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Step 1 
 

Find the student’s answer sheet and check the 
student ID for accuracy  

 

 

   



Step 2 
 

If the student ID is correct, check the OSC batch 
tracking error log.  

 

 
 
 

 
 
 



 
Types of errors 

 
 

 
 
 
 

   



 
Step 3 

 

If the student ID is in the error log, fix the error 
and rescan. If the student ID is not in the error 

log, check the OSC batch tracking student ID log.   
 

 

 

 



Step 4 
If the student ID is not in the student ID log, this answer sheet has 
not been scanned. If the student ID is in the student ID log, run ASAP 
reports by ALL LOCATIONS and use the Find function. 
 

 

 

 



Step 5 
 

Run the ASAP Student List by Teacher report. All 
scan records that were missing from level 0 at the 
time of processing will show a student name of 
N/A and teacher name of MISSING FROM LEVEL 
0. Please check the student ID for accuracy and 
Level 0 for completeness.  
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If ID is correct, check the OSC batch tracking 
error log 

If ID is not in the error log, check the OSC 
batch tracking student ID log 

If ID is in the error log, 
fix error and rescan 
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