
e3an Guidelines for Question Authors

These guidelines are to ensure that the questions you provide will be acceptable to our input program. You can, and should test that these guidelines have been met by submitting the question to for validation by the validation tool provided, and available from the web site. www.e3an.ac.uk
General

Images

· References to the image – No numbers in the image such as Fig 1 refer to images as the diagram/circuit diagram/flow diagram etc.

· If you are using word draw it is essential that you group the image as one object so it can be recognised by the image converter. (You can test this by seeing if the image will cut and paste as one object)
· Images may be embedded into the Word templates.

· We can only accept .jpeg .gif .bmp and .tiff embedded picture files
Meta Data 

· Meta Data must have description and keywords.

· Meta Data must include information from the peer review – reviewer, date and comments.

· Meta Data must also have confirmation that this question has been validated.

Symbols

· All symbols should be typed in symbol font and not Times New Roman.

· This means that you are limited to producing questions with only certain symbols in the text.

· If you need to use symbols outside the given range use equation editor provided with Word.

Word versions

· Use only version word 97 and later.

Answers and feedback

· If you provide scanned written feedback you must ensure that your handwriting is clearly legible and of the highest quality. 

Saving

· You will be assigned a Subject code and Author Number e.g. ct01 - Circuit Theory Author1.

· Save your questions with sequential numbering.

· Questions should also be saved with a suffix _qa (where a is the part of the question) for the meta data files and a suffix _ma (again where a is the part of the question).


Diagram key:

1. Subject Code 

2. Author Number

3. Question Number

4. Question Suffix and Question part.

· E.g. The question and meta data files for the 2ndt part of the 3rd question of Circuit Theory Author 4 would be saved as ct04003_qb.doc and ct04003_mb.doc respectively. 


· E.g. The final question and meta data files for the 5th part of the 21st question of Signal Sensing and Processing Author 7 would be saved as sp07021_qe.doc and sp07021_me.doc respectively. 

· All questions should be submitted electronically.

Multiple Part questions

· If there are multiple parts to your questions you must state clearly in the specified box on the question and the meta data which part of the question this is. 

· Each part of the question must have a meta data sheet 

Submission Structure

· Each question should be placed in a folder that has been given the name of that question.

· Each one of these folders should contain all parts of the question and the meta data for each part of that question.

· For example a question sp01003 has two parts. It should be placed in a folder sp01003 and will contain sp01003_qa, sp01003_qb and sp01003_ma, sp01003_mb.

Scanning

· All handwritten notes/answers/diagrams need be of the highest quality (solid black ink) and scanned into the appropriate place in the question.

· All scans should be of a high resolution, saved as bitmaps and embedded in the document.

Question text

· Questions should be typed. Do not provide templates with only embedded scanned images in as these cannot be accepted.

· Handwritten questions cannot be accepted.

Feedback Images

· Images can be placed in the feedback sections of all the question templates.

Question Specific

Numeric Questions

· Do not place units in the numeric answer (only numeric characters).

· You must supply units if relevant as part of the question text.

· You need to supply an upper and a lower boundary for a “correct” answer

Multiple Choice

· Place your answer and feedback in the correct boxes.

· We prefer 4 distracters and the correct answer (i.e five choices)
These guidelines are absolutely necessary for quality control purposes; any questions that do not meet these guidelines cannot be entered into the database.
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