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Emma for Faculty 
Lesson 3: Peer Review  (Mac version) 

 
 
There are many ways to do peer review. This lesson illustrates three options available for 
<emma> that you can show your students. 
 
Log on <emma> and select the project for which the 
most recent papers have been written. To review a 
document, click on its name. 
 
 
 
 
 
Adding a Quick Comment 
 
The simplest way to comment on a document 
you are reviewing is to add a quick comment. 
Click on the Quick Comments button at the top 
of the document. 
 
 
This will send you to the bottom of the 
document. Click on the Post comment 
button. 
 
 
 
 
 
 
Enter your comment 
in the Comments 
screen. Click on 
Submit comment 
when you are 
finished. 
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You will see the comment waiting to be confirmed. If the comment is OK, doing other things 
with <emma> will remove the confirmation window. 

 

 

 

 

 

The comment will be 
displayed below the 
document. 

 
 
 
 
Inserting Notes into a Paper 
 
Another way of commenting on a paper is to annotate a student’s paper with short notes.  
 
Download the paper. 
 
 
 
 
 

You will be asked if you want to save the file or open it 
with NeoOffice . Choose the one you want and click on 
OK. It usually is best to save the file. 
 
Save the file with another name, such as  
“AuthorName-Paper1-PeerEdit” – for example,  
“Dave-Paper1-PeerEdit” 
 
The document will be saved as a NeoOffice document 
file with an .odt extension. Make sure you save it in a 
place where you can find it later – your desktop for 
example. 
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Using NeoOffice Writer, 
open the paper that you 
saved with the new file 
name. 
 
 
 
 
 
 
 
 
 
 
 
 
Suppose you notice a typo in the paper – for example using 
the word “form” instead of “from,” which may not be picked 
up by a spell-check program. 
 
Place the cursor on the right side of the offending text. 
 
 
 
 
 
 
Select Insert, Note from the main menu  
 
 
 
 
 
 
 
 
 
 
 

As an aside, the “Note” feature is used so often when grading that it is nice to have it at the top 
of the Insert menu where it is easy to find. If you would like to move “Note” up to the top of the 
menu, see Appendix A: Moving “Note” in the Insert Menu. 
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Type the note in the Text box of the window that 
appears. 
 
 
 
 
 
 
 
 
 
If you would like to identify yourself as the author 
of the note, click on the Author  button. This will 
add your initials as well as the date and time to the 
note. 
When you are finished with the note, click on OK. 
If you are not identified as the author, see Appendix 
B: Adding User Data at the end of this lesson. 
 
 
 
 
 
 
You now should see a small yellow box at the right of the word. 
 
 
 
 
If you move the cursor over the yellow box, the note will 
appear. 
 
 
You can edit the note by double-clicking on the yellow 
box and making the changes. 
 
 
 
Save the document when you are finished inserting notes.  
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The Humanities 101 Rubric  
 
The third option for reviewing a paper is to use the Humanities 101 Rubric. 
 
A rubric is a scoring tool that lists the criteria for a piece of work or “what counts." Generally 
rubrics specify the level of performance expected for several levels of quality1. The Humanities 
professors have created such a rubric for the Humanities courses. This rubric also contains a 
macro that will help you with reviewing a paper. 
 
 
Click on Templates in the Course Home list and download the Humanities 
101 Grading Rubric. There are two such rubrics in the list – I am using the first 
one in this lesson. 
 

 
 
 
 
 
 
 
 
 

 
 
 
When you click on Download you will be asked if you 
want to Open the document or save it. 
 
Let’s Open the document. 
 
 
 
 
 
 
 
 
You will now see a Security Warning. Click on Enable 
Macros. 
 
 
  

                                                      
1 “What is a rubric?” < http://rubistar.4teachers.org/index.php?screen=WhatIs&module=Rubistar> 



Emma Faculty Lesson 3 
Grading 6  28-Sep-08 
 

Look at the left side of the NeoOffice Writer 
toolbar. Click on the insert_student_paper . 
 
 
 
 
 
 
 
Select the paper from your downloaded files 
and click on Open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You now will see a “Save” window. 
Rename the file as a peer-edited 
document.  
 
For example, if the name of the paper you 
inserted was “JaneDoe_Paper_1,” save the 
document with the name 
“JaneDoe_Paper_1_PeerEdit.” 
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Using the Humanities 101 Rubric 
 
Suppose that you are reading an essay on cats and dogs 
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You see a problem in the first paragraph – the last sentence is merely an opinion that is not 
supported by any evidence. 
 
 
You can indicate to the student what kind of 
problems you have found. Click on 
openstylesheet from the main menu. 
 
 
 
You will be informed about what to do next. 
 
 
 
 
 
 
In the Style and Formatting window, click on the Character Styles 
icon (the second icon from the left). 
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The problem you have found is that the author has expressed an opinion without any support. 
Select the offending text by sweeping the cursor over it with the mouse button depressed. After 
the text has been selected, double-click on the description of the problem in the window. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You should see that the text you selected now has a 
different color. 
 
 
 
 
 
 
If you click on the colored text, you should see the problem indicated in the Styles and 
Formatting window. 
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Uploading a Reviewed Document to <emma> 
 
After you have reviewed an essay, you will want to upload it back into 
<emma>.  
 
If <emma> is not open, open it, and then login. 
 
After logging in, click on the Course and then the Projects tabs. 
 
Be certain that the correct project has been selected. 
 
Click on Upload Materials. 
 

 
Browse to the corrected document and click 
on the Upload button. 
 
 
 
 
 
 
 
 
 
Using the drop-down list, 
identify the student who is 
the original author of the 
document. 
 
Be sure that you are 
uploading the reviewed 
document as a Private 
document. This is the default, 
so if you do not change the 
access to “Peers” you will be 
OK. 
 
After identifying the original 
author, click on Update. 
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You should see it listed among your documents and the class documents. 
 
 
 
 
 

 

 

 

 

 

Note that the document is private, as you specified  

 

 

 

 

 

 

 

. 
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Viewing a Corrected Document 
 
You can view a corrected document by clicking on its 
name, either in the list of your documents or the list of 
class documents. 
 
 
 
This will display the document 
with the corrections in the margin. 
The position of each correction is 
indicated by the correction’s 
number surrounded by brackets  
{1} . 
 
 
 
 
 
 
 
 
 
 

 

 
How Students Can Use the Humanities 101 Rubric 
 
 
If a student clicks on the name of a reviewed 
document, he or she will see the paper displayed 
within <emma>. 
 
 
The rectangle on the screen 
with “Unity On/Off’ and so 
forth indicates that the rubric 
has been used with the 
document. 
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If the student reads through the 
document, he or she will see words 
written in various colors, depending 
on what kind of error has been made. 
If the student moves the cursor over 
the word or phrase, a description of 
the error pops up on the screen. 
 

If the student double-clicks on the word, a more detailed description of the error from the St. 
Martin’s Handbook will be displayed. 
 
 
 
The error also will be 
displayed if the student 
downloads the document 
 
 
 
 
 
 
When the student reads over the essay, he or she 
will see that some of the text has a different 
color. If the student opens up the Style and 
Formatting window and clicks the mouse on the 
text, the problems description will be 
emphasized in the list. 
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Appendix A: Moving “Note” in the Insert Menu 
 
 
Open NeoOffice Writer and select Customize from the Tools menu. 
 
 
Choose the Menus tab and select the Insert toolbar from the pull-down list 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the list of selections in the Insert menu, scroll down 
until you find Notes. Select this menu item. 
 
 
Click on the Up Arrow  several times to move “Notes” 
up to the top of the menu. 
 
 
 
 
 
 
 
 
 
 
 
 
Now, the “Notes” selection will appear at the top of the Insert 
menu. 
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Appendix B: Adding User Data 
 
If you would like to add user data, such as your name or initials, 
click on Tools, Options in the main menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
User Data is one of the 
options. 
 
 
 
 
 
 
 
 
 


