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Disclaimer  
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person of such revisions or changes.  

Notice  

The information contained in this document is the exclusive property of Gravic, Inc. 
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copyright treaties and conventions. No part of this work may be reproduced or 
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Trademarks  
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Copyright  

Copyright © 200 8 Gravic, Inc. All Rights Reserved. Specifications subject to change 
without notice.  

 

 

 



 

 

 

 

Contents  

 

Remark Office OMR Overview  1  

1.1 What is Included with your Software  ........................... 3 

1.2 New Features in this Version  ................................ ...... 3 

1.3 Technical Support  ................................ ..................... 8 

Installing and Activating Remark Office OMR  9  

2.1 Overview  ................................ ................................ .9 

2.2 System Requirements  ................................ ............... 9 

2.3 Installing the Software  ................................ .............. 10  

2.4 Uninstalling the Software  ................................ ........... 11  

2.5 Running Remark Office OMR  ................................ ...... 12  

2.5.1 Software Activation  ................................ ............ 12  

2.5.1.a Manual Activation  ................................ ............ 14  

2.5.2 Transferring a License  ................................ ........ 15  

2.5.3 Missing or Corrupt License File  ............................. 16  

Navigating Remark Office OMR  17  

3.1 Overview  ................................ ................................ .17  

3.2 Remark Office OMR Components  ................................ .17  

3.3 Navigation Tools  ................................ ....................... 18  

3.4 Using the Mouse and Keyboard  ................................ ... 18  

3.4.1 Using the Mouse  ................................ ................ 18  

3.4.2 Using the Keyboard  ................................ ............ 19  

3.4.3 Using Keyboard Shortcuts  ................................ ... 19  

3.4.4 Scrolling  ................................ ........................... 19  

3.5 Menu Items  ................................ .............................. 20  

3.5.1 File Menu  ................................ .......................... 21  

3.5.2 Edit Menu  ................................ ......................... 24  

3.5.3 View Menu  ................................ ........................ 27  



 

Remark Office OMR Userôs Guide 

 

3.5.4 Tools Menu ................................ ........................ 28  

3.5.5 Page and Region Menus  ................................ ...... 32  

3.5.6 Help Menu  ................................ ......................... 34  

3.6 Accessing the Software Help File  ................................ .35  

Setting Up Your Scanner  37  

4.1 Overview  ................................ ................................ .37  

4.2 Scanners -  General Information  ................................ ... 37  

4. 2.1 Scanner Connections  ................................ .......... 38  

4.2.2 Scanner Drivers  ................................ ................. 38  

4.3 Selecting Your Scanner  ................................ .............. 39  

4.3.1 TWAIN Support  ................................ .................. 39  

4.3.2 Configuring a TWAIN Drive r................................ .47  

4.3.2.a Controlling the TWAIN User Interface  ................. 47  

4.3.2.b Obtaining Updated TWAIN Drivers  ..................... 48  

4.4 Multi -Functional Peripherals  ................................ ....... 49  

Desi gning Scannable Forms  51  

5.1 Overview  ................................ ................................ .51  

5.2 Finding an Application for Designing Forms  .................. 52  

5.3 Mark Selection for OMR (Optical Mark Recognition)  ....... 53  

5.4 Character Selection for OCR (Optical Character 
Recognition)  ................................ ................................ .. 54  

5.5 Form Spacing  ................................ ........................... 54  

5.6 Grouping Questions ................................ ................... 55  

5.7 Shading  ................................ ................................ ... 56  

5.8 Margins  ................................ ................................ ... 57  

5.9 Barcodes  ................................ ................................ .57  

5.9.1 The Code 3 of 9 Barcode  ................................ ..... 58  

5.10 Paper  ................................ ................................ .... 59  

5.11 Form Duplication  ................................ .................... 59  

5.12 Form Testing  ................................ .......................... 60  

5.13 Form Review Service  ................................ ............... 61  

Using the Template Editor  63  

6.1 Overview  ................................ ................................ .63  



 

 Contents   

  

6.2 Creating Form Templates  ................................ ........... 64  

6.2.1 Understanding the Template Editor Interface  ......... 64  

6.2.2 Region Types  ................................ ..................... 65  

6.2.3 Beginning the Form Template  .............................. 66  

6.2.4 Creating Regions ................................ ................ 69  

6.2.5 OMR (Optical Mark Recognition) Regions  ............... 72  

6.2.5.a OMR Region Types  ................................ ........... 72  

6.2.5.b Region Orientation  ................................ .......... 79  

6.2.6 Defining the OMR Region  ................................ .... 80  

6.2.7 Linking OMR Regions  ................................ .......... 85  

6.2.8 OMR Region Colors/Region Positioning  .................. 87  

6.2.9 Image Regions  ................................ .................. 88  

6.2.10 Barcode Regions  ................................ .............. 93  

6.2.11 OCR (Optical Character Recognition) Regions  ....... 96  

6.3 Advanced Region Options  ................................ .......... 99  

6.3.1 Region Item Properties  ................................ ....... 99  

6.3.1.a Test Settings  ................................ .................. 99  

6.3.1.b Survey Settings  ................................ .............. 101  

6.3.1.c Analysis Respondent ID  ................................ .... 102  

6.3.1.d Recognition Threshold  ................................ ...... 103  

6.3.1.e Blank, Multiple and Duplicate Exception Ha ndling  104  

6.3.1.f Required Items  ................................ ................ 107  

6.3.2 Question Text and Names  ................................ ... 108  

6.3.2.a Question Text  ................................ ................. 108  

6.3.2.b Question Names  ................................ .............. 109  

6.3.3 Tracking  ................................ ........................... 110  

6.3.3.a Setting up an Auto Form ID region  .................... 111  

6.3.3.b Setting up a Page ID region  .............................. 112  

6.3.3.c Setting up a Respondent Tracker re gion  ............. 113  

6.3.4 Database Lookup  ................................ ............... 115  

6.4 Additional Template Editor Features  ............................ 117  

6.4.1 Copy/Paste ................................ ........................ 118  

6.4.2 Copy Special/Paste Special  ................................ .. 118  

6.4.3 Drag/Drop  ................................ ......................... 119  

6.4.4 Deleting Regions  ................................ ................ 120  



 

Remark Office OMR Userôs Guide 

 

6.4.5 Undo/Redo  ................................ ........................ 120  

6.4.6 Adjusting Region Borders  ................................ .... 121  

6.4 .7 Reset Images  ................................ .................... 121  

6.4.8 Auto Align  ................................ ......................... 124  

6.4.9 Spell Check  ................................ ....................... 124  

6.4.10 Response Scales  ................................ .............. 125  

6.4.11 Zoom  ................................ .............................. 126  

6.4.12 File Properties  ................................ .................. 126  

6.5 Saving a Form Template  ................................ ............ 127  

6.6 Editing an Existing Form Template  .............................. 127  

6.6.1 Editing OMR Regions  ................................ .......... 129  

6.7 Te mplate Editor Preferences  ................................ ....... 131  

6.7.1 General Preferences  ................................ ........... 131  

6.7.2 OMR Region Preferences  ................................ ..... 133  

6.7.3 Image Region Preferences  ................................ ... 137  

6.7.4 Ba rcode Region Preferences  ................................ 139  

6.7.5 OCR Region Preferences  ................................ ...... 140  

Processing Forms  143  

7.1 Overview  ................................ ................................ .143  

7.2 Opening a Form Template  ................................ .......... 143  

7.3 The Remark Office OMR Read Wizard  .......................... 145  

7.3.1 Scanning Forms with the Read Wizard  .................. 145  

7.3.1.a Scanning Using Default Settings (Easy Scan)  ...... 149  

7.3.2 Processing Image Files with the Read Wizard  ......... 150  

7.4 Graph Viewer  ................................ ........................... 156  

7.4.1 Using the Graph Viewer  ................................ ...... 156  

7.5 Reviewing Exceptions  ................................ ................ 157  

7.5.1 Reviewing Exceptions by Modifying Individual Cells  162  

7.5.2 Using Review Exceptions  ................................ ..... 163  

7.5.2.a Using the Review Exceptions Window  ................. 166  

7.6 Using Collate M ode (Scanning Double Sided Forms with 
a Single Side Only Scanner)  ................................ ............ 169  

7.7 Overwriting Data Records  ................................ .......... 171  

7.8 Using Form, Page and Respondent Detection  ................ 172  



 

 Contents   

  

7.8.1 Auto Fo rm ID  ................................ .................... 173  

7.8.2 Auto Page ID  ................................ ..................... 174  

7.8.3 Respondent Tracker  ................................ ........... 176  

7.8.4 Reviewing Unrecognized Images  .......................... 177  

7.8.5 Using the Unrecognized Image  Utility  ................... 179  

7.8.5.a Reviewing Unrecognized Auto Form ID Images  .... 180  

7.8.5.b Reviewing Unrecognized Page ID images  ............ 181  

7.8.5.c Reviewing Unrecognized Respondent Tracke r 
Images  ................................ ................................ ..... 183  

7.9 Batch Processing  ................................ ...................... 185  

7.10 Server Mode  ................................ ........................... 187  

7.11 Respondent Detection  ................................ .............. 197  

7.12 Reviewing Duplicate Responses  ................................ 199  

Working with Your Data  201  

8.1 Overview  ................................ ................................ .201  

8.2 Understanding the Template Grid  ............................... 201  

8.3 Editing the Template Grid  ................................ .......... 202  

8.3.1 Making Grid Selections  ................................ ....... 202  

8.3.2 Changing Cell Contents  ................................ ....... 203  

8.3.3 Cutting, Copying, Pasting and Deleting  ................. 204  

8.3.4 Resizing, Inserting and Deleting Rows  .................. 205  

8.3.5 Using Find and Replace  ................................ ....... 206  

8.4 Sorting Grid Columns  ................................ ................ 209  

8.5 Spell Checker  ................................ ........................... 210  

8.6 Saving Grid Data  ................................ ...................... 211  

8.6.1 Advanced Saving Options  ................................ .... 215  

8.6.2 Remark Office Archive Format  ............................. 217  

8.6.3 Custom Format  ................................ .................. 219  

8.6.4 Database Update Format  ................................ .... 222  

8. 7 Printing Grid Data  ................................ ..................... 225  

8.8 Opening Grid Data  ................................ .................... 225  

Remark Quick Stats ï Data Analysis  229  

9.1. Overview  ................................ ................................ 229  

9.2 Tabulating Surveys with Remark Quick Stats  ................ 230  



 

Remark Office OMR Userôs Guide 

 

9.3 Grading Tests with Remark Quick Stats  ....................... 231  

Remark Office OMR Data Center Preferences  233  

10.1 Overview  ................................ ............................... 233  

10. 2 General Preferences  ................................ ................ 234  

10.3 File Storage Location Preferences  .............................. 237  

10.4 Recognition Preferences  ................................ ........... 239  

10.5 Custom Font Preferences  ................................ ......... 242  

Tips and Helpful Hints  243  

A.1 Overview  ................................ ................................ .243  

A.2 Scanners  ................................ ................................ .243  

A.3 Forms  ................................ ................................ ..... 245  

A.4 Form Templates  ................................ ....................... 246  

A.5 Readi ng Forms  ................................ ......................... 248  

A.6 Working with the Data  ................................ .............. 249  

A.7 Analysis  ................................ ................................ .. 249  

Understanding Error Messages  251  

B.1 Error Message Details  ................................ ................ 251  

 

 

 

 

 

 



 

 

 

 1 

Remark Office OMR Overview  

 

Chapter 1  

Remark Office OMR is a software package designed to collect data from marks 
(bubbles, checkboxes )  on plain paper forms. In a ddition, the software 
recognizes machine printed text (OCR) and barcodes. The software works in 
conjunction with an image scanner to collect the data.  The software then 
analyzes that data or allows you to export it to various file formats.   

The following o verview provides the basic steps to using the software:  

 Create a scannable form in the software package of your choice :  word 
processing, survey design, etc. The forms you can use with Remark 
Office OMR vary tremendously, from tests and assessments to surve ys 
and market research. Remark Office OMR can read marks  (bubbles, 
checkboxes, etc.) , machine printed text (OCR)  and barcodes. While 
Remark Office OMR is not a form designer, y ou are allowed a great deal 
of flexibility in the design process because you do not need special marks 
or drop -out inks, nor do your respondents need to use a number 2 pencil 
to fill in the forms. Because Remark Office OMR works with forms that 
you create, Gravic, Inc.  provides form design guidelines to help you get 
the best results p ossible. Please refer to Chapter 5 for form creation 
guidelines and tips.   

 Use the Template Editor portion of the Remark Office OMR software to 
create a form template (definition  file) . The form template tells Remark 
Office OMR how to read your form. To cr eate the form template, scan a 
blank copy of the form into the software and use the mouse to drag 
boxes around the areas  you want recognized. You then provide the 
software with information about the area , including what type of data to 
output.  Each form yo u 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 . 

 Process  filled - in forms  using a scanner or saved image files . Remark 
Office OMR provides flexibility in terms of  how you process images. For 
example, you can use a desktop scanner connected to the PC running 
Remark Office OMR, or scan with a networked multi - function peripheral 
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(MFP) and save image files on your network  (which Remark Office OMR 
will read) . Remark Off ice 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.  

 Correct any exception c ases . Remark Office OMR denotes  exceptions  with  
color -coded data grid cells  and  by  providing a descriptive word in the 
answer cell (e.g., ñBLANKò for a question that was not answered). The 
software provides a Review Exceptions function  to  correct exception  
cases as you process  the forms or after the forms are processed . Remark 
Office OMR assist s you in the data cleaning process by storing  an  image 
of each form as it  is processed . The software then uses these images to 
help automate the c orrect ion of  output errors and exception cases 
without needing to locate the appropriate paper form.  

 Save the data to over 30  output formats, including Access, Excel, SPSS, 
Survey Pro, The Survey System, ODBC, etc. Or, use the softwareôs builtï
in analysis program, Remark Qui ck 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.  

Remark Office OMR works with image scanners, which are the type of scanners 
that are also  used for scanning pictures or pages of text and are readily 
available from your local computer dealer or via mail order and on line 
companies. See Chapter 4 for more specific information about scanners and 
their relationship to Remark Office OM R. 

This Userôs Guide is designed to provide information about all of the features of 
the software as well as guid elines for using the software. Software features are 
not only described, but you are also given steps for how to use the features. 
Items taken directly from the software, such as menus, buttons and dialogs, are 
in bold  format whenever they are used in an instructional context.  

You are encouraged to read the chapters  that follow  in this userôs guide before 
designing your own forms or using the so ftware with your own forms. There are 
two tutorials included with the software, which are  accessed by clicking 
Start|Programs|Remark Office OMR 7|Documentation|Tutorials. The tutorials 
are PDF files that can be printed or read on -screen (you will need the Adobe 
Acrobat Reader to use these files: www.adobe.com ). This Userôs Guide contains 
answers to many of the common questions and/or problems users potentially 
face, and includes ñUnderstanding Error Messagesò and ñTips and Helpful Hintsò 
appendices to help you solve and avert problems.  
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1.1 What is Included with your Software  
Each purchase of Remark Office OMR includes the following:  

 One copy of the software on CD -ROM 

 One printed userôs guide 

 Three additional userôs guides, all in PDF format (all files install with the 
software):  

o Remark Quick Stats userôs guide  

o Remark Office OMR Automation Wizard userôs guide 

o Remark Office OMR FTP Utility userôs guide 

 30 days of free technical support  from the date of purchase (see Section 
1. 3 for further details regarding technical support)  

1.2 New Features in this Version  
Remark Office OMR 7 has many new features. The following list provides an 
overvi ew 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 f eatures here. Take some time to review this 
manual and the software to see all of the new enhancements.  

 OCR.  OCR (optical character recognition) has been added to the software 
in order to automatically recognize machine -printed characters.  Please 
note that  OCR is not handwriting recognition (which is called ICR, or 
intelligent character recognition). The OCR feature will read computer -
generated text only.  (Section 6.2.11)  

 Recognition/processing updates.  There have been several updates to 
recognition and pro cessing, including:  

o Missing/damaged mark recognition.  The recognition 
algorithms have been updated to better recognize missing or 
broken marks within a region. This means that if one or more 
marks in a region is missing or degraded, Remark Office OMR will 
still be able to read the marks in many cases.  (Section 10.4)  
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o Deskew/despeckle. Deskew/despeckle support has been added 
when scanning forms or reading from image files to improve 
recognition. (Section 4.3)  

o Color/grayscale scanning. You can scan in color or  grayscale 
without having to show your scannerôs TWAIN interface. The 
options are now available in the Scanner Properties window. 
(Section 4.3)  

 Printing and exporting multiple reports.  The ability to print, export, 
and generate multiple reports has been ad ded to Remark Quick Stats in 
the form of a Report Batch Wizard. Reports can be exported to a single 
combined file or individually to separate files. Report batches can be 
saved and reloaded. This feature is covered in detail in the Remark Quick 
Stats Userôs Guide.pdf file included with your software 
(Start|Programs|Remark Office OMR 7|Documentation).  

 Auto filtering of data.  The ability to auto - filter reports has been 
integrated into the new Report Batch Wizard in Remark Quick Stats. You 
can select up to thr ee separate fields by which to break down data into 
separate reports. For each unique set of records, a new report set will be 
generated automatically. For example, if you process course evaluations, 
Remark Quick Stats can automatically separate each instr uctorôs results 
into individual reports.  This feature is covered in detail in the Remark 
Quick Stats Userôs Guide.pdf file included with your software 
(Start|Programs|Remark Office OMR 7|Documentation).  

 Duplicate detection. You can optionally flag duplicat e entries in a data 
set to alert you to a potential problem (e.g., when scanning tests a 
studentôs ID number comes up twice). (Section 7.12)  

 Answer key utility. The Grade Wizard has been broken out into its own 
utility, which can be accessed without launch ing the entire Remark Office 
OMR application. In addition, the Answer Key utility/Grade Wizard can 
now save what is called a Generic answer key file (*.gaky) that does not 
save any information for ungraded questions. This allows a generic 
answer key to be applied to any form type with enough graded questions 
and answer choices.  This feature is covered in detail in the Remark Quick 
Stats Userôs Guide.pdf file included with your software 
(Start|Programs|Remark Office OMR 7|Documentation).  

 Reusing learning obj ectives. Learning objectives/Analysis group 
names can be imported from a database or spreadsheet format into the 
Grade Wizard/Survey Wizard. You may select the objectives you wish to 
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use from a list upon import.  This feature is covered in detail in the 
Remark Quick Stats Userôs Guide.pdf file included with your software 
(Start|Programs|Remark Office OMR 7|Documentation).  

 New barcode types.  New barcode functionality has been added so that 
the software reads many new 1D and 2D barcode types. Textual 
barcodes can now contain multiple items separated by a delimiter (e.g., 
you can have multiple textual items in one barcode and separate them 
into separate fields in the data grid).  (Section 6.2.10)  

 Ranking question type.  A ranking OMR question type was added so 
tha t you can have respondents rank items in a list.  (Section 6.2.5)   

 Instant graphs. A graph viewer has been added to the Data Center to 
display an item analysis of the current field in the data. The graph viewer 
is split with the image viewer at the bottom o f the screen. (Section 7.4)  

 Report updates. The following updates have been made to specific 
reports  (these features are covered in detail in the Remark Quick Stats 
Userôs Guide.pdf file included with your software 
(Start|Programs|Remark Office OMR 7|Docum entation)) :  

o Crosstab Report:  The correct answer is now marked with an 
asterisk when grading.  

o Item Statistics Report:  You may now sort the Item Statistics by 
question difficulty.  

o Detailed Item Analysis:  You may now sort the data  by 
frequency  on the Detailed  Item Analysis Report.  

 Extra credit questions for test grading.  Support for extra credit 
questions has been added through the Grade Wizard. Extra credit 
questions do not count toward the total points possible for the test, so 
any points scored on extra cre dit questions are in fact "extra" and make 
it possible to score over 100% on a test. This feature is covered in detail 
in the Remark Quick Stats Userôs Guide.pdf file included with your 
software (Start|Programs|Remark Office OMR 7|Documentation).  

 Qualitati ve response coding. For data entry style image regions, you 
can now enter a list of qualitative response codes and values when 
setting up the region. Response codes can also be loaded, edited, and 
saved. Image regions with response codes have a drop -down l ist in the 
data grid and Review Exceptions pane. The response choices are also 
sent down to Remark Quick Stats for analysis (as a multiple choice style 
question) and to exported data.  (Section 6.2.9)  
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 Review exceptions updates. Several updates have been mad e to the 
Review Exceptions functionality:  

o Skipping exception flag types.  When reviewing exceptions in 
the data, you can optionally skip certain flag types and the flag 
will be removed. This feature allows you to review data multiple 
times without having t o review areas that have already been 
reviewed. (Section 10.2)  

o Reviewing exceptions with database lookup.  When reviewing 
a database lookup error, once the correct lookup value is set, the 
appended fields from the database will be filled automatically 
based  on the entry entered for the lookup region.  

o Exception flags update. The exception flags in the Data Center 
have been replaced with user - friendly color -coded cells.  

 Flexible report header use.  Report headers are now much more 
flexible and can be tied to individual tests or surveys. You can now define 
report headers within the Grade or Survey Wizard, allowing you to create 
and reuse specific report headers that will always be used with that 
particular test or survey. This feature is covered in detail in th e Remark 
Quick Stats Userôs Guide.pdf file included with your software 
(Start|Programs|Remark Office OMR 7|Documentation).  

 Name builder.  A Name Builder has been added to the Read Wizard that 
when clicked will display a new dialog that can be used to create  
dynamic image names and paths based on recognized data. You can add 
fields from your data set to the image base name and to the path 
statement. (Section 7.3)  

 Package and rename images.  An option has been added to the Read 
Wizard called "Package and rename  images". When reading from images, 
the images will be repacked into a new folder based on your selections. 
For example, a set of single page PCX files could be repackaged as a 
multiple page PDF file where each PDF is named based on the 
respondentôs first and last name (from the data set).  This feature is very 
handy for archiving processed  image files.  (Section 7.3.2)  

 Allow blanks option.  An option to never flag blank responses has been 
added to the Template Editor so that you can specify not to flag blank 
responses for certain questions (e.g., blanks might be okay because a 
large portion of the respondents will end up skipping this question based 
on responses to previous question(s)). (Section 6.3.1.e)  
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 Interface updates.  The toolbars and Task Pane  have an u pdated look 
and feel. The toolbars are completely customizable. In addition, many 
open and save windows have directory history listings to help you quickly 
navigate to file locations, and the recently used file list is now common 
between the Template Edito r and Data Center.  

 FTP utility. An FTP utility has been added to the software to allow you 
to easily move exported files to a server or other application.  This feature 
is covered in detail in the Remark  Office OMR  FTP Utility Userôs Guide.pdf 
file included  with your software (Start|Programs|Remark Office OMR 
7|Documentation).  

 Access/Excel 2007 support. The ability to  open and save data to the 
Access and Excel 2007 formats has been added.  (Section 8.6)   

 Native SQL and Oracle support.  Rema rk Office OMR can save data 
directly to the SQL or Oracle formats without having to go through an 
ODBC connection.  (Section 8.6)   

 Database saving options. When saving to a database where one or 
more fields are too small to hold the data being saved, Remark  Office 
OMR attempts to resize the database column so that it will hold the data 
being saved. You have the option to resize the columns or allow the 
excess data to be truncated.  

 Saving stored image file names.  When saving data, you can save the 
stored ima ge file name using the advanced data saving options. (Section 
8.6)   

 Automation Wizard enhancements.  The Automation Wizard has been 
updated to include the ability to open data files, launch report batches, 
apply generic answer keys and utilize configuration  files saved through 
the Advanced options in the Save Data window.  This feature is covered 
in detail in the Remark Office OMR Automation Wizard Userôs Guide.pdf 
file included with your software (Start|Programs|Remark Office OMR 
7|Documentation).  

 Grid column tooltips. A balloon tip is displayed over data grid column 
headers in the Data Center to display pertinent information about the 
region/question.  

 Database lookup automatic reconnection.  You can reconnect a form 
template to a dat abase if the database is moved after setting up 
database lookup, eliminating the need to setup the connection again. 
You are prompted automatically if the software can not  find the database . 
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 Converting form templates to web forms. Form templates can be 
conv erted to Remark Web Survey web forms if you are using the two 
products.  You can now right click on an .OMR file and select Convert, or 
select Convert Template from the File menu within the Remark Office 
OMR Data Center for easy form conversions.    

1.3 Tech nical Support   
Remark Office OMR includes a printed userôs guide and online help. You will also 
find a knowledgebase on the Gravic, Inc.  website  (see the back of this user's 
guide for the web address) , where you will find the answers to frequently asked 
questions . There is also a Remark Forum on the website where you can post and 
search questions sub mitted by other Remark customers. In addition, there are 
two tutorials included with the software (Start|Programs|Remark Office OMR 
7|Documentation|Tutorials) , which we  strongly recommend  you perform before 
using the software with your forms . Most question s can be answered by 
consulting these reference materials.  

If a problem with Remark Office OMR arises that cannot be solved using the 
materials above , customers may  contact Gravic, Inc. ô technical support.  

Note:  For the first 30 days of ownership, techni cal support is 
included for free (starts from date of purchase). After 30 days, 
Gravic, Inc.  makes support available only to registered users of the 
Remark Office OMR software who hold a valid support agreement.  
For more information about purchasing a supp ort agreement, please 
go to our website  (address provided on back of this user's guide) . 

Before contacting technical support, please gather the following information:  

 The version and serial number of the Remark Office OMR software (you 
can find this inform ation by selecting the Help  menu and then clicking 
About )  

 The steps required to reproduce the problem  

 The type, model and configuration of your comp uter and scanner, if 
applicable  

Gravic, Inc. ô technical support team provides product support to customers w ith 
valid support agreements via email, web, phone and fax. Please see the back of 
this userôs guide or our website for current contact information . In addition, you 
will  fin d free support tools on our web site.  
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Installing and Activating Remark 

Office OMR   

 

Chapter 2  

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

2.2 System Requirements  
The following section provides the system configuration for running Remark 
Office OMR.  

 Personal computer with 1 GHz or faster processor  

 Windows 32 -bit op erating systems: 2000 SP4, XP SP2, Server 2003 or 
Vista  

 1 GB RAM  

 1 GB free fixed disk space  

 CD-ROM drive (for installation purposes)  

 Screen/monitor resolution of 1024x768 or higher and at least 32 -bit 
color  

 Mouse or other pointing device  

 Supported sc anner (recommended)  

 Windows -supported printer (optional)  

 Internet connection recommended for initial software activation  
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2.3 Installing the Software  
You must run the Remark Office OMR installation pro gram in order to use the 
software. Install Remark Office OMR on a fixed drive with at least 1GB of free 
disk space.  To scan directly  into Remark Office OMR, you must install the 
software  on the same system to which the scanner is attached. Before installin g 
the software, make sure you are an administrator on your computer. (Note: 
Scanners can be used if they are not connected to the PC running Remark Office 
OMR. You must first scan forms and save them as image files outside of Remark 
Office OMR. Then the so ftware will read those images.)  

If you are upgrading to Remark Office OMR 7 from an earlier version , do not 
install the software in the same directory as your previous version. Once the 
installation is complete, you can copy information from your old insta llation that 
you want to use in the new version (e.g., form templates, data, etc.).   

Note:  Form template files are upward compatible only. Remark 
Office OMR 7 will convert 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.  

 

To install Remark Office OMR   

The Remark Office OMR CD -ROM contains an auto play feature so that wh en it is 
inserted into your CD -ROM drive, the installation will begin automatically. This 
feature is only available if your CD -ROM driveôs auto play feature is enabled. If 
the software installation does not automatically start, use the following 
instructio ns 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 runnin g.  

3  Double click Add or Remove Programs .  

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

Note:  The .NET 2.0 Framework is required to install Remark Office 
OMR. If you do not have it installed on  your system, you will be 
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prompted to install it. Once the .NET 2.0 Framework installation 
completes, the Remark Office OMR installation will resume 
normally.  

5  Follow the on -screen instructions to complete the installation. You will be 
prompted for a serial  number  and authentication code . You can find this 
information on a sticker on the back of your userôs guide. 

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 mo st 
cases, and especially i f multiple people use this computer and will need to 
use Remark Office OMR on this computer, you should choose the option for 
"all users."  

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 in order to reinstall it on the same 
computer , use the Windows Control Panel|Add or Remove Programs function.  If 
you need to un install the software and reinstall it on another computer, you 
must transfer your software license before you uninstall. Please see Section 
2.5.2 for details before proceeding  with the uninstall . 

Note:  When uninstalling the software, all program and defaul t files 
will be removed. Files that you created will 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.  

 

To uninstall Rem ark Office 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.  

3  Select Remark Office OMR  7  fro m the list and then click Remove .  

4  Follow the on -screen instructions to complete the de - installation.  
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2.5 Running  Remark Office OMR  
Use the following procedures to start and exit Remark Office OMR:  

 

To start Remark Office 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 Office OMR 7  and then click 
Remark O ffice OMR  Data Center . To go directly to the Template Editor, 
click Remark Office OMR Template Editor .  

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

If you have activated your software, the About Remark Office OMR window 
displays. This informational window remains for a few seconds while the 
program loads. When complete, the main Remark Office OMR window displays. 
If you have not activated your software, continue to the next section.  

2.5.1 Software  Activation  

Remark Office OMR requires activation in order to run on your computer. 
Activation means that the copy you have installed is ñauthenticatedò on the 
computer. Once the software is activated, it cannot be installed on another 
computer without deactivating it from the current computer. You may activate 
your software over the Internet (recommended) or through several manual 
methods.  

The first time t he software runs and until you activate your software, you will 
receive a message indicating how many uses and/or days you have left to 
activate the software. If you exceed your 
time, you will not be able to use the 
software any longer  without activation . 

1  When the prompt appears to activate 
your software, click the Activate  
button.  

2  The License Key Entry  window 
appears. Enter your License Key, 
which appears on the back of your 
userôs guide. 
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3  Click the Submit  Key  button.  

4  The Software Activation  window 
appear s.  Note that the license key 
listed in this window can be 
modified by clicking it (in case you 
did not enter it correctly on the 
previous screen).  

5  To activate the software 
automatically over the Internet, 
click the Activate  Automatically  
button. Your licen se key information 
will be sent to a secure server, 
which will return a code to the 
computer that activates the 
software.  This is the faste st way to 
activate your software.  This is a 
one - time  process, so once the 
software is activated, you will not 
have to  go through this process 
again.  

Note:  When transmitting the license key over the Internet, no 
personal information is sent to Gravic, Inc. Our server simply 
verifies your license key, and if valid, sends the activation code back 
to your computer.  The trans fer happens via a secure server.  

The About Remark Office OMR window displays. This informational window 
remains for a few seconds while the program loads. When complete, the main 
Remark Office OMR window displays. If you prefer to  activate  your software  
ma nually , continue to the next section.  
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2.5.1.a Manual Activation  

1  If you do not have an Internet connection, or do not wish to activate your 
software automatically, click the lin k provided in the Activate Software  
window for manual activation.  You have three options for activation:  

 Email:  You may click the hyperlink Click here to request an 
activation code via email  to construct an email message that you can 
send to Gravic. Once the email is received and processed, Gravic or your 
reseller  will send you an email with 
your activation code.  

 Fax : You may click the print  
hyperlink to generate an HTML 
document, in which you can enter 
your contact information, and then 
print and fax the  document to Gravic 
or your reseller . Once processed, an 
activation code will be sent back to 
you.  

 Telephone:  You may also request 
an activation code by telephone.  Be 
prepared to read the Authorization 
Request Code  you see in the 
Software Activation  window  when 
you call.  

Important Note : Automatic activation over the Internet is the 
fastest way to receive your activation code. The manual options will 
rely on processing from Gravic  or our reseller , based on operational 
hours. If you purchased your software fr om a reseller outside of the 
United States or Canada, (not Gravic directly), and you are 
activating manually, we recommend that you contact your reseller 
directly for  an  activation code.  

2  Once you receive your activation code, click the Enter Activation Cod e  
button.  

3  Enter the Activation  Code  exactly as it was given to you. You can use 
Ctrl+V to paste the information from the Windows clipboard (e.g., if you 
copied it out of an email message).  

4  Click the Activate  button to activate your software.  
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This is a one - time process, so once the software is activated, you will not have 
to go through this process again. Once activated, the software will open 
normally for use.  

2.5.2 Transferring a License  

The Gravic software  license agreement states that any one copy of the software 
can only be installed on one computer. If you need to transfer your software to 
another computer, you may deactivate the license on one computer, install the 
software on a different computer and t hen activate the software on the new 
computer. Note that once a license is deactivated on a computer, it cannot be 
activated on that computer again. You will need an active Internet connection to 
transfer a license.  

Note:  If you need to uninstall and reins tall the software on the 
same computer (e.g., for installation issues), you may do so 
without  deactivating the license.  

 

To transfer a license  

1  Select the Help  menu and then click Transfer License .  

2  A warning message appears that you should read very careful ly. It states 
that you will not be able to install the software on this system again and 
that you need an Internet connection to continue. You will need to agree to 
the terms before proceeding.  

3  Click the Continue  button.  

4  The License Key Transfer  screen app ears, detailing the steps that will 
happen to deactivate the license. In short, you will first deactivate the 
license on the current computer. Then you will install Remark Office OMR on 
the second computer and activate it there using the same license key.  Once 
you have read the full instructions on this screen, click the Continue  button.  

The license will be deactivated. You may now install the software on anoth er 
machine using your original l icense key. Use the activation procedures described 
in Section 2.5 .1 to activate the software on the new computer.  
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2.5.3 Missing or Corrupt License File  

In rare cases, an instance may arise 
where the main license file is mi ssing 
or corrupt (e.g.,  if the license file was 
deleted by mistake). If you receive a 
Missing License  error  message , 
please contact Gravic technical 
support for assistance (contact 
information is on the back of this 
userôs guide). We will diagnose the 
issu e and then if applicable, send you 
a file containing the information  you 
need to recover your license.  In the Missing Li cense  window, you will browse 
to the file we send you and then click OK  to recover your license.  

In the case of a corrupt license you w ill 
receive a License Recovery error 
message. Please contact Gravic 
technical support with the Application  
license key  and Recovery request 
code  that you see in the License 
Recovery error window. We will then 
provide you with a recovery code you 
can enter to restore your license.  Once 
the license is recovered you will need to 
activate it again (you will be prompted 
by the software automatically).  
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Navigating Remark Office OMR  

Chapter 3 

3 .1 Overview  
This chapter  provides an overview of how to get around in Remark Office OMR, 
including the menu items and tools available in the software. Wizards and other 
navi gation tools are also described.  Specific functions are explained in more 
detail in the appropriate sections of this userôs guide. 

3 .2 Remark Office OMR Components  
The Remark Office 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 Office OMR 
documents at one time.  

Remark Office OMR contains a Template Editor component, a Data Center 
component and a Remark Quick Stats component.  The Template Editor is used 
to create form temp lates 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 windo w. 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 tool bar 
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 tool bar to change. 
Tools and options that lack functionality 
in a particular window do not display  or 
are disabled (grayed out) . The status bar 
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displays information about the active document or the selected command.  

3 .3 Navigation Tools  
Remark Office OMR includes many wizards and navigation shortcuts to help you 
move through the software. The left portion of each component 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 will automatically update 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 menus  or tool bar. If you 
would prefer not to use the Task Pane , you may close the window by selecting 
the View  m enu and disabling the option titled Task Pane .  

In some windows you will also notice an information button  . When you see 
this button, h over the mou se 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 Office OMR software. You can use either the mouse or the keyboard to 
perform functions within Remark Office OMR. Occasionally, you might find it 
easier to combine the mouse and keyboard functions.  

3 .4.1 Using the Mouse  

In this Userôs Guide, the phrase ñthe mouse buttonò 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  releas e the mouse button twice  

Right click  Press and release the right mouse button  

Press Press and hold the mouse button  

Drag  Move the mouse whil e holding down the mouse 
button  
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3 .4.2 Using the Keyboard  

You can u se the keyboard or the mouse and the keyboard to make selections 
and perform functions within Remark Office 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 Us ing Keyboard Shortcuts  

Most menu items and window objects provide ñshortcut keysò as an alt ernative 
to using the mouse. An underlined letter in the label indicates the sh ortcut 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 Alt +F  to access the File  menu.)  

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

Many Remark Office OMR menu pull -down options also employ ñhot keyò 
shortcuts (e.g., use Ctrl +X  for ñCutò). 

3 .4.4 Scrolling  

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

 The arrow  keys move the list up or down a line at a time.  

 The Page Up/Page Down  keys move up or down a ñpageò (window) of 
text at a time.  

 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:  
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Mouse Action  Result  

Click the arrow at the b ottom of the 
scroll bar  

Moves your  view in the list down one 
line  

Click the arr ow at the top of the 
scroll bar  

Moves yo ur view in the list up one line  

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 th e elevator 
along the scroll bar  

Click the mouse pointer above  the 
elevator in the scroll bar  

Moves the ele vator up one section  

Click the mouse pointer below  the 
elevator in the sc roll bar  

Move s the elevator down one section  

3 .5 Menu Items  
Context -sensitive help is available for all menu items by highlighting the item in 
question and pressin g F1. The following sections provide menu options for the 
Remark Office OMR Template Editor and Data Center. Menu options for Remark 
Quick Stats are detailed in the Remark Quick Stats Userôs Guide, which you can 
access under Start|Programs|Remark Office OM R 7|Documentation . Please see 
the corresponding sections in this userôs 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. 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  

1  Right click the desired toolbar and then click Customize .  

2  On the Toolbars  tab, choose the toolbars to display.  

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.  
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4  On the Keyboard  tab, review the keyboard shortcuts for v arious tools. You 
may also create new toolbar shortcuts.  

5  On the Options  tab, choose whether to show full menus when d ropped 
down, reset the menu usage, display large icons, whether to show 
ScreenTi ps on toolbars, whether to show shortcut keys in the Screen Tips, 
and whether to use menu animation  (changes how menus drop down) . 

6  In addition, when you are in customize mode, you can drag icons around to 
reposition them or completely off the toolbar to remove them, right click 
icons and choo se how you want them di splayed, etc. We encourage you to 
review the various options in order to setup the toolbar in an optimal way for 
your use of the software.  

Note:  When customizing the toolbar, you will 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).  

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 -
Down Item  

Function  

 

New  
(Ctrl + N)  

Creates a new form template.  

 

Opené 
Template  
(Ctrl + O)  

Opens an existing form template for editing.  

 Close           
(Ctrl + F4)  

Closes the current form template.  
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Tool  Menu Pull -
Down Item  

Function  

 

Save  
(Ctrl + S)  

Saves the open form template to a new or 
existing file. Clicking the Save button will create a 
new form template file or save the form template 
to the current file if one has already been 
established . 

 Save As  
(F2)  

Saves an existing form template file under a new 
name or allows you to change the path to which 
the file saves.  

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

 

Properties  
(F12)  

Displays the properties for the open form 
template.  

 Exit  
(Alt + F4)  

Exits the Remark Office OMR  Template Editor . 

 

Data Center:  

 

Tool  Menu Pull -
Down Item  

Function  

 

New Form 
Template  
(Ctrl + N)  

Launches the Remark Office OMR Template Editor 
in the new template state so that you may create 
a new form template.  

 

Open Form 
Template  
(Ctrl + O)  

Opens an existing form template for processing 
forms, opening data and r unning reports. Multiple 
form templates can be opened simultaneously, 
and the same form template can be opened 
multiple times.  

 

Edit Form 
Template  
(Ctrl + E)  

Launches the Template Editor with the active 
template automatically open for editing.  
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Tool  Menu Pull -
Down Item  

Function  

 
Open D ata 
(Ctrl + O)   

Opens an existing data file and displays the data 
in the current template grid window. Remark 
Office OMR can read and save data in dozens of 
different file formats.  

 
Open  Report 
(Ctrl + R)  

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

 

Save Data  
(Ctrl + S)  

Saves data from the grid to a new or existing data 
file. Clicking the Save button will create a new 
data file or save the data to the current file if one 
has already been established.  

 Save  Data  
As ( F2)  

Saves an  existing data file under a new name, 
allows you to select an output format, or allows 
you to change the path to which the file saves.  

 
Batch 
Wizard  

Opens the batch wizard so that you can create 
batch files. Batch files allow you to process a 
header shee t with identifying information for the 
forms that will follow.  

 

Print             
(Ctrl + P)  

Prints the contents of the grid or an image.  

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

 Close           
(Ctrl + F4)  

Closes the current document. The document may 
be a form template grid window or image window.  

 Exit  
(Alt + F4)  

Exits the Remark Office OMR  Data Center . 
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3 .5.2 Edit Menu  

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

 

Template Edit or:  

 

Tool  Menu Pull -
Down Item  

Function  

 

Undo  
(Ctrl + Z)  

Undoes the most recent change to the form 
template.  

 

Redo  
(Ctrl + Y)  

Redoes the last action to which Undo was applied.  

 

Cut  
(Ctrl + X)  

Moves a se lection of text or region from one place 
to a nother (or to another form template ) by 
cutting it from the original position and pasting it 
in a new position (paste is a separate command).  

 

Copy  
(Ctrl + C)  

Allows for easy duplication and movement of 
information. You can copy a selected portion of 
te xt from a form template, or a region from one 
part of a form template  (or a different document 
altogether), and paste it in a different part of the 
form template . 

 

Paste  
(Ctrl + V)  

Pastes information from the clipboard after the 
selected node in the tre e view.  

 Paste  Before  
(Ctrl + B)  

Pastes information from the clipboard before the 
selected node in the tree view.  

 Copy Special  
(Ctrl + L)  

When copying and pasting between two instances 
of the Template Editor, use Copy Special to copy a 
region or regions  to the clipboard.  
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Tool  Menu Pull -
Down Item  

Function  

 Paste 
Special  
(Ctrl + U)  

When copying and pasting between two instances 
of the Template Editor, use Paste Special to paste 
a region or regions from the clipboard. (Note: You 
must use Copy Special to copy this information to 
the clipbo ard.)  

 

Delete  
(Delete)  

Erases the highlighted information. This operation 
does not use the clipboard, and Remark Office 
OMR retains no copy of the deleted information 
(except by Undo).  

 

Data Center:  

 

Tool  Menu Pull -
Down Item  

Function  

 

Cut  
(Ctrl + X )  

Moves a section of text from one place to another 
(or to another document) by cutting it from the 
original position and pasting it in a new position 
(paste is a separate command).  

 

Copy  
(Ctrl + C)  

Allows for easy duplication and movement of 
informatio n. You can copy a selected portion of 
text from one part of a template grid  (or a 
different document altogether), and paste it in a 
different part of the template grid . 

 

Paste  
(Ctrl + V)  

Whenever a section of text is copied or cut, 
Remark Office OMR pla ces 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 
prog ram and pasted to a document of another as 
long as the data are compatible.  
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Tool  Menu Pull -
Down Item  

Function  

 Paste 
Special  

Allows you to paste information from one cell in 
the template grid to multiple cells.  

 

Delete  
(Delete)  

Erases the highlighted information. This operation 
does no t use the clipboard, and Remark Office 
OMR retains no copy of the deleted information 
(except by Undo).  

 
Insert Rows 
(Shift + 
Insert)  

Inserts a row into the template grid based upon 
the active cell. The row will be added above the 
row containing the acti ve cell.  

 
Delete Rows 
(Shift + 
Delete)  

Deletes a row in the template grid. The row 
containing the active cell(s) will be deleted.  

 

Find  
(Ctrl + F)  

Displays a window asking for the search text . 
Remark Office OMR searches forward from the 
cursor positio n for the text requested.  

 

Find Next  
(F3)  

 

Searches for the next instance of the previous 
search. If Find has not yet been chosen, or could 
not locate the previous search, Find Next disables.  

 
Replace  
(Ctrl + H)  

Displays the Replace text  window. The search text  
box 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  
(Ctrl + A)  

Highlights the entire template grid . This is 
equivalent to clicking the top - left corner of the 
grid and dragging the mouse to the bottom - right, 
selecting all cells in the process.  

 
Sort  Allows the sorting of data in ascending or 

descending patterns ba sed on particular regions.  
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3 .5.3 View Menu  

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

 

Template Editor:  

 

Tool  Menu Pull -
Do wn Item  

Function  

 
Task Pane  Displays the Task Pane  that is used as a shortcut 

to perform functions (e.g., open, save, etc.)  

 

 

 

 

Zoom  Fit Height: Positions the image portion of the 
Template Editor so that it fits in the entire window 
in terms of hei ght.  

Fit Width: Positions the image portion of the 
Template Editor so that it fits in the entire window 
in terms of width.  

Zoom In: Makes the image portion of the 
Template Editor window larger.  

Zoom Out: Makes the image portion of the 
Template Editor windo w larger smaller.  

 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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Data Center:  

 

 Menu Pull -
Down Item  

Function  

 
Task P ane  Displays the Task Pane  that is used as a shortcut 

to perform functions (e.g., open, save, etc.)  

 
Image 
Viewer  

Displays the Image Viewer in the Data Center to 
show images of forms as they are processed or 
when clicking in a cell.  

 
Graph 
Viewer  

Displ ays the Graph Viewer in the Data Center to 
show a graph of data as forms are processed or 
when clicking in a cell.  

 Theme  Allows you to choose a theme for the software, 
which defines colors, fonts, title bars, etc. You 
may also choose whether to display l arge or 
small icons on the toolbar.  

3 .5.4 Tools Menu  

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

 

Template Editor:  

 

Tool  Menu Pull -
Down Item  

Function  

 

 

Reset 
Images  
(Ctrl + R)  

Resets the open form templateôs images. This 
feature will allow you to reacquire images from 
the scanner or image file and is useful if your 
form has changed slightly  but you have already 
created a form template.  
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Tool  Menu Pull -
Down Item  

Function  

 
Response 
Scales  
(Ctrl + Q)  

Accesses the Scales that have been saved so 
that you may edit them or create new scales. 
Scales are used as Labels when creating OMR 
regions and Image regions using qualitative 
response codes, and are the output you will see 
when processing forms.  

 

Auto Align 
Form 
Template  

Remark Office OMR attempts to align regions 
based on where they were originally created and 
the current form image. This feature is useful 
after resetting imag es. If there are slight 
differences between the original image and the 
new image, the regions will be adjusted 
accordingly. (Note: You should review the  form  
template after aligning to ensure regions are 
positioned correctly.)  

 

Perform 
Spell Check  
(F7)  

Checks the open form template for spelling 
errors in the region names, labels and question 
text.  

 

Scanner 
Properties  
(F8)  

Accesses the Scanner Properties window so that 
you setup a scanner or make changes to the 
current setup.  

 

Preferences  
(F9)  

Allows y ou to modify settings that control the 
way the Template Editor looks, feels and 
performs. Use the Task Pane  to perform 
software customization. Remark Office OMR 
saves any changes you make and applies them 
to future actions.  
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Data Center Options:  

 

Too l  Menu Pull -
Down Item  

Function  

 
Read Wizard  
(F5)  

Opens the Read Wizard so that you may read  
page(s) from a scanner or an image file and 
place the data into the template grid.  

 

Easy Scan  
(Ctrl+ F12)  

Begins the scanning process based on the last 
settings used in the Read Wizard. Note that 
you will not be able to adjust the settings. If 
you are unsure of the last settings used, you 
should use the Read Wizard to scan your forms.  

 End Read  Stops the process when scanning forms or 
reading image files.  

 

Review 
Exceptions  
(F4)  

Searches the open data grid and allows you  to 
correct exception cases (e.g., blank or multiple 
responses) and enter image region  information. 
The Task Pane on the left will show the 
available options.  

 

Review 
Duplicates  

Searches the o pen data grid and allows you to 
correct 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 will show the available options.  

 
Review 
Unrecognized 
Images  

When proce ssing forms with Auto Form ID , 
Auto Page ID or Respondent Tracker regions, 
unrecognized images enter a list for later 
review. Use this command to review images 
that Remark Office OMR did not recognize 
when processing the forms.  
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Too l  Menu Pull -
Down Item  

Function  

 

 

 

 

 

Analysis  Access the grade and survey options in the 
software:  

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 
setting s that control the way Remark Quick 
Stats looks, feels and performs.  

 View Image  Opens an image file.  

 
Automation 
Wizard  

Launches the Automation Wizard, which allows 
you to set up executable files that automate 
basic Remark Office OMR functions.  

 FTP Utility  Launches the FTP Utility, which allows you to 
setup a Windows service on your system to 
move files automatically from Remark Office 
OMR to an external application using File 
Transfer Protocol (FTP).  

 
Respondent 
Detection  
(F11)  

Allows you to deter mine 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.  

 

Perform Spell 
Check  (F7)  

Checks the selected data file for spelling errors.  
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Too l  Menu Pull -
Down Item  

Function  

 

Scanner 
Properties  
(F8)  

Accesses the Scanner Properties window so 
that you setup a scanner or make changes to 
the current  scanner  setup.  

 

Preferences  
(F9)  

Allows you to modify settings that control the 
way the Data Center  looks, feels and perf orms. 
Use the Task Pane  in the Preferences  to 
perform software customization. Remark Office 
OMR saves any changes you make and applies 
them to future actions.  

3 .5. 5  Page and Region  Menus  

The Page 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 template.  The items 
change depending on whether you have selected a Page node or a Region  node 
in the tree view.  

 

Tool  Menu (Page 
or Region)  

Menu Pull -
Down 
Item  

Function  

 

 

 

 

 

Page & Region  Insert  Inserts a page or region before or  
after the selected node.  
 
Page: Yellow  
OMR: Green  
Image: Blue  
Barcode: Orange  
OCR: Purple  
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Tool  Menu (Page 
or Region)  

Menu Pull -
Down 
Item  

Function  

 

Region  Auto Align  
Page 

 

 

Allows you to auto align the 
selected  page to a new image. 
This feature is useful when you 
need to rescan the form due to 
form changes, skew, etc  (e.g., 
when using the Reset Images 
feature) .  

 

Region  Append 
Linked 
Region  

Adds a region  to another region , 
linking  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.  

 

Region  Link 
Regions  

Links multiple regions together so 
that they are considered one 
question.  

 

Region  Break 
Region Link  

Separates a linked region into 
individual regions.  

 

Page & R egion  Properties  Shows the properties for the page 
or region.  
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3 .5. 6  Help Menu  

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

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

 

Tool  Menu Pull -
Down Item  

Function  

 Contents  Displays the contents of the Remark Office 
OMR help file.  

 Tutorials  Displays a folder containing the Remark Office 
OMR tutorials in PDF format.  

 Documentation  Displays a folder containing the Remark Office 
OMR userôs guides in PDF format. 

 Edit 
Authentication  

Allows you to enter a new serial number or 
authentication cod e for the software. You will 
only use this option when directed by Gravic 
personnel. (Data Center only)  

 Transfer 
License  

Allows you to deactivate the software license 
on the current computer so that you can 
install and transfer the license to another 
com puter. (Data Center only)  

 Check for 
Updates  

Launches your default web browser and loads 
the software updates page on the Gravic 
website. Look under Help|About in the Remark 
software to see what version of the software 
you are running. Then check the soft ware 
updates web page to see if a newer version is 
available.  

 Copyrights  Displays copyright information for Remark 
Office OMR. (Data Center only)  
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Tool  Menu Pull -
Down Item  

Function  

 About Remark 
Office OMR 
Template 
Editor/Data 
Center  

Displays the About Remark Office OMR 
window, showing i nformation about Gravic, 
Inc. as well as the serial number and current 
version of the software that is running.  

3 .6  Accessing the Software  Help  File  
Remark Office OMR includes  a help  file to provide answers to your questions. 
Use the following procedures to access help when running Remark Office 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 Office OMR, select the 
Help  menu and then click Contents .  
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Setting Up Your Scanner  

 

Chapter 4  

4.1 Overview  
This chapter will provide general information about scanners an d how to 
configure your scanner in Remark Office OMR. You should already have your 
scanner connected to your computer and the drivers installed that will allow the 
scanner to work before attempting to use your scanner with Remark Office OMR.  

4.2 Scanners -  General Information  
A scanner is a peripheral device that is attached to a computer to scan paper -
based documents, photographs, etc., in order to produce equivalent image file 
representations. Remark Office OMR works i n conjunction with image scanners, 
which are the type of scanners that are also used for scanning pictures or pages 
of text and are readily available from your local computer dealer or via mail 
order and online companies. Scanners come in many different mo dels and fall 
into many different price ranges depending on their performance and features. 
For Remark Office OMR purposes, it is recommended that you use a scanner 
with a sheetfeeder  (ADF  -  Automatic Document Feeder) , which will allow you to 
scan multiple  pages in batches, thus facilitating the data collection process.  
Gravic, Inc.  keeps a list of supported scanners on our website  (see the back of 
this user's guide for website  information ). Use this list to verify whether your 
scanner is likely to be compa tible with Remark Office OMR.  
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4.2.1 Scanner Connections  

Scanners are connected to a computer via a cable. Scanners are typically 
connected to the computer in one of three  ways:  

 USB Port  

 SCSI Card   

 Network connection  

A video  connection is not supported in Remark Office OMR . For USB port 
connections, you simply connect the scannerôs cable to the appropriate port on 
the computer. For SCSI connections, you connect the scannerôs cable to a SCSI 
card that is located inside the com puter. Some scanners will come with their 
own SCSI cards, or the computer may already have one installed. Otherwise, a 
SCSI card will need to be purchased. Please see your scannerôs installation 
guide for the specifics on your particular model.  Please note  that SCSI cards are 
typically used with older scanners so you should check compatibility with your 
operating system. Network scanners are not connected directly to a computer. 
They are attached to the network so that multiple computers can connect to 
them . Typically these systems are multi - function systems where you can print, 
copy, scan or fax. See section 4.4 for more information on multi - function 
peripherals.  

Note:  Read the scanner manufacturerôs directions BEFORE installing 
your scanner. You may need to install items in a specific order.  

4.2.2 Scanner Drivers  

Communication between software and a scanner occurs through a driver. There 
are several different scanner communications protocols. Remark Of fice OMR 
supports the most  common protocol: TWAIN. TWAIN is a standard protocol for 
controlling scanning equipment. With TWAIN, each scanner manufacturer 
provides a TWAIN compliant driver for their scanners, and each software 
application includes TWAIN sup port as part of the software. Software 
applications supporting the TWAIN protocol can control many different scanners. 
When using the TWAIN option in Remark Office OMR, you will have the option of 
using legacy support for older scanner drivers.  

Once you ha ve connected your scanner to the computer, install the appropriate 
drivers and verify that the scanner is functioning properly. Then proceed to the 
next section: 4.3 Selecting Your Scanner.  
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4.3 Selecting Your Scanner  
To use your scanner with the Remark Office OMR software, you must first select 
your scanner from the list of supported scanners.  

4.3. 1  TWAIN Support  

TWAIN is a standard for controlling sc anning equipment. Most scanners ship 
with a TWAIN driver. If you are uncertain whether you have a TWAIN driver, 
check with your scanner manufacturer.  

Note:  Individual scanner manufacturers write their own scanner 
drivers. The TWAIN standard leaves some ar eas unclear/open for 
interpretation, and as a result, the functionality of some TWAIN 
drivers is questionable. Remark Office OMR supports the TWAIN 
protocol, however, since scanners come onto the market so quickly 
and different companies have different sof tware quality standards, 
Gravic, Inc.  cannot guarantee that all TWAIN drivers will work 
correctly. Scanner manufacturers typically revise TWAIN drivers 
frequently to correct for any problems ;  therefore it is a good idea to 
check for updated drivers for you r scanner from time to time. 
Manufacturer website s often have updated drivers available for 
download.  

In order to select a TWAIN driver in Remark Office OMR, the driver must first be 
installed. Consult your scannerôs documentation for installation instructions and 
information about obtaining a TWAIN driver for your scanner. Once the driver is 
installed, use the following procedures to select the scanner  in Remark Office 
OMR. 

 

To select and configure a scanner  

1  Select the Tools  menu and  then click 
Scanner Pr operties  to display the 
Scanner Properties  window.  

2  Click the TWAIN Source drop -down 
arrow to display a list of TWAIN 
compliant scanners that are available 
on your system . 

Note:  Your scanner must be 
turned on and connected to 
the computer, and you must 
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inst all your scannerôs TWAIN driver in order for the scanner  to 
display in this list.  

3  Click the appropriate scanner  to select it .  

Note:  Some versions of Windows come with Windows Image 
Acquisition (WIA)  drivers. If you see two drivers for your scanner, 
we do n ot recommend selecting the one beginning with WIA. 
Whenever possible, it is better to use the driver that comes directly 
from the manufacturer.  

When you return to the Scanner  Properties  window, you will notice several 
options, which are summarized in the f ollowing table:  

 

Content 
Area  

Option  Function  

TWAIN 
Source  

Use legacy driver  Mark the Use legacy driver  checkbox if 
you are using an older TWAIN driver. 
Legacy support allows you to use scanner 
drivers that support older versions of the 
TWAIN scanning protocol. It is not 
recommended that you use this option 
unless you find that your scanner driver 
is not working correctly.  

Parameters  Resolution  Use the Resolution  setting to s et the 
scanning resolution in Dots Per Inch 
(DPI). We recommend scanning at 200 -
300  DPI. This setting is not available if 
you have chosen to show the scannerôs 
TWAIN  interface (you will select DPI 
when you scan a page).  
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Content 
Area  

Option  Function  

 Color Depth  Use the Color Depth  setting to choose a 
scanning mode: Black/White ,  
Grayscale or  Color . For most cases, 
scanning in Black/White is fine. However, 
if your scanner supports grayscale or 
color scanning, you may select to use it 
here without having to do so in y our 
scannerôs TWAIN driver. Scanning in 
color or grayscale may be appropriate if 
you plan to use the images outside of 
Remark Office OMR or have dropout 
colors on your form. Note that scanning 
in color or grayscale may slow down 
scanner performance.  

 Brig htness  Use the Brightness  setting to set the 
scannerôs brightness. We recommend 
scanning at your scannerôs default 
brightness setting unless you encounter 
problems. The default setting in Remark 
Office OMR is 0. This setting is not 
available if you have chosen to show the 
scannerôs TWAIN  interface (you will 
select brightness when you scan a page). 
Use a positive number to scan lighter 
and a negative number to scan darker.  
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Content 
Area  

Option  Function  

 Contrast  Contrast is  the difference between the 
color or shading of printed material on a 
document and the background on which 
it is printed. Most scanners can adjust 
contrast for a sharper image. Use the 
Contrast  setting to set the scannerôs 
contrast when scanning in graysca le or 
color. We recommend scanning at your 
scannerôs default contrast setting unless 
you encounter problems. The default 
setting in Remark Office OMR is 0. This 
setting is not available if you have 
chosen to show the scannerôs TWAIN  
interface (you will sel ect contrast  when 
you scan a page). Use a positive number 
to lighten the contrast and a negative 
number to darken the contrast.  

Image 
Processing 
Options  

Despeckle Images  Mark the Despeckle Images  checkbox 
to remove speckling from the ima ge. If 
you scan your forms and see black 
specks on the form, this is speckling. 
Note that sometimes scanning at a 
lighter brightness setting on your 
scanner can also remove speckling. We 
recommend only turning on this feature 
if you are having trouble with  speckled 
forms.  
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Content 
Area  

Option  Function  

 Maximum speckle 
size to remove  

Use the Maximum speckle size to 
remove option to s elect the pixel size to  
remove when using the Despeckle 
Images  option. A pixel by definition is 
the smallest piece of information in an 
image. Pixels are re presented using dots 
or squares. The default setting is 2 
pixels. Use a higher number to remove 
larger speckles. Note, that if you go too 
high, you run the risk of removing  or 
damaging  the marks (bubbles, 
checkboxes) on your form image.  

 Deskew image  Use the Deskew image  option  to have 
Remark Office OMR automatically correct 
for skewing during the scanning process. 
Skewing can occur when pages are not 
fed neatly in the scannerôs ADF or if your 
scanner pulls in the pages unevenly , in 
which ca se you may want to have your 
scanner serviced. In either case the 
result is a crooked image, which can 
make it hard for the software to read the 
marks on the image.  We recommend 
only turning on this feature if you are 
having trouble with skewed forms.  

 In vert image  Use the Invert image  option  to correct 
an image that scans in reverse: black 
background with white text. The default 
setting is No.  You only need to adjust 
this setting if your image comes in 
reversed.  

 Rotate front side  Use the Rotate front side  option to 
rotate the front side of each page that is 
scanned. Select the rotation degrees in 
the box provided. Only use this option if 
the front side of your form does not 
rotate correctly on its own.  
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Content 
Area  

Option  Function  

 Rotate back side  Use the Rota te back side  option to 
rotate the back side of each page that is 
scanned when scanning duplex (two 
sides at one time). Select the rotation 
degrees in the box provided. Only use 
this option if the back side of your form 
does not rotate correctly on its own.  

Hardware 
Options  

Flatbed only  Select the Flatbed only  option if your 
scanner only contains a flatbed area for 
scanning.  (Flatbed scanning is not 
recommended for Remark Office OMR.)  

 ADF only  Select the ADF only  option if  your 
scanner only contains a sheetfeeder 
(ADF) for scanning.  

 Flatbed and ADF  Select the Flatbed and ADF  option if 
your scanner contains both a flatbed and 
a sheetfeeder (ADF).  

 Duplex scanner   Select the Duplex sc anner  checkbox if 
the scanner you are using has duplex 
capabilities for double -sided form 
scanning (meaning the scanner can scan 
both sides of a piece of paper at one 
time).  

 Scan duplex  Mark the Scan duplex  checkbox if you 
have selected a duplex scanner and wish 
to scan both sides of a page at one time. 
This feature is used for scanning double -
sided forms.  
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Content 
Area  

Option  Function  

 Show TWAIN 
interface  

Mark the Show TWAIN interface  option 
to show your scannerôs TWAIN  interface. 
By showing the scannerôs interface, you 
can setup scanning parameters. We 
recommend turning this selection on 
initially to verify your scannerôs settings 
(e.g., scanning mode, page size, 
resolution, brightness). Some scanners, 
but not all, will support having the 
interface hidden.  Once you ve rify all the 
settings within the scannerôs interface, 
you can try turning off the TWAIN 
interface so that you donôt have to see it 
every time you scan.  

 Center feed 
adjustment  

Mark the Center feed adjustment  
checkbox to have the page aligned with 
the cent er portion of the ADF, regardless 
of how the ADF is positioned . This 
feature is useful when scanning pages 
that are smaller than 8.5x11 inches. An 
adjustment is made so that the image 
does not start at the leftmost part of the 
scanner  and cutoff a portion of the image 
(which can happen on some scanners 
even if the ADF is in the center position) . 
Please note that some scanners have this 
property built into their drivers, and 
some  do not support  this feature  at all .  

 

Tip :  We recommend  that you initially show  the scannerôs TWAIN  
interface so that you can set the  scanner  settings. Once you have 
successfully scanned a page, many scanners will support turning off 
the interface. If you disable this feature, you may use Remark Office 
OMRôs resolution, contrast  and brightness settings in the 
Parameters  section of the Scanner Properties  window.  
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4  In the Hardware Options  section, 
choose the type of scanner you are 
using: Flatbed , ADF  or Flatbed and 
ADF .  

Note:  The Hardware Options setting 
refers to the type of scanner y ou are 
using, not whether you will scan a 
page using the ADF or flatbed of the 
scanner.   

5  If you have a duplex scanner  (one that 
scans both sides of a sheet of paper in one pass through the scanner) , mark 
the checkbox for Duplex  scanner .  In addition, if you  plan to scan duplex 
now, mark the checkbox for Scan  duplex .  

6  Enable or disable the checkbox for Show TWAIN interface  by clicking the 
checkbox.  As stated earlier, we recommend turning on this option the first 
time you scan in order to check scanner setting s.  

7  Optionally set any other parameters as needed based on the previous 
descriptions. Many settings do not need to be adjusted unless you encounter 
difficulties.   

8  Click the OK  button to save the scanner settings.  

Important Note : It is important to make note  of the settings you 
choose for your scanner. When you create a form template in 
Remark Office OMR, you will be using these settings. Wh en you are 
ready to scan filled - in forms, you need to use the same settings that  
you  used to create the  form  template. I f you change scanner 
settings, you run the risk of creating images that do not match the 
form template, thus making it difficult for Remark Office OMR to 
accurately read the forms . 
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4.3. 2  Configuring a TWAIN Driver  

Most TWAIN drivers will not require any special adjustments, but some drivers 
may have special requirements. If you experience problems scanning in Remark 
Office OMR with your TWAIN driver, use the following sections for assis tance.  

When scanning in Remark Office OMR with a TWAIN driver, there are several 
basic settings that you want to use. Remark Office OMR will support color and 
grayscale scanning. However, it is not necessary. Most scanners will achieve 
optimum scanning rat es when used in black and white scanning mode 
(sometimes called line art). The resolution on the scanner, measured in dots per 
inch (DPI), should be set at 200 -300  DPI. If your scanner allows you to adjust 
the scaling setting, you want it to be set at 100% . You should also verify that 
the page size your scanner is using matches the actual paper size  you are 
scanning. You can also utilize the scannerôs brightness (sometimes called 
threshold) and contrast setting s to make scanned images lighter or darker. 
Under normal conditions, you want to use the scannerôs default brightness and 
contrast setting s. If, however, you need to make shading or a lightly colored 
paper background drop out (disappear), you could raise the brightness setting 
to accomplish these tasks . On the same token, you could set the brightness 
setting to a darker level to help compensate for light marks or lightly filled 
marks on forms.  

Tip: It is important to remember that the settings used to create the 
template should also be used to scan the  filled - in forms in order to 
maintain a level of consistency  and achieve optimum recognition rates .  

4.3. 2 .a Controlling the TWAIN User Interface  

Not all TWAIN drivers support having their user interface hidden. We 
recommend  tha t you turn on the option to Show TWAIN interface  in the 
Scanner  Properties  window. When you scan, the scanner manufacturerôs 
TWAIN interface will appear. In this interface, you can specify TWAIN settings. 
The following table recaps the settings of which yo u should be aware:  

 

 

 

 

 

 



 

 

 

Remark Office OMR Userôs Guide 

48  

Option  Appropriate Setting  

Resolution  200 DPI recommended  (300 DPI recommended if using 
OCR) 

Scan Mode  Black and White or Line Art  (the software will convert 
grayscale and color images to black and white, but 
scanning in black a nd white mode is faster)  

ADF Yes/On  

Page Size  Letter (or your specific paper size)  

 

Once you have scanned a page successfully, it may be possible to hide the 
scannerôs user interface in Remark Office OMR by turning off the Show TWAIN 
interface  checkbox in the Scanner  Properties  window. If any problems occur, 
you will need to show the scanner user interface again.  

Tip:  If your scanner is used for scanning in programs other than 
Remark Office OMR, there is a good chance its settings will be 
alt ered. In thi s case, we recommend that you make a note of what 
settings you are using in Remark Office OMR. Keep the Show 
TWAIN interface  option on at all times so that you can see what 
settings are being used and maintain consistency with your forms. 
This practice may  help you achieve a higher level of accuracy in the 
software.  

4.3. 2 .b Obtaining Updated TWAIN Drivers  

Most scanner manufacturers release new TWAIN drivers on a regular basis. 
Updated drivers are created to correc t problems. If you experience any 
problems scanning in Remark Office OMR while using a TWAIN driver, first try 
using the scanner in another application to see if the same problems exist. If so, 
contact your scanner manufacturer to ensure that you have the latest driver 
release. You can find drivers on the website s of most scanner manufacturers.  
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4. 4  Multi - Functional Peripherals  
A multi - functional peripheral, or MFP, is a printin g device that also scans, copies 
and sometimes faxes. These all in one units are becoming increasingly popular 
to automate workflows. Some MFPs are connected directly to a computer, while 
others are free standing and attached to your network. If you wish t o utilize an 
MFP for scanning, you may do so with Remark Office OMR.  

When using an MFP  that is connected directly to the computer running Remark 
Office OMR , you will  scan documents just as you would with any desktop 
scanner . See previous sections of this chapter for information about scanning 
with a TWAIN driver.  

When using an MFP on your network (not connected directly to a computer), 
you will scan the forms at the MFP and save them as image files , using the 
MFPôs scanning software. Most MFPs can save im ages as TIF or PDF files. 
Remark Office OMR can then read those image files.  Remark Office OMR users 
commonly scan the forms as TIF image files and save them on a network drive. 
Then they go to the computer where Remark Office OMR is installed and read 
the  images from the network drive. If you are using a networked MFP, you can 
determine the workflow that works best for you and your organization.  
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Designing Scannable Forms  

Chapter 5 

5 .1 Overview  
Remark Office OMR provides a flexible solution for scanning  forms you create 
and producing  data  and reports . Because there is so much flexibility, a wide 
variety of forms can be created. Good form design is a key component to using 
Remark Office OMR  successfully. Therefore, Gravic, Inc.  has created a set of 
form design guidelines to help you create forms that will work well with the 
software.  Remark Office OMR will work with plain paper forms ; no special inks 
or marks are needed. Respondents can use pen or pencil to complete the forms.  

Note:  Remark Office OMR is not a form designer. Forms used with 
Remark Office OMR are created independently of the software  in 
programs such as word processing  and survey design packages . 

Designing scannable forms for Remark Office OMR can be broken down into the 
following elements:  

 Finding an application for designing forms  (Section 5.2)  

 Mark selection  for OMR  (Section 5.3)  

 Character selection for OCR  (Section 5.4)  

 Form spacing  (Section 5.5)  

 Question grouping  (Section 5.6)  

 Using shading  (Section 5.7)  

 Margins (Section 5.8)  

 Barcodes  (Section 5.9)  

 Paper  selection  (Section 5.10)  

 Duplicating  forms  (Section 5.11)  

 Testing  forms  (Section 5.12)  

 Form review service  (Secti on 5.13)  
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5 .2 Finding an Application for Designing Forms  
The first step in designing a scannable form is determining where you prefer to 
design the form . Some of your options include:  

 Word processing software  

 Survey design s oftware  

 Form design software  

Word processing software  (e.g., Microsoft Word, Corel WordPerfect)  is 
commonly used for creating forms, as many people already have this  software 
and are familiar with using it. If you are comfortable with word processing 
softw are, this may be the best choice for you.  

Software  created specifically for survey design and analysis  can offer the 
additional benefits of question banks  (the ability to draw and save questions to 
and from a question library) , layout assistance and analy sis components. Form 
design software can give  you advanced layout tools  to create professional 
looking forms.  

Determining what soft ware application to use is an individual decision. You 
should base your decision on what you are comfortable with using, your  budget 
and your overall data collection needs. No matter what your choice, the design 
guidelines set forth in the next several sections apply. Please read through them 
th oroughly before undertaking your own form design.  

You may wish to consult the Gravic,  Inc.  website  (see the back of this user's 
guide for website  information ) for up to date partner information about survey 
and form design software. We provide links to manufacturer website s, many of 
which have demonstration software you can try. By seeing what tools are 
available, you can make an educated decision on what is the best solution for 
your needs.  
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5 .3 Mark Selection  for OMR (O ptical Mark 
Recognition)  

Forms need to be created so that Remark Office OMR  can recognize the data on 
them. Remark Office OMR recog nizes optical marks, which include  bubbles  (a 
circle or oval) , checkboxes, etc., that respondents darken with a pen or pencil to 
indicate their response. Alt hough Remark Office OMR works with almost a ny 
complete shape (e.g., circle, square, triangle), experience indicates that bubbles 
between 10 and 14 points in height work the best. Non -oval shapes are 
somewhat harder to fill completely. Respondents will typically fill bubbles more 
completely and neat ly, which leads to better recognition rates.  

When using word processing software, w e recommend using a capital "O" in an 
Arial font . You may also use our OMR Bubbles font s, which create an encircled 
letter or number  (?) . The OMR Bubbles font s install with the Remark software. 
They  can also be downloaded from the Gravic, Inc.  website  (see the back of this 
user's guide for website  information ). Once installed, you may access the fonts  
from programs on your computer just as you would any other font. While  it i s 
possible to place numbers or letters inside of marks, the number/letter must be 
as small and light as possible. Dark, thick or bolded characters may cause 
Remark Office OMR to interpret the mark as being filled.  

We do not recommend  creating bubbles  usin g the Times New Roman font , which 
is often the default font in word processing programs . This font does not create 
an evenly defined bubble  and can therefore break apart when scanned. Using 
the Arial font will yield a well -defined  bubble that scans consist ently.   

Important Keyword:   
Mark:  A mark is any type of complete shape used on a form. 
Respondents will darken the marks to indicate their answer choice. 
Marks are typically bubbles or checkboxes on OMR forms.  
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5 .4  Character Selection for OCR ( Optical Character 
Recognition)  

Remark Office OMR includes the capability to recognize machine printed text. 
This functionality is called OCR, or optical character recognition.  

Note:  OCR does not includ e handwriting recognition (commonly 
called ICR or intelligent character recognition). In order to use the 
OCR feature, the text must be machine or computer generated.  

While the softwareôs sensitivity level can be adjusted, certain fonts and font 
sizes will  recognize better than others. We recommend using a common font 
such as Arial  or Times New Roman . You do not want to select a handwriting 
style font. The font size should be a minimum of 1 0 points, and you do not want 
to use bold , underline  or italics form atting.  If you notice areas where letters 
almost touch each other due to the shape of the letter, we suggest increasing 
the character spacing slightly, which is supported by most word processing 
applications. When scanning forms, a scanning resolution of 3 00 DPI (dots per 
inch) is recommended. Always test your forms with the Remark software to 
ensure that the characters are recognized properly before you print and 
distribute large quantities (see Section 5.12 for further details).  

5 .5 Form Spacing  
Allowing  enough white space on a form is an important part of good form 
design. Allow at least 3/8 inch  of space  between any text, lines or graphics on 
the form and a ll  user -markable areas  (bubbles, checkboxes, etc.) . The white 
space around your marks provides a b uffer that can help Remark Office OMR 
accommodate  scanner skew, form offset and not -so-perfect markings from your 
respondents. The more white space you have, the better Remark Office OMR is 
able to tolerate differences from form to form.  In contrast, the m ore crowded a 
form (or the less white space there is), the harder it is for Remark Office OMR to 
compensate for form differences.  

Alt hough groups of bubbles need to be 3/8 inch away from any visible lines or 
text, the individual bubbles within the group ca n be as close to one another as 
two character spaces.  

We recommend  stay ing  away from the use of  lines or boxes around or between 
the marks  on a form. If you find it n ecessary to use lines or boxes, you may 
make them a light gray that will drop out (comple tely disappear) during the 
scanning process.  In addition, follow the spacing guidelines above.   
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Note : Y ou cannot photocopy forms that use gray lines as the gray 
will become too dark. Only u se clean printouts for forms utilizing 
gray lines.  

Example  of good form spacing :  

 

 Excellent  Good  Fair  Poor  

     

Question 1  O O O O 

Question 2  O O O O 

Question 3  O O O O 

5 .6  Grouping Questions  
Positioning all of the marks for the same question type in a single region area 
minimizes your efforts when you create form templates within the software. 
Whenever possible, try to p lace similar types of questions together. For 
example, place all t rue/ false questions in one area of the form and all multiple 
choice questions in another. All marks  you want to define in a single  OMR region  
must align horizontally and vertically.  

When possible, place the labels for a group of questions on the top of each 
column  or at the beginning of each row  (at least 3/8 th  inch away from the 
marks) ; this will allow you to select the entire group of questions within one 
region  when you create a form template in the software . If the labels are 
between marks, you may have to select questions individually and/or link  marks 
together to form logical questions.  

Example:  

 

Original  Layout :     Better Layout :  

What is your gender?    What is your gender?  

 

O     Female  O     Male   O     Female  

      O     Male  
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5 .7  Shading  
Remark Office OMR works best with marks printed in black ink  on white paper  
without shading . While we do not recommend the us e of shading in areas 
containing marks, you can create  shading  that  completely drops out when 
scanned (a 5 -10% gray typically works well). A better alt ernative is to shade 
the questions but leave the area containing t he marks white.  

Note:  You cannot photoc opy forms that use shading as the shading 
will become too  dark. Use clean printouts for forms utilizing 
shading.  

 

Example:  

 Excellent  Good  Fair  Poor  

     

Text for Question  1 O O O O 

Text for Question 2  O O O O 

Text for Question 3  O O O O 

Text for Ques tion 4  O O O O 

Text for Question 5  O O O O 

 

Always t est your form with your scanner before printing large  quantities. 
Shading will vary from printer to printer and scanner to scanner.  
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5 .8  Margins  
Margin space along the edges of a form is important.  We recommend leaving a 
one  inch margin around all sides of the page. At a minimum, do not go below ½ 
inch margins. The margin space will allow some shifting in forms without having 
the marks fall off of the page when scanned. The smaller the margin, the l ess 
tolerance you will have for inconsistencies from form to form.  

5 .9  Barcodes  
Remark Office OMR can also read barcodes. Barcodes can be used to capture a 
variety of information, including, but not  limited to, names, ID numbers,  
session/ class numbers,  other demographic information , etc. The software 
recognizes the following  barcode types:  

 Code 3 of 9 (Code 39): Alphanumeric  

 Interleaved 2 of 5: Numeric  

 Codabar: Numeric  

 PDF 417: 2D, Alphanumeric  

 Data Matrix: 2D, Alphanumeric  

 Code 11: Nume ric  

 Code 128: Alphanumeric  

 Code 93: Alphanumeric  

 EAN 13: Numeric  

 EAN 8: Numeric  

 UPCA: Numeric  

 UPCE: Numeric  

You may put one or more pieces of data within one barcode. If using multiple 
pieces of data in one barcode, you must separate the data with some cha racter 
(called a delimiter), such as a space, comma or tab. Remark Office OMR will 
output the individual pieces of data to separate cells in the data grid when the 
forms are processed.   

Use the following  guidelines when placing barcodes on your forms:  
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 Bar codes should be at least 26 points in terms of size (about 1/4 inch 
high).  

 Barcodes may be placed on forms horizontally or vertically.  

 If using barcode stickers, place a lightly colored placeholder on the form 
so that the person affixing the stickers to th e form knows where to place 
the barcodes. The barcodes must be in the same place on each form in 
order for Remark Office OMR to recognize them. Ideally, the placeholder 
should be covered by the sticker or light enough to drop out (completely 
disappear) whe n scanned. You do not want the placeholder to interfere 
with recognition of the barcode.  

Example:  

 

 

 

 Do not put text, lines, etc., within ½ inch of the barcode (*with the 
exception of the tip below).  

Tip:  If you would like to be able to read the bar code with the 
human eye, place the text of the barcode in small, light print 
directly beneath the barcode. Example:  

 
*12345*  
          12345  

5 .9.1 The Code 3 of 9 Barcode  

The Code 3  of 9 barcode is c reated by installing the Code 3  of 9 barcode font. 
This font installs  automatically  with the software or can be downloaded from our 
website  (see the back of this user's guide for website  information ).  

When using the Code 3  of 9 barcode font you will need to begin and end the 
barcode with asterisks. These asterisks become bars in the barcode and are 
necessary for  proper recognition of the barcode. In addition, do not use spaces 
in the barcode. If you need to represent a space, use the exclamation point (!) 
character.  

 Place Barcode Here 
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Example: To barcode the name Jane Doe, you would type: 
*Jane!Doe* and then convert the entire sequence  to the Code 3  of 9 
barcode font.  

5 .10  Paper  
Remark Office OMR works best with plain white paper and black ink. Utilizing 
stand ard 20# copier paper works well for single sided forms and 2 8#  or higher  
paper works well for double -sided  forms  (heavier paper helps avoid bleed -
through) . While we recommend using white paper for the best recognition, y ou 
may  use colored paper (pastel col ors tend to work well), as long as the color 
completely drops out when scanned. Test your paper selection with your 
scanner before printing large quantities of your forms.  

Tip: You can test colored paper by scanning a form in the Remark 
Office OMR Templat e Editor. The resulting image should have a 
white background with black text. If you see speckles or other black 
marks in the background, your paper may be too dark. You can try 
raising the brightness setting on your scanner to see if the rest of 
the color  from the paper will drop out without compromising the 
marks on the form.  

Remark Office OMR will support any paper size or thickness supported by your 
scanner. Consult your scanner's user's g uide for further information.   

5 .1 1  Form Duplication  

When reproducing forms, q uality and consistency can reduce form processing 
errors. You have the flexibility to duplicate forms  in several ways: using a laser 
printer, a high quality photocopier or a professional printer . Consistency from 
form to form is important. Try to use the same source to duplicate all of the 
forms you will need for a single form type.  

When photocopying for ms, t he accuracy of page placement into the photocopier  
and your overall form design are  the limiting factors as to how large your 
margins must be in order to minimize errors. Forms with inadequate spacing 
will have a low tolerance for offset/skew. Careful ly placing forms directly on the 
photocopy machineôs glass tends to yield better copies than using the document 
feeder, which can skew the page as it is pulled into the copier. Test your form  
by creating a form template in the software and processing a bat ch of forms 
that are filled out as you expect to have them returned (e.g., not perfectly)  
before printing large quantities. Once you feel that your form design is 
adequate, try to photocopy all of the forms that you will need in one batch. This 
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will elimin ate the need to make photocopies from photocopies at a later date, 
which can lead to form inconsistencies.   

Regardless of how you duplicate your forms, be sure to keep blank copies on 
hand. You always want to create your Remark Office OMR template using th e 
same quality form that you distribute to your respondents. For example, if you 
photocopy your form, use a blank photocopy to make the  form  template in the 
software.  

It is best to maintain as much control over form duplication as possible. 
However, i f you r workflow is such that multiple locations print and distribute 
their own forms, request that at least one blank copy of the form is returned to 
you with the filled  in forms.  This will allow you to realign your scanning 
template to the printout if you find  that the forms have shifted significantly.  

Tip:  Sav e forms to the Adobe PDF format to retain original form 
formatting. If you need to have someone else print your form, this 
format is preferable over other native word processing formats. 
Remember to embed  the fonts you use in case the person printing 
the form does not have the same fonts.  

5 .1 2  Form Testing  

The best way to know whether you have created a good, scann able form is to 
test it. Always test any forms yo u plan to use with Remark Office OMR before 
printing  and distributing  them.  It is much easier to find and fix problems before 
the forms are printed and distributed.  

To test your fo rm, create  a form template in the Rema rk Office OMR Template 
Editor (see Ch apter 6 for more information). Then fill out a sampling of forms as 
you expect to get them back from your respondents (not perfectly!). Scan the 
forms  and check your results. If you do not get the accuracy you expect, check 
your formôs design against the guidelines presented in this userôs guide and 
make the appropriate modifications.  Remember to use the same scanner 
settings for form template creation and when scanning the filled - in forms.  
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5. 1 3  Form Review Service  
Gravic, Inc.  will review any form after it is created to ensure it is compatible 
with Remark Office OMR . You can  email or  fax forms to our technical support 
department and we will check them for known issues. We can often head off 
potential issues before they become problems.  Be sure to use this service before 
you print and distribute your forms. Please see the back of this userôs guide or 
our website  for up to date contact information for sending your forms.  
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