paperlessproofs

Quick start guide to proof correction

paperlessproofs work with specially activated PDF files.The
palette will only appear when you open a PDF file activated
to work paperlessproofs.

This document is an outline of the most common proof
corrections. More extensive and detailed guides are available
from www.paperlessproofs.com/download.htm

* Installing and using paperlessproofs

« Full guide to the paperlessproofs palette and proof-
correction symbols

+ '"How-to’ guide to more complex proof correction tasks

The paperlessproofs palette

/Proof—correction symbols
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To use paperlessproofs

Open an which has been activated to work with paperlessproods.The
paperlessproofs palette will appear automatically. To place a proof-correction
symbol on the page, click on the symbol in the palette, and then click to
place it on the page.

Colour
Use red for typesetters errors, blue for author’s or editor’s changes. Select the
colour of the symbol from the toolbox before selecting the symbol or tool.

Insertions

Use the | A| symbol in the text to show where the insertion is to be made;
place the insertion at the nearest point in the margin , or if it is too large to
fitin the margin place the insertion at the foot of the page keyed by a letter
symbol. Place the | A| symbol after the insertion to indicate where it ends.
Larger inserts can be cut and pasted from other applications such as Word,
or afile containing the insertion can be attached.To insert space use the
symbol.
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Replacements
Use the cross out tool to indicate which text is to be removed. Place the
replacement at the nearest point in the margin, or if it is too large to fit in
the margin place the replacement at the foot of the page keyed by a letter
symbol.Place the|/ | symbol after the replacement to indicate where it ends.
Larger replacements can be cut and pasted from other applications such as
Word, or a file containing the replacement can be attached.

Wickham.

‘Is he married or single?”

*Oh! single, my dear, to be sure! A single man of large fortune;
fourclﬂ\re/ we-er-three thousand. What a fine thing for our girls!”

‘How so? how can it affect them?’

e_,’f ‘My dear Mr. B'#unet,’ replied his wife, *how can you be
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‘Is that his design in settling here?”

@ am thinking of his marrying one or other of them

Deletions

Use cross out tool to indicate which text is to be removed. Place the
symbol in the margin to indicate a deletion is required.To reduce space use

the [T |symbol, to remove space completely use the || symbol

‘Is he married or single?’
‘Oh! single, my dear, to be sure! A single man of large fortune;
C-;x‘ f:iaour or five thousand a year. What a fine |thing for our girls!” T_,f’
~ ‘How so? how can it affect them?’
S e settheneanrratfesrthon
‘My dear Mr. Bennett," replied his wife, “how can you be so
tiresome! You must know that I am thinking of his mafyying one ::
or other of them.’

Text formatting

Italics: use the line tool to place a line under the text to be italicised and the
symbol in the margin

Bold: place the [+] symbol under the text and stretch to indicate the text to
be emboldened, place the E symbol in the margin

Bold italics: place a line and the [+] symbol under the text and the
symbol in the margin

To remove text formatting: use the oval tool to indicate the text and |4 to
remove italics; to remove bold; and to remove bold italics

L//This is in jtalic type This is in italics

./\/\/'/ThiS is in bold type This is in bold type
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A%N//This is in bold italic type
[ avawa

4|,// This is inG@ormabtype

A,|,\,/This is in ormabtype

%/This is inqermabtype

This is in bold italic type
This is in normal type
This is in normal type

This is in normal type

Changing capitalisation
Use the oval tool to indicate the text. Use [=] to indicate capitalisation is
required; |=E| to remove capitalisation.

= @/Thc @1itcd®ingdom is a member of the@n

$@/Thc United Kingom is a Jember of®hc EU

The United Kingdom is a member of the EU

The United Kingdom is a member of the EU

Paragraphs

To indicate the start of a new paragraph use the |_[ | symbol in the text and
in the margin.To run two paragraphs together use the Line Tool to link

the paragraphs and the || symbol in the marking.To indicate a missing
paragraph indent use the | 5| symbol in the text and in the margin.

heard that Netherfield Park is let at last?”
I::J,r’ 1. Bennet replied that he had not.|‘—But it is," returned she; “for |j:’
Mrs. Long has just been here, and she told me all about it.” '
S/ Mr. Bennet made no answer. —
</ Do not you want to know who has taken it?" cried his wife
impatiently.
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