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EditMaster

ENGLISH 098

This packet is designed to assist you in editing your essays for pronoun reference, punctuation, and sentence fragment errors. Using this packet and your word processing program, you will be able to systematically search for and correct errors that prevent you from communicating with your reader. The five different colors of paper in this packet indicate the function that each sheet will help you to perform.

· Blue--Pronoun Finder to locate pronoun reference errors

· Green—FANBOYS Finder to determine whether to use “, and” or “and”

· Pink--Comma Splice Finder to determine if you have a comma splice error

· Salmon – Fragment Finder to find and correct incomplete sentences

· Grey--Introductory Word, Phrase, and Subordinate Clause Finder to determine                                           when to use commas before subjects

You must use the Finders in this order for this system to be effective, so do not unstaple the pages or change the order.

We will practice using the finders together in class, and I will be more than happy to work individually in or out of class with you until you feel comfortable using them. You will have to work with the finders and your essays outside of class to do a thorough job.  

This is a process that takes much time, effort, and concentration. In addition, there are rules of grammar and punctuation that you must learn in order to make the right decisions when using the Finders. We will also work on these. However, if you learn to use the Finders correctly and take the time to apply them faithfully, you should see a considerable decrease in the number of errors in your writing. 

Remember, technology is a helpful tool for the editing process; nonetheless, the Finders will not do the work for you. They will assist you in finding possible errors, but in the end, it is you who must carefully apply your knowledge to eliminate errors from your writing. 

Complete all of the EditMaster sheets before you hand in each essay.

Pronoun Finder

Personal pronouns and indefinite pronouns can be candidates for pronoun reference errors (often called pronoun-antecedent agreement errors).  As you know, pronouns must match in person and number with their antecedents.  The Pronoun Finder will help you check your writing for these kinds of errors.

Pronoun Chart

	
	Singular
	Plural

	1st Person
	I me my mine
	We us our ours

	2nd Person
	you your yours
	you your yours

	3rd Person
	he she it 

his hers its

him her 


	they them their theirs

	 All nouns are third person
	Singular Indefinites
	Plural Indefinites
	Singular or plural depending on context

	Indefinites are 3rd person
	no one

none

nobody

nothing

anybody

anyone

anything

everyone

everybody
	everything

someone

somebody

something

one

each

either

neither
	both

few

several

many
	all

any

more

most

much

none

some


SEARCH STRATEGIES FOR THE PRONOUN FINDER

	Search for this word
	You will find at the same time

	YOU
	YOU, YOUR, YOURS

	HE
	HE, SHE, HER, HERS, THEY, THEM, THEIR, THEIRS

	IT
	IT, ITS

	 OUR
	OUR, OURS


USING THE PRONOUN FINDER

In order to find personal or indefinite pronouns that are in error and correct them, use the Find function in your word processing program. Follow these steps.

1. Put cursor at top of document.

2. Click on Edit (on toolbar at top of screen).

3. Click on Find, Find and Replace dialog box appears.

4. Into Find What box, key in desired personal or indefinite pronoun.  If Match Case box is checked, un-check it by clicking the checkmark. Click on Find Next. The computer will highlight pronoun.

5. Read sentence and do metacognitive-matching process:

a. Identify antecedent.

b. Identify person and number of antecedent.

c. Identify person and number of pronoun.

d. Do you have a match?  If not, correct the pronoun reference error

e. If no antecedent, is there an error?  If so, correct the pronoun reference error

6. If antecedent and pronoun match, click on Find Next.

To make correct pronoun reference errors follow these steps:

· Highlight pronoun in document. OR highlight antecedent.

· Key in correction in document.

· Correct the verb and any other words if necessary.

7. Click on Find Next and repeat process until all pronouns are checked.

When you have checked ALL pronouns, be sure to

save document as “ Pronoun Finder.”

Coordinating Conjunction (FANBOYS) Finder
The Find and Replace function in your word processing program will help you with the dilemma of whether or not you should use a comma before a coordinating conjunction as in “, and” or “and.” The coordinating conjunctions can easily be remembered by the acronym FANBOYS because the first letter of each of the seven coordinating conjunctions spells the word FANBOYS. 

	F
	A
	N
	B
	O
	Y
	S

	for
	and
	nor
	but
	or
	yet
	so


To use the FANBOYS Finder, follow these steps.

1. Put cursor at top of document.

2. Click on Edit (on toolbar at top of screen).

3. Click on Find, Find and Replace dialog box appears.

4. Into Find What box, key in desired coordinating conjunction/FANBOYS. If Match Case box is checked, un-check it by clicking the checkmark. 

5. Click on Find Next. Your word processing program will highlight coordinating conjunction/FANBOYS.

6. Read sentence and do meta-cognitive-matching process:



	Is there an independent clause to the left of the FANBOYS?

	YES
	NO

	Is there an independent clause to the RIGHT of the FANBOYS?
	
	

	
YES
	NO
	Is the FANBOYS connecting 3 or more items in a list?

	
	YES
	No

	Place a comma before the FANBOYS
	No comma needed


In other words

Yes + Yes + YES, use a comma

Yes + No + No, do not use a comma

No + (no need to check other side) = No, do not use a comma

To correct coordinating conjunction/FANBOYS errors follow these steps:

7. Highlight error in document.

8. Key in correction in document. 

9. Click on Find Next and repeat process until all coordinating conjunctions/FANBOYS are checked.
Save document now as “FANBOY Finder.”

WHEN DOES A FANBOYS NEED A COMMA?
Look for compound sentence patterns to see if a comma is needed with the coordinating conjunction/FANBOYS.

	S
	V
	DO,
	FANBOYS
	S
	V
	DO.


When you look at a compound sentence, to the left of the (, FANBOYS) there should be a whole sentence (independent clause), and to the right of the (, FANBOYS) there should be a whole sentence (independent clause).

 S V      DO     CFB   S  V      DO


I  have books, and   I  read them. 

Look for this simple sentence pattern with compound verbal elements to see if the comma is NOT needed before the coordinating conjunction/FANBOYS.


S  +V  +DO  + FANBOYS  V + DO.

When you look at simple sentence pattern with compound verbal elements, to the left of the FANBOYS, there should be a whole sentence (independent clause); however,  to the right of the FANBOYS there is only a partial sentence or verbal phrase.



S V       DO    FB   T   V         DO



I have books and also read them.
Comma Patterns for  ( , FANBOYS or FANBOYS)

	, FANBOYS pattern

Use a comma if:
	COMPOUND SENTENCE
	IC , FANBOYS IC.

	
	SERIES


	W, W, and W



	FANBOYS pattern

Use only FANBOYS if:
	SIMPLE SENTENCE + COMPOUND VERBAL
	IC FANBOYS CV.

	
	CONNECTING WORDS
	W FANBOYS W


Comma Splice Finder

	S
	V
	DO
	S 
	V
	DO

	IC
	IC
	

	I
	love 
	my cat,
	she
	loves
	me


This is a comma splice error; a comma can not separate two separates independent clauses!
Your word processing program can help you discover comma splice errors. This sheet can only be used effectively after the FANBOYS Finder has been run. If you reverse the order, you will not get good results because you will have too many commas at one time to check. 

Using the Comma Splice Finder:

1. Put cursor at top of document.

2. Click on Edit (on toolbar at top of screen).

3. Click on Find, Find and Replace dialog box appears.

4. Into Find What box, key in comma [,]

5. Click on Find Next. Your word processing program will highlight comma.

6. Read sentence and do meta-cognitive-matching process:

· If “, FANBOYS” is present, click on Find Next because you have already checked this comma.

· If FANBOYS are not present, as yourself the following questions:

	Is there an independent clause to the LEFT of the comma?

	
	Yes
	No
	

	
Is there an independent clause to the RIGHT of the comma?
	
	
	This is not a comma splice; click FIND NEXT

	Yes
	No
	
	

	This is a comma splice.  You must correct this error


In other words:



“Yes” + “Yes” = COMMA SPLICE.  You need to fix this!



“No” at any point = NOT a COMMA SPLICE

FOUR OPTIONS FOR FIXING COMMA SPLICE ERRORS:

1. Period
(.)


S          V            DO             S        V        DO


I  love my cat.    She loves me too.

2. Comma plus coordinating conjunction/FANBOYS
(, FANBOYS)


S    V             DO   CF       S       V      DO


I  love my cat, and she loves me too. 

3. Semi-colon (;)


S    V                  DO SC      S          V      DO


I  love my cat;   she loves me too.

4. Semi-colon plus conjunctive adverb plus comma
  (; in addition,)

       S    V                DO  SC  CA                  C     S       V           DO


I love my cat; in addition, she loves me too.
Pick one option to correct each comma splice error. Rotate these choices; do not lean on one.

The following list of CONJUNCTIVE ADVERBS will help you .

	accordingly
	hence
	moreover

	at the same time
	however
	nevertheless

	consequently
	in addition
	nonetheless

	conversely
	in any case
	on the contrary

	equally important
	in contrast
	on the other hand

	for example
	in fact
	then

	furthermore
	meanwhile
	what is more

	
	
	




Save document as “Comma Splice Finder.”
Fragment Finder
Fragments are serious sentence errors; they occur when a group of words starts with a subordinate clause, a relative clause, or another “fragment creator, but do not include an independent clause.  ”The Fragment Finder will not find all fragments; however, it will help you find some of the most common ones. 

Subordinating Conjunctions

	after
	because
	since
	whereas

	although
	even if
	so that
	where

	as
	even though
	that 
	wherever

	as if
	if
	though
	whether

	as soon as
	in order that
	unless
	while

	as though
	once
	until
	

	before
	provided
	when
	


In addition to subordinating conjunctions, the following words can also cause fragments if used incorrectly.

	Especially
	Except
	Including
	Instead of
	Such as


Relative Pronouns can also create fragments at the beginning of a group of words.

	Who
	That
	Which
	Whomever

	Whose
	How
	What
	Whatever

	Whom
	Whoever
	Whomever
	


Using the Fragment Finder:

To use the Fragment Finder, follow these steps.

1. Put cursor at top of document.

2. Click on Edit (on toolbar at top of screen).

3. Click on Find, Find and Replace dialog box appears. 

4. In the Find What box key in fragment creators (subordinating conjunctions, relative clauses, etc.)  beginning with a capital letter. If Match Case is not checked, un-check it by clicking the checkmark. 

5. Click on Find Next. Your word processing program will highlight the subordinating conjunction; read sentence and do meta-cognitive-fragment finding process:

· Where does subordinate clause end?   [Because it is Monday.]

· Is it followed by an independent clause?

· Do you have two subjects and verbs (one subject and verb in the subordinate clause and one subject and verb in the independent clause?)

· If yes, you do not have a fragment.

· If no, you have a fragment.

6. If no error, click on Find Next.
7. To correct sentence fragment, follow these steps:

Highlight error in document.

Key in correction in document.

8. Click on Find Next and repeat process with all subordinating and trouble-causing words.

9. Follow steps 1 though 9 to find and correct other possible fragments.

Save document as “Fragment Finder.”

FOUR OPTIONS FOR FIXING FRAGMENT ERRORS

A. Join to clause following it. (it will need a comma)

   SC
           

    IC

[Because it is Monday,] I am sad.

B.  Join to clause before it.


IC

SC

I am sad [because it is Monday.]

C. Revise and add independent clause.

 SC


          IC

[Because it is Monday,] I am in a hurry. (it will need a comma)

 IC


SC

I am in a hurry [because it is Monday.]


D. Revise into simple sentence by dropping the subordinating word.
IC

Because It is Monday. 
S Sheet
Introductory Word, Phrase, and Subordinate Clause Finder.
This exercise is designed to help you determine when commas are needed after introductory words, phrases, and subordinate clauses that come before the subject of a sentence. You will not need the computer to do this. Follow these steps.

Metacognitive process for S Sheet:

1. Read each sentence aloud and slowly.

2. Put an S above each true subject (not one in subordinate clause).

3. Look to the left of the true subject to determine if any word or words need to be set off by comma.


(a) Introductory word

(b) Introductory phrase

(c) Subordinate clause 

4. Insert comma if necessary. (A comma is required after an introductory word, phrase, or subordinate clause that comes before the subject of an independent clause).

See S Sheet flow chart on following page.

Remember:  The subject of the sentence can never be the OBJECT OF THE PREPOSITION.  So, you will want to bracket out prepositional phrases when looking for the subjects of your sentences.  

	POSITION
	DIRECTION
	RELATIONSHIP

	about
	at
	as

	above
	beyond
	because of

	across
	down
	but

	after
	from
	by

	against
	in
	except

	along
	into
	for

	before
	on
	like

	during
	to
	of

	near
	toward
	since

	until
	up
	with



S Sheet Flow Chart

	Cross out prepositional phrases

Read each sentence out loud slowly. 

Bracket any relative clauses (see list on page 8) = CX

	Does the sentence contain subordinating conjunctions (see list pg. 13)?

	YES
	NO

Does the sentence contain a FANBOYS or a ; (semi-colon) ?
	

	Bracket subordinate clause.

This is a CX 

(Complex Sentence Pattern).


	                                YES     

Are there two or more independent clauses  (complete sentences) ?
	NO

	Which CX sentence pattern do you have? 
	YES
	NO

	
  
	
	This is a CP
(Compound Sentence).
	This is a SS
(Simple Sentence).

	IC SC
	SC, IC
	Put an S over BOTH subjects.
	Put an S over the subject.

	
No comma is needed between subordinate and independent clauses.


	Put a comma at the end of the subordinate clause.
	Put a comma  and a FANBOYS or a ;  between the two independent clauses.


	

	
Put an S above the TRUE  subject (in independent clause).

Remember:  The TRUE subject cannot be in a relative clause or prepositional phrase

( SEE LIST OF PREPOSITONS PAGE  10)

Look to the LEFT of the TRUE subject.

Are there introductory words before the TRUE subject?
	Look to the LEFT of each TRUE subject.

Remember:  The TRUE subject cannot be in a relative clause or prepositional phrase

(SEE LIST OF PREPOSITIONAL PHRASES ON PAGE 10)

Are there introductory words before the TRUE subject(s)?

	YES

Do the words have a close relationship to the subject (ex: the, blue, my)
	NO


	YES

Put a comma between the subject and the introductory word, phrase, or transition.
	NO



	Yes

No comma needed
	No

Put a comma after the introductory word, phrase,  or transition
	
	
	

	
	If there are no additional independent clauses, you are done! 

Go on to the next sentence!
	


How do you know if you need a comma before a subject?
Let’s look at some possible words and phrases that can come before a subject 

No Comma Needed:

· If nothing comes before the subject, no comma is needed!  

S

I am going home.

· If an article or word that comes before the subject directly modifies it, then do not use a comma.

                S


                   S

The little girl is going home

My father is late for dinner
Comma Required:

· An introductory word or phrase that comes before the subject must be set off by a comma.

                      S

Furthermore, I am going home. 

            S
Today, I am going home.

                          S
In the morning, I am going home.

· A comma must set off a subordinate clause that comes before the true subject (i.e.,  independent clause).

                             S
Since it is dark, I am going home.

Subordinating Conjunctions

	after

although

as

as if

as soon as

as though

before


	because

even if

even though if

in order that

lest


	once

provided that 

since

so that

than


	though

unless until

when

whenever


	whereas where

wherever

whether

while


Comma Patterns for subordinate clauses. 

A comma is needed when the subordinate clause comes before the independent clause—not when it comes after it.

SC                                   IC

[Because it is Monday,] I am sad.

IC 
   SC

I am sad [because it is Monday.]


NOTE: 

Always bring your EditMaster with when you show me your S Sheet.

SS = simple sentence


CX = complex sentence


CP = compound sentence


CPCX = compound-complex sentence





IC


IC SC   SC,IC


IC,FANBOYS IC  IC; IC  IC CONJ. ADV, IC





For   And  Nor  But  Or Yet  So








(Karen Gordon, 1995
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