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Editing Skills Exercise – Part I
1. Make sure that there is a Student Folder icon on your desktop.
2. Open a word processing program (Word).

3. Open a new blank document.

4. Set the right, left, top and bottom margins to 1”.

5. Leave the line spacing at Single.

6. Create the header in the top right-and corner.

7. Create the header in the body of the document, following the example, above.

8. Create a centered title: Editing Skills Exercise. 
9. Return, and set Align Left

10. Save As: YourLastName Editing Skills.

11. Open the Student Folder and find the document named “Sentences.”

12. Select All and paste into your Editing Skills document on the line below your title.
13. Save

14. E-mail yourself a copy and cc it to Mary.

Editing Exercise – Part II

14. Open a web browser (Safari)

15. Log-in to Comment
16. Click on The Everyday Writer icon
17. In the right-hand screen, click on The Everyday Writer companion Web site link.
18. Click on the Twenty Most Common Errors link.
19. Review the errors until we begin the editing exercise as a group.
Editing Exercise – Part III

20. In your Editing Skills document, copy sentence #1 and paste it below the original sentence #1. 
21. Select the copied sentence and make it Bold.
22. Edit the sentence for standard English grammar.
23. After we have gone over the sentence as a group, make corrections, as needed.
24. Repeat for each sentence that we go over in class.
25. Delete the rest of the sentences, print out 2 copies, and give one to Mary.
