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

There are many ways to do peer review. This legkmtrates three options available for
<emma> that you can show your students.

Log on <emma> and select the project for which the  [Ssiassssosotics s class pocumentsbysame |
mOSt recent papers have been ertten. TO I’eVIEW a Select Project: Robotics  Cloud Computing  File Sharing  Portfolio Pre
document, click on its name.

Doe, Jane

Draft 1

Iﬁ & JaneDoe_Paper_1 I

& JaneDoe P 1-GRADED ) )
§ & JaneDoe_Paper_ " by DAvid Whisnant

Adding a Quick Comment

The simplest way to comment on a document| pisplay
you are reviewing is to add a quick comment.
Click on theQuick Commentsbutton at the top
of the document.

Jane Doe's First Paper

This will send you to the bottom of the
document. Click on thBost comment
button.

Quick Comments | Post Comment \I

Top Close

Enter your comment

in theCom.ments e —
screen. Click on _ _ : :
B This paper shows promise, but needs to be carefully rewritten, payving close

Submlt Comment attention to spelling and grammar. Please ses my suggestions in the
corrected copy.

when you are

finished.
| Submit || Cancel
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You will see the comment waiting to be confirmddhke comment is OK, doing other things
with <emma> will remove the confirmation window.

uick Comment :: New Comment Confirmation

Please review your comments. If you would like to make changes, click the Edit button next to your comments.

Quick Comments Review Document.

Comments by DAvid Whisnant Submitted 07:03 PM, August 29 2008

This paper shows promise, but needs to be carefully rewritten, paying close attention to spelling and grammar.
Please see my suggestions in the corrected copy.

Quick Comments Post Comment

Comments by DAvid Whisnant Submitted 07:03 PM, August 29 2008

The comment will be

dlSplayed be|0W the This paper shows promise, but needs to be carefully rewritten, paying close attention to spelling and grammar.
Please see my suggestions in the corrected copy.
document. on T

Inserting Notes into a Paper

Another way of commenting on a paper is to annaagident’s paper with short notes.

Projects :: Robotics :: Class Documents by Name

Download the paper.

Select Project: Robotics File Sharing  Cloud Computing  Portfolio Prep

Doe, John

Draft 1

§8 & JohnDoe_Ppaper_1 nne
You will be asked if you want to save the file @en it || ceening Johndoe Paper_1odt =3
with OpenOffice . Choose the one you want and CliCl| vou have chosento open
on OK. It usually is best to save the file. 21 JohnDoe_Paper_Lodt

which is & OpenDocument Text
from: http://emma.wofford.edu

Save the file with another name, such as What should Firefox do with this fic?
“AuthorName-Paperl-PeerEdit” — for example,
“Dave-Paperl-PeerEdit”

) Open with ’ opendocument.WriterDocurmentl (de.. -

@ SaveFile |

[] Do this automatically for files like this frerm now on.

The document will be saved as an OpenOffice
document file with an .odt extension. Make sure you
save it in a place where you can find it later 4ryo
desktop for example.

QK l ’ Cancel
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& Ima Paper-1 - OpenOffice.org Writer
File Edit View Inset Format Table Tools Window Help

Using OpenOffice Writer, open the

paper that you saved withthe new |- cvcBesioF s =

f|le name. Lg»,, Default [+] TimesNewlzuman [+] g E B 1] u A‘ :2 : : 5 - :
Ima Student
Dr. Whisnant

Philosophy 120C
7 April 2008
= “A Speech to the UN"

Men and women of the United Nations, I come to you today to discuss the gravest
of matters. Today I will advocate the use of military force in an attempt to protect our
way of life. Iunderstand that I will be met with the strongest of opposition form some of
you, and I invite your opposition; a decision as profound as this one should orly be made

after heated debate and thoughtful consideration. However, we as a global community

i i . Speech to the UN"
Suppose you notice a typo in the paper — for examging

the word “form” instead of “from,” which may not lpecked
up by a Spe”_check program use of military force in an attempt to

be met with the strongest of opposition forn] some of

d Nations. I come to you today to discu avest

Place the cursor on the right side of the offendaxg.

lecision as profound as this one should only be made

nsideration. However, we as a global community

+1 1t

b schasn snilidgrsr gobioen o |

APt Ty T

v m Format Table Tools

Selectinsert, Note from the main menu ;::;za'ﬁreak--- N
38 Special Character... [P

Formatting Mark  » |

=S| Section..
(g) Hyperlink

Header b

Footer s

Footnote...

Bookmark...

fiill %

Croszs-reference...

Script...

Indexes and Tables »

As an aside, the “Note” feature is used so ofteervgrading that it is nice to have it at the top
of the Insert menu where it is easy to find. If wawld like to move “Note” up to the top of the
menu, sedppendix 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 authaf
the note, click on th@uthor button. This will add
your initials as well as the date and time to tbeen
When you are finished with the note, click OK .

If you are not identified as the author, Fggpendix
B: Adding User Dataat the end of this lesson.

You now should see a small yellow box at the rigfithe word.

If you move the cursor over the yellow box, theenwill [Fr—=Fr=r==r=m=

appear.

You can edit the note by double-clicking on thdowel

box and making the changes.

Insert Note

==
Contents
Author DW, 05/02,/2008
=
This word should be "from” -
] 1 r
Insert Note =)
Contents
Author DW, 05/02/2008
Text Cancel
This word should be "from” - Hel
---- DW, 05/02/2008, 17:11 ---- = I
4 1 3
L attempt to pro ur

f opposition forn]|some of

bposition forn]| some of

e should only H This word should be "from”
© | ---- DW, 05/02/2008, 17:11 ----

a global community

Savethe 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 Humanities 101 Rubric.

NOTE: Before using the Humanities 101 Rubric for the firime, you probably will need to
set the Macro Security level of OpenOffice to MeniuSee Appendix C: Setting OpenOffice
Macro Security to Mediunt.

A rubric is a scoring tool that lists the critefta a piece of work or “what counts." Generally
rubrics specify the level of performance expectdseveral levels of qualityThe Humanities
professors have created such a rubric for the Hitrearwourses. This rubric also contains a
macro that will help you with reviewing a paper.

Click onTemplatesin theCourse Homelist anddownload the Humanities
101 Grading Rubric. There are two such rubrics in the list — | aimgghe first
one in this lesson.

<emmax= Home

Info Tech 101 ¥

Manage Course

Course Home :: Templates

Templates Materials
Roll
Context Author Purpose Topic Audience
Evidence and Interpretation Resources
News
Humanities 101 Rubric « i
Upload Materials
Humanities 101 Rubric with points «
Sentence and Structure
When you click orDownload you will be asked if you | Opsning Humanities 101 Rubric.odt s
want to Open the document or save it. You have chosen to open
2 Humanities 101 Rubric.odt
Let'S Open the document which is a: OpenDocument Text

from: http://emma.wofford.edu

What should Firefox do with this file?

opendocument. WriterDocument. (de.. -

() Save File

[7] Do this automatically for files like this from now on.

OK l ’ Cancel

-_

1 If you are participating in a workshop in Olin 23®u will need to do this.

2“What is a rubric?” < http://rubistar.4teacherg/andex.php?screen=Whatls&module=Rubistar>
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You will now see a Security Warning. Click &mable

Macros.

OpenOffice.org - Security Warning

==

ities 101 Rubric.odt

& CA\User

AppData\Loca..\}

The document contains document macros,

Macros may contain viruses. Disabling macros for a document is
always safe. If you disable macros you may lose functionality provided
by the document macros.

[ Enable Macros | | Bisebie Macros; | |

Help

You should see three new icons on the OpenOffice b m@a o
i
Writer toolbar. Click on thénsert Student Papericon. ;
. S S .
Select the paper from your downloaded files antkadinInsert.
l?. Insert l-i'-J
Look in: | . OpenOfficeFiles j [ '
L= Mame Date modified Type Size
| o Vot . o - o
i= Humanities 101 Rubric.. 8/29/2008 6:04 PM OpenDocument T... 3
Recent Places = N
i= IT101 _Syllabus.odt 8/28/2008 1:15 PM OpenDocument T... 7
= . - P .
! f;, IT101_WritingAssign_1.... 8/28/2008 1:58 PM OpenDecument T... f es-101-Grading Rubrict
i= JaneDoe_Paper_ 1.odt 8/28/2008 5:04 PM OpenDocument T... |
Hi|  Deskiop [= JohnDoe Paper l.odt  §/28/2008 5:03PM  OpenDocument T... 7
_ 2 Stein_Paper_1.0dt 8/28/2008 345PM  OpenDocument T.. F
i {?,V\frongPIaceWmngT\m‘.. 8/28/2008 4:14 PM OpenDocument T... i
| ’.'\fhisnalii.i.Dave
M.
A
Computer
| W
Nei‘-'wnrk
i ] I »
File name 1aneDoe_Paper_1 odt - Insert
Files of type ‘AII files ") ﬂ Cancel
;EI Save As L—L;'-J
Save in: . OpenCfficeFiles j ffF EE~
= MName Date modified Type Size
. H Py -
You now will see a “Save As” window. Rec;;';acas 2 Humanities 101 Rubric... /29/20086:04 PM  OpenDocument T... %
; ; (= IT101_Syllabus.odt 8/28/20081:15PM  OpenDocument T... i
Rename the flle asa peer-edlted document :‘g:mOl:\'\)frritingAssign_l.... 8/28/2008 1:58 PM O:lenDocumentT.” £
For examp|e, if the name of the paper you w (2 JoneDoe Paper Lodt  8/28/2008504PM  OpenDocument T.. i
- " ” M Desktop [ JohnDoe_Paper_1.odt 8/28/2008 5:03 PM  OpenDocument T... i
inserted was “JaneDoe_Paper_1,” save the — {2 Stein_Paper_ Lot 8/28/2008345PM  OpenDocument T.., :
document Wlth the name ,;J 1 fg,WrongPIaceWrongT\m... 8/28/2008 4:14 PM OpenDocument T.., i

“JaneDoe_Paper_1 PeerEdit.”

Emma Faculty Lesson 3
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\"mlsnal;n. Dave
M.

A

Computer
a. ¥
-
Network File name:
Save as type:

-

JaneDoe_Paper_1-FeerEdit.odt

Iv Automatic file name exdtension

[~ Save with password

j Save |
Cancsl
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Using the Humanities 101 Rubric

Suppose that you are reading an essay on catsogsd d

You see a problem in the first paragraph — thedastence is merely an opinion that is not

supported by any evidence.

You can indicate to the student what kind of praideyou have found.
SelectFormat, Styles and Formattingfrom the main menu

In the Style and Formatting window, click on theCharacter Styles
icon (the second icon from the left).

Emma Faculty Lesson 3
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ngble Tools Window Help

Default Formatting Ctrl+Shift+Space

A).) Character...
H p.m Paragraph...

=ﬁ Bullets and Numbering...
I Page...

LChange Case v

Celumns...

JF Styles and Formatting F11

AutoFormat 3

Styles and Formatting @

JD o = ot -
ApBrewtion -
Agreement PA
Agreement 5V
Apostrophe
Audience Awareness
Bullets
Capitals
Caption Characters
Coherence
Comrma Coordinating
Comma Introductory
Comma Nenrestrictive
Comma Series
Comma Splice
Comma Unnecessary
Comment
Confusing Sentence
Dangling Modifier

Dash

Default Paragraph Font

Definition

Detail Inannranriat i
A -]

28-Sep-08



The problem you have found is that the author kasessed an opinion without any support.
Select the offending text by sweeping the cursar a@wvith the left mouse button depressed.
After the text has been selected, double-clickhendescription of the problem in the window.

' Styles and Formatting @
T = e P
Support Not Relevant to Claim -
Syntax Ineffective
Teletype

Tense Problem
Thesis Lacks Comment
Thesis Lacks Topic

When the authors discuss cats and dogs, they obviously are biased against dogs. For example in the !
Thesis Meeds Work

second paragraph of the article they say that dogs are more expensive to own than cats. [RGILSGEY

Topic Not Related to Thesis

Topic Sentence Needs Work
Transition Ineffective
Uni -

Furthermore they cite evidence that dogs can be more dangerous to young children because one 'Ia'm LGOpInIDIE

never reads in the press about a child being attacked by a vicious pit cat. User Entry
Variable

You should see that the text you selected now (thiesient color.

When the authors discuss cats and dogs, they obviously are biased against dogs. For example in the
second paragraph of the article they say that dogs are more expensive to own than cats. | think they
are incorrect.

If you click on the colored text, you should see ginoblem indicated in the Styles and
Formatting window.
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Uploading a Reviewed Document to <emma>

PR
£ <emma>* Y

After you have reviewed an essay, you will wanapdoad it back into
<emma>.

If <emma> is not open, open it, and then login.

After logging in, click on th&€ourseand then thé&rojects tabs.

Materials
Be certain that the correct project has been sedelct _'f:r'ﬂplates

Resources
Click onUpload Materials. News

Upload Materials

Browseto the corrected document and click
on theUpload button. Document upload

First, click the Browse button to find your file, and then click Upload.|
files with the following extentions only: .odt, .doc,.jpg, .gif, .pdf, or .m|

H:\OpenCOfficeFiles\JaneDoe_Paper_1-GRADED.odt

Upload || Cancel

Using the drop-down list, Information about your document
identify the student who is
the original author of the e N S
document. Update all the information about your file and click Update.
Title of your document: JaneDoe Paper 1-GRADED
Be sure that you are Project: ©) Portfolio Prep @ Robotics ) File Sharing ) Cloud Computing

upload|ng the graded Stage: @ Draft 1 () Draft 2 ) Draft 3 ) Final ) Post Write

document as a Private :‘peers

document Th|s |S the default’ Original author: select only if you are commenting on another author's document.
so if you do not change the

“ ” . Course Materials: Only instructors can post to Course Materials. This options is no/Lzll DD Materials
access tO Peers you W|” be are listed by default when you enter a Course. Frank Stein
DAvid Whisnant
OK ) Course Bubba Whisnant

Materials Stages: Only instructors can post to Project Materials. These options are not seen by students. You may
use these Stages with either the Course or with a Project. Materials are listed by default when you enter a Course.

After Identlfylng the Orlglnal ) syllabus ) Writing Assignment ) Daily Assignment ) Reading _' Resources
author, click orUpdate.
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You should see it listed among your documents hacaass documents.

Info Tech 101 ¥
e
I
Course Home
R

Select Project ¥
Project Materials

Class Docs by Name ¥

Select Project: Robetics Cloud Computing  File Sharing  Portfolj

Mouseover the ¥ to Download, Edit Listing, Add to Portfolio, Add t4

QExternal Links and EPDFS will open in a new window or tab.

Draft 1

& JaneDoe_Paper_1-GRADED
b= —raper_ 7 for Jane Doe

Resources

8 lm I Robot by Isaac Asimov

& 0 Robotics: Sensing, Thinking, and Acting

Note that the graded document is private, as yeuiigd

Select Project: Robotics Cloud Computing  File Sharing  Portfolio Prep

Doe, Jane
Draft 1
#8 & JaneDoe_Paper_1

= _ ey
@ & JaneDoe_Paper_1-GRADED by DAvid Whisnant

Select Project ¥

Project Materials
My Documents

lass Docs by Name

Doe, John

Doe, Jane

Stoin Eronl

4

Private
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Viewing a Corrected Document

=8 & Tma Paper-1

You can view a corrected document by clicking @n it | 5z

name, either in the list of your documents or thedf S
o8

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,

Ima Paper-1 Corrected

E
E Ima Paper-1-GRADED

¥ by DAvid Whisnant

Paper1 Paper2 | Paper3 | Paperd | Portfolio Prep
otes and Researcl

Documents

Ima Student
Dr. Whisnant
Philosophy 120C

7 April 2008

ch to the UN"

Men and women of Nations, T come to you today to discuss

the gravest of matters” vocate the use of military force m an

attempt to protect our way . T understand that I will be met with the

strongest of opposition fnm:t(li some of you, and I invite your opposition; a

decision as profound as this one should only be made after heated debate

and thoughtful consideration. However, we as a global community have

already set guidelines for deciding when military action is warranted, through 1 This word should be "from"
---- DW, 05/02/2008, 17:11

the principles of Just War. Therefore today I will submit the grievances -

Earth has against the aliens and why a military action against them is

How Students Can Use the Humanities 101 Rubric

If a student clicks on the name of a graded
document, he or she will see the paper displayed|C

within <emma>.

The rectangle on the screen

i’i_' Ima Paper-1 Revision-1
E

| Ima Paper-1 Revision GRADED I

by DAwvid Whisnant

with “Unity On/Off’ and so
forth indicates that the
grading rubric has been use
with the document.

0 Quick Comments Close

Markup Legend &

Emma Faculty Lesson 3
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If the student reads through the
document, he or she will see words ptialz to will their population. These aliens

written in various colors, depending o‘d
on what kind of error has been mad tarctica tunds “ways check your final draft for errors. Click for more.

If the student moves the cursor over| . -
the word or phrase’ a description of just war (Just War handout). This is the
the error pops up on the screen. sue e oo , .

If the student double-clicks on the word, a moreaiied description of the error from the St.
Martin’s Handbook will be displayed.

The error also will be Final
displayed if the student O 8 E  ImaPaper1Revision-1 I
downloads the document O & &/ iimaPaper-i Revision GRADED 2 by D vnisnant

When the student reads over the essay, he or {eatons. They have come to our Ged

will see that some of the text has a different [, .. 4 thoueh —

ght concer. _
color. If the student opens up the Style and WwoEE A
Formatting window and clicks the mouse on thfat they do not own, by | SETEEIEERT

Punctuation Problem

text, the problems description will be Quotation

. . . his threat now! Becaud||ouotation Marks
emphasized in the list. e e
. . . | [Repetition Ineffective
ial rate, so 8 will theid R,_,Eies
Sentence Fragment
Sentence Mot Related to Thesis
Sentence Not Related to Topic
(= ) 1ol 4 LA

Styles and Formatting

|

cies further and ﬁlr‘therl
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Appendix A: Moving “Note” in the Insert Menu

OpenOpenOffice Writer and selec€Customizefrom theTools menu. “‘; M e S
Spellcheck...
Language
es | Word Count

AutoCorrect..

Choose thélenus tab and select thasert toolbar from the pull-down list [T cusietembeing. [

Line Numbering...

Eootnotes...

Customize Gallery
T Media Player

Menus eyboard |Too|bar; I Events | Bibliography Database
Mail Merge Wizard...

OpenOffice.orghWriter Menus

Menu Update

Macros
Extension Manager...
XML Filter Settings...

Menu Content Tnsert | Fields 2

Entries Insert | Formatting Mark Options..
Insert | Indexes and Tables
Insert | Picture

Insert | Picture | Scan
Insert | Object

Format

Format | Change Case
Format | AutoFormat 7

In the list of selections in thasert menu, scroll dOWN |/ venus [keysoara [ Tootbers [ vents |
until you findNotes Select this menu item.

OpenOffice.org Writer Menus

Menu |Inser‘t |Z||
Click on theUp Arrow several times to move “Notes”|
up to the top of the menu. Entries Footnote.. 7
1 Caption...
Writer Menus ii_ Bnnkmark.;nm”
|Insert E| [ w @
Indexes and Tables P =
Envelope... -
= s
i dllrealk...
Fields L
98 Special Character... 1
Formatting Mark rL
Section... =

= M Format Table Tools

Manual Break...
It Fields »
98 Special Character...

— Formatting Mark  »

=

Now, the “Notes” selection will appear at the tdghe Insert
menu.

b
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Appendix B: Adding User Data

If you would like to add user data, such as youmaar initials,

click onTools, Optionsin the main menu.

User Data is one of the
options.
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1G5 Window  Help

Language
I Word Count

AutoCorrect...

QOutline Numbering...
Line Mumbering...
Footnotes...

Gallery

11 Media Player

Mail Merge Wizard...

Update

Macros
Extension Manager...
XML Filter Settings...

Customize...

; W Spelicheck.. F7

Bibliography Database

o

Options - OpenOffice.org - User Data l&]
B OpenOffice.org
m Address
General Company
Memory
View First/Last name/Initials I David Whisnant Dw I
Print
Paths Street
Colors
Fonts City/State/Zip
Security .
Appearance Country/Region
Accessibility P
Java Title/Position
Online Update
Load/Save Tel. (HomeWork)
Language Settings Fay / E-mail
OpenOffice.org Writer =1
OpenOffice.org Writer/Web
14 28-Sep-08




Appendix C: Setting OpenOffice Macro Security to Ma&ium

SelectTools, Optionsfrom the main menu.

SelectSecurity in the list of options and click ddacro Security

Set theSecurity Levelto Medium.

Click onOK twice.

You will only need to do this once.

Emma Faculty Lesson 3
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Security Level | Trusted Sources

Very high.
Only macros from trusted file locations are allowed to run. All other macros,
regardless whether signed or not, are disabled.

High.
Only signed macros from trusted sources are allowed to run. Unsigned macros
are disabled.

5 Medium.
#_onfirmation required before executing macros from untrusted sources.

Low (not recommended).
All macros will be executed without confirmation. Use this setting only if you are
certain that all documnents that will be cpened are safe.
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