CSUS Writing Center

Electronic Submission of Workshops Instructions

and Reviewing Workshop Attendance

Beginning of the term:

1..
If you already have an Engrade account proceed to step #3. Otherwise, provide your email address to Paula, who will send you an invitation to Engrade. 

2.
Once you receive an email from Engrade, click the link in the email to register. 
Please use the username the program provides, but feel free to change your password to 
something more memorable to you.

3.
Do NOT create a class or add students. The Writing Center will create your class and 
assign 
you as the primary teacher once you have registered into Engrade.  The prefix of 

the course we create for the Writing Center portion of your class will be WC. All student

names and id numbers will also be entered by the Writing Center before the first day of workshops. If you are using Engrade for your own course, please do not use the WC prefix course since tutors have full editing control, and I would not want them to have access to confidential student information such as grades.
Two weeks into the term and weekly thereafter:

1.
Log in to Engrade.com.  

2
Click on your class, which will be labeled “WC.class number.section&term”  

(i.e. WC 1006.15F).

3.
Click the More tab in the left column.

4
Click Discussions.
5
Click New Discussion.
6.
Place the workshop date into the title section and adjust the date just to the right
 of the title window to reflect the date of the workshop.

7.
Type your workshop instructions in the larger window and hit “post topic.”

8.
Some of you may wish to provide links to certain documents, resources, etc. in your
workshop instructions. To make live links or embed YouTube videos, you will need to bracket the websites in the text of your instructions.  Use squared brackets around website URLs and squiggly (not sure the correct term) brackets for youtube videos. 

Examples:

Live website link:  [http://website.com]

Embedded Youtube video: {http://youtube.com/watch/1234}
After each workshop session:

1.
Login to Engrade to read your workshop float’s summary of the session, which will 

be a “reply” to your discussion post .
2.
Review your Writing Center workshop attendance.  To do this, you simply click the 

Attendance tab in the left column.  P = Present ; A = Absent; L = Late.  You can view the 


attendance totals by the day, month, or the semester (“all time”).  

Please contact Paula any time for assistance.  If you would like a personal tutorial, call to schedule a time (667-3674) or simply drop by the Writing Center MTRF.
