Chapter 3 Internet Activities
Internet Exercise 3.1

Proofreader’s Marks

Proofreader’s marks (also called editing marks) are a tool editors and proofreaders use to mark corrections that need to be made to text. They serve as a sort of editing shorthand, indicating changes such as “move text,” “capitalize first letter,” “delete second sentence” with symbols without requiring a long, written explanation for each change.   

A chart of Proofreader’s Marks (which also can be found on the inside front cover of the Foundations of Business Communication: An Integrative Approach) is reprinted below. 

Please refer to the proofreaders’ marks on the inside front cover of the text.
Related Links: Proofreader’s Marks 

1. 
Merriam-Webster: http://www.m-w.com/mw/table/proofrea.htm
2. 
officeinstructor.com: http://www.officeinstructor.com/Horizons/English/Proofreading.htm
4. 
Kuhlenschmidt and Mosby: http://www.wku.edu/~sally.kuhlenschmidt/proofread.htm
ActivitIES 

1.

Instructions: Correct the paragraphs below using proofreader’s marks.

a.      Incorrect version:

Speaker in the primary listening areas are custom custom made using alloy drivers and custom crossovers and cabinets, to optimize ressponse audio in the avialable spaces. else where in the suite, speakers mount strategicly in wallsand ceilings

        Correct version:

Speakers in the primary listening areas are custom made, using alloy drivers and custom crossovers and cabinets, to optimize audio response in the available spaces. Elsewhere in the suite, speakers mount strategically in walls and ceilings.

b.      Incorrect version:

the side of the coin that bhears the maindesign and date  the is the obverse; another name four obverse is head (or heads). The sides sides with out the main design  is a reverse, or tail (also known as tails).

        Correct version:

The side of the coin that bears the main design and the date is the obverse; another name for obverse is head (or heads). The side without the main design  is the reverse, or tail (also known as tails).

c.      Incorrect version:

You r bill is Due and payable on presentationand shall become delinqunt nineteen days after the dayte of presentations. The pay ment due on your bill applies tothe current charges only and does not extend the due date on anyunpaid balance previous.


Correct version:

Your bill is due and payable on presentation and shall become delinquent nineteen days after the date of presentation. The payment due on your bill applies to the current charges only and does not extend the due date on any unpaid previous balance.

2. 

Instructions: As an assistant manager in the communication department at Wrappers, Inc., it is your job to edit promotional information that is sent to vendors. Print out the following promotional messages and edit them using proofreaders’ marks. When you are done, input your corrections. 

PROMOTIONAL Message 1

INCORRECT VERSION:

Wrappers

Package and Supply Services

Date: May 9, 2005

To: 
Distribution Center Managers


Regional Advertising Agencies

Subject: $.29 Hamburger, $.49 Cheeseburger Wraps

Wrappers, Inc., has develop packaging that communicates the “Steaming Hot, Just For You” graphics. This packaging is available for use in the Serve It Hot conversion restaurants.


Enclosed are sample bags you will notice the a-bag contains the new graphic and a breakfast message, whereas the b-bag contains the new graphic and a lunch/dinner message.

Breakfast and lunch dinnerwraps with the new graphics have also been develop for your used.

Attach is a order form, complete with pricing and WRIN numbers. 

If you have any questions or required any additionalinformation please contact Lee Robins at (300) 555-4496 ir Tom Synder at (555) 555-5555.
PROMOTIONAL Message 1

CORRECT VERSION:

Wrappers

Package and Supply Services

Date: 

May 9, 2005

To: 

Distribution Center Managers



Regional Advertising Agencies

Subject: 
$.29 Hamburger, $.49 Cheeseburger Wraps

Wrappers, Inc., has developed packaging that communicates the “Steaming Hot, Just for You” graphics. This packaging is available for use in the Serve It Hot conversion restaurants.

Enclosed are sample bags. You will notice the a-bag contains the new graphic and a breakfast message, whereas the b-bag contains the new graphic and a lunch/dinner message.

Breakfast and lunch/dinner wraps with the new graphics have also been developed for your use.

Attached is an order form, complete with pricing and WRIN numbers. 

If you have any questions or require any additional information, please contact Lee Robins at (555) 555-5545 or Tom Synder at (555) 555-5344.

PROMOTIONAL MESSAGE 2
INCORRECT VERSION

Date: 
  August 9, 2005
To: 
Distribution Center Managers


Regional Advertising Agencies

Subject: 
Steaming Hot, Just For You bags

Wrappers, Inc. has developed pack aging that communicate the Steaming Hot, Just For You graphics. This packaging are available for use in the Serve It Hot conversion restaurants.

Enclosed are sample bags. You will notice whereas the b-bag contains the new graphic and a lunch/dinner message, the a-bag contains the new graphic and a breakfast message,.

breakfast and lunch/dinner wraps wraps with the new grafics have also been developed for you use.

Attached is an ordered form, complete with Pricing and WRIN nubmers. 

If you haveany questions or Require any additional information, please contact Lee Robins at (555) 555-5545 or Tom Snyder at (555) 555-5544.

PROMOTIONAL Message 2

CORRECT VERSION:

Wrappers

Package and Supply Services

Date: 

August 9, 2005
To: 

Distribution Center Managers



Regional Advertising Agencies

Subject: 
Steaming Hot, Just for You bags

Wrappers, Inc., has developed packaging that communicates the Steaming Hot, Just for You graphics. This packaging is available for use in the Serve It Hot conversion restaurants.

Enclosed are sample bags. You will notice the a-bag contains the new graphic and a breakfast message, whereas the b-bag contains the new graphic and a lunch/dinner message.

Breakfast and lunch/dinner wraps with the new graphics have also been developed for your use.

Attached is an order form, complete with pricing and WRIN numbers. 

If you have any questions or require any additional information, please contact Lee Robins at (555) 555-5545 or Tom Snyder at (555) 555-5544.

PROMOTIONAL Message 3.

INCORRECT VERSION:

Wrappers

Package and Supply Services

To: 
Jade Bartlett. Store No. 26


Grace McDonald, Store No. 81


Jim Wasser, Store No.123

From:
Miko Werner

Date: 
October 19, 2005
RE:
Biggie Meal Promotion Update

this is an update for the storesthat will be on the Advertised Biggie Meal Promotion Sales Test.

As state in the briefing, Boulder and Detriot are to have 15stores each that would use the 2-pound bulk wrap per per (the suppliers would prefer it called the 34-oz. Biggie Pouch). Five stores in Orlando, two in Tallahassee and one in Grenville are also seed stores. These storeswill need the bulk wrappers. All other storesWill receive the 24-oz Baby Pouch

these stores will also be testing oneof the packaging designs. Each of the stores will also be using the Xtra-Biggie Wraps. The reference numbers for wraps the are as follows: Bacon Xtra Cheese Biggie wrap—Style 1002023; Chicken Xtra Crisp wrap—Style 1002024; Biggie Xtra-Biggie wrap—Style 1002025. All other stores will be using the flat foil wraps. 

All stores get get the tabels.

If you have any questions, please call me at (555) 355-7555

PROMOTIONAL Message 3

CORRECT VERSION:

Wrappers

Package and Supply Services

To: 
Jade Bartlett. Store No. 26


Grace McDonald, Store No. 81


Jim Wasser, Store No. 123

From:
Miko Werner

Date: 
October 19, 2002

RE:
Biggie Meal Promotion Update

This is an update for the stores that will be on the Advertised Biggie Meal Promotion Sales Test.

As stated in the briefing, Boulder and Detroit are to have 15 stores each that would use the 2-pound bulk wrapper (the suppliers would prefer it called the 34-oz. Biggie Pouch). Five stores in Orlando, two in Tallahassee and one in Greenville are also seed stores. These stores will need the bulk wrappers. All other stores will receive the 24-oz. Baby Pouch.
These stores will also be testing one of the packaging designs. Each of the stores will also be using the Xtra-Biggie Wraps. The reference numbers for the wraps are as follows: Bacon Xtra Cheese Biggie wrap—Style 1002023; Chicken Xtra Crisp wrap—Style 1002024; Biggie Xtra-Biggie wrap—Style 1002025. All other stores will be using the flat foil wraps. 

All stores get the labels.

If you have any questions, please call me at (555) 355-7555.

Activity 3

Instructions: Visit the Web sites listed above and compare the proofreader’s marks. According to these different sources, are there any differences in the way marks are written and applied?

Internet Exercise 3.2

Editing Tools 

When you are working at home on your computer using a typical word processing program, you have access to a variety of editing tools, including a spell checker, a grammar checker, autocorrect and auto formatting features, and a thesaurus. While these tools can provide excellent support, they do have weaknesses. 

It is important to understand that these program features will correct some, but not all, of your spelling, grammar, and punctuation errors. It is still the writer’s responsibility to communicate with a minimum of errors. The following is a discussion of the most commonly used word processing editing tools.
Spell checker
A spell checker is a computer program or program feature that compares the words you write with an internal dictionary built into the program. It will locate and identify both misspelled words and words not in its dictionary and notify the user of those words. 
Spell checkers employ a large listing of properly spelled words to detect and suggest corrections on potential misspellings. Depending on the spell checker, the user may be able to select from potential corrections on the misspelled word and/or replace the misspelled word with the correct spelling of the word.

While spell checkers are a great feature, users should avoid the trap of becoming dependent on spell checkers. The most notable weakness of a spell checker is its inability to recognize a word that is spelled correctly but doesn’t belong where it has been placed. For example, a spell check wouldn’t find anything wrong with the following sentences: 

I maid miss steaks

My spelling checker did knot sea;

I scent the letter full loaf eras 

Steer ate from eye pea sea 

ACTIVITY 1: Spell Checker

Instructions: The following text was checked with a spell checker. How many errors can you find that the program missed?
Martin:

Thank you for agreeing to be responsible for the Ocean View Development Proposal. Before you’re work begins, there are a few details we kneed to discuss.

· It is important that you stress the performance history of all the project supervises, because the board needs to feel confident with the personally behind the names. I will forward too you all the involved employee’s profiles as they arrive on my desk.

· Community Supports is essential to keeping the wheels turning on this project. Yule need to show you have the neighbors on you side. You can send a note two Marvin in Outreach for a primer on how to get started. Also, though I know Al Sharp’s humor can be over the top, he’ll give you some great ideas for making inroads. (Yule just have to ignore the manslaughter—just grin and bare it and take lots of notes.)

· The proposal will have a greater affect if it is accompanied by draft blueprints and detailed financials. Nothing else will pass luster. Consider asking for bibs from firms outside of the state.

· Last, the proposed is due March 12. Its going to make the rounds for signatories from all they supervisors. I think it would be best to have there approval confirmed prior to submission: read that as my suggestion that you work closely with them through the stages of developing the proposal. That whey their will be no surprises.

If you have equations on any of the above, let me know.

Arleen 

Grammar checker

A grammar checker is a software program or program feature that checks text for improper grammar. Like spell checkers, grammar checkers compare your sentences against an internal reference list; where spell checkers reference a listing of words, grammar checkers reference lists of sentence patterns and grammar rules.

The greatest drawback to using grammar checkers has to do with the variety of correct sentence patterns in English. This variety limits the program’s ability to effectively check all writing beyond a basic rubric. As a result, grammar checkers can mark errors that are not errors at all. 

Also like the spell checker, the grammar checker cannot solve all the problems you will encounter. And though it may help you in recognizing and correcting bad habits you’ve developed, it will never help you develop your individual writing style; you must be able to depend upon your own skills in these areas. 

ACTIVITY 2: Grammar Checker

Instructions: Find a page of text from a classic work of literature, and key it into a word processing program with a grammar checker. What corrections does the grammar checker suggest to improve the text? What grade reading level does the grammar checker assign to the text?

AutoCorrect and AutoFormat
AutoCorrect is a software feature commonly found in word processor programs such as Microsoft Word that automatically corrects misspellings on common typos as you are typing. For example, a user may type "please send more order forms"; the AutoCorrect feature would automatically correct the sentence to "Please send more order forms." (In this example, AutoCorrect not only fixes the misspelling but also capitalizes the first letter of the sentence or line. 
AutoFormat, another software feature commonly found in word processor programs, automatically changes the formatting or appearance of text as you type. For example, if a user types "2nd" AutoFormat would change this to "2nd". 

ACTIVITY 3: AUTOFORMAT AND AUTOCORRECT

Instructions: Do you know how to work with your AutoCorrect and AutoFormat features? Most word processing programs allow users to set operating standards for both of these features, for example, setting it so that it doesn’t capitalize every word that begins with “i.” Do the following:

1. Determine how to enable/disable the AutoCorrect and AutoFormat features.

2. Determine how to set the protocols/guidelines by which the AutoCorrect and AutoFormat features on your computer operate. (A good place to start is with the program’s “Help” feature.

3. Set your AutoCorrect and AutoFormat features according to your writing needs.

Thesaurus
Like its hard-copy namesake, a word-processing thesaurus provides synonyms for selected words. Users can generally select a word, choose the Thesaurus function, and view a list of words with similar or related meanings

ACTIVITY 4: Thesaurus
Instructions: The next time you are editing something you have written, have a thesaurus on hand. When you use the thesaurus feature on your computer, check the same word or words in your printed thesaurus. How do the printed thesaurus and the word-processing thesaurus on your computer compare?
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