Marking an essay in Microsoft Word.

With the internet being readily available in homes, schools and libraries there is often no
excuse for your students not to hand their homework or coursework in on the day of a
given deadline. Even if they forgot to bring it to school, have no printer/ink/credit etc.
(we’ve all heard the excuses) | always retort with, “Do you have the internet?” To which
students are always happy to say “Of course” I mean how would us oldies even know
about that?! Then I say “Do you have an email address? Do you know how to attach
files?” Again, they reply with a confident “of course” It’s at this point that I tell them to
email it to be by 6pm that day. It’s also at this point that those who haven’t done it at all
and have been telling me little white lies will go a pale and mutter “ok” reluctantly.

Yes, you can accept their homework or coursework by email and yes it is even possible
to mark it in Word and email it back. There have been several occasions where | have
taught a student who has been struggling with their coursework and they have found this
method of working a real help. They email me a draft, | add comments in the way | am
about to show you and then sent it right back to them. It’s like having extra help for them
and they really do appreciate it when their grades start to rise as a result.

Of course, it is also handy to have a digital copy of work so that if it is ever lost you
always have something in your email inbox folder for emergencies.

Here’s what the finished product might look like:
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(food) to himthe next day, threatening to have his heart out £he doesn't bring it to him

Pip does as he is asked and bring Magwitchthe food and file even though he had to take
the food from his farmiies cupboard, knowing that his sister will find out he took it and he
will be beaten by his sister]] Charles Dickens includes this evert in the opening chapterto .-~
show pip as a kind person who helps other, in this cases somebody he does not even N
know, 5o the readers think of pip as a good person, aswell as feeling sorry for him This
evertt can be used to show a cortrast of pips chartacter later in the novel)

strange and uncomfortable as Pip is the big, dark and cld house and he is not sure what
he is there for or what he will be asked to do, also he has never met the people living

there. Miss Haversharm is kind to him as shetalks to him. Later he meets Estella, he “
instantly likes her but he is embarrassed when she talks to himbecause she is always

paocking him The fffest this has on us is to make us feel sorry for him again becauss of
the hard life he has had and it never seems to get better, he is forced into going fo

Miss Haversham’s house and into doing scmething embarrassing that he doesn’t want to
do. [The language used by Dickens clearly shows that Estella is mocking Pip to shows she
does't like him “Why, he is a common labotring-boy” This must make Pip feel ashamed

felt myself s unequal® We are sympathetic towards Pip because we want Estella to like
hirn because he like her

Charles Dickens uses the everts in chapter eight s a reason for pip to have
Great Expectations, he wants to become a gertleman so he can impress Estella and no

longer be described hs common] To do this he feels that he needs money, and the idea of
achieving his goal is in his head constartlyurtil he achieves it

The comments are a part of Microsoft Words standard features. Here’s how you access
them. Go to View>Toolbars>reviewing. And you will find yourself with this toolbar:
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To use the comments simply highlight the specific sentence
you want to comment on (by holding your left mouse button
over the words and dragging) and then click the comments icon; this will ~ S——
place a bracket around the words you want to comment upon. and then e | _J i
press the yellow sticky note icon. A comment bubble will appear for you

to make your comment in.
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Hello I'm a piece of student’s work ready to be marked in Microsoft Word. Can you

please add b comment "IO me? {Comment [u1]: Of course I can! Here it is. | can
give you specific advice on your work here.

Students like this very precise way of marking for several reasons.
1. They know exactly which bit you’re talking about
2. The get feedback faster and feel like they’re editing rather than rewriting (most of
the time!)
3. They can delete your comments as they go, making sure that they address each
point in turn.
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