Harris/English 393

EVALUATING ROUGH DRAFTS
You will be working either individually or within a group when evaluating the drafts of this semester’s writing assignments. 

1. Submit your draft to the correct Discussion Board forum before the midnight deadline (see your syllabus for the date).  The draft should be a Word document, but not a Word 2007 document.  (For those of you who have Word 2007, please save your draft as a Word 97-2003 document.) If there is a reason why you might miss the deadline, email me in advance (before, not after the deadline) to request an extension. 
2. Read the announcement in Blackboard or in my email of the announcement to find out what group you are in and who the two people are that you will evaluate.  If you are in a four-person group, be sure that you don’t evaluate someone who has already been evaluated by two people.

3. Use the Reviewing Toolbar for making your evaluation:  make comments or ask questions with “Track Changes” and the “Comment” balloon in the Reviewing to make comments/suggestions on the draft (Click on the View menu, scroll down to Toolbars, and click on the Reviewing Toolbar if it isn’t already visible in Word.),  or using the rubric (listed in Blackboard’s Course Documents).

If you don’t want to use the reviewing toolbar, then make sure the author can differentiate between his/her original document and your revisions.  Change the font or font color, write in all capital letters,  put brackets around your comments/questions, for instance.

4. Save the draft/rubric, changing the filename (ex. adding your initials to the original filename).

5. Click on the “Reply” button in the Discussion Board forum, and send your evaluation as an attachment.  This way, the subject field will begin with “RE:” and will appear beneath the link to the original rough draft.

6. Complete your evaluation before the class that discusses revising.

