English 105D
Prof. Howe

Distributing Your Drafts via Blackboard
As I mentioned already, we’ll be exchanging drafts via Blackboard, commenting on them with Word, and turning them in electronically. How do we do that? Well, I’ll tell you… (She’s going to tell!).

Step 1: Finish your draft. Think about what you’d like your reviewers to focus on as they read it. What questions do you have? What problems did you face? Save the draft using the following format: “username_essay1_draft1.doc” where “username” is your username.

Step 2: Upload your draft to the Discussion Board section of Blackboard. In the “message” box, note your key questions, concerns, problems, and so on. What would you like your reviewers to focus on? 

Step 3: Download your peers’ drafts, taking care to note their questions, concerns, and so on. 

Step 4: Open the draft in Word, and start commenting/reviewing. 

Step 5: Save the draft in this format: “authorsusername_essay1_draft1_yourusername.doc” where….well, you get the picture. The goal is to be consistent and clear. 

Step 6: Upload your revision to the Discussion Board section of Blackboard. In the “message” area, summarize your main thoughts about the draft. 

Step 7: Download your peers’ revisions. Merge them into one document, and save that document as “username_essay1_draft2.doc.” Resolve all the comments. This is your second draft. 

How to Merge Your Peers’ Reviews

1. Open one reviewed version of your draft in Word. 

2. Click TOOLS(COMPARE & MERGE DOCUMENTS. 

3. Browse to find the second reviewed version of your draft, and click MERGE. 

4. Now you should have two documents mushed into one. Click TOOLS(COMPARE & MERGE DOCUMENTS.
5. Browse to find the third reviewed version of your draft, and click MERGE. Repeat until all versions have been merged.

6. Save this document as “username_essay1_draft2.doc.” 

