Annex 14
guidelines for electronic proofreading

When reviewing a PDF file in Adobe Acrobat Professional, Adobe Reader or other similar tools, corrections and comments should be introduced according to the present guidelines and to the enclosed sample.

1. Correct character(s):

Select the whole word, copy/paste it and make the correction in the pop-up window

Select the whole word, copy/paste it and make the correction in the pop-up window

2. Delete character(s):

3. Correct word(s):

Select word and start typing the replacement text

4. Delete word(s):

Select word(s) and click on Backspace or Delete

5. Split word(s)

Select the word and retype as it should be

6. Missing character(s):

Select word and start typing the replacement text including missing character(s)

7. Missing word(s):

Select the preceding or following word, repeat it in the pop-up window and insert the missing word(s) in the pop-up window

8. Correct inverted characters:

Select whole word and repeat whole word correctly

9. Correct inverted words:

Select both words and repeat words in right order

10. Insert space:

Select and retype as it should be with added space(s) (See "Split word")

11. Correct punctuation mark:

In Text edit mode, select the punctuation mark you want to modify and type the correct punctuation mark

12. Insert punctuation mark:

In Text edit mode, put the cursor where you want to add the punctuation mark and type the punctuation mark

13. Correct hyphenation:

Select Pencil tool and indicate which part of the word should move to the next or the previous line

14. Remove hyphenation:

Select word with hyphen and retype without hyphen

15. Missing paragraph:

Include Note with text and change Note symbol to ¶ symbol in properties toolbar

16. Create new paragraph:

Use the Pencil or Polygon Line tool to draw the "new paragraph" symbol. If necessary you can write a comment (e.g. renumber following paragraphs) in the pop-up note.

17. Connect to previous paragraph:

Use mark-up tool, e.g. Pencil to make the traditional correction sign

18. Insert footnote:

In Text edit mode, put the cursor where you want to add the footnote and type the following code *Fn*. Type "Enter" and put the actual footnote reference on the next line.

Please note: This instruction implies that the footnote call is inserted, the actual footnote reference inserted at the bottom of the page and that possible following footnotes are renumbered.

19. Change style:

Highlight (for instance yellow) and add instruction in pop-up window

20. Change font:

Highlight text + write instructions in pop-up window between two stars "*" (see Layout instructions)

21. Layout instruction:

Please use the Note tool. In order to avoid misunderstandings, always put instructions between two stars as follows: *This is an instruction*.

22. Indicate page width/line length:

Please use Note tool or custom stamp

23. Indicate indent:

Use mark-up tool, e.g. Pencil or Polygon Line tool

24. Indicate author's correction:

Insert the following code *AC*, type "Enter" and put the actual correction or instruction on the next line

25. Review an image:

Use Sticky Note tool, Callout tool or mark-up tools, e.g. Line tool

Please note that Annex 14 provides an example of a document proofread electronically according to these recommendations
