: 3 (IDZ...CQuestion260)

Remark Classic OMR scans the forms
and matCheS the SheetS and reCOFdS Orverwrite the existing data with this data, ignore this page's data, o end the read operation,
together. The software uses the page
ID mark to know what sheet number
is being scanned and the respondent
tracker to determine the record to which the scanned data belongs. If a duplicate page
is scanned, a message appears letting you know that data for the page already exists.
You may click Overwrite to overwrite the existing data record, Ignore to ignhore the
new page’s data (discarding it) and leave the original data intact, or End Read to stop
scanning all together. Note that if you overwrite, you may be prompted for each page
within a single record.

Cverwrite |[ Ignore H End Read ]

6.2.7 Using an OMR Scanner’s Select Stacker

Some OMR scanners have a select stacker (also called reject stacker or reject hopper)
that is used to collect forms during scanning that contain errors. If your OMR scanner
includes a supported select stacker, you must select it in the OMR Scanner Properties
window in order to use it. The following items can be rejected during scanning:
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Option

Description

Multiple responses

Sends sheets to the select stacker if multiple responses are
marked but not allowed in the form template.

Blank responses

Sends sheets to the select stacker if items are left blank.

Barcode errors

Sends sheets to the select stacker if the barcode cannot be
read.

Read head errors

Sends sheets to the select stacker if the read head test fails. A
read head test is only performed if the read head test checkbox
is turned on in the form template properties.

Timing mark
errors

Sends sheets to the select stacker if the timing marks on the
form cannot be read. This type of error could be the result of
choosing the wrong form template file, entering the wrong
amount of timing marks for the form in the form template’s
properties or a skewed form.

Form read errors

Sends sheets to the select stacker if form errors occur.
Examples of form read errors include when page IDs cannot be
identified or when the timing marks cannot be properly read
(and you are not already rejecting on them).

Database lookup
regions

Sends sheets to the select stacker if the database lookup region
cannot be recognized.

Required items

Sends sheets to the select stacker if an item marked as
required has an error (e.g., is left blank or has multiple marks).

Misordered pages

Sends sheets to the select stacker if pages are read out of
order and you are not using respondent trackers (which allow
scanning of respondents’ pages out of order). This feature is
useful if using page identifiers and you want to reject any
pages that are scanned out of order.

To select the reject stacker option

1 Select the Tools menu and then click OMR Scanner Properties.

2 After selecting your OMR scanner, mark the checkbox for Select Stacker Installed.
3 Click the OK button to save the changes.

Once you have selected the Select Stacker Installed option in the software, you may
read forms and specify what types of errors you want to apply to the select stacker.

4 Open the correct form template. (See Section 6.2.1 Opening a Form Template.)
5 Place the completed forms in the scanner.

6 Select the Tools menu and then click Read Wizard, or click

"l Read Wizard |

Alternatively, you may select the Read Wizard link from the Task Pane.

7 In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties window.
If you would like to change any of these options, click the Setup button.

8 [Optional] If your OMR scanner has a printer installed and you have indicated that
you have a printer in the OMR Scanner Properties window, you may optionally mark
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the checkbox for Activate Print Options. See Section 6.2.8 for detailed information
about printing on forms.

9 Click the Next>> button to continue.

10 In the Activate Reject Exceptions window, specify whether to reject exceptions by
selecting or deselecting the Activate . _
Reject Exceptions checkbox. Then ,

. . . Reject Exceptions (optional) <
choose the options that will trigger an Rejec scanned sheeks besed on excsptins Found whis reading,
exception: multiple responses, blank B _ _
responses, barcode errors, read fzu”ddumga’:;?;ra:t\:&:‘lnve]e(tsheels,lhenynu[anDptmnal\yre]e(tasheet|Fthespe(\ﬁedextepllnntype(s)were

head exceptions, timing mark e

errors, form read errors, database D
verification errors, required item N

errors or misordered pages e —

(applicable if using sheet identifiers

and/or respondent trackers). [t [

11 [Optional] If you would like to configure
Review Exceptions options, click the Next>> button to continue. Otherwise click
the Read button to begin scanning pages. Review Exceptions is a way to correct
exception cases found on forms, such as blank and multiple responses (see Section
6.7 Review Exceptions for further details about using this feature).

Note: Review Exceptions can also be run after all the forms are processed if
you prefer not to stop processing when problems occur.

12 Click the Read button to begin scanning pages.

During scanning, any forms that contain the specified reject options are sent to the
reject stacker. A log is kept of each form that is sent to the reject stacker, explaining
why it was rejected. When you finish scanning forms, you have an option to view the log
in the dialog that appears at the end of each scanning session. You may also select the
Tools menu and then click View Reject Log to view the log file.

6.2.8 Using an OMR Scanner’s Printer

Some OMR scanners have a printer installed that allows you to print specific information
on each form as it is scanned. The printer can be used to print items such as a form
number, date, field on the form (e.g., an ID field), etc.

The following items can be printed on the forms:

= Time Stamp = Sequence Number

= Date Stamp = Record and Sheet Number
* Time and Date Stamp = Any Field in the Template
» Sheet Number » Customized Text

= Record Number

If your OMR scanner contains a supported printer, you must select it in the OMR Scanner
properties window in order to use it.

To select the printer option
1 Select the Tools menu and then click OMR Scanner Properties.
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2
3

After selecting your OMR scanner, mark the checkbox for Printer Option Installed.
Click the OK button to save the changes.

Once you have selected Printer Option Installed in the software, you may select what
to print when you begin reading forms.

To select print options

1
2

3

8

Open the correct form template. (See Section 6.2.1 Opening a Form Template.)
Place the completed forms in the scanner.

Select the Tools menu and then click Read Wizard, or click S .

Alternatively, you may select the Read Wizard link from the Task Pane.

In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties window.
If you would like to change any of these options, click the Setup button.

If your OMR scanner has a printer installed and you have indicated that you have a
printer in the OMR Scanner Properties window, you may optionally mark the
checkbox for Activate Print Options.

e Use the drop-down list to choose an item to print or enter free form text. Note
that some scanners can print a limited amount of text. Therefore, all three drop-
down lists may not be enabled in

order to ensure you do not select r =
more items tha n Can be printed With welcome to the Classic Read Wizard g
yo u r O M R Sca n n e r_ . Select your scanner and optionally modify the read session before perfarming data collection.

0 use the Scantron INSIGHT 4 (OMR) to collect your Activate Print Options:

e For Scantron OMR scanners only: 0wl
Scantron OMR scanners can print on

R Model: Scartron iNSIGHT 4 (OMR! Setup...

the last two inches of the form only. S ——————

In the Print position box, specify ‘

[Time & Date Stamp] v

FS

Print position: | 0 -

Gradling/Scoring enabled:

where to print the information on N ————
each sheet by entering a value of 0- Preter et

Specify a position betwesn 0 and 24 at which to begin
prirting your message.

00000

Select stacker enabled:

27 for the start position.

(e [

[Optional] If your OMR scanner has a
select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
Otherwise click the Read button to begin scanning pages. When the select stacker is
enabled, forms that are not properly read are sent to the select stacker without any
data being captured. You may review the forms, correct any problems and rescan
them if desired. Please see Section 6.2.8 for detailed information about using a
select stacker.

[Optional] If you would like to configure Review Exceptions options, click the
Next>> button to continue. Otherwise click the Read button to begin scanning
pages. Review Exceptions is a way to correct exception cases found on forms, such
as blank and multiple responses (see Section 6.7 Review Exceptions for further
details about using this feature).

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning when problems occur.

Click the Read button to begin scanning pages.

As the forms are scanned, the item or items you selected to print are printed on the
forms.
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6.2.9 Using Grade and Print with an OMR Scanner

Remark Classic OMR allows you to print grade information on forms as they are
scanned. Your OMR scanner must have a printer in order to perform this task. As each
form is scanned, you may print the Grade, Total Score or Percent Score on the forms.
You must scan the answer key first, then the forms you wish to have graded. Remark
Classic OMR uses this answer key to produce a grade for the remaining forms as they

are scanned.

To select the printer option

1 Select the Tools menu and then click
OMR Scanner Properties.

2 After selecting your OMR scanner, mark
the checkbox for Transport Printer
Installed.

3 Click the OK button to save the
changes.

Once you have selected Transport Printer

Installed in the software, you may select what to print when you begin

To use Grade and Print

[

OMR Scanner Properties

Select the settings appropriate to the connected scanner:

x|

Stanner type:
Scantron INSIGHT 4 (OMR)

Scanner Setfings

Recognition treshoid: | 7
Wark discrimination: 3
Discrimination cut-off: | 10
Scanner timeout (sec.): | 10

System pause (ms): 50

<3 [$3] €3 [$2 22

a

COM Port Settings
Port number:

Baud rate; | 38400

Duplex option installed Databits: |7

Selert stacker

Transport printer installed

installed
Parity: Odd

[ Barcods option installed stop bits: |2

O seffscore option installed

Flow cortrol; |Hardware

L 2 %) %] 2] £

reading forms.

1 Open the correct form template. (See Section 6.2.1 Opening a Form Template.)

2 Place the completed forms in the scanner.

3 Select the Tools menu and then click Read Wizard, or click

‘S Read Wizard |

Alternatively, you may select the Read Wizard link from the Task Pane.

4 In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties window.

If you would like to change any of these
options, click the Setup button.

5 If your OMR scanner has a printer
installed and you have indicated that
you have a printer in the OMR Scanner
Properties window, you may optionally
mark the checkbox for Activate Print
Options.

e Use the drop-down list to choose
the grade item to print: Grade,
Total Score or Percent Score.
Note that some scanners can print a

Welcome to the Classic Read Wizard 'ﬁ
Sellect yaur scanner and optionally madify the read session before performing data collection,
Welcome to the Classic Read Wizard
Click read to use the Scantron MSIGHT 4 (OMR) ko collect your Artivate Print Options:
[Grade] “
Model: Scantron MSIGHT 4 (MR}
Scantron iNSIGHT 4 (OMR) Options
Duplex scanning enabled: /]
Grading/Scoring enabled: (-] Priot position: | 0 —
Barcode reader enabled: e Specify a position between 0 and 24 at which to begin
Prinker enabled: (V] printing your message.
Select stacker enabled: [~}
Cew

limited amount of text. Therefore, all three drop-down lists may not be enabled in
order to ensure you do not select more items than can be printed with your OMR

scanner.

e For Scantron OMR scanners only: Scantron OMR scanners can print on the

last two inches of the form only. In the Print position box, specify where
to print the information on each sheet by entering a value of 0-27 for the

start position.

6 [Optional] If your OMR scanner has a select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
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Otherwise click the Read button to begin scanning pages. When the select stacker is
enabled, forms that are not properly read are sent to the select stacker without any
data being captured. You may review the forms, correct any problems and rescan
them if desired. Please see Section 6.2.8 for detailed information about using a
select stacker.

7 [Optional] If you would like to configure Review Exceptions options, click the
Next>> button to continue. Otherwise click the Read button to begin scanning
pages. Review Exceptions is a way to correct exception cases found on forms, such
as blank and multiple responses (see Section 6.7 Review Exceptions for further
details about using this feature).

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning when problems occur.

8 Click the Read button to begin scanning pages.

As the forms are scanned, the item or items you selected to print are printed on the
forms.

6.3 Scanning Forms with an OMR/Image Scanner

This section outlines how to scan forms using an OMR/Image scanner, which is set up by
clicking Tools| OMR/Image Scanner|OMR/Image Properties. OMR/Image scanners
have image capabilities, meaning that they capture an image of each sheet as it is
scanned. You can archive the images and you can use the images to perform Review
Exceptions when cleaning the data. This section is written with the assumption that you
have an image-enabled scanner and want to capture images of each sheet as it is
scanned. Please see Chapter 4 for scanner installation instructions.

6.3.1 Opening a Form Template

The Remark Classic OMR software requires a form template file for each unique form
that you want to scan. This file defines all of the information needed for the software to
read the form. Once you have a form template for your form, it can be reused as often
as needed (as long as the form does not change). Please note that to use image based
scanning, you must select one of the standard forms templates installed with the
software. These files are located in C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR-Image by default. These templates have a .rst extension.
Each form template has a corresponding ScanTools (.SDS) file and background .TIF
image files. You may not rename or alter the .rst form templates. If you need to edit a
form template or require a custom form template, please contact Scantron for
assistance.

Note: Certain scanners can be set up as either an OMR scanner or
OMR/Image scanner. If you set up your scanner as an OMR/Image scanner
you may only use RST templates, even if you are not capturing images. We
strongly recommend setting up your scanner as an OMR scanner (nhot
OMR/Image) if you are not capturing form images. Please see Chapter 4 for
detailed information about the two ways to set up a scanner.

To begin the scanning process, open the form template file (.rst) corresponding to your
form in the Data Center. The Remark Classic OMR template grid window uses a
spreadsheet style interface to display scanned data. Each grid column corresponds to an
item or question on the form, as it was defined in the form template. If your form
template contains multiple pages, each page is separated by a blue line.
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To access the Data Center

1 From the Windows Start menu, click Programs|Remark Classic OMR 4|Remark
Classic OMR Data Center.

You can see a Task Pane on the left and an empty grid on the right. This grid is where
your form template is opened and forms are scanned.

To select a form template

1 Select the File menu and then click Open Form Template, or cIick*J , to display
the Open form template window. Alternatively, select Open form template from
the Task Pane.

Note: Form template file names must have a RST file extension.

Tip: You can access recently used form templates from the File menu or the
Task Pane.

2 Use the Look in drop-down list to locate files on your computer or network. By
default the files are stored in C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR-Image. (Do not use the templates in C:\Program
Files\Gravic\Remark Classic OMR 4\Templates\Scantron\OMR if you want to use
imaging.) Select the correct form template file by clicking its name.

3 Click the Open button to open the form template and display the corresponding data
grid window.

Once the form template is open, you may begin scanning forms. By default, when you
open a form template, you see the data grid across the top of the screen and the Image
Viewer and Graph Viewer at the bottom of the data grid. The data grid is where you see
the data as forms are processed. The Image Viewer displays an image of the form as it
is processed. If you click within a data grid cell, the Image Viewer moves to that place
on the corresponding image. (Note: If you have the Zoom to Region on Selection

toolbar button enabled, L. , the Image Viewer also zooms in on the selected region.)
The Graph Viewer graphs the tabulation of a single question, as selected in a cell of the
data grid.

6.3.2 The Remark Classic OMR Read Wizard for OMR/Image
Scanners

Scanning forms is handled through the Remark Classic OMR Read Wizard. When
scanning forms in the Remark Classic OMR Data Center, the software reads pages
directly from an OMR scanner connected to the computer. Before attempting to read any
pages from the scanner, turn on your scanner, install the driver if necessary, ensure it is
set up in Remark Classic OMR and open the form template that corresponds to your
forms. (See Chapter 4 for information about setting up your scanner.)

Note: The forms you wish to process must correspond to the selected form
template.

The Read Wizard uses the scanner you have selected as the default scanner. It is
possible to have a scanner set up as both an OMR Scanner and an OMR/Image Scanner.
If this is the case, make sure you choose the one you want to use by default by clicking
the Tools menu, selecting the desired scanner (OMR or OMR/Image) and then clicking
Set as Default Scanner. For image-enabled scanners, you want to set the
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OMR/Image scanner as the default and ensure you turn on Enable imaging in the

Read Wizard.

The Data Center places the recognized data in the open data grid. All data obtained from
reading one form appear in a single grid row. Each column of the data grid corresponds
to each variable (question) defined in the form template.

Note: If you have not yet set up a scanner in Remark Classic OMR, select
the Tools menu, click OMR/Image Scanner and then click OMR/Image
Scanner Properties. Choose your scanner and any options installed on the
scanner that you wish to utilize. The OMR/Image Scanner Properties window
is covered in detail in Chapter 4.

To read pages from the scanner

1 Open the correct form template. Only
open forms with a .RST extension. These . =
forms are located by default in
C:\Program Files\Gravic\Remark Classic ;
OMR 4\Templates\Scantron\OMR-Image. Lo SR
(See Section 6.3.1 Opening a Form :

Template.)

2 Place the completed forms in the scanner.
3 Select the Tools menu and then click

Read Wizard, or click

—— I MEAIA | #[emie B o-0-E A K

S Read Wizard l

Alternatively, you may select the Read
Wizard link from the Task Pane.

4 In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties window.
The following options may be available to you depending on your scanner’s

capabilities:

Option

Description

Enable imaging

Mark this checkbox if your scanner has imaging capabilities and
you want to capture images of each sheet as it is scanned. Note
that when setting up an OMR/Image scanner that has imaging
capabilities, this checkbox is turned on by default.

Duplex scanning
enabled

You may use this option if your OMR/Image scanner has duplex
capabilities, meaning it scans both sides of the sheet in one
pass through the scanner. If scanning a single sided (simplex)
form, you do not need to turn off duplex scanning.

Grading/Scoring
enabled

You may use this option if your OMR/Image scanner has
grading capabilities built into the scanner. Grade-enabled
scanners often print student scores on the forms as the forms
are scanned (see your scanner manufacturer’s documentation
for information about scoring scanners).

Barcode reader
enabled

Mark this option if your OMR/Image scanner has a barcode
reader.
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Option Description

Printer enabled Mark this option if your OMR/Image scanner has a printer. You
can print certain items, such as score information and dates, on
forms as they are scanned.

Select stacker Mark this option if your OMR/Image scanner has a select

enabled stacker (rejecter). When forms cannot be read, they are sent to
the select stacker to be reviewed, without collecting data from
them.

Items with a checkmark in a green circle are available and enabled. Items with a
dash in a red circle are not enabled. If you would like to change any of these options,
click the Setup button (remember to click OK in the Scanner Properties window to
return to the Read Wizard). (Note you

may only enable items that are installed
on your OMR/Image scanner.) Weki e s Read Wiz 9

. . Select your scanner and optionally modify the read session before performing data collection,
5 To ensure you are capturing images of ..
- YWelcome to the Classic Read Wizan
Sca n n ed S h eetS 7 m a ke S U re th e I m ag | n g g‘\al?;.read to use the Scantron INSIGHT 4 (OMR) to collect your | [ Activate Print Options:
enabled checkbox is selected.
Model:  Scantron iNSIGHT 4 (OMR

6 If your OMR/Image scanner has a printer || s om oo

installed and you have indicated that you | e o .

have a printer in the Scanner S

Properties window, you may optionally serertm (o

mark the checkbox for Activate Print = —

Options. (Printer options are covered in
more detail in Section 6.3.8.)

e Use the drop-down list to choose an item to print or enter free form text. Note
that some scanners can print a limited amount of text. Therefore, all three drop-
down lists may not be enabled in order to ensure you do not select more text
than can be printed with your OMR scanner.

e Certain OMR scanners can print on the last two inches of the form only. In the
Print position box, specify where to print the information on each sheet by
entering a value of 0-27 for the start position (the number varies from scanner to
scanner).

7 Click the Next>> button to continue.

8 The Image Naming Conventions window appears, which allows you to specify
options about the images that are

automatically stored each time you 3
scan form_s. In the Begin image o Naming Conventions -
names with box , enter a file base Selec the naming corventions that wil be used hen ssving insgss.
name that the software can use to Trage Nering Converkins
name the images stored for this P .
fO rm Th e d efa u It ba se name | S th e Image target directory: | Ci\Program Files!GraviclRemark Classic OMR 4iImages E]

) Save imagesin a subfolder based on the Form template's name
form template name; however, you Savedimagspe: [T a
ma y use an y name yo u I i ke . We Image corpression levsl: |Group 4 (highest) v
su g g est us | n g som et h | n g th at Save multiple page Farm templates as mulkiple page image Files
. o . Please note that image names will also contain the date and time of when they were processed as well as the
Identlfles to you th at the |mageS | corresponding Form t‘implete page if applicable. F e
bel 0 n g to a Ce ta . n fo m Th e i.e. C:\Program Files\GraviciRemark Classic OMR. 4\Images)Form 45214[Form 4521] 2011-02-16_13-29-13-25.tiF

rtai rm.

images that are stored all begin [ T}

with this base name and then have
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the page number (if scanning a multi-page form), date and time appended to them
to keep track of the various images. You may optionally choose a region from the
form template to use as the base name. The value that is collected from the form for
the specified region is used as the base name for the corresponding stored image.
For example, if scanning student tests you could use a Student ID region to name
the resulting image files by student. If you leave the Begin image names with
option blank, your images only have the page number (if applicable), date and time
as the name of each image.

9 In the Image target directory box, click the ellipsis (...) button to select a location
in which to store the images for this form. You may use the default directory for
images or select a different directory on your computer, external drive or network.

Note: Choose the image location carefully. The images should remain in this
location once the data is saved using the RMK format if you want to retain
the link between the processed data and each image file. This link allows
you to view the forms on screen as you click through the data grid, making
it easy to correct exceptions in your data. Therefore, you should plan ahead
on how you will store these images when the forms are processed.

Tip: If you are sharing files with other Remark Office OMR users, you may
wish to save the image files on a shared network drive that all users have
access to in the same manner (e.g., through a mapped network drive).

10 Mark the checkbox for Save images in a subfolder based on the form
template’s name to have the Data Center automatically create a folder in which to
store these images. The folder name is the name of the form template and the folder
is created in the directory you have selected in the Image target directory box.

Tip: We recommend using the Save images in a subfolder based on the
form template’s name feature for easier organization of image files. Use
of this feature keeps all images associated with each form template in one
folder for easy access. The unique date and time portion of the image names
prevents images from being overwritten.

11 [OPTIONAL] If desired, click the Name Builder... button to further customize the
stored image names and locations.

e In the Image Base Name area, you may choose to add a region from the
processed data to the image
base name. Choose the region B 2
from the drop-down list and N
then C||Ck the Add button_ If gﬁ:ﬁgﬁl&;aﬁ;g;g;g;;aﬁ;ndrnlder\uzaunnrurstnmg\mages.[mageandfn\dernameszanhehmn -
you already added a region in S
Step 8, the Name Builder {stert e
allows you to add additional [sadertiane] v
regiOnS. For example, if Image Targek Directory
processing tests, you could add e et ol e QU e st
a Student ID that is being =
collected from the form so that a ;f;::notethatwmauenameswwua\socontamthecorresnandmformtemnlatenagenumbevwfformtemn\atecontainsmuwtime
your processed images all have e
the Student ID number in them.

¢ In the Image Target Directory area, you may choose to add a region from the
processed data to the folder structure that holds the processed images. Choose
the region from the drop-down list and then click the Add button. For example, if
processing tests, you could add a Test ID that is being collected from the form so
that each student’s form images are stored in a folder containing the Test ID.

4
= | |8 w
[ ol
s 4
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e In the Name Builder box, click the OK button to return to the Read Wizard.

12 In the Saved image type box, select an image type to use for storing images. The
choices are: PCX/DCX, PDF, TIF or JPG.

13 When saving to the PDF or TIF formats, you can choose the compression level under
Image compression level: Uncompressed, Group 3, Group 3 2d, Group 4 and
LZW. Group 4 creates the most compressed image (smallest file size that take up
less space on your computer).

14 Mark the checkbox for Save multiple page form templates as multiple page
image files if you are scanning a multi-page form and would like all of the images
for one complete form to be saved as one image file. Using this option creates fewer
image files and is recommended.

14 [Optional] If your OMR/Image scanner has a select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
When the select stacker is enabled, forms that are not properly read are sent to the
select stacker without any data being captured. You may review the forms, correct
any problems and rescan them if desired. The reject options are covered in detail in
Section 6.3.7.

e In the Reject Exceptions window, specify whether to reject exception cases
during the scanning process by marking the Activate Reject Exceptions
checkbox.

¢ In the Reject Exceptions Options

area, mark the checkboxes for those
cases that you wish to reject during
scanning, as indicated in the table
above.

Reject Exceptions (optional)
Reject scanned sheets based on exceptions Found while reading,

i

Reject Exceptions

found during a re;

Activate Reject Exceptions

IF your scanner has the abilty to reject shests, then you can optionaly
ad operation,

reject a sheet I the specified exception type(s) were

15 [Optional] If you would like to configure
Review Exceptions options, click the
Next>> button to continue. Otherwise
click the Read button to begin scanning
e

pages.

Review Exceptions is a way to correct

exception cases found on forms, such as blank and multiple responses (see Section 6.7
for further details about using this feature). When using Review Exceptions (as opposed
to a select stacker), scanning stops but the pages are not sent to a select stacker. You
are able to review the problems on the spot and make corrections, then continue
scanning.

¢ In the Review Exceptions window, specify whether to review exception cases
during the scanning process by marking the Activate Review Exceptions
checkbox.

¢ In the Review Exceptions Options
area, mark the checkboxes for those
cases that you wish to review during
scanning. The following options are
available: Multiple responses,
Blank responses, Input regions,
Database lookup regions,
Barcode regions, or Required
items. Reviewing Exceptions during
scanning causes the software to stop
scanning when it encounters any

i 4
=

Review Exceptions (optional)
Select the desired iterns to be Flagged when running Review Exceptions

Review Exceptions

Review Exceptions is the process of cleaning data that have been flagged during a read opsration.

[ Activate R

e I
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exception cases you select. You can then make the appropriate adjustments and
the scanning resumes.

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning when problems occur.

16 Click the Read button to begin scanning pages.

Note: If desired you can click the drop-down arrow on the Read button and
choose Save or Save and Read. If you choose one of the save options,
your Read Wizard settings are saved as an Automation Wizard file (.rcez).
The Automation Wizard is used to automate form processing. Please see the
Remark Classic OMR Automation Wizard User’s Guide.pdf file
(Start|Programs|Remark Classic OMR 4|Documentation) included with your
software for more information about the Automation Wizard.

Remark Classic OMR continues scanning pages until the scanner’s sheetfeeder is empty.

17 After processing all of the pages, you are prompted to continue scanning. Click
Resume Scan to scan more pages or End Scan to end the scanning process.

6.3.3 Scanning Using Default Settings with an OMR/Image
Scanner (Easy Scan)

Once you have run the Read Wizard, you may optionally scan using default settings
without running the Read Wizard each time. This method is called Easy Scan and
scanning occurs using the last settings specified in the Read Wizard.

Caution: Easy Scan is useful if you are using the same settings each time
you scan. If you are uncertain about what settings exist, it is recommended
that you run the Read Wizard to initiate scanning.

To use Easy Scan

1 Open the correct form template. Only open forms with a .RST extension. These
forms are located by default in C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR-Image. (See Section 6.3.1 Opening a Form Template.)

2 Select the Tools menu and then click Easy Scan, or click the Easy Scan toolbar

3)

button ™

All pages in the scanner are scanned based on the last settings used in the Read Wizard.
You then see a spreadsheet of data. Each row represents one complete form and each
column represents each item (question) defined in the form template.

6.3.4 Scanning Multiple Sheet Forms Without Page ID Marks Using
an OMR/Image Scanner

Page ID marks are a pre-printed sequence of marks on an OMR form that when taken
together produce a unique ID for the sheet. If you do not have page ID marks on your
forms, Remark Classic OMR cannot discern whether the forms are being scanned in
proper sheet order. You must read the forms in proper sheet order so that Remark
Classic OMR can process the sheets correctly (e.g., sheet one, sheet two, sheet three,
etc.). Follow the directions above for scanning forms, ensuring the forms are in the
correct sequential order.
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6.3.5 Scanning Multiple Sheet Forms with Page ID Marks Using an
OMR/Image Scanner

If you have page ID marks on a form, Remark Classic OMR uses the page ID marks to
know whether the correct sheet of the form is being processed. If the sheets are out of
order, they are flagged with an error message. The page ID marks act as a sheet
identifier. When you create a form template with page ID marks, you specify the
location of the marks on the form so that Remark Classic OMR can identify the various
sheets of each form that is scanned. In order to recognize different sheets within one
form, the sheets must have different page ID marks. If the page ID marks are identical
from sheet to sheet, Remark Classic OMR is able to tell of you are scanning the correct
form, but it is not able to differentiate sheets within that form. In addition, you must
keep all of the sheets belonging to one respondent together, unless you are also using
respondent trackers (see section 6.3.6 for information about respondent trackers).

To read multiple sheet forms with page ID marks

1 Open the correct form template. Only open forms with a .RST extension. These
forms are located by default in C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR-Image. (See Section 6.3.1 Opening a Form Template.)

2 Place the completed forms in the scanner.

3 Select the Tools menu and then click Read Wizard, or click Sz .

Alternatively, you may select the Read Wizard link from the Task Pane.

4 In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties
window. If you would like to change any of these options, click the Setup button.

5 To ensure you are capturing images of scanned sheets, make sure the Imaging
enabled checkbox is selected.

6 [Optional] If your OMR scanner has a printer installed and you have indicated that
you have a printer in the Scanner Properties window, you may optionally mark the
checkbox for Activate Print Options. (See Section 6.3.7 for detailed information
about printing.)

7 Click the Next>> button to continue.

8 The Image Naming Conventions window appears, which allows you to specify
options about the images that are

automatically stored each time you [ o
scan forms. In the Begin image e e N <

- . Select the naming conventions that will be used when saving images.
names with box, enter a file base : o
name that the software can use to R —

. . egin image names with: |[Form -
name the images stored for this negetrgt ety [ PP FSErav Ramark s G images (o) (vnemor)
form. The default base name is the [ Sve mages in 2 subfokder based on the form template's name
form template name; however, you Sadinecntes: [T — -

. Image compression level: |Group 4 (highest, -
may use any name you like. We - . _

. A Sawe mulkipls page Form templates as multiple page image files
suggest using something that ] P s s st ot ey i s s vk
IdentIerS tO you that the ImageS Le c:\nrogramFnes\srawc\nemarkclasswcOM.R4\1mages\Form4521\[Fovm4521]2011-02-16_13-29-13-25.mf
belong to a certain form. The (o= [

images that are stored all begin
with this base name and then have
the page number (if scanning a multi-page form), date and time appended to them
to keep track of the various images. You may optionally choose a region from the
form template to use as the base name. The value that is collected from the form for

86



Scanning Forms

the specified region is used as the base name for the corresponding stored image.
For example, if scanning student tests you could use a Student ID region to name
the resulting image files by student. If you leave the Begin image names with
option blank, your images only have the page number (if applicable), date and time
as the name of each image.

9 In the Image target directory box, click the ellipsis (...) button to select a location
in which to store the images for this form. You may use the default directory for
images or select a different directory on your computer, external drive or network.

Note: Choose the image location carefully. The images should remain in this
location once the data is saved using the RMK format if you want to retain
the link between the processed data and each image file. This link allows
you to view the forms on screen as you click through the data grid, making
it easy to correct exceptions in your data. Therefore, you should plan ahead
on how you will store these images when the forms are processed.

Tip: If you are sharing files with other Remark Office OMR users, you may
wish to save the image files on a shared network drive that all users have
access to in the same manner (e.g., through a mapped network drive).

10 Mark the checkbox for Save images in a subfolder based on the form
template’s name to have the Data Center automatically create a folder in which to
store these images. The folder name is the name of the form template and the folder
is created in the directory you have selected in the Image target directory box.

Tip: We recommend using the Save images in a subfolder based on the
form template’s name feature for easier organization of image files. Use
of this feature keeps all images associated with each form template in one
folder for easy access. The unique date and time portion of the image names
prevents images from being overwritten.

11 [OPTIONAL] If desired, click the Name Builder... button to further customize the
stored image names and locations.

¢ In the Image Base Name area, you may choose to add a region from the
processed data to the image
base name. Choose the region B -
from the drop-down list and N
then click the Add button. If
you already added a region in
Step 8, the Name Builder (St e
allows you to add additional [sudertine] v
regions. For example, if N ——
processing tests, you could add e et ol e QU e st
a Student ID that is being =
collected from the form so that (] 7 et s el s v et ot g ke ot
your processed images all have e
the Student ID number in them.

¢ In the Image Target Directory area, you may choose to add a region from the
processed data to the folder structure that holds the processed images. Choose
the region from the drop-down list and then click the Add button. For example, if
processing tests, you could add a Test ID that is being collected from the form so
that each student’s form images are stored in a folder containing the Test ID.

¢ In the Name Builder box, click the OK button to return to the Read Wizard.

12 In the Saved image type box, select an image type to use for storing images. The
choices are: PCX/DCX, PDF, TIF or JPG.

4
5| |3 w
2 ol
a1 4
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13 When saving to the PDF or TIF formats, you can choose the compression level under
Image compression level: Uncompressed, Group 3, Group 3 2d, Group 4 and
LZW. Group 4 creates the most compressed image (smallest file size that take up
less space on your computer).

14 Mark the checkbox for Save multiple page form templates as multiple page
image files if you are scanning a multi-page form and would like all of the images
for one complete form to be saved as one image file. Using this option creates fewer
image files and is recommended.

14 [Optional] If your OMR scanner has a select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
Otherwise click the Read button to begin scanning pages. When the select stacker is
enabled, forms that are not properly read are sent to the select stacker without any
data being captured. You may review the forms, correct any problems and rescan
them if desired. Please see Section 6.3.8 for detailed information about using a
select stacker.

15 [Optional] If you would like to configure Review Exceptions options, click the
Next>> button to continue. Otherwise click the Read button to begin scanning
pages. Review Exceptions is a way to correct exception cases found on forms, such
as blank and multiple responses (see Section 6.7 Review Exceptions for further
details about using this feature).

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning when problems occur.

16 Click the Read button to begin scanning
pages.

Remark Classic OMR reads forms until it cannot =2t Lt g el @

interpret the page ID mark or until all pages in the
scanner are scanned. The software alerts you to
an incorrect sheet, at which time you have several
options, depending on how you are set up. If using
a select stacker and rejecting misordered pages
and form read errors, any sheets that are scanned
out of order are simply sent to the select stacker. Upon scanning completion, you can
view a log of showing why sheets were rejected. If you are not using a select stacker,
you receive a message that the sheet

cannot be identified and when you click

the OK button, you can decide whether [l
to continue scanning. In either case,
_you_can remove the sheet and repla_ce 9 Wiould you like to continue scanning pages?
it with the correct sheet and then click

Yes. Or, you can remove the sheet and
then move onto the next sheet by Loves || wo || vewlon.. |
simply clicking Yes. To stop scanning
all together, select No. To view the
reject log, click View Log.... (The reject log can also be accessed any time by clicking
Tools|View Reject Log).

1 E The sheet could not be properly identified.
L3

6.3.6 Scanning Multiple Sheet Forms with Respondent Trackers
Using an OMR/Image Scanner

Page ID marks alone act as sheet identifiers, but with the addition of respondent
trackers (lithocodes), you can also keep respondents’ data together. A respondent
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tracker acts as a respondent ID and must be used in conjunction with page ID marks,
which act as sheet identifiers, as explained in the previous section. If you have
respondent trackers and page ID marks on your form, you can scan forms in any order
and Remark Classic OMR is able to match sheets using the page ID marks and
respondents to the appropriate record using the respondent trackers. Respondent
trackers can be OMR or barcode regions. Setting up respondent trackers in your form
template is covered in Chapter 5.

1

(<)}

N

Open the correct form template. Only open forms with a .RST extension. These
forms are located by default in C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR-Image. (See Section 6.3.1 Opening a Form Template.)

Place the completed forms in the scanner.

Select the Tools menu and then click Read Wizard, or click =l

Alternatively, you may select the Read Wizard link from the Task Pane.

In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties
window. If you would like to change any of these options, click the Setup button.

To ensure you are capturing images of scanned sheets, make sure the Imaging
enabled checkbox is selected.

Click the Next>> button to continue.

[Optional] If your OMR scanner has a printer installed and you have indicated that
you have a printer in the Scanner Properties window, you may optionally mark the
checkbox for Activate Print Options. (See Section 6.3.8 for detailed information
about printing.)

Click the Next>> button to continue.

The Image Naming Conventions window appears, which allows you to specify
options about the images that are

automatically stored each time you p =
scan forms. In the Begin image mage Naming Conventions -
names with box, enter a file base Selsctth naing corventions that il b used when saug ges.

name that the software can use to Tnage Hering Convertions

name the images stored for this Beanimage nanes i [Form 4521) 3
form. The default base name is the | ™= JJTERI I e
form template name; however, you | spmw = r

may use any name you like. We Image compression e [510up 4 tihest) 3

suggest us'ng SOmeth'ng that Ea\;Tmu\t\p\Etp?:etfnrmtemplates:l‘srlnu\t\pletpjaqjhlm:gteF\\Ezt o ) -
Ibdeel?):]IQI etso tao (:ye()rl;ati:aft;)::j\ne I_Frl':aeges ~ E:rzs:\p;'r;?‘:r::;:’:st\zr::\‘:i\e:e‘;q:r:;ZZ‘;‘::?;R 4iImages\Form 45211[Form 4521] 2011-02-16_13-29-13-25.kf
images that are stored all begin [zt T

with this base name and then have

the page number (if scanning a multi-page form), date and time appended to them
to keep track of the various images. You may optionally choose a region from the
form template to use as the base name. The value that is collected from the form for
the specified region is used as the base name for the corresponding stored image.
For example, if scanning student tests you could use a Student ID region to name
the resulting image files by student. If you leave the Begin image names with
option blank, your images only have the page number (if applicable), date and time
as the name of each image.
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9 In the Image target directory box, click the ellipsis (...) button to select a location
in which to store the images for this form. You may use the default directory for
images or select a different directory on your computer, external drive or network.

Note: Choose the image location carefully. The images should remain in this
location once the data is saved using the RMK format if you want to retain
the link between the processed data and each image file. This link allows
you to view the forms on screen as you click through the data grid, making
it easy to correct exceptions in your data. Therefore, you should plan ahead
on how you will store these images when the forms are processed.

Tip: If you are sharing files with other Remark Office OMR users, you may
wish to save the image files on a shared network drive that all users have
access to in the same manner (e.g., through a mapped network drive).

10 Mark the checkbox for Save images in a subfolder based on the form
template’s name to have the Data Center automatically create a folder in which to
store these images. The folder name is the name of the form template and the folder
is created in the directory you have selected in the Image target directory box.

Tip: We recommend using the Save images in a subfolder based on the
form template’s name feature for easier organization of image files. Use
of this feature keeps all images associated with each form template in one
folder for easy access. The unique date and time portion of the image names
prevents images from being overwritten.

11 [OPTIONAL] If desired, click the Name Builder... button to further customize the
stored image names and locations.

In the Image Base Name area, you may choose to add a region from the
processed data to the image

base name. Choose the region B -
from the drop-down list and e Bl

then click the Add button. If
you already added a region in

Step 8, the Name Builder (snant ]

allows you to add additional [Fudent el v
regions. For example, if

processing tests, you could add S

a Student ID that is being -l
CO”eCted from the form SO that o ;{:;;:nnlethat\magenamesw\lla\sutnnte\nthe[nrrespund\ngfurmtemplatepaganumher\FFurmtemp\ala(unlalnsmu\tlp\e
your processed images all have =]
the Student ID number in them.

In the Image Target Directory area, you may choose to add a region from the
processed data to the folder structure that holds the processed images. Choose
the region from the drop-down list and then click the Add button. For example, if
processing tests, you could add a Test ID that is being collected from the form so
that each student’s form images are stored in a folder containing the Test ID.

In the Name Builder box, click the OK button to return to the Read Wizard.

a

=]

£ =
= P
8 4

12 In the Saved image type box, select an image type to use for storing images. The
choices are: PCX/DCX, PDF, TIF or JPG.

13 When saving to the PDF or TIF formats, you can choose the compression level under
Image compression level: Uncompressed, Group 3, Group 3 2d, Group 4 and
LZW. Group 4 creates the most compressed image (smallest file size that take up
less space on your computer).
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14 Mark the checkbox for Save multiple page form templates as multiple page
image files if you are scanning a multi-page form and would like all of the images
for one complete form to be saved as one image file. Using this option creates fewer
image files and is recommended.

14 [Optional] If your OMR scanner has a select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
Otherwise click the Read button to begin scanning pages. When the select stacker is
enabled, forms that are not properly read are sent to the select stacker without any
data being captured. You may review the forms, correct any problems and rescan
them if desired. Please see Section 6.3.7 for detailed information about using a
select stacker.

15 [Optional] If you would like to configure Review Exceptions options, click the
Next>> button to continue. Otherwise click the Read button to begin scanning
pages. Review Exceptions is a way to correct exception cases found on forms, such
as blank and multiple responses (see Section 6.7 Review Exceptions for further
details about using this feature).

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning
when problems occur.

Page Data Exists

16 Click the Read button to begin
Scanr“ng pages_ g/ Diata for this page already exists, how would you like to proceed?
Remark Classic OMR scans the forms ::;:2(lm...Quesuonzso)
and matChes the Sheets and records Crwerwrite the existing data with this data, ignare this page's data, or end the read operation.
together. The software uses the page
ID mark to know what sheet number (omare J[ groe || endress |

is being scanned and the respondent

tracker to determine the record to which the scanned data belongs. If a duplicate page
is scanned, a message appears letting you know that data for the page already exists.
You may click Overwrite to overwrite the existing data record, Ignore to ignore the
new page’s data (discarding it) and leave the original data intact, or End Read to stop
scanning all together. Note that if you overwrite, you may be prompted for each page
within a single record.

6.3.7 Using an OMR/Image Scanner’s Select Stacker

Some OMR/Image scanners have a select stacker (also called reject stacker or reject
hopper) that is used to collect forms during scanning that contain errors. If your OMR
scanner includes a supported select stacker, you must select it in the OMR/Image
Scanner Properties window in order to use it. The following items can be rejected during
scanning:

Option Description

Multiple responses Sends sheets to the select stacker if multiple responses are
marked but not allowed in the form template.

Blank responses Sends sheets to the select stacker if items are left blank.
Barcode errors Sends sheets to the select stacker if the barcode cannot be
read.
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Option Description

Read head errors Sends sheets to the select stacker if the read head test fails. A
read head test is only performed if the read head test checkbox
is turned on in the form template properties.

Timing mark Sends sheets to the select stacker if the timing marks on the

errors form cannot be read. This type of error could be the result of
choosing the wrong form template file, entering the wrong
amount of timing marks for the form in the form template’s
properties or a skewed form.

Form read errors Sends sheets to the select stacker if form errors occur.
Examples of form read errors include when page IDs cannot be
identified or when the timing marks cannot be properly read
(and you are not already rejecting on them).

Database lookup Sends sheets to the select stacker if the database lookup region
regions cannot be recognized.

Required items Sends sheets to the select stacker if an item marked as
required has an error (e.g., is left blank or has multiple marks).

Misordered pages  Sends sheets to the select stacker if pages are read out of
order and you are not using respondent trackers (which allow
scanning of respondents’ pages out of order). This feature is
useful if using page identifiers and you want to reject any
pages that are scanned out of order.

To select the reject stacker option

: [
1 Select the Tools menu and then click [ ; &
- DMR/Image Scanner Properties
OMR/Image Scanner Properties. oy s vt For ek scemars o el < yu s s, =
H Basic | Advanced
2 Afte r Se I eCtI n g you r O M R Sca n n e r’ Lse the button below to find the scanner connected o your system, Status: Configured
mark the checkbox for Use Select 4 e
Sta C ke I‘ . COM Port Settings Scanner Options = Recognition Settings
. Baudrate;  [30400 Lse: selext stacker Duplexscanner | | Threshold: 5 &
3 CIICk the OK bUtton to save the Data bits: i [ Use transport printer Write operations log Discrimination: =
Ch an g es. Parity; Even [m] Mark cut-off: 0 =
Stap bits: 2 Use bar code reader Timeout (sec: | 10 5
Once you have selected the Use Select
. . ancel
Stacker option in the software, you may [ Jlom ]

read forms and specify what types of
errors you want to apply to the select stacker.

4 Open the correct form template. Only open forms with a .RST extension. These
forms are located by default in C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR-Image. (See Section 6.3.1 Opening a Form Template.)

5 Place the completed forms in the scanner.

6 Select the Tools menu and then click Read Wizard, or click =l

Alternatively, you may select the Read Wizard link from the Task Pane.

7 In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties window.
If you would like to change any of these options, click the Setup button.
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8 To ensure you are capturing images of scanned sheets, make sure the Imaging
enabled checkbox is selected.

9 [Optional] If your OMR scanner has a printer installed and you have indicated that
you have a printer in the OMR Scanner Properties window, you may optionally mark
the checkbox for Activate Print Options. See Section 6.3.8 for detailed information
about printing on forms.

9 Click the Next>> button to continue.

10 The Image Naming Conventions window appears, which allows you to specify
options about the images that are
automatically stored each time you

scan forms. In the Begin image f ,j
names with box, enter a file base e g vt st i e g s ]
name that the software can use to g Naring orventions

name the images stored for this g mage names v [Fom 521] v
form. The default base name is the | e 0 e o e e
form template name; however, you sovediagorpe [T -

may use any name you like. We Image compssion s Group 4 (gest) 3

suggest using something that [ sete ol page orn templates o ke page e e

identifies to you that the images ] ey orm st poge f oppvple, 2 o e o e they nere pracessed a5 el s the
belong to a Certa]n form_ The |mages i.e. C:\Program Files\GraviciRemark Classic OMR 41ImagesiForm 45211[Form 4521] 2011-02-16_13-29-13-25.tif
that are stored all begin with this e |7

base name and then have the page

number (if scanning a multi-page form), date and time appended to them to keep
track of the various images. You may optionally choose a region from the form
template to use as the base name. The value that is collected from the form for the
specified region is used as the base name for the corresponding stored image. For
example, if scanning student tests you could use a Student ID region to name the
resulting image files by student. If you leave the Begin image names with option
blank, your images only have the page number (if applicable), date and time as the
name of each image.

11 In the Image target directory box, click the ellipsis (...) button to select a location
in which to store the images for this form. You may use the default directory for
images or select a different directory on your computer, external drive or network.

Note: Choose the image location carefully. The images should remain in this
location once the data is saved using the RMK format if you want to retain
the link between the processed data and each image file. This link allows
you to view the forms on screen as you click through the data grid, making
it easy to correct exceptions in your data. Therefore, you should plan ahead
on how you will store these images when the forms are processed.

Tip: If you are sharing files with other Remark Office OMR users, you may
wish to save the image files on a shared network drive that all users have
access to in the same manner (e.g., through a mapped network drive).

12 Mark the checkbox for Save images in a subfolder based on the form
template’s name to have the Data Center automatically create a folder in which to
store these images. The folder name is the name of the form template and the folder
is created in the directory you have selected in the Image target directory box.

Tip: We recommend using the Save images in a subfolder based on the
form template’s name feature for easier organization of image files. Use
of this feature keeps all images associated with each form template in one
folder for easy access. The unique date and time portion of the image names
prevents images from being overwritten.
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13 [OPTIONAL] If desired, click the Name Builder... button to further customize the

stored image names and locations.

e In the Image Base Name area, you may choose to add a region from the

processed data to the image base
name. Choose the region from -
the drop-down list and then click
the Add button. If you already

Name Builder

Optionally buid & custom image name
dynamicaly from recognized form data

)
kY

and folder location for storing images. Image and folder names can be bk

added a region in Step 10, the

Image Base Name

Name Builder allows you to add (sgent Hlane]

additional regions. For example,
if processing tests, you could add n

a Stu d e nt I D th at | S b el n g Ci\Program Files\GraviciRemark Offics OMR B\imagss o

collected from the form so that
your processed images all have
the Student ID number in them.

age Target Directary

Pleass noke that image names wil
pages.

[Student Name] v

@
g
E

v Reset

also contain the corresponding form template page number if form template contains mulkiple:

e In the Image Target Directory

area, you may choose to add a region from the processed data to the folder
structure that holds the processed images. Choose the region from the drop-
down list and then click the Add button. For example, if processing tests, you
could add a Test ID that is being collected from the form so that each student’s
form images are stored in a folder containing the Test ID.

¢ In the Name Builder box, click the OK button to return to the Read Wizard.

14 In the Saved image type box, select an image type to use for storing images. The
choices are: PCX/DCX, PDF, TIF or JPG.

15 When saving to the PDF or TIF formats, you can choose the compression level under
Image compression level: Uncompressed, Group 3, Group 3 2d, Group 4 and
LZW. Group 4 creates the most compressed image (smallest file size that take up

less space on your computer).

16 Mark the checkbox for Save multiple page form templates as multiple page
image files if you are scanning a multi-page form and would like all of the images
for one complete form to be saved as one image file. Using this option creates fewer

image files and is recommended.
17 Click the Next>> button to continue.

18 In the Activate Reject Exceptions
window, specify whether to reject
exceptions by selecting or deselecting the
Activate Reject Exceptions checkbox.
Then choose the options that will trigger
an exception: multiple responses,
blank responses, barcode errors, read
head exceptions, timing mark errors,
form read errors, database
verification errors, required item
errors or misordered pages (applicable
if using sheet identifiers and/or
respondent trackers).

-

Reject Exceptions (optional) 'g
Reject scanned shests based on exceptions Found while reading

Reject Exceptions

IF you
found

[ Blark responses
Barcode errors
[ read head erors
Tiving mark errors

Cancel

v ko reject sheets, then you can optionally reject a sheet if the specified exception type(s) were
n,

Eorm read errars

[ patabase lookup regions
[ Required ieem
Misordered pages

(o T

19 [Optional] If you would like to configure Review Exceptions options, click the
Next>> button to continue. Otherwise click the Read button to begin scanning
pages. Review Exceptions is a way to correct exception cases found on forms, such
as blank and multiple responses (see Section 6.7 Review Exceptions for further

details about using this feature).

94



Scanning Forms

Note: Review Exceptions can also be run after all the forms are processed if
you prefer not to stop processing when problems occur.

20 Click the Read button to begin scanning pages.

During scanning, any forms that contain the specified reject options are sent to the
reject stacker. A log is kept of each form that is sent to the reject stacker, explaining
why it was rejected. When you finish scanning forms, you have an option to view the log
in the dialog that appears at the end of each scanning session. You may also select the
Tools menu and then click View Reject Log to view the log file.

6.3.8 Using an OMR/Image Scanner’s Printer

Some OMR/Image scanners have a printer installed that allows you to print specific
information on each form as it is scanned. The printer can be used to print items such as
a form number, date, field on the form (e.g., an ID field), etc.

The following items can be printed on the forms:

= Time Stamp = Sequence Number

= Date Stamp = Record and Sheet Number
= Time and Date Stamp = Any Field in the Template
» Sheet Number » Customized Text

» Record Number

If your OMR/Image scanner contains a supported printer, you must select it in the
OMR/Image Scanner properties window in order to use it.

To select the printer option I |
R OMR/Image Scanner Properties é
1 Select the Tools menu and then click Quiry the system For avallale scanners or manualy corflqure your scanner settings.
OMR/Image Scanner Properties. o || ]
] Use the button below to find the scanner connected ko your system, Status: Configured
2 After selecting your OMR scanner, 7o e
lodel: [mage,
mark the checkbox for Use Transport | e E——— | easen s
Printer. Baudrate:  [39400 B use select stacker [ Duplexscanner = | Threshald: 5 &
. Data bits: 7 Use transport printer “irite operations log Discriminat tion: E-
3 Click the OK button to save the bty [ o bekage | 10 %
Ch an g es. stap bits: z Use bar code readsr Timeout (sec,): | 100 %
Once you have selected Use Transport

Printer in the software, you may select
what to print when you begin reading forms.

To select print options

1 Open the correct form template. Only open forms with a .RST extension. These
forms are located by default in C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR-Image. (See Section 6.3.1 Opening a Form Template.)

2 Place the completed forms in the scanner.

3 Select the Tools menu and then click Read Wizard, or click =

Alternatively, you may select the Read Wizard link from the Task Pane.

4 In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties window.
If you would like to change any of these options, click the Setup button.
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5

6

To ensure you are capturing images of scanned sheets, make sure the Imaging
enabled checkbox is selected.

If your OMR/Image scanner has a

printer installed and you have c ]
indicated that you have a printer in the | wegme o hedescRestWiat e s dsocten =
OMR/Image Scanner Properties —
window, you may optionally mark the lckreadto s the Scantren HSIGHT 4 Q1) o colect your A i Frt Optons:
checkbox for Activate Print Options. — =
Model:  Scantron iNSIGHT 4 (OMR)
e Use the drop-down list to choose Scrkron BIGHT ¢ OHF) Gyt on
an item to print or enter free form e o g oot [T B
text. Note that some scanners can et (G T —————
print a limited amount of text. e o
Therefore, all three drop-down lists
may not be enabled in order to Lo [

ensure you do not select more
items than can be printed with your OMR scanner.

e For Scantron OMR scanners only: Scantron OMR scanners can print on the
last two inches of the form only. In the Print position box, specify where
to print the information on each sheet by entering a value of 0-27 for the
start position.

Click the Next>> button to continue.

The Image Naming Conventions window appears, which allows you to specify
options about the images that are automatically stored each time you scan forms. In
the Begin image names with box,

enter a file base name that the - -
software can use to name the : : -
images stored for this form. The e e S ~
default base name is the form PR ————

template name; however, you may Becin magenanessin: [[Ferm 4521 v
use any name you like. We suggest | e i e
using something that identifies to smadmatps [T =

you that the images belong to a Inage conyresienlsuet o fighest] 3

certain form. The images that are [ Save i page forn templtes ol page e s

stored all begin with this base name B C e e 1o e of shen ey e precessd s wel osthe

and then have the page number (if Ve Gl Pl e s SR e e s s ey
scanning a multi-page form), date (e [

and time appended to them to keep

track of the various images. You may optionally choose a region from the form
template to use as the base name. The value that is collected from the form for the
specified region is used as the base name for the corresponding stored image. For
example, if scanning student tests you could use a Student ID region to name the
resulting image files by student. If you leave the Begin image names with option
blank, your images only have the page number (if applicable), date and time as the
name of each image.

In the Image target directory box, click the ellipsis (...) button to select a location
in which to store the images for this form. You may use the default directory for
images or select a different directory on your computer, external drive or network.

Note: Choose the image location carefully. The images should remain in this
location once the data is saved using the RMK format if you want to retain
the link between the processed data and each image file. This link allows
you to view the forms on screen as you click through the data grid, making

96



Scanning Forms

it easy to correct exceptions in your data. Therefore, you should plan ahead
on how you will store these images when the forms are processed.

Tip: If you are sharing files with other Remark Office OMR users, you may
wish to save the image files on a shared network drive that all users have
access to in the same manner (e.g., through a mapped network drive).

9 Mark the checkbox for Save images in a subfolder based on the form
template’s name to have the Data Center automatically create a folder in which to
store these images. The folder name is the name of the form template and the folder
is created in the directory you have selected in the Image target directory box.

Tip: We recommend using the Save images in a subfolder based on the
form template’s name feature for easier organization of image files. Use
of this feature keeps all images associated with each form template in one
folder for easy access. The unique date and time portion of the image names
prevents images from being overwritten.

10 [OPTIONAL] If desired, click the Name Builder... button to further customize the
stored image names and locations.

¢ In the Image Base Name area, you may choose to add a region from the
processed data to the image

base name. Choose the region
from the drop-down list and
then click the Add button. If
you already added a region in
Step 7, the Name Builder
allows you to add additional
regions. For example, if
processing tests, you could add

F

Name Builder

Optionaly buld a custom image name and Folder lacation for storing images. Image and Falder names can be bult
hynamically from recognized Form data.

\"
i

Image Bass Hame

[Student Name] Reset

[Student Hame] v

Image Target Directary

Ci\Program FileslGraviciRemark Office OMR &\Images

2
o | |3
| ls
a8

a Student ID that is being =
collected from the form so that

your processed images all have
the Student ID number in them.

¢ In the Image Target Directory area, you may choose to add a region from the
processed data to the folder structure that holds the processed images. Choose
the region from the drop-down list and then click the Add button. For example, if
processing tests, you could add a Test ID that is being collected from the form so
that each student’s form images are stored in a folder containing the Test ID.

e In the Name Builder box, click the OK button to return to the Read Wizard.

11 In the Saved image type box, select an image type to use for storing images. The
choices are: PCX/DCX, PDF, TIF or JPG.

12 When saving to the PDF or TIF formats, you can choose the compression level under
Image compression level: Uncompressed, Group 3, Group 3 2d, Group 4 and
LZW. Group 4 creates the most compressed image (smallest file size that take up
less space on your computer).

13 Mark the checkbox for Save multiple page form templates as multiple page
image files if you are scanning a multi-page form and would like all of the images
for one complete form to be saved as one image file. Using this option creates fewer
image files and is recommended.

13 [Optional] If your OMR scanner has a select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
Otherwise click the Read button to begin scanning pages. When the select stacker is
enabled, forms that are not properly read are sent to the select stacker without any

Please note that image names will also contain the corresponding form template page number If form template contains multiple

B rages.
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data being captured. You may review the forms, correct any problems and rescan
them if desired. Please see Section 6.3.7 for detailed information about using a
select stacker.

14 [Optional] If you would like to configure Review Exceptions options, click the Next>>
button to continue. Otherwise click the Read button to begin scanning pages. Review
Exceptions is a way to correct exception cases found on forms, such as blank and
multiple responses (see Section 6.7 Review Exceptions for further details about using
this feature).

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning when problems occur.

15 Click the Read button to begin scanning pages.

As the forms are scanned, the item or items you selected to print are printed on the
forms.

6.3.9 Using Grade and Print with an OMR/Image Scanner

Remark Classic OMR allows you to print grade information on forms as they are
scanned. Your OMR/Image scanner must have a printer in order to perform this task. As
each form is scanned, you may print the Grade, Total Score or Percent Score on the
forms. You must scan the answer key first, then the forms you wish to have graded.
Remark Classic OMR uses this answer key to produce a grade for the remaining forms as
they are scanned.

To select the printer option E x|
. /Image Scannher Properties =
1 Select the Tools menu and then click e T e e e =
OMR/Image Scanner Properties. o | pavarced
; Use the buttan below to Find the scanner connected to your system, Status: Confiqured
2 After selecting your OMR scanner, F obo v
Model: INSIGHT 4 {Image)
m a rk th e C h ec kb OX fo r U se t ra n s po rt COM Port: Settings Scanner Opkions ~ Retuqmtln: Settings
p rinter. padrate; [0 st select stacker Duple scanrer = || Thrsshold: 5 o=
R Data bits: 7 Use transport printer trite operations log Discriminat tion: 3
3 Click the OK button to save the N o I
Ch an g es. Stop bits: 2 Use bar code readsr Timeotk (sec): | 10 %
Once you have selected Use Transport

Printer in the software, you may select
what to print when you begin reading forms.

To use Grade and Print

1 Open the correct form template. Only open forms with a .RST extension. These
forms are located by default in C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR-Image. (See Section 6.3.1 Opening a Form Template.)

2 Place the completed forms in the scanner.

3 Select the Tools menu and then click Read Wizard, or click =

Alternatively, you may select the Read Wizard link from the Task Pane.

4 In the Welcome window, your scanner is listed. Beneath the scanner are the options
you have indicated are installed on your scanner in the Scanner Properties window.
If you would like to change any of these options, click the Setup button.
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5

6

To ensure you are capturing images of scanned sheets, make sure the Imaging
enabled checkbox is selected.

If your OMR scanner has a printer F _1
|nsta”ed and you haVe |nd|Cated that we'SZfEI:t"Eﬁuz?:t::ng::::;:;:jljI::Iijizf?l:eread5essinnhefureperfurm\ngdalamHE(l\un <
you have a printer in the OMR Scanner Wk athe Cassc Rasd W
Properties window, you may optionally e el - i .
mark the checkbox for Activate Print . et 4 v
Options. p i
e Use the drop-down list to choose 4 e : o
the grade item to print: Grade, S——— © e s,
Total Score or Percent Score. et @
Note that some scanners can print a (e T[]

limited amount of text. Therefore,
all three drop-down lists may not be enabled in order to ensure you do not select
more items than can be printed with your OMR scanner.

e For Scantron OMR scanners only: Scantron OMR scanners can print on the
last two inches of the form only. In the Print position box, specify where
to print the information on each sheet by entering a value of 0-27 for the
start position.

Click the Next>> button to continue.

The Image Naming Conventions window appears, which allows you to specify
options about the images that are

automatically stored each time you g =
scan forms. In the Begin image mage Naming Conventions -
names With bOX, enter a f||e base Sl i e e et T 5 e e S s,

name that the software can use to age Naring Converkions

name the images stored for this Bean magenares . [[Fom 521) S
form. The default base name is the | "= IR T —
form template name; however, you sovsimapps T 3

may use any name you like. We Iage compresion sye o 3 (et v

suggest using something that e D R e e G P2

identifies to you that the images B e e s i e tineof hen they were prosessed o3 acl 25 the
belong to a certain form. The s
images that are stored all begin with [t 19

this base name and then have the

page number (if scanning a multi-page form), date and time appended to them to
keep track of the various images. You may optionally choose a region from the form
template to use as the base name. The value that is collected from the form for the
specified region is used as the base name for the corresponding stored image. For
example, if scanning student tests you could use a Student ID region to name the
resulting image files by student. If you leave the Begin image names with option
blank, your images only have the page number (if applicable), date and time as the
name of each image.

In the Image target directory box, click the ellipsis (...) button to select a location
in which to store the images for this form. You may use the default directory for
images or select a different directory on your computer, external drive or network.

Note: Choose the image location carefully. The images should remain in this
location once the data is saved using the RMK format if you want to retain
the link between the processed data and each image file. This link allows
you to view the forms on screen as you click through the data grid, making

99



Remark Classic OMR User’s Guide

it easy to correct exceptions in your data. Therefore, you should plan ahead
on how you will store these images when the forms are processed.

Tip: If you are sharing files with other Remark Office OMR users, you may
wish to save the image files on a shared network drive that all users have
access to in the same manner (e.g., through a mapped network drive).

9 Mark the checkbox for Save images in a subfolder based on the form
template’s name to have the Data Center automatically create a folder in which to

store these images. The folder name is the name of the form template and the folder

is created in the directory you have selected in the Image target directory box.

Tip: We recommend using the Save images in a subfolder based on the
form template’s name feature for easier organization of image files. Use
of this feature keeps all images associated with each form template in one
folder for easy access. The unique date and time portion of the image names
prevents images from being overwritten.

10 [OPTIONAL] If desired, click the Name Builder... button to further customize the
stored image names and locations.

¢ In the Image Base Name area, you may choose to add a region from the
processed data to the image
base name. Choose the region B -
from the drop-down list and \orme Builer
then click the Add button. If
you already added a region in b
Step 7, the Name Builder [t Nene]
allows you to add additional [Suortiane] v
regions. For example, if
processing tests, you could add SHEE L A R S SR =
a Student ID that is being =
CO”eCted from the form SO that a ;L&;;:nnlethat\magenamesw\lla\sucnnta\nthE[Drrespund\ngFurmtemplatepagenumher\FFurmtemp\alemnlainsmu\tip\e
your processed images all have ]
the Student ID number in them.

¢ In the Image Target Directory area, you may choose to add a region from the
processed data to the folder structure that holds the processed images. Choose

\"
i

2
o | |3
| ls
a8

the region from the drop-down list and then click the Add button. For example, if

processing tests, you could add a Test ID that is being collected from the form so
that each student’s form images are stored in a folder containing the Test ID.

e In the Name Builder box, click the OK button to return to the Read Wizard.

11 In the Saved image type box, select an image type to use for storing images. The
choices are: PCX/DCX, PDF, TIF or JPG.

12 When saving to the PDF or TIF formats, you can choose the compression level under
Image compression level: Uncompressed, Group 3, Group 3 2d, Group 4 and
LZW. Group 4 creates the most compressed image (smallest file size that take up
less space on your computer).

13 Mark the checkbox for Save multiple page form templates as multiple page
image files if you are scanning a multi-page form and would like all of the images
for one complete form to be saved as one image file. Using this option creates fewer
image files and is recommended.

14 [Optional] If your OMR scanner has a select stacker (rejecter) and you have it
enabled, you may click the Next>> button to configure the Reject Exceptions.
Otherwise click the Read button to begin scanning pages. When the select stacker is
enabled, forms that are not properly read are sent to the select stacker without any
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data being captured. You may review the forms, correct any problems and rescan
them if desired. Please see Section 6.3.7 for detailed information about using a
select stacker.

15 [Optional] If you would like to configure Review Exceptions options, click the Next>>
button to continue. Otherwise click the Read button to begin scanning pages. Review
Exceptions is a way to correct exception cases found on forms, such as blank and
multiple responses (see Section 6.7 Review Exceptions for further details about using
this feature).

Note: Review Exceptions can also be run after all the forms are scanned if
you prefer not to stop scanning when problems occur.

16 Click the Read button to begin scanning pages.

As the forms are scanned, the item or items you selected to print are printed on the
forms.

6.4 Batch Processing

The Remark Classic OMR Data Center includes a batch processing feature that allows
you to process batch header forms along with your forms. Batch header forms can
provide further information about the group of forms being processed that make your
data more meaningful.

Note: Batch processing can only be used with an OMR scanner (not an
OMR/Image scanner). Your scanner must be in OMR mode only (set up and
set as the default under Tools| OMR Scanner|OMR Scanner Properties)
and you will not be able to capture the scanned form images.

For example, if you are processing student tests or course evaluations, you can process
a batch header form containing information such as instructor name, class nhame, class
section, and so forth. The batch header form is processed once, at the beginning of each
batch. Then the forms that correspond to that batch header form are processed
subsequently. The data from the header form is pre-pended to (added to the beginning
of) each data record. You can start processing a new batch and its corresponding forms
at any time. The header data is also available when it comes time to report on the data
in Remark Quick Stats.

To create a batch, you create form templates for the batch header form(s) and the form
you wish to process with that batch header form (called a primary form template). You
can use multiple batch header forms but only a single primary form template. You then
combine these form templates into a batch file. Both forms must have unique Page IDs
on them. Remark Classic OMR uses the page IDs to understand when a batch header
form is being read versus a regular form. All form templates used in a batch must be of
the same type: all simplex or all duplex. If your header sheet only has information on
one side, create a duplex form template and put an Input region on the backside that is
not set to read in the data grid (you will find this option in the Advanced section of the
Input region’s properties).

To use batch header forms

1 Create or locate a form template for the form you wish to process as a batch header
form. Ensure the form has a unique Page ID. (See Chapter 5 for further information
about creating form templates.)
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2 Create or locate a form template for the form you wish to process along with the
batch header form. Ensure the form has a unique Page ID. (See Chapter 5 for further
information about creating form templates.)

3 In the Remark Classic OMR Data Center, ensure you have an OMR scanner (not
OMR/Image scanner) as your default scanner. You can find this setting under
Tools|OMR Scanner|Set as Default Scanner. OMR/Image scanners cannot be

used for batch processing.

4 Select the File menu and then click Batch Wizard. Alternatively, select the Batch

Wizard link from the Task Pane.

5 1In the Batch Wizard (Step 1)
window, select the form template that
is being used as the primary form
template (not the header form). This is
the form template that corresponds to
the form you wish to process after each
batch header form. Click the Add
File(s) button to add the form
template to the Primary Form
Template box.

6 Click the Next>> button to continue.

7 In the Batch Wizard (Step 2)
window, select the form template
corresponding to your batch header
form. Click the Add File(s) button to
add it to the Batch Header Form
Templates box. You may select
multiple batch header form templates if
desired.

Click the Next>> button to continue.

In the Batch Wizard (Step 3)
window, enter a file name for the new
combined batch file. The Data Center
combines the form template and batch
header form template(s) into one batch
file. The new combined file has a .rbf
file extension.

10 Click the Create Batch button to

combine the templates and exit the
Batch Wizard.

o ®

When the batch file opens in the data grid,
an orange line separates the end of the
batch header form template regions from
the beginning of the primary form regions.

11 Process the first batch header form (or
forms) by starting the Read Wizard
and scanning forms. (See Section 6.2.2
for detailed information about using the
Read Wizard.)
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12 Follow the batch header form with the forms that correspond with the group

identified on the batch header form.

13 When the first group of forms has been processed, insert a new batch header form

and follow it with the corresponding forms.

14 Continue processing forms in this fashion until you have processed all of your

batches. In the end, you see an entire data set with all of the batch header
information pre-pended to the records.

Tip: If you have already created a batch file and want to open it without
using the Batch Wizard, select the File menu and then select Open Form
Template. Change the Files of type drop-down list to Remark Classic
Batch Files to view available batch files.

6.5 Overwriting Data Records

The Remark Classic OMR Data Center allows you to overwrite scanned data. To use this
feature, you must first select a grid row. You can then use the Read Wizard or Easy Scan
to process new forms.

To overwrite data

1

5

Highlight the data grid row(s) containing the data you wish to overwrite by clicking in
the row header(s).

Select the Tools menu and then click Read Wizard, or click Sl .

Alternatively, you may select the Read Wizard link from the Task Pane or Easy
Scan from the toolbar.

Configure the Read Wizard options by clicking the Next>> button (see Sections
6.2 and 6.3 for detailed information about using the Read Wizard).

Place all pages to be read in the scanner and then click the Read button.

Note: If you place more than one page in the scanner, the Data Center
continues reading pages and placing data across the selected grid row
sequentially. However, the Data Center does not read past the last
highlighted grid row(s).

When prompted to overwrite the data, click the Overwrite button. If you do not
wish to overwrite the data for any reason, click the Cancel button.

The Data Center continues processing forms until all selected pages in the data grid
row(s) have been replaced.

6.6 Image Viewer

Remark Classic OMR includes an Image Viewer at the bottom of the screen that displays
an image of each processed form. It is only visible when your default scanner is an
OMR/Image scanner

(Tools| OMR/Image Scanner|Use as [gr—=mwnsemmiioe s et
Default Scanner). This window is used
to view handwritten comments for data
entry, as well as for reviewing
exceptions and making corrections. The
Image Viewer eliminates the need to
refer back to the original paper form. To
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show and hide the Image Viewer, select the View menu and choose Image Viewer.
The following options are available on the Image Viewer:

Icon Option Description
= Print Click the Print button to print the current image. A
printer window appears where you can choose and
configure a printer.
Rotate Click the Rotate Image icon to rotate the active image
Image 0, 270, 180 or 90 degrees.
i Zoom to Click the Zoom to Region on Selection button to have
. Region on the colored area on the Image Viewer zoom to the
Selection  selected region in the grid. This feature is useful when
correcting exceptions so that you can see the exact cell
contents where the error occurred.
a, % Zoom Click the Zoom In button to zoom in on the image (make
In/Zoom it larger) and click the Zoom Out button to zoom out on
Out the image (make it smaller). Note that Remark Office
OMR only holds your zoom settings as you click cells in
the data grid if you do not have Zoom to Region on
Selection selected.
X | Close Click the X to close the Image Viewer. You can always
- Image reopen it using the Tools menu.
Viewer

6.7 Reviewing Exceptions

As forms are scanned, exception cases can occur.
Exception cases are anything that cannot be properly read.
You should edit cells containing exception cases to validate
your data before performing any analysis operations or
exporting the data to another application. Each exception
case is assigned a specific color so that you can easily
distinguish different types of exceptions. There is a legend
depicting the types of exceptions and their accompanying
color in the Task Pane of the Data Center (if you cannot
see the Exceptions Legend, click View | Exceptions

Exceptions Legend

€ Multiple responses
™ Elank responses
Inpuk regions
o Database lookup reqions
€3 Barcode regions

& Multiple exceptions

Legend). The following table summarizes the types of exception cases and their

possible causes.

Error Type Text Color Possible Causes

Multiple All multiple Green More than one answer selected when
Responses responses multiple responses are not permitted.
(Too Many or MULT Partially erased forms.

Responses)

Carelessly marked forms.
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Error Type

Text Color

Possible Causes

Blank
Responses
(No
Response)

BLANK Yellow

Unanswered questions.
Response not completely filled.

Input Regions

None Light Blue

Signifies an input region where you may
type information.

Database
Lookup Errors

Selected
Responses

Purple

Response not found within the selected
database to which the region is linked.

Barcode
Errors

?7?7? Dark

Orange

The OMR scanner cannot read the
barcode. It could be misplaced on the
form or a barcode type that the scanner is
not capable of reading. Check your OMR
scanner manufacturer’s user’s guide for
information about supported barcodes.

Required
item

None Exception

Color

Signifies that a required region was not
properly answered. Typically, this means
that another exception occurred, such as
a blank or multiple response. The data
grid cell takes on the color of this
exception (e.g., yellow for a blank
response), but there is no text, indicating
that the question was required. Flagging
required questions is particularly useful
when you use the Review Exceptions
function during form processing (meaning
the processing stops so that you can
review the problem). Note that you
should use caution when making
questions required and using the “Flag
Blanks” setting. If Flag Blanks is set to
Never, anything left blank does not
display as a required item exception.

Multiple
exceptions

None Gray

Signifies that multiple exceptions were
found in the region. For example, an OMR
region that is also being used as a
Database Lookup region might not be
recognized properly. In this case, it is
both an OMR recognition exception (e.g.,
a blank) and a Database Lookup
exception. The gray color lets you know
that more than one issue was found.

You can resolve exception cases in one of two ways: editing individual cells or using the
Review Exceptions feature during or after form processing.

Note: The exception colors in the grid and links to the scanned forms (if
using and OMR/Image scanner) are only retained if you save data to the
Remark data format. Once you export your data to another format, if you
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reopen that format, the grid colors are not present. Please see Section 7.6
for detailed information about saving data.

6.7.1 Reviewing Exceptions by Modifying Individual Cells

One way of correcting exceptions is by individually clicking the cell you wish to change.
You can use the drop-down arrow to select correct responses or type the desired text
into the cell.

Note: Editing a cell removes any exception colors.

To reconcile cells individually
1 Click the cell that you wish to change.

2 If the cell contains a drop-down arrow, click the arrow and choose the correct
response from the list.

3 If the cell does not contain a drop-down arrow, type the appropriate response in the
cell and press Enter or click another cell.

Note: Each cell contains either a text box or a drop-down list box depending
on its region type. Grid, Binary and Add OMR regions, Barcode regions, and
Input regions that are not using the Database Lookup feature are considered
text regions. You do not have a drop-down list box for these region types.
All other types of OMR regions and Input regions using Database Lookup are
considered list regions and have a drop-down list from which you can choose
responses.

6.7.2 Using Review Exceptions

Remark Classic OMR provides the Review Exceptions feature as a method to validate
data. You may use the Review Exceptions feature to review the following exception
cases: blank responses, multiple responses, barcode errors, database lookup errors,
required items, multiple exceptions or data entry Input regions.

The Review Exceptions feature can be used in one of two ways:

During Scanning: If used during the reading process, Review Exceptions provides an
option to have the Data Center pause after encountering selected exception types. You
can then select or enter the correct response.

After Scanning: Review Exceptions can also be used after the forms have been
scanned; therefore, you are not required to have the software stop processing forms
when exceptions are encountered. When reviewing after processing, the software cycles
through the data file to find exception cases and then allows you to make the
appropriate changes.

Regardless of how you use Review Exceptions, the Data Center displays a Review
Exceptions window in the Task Pane. The following table details the available Review
Exceptions options:

Review Option Function

Blank Responses Review when a respondent fails to answer a question.

Multiple Responses Review when a respondent chooses more responses than were
permitted.

Input Regions Review when an Input region is encountered. Allows the hand
entry of information into the data grid.
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Review Option

Function

Database Lookup

Review when a database lookup error is encountered, meaning

Errors that the response is not located in the database that was

specified during the form template creation process. Once you
correct the Database Lookup exception, if you are returning
other regions from the database, they are updated
automatically.

Barcode Errors Review when the scanner cannot read the barcode properly.

Required Items Review when a required item has not been answered.

To use Review Exceptions during scanning

1
2
3

8

Open the correct form template.
Place the completed forms in the scanner.

Begin scanning forms by either selecting the Tools menu and then clicking Read
S Read Wizard |

Wizard, clicking or clicking the Read Wizard link in the Task Pane.

Make the necessary selections in the Read Wizard as it pertains to scanner
features, printing and rejecting exceptions (see Sections 6.2 and 6.3 for detailed
information about these screens).

Click the Next>> button to go to the Review Exceptions screen (this is the final
screen in the Read Wizard).

Mark the checkbox for Activate E -

- H eview Exceptions (optional 5%
Review Exceptions to turn on the o e v Pghed e g St ~
Review Exceptions feature.

In the Review Exceptions Options
area, select the exception cases you
would like to review during form
processing: Multiple responses,
Blank responses, Input regions,
Database lookup regions,
Barcode regions, or Required o |
items.

Click the Read button to begin the
reading process.

Review Exceptions

Review Exceptions is the process of cleaning data that have been flagged during a read operation,

Input regions
Database lookup regions

[ Reauired items

The Data Center begins scanning forms. When the software encounters one of the
specified exception cases, processing stops and the Review Exceptions window appears
in the left Task Pane. You use this window to make changes. If you are using an
OMR/Image scanner and capturing scanned images, you can use the Image Viewer to
assist you with the review. Please proceed to Section 6.7.2.a for detailed information
about the Review Exceptions window.

To use Review Exceptions after scanning
1 After scanning forms, select the Tools menu and then click Review Exceptions, or

%
click " . Alternatively, you may select the Review exceptions link from the Data

tab of the Task Pane.
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2 1In the Review Exceptions Options area, select the exception cases you would like to
review: Blank responses, Multiple responses, Input regions, Database lookup
regions, Barcode regions, or Required items.

3 Click the Begin Review button to begin reviewing the data.

Tip: You may process forms and clean sections of the data as you go.
Simply begin Review Exceptions normally. Then, if you wish to process more
forms, leave the Review Exceptions window open and process additional
forms. When you are ready to review the newly processed forms, in the
Review Exceptions window, click the down arrow on the Begin Review
button and choose Begin from Last Read Operation. The Data Center
begins reviewing data grid rows from the point where you most recently
began processing forms.

The Data Center searches the data for the specified exception cases. When a selected
exception case is found, it appears in the Review Exceptions window in the left Task
Pane. You use this window to make changes. If you are using an OMR/Image scanner
and capturing form images, you see the image in the Image Viewer to assist you with
cleaning the data. Please proceed to the next section for detailed information about the
Review Exceptions window.

Tip: When using Review Exceptions after form processing, you can review
the entire data set or sections of the data set. To review sections of the data
set, select the column or row header(s) of the area you wish to review, or
highlight a group of cells. For example, if you only want to review a specific
comment region (Input region) so that you can hand enter data, select the
column header of the comment region so that the entire column is
highlighted. Then click Review Exceptions; only the selected column is
reviewed.

There may be times when you are reviewing exceptions and the exceptions are
legitimate, e.g., a question is left blank. By default, if you leave the exception as is, it
always retains the color coding and exception text. If you prefer to remove the color
coding once an item has been reviewed, go to Tools|Preferences and mark the
checkbox for Clear exceptions after they have been reviewed in the section called
Review Exceptions. After a cell is reviewed using Review Exceptions, the color
disappears even if you did not make a change to the cell. If Review Exceptions is run
again, the cell is not flagged as an exception.

6.7.2.a Using the Review Exceptions Window

Whether you use Review Exceptions during or after form processing, any exceptions
found while reading display in the Review Exceptions window. The Review Exceptions
window displays the following information:

Property Function

Search by: Row/Respondent: Use this option to search across the
data grid in rows (by respondent).

Column/Item: Use this option to search across the data
grid in columns (by form template item/question).

Response Displays the current response. Use this box to enter the
correct response by typing the response or clicking the
drop-down arrow and choosing a response.
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Property

Function

Search Forward

Moves to the next exception case.

Search Backward

Moves backwards until it encounters an exception case.

Next Row/Column

Moves to the next exception case on the next form or
column (it searches by row or column, depending on your
selection in the Search by box).

Previous Row/Column

Moves backward one row or column until it encounters an
exception case (it searches by row or column depending
on your selection in the Search by box).

Finished

Ends Review Exceptions.

Cancel

Cancels reviewing of the current page. Upon canceling
you have three options:

1. Restore Original Data: Cancels any changes made to
this page during Review Exceptions and restores the
original data.

2. Discard Page Data: Discards the current page’s data all
together. You may rescan the form after discarding the
data.

3. Cancel: Returns to Review Exceptions.

To replace an exception

1 Click the Response box down arrow (if available) to view a list of possible responses
and then click the correct answer(s), or type the desired text into the Response
box. The down arrow is available for Multiple, Boolean and List OMR regions, as well
as Input regions that use Database Lookup. You may type the first few letters of a
response and Remark Classic OMR tries to auto-fill the response for you. For Grid,
Add and Binary OMR regions, as well as Barcode and Input regions without Database
Lookup, you may type the appropriate response.

Note: The displayed exception text (e.g., BLANK) and color remain in the
output data unless you replace it. If you prefer to remove the color coding
once an item has been reviewed but left unchanged, go to
Tools|Preferences and mark the checkbox for Clear exceptions after
they have been reviewed in the section called Review Exceptions. Then
run Review Exceptions.

2 To move to the next exception case on the
current form, click the Search Forward button 00 © 0
at the bottom of the window. You may also press
the Enter key on your keyboard to advance to

the next exception.

3 To skip any remaining exception cases on the current form and move to the next
form containing exception cases, click the Next Row/Next Column button at the

bottom of the window.

4 When you have completed reviewing exceptions, click the Finished button.

Tip: If you need to return to the processed data at a later point to complete
reviewing exceptions, save the data to the Remark (RMK) format. This
formats save the exception case colors and links to scanned images (if you
are using an OMR/Image scanner) so that you may continue reviewing the
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data. If the data is exported to other formats, these colors and images are
not included in the exported data file. See Section 7.6 Saving Data for
complete details on saving data.

6.8 Respondent Detection

Remark Classic OMR includes the ability to determine which respondents’ forms have
been processed, as well as locate duplicate respondents. This feature, called Respondent
Detection, is used in conjunction with Database Lookup. If a region is linked to an
external database using Database Lookup, the software provides a report of which
respondents listed in the external database have been processed, not been processed or
have been processed more than one time. For example, suppose you have a region on
your form where the respondent fills in an ID number. You can link this ID number
region to an external database that has all of the ID numbers of your expected group of
respondents. You can then use Respondent Detection to compare IDs collected in the
data set to IDs in the external database. Any time you use the Respondent Detection
feature, you also have the option to return additional data from the external database if
desired (this is not required to use Respondent Detection). When you process your
forms, Remark Classic OMR confirms which ID numbers from the external database exist
in the processed data. The software then provides a report showing found ID numbers,
missing ID numbers and duplicate ID numbers. If you are returning additional regions,
this information is also available in the report. You can save this report as a database or
text file to use outside of Remark Classic OMR.

To use Respondent Detection

1 Setup a form template that uses the Database Lookup feature. See Section 5.3.9 for
complete details on using Database Lookup.

2 Process forms using the scanner. See Sections F E
6.2 and 6.3 for information about using the R — %
Read Wiza rd tO process forms. Select a detection region and any additional database fields you would like in the results. @

3 Once the forms have been processed and the g v o stacon
data cleaned, select the Tools menu and then s =

R - . [ Please note that by default, the [Student ID] field will appear first in the results.

CIICk Respondent DeteCtlon/ or CIICk Database Field List addtional Fields (in order)
_ElRespondent Detection... . N:";z plame
Afesesen] The Respondent Detection Gt

wizard appears. e

Economically Disadvantage (/M)

4 From the Regions available for detection P e unch oy
drop-down list, select the form template region [eedProgram
you wish to use for detection.

5 If the region is linked to a database containing
additional regions, you may optionally select E 1
those regions from the Database Region List. | fpmientiesm o v &
Use the green arrow to move the desired S o
regions into the Additional Regions box. Any D | oot e I

. - - [1zzez ] onna Smalls
regions moved to the Additional Regions box = 0 'immfmé
. 3 12540 v Rachel Marl
are also used for detecting respondents. 5 s O ol
, , AT B o
6 Click the Next>> button to continue. The i O O iarmion
- . & 22343 O Jay Atking
Detection Results window appears. > s D oo
10 &an Wilson
7 Use the Detection Results window to view T 8 e 7
. . . 13 12449 O Arrry Johnsor]
your results. The main region on which you are 1 123 O ravnenen
. . . . . 15 13346 Greg Robinsc -
basing the detection is listed first. You then see . - - B
[ oo ] [ <o | [ ]
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a Detected column that marks the values that were detected. The Duplicates
column is next, which marks any duplicate values that are found. After the
Duplicates column, you see any additional return regions from the external
database that you selected in Step 5 (if you selected any).

8 If desired, use the Export button to save the results to an external file. You may
click the Export button to export the entire set of results, or use the arrow on the
Export button to select which portions of the results to export. The export options
are as follows:

Option Function

Export Exports all results (region, detected, missing, duplicates
and additional regions).

Export Exports only the missing respondents, those that exist in

Missing the external database but were not processed as part of
the data file.

Export Exports only the detected respondents, those that both

Detected exist in the external database and were processed as part
of the data file.

Export Exports only the duplicate respondents, those that appear

Duplicates more than once in the data file. The software only detects

duplicate entries that have also been verified as existing in
the linked database.

Print Results  Prints all results to the default printer on your computer.

9 Click the Close button to return to the Remark Classic OMR Data Center.

6.9 Reviewing Duplicate Responses

Remark Classic OMR includes a feature to detect duplicate responses even when not
using the Database Lookup feature with Respondent Detection, as described in the
previous section. The Review Duplicates feature allows you to choose any region in the
data grid in which to search for duplicates. When a duplicate entry is found, you are
prompted to take one of four possible actions: review the duplicates, keep only the first
duplicate record, keep only the last duplicate record or delete all duplicate records.
During the review process, the data grid is automatically sorted on your duplicate
identifier region so that you can easily review the data. This feature is useful if you
accidentally process a form multiple times, or someone fills out a form multiple times
when this is not permitted.

If you are using an OMR/Image scanner and capturing form images during scanning,
when reviewing duplicates you see the scanned form images in the Image Viewer to
assist you with making a determination in how to handle the duplicate entries.

To use Review Duplicates
1 Open a form template and scan forms.
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6.10 Graph Viewer LI A

o ®

Remark Classic OMR includes a Graph Viewer at
the bottom of the screen to view quick results of
processed data. The graph viewer displays a graph
of the data being processed, indicating the
frequency of each response chosen (an item
analysis). Click in any cell containing data to view
a graph of the responses. Please note that the
graph viewer is not grading data and that it may
slow down the processing speed. To show and hide
the Graph Viewer, select the View menu and

Once the data is collected and cleaned, select the Tools menu and then click

. . , FaReview Dupiicates.. | - .
Review Duplicates, or click === to launch the Review Duplicates Task

Pane. Alternatively, select Review duplicates from the Task Pane.

In the Review Duplicates Task Pane on the left side of the window, use the
Unique respondent identifier drop-down list to choose a region to check for
duplicate entries.

Click the Search button to begin the search for duplicate entries. The gold bar
underneath The Unique respondent identifier box tells you whether duplicates
were found. The data is sorted based on the duplicates that are found.

Determine the action you wish to take. If you want to review the duplicates before
taking action, choose Review duplicate records in the Action drop-down list and
then click the Execute button. Remark Classic OMR highlights any sets of duplicate
records it finds. You may use the green arrows in the Navigate area to move
between records. The Next Record arrow takes you to the next duplicate record
within the same group. The Next Group arrow takes you to the next group of
duplicates (you may have more than one set of duplicates within the same region).
Similarly, the Previous Record arrow takes you back to the previous duplicate
record within the same group, and the Previous Group record takes you back to the
previous group of duplicate records.

If you have chosen to review the duplicate records, you have two options. You can
choose a specific record and delete it manually by clicking the Delete button. Or,
you may click the Finish button and then review the region again. Then to perform a
mass function, in the Action drop-down list, choose the appropriate action: Keep
only first duplicate records, Keep only last duplicate record or Delete all
duplicate records. Any one of these three choices applies to all sets of duplicate
records within the region.

If you choose any action that causes records to be deleted, you receive a warning

message to ensure that you want to delete the records. Note that once the records
are deleted, they cannot be recovered (unless you process the forms again). If you
are sure you want to proceed, click the Yes button. The requested action is taken.

If you wish to search for more duplicates in other regions, repeat steps 3 through 7.
When you are finished reviewing duplicates, click the Finish button.

Click the Back arrow underneath Review Duplicates to return to the full Task
Pane.

Sample question text for question 1

choose Graph Viewer. The Graph Viewer has
many options, which are summarized in the following table:
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Icon Option Description
Ep | Copy Click the Copy button to copy the graph to the Windows
— clipboard. The graph can then be pasted into another
application.
=7 Print Click the Print button to print the current graph. If you

drop down the arrow on the Print icon, you can choose
whether to print in monochrome or color (if your printer
supports it).

5 - Graph Toggle the Graph Title icon to turn the title over the

—_— Title graph on and off. Click the down arrow on the Graph Title
icon to choose what to display: None (no title), Question
Name, or Question Text. Please note that the font size
used for the Graph Title updates automatically based on
the amount of text being displayed.

i ~ | Graph Click the Graph Type icon to cycle through the various

— Type graph types. Alternatively, use the drop-down arrow on
the Graph Type icon to choose a graph type: 3D Bar, 2D
Bar, 3D Pie, 2D Pie, 3D Area, 2D Area and Line.

= Graph Click the Graph Data icon to cycle through the various

— Data graph options. Alternatively, use the drop-down arrow on
the Graph Data icon to choose what to graph: Frequency
(base the Y axis on the data set using frequencies),
Percent Auto Scale (allow Remark Classic OMR to choose
the best Y axis percentage scale for your data) or Percent
Standard Scale (use a standard percentage scale for the
Y axis, such as 0-100%).

5]

x | Close Click the X to close the Graph Viewer. You can always
-_ Graph reopen it using the Tools menu.
Pane

6.11 Test Import Wizard

Remark Classic OMR has the ability to import test information from the ExamView
software from elnstruction. ExamView is used to generate tests. The test information
can be imported into Remark Classic OMR to streamline the grading process. The test
questions, answer items and answer key are all imported with the test. When correlating
test information to state standards or text book objectives, Remark Classic OMR can also
report on how well students are mastering those standards and objectives. These items
are reported as learning objectives in the Remark Classic OMR analysis. Remark Classic
OMR also has the ability to import multiple versions of tests (to minimize student
cheating).

Note: The Test Import Wizard can only be used with an OMR scanner (not
an OMR/Image scanner). Your scanner must be in OMR mode only (set up
and set as the default under Tools| OMR Scanner|OMR Scanner

Properties) and you will not be able to capture the scanned form images.

Utilizing ExamView files can be broken down into the following steps:
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e Create the test in ExamView

e Export the test to the XML format

e Import the test in Remark Classic OMR via the ExamView Wizard
e Scan the tests

e Grade the tests

Note: The ExamView Import Wizard relies on XML files from ExamView.
Only legacy versions of ExamView support the XML export. This feature
remains in Remark Classic OMR for any ExamView legacy users who still
want to use this feature.

6.11.1 Creating Tests in ExamView

The first step in this process is to create a test in ExamView (version 3.5 or later is
supported). Please see the ExamView user’s documentation for detailed instructions on
creating tests. Please note that you may also generate multiple versions of a test, if
desired. Multiple versions of a test minimize the risk of student cheating by scrambling
the order of the questions on the page(s). Once a version of the test has been created,
ExamView offers a scramble option to rearrange the order of the questions. When test
order is scrambled, each test should be saved separately with a test ID to differentiate
versions.

Note: Remark Classic OMR can import tests with randomized questions.
However, it cannot import tests with randomized answer choices.

6.11.2 Exporting Tests from ExamView
Once a test is created, it must be exported in XML format for Remark Classic OMR to
import.

Note: If your version of ExamView does not support exporting to XML, you
will not be able to use the ExamView Import Wizard.

To export tests

1 Open the test in ExamView.

2 Select the File menu and then click Export.

3 In the File name box, type the desired file name.

4 In the Save as type box, select the ExamView XML (.xml) format.
5 Click the Save button to save the file.

Note: If you are using multiple versions of a test, you must export each
version to a separate XML file.

The test files are now ready to be imported into Remark Classic OMR. Remark Classic
OMR creates a new form template and a grade template that apply to your test.

6.11.3 Importing ExamView Files in Remark Classic OMR

After exporting tests from ExamView, you may open them in Remark Classic OMR using
the Test Import Wizard. These tests include the answer key and can optionally include
learning objectives so that tests can easily be graded and student mastery of specific
objectives can be measured. Remark Classic OMR can read multiple choice, true/false
and yes/no questions only. All other question types are ignored during the import
process.
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To import ExamView test files

1
2

3

ul

N

9

If not already running, start the Remark Classic OMR software.

Select the Tools menu, click Test Import and then click ExamView Import
Wizard.

Click the Next>> button to begin the wizard.

In the Step 1 window, select the Remark Classic OMR form template that represents
the form you will be scanning.

Click the Next>> button to continue.

In the Step 2 window, select the ExamView file that you exported. If using multiple
test versions, select the first version. Mark the checkboxes for Include Learning
Objectives, National Objectives, State Objectives and/or Local Objectives to
have Remark Classic OMR include this information in the reports. By including the
objectives, you are able to see how students are performing against these measures.
Each objective is reported in the analysis as a separate learning objective of the
main test.

Note: The Include Objectives options are enabled based upon the test
information you exported from ExamView.
Click the Next>> button to continue.

In the Step 3 window, select other versions of this test that you have generated in
ExamView. Use the Add button to add test versions; use the Remove button to
remove unwanted tests. If you are only using one version of the test, skip this step.

Click the Next>> button to continue.

10 If importing multiple versions of a test, the Step 3A window appears. In this

window, select a question from the Question drop-down list that is used to identify
the version of the test. You must have a question in your form template that
identifies various versions of a form template.

11 In the Step 4 window, enter a name for the new form template and grade template

for this import process. You may either use the default name that Remark Classic
OMR provides, or click the ellipsis (...) next to each template name to enter new file
names.

12 Click the Build button to continue.
13 Click the Finish button to open your new template and begin collecting data.

Upon completion of the Test Import wizard, Remark Classic OMR generates a new form
template and answer key to be used to scan and grade completed tests.

6.11.4 Scanning Completed Tests
Once you have imported your ExamView files, you may scan the completed tests.

To scan tests

1

Upon finishing the ExamView Import wizard, your template opens automatically. If
the template is not open, select the File menu, click Open Template and then
select the template you previously created with the ExamView wizard.

Click the Tools menu and then click Read Wizard.
Place the completed tests in your scanner and configure the Read Wizard with the
desired options. Click the Read button when you are ready to start scanning forms.

Tip: Please see earlier sections of this chapter for detailed information about
scanning options.
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Once all of the forms are scanned you are ready to grade the test. We recommend
saving the data to use at a later point in time.

To save the data

1 Select the File menu and then click Save Data.

2 In the File name box, enter a name for the data file.
3 Choose a file type in the Save as type list.

4 Click the Save button to save the data.

Tip: Please see Chapter 7 for more detailed information about saving data.

6.11.5 Grading Tests

Once all of the forms have been scanned, you may grade the test using Remark Classic
OMR'’s Easy Grade or Grade Wizard functions. Note that because you imported the test
from ExamView, all of the necessary test information has already been saved, including
the answer key and learning objectives. Therefore using Easy Grade will typically provide
the needed test results. You may use the Grade Wizard to reconfigure any of your
grading options.

Tip: Please see the Remark Quick Stats User’s Guide PDF under

Start|Programs|Remark Classic OMR 4|Documentation for more information
about test grading in Remark Quick Stats.

To grade tests
1 Select the Tools menu, click Analysis and then click Easy Grade or Grade Wizard.

2 If using Easy Grade, the Remark Quick Stats window opens to show your grade
results. If using the Grade Wizard, Remark Quick Stats launches the Grade Wizard
based on the definitions from the ExamView file. You may modify any of the
information by clicking the Next>> button in the Grade Wizard window and making
your changes.
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Chapter 7

7.1 Overview

This chapter explains the basics of data manipulation and using the data grid in the
Remark Classic OMR Data Center, and includes the following:

e Understanding the data grid (Section 7.2)
e Editing the data grid (Section 7.3)

e Sorting data (Section 7.4)

¢ Spell checking data (Section 7.5)

e Saving data (Section 7.6)

e Printing data (Section 7.7)

e Emailing data (Section 7.8)

e Send wizard (Section 7.9)

e Opening grid data (Section 7.10)

e Logging changes (Section 7.11)

The Remark Classic OMR software requires a form template file for each type of form
that you want to process. For each form template created, there is a corresponding data
grid. The Remark Classic OMR Data Center uses a data grid to store data recognized
from forms. The data read from one form are considered a single record and display in
one grid row. Each column in the grid represents one variable or question on the form,
as defined in the form template.

7.2 Understanding the Data Grid

The Remark Classic OMR data grid window employs a spreadsheet style view of the form
template to display recognized data. When
a form template is open, each grid column
corresponds to an item or question on the
form, as it was defined in the form
template. Hover your mouse over any
column header to see information
pertaining to the specific item (question).

The grid employs two cell types to store
data: text and list. The cell type depends
on the kind of region being used. Barcode
regions, Input regions that do not contain
Database Lookup information and OMR
regions set to the Grid, Add or Binary Data Type use text cells. Text cells are used to
type information manually. All other OMR regions and Input regions that utilize Database
Lookup information use list cells. List cells contain a drop-down list of possible answer
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items (labels) as they are defined in the form template. See Section 7.3.2 Changing Cell
Contents later in this chapter for information on how to edit individual cells.

If an individual region contains more than one question, by default the corresponding
column headers also contain question numbers. For example, Eval2 would correspond to
the second item of a region titled Eval. If you entered individual Question Names in the
OMR region properties of the form template, these Question Names appear instead (see
Section 5.3.2.b Question Names for more detailed information about Question Names).

7.3 Editing the Data Grid

The data grid window behaves like a spreadsheet. You can cut, copy and paste
selections to and from the grid. Additionally, you can change the contents of individual
grid cells by clicking in a cell. This section explains the basics of manipulating data within
the grid and includes the following:

¢ Making selections

e Changing cell contents

e Cutting, copying, pasting and deleting
e Resizing, inserting and deleting rows
e Using find and replace

7.3.1 Making Grid Selections
The following table lists the different methods for making selections in the grid:

Selection Area Method

Single Cell Click in it. Use the mouse, tab or arrow keys to move from cell
to cell. Double clicking within a cell puts you in edit mode.

Multiple Cells Click the upper, left-hand corner of the desired selection, drag
the mouse to the lower, right-hand corner and release.

Single Column Click the column header.

Multiple Columns  Click and drag a range of column headers or click a beginning
column header, press and hold the Shift key, and then click an
ending column header.

Single Row Click the row header.

Multiple Rows Click and drag a range of row headers or click a beginning row
header, press and hold the Shift key, and then click an ending
row header.

Entire Grid Select the Edit menu and then click Select All, or click the

upper, left-most grid header cell.

7.3.2 Changing Cell Contents

The data grid allows in-cell editing by clicking within a particular cell. The grid employs
two cell types to store data: text and list. The cell type depends on the kind of region
being used. Each cell changes to either a text box or list box depending on its region
type. Grid, Add and Binary OMR regions, barcode regions and Input regions without the
use of Database Lookup are considered text regions. You do not have a drop-down box
for these region types. All other types of OMR regions and Input regions using Database
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Lookup are considered list regions and do have a drop-down box from which you can
choose responses, as they were defined in the form template (labels).

To change the contents of a text cell
1 Select the cell by clicking within its borders.
2 Type the desired cell contents into the cell and press Enter.

To change the contents of a list cell

1 Select the cell by clicking within its borders.
2 Click the down arrow on the cell’s list box.
3 Click the correct response.

Note: An asterisk appears next to selected responses.

4 If more than one response is permitted, repeat steps 2 and 3 to select more than
one response.

Editing a cell removes any exception case colors that may have been present (e.g.,
yellow for a BLANK response).

7.3.3 Cutting, Copying, Pasting and Deleting

The Remark Classic OMR template grid supports normal Windows clipboard functions:
cut, copy and paste. In addition, it supports the Paste Special command, which allows
you to copy the contents of one cell and then paste it into multiple cells.

Tip: This section assumes an understanding of how to make grid selections
in order to select grid cells. See Section 7.3.1 Making Grid Selections for
detailed information about this topic.

To cut data from the grid

;‘

1 Select an area to cut. Select the Edit menu and then click Cut, click or press
Ctrl+X.

The selected data are cut from the grid and placed on the Windows clipboard.

To copy grid data
1 Select an area to copy.

)
2 Select the Edit menu and then click Copy, click " or press Ctrl+C.

The selected data are copied to the Windows clipboard.

To paste data from the clipboard to the grid
1 Select the area to which you want to paste.
L1}
2 Select the Edit menu and then click Paste, click ™ or press Ctri+V.

The data on the Windows clipboard are pasted into the selected grid cell(s).
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Note: You do not need to select the same amount of space in the grid as
the amount of space you copied to the clipboard.

To use Paste Special
1 Select a single cell containing the data you wish to copy.

2 Select the Edit menu and then click Copy, or click — .
3 Select the cells in which you want to paste the data.
4 Select the Edit menu and then click Paste Special.

The data on the Windows clipboard are pasted into the selected grid cells.

To delete grid data
1 Select the area that you want to delete.
2 Select the Edit menu and then click Delete, right click in a cell and select Delete,

~
click the toolbar button for Delete “-l , or press the Delete key. You may also
delete an entire grid row by clicking the row header or clicking in a cell in the row
and then right clicking and selecting Delete Row or by selecting the Edit menu and
then clicking Delete Row.

7.3.4 Resizing, Inserting and Deleting Rows

You can change the number of rows contained in each data grid by adding rows to the
end of the grid, inserting rows into the grid or deleting rows from the grid. Note that
during scanning, the grid expands as needed to hold your data; you do not need to
manually add rows to the grid.

Tip: This section assumes an understanding of how to make grid selections
in order to select grid cells. See Section 7.3.1 Making Grid Selections for
detailed information about this topic.

To insert row(s) into the grid
1 Select the desired insertion point by clicking a grid cell.

EX Insert Row
2 Select the Edit menu and then click Insert Row to insert a row, or click asi .
Alternatively, select Shift+Insert on the keyboard, or right click within the cell and
choose Insert Row. The row is inserted above your current selection point.

Note: You may also select multiple rows to insert the same number of rows
above the selection (e.g., select two complete rows to insert two rows above
the highlighted rows).

To delete rows from the grid
1 Select the rows to delete.

Ed Delete Row
2 Select the Edit menu and then click Delete Row, or click ' . Alternatively,
select Shift+Delete on the keyboard, or right click the mouse and then select

Delete Row.
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Tip: You may delete multiple rows by selecting more than one grid row. Use
the row headers to select the rows.

7.3.5 Freezing Columns and Rows

You can freeze specific columns and rows in the data grid so that as you scroll, the
frozen columns and rows are still visible. For example, if grading exams, you might want
to freeze the Student Name column so you can see the students as you scroll. You can
freeze a maximum of 10 columns and rows.

To freeze columns and rows

1 With your data set open, select the View
menu.

2 To freeze rows, select Freeze Rows. Then
choose the number of rows to freeze.

3 To freeze columns, select the Freeze
Columns. Then choose the number of
columns to freeze.

Your selected rows/columns are frozen and
delineated with an orange line. If you wish to
return to normal viewing, select the View
menu and choose Unfreeze Rows or Unfreeze Columns.

7.3.6 Using Find and Replace

The Remark Classic OMR Data Center provides find and replace commands for locating
and replacing text. You can search for each occurrence of characters, including
uppercase and lowercase letters, whole words and parts of words.

By default the Data Center searches the entire data grid when performing a find and
replace operation. However, you can search a specific region by highlighting the area
you would like to search prior to using Find and Replace. (See Section 6.3.1 See Making
Grid Selections.)

To find text
1 Select the Edit menu and then click
. -] Iy x
Find, or click ™ . Find | Replace
2 If searching for text, enter the search Foduhas | Sane W
text in the box titled Find what.
. [ cass sensitive e
3 Select the other options you Want to USE | O esss maers
to COﬂtrOI the SearCh. gSear:hfurvaluesgreaterthanurequaltuspemﬁedva\ue

Search Option Result

Case sensitive Mark this checkbox to make the search case sensitive.
Include partial Mark this checkbox to search for part of the text (does not
matches require the entire contents of the cell to match what you have

entered in the Find what box).

Search for values  If searching for numeric data, mark this checkbox to search for
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Search Option Result

greater than or numeric values that are greater than or equal to the value you
equal to specified have typed in the Find what box.

value

Search selected Mark this checkbox to search in the selected cell(s) only.
block only

4 Click the Find Next button.

If Remark Classic OMR locates a match, the grid scrolls to display the cell where the
match is found.

5 Make any necessary changes to the grid.

6 Click Find Next to continue searching.

7 When you have completed searching the data, click the Close button.

To find and replace text
1 Select the Edit menu and then click

. QR_epIace S
Replace, or click Siere ) . i &
Find | Replace
2 Enter the search text in the box titled P wht, [ Some Word
Find what. Replace with: | This Word 3
3 Select the other options you want to use B ic reptel ][ pepte |Gt
Include ial matches
to control the search. gsm o vehizs reaterthan or el o speafid volue

Search Option Result

Case sensitive Mark this checkbox to make the search case sensitive.
Include partial Mark this checkbox to search for part of the text (does not
matches require the entire contents of the cell to match what you have

entered in the Find what box).

Search for values  If searching for numeric data, mark this checkbox to search for

greater than or numeric values that are greater than or equal to the value you
equal to specified have typed in the Find what box.

value

Search selected Mark this checkbox to search in the selected cell(s) only.
block only

4 To replace items located in the search, enter the replacement text in the box titled
Replace with.

5 Choose one of the following search commands by clicking the appropriate button:

Search Command Result

Find Next Locate the next item meeting search criteria.

Replace Locate and automatically replace the next item meeting
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Search Command Result
search criteria.

Replace All Locate and automatically replace all items meeting search
criteria.

6 When you have completed searching the data, click the Close button.

7.4 Sorting Grid Columns

Columns in the data grid can be sorted according to the values in a specific region. Data
can be sorted in ascending or descending order. For example, you can sort your data by
ID number or respondent name. There are two ways to sort data: right clicking a column
header or using the menus.

To sort data by right clicking the mouse

1 Select the header of the column by which you want to sort the data (the entire
column is highlighted). (See Section 7.3.1 Making Grid Selections.)

2 Right click the column header, click Sort and then click Ascending or Descending.

The entire data set is sorted according to your selection.

To sort data using the menus

L3Sort...
1 Select the Edit menu and then click Sort, or click dinc) .

2 In the Primary sort key box, use the drop-down list to choose a region on which to
base the sort operation.

3 Mark the checkbox for Descending if you
want the data to be sorted in descending -
order. Leave this checkbox blank to sort the | o @@ iesm IF
data in ascending order.

4 If you want to sort the data by more than == =N
one criterion, select the appropriate regions Ihndsarciey, e <o
on which to sort in the Secondary sort
key and Third sort key boxes.

5 When finished selecting regions, click the
Sort button.

Primary sart key: | StudentID + | [ Descending

The entire data set is sorted according to your selection(s).

7.5 Spell Checker

Remark Classic OMR includes a Spell Checker that checks Data Entry Input regions,
Barcode regions and OMR regions for misspellings. The spell checker works from the
dictionary in the Remark Classic OMR Preferences. To choose a dictionary, select

Tools|Preferences|File Storage Locations, or click ™ .
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7.6 Saving Data

To use the Spell Checker

1 Select the Tools menu and then click Perform spell check, or click

2 1In the Spell Checker window, choose the desired options:

Option

Description

Search Input
regions

Mark this checkbox to perform spell checking on Input regions
where manual data entry is expected.

Search barcode
regions

Mark this checkbox to perform spell checking on Barcode
regions.

Search OMR
regions

Mark this checkbox to perform spell checking on OMR regions.

Ignore words with
numbers

Mark this checkbox to skip spell checking any numeric text.

Ignore words in
upper case

Mark this checkbox to skip spell checking on words that begin in
upper case.

Ignore words in
mixed case

Mark this checkbox to skip spell checking on any words that use
mixed case capitalization.

3 Click the Start button to begin the search. When an item matches your specified
criteria, the Spell Checker shows you the flagged word and offers suggestions if
possible. You may choose a suggestion or

modify the flagged word and then choose G
Change or Change All to make the
modification. You may also choose Add to add
the word to your dictionary so that it is not
flagged again. Alternatively, you may choose
Ignore or Ignore All to keep the word as is,
and if choosing Ignore All, not have it flagged stle
again during this search. Choose Cancel to
stop the Spell Checker.

4 When the Spell Checker is finished searching

x||

Ignore

Ignore All

Add \

Change

Change Al

Canicel

the grid, it alerts you that it is complete. Click
the OK button to return to the main Spell Checker window.

5 Click the Finished button to complete the Spell Checker process.

You can save the data in the data grid to dozens of different file formats. The Remark
file format was specifically designed to optimize the data storage process in the Remark

Classic OMR software.

Tip: When working with data in Remark Classic OMR, use the Remark file
format (RMK). This is the only format that preserves the link between the
data and the exception colors and stored images* (*if using an OMR/Image
scanner). Export data to other formats after you have collected and cleaned
all of your data.
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When saving data, you have the option of using Save Data or Save Data As. The Save
Data option can be used to save a data set for the first time or to overwrite the current
data set. The Save Data As option allows you to save the current data set with new
parameters (e.g., new file name, different directory, different file type, etc.)

The following table lists the different save file formats, their extensions and a brief

description:
File Format Extension Description
Remark RMK Remark Classic OMR format; saves grid exception

colors and image links* (*OMR/Image scanners
only)

SQL Server 2000- MDF
2005

Microsoft SQL Server format

Oracle 7.4 and * %
later

Oracle format

Access 2007-2010 ACCDB

Microsoft Access 2007 and 2010 format (only
available if the Access 2007 or 2010 database
engine is installed)

Access 2000-2003 MDB

Microsoft Access 2000-2003 format

Access 95-97 MDB Microsoft Access 95-97 format
Access 2.0 MDB Microsoft Access 2.0 format
Access 1.0 MDB Microsoft Access 1.0 format

Excel 2007-2010  XLSX

Microsoft Excel 2007 and 2010 format (only
available if the Access 2007 or 2010 database
engine is installed); existing files can only be
appended, not overwritten

Excel 97-2003 XLS Microsoft Excel 97-2003 format

Excel 95 XLS Microsoft Excel 95 format

Excel 4.0 XLS Microsoft Excel 4.0 format

Excel 3.0 XLS Microsoft Excel 3.0 format

Questionmark QSF Perception Questionmark format (save only)
SPSS SAV SPSS 16 format

SPSS Legacy SAV SPSS 6 format

Survey Pro SRV Survey Pro standard format (Apian Software)

Survey Pro STL STL

Survey Pro STL format (Apian Software)

ASCII [commas] ASC

Comma delimited ASCII

ASCII [tabs] ASC Tab delimited ASCII
Spreadsheet TXT Comma delimited ASCII with quotes around non-
[commas] numeric data
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File Format Extension Description
Spreadsheet TXT Tab delimited ASCII with quotes around non-
[tabs] numeric data
Survey System DAT The Survey System format (Creative Research
Systems)
dBase V DBF dBase V format
dBase IV DBF dBase IV format
dBase III DBF dBase III format
Paradox 5.X DB Paradox 5.X format; existing files may only be
overwritten (there are no append options)
Paradox 4.X DB Paradox 4.X format; existing files may only be
overwritten (there are no append options)
Paradox 3.X DB Paradox 3.X format; existing files may only be
overwritten (there are no append options)
Lotus WK3 WK3 Lotus Works 3 format; existing files may only be
overwritten (there are no append options)
Lotus WK1 WK1 Lotus Works 1 format
Lotus 1-2-3 WKS Lotus 1-2-3 format
LXR Test MRG LXR Test format
Report RPT Fixed format ASCII, cell text padded or truncated
to specified record length
Data Interchange DIF Standard format using file header and data section
Format
CCI Assessment DAT CCI Assessment format; existing files may only be
overwritten (there are no append options)
XML XML Extensible Markup Language format
HTML HTM Hypertext Markup Language
ODBC * x Open Database Connectivity
Custom ASC, TXT Custom Text format
Database Update  XLS, XLSX, Updates an existing database with new data (e.g.,
MDB, adds missing information, overwrites existing
ACCDB information).
X >k

ODBC Database
Update

Updates an existing ODBC database with new data
(e.g., adds missing information, overwrites
existing information).

To save grid data

Before saving data to another data format, we suggest saving a copy of the data to the
Remark (RMK) format to preserve exception colors. Once your project is complete, you
may delete or archive the RMK file.
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When exporting to a specific format (e.g., Access, Excel, etc.) make certain your data
meets the format's specific requirements (see Start|Programs|Remark Classic OMR
4|Documentation|Remark Classic OMR 4 Supported File Formats for more information).

1 After processing forms, select the File menu and then click Save Data, or click
2l
W, if saving the data set for the first time or to overwrite the data. Click Save
Data As to save the data with new parameters.

Note: Clicking the toolbar button for Save Data overwrites the current data
set.

If saving for the first time or using Save Data As,

the Save Data window opens, allowing you to r -
choose a file name, a file type, the directory in which | cuepaa

you would like the file saved and Advanced saving T R e e e e e ek O

options. ek [0 Jen@nE-

2 Select the desired directory location using the
Look in drop down box.

3 Enter a name in the box titled File name.

4 Select the desired output format in the box titled
Save as type.

5 If saving to a database type that supports
internal table names, enter a table name in the
box titled Table name.

File niame: MyData

Save as type: |Remark (%.RMK) v Cancel

Note: Each database format has different table name limitations. Refer to
your database documentation for information on table name limitations.
When saving to a database where one or more regions are too small to hold
the data being saved, Remark Classic OMR attempts to resize the database
column so that it can hold the data being saved.

6 When exporting, you can save the column headers for certain formats by selecting
the Save headers checkbox. The Save headers checkbox only displays when
appropriate.

7 Click the OK button to save the file.

7.6.1 Advanced Saving Options

When saving data to certain formats, you have the option of setting advanced
parameters. The Advanced Save window shows you each question and pertinent
information about the question (region). You can then choose options about the region
that you want included in your database. This feature can be useful if you are saving to
a database format that has specific requirements. You can temporarily override the form
template settings by using the advanced parameters.

Note: Setting parameters in the Advanced Save window does not make any
changes to the form template.

The following advanced features are available (note that what is available depends on
the file format selected):
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Option Description
Include Mark this checkbox to include the region (question) in the data file.
Name Use this column to enter a new region name to be used in the

exported data file, if desired. Changing the region name in this
window does not affect the region’s name in the form template.

Data Type Use this column to change the data type for this question.

Size Use this column to specify a region size for the data for this question.
Do not specify a size that is smaller than what is in your data.

To use advanced saving options

1 Select the File menu and then click Save Data As.

The Save Data window opens, allowing you to choose a file name, a file type, the
directory in which you would like the file saved and advanced saving options.

2 Select the desired directory location using the Look in drop down box.

3 Enter a name in the box titled File name.

4 Select the desired output format in the box titled Save as type.

5

If saving to a database type that supports internal table names, enter a table name
in the box titled Table name.

6 Click the Advanced button. - .
7 [Optional] If you have previously saved a Ataesa
definition file for this data set, click the Load... —
button to locate the appropriate INI file T LT IS ES F e
.. . - A 1 [ Jstudent Ham ext 25 =
containing your settings. Otherwise, continue to 2 TE ko -
Step 8 to build a new data file. g ra :: s
. . 6 Qu t E3
8 Make any desired changes in the Include, D o ::
Name, Data Type or Size columns. §d o
) AN it
Note: If using an OMR/Image scanner and isl B o o i
capturing form images, you can save the
path of the form images or the actual form [ —

images to the file by using the Advanced

options. Scroll to the bottom of the Names list to mark the form images. If
you want the actual image to be stored, change the data type to binary. If
the data type is not binary, the path to the images is stored.

9 [Optional] If desired, click the Save... button to save the settings to a configuration
file (.ini file). You can then open this configuration file for future save operations with
this same form template. This feature can save time when saving future data sets.

10 Click the OK button to save the changes.
11 In the Save Data window, click the OK button to save the data.

7.6.2 Custom Format

The Custom format allows you to create a customized text file. This format is useful for
exporting data into a database that has very specific requirements. The format can also
be used to break apart rows of data into multiple rows. For example, if you are
processing an attendance sheet containing records for multiple students in a single row,
you can use the Custom format to separate the data into one record for each student.
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Note: When saving to an existing custom data file, regions are not matched
by region name; instead they are matched by position in the data file.
Ensure that the data you are saving matches the existing custom wizard
data file before appending new records.

The following table summarizes the screens and options that are found in the Custom
Wizard and the corresponding descriptions of each option:

Custom Option Description

Wizard

Screen

Step 1: Configuration File Use the Browse... button to locate a

Configuration
File

previously saved configuration file that you
created when using the Custom Wizard
(optional).

Step 2: File
Type and
Start Row

File Type

Delimited: Regions are separated by a
delimiter, such as a comma or tab.

Fixed Width: Regions are aligned at fixed
character spaces.

Automatically format
questions that allow
multiple responses

Mark the Automatically format
questions that allow multiple
responses checkbox to automatically set
formatting for questions that allow more
than one answer choice (e.g., (1,5,12)
becomes 1 5 12).

Start export at row

Enter the row number that you want to
use as the first record in the exported data
file. All rows from this point forward are
included in the data file. Enter 0 to include
region names as the first record.

Note: Step 3 changes based on whether you select Fixed Width or Delimited for the
File Type in Step 2. Items that correspond with each type are noted.

Step 3:
Column
Delimiter and
Text Qualifier
(Delimited
Regions Only)

Column Delimiter

Select the character to use to separate the
columns in the data file: Comma, Tab,
Semi-colon, Space, Other.

Text Qualifier

Select the character to use to qualify text.
Textual responses are encapsulated within
these characters. Options include: None,
double quote (%), single quote (*).

Step 3:
Region Width
and Padding
(Fixed Width
Regions Only)

Region Size

The maximum number of characters
allowed in the region.
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Custom Option Description
Wizard
Screen

Start Position The position, in characters, where the
region begins. For example, if your region
sizes are 25, the first region starts at
position 1 and the second region starts at
position 26 (25 characters later).

Pad With Enter the character to use to pad the
region (typically a space character).

Pad On Select whether to pad the region on the
left or right of the text that resides in the
region.

Step 4: Record Delimiter Sets the delimiter to be used to separate
Record records: Carriage Return/Line Feed,
Delimiter Carriage Return, Line Feed, Other.

Step 5: Exclude Mark the Exclude checkbox to exclude the
Region region listed from the data file.

Exclusion and
Record Breaks

Break After

Mark the Break After checkbox to start a
new record in the data file after this
region.

Every Record

Mark the Every Record checkbox to
include the region in every record of the
data file (e.q., repeat the region for each
record).

To use the Custom format
1 Select the File menu and then click Save Data As.

The Save Data window opens, allowing you to choose a file name, a file type, the
directory in which you would like the file saved and advanced saving options.

2 Select the desired directory location using the Look
in drop down box. B e
3 Enter a name in the box titled File name. B —
fields, andfor include one or more fields in e record and then click Finish.
4 Select the Custom (*.ASC, *.TXT) format in the T
box titled Save as type. BaE e e et [
5 Click the OK button. . DE B =
. ; E :l::::::schnnhunchngvaw’ E = . m
6 If you have used the Custom Wizard format
previously and have a saved configuration file that .
applies to this data set, click the Browse... button | =pon it i finms i fch b
to locate the configuration file. Otherwise, click the IV s A
Next>> button to begin creating a new %S’;;‘LZ?Z‘??;SE‘,‘;:;;‘J“Ei;szé?i?:‘:é:?:E:Z:S:i:i:‘;:?j
configuration file.
A . A cancel | [ expa
7 Select the options you wish to use to customize
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your data set. Each option is described in the previous table. Use the Next>> button
to navigate from screen to screen.

When finished, click the Finish button.

When the Save Text Export Configuration window appears, click the Yes button
to save your settings to a file that you can use later when saving data. If you do not
wish to save this configuration file, click the No button. If you are not saving the
configuration file, the data file is saved when you click the No button. Continue with
the next steps if you are saving the configuration file.

10 [Optional] If saving the configuration file, in the Save Text Export Configuration
As box, select a location in which to save the configuration file in the Save in box.

e Enter a name for the file in the File name box.
e Leave the Save as type box set to Text Export Configuration Files (*.tec).
e Click the Save button to save the file and create the data file.

o ®

7.6.3 Database Update Format

The database update format allows you to update an existing database based on the
data in the Remark Classic OMR data grid (Access or Excel). The data are matched to
the existing database by the region names and a mapping process. When saving to this
format, you map the regions in the Remark Classic OMR data to the regions in the
existing database. You also choose a question to be the record identifier. If data
corresponding to the unique record identifier exists in the database it is updated with
what is in Remark Classic OMR when the identifiers are matched. For example, if you are
conducting a survey that collects demographic information, and include for a respondent
identifier on your form, you could use the identifier as the record ID to update an
external database using the Database Update format. During the save process, Remark
Classic OMR attempts to find the Student ID in the database and then updates the data
regions associated with that student. If the student ID is not found, you have the option
of adding the record to the external database.

To use the Database Update format

1 Select the File menu and then click Save Data As.

The Save Data window opens, allowing you to choose a file name, a file type, the
directory in which you would like the file saved and advanced saving options.

2 Select the desired directory location using the Look in drop down box.

3 Select a file to update, which fills the File name box.

4 Select the Database Update (*.ACCDB, *.MDB, *. XLSX, *.XLS) format in the
box titled Save as type.

Click the OK button. A wizard opens to walk you through the next few steps.

6 If you have used the Database Update format previously and have a saved
configuration file that applies to this data set, click the Load... button to locate the
configuration file. Otherwise, go on to step 7.

ul

Note: You are prompted to save a configuration file with your settings after
saving the data.

7 1In the Update Options area, select the number of records contained in each row of
the data set (e.g., if multiple respondents’ answers are on a single form, you would
have more than one record per data row). If each record in the data set corresponds
to one respondent’s submission, use 1 for the value.
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8 In the Update Options area, mark the Add database records for missing record

identifiers checkbox if you would like to create new records in the database when
an identifier is not found.

9 In the Region Mapping area, map the regions from Remark Classic OMR to the

regions in the external database. The target database regions are listed in the first
column, called Database Region, and the Remark Classic OMR regions (questions)
are listed in the second column, called Grid Column. Use the down arrow in the
Grid Column section to choose the appropriate region to map to the corresponding
database region.

Note: Remark Classic OMR attempts to automatically map the regions

based on the region/region names. Review the

region mapping first and then make changes if E
necessary.

rom the Form template qrid to the appropriate fields in the database, choose the unique record
e elck OK.

10 Choose a region or regions to use as an identifier
by marking the appropriate checkbox next to the
region name. The identifier regions are used to | yegoer s
match data from Remark Classic OMR to the
external database. If a match is not found, the [t e e o e o ot Wy
data is not added to the database (unless you T — e —
selected this feature in step 8) and you receive a
message. You may select more than one region
to use as the identifier, in which case the data ;
from all identifier regions must be a match for
the record to be updated in the external

database.
11 Click the OK button to save the data.

12 If any problems are encountered when updating the selected file, a message appears
detailing the problems. If the database is updated successfully you receive a
message telling you how many records were updated and asking you if you want to
save the configuration file for later use. If you do wish to save the file, click the Yes
button. Enter a file name and choose a location for the .ini file in the Save window
that appears.

Note: The ODBC Database Update format works just as described
previously, but you can save to a database using an ODBC connection.

National School Lunch Program

[elel el efele] ]

H
i

7.6.4 Save All Data

The Save All Data feature allows you to save multiple open data sets to one combined
file. This feature is useful if you need to store and analyze data both on an aggregate
and individual level. By maintaining separate files you can easily report on an individual
data set. However, by combining the individual data files into one, you can also report
on the data as a whole without having to open each data set individually any time you
want to analyze all the data.

To use Save All Data
1 Select the File menu and then click Save All Data.

The Possible Data Sets window opens, allowing you to choose the open files you wish
to include in the save operation.

2 Mark the checkboxes of all data sets you wish to include in the save operation. You
may use Select All to select all data sets in the list. Please note that the data set
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B E
mUSt Correspond to the aCtlve form Ea\;:\:f::::t‘:;Z:S\iil;ouldhketo\nclude\nthesaveanerauor\. E
template in order for it to be included in — — e
the save operation. g T RS S AR S S b

3 If needed, use the up and down arrow
buttons to move data sets. The order in
which the files appear on the Possible -l®
Data Sets window is the order in which
they are saved.

4 If any of the open data sets had changes made to them prior to the save operation
and were not saved, you receive a warning. The warning lets you know that during
the save operation, all of the data sets being combined are closed. Click Yes to
continue or No to cancel the operation, allowing you to go back and save the
individual files first.

92 Caution: During the Save Al operation, the individual data sheets will be closed and then re-opened as 2 single combined data sheet. One or mare of the data sheets that you are krying ko save have been changed since the last time.
“-/ they were saved individually,
1F you continue, those individual changes wil be lost, ¥ou may wish to cancel this operation, save the individual data files and then choose the Save All option.
Would you ke bo continue with the Save All operation?
Yes Mo
Note: If you made changes to your original data files and want those
changes to be saved, save the individual files before using Save All Data. If
you choose to ignore the warning, the changes to the individual data sets
are not saved.

5 Click the OK button.

6 Select the desired directory location using the Look in drop down box.

7 Enter a name in the box titled File name.

8 Select the desired file format in the box titled Save as type.

9 Click the OK button to save the file.

All selected data sets are saved to the file specified and closed in the data grid. The
combined data set is opened.

7.6.5 Save Data Builder

The Save Data Builder option allows you to fine tune the data saving process by building

dynamic file, folder and table names. Using the Data Builder options, you can use
information directly from your data set to name the data file, storage folder or table
within the file.

To use Save Data Builder
1 Select the File menu and then click Save Data Builder.

The Save Data Builder window opens, allowing you to choose a file name, a file type,

the folder in which you would like the file saved
and table name saving options. The first stepisto g
choose a file type and location for the data.

Save Data
Select the appropriate file bype and file name and then click OK,

E

2 Under Base Save File and Type, click the
Browse... button to select a file name and

Lookin: [ (9 Daka

e @bE-9

format for your data.

Fllename: | MyData

Save as type: |Remark (* RIK)

=




Remark Classic OMR User’s Guide

W

a0

Select the desired folder location using the Look in drop down box.

Enter a file name in the File name box. If choosing a database format, also enter a
Table Name.

Choose the file format in the Save as type box.
Click the OK button.

Next, go to the File Name area of the window. The name you set in the previous
screen is listed as the file name. You may modify it by typing in the box. You may
also use the drop-down list to add a region from the processed data to the file base
name. Choose the region from the drop-down list and then click the Add button. For
example, if processing student test forms, you

could add a student name region that is being o

collected from the form so that your data file et e e
name includes the name of each student (each e
time the student name changes, a new data oon—

file is created).

In the Folder Name area, you may choose to ekt ST
add a region from the processed data to the e
folder structure that holds the data file. Choose
the region from the drop-down list and then
click the Add button. Continuing with our
example, if processing student test forms, you
could add a teacher name or ID region that is
being collected from the form so that your folder names include teacher identifiers.
Each student’s data from the data set would be stored in a separate folder based on
teacher name or ID number.

If using a database format that requires a
table name, go to the Table Name area of i ]
the window. The name you chose for Table =
Name when initially setting up the file in Step
4 is listed as the Table Name. You may modify
it by typing in the box. You may also use the
drop-down list to add a region from the =
processed data to the file base name. Choose g e st X 08 st S —
the region from the drop-down list and then

r E|

click the Add button. Continuing with our 1Ce=]
example, if processing student test forms, you e ——
could add a student name region that is being —r

collected from the form so that your data file
table name includes the name of the students.

10 Click the OK button to save the data.

The data file(s) is saved based on your specifications. If you named files or folders based
on data from your data set, you may see separate folders and files. For folders, there is
a separate folder for each unique entry in your data set. Within each folder you find the

appropriate data file. For data files, the data file names begin with the region data you
chose during the set up process.
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7.7 Printing Data

The Remark Classic OMR Data Center allows you to print grid data on any Windows-
supported printer.

To print the grid data
1 From the Remark Classic OMR Data Center, select the File menu and then click

Print, or click = to display the Print B ]|

Options window. PrinkDataOptios » )
2 Click the Properties... button to choose and Fin ey Fargn e
. Y- . . [A Column headers Left: Top:
configure a specific printer. Otherwise, the R B [ B
default printer is used. e R
[4] Border 52 - N
3 In the Print Display section, mark the Header s Focter
. . Header:
checkboxes corresponding to the items you -
wish to print: Column headers, Row EzEp
headers, Grid lines, Border. ——
4 In the Margins section, choose the print Qe tet O e
margins in inches. The default settings are 1
. . Properties.. _Ennl _Qarv[el
inch margins on the top and bottom, and 2

inch margins on the left and right.

5 In the Header and Footer area, optionally enter text to be displayed in the header
and footer of the page.

6 In the Print Range area, select a page range to print: Active sheet (currently
selected form template) or All sheets (all open form templates).

7 In the Print Color area, select whether to print the page in Color or Black & white
(the color setting only applies if the selected printer is color-enabled).

8 Click the Print button to print the grid.

7.8 Emailing Data

7.8.1 Email Overview and Set Up

You can email data files in their native formats or in ZIP format from the Remark Classic
OMR Data Center. You have a choice of using Microsoft Outlook 2007 or 2010 or your
own SMTP server to send the emails. We cover both methods here.

Note: When emailing data, a local copy of the data is not saved. If you need
to save a data file, make sure you take that step in addition to using the
email function. Saving data is covered in Section 7.6.

Your SMTP Server:

If you use your own SMTP server, you must have a valid SMTP server set up
independently of Remark Classic OMR. SMTP stands for Simple Mail Transfer Protocol
and is the Internet standard for transmitting email across networks. It is likely your
organization has a running SMTP server already set up. You just need to find out general
information about the server. You will likely need to consult with your network/email
administrator to obtain information about your SMTP server. Please use the following
table as a guide to have your administrator provide the proper settings:
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Option Description

SMTP Server This is the name, address or IP address of the mail server.

SMTP port The SMTP port is usually 25 but may vary with your email server.
Enable a If desired, use a secure connection by marking the checkbox for
secured Enable a secured (SSL) connection. SSL encrypts data as it is
(SSL) transmitted. Your SMTP server must be configured to use SSL in order
connection for this feature to work.

Use the If you need to use authentication for your SMTP server, you can enter
default credentials or use those of the user logged in to the computer. Mark

credentials of
the currently

the Use the default credentials of the currently logged in user
checkbox to utilize the user’s credentials (e.g., the person logged in

logged in when sending the emails from Remark Classic OMR). Otherwise,

user continue to the next step to enter specific credentials.

Username If authentication is required, and you are not using the credentials of
and the currently logged in user, enter the Username and Password, as
Password supplied by your network/email administrator.

Throttle rate

The throttle rate adds a delay while sending emails. The default
setting is 500ms, meaning that one email is sent every 500 ms (in
other words, two emails are sent per second). Throttling emails keeps
the SMTP server from being overloaded when sending large numbers
of emails. Unless you plan on sending hundreds of emails at one time,
the default setting of 500 is likely fine.

Microsoft Outlook:

If you plan to use Microsoft Outlook 2007 or 2010, you do not need to set up anything
outside of telling the software to use Outlook.

To choose Microsoft Outlook or your own SMTP server in Remark Classic OMR:
1 From the Remark Classic OMR Data Center,

select the Tools menu and then click P
Preferences. SHTP Server

Click the Email link in the left Task Pane.

3 Under Email client, choose Default to use your S sene
own SMTP server. Choose Outlook to use
Microsoft Outlook 2007 or 2010. If you are using ot s =11 i ascared (5t et
Outlook, simply click OK. If you are using the
Default email client, continue to the next step. pasvar

4 If you have chosen the Default client, click the
SMTP Server button.

5 Fill in the settings as described in the previous
table. You will need your network/email

N

)

Speciy the settings needed to send messages through your SMITP server.

SMTP Setings

Speciy the folloning settings to allow emails to be sent through your SMTP server.

TP server;  mal.example.com

™ Use the default credentials of the currently logged in user

S Usernane

Throttle rate: 500 2 (miliseconds)

administrator to provide this information to you.
6 Click the OK button.
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7.8.2 Using Email to Send Data Files

Once you have set up your email preferences in Tools|Preferences (see previous
section), you are ready to start emailing data files.

To email data files using Microsoft Outlook

1

After processing forms, saving data or opening a data file, select the File menu and
click Email. Note: If you choose the toolbar option or Task Pane option to send

email, the file is always in zipped format.

2 Choose Data as Attachment to attach the native file to an outgoing email message.
Choose Data as ZIP Attachment to first zip the native data file (compress it into a
.zip file) and then attach it to an outgoing email.

Note: Your organization, or the recipient’s organization, may have
restrictions on the types of files that can be sent via email. If the file is
restricted and you do not zip it, the email may never reach the intended
recipient. If you are unsure whether the selected file type is restricted, use
the ZIP option. The recipient must have a Zip program to unzip the file and

view it.
The Email Data window appears. - -
3 Choose the File name, file format using Email Data
. . Select the appropriate file type and file name and then click Ok,

Save as type and if using a database

format, the Table or Sheet name. You do | fewre: oo

not need to specify a location for the file, sove s type: [ G =

as it is automatically attached to an email

message.

4 Click the OK button.

Outlook automatically opens a new email
message with your file attached. You may now
enter recipients and a message and send your
file. Note if you chose to zip the file, it appears
with a .zip extension.

To email data files using your SMTP server

1 After processing forms, saving data or

opening a data file, select the File menu and

click Email. Note: If you choose the toolbar option or Task Pane option to send

email, the file is always in zipped format.

2 Choose Data as Attachment to attach the native file to an outgoing email message.
Choose Data as ZIP Attachment to first zip the native data file (compress it into a
.zip file) and then attach it to an outgoing email.

Note: Your organization, or the recipient’s organization, may have
restrictions on the types of files that can be sent via email. If the file is
restricted and you do not zip it, the email may never reach the intended
recipient. If you are unsure whether the selected file type is restricted, use
the ZIP option. The recipient must have a Zip program to unzip the file and
view it.

The Email Data window appears.
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3 Choose the File name, file format using Save as
type and if using a database format, the Table
or Sheet name. You do not need to specify a e st s sms,
location for the file, as it is automatically —
attached to an email message. . JE—

4 Click the OK button. o

My Data.rmk

The Email Message window appears. :

6 Enter the recipient(s)’ email address in the To e 1 i iy s
box. Separate multiple recipients with a semi
colon (;).

Enter your return email address in the From box.

8 Accept the default subject, which is the file
name, or enter a new one in the Subject box. -

9 In the rich text box, type your message to the TP Server
reC|p|ent(s)_ You may use the toolbar to format Specify the settings needed to send messages through your SMTP server.
your message as desired. ) T

10 If you have already configured your SMTP S5y theoing g sl i o b <k g e T v
settings in Remark Classic OMR, as described in T
section 6.8.1, you do not need to click the SMTP I st e rdonis o e comrl g s
Settings tab. However, if you have not entered @
your SMTP settings or need to modify them, click < it
the SMTP Settings tab to enter the SMTP server
information. You will need to obtain this
information from your network/email
administrator.

11 Click Send when you are ready to send your
message.

j
x|

ul

|-
&
i
il
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Your email message is automatically sent. If delivery problems occur, they are routed to
the address listed in the From box of the email message (this may depend on how your
SMTP server is configured to handle message failures).

7.9 Send Wizard

The Remark Classic OMR Send Wizard allows you to send files via FTP (file transfer
protocol) or email. As opposed to the Email option in Remark Classic OMR, the Send
Wizard provides more advanced tools for creating profiles so that data and reports can
be automatically sent to other destinations. Send Wizard configurations can be utilized
from the Automation Wizard when automating Remark Classic OMR functions. Send
Wizard configuration files can be set up ahead of time to look for files in directories and
then either send them to an FTP site or email them. For example, you could set up an
Automation Wizard file that does the following: Opens a form template, scans forms,
saves the data to a file, grades the data and then launches a Send Wizard file to move
the grades to an FTP server or send a report via email. If you wish to use email with the
Send Wizard you must have an SMTP (simple mail transfer protocol) server set up
independently of Remark Classic OMR. You will need to obtain the settings from your
network/email administrator for that SMTP server and enter them into the Remark
software. When setting up the Send Wizard profile, you can send files via FTP and/or
email. For the purposes of this documentation, we will break out the steps for each, but
please note you can do both operations at the same time.
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Tip: If you are not familiar with the Automation Wizard, which is used to
automate basic Remark Classic OMR functions, please read the Remark
Classic OMR 4 Automation Wizard User’s Guide.pdf file, located in your
Remark Classic OMR installation directory (Start|Programs|Remark Classic
OMR 4|Documentation).

To use the Send Wizard to send files via FTP

1
2

9

Select the Tools menu and click Send Wizard.

If you have already saved a Send Wizard configuration file, click the Load... button
to retrieve it. Otherwise, continue to step 3 to begin a new Send Wizard
configuration.

Under File Name Pattern Matching, using the Browse... button, chose a location
on your computer or network for the software to search when looking for files to
send.

Under Custom Filter, choose the extension of the file to send. For example, if you
are sending Excel 2010 files to an FTP site, you

would enter “.xlIsx.” If you want all files found in E o
the specified directory to be included in the ot e

Send operation, enter “*.*”_ Sslect the fles ko send or Iosd sn existing send corflgurstion fils

Click the first Add button to move your o=t
selections into the configuration window.

[Optional] If you have additional files not etk s =
generated by Remark Classic OMR or very =
specific files that you want to include, click the T .
Add button next to the File list window. o

[Optional] In the Open window, select the files
you wish to include. T

Once you have all the files you wish to include
visible in the File list window, click the Next
button.

Under Send type, choose FTP to send the files to an FTP site.

Files to Send

10 [Optional] If you would like to compress the files first, mark the checkbox for

Compress Files into a Zip Archive.

11 [Optional] If using compression, choose whether =l
you want each file in its own zip file (Create a Send Types
separate zip archive for each file) or to ST e e e
combine all files into one zip file (Create a Eias
single zip archive for all files). Fe

12 [Optional] If creating a single zip file, enter a

13 [Optional] If you would like the contents of the

[V Compress Files into a 2ip Archive

name for the file in the Zip file name box.
(NOte: when arChiVing each file individuaIIy, the ¥ Encrypt and Password Protect the Zp Arcive(s)
zip file is automatically named with the file pr———

name.) 7 ote ol e sl o

zip file to be encrypted and password protected, o
mark the checkbox for Encrypt and Password
Protect the Zip Archive(s).

14 [Optional] Enter the password required to open the zip file in the Zip password box.
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15 [Optional] If you would like to delete the original files stored locally once the files are
sent via the Send Wizard, mark the checkbox for Delete local files after
successful send. If a problem is encountered sending the files, the original files are
not deleted.

16 Click the Next button to continue.

17 On the FTP Server settings window, tell Remark Classic OMR about your FTP server.
If you have run the Send Wizard previously and set up an FTP site, you can select it
from the FTP sites drop-down list. If you do not have any sites listed, set one up by
continuing with the following steps. The following options are available when setting
up an FTP server.

Basic Tab:
Option Description
Server Address This is the internet address of the FTP server. If you enter a

DNS name for the server (e.q. ftp://myftpsite.com ), then
the prefix ftp:// is required. If you enter an IP address
(e.g., ftp://12.34.56.78), then the prefix ftp:// is optional
(e.g., just enter 12.34.56.78).

Target Directory You can, optionally, specify a target directory on the FTP
server. The target directory holds the file once it is
transferred to the server.

Note: No verification is performed to check that the
directory path you enter is valid on the server. To verify
connectivity to the server, use Test Connectivity on the
FTP - Basic screen.

Username This is the username that is required for FTP login on the
FTP server. The person responsible for your FTP server
should be able to provide this information to you.

Password This is the password that is required for FTP login on the FTP
server. The person responsible for your FTP server should be
able to provide this information to you.

Transfer Type Select either Binary or ASCII. As a guideline, use ASCII
only for plain-text files and Binary for all other types. The
default value is Binary.

File Exists Action Select an action to perform if the uploaded file already exists
on the FTP server. You can choose to overwrite the existing
file or choose not to upload the file at all.

Advanced Tab:
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Option

Description

Restrict upload file
size

You can choose to restrict the size of files are uploaded by
the FTP service. Any files that are placed in the Source
Directory (defined under the Basic tab) that exceed this
value in size is not uploaded to the FTP server.

File Lock Timeout

When a file is copied (or moved) to the Source Directory
(defined under the Basic tab), the actual copy (or move)
operation takes time to perform on any operating system.
For very large files, this time period can be several seconds,
or even minutes. While this takes place, the file cannot be
uploaded with FTP, since the file is “incomplete” (in this
folder) until the copy (or move) operation has finished. The
FTP Service attempts to gain exclusive use (“locked” use) of
the file before uploading it. In this way, the software can
determine that a copy (or move) operation has finished, and
therefore, that the file is complete and ready for upload.

Use this File Lock Timeout setting to control the time period
for which the FTP Service attempts to lock the file before
giving up and recording an upload failure.

18 Enter the details for your FTP server as described
in the previous table.

19 Use the Test Connectivity button to ensure you
can connect to the FTP server using the supplied Fivses: (Al o confies =] (] (s

information.

20 [Optional] If you would like to save your FTP
server information, click the Save button. The warans: oo
FTP Server name is automatically used to name -

your settings.

21 Click the Finish button to complete the setup.
Optionally, you may click the arrow on the Finish

e

FIP Server Settings

x|

Specify the settings nesded to connect ta the FTP server

FTP-Basic | FTP- Advanced

Specify the folowing settings to allow Fles to be sent to your FTP server.

Server addressi  ftp:/{ftp example. com

Target drectory: |ffies

button and choose to Save your configuration
without executing it, Execute the configuration without saving it (e.g., to test it) or
Save and Execute to both save and execute the configuration in one step.

22 When clicking Finish, you are prompted to
save your Send Wizard Configuration file. Itis p aGl

recommended that you save the file so you Sovoi [ Renal s
may use it again in the future or call it up
from the Automation Wizard. The file can be Deaners
saved anywhere on your computer or network
and has an XML file extension.

23 To save the Send Wizard Configuration File, _
click the Yes button, choose a location and 58
provide a file name. Ensure that you )
remember where the files are stored so that
you can locate them later.

- emckE-

My Documents

iy Computer

-
My Hetwork  Fie name: [ | Save
Places

SGave as ype: - Cancel

[ send Wizard Configuration (* xmi)

24 If you do not wish to save the Send Wizard
Configuration File, click the No button. The configuration executes.
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Once the wizard closes, the action is active. Remark Classic OMR looks in the
directory(ies) specified for files to send to your FTP site. If any problems occur, you are
notified. Otherwise, the requested action is executed and a notice appears letting you

know the operation was successful.

To use the Send Wizard to send files via email

1 Select the Tools menu and click Send Wizard. p

2 Under File Name Pattern Matching, chose a i o
location on your computer or network for the e meme——
software to search when looking for files to =
se n d " Files to Send

3 Under Custom Filter, choose the extension of i
the file to send. For example, if you are Costomier;
sending Excel 2010 files to an FTP site, you e
would enter “.xlIsx.” If you want all files found S
in the specified directory to be included in the
send operation, enter “*.*.”

4 Click the first Add button to move your :
selections into the configuration window. - -

5 [Optional] If you have additional files not
generated by Remark Classic OMR or very specific files that you want to include, click
the Add button next to the File list window.

6 [Optional] In the Open window, select the files you wish to include.

7 Once you have all the files you wish to include visible in the File list window, click
the Next button.

8 Under Send type, choose Email to send the files via email.

9 [Optional] If you would like to compress the files first, mark the checkbox for

Compress Files into a Zip Archive.

x|

Note: Your organization, or the recipient’s organization, may have
restrictions on the types of files that can be sent via email. If the file is
restricted and you do not zip it, the email may never reach the intended
recipient. If you are unsure whether the selected file type is restricted, use
the ZIP option. The recipient must have a Zip program to unzip the file and

view it.

10 [Optional] If using compression, choose
whether you want each file in its own zip file
(Create a separate zip archive for each
file) or to combine all files into one zip file
(Create a single zip archive for all files).

11 [Optional] If creating a single zip file, enter a
name for the file in the Zip file name box.
(Note: when archiving each file individually,
the zip file is automatically named with the file
name.)

12 [Optional] If you would like the contents of the
zip file to be encrypted and password
protected, mark the checkbox for Encrypt and
Password Protect the Zip Archive(s).

-

x|

Send Types
Select the methods) by which the files should be sent.

Send Typets)
[~ Fe
[V Email

IV Compress Files inko a Zip Archive

" Create a separate Zp archive for each fie

& Create a single Zip archive for all files

Zip fie name: |MyData

[V Encrypt and Password Protect the Zip Archivel(s)
Zip password; s

[V Delste local files after successful send

13 [Optional] Enter the password required to open the zip file in the Zip password box.
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14 [Optional] If you would like to delete the original files stored locally once the files are
sent via the Send Wizard, mark the checkbox for Delete local files after
successful send. If a problem is encountered sending the files, the original files are

not deleted.

In the Email Message window, format your email.

15 Enter a recipient(s) address in the To box (separate
multiple recipients with a semi colon (;). w

16 Enter the sender’s email address in the From box.
17 Enter a subject of your choice in the Subject box.

18 Compose your message. You may use the toolbar
buttons to add formatting to your message.

19 Click the SMTP Settings tab to enter information
about your SMTP Server. You must have a valid
SMTP server set up independently of Remark
Classic OMR. SMTP stands for Simple Mail Transfer [ x|
Protocol and is the Internet standard for
transmitting email across networks. It is likely your

organization has a running SMTP server already set S s

up. You just need to find out general information e
about the server. You will likely need to consult with T e
your network/email administrator to obtain A

information about your SMTP server. Please use the
following table as a guide to have your
administrator provide the proper settings:

E B

Email Message

Provide the information needed to send your envail message.

EmailMessage | SMTP Settings
someone@example.com

Fromi  comeoner @examplecom

attachments; | MY Data.rmk

Tahoma - 975 - B I U s A -

Here is the data file you requested.

Email Message | SMTP Setiings

Userna
Password:

Throttle rate: SO0 2 (millseconds)

Option Description

SMTP Server This is the name, address or IP address of the mail server.

SMTP port The SMTP port is usually 25 but may vary with your email server.
Enable a If desired, use a secure connection by marking the checkbox for
secured (SSL) Enable a secured (SSL) connection. SSL encrypts data as it is
connection transmitted. Your SMTP server must be configured to use SSL in

order for this feature to work.

Use the default
credentials of
the currently
logged in user

If you need to use authentication for your SMTP server, you can
enter credentials or use those of the user logged into the
computer. Mark the Use the default credentials of the
currently logged in user checkbox to utilize the user’s
credentials (e.g., the person logged in when sending the emails
from Remark Classic OMR). Otherwise, continue to the next step
to enter specific credentials.

Username and
Password

If authentication is required, and you are not using the credentials
of the currently logged in user, enter the Username and
Password, as supplied by your network/email administrator.
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Option Description

Throttle rate The throttle rate adds a delay while sending emails. The default
setting is 500ms, meaning that one email is sent every 500 ms
(in other words, two emails are sent per second). Throttling
emails keeps the SMTP server from being overloaded when
sending large numbers of emails. Unless you plan on sending
hundreds of emails at one time, the default setting of 500 is likely
fine.

20 Enter the settings as described in the previous table.

21 Click the Finish button to complete the setup. Optionally, you may click the arrow
on the Finish button and choose to Save your configuration without executing it,
Execute the configuration without saving it (e.g., to test it) or Save and Execute to
both save and execute the configuration in one step.

22 When clicking Finish, you are prompted to save your Send Wizard Configuration file.
It is recommended that you save the file so you

may use it again in the future or call it up from g a5l
the Automation Wizard. The file can be saved Sove . [ 3 Pk Pl S emsE
anywhere on your computer or network and has e
an XML file extension. B

23 To save the Send Wizard Configuration File, {5
click the Yes button, choose a location and &
provide a file name. Ensure that you remember | towme
where the files are stored so that you can e
locate them later. M:‘)

24 If you do not wish to save the Send Wizard e ierans | o s |
Configuration File, click the No Once the wizard s e — T

closes, the action is active.

Remark Classic OMR looks in the directory(ies) specified for files and sends them to your
designated recipients. If any problems occur, you are notified. Otherwise, the requested
action is executed.

7.10 Opening Data

The Remark Classic OMR Data Center can open data saved in dozens of different file
formats. We specifically designed the Remark file format to optimize the data storage
process in the Remark Classic OMR software. The software is designed to work with data
that is collected using a form template in Remark Classic OMR. Therefore, you must first
open a form template and then open the corresponding data file. Once the data file is
opened, you can save it to another format or location, or use Remark Quick Stats to
analyze it.

Tip: When working with data in Remark Classic OMR, use the Remark file
format (RMK). This format saves exception case colors and links to scanned
images* (*OMR/Image scanners only). Only save data to other formats
when exporting.

The following table lists the different file formats the Data Center can open, their
extensions and a brief description:
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File Format Extension Description

Remark RMK Remark Classic OMR format; includes grid
exception colors and scanned image links*
(*OMR/Image scanners only)

Web Survey RWD Remark Web Survey format

SQL Server 2000- MDF Microsoft SQL Server format

2005

Oracle 7.4 & later *.* Oracle format

Access 2007-2010 ACCDB Microsoft Access 2007/2010 format (only available
if the Access 2007 or 2010 database engine is
installed)

Access 2000-2003 MDB Microsoft Access 2000-2003 format

Access 95-97 MDB Microsoft Access 95-97 format

Access 2.0 MDB Microsoft Access 2.0 format

Access 1.0 MDB Microsoft Access 1.0 format

Excel 2007-2010  XLSX Microsoft Excel 2007/2010 format (only available if
the Access 2007 or 2010 database engine is
installed)

Excel 97-2003 XLS Microsoft Excel 97-2003 format

Excel 95 XLS Microsoft Excel 95 format

Excel 4.0 XLS Microsoft Excel 4.0 format

Excel 3.0 XLS Microsoft Excel 3.0 format

SPSS SAV SPSS 16 format

SPSS Legacy SAV SPSS 6 format

Survey Pro SRV Survey Pro standard format (Apian Software)

ASCII [commas] ASC Comma delimited ASCII

ASCII [tabs] ASC Tab delimited ASCII

Spreadsheet TXT Comma delimited ASCII with quotes around non-

[commas] numeric data

Spreadsheet TXT Tab delimited ASCII with quotes around non-

[tabs] numeric data

dBase 5.0 DBF dBase 5.0 format

dBase IV DBF dBase IV format

dBase III DBF dBase III format

Paradox 5.X DB Paradox 5.X format

Paradox 4.X DB Paradox 4.X format

Paradox 3.X DB Paradox 3.X format

Lotus WK4 WK4 Lotus Works 4 format (open only)
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File Format Extension Description

Lotus WK3 WK3 Lotus Works 3 format

Lotus WK1 WK1 Lotus Works 1 format

Lotus 1-2-3 WKS Lotus 1-2-3 format

LXR Test MRG LXR Test format

Report RPT Fixed format ASCII, cell text padded or truncated
to specified record length

Data Interchange DIF Standard format using file header and data section

Format

CCI Assessment DAT CCI Assessment format

XML XML Extensible Markup Language format

HTML HTM Hypertext Markup Language

ODBC * x Open Database Connectivity

Custom ASC, TXT Custom Text format

To open grid data

1 Open the correct form template.

. . ) EOpenDatal )
2 Select the File menu and then click Open Data, or click , to display the
Open Data window. Alternatively, use the Open data file link from the Task Pane.

3 Select a file from the list. Use the Look in box

to locate saved data files. You may need to ool
adjust the Files of type list to find the desired Lockin [ 00 o - @ ok |
ﬂ I e . \_:ﬁ |=IMyROAN0a
Note: The data contained in the file must DQ
correspond to the currently active form e
template or an error may occur. )
4 If opening a database file, select the i '
appropriate table from the Table name drop- Mc“’j
down list. <
5 Click the OK button to open the data file. e e [ 4 o= |
Files of type: |Supported Files - Cancel

Caution: When opening a database file
type, the Data Center attempts to match grid column headers (region
names) to the database's field names. If any column headers cannot be
matched, an error occurs. Grid column headers do not need to appear in the
same order as the database fields.
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7.11 Opening Scantron Score Data Files

Remark Classic OMR imports data files generated from the Scantron Score Test Scoring
Machine. This scanner scans tests and produces results on a USB drive. You may pull the
data off of the USB drive so that it can be analyzed in Remark Quick Stats.

Note: Using the Scantron Score Test Scoring Machine is not covered in this
user's guide, as it is not part of the Remark Classic OMR software. Please
see your Scantron Score user's guide for information about using the test

scoring machine.

To import Scantron Score data

1 Place the USB drive containing the test data from the Scantron Score Test Scoring

Machine in the computer's USB drive.

2 In Remark Classic OMR, select the File menu and then click Import Scantron
Score Data. Alternatively, select the Import Scantron Score data option from the

Task Pane. The Scantron Score Data
File Import window appears.

3 If a USB drive containing data from the
Scantron Score is in the drive and
recoghized, Remark Classic OMR
automatically lists any files it finds.
Alternatively, you may click the
Browse... button to locate your Scantron
Score data files if they are not on a USB
drive. Scantron Score data files have a
ITD extension.

4 If multiple files are found/selected, you
can choose which ones to include in the

Scantron Score Data File Import

Scantron Score Data File Import
Choose the Seantron Score data fle(s) you would ke to import.

TestID

Number of Versions

Mumber of Items  Number of Records

Remove data fles from the USE drive after import
Automatically load test results (last data file only)

operation by checking their boxes or using the Select All and Deselect All buttons

(by default, all files are selected).

5 Optionally, mark the checkbox for Remove data files from the USB drive after
import if you wish to delete the data files from the USB drive once they are
imported. The original .ITD file(s) will no longer exist and are not recoverable. The
data will reside in the Remark Classic OMR grid, where you can save it to any
supported format. Note that this option applies only to files located on a USB drive,

not files from the computer's file system.

6 Optionally, mark the checkbox for Automatically load tests results (last data file
only) if you wish to have Remark Classic OMR perform an Easy Grade operation on
the open data. This operation only includes the last data file in the list. If you wish to
include all data files, do not use this option. Instead once the data is loaded into the
grid, use the Grade Wizard option in Remark Quick Stats.

7 Click the Import button to import the data.

If you selected to automatically load rest results, the data loads and Remark Quick Stats
launches, performing an Easy Grade operation. If you did not select to automatically
load test results, the data is loaded and you may now save the data (File|Save Data As)

or perform grading operations.
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7.12 Data Center Logging

As changes are made in the Remark Classic OMR Data Center, they can optionally be
logged, allowing you to see what changes were made and who made them. Logging is
turned on and off in the Remark Classic OMR Preferences. It can only be turned off if
you know the password used when turning on the feature. Changes made to the data
grid (edits, review exceptions, review duplicates, clipboard, open, save, etc.) are logged
in a password protected Access database in the following location:

Windows XP: C:\Documents and Settings\All Users\Application Data\Gravic\Remark
Classic OMR\4\Change Logs (where C is the drive on which Remark Classic OMR is
installed).

Windows Vista/Windows 7: C:\ProgramData\Gravic\Remark Classic OMR\4\change log
(Note you must have the option to show hidden folders and files on to see this location).

When the database is initially created, it uses the date of creation as the filename. From
that point forward, all changes to all templates/data files are stored in that Access file as
long as the feature is turned on. Data file types, exception flags and actions are all listed
with a numeric equivalent in the database. The additional tables in the database explain
each of the numeric values. When a database reaches 10MB in size, a new database is
created the next time Remark Classic OMR is opened.

Four tables are created in the Access file:

History Table:
e ID: Numeric index for each action.

e Template File: The name of the form template that corresponds to the data file
that was changed.

e Log Action: The action taken such as opening data, reviewing exceptions, etc.
¢ Data File: The name of the data file that was changed.
e Table Name: The name of the table, if applicable, that was changed

e File Type: The file type of the file that was changed. Note that this is a numeric
value that corresponds to the items in the Save as type drop-down list in the
Save Data window. For example, the Remark (RMK) format is the second item in
the list, so it is listed as 2. (See File Types Table below for a complete listing.)

e Column Number: The column in the data that was changed.
e Row Number: The row in the data that was changed.
e Respondent ID: The respondent ID, if applicable, that was changed.

¢ Question Name: The question name (region name) of the applicable question that
was changed.

e Question Text: The question text, if applicable, of the corresponding question
that was changed.
e Original Value: The original value stored prior to making any changes.

e Original Flag: If an exception flag existed originally (e.g., BLANK) it is listed. Note
that this is a numeric value that corresponds to the items in the Exceptions
Legend in the Data Center. For example, a MULT is the first item in the list, so it
is listed as 1. (See Flag Types Table below for a complete listing.)

e New Value: The text that was entered during the change process.

¢ New Flag: If a new exception flag was applied, it is listed. (See Flag Types Table
below for a complete listing.)
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¢ System Name: The name of the system where Remark Classic OMR was running
during the change process.

¢ Windows User: The Windows name of the logged in user who made the changes.
e Change Date: The date and time the changes were made.

Actions Table: The Actions Table displays the list of possible actions that are

logged.

File Types Table: The File Types Table displays the list of data file types that are

Modify
Insert
Delete

Clear

Sort

Open
Save
Read

displayed in the Actions table when data is saved or opened.

11-
12-
13-

14-
15-

16-
20-
21-
23-

Remark (*.RMK)
ASCII [Commas] (*.ASC)
ASCII [Tabs] (*.ASC)

CCI Assessment (*.DAT)
DIF Files (*.DIF)
LXR Test (*.MRG)

Report (*.RPT)

Spreadsheet [Commas]
(*.TXT)

Spreadsheet [Tabs] (*.TXT)
SPSS Legacy (*.SAV)
Survey Pro SRV (*.SRV)

Survey System (*.DAT)

Access 2000 - 2003
(*.MDB)

Access 95, 97 (*.MDB)
dBase V (*.DBF)

dBase IV (*.DBF)

Excel 97 - 2003 (*.XLS)

34-
35-
36-

37-
38-
36-

30-
40-

41-
44-
45-

46-
47-

48-
49-
52-
53-

ODBC (*.*)
Custom (*.ASC,*.TXT)

Survey Pro STL
(*.STL,*.ST3)

HTML (*.HTM, *.HTML)
Lotus WK4 (*.WK4, *.WKS)

Survey Pro STL
(*.STL,*.ST3)

Lotus WK3 (*.WK3)
Lotus WK1 (*.WK1)

XML (*.XML)
Questionmark (*.QSF)

Database Update
(*.ACCDB,*.MDB,

* . XLSX, *.XLS)
ODBC Database Update (*.*)

Access 2007 - 2010
(*.ACCDB)

Excel 2007 - 2010 (*.XLSX)
Paradox 7 - 8 (*.DB)
SQL Server

Oracle
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24-  Excel 95 (*.XLS) 54- SPSS (*.SAV)
31- Paradox 5 (*.DB)

Flags Table: The Actions Table displays the list of possible exception flags that are

logged.
0- None 16- Data Entry
1-  Blank Response 64- Database Verification
2-  Multiple Response 256- Required

8- Barcode Error

To turn on logging

1 From the Remark Classic OMR Data Center,
select the Tools menu, then click Preferences,
then Change Log.

2 Mark the checkbox for Enable Change Logging.

3 Enter a password in the Password box.
Passwords have a maximum of 255 characters.

4 Click the Enable button. =1

5 Click the OK button to close the Preferences.

From this point forward, all changes to the data grid are logged.

To turn off logging

1 From the Remark Classic OMR Data Center,
select the Tools menu, then click Preferences,
then Change Log.

2 Enter the password that was set when turning on
logging in the Password box.

3 Click the Disable button.
4 Click the OK button to close the Preferences.

From this point forward, all changes to the data grid
are not logged. If changes have been logged
previously, the Access database still exists.

To access the change log database
1 Using Windows Explorer or My Computer, go to

Windows XP: C:\Documents and Settings\All Users\Application Data\Gravic\Remark
Classic OMR\4\Change Logs (where C is the drive on which Remark Classic OMR is
installed).

Windows Vista/Windows 7: C:\ProgramData\Gravic\Remark Classic OMR\4\change
log (Note you must have the option to show hidden folders and files on to see this
location).
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2 Double click the Access file (when the database was initially created, it used the date
of creation as the filename).

3 Enter the password that was used when logging was enabled in the Remark Classic
OMR Preferences.

The database opens in Access for your review. It is a fully functioning Access database
that you may modify. For example, you could write an Access report to provide change

information by user, by form template, etc.

Note: If you change the structure of the Access tables from what was
originally designed, the database may stop functioning with Remark Classic
OMR. Ensure you do not leave the database open in Access while working in
Remark Classic OMR or else a database corruption may occur. You are
responsible for backing up your own databases. Gravic is unable to recover
corrupt databases. Remark Support cannot troubleshoot Access features or

issues.
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Chapter 8

8.1 Overview

Remark Quick Stats is an analysis package that ships with the Remark Classic OMR
software. Remark Quick Stats allows you to tabulate surveys and grade tests right in the
software. An overview of Remark Quick Stats is provided here; a complete user’s guide
is installed in PDF format with the software and can be found by clicking
Start|Programs|Remark Classic OMR 4| Documentation|Remark Quick Stats
User’s Guide.

Note: The legacy Remark Quick Stats package that was included in previous
versions of Remark Classic OMR is no longer available. Most reports should
have an equivalent report in the new version of Remark Quick Stats.

Depending on the report selected, Remark Quick Stats can include the following
statistics:
Survey statistics and reports include:

e For each item Remark Quick Stats calculates: Mean, Variance, Standard

Deviation, Standard Error, Min, Max, Range, Median, Skewness, Kurtosis, T-
Value, Percentiles, Confidence Intervals

¢ For each answer choice Remark Quick Stats calculates: Frequencies, Percentages,
Valid Percent

e A Response Report displays the responses for any particular question on one
easy-to-read report (primarily used for open-ended questions)

e Crosstabs
e A Group Report displaying means for question groupings

Test statistics and reports include:

e A Grade Wizard steps you through the process of setting up an answer key,
grade scale, questions points, learning objectives, benchmark scores and other
grading information for your test

e For each item Remark Quick Stats calculates: Mean, Variance, Standard
Deviation, Standard Error, Min, Max, Range, Median, Skewness, Kurtosis, T-
Value, Percentiles, Confidence Intervals, P-values, Point Biserial Correlation

e For each answer choice Remark Quick Stats calculates: Frequencies, Percentages,
Point Biserial

e For each student Remark Quick Stats calculates: Total score, Raw score, Grade,
Dev. IQ, Number correct/incorrect/unanswered

e For the test Remark Quick Stats calculates: Number of graded tests and items,
Max, Min, Median, Range, Percentile scores, Mean, Variance, Standard Deviation,
Confidence Intervals (1,5,95,99%), KR 20, KR21, Coefficient (Cronbach) Alpha

e A Grade Report displays each student’s results on the test
e A Group Report displays grades for specific subsets of your data
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A variety of graph types are also included (all of which can be copied and printed):

e Pie

e Bar

e Horizontal Bar
e Line

e Area

e Point

e Polar

e Fast Line

8.2 Tabulating Surveys with Remark Quick Stats

Surveys can be tabulated in two ways: Easy Survey and the Survey Wizard. Easy Survey
uses the parameters specified in the form template’s region properties, such as which
questions to tabulate, and then launches Remark Quick Stats. The Survey Wizard allows
you to customize the tabulation process by choosing which regions to include, assigning
numeric values to answer items, assigning benchmarks, adding question text, specifying
question groups and more.

To access survey tabulation features

1 From the Remark Classic OMR Data Center, open a form template and either
open an existing data file or scan forms.

2 Select the Tools menu, then select Analysis and then click Easy Survey or Survey
Wizard. Alternatively, select the Analysis tab in the Task Pane and then choose an
analysis option. In addition, the analysis options are available on the toolbar:

uf Easy survey| Uil Survey Wizard[

Remark Quick Stats opens, allowing you to configure and display reports. Please consult
the Remark Quick Stats user’s guide PDF for further details about using Remark Quick
Stats.

Tip: The Survey Wizard and Easy Survey screens and functions are
described in complete detail in the Remark Quick Stats User’s Guide PDF file.
Access the file by clicking Start|Programs|Remark Classic OMR

4| Documentation.

8.3 Grading Tests with Remark Quick Stats

Tests can be graded in two ways: Easy Grade and the Grade Wizard. Easy Grade uses
the parameters specified in the form template, such as which questions to grade and
their point values. In addition, Easy Grade uses the first row of data in the data grid as
the answer key; therefore, you should insert your answer key before your test data if
you plan to use Easy Grade (e.g., scan the answer key first). The Grade Wizard allows
you to customize the grading process by choosing which questions to include, assigning
point values, setting benchmarks, adding question text, specifying learning objectives.
adding scaled scores and more.
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To access test grading features

1 From the Remark Classic OMR Data Center, open a form template and either
open an existing data file or scan forms.

2 Select the Tools menu, then select Analysis and then click Easy Grade or Grade
Wizard. Alternatively, select the Analysis tab in the Task Pane and then choose an
analysis option. In addition, the analysis options are available on the toolbar:

:}gasy Grade l {7 Grade Wizard |

Remark Quick Stats opens, allowing you to configure and display reports. Please consult
the Remark Quick Stats user’s guide PDF for further details about using Remark Quick
Stats.

Tip: The Grade Wizard and Easy Grade screens and functions are described
in complete detail in the Remark Quick Stats User’s Guide PDF file. Access
the file by clicking Start|Programs|Remark Classic OMR

4| Documentation.
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Preferences

9.1 Overview

Chapter 9

This chapter details how to customize the Remark Classic OMR software by setting up
preferences. Preferences allow you to set the way the software functions by default,
which can facilitate your use of the software.

Important Note: The Preferences are global software settings. When you
make a change to the Preferences, it affects all actions from that point

forward. It does not affect anything you have already completed.

To access the Preferences

1 In the Remark Classic OMR Data Center, select the Tools menu and then click

Preferences.

Use the links in the left Task Pane to access all of the available preferences.

Note: Each component of the software has its own set of preferences. The
Remark Quick Stats preferences are covered in the Remark Quick Stats
User’s Guide PDF file, which can be accessed by clicking

Start|Programs|Remark Classic OMR 4| Documentation.

The available Data Center preferences are described in the sections that follow.

9.2 General Preferences

General preferences allow you to setup defaults for basic software functions. The

following options are available:

.

General Preferences

© General

Set the generic application preferences.

1 File: storage Incations

Set barget Flle storags locations.

Ag Custom Fork
Optionally choose a custom font and
character set ko s throughsiut the:
application.

[ Email
Choose the desired email client and settings
to use,

[ changsLog
Optionally enable logging For all changes to
the data.

@ check For Updates

Optionally check For software updates when
starting the application.

Data Grid
[ shade alternate grid rows to laok like: g

Update the Image Wiewer During Read Operations
Selecting this feature will update the Image Yiewer after each new image is processed.

Update the Graph Viewer During Read Operations
Selecting this feature will update the Graph Yiewer after each new image is processed.

Review Exceptions
Auto search the response comba box when typing
Play sound on review exceptions startup

[ Play sound when an exception case is located

[ Clear exceptions after they have been reviewed

Other Settings

Maximum length For a value in a data grid cell: | 1024 =
Replace rissing data valuss with: -1 —
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Preference Option

Description

Shade alternate rows to look like

Mark this checkbox to shade every other template
grid row. Click the paint bucket to choose a
shading color.

Update the Image Viewer During
Read Operations

Mark this checkbox to have the Image Viewer
update with a new form image each time a form
is processed. The Image Viewer is located
beneath the data grid window. Using this option
could alert you to issues such as skewed forms.
This option only applies when your default
scanner is an OMR/Image scanner.

Update the Graph Viewer During
Read Operations

Mark this checkbox to have the Graph Viewer
update with a new graph per question each time a
form is processed. The Graph Viewer is located
beneath the data grid window. It provides a quick
glimpse into your data by graphing the active
question.

Review Exceptions: Auto search
the response combo box when

typing

Mark this checkbox so that you can type the first
letter(s) of a response into the Response box of
Review Exceptions and the software automatically
selects the response that begins with those
characters. This option applies to questions that
employ list box style cells only (Multiple, List and
Boolean OMR regions, and Input regions that
utilize Database Lookup).

Review Exceptions: Play sound on
review exceptions startup

Mark this checkbox to play a sound when Review
Exceptions first starts. This feature is useful as an
alert if you are processing forms in an unattended
manner.

Review Exceptions: Play sound
when an exception case is located

Mark this checkbox to play a sound every time an
exception case is located in Review Exceptions.
Click the ... button to select a .wav sound file. You

may also click the button |£| to preview the
sound.

Review Exceptions: Clear
exceptions after they have been
reviewed

Mark this checkbox to remove the color coding for
an exception after it has been reviewed. This
setting applies when you review grid cells but do
not make changes that would automatically
remove the exception color (e.g., if a question is
legitimately blank, you might leave it as BLANK
with the yellow colored cell). By clearing the
exceptions, Review Exceptions does not stop on
them the next time it is run.
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Preference Option Description
Maximum length for a value in a Enter the maximum number of characters allowed
data grid cell in a data grid cell. You are not able to enter more

characters than allowed (e.g., when entering text
using an Input region). Note that performance
may be affected by data grid cells that contain
very large amounts of text.

Replace missing data values with Enter the value to be used when missing data are
encountered during a data file export. Missing
data means that the piece of data captured does
not match what was defined as Labels in the form
template. A MULT, BLANK and ERROR left in the
data set would all be considered missing. If you
typed a response in a list cell in the grid but it did
not match the labels defined, this data would also
be considered missing (e.g., “"A” is defined in the
form template, but you type “a”). The Missing
Value is also used when running reports in
Remark Quick Stats. The default value is -1.

9.3 File Storage Location Preferences

File Storage Location preferences allow you to setup the default directories that are used
to store various file types. If you prefer to store files on a network drive, you can enter
that location here (ensure that you have permission to fully access that drive).

Special Note for Image-Enabled Scanners: If you are using an image-
enabled scanner, you are not able to create and edit form templates. You
must use the templates found in C:\Program Files\Gravic\Remark Classic
OMR 4\Templates\Scantron\OMR-Image. There are required files that match
these templates; therefore changing the templates causes them to stop
working with the software. If you need to move these templates to a
different folder, move the entire folder structure without altering it or
renaming any files.

The following options are available:

General Preferences Home Dirsctories
© Gererdl Type Directory Lacation
Set the generic application preferences. Form Templates  C:iProgram Files|GraviciRemark Classic OMR 4|TemplatesiScantron|OMR.
Data C:Program Files|GraviciRemark Classic OMR, 4{Data

LF File storage locations Dictionariss CHWINDOWSisystem3z

Set barget file storage locations.
Aq Custom Fork

Optionally choose a custom Font and

character set to use througheut the

application. Image Search Directories

] Emal Image Directory Search List

Choose the desired emal dhent and settings C:Pragram FilesiGraviciRemark Classic OMR #1Images

touse,

Change Log

Cptionally enabls logging for &l changes to

the data.

#dd Directory. .

4@ Check For Updates

Cptionally check for softwars updates when | - Dictionary Settings

starting the application.

Active dictionary: |English.det 3
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Preference Option

Description

Form templates

Sets the default location in which to store form template
files. Highlight this selection and then click the Modify
Directory... button to set a directory. The default
directory is C:\Program Files\Gravic\Remark Classic
OMR 4\Templates\Scantron.

IMPORTANT NOTE: If you are using an OMR/Image
scanner and need to move the form templates to
another location, you must copy over the entire
C:\Program Files\Gravic\Remark Classic OMR
4\Templates\Scantron\OMR-Image folder and all of its
contents without changing the structure to that location.

Data

Sets the default location in which to store data files.
Highlight this selection and then click the Modify
Directory... button to set a directory. The default
directory is C:\Program Files\Gravic\Remark Classic
OMR 4\Data.

Dictionaries

Sets the default location in which to store spell check
dictionary files. Highlight this selection and then click
the Modify Directory... button to set a directory. The
default directory is C:\Windows\System32.

Image Directory Search List

Sets the locations(s) in which images are stored for
processed forms. This option only applies when your
default scanner is an OMR/Image scanner. When a cell
in the data grid is clicked, the stored image file is
displayed in the Image Viewer. The Image Viewer can
be used for image-assisted data entry, Review
Exceptions and in-cell editing. Use the Add Directory...
button to add any directories in which you plan to store
image files for processed forms. Remark Classic OMR
searches for these images in the order in which the
directories are specified. Use the Move Up or Move
Down buttons to change the order, and the Remove
Directory button to remove a directory from the search
list. Note that you can store images in any directory
using the Read Wizard. However, providing frequently
used directories in the Image Directory Search List aids
the Remark software in finding images to display
whenever a data file is opened.

Active Dictionary

Sets the active dictionary to be used for Spell Checker.
Click the down arrow to view any dictionaries that are
currently installed in your default Dictionaries
directory.
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9.4 Custom Font Preferences

Custom Font preferences allow you to setup the default fonts to use throughout the
application. Mark the Use Custom Font Settings checkbox to choose a font to use
throughout the application, allowing you to customize the software’s look. You may
choose a character set, font and font size. You should choose a font that is supported by
your operating system. Please note that not all fonts look optimal in the software. You
should restart the application after making any font changes.

B E

General Preferences Use Custam Fant Settings

@ cereral Custom Fonk character set: |ANSI () 23

Set the gensric application prefersnces. T S0 VR Tahoma E

i File storage lacations
= Custom font size: Default v
Set target file storage locations.

Aa Custom font Uss this option ko chaose an altsrnats Font and character set to use throughout the application. Mok
all fonts will display appropriately. Please choose a Font and character set that is supported by the

Optionally choose a custom font and operating system and that displays appropriately within the software,

character set ko use throughout the
application,

ﬁ Email Mote: Please restart the application to ensure all changes to Font settings take effect,

Choose the desired email client and settings
to use,

Change Log
Optionally enable logging For all changes to
the data.

@ Check for Updates

Optionally check for software updates when
starting the application.

) e [

9.5 Email Preferences

Email preferences allow you to set your internal SMTP server or Outlook as your default
email client. This setting directly applies to the email option available from the File menu
(Section 7.8), which can use either your SMTP server or Microsoft Outlook. When using
Outlook, Outlook opens with your file(s) as an attachment. When using Default (SMTP),
an internal email client opens that utilizes your SMTP server.

The Send Wizard (Section 7.9) uses the SMTP server only. If you set up your SMTP
server settings in the Preferences, they are available by default when using email with
the Send Wizard.

SMTP stands for Simple Mail Transfer Protocol and is the Internet standard for
transmitting email across networks. It is likely your organization has a running SMTP
server already set up. You just need to find out general information about the server.
You will likely need to consult with your network/email administrator to obtain
information about your SMTP server. Please use the following table as a guide to have
your administrator provide the proper settings:
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=
General Preferences Email Settings n
© ceneal Choose which email dlient to use For sending email messages.
I (]
Set target File stoy
Optionally chaoss| SMITP Server
character set to
application. Specify the settings needed to send messages thraugh your SMTP server.,
() Email
Choase the desir SMTP Settings
fouse. SMTP Server
_Cha"ge Lo Speciy the Following sattings o allow emals to be sent through your SMTP sarver.
Gptionally enabls|
the daka SMTP sarver: | mall.example. com
L _Chec”w e SMTPport: |25 =] ™ Enable a secured (55L) connection
Gptionally check
starting the appli [ Use the default credentials of the currently lagged in user
Passwor d:
Throttle rate: 500 = (millseconds) E
oK. Cancel
Option Description
SMTP Server This is the name, address or IP address of the mail server.
SMTP port The SMTP port is usually 25 but may vary with your email server.
Enable a If desired, use a secure connection by marking the checkbox for
secured (SSL) Enable a secured (SSL) connection. SSL encrypts data as it is
connection transmitted. Your SMTP server must be configured to use SSL in
order for this feature to work.
Use the If you need to use authentication for your SMTP server, you can
default enter credentials or use those of the user logged in to the computer.

credentials of
the currently
logged in user

Mark the Use the default credentials of the currently logged in
user checkbox to utilize the user’s credentials (e.g., the person
logged in when sending the emails from Remark Classic OMR).
Otherwise, continue to the next step to enter specific credentials.

Username and
Password

If authentication is required, and you are not using the credentials of
the currently logged in user, enter the Username and Password,
as supplied by your network/email administrator.

Throttle rate

The throttle rate adds a delay while sending emails. The default
setting is 500ms, meaning that one email is sent every 500 ms (in
other words, two emails are sent per second). Throttling emails
keeps the SMTP server from being overloaded when sending large
numbers of emails. Unless you plan on sending hundreds of emails
at one time, the default setting of 500 is likely fine.

To choose your default email client, in the Email client drop-down list, choose Default
to use your SMTP server or Outlook to use Microsoft Outlook 2007/2010. If using your
SMTP server, click the SMTP Server button and put in the settings as described in the

previous table for your SMTP server. These settings apply to both the email option from
the File menu and the Send Wizard.
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9.6 Change Log

As changes are made in the Remark Classic OMR Data Center, they can optionally be
logged, allowing you to see what changes were made and who made them. Logging is
turned on and off in the Remark Classic OMR Preferences. It can only be turned off if
you know the password used when turning on the feature. Changes made to the data
grid (edits, review exceptions, review duplicates, clipboard, open, save, etc.) are logged
in a password protected Access database in the following location:

Windows XP: C:\Documents and Settings\All Users\Application Data\Gravic\Remark
Classic OMR\4\Change Logs (where C is the drive on which Remark Classic OMR is
installed).

Windows Vista/Windows 7: C:\ProgramData\Gravic\Remark Classic OMR\4\change log
(note you must have the option to show hidden folders and files on to see this location).

When the database is initially created, it uses the date of creation as the filename. From
that point forward, all changes to all templates/data files are stored in that Access file as
long as the feature is turned on. Data file types, exception flags and actions are all listed
with a numeric equivalent in the database. The additional tables in the database explain
each of the numeric values. Once a database reaches 10MB in size, a new database is
created the next time Remark Classic OMR is opened.

Logging changes is covered in greater detail in Section 7.11.

To turn on logging

1 From the Remark Classic OMR Data
Center, select the Tools menu, then click
Preferences, then Change Log.

2 Mark the checkbox for Enable Change

Logging.

Enter a password in the Password box.

4 Click the Enable button.

5 Click the OK button to close the
Preferences.

w

From this point forward, all changes to the data grid are logged.

¥ e

To turn off logging

1 From the Remark Classic OMR Data
Center, select the Tools menu, then click
Preferences, then Change Log.

2 Enter the password that was set when turning
on logging in the Password box.

3 Click the Disable button.

4 Click the OK button to close the
Preferences.

[ o [ o |

From this point forward, all changes to the data grid are not logged. If changes have
been logged previously, the Access database still exists.
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9.7 Check for Updates

Remark Classic OMR has the ability to check automatically for software updates. You can
check at any time by clicking the Help menu and then choosing Check for Updates. You
can also have the software check for an update every time it starts up. When this option
is turned on, every time you start the software, it sends information about your current
version to the update website and lets you know if there is a newer version of the
software available. If an update is available, you are prompted to install it. The Check
for Updates window also has the ability to do an immediate check for updates.

To automatically check for updates ———

@ ceneral Check for updates when starting

1 Select the Tools menu, then click s g opon ot

. Fie storage locations

Preferences, then Check for Updates.

2 Mark the checkbox for Check for S
updates when starting to turn on the
automatic check for updates.

3 [Optional] If you would like to see if an -
update is available immediately, click the ot
Check for Updates Now link.

4 Click the OK button to close the
Preferences.

ose a custo Fort: and
o use throughout the

Check for Updates Now
i

[has]
Choose the desied emal clent and settings
to use.

change Log
Optionaly enabie logging for all changes to
the data.

oftwiars updates when

The next time the software is started, it automatically checks for an update. If an update
is found, and you would like to install it, follow the on-screen prompts. You must have
an Internet connection to download the update. If no updates are available, you receive
a message indicating that your software is up to date.

The Remark Classic OMR Automatic Update collects some system configuration data in
order to provide you with updates that apply to your installation. This information
includes:

e Product Name e System Finger Print
e Remark Serial Number e Software Version and Build Number
¢ Remark Authentication Code

Gravic, Inc., author of the software, is committed to helping protect your privacy. Using
the automatic update feature does not collect your name, address, email address, or any
other form of personally identifiable information. Your Internet Protocol (IP) address is
logged when you connect to the Gravic website, but this address is only used to
generate aggregate statistics.
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Appendix A

A.1 Error Message Details

This appendix details the different error messages in Remark Classic OMR. Use this
appendix to gain a better understanding of any problems that may arise while using the
software. The following table lists error class, error category, error number and the error
text along with some enhanced instructions where applicable.

Class # Category Error # Error Text
0100 Memory 100-106 Not enough memory to perform specified operation.
Errors Close other applications to free up more memory or
restart Windows. Ensure that your computer meets
the minimum system requirements.
0200 Windows 200-206 Windows function errors (internal to Remark Classic
Errors OMR). Could signify that the Windows environment
is functioning improperly. Close other software
applications and restart Windows.
1000 File Open 1001- Remark Classic OMR could not open the specified
Errors 1012 file. The file no longer exists or could not be opened
for an unknown reason. Possible causes could be: a
full hard drive, an inaccessible network drive, or the
file is being used by another application.
1100 File Read 1101- Error reading the specified file. Possibly indicates a
Errors 1103 corrupt file. Possible causes could be: a full hard
drive, an inaccessible network drive, or the file is
being used by another application.
1200 File Write 1201- Error occurred while writing file to disk. Possible
Errors 1214 causes could be: a full hard drive, an inaccessible
network drive, or the file is being used by another
application.
1300 File Access 1301- Error occurred while attempting to access a file.
Errors 1310 The file may be damaged. Possible causes could be:
a full hard drive, an inaccessible network drive, or
the file is being used by another application.
1400 File Close 1401- An error occurred while trying to close a file. Check
Errors 1403 the amount of free disk space. Possible causes

could be: a full hard drive, an inaccessible network
drive, or the file is being used by another
application.
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Class # Category Error # Error Text
1500 File 1501- An error occurred while trying to create a file.
Creation 1502 Check the amount of free disk space. Possible
Errors causes could be: a full hard drive, an inaccessible
network drive, or the file is being used by another
application.
1700 Miscellan-  1700- A file cannot be accessed due to a bad name or
eous File 1703 path. Check that the file name is valid and that the
Errors target directory can be accessed from your system.

1704 A file has already been opened by Remark Classic
OMR or by some other application and cannot be
opened again. Close other applications using this
file.

1705 The disk is full. Delete some files or try saving to
another location.

1706 Too many files are currently open on your system.
Close some applications and try the operation
again.

1707- Permission was denied or the disk was not ready

1708 when trying to write the file. Also, check the region
names you are using in the form template for
invalid characters, such as commas, parentheses,
etc.

3102 Multiple answers were entered for a region in which

MULT multiple responses were not permitted.

3103 No response was given.

BLANK

3200 Barcode 3200 Unable to recognize barcode. Check to ensure it is a
Errors supported barcode type for your OMR scanner.
4000 Scanner 4000 The scanner is not ready. Check to make sure it is
Errors connected correctly and that the power is turned
on.

4001 No scanner is selected. A scanner cannot be used
until it is selected in the Scanner Properties
window.

6000 Output File 6000 Error saving because the template grid contains no
Errors data. You cannot save an empty grid.
6001 Error saving the data because the specified data do

not correspond to the selected form template file.
The data may contain misplaced characters, such
as: commas, periods, semicolons and parentheses.
Use Find and Replace to remove any invalid
characters for your database type.
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Class # Category Error # Error Text

6002- Error saving the data in the selected file format

6005 because a cell exceeds the maximum size for
storage. Edit the text in the grid or save to another
file format. Some file formats maintain a maximum
cell size, question number, etc. (See Section 7.6
Saving Data.)

6006 Too many questions to save in dBase (.DBF)
format. Maximum of 128 questions permitted. Try
saving the data to another file format.

6007 Too much data to save in dBase (.DBF) format.
Maximum of 4,000 bytes per record. Try saving the
data to another file format.

6008- Unable to save to Fixed (.SDF) file format because

6009 responses are not of a fixed size. Data in each
column must contain the same number of bytes.
For example, if the possible answers for a question
are
1 - 10, you should set the region up using the
labels: 01, 02, 03... ... 09, 10 so that each answer
item will contain two bytes.

6100 File Import 6100- Error importing specified file format. Incompatible
Errors 6104 data encountered during the conversion.
6105 The data contained in the data file do not

correspond to your form template file. The data
were truncated. The data file contains more grid
columns than the current template grid. Make sure
you have selected the correct form template and

data file.
6106- Error importing SPSS legacy (.SAV) file format.
6108 Note that SPSS reformats data when saving;

consequently, data saved as compressed in SPSS
may not import back into Remark Classic OMR. You
must uncompress the data within SPSS before
opening it in Remark Classic OMR.

6109- Error importing the Fixed (.SDF) format file.
6110
7000 Database 7000 The application doesn't have enough memory or
Memory resources to complete the selected database
Errors operation. Close other applications, files and

windows to free up more memory or restart
Windows. Ensure that your computer meets the
minimum system requirements.

7001 You have reached the limit on the number of files
that can be opened at one time. Close one or more
files, and then try the operation again.
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7002

You have reached the limit on the number of tables
and/or databases that can be opened at one time.
Close one or more tables and then try the operation
again.

7003

The database has reached its maximum size. To
add data to this database, you must first reduce its
size by deleting data.

7004

You tried to add new records to a Microsoft Excel
version 3 or version 4 file, but the file is full. Files of
these types can hold a maximum of 16,384

records.

7005

You tried to perform a Btrieve operation that
involves too many Memo or OLE object regions.
Reduce the number of Memo and OLE object
regions, and then try the operation again.

7006

You tried to perform an operation that involves
more than 255 regions. Reduce the number of
regions, and then try the operation again.

7100

Database
Syntax
Errors

7100

A syntax error occurred. Check the data to make
sure it was entered correctly. This error can occur if
an incorrect value type is provided as part of an
expression. For example, textual data entered into
a numeric region.

7101

Unable to locate specified table, region or index.
Check the name to make sure it was entered
correctly and then retry the operation.

7102

The specified file, table or region name doesn't
follow standard naming conventions. Enter a new
name, and then try the operation again. Consult
your database's documentation for information on
valid names and naming limitations.

7200

Database
Read
Errors

7200

You tried to access a database that is currently in
use by another user or application. Wait for the
other user or application to finish working with the
database, and then try the operation again.

7201

An error occurred updating the database. The
database, file, table or region is defined as read-
only.

7202

An error occurred accessing the specified path or
filename. The path or filename is not valid. Check
the name and path to make sure they were entered
correctly then retry the operation.
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7203

A permissions error occurred accessing the
specified database, table or object. You don't have
the necessary permissions. Contact the database
administrator regarding access rights.

7204

A file, disk or network access error occurred.
Resolve the error condition and then retry the
operation.

7205

An error occurred attempting to create the
database, table or object because it already exists.
This error can also occur if an ODBC database
contains several tables with the same name.

7206

An error occurred attempting to open or access the
database file. The file is either invalid or corrupt.

7207

An error occurred trying to access a necessary
database file or table. Resolve the error condition
and then retry the operation.

7208

An attempt was made to import or attach to an
empty text file. To import or attach a text file, the
file must contain data.

7209

You tried to perform an operation that would have
violated referential integrity rules for related tables.

7210

The installable ISAM you are using does not allow
updates and/or deletes to records in external
tables. You can add new records, though.

7211

You cannot use ODBC to access an external
Microsoft Access or ISAM database table. Use
Remark Classic OMR’s direct support of the
database instead.

7300

ODBC
Errors

7300

Using ODBC, you tried to perform an operation on
data in a SQL database. This error may occur when
the SQL database is on a network drive and the
network is not connected or when the path
specified is invalid.

7301

An error occurred attempting to update the ODBC
table. Possible causes could be the database is
read-only, the database is on a network drive and
the network is not connected or the update would
have caused a rule violation.

7302

The ODBC remote query timeout expired. The
ODBC server may not be properly installed, or a
required network connection isn't active. Check the
network connection or contact your system
administrator, and then try the operation again.
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7303

The ODBC table definition has changed since you
created the link. End the current operation and then
retry.

7304

An error occurred attempting to lock records in the
ODBC database. All records in the database cannot
be locked.

7400

Database
Index
Errors

7400

An error occurred attempting to create an index for
the database because the index already exists.

7401

An error occurred trying to create an index because
the index definition is invalid.

7402

An error occurred adding a record to the table or
updating the table because the current record
contains an invalid value in the region(s) defined as
the primary key.

7403

An error occurred making changes to the table
because of a duplicate value in a region that is the
underlying table's primary key or an index that
doesn't allow duplicates. The changes were
unsuccessful.

7404

The operation you attempted requires a (primary)
database index. An index was not found. The
operation was unsuccessful. Create a primary index
for this database and then retry the operation.

7405

An error occurred creating the index. Possible
causes: the key regions are named improperly,
there are duplicate records based on this index or
there were too many indexes already defined.

7406

An error occurred deleting the index. The current
index cannot be deleted.

7500

Database
Registry
Errors

7500

An error occurred initializing the database engine
due to invalid initialization or registry settings or an
engine conflict.

7501

Unable to locate current record. Move to or select
another record, and try the operation again.

7502

You tried to use a Paradox table, but the table's
associated lock (.LCK) file is outdated. Delete the
.LCK file and then try the operation again.

7503

An unexpected error occurred when you tried to
access data in an attached Btrieve table. Try the
operation again, or contact your system
administrator or network administrator.
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7504

You tried to perform an operation that requires the
Btrieve engine. To access Btrieve files, you must
have purchased and installed a copy of the stand-
alone Btrieve for Windows engine. This file must be
in your Windows System directory.

7505

Cannot perform this operation with an unsupported
database version. Convert the file you want to use
to a supported version and/or data type and then
retry the operation.

7506

The operation stopped before its normal
completion. Some data changes may not have been
saved.

7507

The external database driver returned an error. This
error can be caused by performing an operation not
supported on this type of external database.

7508

The database you are attempting to use has an
unspecified problem and, as a result, it is marked
as corrupt. Check your database’s documentation
for this error code.

7600

Database
Record
Errors

7600

The database you are attempting to use has an
unspecified problem and, as a result, it is marked
as corrupt. Check your database’s documentation
for this error code.

7601

You defined a table with records larger than can be
supported. Redefine the table by making some
regions shorter or by removing unneeded regions.

7602

A region error occurred due to a data type conflict
or an invalid data type.

7603

An error occurred saving a region value. The value
specified is invalid.

7604

The specified table doesn't contain the specified
region(s). Check the spelling of the region name(s)
in the form template and ensure that they do not
contain invalid characters (commas, parentheses,
etc.).

7605

None of the import region names matches regions
in the associated table. At least one region name in
the import table and one region name in the
appended table must match.

7606

An error occurred creating the table or appending
the region because more than one region was
defined with the same name. Each region name in a
table must be unique. Check the region name(s)
specified in the form template.
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7607

You referred to a record that you deleted or that
another user in a multi-user environment deleted.
Move to another record, and then try the operation
again.

7608

You attempted to import an invalid range of
spreadsheet cells.

7609

The first row of data contains invalid region (region)
names, such as quoted and unquoted strings in the
same region name. Check the import table for
properly matched quotation marks, and then try the
import operation again.

7610

An error occurred creating the table or index
definition because it does not contain any regions.

7611

An error occurred attempting to change a table or
region definition because the object has already
been appended to the corresponding object.

7612

An error occurred attempting to delete a region.
You can't delete a region included in an index. To
delete a region that is part of an index, you must
first delete the index.

7613

Text file specification region separator matches
decimal separator or text delimiter. Two or more
delimiters settings used by the Text ISAM are the
same.

9000 Miscellan-
eous
Program
Errors

9000

These miscellaneous errors signify an internal
problem or undocumented error type. Please report
any reproducible occurrences of these errors to
Gravic Technical Support. Send a screenshot of the
error and the steps you took leading up to the
error.

9100 DLL Errors

9100

The DLL file is in use by other applications and
could not be opened. Close other applications and
restart Windows.

9101

The DLL could not be loaded because it could not be
located on your system. Make sure all required DLL
files are in directories where they can be found.
Uninstall and reinstall the software.

9200 Clipboard
Errors

9200

This error indicates that a problem was encountered
trying to copy or paste data to or from the
Clipboard. This error could occur it too much data is
requested or if an invalid object is being copied to
the clipboard.
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