paperlessproofs

‘How-to’ guide to proof-correction symbols

Welcome to paperlessproofs, the electronic system for marking up proof corrections on PDFs using British
Standard (BS 5261) proof-correction symbols.

This guide illustrates the use of the proof-correction symbols under a series of ‘How do | ... " headings

Please read through it before you begin so that you can achieve effective and accurate mark up of proofs .
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Howdol...

Insertions Adjust spacing
insert new characters or words? remove all space between characters or words?
add text that is too long to fit in the margin? insert more space between characters, words or figures?

replace characters, words or figures with space?
reduce space between characters, words or figures?
make space equal between characters, words or figures?

Change words/characters
change existing characters or words?

Deletions insert more space between lines?
delete a single character? reduce space between lines?
delete multiple characters or words? insert a fixed space?

change a character or a variable space to a fixed space?
insert a thin space?

change a character or normal space to a thin space?

Text formatting

change text to italics?
remove italics?

change text to bold? Punctuation

remove bold? insert a full stop, period or decimal point?
change text to bold italics? change a character to a full stop, period or decimal point?
remove bold italics? insert a comma?

change letters to capitals? change a character to a comma?

change capital letters to lower case? insert a colon?

change letters to small capitals? change a character to a colon?

change small capitals to lower case? insert a semi-colon?

change text to capitals for initial letters and to small capitals for the rest of the word? change a character to a semi-colon?

insert a superior character such as an asterisk, numeral or letter? insert an opening single quote?

change any character to a superior character? insert an apostrophe or a terminal single guote?
underline text? change a character to an opening single quote?

change a character to an apostrophe or a terminal single quote?
insert an opening double quote?

insert closing double quote?

change a character to an opening double quote?

change a character to a closing double guote?

Insert an ellipsis or leader dots?

change a character to an ellipsis or leader dots?

Adjust layout
show the start of a new paragraph?

indent or move the beginning of lines to the right?
cancel an indent or move the end of lines to the left?

indicate that there should not be a new line or new paragraph?
take text over to the next line, column or page?

. . ? .
take back to the previous line, column or page insert a hvohen?

move text or figures to the left?
. change a character to a hyphen?
move text or figures to the right? Fhan e a character to a hyphen
insert a rule?

centre text or figures?

transpose adjacent characters, words or figures?

transpose two characters, words or figures that are not adjacent?
transpose adjacent lines or figures?

change a character to a rule?

insert an oblique?
change a character to an oblique?

transpose two lines or figures that are not adjacent? Miscellaneous

raise matter? raise a query

lower matter? indicate type is the wrong font (face or size)?

justify a line to a specific measure? mark damaged characters to be fixed or extraneous marks to be removed?
justify a column to a specific measure? indicate that a change is not to be made?

correct vertical alignment? turn type or figures?

correct horizontal alignment?
unjustify text?
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‘How-to’guide to proof-correction symbols

Howdol...?

insert new characters or words?

Place in the text exactly where the insertion is required. Select the insert text tool and click in the margin.Type the new characters or words, and
place immediately after them.

, that afman in possession single /<
wife.

change existing characters or words?

Delete the characters or words in the text using the cross out tool. Select the insert text tool and click in the margin.Type in the new characters or
words, and place LZ|immediately after them.

IT 1s a truth acknowledge
large / possession of a geed fortun

Hawever littla known the

delete a single character?

Place II' on the character to be deleted. Use in the margin.
“How so? how can it affect
C/ “My dear Mr Bennett,” rej
tiresome!

delete multiple characters or words?

Use the cross-out tool to mark the affected text. Use in the margin.

lll(.l.)-' U I 111 1IN0 0 wIIoe T Irn

well fixed in the the minds ¢
considered as the rightful p
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add text that is too long to fit in the margin?

Place in the margin, followed by LAl if the text is new, or by LZ_[if it is an alteration to existing text. Use the same mark at the foot of the page. Use

the insert-text tool to open a box, then type in the text.
a\..\.iuauu.auuc C\«'Cly ua)

®/< thing.|'

‘Oh!” said Lydia stou

ot retum M Benoet's visit. and detommining whem they

Alternatively, the material may be in an attached file.

ey

Chapter 1

— —_—

@ ’E Foreword
attached

— I

raise a query

Use the insert-text tool to type in the query in the margin Place B at the end of a query, and use the oval tool to ring the query to ensure it does
not get set.

— “What 15 his nan
— ‘Is he married o
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indicate type is the wrong font (face or size)?

Use the oval tool to circle the text and place I@ in the margin, followed by .

HDUIATLEE LIPL LGN DT ATE BIEUR WLELT NTLLILLAE ARLE
adc@lways intended to visit him, though to () /
L Wa S el . S

iy hos wiafe that he should not go; and ull

v wieit wae naid cha had no bnoavlados nf

mark damaged characters to be fixed or extraneous marks to be removed?

Use the oval tool to circle the character(s) to be fixed or marks to be removed, and place into the margin, followed by .

X/ B‘@en type

change text to italics?

Use the polygon tool to underline the text to be changed, and place = in the margin, followed by .

«/ Chapter 7

remove italics?

Use the oval tool to circle the text to be changed, and place = in the margin, followed by .

4/
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change text to bold?

Use IE' under text to be changed, and in the margin followed by .Where space does not permit the textual mark, use the oval tool to circle the
text to be changed.

e/ Chapter 8

remove bold?

Use the oval tool to circle the text to be changed, and place ™™ in the margin, followed by .

o/

change text to bold italics?

Use the polygon tool to underline the text and place IE' beneath it. Place in the margin, followed by .Where space does not permit the
textual marks, use the oval tool to circle the text to be changed.

s/ Chapter 9

remove bold italics?

Use the oval tool to circle the text to be changed, and place ] in the margin, followed by .

4/ Chapter 12>
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change letters to capitals?

Place I%' under text to be changed, and in the margin, followed by .Where space does not permit the textual mark, use the oval tool to circle the
text to be changed.

— / chapter 2

change capital letters to lower case?

Use the oval tool to circle the text to be changed, and place ==l in the margin, followed by.

--/CHAPTER 5

change letters to small capitals?

Place IE' under text to be changed, and in the margin, followed by .Where space does not permit the textual mark, use the oval tool to circle the
text to be changed.

— / Chapter 3

change small capitals to lower case?

Use the oval tool to circle the text to be changed, and place ==l in the margin, followed by .

+/ CampiR 6
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change text to capitals for initial letters and to small capitals for the rest of the word?

In the text, place I%' under initial letters and IE' under the rest of the word(s) to be changed, and IE' in the margin, followed by .Where space
does not permit the textual marks, use the oval tool to circle the text to be changed.

=/ chapter 4

transpose adjacent characters, words or figures?

Use the line tool to indicate the matter affected and place L=l in the margin, followed by .

iq such ﬁjthing. She has [—I_I/
h, hypocritical woman, and

indicate that there should not be a new line or new paragraph?

Use the line tool to run from the end of one line to the beginning of the next,and place in the margin, followed by .

¢ _“But you forget, mama,’ said Elizabeth, —
-~ f Ll:!;ll wie shall meet him a the assemblies, and th
has promised to introduce him.”

take text over to the next line, column or page?

Use , resizing as required to extend into the margin; use without a separate margin mark.

The astonishment of the Indies was just what he wished: thar
of Mrs. Henne

rhnps surpassing the rest; thowgh when the| firss
tmnull of jov was over, she began to declure that it was whal she

lhad expected all the while
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take back to the previous line, column or page?

Use , resizing as required to extend into the margin; use without a separate margin mark.

If | had ko a5 maeh this momine. | cemtainly would ot lave
called on himw Tt is very unlucky: but as | have sctually paid
the visit, we cotinat cscape the acquaintance nosw

The astonishment of the lndies was just what he wished: tha

insert a full stop, period or decimal point?

Use LAlwhere the insertion is required in the text,and place in the margin, followed by .
Iy have had my share of

/ thing extraordinary nov»/'< ©) /<

ughters, she ought to give

change a character to a full stop, period or decimal point?

Cross out the character to be changed in the text,and place in the margin, followed by .
impatiently.

O/ — / “You want to tell mq (@ng

This was invitation enoug

inserta comma?

Use LAlwhere the insertion is required in the text,and place D in the margin, followed by .

nd the girls may g9<or you e /<
RSN, RGN, | b DO 1. | i PONPULNNES LR
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change a character to a comma?

Cross out the character to be changed in the text,and place I:' in the margin, followed by .
IVIT Bennet replied that he ha
. / “But it 1s,” returned she{ “for
she told me all about 1t.”

insert a colon?

Use Where the insertion is required in the text,and place in the margin, followed by .
MK YOU [NE DEST O e party.

(‘i‘j{,{ ‘My dear, you flatter m%l
beauty, but 1 do not pretend t¢

change a character to a colon?

Cross out the character to be changed in the text,and place in the margin, followed by .

[TITS Was TVIAUOI ernou
® / “Why, my dear, you must }
taken by a young man of la

insert a semi-colon?

Use LAlwhere the insertion is required in the text,and place D in the margin, followed by .

rerhaps will lf)e still befr‘rerK : /<
them, Mr. Bingley might
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change a character to a semi-colon?

Cross out the character to be changed in the text,and place IZ' in the margin, followed by .
HTIPALICTILY.
. / “You want to tell me} and |
This was invitation enough

insert an opening single quote?
UseLAlwhere the insertion is required in the text,and pIace in the margin.

[ ‘ = .
\K [s that his design in s¢

‘Design! nonsense, hc

insert an apostrophe or a terminal single quote?

UseLAlwhere the insertion is required in the text,and place in the margin.

., that he 1s considered as

r of their dal.lghters/< k/'f"/<

change a character to an opening single quote?

Cross out the character to be changed in the text,and place in the margin.

IVIT LFCTITTIC U TITaure TTV arrsvvel.
“/ “Do not you want to know
impatiently.
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change a character to an apostrophe or a terminal single quote?

Cross out the character to be changed in the text,and place in the margin.

2y
ling here?™ /

v can you talk so! But it is very likely

insert an opening double quote?

Use LAlwhere the insertion is required in the text,and place in the margin.

= tiresome!
% /<You must know tha
them.”

insert closing double quote?

UseLAlwhere the insertion is required in the text,and place in the margin.
milies, that he 1s considered as
r other of their dal_lgh‘rersy< \%

ady to him one day, “have you

change a character to an opening double quote?

Cross out the character to be changed in the text,and place in the margin.

the righttul property ot soi
4 My dear Mr Bennet,” s

heard that Netherfield Parl
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change a character to a closing double quote?
Cross out the character to be changed in the text,and place in the margin.

> no objection to hearing id \?

insert a superior character such as an asterisk, numeral or letter?

Use LAlwhere the insertion is required in the text. Place in the margin, and type the desired character above it.
E(U) COTMSITUCTION COSI

2
\K N( f‘)/< coefficient for ca

after constructio1

change any character to a superior character?

Cross out the character to be changed in the text. Place LZ]and type the desired character above the symbol.

d
Ee ( r(% is total life cycle em

Ee(0) environmental co!

Insert an ellipsis or leader dots?

Use where the insertion is required in the text. Place in the margin, followed by ; add measurement for leader dots.

ind see Mr. Bingley/<\-\-'hen =) /<
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change a character to an ellipsis or leader dots?

Cross out the character to be changed in the text.Place in the margin, followed by ; add measurement for leader dots.
€ you [0vVedu our gIrs oo

Well] how pleased I am! ()
ou should have gone this

insert a hyphen?

Hypen.Use LAlwhere the insertion is required in the text,and place Lt in the margin, followed by .
€ you [0vVedu our gIrs oo

\?\-"elw how pleased I am! (-
ou should have gone this

change a character to a hyphen?

Cross out the character to be changed in the text,and place in the margin, followed by .

insert a rule?

Use where the insertion is required, and place in the margin, followed by . Add measurement (N, Ms, or mm) in a circle above the rule,
when required.

change a character to a rule?

Cross out the character to be changed in the text and place L1 in the margin, followed by . Add measurement (N, Ms, or mm) in a circle above the
rule, when required.

© paperlessproofs Itd 2006 go to contents page



‘How-to’guide to proof-correction symbols

insert an oblique?

UseLAlwhere the insertion is required in the text,and place @ in the margin, followed by.

DA No- K1y

change a character to an oblique?

Cross out the character to be changed in the text,and place @ in the margin, followed by .

underline text?

Use the oval tool to circle the text to be changed, and place ==l in the margin, followed by .

=,/ Chapter >

remove all space between characters or words?

Use ['~lin the text between characters or words where all space is to be deleted, resizing as required, and in the margin followed by LZ_.

leces must stand their
“an act of kind fess, if \_)/
U/

\.VC‘IJ]'[",

insert more space between characters, words or figures?

Use where the insertion is required in the text,and place in the margin, followed by .

rs Long says thaﬂNetherﬁeld
fortune from the north of
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replace characters, words or figures with space?

Cross out the characters, words or figures, and place in the margin, followed by .

reduce space between characters, words or figures?

Use II' in the space to be reduced, and place in the margin, followed by .

SWIIC,
such a man T /

or views of
yourhood, this truth 1s so

make space equal between characters, words or figures?

Use II' between characters or words affected, and place in the margin, followed by .

of decp reflcction | know, and reod great Books, and moke cx
racis.

Mary | wished | to| say | somcthing very sensible. but kney
st v

While Miary = adpesting her wdeas,” e comtinued, *lel us g

show the start of a new paragraph?

Use in the text, and in the margin followed by .

j/ dressed her with, [T hope |
“We are not in a way to |

1 IR |

transpose two characters, words or figures that are not adjacent?

Use line tool to indicate the matter to be moved, and place in the margin, followed by .

should persuade vou-at las
T O Oy S i!*—'Fj— : 11 "
D22 well to ansgsh|neglect|ace

and it is suchi a good joke,
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indent or move the beginning of lines to the right?

Use in the text, placing the vertical marks at the point to which the matter is to be moved, and in the margin, followed by .

four or five thousand a
:’ / How so? how can it af

‘Adxr danr Mr Ranne

move text or figures to the right?

Use L=l in text at the beginning of the specified matter and at the end to show the new position, resizing both to enclose the matter affected.

Place in the margin, followed by .

* Correlation of Grow

Ehﬂleritance b

* Character of Domes|

cancel an indent or move the end of lines to the left?

UseL—lin the text, placing the vertical marks at the point to which the text is to be moved, and in the margin, followed by .

ﬁ/ :\,\/IR. Bennet was ¢
M

r. Bingley. He hac

move text or figures to the left?

Use in the text to show the new position at the beginning of the line and [move left] at the end, resizing both to enclose the specified matter.

Place L—lin the margin, followed by .

* Claracter of Dometic Vaneties
* Dhthcilry of dismguchnsg berwesn Varetes amd Species

centre text or figures?

© paperlessproofs Itd 2006 go to contents page



‘How-to’guide to proof-correction symbols

indent or move the beginning of lines to the right?

Use in the text, placing the vertical marks at the point to which the matter is to be moved, and in the margin, followed by .

four or five thousand a
I: / “How so? how can it af

‘A danr My Rannes

move text or figures to the right?

Use L=l in text at the beginning of the specified matter and at the end to show the new position, resizing both to enclose the matter affected.

Place in the margin, followed by .

* Correlation of Grow
Ehﬂleritance b

* Character of Domes|

cancel an indent or move the end of lines to the left?

Use L—lin the text, placing the vertical marks at the point to which the text is to be moved, and in the margin, followed by .

ﬁ/ :\,\/IR. Bennet was ¢
M

r. Bingley. He hac

move text or figures to the left?

Use ™=l in the text to show the new ition at the beginning of the line and [move left] at the end, resizing both to enclose the specified matter.
Place in the margin, followed by .

* Clharacher of Dont=tic Vineties
* Dhthcilry of dismguchnsg berwesn Varetes amd Species

centre text or figures?
Use Lzl at the left and at the right of the matter to be moved.Place in the margin, followed by .
Chapter 2

MR Bennet was among the carlicst of those who waibed
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insert more space between lines?

* In single-column setting or for a left-hand column, place Ll in the text so that it extends into the left margin.In a circle near the open curve give
the size of the space to be inserted, if known; no separate margin mark is needed.

} where
E s the design life eyele mony
i, design life

* For a right-hand column, place [ ~I so that it extends into the right margin.In a circle near the open curve give the size of the space to be inserted, if
known; no separate margin mark is needed.

reduce space between lines?

* In single-column setting or for a left-hand column, place 'l in the text so that it extends into the left.In a circle near the curve give the amount by
which the space is to be reduced, if known; no separate margin mark is needed.

Eeln cnvironmental cos
-
L —

k efficiency factor

* For a right-hand column, place L' ZI so that it extends into the right margin.In a circle near the open curve give give the amount by which the space
is to be reduced, if known; no separate margin mark is needed.

transpose adjacent lines or figures?

Use the line tool to indicate the matter affected. Place (=l in the margin, followed by .

v ooirgh . Kitty, for hoaven's sake’ Have a [t
friy BT, Yol dear then 1o pleces,
i Kitry et

transpose two lines or figures that are not adjacent?

Use the line tool to indicate the matter affected. Place in the margin, followed by .
~(auses oI variapiry
@ | * Inheritance
* Correlation of Growth
@ | * Effects of Habit
* Character of Domestic V
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insert a fixed space?

Use LAlwhere the insertion is required in the text, and place in the margin, followed by .

,» €0, SO, NO_, dust and solid
of 2|0

t]t]|k;_.r is used when cal- ?/\_fl/

osts, because future technology

change a character or a variable space to a fixed space?

Cross out the character to be changed or place II' in the variable space in the text.Place in the margin, followed by .

insert a thin space?

Use where the insertion is required in the text,and place E in the margin, followed by .

,» €0, SO, NO_, dust and solid
of 2|0

t]t]‘kg is used when cal- gj/\_f’/

osts, because future technology

change a character or normal space to a thin space?

Cross out the character or place |I| into the space to be changed in the text.Place IEI in the margin, followed by .
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raise matter?

To change alignment at the bottom, use under the matter affected, resizing as required to extend the full width of the matter affected and to
place the horizontal marks where the matter is to be aligned.

nheritance Difficulty

Character

To change alignment at the top, use under the matter to be raised, and above matter to show the new position of the top of the matter,
resizing as required to extend the full width of the matter affected. Place L—lin the margin, followed by .

« Omgin of Domestic
Varictics from one of more

Species

« Domestic pigeons, their
Differences and Origin « Unknewm Ovigin of our

* Prnciple of Selection Dhamestic Productions
anciently followed + Circumstances

* Methodical and favomrahle o hMan's
Unconscioars Selechon — power of Selection —
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lower matter?

To change alignment at the top, use L1 over the matter affected, resizing as required to extend the full width of the matter affected and to place the
horizontal marks where the matter is to be aligned.

Correlation _
Effects Inheritance

To change alignment at the bottom, use above the matter to be lowered, and [line with downward arrow below it] below the matter to show the
new position of the bottom of the matter, resizing as required to extend the full width of the matter affected. Place = in the margin, followed by

e Canses of Vanahility
= Efficets of Habar

Correlation of Growth

Inbentance

» Character of Domestic
Varieties

« Difficulry of
distinguishung betwesn
Varieties and Species

* Onigin of Domestic
Varieties from one or more
Species

+ Domestic pigeons, then
Differences and Origin

* Panciple of Selection
anciemly followed

+  Methodical and
Unconscions Selection

justify a line to a specific measure?

Use ™l or at the end of the line affected. Place ™l in the margin, followed by ,and give exact measurement when necessary.

Example 1.1 Al of iopres wineh are covered in Chaprer ), shiowing die g .| |=—=

justify a column to a specific measure?

Use " across the column. Place ™ 1in the margin, followed by . Give exact measurement when necessary.

15 pica

-

- — e |

WHEN we look to the individuals of the
same vanetv or snb-vanetv of our older
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correct vertical alignment?

Use m in the text on the side to be aligned, resizing to indicate all the matter affected, and in the margin, followed by .

siupie vanety of sub-varety of our older
cultivated plants and animals, one of the
first poinis which stmikes us, is. that
they generally differ nuuch more from
each other, than do the individuals of
Ny 01 SPECIes oF Yarety moa stafe
i A s ancen wealllaol coax 8

correct horizontal alignment?

Use E in the text, resizing to indicate all the matter affected, and in the margin, followed by .

trate the Clarty of the text — igraphs demonstrate the clanty of the text

unjustify text?

Usel 2 lorl£1, resizing as necessary, to enclose text at the side that is to be unjustified; no separate margin mark is needed.

There 1, alen, T thank, some probalnl-
iy i the view propooosded by Andrew
imv iy e partly

comeclod with e oocl It seems
prey clent that cogande beings pnist be |
exposed dunng several generations to the
pew cotditions of life 1o cause aay appre- |
cinhle amoant of vieriation; and fhat when |
e organizatsg bas oeee begum to vary, ol

genernlly coutinmes o vary for nuany gen-

indicate that a change is not to be made?
You can delete any mark you have made, but to show that you want to disagree with a change marked by someone else, use the line tool to draw
[- - -] under text affected, and place into the margin, followed by L~ 1.

turn type or figures?

Use the oval tool to circle the item to be turned.Place [ 7l into the margin, followed by ; use with a circled number to give the degrees of rotation.

)

aQ°
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