This sample page demonstrates our three levels of service: proofreading, copy-editing, and rewriting; and shows you how our changes and comments are displayed in the Errors Report you receive.  Rest your cursor on each correction or yellow highlight to see our comments. (If a ScreenTip doesn't appear, click Options on the Tools menu, click the View tab, and then select the ScreenTips check box under Show.)  To see all Comments, go to View and click Comments.  
With your Reviewing toolbar turned on, you can jump through the document from change to change, and accept or reject suggested corrections as you go.  (When you highlight a change and click the "accept change" icon, Word automatically corrects the copy; if you click "reject change", your original version is retained.)  You can also add your own comments before passing the revised version along to others for advice or implementation. 

Note:  If you see underlines in the first boxed paragraph below, you have your own automatic spell-checking tool turned on. By comparing these marks with the OOPS! Proofreading Errors Report below the box, you can quickly see the errors spell-checking didn’t catch.  

ORIGINAL TEXT:
Everyones point of view is difrent.  I think before going to make a generalization about the way difrent people approach difrent situations you would have to start by redefining whatever it is you think you are talking about and then going from there.  Say for example, you are in a classroom and the teacher asks a question.
Level One:  PROOFREADING ERRORS REPORT:

Everyone’s point of view is different.  I think, before making a generalization about the way different people approach different situations, you would have to start by redefining whatever it is you think you are talking about and then going from there.  Say, for example, you are in a classroom and the teacher asks a question.

Level Two:  COPY-EDITING REPORT: 

Everyone’s point of view is different.  I think, before making a generalization about the way different people approach different situations
, you should start by defining 
whatever you are talking about.  Say, for example, you are in a classroom and the teacher asks a question.

COPY-EDITED VERSION WITH CHANGES ACCEPTED:  
Everyone’s point of view is different.  I think, before making a generalization about the way different people approach situations, you should start by defining whatever you are talking about.  Say, for example, you are in a classroom and the teacher asks a question.

Level Three:  REWRITE: 
A.  FORMAL AND ABSTRACT VERSION:
 
Everyone’s point of view is different. Rather than generalize about the way people approach a particular situation, it’s important to consider individual differences.  It always helps to begin by defining the issues.  For example, a teacher in a classroom may ask a question. 
B. PERSONAL AND DIRECT VERSION: 

Everyone’s point of view is different.  Instead of generalizing about the way people approach a certain situation, you need to 
consider individual differences.  Start by defining the issues.  For example, suppose you’re in a classroom and the teacher asks a question.
�PAGE \# "'Page: '#'�'"  �� Do you mean “different people approach different situations?” or “different people approach the same situation?”


�PAGE \# "'Page: '#'�'"  �� “redefining” implies that you had already defined the issue; nothing in the text indicates this is the case.


�PAGE \# "'Page: '#'�'"  ��  If the tone and style of your document is inconsistent or unclear, we will ask you to clarify your preferences before we undertake a rewrite.  


�PAGE \# "'Page: '#'�'"  �� or “be sure to” –or omit this phrase altogether.





