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Overview

You can use the writing tab to compose, upload, and submit documents to writing assignments.
Your instructor can review, comment on, and grade your documents right in CompClass. Your
instructor may also set up a peer review, where you can review and comment on your
classmates’ writing.

The writing tab consists of two pages: My Documents and Writing and Comment Assignments.
When you click on the writing tab, the first thing you'll see is My Documents. To get to Writing

and Comment Assignments, click on | wRITING AND COMMENT ASSISNMENTS |, To return to My Documents
from inside Writing and Comment Assignments, click on | M+ pocumenTs

My Documents

In the My Documents page of the writing tab, you can compose a new document, edit an existing
document, upload or copy and paste a document you've written outside of CompClass, submit a
document for a given assignment, and view any comments your instructor or peers have made on
your submissions. You can also delete, re-title, or make a copy of a document for revising.

The My Documents page lists all documents you've created or uploaded for the course, along
with modification dates, word counts, and the names of assignments to which documents have
been submitted.

WRITING TAB USER ¢UIDE

My Documents WRITING AND COMMENT ASSIGHMENTS

COMPOSE MEW DOCUMENT
DOCUMENTS
TITLE ATED GHMENTI(S) LAST MODIFIED

newpaper ERIT 1/22/2009 at 1:04 PM 4 ACTIONS -
To Clone or Mot to Clone EDIT '1\’2'\"_’;1:_230%55@””19”': WIEW COMMENTS (0) 12/16/2008 at 12:02 PM 208 ACTIONS =
The Benefits of Breastfeeding EDIT 12/9/2008 at 2:56 PM o ACTIONS =
narrative essay_draft 1 EDIT 12/9/2008 at 2:32 PM 7 ACTIONS =

Composing a Document

The writing tab includes its own word processor so that you can write and format documents
directly in CompClass.

To compose a document in My Documents:

1. Click the Compose New Document button.

|
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2. Type your essay into the composing space, using the toolbar to edit your text.

Note: Unlike the other writing spaces inside CompClass, the composing space inside the writing
tab will not allow you to embed video. It will, however, accept URLs, images, and links to other
CompClass course content.

BACK TO WRITING TAB hAIN

Adoption By Gays Is OK_ draft 2

instructori@lcourses.bfinpub.com

SUBMIT FOR WRITING ASSIGHMENT WIEW COMMEMT DOCUMENT

File Menu v Word Count: 1100

_| Edit~ Search Fontr Sizew B I U 480 %, F Tﬂ' (h' & ' = - Spacing~ M - Insert~ "ﬂ |]

Henry Jones

Prof Treece
Comp I

Adoption By Gays Is O K

“Then a gay couple sought to adopt a boy- who had leukermia, had been neglected by his biolagical parents, had lived in five foster homes, and
whose adoption was favered by his legal representative- the judge deemed it “not m the mterest of a seven-year-old male child to be placed for
adoption into the home of a patr of adult male homosexal lovers.””{Utne 58) Three years of searching for a qualified heterosesual couple faled. This

and many other similar cases have denied children a family by ignoring many qualified homeosesuals. "With this being an age when people are supposedly

3. To save your document, click EEA . Give the document a title and click Save.

When you return to the My Documents page, you'll see your new document in the list, along with
its modified date and word count.

Uploading a Document

If you prefer to use your own word processing program, such as Microsoft Word, to compose your
document, you can upload the document into My Documents anytime you wish.

To upload a document into My Documents:

From the My Documents page, click Upload File.

Click Browse to search for the document you want to upload.
Enter a title for the document.

Click Upload.

o &~ w npoE

Click Save.

The text of the document appears in the composing space. You can edit it here using the toolbar.
As you edit, be sure to save often.
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Copying and Pasting a Document

If you compose your document with a word-processing program other than Microsoft Word, such
as OpenOffice Writer or Corel WordPerfect, you will not be allowed to upload your document into
the My Documents composing space. Instead, you must copy and paste the text of your
document into the composing space.
To copy and paste a document into My Documents:

1. Open the document you composed on your own word-processing program.

2. From the My Documents page, click the Compose New Document button.

3. Select all of the text of your document and hit Ctrl+C on your keyboard to copy the text.

4. Place your cursor in the composing space and hit Ctrl+V on your keyboard to paste the
text.

5. Use the text editor toolbar to format your text.

6. To save your document, click EEB  Give the document a title and click Save.

When you return to the My Documents page, you'll see your new document in the list, along with
its modified date and word count.

Submitting a Document

From My Documents, there are two ways to submit a document for a writing assignment: through
the Actions button on the My Documents page or from inside a document open in the My
Documents composing space.

From the My Documents page:
1. Find the document you want to submit for an assignment.

2. Click the Actions button associated with your document.

DOCUMENTS
TITLE ASSOCIATED ASSIGNMENT(S) LAST MODIFIED )

newpaper ERIT 1/22/2009 at 1:04 PM
+'Writing Assignment
To Clone or Mot to Clone EDIT 19-3-2008
CHANGE TITLE | | CREATE A COPY | | DELETE | | SUBMIT roiAsswumeuT
The Benefits of Breastfeeding ECIT CANCEL
narrative essay_draft 1 EDIT 12/9/2008 at 2:22 PM 7 ACTIONS +

3. Click Submit for Assignment.
4. Select the name of the assignment from the Choose Assignment drop-down list.

5. Click Submit.

For technical support call 1-800-936-6899.



The assignment to which you submitted the document appears in the Associated Assignment(s)
column.

DOCUMENTS

TITLE

newpaper EDIT 1/22/2009 at 1:04 PM 4 ACTIONS +

«\Writing Assignment

To Clone or Mot to Clone ECIT 12-3-2008

WIEUW COMMENTS (0) 12/16/2008 at 12:03 PM 208 ACTIONS +

Note: You cannot submit an essay to a writing assignment whose due date has already passed.
From inside a document open in the My Documents composing space:

1. Click the Submit for Writing Assignment button.

2. Choose an assignment from the list.

3. Click Submit.

To Clone or g

SUBEMIT FOR WRITING £

Choose Assignment:
| Writing Assign

| File Menu V|

4.| Edit~ Search Fontr Siz = = g

Viewing Comments on Your Document

To view comments from My Documents:
1. Click on the writing tab.
2. Click My Documents.

3. Locate the submission title. Click the View Comments button associated with this
submission.

DOCUMENTS

newpaper EDIT 1/22/2009 at 1:04 PM 4 ACTIONS «

+\Writing Assignment

To Clone or Mot to Clone EDIT 15-3-2008

WIEUW COMMENTS (03 12/16/2008 at 12:03 PM 208 ACTIONS +

For technical support call 1-800-936-6899.



Making a Copy of a Document

After your instructor and/or peers have reviewed your submission, your instructor may want you
to revise your essay using the feedback you received. Before doing so, you should make a copy

of your document so that, if you need to, you can refer to the previous draft while you're working
on the revision.

To copy a document:

1. From the My Documents page, click on the Actions button associated with the essay you
want to copy.

DOCUMENTS
TITLE AS50CIATED ASSIGNMENT(S) LAST MODIFIED WORD COUNT -

Video Games Comparison ECIT 6/4/2009 at 4119 PM 28 ACTIONS +

«\WHting Assignment

Obama speech points EBIT S-o.2009 WIS COMMENTS (1) 1/22/2009 at 7:04 &M 297 CacTions -

OBAMA SPEECH POINTS

CHANGE TITLE CREATE@ COPY SUBMIT FOR ASSIGHMENT
CANCEL

2. Click Create a Copy.

3. By default, CompClass will add the word “COPY” to the end of the new document’s file
name, but you can call it anything you like. For example, if your first draft was called “The
Joys of Long-Distance Running,” you may want to name the new file, “The Joys of Long-
Distance Running_draft 2.”

4. Click Create a Copy again.

5. The new document appears in the Documents list. Use this new document to revise your
previous draft.

Writing and Comment Assignments

The Writing and Comment Assignments page lists all writing and comment assignments your
instructor has given, as well as their due dates. Comment assignments allow you to review and
comment on your classmates’ work.

In the Writing Assignment column, click on a writing assignment name to read your teacher’s
instructions and to submit a document to the assignment. In the Associated Comment
Assignment column, click on a comment assignment name to make comments on your
classmates’ documents.

|
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WRITING TAB USER GUIDE

DUE DATE
62372009 | Peer Review: Writing Assignment 5-3-2009

Writing and Comment Assignments My DocUENTS
WRITIMNC SN ) MER y DUE DATE

Writing Assignment 5-2-2009 Sf2z2f2009

Winter Break 3/6/2008 | Peer Review: PW \Writing Assignment 7-30-2003 #1 2/13/2008
Stem Cell Research 9/28/2008 | Peer Review: Stem Cell Research 10/18/2002
P \Witing Assignment 7-20-2002 #2 10/9/2003 | Peer Review: PW \Writing Assignment 7-30-2003 #2 11/16/2008

10/15/2009

The Explaining Essay 10/10/2008 | Peer Review: The Explaining Essay

Submitting a Document

You can also submit a document to a writing assignment from the Writing and Comment
Assignments page.

To submit a document for a writing assignment:

1. From the Writing and Comment Assignments page, click on the title of the writing
assignment to which you wish to submit your document.

2. Once inside the assignment, you have three options:

@ writing Assignment 6-23-2009

The due date for this Writing Assignment is 6/30/2000 at 10:10 AM, IWRITING TAB USER SUIDE

BACK TO WRITING TAB MAIN

You have not submitted a document for the assignment,

Since the due date for the assignment has not yet passed, you can use the controls below to create or
submit a document.

Submit an ex\sting document: i Choose document... HEYIN sueT [a]gll COMPOSE AND SUBMIT HEW DOCUMENT UPLOAD AND SUBMIT NEW FILE

Choose document...

Yideo Games Comparison k

Obama speech points

e If you've already composed, copied and pasted, or uploaded your document in
My Documents, select the document from the Submit an Existing Document

drop-down menu and click Submit.

A message will inform you that you successfully submitted. You can also confirm
your submission by checking the information in the lightly outlined box on the

writing assignment screen.

The due date for this \Writing Assignment is 68/23/2009 at 6:50 PM.
Y¥ou submitted a document titled modern student, on 6/16/2009 at 6:54 PM,

You can view the document and any current comments by clicking the document's title above.

For technical support call 1-800-936-6899.



7
|

e If you haven't yet written your document, click Compose and Submit New
Document to open the writing tab’s composing space.

e If you need to upload a document you've written on your own word-processing
program, click Upload and Submit New File.

Viewing Comments on Your Document

To view comments through the writing assignment:
1. Click on the writing tab.
2. Click Writing and Comment Assignments.
3. Click on the writing assignment title.
4. Click on the submission title.

The due date for this Writing Assignment is 6/23/2009 at 6:50 PM,

You submitted a document titled on 6/13/2009 at 5:00 PM,

You can view the document and any current comments by clicking the document's title above.

To view comments through the comment assignment:
1. Click on the writing tab.
2. Click Writing and Comment Assignments.
3. Click on the peer review assignment title.

4. Click on the submission title.

SUBMISSIONS AVAILABLE FOR REVIEW

TITLE ASUTHOR,
BSM Editarial
Gailyzollins Essa (editorial@bedfordstmartins.com) 2 2

Commenting on a Peer’s Document

Your instructor may want you to conduct a peer review of your classmates’ work. If your instructor
has set up peer review teams, you will see your team name in the Comment Team column on the
peer review assignment page.

|
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TITLE

Abstinence and STD Prevention

To Clone or Mot to Clane

AUTHOR

SUBMISSIONS AVAILABLE FOR REVIEWW

Louis Pasteur
(Ipasteur@courses bfwpub .com)

u] u] Team 1

Lynette Ledouy

(lledoux@bedfordstmartins.com) U U TEEm 4

Note: An associated comment assignment has its own due date, after which you will not be
allowed to insert comments.

To make comments on a classmate’s document:

1.
2.

8.

Click the writing tab.
Click the Writing and Comment Assignments button.

Click the title of the peer review assignment in the Associated Comment Assignment
column.

Click on the title of the document you want to review. (Students’ names are shown in the
Author column.)

In the body of the document, place your cursor over a word you want to comment on. The
word highlights blue.

Click the word to open the Add Comment window.
Type your comment in the writing space. You can use text editor tools to format the text.

e Click the E-Book Quick Links drop-down menu to drill down to a section of the e-book
to which you’d like to link.

e Toinsert a link to some other course material, select Course Content Link from the
Link drop-down menu and browse to the material you want to link to.

e To save the comment to use again when reviewing other documents, select Add to
Comment Library and enter a title for the comment in the Title text box.

Click Submit Comment.

Note: If you want to comment on a phrase, sentence, or paragraph, click the last word of it and
begin your remarks by telling the author to what part of the text you are referring.

For technical support call 1-800-936-6899.



0 Peer Review: Comparison & Contrast Paper

-~
Adoption By Gays Is OK
Corrnent an: ... male homosexual lovers . ™ ...
'
Demo Student Edt~ Font~ Size= FontShler Tg= = » 1= - 5 Lk~ % = 5
Prof. Treece =
comp 11 Tt's good to begin a paper with a quote, but vou should introduce it with &
Adoption By Gays [s 0K 1 sentence or fwo
“wWhen a gay couple sought to adopt a boy- who had leukemisg
biological parents, had lived in five foster homes, and whose adoption
representative- the judge deemed it "not in the interest of a seven-ye
for adoption into the home of a pair of adult male homosexual lovers.”
searching far a qualified heterasexual couple failed. This and many otl
children a family by ignoring many gqualified homaosexuals, With this beil | SUBMIT.COMMENT | | CANCEL [T add to comment: library
supposedly more open-minded, why is it that gays are treated this way just because of their sexual
orientation?
v

Reading Comments in a Document

Within the body of a document, comment insertions are indicated with numbers beginning with
[1]. The comments themselves appear in a column to the right. Instructors’ comments are yellow.
To read comments in a document:

1. Click the writing tab.

2. From the Writing and Comment Assighments page, click the title of the peer review
assignment in the Associated Comment Assignment column.

3. Click the title of the document you want to view. (The Number of Comments column
indicates how many comments have been made.)

4. Read the comments in the column on the right. Their numbers correspond to the
numbers in the document.

The Modern Student

ADD MOTE TO vOUR READERS

Comments (Instructor = H
Modern Student ¢ m—p

1
[1] ... does more than what he ...
When it comes to being a student there are typically three ways that you can go about taking on &z

work: the over achiever, the median, and the procrastinator. Everyone wants to be the over achiever, but Lynette Ledouy

not all have the initiative to do so, The type of student you are can show a lot about how far you will ™ o | pelETE

succeed in life, 9

[2] ... is supposed ta . People ...

The over achiever is the student that does more than[1] what he or she is supposed to[2]. This is 5o me.
People that take this academic guality have a good chance of making something of their lives. Initiative is Louis Pasteur
what fuels a gnod education. Getting a good education is not the only aspect of the over achiever, SHOWDIESG USS

sometimes they like to go out on a limb and juggle a job. These are also the most commaon people you will

find in clubs or sports of all sorts, 9

|
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Discussing Comments inside a Document

Your instructor may ask you to discuss comments inside documents. For example, if, in your own
essay, you have a question about something your instructor or a peer has written, you can use

the \GiEELEEEE button to ask your question, thereby continuing the conversation.

To discuss comments inside a document:

1. Click on the EEEEEEEY button inside the comment you want to discuss. This opens the
Show Comment window.

2. Click Discuss to open the Discuss Comment window.
3. Click Reply.
4. Type the text of your reply and click Post.

»[1]8 . their sexual [EFNSHRESEEE 7 9 ... (2 words) Henry Jones 6/18/2009 6:14 P

Good gquestion.

[ Close ] [ Reply H Edit ] Ernail | Hide from Students | Delete

Reply to Post

Subject: Re: ... their sexual <span class="snippetHeart'=orientation</span= 7 v ...
Post Text: Ward Count: 12
A| Edit~ Fork- Sizew FortStle~ T@- = - 2 - 5 Lik- ¥ - 5

T agree. This 1z a great way to draw the reader il

W
< >
The number on the Show Discuss button EEERERN indicates the number of replies to a
comment. To read or add to the discussion, repeat the preceding steps.
. . : FOPTIONS F
Printing or Saving a Document with e
Comments Open in a Mew Window

Back to Submithed Docurnents List
Back to Writing Tab Main

To print or save a document with comments, select
Printable Version (Comment Mode) from the Options Printable “ersion {(Comment mode)

drop-down menu in the upper-right corner of the screen. | Frintable Version (no commerts)
Switch to Discussion Mode

. . Hide all Comments
The document opens in a separate browser window. | Show Instructar Comments Only

From here, you can print it or save an HTML copy onto Instructor Comments Settings
your computer.

For technical support call 1-800-936-6899.
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The Writing Tab and MLA Style

When you upload or copy and paste documents into the writing tab’s composing space, the text
editor doesn’t always retain formatting such as spacing and font. Neither is the text editor capable
of inserting headers and footers. However, you can manually format your document to conform to
MLA style.

Formatting Documents in the Text Editor

To select all text in a document:

Editr §earchw Fontr Sizev B I U 22 x, < Tg- d§- &2 = - = - Spacingr [ -~ Ingert= ==
2 Undo
Modern Student
4 Fedo
rtudent there are typically three ways that you can go about taking onwork: the over achiever, the me
E\r| Select All [ ver, but not all have the initiative to do so. The type of student you are can show a lot about howe fary
Wy

.é% Cut Identthat does moare than what he or she is supposed to. People that take this academic quality ha
S0 Co what fuels a good education. Getting a good education is not the anly aspect of the over achiever, s
lirm Ry ko the most common people you will find in clubs or sports of all sors.

B FPaste ) ) )

. : student that does onlywhat he or she is supposed to. They get everything done ontime, or at least
he Faste as plain text sing grade; most students are on the median level. Being atthis level gives the student more time f
ar Paste from YWord o the extra time gives them the chance to maintain a job without having to cram it into their lives. Als
the o sorme fun.

1. Click Edit.

2. Select Select All.

To change font to Times New Roman:

Edit= Search | Fortr izer B I U 482 %, o Tg- Jg. 7 = - i= » Spaginge O] ~ Irzert= =i

. Modern Student
Comic Sans M5

When it ¢l ) e are typically three ways that you can go about taking on work: the over achiever, the m
Everyone wants tg| -ourisr New all have the initiative to do so. The type of student you are can show a lot about how far

The over | UE Sl nes more than what he or she is supposed to. People that take this academic gquality h

something oftheir|| Times New Roman [: pgood education. Getting a good education is notthe only aspect ofthe over achiever, £
limb and jugole a j commaon people you will find in clubs or sports of all sorts.

Verdana

Tha rmadian o fho avarara ofndont that dnac anlewhat ho v chao ic connncad tn Thow not avardhinn dona antivna ar at laac

1. Click Font.
2. Select Times New Roman.

To set hanging indents in a Works Cited page:

|
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Edit~ Semchv Fontv Sizer B I U 4 % o Tg- - &

Spacingr [ - Inzerts =iE

v— MNumbered List

Modern § ,_ =
:— Bulleted List

When it comes to being a student there are typically three ways that you can g[— chiever, the m
Everyone wants to be the over achiever, but not all have the initiative to do s0. The type [ 22 Increase Indent ahout how far

Decrease Indent ermic gquality h
var achievar, 1

The over achiever is the student that does mare than what he or she is suppo
something of their lives. Initiative is what fuels a good education. Getting a good educy
limb and jugale a job. These are also the most commaon peaple you will find in clubs o

= Hanging Indent

_ ) = Paragraph Indent i
The median is the average student that does anly what he or she is supposer ime, ar atleas

hest effort in hopes of getting a passing grade; most students are on the median level] = Ma Inclent ent mare time
arhirvers are almnst limited Havinn the putra time nives them the chanee tn maintain a mbwithnnf havina To cram finfo their lives Als

1. Click the Insert/Remove Bulleted List button.
2. Select Hanging Indent.

To double-space a document:

_| Edtv Seaichv Fontv Sigew B £ U 488 % xF Tg dy- & + = o SpacingT - Irzert= ==

— Double Space
Modern Sty

= One and a Half Space

ne
e Tar

When it comes to bheing a student there are typically three ways that vou can go a
Everyane wants to be the over achiever, but not all have the initiative to do so. The type of §

= Single Space
1. Click Spacing.

2. Select Double Space.

Uploading Original Files into the Author Note

The Author Note inside a document’s commenting space is for you to direct your instructor’s or
peers’ attention to parts of your document that need most help. However, you could use the
Author Note in another way: After submitting your document to a writing assignment, you could
upload your original document into the Author Note, which would preserve MLA formatting. In this
way, you won't have to format your document twice: Once in your own word-processing program
and again the My Documents composing space.
To upload a document into the Author Note:

1. Submit a document to a writing assignment.

2. Open the writing assignment.

3. Click on the title of your submission.

4. Click Add Note to Your Readers.

5. Inthe text area, type something like “This is my original document in MLA style.”

6. Select the word “document.”

|
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ADD NOTE TO vOUR READERS

_| Editv Font~ Sizew FontStler 1§~ = ~ i= ~ & Link~ ¥ ~ &

Thus 15 my ongmal skt m WA style.

SUBMIT NOTE CANCEL

7. Click Link and Website/Uploaded File.

ADRD NOTE TOYOUR READERS

(il
]
H
|
]

| Edit~ Fontr Sizew Font Style~ Tﬁ'

This is my original skt in MLA style. =) Lourse Content Link

2, Wahsite/Uploaded File I
£5 Remove Link

Wl Anchar

A Media
Image
% Equation

SUBMIT HOTE CAMCEL

8. Click Target and Find/Upload File. Search for the file you wish to upload.

For technical support call 1-800-936-6899.



Link - Mozilla Eirefox

| |_1'] http: ffcoursesstaging, bfwpub, comyInlineEditor feditarfkdialog, bt 57
Link

Link Info d\-'anu:ed

Link Type
LIRL w

Protocol AL
httpe W

Find/Upload File

Target
<nob ek hd

Target Frame Mare

| 0K | [ Cancel |

Done

9. Browse for the file you wish to upload and click Upload File.

To upload a file:
1. Click "Browse..." at right and locate the file on vour hard drive
2. Click "'Jpload File" below
3. When the file appears in the lizt above, click its name
To choose a previously-uploaded file:
Click the file name above

CADocuments and S ettingshlledousiMy
| Upload Fiqu\\SJ | New Folder |

10. The Uploaded Files window will list all of the files you've uploaded into CompClass.
Select the correct document by clicking on the file name.

Uploaded Files

Path: <Perzonal>

_] ada_lavelace.png

] MLAtestdocument doc
| MLA testticument_1.dac
| _profile.htm

11. Click OK.

For technical support call 1-800-936-6899.
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Link
Link Info = Target Advanced

Instructions + Tolink to an external website, enter the site address [e.q.
" pahoo.com'' in the "URL" field.
+ Tolink to an uploaded Fle, click the "Find/Upload File"
button, then follow the instructions in the subzequent
window,

Link Type
URL w

Protocol LRL
httpe /|| courzesstaging, biwpub. com/Angellploadsz/Files/alovelace_cours

SUBMIT MOTE

12. Click

Your instructor will now be able to view your document to grade you on MLA style. To open the
file you uploaded, click the linked word in the Author Note.

For technical support call 1-800-936-6899.
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