Revision Goal 1: Accentuate the positive and de-emphasize the negative in your document.
1. Read your document. Highlight all words and phrases that sound negative such as do not, no, stop, and not, as well as words that convey a negative, unpleasant, or disagreeable tone such as unfortunately, cannot, unable to, problem, difficult, error, loss, failure, or regret.

Example: Ilsa focuses on this sentence, which has a negative word and message sure to upset employees: "The management team has decided not to give Christmas bonuses this year."

2. Revise your document to accentuate the positive and de-emphasize the negative.

Example: Ilsa revises her sentences to focus on what the company will do. Revising the sentence the tone of her document: "The management team has decided that rather than lay anyone off in this difficult economy, they will instead institute job-saving measures, including foregoing Christmas bonuses this year."
Revision Goal 2: Use active voice.
1. Re-read your document. Highlight all sentences that use passive voice.

Example: Jada reads her document and finds a few sentences in the passive voice, including this one: "The savings were passed on to the consumer by the company."

2. Revise those sentences so that they are in the active voice.

Example: Jada moves the chemists to the front of the sentence: "The company passed the savings on to the consumer."
Revision Goal 3: "Omit needless words." -- Strunk and White.
1. Re-read your document. Highlight all wordy sentences.

Example: Marcos reads his document, and one of the sentences he highlights is this: "In my opinion, I believe that the decision was sound."

2. Revise all highlighted sentences.

Example: Marcos cuts the unnecessary phrases: "The decision was sound."
Revision Goal 4: Connect sentences with conjunctions that express the relationship between the sentences.
1. Re-read your document. Look for groups of sentences that seem disjointed.

Example: Susan highlights this passage in her document: "The committee decided to have an emergency hearing on the budget problem. They could not decide on a date."

2. Connect disjointed sentences.

Example: Susan realizes that the sentences, although grammatically correct, should be connected with a conjunction that expresses the contrasting relationship between them: "The committee decided to have an emergency hearing on the budget problem; however, they could not decide on date."
Revision Goal 5: Vary sentence openings.
1. Re-read your document. Highlight any passages that have several sentences that begin with the same word or phrase.

Example: Ken highlights this passage in his document: "The budget problem was serious. The accountants had discovered irregularities in payments to vendors. The vendors denied any wrong doing."

2. Revise sentences by changing one of the openings or combining the sentences.

Example: Ken tries combining two sentences, changing one opening, and changing the order of the sentences: "The accountants had discovered irregularities in payments to vendors although the vendors denied any wrong doing. This budget problem was serious."
Revision Goal 1: Follow these steps to improve your use of mechanics and conventions.
Use the MY Editor feedback to improve your understanding of mechanics and conventions.

1. Pay attention to the specific feedback that MY Editor gives you as you compose and edit your document. Begin by revising any spelling or punctuation errors you have committed. Then run MY Editor again to reexamine any remaining grammar errors that remain.
2. Write down the terms used in the feedback.
3. Study the terms that came up most often.
4. When you master your understanding of a particular term, move on to a new one.

Network to improve your understanding of mechanics and conventions.

1. Start or join a small, serious study group on the topic of mechanics and conventions.
2. Ask your instructor to recommend other resources to help you master mechanics and conventions.

When you rewrite your document, pay attention to your sentences to avoid errors in mechanics and conventions.

1. Place a period at the end of each of your complete thoughts/sentences.
2. Place the subjects of your sentences as close as you can to the beginning of your sentences.

When you rewrite your document, focus on correcting the errors that came up the most often in the original document.
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