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Engl 564 Syllabus /
ENGL 564: Advanced Technical Editing
Instructor: Chris McKitterick

Overview
Good technical documentation requires effort from people with specialized skills before it can be released to its audience. Some technical editors work with writers before the content-writing begins to help design well-realized final documents, others help writers throughout the writing process, and still others only work with completed drafts to ensure that these documents meet an organization's publishing standards.

In this course, students partner with writers in Foundations of Technical Writing as well as Advanced Technical Writing I and II, learning to work productively with other people’s print and online documents. They learn to use specialized vocabulary and such editing tools as proofreaders’ marks, style guides, and standard editorial reference material; and they practice how to identify and correct common problems. The course simulates an internship or on-the-job training, and students develop a technical-editing portfolio. This class is a must if you want to develop employable technical-editing skills. 

Participation is essential, so getting involved online with your writers and fellow editors is necessary for a good final grade and the value you get from the course. You will gain valuable experience through doing a large variety of editing exercises. In return, you can expect to become a competent technical editor by semester's end, assuming you meet the prerequisites, participate regularly, and successfully complete all assignments. I've designed this course to be a virtual technical-editing internship, so your hard work will pay off in the end!
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NOTE: This is a living document, so expect changes. I want to be responsive to your needs, and to do so I need to make changes from time to time. Check our website for updates. 

Prerequisites
English 362: Foundations of Technical Writing to work with English 362 projects

Students must be comfortable working with computers, specifically email and electronic files. Students are also expected to be familiar with creating documentation plans and abstracts, as well as the basic elements and forms of technical writing. For this course, students are expected to have mastered the basic software tools of the trade. Types of technical-writing forms that students edit include proposals, specifications, technical papers, and instructions.

Required Texts and Other Materials
As references, we use the same textbooks as English 362: Foundations of Technical Writing (Markel’s companion web site: www.bedfordstmartins.com/techcomm), plus this book:

Required:
Technical Editing: The Practical Guide for Editors and Writers, by Judith A. Tarutz. 
(Note: Any version is fine – I encourage you to buy used.)

This is an excellent text, containing a massive amount of information and good exercises. I expect you to read all the assigned material, and will give occasional tests on the readings, but we will not use all the assignments listed at the end of the chapters. Feel free to work through these assignments yourself, to further your learning. I advise you to keep this book for when you go into the world of business or industry; it's an invaluable resource. Also available from online booksellers such as Amazon (click here to review and/or buy this book from Amazon.com) and Powell's Books (click here to review and/or buy this book from Powell's Books). 

Required:
You will also need access to a manual of style appropriate to your field of study, such as the ACS, APA, CBE, Chicago Manual of Style, Microsoft Manual of Style, MLA, and so on. You don’t necessarily need to buy one if you can put your hands on it while you’re doing class projects, but if you are interested in becoming a technical editor, get yourself a manual of style!

You also need to be comfortable using computers:
	We will edit all documents electronically. During this course, you will continue to enhance your skills with the hardware and software tools needed to professionally edit technical documents. 

I use email to announce updates, return graded papers, and so forth. Be sure to give me your preferred email address ASAP. 
	Buy a backup device. Many students save all their coursework onto a USB storage device as a backup, and use it to share assignments when meeting with writers. 
Alternately, use your email or FTP to back up your assignments. Many students send a copy of their coursework to themselves as a backup and use it to make sure they have their assignments available when they are due (in case of disk or flash-drive failure).

Your Instructor
I have been a professional writer for 16 years and a technical writer and -editor for 15 years, and I managed documentation projects for 3 years. I am currently a freelance technical writer and editor working for a variety of publishers. I come to this course with thorough knowledge and experience from the industry, so you can expect me to provide practical and real-world lessons. I have written and edited documents such as astronomy news articles for the general public, abstracts for lab reports, gaming supplements for gamers, operating-system deployment guides for network administrators, and more. I have also published other types of nonfiction, journalism, fiction, and even some poetry. Feel free to mine my experience for tips and advice about writing. 

If you have questions, need assistance, or just want to chat about technical communication, visit me in my office (3040 Wescoe, Lawrence campus). You can phone me or drop me email any time. If I’m not in the office, please leave a message. I might take up to 48 hours to respond to email – longer if I’m out of town or in the middle of a project – so don’t wait until the last minute to write!
Office hours and schedule
Wednesday & Thursday, 2:00pm – 3:50pm, Wescoe 3040
Other times by appointment: I am often in my office when not in class. 
Contact information 
Office: 		Wescoe 3040
Phone:		(785) 864-2509
Email:		cmckit@ku.edu (for most submissions and communication)
		cmckit@gmail.com (personal address)
		
Audience Focus
The most important thing to keep in mind while editing technical documentation is your audience. You as editor are the information gatekeeper between the writer and reader. To reinforce this audience-focus attitude, I will expect you (my audience and customers) to provide me with frequent feedback through various means. This will help me further develop this course (and other upcoming technical communications courses) so it better suits my future customers while continually aligning it to your current needs. This is the first time this course has been offered online, so I greatly appreciate your comments!

Grading
Your final grade is arrived at through the following calculations. Table 1 details the factors that contribute toward your final grade, and Table 2 shows the grade associated with final point totals. The points detailed in Table 1 are all approximations and will vary.
Table 1.    Factors that determine your final grade
Factor
Frequency
Percentage of Final Grade
Online participation
Every week
10%
Exercises
Often
30%
Editing tests and quizzes
Occasional 
10%
Editing projects
Almost weekly
50%

If work is handed in late, you receive an automatic 10% deduction for late work and further deductions for continued tardiness. Instructor-approved emergencies can mitigate these losses. I want you to get into good work habits now before you begin internships and jobs where it really matters. Participation is graded more heavily during editing sessions, labs, and presentations, because these hands-on experiences offer things you cannot learn from readings. 

Mitigating circumstances (participation and so forth) can affect whether your grade falls above or below a grade (including pluses and minuses) if you are close – be sure to contact me in advance, whenever possible, about special circumstances.

Class Participation
Because most of the learning in this course comes from online interaction and in-person exercises and editing sessions, participation is weighed heavily. Logging onto the discussion lists and getting involved with your editors and peer-reviewers are necessary for a good grade and the value you get from the course. If you know you are going to be away from an internet connection for an academic or other important reason – or if you missed an event unexpectedly due to illness or some other excusable reason – be sure to contact me and your collaborators as soon as possible to see if we can work out something so it does not affect your overall grade.

Discussions take place every day during the week: Each student is expected to take turns leading discussions on a rotating basis. That means you need to do the readings plus extra research related to the topic so that you can post a 300-500-word blog-type post - with relevant questions for the others - about the topic on Wednesday, and everyone else is expected to respond before the next week's post. We can also hold live discussions if you choose – let me know and I'll update our infrastructure.

I’m sure you have heard this before, but it is as true as ever: You get out of a course only what you put into it. The more effort and creativity you apply to your projects and to class discussions, the more you will learn and the better the class will be for everyone else, as well. If you do not regularly participate, you will miss out on a lot.

NOTE: You will occasionally meet with the 562: Advanced Technical Writing students to discuss edits of their papers. It is your responsibility to work out meeting times and places with your writers.

Withdrawing from the Course
Withdrawing from a class should not be taken lightly. Please consult with me if you are having any type of difficulty (academic or personal) to see if we can develop a plan of action that does not include dropping the course. I know that life can get complex sometimes, so talk to me before you do something as drastic as dropping the course.

If you are having difficulties that affect your regular participation, be sure to let me know what's going on so that we can work out a solution short of withdrawal or a heavy grade penalty. 

If you are thinking about dropping a class, check the KU Timetables first:
http://www.registrar.ku.edu/timetable/ 

The College of Liberal Arts and Sciences (CLAS) Undergraduate Services sends email messages about the drop deadlines. Make note of these deadlines.

Handing in Assignments
Because this is an online course – and to help prepare you for the work world – you will hand in all your assignments electronically unless otherwise requested, as when we practice using copyediting marks. In science and industry, you will seldom edit a document that does not go to a production specialist before publication.

You will turn in all your homework and other exercises through Blackboard (and as noted in the assignment) by Friday at 4:00pm. When turning in late work or when requested to do so, email your files to the relevant writers and to me at cmckit@ku.edu 

The burden of proof is on you for assignments that don't reach me, so make sure you keep those receipt notices that I send (for emailed documents) and/or a copy of your sent email. Blackboard is very reliable when it's available and will not lose documents (though it might corrupt them). If something goes wrong, a log will show your check-in and any subsequent faults. I frequently back up our files, but you should get into the habit of always backing up your work onto removable media or USB flash drive, your email system, or your FTP site! 

Late assignments must be turned in by email so we are sure to get them. I don’t check Blackboard for past-due documents unless you tell me you’ve handed off something new! Remember that you lose a full grade for turning in a project up to a week late, more as the tardiness increases.

Because you're practicing the part of a professional editor this semester, it is your responsibility to stay in touch with your writers. If you can't return an edited project to them as expected, let them know well enough in advance that they can work around your modified schedule.

Online Resources
I have set up a course website where you'll find all kinds of useful information: 
http://www.people.ku.edu/~cmckit/TechComm/564/564Index.htm" http://www.people.ku.edu/~cmckit/TechComm/564/564Index.htm 

Our Blackboard site will go live soon.

To refresh your memory of what we did in the Foundations of and Advanced Technical Writing classes, or if you took a section of English 362 that I did not teach, please review the handouts, assignments, and other materials from the website: 
http://www.people.ku.edu/~cmckit/TechComm/TechCommIndex.htm" http://www.people.ku.edu/~cmckit/TechComm/TechCommIndex.htm  

Check often for updates, newly posted assignments, syllabus changes, web links, and so on. The over-arching KU Technical Communication website is here: 
http://www.ku.edu/~techcomm/" http://www.ku.edu/~techcomm/  

I also created a LiveJournal community for KU technical communicators, where I plan to occasionally post job notices and other information, and where you can stay in touch with other current and former KU technical writers and editors: 
http://community.livejournal.com/kutc/" http://community.livejournal.com/kutc/ 

Plagiarism
Do not plagiarize the work of others. I regularly check random papers for plagiarism; if I suspect something, I always check to make sure material in student papers is not plagiarized. If you do so, you will receive 0 (zero) points for the project in which you used plagiarized material. If you do it twice, you will fail the class. This includes plagiarized material inserted into any short, in-class work. No exceptions. 

Why do I mention this in an editing class? For one, editors often do a lot of writing, so this is just a reminder that you still need to be diligent with crediting sources whether you are the original author or a work’s editor. Also, an editor is responsible for the content that makes it to final production. Therefore you might be held responsible for plagiarized work that you’re editing should you fail to identify the problem. Fixing syntactical errors, improving organization, and so forth are minor issues compared with allowing stolen content to slip past you.

So, stated simply: Do not plagiarize the work of others nor allow your writers to do so. The University takes plagiarism very seriously, and publishing and academia have no patience for this kind of laziness and theft. So what is plagiarism and how can you avoid it?
What Is Plagiarism?
Stealing and passing off as your own someone else's ideas or words or using information from another's work without crediting the source is called "plagiarism." Some specific examples of actions that constitute plagiarism include pasting together uncredited information from the Internet or published sources, submitting an entire paper written by someone else, submitting a paper that you wrote for another class (which is therefore not original work), and copying another student's work (even with that student's permission).

A good rule of thumb: Plagiarism is using more than a few of someone else's words in a row without crediting the original author. It is also using someone else’s table of contents, graphics, art, design, or other work without crediting the original creators. When the words are unusual or newly coined, using just a word or two might be plagiarism, especially if such terms infringe on copyrighted or trademarked language. 
Avoiding Plagiarism
Writers and editors – especially students or beginning professionals – are frequently confused about what constitutes plagiarism. If you are unsure about whether something you have written or are editing is plagiarism, or how to use someone else's ideas appropriately in your writing, or whether facts you are using are commonly known, ask your instructor for assistance. 

In order to avoid unintentional plagiarism and to represent your work honestly, you need to be meticulous about giving credit to your sources. As an editor, you are responsible for ensuring that the material you are editing is free from plagiarism.

If you need to use someone else's words, simply use quotation marks and credit the source – that is not plagiarism; that is good writing practice.

However, in many cases paraphrasing is better than using someone else's words, because your thoughts are unique and only you can express exactly what you mean. Be sure to appropriately identify paraphrased material. You paraphrase by crediting someone else's ideas and rewording them to fit your writing project.

Whenever you offer facts that are not commonly known, you need to tell your readers where you learned those facts. 

As you take higher-level college courses and begin writing professionally or for work, it becomes ever more important that you write using your own words and ideas rather than repeating what others say or think. Stealing or even relying too heavily on someone else's writing and thoughts rather than coming up with your own not only hinders your educational experience, but it also could lead to many serious consequences.

Though it might not seem obvious to the perpetrator of plagiarism, writing instructors can usually detect when written work is plagiarized by noticing how different the work is from previous work or from other work done at the same level. The University also subscribes to Turnitin.com, a digital plagiarism-detection program that checks student work against databases of existing papers.
Consequences of Plagiarism
Plagiarism is a serious, legal issue, and you need to learn solid writing practices now before you enter the work world and end up losing your credibility or fighting a costly lawsuit for intentionally or unintentionally stealing another's work. Stealing just isn't worth the cost when writing the words yourself is not that much more work. 

The University requires instructors to report all plagiarism and other forms of cheating. Less serious offenses might result in failing the assignment, while more serious offenses can result in failing course or even expulsion from the University, so always ask your instructor for help if you are unsure about whether or not your work could be considered plagiarism. 

Daily Syllabus
Table 2 Table 3 details this course's required readings, discussions and exercises, and homework assignments. Writing and peer-review projects are based on the subject from that week's discussion. Assignments are due by Friday at 4:00pm. Discussion blog posts are due on Wednesday, and responses take place every day during the week. We can also hold live discussions if you choose – let me know and I'll update this document.

NOTE: Even more than the rest of this document, this section is subject to change – keep in mind that this is the first time this course has been offered online. As the semester progresses, expect updates based on our progress, added or removed topics, and your interests. 

I will likely add more readings – particularly new handouts available via the website – throughout the semester, because I am constantly on the lookout for new resources. Let me know if you find something I should add to the readings, as well!

I am being ambitious in the projects I want us to do and the topics I want us to explore. We might not accomplish everything this syllabus sets out to accomplish, but let’s give it a shot!

Check frequently for changes to this syllabus on the class website and in our classroom Info folder.
Table 2.    Detailed Syllabus CM cmckit    Be sure to check this frequently, because this could undergo revisions. , version 0.1, 8-15-2011
Week
Textbook Readings
Handouts and Other Readings
Discussion Topics and Editing Exercises
Assignment Due by Friday

Week 1


Introduction to technical editing.

Semester and syllabus overview.

Editing test.

Week 2
Tarutz chapter 1-4.
Measures of Good Technical Documentation.

“Editing” entry from Wikipedia:  http://en.wikipedia.org/wiki/Editing" http://en.wikipedia.org/wiki/Editing

What is the job of a technical editor?

What makes a good editor?

Exercise: Review editing test.


Week 3
Tarutz chapter 7, 9, 11.

Refresh Blake & Bly Chapters 2-5.
How to Write Good.

Common student writing errors (362 handout).
Technical writing rules and grammar. 

Exercise: Begin editing problem documents.

Turn in sample of technical document that needs work and share with your classmates.

Week 4
Tarutz chapter 5-6, 8; Appendix A.

Editing process.
Different stages and types of editing. 

Working with writers.

Exercise: Go over edited documents online.

Turn in edited documents.
Week 5
Tarutz chapter 10, 12, 13; Appendix B.
Style guides. 

Style guides. 

Editing different kinds of content.

Exercise: Team project: Begin producing a style guide.


Week 6

Proof correction marks.

Style guide and proofmarks.
Copyeditor’s marks.
Exercise: Edit problem document with emphasis on copyediting and line-editing. 

Week 7



Exercise: Editing test. Prepare to answer questions based on readings and perform substantial copy-, line-, and developmental edits to a sample document.

Collect First Major Writing Project from tech writers.

Turn in editing test.
Week 8


Go over editing test.

Work on tech-writing student papers. 

Team-work on style guide.

Catch-up discussions?


Week 9


Meet with your writers and guide them through your edits of their writing projects. 

Finish marking up writers' First Major Writing Project papers by mid-week and discuss with them by Friday.

Week 10:

Tips for editing websites

Review this website: http://www.webpagesthatsuck.com/" http://www.webpagesthatsuck.com/

Also review HTML information on class website.

Editing websites and HTML-based documents.

Exercise: HTML refresher.

Exercise: Cascading style sheets (CSS) and web design for editors.

Complete HTML refresher.

Complete CSS tutorial.

Week 11


Exercise: Begin editing problem website, looking for all types of needed edits.

Team-work on style guide.

Collect Progress Reports on Second Major Writing Project from writers.


Week 12


Exercise: Review problem website edits; discuss issues that have cropped up during this project.

Collect Second Major Writing Project from writers.

Complete website edits.
Week 13




Meet with your writers and guide them through your edits of their Second Major Writing Projects. 

Work on style guide.

Collect student Final Project doc plans for developmental editing.

Finish marking up writers' Second Major Writing Project papers by mid-week and discuss with them by Friday.


Complete your portion of the style guide.


Week 14


Meet with (in person or virtually) students and developmentally edit their Final Projects' doc plans.

Assign final editing project.

Finish developmentally editing writers' Final Projects' doc plans by mid-week and meet by Friday.
Week 15
Tarutz chapter 15, 16.

Careers in editing. 

Finish work on style guide.

Completed style guide due.


Finals Week




No final test: 
Final editing project due.


Final editing project due before end of day on Thursday.



