Author Review 

Author review (AR) is your opportunity to see edits from the development editor (DE) and technical editor (TE). You will be asked to respond to suggestions or queries about structure, audience level, overall content, focus, and technical accuracy from these editors. Here are three key things to keep in mind as you complete author review:

· Always respond to every query. Execute the requested change, approve the already-made change with a simple “OK,” or explain why you do not approve or are unwilling/unable to make the requested change.

· Always leave Track Changes on as you do this. Word should automatically assign a different color (from those used by the editors) to your changes. If it does not, choose Tools ( Options and select the Track Changes tab. The first item on the tab is Inserted Text, with a Color option. Select By Author from the drop-down menu.

· Always turn your AR in as quickly as possible, and on schedule. The author review process takes place late enough in the chronological series of events, so a delay in returning at AR can seriously jeopardize a book's schedule.

Author Review Schedule

Your editor will provide you with a deadline for completing AR when files are sent to you. Your book has been scheduled into a fairly rigid production process. So that your book doesn't miss its planned publication date, it's important for you to adhere to the AR schedule established by your editor. When a book is released later than its planned publication date, sales and promotions can be seriously affected.

In most cases, your editor will batch chapters to you a few at a time. The expected turnaround time is usually 24 to 48 hours per chapter, but check with your editor for details about your AR schedule. Be sure to send chapters back to your editor as you complete each one so that the final clean-up pass can be started.

What You See

Some editors insert queries into a chapter by using Word's Comment feature, whereas other editors prefer to insert queries directly into the document in a separate paragraph — with Track Changes turned on and with the Query style applied to the paragraph. The following sections explain how to work with these two kinds of queries.

Queries inserted in revision marks in a separate paragraph

Some editors prefer to insert their queries in a separate paragraph that immediately follows the text they want to comment on. They work with the Track Changes feature turned on and apply the Query style to this paragraph so that you can easily see their comments. Word applies a different color scheme to each editor’s changes. When you see a query, please be sure to answer it with Track Changes turned on. To turn on Track Changes, follow these steps (if you are working in Word 2002 or later, you may not have all the Track Changes options described here; if that's the case, just be sure that Track Changes is enabled so that all your revisions are visible):


1.
Choose Tools ( Track Changes.


2.
Select Highlight Changes from the flyout menu. The Highlight Changes dialog box appears.


3.
Make sure that at least the top option (Track Changes While Editing) is selected. The other two are optional. Click OK.

If you also selected the second Track Changes option (Highlight Changes On Screen), you can see every addition and deletion made in the chapter. If you find the colors, underlining, and strikethrough distracting as you read the chapter, feel free to uncheck this option.

If you object to a given change, do not undo or reverse the change; instead, insert a note to the editor explaining your objection.

Queries inserted using the Comments feature

Some editors insert queries into a chapter by using Word’s Comment feature. The text or item being referenced with a comment will be highlighted on-screen in yellow, followed by a box containing the editor’s initials and a sequential number. Hold your cursor over the highlighted text, and a small box appears with the comment. To see all comments in the document, choose View ( Comments. All comments are shown in a separate pane at the bottom of your screen.

If your editor has used Word's Comments feature, you can answer queries directly in the Comments window by right-clicking the yellow highlighted text, selecting Edit Comment from the pop-up menu, and typing in the pane that opens. For ease of reading, use some sort of spacing between the end of the existing query and the beginning of your response to it.

Note: Even if you have no response to a particular query, initial the query or type OK as is so that we know that you have seen it.

Correcting Art at AR

During AR, you may notice that the figures in your book have been inserted into the chapter files. These low-resolutions versions of the figures have been embedded so that you can check the accuracy of rendered art and the cropping of and callouts (if any) on screen shots. If you don’t see embedded art during AR, you will see it during check of copy edits. (See the following section “Check of Copy Edits.”)

If you notice any screen shots that need to be corrected, capture the correct screen, name the file with the same name you used originally, and send it along to your editor when you return your reviewed chapter. Be sure to also insert a note in the chapter saying that you are replacing the figure and why.

For corrections to line art, insert a note in the file (with Track Changes enabled so that the note stands out) explaining how the line art needs to be changed. Your editor will work with our in-house artists to ensure that the art is corrected.

Reviewing Your Code

Review displayed code carefully to ensure that it is presented properly, particularly with regard to line wraps and alignment of tabular-type material. When conducting this review, make sure that you do not have Word’s Wrap to Window option (available in the Options dialog box) turned on. You can get a more accurate representation of the page by switching to Page Layout view or, of course, by printing the document. Be sure to eliminate any tabs or indents in code and replace them with spaces. Our production process simply does not permit tabs or indents as a spacing tool. Be sure to review the section "Incorporating Code Effectively" in the series guidelines provided by your editor for a refresher on the details of including code within text.
Check of Copy Edits

After you complete author review, the development editor cleans up all the queries and responses in each chapter and passes the manuscript on to a production editor (PE). The PE handles the book throughout the remainder of the process, including copy editing and page composition. During this final phase of the book process, each chapter will be sent to you again so that you can see the changes made by the copy editor (CE). This is generally a quick review of grammar, spelling, and sentence structure changes. The PE will provide you with a schedule for returning chapters. Please note, you might be seeing embedded art in these files, so you should use this opportunity to check your figures, screenshots and illustrations.

