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EDITING MARKS (For Hardcopy Editing)

T gy
GENERAL SYMBOLS

Nk Ealy- (£ ! ik S e

Symbol Meaning of Symbol Edited Document Please Change To

il to err is %uman
or ---
7/ Delete to err is ret human

N jﬁ“ is

to err,human
a

Insert
| i S
to err ifi human .
/ or | is to err is human
Replace to err was human
Sl .
fF to er‘rlhumanllsl

Transpose

% T ] .@

Let it stand/Ignore ,
marked correction to errfisfhuman

.
TR IR third floor
Spell out [3rd Fir]

i i 2 JAgE
3rd FIr

Abbreviate or use [third ﬂgﬂr]
symbol
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FORMATTING SYMBOLS
ik Eaiy (t Sl TR B
Symbol Meaning of Symbol Edited Document Please Change To
Insert space to erris human
to err is human
—~ to err is hu man
~ Close up space —
jﬁj g XXXXXXXXXXXXXXX
2T OO0 :
— # Insert line space XAAXXKXRKX # XXXXXXXXXXXXXXX
e MO0
# PR 53 gt —< }/#‘ XXXXXXXXXXXXXXX
—~ ¥ Delete line space XXXXXXXKKK XXXXXXXXXXXXXXX
ffé}%ﬁ bcdefghijk
. abcdefghijklmno
[ Move left [ abcdefghijkimnop gny P
Het PR .
] Jpi “Jabcdefghijklmnop abcdefghijkimnop
Move right
j} EJ,'EJIII:II
1..[ * ]Ahcdefghijklmnnp[ abcdefghijklmnop
Center
q SABR XXXXX . XXKXXXX XXXXXXX.
New paragraph vV XXXXXXXX XXX XXX XXX XXXX
TR HAAKX. }/ﬂ XXXXXXX . XXXXXXXXXXXX
?/ ﬂ NO new paragraph Kxxxxxxxxxxxxx_ XXXXXXXXX.
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FONT TYPE AND STYLE SYMBOLS
ik ERS T3 (55 ] TSR EES
Symbol Meaning of Symbol Edited Document Please Change To
FIEES:s
P f abcdef
Italic [abcdef]
CORre: (br)
P FE . abcdef
Boldface [abcdef]
GRS
/ R ,a‘t‘:cdef Abcdef
Caps/Uppercase
/ I,E[HJJF@
cdef abcdef
Lowercase ‘ﬁﬁ
(O merg )
ABCDEF
Small caps [ABCDEF]
Com) g
i J% abcdef
Roman type [abcdef
CHRETT™
qﬁﬁ abcdefghijlkmnop
Wrong font abcdeffghljkimn
FIRY
\/ ) HQO H,O
Subscript
=] g
A i 3A = 27 3% =27
Superscript
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PUNCTUATION SYMBOLS

NE EXN - fv%‘ﬁ*ﬁm ﬁﬁﬂiﬁ?b." J EHEHYF
Symbol Meaning of Symbol Edited Document Please Change To
o Bk To err is human, to
Period forgive divi
To err is human, to forgive
B divine.
® ki To err is hum
Comma forgive divine.
FvE .
: F HamletﬂTD be or not Hamlet: To be or not to be...
Colon to be...
Bl P
: _ I got a cat her name I got a cat; her name is Luca.
Semicolon is Luca.
i

Is it human to err;

Is it human to err?

Question mark A
o I

! Wow - Wow!
Exclamation mark )

S TR
@ i . Q Nobody is error-free.
Hyphen Nobody is error,free.
’ oE Abcs abc’s
i
Apostrophe
S5 “ 2

[13 2
Quotation mark

VSupermanVsighted

“Superman” sighted

1 TR 1
— M pages 10-20
N En dash (Alt + 0150) pages IDhED
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1| s T .
— To err,well, it's only To err—well, it's only human.
M Em dash (Alt + 0151)
human.
cells/meter
Virgule (slash) 6 cells{meter
(...) ik to err,make a mistake, thO err (make a mistake) is
uman
Parentheses is human
RIEt . .
[...] g to err,make a mistake, to err [make a mistake] is
Brackets . human
is human
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