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The Technical Editor

We can define the technical editor as the following:

· Technical editors are almost anyone involved in technical communications 

· A technical editor does not verify the accuracy of technical information in a document which the writer should understand better and then the design team

· The editor performs a quality control step in the documentation process often completing an Editing Checklist 

· The editor acts as a reader’s representative questioning content and format from that perspective looking for a finished written production which is: concise, clear, correct, complete, courteous, and coherent

· The technical editor does not need to know much about the subject beforehand, but should pick up the content from the document itself as a reader would  

The Technical Editor’s Responsibilities

A job description for a technical editor may include the following:

· Create and enforce the company’s (or project’s) standards for writing in a style guide

· Coordinate production of several documents written by different authors for one product

· Create checklists for various levels of the quality check in the production process

· Provide edits to the level needed for the project and defined up front by the project manager

· Review, edit, and make changes in document cooperating with authors

· Assist in explaining idiomatic expressions to translators

· Organize reviews of material to get feedback on technical accuracy

· Organize translation needs

· Coordinate the integration of graphics

· Maintain a library on previous writing and communications for future decision-making needs and for archiving needs

· Present in-house writing courses

· Assist writers in developing a logical order for the content of a document

· Advise writers on how to use graphics, headings, indexes, glossaries, in-text references, page breaks, figure and table captions

· Test procedures to ensure their accuracy
Source: Weber, Jean Hollis. “Working with a Technical Editor.”  
Technical Editor’s Eyrie.  

Plain Language Rules

1. Write positive statements.

2. Write short sentences.

3. Write simple sentences.

4. List events in sequence.

5. Use parallel structure.

6. Write in the active voice.

7. Do not use gerunds in ambiguous constructions and avoid gerunds at the beginning of the sentence.

8. Do not use could, should, would, might, or may.

9. Use the present tense instead of the future tense.

10. Do not use noun strings of more than three words.

11. Use “you” to address your reader.

12. Make sure than all pronouns have a clear reference.

13. Do not use jargon or idiomatic expressions.

14. Use a determiner with nouns and noun phrases when possible.

15. Use appropriate language. Avoid words that

· Are gender specific, racial, or religious

· Are specific to a region or dialect

· Are subjective, emotive, or negative

16. Use words that express exact measurement or quantity.

17. Indent to show subordination.

18. Limit levels of subordination.

19. Use acronyms only after defining them.

 

The 6 C Rules for Effective Communication 
	1. Say all you need to say in as few words as possible. Do not use irrelevant detail or repetition. Include only what the reader needs to know. Avoid wordy expressions and clichés.

	2. Pay attention to organization and detail. Be concrete and specific. Identify the problem and what should be done by the reader. All potential questions should be answered.

	3. Business correspondence should all seem logically connected with the information in the appropriate order, proper transitions, and logical ties (connectives) between the paragraphs with no jumps or omissions. Examples: since, therefore, also, for example, moreover, nevertheless, thus, in addition (to), for instance, furthermore, once again, as well as.

	4. Verify the accuracy of names, dates, places, any pertinent facts and figures. Verify the spelling and grammar, and sentence structure. This reflects on you, your department, and your business.

	5. Cover the journalist questions (the 5 W’s) and how and how many. Do a check that no important details have been omitted.

	6. If you are nice to people while you are doing your job, they will enjoy working with you. Being nice in person should transfer to being nice on paper. Maintain a friendly and professional tone. Do not insult the reader. In reading over your message, put yourself in the place of the reader and ask yourself how you would respond to the message. Mistakes in wording can unintentionally offend the reader, cause misunderstandings, and unnecessary fires to put out in the office. Just like your mom used to say: “Say please and thank you.” Delay in blaming people for negative circumstances. Assume errors are a result of misunderstanding.

	Concise, Clear, Cohesive, Correct, Complete, Courteous in order top to bottom


Paraphrased from MacLennon, Jennifer. Effective Business Writing. Prentice. Out of print.
Product/Document Conventions for Consistency

Sample Editing Checklist: 

	Place a √ if the document meets this standard.
	√

	Suits the intended audience
	

	The degree of detail is appropriate for the user and the task
	

	Ordered correctly with a logical progression
	

	Balanced headings: parallel, successive indentation, based on content, special and distinct typography, hierarchical grouping
	

	Balanced amounts of information under each heading (2-3 paragraphs)
	

	Well organized headers and footers: title, draft or issue, page number
	

	The graphics are clear and present an obvious illustration of the technology, product, procedure or information
	

	Adequate white space: the layout of page elements contributes to readability and usability
	

	Information is clear and relevant
	

	Organization and conventions are either inherently understandable or are explained
	

	Captions are present for all graphics: figures, and tables
	

	Graphics are effectively used to support the content
	

	Icons and symbols are inherently understood or explained
	

	Text free of bias: gender and cultural
	

	Correct, consistent spelling, capitalization, punctuation, and grammar
	

	Consistent treatment of elements (lists, notes, cautions, examples, tables)
	

	Acronyms are spelled out and defined at first occurrence
	


The Editing Process

Three thoughts to keep in mind while editing are:

· Use reader-oriented writing. Write for the customer who is using the document or rather your primary audience. 

· Use natural expressions. Write as if you are talking to the customer sitting next to you. This will help you use commonly used words and methods of explaining concepts.

· Make the document visually appealing providing balance, appropriate white space, and visual cues to orient the reader.

There are three basic levels of editing: 

· Light proofreading – sees that all edits have been accurately entered into the document, scan important information like product or version numbers, company logos, headers and footers

· Fine editing – editing for consistency, grammar, punctuation, spelling, style and format, brings production in line with style guides. Includes three types of emphasis:

· A copy edit: check grammar, spelling, punctuation, check content omissions, illogical presentation, placement of illustrations, and basic fonts and type faces have been used.

· A format edit: organization’s or product’s style guide choices are reflected in the styles, formats, and layout.

· A mechanical edit: capitalization, punctuation, spelling, hyphenation choices, symbols, references, use of italics or bold type. 

· Substantive editing – involves the following:

· A language edit: reviews how the document reads and the editor makes suggestions for improvements: clarity, concise, complete, courteous, coherent, and correct. It also weeds awkward sentence constructions, deadwood, and jargon.

· A structural edit:  reorganizes the document in a detailed content review to improve the document’s accessibility to the reader

Note: A more detailed editing article breaks the task of editing into nine steps. To read more on this, consult http://www.jeanweber.com/about/ and click on “Classifying Editorial Tasks”.

Editing Symbols

	Symbol
	Meaning
	Example

	
	Insert something
	The dog to its owner

The dog ran to its owner.

	
	Insert a comma
	Wendy gave Al an apple a sandwich and a yoghurt for lunch.

Wendy gave Al an apple, a sandwich, and a yoghurt for lunch.

	
	Insert a period
	It rained yesterday

It rained yesterday.

	
	Insert a colon
	Provide the following a birth certificate, a driver’s licence, and a major credit card.

Provide the following: a birth certificate, a driver’s license, and a major credit card.

	
	Insert a space
	Wherever we go, wewill be content.

Wherever we go, we will be content.

	
	Delete – stroke out letters
	Once uponon a time, there was a little girl…

Once upon a time, there was a little girl…

	
	Delete – stroke out whole words
	When Bill wakes up on the morning, he puts on his pyjamas his clothes.

When Bill wakes up on the morning, he puts on his clothes.

	
	Delete – stroke out sentences
	It was incredible. It was the most amazing thing I ever saw.

It was the most amazing thing I ever saw.

	
	Delete – stroke out a space
	We saw a rainbow  that spanned from East to West.

We saw a rainbow that spanned from East to West.

	
	Bring together, close up space
	Up   on this tree, I declare my love with a bow.

Upon this tree, I declare my love with a bow.

	
	Change from upper case to lower case
	Maria held her Skipping rope in her hand.

Maria held her skipping rope in her hand.

	
	Change from lower case to upper case
	maria, jane, and andrea went to capitol hill elementary school for Grade 6.

Maria, Jane, and Andrea went to Capitol Hill Elementary School for Grade 6.

	
	Reverse the order of these words
	We saw a sale good at Wal-Mart this week.

We saw a good sale at Wal-Mart this week.

	
	Reverse the order of these sentences
	He then proceeded to read on his 
ride to school. Randy got on the bus. 

Randy got on the bus. He then proceeded to read on his ride to school.

	
	Awkward
	Rachael really knows what she want because she will pick it out right now.

Rachael really knows what she wants because she picks it out right away.

	
	New paragraph
	Ron said, “I don’t know where it is.” Keith replied, “It has to be here.”

Ron said, “I don’t know where it is.” 

Keith replied, “It has to be here.”


Make a comment about this text. Underline the applicable text and pull a line to your comment.

In order to execute this turn, pull in tightly to the curb, just as you come near swing out a bit, and turn into the first lane. Swerve around the pedestrians. Then, follow the right lane.

________   Delete an underline.

                    Change to bold.

Also, c underlined switches Roman to italicized and italicized to Roman.

c double underlined means make it an upper case small capitals.

C triple underlined means make it uppercase large capitals.

C struck out individually or CALL as a group struck out means make the letters lower case.

  2    means “Spell out”.

“stet” or …………… underline means ignore the edit or you may choose to ignore the edit.

Make a line which goes from either outer margin a quarter across the page to show where you paused in your editing.

Copyediting Practice  

How to Produce Cluster Water
Provide direct current to both poles of the electrolytic cell in which the diaphragm is installed. The movement of electrons gives the water at (+) pole more Hydrogen ions, and the (-) pole more oxalic acid ions. These hydrogen and oxalic acid ions activate, and the water with more hydrogen ions and dissolved oxygen becomes acidic, and the water with more oxalic acid ions becomes alkaline. Alkaline ionized water contains much inorganic mineral and becomes drinking water. The acidic ionized water has sterilization effect and can 
be used for healing skin problems. Acidic ionized water is also compatible with outside of the human bodyacidity of pH5.5 and it is used as face and body wash for beautiful skin, and hair protection.

The Features of Cluster Water

1)Little cluster
Motility improves when the molecular cluster is smaller. Small clusters make it easier to dissolute and excrete waste matter within the body. This fact is important because excess waste matter is the reason for aging and disease. Alkaline ionized water has small clusters with high motility and dissolute, so waste matter is excreted from the body rapidly by people. 

2) Active minerals are abundant
Minerals are also called inorganic matter or mineral matter. There are kind many of minerals. They are found in animals and vegetables, food and water. These minerals smoothen our living activities and maintain a balance. 
; Mineral absorption - Activated form of minerals are much better absorbed in the body.

3) Good restoration
● Controls saprogenic bacteria in organs and increases beneficial bacteria. 
There are about 100 kinds of bacteria, up to a trillion microorganisms living in the large intestine, and are classified as both beneficial and harmful depending on the bacteria species. Alkaline ionized water controls the saprogenic bacteria to prevent disease. Alkaline ionized water is is the only water that can restore and help beneficial bacteria in the body. 

● Eliminates active oxygen
Active Oxygen     is oxygen that easily bonds or combines with surrounding substances. Active oxygen is unstable and therefore has with fewer electrons. The active oxygen possesses higher oxidizing power, and is related directly to aging and disease.

4) Abundant hexagonal water
Water molecules consist of 13 ~ 15 molecules. Hexagonal water,  water clustered with 6 water molecules  is the most stable and natural to the human body. One human body cell molecule is connected to about 70,000, 60~65% of them are hexagonal water molecules. The body will favor this kind of water. The cell that would  suffer with diseases has less hexagonal water.

1) What is pH? Acidity and alkalinity. pH= the unit that indicates the density of acid and alkaline in water. Water becomes acidic with increased oxalic acid, and alkaline with increased hydrogen ions. The measuring unit of acidity and alkalinity is indicated by pH values, e.g., pH 7 is considered neutral. Each numerical increment indicates 10 times more hydrogen ions or oxalic acid. For example an increase of 1 in a pH table means 10 times more alkalinity. A decrease of 1 means 10 times more acidity.

2) Maintaining pH balance. The human body tends to maintain body fluid at pH7.3 according to the homeostasis function. The body tries to maintain the balance of each organ with alkaline body fluid of pH8.8 from the pancreases as the peak. However, consistent acidic constitution will result in lowering one's self-protection function in the body. Even though there is no visible sign of disease, alkaline water drinking will support the body with homeostasis functions. Alkaline water drinking also prevents geriatric disease because it defends the body against acidification of the physical constitution


■Beneficial water condition
	1.
	It is not contained with harmful ingredient. ( Stinking water because of organisms are killed by chlorine in tap water. 

	2.
	 It is natural life-giving water that concentrates 4 useful minerals calcium, magnesium, potassium and sodium

	3.
	 water concentration rate contains 1ℓ for at least 50㎎.

	4.  
	 alkaline water with pH8.0 to pH9.0 is more effective than neutral water with the level of ph7. 

	5.
	 Effective water is at least 25℃ than human temperature. alkaline ionized water efficiency is 4℃ to 6℃. which means alkaline water produce is completely bacteria free and safe to drink. 


Why drinking water is alkaline ionized mineral water ? Drinking alkaline ionized water every day the most effective than green    juice. Especially, Pure ionized water is alkaline ionized mineral water. It has a ph level of over 8. It is very beneficial because it is easily absorbed in the body and enhances body metabolic rate and better body resistance.    water ionizer separates various minerals in water into positive ion (alkaline) that is good for health and negative ion(acid) that is good for skin care. None of the items suggested activities above should be considered a cure for cancer and other geriatric diseases. but simply way to strengthen your body to fight the disease that has invaded it  Specially, it is maintaining various health function and curative properties and activating the unborn child in case of pregnant woman.     

Can you make other comments or suggestions for this text based on the plain language rules?   Please write them below.

 Supportive Websites


Some Tools:

http://webster.commnet.edu/writing/symbols.htm More proofreading tools
http://www.m-w.com/ Merriam Webster Dictionary Thesaurus Online

http://www.acronymfinder.com/ A Dictionary of Anacronyms

http://stipo.larc.nasa.gov/sp7084/ NASA’s Grammar, Punctuation, and Capitalization Online Handbook for Technical Editors free for download

http://www.webopedia.com Computer and Internet Technology Online dictionary

http://www.plainlanguage.gov/ Click on “User Friendly Documents”, “Plain Documents at a Glance”, and “Plain Train”

http://techwriting.about.com/gi/dynamic/offsite.htm?site=http://www.editors.ca/hiring/skills.htm The EAC Definition of Editorial Skills

http://www.telp.com/editing/sfindex.htm  Common questions about Copyediting

http://listserv.indiana.edu/archives/copyediting-l.html Copy-Editing Archives: You may want to join.

http://www.press.uchicago.edu/Misc/Chicago/cmosfaq/cmosfaq.html Q and A Chicago Manual of Style

http://www.lanl.gov/cic/cic1/internal/edit/edit_levels/LOEchart-checklist.pdf Levels of edit described in detail followed with a grammar, graphics, and structure checklist

http://www.jeanweber.com/about/ Technical Editor’s Eyrie: Resoures for technical editors

Writing Sites:

http://www.abacon.com/techcommunity/ Online resources

http://owl.english.purdue.edu/  English Grammar support page

http://cctc2.commnet.edu/grammar/index.htm (English grammar support page)

http://www.hio.ft.hanze.nl/thar/default.htm An ESL Grammar site good.

Style Guides and Other Useful Resources:

http://www.webstyleguide.com/index.html A sample online style guide

http://www.gooddocuments.com/related/relatedhome.htm See Style Guides Heading: many examples are provided

Sites with Practice Exercises:

http://www.uah.edu/502/ U of Alabama Course

http://www.thayer.dartmouth.edu/~deej/itedit.html
http://www.uah.edu/editing/exercises_Rude.htm  Exercises to download

Texts:

Achtert, Walter S., and Joseph Gibaldi. The MLA Style Manual. New York: Modern Language Association, 1985.

Eisenberg, Anne, Guide to Technical Editing: Discussion, Dictionary, and Exercises. New York: Oxford University Press, 1992.

Publication Manual of the American Psychological Association 4th Ed. Washington: American Psychological Association, 1994. 
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