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Step by Step Instructions

1. Print answer sheets from the FTP site OR order sheets from Nassau BOCES Regional Information Center (RIC). For pre-printed answer sheets (optional), post a .csv file to the FTP site and notify your Nassau BOCES RIC testing coordinator. Otherwise, blank answer sheets are available on the FTP site.

2. Handwrite the students name and ID number on the answer sheet.

3. Administer NYSITELL Assessment to the student.

4. Score constructed responses for Writing and Speaking sections and record scores for each item on the answer sheet.

5. Scan the answer sheet and save it as a .tif file (be sure to choose “multi tif” for more than one answer sheet of the same NYSITELL level, and always select 300dpi) OR bring to BOCES for scanning.

6. [bookmark: _GoBack]Name file: District Name_NYSITELL Level ##_date

7. Post the scanned image of the completed answer sheet on the FTP site in the NYSITELL folder.

8. Check for NYSITELL scores in ASAP (http://asap.nasboces.org/ ) which will be posted within one business day.

9. If no student ID was indicated on the answer sheet, notify your Nassau BOCES testing coordinator with the valid ID as soon as possible so it can be corrected in ASAP.

10. There will be a delay before Nassau BOCES submits the NYSITELL data to the state reporting system – this is done intentionally so that districts have time to correct errors at the local level.
image1.png
noas s a u




