
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! 
 
Submission Form 
 

 
 
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 
 



 
 
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 
 



 
 
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.  
 
 
Editing Article 
 

 
 



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.  
 

 
 
Then go throughout the piece and make corrections. 
 
 
Updating Submission Form 
 
After you have finished editing you need to update the submission form. 
 



 
 
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.  
 

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


