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ltem Checking Overview

Item Checkers will add comments to items online using ContentProducer. Items and

associated comments will be displayed on-screen during an Item Checking meeting and

items will be amended electronically (if required) during the meeting.

An overview of the Item Checking process is detailed below:

Step 1: Log in to Appointees Portal

¥

Step 2: Open ContentProducer from link in Appointees Portal

¥

Step 3: ‘Check Out’ item & insert comments

¥

Step 4: ‘Check In’ item

¥

Step 5: Attend Item Checking Meeting

Note: You are not required to check the content of any source/copyright forms.

Key Contacts

Activity

Contact

Telephone/e-mail

Appointee Portal access
and log in

app.portal@sqga.org.uk
0345 213 6831

Using ContentProducer

das.helpdesk@sqga.org.uk

Subject-specific queries

Principal Assessor

General support & advice

Qualifications Manager
Qualifications Officer
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1. Getting Started

Please ensure that your computer meets the following specification to run ContentProducer:

HDD Storage 1GB of free space
Operating system Operating system should be either:
e Windows 7
e Windows 8
e Windows 8.1
e 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:

e 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/

2. Log In — Appointees Portal

The Appointees Portal is a secure online portal that allows you to view and maintain your
personal details and is also where you will access ContentProducer.

To access the Appointees Portal please use the url below:

https://appointees.sga.org.uk

» Enter your email address and password and click Login:

Login

JAS0A appointees

SQA Appointees

Password

Welcome to the new look and feel SQA Appointees
po ur username has been changed to your
email address.

Forgot password?

Secure services Information Contact Help using SQA Connect

Forgc ssword? Help X About SQA Appointees

Contact

» Click on the link to ‘Content Producer’ to open the ContentProducer homepage:

}\(SQA appointees Key Dates SQA Appointees Updates Publications and Resources Contact Q Logout

Welcome

Test

Your services

Content Producer QA Secure Service Results Services

View details of your verification selections Submit exceptional circumstance and post-results service

requests.

My Profile Page

Note: the first time you click on this link you will be asked to install the ContentProducer
application.



https://appointees.sqa.org.uk/

3. ContentProducer — Homepage

Your homepage will look like this:

[§ ContentProducer (Checker mode) . —— =
File  Edit View -8 X
| Solution Explorer 2 x|
&) 8 -
BdSurpass | -]

Welcome to ContentProducer
Important information for appointees

Please ensure you enter the correct Item Specification Number when completing the metadata as payments are based on this
information.

Choose an Appointment Project

History Higher j| Open Project

My Contracts ‘ = Refresh My Contracts ‘

Check

Item Specification Number Contracted Available to check Checked

71 Solution " (0 projects)

Your My Contracts table shows how many of each item you have been contracted to check,

and how many are available for you to check.

» Select your project from the drop down menu and click Open Project

N\
Choose an Appointment Project\
English Advanced Higher M
English Advanced Higher
Geography Higher
My Contracts Z Refresh My Contracts

You will see the project title appear on the right hand side, in the view known as Solution

Explorer:
ContentProducer (Writer mode) ———— — ‘ = u
Ele  Edit View - %
Solution Explorer 2%

Important information for appointees

Please ensure you enter the correct ltem Specification Number when completing the metadata as payments are
based on this information.

Choose an Appointment Project

English Advanced Higher j| Open Project

B8Surpass’ o E
Welcome to ContentProducer P R

Project title
appears here




4. Folders and Filters

» Click on “+" and ‘-’ to expand or collapse any folder:

Solution Explgrer

|l / |

71 Solujion 'English Advanced Higher' {1 project)
E@ English Advanced Higher Folder containing item template(s) for all Item
-0 ITEMTEMPLATES < Specifications in your subject area/level
- [  Marjory Lamond
- StevenTaylor Folder for each Writer to store their items
[ Mark Shields <€

Hayley Watson

You can also view items using the filters:

Soluticn Explorer

Al j

Draft
Ready for Checking
Requires Rework
Graphic Required
Graphic Amend Required
Graphic Produced

LT Mark Shields

As a Checker, you should filter on Ready for Checking to view the items you have been
contracted to check:

Seclution Explorer a

|l -
All
Draft
Requires Rework

Graphic Required

Graphic Produced

Graphic Amendment Reguired




The number of items returned by the filter will match the number in the Available to Check
column of your My Contracts table:

[ ContentProducer (Checker mode) —— =
Fle  Edit  View -8 X
Solution Explorer a0
N L]
E8Surpass ey o Crceng =
7 Solution History Higher' (1 project)
Welcome to ContentProducer B8 ity e
&30 Hayley Watson
. . . & [2] kem 11 HW
Important information for appointees T & Mark Scheme
Please ensure you enter the correct Item Specification Number when completing the metadata as payments are based on this /
information.

Choose an Appointment Project

Histary Higher j| Open Project

My Contracts < Refresh My Contracts

Check

Item Specification Number Contracted Available to check Checked

1 item returned

when filter is on
Ready for Checking

Showing 1 item
available to check

Item names should be based on the Iltem Specification Number and the Item Writer’s initials.

For example, if an Item Writer is writing 2 x Item Spec 3, the unique names for each item will

be:
Item 3_1®<— Initials

Item 3.2 JH




5. ‘Check Out’ an ltem to Add Comments

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. 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.

If an item has a red stop sign beside it, this means that it cannot be checked out by you to
add comments (as another Appointee is working on it).

Note: If you double-click on an item, instead of ‘checking it out’, you will open a
READ ONLY VERSION of the item and any changes you make to it will NOT be saved.
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.

Surpass’ N 5
elcome to ContentProducer . AL

ITEM TEMPLATES
Marjory Lamond

portant information for appointees

:ase ensure you enter the correct ltem Specification Number when completing the metadata as payments are based on this

Jrmation.
Find Page ID

Add New Page

Choose an Appointment Project @ Checkout..

% Get Latest Version
English Advanced Higher j| Open Project Rename

Copy.

X Delete

Word will automatically open on your computer displaying the item and the marking scheme
(if applicable) ready for you to start checking. For example:

Ml |@ 2 - 6% Quest ubQuestic Template.docx - MicrosoftWord | e [ T e
Home Insert  Pagelayout References  Mailings | Review | View  Places | Design  Layout
(4 =] ABC as &= « & By U Final - Dy ¥ Previous ] D
v { [ 23 0 ! - A % 3
’1 & A A 4a8f @ B Show Markup ~ Q) /g 93 Next —
Spelling & Research Thesaurus Word | Translate Language = New  Delete Previous Next Track i Accept Reject Compare Restrict
Grammar Count - - Comment  ~ Changes - [B] Reviewing Pane - - - - Editing
Proofing Language Comments Tracking Changes Compare Protect
,j [N, A1 - 1 2 1 30 -4:1-5:1:6-1:7:10:8:1:96- 110 110112+ 1 13- | 14+ | -15- | -16-| ] JpENISTGI ;/{,:
= T |
] - _ _
0. You read an article in a French magazine about the summer holidays.
Z Les vacances scolaires, sont-elles
7 pour se reposer? =
7 A la fin de l’année scolaire, il est
souvent tres difficile de s’adapter
A aux vacances. Il est important que =
¥ les éléves prennent le temps de se
- détendre, et de voir des copains.
i
' Mais en réalité beaucoup de
= jeunes continuent a étudier
= pendant les vacances, surtout ceux qui ont été malades pendant l’année
= scolaire.
& D’autres gagnent de [’argent en tondant les gazons et en promenant les chiens
S des voisins pour s’acheter un nouvel ordinateur ou se payer des vacances a
o U’étranger.
=
B (a)
= What is it important for pupils to do once they are on holiday?

9




Marking scheme

21 = -[=h (=P -3 4.1 5 1.6 ‘,?‘|-e‘|-§|.|\-1u‘|-\:é|-12-\‘13-\‘14-\-15-\‘15-\‘1)\:\‘13-| 1

0. | (a) | Nature: 4

* |s the blueprint we inherit from our
biological parents

* Genes inherited from our parents

G + Examples could be eye colour, hair,

B etc

% Nurture:

- + Process of how we learn in society

= + Experiences we have

i + Values passed down

= Nurture can influence nature as the way
- you are brought up affects the use an

- individual makes of their inherited ability.

For example, a person with Down's
Syndrome who is brought up with
positive parenting will feel accepted and
develop positively.

Any other appropriate answer.

10 -

(1 mark for each nature, 1 mark for
each nurture, 2 marks for influence)
(b) | To have an understanding of what 3
influences individual development and

behaviour which will then enable them to

112 {111

Note: When an item and marking scheme (if applicable) are checked out by you, a green
tick will appear beside them:

| Selution Explorer 3%

[an -

Surpass’

7 Solution 'English Advanced Higher' (1 project)
elcome to ContentProducer B8 g Admcettigrer
[ ITEM TEMPLATES
1 Marjory Lamond
portant information for appointees [ Steven Taylor
o Mark Shiclds
ase ensure you enter the correct Item Specification Number when completing the metadata as payments are based cn thi El-51  Hayley Watson

rmation. -+ 5] Item 6.1 HW

o [ Mark Scheme

10



» To insert a comment on either the item or the marking scheme, ¢
document where you wish to add the comment then:

Word 2010 & 2007

Select Review — New Comment;

MMVW Microsht word RGE—

s @
A &

Accept Reject

0. You read an article in a French magazine about the summer holidays.

Les acanceq scolaires, sont-elles
pour se reposer.

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

Mais en realite beaucoup de
)eunes continuent a étudier
pendant les vacances, surtout ceux qui ont été malades pendant I’année
scolaire.

D’autres gagnent de [’argent en tondant les gazons et en promenant les chiens
des voisins pour s'acheter un nouvel ordinateur ou se payer des vacances a
’étranger.

(a)
What is it important for pupils to do once they are on holiday?
Mention any one thing.

» Type in your comment:

Wid9-0l= ST FGlestionAnswersubQ

lick on the point in the

T m Microsoft Word —a.
File Home Insert Page Layout References Mailings Review View Places
. EE ABC a % *x 2% Final: Show Markup . #2 Previous = N
vV @ M aEtEE vg
23] & 2 show Markup ~ v \ﬁ 92 Next =8
Spelling & Research Thesaurus Word | Translate Language New  Delete Previous Next Track Accept Reject Compare lock  Restric
Grammar Count - Comment Changes - [B] Reviewing Pane ~ - - - Editing
Proofing Language Comments Tracking Changes Compare Protect
P O - 11120 134 NG5 61 g i) B o9 el i (326 19135 1140 1 i15001 167 1 iR S
= £
- 1 0. You read an article in a French magazine about the summer holidays.
i | Les blacances] scolaires, sont-elles __—{ comment [MM1]: |
: | pour se reposer?
I i
7 ' A la fin de ’année scolaire, il est
5 | souvent tres difficile de s’adapter
q | aux vacances. Il est important que
d ' les éléves prennent le temps de se

All comments will appear in the Markup Area. You will see your own comments in this area

as well as any other comments that have been added: .\

Comment [MM1]: Is this the correct

)

[MM2]: At National 5 level

i jeunes continuent a étudier o \
Z pendant les vacances, surtout ceux qui ont été malades pendant [’année

i scolaire.

= D’autres gagnent de ’argent en tondant les gazons et en promenant les chiens

o des voisins pour s’acheter un nouvel ordinateur ou se bayerj des vacances a {

o létranger. T temmy
B

= (a)

o What is it important for pupils to do once they are on holiday?

& Mention any one khinﬁ.

?«‘ 77777 2 points.|
a

it may be more appropriate to ask for

You must not delete or amend any item content or any other Checker's comments.

11



When you have finished adding comments to an item and marking scheme:

» Select File - Save (or click on the Save icon) and then click on the Close icon:

S ———
(w]| &, = 980P110451C1T1bef756a2-ce71-4950-2259-63ebd83bb161.docx - ContentProducer - Copy of Item Specs 1 and 2 (Checked Out) &=t
Home Insert Page Layout References Mailings Review View Places
¢ = ABC a” %r K ﬂ » = 9% Final: Show Markup =i [ Do 3 Previous = ( Y
4 [ F mmtat P e A & |
v | % KF Wt B e il =
Spelling & Research Thesaurus Word | Translate Language New  Delete Previous Next Track Accept Reject Compare | EBlock Restrict
Grammar Count - - Comment  ~ Changes ~ [B] Reviewing Pane ~ P v - Authars - Editing

Proofing Language Comments Tracking Changes Compare Protect

oo e X 121 314 151 6t 1 7 1 B 19110 141 142+ 143+ 114+ 115 116+ 1+ A eggene ] i

‘Question 1

5.1 Checking large files (e.g. audio) attached to an Item

» Right-click on the item name and select Add Resources

) . i . A =& Example

the correct item Specification Number when completing the metadata as payments are based on this information> = &6 SFE—
f Find Page ID
B =

2] Add New Page

ipointment Project R Check Out..

= Uz Get Latest Version
:J Open Project
Rename

BENCopy
¥ Del

43 Add Resoush. |

‘ = Refresh My Contracts

12



The Add Resources window will open, showing any files which have been added:

Add Resources

+ Addfile | @

File Name

M E]{ﬂ Exampll‘-:|
E]ﬂ Item1Test
L @[H] Mark Scl

Item ID:1181P1390

Size

Kalimba.mp3

so2me @ [uf

1 Files attached

8.02 MB

Done

To access the files use the @ file download button and then click on open to access the

file:
A — Exam II:"
+ Add file | @ ltem ID:1181P1390 e ,’;mm
L 8@ Mark Sche
Eve e [ File Download
Kalimba.mp3 Do you want to open or save this file?

Name: Kalimba.mp3
Type: MP3 Format Sound
From: sqgatrain.btisurpass.co.uk

2

[ Open J[ Save [ Concel ]

While files from the Intemet can be useful, some files can potentially
ham your computer. if you do not trust the source, do not open or
save this file. What's the risk?

9

1 Files attached

§.02MB

e

13



the correct Item Specification Number when completing the metadata as payments are based on this information.

[H-&3 Example
= nD Item1Test

Add Resources PY ﬁ Mark Scher
)pointment Proj{| _ ,
— | | + Addfile ‘0 Item ID: 1181P1390 ‘1
| | =)
File Name Kalimba
Kalimba.mp3
Mr-SCrvf F
i Pri)|
oo mbor
2 o oy
3 nmn)
4 1 Files attached
5
1
( Done I ”
» Click Done

NOTE — Any comments about the audio should be made on the item itself in the usual way
(see page 11).

Alternatively, material sourced from other packages (such as Excel or Adobe Reader) may
have been inserted as an object within the item. You will be able to double click on an icon
within the item to access such material.

General Item Checking Guidance

1.

You must initially cross-check each item against the appropriate Item Specification to
ensure the Item Writer has covered the required content area, number of marks etc.

Your subject-specialist check must also involve reviewing the suitability of items in terms
of validity, accessibility, reliability, degree of difficulty, and equality and inclusion. See
Guidance for Producing and Quality Assuring Items, Question Papers and Marking Instructions
and Item Writer and Checker Checklist (available in the Appointees Portal).

Marks should be entered where appropriate in the right-hand column.

Graphics, graphs and tables should be appropriately placed and of the correct size and
quality.

It is useful in some subject areas to check if there are any large files attached to an item

you are checking. You can do this by right clicking on an item and selecting Add
Resources (see pages 12-14 for more info).

14



6. ‘Check In’ an Item

When you have finished checking an item, i.e. you have added comments against the

guestion(s) and marking scheme, you must ‘check in’ the item. Before you ‘check in’, make
sure you have saved all Word documents and closed Word.

If you do not ‘check in’ the item, the item will become locked and unavailable to others.

» Right click on the item and select Check In:

ion for appointees

the correct Item Specification Number when completing the metadata as payments are based on

pointment Project

-

gher

Open Project

=~ Refresh My Contracts

You will be presented with the following screen:

LEW IEVIFLAITES

e

.. 1 Marjery Lamend
.. [ Steven Taylor
o] Mark Shields
- Hayley Watson

e

Find Page ID

#] Add New Page

CheckIn...

Get Latest Version
Preview Page

Undo Checkout...
Rename

Edit References/Metadata
Edit Relationships
Referto PA

Check-In s v s .
Workflow: ltem Specification
| Ready for Check ~ [ ~1
I~ I confirm that this item is suitable for use in a future Question Paper.
Comments:
item History
Time / Date ~ | Comment | Workiow Status | Changed References
Witer 27/09/2013 15:12:53 | Ready for Check: | kemSpec: 1
i
l
oK Cancel

The item and marking scheme (if applicable) are now checked in.

15




7. ltems Referred to the Principal
Assessor

Item Writers can refer items to the Principal Assessor (PA) during the item writing stages.
Item Writers are advised to do this (by exception) if they require guidance/advice on the
specific content/context of an item.

The PA will receive an e-mail each time an item has been referred.

The e-mail will contain the item name and the Writer initials (e.g. Item 3.1 HW), which can be
used to locate the item in the appropriate Writer folder.

The PA can check that they have identified the correct item, by using the cursor to ‘hover
over’ an item. This will display information in a yellow box:

| Solution Explorer rx |

[an -

7 Selution 'History Higher' (1 project)
E@ History Higher
Eﬁ Hayley Watson
5-8[E] kem 1l HW
a Mark Scheme

test
D PAGE

1D: 1067
MName: Item 1.2 HW
Status: Draft
Last Checked In By: Writer, TODAY at 16:23:40

Question Types in Use:
Attach File

Assigned References:

). 1
Escalated D)

If ‘Escalated’ appears, this means that the item has been referred to the PA.
» Check Out the item (see page 9) to view the content

You will see this message:

r -

Warning

The page :ltem 3.1 HWw/
Id : 1081

\wiarning: This page has been escalated.

If you still want to check this page out,
select OK. Otherwise, select Cancel.

OK | Cancel

16



» Click OK — Word will open automatically displaying the item and marking scheme.

Queries from the Item Writer will appear as comments on the item or marking scheme. The
PA should respond to queries by inserting their own comments on the item or marking
scheme (see page 11).

» Save the item (File > Save or click the Save icon) and Close Word

——————————— —— -
980P110451 C1T1bef756a2-ce71-4950-a259- 1.docx - C Producer - Copy of Item Specs 1 and 2 (Checked Out) [ i f(cl ‘g

ome Insert Page Layout References Mailings Review View Places > @

,y ui = ABC a’iﬁ & KK & » :;j/ 9% Final: Show Markup 2 2 Previous 2 L
B s | @t . 5 4 %

123] ca A & show Markup = 2 9 Next Sl
Spelling & Research Thesaurus Word | Translate Language ~ New  Delete Previous Next Track Accept Reject Compare | & Restrict
Grammar - - Comment ~ Changes ~ [B] Reviewing Pane ~ - - - Editing

Proofing Language Comments Tracking Changes Compare Protect

[] Foi a0 X i 11213 1 4 1 51 6 71 B+ 191 10 (q1r 112+ 1 13+ 1 14+ 1 +15+ 1 16+ |+ A i g8 i |

» If the item has a marking scheme, save and close the marking scheme

» Right click on the item and select Return from PA:

SUIULIUN LA R

| |

7 Solution 'History Higher' (1 project]
E@ History Higher
253 Hayley Watson

- / Ma Find Page ID
[:I HEMTEMPUE] Add New Page
i
%

#-C3  Mark Shields
1% ChecklIn..

Get Latest Version
Preview Page

4

1 Undo Checkout...

Rename
Edit References/Metadata
Edit Relaticnships

| Return from PA |

You will see this message:

Return from P& [&J

:I This itemn has been returned from the PA

» Click OK
» Right click on the item and select Check In (see page 15)

When you ‘check in’ the item, the Writer will receive an e-mail informing them that the item is
now available for them to ‘check out'.

17



8. Exit ContentProducer

Before exiting ContentProducer you should ensure that you have ‘checked in’ any items you
have been working on.

» Select File > Exit:

ConhentPraducA " —- ‘

File | Edit JAliew

Exit Cirl+Q}
EdSurpass’
Welcome to ContentProducer

If you have not ‘checked in’ an item you will receive a message similar to the example below:

Page Ophions Iﬁ

1 page(s) are checked cut in the 'History Higher' project. Would you like to check
in these pages now?

Yes Mo Cancel

» Click Yes, your items will be automatically checked in, and ContentProducer will close.
Once you have exited CP, you must log out of the Appointees Portal.

If you do not log out of the Appointees Portal you will see the following message when you
next try to access CP:

2S0A seromy ~

BTL

There was a problem accessing the BTL sile, please sea the arror balow. | you conlinue experiencing problems please contact the
help desk,
Your account was not recognised by BTL.

This means that ContentProducer thinks that your account is still in use. In order to resolve
this issue, make sure you log out of the Appointees portal and then log back in.

18



9. Item Checking Meeting

You will be invited to attend an Item Checking meeting to discuss items and agree any
changes required. Items and comments will be displayed on-screen during the meeting.

During the Item Checking meeting, the Principal Assessor will:

Lead discussions on items and ensure agreement is reached on any changes required
Ensure, where possible, changes to items are made on-screen during the Iltem Checking
meeting

Ensure comments are removed from items (by right clicking on the comment and
selecting Delete Comment)

Add/check any item reference data (see below)

Bank items

In cases where the changes required to an item are extensive or new/revised graphics are
required, the PA will ensure that clear instructions are inserted into the item for the Writer so
the Writer is able to address these points out-with the meeting. In such cases, the item will
be ‘checked in’ at ‘Requires Rework’ and once the Writer has addressed the relevant points,
the item will become available to Checkers to re-check (Checkers will need to revisit the
steps on page 14).

Adding/Checking Item Reference Data

» Right click on the item (while it is checked out) and select Edit References/Metadata:

E(U te IV
bt ] Marh Find Page ID
™ CheckIn..
3 Get Latest Versicn
Preview Page

14 Undo Checkout...

Rename

| Edit References/Metadata q
Fdit Relatinnchine

The following screen will appear:

Edit References

Name l Value l Type I Mandatory

IsEscalated List No
ltemSpec 1 Text No
MarkedMetadata Special No
QuestionType List No
Section List No
TotalMark List No
YearltemUsed Integer No

» complete the relevant fields, click OK, and proceed to check in the item.

19




10. Year View Function

The Year View panel allows Principal Assessors to see in which years items from a project
have been used in a question paper.

» Select View and ‘Year View..

m ContentProducer /

File  Edit | View | /
- fe Solution Explorer
4 %) Group Miew
"_| Solution ‘|7 Reference View
E@ Test ) Mumber of Checks View
D @ Page Summary View 1
: - @ Year View i
El P Ctrl+F4
e Ctrl+F5
B L Ctrl+F7
(D Qutput Cirl+F6
.@ Shared Library Ctrl+F&
(E] Previous Comments Ctrl+F12
Hide Panels Cirl+H
Standard Layout Ctrl+L
Snapping 4
Edit Account Details
Change Password

This will open up a window displaying a list of years, along with an 'Unused' category in
order to filter by items that have not yet been used:

Year View

Items

1\ Unused
Name
4 Item 12.1YD
Item 12.2YD
Item 32 SF
Item 6.4 SF

Item 3.2 SFV2

» Select an alternative year, or years, by clicking on the year(s) inthe list on the left of the

panel, the 'ltems' list will then update accordingly.
» To de-select a year, simply click on it again to remove the selection.
The right of the screen lists items that have been used in the selected year(s)} by item name

and reference number. PAs can search for a specific item by using the search field at the top
of the Year View panel to search by item name/number.

20



11. Troubleshooting

Problem 1: My project is not opening / | cannot see Solution Explorer on the right hand side

Solution: Go to the View menu (top left) and from the list, click on Solution Explorer:

ContentProducer

File  Edit | Miew

Welcome Page

EIEII Solution Explorer Ctrl+F2

WE[[@ Group View Cerl+F3 [

ks Reference View

Problem 2: | can see the project, but not my folder / not my work / not the marking scheme

Solution: Use the + at the side of the project name / folder name / item name to expand the
directory beneath it:

7] Solution 'Folder' (1 project)

71 Solution 'Folder' (1 project) :
=i & Folder i El@ glder
] ) Recycle Bin
71 Solution 'Fole El """ g EE‘}};'E Bin £-&1 UserName
: [ seriame &--8[Z] ItemName
@ Folder GD IternName ED Mark Scheme

Problem 3: Saving
Solution: In order to ensure items are saving you must:

1. ‘Check out’ an item.
Double-clicking on an item opens a read-only version.

2. Edit one document at a time.
3. Have no other documents open in Word other than the one you are editing.

4. Select ‘Save’ rather than ‘Save As’. ‘Save As’ will save the item to your own hard drive
not into ContentProducer.

5. Close Word (not just other documents) before checking in the item.

6. Ensure you are connected to the internet and not working offline.
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