Apple Computers:

Student Directions for Printing from My Access! on a Mac:

1) Log-in to My Access! and go beyond the Confirmation Screen

2) Click on the tab near the top that says “My Portfolio.”

3) While in the Portfolio, click on any of the numeric scores for the essay you would like to print (holistic score or any one of the domains), and your essay will appear in a separate window.

4) Click on the yellow “View/Print Essay” tab.

5) Print the essay by going to the “File” menu and choosing “Print” or use the shortcut keys (Apple/”P”).

Directions for Copying and Pasting the Essay into MS Word:
1) While in the “View/Print Essay” mode (step #4 above), select all the essay text by dragging over it and highlighting the entire essay. (Note: “Edit” and “Select All” or Apple/A will work, but it will also copy the scores on the top.)

2) Go to the “Edit” menu and select “Copy” (or Apple/C).

3) Open Microsoft Word (from the Dock – double-click)

4) Begin a “New Blank Document” in word and make sure the cursor is flashing on the page.

5) Go to “Edit” and “Paste” (or Apple/V)

6) From this point, students may now arrange the essay in MLA format:

a. Remember to use the “View” and “Header/Footer” to add last name and page number (use the # sign for page number)

b. Add a title (no underlining/same size font/ no bold) and the entire heading including name, instructor, class, and date.

c. Remove any double-spacing between paragraphs before choosing “Select All” and “Format”/ “Paragraphing”/ “Line Spacing – Double”

d. Fix indentions by removing manual spaces and then tabbing once at the beginning of each new paragraph.
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