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How to Revise Using Word

Punctuation!
People have problems with punctuation. I know this. But learning from past errors is really the only way to fix them in the future. This handy guide, though, can make that process easier.
Semicolons

Use FIND/REPLACE to highlight your semicolon use: 

A semicolon does one of two things at any given time:

1. It joins two “independent clauses,” aka “complete sentences,” either on its own (that is, without a coordinating conjunction—and, but, for, nor, or, yet):

· Advertising as a system makes only a single proposal; it proposes to each of us that we transform ourselves our lives by buying something more.

· “Advertising as a system makes only a single proposal” is a complete sentence; it can stand on its own.

· “It proposes to each of us that we transform ourselves our lives by buying something more is a complete sentence; it can stand on its own.

Or, it joins to “independent clauses” with a transitional phrases or conjunctive adverbs (see below for a list):

· The strategy aspires to elucidate the story succinctly; however, the result is both uncharismatic and unentertaining.

· “The strategy aspires to elucidate the story succinctly” is a complete sentence; it can stand on its own.

· “The result is both uncharismatic and unentertaining” is a complete sentence; it can stand on its own.

“However” is a conjunctive adverb; it is ALWAYS preceded by a semicolon and followed by a comma, when used to join to sentences. 

Other conjunctive adverbs are:

· Also

· Besides

· Consequently 

· Finally

· Furthermore

· Hence

· Incidentally

· Indeed

· Instead

· Likewise

· Meanwhile

· Moreover

· Nevertheless

· Similarly

· Then

· Therefore
· Thus


Transitional phrases are:

· After all

· As a result

· At any rate

· At the same time

· By the way

· Even so

· For example

· In addition

· In fact

· In other words

· In the second place

· On the contrary

· On the other hand

2. And the semicolon separates elements of a list that already have commas in them:

· “The CEO was accused of several felonies, which included concealing evidence that his company knew here was a lethal defect in one of its products; persuading an employee to lie about the callous, profit-driven refusal to fix the defect; and actually shredding important, irreplaceable legal documents.”

NOTE the parallelism of elements in the list: concealing…, persuading…, shredding. 

Commas 

Use the FIND/REPLACE feature of Word to highlight your comma use. A comma is used:

1. Before a coordinating conjunction that joins two complete sentences:

· I shot the sheriff, but I did not shoot the deputy.

· After introductory expressions:

· Although I shot the sheriff, I did not shoot the deputy.

· While I admit to having shot the sheriff, no amount of torture will make me admit to shooting the deputy; I did not shoot the deputy.

· Having admitted to shooting the sheriff, the suspect was held without bond in Maricopa’s Madison Street jail.

· From my vantage point, I could have sworn you shot the deputy.

· Well, maybe I did shoot the deputy, too. [ALWAYS use a comma to set off the word “too.”]

2. To separate PARALLEL items in a series/list:

· I shot the sheriff, his deputy, and their dog.

· I shot the fat sheriff, his obnoxious deputy, and their worthless dog.

· To separate coordinate adjectives (adjectives that modify a single noun):

· Walking down the dirty, silent street, I knew I had to shoot the fat sheriff, his obnoxious deputy, and their worthless dog.

· It is a waiting, silent, limp room. –Eudora Welty
3. To set off nonrestrictive elements used as modifiers:

· My sister, who is as sane as her 80-year old grandmother, shot the sheriff and the deputy, but I have it on good authority that she would never be crazy enough to shoot their dog. [The modifying element—“who is as sane as her 80-year old grandmother”—doesn’t restrict the meaning of “sister.”]
· I enjoyed shooting the sheriff with my .22 shotgun, which had been in my family for years. [The modifying element—“which had been in my family for years”—doesn’t restrict the meaning of “shotgun.” However, if I wrote: “I enjoyed shooting the sheriff with the .22 shotgun that had been in my family for years,” the element “that had been in my family for years” restricts the meaning of “shotgun.” In other words, I’ve implied that there were many .22 shotguns I could have chosen from, but I chose the one that had been in my family for years. ]

4. To set off an appositive:

· I shot the sheriff, a wheezing tub of lard, last night at 8:00. [here, “a wheezing tub of lard” renames “the sheriff”; this is an “appositive”]
· You can visit the site of his execution, the corner of Main and Davis, anytime you like.

5. To set off absolute phrases: 

· My temper being what it is, I’m sure you don’t want a confrontation. [the absolute phrase—“my temper being what it is”—is not grammatically connected to any other part of the sentence; it modifies the whole sentence]
· The sheriff gazed up at the sky, his sight growing dimmer and dimmer.
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Spellcheck and Grammarcheck
Word’s spell- and grammarcheck feature is not as powerful as it could be, but if you set the options correctly, it can be quite helpful. 

Select TOOLS(OPTIONS and open the SPELLING & GRAMMAR TAB
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Check CHECK GRAMMAR AS YOU TYPE; CHECK GRAMAR WITH SPELLING; SHOW READABILITY STATISTICS. 
Select the SETTINGS button:
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Set the WRITING STYLE to either “grammar & style,” as above, or “formal.” [this will depend on which version of Word you’re working with]; REQUIRE as above. CHECK EVERY BOX AVAILABLE UNDER BOTH “GRAMMAR” AND “STYLE.” 

Click OK, and return to your document. 

Turn on the Office Assistant—when you check your document for grammar, the Assistant will generally explain some of your errors.
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Select TOOLS(SPELLING AND GRAMMAR to begin checking your document.
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Once you’ve spell- and grammar-checked the document, you will see your essay’s “readability statistics.” These statistics can be informative guides to your writing. If the reading level is too low, you need to use better words and more complex sentence structures. If the passive sentences percentage is over 3%, you need to use more active voice. If the “Flesch Reading Ease” score is too low, your essay is very difficult to read. Note that the readability statistics do not exceed the 12th grade reading level; therefore, a lower reading ease score is to be expected. In first year composition, you should aim for a score between 50 and 60. 

[image: image5.jpg]Words
Characters
Paragraphs
Sentences

Averages
Sentences per Paragraph
Words per Sentence
Characters per Word

Readabiity
Passive Sentences
Flesch Reading Ease
Flesch-Kincaid Grade Level

[21x]

13387
72166
101
454

7.0
28.7
52

10%
316
12.0











