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Editor’s note: The author and I met in 
Hollywood at the American Copy Editors 
Society conference in 2005 and have 
corresponded ever since. In the spring of 
2008, she mentioned to me that she would 
be traveling to London to help a sister 
company implement successful copyedit-
ing practices. Because many Copyediting 
subscribers work in communications 

departments, I thought it would be useful to readers for the author 
to share her experiences.

The original version of this article led with the resources available 
through Copyediting that the author used to prepare for her trip. 
Those resources are given at the end of the article, on page 10.
 
In the summer of 2008, I spent five weeks in London training 
a new copyeditor, establishing copyediting best practices, and 
developing a style guide for the communications department of 
one of my organization’s sister companies.

An American teaching British colleagues about copyediting? 
How would that be received? I had little sense of what it was going 
to be like to copyedit in London. Would it be familiar, or would there 
be many differences from practices in the United States? Would my 
knowledge and years of experience be helpful, or was I going to feel as 
if I were starting over? Were there going to be available references? 

It turned out there were fewer differences than I suspected—
mostly to do with usage and punctuation—and there were many 
similarities, especially in process and workflow. Because the London 
organization and my own are both members of a larger group, there 
were many similar best practices already in place that greatly helped, 
such as weekly team meetings to review workflow, project status, 
and the due dates for each project; and an on-site reference library 
with full-time associates available to help verify facts or suggest in-
dustry books that might aid with copyediting.

The communications department in London did not have 
a copyeditor before my arrival, and the manager asked that I 
update its workflow chart, detailing where copyediting fit and 
describing what would need to occur at each stage. I added what 
was logical (rough copyedit, fact-check, final copyedit, signoff 
and approval before the piece goes to the printer, and so on). 
Identifying the steps was easy, but would the process work and 
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THE QUIZ

How many mistakes 
does the following  
sentence contain?

Nearly one of out of 
five homeowners owe 
more on their house 
than they are worth.

See page 11 for the answer.
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Copyediting, 
British-style
  

    

The Subversive Copy Editor: 
Advice from Chicago (or, 
How to Negotiate Good  
Relationships with Your Writ-
ers, Your Colleagues, and 
Yourself), by Carol Fisher 
Saller. University of Chicago 
Press (April 2009), 152 pp., 
$30.00 hardcover/$13.00 
paperback.

This will not be an unbi-
ased review.

That’s because Carol Fisher 
Saller, a heretofore unnamed 
editor who answers questions 
submitted to the Q&A page 
at The Chicago Manual of 
Style Online, has hit this one 
out of the ballpark. Ms. Saller 
is knowledgeable and funny, 
her advice is practical and 
relevant, and the book she has 
written is above all readable. 
So readable, in fact, that when 
I received a set of uncorrected 
page proofs for review, I could 
not put them down. I read the 
entire set, sacrificing much of 
a night’s sleep. It was exhila-
rating, as if I’d been to a re-
vival meeting where Ms. Saller 
was the preacher and I was the 
amen corner.

My “amens” took the form 
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I’ve got something 
to say
by Linda Lowenthal

More than a year ago, as I was casting about 
for a topic, Copyediting’s editor, Wendalyn 
Nichols, mentioned that a few readers had 
taken issue with her use of the construction 
have got. At the time, I suppose I dismissed 
this objection as a random personal peeve, 
not unlike my horror of bananas. When I 
looked into it, however, I found that the us-
age annoys—or at least has annoyed—a lot 
more people than I realized.

Have got is actually used in two distinct 
ways, one suggesting possession and the 
other, obligation. The first, as in “I have got 
[or, more usually, I’ve got] a new car,” “has 
been used   …   in literary English for more 
than four hundred years,” Bergen and 
Cornelia Evans wrote in their 1957 work 

A Dictionary of Contemporary American 
Usage. “But it was strongly condemned by 
nineteenth century grammarians, especially 
American grammarians, and many people 
today condemn it. At present, it is more 
acceptable in Great Britain than it is in the 
United States.” Even now, a question like 
“Have you got a pen?” has a distinctly Brit-
ish sound. In fact, as Wendi noted, the Eng-
lish as a Foreign Language (EFL) textbooks 
she used when teaching in England present-
ed have got as the standard form to learn.

The Evanses themselves okayed the use 
of have got for possession, partly on the 
grounds that one meaning of to get is to 
obtain or acquire—and “what one has 
just acquired, one now possesses.” But 
this same observation can be used against 
it (and Americans, at any rate, would use 
have gotten to mean “have just acquired,” 
if they didn’t use a more precise word).
In his 1942 Usage and Abusage, Eric Par-
tridge quoted at length from an anony-
mous but extraordinarily wound-up 18th-
century British grammarian who reasoned 

that since the basic sense of both have 
and get has to do with possession, “I have 
got” literally means, nonsensically, “I have 
have.” “It may, therefore, be advanced 
as a general Rule,” he concluded, that 
“when Possession is implied, it is vulgar 
to use HAVE in construction with GOT.” 
Meanwhile, some people seem to consider 
it not redundant but self-contradictory. 
“You either have it or you get it,” wrote 
a commenter on an English as a Second 
Language (ESL) Web site that mentioned 
this issue. “I got it yesterday. I have it to-
day. ‘Have got’ is a sloppy, incorrect use 
of a combination of the two words.”

Beyond appeals to logic, these objec-
tions seem related to a sense that got itself 
is somehow slovenly when fancier words 
or more precise ones are available—in 
this case, obtain, acquire, procure, and 
so forth. “Permit me to add,” wrote Par-
tridge’s excitable grammarian, “our An-
cestors have furnished us with innumer-
able Terms to express all the Ideas which 
the Vulgar affix to their FACTOTUM—

I N  T H E  N E W S 

c u r r e n t s

by Erin McKean Six Apart’s “Journalist 
Bailout” offer
In a novel response to widespread lay-
offs of journalists, Six Apart, the blog-
ging software company that makes the 
programs Movable Type and TypePad, 
opened a limited-time offer of a “bailout 
program” for journalists and professional 
bloggers who had recently lost their jobs 
and who were discouraged by the decline 
of print journalism, industry layoffs, and 
the sinking economy. 

The free offer included a TypePad 
Pro account (usually $150.00 per year), 
enrollment in Six Apart’s display adver-
tising program, promotion on Blogs 
.com, and help with driving traffic to the 
new blogs. It was originally announced 
over the weekend of November 15–16, 
2008, by Anil Dash (whose title is “Vice 
President, Chief Evangelist” for Six 
Apart) as a tongue-in-cheek way to  
promote Six Apart’s blogging services 
to journalists. 

(LGA) had written to governments 
across Britain earlier in 2008, asking 
them to replace jargon terms with 
clearer language: money instead of 
revenue streams; delay instead of  
slippage; and the right tools for the job 
instead of improvement levers. Although 
the LGA letter did not specifically 
mention Latin or foreign terms, the 
Salisbury City Council has deprecated 
the use of ergo, et cetera, QED, and ad 
hoc, as well as French phrases such as 
in lieu and fait accompli, while the Fife 
Council banned ex officio and ad hoc, 
according to the Telegraph.

The Bournemouth Council’s service 
director for corporate communication, 
Mark Smith, denied that the council had 
banned any Latin words, and was quoted 
in the Bournemouth Daily Echo as saying, 
“We have made it very clear to the media 
from the outset that no Latin phrases 
have been banned and there is no inten-
tion to do so.   …   The advice is intended as 
a guide only—not a direction.”

No Latin, please, we’re 
British 

On November 2, 2008, the Sunday 
Telegraph, a British newspaper, reported 
that the Bournemouth Council, the lo-
cal governing body of a resort town of 
about 170,000 in the south of England, 
had “banned” 19 Latin words from use 
in documents produced by the council 
for communication with the public.

The list, which the Telegraph claimed 
to have obtained under the U.K.’s Freedom 
of Information Act, included ad hoc, ad 
lib, e.g., etc., i.e., per, per se, quid pro quo, 
status quo, and via. The Bournemouth 
Council suggested alternative wordings 
for the Latin phrases, including “in 
good faith” or “genuine” for bona fide, 
“among other things” for inter alia, and 
“the other way round” for vice versa.

The Local Government Association 
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GOT.  …  I only [wish] to prove that Men 
of common Education might express the 
usual Occurrences of Life, without the Aid 
of GET and GOT and I HAVE GOT, etc.”

It’s true that have got is somewhat col-
loquial compared with many of the alterna-
tive ways to convey possession, and the 
same can be said of the sense that expresses 
obligation. According to the Evanses, this is 
a newer usage—the Merriam-Webster Dic-
tionary of English Usage (MWDEU) dates it 
to the middle of the 19th century—that is 
“thoroughly acceptable in the United States 
but not in Great Britain.” Yet I’m not sure 
either of those claims is true. In his 1998 
revision of H. W. Fowler’s Modern English 
Usage, the British lexicographer R. W. 
Burchfield suggested that “a fairly clear 
distinction is made between habitual neces-
sity (I have to wear contact lenses) and im-
mediate necessity (I’ve got to catch a plane 
at 3 p.m.).” I can’t say I’ve ever noticed this 
pattern, but his observation does suggest 
that he thought the construction had its 
place. Meanwhile, it too has been attacked 

by Americans. “The much-overused got 
frequently appears in such expressions as 
‘We have got to go,’” wrote William and 
Mary Morris in the 1975 Harper Dictionary 
of Contemporary Usage. “This is not incor-
rect but merely trite and redundant. It says 
nothing that ‘We have to go’ or ‘We must 
go’ does not say and more simply.”

By now, though, many commentators 
agree that, as Bryan Garner puts it in his 
Modern American Usage, the got con-
struction “adds emphasis and is perfectly 
idiomatic.” “If a copy editor went through 
a manuscript of mine and changed all my 
have gots,” Wendi said to me in an e-mail, 
“I’d be mad that they interfered with my 
voice (unless I’d been inconsistent be-
tween bare have and have got).” I probably 
would, too; in fact, I don’t even see the 
need to be consistent, any more than writ-
ers must choose once and for all between 
will not and won’t. Even after reading ev-
ery case I can find against have got, I have 
a hard time getting worked up about it.

Maybe this is one of those concocted 

18th- and 19th-century bugaboos, like 
split infinitives and sentence-ending prep-
ositions, that somehow became fossilized 
and passed down by grandparents and 
English teachers. The aversion seems to 
have been diminishing for at least 40 years, 
however, and the consensus seems to be 
that it’s a matter of register or tone, not 
correctness. “Have will do perfectly well 
in writing that avoids the natural rhythms 
of speech,” the MWDEU concludes. “But 
in speech, or prose that resembles speech, 
you will probably want have got.” I’d be 
surprised to see it in an act of Congress, in 
other words, but in more colloquial writ-
ing, including most journalism   …   if you ask 
me, you’ve got little reason to object.

Editorial note: Our copyeditor Patricia 
Godfrey adds that there is another British 
distinction, mentioned by C. S. Lewis in 
Studies in Words: the difference between 
habitual or customary possession (“Do you 
have a garden?”) and current possession 
(“Have we got any coffee?”—is there any 
in the house?).

Despite Dash’s jokiness, hundreds of 
journalists signed up for the program in 
the first 24 hours, and by November 18, 
2008, the program became official. As 
of press time in mid-December 2008, the 
program had morphed into “TypePad for 
Journalists” and was still offering free 
membership. For more information, try 
www.typepad.com/blogging/bailout.html. 

New year, new words 

 
A disadvantage of publishing 
December–January and February–
March issues is that the flurry of “word 
of the year” announcements come 
too late for inclusion in December 
and are sort of old news by February. 
Still, since many of you will receive 
your copies of this issue in January, you 
might want to investigate the usual 
suspects who make “word of the year” 
pronouncements:

3  The editors of The New Oxford American 
Dictionary chose hypermiling, defining “to 
hypermile” as “to attempt to maximize 
gas mileage by making fuel-conserving 
adjustments to one’s car and one’s 
driving techniques.” (The OUP blog  

in which the announcement appeared 
is at http://blog.oup.com/2008/11/
hypermiling/.)
3  On December 1, 2008, Webster’s New 

World declared overshare its 2008 
Word of the Year. See http:// 
newworldword.com/press-release 
-overshare-is-word-of-the-year/ for 
more details.

3  As of November 20, 2008, the  
American Dialect Society was accepting 
nominations for its word of the year. By 
the time you read this, you will find the 
winner at www.americandialect.org/.
3  Merriam-Webster chose bailout as its 

word of the year. The rest of the top 
ten words are listed at www.merriam 
-webster.com/info/08words.htm. n

InsIde joke by Sage Stossel
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I’m hoping you can solve this dilemma 
for us. We’ve had two instances regard-
ing American Indian tribes for which I 
can’t find a definitive answer on capital-
ization rules. They are:
 

1. “… an application from the Fort 
Peck Assiniboine and Sioux Tribes in 
Montana …”
2. “… an application from the Navajo 
Nation for primacy enforcement …”

 
In #1, I lowercased “Tribes” because 

I don’t feel it’s part of the official name. 
Correct? And I want to lowercase “Na-
tion” as well. I can’t find it in the diction-
ary as part of the Navajo name.
 

Linda Costa
Business & Legal Reports
CMS/Library

The Navajo Nation is a political and geo-
graphic entity. Always capitalize it.

I’m puzzled by the first example you 
give, because the Sioux are a nation as 
well. The first sentence should really 
separate the names rather than treat the 
word tribe generically. The Assiniboines 
have few members left and are indeed a 
Dakota (Sioux) tribe, but there are many 
Sioux tribes within the nation, some of 
which have the word Sioux in their offi-
cial names and some of which do not.

It is inadvisable to treat the word 
tribe generically when you are giving the 
names of specific tribes. I would recom-
mend double-checking what is meant 
by “Sioux tribe” in that sentence, but at 
minimum it should be:
 

… an application from the Fort Peck 
Assiniboine Tribe and the Sioux Tribe, 
both in Montana.

 
One site I tend to check is www 

.nativeamericans.com. I have not found 
the capitalization guidelines in any style 
manual to be detailed enough to cover 
this issue well. The main thing is to err 
on the side of respect, so that when in 
doubt, you should capitalize the terms.

A S K  T H E  E D I TO R
We need help settling a dispute. In the 
last sentence of the following paragraph, 
should is or are be the last word? Why? 
The word staff puts singular/plural into 
question. Does professionals instead of 
professional also complicate the matter? 

 
I had belonged to another association 
for 13 years but never encountered 
the warmth, courtesy, and diversity 
I’ve already experienced in my three 
years with ABMP. What dedicated 
and impassioned professionals the 
staff is!

Jenny Good
Associated Bodywork & Massage  
   Professionals

Staff is usually treated as a collective 
noun in American English, and used with 
a singular verb. Because you clearly have 
a plural referent in professionals, I’d say 
“your staff members are” to avoid the 
awkwardness. In British English, “the 
staff are” would have been fine, but it’s 
still a little odd to the American ear.

The debate over when to use into vs. in 
to is getting heated among our team of 
editors. Can you provide some clarity on 
when to use which when?

 
Jana J. Madsen
Editor
Buildings magazine

Into is a preposition; the combination in 
to is made up of an adverb plus a prepo-
sition. So when in is acting adverbially 
and to is acting as either a preposition or 
as the infinitive marker, the two words 
are separated. Here are some examples:

Preposition: The witch turned the 
prince into a frog. 

Adverb plus preposition: The witch 
turned her wand in to the Fairyland 
police. 

Adverb plus infinitive: The police 
made the witch turn her wand in 
to prevent her from harming more 
princes.

by Wendalyn Nichols

Into is also a preposition indicating 
movement in a direction (rather than a 
change of state, as in one thing turning 
into something else), so you have “He 
turned left into oncoming traffic.” Bill 
Walsh posted a quick Twitter comment 
on November 23, 2008, that’s relevant 
here: “The man ‘turned himself into  
police.’ If only I could do that!”

There’s also an old “rule,” which is 
not actually a rule, that says one must 
never use in for directional movement—
thus, “He drove the car into the garage” 
tells us the direction in which he drove 
the car, whereas “He drove the car in the 
garage” means he has a garage that is big 
enough to drive around in. But in fact, 
some verbs simply take in rather than 
into, and it’s perfectly idiomatic for them 
to do so: “He put the car in the garage.”

Examining “different than” vs. “differ-
ent from” in Ask the Editor (Copyediting 
June–July 2008), you observe that 
“so many” prepositions defy logic. But 
when faced with a question of correct-
ness between two presumably equal 
collocations (as here), shouldn’t logic 
carry the day? It was pointed out to me 
that things “differ from” one another; 
they do not “differ than” one another. 
It makes sense to me that by extension 
“different from” is the logical (i.e., cor-
rect) collocation of the two. But then  
I guess I speak as Spock here, not as 
Capt. Kirk.

Glen Ellard
Editor, Editorial Services
Gospel Publishing House

It might seem logical to infer that “differ-
ent from” is preferred because the verb 
to differ collocates with from, but there 
is not always a direct correspondence 
between the preposition or prepositions 
that collocate with a verb and the ones 
that collocate with a related adjective. 
(That’s one example of the difficulty of 
teaching English to non-native speakers!)

So, unfortunately, we can’t draw con-
clusions about one from looking at the 
behavior of the other, and we can’t de-
cide that one collocate is preferred over 
another in this way either. For example, 
you can’t use to with the verb to differ 
either, but British speakers say one thing 
is “different to” another. n
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of quotes highlighted with a yellow 
marker, beginning with the introduc-
tion, where Ms. Saller explains whom 
the book is for. It does not set out 
to teach anyone how to copyedit. 
“Rather,” she says, “consider this a 
‘relationship’ book, because I’m going 
to talk about the main relationships in 
your work life—with the writer, with 
your colleagues, and with yourself—
in ways that you might not have con-
sidered before. Ways that might be 
called subversive.”

The “subversive copy editor” of 
the title is subversive for two reasons: 
because he or she “overthrows the 
popular view that the writer is a natural 
adversary,” and because “to live a good 
life as a copy editor, this editor must 
occasionally think outside the rules.” 
These two characteristics form the or-
ganizing principle of the book, into part 
one, “Working with the Writer, For the 
Reader”; and part two, “Working with 
Your Colleagues and with Yourself.”

The first chapter in part one sets 
out the central argument that copyedi-
tors must realign their priorites: first 
the reader, then the writer, then any 
given style rules. In my workshops, I’ve 
often made the point that strict adher-
ence to rules will flatten an author’s 
voice, and have invoked the doctors’ 
oath, “First, do no harm.” Ms. Saller 
puts these points more vividly, and ex-
pands upon them:

For every writer with a tin ear who 
is helped by a competent editor, 
there is surely an inexperienced 
editor who will take a fresh and 
well-voiced text and edit the life out 
of it.  …  You might think that the 
overachieving copy editor suffers 
from knowing too much, but the 
opposite is true. Knowing too little, 
she hangs on white-knuckled to her 
small bag of tricks, unaware of the 
many alternatives. So the first step 
in doing no harm is to expand your 
bag of tricks.

The next two chapters begin to 
show us how to work better with 

writers. Three central “virtues of the 
enlightened editor” provide a frame-
work: carefulness, transparency, and 
flexibility. “Put these words on your 
little rubber bracelet,” Ms. Saller  
advises. Throughout each chapter, 
she uses examples from the thousands 
of Q&A questions she has answered 
since 1997 to illustrate her points, of-
fers language to use in communicating 
with writers, and isn’t above drawing 
from her own mistakes. She makes 
a cogent argument for putting style 
rules in perspective, saying that  
“[s]tyle rules aren’t used because 
they’re ‘correct.’ They’re used for 
your convenience in serving the 
reader.” She notes, too, that the com-
peting sets of style rules are different 
for a reason, describing as an example 
how Associated Press style serves its 
readers (though she also says about 
newspapers: “[H]ave you noticed their 
avoidance of  ‘that’ even when it’s 
needed? ‘They maintained the house 
for years was a haven for crackheads.’ 
It drives me crazy.”)

The fourth chapter offers sound 
advice for dealing with difficult authors 
and is full of instructive anecdotes that 
will resonate with anyone who’s ever 
had to deal with a nervous or angry 
writer—the writer who wanted to be 
“deliberately obscure,” the one who 
insisted on seven different lengths of 
dashes, and this one:

A longtime Chicago manuscript 
editor tells the story of an author 
who wrote on the manuscript, “No, 
don’t make this change.” A few 
pages later he wrote, “I told you not 
to make this change.” By the end 
of the manuscript he was writing, 
“how many times do i have to tell 
you, don’t make this change!”

The last chapter in Part One is ad-
dressed to writers, who also write in to 
the Q&A. It explains why copyediting 
needs to be done, what to do and not 
to do while the manuscript is being 
copyedited, how different choices they 
want to make at different stages can af-
fect the schedule or budget of a work, 
how to make the copyediting process 
go more smoothly, and what to do if 

the changes to the manuscript are un-
acceptable.

Part two begins with advice for 
coping with “dangerous” manuscripts: 
ones that require tasks that “seem 
mindless  …  overwhelmingly tedious 
and repetitive,” and ones that are “the 
opposite of mindless, that is, unusu-
ally complicated.” Ms. Saller places 
a premium on questions to ask of a 
manuscript that just may get you out of 
having to do all that work: Is it wrong? 
Is it confusing to the reader, or just un-
conventional? Is it ugly? And she offers 
cautionary tales (in a section named 
“When We Goof”) that remind us how 
important it is not to make assump-
tions, followed by examples of how to 
make amends when we do.

The following two chapters cover 
judicious use of your word processor, 
managing deadlines, and the disciplined 
use of e-mail; these are followed by a 
chapter on managing work relation-
ships. Though a fair amount of the 
advice can be gleaned from articles in 
editorial or business journals or from 
a time-management course, two fac-
tors make it all fresh and more use-
ful: the fact that Ms. Saller has done 
the gleaning for us and applied the 
principles specifically to the problems 
faced by copyeditors; and the many 
anecdotes that lend relevance, allow-
ing us to see ourselves in the situations. 
For example, on the hazards of global 
search-and-replace, she writes: “And 
then there was the astrophysics text 
where two fluid elements in ‘causal 
contact’ came to be in ‘casual contact’ 
(which, I now know, is not at all the 
same thing).”

The final chapters cover specific 
quandaries faced by freelancers and 
what to focus on when time is limited. 
An appendix covers suggestions for 
ways to get started as a copyeditor, and 
the book ends with a helpful “Further 
reading” list.

Whether we follow Chicago or AP 
or AMA or another style, we’d all do 
well to follow Carol Fisher Saller style 
when we’re dealing with people as 
we implement it. I encourage you to 
ask your local bookstore to preorder 
a copy of The Subversive Copy Editor 
for you.
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TECHNICALLY SPEAKING

Taking the first steps with Word 2007  
for the PC
by Charles M. Levine

No doubt many copyeditors have, like me, resisted taking the 
plunge of using Word 2007. And with just cause, because as 
Preston Gralla noted in Computer World (“Word 2007 Cheat 
Sheet,” April 2007):

[M]aking the switch to Word 2007 can be exceedingly 
disorienting—like coming home and finding out that not 
only has all your furniture been rearranged, but the house 
itself has been moved to the next county.  …  Throw away 
everything you know about the interface. Just about 
everything has changed.

But since Word remains the de facto standard of our industry, 
sooner or later we all will be compelled to make the switch.

A primary consideration, for example, involves the new 
XML file format (.docx), introduced with Word 2007. As I 
noted in Technically Speaking in the October–November 2008 
issue of this newsletter (“Adapting gradually to Microsoft Word 
2007 for the PC”), users of earlier versions of Word (and other 
Office programs) can open the new file formats if they down-
load a patch from Microsoft—but most of the new features 
and improvements in Word and Office are based on XML and 
thus require the full installation of the new software to use 
them. (Those interested in reading more about the rationale 
behind the new file formats, and their advantages, can refer to 
the first sections of Microsoft’s relatively clear technical paper, 
“Introducing the Office 2007 Open XML File Formats,” found 
at http://msdn.microsoft.com/en-us/library/aa338205 
.aspx.) Beginning with this column and continuing in sub-
sequent ones, I will discuss highlights of the new software to 
smooth the inevitable transition for copyeditors.

Office 2007 versus Office 2003 File Formats

All the programs in the Microsoft Office 2007 suite are built 
on XML and use new XML file formats and extensions.

Resources to help with the transition
When a key software program undergoes a radical change, it 
makes sense to consider investing in a computer book, or sev-
eral, to help facilitate the transition and to get up and running 
quickly. There is no shortage of well-written titles available, 
ranging from ground-level introductions such as Word 2007 

for Dummies, by Dan Gookin (who created the first titles that 
pioneered this amazingly successful series), to Microsoft’s own 
Microsoft Office Word 2007 Step by Step, by Joyce Cox and 
Joan Preppernau, to the colorfully illustrated Teach Yourself 
Visually Word 2007, by Elaine Marmel. Use Amazon.com’s 
“Look Inside!” feature first to review the table of contents  
and sample pages of each title to decide which one fits your 
level and meets your needs. For more advanced users, I highly 
recommend titles from computer publisher O’Reilly, such as 
Chris Grover’s Word 2007 for Starters: The Missing Manual.  
I subscribe to O’Reilly’s e-library, Safari Books Online  
(http://safari.oreilly.com), where for a monthly charge of 
$21.95 I can digitally check out and read up to ten computer 
titles at a time—which I did to review each of the above 
guides before recommending them.

Other resources to consider are the several laminated  
8 1/2 x 11 study cards for Word 2007 that are listed on  
Amazon.com and Barnesandnoble.com, such as those from 
Beezix, BarCharts, and the new B&N imprint Quamut. (See 
www.quamut.com, where you can immediately purchase and 
download each reference card as a PDF document for just 
$2.95.) Yes, for a while it will feel as if you are back at school, 
which in a way you will be.

Navigating the menu commands
Once you install Word 2007 and adjust to the key features of 
the new interface (more on this on page 8), you will discover 
through trial and error that you can quickly find and use the 
basic word processing functions. Unlike in previous versions 
of Word (and Office), you can choose to keep Word 2003 run-
ning on your computer—and even run the two versions side 
by side—which means that making the switch from one ver-
sion of the software to the other could turn out to be much 
less daunting than feared. (But do note that once you install 
Word 2007, the older version may take much longer to launch 
than it did previously, and you may first get a message that it is 
being reinstalled—so Microsoft is encouraging you in its inimi-
table way to wean yourself off Word 2003!)

And after all, although the interface has changed dramati-
cally, the basic functions—such as opening files, copying 
and pasting text, formatting and printing documents, etc.—
remain essentially intact. In fact, most of the older Word 
2003 keyboard shortcuts for the menu commands for these 
basic functions have helpfully remained the same in Word 
2007. There are cheat sheets or translation tables that can 
be downloaded to summarize the new locations of the menu 
commands—which are shown in the accompanying table, 
“Word 2007 Menu Commands Reference Guide,” covering 
what are perhaps the most frequently used menu commands 
in Word. (You can follow the hyperlinks listed in the table’s 
sources to download the full versions of the two guides used 
to assemble the table.)

Software Program Office 2003 Office 2007

Word Document .doc .docx

Excel Workbook .xls .xlsx

PowerPoint Presentation .ppt .pptx

C O N T I N U E D  O N  PA G E  8
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Word 2003  
Menu Location Word 2007 Menu Location Word 2007  

Keyboard Shortcut

FilepOpen… Office ButtonpOpen Ctrl+O
Alt+F, then +O

FilepSave (a) Office ButtonpSave
(b) Quick Access toolbarpSave

Ctrl+S
Alt+F, then +S

FilepSave As… Office ButtonpSave As F12
Alt+F, then +A

FilepPage Setup…
(a) Page Layout tabpPage Setup
(b)  Office ButtonpPrintpPrint Preview 
pPage Setup

Alt+P, then +S +P

FilepPrint… Office ButtonpPrint Ctrl+P
Alt+F, then +P

EditpUndo Quick Access toolbarpUndo Ctrl+Z

EditpCut Home tabpClipboardpCut Ctrl+X

EditpCopy Home tabpClipboardpCopy Ctrl+C

EditpPaste Home tabpClipboardpPaste Ctrl+V

EditpPaste Special… Home tabpClipboardpPastepPaste 
Special

Alt+E, then +S
Alt+Ctrl+V

EditpSelect All Home tabpEditingpSelectpSelect All Ctrl+A

EditpFind… Home tabpEditingpFind Ctrl+F

EditpReplace… Home tabpEditingpReplace Ctrl+H

EditpGo To… Home tabpEditingpFindpGo To Ctrl+G

ViewpNormal View tabpDocument ViewspDraft Alt+Ctrl+N

ViewpPrint Layout View tabpDocument ViewspPrint Layout Alt+Ctrl+P

ViewpHeader and 
Footer

Insert tabpHeader
Insert tabpFooter

(Header) Alt+N, then +H
(Footer) Alt+N, then +O
Alt+V, then +H

ViewpZoom… (a) ViewpZoom
(b) Status BarpZoom Slider Alt+V, then +Z

InsertpSymbol… Insert tabpSymbolspSymbol Alt+I, then +S 
Alt+N, then +Z+S

InsertpComment ReviewpCommentspNew Comment Alt+Ctrl+M

Insert–>Reference References tab Alt+S

Format–>Font… HomepFont Ctrl+D

FormatpParagraph… (a) HomepParagraph
(b) Page LayoutpParagraph Alt+O, then +P

ToolspTrack Changes ReviewpTrackingpTrack Changes Ctrl+Shift+E

ToolspOptions… Office ButtonpWord Options Alt+F, then +I 
Alt+T, then +O

Word 2007 Menu Commands Reference Guide3TIP

 
Following the table to the right, 
you can use the Alt key plus the 
letters that are underlined in the 
menu command as a keyboard 
shortcut for that command—
just as you could in Word 2003. 
In some cases, the keyboard 
shortcut may have changed; but 
in every case in the table, you 
can use the cursor to click along 
the menu path indicated by the 
arrows to activate the desired 
menu command.

For example, Alt+F, then +O 
activates the File–>Open com-
mand in Word 2007 as it did in 
Word 2003. Also, when you use 
the Alt key in Word 2007 to ac-
tivate the menu commands, the 
additional letters to use with the 
Alt key to activate each menu 
choice will be highlighted in little 
pop-up balloons (see the illustra-
tion at the bottom of page 8).

Finally, the original Ctrl key-
board shortcuts in Word, such 
as Ctrl+S for saving a document 
without renaming it, remain 
unchanged in Word 2007, and 
these are also highlighted in 
Word 2007 in small pop-up bal-
loons. Overall, Microsoft has 
gone a long way to encourage 
proficient users to employ key-
board shortcuts to save time, 
though the number of keyboard 
shortcuts seems to have multi-
plied well beyond the needs of 
the average user.

Sources:
1.   “Word 2007 Cheat Sheet: Quick Reference Charts,” Computer World: www.computerworld.com/action/article.do?command 

=viewArticleBasic&articleId=9011145
2.   “Word Ribbon Mapping Notebook,” Excel template, Microsoft: http://office.microsoft.com/en-us/templates/

TC102128591033.aspx?pid=CT102130321033&AxInstalled=1
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Deciphering the redesign of the user interface
The user interface of Word 2007 has been redrawn in an attempt to make 
the functionality more intuitive and user-friendly, mainly by grouping to-
gether menu commands more ergonomically, as it were. This makes the 
main challenge in switching to Word 2007 that of mentally reassociating 
the most important menu commands with their new locations. The illustra-
tions and diagrams on this page show the two principal redesigns of the 
new interface.

3 Interface Redesign #1: the Microsoft Office Button. Located in the 
upper left-hand corner of the workspace, this button now contains the 
menu commands that were previously found under the Word 2003 File 
menu, and which are involved in managing the entire Word program (such 
as Exit Word and Word Options) and a Word document as a whole (such 
as Open, Save and Print). Note that the new Office Button can be accessed 
with the keyboard shortcut Alt+F.

3 Interface Redesign #2: the Ribbon. The developers of Word 2007 have moved the top-level drop-down menus of Word 2003 (such 
as Edit, View, etc.) and placed them in separate tabs, thus assembling all the content-specific command buttons into new and (one hopes) 
more logical groups. For example, most of the menu commands previously found in the Edit and Format drop-down menus are now 
organized under the Home tab, which is the one that is active when a document opens. Clicking on any one of the other tabs, such as 
Insert, displays that tab’s group of menu command buttons.

 

 

Word 2007 borrows the design metaphor of browsers, organizing and placing the content-specific menu buttons in separate 
tabs at the top of the workspace window, in a panel called the Ribbon. Depicted above is the Home tab, which is active when 
a document opens. It contains menus in Groups—Clipboard, Font, Paragraph, Styles, Editing—which in turn can be clicked and 
expanded further.

 

The new tabs in the Ribbon—from left to right, Home, Insert, Page Layout, References, Mailings, Review, View, Add-Ins—can 
also be activated using the Alt key plus the letter indicated in each associated pop-up balloon.

The Microsoft Office Button menu commands.  
Notice that the Save As sub-menu depicted here  
also includes an option to save a copy of the document 
that is compatible with earlier versions of Word.

WORD 2003
File top-level menu 

WORD 2007 
Microsoft Office Button in upper left

k

WORD 2007
Ribbon (browser-like Tabs and menu Groups)

k

Ribbon

WORD 2003
Top-level drop-down menus (Edit, View, etc.)
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dashes are used in the U.K., the team 
has chosen to not use them at all.

3  Italics are used only on the very rare 
occasion when emphasis is needed. 
They are not even used for titles of 
books and other works. (This is the 
company’s style, not an exclusively 
British one.)

3  Mutual fund vs. investment fund— Use 
of the term mutual fund is mostly con-
fined to the U.S., whereas “investment 
fund” is more common in Europe.

3  UK and US without periods—In British 
English, the standard spelling of these 
abbreviations uses no periods.

Training
Simon started at the beginning of my 
third week. We used the company intra-
net as a training center: it had a copyedi-
tors’ resources section with defined acro-
nyms, a company timeline, trademarks, a 
vocabulary list of words to avoid and use 
carefully, and a few other style sheets. 
Many of these online references were a 
good starting point for us, enabling us to 
determine the needs of the department 
and providing templates from which we 
could create other style sheets.

We also met several times to go over 
copyediting and styles in general and 
which references we should use, and we 
discussed the development of the style 
guide. Within a short time, Simon had 
created a new acronym list, and I had put 
together two additional style sheets.

Building a reference library
The only resources the department 
had when I arrived were an old Oxford 
dictionary, one book on financial terms, 
and a book on copywriting. A few local 
bookstores were listed in my tour book, 
so I decided to visit them on the week-
end and find some good grammar or 
copyediting books to build a small library 
for Simon and the two writers. 

I was disappointed that the reference 
sections in each store were rather small 
or nonexistent. They were populated 
mostly with dictionaries and books on 
word origins or speaking other languages. I 
couldn’t find anything close to the familiar 
Associated Press Stylebook, Chicago Manual 

remain in place after I left? I couldn’t 
think that far ahead. It just had to be 
documented so that when the new copy-
editor, Simon, arrived, all would be ready. 

The style guide
My first two weeks were spent at-
tending team meetings to develop an 
understanding of the current process, 
reviewing the existing literature to look 
for inconsistencies, and beginning the 
departmental style guide. My first goal 
was to meet with all the team members 
and ask them what they thought the 
copyediting needs were in the depart-
ment. Everyone eagerly accepted my in-
vitation and shared style inconsistencies 
about which they felt decisions needed 
to be made. This was when I started to 
speak British: The first style rule was to 
add full stops to the end of every foot-
note, whether it was an incomplete sen-
tence or not. I stopped saying “periods.” 
I also learned to reverse how I wrote 
dates, and I now spelled organization as 
organisation. Thus began my transfor-
mation and the beginning of new con-
tent for the departmental style guide.

The guide, a collaborative effort, 
eventually ran to more than 40 pages. 
Rather than starting from scratch, I began 
by adapting the departmental style guide 
we used in the United States, changing 
the American references to British ones. 
This meant deleting the styles and defini-
tions specific to my department, and then 
changing spellings (realization /realisa-
tion, favor/favour), adding design prefer-
ences, specifying how to format dates, 
moving the punctuation that had been 
inside quotation marks, and including 
listings of or links to British-appropriate 
references such as the Times Online 
Style and Usage Guide (U.K.), the Oxford 
English Dictionary online, and the other 
online resources mentioned at the end of 
this article. It amounted to the undoing 
of almost everything American about the 
original guide.

 However, we kept the format the 
same and divided the guide into sec-
tions. The introduction explained what 
the guide was and what its benefits 
were, and included internal and external 
references (such as the name of the style 

guide contact person). A separate punc-
tuation section came next (with entries 
for the major marks—colon, comma, 
dashes, ellipses, period/exclamation 
mark/question mark, hyphen, italics, 
semicolon, and capitalization), followed 
by the alphabetical entries. Separate 
style sheets were also created, the last 
two after I left, covering such points as 
company-specific acronyms, German 
style for materials printed in German, 
and a listing of all the legal disclaimers. 

The London office has used my com-
pany’s brochures as a guide for content 
and design, so it was occasionally neces-
sary to clarify in the guide some of the 
U.S. styles for my company—especially 
helpful for when there might be a men-
tion of us in British brochures. But the 
goal of this new guide and the additional 
style sheets was to produce something 
that the British editors, writers, and 
graphic designers could follow that was 
in British English.

A few of the entries in the new 
guide that were modified are listed be-
low (most reflect differences between 
American English and British English, 
but some reflect style choices that are 
peculiar to the company):
 
3  Quotation marks follow a hybrid style. 

Double quotation marks are used 
with a direct quote from someone. 
Single quotes are used only for em-
phasis. The quotes are also placed 
before periods, commas, and other 
punctuation.

3  “As at” is preferred to “as of” in refer-
ence to dates, as in “Results are as at 
31 December 2008.”

3  Dates—In text or footnotes, the day 
is listed first, then the month and 
year. Punctuation is omitted, as in the 
sample sentence given in the bullet 
above this one. Numerically, dates are 
used with slashes (e.g., 31/12/08).

3  Eg and ie—Typically, these abbrevia-
tions have no periods and are not 
followed by commas (although Simon 
later decided that the periods should 
be kept in for clarity).

3  En dashes and em dashes—En dashes 
are used for pauses. Although em 

Copyediting, British-style
C O N T I N U E D  F R O M  PA G E  1

C O N T I N U E D  O N  PA G E  1 0

www.copyediting.com


10   Copyediting | February–March 2009 WWW.COPYEDITING.COM

3ExTERNal REfERENCES fOR a BRITISH STylE gUIDE
3  Acronym Finder 
 www.acronymfinder.com/ECU.html
3  Ask Oxford.com Search the Compact Oxford English Dictionary and the Little  

Oxford Dictionary of Quotations.
 www.askoxford.com/dictionaries/?view=uk
3 Barron’s Dictionary of Finance and Investment Terms, sixth edition (book)
3  BBC News Styleguide The Styleguide is free. The site also includes related links  

on the main training page.
 Styleguide: www.bbctraining.com/pdfs/newsstyleguide.pdf
 Main training page: www.bbctraining.com/styleguide.asp
3 Economist.com Style Guide
 www.economist.com/research/StyleGuide/
3 InvestorWords.com
 www.investorwords.com/
3 Longman Dictionary of Contemporary English
 A free online version of the popular EFL dictionary.
  www.ldoceonline.com/
3 OneLook Dictionary Search Searches several online dictionaries at once.
 www.onelook.com/
3  Society for Editors and Proofreaders (SfEP) Useful “Links” page in the left menu 

bar of the home page.
 www.sfep.co.uk/
3 The Times Style and Usage Guide The online version of the guide. 
 www.timesonline.co.uk/tol/tools_and_services/specials/style_guide/
3 World Wide Words
 www.worldwidewords.org 

3RESOURCES 
The author specified the following resources she used in preparation for her trip:

The June 24, 2008, Copyediting audio conference, “Copyediting Text for an  
International Audience.”

Resources provided by Wendalyn Nichols in the Copyediting Tip of the Week and 
in private e-mail: the BBC News Styleguide (www.bbctraining.com/styleguide.asp), 
the Cambridge University Press dictionaries (www.dictionary.cambridge.org/), and 
the Oxford Advanced Learner’s Dictionary (www.oup.com/elt/catalogue/teachersites/
oald7).

The Copyediting Quick Check editorial reference cards, which offer many useful 
Web sites. 

My coworker’s own article in the Copyediting archives, the February–March 
2006 cover story, “An International Audience.” 

of Style, or Garner’s Modern American  
Usage. I couldn’t even find the reference 
section in one store. When I asked the 
clerk, he pointed and said, “It’s behind 
that chair.” Why would my favorite sec-
tion be hidden by a chair? In another 
store that sold old books, when I asked 
the clerk for the grammar section, he cor-
rected me and said, “You’d want to ask 
for linguistics or reference.” He barely lift-
ed his head from the counter and pointed 
ahead to a shelf that held a few old books 
with broken spines, yellow pages, and 
torn covers. It was time for me to move 
on again.

My tour book listed another book-
store just a few doors down from that 
one. I entered and asked the man behind 
the desk where the reference section 
was. He replied that rarely did anyone 
look at the section or buy from it, so 
he did away with it. He then added, “It 
didn’t seem to be that relevant.”

The last store I went in had one copy of 
The Economist’s style guide. Just that week, 
the communications manager had said to 
me that he’d like to consider that guide as a 
reliable reference for the department. So it 
was nice to see the hard copy, but consider-
ing the exchange rate, I decided not to buy 
it; the online version would work just fine. 
(It is available at www.economist.com/ 
research/StyleGuide/.)

After my searching, I realized that I 
didn’t need to purchase anything after 
all. I had already listed many online re-
sources in the style guide, and anyway 
the department didn’t seem to have had 
a need for many books before my arrival. 
(See the sidebar for the list of online  
resources I eventually chose.)

The journey comes to an end
After three weeks, it was time to pass the 
style guide to Simon. He and I devoted 
our last two weeks to going through it 
and ensuring that all entries were clear 
and that the Americanisms were de-
leted. We had thorough discussions on 
capitalization, bulleted lists, punctuation, 
formatting dates and phone numbers, 
and more than vs. over. Our lengthiest 
discussion was about when to use which 
and that.

Despite our different editorial and 
cultural backgrounds (and even the 

slight differences in proofreading sym-
bols!), we shared the same devotion 
to editing and words and spent more 
time talking about styles and how to 
clarify them than about the differences 
between British and American usage. 
At the end of this “brilliant” journey, as 
one might say in the U.K., it was very 
clear there were more similarities than 
anything, and that we really did speak 
the same language.

Christine Steele is a senior copyeditor for 
a mutual fund company in Los Angeles. n
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3 CONTaCT US 
Copyediting welcomes your questions  
and comments. For Ask the Editor, write 
to wendalyn.nichols@copyediting.com. 
For Technically Speaking, write to 
technicallyspeaking@copyediting.com.  
Mail letters to the editorial office (see 
“How to reach Copyediting” in the 
masthead, on page 12). Please be sure to 
let us know whether we may publish your 
name and company or whether you’d  
prefer to ask anonymously. Questions 
may be edited and become the property 
of Copyediting.
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The 2009 Copyediting audio 
conferences and webinars

Make your plans now to take advantage 
of our training lineup for 2009. This year 
we will offer eight audio conferences, four 
webinars, and a new half-day webinar 
(which will replace the live workshops  
for 2009).

When budgets are tight, our audio 
conferences and webinars provide real 
value because the fees are per-site rather 
than per-person. This means that orga-
nizations can gather team members in 
a conference room and train them all 
for one price. And freelancers can pool 
together, too, signing up for access from 
one site and gathering there to attend. 
(If you are a member of a freelancers’ 
group such as the Editorial Freelancers 
Association, you can reach out through 
its discussion list to find other interested 
freelancers.)

For more detailed descriptions of 
each seminar, visit Copyediting.com. 

How to Create a House Style Guide
Audio Conference
Thursday, February 19, 2009
Speaker: Wendalyn Nichols

Editing in InCopy
Webinar
Tuesday, March 24, 2009
Speaker: Anne-Marie Concepción

Streamline Your Editing with Word Macros
Webinar
Thursday, April 16, 2009
Speaker: Hilary Powers

When You’re On Deadline: Editorial Triage
Audio Conference
Tuesday, May 19, 2009
Speaker: Wendalyn Nichols

The Savvy Editorial Resource User 
Webinar 
Thursday, June 18, 2009
Speaker: Wendalyn Nichols

How to Copyedit Scholarly Publications
Audio Conference
Thursday, July 23, 2009
Speaker: Amy Einsohn

Update Your Editorial Style
Audio Conference
Tuesday, August 25, 2009
Speaker: Wendalyn Nichols

Copyediting for the Web: Challenges 
and Tactics 
Webinar
Thursday, September 17, 2009
Speaker: Tony Long , Wired News

One Article, Four Ways : How to Make 
Multiple Uses of the Same Article 
Audio Conference
Thursday, October 15, 2009 
Speaker: Ruth E. Thaler-Carter

The Juggling Act: How to Manage the 
Editorial Workflow
Audio Conference
Thursday, November 12, 2009
Speaker: Wendalyn Nichols

The Subversive Copyeditor Takes  
Your Questions
Audio Conference
Thursday, December 10, 2009
Speaker: Carol F. Saller

Mark My Words: How to Coach Clarity
Half-Day Webinar 
March 4, 11, 18, and 25, 2009
Speaker: Wendalyn Nichols

This practical Web-based seminar com-
prises four 45-minute sessions with 
15-minute breaks between them. Each 
session will involve approximately 30 
minutes of presentation and 15 minutes 
of discussion. The same webinar will be 
repeated on four successive Wednesdays.

The webinar will focus on shaping a 
writer’s copy to remove biased or loaded 
language, clichés, jargon, and bureaucratese 
without taking the life out of the copy or 
making people sound as if they aren’t knowl-
edgeable members of their own profession. 

In the first three sessions, you will 
learn principles to follow from lots of 
before-and-after examples. The final 
session will address the question of how 
to edit tactfully, and will offer strategies 
for establishing protocols where you 
work so that the copy you edit will (one 
hopes!) need less work in these areas.

CopYEDITING TRAINING OPPORTUNITIES
THE QUIZ aNSWER
The Quiz is on page 1.

Our Quiz answer contains 4 
agreement mistakes—or none, if 
you construe “one out of five” as 
a ratio.

Michele Cooper, an editor 
and writer with PTSI, sent in our 
Quiz question. She wrote that 
she had seen the sentence move 
across her TV screen in a news 
crawl on MSNBC in October 
2008. “All kinds of problems are 
present in that sentence,” she 
said, “but your advice is valid: 
reword a sentence to avoid such 
a mess. I wonder how other read-
ers of Copyediting would reword 
this sentence, but I gave it a shot 
using the implied plural in ‘20 
percent’: ‘For nearly 20 percent 
of homeowners, the current value 
of their homes is less than what is 
owed’ (or, ‘…  what they owe’).”

Linda Lowenthal wrote about 
the problem of “one out of five” 
in the December 2005–Janu-
ary 2006 issue of this newsletter 
(Currents, “One in every crowd”). 
If you construe one as singular, 
then plural verbs and plural pro-
nouns are wrong. But “1 out of 
5” is actually a ratio—meaning 
100 out of 500 or 1,000 out of 
5,000—so a plural treatment isn’t 
implausible. The use of “nearly” 
is a clear indication that the 
MSNBC statistic is a ratio—it’s 
not referring to nearly one per-
son, we would hope—and that 
is the way the writer of the crawl 
line construed it. However, most 
usage experts still prefer the sin-
gular analysis.

Ms. Cooper’s fix involves an 
acceptable application of the 
rule of proximity: “20 percent” 
is also technically singular, but 
its use as a partitive allows us to 
make the pronoun agree with the 
nearest referent, the homeown-
ers of which 20 is a percentage. 
Another alternative: “Nearly one 
of out of five homeowners owes 
more on his or her house than it 
is worth.”

3 CONTaCT US 
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Big Pharma, noun. The phar-
maceutical industry as whole 
or its largest companies to-
gether. Patterned after Big Oil, 
Big Tobacco.

It’s more efficient and in-
creases flexibility for big 
pharma to contract out more 
research instead of carry a 
huge R&D infrastructure.
—BusinessWeek,  
September 26, 1994

Big Pharma has kept com-
petition from generic drug 
makers at bay by essentially 
paying its would-be rivals to 
stay out of its business.
—Fortune, February 20, 2008

game-changer, noun. In business 
and politics, something that alters 
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the nature of a marketplace, 
relationship, or campaign. From 
sports, something that changes a 
match or contest.

Doing something because 
it’s slightly better isn’t 
enough.  …  We’re looking for a 
game-changer.
—The Austin American-
Statesman, March 20, 1995

Because there was no game-
changer that I saw for McCain, 
Obama continues on his  
trajectory towards winning 
the White House.
—Chicago Sun-Times,  
October 8, 2008

Katrina cottage, noun. A type of 
small, one-story house originally 
created for hurricane flood victims 

but now sold nationwide, some-
times in kit form.

Within FEMA accounts, 
up to $400 million is pro-
posed to help build “Katrina 
cottages”—more resilient 
temporary housing than the 
trailers now used.
—The Wall Street Journal, 
June 6, 2006

Lowe’s  …  “Katrina Cottages” 
come in many floor plans 
and are supposed to with-
stand 140 mph gusts.
—The St. Petersburg Times, 
September 13, 2008

These entries are derived  
from the records of the  
Double-Tongued Dictionary, 
http://doubletongued.org/.

Pls lv msg
by Norm Goldstein

If any more evidence were needed to show how 
the cyberworld is influencing the language, there 
is the 2008 update to The Associated Press Style-
book, which the news agency touts as “one of the 
most comprehensive updates in its history.”

Among the new entries reflecting modern 
technology’s effect on the language is text  
messaging, which the Stylebook cross-references 
to SMS, an acronym for short message service. 
The more commonly used text messaging is  
typically shortened to texting. This gets a little 
tricky in the past tense.

“Train engineer texted 22 seconds before LA 
crash” was an AP headline on October 1, 2008.

“I texted her to check on her,” comedian  
David Spade is quoted as saying in an October 5, 
2008, article in Usmagazine.com.

Texted is a logical use of the past tense, and it’s 
consistent with similar verbalizations of nouns, 
such as IM’ed or e-mailed. Even telephoned. Al-
though texted is awkward, at best, the AP’s style 
editors say it is a common usage and probably 

something editors will have to learn to live with. 
Despite the few extra keystrokes, I’d say sent a 
text message is much preferred.

More technology terms in the latest edition 
of the Stylebook:
3    Internet Explorer Microsoft Corp.’s Web browser.
3    high definition Two words as a noun, hyphenated 

as an adjective. HD is acceptable on second 
reference, as is HDTV.

3    iPhone Capitalize as IPhone at the start of a 
sentence or headline.

3    IM The abbreviation for instant message is ac-
ceptable on second reference. Other forms, 
ugly as they may be: IM’ing, IM’ed. (Like texted, 
IM’ed is informal and should be treated as such.)

3    podcast A downloadable audio program.
3    launch Not new, but noteworthy: William 

Safire, in his November 7, 2008, On Language 
column, disagreed with New York Times style 
that limits the use of the verb launch to its naval 
and aerospace sense of “propel,” disallowing 
the more metaphorical sense, as in “plans to 
launch a rescue operation.” The AP agrees that 
usage—“launch a program,” “launch a new 
magazine”—has overruled that proscription. 

Norm Goldstein is the editor emeritus of The 
Associated Press Stylebook.
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