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Short Guide to On-Screen Marking

Although online assignment submission does not necessitate electronic marking of scripts, you may prefer to mark on-screen to save on printing and  facilitate the return of marked scripts to the students.

The methods available for on-screen marking depend on the format of the files submitted. The majority of assignment files consist of a text-based document (such as a Word file). Although these may have other files, such as images, embedded within them, they can usually be treated as text. The main difficulties arise when the files submitted are non-text items (diagrams, images, maps, formulae) submitted in the file format of the program used to generate them (Photoshop, Maple etc).

It is important to ensure that marked scripts can be opened by the student once they have been returned. For this reason it is sensible, where possible, to use the same program for marking the script that the student used for generating it. Where a different program, or version of a program, has to be used, ensure that the marked file is saved in a compatible format to the submission.

If you intend to use on-screen marking, there are a few recommendations to facilitate the process.

· standardise the acceptable file formats used for assignment submissions

· ensure all tutors responsible for marking have access to the correct programs to open and edit the submitted files

· encourage students to present their work ready for on-screen marking; inclusion of overviews, contents lists, index, splitting essays into shorter sections.

Techniques for marking Word-type documents

Although the following is based on the features found in Word, most standard word-processing programs have similar functions. It is best to make a copy of the submitted file and work on the copy rather than the original; you can then always go back to the original and make another copy to mark if you make mistakes during the marking process. As you mark-up the document, save it regularly. Throughout the marking process, it would be helpful to have the 'Reviewing' toolbar visible; if it isn't visible, follow 'View', 'Toolbars' and select 'Reviewing'. From the drop-down menu on this toolbar, select either 'Final Showing Markup' or 'Original Showing Markup'. Experiment to find your personal preference.

The mark-up tools available in Word are 'Track Changes' and 'Comments'. For both these features, the options for how the mark-up appears in the document are accessed from the 'Tools', 'Options', 'Track Changes' tab. The 'User Information' tab of the 'Options' box allows you to select how you want your identity shown in the mark-up. 
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Using Track Changes

To toggle the 'Track Changes' tool on and off, click 'Tools', 'Track Changes'. If there is a border around the tool's icon, the tool is enabled. This tool is useful for marking small errors in spelling and punctuation. Any editing is marked in a different colour, with deletions and other clarifications indicated in the right-hand margin. 

Using Comments

The 'Comments' tool is useful for making notes on the actual content of the document. Highlight the section the comment applies to (this can be from a single letter to whole paragraphs or pages) and click 'Insert', 'Comment'. A balloon appears in the right hand margin with the cursor ready placed for your comment. If you want to delete any comment, right click and select 'Delete Comment'.

To display a panel displaying all the changes and comments, in the 'reviewing' toolbar, click on the 'Reviewing Pane' icon. 
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Other useful techniques

· 2 documents can be compared side by side: Open the documents to compare; from the menu of the primary document follow 'Window', 'Compare Side by Side with …'. If you have more than more than one other document open, a dialogue box will appear with the open documents listed; select the required one. 

· If students have been encouraged to produce documents using the 'Outline' feature, reviewing a document's outline can be a good way of getting an overall view of the document's structure, and can make it easier to follow the thread of an argument or discussion. To view a document in this way follow 'View', 'Outline'. The 'Outlining' toolbar will appear across the top of the window. Selecting individual section headings in the document and toggling the + and – buttons allows the sections to be expanded or collapsed.

· Experiment with different views for displaying the document. Start by clicking the 'Read' button on the standard toolbar. From this view, you can alter the text size by clicking the magnifying glass icons, display a hierarchy of the document's sections with the 'Document Map', or show 'Thumbnails' of all the document's pages. 

Dealing with other file formats

So long as you can manage to view each type of file then, even if there are no mark-up features available to you within that program, it is always possible to create a separate Word document in which you record your comments.
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