English 105K

Composition and Literature

Villains, Criminals, and Outsiders

Prof. Howe

Guidelines for Peer Review
Using Microsoft Word | Merging Reviewed Drafts | What Do I Look for?

Part I: Using Microsoft Word
Once you have downloaded your peers’ drafts from the Discussion Board, open them in Microsoft Word and open the “Reviewing” toolbar: 
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The “Reviewing” toolbar looks like this:
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Turn on the “Track Changes” feature by clicking this icon. Once this feature is enabled, any changes you make to the document will appear in a different color and will be associated with your personal login information. 
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Add a comment by clicking this icon. A space in the margin will appear, where you can add commentary on the essay. Once you have read and commented on the entire draft, add a final comment describing your overall suggestions for strengthening it. Remember that your peers will be doing the same for you; be constructive and positive, but don’t be afraid. After all, these are only your comments; your peers can take them or leave them!

 I will preview this process in class. Please address any concerns you have—I can only answer questions that I’ve been asked. 

Part II: Merging Peer Reviewed Drafts

Instead of having an obscene amount of reviewed drafts floating around willy-nilly, we will make use of the “Compare and Merge Documents” feature in Microsoft Word. This feature allows you to combine multiple documents into a single document, maintaining all the different peer comments in each. So, if Sally is having her draft read and reviewed by Biff and Bob, she doesn’t have to work with two—or even three, if Sally has been revising on her own—different documents; she only has to work with one.  Plus, Sally doesn’t have to scrounge around for Biff and Bob’s comments, which are now arrayed before her like little golden nuggets of wisdom.

Here’s how it works:

1. After your peer reviewers have returned your essay, with electronic comments, to our shared L: drive space, you go in and download them both to your computer. 

2. Open the first reviewed draft in Word. 

3. Using the menus at the top of your screen, go to Tools ( Compare and Merge Documents: 
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4. This will open a dialogue box where you can browse through your files and select the second peer reviewed draft you’ve saved to your computer. Find it, select it, and click Merge. Be sure the “legal blackline” and “find formatting” options are turned off.  

5. Word will merge the two reviewed documents. You will notice that each reviewer’s comments and changes appear in different colors; they should also contain each reviewer’s personal information (name, initials). 

Save this new draft, and begin revising! 

Part III: What Do I Say? What Do I Look for?
When reviewing your peers’ drafts, keep the overall assignment in mind and don’t worry about grammatical errors (unless something leaps out to you as a systematic problem). Do you think he or she has fulfilled the parameters of the assignment? What are the strengths of his or her response to the assignment? How might these strengths be drawn out even more explicitly?

Look at: 

· Language Use: Is the language vibrant, concrete, specific, interesting? Is it clichéd or over-done? Is it too general and all-encompassing? Think about the examples we’ve read in class. How might the language become more representative of your peer’s voice? Does it have an individual voice—or do you have difficulty sensing the essay’s tone?

· Progress of Ideas: Do the ideas move logically from one to the next? Are there transitions between the ideas? Do you see a single main point emerging from the essay, and does it fruitfully engage with the parameters of the assignment? If this is a thesis-driven essay, is the thesis strong enough, debatable enough, to drive and sustain a progress of ideas? How might it be strengthened?
· Images and Examples: Are the images or examples well-chosen and representative of the essay’s larger goal? Are the examples specific and concrete, or does the author generalize? What suggestions do you have to make the images or examples more vibrant and useful? If this is an analytical essay, does the author obey the rules of MLA citation? Does he or she interpret the examples, or does he or she merely drop them in willy-nilly? 
· Introduction and Conclusion: How does the author begin and end the essay? Do these choices make sense in terms of the essay’s larger goal? How might they be rendered more interesting, more evocative of the essay as a whole, more provocative?

· What Would You Do?: Granted, this is someone else’s essay. But you’ve done the reading, you’ve experienced life, and you’re writing your own essay. What other ideas can you give your peer? For example, if the assignment is to write about a personal event, and you think that one specific image or example is very strong but gets lost in the larger whole, you might encourage the author to cut all but this single, evocative moment and focus specifically on it. Would you react to or read that moment differently? 
