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paperlessproofs

Guide to proof-correction symbols and their use

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

This manual will explain all the functions of paperlessproofs and the symbols used for proof correction. 

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

When you open a paperlessproof PDF with Acrobat Reader 7, the paperlessproof palette 
opens automatically. The symbols are at the top, and the tools are at the bottom. 

This guide outlines the correct use of each symbol.

Click on a symbol or tool in the chart opposite to jump to description; click on ‘Back to symbol 
chart’  at foot of the description page to return to this chart.

To use a symbol in paperlessproofs, click on it in the palette, then move the cursor to the 
appropriate position and click again.   All the symbols should be placed in the margin unless 
stated otherwise. Each symbol is listed with the corresponding textual mark where necessary. 

In the following examples the symbols are shown in boxes as they appear on the palette. The 
box will not appear when you use the symbol.

• Place the symbol in the margin on the same line as the change marked in the text.

• Use  (insert) or  (substitute), as appropriate, after all margin marks except  (delete) 
and all versions of insert or subsitute superior characters (including quote marks). 

• Use a circled numeral after ,   or  in the margin only where the same instruction is 
used more than once on a line without interruption.
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The tools

Symbol size

Click to select the size of symbols that are used to mark up the proofs.

Symbol colour

Select red to mark corrections to typesetting errors and to write instructions to the typesetter.

Select blue to mark editorial corrections and changes, and to write queries to the editor.
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Click to insert text in the margin to write additions, corrections and changes to the text, instructions to the designer/typesetter (in red) and queries to the 
editor (in blue). Use the oval tool to circle instructions and queries to ensure they do not get set.

Cross out tool

Click to cross out characters or words you want to change or delete.

Oval tool

Click to encircle character(s) or word(s). Click and drag to the right and down to draw to the appropriate size. Use in the text around characters or words 
that are to change case (e.g. capitals to lower case) or style (e.g. bold text to plain). Also use in margins around instructions and queries to ensure they are 
not set.

Line tool

Click to draw lines to indicate the text that the proof correction is to be applied to. Click and begin to draw. Click the mouse to change the direction of the 
line. Double click to end the line. Use this tool to underline text for italics and to draw rules.
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Resizing the symbols or tools

To resize the oval or symbols in both vertically and horizontally, highlight it. Four corners appear. Move the cursor until a double-headed arrow appears at 
one of the corners.

Click and drag until the oval is the desired size and shape.

To resize an oval or a symbol in in just one direction, vertically or horizontally, highlight it. Four corners appear. Move the cursor until a double-headed 
arrow appears at one of the edges

Click and drag until the oval or symbol is the desired size and shape.

To change the angle or extent of a line drawn with the polygon tool, move the cursor to the end of the line until the arrow-headed cross appears. Click 
and drag the line to a new angle or length.
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Moving symbols or tools

 

To move a symbol, oval or line to a different position, move the cursor over it until the solid arrow appears. Click and drag the symbol to a new position.

Deleting symbols or tools
To delete a change you have made, click to highlight it and press the delete key on the keyboard.
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The symbols 
This section tells you what each symbol means. To use a symbol, click on it in the palette, then move the cursor to the appropriate position and click again.   
Place all the symbols listed below in the margin unless stated otherwise. Each symbol is listed with the corresponding textual mark where necessary. In 
the following examples the symbols are shown in boxes as they appear on the pallette. The box will not appear when you use the symbol.

• Place the symbol in the margin on the same line as the change marked in the text.

• Use  (insert) or  (substitute), as appropriate, after all margin marks except  (delete) and all versions of insert or subsitute superior characters 
(including quote marks). 

• Use a circled numeral after ,   or  in the margin only where the same instruction is used more than once on a line without interruption.

 Use in the margin following new matter to be inserted on the baseline and use in the text exactly where the insertion is required.

        

 Use in the margin following a change to the text: substituted characters or words on the baseline, a symbol that changes case (e.g. lower case to 
capitals), spacing, or style (e.g. plain text to bold).
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 Use in text on a single character that is to be replaced or deleted, and between matter where more or less space is required.

        

 Delete. Use  to mark a single character or cross out multiple characters or words in the text.

        

 Query. Use at the end of a query; use the oval tool to ring the query to ensure it does not get set.

 Change to a superior character or change an existing superior character. Type the desired character above the symbol. Cross out the character to be 
changed in the text.

 Insert superior character, such as asterisk, numeral or letter. Type the desired character above the symbol. Use  where the insertion is required in 
the text.
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    Insert quote marks. Use   where the insertion is required in the text.

        

     Change to quote marks. Cross out the character to be changed in the text.

        

 Insert or change to inferior character. Type the desired character below the symbol. Use  where the insertion is required in the text or cross out the 
character to be changed in the text.

        

 Comma. Use  where the insertion is required in the text or cross out the character to be changed in the text.

        

 Semi-colon. Use  where the insertion is required in the text or cross out the character to be changed in the text.
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 Colon. Use  where the insertion is required in the text or cross out the character to be changed in the text.

        

 Full point, period, decimal point. Use  where the insertion is required in the text or cross out the character to be changed in the text.

        

 Ellipsis. Use  where the insertion is required in the text or cross out the character to be changed in the text. Add space marks where necessary for a 
spaced ellipsis.

        

 Hyphen. Use  where the insertion is required in the text or cross out the character to be changed in the text.

        

   Rule. Add measurement (N, Ms, or mm), in a circle above the rule, when required. Use  where the insertion is required in the text or cross out 
the character to be changed in the text.
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 Oblique. Use  where the insertion is required in the text or cross out the character to be changed in the text.

        

 Underline. Use the oval tool to circle the text to be changed.

        

 Change to capitals. Use the same symbol under the text to be changed. Where space does not permit this textual mark, use the oval tool to circle the 
text affected.

        

 Change to small capitals. Use the same symbol under the text to be changed. Where space does not permit this textual mark, use the oval tool to 
circle the text affected.
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 Change to capitals for initial letters and to small capitals for the rest of the word. In the text, place  under initial letters and  under the rest of the 
word to be changed. Where space does not permit these textual marks, use the oval tool to circle the text affected.

        

 Change capitals to lower case. Use the oval tool to circle the text to be changed.

        

 Change small capitals to lower case. Use the oval tool to circle the text to be changed.

        

 Change to italics. Use the polygon tool to underline the text to be changed.

        

 Change to bold. Use the same symbol under text to be changed. Where space does not permit this textual mark, use the oval tool to circle the text 
affected.
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 Change to bold italics. Use the polygon tool to underline the text and place  beneath it. Where space does not permit these textual marks, use the 
oval tool to circle the text affected.

        

 Remove italics. Use the oval tool to circle the text to be changed.

        

 Remove bold. Use the oval tool to circle the text to be changed.

        

 Remove bold italics. Use the oval tool to circle the text to be changed.

        

  Wrong font. Use the oval tool to circle the text to be changed.
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 Start new paragraph. Use the same symbol in the text.

        

 Run on: no new line or paragraph. Use the same symbol in the text, resizing it to run from the end of one line to the beginning of the next, or use the 
polygon line tool.

        

 Transpose characters, words or figures that are adjacent. Use the polygon line tool to fit around the matter affected.

        

 Transpose lines or figures that are adjacent. Use the polygon line tool to fit around the matter affected.

        

 Space or more space between characters, words or figures. Use  where the insertion is required, or cross out the character to be changed, in the 
text.
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 Reduce space between characters, words or figures. Use  in the space to be reduced. Use only  after  in the margin .

        

  Close up. Use the same symbol in the text, resizing as required, where all space is to be deleted between characters, words or figures.

        

 Make space equal between characters, words or figures. Use  between matter affected. 

        

  Thin space. Use  where the insertion is required, or cross out the character to be changed, in the text.

        

 Fixed space. Use  where the insertion is required, or cross out the character to be changed, in the text.
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  More space between lines. Use the first symbol in single-column setting or for a left-hand column. Use the second for a right-hand column. Place 
the symbol in the text so that it extends into the 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.

        

  Less space between lines. Use the first symbol in single-column setting or for a left-hand column. Use the second for a right-hand column. Place 
the symbol in the text so that it extends into the margin. In a circle near the open curve give the size of the space to be reduced, if known; no separate 
margin mark is needed.

        

  Restore normal line spacing. Use the first symbol in single-column setting or for a left-hand column. Use the second for a right-hand column. Place 
the symbol in the margin. 

        

 Take over to the next line, column or page. Use the symbol in the text, resizing it to extend into the margin; a separate margin mark is not necessary.
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 Take back to the previous line, column or page. Use the symbol in the text, resizing it to extend into the margin; a separate margin mark is not 
necessary.

        

 Move right

• To indent, use the same symbol in the text, resizing as required to enclose the matter affected and to place the vertical marks at the point to which the 
beginning of lines or figures is to be moved.

        

• To move specified matter to the right, use the same symbol in the text at the beginning of the affected matter, and use  to show the position to 
which the end of lines or figures is to be moved.
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 Move left

• To cancel an indent or move lines to the left, use the same symbol in front of the text affected, resizing as required to place the vertical marks at the 
point to which the beginning of lines or figures are to be moved; or use the symbol enclosing the end of matter affected, resizing as required to place the 
vertical marks at the point to which the end of lines or figures are to be moved.

        

• To move specified matter to the left, use  in text at beginning of the affected matter to show the position to which it is to be moved, and use  to 
enclose the end of the affected matter. 

        

 Centre. Use   and  in the text, resizing as required to enclose the matter affected.
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 Raise matter. 

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

        

• To change alignment at the top, use  under the matter to be raised, and  above the matter to show where the top is to be aligned, resizing as 
required to extend the full width of the matter affected. 
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 Lower matter. 

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

        

• To change alignment at the bottom, use  above the matter to be lowered, and  below the matter to show where the bottom is to be aligned, 
resizing as required to extend the full width of the matter affected.

        

 Correct vertical alignment. Use the same symbol in the text on the side it is to be aligned, resizing to indicate all the matter affected.
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 Correct horizontal alignment. Use the same symbol in the text, resizing to indicate all the matter affected.

        

 Set line justified to a specific measure. 

• Use  or  at the end of the line affected, and give exact measurements when necessary.

        

• Set column justified to a specific measure. Use the same symbol across the column in the text, and give exact measurements when necessary.

        

  Unjustify. Use the symbol, resizing as necessary, to enclose text at the side that is to be unjustified; no separate margin mark is needed. 
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 Turn type or figure; use with a circled number to give the degrees of rotation. Use the oval tool to circle the item to be turned.

        

 Fix damaged character(s) or remove extraneous marks. Use the oval tool to circle the character(s) to be fixed or marks to be removed.

        

 Leave unchanged. 
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• Transpose a number of characters, words or figures that are not adjacent. Use the the polygon line tool to draw the  in the text around the matter 
affected

.         

• Transpose a number of lines or figures that are not adjacent.  Use the the polygon line tool to draw the   in the text around the matter affected.

        

 etc. Repeat the same instruction on the same line.

        



© paperlessproofs ltd 2006

paperlessproofs guide to proof-correction symbols

Back to symbols chart

 etc. Use to indicate added or altered text that is too long to fit in the side margin. Use the same mark at the top or foot of the page with 
accompanying text.

         

    

Alternatively, the material may be attached in another file.

         

    


