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Below is a sample comment bank which can be used with eMarking Assistant. A 30 day trial of eMarking Assistant is available from http://eMarkingAssistant.com
The following table contains a default comment bank containing reusable comments and eRubrics. If you are using the eRubric software only the eRubric templates will be loaded. The comment bank focuses on academic writing, APA referencing, use of Microsoft Word and eMarking. These comments are organised into categories (e.g. ".acadWrit-..." or ".APA-...") to make it easier to find the relevant comment. Comments also start with a "." to separate them from the default autotext entries that are loaded with Microsoft Word.

	Name
	Content

	..format-suggest coverpage
	It is generally worthwhile preparing a professional cover page that gives the name of the paper, the course and your name. If you are given a word limit you should also include the number of words in the assignment (excluding appendices and references).

	..audio-excellent work
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 Excellent point. You might want to post a summary of this to the discussion forum.

	.acadWrit-attention to detail
	In academic writing it is important to attend to detail (e.g. correct capitalisation) in academic writing as mistakes will erode your credibility.  

	.acadWrit-need reference here
	You should have an intext reference here and a corresponding entry in your references section.

	.msword-grammar and spelling
	Please use the spelling checker and grammar checker in Word to identify possible problems. You cannot rely on them but they will often indicate potential problems, which you can then check.

Right click on the red and green underlining in Word to identify possible grammar and spelling errors e.g. below there are problems with spacing.
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See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=72  for details. 

	.APA-ref indent 2nd line
	In APA format the first line on each reference should be on the margin and subsequent lines indented about 5 characters. 

The following screen image shows a reference with paragraph marks turned on showing the indent marker on the ruler. 
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 This button turns paragraph marks on
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See the knowledgeGarden page on preparing assignments and effectively using your word processor to see how to do this. http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=72 or http://office.microsoft.com/en-au/word/HP100165281033.aspx 

	.emarking-Word revision marks
	Changes to this section have been recorded using Word "track revisions". You can use options in the show dropdown menu to look at any of the following. This is useful to show the original and the revised version and the way it has been changed.
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	.acadWrit-avoid verbosity
	It is usually a good idea to make your academic writing as concise as possible. Quite often, you can remove many redundant words without changing the meaning of the sentence. The following resources will assist you to remove redundant words and verbosity from your writing:

http://owl.english.purdue.edu/owl/resource/572/01/
They also have exercises at https://owl.english.purdue.edu/exercises/6/9
http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=944 

How could this be written more concisely?

	.acadWrit-colloquial
	This is a colloquial expression and thus should be either placed in quotes or not used in academic writing.  See the academic writing page in knowledgeGarden at http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=90   

	.acadWrit-unreliable ref
	This may be an unreliable source to support your argument. More reliable sources will strengthen your argument and less reliable or dubious sources can weaken your argument. More information on  evaluating sources is available at: http://owl.english.purdue.edu/owl/resource/553/01/ 

	.acadWrit-general guidance
	Academic writing has specific conventions and style and it is important that you are able to use these in your work at USQ. I suggest you look at the Academic Writing pages within knowledgeGarden at: http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=90   USQ's Learning and Teaching Support Unit, (LTSU) developed ALSonline http://www.usq.edu.au/ltsu/  to support online students. You can contact them and get one to one assistance with your academic writing and research skills.

	.acadWrit- bad paraphrase
	Paraphrasing or summarising a reference is more than changing several words in a sentence and including it in your work. While there are no strict rules, you should use a direct quotation if you are using more than 4 or 5 exact words from a source. See the following article from the Purdue Online Writing Lab for more information on paraphrasing http://owl.english.purdue.edu/owl/resource/563/01/

	.acadWrit-plagiarism
	This appears to have been plagiarised from: 

?--?
Plagiarism is a serious form of academic misconduct and there are serious consequences.  You should look at http://www.usq.edu.au/plagiarism/infostud/ to make yourself aware of:

· Plagiarism Explained

· Examples

· Avoiding Plagiarism

· Detection and Consequences

· Frequently-asked Questions

· Additional Resources

I will write more about this in the comments section at the end of your assignment.

	.acadWrit-rhetorical quest
	It is generally best not to use too many rhetorical questions in academic writing. You should be providing the answers supported by examples and evidence. Please look at http://unilearning.uow.edu.au/ for suggestions on academic writing. 

	.acadWrit-use of first person 
	It is best not to use first person or personal opinions in academic writing. There is more information on this at: http://unilearning.uow.edu.au/academic/2di.html  

How could this be expressed without using the first person?

	.acadWrit-avoid personal
	Academic writing is generally (but not always) is expressed using impersonal language that avoids the use of:

· personal pronouns e.g. "I", "we" , "our"

· personal judgements e.g. "I believe"

· emotive words e.g. "repulsive"

For more discussion of impersonal language and the reasons for using it in academic writing see refer to http://unilearning.uow.edu.au/academic/2d.html or http://unilearning.uow.edu.au/academic/4a.html

	.acadWrit-quote not connected
	Before you include a quote you must clearly say how or why it relates to your argument. A series of disconnected quotations will erode the strength of your argument.

	.acadWrit-use of formal words
	This would be better expressed using formal, technical or specialised language that is typically used in academic writing. Technical language is often more precise and concise. How could you state this in a more technical way? For a comparison of formal and informal text see http://unilearning.uow.edu.au/academic/2b.html and http://unilearning.uow.edu.au/academic/2c.html
How could this be expressed in more formal academic language?

	.format-sample cover
	Name and
student number 

Course code & Name, Semester and year

Lecturer or tutor name or class time

Assignment number and name

Title of the assignment 

Date submitted

Word Count 

(not including references or appendices)

STUDENT DECLARATION:
By submitting this assignment through the assignment submission system, I hereby certify that:

· No part of this assignment has been copied from any other source except where due acknowledgment is made in the assignment

· No part of this assignment has been written for me by any other person except where such collaboration has been authorized by the course examiner

· No part of this assignment has been presented by me for assessment in any other course or subject at this or any other institution except where due acknowledgment is made in the assignment
· I retain a copy of this assignment, which I can produce if requested by the course examiner

	.APA-intext. no initials
	APA intext citations should not include initials. Please revise the APA referencing guide or look at http://www.baker-evans.com/knowledgegarden/tiki-index.php?page=intext+citations+and+reference+list 

	.APA-intext.before full stop
	The in-text citation should be inside the sentence i.e. before the full stop.

	.APA-intext.date in brackets
	In APA format, if the authors name is part of the sentence then only the date is in brackets. Please revise the APA referencing guide or look at http://www.baker-evans.com/knowledgegarden/tiki-index.php?page=intext+citations+and+reference+list

	.APA-intext.use of et.al.
	In APA referencing, “et. al.” is used the second time the same reference (with 5 or more authors) is used in the same paragraph.

	.APA-pointer to WWW guides
	Please look at the following sites for the correct way of referencing and citing text using APA http://www.usq.edu.au/library/help/ehelp/ref_guides/apastyle/  or

http://owl.english.purdue.edu/owl/resource/560/01/ 

	.APA-quote block no quote marks
	In APA format there is no need for quotation marks if you are using a block indent for quotations longer than 40 words.

	.APA-quote double quotations
	In APA format you need to use double quote marks for quotations.

	.APA-quote longer than 40 words
	In APA format you should use an indented block and no quotation marks for quotations longer than 40 words. See http://owl.english.purdue.edu/workshops/hypertext/apa/sources/quotes.html 

The following screen image shows a block quotation with paragraph marks turned on showing the indent marker on the ruler. 
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 This button turns paragraph marks on
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	.APA-quote page number needed
	You need a proper APA intext citation for a direct quote (Author, date, page or section).  See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=323  

	.APA-ref alphabetical order
	The references should be in alphabetical order.

	.APA-ref no author and exact URL
	In APA format, if the reference does not have a known author, you should use the title of the page as indicated on http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=323   You need to give the exact URL for the page. 

	.APA-ref section of book
	In APA format, if you are referencing a section of an edited book you should include the author and title of the section as well as the editors and title of the book. See http://www.usq.edu.au/library/help/ehelp/ref_guides/apastyle/chapters.htm

	.APA-ref URL reference
	This is not APA format. The URL component should be "Retrieved on March 5, 2005 from http://www.some.com  

See http://www.usq.edu.au/library/help/ehelp/ref_guides/apastyle/electronic.htm 

	.APA-references section
	In APA format this section should be called "References".

	.emarking-screen grabs
	Below is a table with screen grabs from your assignment and comments:

Part of your assignment

My comment



	.content-too short or too long
	Your paper (excluding appendices and the references) should be within 10% above or below the suggested word length. It is a good idea to use the Word count function in your word processor and list the word count on the assignment cover page.

	.convention-acronymsCAPS
	Acronyms are always capitalised e.g. CD-ROM, MSN. Some have slipped into the language to the extend that this no longer applies e.g. Qantas

	.convention-in full 1st time 
	You should spell out this abbreviation in full the first time it is used.

	.convention.points&head no .
	Points in a list or headings are generally not sentences 
and are not sentences and thus do not need a full stop.

	.msword-paste to check spelling
	This contains simple grammar and spelling mistakes. An easy way to scan web pages, blog posts or forum messages for spelling mistakes is to paste it into a Word document (you might want to use EDIT > PASTE SPECIAL > UNFORMATTED TEXT to speed up the paste) and then use Word's spelling and grammar checker.

	.msword-keep with next
	If you use PAGE BREAKS (INSERT > BREAK > PAGE BREAK) and KEEP WITH NEXT (FORMAT > PARAGRAPH > LINE BREAKS > KEEP WITH NEXT) in Word you will avoid these types of problems with pagination. See http://knowledgegarden.usq.edu.au/tiki-index.php?page_id=973 for more hints on using Word.

	.msword-auto width-height tables
	It is generally better to allow Word to automatically set table and column widths and heights. If you set absolute width and height some text may be hidden depending on the viewer's computer and fonts.

	.msword-better use
	You should look at the knowledgeGarden page on suggestions for effectively using different features of Word  … see http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=72 

	.msword-compress images
	You can compress all the images in a Word file before you save it using the information at  http://www.baker-evans.com/knowledgegarden/tiki-index.php?page=Hints+for+using+Microsoft+Word. You should also keep a copy of the original higher resolution images so you can reuse them.

	.msword-cropped screen shot
	It would be better if you image was more tighly cropped around the subject you wanted to show. See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=497  for more information and examples.

	.msword-headers and footers and 
	Please use headers, footers and page breaks in Word and this will mean that you will not have this type of problem.  See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=973  for other suggestions on using Word. See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=72 for suggestions on assignment presentation.

	.msword-indent
	It is best to use the margins within the Word ruler to control the indenting rather than add spaces or tabs to the start of the line.
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 This button turns paragraph marks on so you can see spaces and tabs. The following paragraph uses indent markers

[image: image9.png]Grossman, L.-(2006,Dec13).Ti
November 19,2007 from:
httpy/ivww time.com/tim

Henry,.(2007). The secretlife-




See the knowledgeGarden page on preparing assignments and effectively using your word processor to see how to do this. http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=72 or http://office.microsoft.com/en-au/word/HP100165281033.aspx    

	.msword-line spacing
	In Word you should not press the "enter" key at the end of each paragraph. To get double spacing use the FORMAT menu > PARAGRAPH > LINE  SPACING
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Suggest you look at the knowledgeGarden page on suggestions for effectively using Word  … see http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=72 

	.msword-make clickable links
	http://knowledgegarden.usq.edu.au/tiki-index.php?page_id=973It is usually a good idea to make links clickable. In Word you can do this by highlighting the text then INSERT > HYPERLINK or if the text is a fully formatted link starting with http:// you can just press space and the link will be automagically formed. See     for other student generated tips for using Word.

	.msword-outline, headings, toc
	If you use outline mode in Word (VIEW > OUTLINE) and headings you can get Word to automatically generate a Table of Contents (INSERT > REFERENCE > TABLES > TABLE OF CONTENTS) with page numbers and links. See http://knowledgegarden.usq.edu.au/tiki-index.php?page_id=973 for more hints for using Word.

	.msword-page breaks
	Once you learn about page and section breaks in Word you will not have this problem with things being on the wrong page.  See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=72  

	.msword-position picture inline
	There are two main ways to positional images in the text in WordThe first anchors it to a position on the page and the second floats up and down as you add to delete text … the second way (inline) is generally best and you can set this by Right clicking the picture >  FORMAT PICTURE > POSITION > INLINE.  This will stop the text and the picture being in on top of each other. There is more information on http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=973 

	.msword-show invisible chars
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Clicking the reverse "P" will display invisible characters such as space, tab or the return character at the end of paragraphs. This will often help you to sort out formatting difficulties if you can't see these invisible characters e.g. the following 4 lines will look exactly the same  when invisible characters are not shown but they will behave differently when you format them. They are formatted using:

· Multiple spaces

· Multiple tabs

· Single tabs and the ruler

· A hidden table
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Option 3 and 4 are probably the most flexible when you are designing a table or a document. See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=72  for more information on using Word

	.msword-tabs and ruler
	Use of Tabs on the ruler in Word and/or setting the first line indent will avoid these types of problems. See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=973  for other suggestions on using Word.

	.msword-TABS tables for layout
	It is generally better to use the TABS on the ruler or even a table (with or without the border showing) to align elements in this type of layout. More information on using your Word processor is given on http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=973 

	.msword-unexpected macro
	I was surprised to see a message that this document contains a Word macro. There are many good reasons why you might have a Word macro in your document but it is probably a good idea to tell the reader of the document what the macro is and what it does. Without this information people will disable the macro and thus not see the functionality you might have included in the macro. 

More information about Word macros is available from http://support.microsoft.com/default.aspx/kb/187243 or http://en.wikipedia.org/wiki/Macro_virus_(computing)

	.msword-using list structure
	Using the numbered and bulleted list structure in Word will help to make the structure of your ideas easier to see. These also add to the visual interest of the page and make the text much easier to read if it is ever put online.

	.msword-using tables to 
	Using a table (with the borders hidden or shown) is one way of laying out multicolumn page layout within Word or controlling where information is shown on the page. See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=973  for other suggestions on using Word.

	.msword-word count
	See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page_id=973 for suggestions on using Word effectively e.g. calculating the word count. If you have been given a word limit it is a good idea to show the number of words (excluding cover page, references, appendices) on the cover page

	.para-long & many ideas
	There are many separate ideas in this paragraph and this makes it more difficult for the reader. The OWL has some good information on paragraphs at http://owl.english.purdue.edu/owl/resource/606/01/
http://www.usq.edu.au/learningcentre/alsonline/acwrite/parstruct or http://unilearning.uow.edu.au/effective/4.html and the following pages (click NEXT at the top right) are also worth looking at.

How would you break this into several paragraphs?

	.para-not logical structure
	The sentences in this paragraph are not logically ordered. Generally a topic sentence will be followed by sentences that elaborate or provide supporting evidence and end with a concluding sentence. See http://unilearning.uow.edu.au/effective/4.html for more information.

	.para-struct with topic sent
	What is the main idea in this paragraph? The main idea should be in the topic sentence, which is generally the first sentence. After this, you can expand or support the idea with reference to the literature. Structuring your paragraphs in this way helps the reader to know what to expect and see where the augment is going. See http://www.usq.edu.au/learningcentre/alsonline/acwrite/parstruct for more ideas on paragraphs.

	.para-too short
	Avoid breaking paragraphs where there is no natural division in the thought. Successions of extremely short paragraphs tend to fragment ideas and one-sentence paragraphs should generally be avoided. See http://owl.english.purdue.edu/owl/resource/724/02 and http://owl.english.purdue.edu/owl/resource/606/02 

	.format-professional pres
	It is good to see the professional presentation of this assignment with a coverpage and table of contents based on styles … well done … for other tips and hints on presenting assignments go to http://www.baker-evans.com/knowledgegarden/tiki-index.php?page=presenting+and+submitting+assignments

	.format-not done
	You have not followed the specific format that you were asked to use e.g.

· Double spacing

· Times 12 point

· Header and footer

The fact that you did not follow these instructions is an oversight that implies that you have not carefully read the topic.

	.format-para break
	You should use a blank line between paragraphs or indent first line of each paragraph so it is clear where the paragraph breaks are.

	.format-using lists
	Using bullets or numbered lists is one way of introducing a little visual variety into your presentation and it makes is easier to quickly scan the document and see the structure. See http://www.baker-evans.com/knowledgegarden/tiki-index.php?page=Hints+for+using+Microsoft+Word  for other suggestions on using Word.

	.punct-apostrophre
	This is an incorrect use of an apostrophe, which is used to:

· to form possessives of nouns

· to show the omission of letters

· to indicate certain plurals of lowercase letters

The Purdue Online Writing Lab has a good explanation of these issues at http://owl.english.purdue.edu/owl/resource/566/01/  and exercises at https://owl.english.purdue.edu/exercises/3/3/10  

	.punct-collon-semicollon
	You have incorrectly used a colon or semi-colon here. Colons are used to introduce lists and semi-colons are used to before connective words such as "therefore". See http://unilearning.uow.edu.au/writing/3c.html for more information and an activity.

	.punct-comma
	You have incorrectly used a comma here. See http://unilearning.uow.edu.au/writing/3ai.html for more information and an activity.

	.punct-general
	This is an incorrect use of a <?insert the punctuation mark here?>. The Purdue Online Writing Lab has a good explanation of these issues at http://owl.english.purdue.edu/owl/resource/566/01/

	.sentence-fragment
	This is a sentence fragment because it lacks an essential part of the sentence. Sentence fragment can usefully be fixed by changing the punctuation. How can this be rewritten to be a complete sentence. See the section starting at http://unilearning.uow.edu.au/writing/2a.html for more information on sentence fragments. How could you rewrite this sentence?

	.sentence-runon
	This is a run on sentence because it contains more than one idea. Run on sentences can generally be repaired by inserting full stops. How can this be rewritten to avoid the run on sentence. See the section starting at http://unilearning.uow.edu.au/writing/2b.html for more information. How could you rewrite this sentence?

	.sentence-sub-verb agree
	The subject and verb in this sentence do not agree in number or person. See http://unilearning.uow.edu.au/writing/2c.html for exercises on subject – verb agreement. How could your sentence be rewritten?

	.stages-proofreading
	Proofreading is an important stage of assignment preparation. When you proof your work you should check for the following issues:

· structural (structure checklist for an essay)

· grammatical and 

· technical 
To slow yourself down when proofreading, place a ruler under each line and read the text line by line. Look for the slips you know you often make. The OWL at Purdue has suggestions you can use to make your proofreading more effective http://owl.english.purdue.edu/owl/resource/561/01/ 


	.structure-no organisation
	The organisation of your paper is not clearly organised to help the reader. Use a clear pattern of organization. Consider such strategies as stating a thesis and then giving a number of supporting arguments; stating a problem and then examining one or more possible solutions; stating a course of action and weighing its advantages and disadvantages; or stating and then refuting a series of arguments against your thesis. 

There are many acceptable patterns; just be sure that the one you choose suits your material, groups related ideas together, and gives your readers the information they need to understand every point as they come to it.

	.structure-no conclusion
	Every essay needs an ending to convey a sense of closure. Your conclusion does not necessarily have to summarize your entire essay; it should, however, reinforce the point you are making in your essay and perhaps place your argument into a larger perspective. Be sure to signal the beginning of your conclusion, and beware of introducing a totally new point in your conclusion.

	.structure-not logical
	The ideas in your paper should be organised into a clear, logical and coherent structure.  This clear logical sequence controls how  paragraphs are ordered in paper. For more information see the section that starts at http://unilearning.uow.edu.au/effective/2.html and pages that follow when you click the next link

	.structure-not related
	It is not clear how this is related to the thesis of your paper. It is not enough that all your ideas and arguments are relevant to your general subject. The reader must understand how they clarify and support your overall argument or thesis.

	.structure-ordering
	It is not clear why you have ordered the paragraphs in this way. More information on structuring your argument is available from http://owl.english.purdue.edu/owl/resource/588/03/

	.structure-bad transition
	How do these two paragraphs relate? Generally you should tell the reader what the connection is and then develop that connection throughout the paragraph. 

	.student-learning centre
	I also STRONGLY suggest that you contact and work with someone at The Learning Centre or other services provided by the Learning and Teaching Support Unit (LTSU) at USQ. The URL is http://www.usq.edu.au/learningcentre/   These people have experience helping students to succeed in tertiary study and you should take advantage of their services.

	.word-easily confused
	Do not confuse words such as to and too, effect and affect, then and than, and, there and they're. Check such words when proofreading as they are easy to confuse.

	.word-wrong word
	This is not the correct word in this sentence. Make sure that you are using the correct word in the sentence. 
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