
ANNOTATE ESSAY MICROSOFT WORD

An annotation is a note made on a document concerning a specific word, passage or paragraph. It may signify the need
for an error correction or perhaps an editor's suggestion to recast the text. Whatever the situation may be, annotations
can be easily added in a Word document.

Select the Close button when finished. Likewise, unless the student selects the correct printing options, the
bubbles will not appear in a printed version, leaving them with only your direct annotations, such as
underlining. From the File menu, select Save As. Select the Indents and Spacing tab, and look for the General
Alignment option it may be a drop-down menu that allows you to select left, right, center, or justify. Saving,
and re-saving, the document as you type will help to ensure your work is safe. Select OK when finished. When
I log on to the system, I can download each essay individually or I have the option of downloading a single
archive. Then, double-click the Microsoft Word icon. After selecting the start button, single-click the All
Programs button to open a screen with a list of programs available on your computer. The file retains its
original format and is therefore easily opened by you and your students. To center the title, select the Center
alignment icon from the toolbar see image below. Useful links. Finally, if you enjoy making circles, squiggly
lines or other free-hand annotations, these are possible in Wordâ€”using the insert shape or drawing
toolsâ€”but are far from intuitive. Finally, the programme can be set to automatically sync with your DropBox
or other cloud provider, allowing you to manipulate them further or send them from your desktop or laptop
computer. Annotation When using touch-screen devices, for example full tablet computers, Word also makes
available pen-type freehand annotations. Adjust the margins as necessary. Cons: The programme is not free on
iOSâ€”though the introductory version on Android isâ€”and you obviously have to own a tablet to make use
of the software. Depending on the version and year of MS Word on your computer, the screen shots below
may be slightly different from what you see on your screen. This is not complicated, but does take time and
energy. It also provides a significant degree of portability, no matter how many individual scripts you have.
These are often used in scholarly review and copy-editing and therefore many markers already have a solid
understanding of their functionality. Select the text you wish to comment or place the text cursor where you
want the comment to appear. While holding down the left mouse button, drag the mouse until the required text
is highlighted. When the required text is highlighted, let go of the left mouse button. Using the mouse,
single-click at the point where the text or object is to be added. When using APA formatting for the title page,
the title will be centered on the page. An example of indented lines is shown below: Indent hit tab key once, or
hit the space bar 5 to 7 spaces Font To change the font style or size, you will also use the Format menu. You
will not see the Start Inking button if you do not have a touch-screen. Start typing to enter your text. To reset
the margins, select File from the menu. For students with poor visual acuity, this can make reviewing the
essay in hard-copy very difficult. Then, select Paragraph. Your instructor may have a specific file name they
would like you to use for each assignment, so be sure to review his or her guidelines for naming the file before
submitting the assignment. When you move your mouse over a handle, the cursor turns into a double ended
arrow. Both: You have to take a bit more care in returning the essays to your student than with the desktop pdf
readers. Note: If all you want to do is read Word documents then there is a free Word Viewer available.
Review Tools within Microsoft Word The first instinct of many experimenting with electronic marking is to
use the review tools within Microsoft Word. Additional information on font requirements can be found in your
Student Writing Handbook or through your instructor. The cursor indicates where the text, or inserted object,
will appear on the page. It also more closely replicates the hard-copy experience for students. Select Format,
and then Font. It was not a perfect system, but it did provide a straight-forward workflow. Once opened in
Adobe Acrobat Reader or an alternativeâ€”I use Foxit â€”you can make a wide variety of annotations to the
text such as highlighting, underlining, inserting or striking-out text, as well as adding comment bubbles for
more complicated notes. So, which programme should you use for electronic marking?


