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CP Authorôs user guide 

 

Introduction  

 

Content Producer (CP) is part of a 3 system assessment machine known as 

SQA Solar which is made up of; 

CP is the question authoring system used to produce high quality question 

items.  

Item Bank (IB) is the system which selects assessment questions according 

to the rules set within the assessment parameters.  

Secure Assess is the delivery engine which candidates access to ósitô their 

assessment. 

 

CP is an óAdobe Flashô driven, multimedia authoring tool which can 

produce, not only questions but also learning materials.  Authors can include 

images, animations, video and audio. 

 

CP supports a wide variety of question types; 

 

 Multiple Choice (MCQ) 

 Multiple Response (MRQ) 

 Gap Fill/Numeric 

 Re-Order 

 Matching 

 Drag ónô Drop/Hotspot 

 Text Highlight 

 Pick List 

 Graphical (Bar Chart, Line Graph, Scatter Graph, Pie Chart) 
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Accessing CP 

Click on the desktop icon , then the following screen will appear; 

 

 
 

Enter the username and password supplied by SQA 

 

You will be asked to change your password as soon as you log in for the first 

time. 

 

 
 

 



  

5 | P a g e 

 

 

Alternatively, select óViewô then óChange Passwordô. 

 

  
 

The CP óStart Pageô shows  ótilesô, or ótoolbarsô . 

 
This tile shows the recent Projects that you have opened for quick access to 

on-going work.      
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Chapter 1 
 

Opening and Using Projects  
 

Projects can be opened in two ways. 
 

1. By selecting a Project that you have been working on (double click on 

the project title in the óRecent Projectsô tile) 

 

 
 

2. By clicking on the óOpen Projectô button (this will show a list of the 
projects you can access). 

 

 
 

You can access a project by selecting and clicking óOpenô. 
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On the right hand side of the screen you will see a panel called óSolution 

Explorerô. Once you access a project  the óSolution Explorerô will now look 

something like this. 

 

 
 

Here you will find the óMaster Templatesô. This folder contains templates 

for all the different questions you can create.  

Remember, copy templates, and do not óCheck Outô 

 

 
 

Each óPageô within the folder relates to one individual question. 
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Chapter 2                                                                                                       
Question Authoring 

 

To start authoring questions you will need to access your source document 

in óEXCELô.  This source document will contain the text of the questions 

and answers that you will copy and paste into the appropriate question types. 

Example: 

 

The first section of the source identifies the Unit Number. The second 

section gives the textual information required to set the question i.e. copied 

and pasted into your question template. 
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Setting Questions into Templates 

 
Rules 

 

1. Templates must be copied, never óchecked outô. 

 

2. A question/pages must be óchecked outô to make changes and 

óchecked inô to save changes. 

 

3. Any questions not fitting an existing template should be intimated 

to the Learning Technologist who will create a suitable template or 

make adjustments directly.*  

 

 

  

*Users must not adjust templates as this may cause 

inconsistency in format and style. 

 

 

Learning 

Technologist 

Frank 

Duff 

0845 213 

5408 

frank.duff@sqa.org.uk 

or,  

solar@sqa.org.uk 

mailto:frank.duff@sqa.org.uk
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Setting Questions into Templates 

 

Copy and paste your required template in to the folder you are working on 

and re-name it for the individual question you are authoring e.g. óQ1ô, then 

right click and select óCheck Outô. 

 

 
 

The question example (see page 8) allows the use of a óMultiple Choice 

Questionô (MCQ) template which will be created as followsé 
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Chapter 3                                                                                               
Multiple Choice Question (MCQ) 
Using the source example on page 8 

 

 
 

The Question or, Stem is copied & pasted into the óStemô box by right 

clicking within the box and selecting óEditô. Right click again and select 

óPasteô. This process is repeated again, with each answer (A, B, C, D) being 

copied & pasted into the óAnswerô boxes as appropriate. 

 

NB 

In the case of MCQ the correct answer is always placed in the answer box 

óAô (the randomisation of the answer in setting the question is not 

necessary, as CP will do this for you automatically). 
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Once the óCopy & Pasteô process is complete you can óPreviewô the question 

by clicking on the tab at the bottom left of your screen.  

 

The question is now displayed as the student will see it; 

 

 
 

You will note that the correct answer is no longer at the first radio button. 

Every time the question is selected, the responses are randomized. 
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Chapter 4 
Edit  Reference/Metadata 

 

This is the information which will be used by the óItem Bankô to identify 

suitable questions for assessment. 

Prior to óchecking inô (saving) your question page you must set the required 

óReferenceô or metadata. To do this right click on the page icon in solutions 

explorer whilst you have the question checked out and select 'Edit 

Reference/Metadataô. 

 

 
 

 The following scene will appear 
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You must then go through each of the necessary options to enter the correct 

metadata 

 

  
 

Description (not used in all projects) 

This will be different for each question and describe what the question is 

asking of the candidate. 
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Keywords 

This allows the question to be identified for cross referencing. 

 

 
 

 

Marking Criteria 

This field is pre set and describes the question type 

 

  
 

Marking Type 

This is, again, a preset field 

 

 
 

The default setting allows automatic marking of the question. 
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Outcome Number (Mandatory) 

The outcome number according to the unit specification. 

 

pFV 

This stands for óPerformance Facility Valueô. Authors are asked to estimate 

this on the grounds of how difficult  or, easy an individual question is. This, 

in turn, is then re-levelled by Secure assess as candidates do the question in 

live assessment. 

N.B. Pfv scale; 0.1 = Difficult  ï 0.9 = Easy 

 

Purpose 

This is preset at the template stage and identifies the questionôs use as 

Formative, or Summative. 

 

Topic (Mandatory) 

This is the performance criteria appropriate for the outcome that the question 

related to. 

 

 
 

Total Mark 

This is the mark, or points that will be awarded for the question. Although 

this is preset at the Template stage it is possible for an author to change this 

where it is felt that the question merits a higher or lower mark.  
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Unit Number 

As shown on the Unit Specification.  

 

 
 

Unit Title 

Please use the unit title as issued by SQA. 

 
 

Once you are happy with the information remember to click óOKô. 
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Checking In 

 

With the question reference set you can now ócheck inô to save your 

changes. Right click on the óPageô icon in the Solution Explorer and select 

óCheck Inô. 

 

 
 

The following screen will appear; 

 

Where errors are shown they must be corrected, or, the page will not work 

properly. Authors should also check any warnings to make sure they are 

happy with the settings, or make changes where appropriate. Change the 

'Page statusô to 'Authored' and make notes, initial and date the comments 

field 

This question is now complete and you are free to copy and create your next 

question. If the next question is also a multiple choice question, you can 

either copy the template again or the question you have just completed. 

However, if you chose to copy the existing question, be sure to remove all of 

the original text and any scroll bars which may appear. 



  

19 | P a g e 

 

Chapter 5 
Multiple Response Question (MRQ) 

 

 
 

 
 

Copy the MRQ template and paste in to your working folder. Rename the 

page appropriately. As before right click and select óCheck Outô to open the 

MRQ page ready for editing. 
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Again the text is copied from the source document (i.e. top of page19), into 

each field as appropriate. 

 

 
 

The template is set to mark answers A, B and C as correct. In the example 

given, this needs to be amended to those indicated by the question setter. 
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Right Click on the incorrect Check box and select óMark as wrongô. 

 
 

Then right click on the correct check box selecting óMark as correctô. 

 
 

Select óPreviewô (see page 12) to view the question as the candidate will see 

it. 
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Again (as in multiple choice), the answers are randomised each time the 

question is delivered. 

 

Once you are satisfied that the question is working properly, you can óSet 

Referenceô (see page 14) and óChecked Inô (see p 18) 
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Chapter 6                                                                                           
Matching Question 

 

Source example 

 

 
 

Again the template for this question type is copied, re-named and Checked 

Out as before. 

 

 
 

The example shown is a óMatching Verticalô template. 
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The Question or Stem can be copied and pasted from the source document as 

before. The column titles should be copied and pasted with the left hand title 

to the top and the right to the bottom. 

 

 
 

To enter the matching answer text, right click on the matching table and 

select óEdit Extension Parametersô. 
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The text can now be copied and pasted into the óText Leftô and óText Rightô 

boxes (blue representing left and yellow right). 

 

 
 

Repeat this process until all boxes contain their text. 
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The links between the correct matches are made by clicking one box, then its 

matched partner e.g. óWeighing ingredientsô to óScalesô and óBrowning 

bonesô to óRoasting tinôé 

 

 
 

Note: 

When viewed in óPreviewô (see page 12) the matching boxes are not 

randomised. 

  

 
 

óSet Referenceô (see page 14), and óCheck Inô (see page 18) once you are 

satisfied with the operation of the question. 
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The process for óMatching Horizontalô is exactly the same as that for 

Vertical. The only changes are in the layout on screen and the number of 

matching boxes used. 

Example 

 

  
 

Tip: It is not necessary to keep the matching answers in the Question 

Setterôs order, as long as they stay in the correct columns; they can be 

matched with any box in the opposite column 
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Chapter 7                                                                                                     
Re-Order Question 

 

Source example 

 
 

Copy, rename and check out the template as normal. 

 

 
 

The Question and answers can be pasted into the appropriate text boxes as 

usual. However, the answers must be placed in the correct order. 
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In Preview (see page 12) the answers are again randomised; 

 

 
 

These are only fully correct when the candidate óclick and dragô the 

responses into the sequence that the question setter has entered them (hence 

the importance of placing the answers in the correct order). 

 

Once you are satisfied with the question óSet Referenceô, (see page 13), and 

óCheck Inô as normal (see page 18). 
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Chapter 8                                                                                                       
Text Highlight Question 

 

Source example 

 

 

 
 

Copy, rename and check out the template as normal. 

 

 
 

The Question can then be pasted into the appropriate text box. 
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Next right click on the óAnswerô box and select óEditô.  

 
 

Now copy and paste the answer text into the top óEdit Textô box. 
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The óPreview Textô box will auto fill. You can now highlight the correct text 

by enclosing each word in << >> brackets. This will change the colour of the 

selected text to Green in óPreview Textô (as per instructions at the top of the 

óText Selector Editorô). 

 
 

Click óOKô to place the óanswerô text into the template. 

 

 
 

Tip: More thorough use of the [[ ]]  &  <<>> brackets will allow a more 

accurate, or detailed response 
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Check the question in óPreviewô (see page 12). 

 
The candidate selects the text they consider correct by clicking on the 

word(s). 

 
Once you are satisfied with the question óSet Referenceô, (see page 13), and 

óCheck Inô as normal (see page 18). 

 

Tip: the template is set to allow 4 selections. If you require more or less 

responses to be available to the candidate you need to change the 

Properties óMax Selectionô,  (setting ó0ô= unlimited selections) 
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Chapter 9                                                                                                          
Pick List Question 

 

Source example 

 
 

Copy, rename and check out the template as normal. 

 

 
 

Copy and paste the question into the appropriate text box. 
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Drag the ódrop downô boxes aside and past the answer text into the text box. 

 

 
 

Remove the original text, where the ódrop downô boxes will replace the 

wording and ensure there is enough space to allow the drop down menu 

arrow to fit with the longest answer. 

 

 
 

Right click on the first drop down box and select óEdit Answer Optionsô. 
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This opens a new window called 'Pick List Options'. 

 

 
 

Right click on the options box and select óAdd new optionô. 

 

 
 

Enter the first answer into the new options box and select óOKô. 
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Repeat the process until all options are entered for the menu. 

 

                   
 

Click in the check box, at the left of the chosen option, to mark as correct. 

 

Repeat the process until all menu options are complete.  

 

 
 

NB 

The longest answer will be displayed in each menu box. This helps you to 

check the size and spacing of each answer.
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Check the question in óPreviewô (see page 12). 

 

 
 

The candidate clicks on the drop down arrow and selects their answer. 

 

Example 

 

 
 

Once you are satisfied with the question óSet Referenceô, (see page 13), and 

óCheck Inô as normal (see page 18).   
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Chapter 10                                                                                                 
Gap Fill Question 

 

Gap fill is a very versatile form of template and can be used with either the 

automatic or human marking type. The examples given below are some of 

the ways this question type can be used. 

 

 Source Example 

 
 

Copy, rename and check out the template as normal. 

 

Copy and past the question and answer text into the appropriate box. 

 

 
 

Then right click on the óGap Fillô box and select óEdit Answer Optionsô. 
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In the óGap fill Answersô window, right click on óAnswer Setô and óAdd 

New Answerô. 

 

 
 

Enter the appropriate answer in the óCorrect Answerô box and click óOKô. 

 

 
 

This process can be repeated to include variations on an answer (e.g. upper 

case, lower case, italics etc.). 

 



  

41 | P a g e 

 

Repeat the process to complete each of the gap fill boxes. 

 

 
 

Check the question in óPreviewô (see page 12). 

 

 
 

The candidate answers the question by typing free text into the boxes. These 

are only correct if the text matches the ógap fillô answers already set. It is, 

therefore important to include as many possible versions of the answer in 

each set.  

Once you are satisfied with the question óSet Referenceô, (see page 13), and 

óCheck Inô as normal (see page 18). 

 

NB Authors and setters must be aware that the answer will be typed in 

manually by the candidate, so, the answer set must include all variations 

that are considered correct. Gap fill is, therefore best used as a numeric, or 

arithmetic question type. 
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Other examples of Gap fill  

 
 

In other examples the candidate may be required to give a more detailed 

óEssayô response. 

 

 
 

However, in such cases the answer requires to be manually marked by an 

Assessor. 
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Chapter 11                                                                                                
Drag and Drop Questions 

 

óDrag and Dropô style is very similar to óMatchingô in that you have a set of 

answers which require to be matched to a ócorrectô position on the screen. 

However, in the case of drag and drop, you may have more positions than 

answers to be placed on the screen. 

 

Copy, rename and check out the template as normal 

 

 
 

This screen is arranged with the óDrag Itemô boxes  on the left and 

the óDrop Zonesô  on the right.  
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Right click on the Drop Zone and select óSet correct Drag Itemsô. 

 

  
 

The answer boxes are allocated numbers (in the case of this template, 1-4 

and top to bottom respectively). 

 

 
 

Select the correct item for each Drop Zone. Both the Drop Zones and 

Answer boxes can be placed anywhere on the screen and may be expanded 

or reduced to suit any answers. Media can also be used. 

The Answer Boxes and Stem boxes are edited in the usual way, by selecting 

and choosing óEditô to enter the copied and pasted text from your source 

document.  
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Other examples of Drag & Drop  

 

In each example you can see the structure, followed by the Preview screen: 

 

Fig 1.1 

 
 

Fig 1.2 

 
 

Fig 1 shows the simplest example of Drag & Drop, where candidates put the 

items in the correct order of process. 
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Fig 2.1 

 
 

Fig 2.2 

 
 

Fig 2 shows the inclusion of a diagram for the candidate to label using the 

óDrag Itemsô on the left. 


































