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Effective	Onscreen	Editing:		
New	tools	for	an	old	profession	(3rd	edition)	
by	Geoff	Hart	
5eviewed by Dave Gardiner who found the unexpected – it was far more useful than 
he thought it would be. 
“If you believed that editing involves nothing more 

profound than correcting typographical errors and 

changing words or phrases to suit your personal taste or 

the dictates of someone’s style guide, you wouldn’t be 

reading this book. (Also, your editorial career would be 

short and inglorious.)”. Geoff Hart. 

7KLV LV WKH VHFRQG RI *HRII +DUW¶V ERRNV ,¶YH UHYLHZHG� 
DQG , ZLVK ,¶G KDG LW ZKHQ , VWDUWHG HGLWLQJ� $V D WHFKQLFDO 
ZULWHU� JRLQJ E\ WKH WLWOH� \RX PLJKW WKLQN WKDW WKH ERRN ZLOO 
WHOO \RX ZKDW \RX DOUHDG\ NQRZ� VXFK DV XVLQJ µWUDFN 
FKDQJHV¶� %XW LW LV PXFK PRUH WKDQ WKDW� :KLOH IRFXVLQJ 
RQ KRZ WR PRVW HIIHFWLYHO\ XVH 
0LFURVRIW :RUG IRU :LQGRZV DQG 0DF� 
WKHUH DUH IHZ VFUHHQVKRWV� *HRII 
PDNHV LW FOHDU WKDW EHFDXVH WKH 
LQWHUIDFH RI HDFK YHUVLRQ RI :RUG 
FKDQJHV� LW LV QRW ZRUWK LQFOXGLQJ 
VFUHHQVKRWV� ,QVWHDG� WKHUH DUH QHDUO\ 
��� SDJHV RI VDJH DGYLFH WKDW \RX 
FDQ �DQG VKRXOG� DSSO\ UHJDUGOHVV RI 
ZKLFK ZULWLQJ WRROV \RX XVH� 
*RRG WHFKQLFDO ZULWLQJ ODUJHO\ FRPHV 
GRZQ WR KDYLQJ JRRG HGLWLQJ VNLOOV� ,W¶V 
DVVXPHG \RX¶YH OHDUQHG WKH EDVLFV RI 
HGLWLQJ� EXW QHHG WR NQRZ KRZ WR 
DSSO\ WKRVH VNLOOV LQ SUDFWLFH� :KDW 
\RX OHDUQ KHUH LV QHDWO\ VXPPHG XS LQ 
�� FKDSWHUV FRYHULQJ WKH DUHDV RI 
PDVWHULQJ HGLWLQJ WRROV� LGHQWLI\LQJ 
DQG RYHUFRPLQJ EDUULHUV� FRSLQJ ZLWK 
WKH KXPDQ IDFWRU� DQG LPSOHPHQWLQJ 
RQ�VFUHHQ HGLWLQJ� 
:KDW VWUXFN PH DV WKH PRVW XVHIXO 
ZHUH VHYHUDO FKDSWHUV RQ KRZ WR UXQ \RXU EXVLQHVV DQG 
GHDO ZLWK DXWKRUV ± WKH human DVSHFWV RI HGLWLQJ� )RU 
H[DPSOH� IURP HQJDJLQJ ZLWK DXWKRUV WR QHJRWLDWLQJ SD\� 
ZRUNLQJ UHPRWHO\� EDFNLQJ XS ILOHV� RYHUFRPLQJ 
UHVLVWDQFH WR RQVFUHHQ HGLWLQJ� VROYLQJ SUREOHPV ZLWK 
VRIWZDUH VHWXS DQG ZRUNIORZV� DQG EDFNLQJ XS ILOHV 
�DJDLQ�� ,W LV DOO JUHDW LQIRUPDWLRQ IRU DQ\RQH ZKR LV 
VHWWLQJ XS D EXVLQHVV DQG ZDQWV WR NQRZ WKH WULFNV DQG 
WUDSV�  
$ FKDSWHU RQ SHUVRQDOLVLQJ :RUG LV PHDQW WR PDNH \RX 
PRUH SURGXFWLYH� HVSHFLDOO\ ZLWK QLIW\ NH\ERDUG VKRUWFXWV 
DQG WRROEDUV� ZKLFK DUH IDU TXLFNHU WKDQ KXQWLQJ DURXQG 
ULEERQV� 7KURXJKRXW DUH H[DPSOHV RI WKH TXLUNV RI HDFK 
YHUVLRQ RI :RUG� DQG KRZ WR ZRUN DURXQG SUREOHPV \RX 
HQFRXQWHU ± ³However, Word doesn’t always cooperate; 

see Chapter 10 for suggestions…”  

&KDSWHUV RQ PRYLQJ DURXQG GRFXPHQWV� UHYLVLRQ WUDFNLQJ 
DQG XVLQJ VHDUFK WRROV DUH PHDQW WR PDNH \RX PRUH 
HIILFLHQW DQG WR DFKLHYH FRQVLVWHQF\�  
“Consistency is something readers never notice − until 

they trip over an inconsistency.´ 7KHUH LV D JRRG 
GLVFXVVLRQ RQ VW\OH VKHHWV DV D ZD\ WR DFKLHYH 
FRQVLVWHQF\ LQ WHUPV� VSHOOLQJ� DQG WKH DXWKRU¶V YRLFH� $ 
GHWDLOHG RYHUYLHZ RI LVVXHV WR LQFOXGH� DQG XVLQJ VW\OH 
VKHHWV� LV VXSSOHPHQWHG E\ D EULHI VHFWLRQ RQ 6LPSOLILHG 
(QJOLVK DQG FRQWUROOHG YRFDEXODULHV� $V D WHFKQLFDO 
ZULWHU� LW ZRXOG KDYH EHHQ JRRG WR VHH D PRUH LQ�GHSWK 

H[SORUDWLRQ RI WKLV WRSLF� 
0DFURV DUH JLYHQ WUHDWPHQW DV D 
ZD\ WR DXWRPDWH \RXU HGLWV� DQG 
\RX¶UH ZDUQHG WR EH DZDUH RI WKH 
OLPLWDWLRQV LQ JUDPPDU DQG 
VSHOOLQJ FKHFNHUV� ,W ZDV JRRG WR 
VHH VRPH GLVFXVVLRQ RI PDUNXS 
ODQJXDJHV �+70/� ;0/� ± WKHVH 
DUH QRW W\SLFDOO\ ZKDW FRPH WR 
PLQG ZLWK RQVFUHHQ HGLWLQJ� EXW 
\RX QHHG WR NQRZ KRZ WR SLFN 
\RXU ZD\ WKURXJK WDJJLQJ DQG 
FRQWHQW ZKHQ IDFHG ZLWK PDUNXS�  
$ FKDSWHU RQ XVLQJ WKH LQWHUQHW DV 
DQ HGLWLQJ UHVRXUFH OLVWV VW\OH DQG 
JUDPPDU JXLGHV� DV ZHOO DV 
UHIHUHQFH GDWDEDVHV OLNH *RRJOH 
6FKRODU �ZKLFK ,¶YH IRXQG YHU\ 
XVHIXO ZKHQ FRQILUPLQJ ZRUGLQJ RI 
H[WUDFWV LQ SXEOLFDWLRQV�� $QG 
*HRII VKRZV XV KRZ WR FRQVXOW 
RQOLQH UHVRXUFHV EHIRUH 

DSSURDFKLQJ WKH DXWKRU ZLWK DQ\ TXHULHV� 
7KH DSSHQGLFHV SURYLGH D JRRG ZUDS�XS RI RYHUDOO 
HGLWLQJ VWUDWHJ\� ZLWK µTroubleshooting Microsoft Word¶ 
DOHUWLQJ \RX WR SUREOHPV OLNH� FDQ¶W W\SH V\PERO 
FKDUDFWHUV� DQG 1RUPDO�GRWP WHPSODWH KDV EHHQ 
FKDQJHG�  
7KHUH¶V DOVR D JORVVDU\ DQG ELEOLRJUDSK\ RI UHIHUHQFH 
PDWHULDO WKDW \RX FDQ DGG WR \RXU RZQ OLEUDU\� 7KH ERRN 
FHUWDLQO\ LPSDUWV PDQ\ \HDUV RI HGLWLQJ H[SHULHQFH DQG 
WKH DXWKRU GRHVQ¶W KROG EDFN RQ ZKDW ZRUNV� ZKDW 
GRHVQ¶W� DQG KRZ WR JHW DURXQG SUREOHPV� 

7KLV ERRN ZDV GRQDWHG IRU UHYLHZ E\ *HRII +DUW� 
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