EDUCATOR’S GUIDE TO
GRADEASSIST 3.8
FOR MLA
REV . 04/02/12

QUICK-START GUIDE
1.

Install GradeAssist on your computer.

2.

Start Microsoft Word.

3.

Click the GradeAssist tab in the Office Ribbon.

4.

Insert a comment: select a bit of text (click and hold the left mouse button, drag mouse to select text, release
the left mouse button). Then left-click a comment button in the GradeAssist tab to insert it into the student’s
paper.

5.

Edit a comment: click inside the comment bubble in the right margin and begin typing.

6.

Delete a comment: move your mouse pointer over the comment, right-click, and select Delete Comment.
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WELCOME + OUR PHILOSOPHY
Welcome to GradeAssist! You’re about to join a
community of thousands of professors, teachers, and
academic administrators who use GradeAssist to
enhance productivity and learning. We’d like to take a
moment to share a bit about the unique philosophy
behind the many GradeAssist products available today.
It’s our belief that educators matter. They make a
meaningful difference in students’ lives and
educational experiences through powerful lectures and
formative assessment, but also through bonds formed
in the classroom, by email, in feedback on papers, or
during chats in the student union coffee shop. In the
best cases, such bonds inspire and guide students to
greatness. In the worst, students’ interest in learning
can be extinguished.
Unfortunately, the responsibility for assessment has
increasingly been wrested from educators, especially in
recent years. In some cases this is attributed to cost
concerns, in others to vague fears of grade inflation or
any of a number of assorted justifications. We’ve seen
educators’ key responsibilities handed off to
computerized grading systems or faceless, distant
hordes of impersonal assessors. It is rare for either the
computers or the assessors to have any interaction
with educators, almost unheard of for them to interact
with students. No interaction generally means little to
no responsibility for students’ academic or personal
progress, no discretion to take action when necessary,
no concern for students’ well-being.
As educators’ direct responsibility for their students is
stripped away, so too are the opportunities to mentor,
encourage, inspire, and teach. Unfortunately, neither
computers nor long-distance graders are likely to
notice or care when a paper crosses their desk that
hints at the brilliance of the next Einstein or Stephen
King. They’ll be neither inclined nor empowered to take
action when a student’s writings exhibit difficulty
mastering the intricacies of APA style, the basics of
everyday grammar, or contain troubling signs of danger
to themselves or others. But in an age where budgets
are slashed, educators asked to do more with less, and
where metrics and assessment, accreditation concerns,

and US News college rankings drive decision-making,
how can educators be expected to succeed for
themselves or their students?
When educators are removed from the assessment
process, lost is that intimate, innate understanding of
who's succeeding and why, who's struggling, and how
to bring to bear teaching methods or other
interventional resources to get a student back on track
and encourage them to greater success. Because we
believe in the fundamental importance of educators in
every aspect of a student’s education, we’ve developed
an approach that makes a measurable, meaningful
difference for students and educators alike. It’s
designed specifically to support and empower
educators to do what they do best: teach. We call it
GradeAssist.
GradeAssist is a software tool for Windows that offers a
revolutionary, standardized approach to assessing,
commenting on, and grading students’ written
academic work. Educators tell us they’re grading faster
– sometimes cutting grading time by 50% - when they
complement their own personalized feedback with
GradeAssist’s standardized comments. Students’
perceptions of their professors and their educational
experiences are also measurably improved. Everything
from a professor’s work ethic and helpfulness to the
clarity and fairness of grading standards are all
evaluated in a more positive light. But while
productivity and student satisfaction are a few of the
many benefits of using GradeAssist, there’s a more
important reason to adopt this software at the
individual, department, or institutional level:
measurable improvements to students’ critical
thinking, academic writing, and other key educational
outcomes.
We’re committed to ongoing, iterative improvement,
which in large part depends on our listening to our
advocates and critics alike. So if you have any
questions, comments, complaints, or concerns, tell us.
We greatly value your experiences and insights and
would appreciate hearing from you. You can reach us
at 703-59-GRADE or at gradeassist@pappasvolk.com.

Dr. Fred Volk
President
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WHAT IS GRADEASSIST?
GradeAssist is the first software designed specifically to help professors reduce overall time spent grading, allow more
time to personalize feedback to a student's individual educational needs, and make a measurable difference in
educational outcomes.
There are many benefits to using GradeAssist for educators, students, and administrators:
•

Quick to learn, easy to use;

•

Integrates seamlessly with Microsoft Word;

•

Supports your current approach to grading;

•

Review students’ papers with greater speed, clarity, and effectiveness;

•

Easily provide meaningful, detailed feedback and formative writing instruction;

•

Decrease time spent grading, by up to 50% or more;

•

Complement personalized, student-specific feedback with hundreds of standardized comments;

•

Greater consistency of instruction and feedback across educators, classes, and departments;

•

Increase students’ knowledge and skill with general College Writing or the more detailed requirements of APA,
MLA, or Chicago-Turabian composition;

•

Reinforce and expand educators’ knowledge of general and specific writing styles;

•

Measurably improve students’ critical thinking, writing, and communication skills;

•

Enhance students’ educational outcomes.
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GETTING STARTED
Before you begin
System requirements
The table below details the minimum system requirements necessary to install and run GradeAssist. If
your computer runs Windows XP, please make sure to read the note below the table for important
information on using GradeAssist with Windows XP.
Operating System
Windows 7
Windows Vista
Windows XP*

Microsoft Office
Office 2010 (32- or 64-Bit)
Office 2007 (32-Bit)

*If you’re using Windows XP…
While we do not officially support Windows XP, in most cases GradeAssist will work on computers that
run it. Because Windows XP is very old, however, a few extra steps may be required. Both Microsoft
Office and Windows must be updated with all patches, fixes, and technology updates released by
Microsoft. You can use the built-in Windows Update tool to obtain these updates directly from
Microsoft. If you are uncomfortable doing this on your own or do not have administrative privileges
for your computer, contact your institution’s technical support team for assistance.
Install GradeAssist
Double-click the GradeAssist installer icon and follow the prompts to complete the installation. You’ll
need to provide some basic registration data and, if requested, a valid license number. If you obtained
GradeAssist as part of your institution’s site license, please contact the appropriate department or
technical support team at your institution for your license number. If you purchased GradeAssist
directly from us but don’t recall your license number, you are welcome to contact us at
gradeassist@pappasvolk.com and we’ll be happy to help.
Start GradeAssist
It couldn’t be easier to start grading papers with GradeAssist! But don’t look for a GradeAssist icon in
your Start menu or on your desktop. Instead, simply start Microsoft Word and look along the top of
the ribbon where you’ll find a new MLA GradeAssist tab. Just click the GradeAssist tab to activate it.
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How It Works
The GradeAssist tab
Once you’ve clicked on the MLA GradeAssist tab in the ribbon, you’ll have easy access to every standardized
comment offered by the program. The GradeAssist ribbon is separated into six basic comment groups plus a
help menu, with comments arranged in logical categories to help you quickly and easily find and insert the
most appropriate feedback for your students.

The Comment groups
There are six comment groups that are available in MLA GradeAssist: Paper Sections; Editing;
Wording, Writing, and Grammar; Style; Works Cited; and Endnotes. These may seem a bit
overwhelming at first, but your familiarity with the comments and their location will increase
quickly after grading only a few papers.
Paper Sections
Paper Sections contains comments focused on the earliest components of students’ academic
papers. You’ll find comments specific to title page issues, aspects of the abstract and
introduction, strength of the hypothesis and method, and more.

Editing
The Editing section includes a comprehensive set of basic comments to assist educators or
teaching assistants in providing basic copy-editing feedback to students. In many cases, it
won’t be necessary to reinforce, for example, the proper use of an apostrophe when the
reviewer believes it is clear that the student simply made a typo. Comments within the
Editing section will facilitate this type of correction in areas including capitalization and
alignment, font selection, and spacing. Additionally, basic positive feedback comments can be
found here.
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Wording, Writing, and Grammar
The Wording, Writing, and Grammar section features comments focused on common
mistakes to avoid, voice-tense issues, proper use of punctuation, and includes important
comments on word-, sentence-, and paragraph-level errors most often encountered in
student papers.

Style
The Style section provides clear and actionable comments – often referencing the latest MLA
Style manual – for issues relating to citation and quotations, use of numbers, proper use of
tables and figures, and much more.

Works Cited
The Works Cited section is designed to exclusively support providing detailed feedback to
students on the proper way to format reference pages according to current MLA rules.

Endnotes
The Endnotes section provides high-level comments that educators can provide to students
about the overall quality and characteristics of their writing.
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Help
The Help section contains a number of links within Share GradeAssist that make it incredibly
easy to tell your friends about GradeAssist using email as well as some of today’s most
popular social networking sites like Twitter, Facebook, and Tumblr.
If you’ve got a great idea for a comment or feature not presently included in GradeAssist, you
can let us know by clicking the Suggest a Comment button.
And finally, the Help dropdown has links to frequently asked questions, troubleshooting tips,
and contact information if you have an issue that isn’t addressed elsewhere.
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Button Types
There are four basic types of comment buttons that you’ll encounter while using GradeAssist: SingleClick buttons that when clicked insert a single comment; Dropdowns that contain multiple, related
comments; Splits, which combine a single-click primary function with a dropdown, and Nested
Dropdowns, which are dropdowns that contain other dropdowns inside them.
Single-Click Buttons
Single-click buttons – like Footnotes and Appendix – insert a single comment when clicked.
NOTE: If you’re unclear as to the specific comment each button represents, simply position your
mouse pointer over the button for a moment and a preview of the comment will appear.

Dropdowns
Dropdown menus are folders that contain multiple related comments. Dropdown menus can be
identified by a small, downward-pointing triangle to the right of the button text (like Hypothesis,
Method, and Results). Simply move your mouse over a dropdown menu’s name and single-click the
left mouse button to reveal the contents of the dropdown menu. You can then move your mouse to a
specific comment and left-click your mouse to insert it in your student’s paper. Clicking anywhere in
the Word window outside of the open dropdown will close that dropdown.
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Splits
A third button you may encounter while using GradeAssist is the Split. A good example of a Split
button is the GradeAssist Comment button. There are two clickable areas: the first includes the icon
with the bubble and lines that appears above the word “Comment.” Clicking this part of the button
inserts a blank comment bubble in the document margin. The second clickable area includes the
button label (“Comment”) and the downward pointing arrow beneath it – clicking this area reveals a
dropdown menu containing (at first) a menu option to edit custom comments. Once you create
custom comments, you’ll access them by clicking on the lower half of the comment button. When you
roll your mouse over the button, you’ll notice that one of these two areas will be highlighted based on
the position of your mouse pointer. For more information on working with Custom Comments, jump
to page 15.

Nested Dropdowns
Sometimes you’ll run into dropdown menus that have other dropdowns within them, like “Additional
Punctuation,” below. As you’ll recall, a regular dropdown can be identified by the small triangle to the
right of the button with its tip pointing down. A nested dropdown can be identified by a small triangle
to the right of the button with its tip pointing to the right. Simply move your mouse pointer over the
dropdown’s name to reveal the comments within.
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PROVIDING FEEDBACK
Add Comments
You can add comments to a student’s paper with just a mouse click or two. When you find a portion of
a student’s paper that requires feedback, simply:
1.

Hold down your left mouse button and drag your mouse to highlight the appropriate text.
Release the left mouse button once you’ve selected the appropriate text.

2.

Find the appropriate comment in the GradeAssist menu.
NOTE: If you move your mouse pointer over a button or comment option in a dropdown
menu, you’ll see a preview of the full text of the comment that will be inserted by that
button.

3.

Copyright © 2008-2012

Left-click the comment label and it will insert the appropriate comment in the document’s
right margin.
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Editing GradeAssist Comments
There may be instances in which you desire to edit the text of the comments that are included in
GradeAssist. To edit comment text:

Copyright © 2008-2012

1.

Insert a comment in the paper.

2.

Left-click inside the comment bubble in the right column (or in the Reviewing Pane located at
either the bottom or left column of the screen).

3.

Make any changes required.

4.

Left-click anywhere outside the comment bubble to commit the changes.
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Delete Comments
If you insert a comment that you later decide you would like remove, simply:

Copyright © 2008-2012

1.

Move your mouse over the comment bubble in the right column.

2.

Click the right mouse button to bring up the context menu.

3.

Left-click on Delete Comment.
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Custom Comments
To get started with GradeAssist Custom Comments,
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1.

Locate the large COMMENT button inside the EDITING group. The Comment button is a
“split” button, meaning it has two key functions. If you slide your mouse pointer over the icon
in the top half of the button, you’ll notice that the background changes color. If you click on
the top half of the button, you’ll insert a blank comment bubble into your Word document.
Similarly, if you click the bottom half, you’ll discover a drop-down menu with (initially) a
single option: EDIT COMMENTS.

2.

Click EDIT COMMENTS to open the comment editor.

3.

For each comment you’d like to add, two pieces of information are needed. The first is a
LABEL, which is the name you’ll click on in the drop-down menu to insert that comment in a
student’s paper. The second is the text of the COMMENT itself.

4.

Once you’ve finished creating your comment(s), click the close button to resume using Word.
You’ll notice that by clicking the bottom half of the Comment button that your new
comments will appear.
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5.

If you’d like to rearrange the order in which your comments appear, first select the comment
you’d like to move by clicking on the row number at the left edge of the Comment Editor.
Next, use the up and down arrows to reposition the comment within the list.

6.

If you’d like to organize your comments by type, class, or any other categorization, you can
easily create COMMENT GROUPS that will appear in the COMMENTS drop-down menu. To
create your first comment group, click the ADD COMMENT GROUP button in the upper-right
corner of the editor window. A comment group entry will then appear in the editor. You can
rename the comment group as you see fit.

7.

To add comments within a comment group, you must first navigate into it. First click the right
pointing arrow to the left of Comments at the top of the editor window, then click the folder
you’d like to work with.

8.

Follow Step 3 (above) to add comments within a group. Note the information at the top of
the editor window – it displays the folder in which you’re currently working (in this case,
Psych 365, a folder that will appear in the top level of the COMMENT drop-down.)

9.

When you’re finished working within Psych 365 and would like to return to the top level of
comments, simply click Comments to the left of “Psych 365.”

10. Just like individual comments, you can also arrange comment groups using the up and down
arrows as described in Step 5.
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11. Finally, if you’d like to delete a particular custom comment or comment group, simply rightclick on the row number of the comment in question and click DELETE.
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FREQUENTLY ASKED QUESTIONS
What are the technical requirements to use GradeAssist?
See Before You Begin/System Requirements (Page 6) for detailed information on the minimum system
requirements for GradeAssist.
Do you support Windows XP?
Not officially. However, if your version of Windows XP and your version of Microsoft Office are both updated
with all of the latest software patches, fixes, and upgrades (available through Microsoft Update), then
GradeAssist will most often work on Windows XP computers. The best way to determine if your Windows XP
computer is ready to run GradeAssist is to download one of the free trial versions available online. If it works
then you’re ready to run the full version. If the GradeAssist tab doesn’t appear within Word, then you’ll need to
run Windows Update (or ask the appropriate tech support person for help) a number of times to obtain all the
latest fixes for your computer.
Do you support 64-Bit versions of Microsoft Word?
In addition to supporting the 32-Bit versions of Microsoft Office 2007 and 2010, we also support 64-Bit versions
of Windows running the 64-Bit version of Microsoft Office 2010.
Is there a Mac version of GradeAssist?
GradeAssist only supports computers running the Windows operating system. We look forward to having a
Mac-compatible version in the near future. If you’d like to be notified when a Mac version is available, email us
at gradeassist@pappasvolk.com and we’ll let you know.
Is there an iPad/Android/tablet version of GradeAssist?
Not right now, though we’re excited about the development possibilities for iPads and Android tablets. We’re
committed to building versions of GradeAssist that support educators and students whether at a desktop or on
the go, so we’ll be exploring the options for a mobile version of GradeAssist in the near future.
Do I need administrative privileges on my computer to install GradeAssist?
If your computer won’t let you install GradeAssist – especially if you’re using a school- or institutionally-owned
computer – it is possible that you have limited authority to install new software. Contact your institution’s
technical support staff for approval or assistance with the installation.
Can I have more than one version (e.g., APA and MLA) installed on my computer at the same time?
Absolutely. Each version of GradeAssist installs with a unique name in the Microsoft Word Ribbon. So if you
install both APA and MLA, for example, you’ll have tabs for APA GradeAssist and MLA GradeAssist appearing
side-by-side in the ribbon.
I purchased a single license for GradeAssist, but I grade on both my work and home computers. Is it okay for
me to install GradeAssist on both computers?
Yes. We understand that many educators often grade on a school-owned computer as well as a home
computer. We encourage you to install GradeAssist on both so that you and your students can enjoy
GradeAssist’s educational and productivity benefits.
Can I install GradeAssist on my teaching assistant’s computer?
Only if you purchase an additional license or obtain another serial number from your school’s site license pool.
A single GradeAssist license entitles you to install GradeAssist on your personal computer and, if applicable, on
your work computer. Installation of GradeAssist on a teaching assistant’s computer is not allowed unless an
additional license is obtained.

Copyright © 2008-2012

PappasVolk, Inc.

18

I can’t find/don’t know my license number.
If you obtained GradeAssist through your employer, please contact the appropriate internal staff to obtain your
license number. If that doesn’t work – or if you purchased GradeAssist directly from us – please contact us at
gradeassist@pappasvolk.com and we’ll do our best to help you.
I’ve installed the software but can’t find GradeAssist.
There isn’t a separate icon to start GradeAssist. Simply start Microsoft Word and you’ll find a GradeAssist tab in
the ribbon. Click the tab to activate it and you’ll see GradeAssist.
Is there a tutorial video to help me get started?
We’re working on a tutorial video for new users. If you have questions in the meantime, you are welcome to
call us at 703-59-GRADE. We will absolutely be more than happy to work through any questions or challenges
you have.
The buttons on the GradeAssist tab are grey and don’t work!
You may discover after starting Microsoft Word that the buttons in your GradeAssist tab are grey and no longer
work. The most likely cause is that you've reached the end of your trial period or your annual license. To obtain
a current license – as well as the most up-to-date version of the GradeAssist software – visit the GradeAssist
store to purchase a new license.
That pesky window pane that opens when I insert comments. How do I stop it?
Unfortunately, that’s a function of Microsoft Word that we can’t control. You can click on the Review tab in the
ribbon and click on Reviewing Pane, which should close it for you.
Are there any other versions of GradeAssist currently available?
There are a variety of GradeAssist programs available.
Writing Styles
APA – Created specifically for educators using the latest version of the American Psychological
Association’s Manual of Style.
MLA – Designed for professors and students who make significant use of the Modern Language
Association’s most recent style guide.
Chicago-Turabian – A hybrid of the popular Chicago Manual of Style and Kate Turabian’s style guide
based on Chicago.
General
College Writing – Ideal for educators whose students aren’t required to use a particular style guide
but who still are required to develop top-flight critical thinking, communication, and academic writing
skills.
I have a great idea for GradeAssist! How can I let you know?
Our users are often very excited about GradeAssist and frequently share ideas and other suggestions for
improving the software. While we can’t necessarily use every idea that is sent our way, we do appreciate any
great ideas you are willing to provide. Click the “Suggest Comment” button at the far right of the GradeAssist
tab and you’ll be taken to a web form where you can submit your suggestions.
Do you offer site licensing or other volume licensing discounts for colleges or universities?
We created GradeAssist because we’re passionate and committed to making a positive difference to the lives
and educational experiences of educators and students. If you think you’d like to obtain a site license or other
large-volume licensing agreements, please give us a call. We’d be happy to talk with you to find a solution that
is designed to meet the needs of your institution.
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Can GradeAssist be customized for my school or organization?
The core GradeAssist products can be customized to meet additional or unique requirements of your school,
your professors, or your students. The GradeAssist team is also highly experienced in developing completely
unique, custom solutions for evaluation, commenting, teaching, and grading solutions that might require
design work beyond the core products. Contact us by email or call us at 703.59.GRADE for more information.
Is GradeAssist affiliated with or endorsed by the American Psychological Association or other organizations?
GradeAssist was initially developed independently by PappasVolk with the singular goal of helping colleges and
universities better prepare their faculty and students in their use of APA style. We later expanded our product
line to include MLA and Chicago-Turabian styles, as well as general college writing. While the comments
included in GradeAssist are developed with an understanding of the rules and requirements in various style
publications (e.g., the Publication Manual of the American Psychological Association) there is no relationship or
endorsement – real or implied – between our organizations.
How do I uninstall GradeAssist?
Only a few clicks are needed to uninstall GradeAssist. Open the Windows Start Menu and click on Control
Panel. Next, click on Programs and Features. Find GradeAssist in the list of installed programs, then double-click
the program name to begin the uninstall process. Follow the prompts to remove the software from your
computer.
GradeAssist is AMAZING! Can I send you some cookies?
Of COURSE you can send us cookies. We’re at 304 Robin Drive, Lynchburg, VA 24502. Also, if you happen to be
at one of the many conferences we attend each year, be sure to say hello!
How do you know that GradeAssist really works?
Because we conduct lots of research – academic, not market – to understand how and why GradeAssist
influences educator productivity, student learning, and educational outcomes. Our company’s executives have
extensive experience not only in teaching at the undergraduate and graduate level, but also working
professionally in research and development, product design, and marketing. We work frequently with
educators and students to subjectively and objectively measure the effectiveness of GradeAssist. Based on our
findings, we publish papers, present at conferences, and – most importantly – use our findings to iteratively
improve GradeAssist’s ability to support educators and their students.
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CONTACT US
We always appreciate hearing from educators who use GradeAssist and those educators or administrators who are
interested in learning more about how GradeAssist can dramatically improve educator productivity and students’
educational outcomes. Whether you’ve got a question, need help, or have a comment or suggestion to share, we’d love
to hear from you. As appropriate, we'll do our best to respond personally.
Email
gradeassist@pappasvolk.com
Phone
703.59.GRADE
Fax
202.318.4051
US Mail
GradeAssist
304 Robin Drive
Lynchburg, VA 24502
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LIST OF COMMENTS IN GRADEASSIST FOR MLA
PAPER
SECTIONS
First Page
Header Content

Each page (excluding the first) of the paper should include the author’s surname and page
number (MLA Chapter 4.3, 117-18, see also Figure 8, 118).

Header
Position

The author’s surname and page number should appear half an inch from the top of each
page (excluding the first) and should be flush right (MLA Chapter 4.3, 117-18, see also
Figure 8, 118).

Title Center

The title should be centered above the first paragraph of the paper (MLA Chapter 4, 4.3,
116-17).

Title Format

The title should not include bold, italics, underlining, or quotations (MLA Chapter 4, 4.3,
116-17).

Capitalize Title

Capitalize the first word and every primary word within the title (MLA Chapter 4, 4.3, 11617).

Title Content

The title should be both accurate and specific to the content of the paper.

Too Long

The title is too long. A good title is typically no longer than 15 words.

Too Short

The title is too short. The title is not sufficiently descriptive of the paper.

Key Concepts

The key concepts from your paper should be included in the title of your paper.

Abbreviations

Titles with abbreviations and acronyms can reduce title clarity.

Subtitle

Appropriate use of subtitles can prepare the reader for the paper content. A good subtitle
would work well here.

Dull Title

The title needs to be more compelling to encourage potential readers to move beyond the
first page.

Catchy Title

Really great title. It describes the content of your paper in a compelling way.

Nice Title Page

Nice work on the title page!
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Introduction
Context

The introduction should position your paper relative to others' previous work.

Importance

The introduction needs to make a case for the importance of your paper.

Compelling

The introduction should help readers understand why they should read your paper.

Framework

The introduction should provide readers a framework for understanding the rest of the
paper.

Too Long

The introduction is too long. Focus on the main points of the paper. This will help guide
readers through your paper.

Too Short

The introduction is too short. Be sure to include the main points or your paper in the
introduction. This will help guide readers through your paper.

Nice Opening

Really nice opening to your introduction!

Good
Organization

Good organization.

Great
Introduction

Great introduction!
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Thesis
Purpose

The thesis should clearly articulate the purpose of your paper (e.g., persuade, assess,
describe, explain, etc.) (MLA Chapter 1, 1.8.2, 42-3)..

Rationale

Each thesis should have clearly developed rationale in the literature.

Location

The thesis statement should be located very early in your paper.

Thesis Missing

The thesis or thesis statement is missing (MLA Chapter 1, 1.8.2, 42-3).

Unclear

The thesis needs to be clearer and more concise.

Single Sentence

The thesis should be clearly stated in a single sentence.

Operationally Define
Terms

If a thesis statement contains words or concepts that would be considered
operational definitions, these definitions need to be explained as well.
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Organize
Organization
Logically

Relevant literature should be organized to assist the reader in understanding the
relationship between the articles as well as the paper’s key argument/themes.

Introductory
Paragraph

This section needs an introductory paragraph to help guide the reader. Introduce the key
terms of this section to the reader.

Clear Headings

Use clear, concise, and compelling language for names of section headings.

Visual
Consistency

Order the sections of your paper visually by using consistent font faces, font sizes, and
font formatting (e.g., bold) to help readers easily notice the differences between section
headings, subsection headings, etc.

Less is More

Less is more. Excessive or flowery language can obscure an author’s arguments or help a
reader lose interest.

Two Subjects

You are dealing with two different subjects/theses. Separate these into distinct sections
or papers, each with a clearer focus.
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Conclusion
Restate Thesis

Begin your conclusion by restating in more detail the central claim or thesis of your paper.

Point Out
Significance

After restating your paper's central claim or thesis, frame the importance of your paper
for your readers; highlight why the topic is traditionally significant, new contexts in which
the topic is or may be important, or new applications for the ideas, approaches, or
findings in your paper.

Further
Research

A single paper is rarely the definitive word on any particular topic. Identify and suggest to
readers future avenues of exploration or research that would complement or extend the
ideas or research in your paper.

Unsupported
Conclusion

The conclusion is not sufficiently supported by what is written in the paper.

Weak
Conclusion

The conclusion is too weak. Revisit the main points of the paper and revise the
conclusions to be relevant, focused, and supported by the rest of the paper.
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Appendix

Include supplemental materials in appendices. Appendices might include brief information that
is easily printed, a discussion of any complicated tools used, and any article lists that were not
previously mentioned but bear source data for the paper.
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EDITING
Comment

Inserts a blank comment.

Capitalization
Capitalize

Capitalize this word.

Do Not Capitalize

Do not use capital letters in this instance.

All Caps

Capitalize all of these letters.

Lower Case

Use lower case letters.

Sentence Case

Use sentence case capitalization convention for this phrase (i.e., capitalize the
first word and any proper nouns).

Title Case

Use title case capitalization for this phrase (i.e. Capitalize the First Word and all
Major Words in this Phrase).

Proper Nouns and Trade
Names

Capitalization is required for major words in proper nouns and trade names.

Titles and Headings

Capitalization is required in major words of titles and headings.

Copyright © 2008-2012

PappasVolk, Inc.

28

Alignment
Left Align

Ensure that text is left-aligned.

Center

Center this text.

Right Align

Right-align this text.

Justify

Apply full justification to this text.
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Font
Clear Formatting

Please remove all formatting (different font faces, sized, bold, etc.) from this text.

Bold

Bold.

Italicize

Italicize.

Underline

Underline.

Increase Font Size

Increase the size of this selection to differentiate it from the surrounding text.

Decrease Font Size

Decrease the size of this selection to differentiate it from the surrounding text.

Complicated Font
Face

This font is too complicated or fancy for use in an academic paper. Please select a more
appropriate font, such as Times New Roman.

Font Face Re-Read

Your font appears to be incorrect. Please re-read the assignment instructions to correct
this error.
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Positive
Nice

Nice.

Good

Good.

Excellent

Excellent!

Great Point

Great point!

I Really Like This!

I really like this!

Good Thinking

Good line of thinking.

Nice Sentence

Nice sentence.

Good Word

Really good word choice!

Elaborate

Elaborate on this a bit more.
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Editing
Delete

Delete.

Add Space

Add a space here.

Delete Extra Space

There is an unnecessary space here; delete it.

Period

Use a period here.

Comma

Use a comma here.

Question Mark

Use a question mark here.

Exclamation

Use an exclamation mark here.

Colon

Use a colon here.

Semicolon

Use a semicolon here.

Single Quote

Use a single quotation mark here.

Double Quote

Use a double quotation mark here.

Apostrophe

Use an apostrophe here.

Parentheses

Use parentheses here.

Brackets

Use brackets [ ] here.

Braces

Use braces { } here.

Hyphen

Use a hyphen here.

En Dash

Use an en dash here.

Em Dash

Use an em dash here.

Ampersand

Use an ampersand here.

Percent

Use the percent symbol here.

Slash

Use a slash here.

Backslash

Use a backslash here.

At Symbol

Use the at symbol here.

Dollar Sign

Use a dollar sign here.

Asterisk

Use an asterisk here.

Pound

Use the pound sign here.

Angle Brackets

Use angle brackets here.

Caret

Use a caret here.
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Spacing
Line Indent

Indent this line.

Paragraph Indent

Indent this paragraph.

Quote Indent

Indent this quote.

Single Line
Spacing

This section of text should be single-spaced.

Double Line
Spacing

This section of text should be double-spaced.

Insert Line

Insert a line here.

Remove Extra
Line

There is an unnecessary line here; delete it.

Incorrect Margins

Your margins appear to be incorrect. Please re-read the assignment instructions to
correct this error.

Spacing Re-Read

Your line spacing appears to be incorrect. Please re-read the assignment instructions to
correct this error.
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WORDING, WRITING,
& GRAMMAR
Avoid
Pronoun Ambiguity

Do not use pronouns referring to the previous sentence, thought, or idea.
Ambiguity in the use of voice and the use of vague comparisons should be
avoided because it creates confusion within the paper.

Pronoun Disagreement

Pronouns are used to replace nouns and should agree with all other words in the
sentence both in number and in gender.

Anthropomorphism

Expression of human qualities should not be used when referring to animals or
things.

Contractions

Avoid using contractions in formal writing.

Weak

The language in this passage is too weak. Do not use qualifying language (e.g.,
seems or tends) when definitive language is appropriate.

Strong

The use of strong language such as 'prove,' is not proper in scientific writing.
Terms indicating evidence for something should be more cautious such as
'suggests' or 'supports.'

Dramatic

Colorful and dramatic language or overly creative writing that draws away from
scientific ideas or structure of the paper is distracting.

Vague

Vague statements diminish the scientific quality of the paper and allows for
confusion.

Casual

Casual language statements diminish the scientific quality of the paper and allows
for confusion.

Quote Overuse

Direct quotes should be used sparingly. Paraphrase and integrate this passage.

Rhetorical Questions

Avoid using rhetorical questions in formal writing as they rarely add any value.

Unfamiliar Term

This term is not familiar enough to use without definition. Define this term the
first time you use it in text so that the reader understands the use of the term
throughout the paper.

Term Overuse

The overuse of technical terms (i.e., jargon) that are unnecessary or irrelevant
weakens the paper. Try to be creative in word expression and not use the same
term repeatedly.

Labeling

Make sure when identifying participants that sensitivity is given in how the
participants are labeled. For example, an appropriate way to address a group of
people within a paper would be 'individuals who have been diagnosed with a
personality disorder' rather than addressing the group as 'the personality disorder
group.'

Race and Ethnicity
Insensitivity

Specific appropriate terms should be used in reference to ethnicity and race
consistently throughout the paper.
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Gender
Bias

Rewrite this passage to remove the masculine pronoun that refers to both sexes. This can be
done through the use of articles (e.g., a police officer) or plural nouns (e.g., when police
officers . . ., they . . .).

Plagiarism

This passage appears to be plagiarized. Plagiarism includes: a) failing to cite another’s work
when you have used that person’s ideas; b) copying another’s work or just changing a word or
two in a passage or phrase (even if you cite it); c) copying another’s work without appropriate
quotation citation; or d) copying your own work without appropriate citation. Make sure that
your paper does not contain plagiarism.
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Voice-Tense
First Person

Avoid using first person in formal writing.

Second Person

Avoid using second person in formal writing.

Third Person

Do not refer to yourself in the third person.

Editorial We

Use 'we' only when referring to yourself and your coauthors.

Active Voice

Use verbs in the active rather than passive voice.

Passive Voice

In this instance, use passive voice to draw attention to the object of the sentence.

Use Past Tense

Use past tense.

Use Present Tense

Use present tense.

Use Future Tense

Use future tense.

Use Consistent Tense

Use consistent verb tense throughout this passage.
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Punctuation
Period

Periods ( . ) are most frequently used to end declarative sentences. They are also used in
many abbreviations (e.g., Ph.D., Dr., Mrs.) and when noting initials in a name, such as D. B.
Cooper.

Comma

When presenting lists of three or more items, be sure to separate each item with a comma
(e.g., milk, bread, and butter). Commas may also be used to assist the reader in making sense
of long passages or compound sentences by indicating opportunities for brief pauses.

Exclamation

Use an exclamation point ( ! ) to convey emphasis of a particular point or an outburst/outcry
in dialogue, but use it sparingly to avoid undermining the strength of your text. This mark
should appear within quotes, brackets, and parentheses only when it is part of the original
text.

Colon

Add a colon ( : ) after a key phrase/clause in order to add subsequent text that emphasizes or
elaborates upon the meaning of the key phrase/clause.

Semicolon

A semicolon ( ; ) should be used to separate independent clauses within a sentence.

Single Quote

Single quotation marks ( ‘ ) can be used within double quotation marks to denote text that
was originally contained within double quotes in the original passage or source material.

Double
Quote

Double quotation marks ( ″ ) are used at the beginning and ending of a (non-block) direct
quotation. They can also be used to convey the ironic or slang nature of a word or phrase
or to identify article or chapter titles within text.

Apostrophe

An apostrophe ( ‘ ) can be used to indicate the possessive form of nouns and to indicate the
omission of letters in a contraction. To make a singular noun possessive, add an apostrophe
followed by an S (e.g., the cat’s toy). To make a plural noun possessive, add an S followed by
an apostrophe (e.g., the teachers’ salaries). An apostrophe is never used to make a singular
word plural. An apostrophe can also be used to create contractions (e.g., can’t, won’t,
shouldn’t).

Parentheses

Parentheses ( ) are most often used to identify independent elements within a sentence or
paragraph, such as reference citations (See Table 12). They are also used to denote items
appearing in a series (e.g., (a) Apples, (b) Pears, (c) Oranges), and to enclose certain
numerical or statistical data, such as formulas, equations, and statistical information
(Chapter 4, 4.09, p. 93).

Brackets

Brackets ( [ ] ) are used highlight changes to quotations added by someone other than the
author of the source material. Brackets can also be used to insert parenthetical material
within text already enclosed within parentheses, or to denote certain types of statistical
data, such as confidence intervals.

Hyphen

Use a hyphen ( - ) when creating compound terms from more than one word.

En Dash

Use an en dash ( – ) to join words of similar weight in a compound adjective, such as heart–
lung transplant or blackberry–rhubarb pie.

Em Dash

Use an em dash ( — ) to add text to a sentence that supplements or diverges from the main
clause. No spaces should appear to either side of the em dash.
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Words
Spelling

This word is misspelled.

Singular

The word should be singular.

Plural

The word should be plural.

Subject-Verb
Agreement

The singular and plural forms of subject and verb must agree.

One Word

This should be one word.

Two Words

This should be two words.

Wrong Word

Based on the context of the sentence, this isn’t the right word.

Better Word

Choose a better word to more clearly or effectively convey this point.

Familiar Words

Using words with which you are familiar will strengthen your writing and make it easier
for your reader to understand.

Posessive or Not
Possessive

Use the possessive noun form.

No Apostrophe

An apostrophe is used to make a word possessive; this word should not have an
apostrophe.

There-TheirThey're

There refers to a place or direction (there was a dog crossing the road). There is a plural
possessive pronoun. They're is the contraction for they are.

Who's-Whose

Who's is the contraction for who is. Whose is possessive that permits the reference to
things as well as people.

You're-Your

You're is the contraction for you are. Your is the possessive form of you.

Its Its Its

It's means 'it is.' Its is a possessive pronoun, like my or hers. Its' is not a word.

Grammar and
Usage
Affect-Effect

Most of the time, affect is a verb and effect is a noun. Exceptions are rare.

Can-Could

Could is used to express uncertainty of ability or commitment. Can is used to express
confidence of ability.

Can-May

Can is used to express confidence of ability or in casual language a request for
permission. May is used to express the probability of ability or event or a request for
permission in formal writing.

Who-ThatWhich

Who refers to a person, 'that' and 'which' refer to an animal or a thing.

Who-Whom

Whom' is used when the sentence refers to a person as a him or her, 'who' is used when
the sentence refers to a person as a he or she.

One Word or
Two

Copyright © 2008-2012

PappasVolk, Inc.

38

A lot

This is two words, not one (a lot).

Already-All
Ready

Already refers to time (e.g., I already cleaned my room); all ready is an indication of
preparation (The students are all ready for the exam).

Alright-All Right

Most of the time, affect is a verb and effect is a noun. Exceptions are rare.

Anyone-Any
One

Anyone is a singular pronoun that is typically used to ascribe an action or characteristic to
all people (e.g., anyone would have opened that door). Any one is more dramatic version
of any that refers to a person or group.

Word Mix-Ups
Capital-Capitol

Capital refers to the seat of government (Raleigh is the capital of North Carolina). Capitol
is used to refer to the building where legislators meet.

ComplimentComplement

Compliment means to praise (verb) or is a positive remark (noun). Complement means to
complete or to add to in a different way (verb) or something\someone that completes or
adds to in a different way (noun).

DiscreetDiscrete

Most of the time, affect is a verb and effect is a noun. Exceptions are rare.

e.g. - i.e.

Use 'e.g.' to clarify a preceding statement by citing an example. Use 'i.e.' to clarify a
preceding statement by expanding or restating the statement more specifically.

Elicit-Illicit

Elicit is a verb that means to draw out or encourage a response. Illicit is an adjective that
means illegal, inappropriate, or immoral.

IngeniousIngenuous

Ingenious means clever, intelligent, creative. Ingenuous means simple, innocent, or
unsuspecting.

Lose-Loose

To lose something is to misplace it (e.g., keys) or have it taken away (e.g., privileges).
Loose is used to communicate something\someone is completely free.

Peak-PeekPique

Peak is an apex. Peek is a quick glance. Pique means to arouse interest or agitation.

PrinciplePrincipal

A principle is a rule of legal, moral, or natural origin. A principal is a person in a position of
authority, such as the head of an elementary school.

Site-Sight-Cite

Site is a place or website. Sight is a noun that refers to the capability of seeing, a device to
aid the eye, or something worth seeing (the capitol is a sight worth seeing). Cite refers to
the source of information (noun) or to refer to the source of information (verb).

Tenant-Tenet

A tenant is a person or organization that occupies a property rented from a landlord. A
tenet is a principle or belief, such as in a religion.

Then-Than

Improper use of then or than. Then is related to time. Than is used to make comparative
statements.
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Sentences
Rephrase

This passage is a bit awkward. Rewrite so that it reads better.

Flow

This passage is choppy. Rewrite to improve the flow for clarity.

Combine

It would be more effective to combine these sentences. Combine and rewrite.

Unclear

Unclear. Rewrite so that your intended meaning is more apparent to the reader.

Run-on

This is a run-on sentence.

Fragment

This is a sentence fragment.

Filler

The selected text is filler that adds to the length of your paper without adding sufficient
value. Remove it and/or rewrite this portion of your paper.

Redundant

This text is repetitive, as you have previously made this point.

Confusing Long
Sentence

Make sure when writing that the sentence is not so long and wordy that the main point is
lost. Complex sentences often strengthen a paper, but only when they convey the point
clearly.

Confusing
Subject

The subject of your sentence should be easy to understand and clearly connected to the
verb. It may help to reorganize the sentence in such a way that relationship between the
subjects and verbs is clear.

Interrupting
Thought

When a sentence contains an interrupting thought that separates the subject and the verb
it can be hard for the reader to grasp the main point of the sentence. Try rearranging the
sentence so the interrupting thought is at the beginning or end of the sentence.

Missing Strong
Verbs

When a sentence is worded in such a way that the verbs are weak it makes the sentence
weak. To strengthen the sentence, erase weak verbs and use the nouns in the sentence to
create new strong verbs. Strong verbs are common verbs that change their stem spelling
(i.e. do not end in -ed) in the simple past tense and past participle forms (e.g., sing-sangsung or arise-arose-arisen).

Evidence

You have yet to discuss the evidence or cite any works that support this assertion.

Transition for
Clarity

Include a transition for greater clarity (e.g. likewise, for example, in contrast, accordingly).

Transition
Missing or
Weak

Your transitional statement is missing or is too weak.

Parallel

Use parallel construction within sentence format.
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Paragraphs
New Paragraph

This sentence should be a new paragraph.

No New Paragraph

This sentence should not begin a new paragraph. Combine and integrate this into the
previous paragraph to make the organization clearer and more logical.

Paragraph Too Long

In most writing, excessively long paragraphs should be avoided.

Paragraph Too
Short

Avoid short paragraphs (i.e., less than four sentences). Reserve the use of short
paragraphs for introductions, conclusions, and lists.

Off Focus

This part of the paper isn’t clearly related to your stated topic. Revise or remove this
section to increase the clarity and strength of the text.

State Earlier

This should be introduced earlier in the paper.

State Later

This should be introduced later in the paper.

Vary Sentence

Using the same sentence structure over and over throughout a paper makes it a
chore to read and can weaken the effectiveness of the text.

Vary Vocabulary

Frequent repetition of similar words weakens prose and discourages people from
reading to the end of an essay. Use a wider variety of words to effectively convey
intent and increase the readability of the text.

Connection Unclear

The connection between these ideas is unclear.

More Detail

Add additional detail to more fully explain or support this line of thought.

Missing Topic
Sentence

This paragraph is missing a topic sentence

Relate to Topic

Each paragraph should address only one idea. The topic sentence and all other
sentences within the paragraph should relate and address the same idea.

Missing Organizing
Sentence

This paragraph is missing an introductory/organizing sentence or two.

Sentence Order

Sentences in a paragraph should be ordered systematically (e.g., compare and
contrast, chronological, simple to complex, less important to more important, etc.).

Communicate Order

Inform the reader of sentence organization with the use of transitional words (e.g.,
first or more important).

Ease Into Difficult
Content

Allow the reader to ease into new information and tough subject matter within the
paper. Start the paragraph with familiar information and then slowly introduce the
detail and unfamiliar information. Always assume the reader is not as familiar with
the subject as the writer.

Introductory
Paragraph

This section needs an introductory paragraph to help guide the reader. Introduce the
key terms of this section to the reader.

Support Main
Points

Every main point should have direct support from the literature.

Revise

This section should be revised further.
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STYLE

Citations
Citations
Parenthetical

When paraphrasing a work by a single author, cite the author’s name and the referenced
page numbers in parentheses at the end of the sentence. For example: The main character
grows in respect to his attitudes about learning… (Smith 11). (MLA Chapter 6, 6.3, 216-19).

Citation Within
Text

When citing an author’s name in text before paraphrasing or quoting a single work, place
the inclusive page numbers in parenthesis before the punctuation at the end of the
sentence being paraphrased or quoted. For example: Smith carried the memory of his
daughter with him as he journeyed home (111-26). Or cite the page number after the
names have been written in the sentence. For example: Smith (111-26) carried the
memory of his daughter with him as he journeyed home (MLA Chapter 6, 6.3, 216-19).

General Rule

When using in-text citations, it is always good to make sure that the citation matches the
format in the work cited. If a citation in the work cited omits the author name and is listed
by title, the in-text citation should also omit the author name and be listed by title. (MLA
Chapter 6, 6.4.4, 223-24).

Multiple Works

When citing multiple works in one parenthetical citation, cite each work and separate
them with semicolons. For example (Kennedy 12; Volk 112-13; Randall 54) (MLA Chapter
6, 6.4.9, 229-30).

Same
Paragraph

When a paragraph is discussing a single work the author does not need to be repeatedly
cited after each sentence. The page number should be cited every time a different page
has been paraphrased, quoted, or referenced in the text but as long as it is clear to the
reader that the same work is being discussed omit exhausting citations of the author’s
name (MLA Chapter 6, 6.3, 216-19).

Cite Inside
Punctuation

Be sure to include the citation within the sentence that is being cited, i.e., before the end
of sentence punctuation (., ?, or !).

qtd. in

When citing a source that is not the original source, such as a quote or idea that someone
other than the author has published and cited, the citation should indicate ꞌꞌqtd. inꞌꞌ so the
reader knows it is a secondary source. For example (qtd. in Kennedy 112) should appear at
the end of the sentence (MLA Chapter 6, 6.4.7, 226).

Same Surname

Authors with the same surname should also have their initials included in every in text
citation.

Volume

When citing a source in text that is part of a multi-volume work, include the volume
number after the author’s name, separated by a comma in the citation. For example:
(Kennedy, vol. 9) (MLA Chapter 6, 6.4.3, 222-23).

Unknown
Author

For a work that has an unknown author or a reference that is legal material, cite in text the
short form of the title and the year of publication (MLA Chapter 5, 5.4.9, 145).

First Name

When citing a name the first time in text, write out the full name exactly as it appears in
the original source. Every subsequent time the name is used cite the last name only (MLA
Chapter 3, 3.4.1, 79-80).
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Formal Name

Do not use Ms. or Mrs. or other formal titles when referring to an individual in text, only
use the full name as it appears in the source (MLA, Chapter 3, 3.4.2, 80).

Informal Name

When referring to an author or fictional character informal names that are well-known and
commonly used are acceptable to use throughout the text (MLA, Chapter 3, 3.4.3, 81).

Citation
Needed

Citation needed.

Citation
Mismatch

This citation does not have a corresponding entry on the reference page. This may be due
to oversight or you may not have included all of the authors in the citation or works cited.

Title of Work

When citing the title of a source within text, write the title out as it is presented on the
title page of the source (capitalizing the first word, the last word, and principle words
within the title). Do not add any punctuation to the title that is not already there with the
exception of a colon to separate the title and subtitle (MLA Chapter 3, 3.6.1, 86-7).

Shortened Title

If a title is cited several times within the text then it is acceptable to use a shortened
version of the title for all subsequent uses (MLA Chapter 3, 3.6.6, 92).

Italicized Title

Titles should be italicized in text when the title is one of the following: a play, web site,
dance, opera, book, newspaper, magazine, or piece of art (MLA Chapter 3, 3.6.2, 88).

Title in Quotes

Titles should be in quotation marks when the title is a piece of a larger work such as a
journal article, magazine article, story, poem, lecture, television episode, etc.)(MLA
Chapter 3, 3.6.3, 89).

Scripture

Italics and Quotations are not used when scripture writings are cited in text (MLA Chapter
3, 3.6.5, 91).

Footnotes
Concise

Footnotes are used to strengthen a paper. They should be concise and contain only
necessary information (MLA Chapter 6.5, 6.5, 230-31).

Footnote One
Thought

A footnote should convey one specific, basic thought, not several complex thoughts (MLA
Chapter 6.5, 6.5, 230-31).

Footnote
Labels

Footnotes should be labeled by Arabic numerals that match the Arabic numerals in the
text (MLA Chapter 6.5, 6.5, p. 230-31).

Copyright © 2008-2012

PappasVolk, Inc.

43

Quotations
Required

When quoting in the text make sure to cite both the author name and the inclusive page
number either by citing them parenthetically after the quote or by citing the author before
or after introducing the quote and then including the page number at the end of the
sentence in parentheses (MLA Chapter 6, 6.3, 216-17).

In-Text
Quotations

An in-text quotation should integrate effectively into the sentence and/or paragraph
structure of your paper and should appear within double quotation marks.

Block Quotes

When quoting a passage that is more than four lines long, set outside of text by starting
the quote on a new line, indenting one inch, double spacing, and omitting the surrounding
quotation marks (Chapter 3, 3.7.2, 93-4).

Prose

When quoting prose that is less than or equal to four lines long, incorporate it into the text
with quote marks (MLA Chapter 3, 3.7.2, 93).

Poetry

Incorporate quotations of poetry in text unless the quote is more than three lines, if the
poetry being quoted is more than three lines start a new line, indent one inch, double
space, and add no quotation marks. When putting several lines together in a quote use a
slash( / ) to indicate the end of each line (Chapter 3, 3.7.3, 95).

Dialogue

Quotations of dialogue between characters should be in a quote set off from the text.
Write each character’s name in all capital letters indented one inch and followed by a
period and then quote the line for that character. Indent each line that is continued in that
character’s speech a quarter of an inch to show the original character is still speaking. Start
a new line and use the same rules of indentation for each subsequent character involved in
the dialogue (MLA Chapter 3, 3.7.4, 96-7).

Inside
Punctuation

For quotes less than four lines the citation should appear after the quotation mark and
before the punctuation (MLA Chapter 3, 3.7.2, 93).

After
Punctuation

For block quotes cite the source in parentheses following the quote punctuation (MLA
Chapter 3, 3.7.2, 94).

Quote Changes

All direct quotations must be quoted exactly as written in original source with the
exception of changing the first letter of the first word quoted to a capital letter. All other
changes or omissions from the exact original source when quoting must be indicated (MLA,
Chapter 3, 3.7.1, 92-3 and 3.7.6, 101).

Quotation
within a Quote

When adding a quote that itself includes a quote, the overall quote should be surrounded
by double quotes ( ꞌꞌ ) while the quote-within should be offset by single quotes ( ‘ ) (MLA
Chapter 3, 3.7.7, 102).

Quote Ellipses

An ellipsis ( … ) can be used to signify an omission of a word, sentence, or phrase from a
quote (MLA, Chapter 3, 3.7.5, 97-100).

Quote
Meaning

Ensure that any changes or omissions to quotes do not alter the meaning intended by the
author of the original passage (MLA, Chapter 3, 3.7.5, 97-100).

Quote Shorten

This quote includes material that is off-topic, filler, or unnecessary. Edit it to remove
superfluous text while maintaining the author’s original meaning (MLA, Chapter 3, 3.7.5,
97-100).
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Integrate Quote

Integrate this quote into the sentence so that it makes sense and is
grammatically correct.

Intro Phrase Comma

A phrase that introduces a quote should be followed by a comma.

Intro Clause Colon

A clause that introduces a quote should be followed by a colon.

No Preceding
Punctuation

This quotation does not need any preceding punctuation.
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Headings
Two Subheadings

Avoid the use of single subheadings in a section.

Missing

Headings help guide the reader. A heading would go well here.

New Page

This heading should start a new page. Insert a page break here.

Use Headings

Use section headings and subheadings to guide the reader.

Consistent

Use consistent formatting for headings of the same level.

Levels of Heading

Use level of heading to communicate the relationship of passages to one another.

Nice Headings

Nice use of headings.
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Numbers
Zero to Nine

Typically spell out all single-digit numbers from zero to nine (e.g., ‘two’ instead of ‘2’).

10 or Above

When a number(s) is 10 or above in a paper, then the numeral(s) are typically
expressed as a numeral (e.g., 10).

Zero to 100

It is acceptable to spell out whole numbers (e.g., ‘one or twenty’ instead of ‘1 or 20’)
from zero to one hundred.

Beginning a
Sentence

The word format of a number (e.g., 'Ten' instead of '10') should be used with any
numbers that begin a sentence or title/heading (MLA, Chapter 3, 3.5.2, 82).

Mathematical
Expression

When a number is cited in statistical/mathematical format as a percentage or a
fraction, it should be expressed as a numeral (e.g., 16%) (MLA, Chapter 3, 3.5.4, 83).

Measurement
Expression

When a number is stated directly before a unit of measurement it should be
expressed as a numeral (e.g., 10mg).

Time, Date, and
Age

When a number is expressed as a time, date, or age then it is typically written as a
numeral (e.g., 20 years).

Plural (No
Apostrophe)

Whenever numbers are written in plural form they should not contain an apostrophe
(e.g., 50s, sixties).(MLA, Chapter 3, 3.2.7g, 75).

Comma Use

Commas are typically inserted for every three digits in a number unless commas do
not commonly break up the number, such as in the instance of page numbers,
temperature, serial numbers, etc. (MLA, Chapter 3, 3.5.3, 83)

Common and
Accepted Numbers

When expressing common fractions and commonly recognized numbers write out the
number as a word (e.g., one sixth, or Ten Commandments).

Ordinal and
Cardinal

Ordinal numbers should be treated the same as cardinal numbers (e.g., ordinal - sixth
grade, cardinal- six grades).

Copyright © 2008-2012

PappasVolk, Inc.

47

Tables-Figures
Purpose

Data displays are important to organize the material and relay the information to
the reader, are mathematically efficient, and can lighten up an overwhelming
amount of text heavy information in a manuscript by providing visual stimulation.

Efficiency

To efficiently prepare a data display, make sure the design is organized, fulfills a
primary purpose, and is flexible for use with different kinds of data.

Overuse

Don’t overuse graphs and tables within your paper because it will disrupt the flow
and layout of the paper.

Numbering

Arabic numerals should be used to number tables and figures in the order that
they appear. Any reproduced data tables, figures, or displays must first have
written permission from the copyright holder and then must cite proper credit
within the table caption.

Tables-Figures
Permission

Any reproduced data tables, figures, or displays must first have written
permission from the copyright holder and then must cite proper credit within the
table caption.

Figure Use

A figure within the text of a paper should provide necessary information and add
to, without repeating, what is already stated in the text.

Figure Design

A figure should contain both a legend (discussion of icons within the figure) and a
caption (discussion of figure outside of and below the figure).

Figures Stand Alone

Although discussed and referenced in the text, a figure should be able to stand
alone without having read the text. Figures that are related and express similar
priority in the text should be consistent in the amount of space that is used for
each of them.

Figure Consistency

Figures that are related and express similar priority in the text should be
consistent in the amount of space that is used for each of them.

Tables-Text

Important highlights of tables should be mentioned in text and the reader should
be directed to specific and important information. However, the table itself
should not be a repeat of what the text has already explained. If two tables
repeat the same data it is best to combine these tables into one. All tables should
have the same format throughout the paper.

Combine

If two tables repeat the same data it is best to combine these tables into one.

Format

All tables should have the same format throughout the paper.

Table Design

The table should contain a limited amount of information and focus on only what
is necessary and relevant to the primary purpose. A table should have a clear and
intelligent design that is organized rationally.

Table Titles

Table titles should be direct and concise with a balance between wordiness and
vagueness.

Table Headings

Headings within the table provide clarity and establish how the format is
structured.
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Decimals

Be consistent with decimal values within the table.

Too
Complicated/Confusing

The way you are presenting this concept or data is too complicated or confusing
for your readers. Consider separating your data/points into multiple tables or
graphs and presenting in combination with text to increase clarity and readability.

Present as Text

By presenting this section as text, you may significantly increase its clarity or
readability for your audience.

Present as Graph

By presenting this section as a graph, you may significantly increase its clarity or
readability for your audience.

Present as Table

By presenting this section as a table, you may significantly increase its clarity or
readability for your audience.
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Abbreviation
General Use

When using an unfamiliar abbreviation for the first time, write out the full word and
follow it with the abbreviation in parentheses. Then use only the abbreviation in all
successive contexts.

Common
Abbreviations

Abbreviations must fully be explained with the exception of those that are found as
words in the dictionary.

Beginning a
Sentence

When beginning a sentence, always use the written form (as opposed to an
abbreviated form) of a word. When writing out the written word of the abbreviation at
the beginning of a sentence the first letter should be capitalized in every part of the
replacing word (e.g., S-Adenosyl).

Latin
Abbreviations

Latin abbreviations are acceptable for use within parenthetical notation in a paper, but
in text, Latin abbreviations are typically not be used and should be written out so as
not to take away from the professional manner of the writing.

Plural

When using the plural form of an abbreviation, do not use an apostrophe; only add an
S (not in italics) to the end of the abbreviation M330.

Over-Under Use

Avoid overuse or underuse of abbreviations.

Scientific Unit of
Measurement

If a scientific unit of measurement is used following a numerical value, then
abbreviations and symbols can be used; otherwise the units of measurements should
be written out.

Common Journal
Abbreviations

The best rule of thumb is to assume that the reader is not familiar with the
abbreviation and to write the word out the first time it appears, regardless of what
scientific journal recognizes it.

Copyright © 2008-2012

PappasVolk, Inc.

50

WORKS CITED

Page Format
New Page

Start on a new page (MLA Chapter 5, 5.3.2, 130-31).

Heading

The Works Cited page must have ꞌꞌWorks Citedꞌꞌ as the title, centered on the page
(MLA Chapter 5, 5.3.2, 130-31).

Hanging Indent

Each work cited in the Works Cited page must be in hanging-indent format (MLA
Chapter 5, 5.3.2, 130-31, see also figure 12, 131).

Double Space

The Works Cited page should be consistent with the double-spaced format
throughout the paper (MLA Chapter 5, 5.3.2, 130-31).

Reference
Mismatch

This reference does not have a corresponding citation in your paper. This may be due
to oversight or you may have not included all of the authors in the citation or
reference listing.

References Amount

The references should be sufficient to back up the research but do not need to be
tedious and unnecessarily lengthy.

Great Reference
Page

Great Works Cited page!

Alphabetical

The order of the works should be alphabetical by last name of the first author, letter
by letter (MLA Chapter 5, 5.3.3, 131-32).

Same Author

If there are multiple works by the same author(s), they are ordered alphabetical by
title. Subsequent entries have three hyphens in place of the author(s) names (MLA
Chapter 5, 5.3.4, 133).

Same Author with
Coauthors

Entries with one author should come before entries with that same author and
multiple other authors (MLA Chapter 5, 5.3.4, 134).

No Author

Works with no author should be alphabetized by the first significant word in the title
(MLA Chapter 5, 5.3.4, 133).

Organization
Author

Work with an organization listed as the author should be placed in alphabetical order
by the first significant word in the organization name (MLA Chapter 5, 5.4.9, 145).

Source
Inappropriate

This source is not appropriate for this paper.

Punctuation

Appropriate punctuation is missing in this reference.
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Elements
Author Name

The first name listed in the work should always be inverted (Surname, First Name and
Middle Name or Initial) while the subsequent names will be in first name last name
format.

Multiple
Authors

All authors in are typically included in the reference. You may name only the frist author
and add et al. for those works with more than three authors (MLA Chapter 5, 5.5.4, 155).

Organization
Author

When an organization is the author, be sure to include the full name of the organization
(MLA Chapter 5, 5.5.5, 156).

No Author

In works with no author the title takes the author position (MLA Chapter 5, 5.4.9, 145).

Author Editors

When referencing an edited book (not a chapter in an edited book) the editors of the
book should take the place of the author name (MLA Chapter 5, 5.5.3, 153).

Editor Name

When referencing chapter in an edited book the editors should be included immediately
following the chapter title (e.g., Ed. A. B. Kennedy) (MLA Chapter 5, 5.5.6, 157).

Titles of Books
and Periodicals

The titles of books and periodicals are in italics with all major words capitalized (MLA
Chapter 5, 5.5.2, 151).

Titles of
Chapters and
Articles

The titles of book chapters are in quotes with all major words capitalized (MLA Chapter 5,
5.5.6, 157).

Publisher

The publisher and place of publication are necessary in all book references. If there is no
place of publication given in the source then ꞌꞌn.p.ꞌꞌ should take the place of publication
location in the reference. Similarly if there is no publisher information given then ꞌꞌn.p.ꞌꞌ
should replace the publisher name in the reference (MLA Chapter 5, 5.5.24, 179).

Date

Year of publication is always included in the reference. If the source does not give a date,
ꞌꞌn.d.ꞌꞌ should appear in place of the date.
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Online
Sources
Online
Sources

Online sources should always contain the medium of publication and the date (e.g., 'Web. 12
May 2010') (MLA Chapter 5, 5.6.2, 184-85).

Online
Source
Required

A typical reference for an online non-periodical publication includes: the surname and first
name of the author (or editor, etc.); name of the work; website title (if different from
publication name); version or edition; publisher (N.p. if no publisher); date of publication
(n.d. if no date); medium of publication; and date of access (MLA Chapter 5, 5.6.2, 184-93

Electronic
Journal

To cite a scholarly work from a journal accessed electronically, cite as a print periodical and
then add the medium of publication (web) and the date of access after the page numbers, if
available (MLA Chapter 5, 5.6.3, 190-92).

Electronic
Database

When a periodical is used from an online database, cite the work as a print periodical but add
at the end the title of the database in italics, the medium of the work (web), and the date of
access (MLA Chapter 5, 5.6.4, 192-193).

Print Books

For electronic version of print books the version should be indicated in brackets immediately
following the title inside the period of the title element.
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Endnotes
Please Reread
Assignment
Instructions

Please re-read the instructions for this assignment. You have made several errors that
can be easily corrected by following the instructions more closely.

Grammatical
Disruption

Improper use of punctuation, grammar, and spelling throughout this paper made it
difficult to understand how the sentences are related and disrupted the clarity of the
paper. Keep in mind that transitional words also help contribute to the flow of a paper
so that it is considered smooth rather than choppy. For future papers, ne sure to use
resources such as spell check, peer reviews, and rewrite several drafts of your paper to
address these simple but pertinent mistakes in your writing.

Paper Long and
Wordy

Your paper is too wordy, repetitive, and/or unnecessarily long. A paper should be able
to effectively relay information and ideas without excessive elaboration. A good paper
is concise and does not bore the reader by repeating specifics in all sections of the
paper or by tackling too many topics at one time or in one paper.

Too Much Detail

A paper should be able to effectively relay information and ideas without excessive
elaboration. A good paper is concise and does not lose the reader by repeating specifics
in all sections of the paper or by tackling too many topics at one time or in one paper.
Remember in future papers that a concise, efficient explanation is always a good
default for paper writing.

Too Little
Information

A paper should be able to effectively relay information and ideas by communicating
how each part of the paper is connected to the central topic. A paper should not make
huge leaps in conclusions or thought. As a general rule, do not merely imply the various
topics, themes, or arguments are connected; assume that the reader is not as
knowledgeable about the topic being presented and take great lengths to efficiently
explain the connections.

Substantial
Plagiarism

Your manuscript contains a substantial amount of plagiarism. Sources are not credited
and/or word-for-word quotations are not cited.

Lacking Evidence

There is a lack of evidence and research to support your conclusions throughout the
paper. Make sure to take advantage of resources such as interlibrary loan and the
University Research Portal when writing your paper so that there is substantial support
for your conclusions.

Good
Organization and
Transitions

This paper is very well written. The paper shows good organization and great clarity
throughout the manuscript. Your use of transitional words, clear grammar and word
choice helped contribute to the flow of the paper and made it easy to understand how
the sentences are related.

Great Formatting

You have successfully used formatting and style rules to make this paper clear and easy
to read. Good work!

Interesting Topic

Great paper topic: it was enjoyable to read because it was both intellectually
stimulating and interesting.

Outstanding Paper

This is an outstanding paper. Very well done!

Great Improvement

This paper shows great improvement over your previous assignments - keep up the good work!
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