Teaching with Technology


Orientation

Intro to Using Technology to Grade – Electronic Feedback/Track Changes/Highlighting

Introduction

Benefits

1. Instructors and students can exchange files electronically, allowing instructors to comment directly in student text files without wasting paper. 

2. Because of conflicting schedules, electronic feedback can often be given and viewed more quickly than with traditional paper drafts.  

3. This electronic exchange can be used at any stage of the writing process according to the instructor’s guidelines (revision, editing, final grading).


Caution:  If instructors agree to offer feedback electronically, they must establish guidelines for response time.  For example, the instructor may require 24 hours to return an essay with comments, so students cannot send their essays to their instructors for non-grading feedback an hour before the paper is due. 

Attaching/saving files


WebCT – See page 188 in Surviving Freshman Composition (SFC)


Webmail – See pages 185-86 in SFC


PipelineMT – See page 186 in SFC

Track changes

1. Instructor feedback

a. From the Tools pull-down menu, click “Track Changes,” which opens another dialogue box.

b. Select “Track changes while editing.”

c. Click Options… to set desired options, such as the color of the instructor’s comments. 

d. Click OK until back in the text.

e. Now, while reading the essay, the instructor can insert comments freely, and they will appear prominently in red (or the color of choice).

f. After the instructor is finished making comments, he or she saves the changes and sends the attachment back to the student as usual. 

2. Student options

a. When the student opens the essay file, he or she must process the instructor’s comments.  By selecting “Track Changes,” Word will move from one comment to the next.  

b. The student right clicks on the change to receive a prompt to accept or reject it.

c. Accepting the change tells Word to insert the change AS IS and make it part of the essay.  Therefore, if the comment is about content or organization, then the student will want to note the advice, reject the change, and rewrite that section.  If the instructor has made a correction, such as punctuation, then the student will want to accept the change.  

d. This electronic exchange can stop here or continue according to the instructor’s guidelines.  

Highlighting

1. vs. Track changes

Where Track Changes facilitates specific verbal exchange between instructors and students, Highlighting can be used to draw attention to more general problems.  
Examples:

a. If the student makes the same grammar mistakes consistently, such as comma splices, then the instructor can highlight them to bring them to the student’s attention.  

b. Likewise, students can highlight areas of their essays that are particularly troublesome to them when sending them to their instructor for feedback.  

2. How-To

a. This tool works like a manual highlighter.  Select the highlighter tool from either the “Formatting” or “Drawing” toolbars.  (If these toolbars are not readily displayed on the screen, use the View pull-down menu.)

b. Choose a color from the pull-down color chart.

c. Apply the highlighter to areas of the text as needed by clicking and dragging the cursor over the area to be highlighted.  

