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Terminology

All Courses Page: After logging in, the All Courses page is the first page displayed to
instructors. This page shows all the instructor’s enrolled courses ordered by term.

Button: Displayed in boldface brackets (i.e. [Submit]), buttons represent clickable content
within a page.

Collective Feedback File (CFF): A collection of issues in student writing for a particular
project. Instructors create CFFs and provide these to their students for review at the end of a

scoring period.

Course Tiles: Found in the “All Courses” page, the header of each course will be displayed in
Course Tiles, which are white text in a green background.

Project Tiles: Found in the “Projects” page, each project will be displayed in Project Tiles,
which are black text in a gray background.

Tip(s): Supporting information needed to complete the various tasks or instructions.

USF NetlID or NetlD: Each USF student and instructor will need to retrieve their USF NetlD
from the university. Visit USE’s website for more information.

KNOW YOUR MENU

Hamburger Doner Kebab Meatballs
Menu Menu Menu Menu



https://www.usf.edu/it/documentation/netid.aspx

1.Login Page
1.1. Login

USF Writes now uses the Universities’ NetID Single Sign-On (SSO) for authentication. If you
are already signed into a university system, such as MyUSF or Canvas, you will be automatically
signed into USF Writes.

If you are not currently signed into a university system, you will be redirected to a Microsoft
page that will prompt you to login using your USF email address.

Once you sign in, you will be routed back to USF Writes.

Step 1: Open USF Writes website at https://usfwrites.usf.edu/.

Step 2: You will see one of two login windows. One will ask you to pick your account. The
other will require you to Sign-in with your USF email (NetID and @ usf.edu)

Pick an account:

Y

Pick an account



https://usfwrites.usf.edu/

Or sign in with NetID and @usf.edu:

You MUST enter your username as NETID@usf.edu

And select [Next]:

/gl
Sign in

Pusteady

Sign-in with your NetiD and @usfecu for exampie

usernamePust.edu



mailto:NETID@usf.edu

Step 3: Enter your Password:

Sign-in with your NetiD and Susfedu for example

usemameSus! edu

Step 4: Click on the [Sign In] button:

Enter password

username@usteduy




Step 5: If you have enabled MULTIFACTOR AUTHENTICATION (MFA) - and you should
- you will be prompted to enter the code and select [Verify]:

7

eputz@usf edu

Enter code

Step 6: Stay signed in select [Yes]:

Stay signed in?

duce the number of times w




You will then be redirected back to USF Writes:

W/ WRITES BREUSNES

Q Hi srv

Current Summer 2022 Courses (3)

ENCTI01 SEC 009 ENC 2210 SEC 700

Term: Summer 2022 Part: C Term: Summer 2022 Part: A
Enrolled as: Instructor Enrolled as: Instructor

il
]
1l
H
i

= || .

|l

1.2.  USF NetID problems

If you are having problems with your NetID and Single Sign On (SSO) please contact USF IT
at help@usf.edu.

For more information regarding SSO see: https://netid.usf.edu/



mailto:help@usf.edu
https://netid.usf.edu/

1.3. Profile Not Found

If the system does not recognize you as an instructor enrolled in an applicable ENC English
course, you will see the “PROFILE NOT FOUND” page. Please wait 24 hours and try again or

contact support.
Step 1: If your profile is not found, contact USF Writes by selecting [Contact Us]:

%/ WRITES
PROFILE NOT FOUND

10



1.4. Contact Support

This feature allows instructors to send support tickets to the USF Writes support team.

Step 1: Access the Contact Support form from the left Menu Bar [Help]:

@/ WRlTES All Courses

& Hi srv Current Summer 2022 Course

ENCTIO1 SEC 009

|#! Reports Term: Summer 2022 Part:C

Enrolled as: Instructor
@ Help

Student Manual

Step 2: and then select [Contact Support]:

%/WR”’ES All Courses

&, kSR Current Summer 2022 Courses (3)

ENCTIO1 SEC 009

Term: Summer 2022 Part: C
Enrolled as: Instructor

Contact Support
Student Manual

= &

i
Be
g0
il
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Step 3: Once the form has been accessed, enter all mandatory fields in the Contact Support
form and Click on the [Submit] button to send the message to the USF Writes support team:

* Full Name

* Email

* Reason

* User Role

*Course

Project

* Message

Contact Support .

Prof, English

engprof@usf.edu

Submit Feedback

Instructor

ENC 1101 SEC 009

Project 1 Instructor Review

USF Writes is an invaluable toocl which enhances wri
ting pedagogy and I cannot imagine teaching without
it. Thank you!

Upload Files Click to upload

Cancel

12



2.USF Writes Disclosure and Consent

You may select to either opt in or opt out for your anonymous work to be used for research
purposes.

Should you agree to opt in and allow researchers to use your writing for research purposes, your
writing will be anonymized and shared among researchers. No writing shared with researchers
will be connected to your identity in any way. Learn more about the research using USF Writes.

Step 1: Click [Opt In] to allow researchers to use your anonymous data or [Opt Out] to deny:

informed Consent for Shudents to Parmapate in

Resoarch BOOIBET

13


https://www.usf.edu/arts-sciences/departments/english/writing-programs/usf-writes-research.aspx

3. All Courses page

After logging in, the first page that is displayed to instructors is the All Courses page. This page
shows all the instructor's enrolled courses ordered by term.

& | WRITES I

& Hisa Current Fall 2022 Courses (2)

I Peports

ENC TI01 SEC 009 ENC 3250 SEC 004

Tero Fall 2022 Term: Fali 2022
Ermdwo as lructey Enrofed as iInstructor

@ neip

Past Enrollments (2)

ENC N0} SEC 009 ENC 2210 SEC 700

wrrre Sumeres 022 Sart € Tarrre Suemimes 2022 Dart A
Fricied 11 etnactor Frrofed pe instroctor

il
=
an
(3
il
o
an
i

You can navigate to a specific course by clicking on the course tile or using the control buttons
to go directly to a course page.

The control buttons are as follows:

o —
o —
H—

° Takes you to the Projects page of the selected course.
& .
° Takes you to the Scoring page of the selected course.
]
° Takes you to the Collective Feedback page of the selected course.

Takes you to the Peer Review Formation page of the selected course.

14



4.Projects
4.1. Projects Page

After selecting a course, the next page displayed to you is the Projects page. This page shows all
the active projects in the course. It also allows instructors to manage the project template of the
course by viewing project details, adding new projects, and editing/deleting existing projects.

To access the Projects page, follow these steps:

Step 1: Select a course by choosing one in the Course Selection drop-down menu or by clicking
on a course tile in the All Courses page.

V.‘: WR”ES All Courses

8 Vi aa Dot
PTC Towt Course 9 Fall 20010
Terer Saveeee 200

Z O @ = @ C 2

ost Course 6 Fall 2019 FYC Test Course 5 Fali 2019
----- = vy B 2T

= z A 133 = 4 - -
PTC Test Course | Fall 2009 ENC IO Test Course )
Torers Surevar 200 T S 207

Step 2: The Projects page is displayed below:

15



?,";WRITES ENC 3250 SEC 013 > Projects

L Wil
o + N
B : Document Series [DRAFT) . 5
Do OOt Sun, Sep B at 1158 oo EST Eubmitine Qsuydents
o, SEIf Review = a
o= s Weod Sap Tl st 150 pen B5T 1o O Mpdents
Document Series [FINAL) - ;
Do Doty Man, Sep W ut NS0 am ESY | Ut o O giients
[-\ Instructor Reyiew o = = a
Document Series Reflection o >
Fam Coptee Slan, Sap %6 ol 190 5 BST | Gukimyrine O wicdenis = SRl .
[ Instructor Review (& = 4
Presentation Project Storyboard - ;
Pl Dane Sun, O & ot NES om KT =T e S stydenes
s Pear Review oA = = B
v Wed, Oct 9 st 15D g ENT " O wdoderts

There is always one control button in each Project Tile:

e [View Submissions]: View all student submissions and scores for the selected project.

Additionally, if the Project is a Group Project you will see the [Group Formation] button which
is described in detail here

ORAFT- Feasibility Report &

o Phates Buamy AGr'T o TIE m NET | Bodestims Satustrts :

e Sef Revew : . = - ™

W AGH 12 ot 1150 o K5 « mnazwrts

16



Step 3: To view a project in detail, click on any part of a project tile. The project detail dialog
shows information regarding project due date, activities, and overview. See Terminology page
for tile distinctions.

| DRAFT--Document Series

Due Date: Sun,Jan 21at 11:59 pm EST | Sub!

o, Self Review
Due Date: Wed, Jan 24 at 11:59 pm EST | Sub

; DRAFT--Document Series o

Important Information

This project is due at Sun, Jan 21 at 1159 pm EST. it includes the following tasks:
- Self Review: due at Wed, Jan 24 at 11:59 pm EST
- Appraisal: due at Fri, Feb 2 at 11:59 pm EST

Project Overview

Here you will submit your drafts of the Document Series correspondences

Upload your three documents in one PDF file,
Learning Objectives

» Practice writing various forms of business correspondence and
documents (i.e, email, letters, memaos)

e Address purpose and audience in business correspondence

¢ Practice selecting the appropriate correspondence genre (i.e., email,

lavtmver rmamvvmnme| Far o rrmnmifim slhanravical viv antine

View Student Submissions View Student Holistic Scores

17



4.2. Create New Project

Step 1: Click on the [New Project] button on the Projects page.

4 ENC 3250 SEC 013 > Projects

Docurment Sanec {DRAFT)
T Dorm Sum, Sept & o 009 grm A2t el L e

Step 2: Enter the “Project Name” in the New Project dialog.

Add New Project

* Project Name# | New Project

* Project Due Date

" Rubric

Is Group Project

Project Description

18



Step 3: Select the “Project Due Date.”

Add New Project

* Project Name New Project

* Project Due Date
* Rubric
2024 August

Is Group Project

Project Description

19



Step 4: Select a default project “Rubric” from the “Rubric Selection” drop-down list.

* Project Name

* Project Due Gate

' Rubric

Is Group Project

Project Description

Add New Project

New Project

Aug 31, 12:00 am

Endnote Comment

s B S lew Rubric

Summer 2024 PTC Reflection Rubric with Lickesrt Scale
Summer 2024 PTC Collaborative Proposal with Lickert Scale
Summer 2024 Doc Series Rubric

Summer 2024 PTC Collaborative Proposal

Summer 2024 ENC 1102 P2 Rough Draft Two IR

20



Step 5: If this is a “Group Project” check the box. Students who are assigned to a group will
submit the paper as a group and receive instructor feedback for the paper as a group. They will
also perform self review and peer review as a group.

Add New Project

* Project Name New Project
* Project Due Date Aug 31, 12:00 am

* Rubric Endnote Comment

S ——
Is Group Project E
S—t

I 5 U HI H2

Project Description

Step 6: Enter “Project’s Description.”

21



Add New Project

* Project Name New Project

* Project Due Date Aug 31, 12:00 am

* Rubric Endnote Comment

Is Group Project [

; (i, U
Project Description

This a new project

Step 7: Click the [Submit] button.

BISUHHHEEE?”N

Project Description

This a new project

22



New Projects are always created with a default Instructor Review task

New Project &

4.3. Edit Existing Project

Step 1: To edit an existing project, click on the [Kebab More Options] button (three vertical
ellipses) on the right side of the project you would like to edit and select the [Edit Project] icon

&

4+ New Task

&~ Sync with Canvas

[ Edit Project
&

m Delete Project

()

View Submissions E

Step 2: Edit the project in the Edit Project box.

23



Edit New Project

* Project Name New Project
* Project Due Date Aug 31, 12:00 am
* Rubric Endnote Comment
Is Group Project

BI S UH H H = E9%

Project Description

This a new project

Step 3: Click [Submit] button:

BISUH H H = E 9

Project Description

This is a new project!

Cancel

24



4.4. Delete Existing Project

Step 1: To delete project, click on the [Kebab More Options] button (three vertical ellipses) on
the right side of the project you would like to delete and select the [Delete Project] icon '

+ New Task
o Sync with Canvas

[’ Edit Project

I Delete Project

© :3: Group Formation £ View Submissions

Step 2: Confirm that you want to delete the project by clicking the [OK] button.

Warning

@ This will permanently delete the Project. Do you

want to continue?

Cancel

25



4.5. View Submissions

This feature allows instructors to view the submission status of the “Self Review,” “Peer
Review,” and overall project, as well as the instructor scoring status for the project submission.

Step 1: Select a course by choosing one in the Course Selection drop-down list or clicking on a
course tile in the All Courses page.

V ,"II WR ITES All Courses

& vew as st
FYC Test Course 9 Fall 2019 PTC Test Course 9 Fall 2019
i Sarrerar 2079 Tarm Sumeer 2010
173 - & = g (] HLH
fest Course 6 Falf 2019 FYC Test Course S Fall 2019
= /4 C B4 = z O 22

Step 2: Click [View Submissions] in the Score Book.

Document Series (DRAFT) N .
Due Date: Sun, Sep BatTi59 pm EST | Submitted: O students = ™

o, Self Review
. Lo Wed, Sep 11 at 1155 pm EST britted. 0 students

i
.
3y

50

Step 3: The Student Submissions page is displayed as follows:

26



The Student Submissions table includes the following information:

e Student Name
o Full name of students in the course ordered by last name.
e Self Review Submission
o Status: No submission or submitted. The status shows if a student has or has
not submitted “Self Review.”
o Action: Click on the View button to see the “Self Review Submission.”
e Peer Review Submission
o Status: No submission, In Progress, or Completed. The status shows if a
student has/ has not or is in the process of completing their peer review.
o Action: Click on the View button to see Peer Review Submission.
e Project Submission
o Submission Status: No submission or Submitted. The status shows if a student
has or has not submitted a paper for the project.
o Scoring Status: In Progress or Scored. This status shows if the instructor has
scored the student paper.
o Action:
= View: View feedback
= Score: Score the student’s paper
= Continue: Continue scoring

27



For “Group Projects,” the Student Submission page is displayed as follows:

The Student Submissions table includes the following information:

Group Name(s)
o List of all groups that are setup within the “Group Project Team Formation.”
Group Member(s)
o List of all students in the group.
Self Review Submission
o Status: No submission or Submitted. The status shows if a group has or has
not submitted self review.
o Action: Click on the [View] button to see “Self Review Submission.”
Peer Review Submission
o Status: No submission, In Progress, or Completed. The status shows if a group
has or has not or in the process of completing its peer review.
o Action: Click on the View button to see Peer Review Submission.
Project Submission
o Submission Status: No submission or Submitted. The status shows if a group
has or has not submitted a paper for the project.
o Scoring Status: In Progress or Scored. This status shows if the instructor has
scored the group’s paper.
o Action:
= View: View feedback
= Score: Score the group’s paper
= Continue: Continue scoring

28



4.6. View Scores

This feature allows instructors to see the Holistic Scores that students received from “Self
Review,” “Peer Review,” and “Instructor Review” Tasks.

Step 1: Select a Project and click on the Project Title:

Document Series (DRAFT)
Due Date: Sun, Sep 8 at T1:59 pm EST | Submitted: O students

1
! Naciimant Sarinc .fvl_\ (AFT) |

I
o, Self Review
Due Date: Wed, Sep 11 at 11:59 pm EST | Submitted: O students

Step 2: Click on [View Student Holistic Scores] in the Projects Title page.

29



Document Series (DRAFT)

Important Information

This project is due at Sun, Sep 8 at 1T1:52 pm EST. It includes the following tasks:
- Self Review: due at Wed, Sep 11 at Ti:59 pm EST

Project Overview
Here you will submit your drafts of the Document Series correspondences.

Upload your three documents in one PDF file.
Learning Objectives

« Practice writing various forms of business correspondence and
documents (i.e, emall, letters, memos)

* Address purpose and audience in business correspondence

» Practice selecting the appropriate correspondence genre (i.e, email,

lattnre rvarmar) Far n reonnifia vhararinal Aty inarinn

View Student Submissions View Student Holistic Scores

Y

Step 3: The Student Scores page is as follows:

30



The table contains the following data:

e Student Name: Full name of the students in the course ordered by last name.

e Self Review Holistic Score: Holistic Score that the student gave themself.

e Peer Review Holistic Score: Holistic Scores given by team members. The name of the
members and the associated scores will be displayed.

e Instructor Holistic Score: Holistic Score given by the instructor.

For “Group Projects,” the Student Scores page is as follows:

The table contains the following data:

31



Group Name: List of all groups that are setup in “Group Project Team Formation.”
Group Members: List of all students in the group.

Self Review Holistic Score: Holistic Score that the student gave themself.

Peer Review Holistic Score: Holistic Scores given by team members. The name of the
members and the associated scores will be displayed.

e Instructor Holistic Score: Holistic Score given by the instructor.

Tips:

e Not Given: Scoring has already been submitted but no holistic score given.
e Score: From 1 to 6, the Holistic Score given by the reviewer(s).

5.View as a Student

Instructors can view and act as any of their students that have subscribed to the course. To access
the student view, follow these steps:

Step 1: Select a course by choosing one in the Course Selection drop-down list or by clicking
on a course tile in the All Courses page.

y/ WRITES All Courses

& HisrY

Current Fall 2022 Courses (2)

ENCTI01 SEC 009 ENC 3250 SEC 004

Toorre Fall 2022 Terrm. Foll 2022
Enrolied as instructor Enrolied as Instructor

Step 2: Select a student in the View as Student drop-down list.

32



%7 | WRITES

g Hi, SRV

f 11 SE€C 009
t
e Dhipasalita, Sar

ENC 1101 SEC 009 > Projects

Pl Analysis of Writing Concepts Rough Draft
Dwe Date Frl Sep 6 ot BS9 pm EST | Submirted O students

B Instructor Review

o, Self Review
=i Sun, Sep 78 3t 1129 pm EST 1co O students

P1 Analysis of Writing Concepts Final Draft
Due Date Fry, Sep Z3 at S8 pm EST | Submitze O students

[  instructor Review

Step 3: To use the system as a student, review the Student Manual.

Ordey By Due Dates

e

View Submaonens

=

View Subme i

+ Now Pragct

33



6.Score Paper

This function is used by instructors for scoring student papers.
Tips:

1. When the instructor scores papers, the [Submit] button must be clicked when the scoring
is completed. By default, the [Submit] button will be greyed out and disabled.

e The [Submit] button will turn red when the instructor starts adding scores or
comments. It will stay red and the scoring status will be “In Process” until it is
clicked. Students are not able to see the instructor’s scoring progress.

e Once the [Submit] button is clicked, the button will turn green and the scoring status
will be updated to “Scored.” Students can view the instructor feedback at this point.

2. There is no need to save work before navigating away because work will be auto saved.

Step 1: Login as instructor. The All courses page will be displayed after logging in.

& |WRITES I

O Hi, Eric

! Reports

Current Fall 2024 Courses (1)

ENC 3250 SEC 013

Term: Fall 2024
Enrolled as: Instructor

@ Help

i
N
i
$

34



Step 2: In the All Courses page, click on the Score Center icon in a selected course to score
students papers in that course:

o |WRITES IR

g Hi, Eric

Current Fall 2024 Courses (1)

[:8l Reports

ENC 3250 SEC 013

Term: Fall 2024
Enrolled as: Instructor

@ Help

= 4 = =
&

Step 3: Or if you are already viewing a selected course there are two additional ways to go to the
Scoring page:

a. On the left menu bar, click on [Score Center]. You will then be navigated to the Scoring
page.

35



Documant Series (F! VWiadd, Aug 14 at 1:59 pir

identifying Purpose
Iz the purpose of sach
comunication clear? Are

thar oy gl o
thare any gue the

before being ad

Misw slost corpleta the

03

Compare Text

Tearmn Formation

Audience

I: the reader being
addressed professionally

and respectfu
render bel d with
envugh detail to perfors

thair duties?

b. Select the [View Submissions] icon on any project to see the students’ submissions
status of the selected project.

Document Series (FINAL)
Due Date Mon, Sep 16 at 1153 pm EST | Submitted: O students

= View Submissions !

)

In the Student Submissions page, the instructor can click on the [Score] button to score
the selected student’s paper.

36



ENC 3250 SEC 013 > Document Series (FINAL) > Student Submissions

Project Submission
Student Name
Submission Status Scoring Status Action

| Score ‘
b

6.1 Markup Tools

Using the Markup Tools for scoring a student paper.

I.  Copy Text

Step 1: Click on [Copy] icon n .

- SELF & TEAM MEMBER ASSESSMENT FOR IBA PROJECT
Dte
= Neeste of Toam Mesber Fnbsator

Lﬂ

This rube s sesended o sxeaure e degroe So which cach o menber (dliled Sow ey rospunsditees in compreting the project
miknome sesignmonts. Fack swam mombet’s performance i ovalumad in the arean of £fective Commmuimon, Aninede, Sharig

L)
o of Auigned Tasks, Assiser uther Teammaws, Pecforms Asipvd Tanks i o Timoly Manwer, and Ferfrms dwgned Tanky in @
a (Mualery Wammer wning e rebre below
Your ratmgy should refloct oach indvadal s member's level of partcpeam, cllon. md sse of rosponubiley, NOT bis o her
[S] pcademic shilgy Your spocific ratmg of your tonm membens will remsai confidensil. SELECT ONE BOX PER CATEGORY
@ ¥ ot the eatings bobow, Always should be imterproved as >~ 5% Usuadly shookd be stapreted as -75%, md Rarely s < 205
CATEGORY | AA
Communicxtes Duoes 2ot Commrancaices Ulnually Always Commusicnies
effectively with Commun o with greup, but wen ey effectively asul
greep with gmup ofice deloyed or efectiwly with | effectively wish Slow others w do
ot effectve proup group fle uny
O O O O OO
Was respesnible Acceptial ! Acceptal | Acceped 1 Accepaed 1 Accepted
for fair sharesd | sssigued aloce sstigred very few | assigned slost | sssgned Qo astagnad far mose

Step 2: Click and drag across the text to highlight, then use Ctrl + C to copy text.



SELF & TEAM MEMBER ASSESSMENT FOR IBA PROJECT

Date

Name of Team Memher Fvnhotor

This rubec 15 imendod 1o measure the degroe to which coch 1ean member fulfilked beher 1esponsibilities i completing the project
mikoone signmens Fach team memshor”s perfommance is evalusied in the weas of Effectve Commmmicaron, Attitwde, Shiring
ERY % Bk 4

oy ath S Y St " K
y o -

LMA‘.’II""MRM wang the rubre bebow

Yonr ratnngs houdd seflect coch mdividual tese membet’s Jevel of participation, effory sed setse of rosporubility, NOT s of her
scadomc ity Your spevific rating of your 1cam members will roman confidlontinl. SELECT ONE BOX PER CATEGORY

For the estgs below, Always shoeld be imerprosed a0 > 95%, Usually should be mtepeetod s ~75%, md Rarely as < 20%

CATEGORY_| NA
Communicutes Does st | Communicases Usially Aluays Communicates
ellectively with COmIRNICDE with group, e e nes etfectively and
reep with group oden dclayod o elfectivedy with | effectinely with helps othery 1o do

sol elfectne prosp group the same
m m m m mim

Step 3: Use Ctrl V to paste copied text into the “Criteria” comment section.

r /2 AE /20

SELF & TEAM MEMBER ASSESSMENT FOR IBA PROJECT B [0 %01 e & oy e Sy

smirthy tw gr -..» - ot m g
D / s Gk s aer s il

Naze of Tean Meber Evabate Ere

Thes rede 1s sonded 1 sscasere e degree 10 which oach team mesher (6Tked havher responsibiitees is complorag fhe proyect
miksione megrmemi. Exch ke mender's perfoomance & evalated @ e o of Effctive Conmmmiinion, Ao, o

(Aaxbty Mawner aang e raire Brbew

Your retegy should sfiect oach iedhvdal tean macreber's bl of punticipaton, effert, and scvse of rosponsebty, NOT oy o her
wabemn: sty You spectfic ey of your heeen menders will semy cofldnnd. SELECT ONE BOX PER CATEGORY

Fuor e extings Dcdow, Abwary shoebd be stopretod as > 99 Uvanlly sboudd e iterpected a0 <25, and Harely s < X% Opwintee
CATEGORY | A
Communlates | Doos oot Conmascss | Usally Alwin Conmasags
ety 0t | commcte | vithgogp bt comemits | coesskns | dfectindy sl
fronp wib gy | nbelapedor | efectrely with | effectelynift | Mepooens o do
| ot effective, = =] e wne

M r N M 010

Tip: To stop using the markup tool, click on the yellow disable panel in the top of the
document.

Il.  Highlight
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Step 1: Click on the [Highlight] icon “ .

?/ @ Promct 1934 | NP Sp— 508 01TH 51 4 0

. SELF & TEAM MEMBER ASSESSMENT FOR IBA PROJECT
o] G
25 Name of Team Member Evahuator:
@ This rubric i imtended 1o measure the degroe 10 which cach team membor fulfilled hasher responsibilities n completing the projest
0e milestone sssignments. Each team member’s performance is evaluated in the ancas of Effevtive Commuwkoation, Artitnde. Sharing
- of Assigmed Tashs, Acristy other Teammases, Performy Assigned Tasks in @ Timely Mammer, and Performy Asvigned Tasky in @
0 Ouadity Mawser using the rubric below
Your ratmps should reflect each individual team member”s kevel of partscapation, cffort, and sense of respansibifity, NOT hix or ber
= scademec abilty. Your spesific rutmg of your team members will remaie confidenrial. SELECT ONE BOX PER CATEGORY,
@ For the ratings below, Always should be intepreted as > 95%, Usually should be imtempreted as ~75%, and Rarely o < 204
CATEGORY NA
Communicates Does not | Commumcntes Usmlly Alwayy Communicnics
effectively with commemicsme with growp, but i ates ¢ T effectively and
group with group often delayedor | effectively with | effectively with beips otbers 1o do
mot effectave group group. the same,
Was reannmalhbe Acerntml Acrerend Avrenied Accened Acrrrand

Step 2: Click and drag across the text to highlight.
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Dute

Name of Team Member Fivahutos

This rubee is mtended 1o measure the dogree 1o which each team member fidfilled hisher responsibnlities in completing the prject
mikestone msipniments. Each team mwmier’s porfommance i evalusted in the aroas of £ffective Communioation. Attimie, Sharing
of Asiigwed Tavks, Aasisty ather Teammutes, Perfornes Assigmed Fasks in & Dmely Manwer, snd Perfiuwes Assigned Tosks in o
Lty Monser uang the subry: el

Your ratiags should reflect ench individual 100m member’s level of particapation, effort, and senwe of respossibility, NOT bis or ber
acadenne abiley Your specific rutng of your seam members will reaam confllentil. SELECT ONE BOX PER CATEGORY

For the ratimgs bebow, Always should be smierpreted ss » 95%, Usaally shousd be istorpretod as ~75%, and Rarely as < 20%

CATEGORY NA
Communicates Does net Commumcates | Usually Alwars | Commumcates
effectively with cotnmanicate with group, b « Canes ¢ ates | effevtivedy and
groep with grosp oficn delayed oc effecuvely with effectively with | helpw others o do

not effective group group. | the same
O 0 O O | 0|0
Was responsible | Accepied ‘ Accepted | Acceped Accepied | Accepied
fiw fale chonva wd B e Ly s iomrne d oo Cren as viovrrcnd alovenct s csmmond faee | s vmriad Fav svvcnne

Step 3: Double click to the “Highlight Section” to add comments.
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tewwne

— —
Name of Team Menber Evahuator

Thmhwnnmddbm—n&mio-Mthnmwwhuh ponsibilities in completing the progect
mllestone asmgnmsents. Each teamn member’s s evaluated m the mreas of Effective Commsnkation, (mu-lrShm'
qwr-hhmmklbmgmdmwfnbuamu and Pergorms Axcigmed Tasky in ¢
Chaardity Munner usimg the cuboc below nighlight sectson

Your ratimgs should reflect cach imndividual deam member’s level of participation, effort, and sense of responabihty, NOT his or her
wcndense abiliey, Your specific ratag of your team members will remuin confidennis!. SELECT ONE BOX PER CATEGORY

For the ratmgs bolow, Always should be imerpretod as > 95%, Usuadly showld be meepreted as <75%, and Rarely as < 20%,

CATEGORY NA
Communicates Dioses not Communicsies | Ussally Always | Commenicates
effectively with comunicee with grosp, bet | ¢ ey [ e | effectively and
group with group othen delayed or { ellectively with effectively with | helps athers to do

not efloctive growp group | the same
O O O O a0
W responsible Accereed Accepted | Accepmed Acceped Accerted

Il.  Free Text
Step 1: Click on the [Free Text] icon .

SELF & TEAM MEMBER ASSESSMENT FOR IBA PROJECT
Date

Name of Team Member ) ) Evalusor

This rubeic is intended 10 measare the degroe 1o which cach team member fulfilled hivher respomsibilitios in completing the project
milestone msgnments.  Each team member’s performance s evaluated m the aeas of Effective Commeanication, Aitirade, Ssring
of Aoigoed Tasks, Avserts other Teammates, Porforms dovigned Tasks v o Timely Mamner, and Performs Asgned Tasks in @
Quarlity Masner waing the rubric below

Your ratings should reflect each indistdusl team member’s level of participation, effort, and sense of respoasibility, NOT Iis or her
acaderme shiley. Your specific ratng of your team members will remam confidenninl, SELECT ONE BOX PER CATEGORY

For the ratings below, Always should be interpeetod as » ¥9%, Useally should bo intomectod as <75%, snd Rarely as < 200,

CATEGORY
Communbcates Does ot Comnimmcaies Usually Always Compunicaics
effectively with Commumcate with group, but « alex < s cffectively and
growp with groep often delayed or effectively with effectively with helps others 1o do

ot elfectve group group, the e
O O O O

Step 2: Click and drag on the paper to create a text box.



V.
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Date
Name of Texm Membs Evalusor:
This rubric is intended 0 messwe the degree 10 which cach tesen coember fulfitled hivher 1ep balities in completing the progect

mikesione assigmmants.  Each tcam member’s pcr(olmm\ is evalumled in the ascm of Effective Commmucation, mmulr Shoring
of Assigmesd Tadks, Assists other T nd Porforms Avigoed Tadky v o
Cualiry Manmer using the rubric below

| —=
Your rmisgs should wilect cach indiv - ' of responubility, NOT lus or her
scademic abilty. Your specific ratmy of your tewm members will romanie uunJ.wnl SELECT ONEBOX PERCATEGORY .

Far the ratings below, Always should be imtempreted as > 95%, Usually should be interproted as ~75%, snd Rarely 20 < 20%

CATEGORY NA
Commumicates Deoes aut Covamusscates Ussally Always Communcaies
offectively with commumentc with growp, but mes o s cffectively and
group with group ollen defayed or effectively with effecthvely with helps others w do

zot effectve. groap. group the mame
O g O O 0|0
Was responsible | Accepeed T Acoepeed’ | Accepwed’ | Accopaed T Accepiod’ ‘ {
Cir fuir shara af ans et almcna st wiors ot | b st masianed faie annimned fiar o

Add your comments to the textbox.
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Nate

Nasne of Team Mensdy Evahaanor

This rabrc is intended to measure the degroe 10 whach cach tenm member fulfilled hisher responuibil in completing the project
mélestome aaignments.  Each wenm member's [-muﬂnnmt & evalumed in the arvas of Effecrive Commuicntion Umwd.— Sharing
af Amigmed Tasda. Aswists other Te = dLads s Liansd, . andd Perfiormn Asigwed Tarks in w

Ouality Mawser usimg the rubee below

Your catimgs should eflect ench individul aof cosponsibibty, NOT lus or her
scademss abilty . Your specific rating of your leam members will roman confidensiel SELECT ONE ROX PER CATEGORY

For the ratings bebow, Always should be interproted as = 05%, Ussally should be mterpectod s - 75%, and Rarely as < 200

CATEGORY | NA
Cammunicntes Does et Commusscates | Usually | Always Comnmusicates
offectively with ComEEnicao with grow., but « ™ ales cffectively and
group with group often delayed or effectively with dﬁ:m-dv with helps others o do

it effocine proup group the same
O | =] 0 O | oo
Was respomsibie Accepled Acvepeed Accepiod Accepaed Accopied
for fair share of gned admont gred very few | assigned almost assigned fair ssigned far more

Strikethrough
Step 1: Click on the [Strikethrough] icon .
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Dare

Name of Team Member Evithuator

This rubric is intendad 10 messure the degroe 10 which cach team member fulfilled hin'her responsshilivies in completing the project
malestone assigroments.  Each team member's performance o evalusted in the weas of &ffective Cammunication, Airitwle, Sharing
of Assigmed Taxke, texints other Jeammaws, Perforny Accigwesd Tasks in @ Timely Manwer, and Performs Avgned Tasks in o
Cuaticy Mammer using the rubric below,

Your ratings should neflecy esch individual team momber”s level of participation, effort, and sense of respoasibility, NOT b or ber
scademic abdity. Your specific rating of your tenm membors will remacie confidentinl. SELECT ONE BOX PER CATEGORY

For the ratings below, Always should be mterpreted us ~ 95%, Usually should be inteproted as <75%, and Rarely as < 209,

CATEGORY | NiA
Communicates Does not Commarscnies | Usually Always Commumicates
effectively with communacie with group, but Al 2oy cffcctively andd
group with group often delayed or effectively with effectively with belps others 1o do

not effectnve group. group the same
O 0| O O a|o

Was responsible | Acceptod Accepied | Accepied Aceepied Avcepted
swigned very few | assigned alomwt assagned far wsaigned far nwuy

for falr share of assigned ulmost

Step 2: Click and drag across the text.
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Date

Name of Teum Member: Evahatos

Fhee rohre 1+ miended-to ewssre the degree towineh ench seam mensher fulfidied hrvher rew beivtiee 1 complerme (be progect

3 x. e, Sl ing
of Axugwed Tasky, Assists ovher Teammaes, Performs Axvigmed Tasks in @ Timely Meaner, sd Pesjorms Loigued Tesks s o
Quality Manmer using the rubee below

Your ratings showkd reflect cuch individual ressn momber’s level of particapation, cffort, and semse of responmbility, NOT lus o her
scadetnie abiley, Your specific rating of your wam mombers will rematy cunfidentinl. SELECT ONE BOX PER CATEGORY

For the ratsngs below, Always should be tnterpretad s > 95%, Usially should be intempresed m 757, snd Rarely m < 20%,

CATEGORY | —
Communicates Docs st Commutecates Usually Always Communicaks
elfecthely with CoMEmMnICate with groap, but € ates 1 c ates effectively and
grougp with group often delayod or effectively with ‘ effoctively with helps othery 10 do

not effective group | growp the sme
Was responsible | Accepted [ Accepted | Accepred’ | Acceped’ | Accopeed )
far fair share of wssianed abmost asigned very fow | assiened slmost | sssened fasr sscigned far more l
Free Draw

Step 1: Click on the [Free Draw] icon n
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Diste

Name of Team Member i Evalutor

Thas rubec i imtonded to measure the degree 10 which coch team member fulfilled hisher responsibilities i completing the progect
milestone sssgnments. Each tenm member’s performance m evaluated in the arvas of Effoctive Commumicarion, Artitude, Siring
of Adgned Take Auiste other Teawmaies, Performy Laigmed Tasks i @ Timely Manner, and Performs Lovkpmed Taks in @
Chuality Mismmer using the rubric below

Your ratings should reflect cnch individusl scam memsher’s level of participation, effort, sod sense of responsibility, NOT his or her
acaderme abilty. Your specafic rating of your team members will remin confidentinl. SELECT ONE BOX PER CATEGORY .

For the ratings bedow, Always should be interpreted as = 5%, Usually should be imtopreted as ~75%, and Rarely as < 200

CATEGORY | NA
Communicates Does pon Commumscares Uswally Always | Commumnicates
effectively with comaTmmcao with groap, but c ates C ey effectively and
group with group oflen dedayed o effectively with effectively with belps others to do

wat effoctive, group group, the same,

O O O O 0|0

Step 2: Draw on the paper.

VI.
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Date =

Name of Team Memb Evaluator:

Thes rubric i miendod S0 moasure the degree 10 which each temm member fulfilled havher resy bilities in compictmy the project
mikrtone sssagnments. Each team ihor's porf c v eval d in the asvas of Effective Communication, Aerinde, Sharing
of Awigmed Tiasks, Assivts other Teammates, Performs Asvignod Tasks in @ Timely Manmer, and Porforms decigned Tavks in 2

(vality Mumner using the rabre below

Your rastimgs shoahd refioct cach mndividiasd soum member”s level of particapation, effory, and sense of respomsibality, NOT Ins or her
scodemme abiley. Your specific rating of your toam members will remudy confldenrar/, SELECT ONE BOX PER CATEGORY

For the ratings below, Always should be interpreted an > 95%, Ussally should be interpresed as - 75%, and Rarely as < 200

CATEGORY | NA
Communicates Does not Commumcates Uswally Always Communcars
effectively with commumicmy with yroep. but © SuToN « o effectively and
groep with group often dedayed or effectively with effectively with helps others 10 do

oot effectve group group the same
O | & O man
W as reanandhle Acrertnd T Acronted | Acvrrd Asrenil [y

Sticky Note

Step 1: Click on the [Sticky Note] icon E
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Dt

Name of Team Member: £ valastor

This rubex i itended 10 measure the degree 10 which coch team member fullilled hiw'her resy bilites in comp g the projoct
milestone sodgnments.  Each team member’s perfommance i evalustad in the s of Effectne Communication, Arinde. Sharing
of Avagued Tasky, Acstery other Teammares, Performs Asvigned Tasks in @ Timely Mamnser, and Perforomn Assigned Tasks in @
Cuality Mamner wing the rubrc below

Your ratsngs should reflect each individual team member’ s beved of participation, effort, s sense of respomsibility, NOT bes oc her
scadersc abiley. Your specific rateg of your seam members will ressaim confidenrinl. SELECT ONE BOX PER CATEGORY

For the ratisgs below, Always should be lsterpretad s > 955, Usually should be insompeeted ae ~75%, and Rarely s < 207

CATEGORY NIA
Communicates Does not | Commumcates | Usually Always | Communicaws
offectively with commimamicaiy with growp, but cales e | effectively and
group with groap | often delayed oo effectively with effectively with | helps others th do

nat effective group group | the mume
O O O | 0|g
Was Acvepted Accepted Accopled Acceped | Accepted
fae fale shavu uf san oo abevicas P L asstnmal aliowat assranemd Fae wss srmnod Fur svrcuen

Step 2: Click where you want the Sticky Note to appear.
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Znea, e -

Thee

Name of Team Memher o huator

Thas rubric is sutended 10 measire the degroe %0 which cach leam member dllked hivber responmbilition m compliting the progest
mikostone sssignments, Fach seam menter s performence @ cvalusted s the seas of Effevtive Communicanon, Mttwde. Sharing
of Amigwed Taske, Arsusty othor Teammanes, Performs Aigmed Tanks iv o Tiwoly Manser, and Poforms dagned Tasks in o
(valrey Mammer using the ndws: below

¥ our rmtings should mefloct each mdam@ member’s Seved of purticspaton, effort and semse of responabibey. NOT lns or ber
academuc shalny. Your specific ruting of your Team members will ressnn confldentse). SELECT ONE BOX PER CATEGORY

Vor the muegs bedow, Always should be imterpretod as = 24%, Usually shoold be smopeetod os ~75%, and Rarely s < 20%

CATEGORY | NA
Commumicates Deoes mn | Commumcutes Ually Always | Commuscarncs
elfectively with cotmunicae with groep, C = ¢ ies | efiocsively and
proup with group often delayed ot elfectawely wah effecinely with | helps others 1o do

|t effextive group yroup | the e
Woas respensible Accopeal Accepiad Accepacid | Accepeed | Accepted
Tor Tuir share ol seioncd almodt | ssimed very few | mesiened slowst mugnad far | assimnad far mone ‘

Step 3: Enter text on the “Sticky Note.”

44



SELF & TEAM MEMBER ASSESSMENT FOR IBA PROJECT

Dhate Fawe e =

Name of Toam Member = volustor:

Tles rubsc is mtendad 10 mesre the degroe 10 whick each tem momber fullilled duaher ropomubulits m completing the pegect
mikestony sssignmests.  Lach team member s porfoemmcs s evalusted m the arcas of Effectiie Communistion, A, Sy
of Assigmewd Tiesds, Acsorty other Temmmawe o, Porforms Ssvopwesd Tinks 1 @ Dimedy Maswer, and Pocforns Lovigned Taks in #
Cowaliey Manwavr using the rubre bolow

Your ratings should meflect each ndvidusfiem meamber's kevel of purticipaton, effort, and sense of responsibifity, NOT s or ber
scademic abidey. Your specific ranng of youwr team members will resady confidential. SELECT ONE BOX PER CATEGORY

Por the rutings below, Always should be lnterpectad as > 95%, Usually should be imiempreted m ~T5% and Rarely as < 200

CATEGORY | NA
Commmmicntes Doas not Commmumcates Unially Afways Communicatos
eflectively with comTImcele with group, bt communicales CONMMEENCHion effoctively and
growp with group often Selayed o effectrvely with | effecuvely with helps others w0 do

ot effectnve group groap the sme
O O O O |y
W respossibie Acceptod | Acvepeed | Accepred [ Accepred [ Aicopred ‘
for Falr shar e of staiencd alnodt | asisned very few maalenod alonwt anskened Lt Asnad Lo mote

Tip: There are two ways to delete an annotated object from a paper. You can right click on the
object and select [Delete Object] or select the object and click the [Del] key on the keyboard.

6.2 Rubric Criteria

In this Scoring page, instructors can also provide scores and comments for each rubric criteria.
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Dete
Nome uf Toam Morther L S
(wtwn
s rubew 10 imonded 10 sy B¢ degroe s whech esch tonns sondser fulfiled s Ser respomediloes m conpdoning the payect
makedone mugrments Fad beane mesber’s perfommunce o evaluned m the sea of {ffectw Commmbaton. iy Yherog
of Awigeed Tode Aesists other Teowmates. Pocforms Lasipned Tinke i & Tiosedy Manser, st Pertormes Angned Tinks e «
(et Mamaer swmg the b hebers
Yo rmangs shoeld mfloct exch imdrvda Tean meniber's level of pamopation, affon, sl senso of respossbiliny, NOT lis o ber
woademmae sy Your spenific rammg of your team messhers will som confiboied. SELECT ONE BOX PER CATEGORY
For the e S, Abwarys shvld be antoproted s > ¥5%, Usaally should be smorproad s < T9% md Rarely & < J0%
—porueie

CATEGORY | N
Communicates Dhoes mon | Comernamans Unully | Alsways Comanscanes |
eflerthely with careraTecat: with groeg, bt QAT oMMy efiacrivety and
gresy walh proagy ol &elayed o eliececly with sty weh Bedpe ethers W e

e efiocive groug poug N e
u] 0 o 0O u][w

Wat respemaile | Accrpeodd Aorped Acorpsed [ Accepsed Aarped
For fulr share of wargned abtow smigwdvery fow | mgaad sleasi wegd las snigad (3t ey Furti vt S
sk —— s PR e i rake P RS- 2

1. Adding Scores: The instructor can give a score to each rubric criteria by selecting a number

from 1 to 6.
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Duse

Name of Tessn Messbur | valatir

Thwe rudee i intendad i reasry e degroe 30 which vk jess member Tulfilind hisher sespemaiiinties is conpivting Sie prgent
milodens magemons.  Exh ioam awsbe’s pesfonnance i cvalusal e (he s of £ty Communiation dmisde, Slorig
o Awigeed Tasla Avstaty wiher Toammans, Ferforms Axcigwd Tiasds i« Timefy Mowwr, ssxl Porforms Sunigwedd Tasls in o
Quality Massaer using the ruben: b

Your ratimgs deukd seflocs cach individd Toum membar’s levd of participetin, effoet and scme of cesponsibibey, NOT bis or der
woderme abwlny. Y our spevific satmy of yous team menders sl reman coefideond SELECT ONE BOX PER CATEGORY

For the nmog below Abways shoukl b mmorproted s > 959°%, Ussally shonidd be sntogratod w - T55 ond Rarvly a0 < 2%

Orgaagan
CATEGORY | NA -
Commesicate Dues e Commancates | Dty Abways Commmuacars
elfectively with | oememocne | with greup. bz e o y end
greup with groap slice delayad ox effectively welh | effectively wift | helpaatiers mdn
ot eflestve prosp | grosp e wex
O 0 g O myin
ey v g — et | — 1 W |
for falr shareod | snipod sl | swigred very fow | assipnad shnost | ignad e sognad (s moss Fome vt Yty

2. Adding Comments: The instructor can add comments to each rubric criteria by inputting
texts to the textbox area under the score bar.
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llee

Nutee of Tearn Mesdser _ Babater

Thus nben v mmondod % messre e dogree % which each swam meabar fdfilled bisher roqomdalities in conySermg the pragect
avlosters mugrmmenis. Fack doimn mesher's perfermane s ovalutod in S wean of K Conmsniarion. Sitvsde. Sharig
of Augpeed Tuske Aisty adher Teommars, Fovfioms Anigwd Tadks bt o Timely Maswrr, snd Forforms dsipwed Taks it 0
(vt Mawwwr useg O ribe el

Yo ravags sbould refloct omh extroéual Tam morber's heved of particpatne, offort, and wrse of roponibibty, NOT s or by
saderns delay Your specfe tatmg of poar tam messhen will srmsas il SELECT ONE BOX FER CATEGORY

For f vatrgs hebow, Always shusddl be Iteeted o > 9% Usially shonddd be mrespresed i -T9% and Rarely o < 2% |

g
CATEGORY | N ‘
Comamnicatn Dves mit Commnicam Usaily Awapy Conmameans
eflectivddy with aTETRRICRt with grag, b coeTrETsCEO e eflatredy and
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O O O O ajo
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6.3 Submitting Feedback

After finishing grading, click on the [Submit] button to submit the feedback. At this point, the

student can view instructor feedback.
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Date

Naove uf Tesen Mesther

(atry Masnarr wemg e ndws hehre
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Fom O tatenge low, Always sinndd e intopratod s+ U5, Ussalle sdhondd by fntarpeciod o <757 and Rarely o < 205

T rubeic e smtemded 1o sanes O dogroe do which xch tean sewder NdfiTed s by roponubiites o couplcting S project
mtlweee sgresents  Each loam peaber's pedloenusce 1 evabastod 3 the s of Filetve Commanionrion Mitade, Yhiryg
o Asipwd Toks Locior by Topmmanes. Porfvoms Auipead Tasks o o Timoly Moswer, sted Povwoms dsgowed Tanke 4 o

Yonur ratings st reflect s sudtvidios! Tum mersber's tovel of purtiopetin. effert and some of respessbiley, NOT ¥a v ber
sondcome iy Y our specific tamg of pour i menders ool e coibnn’ SELECT ONE BOX PER CATEGORY

CATEGORY NA
Commamcates Do mox Communcies | Lsally Alvayy Communioney
ilecthely with OTITROEY with grag. bt CommEEL e TR A fftively and
ey with ey e dstarad o0 efiemwhyweh | ofectieiywifh | helpeathons mde

et cfiexiive g ey e mute
O g O O a0
Wt repuasbik | Accrpied A Acrred Aacped [
Por Buir ool | sungeed denent g very fow | aeigecd slennd | saigred Bl wwigod (e
[T e ks it shee of shus of bl Sy fir share of

A

v

Drgwiat v

forvat o St

Tip: To select another project or student paper for scoring, use the Project Selection drop-down
menu, Student Selection drop-down, and the Next and Previous arrows buttons.
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Date

Name of Team Memher

Esuhator:

SELF & TEAM MEMBER ASSESSMENT FOR IBA PROJECT

This rubrc s intendod 10 measire the degree 10 which cach team member (udfitlked hiwher responsibilines i complcting the project
milestone assignments.  Hach team member”s performance is evalsated in the areas of Effective Communiunion, Aerinede, Sharing
of Avagned Tasks, Acsists other Teammans, Performa Aoigned Tasks in @ Timefy Manoer, und Performs Awigned Tavky in a
Quatity Manwer uang the rubric below

Your ratings should refiect oach indtividual Waen member's level of participaton, effoet and sense of respoasibality, NOT s or ber
scaderne whility. Your specific mtmg of vous team members will newvats confidenrin], SELECT ONE BOX PER CATEGORY

For the rutings belaw, Always should be mterpreted s > 95%, Usually should be interpresed ax ~75%, and Rarely as < 207

CATEGORY | NA
Communbeates Does not | Commurscitos Usmally Alwuys | Commmnicases
effectively with cammuncate with growp, but | commmnicales communicates cffectively andd
group with groop often delaved or effectively with effectively with helpw others 10 do

not effoctive group group the wime
O| 0| O O | oo
Was responsible Acceptod Acceptad Accepled Acceped Acceptod
for Tair share of nsigned almosmt weigned very fow | assigoad nlmost assigned Thir wisigned far o

47



7. Team Formations
7.1. Peer Review Team Formation

Students that are placed in a “Peer Review” group will review other students’ papers in the
group. For example, if you have four students in a group, that means each student will complete
three peer reviews.

Step 1: There are two ways to from teams for a Project:

a. Click on the [Team Formation] icon on a selected Project:

Presentation Project Storyboard

Oate Sun, Oct 6at TESS pm EST | iormitted: O students

Peer Review

1 Wed, Oct 9 at 11:59 prm EST | ¢ 1ed 0 students e

I
=]

.,
-/

Tip: If the Peer Review Team Formation has NOT been completed the [Team
Formation] icon on the associated Project will be highlighted RED and contain an
exclamation point:

If Peer Group Team Formation HAS been completed it will be highlighted GREEN with
a check mark:

b. Or on the left menu bar, click on the [Team Formation] section and select [Peer
Review].
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V/ Iy  Enc32sosecors »
9, HiEric

ENC 3250 SEC 013 :
= Document Series (DR

Due Date: Sun, Sep B at 1159 pr

o, Self Review
= Projects & Due Date: Wed, SepTiatT

@ Score Center )
Document Series (FIN.

Due Date; Mon, Sep 16 at TI59 ¢
Compare Text

Team Formation Peer Review

v

Collective Feedback Group Project

Students

Step 2: If there are multiple Projects with Peer Group Tasks select a project from the Select
Project drop-down list:

%/ WRH-ES ENC 3250 SEC 013 > Team For

& Hi, Eric “Select Project Group Struictu

’ Create Mahually
ENC 3250 SEC 013
_ Presentation %roject Storyboard

New Project

1~

v= Projects

CratinA 1
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Step 3: Select the Group Structure.

W/ WRlTES ENC 3250 SEC 013 > Team Formation

& Hi,Eric Select Project Group Structure

ENC 3250 SEC 013

Presentation Project ¢ Create Manually

Create Manually
Unassigned Students
Split Randomly

Projects Copy From

m :

There are four ways to create a Peer Review group:

1. Create Manually:

>

a. After selecting Create Manual as the Group Structure, click on the [Add Group]

button.

Tip: You can create as many groups as you want but the number of groups must be smaller than

the number of students divided two (at least two students in a group).

b‘/ WR ITES ENC 3250 SEC 013 » Team Formation > Peer Review

Select Project Group Structure

Presantation Progect Croats Manually

Unassigned Students | Groups (2) Add Groug
)
Add
Group | 0 sLUones ~
Compare Text
roup X

Team Formation

Collective Foodback

b. Manually drag and drop students into peer review groups.
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Unassigned Students (| Groups (2)

GFOUD] 0 students

& —_.

c. Click [Submit] to generate the peer review group.

i{‘ il,"‘ WR |TES ENC 3250 SEC 013 > Team Formation > Peer Review

Hi, Eric Select Project Group Structure 'ﬁ
Preseniation Projec ! Craate Manually m
ENC 3250 SEC 013

ST
I | Unassigned Students [ Groups (2) Add Groug

Tip: To remove a created group, click on the [X] button:

Add Group

1 students

X
U
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2. Split Randomly: The system will automatically assign students into the number of groups
you have selected.

@/ WRlTES ENC 3250 SEC 013 » Team Formation > Peer Review

& Hi,Eric Select Project Group Structure _

New Project Create Manually
ENC 3250 SEC 013

Create Manually

Unassigned Groups (0)
Spint !—éﬁl‘wh:r'wlg,

7= Projects Copy From

a. After selecting Split Randomly as the Group Structure, click on the up and down
arrows to increase/decrease the number of groups the system will assign students
into:

ﬁ/ WR |TES ENC 3250 SEC 013 > Team Formation > Peer Review

& Hi, Eric Select Project Group Structure

New Project Split Randomly into| 4 l" teams

ENC 3250 SEC 013

b. Press the [Submit] button to save your Peer Teams:
v ”,'{ WR ”ES ENC 3250 SEC Q13 » Team Formation > Peer Review

Select Project Group Structure e —
Prasentabon Projont | Soin Randomly ([ Lo R qroups
ENC o |
Unassigned Students {20) Groups (1) Adet Qroud

Croup) ) sttt xX
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3. Copy From: Assign the same peer review groups as a selected previous project.

Tip: You may only copy Peer Teams from similar Project types: personal to personal, or group
to group. You cannot copy group Peer Teams to individual Peer Teams or vice versa.

@/ WR”ES ENC 3250 SEC 013 > Team Formation > Peer Review

g Hi, Eric Select Project Group Structure

Presentation Project ¢ Create Manually
ENC 3250 SEC 013

Create Manually
Unassigned Students ('

split Randomly

v —
¢= Projects Copy Fram
. | students

a. After selecting [Copy From] at Group Structure, select a project which you want to
copy peer review team formations from:

v/ WR”ES ENC 3250 SEC 013 > Team Formation > Peer Review

L Hi, Eric Select Project Group Structure

Peer Raview Tast Pro Copy From |

ENC 3250 SEC 013

Unassigned Students (20) Groups (2)

b. Click the [Submit] button:

Group Structure — —

Hi, Exic
Poer Review Test Pro Caopy From Prosematon Prosct | m
ENC 3250 S£C 013 v
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4. Copy To: Assign the same peer review groups TO a selected project. If there are Projects
with Peer Group Tasks that do not have defined Peer Groups, you may copy an existing

formation to that Project.

a. Select the Peer Review Project to assign this formation to:

?’ / PRI  ENc 3250 SEC 013 > Team Formation > Peer Review

& Hi, Eric Select Project Group Structure CopyTo @

Presaentation Project ¢ Croate Manually

Unassigned Students (0) Groups (3) O

b. Click the [Submit] button:

ENC 3250 SEC 013 > Team Formation > Peer Review
Select Project Croup Structure CopyTo @
paniabon Progect & Cromias Manuasly
Eh )
Poer Roviow Test Projast
Unassigned Students [0} Groups (3)

Tip: Students who are marked in red are those who have not submitted the project.

Peer Review Test Project
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7.2. Group Project Team Formation

Instructors can assign students into groups for group projects. After placing students in groups,
one member of the group will upload a document for the entire team.
Step 1: There are two ways to form groups for a Project:

a. Click on the [Group Formation] icon on a selected Project:

Collaborative Proposal (DRAFT) &

Due Datel Mon, Nav I8 at 1159 pm EST | Submitted. 0 students

o, Self Review
< st Wed, Nov 20 at 1159 pm EST | Submitted. O students

1]
&)
B

Tip: If the Peer Review Team Formation has NOT been completed the [Team Formation] icon
on the associated Project will be highlighted RED and contain an exclamation point:

© &% Group Formation

If Peer Group Team Formation HAS been completed it will be highlighted GREEN with a check
mark:

) am |EAI Jrmaton

b. On the left menu bar, click on the [Team Formation] section and select [Group
Project].

& |WRITES

8 HiEnc Select Project Gron

Unassigned Students (0] ¢
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Step 2: If there are multiple Group Projects a project from the Select Project drop-down list:

W/ WRITES ENC 3250 SEC 013 > Team Format

g Hi, Eric Select Assignment Group Structure

‘ Create Manually

ENC 3250 SEC 013

CollaborativgProposal (DRAFT)

Y= Projects New Project

ps (2)
Collaborative Proposal (FINAL)

oup 1
Group Team Project 2
Df Score Center

Step 3: Select the Group Structure.

@/ WR ITES ENC 3250 SEC 013 » Team Formation > Group Project

g Hi, Eric Select Assignment Group Structure ' Copy To @

Collaborative Propos: ‘ Create Manually

ENC 3250 SEC 013

v Create] Manually
Unassigned Students (! J

o —
v= Projects Copy Fromn
0 students

There are four ways to create a group:

1. Create Manually:
a. After selecting Create Manual as the Group Structure, click on the [Add Group]
button.
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i, ."'f WR ”'ES ENC 3250 SEC 013 » Team Formation » Group Project

Select Assignment Group Structure Copy To @

ENC 350 SEC 0t3

P ——

Unassigned Students (20) Groups {2) Add Group
M !
——e YY1
Group ) thachorrs ~

Tip: You can create as many groups as you want but the number of groups must be smaller
than the number of students divided by two (at least two students in a group).

b. Manually drag and drop students into groups.

Unassigned Students (19) Groups (2) Add Group
(W)

Group 1 1students X

Select Assignment Group Structure CopyTo @

Hi, Ene —
Collaboraive Proposs Sroatn Massnly m
ENC 3250 GEC 013 -

Unassigned Students (19) Groups {2) Act Groug
Groug | 1 students x
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2. Split Randomly: Select number of groups and the system will assign students automatically.

@/ WR |TES ENC 3250 SEC 013 > Team Formation > Group Project

g Hi, Eric Select Assignment Group Structure
Collaborative Propos: Split Randomly into 4 groups
ENC 3250 SEC 013
“reate Manually
Unassigned Students (2

Split %mdomry
L)

v— -
v=— Projects Copy From
B 0 students

a. After selecting Split Randomly as the Group Structure, click on the up and down
arrows to increase/decrease the number of groups the system will assign students
into:

W/ WRITES ENC 3250 SEC 013 > Team Formation » Group Project

g Hi, Eric Select Assignment Group Structure

Collaborative Propos: Spiit Randomly int¢ 4 groups

ENC 3250 SEC 013

U act Assignment Group Structure

Cotlabermiive Propos: So81 Randomiy into 4 groups

Unassigned Students {20] Groups {1) Acd Groug

Group | P x

AEOTE CRibey. m
)
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3. Copy From: Assign the same peer review groups as a selected previous project.
a. After selecting [Copy From] as the Group Structure, select a project which you
want to copy group team formation from.

#/ WR'TES ENC 3250 SEC 013 > Team Formation > Group Project

8 Hi, Eric Select Assignment Group Structure

New Projact Copy From

ENC 3250 SEC 013

Unassigned Students (20) Groups (2)

b. Click the [Submit] button.

i,# f WRlTES ENC 3250 SEC 013 » Team Formation » Group Project

8 HiLErc Select Assignment  Group Structure

~exare,

Unassigned Students {20) Groups (2) Adi Groap

4. Copy To: Assign the same Group formation TO another Project. If there are other Group
Projects that do not have defined Groups, you may copy an existing group formation to that
Project.

c. Select the Group Project to assign this formation to:

ﬁ/ WR'TES ENC 3250 SEC 013 > Team Formation » Group Project

& Hi, Eric Select Assignment  Group Structure  Copy To

Callaborative Propos: Create Manually

ENC 3250 SEC 013

Unassigned Students (0) Groups (4)

= Projects Collaborative Proposal (FINAL
Group 1 By o

@ Score Center
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d. Click the [Submit] button:
V 'I" WR ITES ENC 3250 SEC 013 > Team Formation > Group Project

g M, Eric Select Assignment Group Structure Copy To @

raive Propost Crasts Manualy

| | Unassigned Students (0) Groups [4)

Tip: Students who are marked in red are those who have not submitted the project.
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7.3.  Group Peer Review Team Formation

In a group project, peer review activity will be performed by groups instead of individual
students. Students will need to be assigned in a group in the group project [Team Formation]
before groups can be assigned into peer review teams. Students in a group will not be able to do
group peer review until their group is assigned into a peer review team.

ted; O students

New Project &

& Sat, Aug 31 at 1200 am EST |

1]
=l

() Instructor Review =

Peer Review 0N 24 = —~9 i

Re
S

St Sep 7 ot 1200 am EST

Step 1: On the Group Project to with Peer review Task click on the [Team Formation] button:

New Project &

Sat Aug 31 at 1200 am EST brrottod O students

[ Instructor Review 2 = 78 ]

e Peer Review (P ey

- B Bl ULl
Sat, Sep 7 at 1200 am EST | Submittea O students e Y (A R M

i
i

Step 2: Select a group project from the Select Project drop-down list.
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o

Frogect | Hart &

Soioct Projoct

Step 3: Select the due date from the Due Date drop-down list.

Due Cato

ENC 1101 Test Course 1 > Team Formation » Peer Review

Group Structure

Create Marusby

Teams{0)

ENC 1101 Test Course 1 > Team Formation > Peer Review

Select Project Due Date Group Structure
Progct | Pt 2 Aug 72,1200 am Craate Marxsaly
Aug 22 1200 am
Unassgined Teams{2)
2019 August
' Moh e Wed W o “at
H Group?
)
N Group2
- ] 8 -}
14 % m
e 1 2 3 @ n
Now o

62



Step 4: Select the Group Structure.

ENC 1101 Test Course 1 > Team Formation > Peer Review

Select Project Due Date Group Structure

Prosect 1 Pan 2 Aug 22 120G am ’ Create Manually

Creste Manually

Unassgined Teams(2)

t Rarvd

if Group]

il Group 2

There are three ways to set up group peer review teams — refer to Group Structure.

Tip: Groups that are marked in red are those who have not submitted a paper for the project.
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8.Collective Feedback File (CFF)

A Collective Feedback File (CFF) is a collection of issues in student writing for a particular
project. Instructors create CFFs and provide these to their students for review at the end of a

scoring period.

8.1. Create New CFF

Step 1: On the left menu bar, click on [Collective Feedback File] to go to the CFF page.

V }.‘A WR |TES ENC 1102 SEC 068 > Projects

8 View us Ot

Back W admn vwow

Project 1 Part | qE Project 1 Part 2
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Step 3: Fill all mandatory fields, including:

Feedback Name: Name of the CFF.

Project: Select project that you want to create the feedback for.

Copy Issues From (Optional): Select a feedback which you want to copy issues from.
Publish: Check this checkbox if you want to publish the feedback to your students.

Add New Collective Feedback

Feedback Name
Project
~

Copy Issues From

Publish

Tip: If you do not publish your CFF immediately after creation, you can publish it later by
selecting the [Edit Collective Feedback File] button, check the [Publish] checkbox, and click
[Submit].

Step 4: Click the [Submit] button.

Add New Collective Feedback

Feedback Narme Collective Feedback 1

Project Project 1 Part 1

-

Caopy Issues From

8 Publish
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The newly created “Feedback” will be displayed in the CFF page as below:

The CFF table contains following fields:

CFF Name: Name of the CFF
Project: Name of project which the CFF is created for
Class: Name of Class
Term: The term in which the class is setup
Published: Yes/No
o Yes: Students can see this CFF
o No: Students cannot see this CFF
Issue Count: The number of issues in this CFF
e Last Updated Time: Last Time the CFF is updated
e Action: Download/Edit/Delete

8.2. Edit CFF

Step 1: In the CFF dashboard, click on the [Edit] icon & to edit a CFF.
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Step 2:

Step 3:

TH Tt 5§ Spring 20 > Coflective Feecitncia

Edit Feedback in the Edit Collective Feedback box.

Edit Collective Feedback .

Feedback Name Collective Feedback 2

Assignment Project 1 Part 2

@ Publish

Click on the [Submit] button to submit your changes.
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Edit Collective Feedback

Feedback Name Collective Feedback | for assignment 4

Assignment Project 1 Part 2

B Dublish

8.3. Delete CFF

Step 1: Click on [Delete] icon @ 1o delete a CFF.

Fant S S0rmg 200 » Cobuetivs Fandbacks

Step 2: Click on the [Submit] button to confirm delete action.
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Delete Collective Feedback

Do you want to delete this collective feedback and its issues?

8.4. Download CFF

Step 1: Click on [Download] icon to download a CFF.

ION Test 6 Spring 2009 » Colective Feedhacks

w[t) =

8.5. Add New Issue

Step 1: In the CFF page, click on the name of a CFF that you want to add a new “Issue” to.

69



Step 2: The Issue page will be displayed. Next, click on the [Add New Issue] button.

Step 3: The Add New Issue page will be displayed. This page allows the instructor to add new
issues by viewing the entire collection of student papers for the selected project. In order to view
a particular paper, use the Student selection drop-down list.
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L 0S5

Welcome studentstoModule 2 of Economicsand finance for Sustainabiliey. | am Michael Spencer, your
instructor and narrator for the next four modules. Changes were made tothe classmaterial overthe
summerto address concernsover the difficukty and complexity some students were having,

Unfortunately, thesechanges were not made in time ta allow ourmadia department sufficent time to
create the visually appealing presentation you viewed in Module 1 and will see againin upcoming
modules. | have hadto create the presentations myssif andispologize for the lack of graphic designand
quaity. My hope is that | wilf get better with each presentation,

Withthat said | invite any of the online studentstoattend the eveningdasson Mondayat &00 PM. The
dassimvolves alot of discussion and the examples and experiences that are shared add to the learning

Stucont Eample
1isimmwKbEEn

Summary. Wy thes 15 an spa?
pisimwKbEaEy

process,

1 Course Topics

Course topics for today will cover

*  Supplyand demand

Step 4: To add a new issue, fill all mandatory fields in the right-side panel.

1. Input “Issue Name.”

SELF & TEAM MEMBER ASSESSMENT FOR IBA PROJECT

D

Name of Tesn Manber

Frakaton

Thes rabnw w imternded i meemsery Hhe degron o whnh sach wn swerober 00 bevbey respotosbhites o comphamg he prosot
wilemne ssogamonns Eah toam mwoier s pockammees s esminnnd in the s of Efcmee Cummmmins uiion dniade. Mar g
wf Asageod Tesks Avwsts ooher Tosmmmgurs, Portiwmn Avigwd Taske v w Timely Abomner, sl Porforms Asgaed Tosks v w
Oualivy Maver aung the rabex bbum

Your ratings should reflont ooch individual s member’s kevel of participution, efere. ssd sove of rensponibiity, NOT s e ber
saderme alebay. Your specie g of your team meanbers sl e sonlhioanl SELECT ONE BOX PER CATEGORY

For the vattngs Selorw, Always shund! be iarprpratad s = 95% Useally dhostd b mpprated ae <710, and Rarely s < 0%,

CATEGORY NA
ot iont whent s [ Curnstmrataces Crnlly Adwuys | Cottmmmenes
efleatively with LT H with growg. bt | COMMMDCR RTINS 1+ effanrerly amd
ey with g oo delayal o eflectivly with eficcuwdy with Idps cthvers o idw

ot ot tivg g o e
Wan renpansible Avxepted Aueptual Accepid Accegted Acceptad
Tor Falr shware of v dlend signed vory few | g Alssost wevignnd faur ——gved] e
Tk o0 ke ks | B whare of e of Lk Hawn Tair dowre of
s ey lask o -
0 O ] 0 ana
“Adtitnde Wardy digrlars n | Orcvasbernlly | Doty beae o Very et Always sassttaim
(O e dopleys s posiine | pesive sttiald | displays o RpounLe Mltade
ot e tmba b st o e ks pondive stbnne v asegnid
a g wsgred tasba gl ot awegratl | laske
ks
ol o O oDl 0Olo
Performs Always wtian om | ety oo Lymdy doen Abwavs doos Wors saaye
Asigned Tandes bn | othoms 0o o sanegne d work— . ok | esignod work | vreploved well
» Tiaselhy Mamer | b LB | rrly poeds sl bving e | Dofary el ine
-

Explaration: How 10 Improve?
eI mmwKbEan

o

-......-.Ij e

tanm Cntmgory

Student Exarnple
B/ S YIH HBSEFN

Summaty: Wy this is an ssus?
LR AR LS A U

Explanation: How to Improve?
22 UMW IIDETEY
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2. Select Issue Category from Issue Category drop-down list. Issue Categories label each
issue you create based on the subject, topic or focus of the issue. All issues must be

categorized with

£

wi

CATHGORY

Narvee ol Teare Momber

Evtlater

&

SELF & TEAM MEMBER ASSESSMENT FOR IBA PROJECT

Thae ruitwi i imvendiad 30 e ary the degroe oo whinh sach soam mwembor Tfilied bosBor respsad®ilitees (0 conpleting M prigey
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and publish to the CFF.

| Summary Wiy this s an lssue?

FIsEM WSS

Explanation: How to morove?
‘lll?mmm::n

3. Use the select icon u to select text from a paper, click [Ctrl C] to copy and then use
[Ctrl + V] to paste to [Student Example], [Summary] or [Explanation] sections.
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Wel dule 20t € and finance for Sustainability. | am Michael Spencer, your
nstructor and narvator for the pext four modules. Changes wore made 10 1he dam material aver the
WITer 10 addius s cancer s over the difficulty and complexity some student we e having
Unfortunately, the sechanges were not made in ime to allow our me dia department sufficent time to
creute the vivually sppesling pre you viewed inModule 1 and will see againin upcoming
medudes. | have had 10 croato tha pre sentations myself and 1 apologiee Forthe lack of graphic design and
SUANTY. My hege it Tt 1 will get Detier withesch itwie ntation.

W that sasd | et any OF the onling seodents 10 atte nd the evenng d ass on Mond sy st 500 PM. The
ass i mwolves 2ot of dacusien and the examles 0 xperisnces That i whare d add Lo the learning
process.

2 Course Topics
Course topica for today will cower
¢ Supplyanddemand
o Market equilibrium
*  Policy and gowemment intetve ntlon
*  Publicand private goods

o Mledain nndsdhissdisnsasnns

Surmmary. Wiy this = e swa’
PreUM W I e Em

Exglananan How 1 imeowt
ST E U e SN

4. Use the crop icon 1'1' to drag a picture from student paper then use Ctrl V to add to

[Student Example], [Summary] or [Explanation] sections.
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5. Use the Text Editor tool to add comments to the [Student Example], [Summary] or
[Explanation] sections. These fields are also required to create a new issue.
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- Italic

: Quote
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Step 5: All issues are auto saved into the system, but you will need to click on the [Submit]
button to activate the newly created issue.
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8.6.
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e By default, the [Submit] button will be greyed out and disabled.

e The [Submit] button will turn red when you start inputting. It will stay red and
the issue status will be “Inactive” until the button is clicked.

e You will have to fill all mandatory fields on the right side panel before submitting
an issue. After submitting, the [Submit] button will turn from red to green which

indicates “Active” status.

e You do not need to click on [Submit] if you do not want to publish this issue
immediately. The issue is still auto saved and added to the CFF.

e Ifan issue status is “Inactive,” students in the course will not be able to see it.

e Ifan issue status is “Active,” all students in the course will be able to see it.

Edit Issue in CFF

Step 1: On the Issue page, click on the [Edit] button inside the issue that you want to edit.
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Step 2: To edit other existing issues, use the [Select an Issue] drop-down list on the upper right
side of the top menu bar. The associated paper will be populated after selection.
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Step 3: Make the change on the selected issue then click on the [Submit] button to submit the
changes.
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8.7. Delete Issue in CFF

Step 1: On the Issue page, click on the [Delete] button inside the issue that you want to delete.

9 01 Yem Counn | » Colectve FeedDocks & Iisusd

= Olwint

Step 2: Click on the [Submit] button to confirm the action.

Delete Collective Feedback Issue

Do you want to delete this collective feedback issus?

=<
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8.8. 7.8 Expand/Collapse Issues

Step 1: Click on the [Expand All] button to expand all issues in the page.

ENC TI01 Test Course 1 » Collective Feedbacks » Issues
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Step 2: Click on the [Collapse All] button to see a shortcut of all issues.

Test Course 1 > Collective Feaobacks > asues

o




9.E-Texts

Beginning Fall 2024 E-Texts are no longer available through USF Writes. You should have

access to them through your Canvas shell. If you have previously taken a PTC course you
should still have access as per the instructions below.

This section is for PTC courses only.

Step 1: Click on the [E-Text] button on the left menu bar and select the book that you want to
access.

&7/ WRITES

4, -

2 k P+ @ & 0 B 7

/r\
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10. Sign Out/Log out

To logout from USF Writes, click on [Your Name] and select [Sign out].

%/ WRlTES ENC 3250 SEC 013 > Projects

Sign Out

ENC 3250 SEC 013 ' .
Document Series (DRAFT)
Due Date: Sun, Sep 8 at 11:59 pm EST | Submitted: (

o, Self Review
Projects & Due Date: Wed, Sep 1 at 11:59 pm EST | Submitted:

E,f Score Center

Document Series (FINAL)
Due Date: Mon, Sep 16 at T1:59 pm EST | Submitted:
Compare Text

[3] Instructor Review
Team Formation
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11. Expand/Collapse Left Menu Bar

Step 1: In order to collapse the left menu bar, click on the [Collapse] icon .

7/ WRITES

& vemmw

Step 2: In order to expand the left menu bar, click on the [Expand] icon
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12. Back to Previous Page

Click on the [Back] icon to go to the previous page.

Create a brief outline/list detailing marketing and public relations Ideas for

promoting your individual research project subject. Feel free to use borrowed

resources/cut and paste, however cite sources for all ideas you include in your

submitted document that are not your own. Make sure to make them relevant to

your project’s subject. You should list a minimum of 15 suggestions

My brief outline/list detailing marketing and public relations ideas for promating

your individua! research project regarding water sense standard

1

omaEwN

Create a clear and detall story about how important fesh water s, how many percent of
popuiiation inthe workd do not have clean water touse, how many percent of water are in
contaminaton condtion?

Build a pood team who has & responsible 10 suppont promotion campagn

Putiiah this story via public adwertisement such as newspaper, television

Use online ads to propagate ko waler sense campaign

Ask some famous blogger 10 talk and public about water sense standard

Create some survey regardng using water eficiently
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13. Students

With a Course selected, the Students subpage displays all enrollments, their subscription status,

and preferred display name.

Step 1: Click on the [Students] button on the left menu bar:

sy vamew

ENC 1102 SEC 017

v= Projects

[ Score Center

o2 Team Formation

s Collective Feedback

23+ Students

E-Texts

Reports

@ Help
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Students enrollment page:

% | WRITES
8 Viow as Ashely

Back 1o admm vew

g Scorn Coantor

&% Team Formation

. Collectwve Feedback
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13.1. Set a student’s preferred display name

A student’s preferred first name for display purposes in USF Writes may be changed here. An
instructor has only the right to change the names of student’s enrolled in their courses. A student
enrolled in multiple courses may have had their display name already set by another instructor.

Step 1: Click on the [Kebab More Options] button (three vertical ellipses) on the right side of
the student whose preferred display name you want to change:

Step 2: In the Kebab More Options menu click on [Edit First Name]:

Step 3: Enter the preferred first name:

estl, Dat Dot est], Dot

Step 4: Press the [Save] button to complete the preferred name change:

86



FYC 1101 Test Course 0001 > Students O & e

Student Name Preferred Fust Name Display Name Subscription Status

The preferred name will be displayed on all pages and menus of USF Writes. If you find an
instance of the incorrect name — please notify USF Writes Tech.

EYC 1102 Test Course 0002 > Position Paper Self Review » Student Scores

Instructor Scores & Comments

Student
Name Question 1 Question 2 Question 3 Question 4 Ques
Score Comm... Score Comm... Score Comm... Score Comm... Score
_ Test
Test], Test : :
Not Given Not Given Feedback Not Given test] Not Given Not Given
Dot feedback 2

EYC 1102 Test Course 0002 > Position Paper Self Review > Student Submissions

il Revie U an o ubr
Student Name
Iatu Actior Submiasion Statu rng Siatus Action
gt pless aw JOY ed ed w
WWIES 1L Leveiopment LENETITS i
€  Position Paper Self F Test1, Dot =>» | FriSep4at12:19am

| gl |
bl Celect 3 student [
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14. Canvas
14.1. Canvas Integration

This feature is currently enabled for limited use and may not be available to all instructors.

Canvas integration replicates a student’s project submission in USF Writes to a corresponding,
synchronized assignment in Canvas, alleviating the need for dual submissions in both
applications.

To enable submission replication, instructors must complete a one-time synchronization that
associates a USF Writes project with a Canvas assignment.

Synchronization must be repeated for each project that will be enabled for submission
replication.

This process must be repeated for each course in which Canvas Integration is desired.

Step 1: From a selected USF Writes project, click on the [Kebab More Options] button (three
vertical ellipses) on the right side of the project:

Self/Team Evaluation

Project Due: Sun, Dec 8 at 11:55 pm EST

< & E
= View All Submissions View All Feedback

Step 2: In the Kebab More Options menu click on [Sync with Canvas]:

Self/Team Evaluation

Project Due: Sun, Dec 8 at 11:55 pm EST

m

z

- - el ASEES
= View All Submissions View All Feedback @
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Step 3: Authorize USF Writes access to Canvas by clicking on the [Authorize] button:

USF Writes

USF Writes is requesting access to your account.

You are authorizing this app as Eric Putz.
Your email address is eputz@usf.edu.

Cancel
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Step 4: You will be returned to USF Writes to select the corresponding Canvas assignment from
the dropdown:

Canvas Assignments Matching

Select a Canvas assignment to sync with Self/Team Evaluation.

Only Canvas assignments with online file upload submission type ar
e showing.

M2.3 Exercise: Report Design Analysis Z' View in Canvas
M2.3 Exercise: Using Visuals in Document [ & View in Canvas
M2.3 Exercise; Visual Analysis Activity %' View in Canvas

M2.4 Exercise: Revision Planning Slides ' View in Canvas

M2.4 Exercise: Self/Team Evaluation % View in Canvas

O

USEF WSS FracCtice UpiOad exelcise (Redu 4 Viewin Lanvas

Project 2

M2.1 Assignment: Team Charter Memo ' View in Canvas
M2.4 Assignment: Draft of Report ' View in Canvas

M2.4 Assignment: Final Draft of Report £ View in Canvas

Names in Canvas assignments are similar to projects in USF Writes. Only Canvas assignments
with online file upload submission type will be shown.
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You may view a Canvas assignment to confirm the correctness of the association before
synching by clicking on the [View in Canvas] button:

Canvas Assignments Matching

Select a Canvas assignment to sync with Self/Team Evaluation.

Only Canvas assignments with online file upload submission type ar
e showing.

M2.3 Exercise: Report Design Analysis Z View in Canvas
M2.3 Exercise: Using Visuals in Document [ & View in Canvas
M2.3 Exercise: Visual Analysis Activity & View in Canvas

M2.4 Exercise; Revision Planning Slides & View in Canvas

M2.4 Exercise: Self/Team Evaluation [ View in Canvas

USF Writes Practice Upload Exercise (Requ (& View in Canvas

A new tab will open with the selected Canvas assignment:

Home M2.4 Exercise: Self/Team Evaluation L Edit
Announcements &
- EXERCISE
Modules o
Grades Please evaluate your work, the members of your team, and the team as a whole. Your comments will
remain confidential, so please feel free to be as honest as you like
IAss&snmenu
Download the template below and complete the Self/Team Evaluation
Discussions
Download the Setf/ Team Evaluation Template here &
Peopie
Once you have completed the template, upload your document to USE Writes =
Pages e
Files )
Points S
Outcomes z

Submitting a file upload




Step 6: With the correct assignment selected, press the [Sync] button, which will complete the
synchronization process:

Canvas Assignments Matching -

Select a Canvas assignment to sync with Self/Team Evaluation.

Only Canvas assignments with online file upload submission type ar
e showing.

M2.3 Exercise: Report Design Analysis Z View in Canvas

M2.3 Exercise: Using Visuals in Document [ & View in Canvas

M2.3 Exercise: Visual Analysis Activity # View in Canvas
M2.4 Exercise: Revision Planning Slides Z View in Canvas
O M2.4 Exercise: Self/Team Evaluation [ View in Canvas

USF Writes Practice Upload Exercise (Requ [ View in Canvas

Project 2 v
M2.1 Assignment: Team Charter Memo ' View in Canvas
M2.4 Assignment: Draft of Report @' View in Canvas
M2.4 Assignment: Final Draft of Report [ View in Canvas

Cancel
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Synchronization is complete and the Project will now display the Canvas Sync icon:

Self/Team Evaluation

‘

This project was synced with an assignment in Canvas

Project Due: Sun, Dec 8 at 11:55 pm EST

£ view All Submissions View All Feedback

14.2. Adding USF Writes to Canvas Navigation
Menu

Step 1: In Canvas, go to [Settings]:

— DAT3011.001F20 > Settings

Home Course Details Sections Navigation Apna Feat
Account ] @ .

USF Writes
P8 Course Details

Announcements &

Step 3: Scroll down to the disabled links (the ones that don't show in the left menu) and find
"USF Writes.":
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Drag items here to hide them from students.
Disabling most pages will cause students who visit those pages Lo be redirected
to the course home page.

# USF Writes :
‘ Page disabled. won't appear in navigation
" QL il

Piazza { i Edit Course Navigation :
Page disabled. won't appe .

Step 4: Drag the "USF Writes" link up to the active links (the ones that a visible in the left
menu) and place it the order you want it to display:

Home Course Details Sections Navigation Apps Feature

USF Writes

Drag and drop items to reorder them in the course navigation.
Announcements &

Syllabus i
Modules Announcements
Grades Syllabus
Assignments Modules

: A Grades
Discussions

i USF Writes J : | ﬁ

Step 5: Poke [Save] at the bottom of the Settings screen:

B T ST

[

~

The USF Writes link will be visible to your students.
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