Preparing Questions for the e3an Databank

Clearly we have to impose some quality standards on our questions.

1. So that you know that the questions have been professionally prepared and peer reviewed.

2. So that we know that the questions you write will import into our database without losing or changing meaning

3. So that people who want to use your questions can find them.

For this reason we have prepared some word templates, some question guidelines and some tools to validate your question.

Installing the templates.

Copy the five word templates from the Templates directory on this disk to the place where word expects to find your templates.  (Tools menu, Options command, File Locations tab tells you where this is). Now when you start a new word document (from the File menu, new option) you will be able to select the appropriate template.
Installing the validation tool
From the ValidationTool directory on this disk, run the SETUP program. This will install the Validation Tool, which you can run from your Start Menu,. e3an option.
PLEASE NOTE. The validation tool supplied on this disc is known to have bugs when working with certain combinations of word and DLLs before Word XP 2002. If you find that the program crashes with a memory exception error on validating a file, then this is the problem. A new version will appear on the website very shortly.

Preparing and Saving your question

Information to help you prepare questions is in the two powerpoint presentations on this disc. 
Create a New File using the appropriate template.  Save the file using the naming convention in the guidelines. Make sure you are saving a DOC file and not a DOT file!
Note:

Please use only Symbol Font symbols
Otherwise prepare equations using Word’s Equation Editor

Diagrams may be embedded in with the text in the templates, but please make sure any draw diagrams are grouped as one object

For tutors notes you may wish to provide a handwritten solution, and scan in the solution as a diagram. This is fine, but please use a heavy black pen and write carefully!

Preparing and Saving Metadata

When you have prepared your question, you should prepare the metadata using the metadata template. This is self explanatory. Make sure that you save it with the name that matches the question.
Validating your Question

Run the validation tool, and open your question file. It will automatically load the matching metadata file.
Choose the Validate option from the Tools menu. The option may take a couple of minutes to run. Do not panic. When completed the option will either point out to you the error of your ways using colour coding, or it will confirm that the document is valid. If the document is valid you can then use the Tools menu to run the converter,  This will also take some time, but when complete you will be able to see the resulting question, and test it in our tool.
Please send queries to

info@e3an.ac.uk
