
Electronic Writing Portfolio 
Submission Instructions 

 
This document outlines the steps required to submit a writing sample to the Electronic Writing 
Portfolio.  More information on the requirements for the Electronic Writing Portfolio is available 
at http://www.eiu.edu/~assess/ewpmain.php. 

 
1. Go to http://www.eiu.edu/~assess/ewpmain.php 
 
2. Under Students, click “Online Access”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
3. Enter your EIU Login and Password.  This is the same as your EIU e-mail 

login and PAWS login.  Please call the Help Desk at 581-HELP if you have 
trouble with your login. 

 
4. Click Submit 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.eiu.edu/%7Eassess/ewpmain.php
http://www.eiu.edu/%7Eassess/ewpmain.php


5. Click “Submit a Writing Sample 
 
 
 
 
 
 
 
 
 
 
 
6. Select a course from the drop-down menu 
 
7. Click the “Upload Writing Sample” button 
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8.     a.  Click the “Browse” button 

b. Browse to the file you want to submit and click on the file.   

The file must be one of the following types:   
Microsoft Word (.doc), plain text (.txt), rich text (.rtf), or 
PDF (.pdf) 
The file must also be at least 750 words 
If you have problems converting your file to one of the formats listed above, please call the 
Help Desk at 217-581-HELP (4357). 

c. Click the “Open” button 

d. The file location will appear in the “File to Upload” box 

e. Type in a description of the assignment that was given for the paper 
you are submitting 

f. Click the “Validate File” button. 
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9.    You should see the screen below.  Click the "Upload File and Complete 
Submission" button.  

  

10. If you see the message: 

  

You have successfully submitted a writing sample to the Electronic Writing Portfolio.  
You will be redirected to the Student Menu Page shortly.  

  

you have successfully submitted your writing sample.  
If you are finished, you may close your browser window. 

 

10.  You will briefly see the screen below. 
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11.  You will be returned to the Main Menu.  Your submission is now complete and you may 
close your browser window. 

 

 

 

 

 

 

 

If you need further assistance, please contact the EWP Office at 581-8384 
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To check your ratings, log in by following steps 1-4. 
Click “View Ratings” 
 
 
 
 
 
 
 
 
 
 
 
 
Your ratings will be displayed 
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