How to Edit LVA Accolades Articles

Editing articles can seem like a difficult and overwhelming task to complete when you’re
unfamiliar with the process. But this tutorial will help you through the process, let’s go!
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The submission form displays all of the responses from everyone who’s submitting their work in
regards to the media. As you can see the form is color coordinated, (Grey - Hasn’t been edited,
Green - Complete, Yellow - Edited/Notes from editors, Red - Error). Depending on what
editor you are, is what submission you are able to edit:

Draft 1 - Content Editor
Draft 2 - Copy Editor
Draft 3 / Ready For Publication - Editor in Chief
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Once you know which draft you’re supposed to be editing, you’ll then go and find the draft
needed to edit. Make sure it’s for your class period. Go to the linked google folder to view

their piece.

Google Folder
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Once you’ve opened the link, you’ll see multiple things inside. If you’re a content editor you
have to make sure all of the content is clear and accurate. If you’re a copy editor you have to edit
all of the grammar aspects. Lastly, if you’re an editor in chief you have to make sure the overall
piece is complete and that there are no errors needed to be altered.
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When I first sat down with Destinee Thames, I expected the usual, “So...what’s your plan?” or something
similar. Instead, she sat back in her chair grinning at me and simply said, “I like to listen because you can
find out a lot when you listen.” In the time that followed, I explored the story of a bright spirit who thrives
in her “organized-chaos”, bends the rules when it counts, and approaches everything she does with

P

and

Ask Destinee to pick a color and she doesn't hesitate. “Neon, bright, wow yellow, none of the butter or
mustard tones that you see all over your Instagram feed.” I personally believe she couldn't pick a better
color to describe herself. She’s unapologetically bold and lights up every room she walks into. In an
office that can be gray and dim, she's the light that shifts the atmosphere.

“Organized chaos” is how she describes her workspace. As I watched her shuffle through papers and
supplies on her desk, she pulled out exactly what she needed. Her secret to being orderly despite what it
may come across is her phone calendar, “My lifeline,” she called it. For anyone buried in deadlines her tip



When you open the article, click Editing Mode located at the right top of your screen. Then
press Suggesting. If you prefer using Editing instead you are more then welcome to. Although,
suggestions allow the editor to make corrections without having to confuse the submitter.
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8:59 AM Today

Replace: “I” with “L”

8:59 AM Today

Replace: “i” with “I”

8:59 AM Today

Delete space

8:59 AM Today

Delete space

Then go throughout the piece and make corrections.

Updating Submission Form

After you have finished editing you need to update the submission form.
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Highlight the piece that you have edited and change the Fill Color. Typically if you’re a content
or copy editor you’ll change the color to yellow. If you’re editor in chief and there are no
mistakes left you’ll change the color to green once the piece has been published. If there is some
sort of error in effect no matter the editor, you’ll change the color to red.
Link to the FOLDER in the SHARED drive
with all needed components.
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https://drive.google.com/drive/folders/1JPEO_hJ posted
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https://drive.google.com/drive/folders/1f8uTBIIV| posted
https://drive.google.com/drive/folders/1IwAA3DC Comments left, submit for 3rd draft (
https://drive.google.com/drive/folders/1DmZ7AP Comments left, submit for 3rd draft (
https:/drive.google.com/drive/folders/1vTvr_ X V posted
https://drive.google.com/drive/folders/17IsDEIO4

please content edit
https://drive.gooagle.com/drive/folders/14AtaEmk

https://drive.google.com/drive/folders/1rnCgS5G posted

https:/drive.google.com/drive/folders/1akglkJict posted
https://drive.google.com/drive/folders/10krWvuj\

https://drive.gooale.com/drive/folders/1day2ANj*

Published

give title, t

published
Lastly don’t forget to add notes in the notes section and sign off with your name.



