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ltem Writing Overview

Item Writers will download ContentProducer to their computer and write items on-line using
this package. Item Writers will be provided with an Item Specification within their item writing
contract, detailing the content of each item they are required to write and timescales to work
towards.

An overview of the Item Writing process is detailed below:

Step 1: Log into Content Producer

Step 2: Copy item template into your
folder

Step 3: Name item

Step 4: 'Check Out' and write item

Step 5: 'Check Out' and write marking
scheme

Step 6: Complete any required copyright
forms

Step 7 (optional): If item contains artwork move
status to 'Graphic Required' and then review
artwork when returned from Graphic Artist

Step 8: Check in item and marking scheme at
'Ready for Checking' status




1. ContentProducer — Getting Started

You will be sent an e-mail from cpsupport@sga.org.uk entitled “Your new ContentProducer
account’. This e-mail will request that you:

1. Download ContentProducer using the link provided.
2. Log into your account using the username and password provided.
3. Choose your own unique password.

Please ensure that your computer meets the following specification:

HDD Storage 1GB of free space

Operating system Operating system must be either:
*  Windows 7
*  Windows 8

*  Windows 8.1
*  Windows 10

NET Microsoft .NET Framework 2.0 (Service Pack 2) to Microsoft .NET]
Framework 4.0

Microsoft Word version | Microsoft Word 2007

Microsoft Word 2010

Microsoft Word 2013

Microsoft Word 2016

Internet Browser Microsoft Edge
Connectivity Broadband
Screen resolution 1280 by 1024

An Apple computer with a MAC operating system must meet the specification above, and must have a
Microsoft Windows environment for ContentProducer to run. This means that the operating system
must have:

o alicensed/legal copy of Microsoft Windows 7 (or later) installed

e an Intel CPU (in order to run Microsoft Windows)

¢ Microsoft Word 2007 or later installed onto the Microsoft Windows environment

The simplest way of installing Microsoft Windows on a MAC is to use a product like VirtualBox. This is
a free application (downloadable from www.virtualbox.org) which allows you to create a virtual drive on
your MAC which will allow Windows to be installed within the MAC operating system as if it was on a
separate PC.

If you would prefer to start Windows when booting up the computer then you should use Boot Camp as
provided by Apple. Instructions on installing and setting this up can be accessed from
https://www.apple.com/uk/support/



http://www.virtualbox.org/
https://www.apple.com/uk/support/

Key Contacts

Activity

Contact

Telephone/e-mail

Installing, accessing and
using ContentProducer

Username/Password
gueries

das.helpdesk@sqa.org.uk

Graphic and Shutterstock
queries

QP Production Graphic
Artists

artwork.requests@sga.orqg.uk

Subject-specific queries

Principal Assessor

General support & advice

Quialifications Manager
Quialifications Officer



mailto:das.helpdesk@sqa.org.uk
mailto:artwork.requests@sqa.org.uk

2. Log In and Homepage

When you have downloaded ContentProducer (CP) you will be able to log in.

» Enter your Username and Password
» Click ‘Login’

Close [X]

ContentProducer

User name Password

opwriter | | ®00ccsccccoe | Logm

ASurpass’

| versiom: 10.0.372.35

This is your homepage:

File Edit View Help

Solution Explorer 2%

Welcome to ContentProducer veion 10.0.37235

: Welcome to Content Producer (CP)
Recent Projects

For guidance on the use of CP please see the 'Content Producer Reference Guide' at the bottom left of
this page, or 'FAQs’

Other useful SQA Websites
* SOLAR

* SOLAR OpenAssess

* SQA

¢ NAR

 Skills for Work

Contact us at:
e-Assessment and Learning
SQA

The Optima Building

58 Robertson Street
Glasgow G2 8DQ
e:cpsupport@sqga.org.uk
t:0345 270 1213

= ContentProducer Jr
= Reference Guide s

B8Surpass’

&3 Solution Ex... [ e |

Usemame: opwriter (Standard User) Server: https://sqa.btlsurpass.co.uk/t ONLINE

The first time you log in to ContentProducer you will be required to change your password.



If you want to change your password again at a later date:

» Select View — Change Password

Content Producer e S L

ﬂ

File  Edit | View [ Help

—
/

Welcome Page
- & Solution Explorer
iy &) Group View
& Reference View
@ Solution 'NE] Properties Ctrl+F4
B @ Nat 5] Toolbox Ctri+F5

oW Layers Ctrl+
= Ré@ Output

D Shared Library

= Grl 3
(& Previous Comments Ctrl
3 Gr|

= Rﬁ
@ Ar]
3 Re Snapping
= Wf Edit Account Detai
| Change Password

‘ Group View
I Ctrl+F2

cnsrz (€l

[53
Do

‘cent Projects
. 5_Ops_Meeting

I_5_Operations

Hide Panels
Standard Layout

» Complete the details below:

me to ContentProducer

version 10.0.372.35

Welcome to Content Producer (CP)

For guidance on the use of CP please see the 'Content
Producer Reference Guide' at the bottom left of this page,
or 'FAQs'

Other useful SQA Websites
¢ SOLAR
e SOLAR OpenAssess
* SQA
s NAR
o Skills for Work

Contact us at:

SRRl S n et

New Password Required

Please enter a new password.

=

New Password: I

(Minimum of 7 characters in length)

Re-enter Password: I

Change Password

» Click ‘Change Password’

You should now open the project that you will be working on.

» Click ‘Open Project’

-FXx

Solution Explorer B

B & Nat_5_Operations
& Recycle Bin
3 ITEM TEMPLATES
= John Heart
O Louise Lennon
& Marjory McGuigan

File  Edit

View Help

Welcome to Con%tproducer
e >

R Welcome to Content Producer (CP)
Recent Projects

this page, or 'FAQs’

Other useful SQA Websites
¢ SOLAR
* SOLAR OpenAssess
* SQA
¢ NAR

For guidance on the use of CP please see the 'Content Producer Reference Guide' at the bottom left of

Solution Explorer

B X

» Select the appropriate ‘Project Name’



p» Click Open

\dd Content Produce
File Edit View Help

Welcome to ContentPxoducer
Open Project
_ Welcome ¥p Content Producer (CP)

Recent Projects For guidance 0y, the use of CP please see the 'Content Producer Reference Guide' at the bottom left of
this page, or 'FAQs’

Other useful SQA

¢ SOLAR

* SOLAR Open Xﬁase select a project from the list below:
¢ SQA

¢ NAR Project Name

o Skills for Wo| | |NESESEEETIE

Contact us at:
e-Assessment and
SQA

The Optima Building
58 Robertson Streg
Glasgow G2 8DQ
e:cpsupport@sqad
t:0345 270 1213




3. View Folders

When you first enter CP you will see the following standard layout (referred to as Solution
Explorer layout). This is the most useful layout for Item Writers:

& Content Pr
File Edit  View Help

Welcome to ContentProducer

I

Welcome to Content Producer (CP)
this page, or 'FAQs"

Other useful SQA Websites

« Skills for Work

Contact us at:
e-Assessment and Learning
SQA

The Optima Building

58 Robertson Street
Glasgow G2 8DQ
e:cpsupport@saa.org.uk
t:0345 270 1213

B permencaougs &

Refere

E8Surpass”

Usemame: opwrter (Standard User)

Recent Projects For guidance on the use of CP please see the ‘Content Producer Reference Guide' at the bottom left of

Solution Explorer ax|

# Solution 'NAT_S_Operations’ (1 p
4 & NAT_S_ Operations

Content is stored here
for your subject area

& Solution Ex... |
Server. hitps/sqa biisupass.co.uk/c ONLINE

If you accidently close Solution Explorer, you can reopen it by going to the View menu and

selecting Solution Explorer:

» Click on ‘+’ beside the project title (Nat 5 Operations in the example) to see the folder

structure:

Solution Explorer g x

{‘J Solution 'NAT_5_Operations’ (1 p|

= & NAT_5_Operations

- @ Recycle Bin
- O ITEM TEMPLATES €«<———
- ([ John Heart

Folder containing item template(s)

0 Louise Lennon
‘.. [ Marjory McGuigan €«———

Folder for each Item Writer (where you will
create the items you have been contracted to

write)




There is also the option to view folders using Group View. This can be useful if you want to

eg find an item which has been returned to you from a Graphic Artist.

» Select View — Group View

Content Prodi

File Edit | View | Help = Ex
" Welcome Page ‘ Solution Explorer 2 x ‘
4o Solution Explorer Ctrl+F2 — - -
WelCde Group view cuizr3_rer VT2 # Solution 'NAT_5_Operations’ (1 p
@) Reference View - &) NAT_S_Operations
El Properties Ctrl+F4 & Recycle Bin
Recent I Toolbox cuisrs Content Producer (CP) o1 TTEM TEMPLATES
ecen B Layers Ctrl+F7 the use of CP please see the 'Content Producer Reference Guide' at the bottom left of | '@ John Heart
(D Output Ctrl+F6 = I Louise Lennon
B Shared Library Ctrl+F8 A Websites = Marjory McGuigan
(@ Previous Comments Ctri+F12
Hide Panels Ctri+H  penAssess
Standard Layout Ctrl+L
Snapping »
= : = Work
Edit Account Details
Change Password
e y——— ol P

This shows the items grouped according to their status in the workflow.

Content Producer —
File Edit View Help

- -.-_2-—'—(‘:/‘
/
| Group View S 3

i% Welcome to ContentProducer

Recent Projects

version 10.0.372.35

i@ Solution 'Nat_5_Og
= & Nat_5_Operatic
I Writing in |

O Refer to Pr

Welcome to Content Producer (CP)
For guidance on the use of CP please see the 'Content Producer Reference Guide'
Nat_5_Ops_Meeting at the bottom left of this page, or 'FAQs'

NAT_5_Operations

I Graphic rec Other useful SQA Websites
I Graphic pr e SOLAR
(3 Ready for ( e SOLAR OpenAssess
- 2 Amendmel 3 SQQ
8 Refcased : gﬁlls for Work
1 Withdrawn

Contact us at:
e-Assessment and Learning
SOA

» Drag the right-hand edge of Group View to expand this view:

- I —— W e -}/.

‘Solution Explorer B

i Solution 'Nat_5_Ops_Meeting' (1
B~ & Nat_5_Operations
B Recycle Bin
3 ITEM TEMPLATES
= John Heart
[ Louise Lennon
& Marjory McGuigan

Content Producer - (o (D )

File Edit View Help SIFX
‘ Group View 2 x | Solntion Explorer 5
L4 | producer version 10.0.372.35

@ Solution 'Nat_5_Ops_Meeting’ (1 project) s,

B & Nat_5_Operations
3 Writing in Progress
T Refer to Principal Assessor
I Graphic required
3 Graphic produced

Welcome to Content Producer (CP)

For guidance on the use of CP please see the 'Content
Producer Reference Guide' at the bottom left of this page,
or 'FAQs'

Recent Prbjects
5 Ops_Meeting

NAT_5_Operations

Other useful SQA Websites

[ Ready for Checking * SOLAR
1 Amendments Required * SOLAR OpenAssess
I Released * SOA
gease o NAR
- Wisndrawn « Skills for Work
Contact us at:
e-Assessment and Learning
SQA
. The Optima Building
A“ |temS 58 Robertson Street
Glasgow G2 8DQ
e:cpsupport@sqga.org.uk
grouped by t:0345 270 1213
workflow status

10

- & Nat_5_Operations
B Recycle Bin
3 ITEM TEMPLATES
O John Heart
[ Louise Lennon
& Marjory McGuigan

ltems grouped
by Item Writer




By organising the layout of the screen in this way, you can access the items using either the
name of the Item Writer or the workflow status.

It is important to remember when locating items in ‘Group View’ that this view shows all
items written by all Iltem Writers (not just your own).

If at any stage you want to return to the standard layout shown on page 9, select View —
Standard Layout.

Note: every item you write will always be available for you to view in ContentProducer (in
your own folder and in the corresponding workflow status folder)

If the item has a red padlock beside it, this means that it cannot be checked out and edited by
you, however it can still be viewed if you double click on the item. This will open a read only
version of the item.

11




4. Copy an ltem Template

Before you can start writing an item, you need to copy the appropriate item template to your

folder.

» Click ‘+’ beside the Item Templates folder to display the contents:

Content Producer S e - - - .
File Edit View Help
‘ Group View 2 x |

iy

i@ Solution 'Nat_5_Ops_Meeting' (1 project)
= & Nat_5_Operations
3 Writing in Progress
[ Refer to Principal Assessor
= Graphic required
3 Graphic produced
3 Ready for Checking

Welcome to ContentProducer

[
Recent Projects

Nat_5_Ops_Meeting
NAT_5_Operations

version 10.0.372.35

Welcome to Content Producer (CP)

For guidance on the use of CP please see the 'Content
Producer Reference Guide' at the bottom left of this page,
or 'FAQs'

Other useful SQA Websites
¢ SOLAR

SO AR NK RSN A A

» Right click on the relevant item template and select ‘Copy’

i Solution 'Nat_5_Ops_Meeting' (1
E- & Nat_5_Operations

B Recycle Bin

&3 ITEM TEMPLATES

&[3 Item Spec 1

&[3 Item Spec 2

&[3 Item Spec 3

&[5 Item Spec 4

[ John Heart

i Solution 'Nat_5_Ops_Meeting' (1

Content Producer - — - e —— W — —

File Edit View Help
[ Group View 7 x| o
iy Welcome to ContentProducer mion 10037238

i@ Solution 'Nat_5_Ops_Meeting’ (1 project)
- & Nat_5_Operations
3 Writing in Progress
1 Refer to Principal Assessor
3 Graphic required
3 Graphic produced
O Ready for Checking
0 Amendments Required
[ Released
- [ Withdrawn

(e i
Recent Projects

Nat_5_Ops_Meeting
NAT_5_Operations

Welcome to Content Producer (CP)
For guidance on the use of CP please see the 'Con¥ent

Producer Reference Guide' at the bottom left of this\page,
or 'FAQs'

Other useful SQA Websites
* SOLAR
e SOLAR OpenAssess
« SQA
* NAR
« Skills for Work

Contact us at:
e-Assessment and Learning
SQA

» Right click on your own folder and select ‘Paste’

El- & Nat_5_Operations
B Recycle Bin
B~ & ITEM TEMPLATES
&[3 Item Spec 1
! &[F Item Spec 2
Find Page ID
Add New Page
Add New Word Template
Add Source Booklet Item
Check Out...
Get Latest Version

Rename

Copy
X Delete

Content Producer - —_— - e — W .&- - =z
File Edit View Help \
\ Group View 2 x \ r
iy Welcome to ContentProducer vesion 1003729 | 1 Solution 'Nat_5_Ops_Meeting' (1

i@ Solution 'Nat_5_Ops_Meeting' (1 project)
- & Nat_5_Operations

I Writing in Progress

I Refer to Principal Assessor

I Graphic required

= Graphic produced

I Ready for Checking

1 Amendments Required

O Released

3 Withdrawn

o
Recent Projects

Nat_5_Ops_Meeting
NAT_5_Operations

Welcome to Content Produger (CP)

For guidance on the use of CP pleasy see the 'Content
Producer Reference Guide' at the bottym left of this page,
or 'FAQs'

Other useful SQA Websites
s SOLAR

e SOLAR OpenAssess

*« SQA

*« NAR

e Skills for Work

Contact us at:

e-Assessment and Learning

SQA

The Optima Building

58 Robertson Street

Glasgow G2 8DQ

e:cpsupport@sga.org.uk

t:0345 270 1213

12

= &) Nat_5_Operations
B Recycle Bin

B & ITEM TEMPLATES
&[5 Item Spec 1
[ Item Spec 2
[ Item Spec 3
&[5 Item Spec 4

o (I

Add Folder

Add New Page

Add New Word Template
Add Source Booklet Item

Get Latest Version... (Recursive)
% Check Out... (Recursive)
Copy

Paste

X

Delete

Rename

Find Page ID

Edit References/Metadata




You will then be presented with the following message (if appropriate):

Copy Mark Scheme? G

This page has a mark scheme, do you want to copy that as well?

Yes No

» Click ‘Yes’ if the corresponding Item Specification requires you to write a marking scheme
p» Click 7 beside your folder and you will see that a copy of the item template is now in your
folder

(& Content Producer - - — e —— W —— — e=ne

file Edit View Help e
‘ Group View 7% ‘ Solution Explorer B
i Welcome to Con S ST i Solution ‘Nat_5_Ops_Meeting' (1

Y
= & Nat_5_Operations

© Recycle Bin

i@ Solution 'Nat_5_Ops_Meeting’ (1 project) _

. 4 Welcome to Con t Producer (CP) £ & ITEM TEMPLATES
B & Nat_S_f)peri?tlons Recent Projects For guidance on the use of ease see the 'Content i &[3) Item Spec 1
= Writing in Progress Nat_5_Ops_Meeting Producer Reference Guide' at the m left of this page, &[3 Item Spec 2

I Refer Fo Princjpal Assessor NAT_5_Operations or 'FAQs’

I Graphic required

I Graphic produced
I Ready for Checking

&[3 Item Spec 3
&[3 Item Spec 4

Other useful SQA Websites
ﬁ &1 John Heart
&[5 Copy of Item Spec 3

* SOLAR

=1 Amendments Required * SOLAR OpenAssess [
* SQA I Louise Lennon
I Released SR UL Etin
i arjory McGuigan
Wil » Skills for Work

13



5. Name an ltem

Before you add content to an item you must give it a uniqgue name.

» Right click on the item and select ‘Rename’

—a

Content Producer o - . - . —
File Edit View Help IS
[ Group View 2 x| Soltion Explorer 2x
o Welcome to ContentProducer wsion 1003723 | 1 Yolution ‘Nat_5_Ops_Meeting’ (1

Recent Projects

@ Solution 'Nat_5_Ops_Meeting’ (1 project)
= & Nat_5_Operations
3 Writing in Progress
3 Refer to Principal Assessor
I Graphic required
I Graphic produced

Welcome to Content Producer (CP)

For guidance on the use of CP please see the 'Content
Nat_5_Ops_Meeting
NAT_5_Operations OLEIGES

Other useful SQA Websites

[ Ready for Checking ¢ SOLAR
- 1 Amendments Required * SOLAR OpenAssess
[ Released * SQA
: ¢ NAR
L Withizwn « Skills for Work

Contact us at:
e-Assessment and Learning
SQA

The Optima Building

58 Robertson Street
Glasgow G2 8DQ
e:cnsunnort@saa.ora.uk

» Type in the unique item name

Producer Reference Guide' at the bottom left of this page,

Nat_5_Operations

B Recycle Bin

&3 ITEM TEMPLATES
&[3 Item Spec 1
[ Item Spec 2
&[3 Item Spec 3
&[3 Item Spec 4
&3 John Heart

8 D
ind Page ID
dd New Page
dd New Word Template
dd Source Booklet Item
eck Out...

Latest Version

7

Rename |
Copy
Delete

X &

You should use the Item Specification Number as the basis for your item name

followed by your initials.

For example, if you are writing 2 x Item Spec 3, the unique name for each item will be:

Item 3.
Item 3.2

<«—— |Initials

14




6. ‘Check Out’ an Item and Marking
Scheme

ContentProducer is based on the principle of ‘checking in and out’ items. If an item is
checked in it means it is available to be edited/reviewed (depending on the item’s status in
the workflow). If an item is checked out it means that someone is working on it. An item can
only be checked out by one person at a time.

Note: If you double-click on an item, instead of ‘Checking it Out’, you will open a READ
ONLY VERSION of the item and your changes will NOT be saved into ContentProducer.
It is therefore important to ALWAYS ‘Check Out’ an item that you are working on.

» To begin working on an item right click on it and select ‘Check Out’

& Content Producer - -— - - — = |G |
File Edit View Help \ e
| Group View a2 x| Solution Explorer 2 x
2 Welcome to ContentProducer Solution "Nat_5_Ops_Meeting’ (1 pro,

& Nat_5_Operations

& Recycle Bin

£ &3 ITEM TEMPLATES
&1-8[F Item Spec 1

Open Project

Recent Projects

@ Solution ‘Nat_5_Ops_Meeting’ (1 project)
= & Nat_5_Operations
BI- 3 Writing in Progress

Welcome to Content Producer (CP)
For guidance on the use of CP please see the 'Content

I Refer to Principal Assessor
3 Graphic required
3 Graphic produced

Nat_5_Ops_Meeting
NAT_5_Operations

Producer Reference Guide' at the bottom left of this page,

or 'FAQs'

Other useful SQA Websites
e SOLAR

&[3 Item Spec 2

&[F Item Spec 3

a[3 Item Spec 4
=~ <3 John Heart

& 1 Ready for Checking

e
3 Amendments Required B

Find Page ID |
21 Add New Page ‘

* SOLAR OpenAssess

= * SQA
e
3 Withdrawn « Skills for Work '] Add New Word Template

Add Source Booklet Item

Contact us at:

Check Out...
e-Assessment and Learning I

Get Latest Version

oy

SQA

The Optima Building Rename
58 Robertson Street Em Copy
Glasgow G2 8DQ < Delete

e:cnsunnort@saa_ora. uk

The marking scheme will check out at the same time (if appropriate).

When an item (and marking scheme) is checked out by you, you will see that a green tick
appears beside the item.

i

i Ly e s
Recent Projects [ Mark Scheme

&[] Accounting Item Spec 2 Template
&[] Geography Item Spec3 and 4
&[] French Item Spec 3 Template
&[] French Transcript Item Spec
&[] Biology Item Spec 6 Templgte

For guidance on the use of CP please see the 'Content Producer Reference
Guide' at the bottom left of this page, or 'FAQs'

-G

Other useful SQA Websites
SOLAR
SOLAR OpenAssess

SQA &[] Gaelic Item Spec 1 Template
NAR (3 JohnDunn

; ] P - IsobelKelly
Skills for Work B0 MargaretSmith

[ BobDean

Contact us at: [ LeahMcKerracher
e-Assessment and Learning (1 Alastair Black
SQA 3 JenniferGumbrell
The Optima Building El-& Demol

58 Robertson Street
Glasgow G2 8DQ

e:cpsupport@sga.org.uk
t:0345 270 1213

-+ [] Renamediteml
#[H] Mark Scheme

When you ‘Check Out’ an item, Word will automatically open on your computer displaying
the item template (and the marking scheme template).

15



7. Add Graphics to an Item

Graphics include illustrations, photographs, line graphs, bar charts, pie charts, diagrams,
logos etc. Graphics will be black and white by default. Colour can only be used where it is

integral to the Question Paper (eg Art and Design, Design and Manufacture).

The two main places you can source graphics from are Shutterstock and SQA in-house
artists.

Shutterstock

You should initially search for graphics using www.shutterstock.com.
Use the Search field (1) in the same way you would search Google (eg by typing ‘dog’). You
can narrow your search by selecting ‘photos’, ‘illustrations’ or ‘vectors’ in the All Images bar

(2)

6 5tock Photos, Royalty-Free mages

File Edt View Favorites Tools Help

Tolo

U@

w shutterstock.com’

i Favortes 53+

~[8]4[x ][ sns

%K How to Write an Item (AD... Stock Photos, Royalty-... X

P~

IMAGES FOOTAGE

Music 02070234958 & Englishv

Explore Offset.com € | Start Downloading € | Signin

Once you have clicked the search icon you will be able to view a range of images:

121

Fle B3t Veew Favoites T

GuU-~ @

e Frvortes (23

5~
- 3¢ Moo Wrke s e (0. @8 g Seck Pt Dog..

WAGESy | FOOTAGE | MUSKC  § 02070204958 & Engishv Exghore Offsetcom € StartDownloading © | S

shutterstock = e o

>

)

16


http://www.shutterstock.com/

» Right click on the image you would like to use and select Copy.

When you are ready to insert the graphic, ensure the item is ‘checked out’ and then Copy
and Paste the image into your item. You may need to change the alignment or resize the
image as appropriate:

T uE] [E[1 [EX ' 3-7-4 1
= .

Les vacances scolaires, sont-elles
pour se reposer?

' 16 KE(ipE 1 -18 1 - |

A la fin de ’année scolaire, il est
souvent tres difficile de s’adapter
aux vacances. Il est important que
les éleves prennent le temps de se
détendre, et de voir des copains.

Mais en realité beaucoup de

» You must refer the item to the Graphic Artist to be checked by them after you have
finished inserting the graphic. You do this by selecting ‘Graphic Required’ when you ‘check
in’ the item (see page 26).

SQA In-house Artists

When a generic graphic from Shutterstock cannot meet the needs of a question, you can
request bespoke graphs, pie charts, diagrams and illustrations from SQA.

Complex bespoke graphics can take up to two weeks to be created and returned to Writers.
This should be taken into account when planning item writing activity.

To request bespoke graphics:

e Type ‘Instructions to artist’ into the item in red in the place where you’d like the graphic to go,
along with a detailed description of what you need.

¢ Include a copy of the exact graphic you require or an idea of what you are looking for. Please
specify in your description if you need this specific image or something like this image.

¢ Include your phone number in the description if you would prefer the Graphic Artist to call you
to discuss the image.

If you insert (or request) any graphics in your item, remember to select ‘Graphic Required’ when you
check in the item so that the Graphic Artist can approve the graphic.

17




E-mail Alerts to/from the Graphic Artist

VWhen the Graphic Artist has created/reviewed the graphic, you will receive a ‘Graphic Produced’ e-mail
indicating that the graphic is ready for you to review.

» To find the item quickly in ContentProducer, use the ‘Graphic Produced’ filter:

Solution Explorer

. | Filter on
|Graph|c Produced < —=] Graphic
- . . _ _ Produced

| Sclution 'English Advanced Higher' (1 project)

E@ English Advanced Higher
|:| steven Taylor ¢
E|"5-| Hayley Watson ¢

58] tem62 HW
@l Mark Scheme

All items at this
status are
returned

» Right click on the item and select Check Out

» If the graphic meets your requirements, close the item and marking scheme, right click on the item
and select Check In, select ‘Ready for Check’ from the drop-down menu, then click OK.

» If the graphic does not meet your requirements, insert further instructions to the Graphic Artist
within the item in red, save and close the item and marking scheme, right click on the item and select
Check In and ‘Graphic Amendment Required’, then click OK (see page 27)

18



7.1 Include a Table in an Item

» Click Insert — Table

P

W 9- 0|z Quefe i T d Microsofthrd“m

=Tal X

Page Layout References Mailings Review View Places Design Layout & 0

it

[® cover Page ~ o EE E i & Hyperlink I B A E A A= (& sSignature Line - TT Equation ~

FREETI CW E B R =5 : _
| Blank Page - A Bookmark () Date & Time £2 Symbol ~
= Page Break Picture CAllg Shavpes SmartArt Chart Scree:\shot # Cross-reference Heavder Fociter Nquag:rv J:f. PC;t]:;kv WcrfiArt eq’ »g Object -
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» Click the + A_dd file button and this will open your computer

.45 Example
€3 Add R — =S i
i S0 el m— - — — —— — = B ) BT

» - bt [M] Mark €
<. + Add file 7 © Item ID:1181P1390
e~
File Name Size
No files curre. attached to this ite,
O Files attached oB
Done ]

The maximum file size that can added is 50MB.

» Browse to find the file you want and select Open.\
| 2 ||BE-E Example
[E Add Resources . ° —————— g — - — -+ [5) kemlTest
...... ./E Mark Scheme

+ Addfile | @ ltem ID:\l.181P1390

r
Choose File to Upload \ ‘ g

File Name @uv’ .. » Libraries » Music » Sample Music \ v I 4y | I Search Sample Music P el |
Organize v New folder =~ 0 @
¢ Favorites —  Music IIbrary Arrangeby: Folder v
Bl Desktop Sample Music
% Downloads Name Contributing artiXts ~ Album £ Title
) RecentPlaces |=
9] Kalimba Mr., Scruff Ninja Tuna 1 Kalimba

|#] Maid with the Flaxe...  Richard Stoltzman... \Fine Music, Vol.1 2 Maid with the Fig

4 Libraries

&) Sleep Away Bob Acri 3 Sleep Away

@ Documents
J\ Music

I [&5] Pictures

B videos

0 Files attached
1% Computer

G® Assessment Crea
& Local Disk (C:) ¢ i

\\
File name: v [AnFiedy -

[ Oph [ Cancel ]

3

The file will upload and then be listed on the Add Resources window (this may take a few
minutes depending on the size of the file):
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(£ Add Resources - — &J‘ =53 Example
i R - - —_ -+ [2] HemlTest

- [M] Mark Scheme

| +Addfie | © Item ID: 1181P1390

File Name Size

< «alimba.mp3 > so2ms @

1 Files attached 8.02 MB

[ Done ‘

This process of clicking on + Add file and finding and adding files can be repeated as many times
as necessatry if there are multiple files to be attached.

» Click on the Done button at the bottom of the window when finished.
The window then disappears and the item itself can be checked in as usual. Note — the file will
not be embedded within the item, but it will be linked to it. See Section 7.3 if you wish to embed

the file into the body of an item.

When submitting audio you must also record any relevant source/copyright information (see
page 23).
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7.3 Insert Objects into an Item

Another way to include material that has been sourced from another package (such as Excel or

Adobe Reader) is to paste this material directly into the item:
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» Click Insert —

(3 Blank Page
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Insert | Pagelayout References Malings Review View Places  Design

8 Cover Page ~ j ; ﬂf _j }i:') “ & 8, Hyperiink 3 %

A Bookmark

3 884

Object

= PagE Break

Table Picture Clip Shapes SmartArt Chart Screenchot

Tlustrations

Header Footer Page Text  Quick WordAr
“ 0? ~  Number~ Box~ Parts~

e |
Layout
2 Signature Line ~

) Date & Time

o ) '8 Object -

(0]
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right.
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File
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your computer) &
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BT

e

File name:

Inserts the contents of the file into your document

2 D sothat ‘Yyou can edit it later using the application
u wihich created the source file.

T Linkto file
T Display as icon

|

(=] Lo |
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8. Record Source/Copyright Information

If you insert content into an item that you have not created yourself, you need to provide on
where the content has come from so SQA can check if the material is copyright protected
and obtain copyright-clearance if necessary.

» To record copyright information right click on the item and select ‘Add New Page”

S

3 Solution 'Nat 5 Training’ ject)
Welcome to entProducer  :-Seldtion INak 5 Teeining? (L prorest)
-5 Nat5 Training
= = @-B  RecycleBin
- 6 TEMPLATES
R Proi Content Producer (CP) (-8 Generic ltem Template
ecent Projects For guidance on se of CP please see the 'Content Producer Reference 8[H] Mark Scheme
Guide' at the bottom lefegf this page, or 'FAQs' 8[7] Accounting Item Spec 2 Template
8] Geography Item Spec 3 and 4
Other useful SQA Websites &[) French Item Spec 3 Template
SOLAR &[] French Transcript Item Spec
SOLAR OpenAssess &[] Biology Item Spec 6 Template
SQA &[] Gaelic Item Spec1 Template
NAR @-E3 JohnDunn
) -1 IsobelKelly
Skills for Work B0 MargaretSmith
-1 BobDean
Contact us at: [ LeahMcKerracher
e-Assessment and Learning \ (] Alastair Black
SQA [ JenniferGumbrell
The Optima Building 2-2
58 Robertson Street B8 T
Glasgow G2 8DQ rind Fage
e:cpsupport@sga.org.uk Al Add New Page
£:0345 270 1213 % Check Out.
4 Get Latest Version
Rename
B Copy
| Delete

You will be presented with the following screen:

, Add New Page M

Page Name:
Maximum 80 characters.

Item Type :
& [B Question c Source Booklet
c Front Cover c Word Template
¢ [8] Back Cover
C [ Rubric

e Source

Options :
W Check out immediately [~ Create Mark Scheme

m Cancel

In the Page Name box, type in the item name that this source/copyright form corresponds to and
your initials, followed by ‘Copyright Form’.

For example, if Item 3.1 HW requires a source/copyright form, then it should be named:

Iltem 3.1 HW Copyright Form
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Add New Page lg

Page Name:
Maximum 80 characters.

" Item 3.1 HW Copyright Form

Iltem Type :

0 Question | & | [8 Source Booklet
& Front Cover [ Word Template
c Back Cover

c Rubric

 [8) Source

Il options :
V' Check out immediately I~ Create Myrk Scheme

Cancel |

» Then click to select Source Booklet
» Press OK

The source/copyright form will check out automatically. You should complete this form with
as much information as possible.

» When you have completed the source/copyright form, you should File > Save (or click

the Save icon) and Close Word.

i Hﬂ 4 IdentificationOfSourcesAndCopyrightVersiondd = Microsoft Word | T ——— |
NG ome | Insert  Page Layout

References  Mailings  Review  View  MathType  Places Design  Layout @

, AT A Find -
24| || aabcer AaBbCcl AaBbC AaBbce AAB By | De

A A | A =
e B , b 2, Replace
aste z . A = Change
St & Format painter | B I he 30 X o Styles | Iy Select~
Clipboard 3 Font Paragraph Styles Editing

DS SN RS S SO RO SO O B AU RN RS- RN - KRGS ¥ SRS v KO * I C KIS N IS (K I G0 I
e e e e e g
a

Identification of Sources and Copyright-Protected Material

A source, in this context, is any material which provides candidates with information required to 3
answer a question or information which supplements a question. This includes pieces of text,
pictorial/graphical information (photographs, drawings, graphs, diagrams) and sheet music.
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» Now right click on the source/copyright form and select Check In:

-8 X

Solution Explorer 2 x
[au ~|

8  Solution 'History Higher' (1 project)
5@ History Higher
E]. &3 Hayley Watson
: 6[F) Item11 HW
-6[5) Item 3.1 HW
ITEM TEMPLATES EindPage D
Leah McKerracher | 2] Add New Page

[# CheckIn..
5 Get Latest Version

o

sed

oo

Preview Page

iy Undo Checkout...
Rename

Edit References/Metadata

Refer to PA

» Keep the status of the source/copyright form at Writing in Progress and click OK

Check-In - . A - e

’m_\
< |Writing in Progress LI

Comments:

tem History |

Author Time / Date ~ | Comment Worldlow Status Changed References
Demo11 106/12/2013 11:37:00 | Writing in Progress

OK Cancel

You should keep the source/copyright form at Writing in Progress status at all times. Even
when you move your corresponding item and marking scheme to Ready for Check, you
should leave the copyright form as it is at Writing in Progress.
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9. ‘Check In’ an Item and Marking Scheme

When you have finished writing an item you should check it back in.
» Right click on the item and select ‘Check In’

m Content Producer _ w .X\“ " ‘ :l

File Edit View Help

| Group View 2 x| Solution Explorer ax
iy Welcome to ContentProducer vesion 10037235 | 19 Solution 'Nat_5_Ops_Meeting’ (1
: - & Nat_5_Operations
= - o - Open Project © Recycle Bin
i@ Solution 'Nat_5_Ops_Meeting' (1 project) - _ *
SRS PEICEL ; Welcome to Content Producer ) 5 ITEM TEMPLATES
= & Nat_5_Operations (filtered by: ‘Status’) Recent Projects For guidance on the use of CP please see th/Content L
X3 Writing in Progress Nat_5_Ops_Meeting Producer Reference Guide' at the bottom left oiNis page, I o
I Refer to Principal Assessor NAT.S Operations or 'FAQs’ Find Page ID
I Graphic required 2] Add New Page
3 Graphic produced Other useful SQA Websites ] Add New Word Template
3 Ready for Checking = 2832 o A *] Add Source Booklet Item
1 Amendments Required : SQA petesss T Check In... |
= Re‘Ieased « NAR 5 Get Latest Version
0 Withdrawn « Skills for Work Preview Page
15 Undo Checkout...
Contact us at: Rename
Z—é\:sessment and Learning Edit References/Metadata
R P Edit Relationships

You will be presented with the following screen:
ki I ) —— e

‘Workflow:
|Ready for Checking

=
_— R

| have checked the item and reference data.

ltem History

Time / Date - Workdlow Status Changed References
27/02/2013 11:04:42 ic Check Ready for Checking

127/02/2013 11:01:07 ic Chel Ready for Checking
27/02/2013 10:58:26 ech Ready for Checking

|26/02/20131723:10 | Ready for Checking

p» Click on the Workflow drop-down menu\
You will see that you have the option to change Workflow status. Instructions for each status

are shown below along with details of when this status should be selected and how the
comments field should be completed:
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Workflow When to select this
Status
Writing in If you have not finished working on the item and want to work on
Progress it again later.
Ready for If the question(s), marking scheme and any copyright forms are
Checking complete and the item is ready to be passed to the Item
Checkers.
Graphic This status should be selected when an item contains any
Required* artwork. (Artwork includes illustrations, photographs,
charts, diagrams, logos etc.)
‘Graphic Required’ should be selected in instances where you
have inserted a copy of the artwork and in instances where you
are requesting artwork to be created by the Graphic Artist.
Graphic The Graphic Artist has carried out your request, but you need
Amendment | them to make further amends,
Required
Refer to If (by exception) you require initial guidance/advice from the
Principal Principal Assessor on the specific content/context of an item.
Assessor

*Please note that any comments entered by you when checking in an item cannot be deleted at a later
date. Comments will be stored in ContentProducer for audit purposes and will be available for other
Appointees to view. For this reason, comments must be clear, concise and of a professional nature.

» When you have selected the appropriate status and inserted any comments, click OK.

It is at this point that the item is checked in to the relevant status.

You must repeat the ‘Check In’ process for the marking scheme by right clicking on it and
selecting ‘Check In’.

You must always move the marking scheme to the same status as the item.
For example, if you are selecting ‘Graphic Required’ for the question(s) you must select

‘Graphic Required’ for the marking scheme. Similarly, if you are selecting ‘Ready for
Checking’ for the question(s), you must also select this status for the marking scheme.
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10. Exit ContentProducer

Before exiting ContentProducer you should ensure that you have checked in any items you
have been working on (see page 26-27).

» Select File — Exit

CP Content Producer

File | Edit View Help

gpen »ax
a e , Welcome to ContentProducer version 10.0.372.35
I E‘él:: _ Chrl+Q |,) Tew Prolec yape_n];r;je—ct"

+. [ Writing in Progress . Welcome to Content Producer (CP)

+ I71 Granhic reanired Recent Proiects AR S oL SR b i R RO S PR R RS R P

If you have forgotten to ‘Check In’ some of your items you will receive a message similar to
the example below:

i

Page Options

2 page(s) are checked out in the 'Nat_5_Operations' project. Would you
like to check in these pages now?

Yes No Cancel

» Select ‘Cancel’ and proceed to ‘Check In’ the item(s).

You will be able to tell which pages are still checked out to you as they will have a green tick
beside them.

Note 1: If you select ‘Yes’ your item(s) will be automatically checked in at their most recent
status, without giving you the opportunity to change the status or add comments, and
ContentProducer will close.

Note 2: If you select ‘No’ the item(s) will remain checked out to you and ContentProducer will
close.
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