Blackboard User Guide for EW Submission

Step 1 : Accessing EW site on Learn@PolyU with your NetID and NetPassword

Step 2: Submit your first draft through the “ELC Assessment Feedback Platform” block on the homepage
2.1 Click on the “Draft 1 Submission” link.

2.2 Upload your MS document (.doc or .docx) through the “Attach File” section under “ASSIGNMENT
SUBMISSION”.

2.3 Click “Submit” button after all necessary file(s) is/are attached.

Step 3: Click on the “Feedback Report” link through the English Writing Requirement block on the homepage
to view your first draft report

Step 4: Submit your first draft feedback reflection

4.1 Click on the “Feedback Reflection” link on the “ELC Assessment Feedback Platform” block on the
subject homepage.

4.2 Evaluate your achievement on each action point your ELC tutor given on your first draft

4.3 Write a short reflection in the “Student’s Feedback” section according to the given instructions.

4.4 Click “Save” to submit your reflection.

Step 5: Submit your revised draft through the English Writing Requirement block on the homepage
5.1 Click on the “Draft 2 Submission” link

5.2 Upload your MS document (.doc or .docx) through the “Attach File” section under “ASSIGNMENT
SUBMISSION”

5.3 Click “Submit” button after all necessary file(s) is/are attached

Step 6: Click on the “Progress Report” link through the English Writing Requirement block on the homepage
to view your revised draft report
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Step 1 — Accessing EW on Learn@PolyU

If you have enrolled in any subject with a Writing and Reading Requirement, you should be enrolled to a EW
course on Learn@PolyU with course code " [SUBJECT CODE]_20191_RW: English Writing and Reading
Requirement” e.g. "ELC1A01_20191_RW: English Writing and Reading Requirement ". Your username and
password will be the same as your NetID and NetPassword.

To access Learn@PolyU, please visit http://learn.polyu.edu.hk and login with your username and password.
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Step 2 — Submit your draft through the English Writing Requirement block

On the coresponding course home page, you should see the following “ELC Assessment Feedback Platform”

block in the main window.
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http://learn.polyu.edu.hk/

2.1 You should click on the “Draft 1 Submission”, and you will be brought to the draft submission page

below:
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2.2 Go to “Attach file” under “ASSIGNMENT SUBMISSION” and click “Browse My Computer”, it will then

open a pop up window with a local file selection dialog box @ where you can select your first draft
document to be submitted.

Atisch Fie Srwes Uy Compaer Smwee Content Comcson

Once you select the proper draft document, you can click “Open” to proceed.

Your selected file will then be shown in the draft submission form as below:

BEINGHMENT SUBMISSION

& ATTENTIOM:

1. Do not write or paste any text in the text boxes on this page. Scroll down to attach

assignment saved as MIS Word file. Only assignments in Microsoft Word format will be
accepted and given feedback on.

2. If you use a Mac computer, please make sure your file extension is .doc or .docx,
instead of .pages. Wrong file format submission may be regarded as NO SUBMISSION.

3. Please submit your assignment on the ELC's English Writing and reading Requirements
course site and NOT on your own subject site.

4. Every new attempt (submission) will override the previous one, so please make sure all
submission file(s) is/are included in each SINGLE attempt
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2.3 Once you can see the uploaded file, click “Submit” on the bottom right to complete your first draft

submission.
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You will see the submitted file on your screen.

Review Submission History: Draft 1 Submission
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IF YOU DO NOT SEE THE FILE ON SCREEN, ITS NOT SUBMITTED. SUBMIT AGAIN. You are allowed
unlimited submission attempts before the deadline. IF YOU CANNOT, NOTIFY YOUR TEACHER.

5|Page



If you need to resubmitbefore the deadline, you should click on the “Draft 1 Submission”, but the draft

submission page will be different from the first attempt as below:
Review Submission History: Draft 1 Submission
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Click on the “Start New” button and repeat steps before for resubmission.
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Step 3 — View your first draft report through the English Writing Requirement block

Once the report is ready after the report release date, you should see three links in the “ELC Assessment
Feedback Platform” block.

ELC Assessment Feedback Platform

Feedback Report
Feadback Reflection Not Submitted

Draft 2 Submission

To view your first draft report, you can click on the “Feedback Report” link and it open up a report in PDF
format which can be printed and saved locally.

Based on the action points given in the first draft report, you should continue editing your draft for the
second submission.
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Step 4 — Submit your first draft feedback reflection through the English Writing Requirement block.

4.1 First draft feedback reflection aims to help students evaluate their own progress related to the action

points in the feedback report. To complete the reflection form, you should click on the “Feedback
Reflection” link.

ELC Assessment Feedback Platform

Feedback Report
Feedback Reflection Not Submitted

Draft 2 Submission

4.2 0n the reflection page, evaluate yourself by selecting proper option for each action point @

4.3 In the textbox @, write a brief reflection @ following the instructions given.
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For any improper input when you tried to save the form, you will receive corresponding error message as

below:
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Once you have completed the reflection section, click the “Submit” button to proceed. You will be brought
to a summary review page. Review the details and if there is no problem, the reflection section is done. Like
first draft submission, you are allowed to edit this section unlimited times before the submission deadline.
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Step 5 — Submit your revised draft through the English Writing Requirement block

Now, you should return to the home page of the course site, i.e. where you can find the “ELC Assessment
Feedback Platform” block.

ELC Assessment Feedback Platform

Feedback Report
Feedback Reflection Mot Submitted

Draft 2 Submission

5.1 1o submit your second draft, click on the “Draft 2 Submission” link and you will be brought to the draft
submission page below:
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5.2 Go to “Attach file” under “ASSIGNMENT SUBMISSION” and click “Browse My Computer”, it will then

open a pop up window with a local file selection dialog box @ where you can select your first draft
document to be submitted.

Atisch Fie Srwes Uy Compaer Smwee Content Comcson

Once you select the proper draft document, you can click “Open” to proceed.

Your selected file will then be shown in the draft submission form as below:

ASSICHEENRT SUSM SSIOR

& ATTENTIOM:

1. Do not write or paste any text in the text boxes on this page. Scroll down to attach

assignment saved as MIS Word file. Only assignments in Microsoft Word format will be
accepted.

2. If you use a Mac computer, please make sure your file extension is .doc or .docx,
instead of .pages. Wrong file format submission may be regarded as NO SUBMISSION.

3. Please submit your assignment on the ELC's English Writing and reading Requirements
course site and NOT on your own subject site.

4. Every new attempt (submission) will override the previous one, so please make sure all
submission file(s) is/are included in each SINGLE attempt
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5.3 Once you can see uploaded file, click “Submit” on the bottom right to complete your first draft

submission.
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IF YOU DO NOT SEE THE FILE ON SCREEN, IT’S NOT SUBMITTED. SUBMIT AGAIN. You are allowed unlimited

submission attempts before the deadline. IF YOU CANNOT, NOTIFY YOUR TEACHER.
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For resumission before the deadline, you should click on the “Draft 2 Submission”, but the draft submission

page will be different from the first attempt as below:

Review Submission Hstory: Draft 2 Submissson
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Click on the “Start New” button and repeat steps before for resubmission.
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Step 6 — View your revised draft report through the English Writing Requirement block

Once the report is ready after the report release date, you should see one more link in the “ELC Assessment
Feedback Platform” block.

ELC Assessment Feedback Platform

Progress Report,

”

To view your second draft report, you can click on the “Progress Report” link and it open up a report in PDF

format which can be printed and saved locally.

2R\ THE HONG KONG
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Progress Report for Draft 2 Submission

AU YEUNG _PreviewUser Yuen Yee
egigl_previewuser

ABCT1D15_20192 RW_A: ABCT1D15 English Writing
Requirement

AU YEUNG Yuen Yee

171062020

Al task requirements are fulfiled effectively and in an appropriate manner.
Organisation: Maintained and quite effective. Shows a fair range of cohesive devices. Layout and format are
appropriate for the assessment genre most of the time.

Grammar: Many intrusive errors; displays a narmow range of grammatical structures.

Vocabulary: Quite appropriate and adequate.

Style and tone: Appropriate for the assessment genre.

The second draft has been substantially improved. Feedback from the teacher has been considered carefully in
revisions. Several independent improvements have been made.

Suggestions for further

1. Overall expectations: The draftis considerably shorter than 700 words. Make sure your second draft meets the
word length requirement

2. The introduction: Your introduction is not very clear. Please keep in mind that an introduction is like a road map of
the main things you will discuss in your entire essay. It provides a definition of key terms and concepts (if
necessary), an analysis of the topic setting the scope for how you will address the topic, an overview of the essay
(how # will be structured), and a thesis statement (your main point/argument). Please note that the introduction
does not always have to be written first. Witers often start by developing the body paragraphs first (arguments from
your research) and go back to write the introduction at the end.  Refer to this site for more help:
http:/Awritingcenter.unc.eduhandouts/introductions/

3. Tone & style: In academic writing. the use of commands or imperatives to guide the reader is less common. In
general, you should phrase your ideas info statements that can be shown 10 be true or faise (strong or weak). For
example. “Imagine how hard it would be for developing countnies to tacke air pollution without support from

The Progress Report includes teacher’s comment on your progress made in the second draft (based on the
first draft action points) and suggestion on further action points for improvement. Based on the action
points given in the second draft report, you should continue editing your draft for the final submission.
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