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The following standard Microsoft Word 95 tools are used:

Auto Text

End Notes

Find and Replace

Spell Check

Track Changes

Drawing 

Note:  These are examples of material that I load onto Auto Text.  Any material from Word can be loaded.  The length does not matter.  In Word, go to View and then click on Auto Text and follow the prompts.  The Auto Text icon can also be added to the tool bar.

Auto Text Entries

note

Note:  Comments with the pound sign (#) refer back to this page.  Make whatever changes are needed or suggested.  Other numbers refer to sections in The Little, Brown Handbook.  Make whatever changes are suggested by the text in pen or ballpoint as close to the error as you can.  Do not rewrite the entire essay unless I suggest you do so and unless you have a conference with me first.

10

This is a fragment that careful proofreading should have caught.  See 10 for further explanation.  Please note that consistent use of such errors as comma splices, run-on sentences, or fragments may cause a student not to pass the course.  If you need help with correcting or preventing such errors, either see me or use the English Writing Center which is located in the bottom floor of the Library.

24g

This is an increasing common error that is not acceptable in formal writing.  With three exceptions, the end punctuation goes inside of the quotation marks.  See 24g for further explanation.  Make the changes through out the essay.

4d

Most of your assumptions are clear, but I am not certain that I follow them here.  More explanation, explication, discussion, and so on are needed to make your point clear to the reader.  Just giving the example is not sufficient for the reader to understand your example in the same way that you do.

com

Comment:  You need to know two things from me: what the errors are in the essay and what needs to be done to improve the essay.

If

If you need further explanation, then either use the English Writing Center or make an appointment with me.  My office hours are Monday, Wednesday, and Friday from ten until noon.

36g

When you merge a quotation into your own sentence, the resulting sentence must agree in number, tense, and person.  In other words, the resulting sentence has to read grammatically as if there were no quotation marks at all.  When there needs to be a lower case or an upper case or a word added or changed, then use brackets and put the change inside of the brackets.  See 36g for further explanation and examples.  

