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General guidelines

· Use a balanced approach
· Do both mechanical and substantive editing
· Significant editing should be undertaken in consultation with the editors; editors will consult with authors as needed
· Use a light to moderate editorial hand
· Suggest changes rather than change outright
· Respect the author’s style, “whether flamboyant or pedestrian” 
· [bookmark: _GoBack]Copyediting should improve how the message is communicated; it should not change the message
· Make your own style sheet as you go along so that you keep track of copyediting decisions you make 

Tools

· Publication Manual of the American Psychological Association, Sixth Edition (2010) (aka APA Style Guide)
· Online alternative: Austin Community College guide to APA documentation http://library.austincc.edu/help/APA/ 
· APA Style Blog (Official APA style resource)
· http://blog.apastyle.org/apastyle/
· PaLRaP in-house style guide
· http://www.palrap.org/ojs/index.php/palrap/pages/view/copyeditguide
· Merriam-Webster’s Collegiate Dictionary, Eleventh Edition (2012)
· Online alternative: http://www.merriam-webster.com/ 
· The Chicago Manual of Style, 16th Edition (2010)
· (Note: Use only as a supplement to APA)
· Strunk, W., Jr., and White, E. B. The Elements of Style, Fourth Edition (1999)
· Useful for understanding, interpreting, and improving grammar, punctuation, and writing style
· Refer to PaLRaP Copy Editor Training for more detailed guidance
· http://d-scholarship.pitt.edu/20476/ 




Copyediting Step 1: Initial copyedit

· Log into PaLRaP (http://www.palrap.org)
· See Active Submissions and click on the title of the manuscript
· On Editing screen, look for the file name (ex: 57-525-1-CE.DOCX)
· Click on the file name and when prompted, download the file to your computer
· (Hint: You may want to rename the file to something you will remember; when you re-upload your completed copyedited file, the name will change to the Open Journal Systems [OJS] naming convention)
· Edit manuscript in Microsoft Word
· Use Review > Track Changes when making changes to the text
· Use Review > New Comment to make suggestions/ask questions
· When done editing, return to the PaLRaP platform and upload the edited manuscript
· Mark the job as complete (Hint: click e-mail icon)
· Notify editors of completion via the prepared e-mail generated by OJS (Important: Remove author’s e-mail address from e-mail)
· Editorial changes will be reviewed by the editors; the editors will communicate these changes to the author

Copyediting Step 2: Author copyedit

· Editors notify author that the manuscript is ready for review
· Author logs in, reviews the manuscript, and accepts/rejects changes
· Author uploads his/her revised version and marks author copyedit as complete
· Editors review author’s version
· Editors notify copy editor that the manuscript is ready for final copyedit



Copyediting Step 3: Final copyedit

· Log into PaLRaP (http://www.palrap.org)
· Check Active Submissions and click on the title of the manuscript
· On Editing screen, find the file and download it to computer
· Click on the file name and when prompted, download the file to your computer
· Edit the manuscript in Microsoft Word
· When done editing, return to the PaLRaP platform and upload the edited manuscript
· Mark the job as complete (Hint: click the e-mail icon)
· Notify editors of completion via the prepared e-mail generated by OJS (Note: Author will not be notified in this process)
· Editorial changes will be reviewed by the editors; the editors will then forward the manuscript to the layout editor for processing

And you’re done! Get ready for your next assignment!
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