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TIPS Technical Publishing – Technical Editor Guidelines
The technical reviewer plays a crucial part in the construction of each publication. By ensuring that every aspect of the book is consistent with the software or technology it describes and correcting the processes it outlines, the technical reviewer assures the reader of a consistent and enjoyable experience.

This set of guidelines is intended to establish the technical reviewer’s bailiwick, and to give you a firm idea of what is expected of you during the technical review process. Please read these guidelines carefully before starting your first project. Keeping them handy as you perform future projects isn’t a bad idea, either.

Herewith, step-by-step, is the technical review process.

Sign on for the project

Be certain of your familiarity with the subject matter. Ideally, you should have hands-on experience in the primary subject area—i.e. before “teching” a book on MS Office, you should have used Office. However, this isn’t always possible or practical. At the very least, you should be familiar with the general topic—i.e. word processing, spreadsheets, and suite software.
Familiarity should include not only the program or class of program, but the platform/OS as well. For example, a technical reviewer with exclusively Windows experience will generally not fare well with a Mac OS-oriented title, and vice-versa.

Also, for any book on a cross-platform subject, check at the beginning to verify whether the book will be platform-specific, or cross-platform. If it will be cross-platform, you will need access to both platforms in some fashion (i.e. for a Win/Mac book, you would need a Mac OS machine and an Windows box, or a Mac running a PC card or emulator). If you use a Mac, use of a PC card is preferred, although Virtual PC and Blue Label both work well. SoftWindows may be used as a last resort, but beware of lurking incompatibilities.

Get the software

This may be one program, or several, depending on the project. Keep in close contact with your managing editor, and make sure they put you in touch with the correct person to supply your software. If you are working on beta software, ask to be put directly on the manufacturer’s beta list.

Install the software using default specifications

Unless the manuscript instructs the reader to do otherwise, you should accept all default installation options, including directory/folder names, add-ons, etc. If the manuscript instructs the reader to perform a specific custom install, follow those instructions exactly. If not, make sure the manuscript’s instructions and assumptions are consistent with what a user will find after performing a default install.

Get the manuscript

Most likely, you will be retrieving and submitting chapters via FTP. The TIPS production FTP server is located at www.technicalpublishing.com. Username and password are required, so have your managing editor set you up an account for use with your current book.

· Chapters you need to complete will be located in the appropriate project directory (usually labeled by author’s last name), in the subdirectory 
“01-Originals.”

· When you send finished chapters, they should be placed in the appropriate title directory, in the subdirectory “02-TE2CE” (tech editor to copy editor)

Other arrangements may, at your request, be made for file transfers. Consult with your managing editor.

Prepare each chapter

TIPS standard editorial markup package is Microsoft Word, but any package capable of performing revision tracking may be used at the discretion of your managing editor. Before working on any chapter, select Tools | Revisions, and ensure that “Mark Revisions While Editing” is turned on. You may elect to have Word show you the revision marks as you work or not.  

If the title is being submitted in FrameMaker, use conditional text to insert and delete text, and to leave comments/queries for the author.

Read through the manuscript carefully

Check all technical aspects of the work for consistency and the program’s appearance and functionality, in that order:

· Window names should be consistent.

· User interface terminology should be consistent with the program’s documentation—if the manual says “toolbar,” make sure the book does. In the frequent instances where documentation is inconsistent, you may be asked to make a judgment on which to use. Base your decision on which style appears with greatest frequency. Consistent UI nomenclature includes capping of specific features, which may look awkward at times. Simply make the manuscript consistent with the docs, and let the copyeditor have final say on it.

· Procedures outlined in the book should produce exactly the results described. This applies to images as well. Unless the author specifically states otherwise, a user who follows an outlined procedure should see on his screen and/or hear from his speakers precisely the dialogs, images, sounds, etc. noted by the author. Correct any discrepancies.

· Don’t worry about spelling or grammatical errors, unless they impinge directly upon a technical aspect of the work, such as UI nomenclature.

If you need to make comments or queries, keep them direct, impersonal, and to the point. If you feel strongly that a particular section of work needs rewriting or rewording, you may suggest appropriate changes. However, you should check with your managing editor before actually rewriting any large passages, unless such passages include blatant technical errors. 

In Word, use the Comments feature to insert comments. In FrameMaker, use the conditional text called “comments.”  In other programs, use a Query style (you may also bold them for emphasis), and [[enclose them in double brackets, like so.]] Provide an identifier at the beginning, to show who should be reading the comment (usually AU for author or ED for editor), and end it with your tag (either initials, like TECH or TE). For example,

[[AU: This section will change during beta, and will need rewrite. TE]]

If you feel that certain comments regarding a manuscript need to be made in confidence to your managing editor, do not include them in the manuscript. Pass them along via email directly to the editor, citing appropriate sections of copy as needed.

Style sheets

While creating and revising the style sheet is the copy editor’s responsibility, it is often the case that the technical editor will initiate the style sheet as she/he works on the manuscript.  

If you receive and update a publisher style sheet for a series, or if you initiate a new style sheet for a project, then post the latest, greatest version with each chapter you upload.  Be certain to download the latest version before starting, as the copy editor will be working on the file immediately after you post chapters for their review.

Check the figures as you go

As you reach each figure caption, check the associate file or hardcopy of the figure for discrepancies. Things to look for include:

· Making sure the correct dialog box or window is open.

· Making sure the image matches the caption.

· Making sure the windows, etc. appear as they would in a default installation. This means looking out for utilities like Kaleidoscope, WindowMonkey, or Plus! that may modify the appearance of window and dialog boxes. Figures should always be derived from an unaltered, unextended version of the OS in question (unless the author specifically states otherwise).

· Making sure that any clip-art or other item appearing in a figure is available to the user, or that the author makes clear that any similar object or file can be used.

Submit the finished chapter

Upload your marked chapters to the /02-TE2CE folder. When your file transfer is complete, drop your copy editor a line via email (and copy the publisher, who tracks the project’s progress) to let them know the chapter is ready for review.

Schedule

Publishing is a time-sensitive endeavor.  Not to slight the need for accuracy and completeness, but the value of a book will diminish as the information ages and the number of competitors to the book increases.  While it is difficult to provide an exact amount of time available to each chapter for technical review (as the size and subject matter will have a large bearing on the time required to do a good technical edit), we strive to turn chapters around on a daily basis.  If you receive a number of chapters at the same time, try to schedule returning one per day.  If there are extenuating circumstances that develop, please let the publisher know immediately, so schedule adjustments or alternate arrangements can be made.

Weekly reports

The TIPS managing editor submits weekly reports on projects.  These reports are copied to all members of the project team, and to the client. The reports include: chapter status, schedule status (with critical path action items), and open issues. The reports are issued on Monday afternoons.  The publisher needs an update as to your status by Monday at noon in order to make the weekly report as accurate as possible.

TE Early Analysis

Technical editors are the first line of defense against projects that are materially flawed—not ready to be published for technical or other reasons.  In order to catch serious problems early enough in the process to rectify them, the Technical Editor is to submit a brief (1 page is fine) report on the projects quality, accuracy, and topical coverage (scope and depth) after having reviewed 3-5 chapters.  This can be done in any word processing program and needs to be sent directly to the managing editor.

TE Final Analysis

After posting your final chapter, complete a final analysis report summarizing (1) any process issues needing adjustment, (2) any unfinished material—appendices, charts, software, etc. that is still needed, (3) anything else that is missing, (4) anything that is still unacceptable, (5) anything to be aware of, (6) and a paragraph on your overall opinion of the project (strengths and weaknesses). This can be done in any word processing program and needs to be sent directly to the managing editor.

For timely payment of your services, be certain to include your invoice with the final analysis.

