
Electronic Writing Portfolio 
Rating Instructions 

 
This document will guide you through the process of rating student submissions to the 
Electronic Writing Portfolio.  Additional information on the Electronic Writing Portfolio 
is available at http://www.eiu.edu/assess/ewpmain.php  

 
1. If you received an e-mail alerting you that there is a submission 

waiting to be reviewed, you may follow the link in that message.  
Alternatively, you may go to http://www.eiu.edu/assess/ewpmain.php  
and click on “RATE student submissions” under Faculty/Staff Rating 
Information. 
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2. 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. 

 

 
 

3. Click on the paper you wish to read.  Note the link to the suggested 
EWP Rubric.  This Rubric was created in 2008.  You may wish to 
review it if you are not familiar with it. 
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4.  Click on “Open Submission” to see the paper.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. The way the file opens depends on the type of file that was submitted by the 
student.  In the example below, a Word file requires that you click OK before the 
file will open.  Word will start automatically when you click OK.  You may also 
choose to save the file on your computer by selecting “Save to Disk” and clicking 
OK. 

 
Some file types, such as PDF, may open in a new browser window or tab. 
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6. After viewing the submission, return to the EWP Instructor window.  
To do this on a Windows computer, click on “EWP” in the taskbar at 
the bottom of the screen. 
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7. Click on the circle corresponding to the rating you want to assign.  

Then click the “Enter Rating” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
8.  You will briefly see the screen below. 
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8. You will be automatically returned to the main menu when the ratings 
have been successfully submitted.   

 
Rated submissions will be listed as “Already Rated.”  Students will be 
able to see the ratings by logging in to the EWP Student Menu. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9.  You have completed the rating process.  You may now close your 
browser window. 
 
 
 
 
 
 
If you need assistance, please contact the EWP Office at 
581-8384 
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